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PaGouass mporpamma yueOHOM AMCHUIUIMHBI "J[OKyMEeHTalMOHHOE OOecrneueHue
ynpaBieHus" pazpaboTaHa B COOTBETCTBUU C:

[ocynapcTBeHHBIM 00pa30BATENBHBIM CTaHAAPTOM BBICIIETO MNPO(ECCUOHATBHOTO
obpazoBanus 1o HampabieHuto noarotoku 38.03.04 «IOCYIAAPCTBEHHOE U
MYHUIIUITAJIBHOE VIIPABJIEHUE» (kBanmudukams "aKageMUUYECKUNA
OakanaBp","npukiagHoi OakanaBp") (mpukaz MuUHHCTEpCTBA O00pa30BaHMS W HAYKH
Houeuxoit Haponno#t Pecnyonmuku 28 centsiops 2016 r. Ne 1008); denepanbHbIM
rOCyJIapCTBEHHBIM 00pa30BaTEIbHBIM CTAHJAPTOM BBICIIETO 0Opa30BaHUS MO HAIPABJICHHUIO
noarotoBku 38.03.04 TOCYAAPCTBEHHOE U MVYHUIUITAJIBHOE VYIIPABJIEHUE
(ypoBenn OakamaBpuara) (mpuka3 Munoopuayku Poccuu ot 10.12.2014 1. Ne 1567).

Paboyas mporpaMma IUCHUIUIMHBI COCTaBI€HAa HA OCHOBAaHUH YU4e€OHOTO TUIaHa:
Hanpasnenue noarorosku 38.03.04 TOCYIAPCTBEHHOE U MYHUIIUIIAJIBHOE
YIIPABJIEHUE
[Tpoduiis "PernonanbHoe ynpaBlIeHHE U MECTHOE caMOyIpaBieHue", yTBEpPKIE€HHOTO
VYuensim coBeroM [OY BIIO "IOHAVYUIC" ot 25.03.2021 npotokon Ne 8/4.

Cpoxk aerictBus nporpammsel: 2021-2025

Pabouas mporpamma paccMoTpeHa u ojo0peHa Ha 3acefanuu kadenpsl Kpaesenenus
[IpoTokoi ot 12.01.2021 Ne 6

3asedyrowuii kagheopoii.
0-p ¢unon.nayx, ooyeum, banko M.B.

Onobpeno [IpeagmeTHo-MeToanueckor komuccuen kageaprsl Kpaesenenus

Ilpomoxon om 12.01.2021 Ne 6
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Buzuposanue PIIJ nis cnonnHeHus: B o4epetHOM Y4eOHOM oy
"YTBEPXJIAIO"

[Ipencenarens IIMK

(moxnuce)

[Iportokom ot " " 2022 1. No__

Pabouas mporpamMma repecMoTpeHa, o0CykIeHa u omodpena ais ucroaenns B 2022 - 2023 ygeO6HOM Toy Ha
3acenanuu kadenpol Kpaesenenus

[Iportokon ot " " 2022 1. Ne_

3aB. kabenpoii 1-o dhunosn.Havk. noueHT. banko M.B. " (mommcs)

BusupoBanue PII/I 1iis1 ucnioiHeHUsI B 04epeHOM y4eOHOM roay
"YTBEPXKXIAIO"

IIpencenarens [IMK

(moxnuce)

[Ipotokom oT " " 2023 . No_

PaGouyas mporpamma nepecMoTpeHa, 00cyxIeHa 1 0100peHa it nucnojHerus B 2023 - 2024 yaeOHOM roy Ha
3acenanunu kadenpel Kpaesenenus

[Iportokom ot " " 2023 1. Ne_

3aB. kadeapoit n1-p ¢puon.Hayk, noueHt, baiko M.B. " (nonmce)

Buzuposanue PIIJI a5t ucnostHeHus1 B 04epeTHOM Y4eOHOM IOy
"YTBEPXIAIO"
[Ipencenarens IIMK
(moanuce)
[IpoTtokom ot " " 2024 1. No__

Pabouas nmporpamMma nepecMoTpeHa, 00CyxaeHa U 000peHa s ucnoianeHus B 2024 - 2025 yueOHoM roay Ha
3acenannu kagenpsl Kpaeenenus

