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1 BBenenue

Pabouas mporpamma u (QOHA OIEHOYHBIX CPEACTB TUCIHMILIMHBI «J{OKyMEHTaIlMOHHOE
oOecrneueHre 1 1eJI0MPOU3BOICTBO B TOCYAAPCTBEHHOM U MYHUIIUIIAIbHOM YIIPaBIEHUU» COCTaB-
JICHbl B COOTBETCTBHH C TpeOOBaHUSAMHU (eAepaTbHOTO TOCYJapCTBEHHOIO 00pa30BaTEILHOTO
CTaHJapTa, YTBEPXKIAECHHOTO MNpukazoM MwuHOOpHayku Poccuiickoit ®enepannn ®I'OC BO,
yrBepkaeHHbIH [Ipukazom MunoOpuayku Poccun ot 13.08.2020 Ne 1016, u ocHOBHOM nipodec-
CHOHAJIbHOM 00pa3oBaTeIbHON MPOrPaMMBbI MMOATOTOBKH « Y IIpaBJIeHHE FOCYIapCTBEHHBIMU MTPO-
€KTaMU M NporpaMMaMu» 10 HarnpasiaeHuto noarotosku «38.03.04 I'ocygapcTBeHHOE U MYHULIU-
NaJbHOE YIIPABICHUEY.

[IpakTnueckasi MOArOTOBKA peajn3yeTcss Ha OCHOBE:

[Ipodeccuonanpusbiii cranmapt 08.041 "CIIEHUMAJIMCT B COEPE YIIPABJIEHUA
[TPOEKTAMHU I'OCYJJAPCTBEHHO-HACTHOI'O ITAPTHEPCTBA". O6o6meHHast Tpyno-
Bas QpyHkius: A. HPpOpMaIIMOHHO-aHATTUTHYECKOE MPOBEIEHUE MMOATOTOBKH MTPOEKTa rocyaap-
CTBEHHO-9aCTHOTO NapTHepcTBa; O0o0menHas TpynoBas Gynkuus: B. Opranusarus u nmposeje-
HUE MOATOTOBKH U pealli3allii MPOEKTa roCyA1apCcTBEHHO-YaCTHOTO mapTHepcTBa; O600meHHas
TpynoBas Gpynkuus: C. YrpaBieHre U KOHTPOJIb TOJATOTOBKY M peaTU3alliyl MPOEKTa rocyiap-
CTBEHHO-YaCTHOI'O IIApPTHEPCTB.

3ajauu TUCUUIUIMHBI | Pa3BUTh CIIOCOOHOCTBH OCYLIECTBIATH JI€I0BYI0O KOMMYHUKAIUIO B YCT-
HOM U MUCbMEHHOW (hopMax Ha rocyapCcTBEHHOM si3blke Poccuiickoi
®enepanuu.

OcnoBubie pasznensl / | Pazgen 1 Merogonoruueckue U IpaBoOBbIE OCHOBBI TUCIIUILIHHEI.
Tembl qucuuiuinebl | Pasnen 2 Hopmupoanue odopmiieHHsS JOKYMEHTOB.

Paznen 3 OdopmieHne oTAeIbHBIX BUAOB OpraHU3al[MOHHO-PACIOps-
JUTEIbHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOI'O M MyHUIIUIIAIb-
HOTO yIIpaBIICHHUS.

Paznen 4 Opranusanus paboThl ¢ JOKyMEHTaMH.

2 IlepeuyeHb MUIaHUPYEMbIX Pe3yJIbTATOB 00y4eHHS MO JMCHUILINHE (MOAYJIIO),
COOTHECEHHBIX C HHANKATOPAMM JOCTHKCHHUSI KOMIIETCHIIHI

[Ipouecc n3ydeHust AUCUMILIUHBI «J[OKyMEHTAIlMOHHOE 00ecriedeHre U JeONpON3BO/I-
CTBO B TOCYJIapPCTBEHHOM M MYHHIIMITAIbHOM YIIPABICHUI HAMPaBJIeH Ha (OPMUPOBAHUE CIEAY-
fomux komneteHui B cootBeTcTBHM ¢ ®I'OC BO 1 ocHOBHOM 00pa3oBaTeIbHON MPOrpaMMoin
(Tabmuma 1):

Tabmuma 1 — KomneTeHmu u MHANKATOPHI UX TOCTHXKCHHS

Kon u HanmeHoBaHME KOMITE- WHauKaTopsl JOCTHKEHUS [Inanupyemsle pe-
TEHLIUH 3yJbTaThl 00y4YEHUS
10 IUCLMIUIMHE

YHuBepcabHbIe
VYK-4 Cniocoben ocymectisath | YK-4.1 3naer ocobeHHOCTH YCT- 3HaTh!
JIETTOBYI0 KOMMYHHKAIIHIO B HOTO M TUCbMEHHOTO OOIICHUs HA | - TpeOOBaHUSI K
YCTHOH M MUCbMEHHOU (JOpMaxX | PyCCKOM M HHOCTPAHHOM SI3bIKaX; | O(OPMIICHHUIO TOKY-
Ha FOCYJAapCTBEHHOM SI3bIKE IpaBWia ¥ 3aKOHOMEPHOCTH JIEJIO- | MEHTOB,

Poccuiickoit denepanuu 1 MHO- | BOM YCTHOM U MMCbMEHHON KOMMY-
cTpaHHOM(BIX ) sI3bIKE(ax) HUKAIIH




VYK-4.2 YmeeT npuMeHATh pazany-
HBIE METO/IbI IEJIOBOTO OOIICHUS
Ha PYCCKOM U HHOCTPAHHOM $I3bI-
Kax Kak B YCTHOM, TaK U B IUCh-
MeHHOU popme

VK-4.3 Brnaneer HaBbIKAMU UTEHUSA
U TIEpEeBO/ia TEKCTOB HA MHOCTPAH-
HOM SI3bIKE B MPOPECCUOHATBHOM
0011IeHUH; HABBIKAMU JIEJIOBBIX
KOMMYHUKaIU B YCTHOW U TTUCH-
MEHHOH (opMe Ha PYCCKOM U MHO-
CTPaHHOM SI3bIKaX

- TpeGOBaHUs K
CTPYKTYpE, CoAepxKa-
HUIO ¥ 0UIHATIBHO-
JIEIOBOMY CTHJIIO
peun.

YMerTsb:

- OCYILIECTBJIATH J0-
KyYMEHTUPOBaHHE HH-
dopmanmu;

- COCTaBJIEHUE JIeJI0-
BBIX ITHCEM;

- OpPraHU30BBIBATH pa-

00Ty C JOKYMEHTaMH,
Bnaners:

- HAaBBIKOM COCTaBJIe-
HUS OULHATIBHBIX
JOKYMEHTOB H Opra-
HU3alM1 JOKYMEHTO-
000poTa U XpaHeHus
JIOKYMEHTOB.

3 MecTo AUCHUILIMHBI (MOAYJIS) B CTPYKTYpe 00pa30BaTe/IbHOI NPOrpaMMbl

JucuunnuHa «JlokyMeHTallMoHHOE o0ecrieueHrne U JeI0NPOU3BOJCTBO B TOCYJapCTBEH-
HOM U MYHMIIMIIAJIbHOM YTIPABIEHUM» U3y4aeTcs Ha 2 Kypce, 3 ceMecTpe.

JlucrunianHa BXOIUT B cocTaB 0j0ka 1 «/{ucuurimasl (MOTYJIN)» U OTHOCUTCS K 6a30BOit
YacTH.

Jlji 0OCBOEHUS TUCIUILUIMHBI HEOOXOUMbI 3HAHUSI, YMEHHUS, HABBIKU U / UJIU OMBIT MpaK-
TUYECKOM eATeNIbHOCTH, C(POPMUPOBAHHBIE B MTPOLIECCE U3YUYEHUS JUCLUUIUINH / MPaKTUK: «Pyc-
CKMH SI3BIK U KYJIbTYypa peun», «MTHOCTpaHHBIN SI3bIK».

JucuuruinHa «/{okyMeHTallnoHHOe o0ecreyeHne U AeI0NpPOU3BOACTBO B TOCYapCTBEH-
HOM U MYHULUIIAIBHOM YIPaBJIEHUN» B paMKaX BOCHUTATEIbHOW paOOTHI HampaBjieHa Ha (op-
MHUpOBaHHE y 00y4alOMIUXCsl aKTUBHOM I'pakITaHCKOW MO3MLIMH, YBaKEHUS K IpaBaM U cBo0O1aM
YyeJIoBeKa, 3HaHUS MTPaBOBBIX OCHOB M 3aKOHOB, BOCIIUTAHUE YYBCTBA OTBETCTBEHHOCTH UJIU yMe-
HUSI apTyMEHTHPOBATh, CAMOCTOSITENIbHO MBICIIUTh, Pa3BUBAET TBOPUYECTBO, MPOpECCHOHATIbHBIE
YMEHHMSI UJIM TBOPUECKU PA3BUTOM JTMUHOCTH, CUCTEMbI OCO3HAHHBIX 3HAHWUMN, OTBETCTBEHHOCTH 32
BBINOJIHEHHE Y4E€OHO-TTPON3BOACTBEHHBIX 3aJaHUN U T.1.