[Iportokon ot " " 2024 1. No__

3aB. kabenpoit - dbunoi.HavK. noueHt. banko M.B. (nomuce)

Busuposanue PIIJ] s ucnonHeHus: B ouepetHOM Y4eOHOM oy
"YTBEPKJIAIO"
IIpencenarens [IMK -
(moxnuck)

[Iportokon ot " " 2025 1. Ne_

Pabouas mporpamma repecMoTpeHa, o0cykieHa u omobpena as ucronnenus B 2025 - 2026 yae6HOM TOy HA
3acenannu kadenpel Kpaesenenus

[Iporokom ot " " 2025 1. Ne_

3aB. kadeapoit n1-p ¢punon.HaykK, no1eHT, baiko M.B. " (nommucs)



PA3JEJ 1. OPTAHU3AIIMOHHO-METOIWYECKHM

1.1. OEJIUA JUCHOUTIJINHDbI

— yoIyOJIEeHHOE HW3ydeHHE JIOKYMEHTOB U CHCTEMBI JOKYMEHTAIlMH B WX HCTOPHYCCKOM pa3BHTHH,
TCOPETHYECKUX U NPAKTHYECKHX MPOOJEM CO3JMaHUs JOKYMEHTUPOBAaHHOH HH(POPMALUK YUIPSIKICHHN 1000
(hopMbI COOCTBEHHOCTH.

1.2. YYEBHBIE 3AJTIAYM JUCIIAIIJINHBI

1) mpemocTaBicHUE TEOPSTHUSCKUX 3HAHWKA B 00JIACTH MTUCHMEHHOM NIeJIOBOM W HAyJIHOH pedw;
2) 03HAKOMJICHHE C XapaKTePHBIMU YepTaMu O(HUIINATBHO-IEIIOBOTO CTHJIS (3aKOHOAATEIIbHBIH 1
KaHIEJSPCKUH MOJCTUIIN) U HAYYHOTO CTUIIS PYCCKOTO S3bIKa, C OOIIMMHU TPeOOBaHUSIMH K CTPYKTYpe
Y COIICPKAHMIO JIEIOBBIX TEKCTOB, C MPaBHIIaMU 0()OPMIICHHS TUIIOBOH TOKYMEHTAIINH HA PyCCKOM
SI3BIKE;
3) OOyueHne npoleccy COCTaBICHHUs JOKYMEHTOB pa3HOH CTENeHU TPYJHOCTH.

1.3. MECTO [MCHUILUIMHBI B CTPYKTYPE OCHOBHOWM OBPA3OBATEJBHOM
INPOT'PAMMBI

Lukn (pazaem) OIOIT BO: |b1.B

1.3.1. JJucyunauna Joxymenmayuonnoe obecneuenue ynpasienus” onupaemcs Ha ciedyroujue diemeHmbl
OIlOI1 BO:

Pycckuii s3BIK M KyJIbTypa pedu

1.3.2. Jucyunauna Joxymenmayuonuoe obecneuenue ynpaeieHus" evicmynaem oOnopou Oas ciedyioujux
9NIeMEHMO8:

PernonansHoe YHOpaBJICHUC U TCPPUTOPUATIBHOC IINIAHUPOBAHUC

JICHOBBIC KOMMYHUKAIIUNU B TOCYJApCTBEHHOM W MYHUIIUIIAJIBHOM YIIPaBJICHUU

IocymapcTBeHHass u MyHHWIIMTIANBHASA CITyX0a

1.4. PE3YJIBTATBI OCBOEHUA JUCHHUIIJINHBI:

VK-4: Cnocoben ocywecmensimo 0enogylo KOMMYHUKAUUIO 6 YCMHOU U NUCbMEHHOU opmMax Ha
2ocyoapcmeennom azvike Poccuiickoti @edepayuu u unocmpannom(vix) azvike(ax)

3HaTh:

YpoBenb 1 |6a30Bble  TEOPETUUECKUE TMOHSTUS OOIIEHMS, KYJABTYpPbl pPEYHM, PUTOPUKH; CHCTEMY H HOPMBI
COBPEMEHHOTO PYCCKOTO sI3bIKa; BepOanbHbIe M HeBepOaJIbHbIE CPEACTBA JEIOBOTO OOIIECHHS