4 O0beM JUCUMILIMHBI (MOIYJIS) B 3a4€THBIX eIMHUIIAX ¢ YKa3aHUMEeM KOJIUYeCcTBa
aKaJeMHYeCKHX YaCOB, BbI/IeJICHHBIX HA KOHTAKTHYIO padoTy 00y4aommuxcs
¢ nmpernoaasareseM (0 BHAaM y4eOHbIX 3aHATHIT) 1 HA CAMOCTOATEILHYIO padoTy
00yYarIuXcs

OO6m1ast Tpy10eMKOCTh (00BhEM) TUCIUTUTMHEI COCTaBisAeT 4 3.¢., 144 akan. yac.
Pacnipenenenne oobeMa AUCHUILTUHBI (MOYJIsl) TIO BUJIaM y4eOHBIX 3aHSATHH MpEICTaB-
JIEHO B Tabiuiie 2.

Tabmuua 2 — O6beM IUCIUILTUHBI (MOIYJIS) IO BUAM YUEOHBIX 3aHSATHIM



O0beM AUCIHILTUHBI Bcero aka-
neMuye-
CKHX YacoB

OO6mmast TpyA0€MKOCTh TUCITUTUTHHBI 144

KonTakTHasi aynuropHasi pabora o0y4yaomuxcs ¢ npemnojaasareseM (10 BU- 48

AaM y4yeOHBbIX 3aHATHI), BCEro

B ToMm umciie:

3aHSATHS JEKIMOHHOTO0 THIA (JICKIIMU W UHBIC YU4EeOHBIC 3aHATHS, IPEIyCMaTPH- 24

BAIOIME TMPEHMYIICCTBCHHYIO Tepenady y4eOHOW WHpOpManuu meaaroruyie-

CKMMH paOOTHUKAMH )

3aHSITUSI CEMHUHAPCKOr0 THUMAa (CEMHHApBI, MPAKTUYECKHE 3aHSITHS, MPAKTH- 24

KYMBI, 1a00paTOpHbIC pabOThI, KOJUIOKBUYMBI M HHBIC AaHAJIOTUIHBIC 3aHSATHS)

CamocrosiTesibHasA padoTa 00y4YaAKOIIUXCH U KOHTAKTHAas padora, BKIOYAIO- 96

I1asi TPYNIOBBIC KOHCYIbTAIINH, HHIUBUAYATBHYIO Pa00Ty 00ydJaromuXcsl ¢ mpe-

Mo/1aBaTessiMH (B TOM YUCIIe MHAUBHIYyalbHbIE KOHCYJIbTAIIMH ); B3aUMO/ICHCTBHE

B DJIEKTPOHHOHN MH(OPMAIIMOHHO-00pa30BaTENILHON Cpefie By3a

[IpomexxyTouHas arrectaiusi 00y4Jaronuxcs — 3a4eT ¢ OIEHKOU 0

5 Copepxxkanue IMCUUILIHHBI (MO1YJIf1), CTPYKTYPHUPOBAHHOE 10 TeMaM (pa3aeiam)
€ YKa3aHMeM OTBeICHHOI0 HA HUX KOJIUYeCTBA aKAJIeMUYEeCKUX YACOB M BU/I0B Y4eOHOM

padoThI

Tabmuma 3 — CTpykTypa U cofiep>KaHue TUCIUILTAHBI (MOTYJIs)

HaunmeHoBaHue paszienoB, TeM U cojepxkanue | Bujsl yaeOHON paboThl, BKIIOYAs CaMOCTOS-
Marepuaia TETBHYIO PAab0Ty 00YYaIOIINXCS U TPYI0EM-
KOCTh (B yacax)
Konraktnas pabora npenoaasarens ¢ | CPC
00yJaronuMucs
Jlek- CemuHapckue Jlabopa-
muu | (MpaKTHYECKHe TOpHBIE
3aHATHS) 3aHATHUSA
Pasnen 1 Meroposnoruueckue u npaBoBbIE 6 6 24
OCHOBBI TUCITUTLUTHHBI.
Paznen 2 HopmupoBanue ohopmiieHUs T0KY- 6 6 24
MEHTOB.
Paznen 3 OdopmiieHne OTAeIbHBIX BUOB Op- 6 6 24
raHNW3alMOHHO-PACTIOPAAUTEIbHBIX JOKYMEH-
TOB B OpraHax rocylapCTBEHHOTO M MYHHIIU-
NAJILHOTO YIIPaBIICHUS.
Paznen 4 Opranuzanus paboThl C TOKYMEH- 6 6 24
TaMu.




HUTOI'O no qucuuninue 24 24 96

6 BHeayauTopHasi caMOCTOsITeIbHASI PAa00Ta 00YYAKOIIMXCS 10 IMCHUIINHE
(Momy.110)

[Tpu nnaHupOBaHUM CaMOCTOSITEIBHONW pPabOTHI CTYACHTY PEKOMEHIyeTCsI PYKOBOJICTBO-
BaThCSI CIIEIYIOIIUM Paclpe/Ie]ICeHHEM YacOB Ha CAMOCTOATENbHYIO paboTy (Tabnuna 4):

Tabnuna 4 — PexoMmeHnryeMoe pacpe/ieieHe 4acoB Ha CaMOCTOSITENIbHYIO paboTy

KoMnoHeHTBI caMOCTOSITeIbHOM PadoThI KosuvecTBo yacoB
N3ydenne TeopeTHYeCKUX pa3iesIoB TUCIUILIMHBI 40
ITonroToBKa K 3aHITHSIM CEMUHAPCKOI0 TUMA 40
[Tonroroska u opopmnenue PI'P 16
96

7 OueHoYHBbIE CPeCTBA Ui MPOBEACHHUS TEKYLIEero KOHTPOJIA U MPOMEKYTOYHOM
arTecTalMu 00y4aroIMXCH M0 JUCUMILINHE (MOTYJIIO0)

@DOHJ OLIEHOYHBIX CPEACTB Ul IPOBEAEHUS TEKYLIETO KOHTPOJIS YCIIEBAEMOCTH U IIPOME-
JKYTOUHOH arTecTanuu npezacrasieH B [Ipunoxenun 1.

[TonHBIN KOMIUIEKT KOHTPOJIBHBIX 33JaHUH WM WHBIX MaTepHalioB, HEOOXOAUMBIX IS
OLICHUBAHMSI PE3YIbTATOB O0YUEHUS M0 AUCHUIUIMHE (MOAYIIIO), IPAKTUKE XpPaHUTCS Ha Kadeape-
pa3paboTyrKe B OyMa)KHOM U 3JIEKTPOHHOM BH/IE.

8 VYuedHo-MeTOAMYecKOEe M HHPOPMALIMOHHOE 00ecnedeHHe TUCIUTLIUHBI (MO-
AyJast)

8.1 OcHoBHas uTEpaTypa

1. Konprmikuna, T. b.  JlenoBble KOMMYHUKAIMH, JOKYMEHTOOOOPOT U JEIOMPOU3BOI-
CTBO : yueOHoe nmocoome mis By30B / T. b. Konpimkuna, Y. B. lllyctuna. — 2-e u3n., ucnp. u J01.
— Mocksa : M3marensctBo FOpaiit, 2020. — 163 c. // FOpaiT : 251eKTpoHHO-OMOIMOTEYHAS CH-
crema. — URL.: https://urait.ru/bcode/452463 (nata oopamienus: 06.06.23). — Pexxum goctyma: mo
HOJIIHCKE.

2. lllysanosa, H. H. OcHOBHI Aenonpon3BoACTBA. SI3BIK CIIy’)KEOHOTO TIOKYMEHTA : y4eo-
HUK U npaktukyMm g By3oB / H. H. IllyBamoBa, A. FO. MBaHoBa ; mox oOmiel penakiuei
H. H. llyBanoBoii. — 2-e uzn., nepepad. u gon. — Mocksa : U3aarensctBo FOpaiit, 2020. — 428 c.
// TOpa#rT : anexTpoHHO-0MbOIHOTeuHas cucrema. — URL: https://urait.ru/bcode/450549 (mata 06-
pamierust: 06.06.23). — Pesxum 1ocTyma: mo moamucke.

8.2 [lomoJHMTEJbHAA JIUTEPATypa

3. Kysnenora, 1. B. KondunenmaibHOe TeI0MPOU3BOICTBO M 3AIUAIICHHBIN 3JIEKTPOH-
HBII JJOKYyMEHTO000pOT : yueOHoe nmocodue ais 6akanaspos / . B. Ky3nenosa, I'. A. Xauatpss.
— Mocksa : Aii [lu Ap Menua, 2020. — 192 c. // IPRbooks : anexkTpoHHO-01bIMOTEYHAs cucTeMa.
— URL: http://www.iprbookshop.ru/97083.html (nara oopamenus: 06.06.23). — Pexxum nocryna:
10 MOJIIHCKE.

4. JIokyMEHTOBEJeHHE : YUeOHUK M IPAKTUKYM Juisi By30B / JI. A. JlopoHuHa [u fip.] ; mox
pen.JI. A. Jloponunou. — 2-e u3a., nepepad. u gom. — Mocksa : U3garensctBo FOpaiit, 2020. —
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309 c. // KOpaiit : snekrpoHHo-OMOMHMoTeuHast cucrema. — URL: https://urait.ru/bcode/450471
(mara obpamienus: 06.06.23). — Pesxxum qocTyma: 1Mo HOIMHCKE.

8.3 MeToauyeckue yKa3aHus JJIs CTYJAE€HTOB 10 OCBOEHHIO TUCIIHIINHBI

J1J1s1 yCTIENTHOTO BBITIOJTHEHUS BCEX Pa3JIIOB CAMOCTOSATEIIEHOW paOOThI YUalIMMCs pe-Ko-
MEH]TyeTCs HCIIOJIb30BaTh CIEayIolee yIeOHO-METOANYECKOe 0OecieueHue:

MaimokoBa, A.M. JlokyMeHTallMOHHOE OOecIeYeHrue U JEIONPOU3BOICTBO B TOCyap-
CTBEHHOM U MYHHIIMITAJIbHOM YIIPABICHUH: METOINYCCKHUE YKA3aHUS 10 U3YYCHUIO JUCIIUITITUHBI
/ coct. A.M. Mamokosa. - 2023r. Pa3smernieHsl B CBOOOHOM JIOCTYII€ B 3JEKTPOHHO-00pa3oBa-
TEJIbHOM CpeJie By3a.

8.4 CoBpemeHHbIe TpodeccHoOHATbHBbIE 0a3bl JAHHBIX H HHGOPMALIMOHHbIE
CIIPABOYHbIE CHCTEMBbI, HCIIOJIb3yeMble IPH OCYLIeCTBJICHHH 00Pa30BaTeIbHOIO
Npouecca no AUCHUILINHE

1 DnexTponno-6ubmmoreynas cucrema ZNANIUM.COM. Jlorosop Ne 4378 »6¢ K3 20 1
2727000769 270301001 0006 001 6311 000 ot 17 anpens 2020 r.

2 DnekTpoHHO-OMOmMoTeuHas cucrema [IPRbooks. JInnensnonnsiii gorosop Ne EIT 44/13 Ha
MIPEIOCTAaBICHUE TOCTYIA K 3JIEKTPOHHO-0MOamnoTednoi cucreme IPRbooks K3 20 1 2727000769
270301001 0005 001 6311 000 ot 27 mapta 2020 r.

3 DnexktpoHHo-0nbmoreyHas cucrema eLIBRARY.RU (nepuonnueckue usnanus) Jorosop
Ne EIT 44//12 na oka3aHue yCIyT IOCTyIa K 2JIeKTpoHHBIM m3aanusm K3 20 1 2727000769
270301001 0008 001 6311 000 ot 02 mapta 2020 r.

4. Koncynbrant [lmoc, moroop Ne 45 ot 17 mas 2017, aunensus cBoOoaHasi, 6eccpouHoe
UCIIOJIb30BaHME.

8.5 IlepedeHnb pecypcoB HHGOPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOM CeTH
«HTepHEeT», HEOOXOAMMBIX /IJISl 0CBOCHUS TMCHMILINHBI (MOIYJIs1)

1. Marepuansl opunmansHoro caiita AxMuHICTpanuu ropoja Komcomonbscka-Ha-
Awmype http://komcity.ru (mata oopamienus: 06.06.23). — Pesxxum goctymna: cBOOOIHBIH

2. Marepuans! ounmansHoro caira IlpaButensctBa XabapoBcKoro Kpas
https://www.khabkrai.ru/ (nara oopamienus: 06.06.23). — Pexxum noctyma: cBOOOIHBIIH

3. Marepuansl opunuansHoro caiita I[IpaBurensctBa Poccuiickoit ®@eneparnuu
http://government.ru/ (mata obparmienus: 06.06.231). — Pexxum noctyna: cBOOOIHBIIM

8.6 JIumeH3MoOHHOE H CBOOOTHO PACIPOCTPaHsIEMO€e MPOrPaMMHOe odecrieyeHue, He-
MoJIb3yeMoe MPH OCYILIeCTBJIEHHH 00pa30BaTeILHOI0 Mpolecca
mo JAMCIUMIIJIMHE

Tabmuna 5 — [lepeuenb UCHoOIL3yeMOro MPOrpaMMHOro o0ecredeHus

Haumenosanue I10 PexBu3uthnl
Microsoft Imagine Premium JInnenznonHskIid gorosop AD223 Ne008/65 ot 11.01.2019
OpenOffice OpenOffice, cB0OOOAHAS TUIICH3US, YCIOBUS UCTIOIB30BaHUS

o cceuike: https://www.openoffice.org/license.html
(ITporpamma pacnpoctpansiercst Ha yenoBusix GNU General
Public License)

Kaspersky Security Russian 1 year Educational License 1000 Users (mpoasicHHE JTHIICH-
Edition 3HH)

ZOOM Jorosop Ne 2K223/006/38 ot 20.11.2020
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9 OpraHu3alUuOHHO-NIEAATOTMYECKHUE YCI0BUSA

Opranusanus 006pa30BaTEIbHOrO MPoLEcca PErNIAMEHTHPYETCS Y4eOHbIM IUIAHOM U pac-
IUCAHNEM y4eOHBIX 3aHATUH. SI3bIk 00ydueHus (penoaaBanus) - pycckuil. s Bcex BUJOB ayau-
TOPHBIX 3aHATUN aKaJJIEMUYECKHUI Yac yCTaHABJIMBAETCS IPOJODKUTEIBHOCTBIO 45 MUHYT.

IIpu popmupoBaHuu cBOEH HMHAMBHIYaTbHOH OOpa30BaTEILHOW TpaeKTOpUU 00ydaro-
IIMKCS UMEET MPaBO Ha Mepe3aveT COOTBETCTBYIOIUX JTUCIHUILIMH U MPO(HECCHOHAIBHBIX MOJY-
JIei, OCBOEHHBIX B IpOIlecce NPEAIECTBYIOLIEro 00y4eHus, KOTOPbIil 0cBOOOXKIaeT oOyyarorie-
rocsi OT HEOOXOMMOCTH UX MMOBTOPHOTO OCBOCHHUS.

9.1 Obpa3oBaresibHbIE TEXHOJIOTHHU

VYyeOHblii poliece IpH MPEnoiaBaHuu Kypca OCHOBBIBAETCS HAa MCIIOJIb30BAHUU TPATUIIN-
OHHBIX, THHOBALIMOHHBIX U MH()OPMALMOHHBIX 00pa30BaTEILHBIX TEXHOJIOTUH. TpaauiuoHHbIe
00pa3oBaTeIbHbIE TEXHOJIOIMH MPEACTABIEHBI JIEKIUAMU U CEMUHAPCKUMHU (ITPAKTUYECKUMHU ) 3a-
HATUAME. VIHHOBalMOHHBIE 00pa30BaTeIbHBIC TEXHOJIOTHH UCTIONIB3YIOTCS B BUJIE IIMPOKOTO MPHU-
MEHEHHUSI aKTUBHBIX M MHTEPAKTUBHBIX (popM mpoBenenus 3ansaTtuii. MHopmamonHsie 00pas3o-
BaTeJIbHBIC TEXHOJIIOTHH PEATN3YIOTCS IyTEM aKTUBU3AIIMH CAMOCTOSATEILHON pabOThI CTYICHTOB
B MH(OpMaLMOHHON 00pa30BaTeIbHON cpeie.

9.2 3aHATHSA JEeKIHOHHOI'0 THIIA

JIeKMOHHBIN Kypc IpeIoyiaracT CUCTEMaTU3MPOBAHHOE M3JI0KEHHE OCHOBHBIX BOIPO-
COB Y4eOHOT0 IJIaHa.

Ha niepBoii nekuuu JiekTop 00s13aH MpeaynpeauTb CTYI€HTOB, IPUMEHUTENIBHO K KaKOMY
0a3oBoMy y4eOHUKY (yuyeOHUKaM, yUeOHBIM TOCOOMSIM) OyIeT MPOUUTaH KypC.

JIeKIMOHHBIN KypC JOJKEH J1aBaTh HAaUOOJIbIINK 00beM nH(pOopMaIuu u odecredyuBaTh 60-
jee Tiy0oKoe MOHUMaHUe y4eOHBIX BOIIPOCOB P 3HAYUTEIBHO MEHBIIEH 3aTpaTe BpeMEHH, YeM
3TO TpeOyeTcs: OOJIBIIMHCTBY CTYAEHTOB HAa CAMOCTOATEIbHOE U3YUEHHE MaTepuaa.

9.3 3aHATHA CEMHHAPCKOI0 THIIA

CeMuHapckue 3aHATHS MPEACTaBISAIOT OO0 JeTanu3aluio JIEKIMOHHOIO TeopeTHye-
CKOTO MaTepuaa, IpOBOIATCS B LENAX 3aKPEIUIEHUs Kypca U OXBaThIBAlOT BCE OCHOBHBIE pa3-
JEJIBIL.