YpoBeHb 2 |MeTOABI M HOAXOAbl ITYOJMYHOIO BBICTYIJICHHS Ha PYCCKOM SI3bIKE, CTPOUT CBOE BBICTYIUIEHHE C
Y4eTOM ayguTOpWW M IIeTH OOIIeHWS; METOABl W MOJIXOABl YCTHOTO TPEACTABICHUS PE3yIbTAaTOB
CBOEH AESTEIbHOCTH HA HHOCTPAHHOM SI3bIKE, MOXKET MOAIEPKaTh pa3rOBOP B X0/1€ MX 0OCYKIEHUS

YpoBeHb 3 |0a30Bble TEOPETHUCCKHE IOHATHS OOLICHUS, KYIbTYphl pE€Yd, PHUTOPUKH; CHUCTEMY © HOPMBEI
COBPEMEHHOTO PYCCKOIO $3bIKa; BepOalbHbIe M HeBepOalbHBIE CPEACTBA JEIIOBOTO OOLICHUS; METOIBI
U TOAXOABl MYOJIMYHOTO BBICTYIUIEHHS HAa PYCCKOM S3bIKE, CTPOUT CBOE€ BBICTYIUIEHHE C YYETOM
ayIUTOpUM W LeNu OOLIeHHUs; METOABl M TOAXOIbl YCTHOTO TIPEACTABICHUS pE3YIbTaTOB CBOCH
JeSITEIbHOCTH Ha HHOCTPAHHOM SI3BIKE, MOXET MOAJCPKATh Pa3roBoOp B X0J€ UX 00CYKICHUS

YMeTh:

YpoBenb 1 | nocrarouHo 3¢dexkTuBHO onepupoBaTh 0a30BBIMHM TMOHATUSAMH OOIIEHHS pPEYH, KyJAbTYypbl peuH,
PHUTOPUKY;

YpoBeHb 2 |TpaMOTHO CTPOUTH MUCHMEHHYIO M YCTHYIO pe€Yb; MOJb30BaThCsS BEpOATBHBIMH U HEBEpOATbHBIMH
CpeACTBaMH JAEJIOBOrO OOLICHNUS

YpoBenb 3 | noctatouHo 3 (eKkTHBHO oOmepupoBaTh OA30BBIMH TOHITHUAMH OOIICHUS PEYH, KYAbTYpbl peuH,
PUTOPUKH; TPAaMOTHO CTPOWTh TIHCBMEHHYO W YCTHYIO pe€Yb;, IIOJNB30BaThCsl BEpOaIbHBIMUA U
HeBepOATbHBIMY CPEJICTBAMHU JICIIOBOTO OOIIECHUS

Bnaners:

ypOBeHLl npueMaMuM U HaBbIKaMHU Bep6aJ'II:HOl"0 u HCB€p6aﬂLHOFO JACJI0OBOTO 06HICHI/I$I, TCXHOJIOTHAMHA
IIOATOTOBKH TCKCTOB Oq)HHHaHLHO-)IeHOBOI‘O XapakTepa

YpoBeHb 2 |HaBBIKAMH ITyOJMYHOTO BBICTYIUICHHS Ha PYCCKOM S3BIKE, CTPOMT CBOE BBHICTYIUIGHHE C Yy4E€TOM
ayIUTOPUH W TIeNu OOIIEHUS; HAaBBIKAMHU YCTHOTO TIPEJCTABJICHHS PE3YJIbTATOB CBOECH JNESITEIHLHOCTH
Ha MHOCTPAHHOM SI3bIKE, MOXKET IOJICPKATh PA3rOBOP B X0JI€ UX 00CYKICHUS

YpoBenb 3 |mpueMaMy W HaBBIKAMH BEpOAJBFHOTO W HEBEpOaIbHOTO JIETIOBOTO OOIIEHHS, TEXHOJIOTHIMHU
TIOATOTOBKA TEKCTOB OQHITHAIBHO-ACIIOBOTO XapaKTepa,; HaBBIKAMHU ITyOJIMYHOTO BBICTYIUICHHS Ha
PYCCKOM  SI3BIKE, CTPOMT CBOE BBICTYIUICHHE C Y4YETOM ayIUTOPHUM M IENU OOIIEHUS; HABbIKAMH
YCTHOTO TMPEACTABICHUS PE3YIbTaTOB CBOCH JAEATEIBHOCTM Ha HMHOCTPAHHOM  SI3BIKE, MOJXKET
MTOJIIEPKATh Pa3rOBOP B XOJe UX 0OCYKICHUS