OcHoBHOM (opMOIi POBEICHHSI CEMHHAPOB SBJISIETCs 00CYXk/IeHHe Hanboiee npoodiem-
HBIX U CIIOHBIX BOIIPOCOB I10 OT/AETBHBIM TEMaM, a TaKkKe pa300p NPUMEPOB U CUTYAIUil B ayIu-
TOPHBIX YCIIOBUSX. B 00s13aHHOCTH IpenoaBaTelis BXOJIAT: OKa3aHUE METOAMYECKON MTOMOIIU U
KOHCYJIbTUPOBAHHUE CTYICHTOB 110 COOTBETCTBYIOIIMM TEMaM Kypca.

AKTHBHOCTb Ha CEMMHAPCKUX 3aHATHAX OLICHUBAETCSA IO CIEAYIOLUIUM KPUTEPUIM:

- OTBETHI Ha BOIIPOCHI, NpeAIaraeMble MPeno/iaBaTeseM;

- y4acTue B IUCKYCCHUSX;

- BBINIOJIHEHUE MPOEKTHBIX U MHBIX 3aJ[aHHI;

- aCCUCTUPOBAHUE MPEIOIaBATENI0 B IPOBEACHUN 3aHITHH.

OTBeT 10JKeH ObITh apTYMEHTHPOBAHHBIM, PA3BEPHYTHIM, HE OJTHOCIOKHBIM, COJEPKATh
CCBIJIKH HA UICTOYHMKH.

JlokJ1aipl ¥ OTIMOHUPOBAHUE JJOKIIAJIOB IPOBEPSIIOT CTENEHb BIAJACHUS TEOPETUUECKUM Ma-
TEPUAIIOM, a TAKXKE KOPPEKTHOCTb U CTPOTOCTh PACCYkACHUH.

OueHuBaHue 3a1aHNN, BBIITOJIHEHHBIX HA CEMUHAPCKOM 3aHATHH, BXOJUT B HAKOIUICHHYIO
OLICHKY.
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9.4 CamocrosiTe/ibHasi padoTa 00y4alOUIUXCS N0 JUCHUIINHE (MOAYJII0)

CamocrosiTenbHas paboTa CTYA€HTOB — 3TO IPOLIECC AKTUBHOT'0, LI€IEHANPABICHHOTO IIPHU-
oOpeTeHusl CTYACHTOM HOBBIX 3HAHUH, yMEHUI 0€3 HeNOCPEICTBEHHOT0 y4acTus NpernoaaBarTes,
XapaKTEPU3YIOIUICS MTPEIMETHON HAlPaBICHHOCTHIO, 3()(PEKTUBHBIM KOHTPOJIEM U OIICHKOH pe-
3yJIBTaTOB JEATEIBHOCTU 00YYarOIerocs.

Lenu camocToOsATENTHHON pabOTHI:

- CUCTEMAaTH3alMsl U 3aKPEIJICHUE NOJYyYEHHBIX TEOPETUYECKUX 3HAHUM U IMIPAKTUYECKUX
YMEHUH CTYIEHTOB;

- yri1yOJieHHe U pacIlupeHne TEOPEeTHUECKUX 3HaHU;

- (popMupoBaHMEe YMEHHI HCIOJIB30BaTh HOPMATUBHYIO U CIPABOYHYIO JOKYMEHTAIHIO,
CIELUAJIBHYIO JINTEPATYPY;

- pa3BUTHE TIO3HABATEILHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYJCHTOB, OTBETCTBEHHOCTHU U
OpPraHU30BaHHOCTH;

- (hopMHpOBaHHME CAMOCTOSITEIbHOCTH MBILUIEHUS], TBOPUECKOW MHUIIMATHUBBI, CIOCOOHO-
CTEH K CAaMOPAa3BUTHUIO, CAMOCOBEPIIEHCTBOBAHUIO M CaMOpeaIn3aliy;

- pa3BUTHE UCCIIENOBATEIBCKUX YMEHUN U aKaIEMUYECKUX HABBIKOB.

CamocrosiTenbHasi paboTa MOKET OCYIIECTBIATHCS MHAUBUAYAIBHO WM TPYINIIaMU CTY-
JICHTOB B 3aBUCHUMOCTH OT IL1eJI1, 00bEMa, YPOBHS CII0KHOCTH, KOHKPETHOW TEMATUKH.

TexHonorusa opraHu3anuy CaMOCTOSTEIbHON pabOTHI CTYJJEHTOB BKJIIOYAET UCIIOJIb30Ba-
HUe HH(POPMALIMOHHBIX U MaTEPUATbHO-TEXHUYECKHX PECYPCOB YHUBEPCUTETA.

KoHTposib pe3ynbraToB BHEAYAMTOPHON CaMOCTOSITENIbHOM pabOThl CTYJEHTOB MOXKET
IPOXO/UTh B MMCbMEHHOM, YCTHON WIIM CMELIaHHOM (opme.

CTyneHThl TOIDKHBI MMOJXOAUTh K CAMOCTOSITENIbHON padoTe KaK K HAWBaKHEUIIIEMY Cpe/l-
CTBY 3aKpEIUICHUS U Pa3BUTUS TEOPETUUECKUX 3HAHUI, BBIPAOOTKE €IMHCTBA B3IJIAIOB HA OT/IEJIb-
HBIE BOIPOCHI Kypca, IPUOOPETEeHNs ONpeIe]ICHHbIX HAaBBIKOB U HCIIOIb30BaHUs MpodeccroHalb-
HOM JINTEpaTypHI.

9.5 MeToanueckue YKazaHud AJasd oﬁyqammnxca 10 OCBOCHHIO JUCHUIIJIMHbBI

[Ipu u3yyeHun AUCUUIIMHBI 00Y4arOIUMC 11€71€CO00pa3HO BHINOIHATH CIEAYIONINE pe-
KOMEHAINH:

1. U3ydyeHue yueOHON JUCHMILIMHBI JOJIKHO BECTUCh CHCTEMaTHYECKH.

2. Ilocne n3yuyeHust Kakoro-imbo pasjena 1no yueOHUKY MM KOHCHEKTHBIM MaTepuaiaMm
PEKOMEHAYETCs [0 NaMSATH BOCIIPOM3BECTU OCHOBHbBIE TEPMUHBI, OTIPEACTICHNUs, TIOHATHS pa3ena.

3. Ocoboe BHUMaHHE CIEYET yASINUTh BBIOJIHEHHIO OTYETOB M0 MPAKTUYECKUM 3aHATUSIM
Y MH/IMBHU1yaJIbHBIM KOMITJIEKCHBIM 3a/IaHUSIM Ha CaMOCTOSTEIbHYIO paboTy.

4. Best TeMaTuKa BOIIPOCOB, N3Y4aeMbIX CaMOCTOSTENBHO, 3aJa€TCs Ha JIEKIUAX MTpenoaa-
BatesneM. M ke naroTcsd MCTOYHHMKHM (B MEPBYIO OuYepe/lb BHOBb W3/aHHBIE B NEPUOAMYECKOM
HaY4HOI uTeparype) Ui 6ojee AeTalbHOr0 MOHUMAaHUS BOIIPOCOB, 03BYUYEHHBIX Ha JIEKIIUU.

[Ipu camocTosATensHON TPOpPabOTKE Kypca 00ydaromuecs T0JDKHBL:

- IPOCMATPHUBAaTh OCHOBHBIE ONpeeNeHHs U (PaKThI;

- IOBTOPUTH 3aKOHCTIEKTUPOBAHHBIN Ha JICKIIMOHHOM 3aHATUN MaTepuall U JOTOJIHUTD €r0
C Y4ETOM PEKOMEHJOBaHHOM 10 JaHHOW TEME JIUTEPATypHI;

- U3yYUTh PEKOMEHIOBAHHYIO JIUTEPATypy, COCTABIIATH T€3UCHI, AHHOTAIIUH U KOHCIIEKTHI
HaunOoJiee BaKHBIX MOMEHTOB;

- CaMOCTOSTEIbHO BBIMOJIHATH 33JaHNsI, aHAJIOTMYHBIE MTpe/ijlaraéMbIM Ha 3aHATHSX;

- HCTIOJIB30BATh JJISI CAMOIIPOBEPKU MaTepHaibl POHIA OLIEHOUYHBIX CPEJICTB.

10 Onucanue MaTepUATbHO-TEXHUYECKOT0 o0ecreyeHusl, He00X0AMMOro Il OCY-
HIeCTBJICHUS 00Pa30BaTEJIbHOI0 MPOIecca Mo JUCHUILINHE (MOYJII0)
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10.1 Y4ebOHo-12a00paTOpHOE 000PY/A0BaHHUE
OtcyrcTBYyeT

10.2 Texnuueckue ¥ 3IeKTPOHHbIE CPeICTBA 00y4eHH
OTCyTCTBYIOT

11 Unnie cBexenus

MeTtoauyeckue peKOMeHAAINH 110 00YYEHHIO JIUI] C OTPAHMYEeHHBIMHU BO3MOKHO-
CTSIMHU 3/10POBbSI 1 MHBAJIU/I0B

OcBoeHme NUCIUILTMHBI 00yYarOIIUMHUCS C OTPAaHUYEHHBIMH BO3MOYKHOCTSIMH 370POBBS
MOJKET OBITh OPIaHU30BAHO KaK COBMECTHO C IPYTUMU 00Y4aIOIIUMUCS, TaK U B OTJEJIbHBIX TPYII-
nax. [Ipeamonararorcs cnenuaibHBIE YCIOBHS IS TIOTYYEHUS 00pa3oBaHMs 0O0YJalOUIMMHUCS C
OTPaHUYEHHBIMU BO3MOKHOCTSIMU 37J0POBBSI.