B pesynbmame  oceoenusn  Ooucuyunaumnwvt  J]oKymenmayuoumnoe obecneuenue  ynpaenenua'




3.1 |3uars:

1) opranmM3zanuio ZOKyMEHTOOOOpOTa: mpHueM, oO0pabOTKy, PErHCTpalHio, KOHTPOJIb, XpaHEHHE NOKYMEHTOB,
HOMEHKJIATypy A€,

2) CUCTEMBI IOKYMEHTAI[IOHHOTO O0ECTIeUeHHS YIIPaBICHUS;

3.2 | YmeTh:

1) BHECTU B IOKYMCHT COOTBETCTBYIOIINE PEKBU3UTHI HA BCEX CTAAUAX pa6OTI>I C TIOKYMEHTOM;,

2) odopMIsATh MOKYMEHTALMIO B COOTBETCTBUM C HOPMAaTHBHOW ©0a30if, B TOM 4HCIE HCHOIb3YS
MH(OPMAIMOHHbIE TEXHOIOTUH;

3.3 | Baagers:

HaBBIKAMH BEJIEHUS HEOOXOAMMOM MOKYMEHTAIlMM W OPTraHH3alld JTOKYMEHTOO0OpOTa B TOPa3IEICHUIX
OpraHoOB rOCYJaPCTBEHHOTO ¥ MYHHIIMITAIEHOTO YITPABICHUS

1.5. ®OPMbI KOHTPOJISA

Texymmii KOHTPOJh YCIIEBAEMOCTH IIO3BOJISIET OIEHUTH YPOBEHH C(HOPMHUPOBAHHOCTH DJIECMEHTOB
KOMIICTCHIIMM (3HAHUW, YMEHUH W TPUOOPETCHHBIX HABBIKOB), KOMIICTCHIIMH C MOCICAYIOIIUM OObEIUHCHUEM
OIICHOK W TPOBOIUTCS B (opMe: YCTHOTO Ompoca Ha JEKIHOHHBIX M CEMHHAPCKHUX/MPAKTUYECKUX 3aHATHIX
(bpoHTaNBHBINA, WHIWBUIYATHHBIA, KOMIUICKCHBIN), MMCHBMEHHOW IPOBEPKH (TECTOBBIC 3aJIaHUS, KOHTPOJIL 3HAHHUH
Mo pas3zeily, CUTYal[MOHHBIX 3aJaHUd M T.I.), OLCHKA AKTHUBHOCTH pPabOThl OOYJArOIIErocs Ha 3aHSATHH, BKIIOYAs
3a/laHus ISl CAMOCTOSITENILHOM PabOTHI.

Ilpomesicymounan ammecmavyusn

Pe3ynpraThl TEKymiero KOHTPOIS W TPOMEXKYTOUHOW arTecTaliud (QOPMHPYIOT PEHTHHTOBYIO OLEHKY
paboTel cTymeHTa. Pacmpenencame OaiioB Tpu  (OPMHUPOBAHWHM PEUTHHTOBOM OIEHKH pabOTHl CTYACHTA
OCYIICCTBISCTCS B COOTBETCTBHU C JeUCTByrOIUM "IlOpsoK OpraHu3aliy TEKYHIEro KOHTPOJS YCIIEBaeMOCTH U
npoMmexxyroHo arrectauuu B [OY  BIIO "JOHAYUIC". Ilo pgucuunnune "J{oKyMEHTalMOHHOE
obecrieueHne yIpaBieHUs" BHUIOM IPOMEXYTOUHOM aTTECTAIMH SBIIICTCS 3adeT

PA3JEJ 2. COAEPKAHUE JUCHUIIJINHBI

2.1. TPYJOEMKOCTBb OCBOEHUA JUCHUIIJIMHBI

OOmast TpyZo€MKOCTh AUCUMIUIMHBI "J/lOKyMEHTallMOHHOE OOECIeYeHUe YIpaBleHUs" COCTaBisieT 3
3auéTHble equHUIEI, 108 gacos.