[Tpodeccopcko-nieqarorndeckuii cocTaB 3HAKOMHUTCSI C TICUXOJI0T0-(DH3HOTOTHIeCKHUMH
0COOCHHOCTSIMU O00yYaIOUIMXCS MHBAJIUIOB U JIUI[ C OTPAHUYEHHBIMH BO3MOXXHOCTSMU 3/I0POBBA,
WH/IMBUYaJIbHBIMU IPOTpaMMaMH peadUINTAluy HHBAIKIOB (1Ipy Hanmuauu). [Ipu Heo6xoanmo-
CTH OCYIIECTBIISICTCS JOMOJHUTEIbHAS TOAJEPKKA MPENO0IaBaHus ThIOTOPAMHU, ICUXOJIOTAMH, CO-
LUAIbHBIMU pa0OTHUKAMHU, IPOLIEIIINUMHU [TOATOTOBKY aCCUCTEHTaMHU.

B cooTBeTcTBHM ¢ MeTOAMYECKUMHU peKoMeHaanusasMu Munoopuayku P® (yTB. 8 anpens
2014 r. N AK-44/05BH) B Kypce IpEeIoiIaraeTcsi HCIoJIb30BaTh COIMAIbHO-aKTHBHBIE U pedIIeK-
CUBHBIE METObI 00YUYCHHSI, TEXHOJIOTUU COIUOKYIBTYPHOU peabUINTAIIUH C LEIbI0 OKa3aHUS T10-
MOIIM B YCTAHOBJIEHUH MOJHOLIEHHBIX MEKJIMYHOCTHBIX OTHOLIEHUM € APYTUMU CTYAEHTaMHU, CO-
3MaHUU KOM(OPTHOTO MCUXOJIOIMYECKOTo KiuMmaTa B cTylaeHueckou rpymme. [lonbop u paspa-
00TKa y4eOHbIX MaTepHaAJIOB MMPOU3BOJAATCS C YUETOM IPEIOCTABICHUS MaTepuasia B pa3InYHbIX
dopmax: ayquanbHOW, BU3YyaJIbHOM, C UCIIONBb30BAHUEM CIIELUAIBHBIX TEXHHUUECKUX CPENCTB U
MH(OPMALIMOHHBIX CHCTEM.

OcBoenne aucrumiuHbl aunaMu ¢ OB3 ocyiecTBisercs ¢ HCIOIb30BAHUEM CPEICTB 00Y-
YEeHUsI 00IIETo U CHEeNHaTIbHOTO Ha3HAYEHUS (IEPCOHAIIBHOTO U KOJUIEKTUBHOT'O MCTIOJIb30BAHMS).
MarepuanbHO-TEXHHUYECKOE OOeCleyeHne NpeaycMaTpuBaeT MpPUCIOCOOIeHnE ayIauToOpuil K
Hyx1am jun ¢ OB3.

dopma NpoBeACHUS ATTECTALMK IS CTYACHTOB-UHBAJINI0B YCTAaHABIMBAETCS C YUETOM
WHIUBUIYAIbHBIX TIcUX0odu3ndeckux ocooennocret. s crynentoB ¢ OB3 npemycmaTpuBaeTcst
JnocTynHas popma NpeaoCcTaBiIeHUs 3a/1aHUi OLIEHOYHBIX CPEJICTB, @ UMEHHO:

- B IEYaTHOM WM 3JIEKTPOHHOM (popme ([UIs I ¢ HApyLUIEHUSIMU ONOPHO-ABUTaTEIbHOTO
ammapara);

- B Ie4aTHOM (popMe MM AIIEKTPOHHOM (opMe ¢ yBETUUYEHHBIM MIPUPTOM M KOHTPACTHO-
CTBIO (17151 JIULL C HAPYLLIEHUSIMU CIIyXa, pe4H, 3peHus);

- METOJIOM YTEHHsI aCCUCTEHTOM 3aJaHus BCIYX (JUIS JIUIL C HAPYIICHUSMH 3PEHUS).

CryneHTaM ¢ MHBAIMJIHOCTHIO YBEIMUYMBAETCS BPEMsI Ha MOATOTOBKY OTBETOB Ha KOH-
TPOJIbHBIE BOMIPOCHL. J{JIs1 TAKUX CTYAEHTOB IIpelycMaTpUBaeTCs JOCTyIHas (popMa npeaocTaBe-
HUSl OTBETOB Ha 33JaHUs, @ UMEHHO:

- MUCBbMEHHO Ha Oymare WM Ha0OpOM OTBETOB Ha KOMIIbIOTEPE (/1711 JIUIL C HApYIIEHUSIMHU
ciIyXa, peun);

- BBIOOPOM OTBETa U3 BO3MOXKHBIX BAPUAHTOB C MCIOJIb30BAaHUEM YCIYT acCUCTeHTa (s
JIUI] C HapYIIEHUSIMU ONIOPHO-/IBUTATENILHOTO aliapara);

- YCTHO (217151 JIUL C HAPYIIEHUSMU 3pEHMS], OIOPHO-IABUTATEIBHOTO aIllapara).

[Ipu HeoOxoauMoOCTH 711 00YYAIOIIMXCSl ¢ MHBAIMIHOCTBIO MPOLEAYpa OLIEHUBAHUS pe-
3yJIbTaTOB O0YUYEHHSI MOKET MPOBOAUTHCS B HECKOJIBKO 3TAIOB.
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ITpunoxxenue 1

®OH/J ONEHOYHbIX CPEIACTB

o IMCIOMIIJIMHE

«JloOKyMeHTAaUMOHHOEe 00ecneYeHue U AeJI0NPOU3BOACTBO B rOCYyIapCTBEHHOM

H MYHUIIMITAJIBHOM YIIpaBJICHUHN»

HanpaBneHI/Ie IIOArOTOBKH

38.03.04 I'ocynapcTBEHHOE U MYHHIIMIIATBHOE
yIpaBJeHUE

Hamnpasnennocts (npoduiib) oOpa3oBaTeb-
HOM IIPOTpamMMBl

VYnpasieHue rocy1apcTBeHHbIMU IPOEKTaMU U
IporpaMMamMu

KBanudukarms BEITYyCKHUKA

bakanasp

l'og Hawama mnoaroroBku (mo ydyeOHOMY
TJIaHY)

2020

dopma 00yueHust Ounas popma
TexHonorust 00y4ueHust TpamuuuronHas
Kypc Cemectp TpynoeMKocCTsb, 3.€.
2 3 4

Bun npomexyTo4HOM aTTe-
cTanuuu

Ob6ecnieunBarolee moapasaeieHne

3ayeT ¢ OLEHKOH

Ka(pez[pa «MCHCI{)KMCHT, MAapKCTUHT U rOCYAapCTBCHHOC

yIIpaBJICHUE
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1 IlepeyeHb NIIAHUPYEMBIX Pe3y1bTATOB 00y4eHHsI N0 JMCHUILIMHE (MOYJIIO0),
COOTHECEHHBIX ¢ HHANKATOPAMH JO0CTHKEHUSI KOMIIeTeHIU

Ta6mmma 1 — KomneTeHmu 1 MHANKATOPHI MX TOCTHXKCHHS

Kon n HauMeHOBaHNE KOMIIE-
TEHIIUU

I/IHI[I/IKaTopBI JOCTHIKCHUA

[lnanupyemsie pe-
3yJbTaThl 00yYEHUS
10 TUCIUIUINHE

YHuBepcanbHbIe

VYK-4 CniocobeH ocymecTBiIsITh
JIETIOBYI0 KOMMYHHKAIIHIO B
YCTHOW U MMCbMEHHOH (opmax
Ha rOCYIapCTBEHHOM SI3bIKE
Poccuiickoit ®enepaium u UHO-
CcTpaHHOM(BIX ) s3bIKE(ax)

VYK-4.1 3naer 0cOOEHHOCTH YCT-
HOTO ¥ MUCbMEHHOT'0 OOLEHMS Ha
PYCCKOM M MHOCTPAHHOM SI3bIKaX;
IIPaBWJIa ¥ 3aKOHOMEPHOCTU JEJI0-
BOM YCTHOMU U ITIMCBMEHHONW KOMMY-
HUKaLUN

VYK-4.2 Ymeer npuMeHsITh pazany-
HbI€ METO/IbI JIEIOBOTO OOIEHUS
Ha PYCCKOM U HHOCTPAHHOM $I3bl-
KaxX KaK B YCTHOH, TaK U B IIUChb-
MeHHOH (hopme

VK-4.3 Bnageetr HaBBIKaMH YTEHUS
U TIEpeBO/ia TEKCTOB HA MHOCTPAH-
HOM $I3bIKE B TPO(HEeCCHOHAIBHOM
OOLIEHNH; HABBIKAMU JIEJIOBBIX
KOMMYHUKaIU{ B YCTHOU U IUCH-
MEHHOH (popMe Ha PyCCKOM U UHO-
CTPAaHHOM SI3bIKaxX

3HaTh!

- TpeOOBaHUS K
O0(OPMIICHHUIO JTOKY-
MEHTOB;

- TpeOOBaHUs K
CTPYKTYpe, coJepiKa-
HUIO ¥ OUIHATIHHO-
JIEJIOBOMY CTHITIO
peun.

YMeTs:

- OCYILIECTBJIATH JI0-
KYMEHTHUPOBAaHUE HH-
dopmanuy;

- COCTaBIIEHUE JIeTIO-
BBIX TTHCEM;

- OpPraHu30BBIBATH pa-
00Ty ¢ JOKYMEHTaMH,
Bnaners:

- HAaBBIKOM COCTaBJIe-
HUS 0UIHATIBHBIX
JIOKYMEHTOB H Opra-
HU3aIMU JOKYMEHTO-
000poTa U XpaHeHus
JIOKYMEHTOB.

Tabmuua 2 — [Naciopt ¢oHa OIIEHOYHBIX CPEICTB

Kourpoanpyemsie paznenst | ®opmn- | Haumeno- IToka3arTeu OLEeHKH
(TemMbl) TUCUMILIIHHBI pyeMasi | BaHue OLe-
KoMIIe- HOYHOI'0
TeHUHS cpeacTBa
Paznen 1 Meroagonoruyeckue u YK-4 Jloxmnan - Ka4eCTBO MOATOTOBKH (TIpe/I-
HpaBOBLIC OCHOBBI TUCIIH- JIO)KCHHBIC MaTCpHaJIbl IJId UYTC-
[JTAHBL. HUS, pa3gaTOYHbIE MaTEPHAIIEI,
WHCTPYKTUPOBaHHE, MMOJICPKKA
Pasnen 2 HopmupoBanue YK-4 U IIOMOIIb)
o(opMIEHHUS TOKYMEHTOB. - KauecTBO OObsICHEHUs (CBO-
0O0JHOE BJIaJICHHE MaTCPHAIIOM,
Paznen 3 Odopmiienne oTaeb- YK-4 SICHO€ IIOHUMAaHUE TEMBI, ICHBIE
HBIX BUJIOB OPraHH3aIOHHO- OTBETHI Ha BOIIPOCHI, IIPUBEICHHE




13

yIpaBiIeHUS.

PacCIOpSAUTEIBHBIX TOKYMEH-
TOB B OpraHax rocyAapCTBeH-
HOT'O ¥ MyHUIUIIAJIbHOTO

TIPUMEPOB);

- Ka4ecTBO pecypcoB (UIIMpoTa
MPEJICTABICHHBIX PEICBAHTHBIX
HCTOYHUKOB, CCHUIKH Ha HEOOXO-

Paznen 4 Opranuzanus paboThI
C JOKYMEHTaMH.

YK-4

IAMBIE IS YTEHUS HCTOYHUKH.
CchUIKM Ha 3JIEKTPOHHBIC pe-
CYpPCBI)

- KAYECTBO MPE3CHTAIMH (MCITIOJIb-
30BaHHE  ayJUO-BUJICOTCXHUKH,
Pa3aaTOYHBIX MAaTEPUANIOB, KUBAs,
TUHAMAIHA )

Bce paznenst

YK-4

PI'P YpoBeHb HaBBIKOB COCTaBJICHUS
O(UITMATEHBIX TOKYMEHTOB, Op-
raHu3aly JOKYMEHTO00opoTa

M XPaHCHUA JOKYMCHTOB.

2 MeToauveckue MaTepHuaJIbl, ONpee/slue Npoue1ypbl OUeHUBAHUS 3HAHMIA,
YMEHHI1, HABBIKOB U (MJIM) ONBITA AeITeJIbHOCTH, XapaKTepu3yIolie npouecc
(opMupoBanus KoMIeTeHIH I

Meroaudeckue MaTepuansl, ONPEACIAOIUe IPOUEAYPhl OLCHUBAHUS 3HAHUN, YMEHHUU,
HaBBIKOB U (WJIM) OMBITA EATEILHOCTH, IPEJCTABICHbI B BUJIE TEXHOJOTHUECKOW KapThl TUCIIH-
IUTMHBI (Tabnuua 3).

Tabmuua 3 — TexHoJornyeckas kapra

HaumenoBa- | Cpoku | Illkana Kpurtepuu onennBanus
HHE OLIeHOY- | BBINOJ- | OlEeHHU-
HOTO cpe- HeHUs BaHMA
CTBa
3 cemectp
IIpome:kyTouHnasi arTecTanus B popme «3ayeT ¢ OLEHKOID)
Hoxmang 1o | 4-as He- | 10 Gan- 10 6amnoB - 85 — 100 % BepHBIX OTBETOB Ha BOIIPOCHI
TeMaMm  pas- | Jens JIOB TecTa
nena 1 8 6amoB - 75 — 84 % BepHBIX OTBETOB Ha BOIIPOCHI TeE-
cTa
6 6amoB - 65 — 74 % BepHBIX OTBETOB HA BONPOCHI Te-
cTa
4 6amna - 0 — 64 % BepHBIX OTBETOB Ha BOIIPOCHI TECTa
Hoknan  mo | 8-as He- | 10 Gan- 10 6annoB - 85 — 100 % BepHBIX OTBETOB Ha BOIIPOCHI
TeMaMm  pas- | Jens JI0B TecTa
nena 2 8 6amoB - 75 — 84 % BepHBIX OTBETOB Ha BOIIPOCHI Te-

cTa
6 6amoB - 65 — 74 % BepHBIX OTBETOB Ha BONPOCHI Te-
cTa
4 6amna - 0 — 64 % BepHBIX OTBETOB Ha BOIPOCHI TECTA
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Jlokmang
TeMam
nemna 3

mno
pas-

12-as
HEeAEs

10 Gan-
JIOB

10 6amnos - 85 — 100 % BepHBIX OTBETOB Ha BOTIPOCHI
TecTa

8 6aoB - 75 — 84 % BepHBIX OTBETOB HAa BOIIPOCHI Te-
cra

6 6amnoB - 65 — 74 % BepHBIX OTBETOB HA BOIIPOCHI Te-
cra

4 6amna - 0 — 64 % BepHBIX OTBETOB HA BOIIPOCHI TECTA

Hoxmang
TEMaM
nena 4

10
pas-

16-as
HEIEeIIs

10 oan-
JIOB

10 6amnoB - 85 — 100 % BepHBIX OTBETOB Ha BOIIPOCHI
TecTa

8 6aoB - 75 — 84 % BepHBIX OTBETOB HA BOIIPOCHI Te-
cTa

6 6aioB - 65 — 74 % BepHBIX OTBETOB Ha BOIIPOCHI Te-
cTa

4 6anna - 0 — 64 % BepHBIX OTBETOB HAa BOIIPOCHI TECTA

PI'P

16-as
HeIeIs

30 oan-
JIOB

(25-30 GamnoB) BHIMOJNHEHBI BCE 3aJaHMs B paboTE;
aKKypaTHOoe O(OpMJICHHE COIJIaCHO CTaHAapTaMm
o opMIIeHHS MUCHbMEHHBIX paboT; 000CHOBAHHbIE BbI-
BOJIBI, TTPABWJIbHAS ¥ TIOJIHAS WHTEPIPETAIUs BBHIBO-
JIOB, CTYJIEHT apryMEHTUPOBAHHO OOOCHOBBIBAET
CBOIO TOYKY 3peHusi, 0000111aeT MaTepua, yBEpEeHHO
Y TIPAaBIJILHO OTBEYAET Ha BOIPOCHI MIPEToiaBaTelis B
XO/I€ 3aIUTHI pabOoTHI;
(20-25 GamnoB) paboTa BBINMOJIHEHA IO TPEOOBAHUAM
K orieHKe "5", HO TOMyIIEeHbI HeJIOUEThl; HE3HAUUTEIIb-
HBIE TMIOTPEITHOCTH B 0(OPMIICHUH PaOOThI; IPABUIIb-
Has, HO HENoJHAas HWHTEPIpeTanus BHIBOJOB. Bo
BpEMsI 3alIUTHI paOOTHI CTYACHT JaeT MpaBUIbHbBIE, HO
HETIOJTHBIE OTBETHI Ha BOIPOCHI TPENoaaBaTessi, Uc-
MBITHIBAET 3aTPYAHECHUS B MHTEPIPETAIUN TOTy4YeH-
HBIX BBIBOJIOB, 000OIIAIOIINE BBHIBOABI CTYJEHTA HE-
JIOCTaTOYHO YETKO BBIPAKEHBI,
(15-20 6ansoB), HO B X0/Ie IPOBECHUS pabOThI OBLTH
JOTIYIIEHBI OMIMOKW; 3HAUYUTENbHBIE MOTPEIIHOCTH B
odopmiieHUH pabOThI; HETMOHAS UHTEPIIPETAIUS BbI-
BOJIOB M BO BpeMs 3alUThI paObOThI CTYJIEHT HE BCEeTaa
JTaeT TPaBWIIBHBIE OTBETHI, HECITOCOOEH MHTEPIIPETH-
POBATh MOJYYCHHBIE BHIBOIBL;
(menee 156an10B) paboTa BBIIIOJIHEHA HE MTOJHOCTHIO
WM 00bEeM BBITIOTHEHHON YacTH paOOTHI HE MO3BOJISIET
clIeNaTh MPABUIBHBIX BBIBOJIOB; HEAKKYPATHOE
odopmiieHre paboThl, HAPYIIIEHUE CTaHIAPTOB 0hopM-
JICHUS IMCBMEHHBIX PaboT; HelpaBUIbHAS HHTEPIIpe-
TaIus BHIBOJIOB JTNOO OTCYTCTBHE BHIBOJOB HECIIOCO-
OCH IPOKOMMEHTHPOBATh X0/ PEIICHHS 33a]]a9H, TacT
HEMpaBUIbHBIE OTBETHI, HeciocoOeH chopMUPOBATH
BBIBOJIBI 11O paboTe.