KonmyecTBo 4YacoB, BBLICISIEMBIX Ha KOHTAKTHYIO paboTy ¢ MperojgaBaTeleM W CaMOCTOSITENBbHYIO PadoTy
o0y4aromerocs, OnpeAessieTcs] y4eOHbIM IUIaHOM.

2.2. COAJEPKAHUE PA3JIEJIOB JUCIUIIJIMHBI

HaumeHoBaHue pa3jeioB M TeM /BU/ 3aHATHUSL/ Cemectp | HacoB | Komneren- | Jlureparypa | Uurte | [Ilpumeuanue
/ Kypce M PAaKT.

Pa3gen 1. Pa3nen 1. T'ocynapcTBeHHbIe CTAHAAPTHI
odopmiieHUs TOKYMEHTANHU

Tema 1.1. [lenonpou3BOACTBO U 3 2 0
nokymenranus /Jlex/
Tema 1.1. [lenonpou3BoACTBO U 3 2 0

nmokymeHTarms /Cem 3aH/

Tema 1.1. JlenonpousBoACTBO U 3 4 0
nmoxymenTarus /Cp/

Tema 1.2. OopmiteHHe PEKBU3UTOB 10 3 2 0




tekcta /Jlex/

Tema 1.2. OdopmieHne peKBU3UTOB 110
tekcta /Cem 3aH/

Tema 1.2. OdopmieHre PEKBU3UTOB JI0
tekcrta /Cp/

Tema 1.3. Oopmiterne peKBU3UTOB TTOCIIE
TEKCTa U OJIAHKOB JIOKYMEHTOB /JIek/

Tema 1.3. OdopmieHne peKBU3UTOB I1OCIE
TEKCTa U OJIAHKOB TOKyMeHTOB /CeM 3aH/

Tema 1.3. OdopmiieHre peKBU3UTOB MOCTE
TeKCTa U 6J1aHKOB JOKyMeHTOB /KoHc/

Tema 1.3. OdopmiieHre PEKBU3UTOB MOCIE
TeKcTa U OJJaHKOB JOKYMEHTOB /Cp/

Pa3nen 2. Ba3oBhlIe cUCTEMBbI AOKYMEHTaluu

Tema 2.1. Opraau3aniiOHHO-PACTIOPAIUTEIbHAS
nokymenranms /Jlex/

Tema 2.1. OpranuzaliioHHO-pacIOpAAUTEIbHAS
nokymenranus /Cem 3an/

Tema 2.1. Opranu3aliiOHHO-PACIOPAIUTEIbHAS
nmokymeHnTarms /Cp/

Tema 2.2. CripaBoYHO-MH(POPMAITHOHHAS
nmoxymeHnTarus /JIex/

Tema 2.2. CripaBo9HO-MHGOPMAITHOHHAS




nmoxymenTarys /Cem 3an/

Tema 2.2. CripaBouHO-MH(pOpMALIMOHHAS
nmoxymenTarus /Cp/

Tema 2.3. lenoBas koppecrionaeHnus /JIex/

Tema 2.3. lenoBas koppecnonaenmus /Cem
3aH/

Tema 2.3. [lenoBas koppecnouaeunus /Cp/

10

Pa3gen 3. CiennajM3upoBaHHbIe CHCTEMbI
AOKYMeHTallu1

Tema 3.1. JlokymMeHTaLus 10 KaJPOBBIM
BOIIPOCaM ¥ O(PHUIHATEHO-IMIHBIC
JIOKyMeHTHI /JIek/

Tema 3.1. JlokyMeHTa1Ms IO KaJpOBBIM
BOIIPOCAaM U O(UIHATBHO-THYHEIC
JokymeHThI /CeM 3aH/

Tema 3.1. JlokymeHTAaIUs 110 KaJpOBEIM
BOMPOCaM U O(DUITUATEHO-TUYHBIC
nmokymeHTsI /Cp/

12

Tema 3.2. JlokyMeHTa1Us KOJUIETHAIBHBIX
OpraHoB M y4ETHO-(DUHAHCOBAS
nmoxymeHTarus /JIex/

Tema 3.2. JlokyMeHTalus KOJIJIETHAIBHBIX
OpraHOB U y4eTHO-(hHHAHCOBAs
nokymeHnTarus /Cem 3aH/

Tema 3.2. JlIokyMeHTaLUsl KOJUIETHAIBHBIX
OPraHOB M y4€THO-(h)MHAHCOBAs
nokymenranus /Cp/

10

Tema 3.3. JlokyMeHTANUA 110 XO3SHCTBEHHO-




MIPETCH3NOHHON NesaTeNbHOCTH /JIex/

Tema 3.3. JlokyMeHTaLUA [10 X039 CTBEHHO- 3 2 0
MIPETCH3UOHHON AesTebHOCTH /CeM 3an/

Tema 3.3. JlokyMeHTaIIMs IO XO3SICTBEHHO- 3 10 0
NpeTeH3nOHHOM AestenbHocTH /Cp/

PA3JIEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOT'H

B mpormecce ocBoeHUs muCHUIUTHHBI "JloOKyMEeHTaIMOHHOE OOeclieueHre B YIPaBICHUU' WCHOIB3YIOTCS
cnenyrolme oOpaszoBaTenbHble TexHosoruu: jekuuu (JI), cemuuapckue 3anstus (CP), camocrositenbHas pabota
ctyaeHToB (CP) o BBIMONHEHHIO Pa3TUYHBIX BUAOB 3a1aHHM.

3.2 B mpomecce ocBoeHUs AUCHUILUIMHBI '"J[OKyMEHTAIlMOHHOE oOOecreueHHe B  YIPaBISHUH'" WCIIOIB3YIOTCS
CICIyIOINe WHTCPAKTUBHBIE 00pa3oBaTelIbHBIC TeXHOJMOTHH: mpobnemuas nekmus (I1JI). JlekmuoHHBI MaTepman
MPEJICTaBJICH B BUJC cClaij-mipe3cHTanuu B (popmare «Power Pointy. [Ijis HarisiAHOCTH WCIONB3YIOTCS MaTepUabl
Pa3IMYHBIX CIPABOYHBIX MAaTEpUANIOB, HAYYHBIX CTaTeH, HccieAoBaHMH T.O. B Xome nexkuum mnpexycMOTpeHa
oOpaTHasi CBsI3b CO CTYICHTAaMH, AaKTUBU3UPYIOIIME BOIPOCHL, IPOCMOTP U oOcyxiaeHHe BuaeopuiabmoB. Ilpu
MIPOBEICHUU JIEKIH WCIIOJIB3yeTCS po6IeMHO-OPUEHTHPOBAHHBIN MEXKIUCIUTLTUHAPHBIHA MOJXO/I,
MIPEAIOJIATaloLINi TBOPUYECKHE BOPOCHI M CO3AaHNE AUCKYCCUOHHBIX CUTYaLHI.

[Ipu u3n0XXEHNM TEOPETHYECKOTO MaTepHalla MCIOJIb3YIOTCS TaKHE METOMAbI, KAK MOHOJOTMYECKHUH, MOKa3aTelbHBIN,
JUAJIOTUYECKUN, DBPUCTUYECKHM, HCCIIEOBATENbCKAN, MPOOJIEeMHOE H3JIOKEHHE, a TaKKe CIENYIOIINE IPHHINIIBI
JUIAKTHKA BBICHIEH MIKOJNBL: TOCIEN0BAaTENBHOCT M CHCTEMAaTHYHOCTh OOY4YEeHHUs, JOCTYMHOCTb OOydeHHS,
OPUHIMIT HAYYHOCTH, NPUHLUIBI B3aUMOCBSI3M TEOPUH W NPAKTHKH, HATSIIHOCTH M Ap. B KOHIE KaKAOH JNEeKUUH
IIPESYCMOTPEHO BPeM ISl OTBETOB Ha IPOOJIEMHBIE BOIIPOCHI.