UTOrO:

70 0an-

JIOB
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Kputepuu oneHku pe3yibTaToB 00y4eHHUs 10 AUCHUILINHE:

0 — 64 % OoT MaKCUMaJIbHO BO3MO>KHOM CyMMBbI OQJIJIOB — «HEYAOBJIETBOPUTEIBHO» (HEI0CTa-
TOYHBIA YPOBEHB /IS TPOMEKYTOUHOUW aTTECTAIMH T10 TUCIUTUINHE);

65 — 74 % OoT MakCHUMaJbHO BO3MOXHOU CyMMBI 0aJlJIOB — «yJOBJIETBOPUTEILHOY (MIOPOTrOBBIi
(MMHMMAJIBHBIN) YPOBEHbD);

75 — 84 % oT MakCHUMaJIbHO BO3MOXHOW CyMMBI 0aJlJIOB — «XOPOLIO» (CPeIHUI YPOBEHD);

85 — 100 % oT MaKCUMaIbHO BO3MOKHON CYMMBI OQJIJIOB — «OTJIMYHOY (BBICOKUH (MaKCH-
MaJIbHBIN) YPOBEHB)

3 TunoBble KOHTPOJILHBIE 32/IaHNUS WIH HHBIE MATEPHAIbI, HEO0XOUMBbIE J1JIs1
OLIEHKHU 3HAHUI, YMEeHM i, HABBIKOB U (MJIH) ONBITA AeSITeJIbHOCTH, XapaKTePU3y-
wiue npouecc GopMUpPOBAHNSI KOMIIETEHIIMI B X0/1e¢ OCBOECHUSI 00pa30oBaTe/ib-
HOIl MpOrpaMMbI

3.1 3agaHus AJ19 TeKyLIero KOHTPOJIsA yCIeBaeMOCTH

Pa3nen 1 MeTonojioruyeckne  NpaBoBbie OCHOBBI TUCIHILIMHBI

Tema 1.1 IlonsiTHe 0 TOKYMeHTe, ero (PyHKIUAX, KJIACCH(PUKANNH

CeMuHapCcKoe 3aHATHE MPOBOAUTCS B (hopMe OOCYXKICHHS BONPOCOB, COCTABICHHS W
oOcyKIeHHs JOKYMEHTOB. B Xxo/ie ceMHHapCKOro 3aHATHS POBOAUTCS BXOIHOM KOHTPOJIb 3HAHUN
00y4aroIIMXCsl.

TeMmbl 1OoKIaI0B:

1. Tlouatue «IO0KYMEHT», €r0 pOJib B YIIPaBICHUHU.

2. OyHKIUU TOKyMEHTA.

3. Krnaccudwukarms TOKyMEHTOB.

4. Hcropus nenonpou3BOICTBA B TOPEBOMIOIMOHHOM Poccuu (mpukazHoe, KOJJIeKCKOe
Y UCIIOJIHUTEIECKOE JIETTOTIPOU3BOJICTBO).

5. CoBerckoe IeNOMpPOU3BOICTBO.

6. CoBpeMeHHOE JIeIOPONU3BOICTBO.

Tema 1.2 HopmaTnBHO—TIPaBOBOE M HOPMATHBHO-METOAMYECKOE PeryJMpoBaHue
JAOKYMEHTAIMOHHOTO o0ecnevyeHusl ynpaBieHust

CeMuHapcKoe 3aHATHE IPOBOJUTCS B opMe 00CYKI€HUSI BOIPOCOB.

Tembl noknanoB: [ToHsATHE U CYITHOCT FOPUIMUECKON CHITBI JOKYMEHTa

1. 3akoHomarenpHas 0aza JOKyMEHTAIlMOHHOTO obecnieuenusi B Poccun.

2. Metonuueckas 6a3a nenonpousBoactsa: I'CHOY, OCTsl, knaccudukaTopsl,
HOPMAaTHBBI, HHCTPYKITHH.

3. CoBpeMeHHas CTpyKTypa yrpasieHus B cpepe OY.

4. PernameHTanus moaroToBKU U 0popMIIEHUS JOKYMEHTOB B OpraHU3aIiH.

Tema 1.3 YHupukanus u cTaHgapTH3anus JOKYMEHTOB
CemuHapckoe 3aHsTHE IPOBOAUTCS B popMe 00CYKICHHS BOIPOCOB.
TeMbI TOKIaq0B:

1. Yro Takoe yHu]UKaLU JOKYMEHTA U KaKOBbI € 11enu?

2. Uto Takoe «cucteMa qokyMeHTanun»? Kakumu npusHakaMu onpeaeisieTcs
CUCTEMA JOKYMEHTALMH U IToueMy?

3. Uro takoe YCOPJI? KakoBo eé comepkaHue 1 B 4eM €€ 0COOCHHOCTH?

4. UYro takoe Gpopmynsap JOKyMeHTa U 4eM (GopMyIsip oTindaercs oT popmyrspa-
obpasma?

o. Yro Takoe crangapTuzanua’? KakoBo cooTHOIIEHNE YHU(PHUKALAN U

CTaHIapTU3ALUN?
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6. YTO BXOOUT B KOMIUIEKC HOPMATUBHBIX JOKYMEHTOB I10 CTAHAApPTU3ALUU?

Pasznen 2 HopmupoBanue opopmiieHnsi J10KYMEHTOB

Tema 2.1 O0mue moJiokeHusi 0 NpaBuJaax oopmieHus 10KyMeHTOB. TpedoBaHus K
U3rOTOBJICHUIO 0JIAHKOB 1OKYMEHTOB

CeMuHApCKOe 3aHATHE TIPOBOIUTCS B opMe 0OCYKICHHUST BOTIPOCOB.

Tembl 1OKIa10B:

1. Kaxkwue criocoOs! 0ohopMIIeHUS] pEKBU3UTOB JOKYMEHTA CYILIECTBYIOT?

2. Yro Ttakoe OmaHk jokymeHrta? llepeunciute crnocoObl H3rOTOBIEHUs OJIAHKOB
JOKYMEHTOB. UTO SBISIETCS OCHOBOW JIJIsl MPOEKTUpOBaHUA OnaHka nokymeHTa? CKOJIBKO BHUJIOB
0JIaHKOB JIOJKHA UMETh opranu3anus B cootBerctBuu ¢ [OCT P 7.0.97-2016 ?

3. Ecmm Bl - (usnueckoe JHI10, BOCHOIB3YETECh U BBl OIaHKOM MPH COCTaBICHUHU
nenooro nuceMa? Eciu Bbel — ropuamdeckoe JHMIO, BOCIHONIb3yeTeCh JU Bbl OnmaHkoM Juis
COCTaBJICHUS JIMYHOTO NUchbMa? MOTUBUPYWHTE OTBET.

4. Kakue NOCTOSHHBIE PEKBU3UTHI JODKHBI HAHOCUTBCS Ha KaKIbld BUJ OiaHka? Yem
o0mmii 6:1aHK OTIMYaeTcs OT OaHkKa ajs nucbma?

5. Kakue TtpeboBanus npenbsBisitorcs A odopmieHus peksusura «HanmeHnoBaHue
OpraHu3aly — aBTOpa JOKYMEHTa»?

6. Yto BXOOUT B peKBU3UT «CIpaBOYHbIC JaHHbIE 00 OpraHu3alun»?

7. UYeMmy IOKHO COOTBETCTBOBaTb HAaMMEHOBAaHUE BHJIA JIOKYMEHTa, BHECEHHOE Ha
0J1aHK KOHKPETHOT'O BHJIA IOKyMEeHTa?

8. Kakwue cioco0sr ohopmieHus pekBusuta «/lara mokymenra» Bei 3Haere? [IpuBenure
IPUMEPBI UX UCIIOIb30BAHUS.

9. Yrto o3HayaeT u Kak opopMIIsIeTCsl pEKBU3HUT «PerucTpariioHHbIi HOMEP TOKYMEHTa»?
Kakum ObiBaeT JaHHBIN PEKBU3UT?

10. Bcerna nmu Ha OnaHKe HAHOCUTCS PEKBU3UT «MeECTO COCTaBICHHMS WM W3IaHHS
JIOKYMEHTa»?

Paznen 3 OdopmieHue oTae/bHBIX BHI0B OPraHU3aLMOHHO-PACIOPSAMTEIbHbBIX
JIOKYMEHTOB B OpPraHax rocyiapcTBeHHOro ¥ MyHHIIUINIAJbHOTO YIPaBJIeHUs

Tema 3.1 Opranu3anuoHHbIe JOKYMEHTbI

CemuHapcKkoe 3aHATHE MPOBOIUTCS B (QopMme OOCYKIEHHS BOIMPOCOB, COCTABJICHHUS H
00CYXJIeHUs TOKYMEHTOB.

Tembl 10KIIA10B:

1. Yro Takoe — opraHu3alMOHHbIE JOKYMEHTBI? Kakue TOKyMEHTBI OTHOCATCS K
HUM?

2. Yro Takoe — ycraB opranuzanun? Kakos ero popmymnsap? Kakosa cTpykTypa
TEKCTa JAHHOTO IOKyMEHTa?

3. Yro Takoe — MOJIOKEHUE O CTPYKTYPHOM NoApasaeseHnn? YTo BKIIIOYEHO B
bopmynsip nonoxenus? KakoBa cTpykTypa TeKcTa MOJ0KEHUS?

4. Yro Takoe — uHCTpYyK1UsA? Kakumu OpiBatoT nHCTpyKIMu? Kakos ux popmynsp u
CTPYKTypa TeKcTa?

5. KakoBa cTpykTypa TEKCTa TOJKHOCTHON MHCTPYKIUU?

Monyab 4 Oprann3anus padoTsl ¢ JOKYMEHTAMH

Tema 4.1 Opranusanusi J0KymeHToodopora B opranax 'HUMY

CemuHapckoe 3aHsiTHE NMPOBOTUTCS B (opMe 00CYXIEHHUS BOIPOCOB, a TaKkKe B (opme
IIPOBEJICHHUSI I€TTOBOU UIPBI.

Tempbl 1OKIANOB:

1. Uro Takoe moKyMeHTO0000poT? KakoBbI €ro MPUHITUIIBI, CXeMBI, yueT oObemMa?
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2. Kak opranuzoBassl mprieM, 00paboTKa 1 mepesiaya pa3iInyHbIX TOTOKOB
JIOKyMEHTauu?

3. OnwumuTe mpaBuiia peruCTpali U HHIESKCHPOBAHUS IOKYMEHTOB B OpraHax
roCy/1JapCTBEHHOI'O U MYHUIIUIAJIBHOIO YIIPABIECHUS.

4. Uro Takoe HHPOPMAITMOHHO-TTOUCKOBBIE CUCTEMBI 110 IOKYMEHTaM, KaKOBBI UX
BUJIbI, IPUHLUIIBI HOCTPOEHUS, LIEJIN CO3JaHMU.

S. Kak ocyiecTBisieTcst KOHTPOJIb UCIIOJHEHUS T0OKyMEHTOB?

Tema 4.2 OOecnieueHne COXPAHHOCTH JOKYMEHTOB
CeMuHapckoe 3aHATHE IPOBOIUTCS B popMe 00CYKIeHUS BOIIPOCOB.
Temsl JOKIAI0B:

1. [TonsiTus «ApXuBHBIA POHI» U «aPXUBHBIA TOKYMEHT.

2. DKcrnepTu3a IEHHOCTH JTIOKYMEHTOB: (TIOHSTHE, LI€JTH, 3Tallbl, TOPSIOK
OpraHu3any U QyHKIUN SKCIIEPTHON KOMUCCHH, PE3YIILTAThI €€ paboThl).

3. Howmenxknarypa nen, e€ cogepikanue, mpaBuiia COCTaBICHHUS U 0(hopMIIeHUSI.

4, dopmupoBaHue Jeil.

o. Odopmnenne ner.

6 CocraBienue u opopmIIeHHE ONUCeH Aed.

7 Opranuzanys XpaHeHus T0OKyMEHTOB B apXUBE OpraHu3aluu

Tema 4.3 ABTOMaTH3a1Usl JOKYMEHTAIMOHHOIO 00ecriedeHsl yIpaBJIeHUs
CeMuHapcKoe 3aHATHE TPOBOIUTCS B opMe 00CYKIEHUSI BOIIPOCOB.
Tembl TOKIa10B.

1. KakoBnl nieiau aBromaruzanuu JJOY?

2. Kakue cucremsl aBromarusanuu JJOY cymectBytor? KakoBsl o0uue TpedoBanus,
MpeabABIsIEMbIE K HUM?

3. Kaxue rpynmnsl pabOTHUKOB MOKHO BBIICIIUTH B COOTBETCTBUM C (DYHKIIMSIMH,
BbINOTHsAeMbIMU UMU B CA JIJ1?

4, KaxoBbl 0CHOBHBIE (PYHKITMH CUCTEM aBTOMAaTH3UPOBAHHOTO JIETIOTPOU3BOICTBA?

PacuerHo-rpaduueckas padora

[{enb: TpOAEMOHCTPUPOBATh HABBIKM COCTABIEHUS OQUIIMAIBHBIX TOKYMEHTOB, OpraHu3a-
UM JOKYMEHTO000POTa U XpaHEHUs T0KyMEHTOB.

Pacuetno-rpaduueckas paboTa BBIIOTHSAETCS CTYJIEHTOM B TE€UEHUE CEMECTpa IO BapHUaH-
taM. HoMep BapuaHTa onpenenseTcs penojaBaTeieM.

3agaun:

1. B cooTBeTCTBUM C HOMEPOM BapHaHTa BbIOPATh JTOKYMEHT OpraHa rocyJapCTBEHHOTO U
MYHUIIUTIAJIBHOTO yrpaBieHus. OnpeaenuTs sSBIsieTcs JOKYMEHT NOUTMHHBIM WK (elKoM.

2. Haiinute u ucnipaBbTe B JOKYMEHTE BCE HECOOTBETCTBUS MPaBUIIaM U HOpMaM odopmiie-
HUS JOKYMEHTOB [10I00HOTO YPOBHSI.

3. Ha ocnoBanuu Ilpuxaza Pocapxusa ot 20.12.2019 N 236 "O06 yrBepxaenun Ilepeuns
TUIIOBBIX YIPABICHUYECKUX ApXHMBHBIX JOKYMEHTOB, OOPa3yIOIIUXCS B MPOIECCE AEATEIbHOCTU
rOCy/IapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O CaMOYIPABJICHUS U OpraHU3alui, C yKa3aHUEM
CPOKOB UX XpaHEHHUA'" OIpeNenTe BUl JOKYMEHTA U CPOKH €r0 XpaHEHHUSI.

IloaroroBka oryera
Ilo oxkoHuaHHIO BhINOIHEHUSA 3a1aHui PI'P cTyneHTOM OAroTaBInBaeTCs OTYET.

1) OT1uer opopmitsercst B cootBeTcTBUH ¢ TpeboBanusmu PJ] 013-2016 «TekcroBsie CTY-
neHdeckre paboTsl. [IpaBuia opopmiteHUs» U COCTOUT U3 CICTYIOIINUX YacTei:
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- TUTYJIbHBIN JIUCT;

- COJIepKaHUE;

- BBEJICHHE;

- OCHOBHYIO 4aCTh;

- 3aKJIIOUCHHE;

- CIIUCOK MCIOJIb30BAHHBIX UCTOUYHHUKOB;

- IpuJIoXKeHus (TIpU HEOOXOMMOCTH).

2) BBeneHune coaepxuT 00ILyI0 XapakTepucTHKy padotsl. Llens u 3agaun pabotsl. Pacro-
Jaraercst Ha OTJeJIbHOI CTpaHHLIE.

3) Kaxxnoe BblnosiHeHHOE 3ajaHie 0GOpMIISIETCS] OTJCNIBHBIM Pa3JieIoM OCHOBHOM 4acTH
OTYeTa.

4) 3axiroueHue pacnojaraercs Ha OTAEIbHOM CTPaHUIIE M COJAEPKUT KpAaTKUE BBIBOJBI O
IpoJIeNIaHHOM paboTe. 3aKII0UeHHe HOCUT KOHKPETHBIM XapaKkTep U MOKa3bIBACT, YTO CAEIAN CTY-
JICHT B CBOEH paborTe.

5) Cnucok TuTepaTypbl COCTOUT M3 HOPMATUBHO-TIPABOBBIX aKTOB, YICOHUKOB H y4eOHBIX
10coOuH, NCIOIB30BAHHBIX B XO/I€ BBIIIOJIHEHUS 3a/1aHUS.

6) [IpunoxeHus: MOMENIaroT MOCIIe CIUCKA JIUTEPATYPHI B MOPSIKE UX OTCHUIKH MM 00pa-
IIEHUS K HUM B TEKCTE.
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Jlucr perucrpanuu usmenenui k PI1JI

KoanuectBo Ioamnuce
No OcHOBaHUE BHECECHUS
CTpaHUIL pa3paboTunka
/11 M3MCHECHUS
M3MCHEHHMS PIIJ
Axryammsanus PI1J] k HoBomy 2023-2024
1 yaeOHoMy roay. OcHoBanue: [IpoTokon ka- 3

beapet MMI'Y Ne 5 ot 15.05.23.