3.3 CamocrosiTenbHass pa0oTa TpeAHA3HAUYeHa MJIs BHEAYJUTOPHOH paboThl OOYydJaromIuXcs, CBSI3aHHOW C
KOHCIIEKTHPOBAaHHEM  HMCTOYHHMKOB, Yy4eOHOrOo MaTepuaja, W3YdeHHEM  JIOTOJIHUTENBbHOW  JIUTEpPaTypel IO
JUCLUIUIMHE, IMOJATOTOBKOM K TEKyLIEMy M CEMECTPOBOMY KOHTDOJIIO, a TaKKe BBIIOJIHEHHEM HHANBUAYAIBHOTO
3amanus B popme J0KIana

PA3JIEJ 4. YHEBHO-METOANYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECIIEYEHUE JNUCHUIIJIMHBI

4.1. PexomeHayemasi JuTeparypa

4.3. Ilepevyensb MPOrpaMMHOro odecriedeHust

JlumeH3noHHOE W CBOOOJHO  pacmpocTpaHseMoe  IporpaMMHOe — oOecriedeHHWe, B TOM  YHCIIE
OTEYECTBEHHOTO MTPOM3BOJICTBA!
HNudopmanuoHHble TEXHOIOTHH:
— KOMIIBIOTEPHAs! TEXHUKA M CHCTEMBI CBSI3U HCIIONB3YIOTCS JIJISl CO3/1aHusl, cOopa 1 00padoTKH HHPOPMAIHH;
— 3JICKTPOHHBIC TPE3CHTALIUH;
— DIIEKTPOHHBIN KypC JICKLIHIA;
— 9JICKTPOHHAS TI04Ta — JUIS B3aUMOJICHCTBUS C 00yJaIOIIMUCS
— JIMUCTaHIIMOHHBIC 3aHATHS C UCIIOJIB30BAHUEM BUPTYaJIbHON oOy4atoieit cpenb Moodle;
— 3JIeKTpoHHbIe Oubnuoreunsie pecypesl JOHAYUITC.
[Iporpammuoe ob6ecnieuenue: MS Word, MS Excel, MS Power Point, BuptyanspHas oOy4aromas cpega Moodle.

4.4. llpodeccuonanbHbie 0a3bl JAHHBIX U HH(OPMAIHOHHbIE CTIPABOYHbIE CHCTEMbI

Hayunas snekrponnast Onbnumoreka [ IneKkTpoHHEIH pecype]: — Pexxum nocrtyma: http://www.elibrary.ru
DJNEKTPOHHO-OMOMOTEUHAsE cucTeMa [ DNIeKTpOHHbIH pecypc]: — Pexxum poctymna: http:// www.IQLib.ru
Muposas udposas Oubanoreka [DnekTpoHHBIH pecype]: — Pexxum nocrtyna: http://www.wdl.org/ru
[IpodeccrnonanpHbIi XypHAT IS ceKpeTapeit u odrc-meHemKepoB: http://www.profiz.ru/search/

4.5. MaTepuajibHO-TeXHHYECKOe oDecrevyeHHe TUCIUIIIMHBI

YueOHass aymuTopus IS TPOBEICHUS JICKITMOHHBIX 3aHATHH: JIeKIWOHHAs ayautopus Ne204, yaeOHBIN
KOpITyC 3:  KOMIUIEKT  YABTHUMEIUIHOTO 000pYIOBaHHUS: HOYTOYK, MYJIbTUMEIUHHBIHN MIPOEKTOP;




CIeLHAIN3UPOBaHHAs MeOeb: OCKA ayAUTOPHAs, APTHI.

Y4eOHbIC aymUTOpPUU UL TIPOBEACHUS CEMUHAPCKUX 3aHATHH, WHIWBHIYATbHBIX KOHCYJIBTALUH, TEKYIIEro
KOHTPOJII M MpoMeKyTouHoH arrectanuu: Ne201, Ne202, Ne215, No216, yueOHBIH KOpmyc 3: crenuaqu3upOBaHHAs
Mebenb: JoCKa ayAUTOpHAs, APTHI, CTYIbS; IEMOHCTPALIMOHHBIE IIJIAKATHI.

IToMerennss sl caMOCTOATEIBHOW PabOTBI C BO3MOXKHOCTBIO MONKIIOUEHHUS K cetd "MHTepHEeT" M obecrneueHnemM
JOCTylla B DIIEKTPOHHYIO HH(OPMAaLMOHHO-00pa30BaTeNbHYI0 CpEAy OpraHM3aliM: YHUTAIbHBIC 3aNbl, y4eOHBIN
xopnyc 1. Ampec: 1. Honenk, yn. Yemockunues, 163a (IOY BIIO "JOHAYUIC"): kommbploTepHas TEXHUKA C
BO3MOXKHOCTBIO MOJKMIOUCHUs K cetd «VHTepHET» M obOecneueHHeM AOCTyla B 3JIEKTPOHHYIH HHGOPMALMOHHO-
00pa30BaTENbHYIO CPE/LY U AICKTPOHHO-OMOIHOTEUHYIO CHCTEMY.

PA3JIEJI 5. ®OH/JI OHEHOYHBIX CPEJICTB

5.1. KouTpoJibHbIEe BONPOCHI U 3aJaHUSA

[lepeueHs BOIPOCOB K SK3aMEHY.

1. J1eonpon3BOICTBO 1 €r0 COCTABIISIOMINE.

2. JIOoKyMEeHT Kak BHJ AEJIOBOIO TEKCTA.

3. Kiraccugukarus TOKyMEHTOB TIO COJIEP)KAaHUIO M MO0 HA3HAYCHHUIO.

4. Kiraccugukamumss JOKyMEHTOB O MPOUCXOXKISHHIO W M0 HAIPABICHHUIO TBIKECHUSI.

5. Kiaccudukanus TOKyMEHTOB IO MOCTYIUICHUIO

6. Kiaccudukarnusi TOKyMEHTOB MO0 MCTOYHHKAM BO3HUKHOBCHHS.

7. Kiraccudukarust TOKyMEHTOB MO CTaIusAM CO3JIaHUSI.

8. Knaccudukanust TOKyMEHTOB IO CTETIEHH TJIACHOCTH.

9. Knaccudukanust JOKyMEHTOB 1O IOPHIUYECKON CHIIE

10. Kiraccudukarusi TOKyMEHTOB MO CIOXHOCTH.

11. Knaccugukaius qOKyMEHTOB MO CPOKaM XpaHEHHS

12. Knaccudukanust JOKyMEHTOB 1O CPOKY BBIITOJTHEHUSI.

13. OO0uue nornueckre TPeOOBaHUS K TEKCTY JOKYMEHTA.

14. DNIEeMEHTBI CTPYKTYPHI TEKCTa ITOKyMEHTa.

15. JIOKyMEHTBI C BBICOKHM YPOBHEM CTaHIApTU3ALMH.

16. JIOKYyMEHTBI C HU3KMM YPOBHEM CTaHAapTH3AIINU.

17. Omnpenenenne Gopmynspa-oOpasa gokymeHTa. llepedeHp pekBU3UTOB B (hopMymsipe - oOpasie
JIOKYMEHTA.

18. Omnpenenenue OiaHKa JOKyMeHTa. PacmonoxeHre peKBU3UTOB B OJIAHKE JUISL CITY)KEOHBIX MHUCEM.
19. Omnpenenenne On1aHKa JOKyMeHTa. PacmonokeHrne peKBH3UTOB B OJIaHKE /ISl OpraHU3aIlOHHO-
pacTopsSIINTENFHBIX IOKYMEHTOB.

20. OdopMiicHHE PEKBU3UTA «HA3BAHKUE BBICIIETO YUPCIKICHHS.

21. OdopMieHre PEeKBH3UTA IIOJHOE HA3BAaHHE YUPESKIECHUS - aBTOpA JOKYMEHTA».

22. OdopmieHne peKBU3UTa «Ha3BaHUE CTPYKTYPHOTO IOAPa3AeIICHI.

23. OdopmiieHHe PEKBU3UTA «ITOTHBIN IOPUIUYECKUIA aIpec YIpPExJACHHsI - aBTOpa JOKYMEHTa.
24. OdopmieHne peKBU3UTA «aapecar.

25. OdopMieHre peKBH3HUTA «JIaTay.

26. OdopmiieHne peKBU3UTA «UHIEKC WM MUCXOMSIIANA HOMEDP JOKYMECHTaY.

27. OdopMiicHHE PEKBU3UTA «MECTO COCTABJICHHS WM U3JIAHUS

28. Odopmienne pekBu3UTa «TpU] OrpaHUUYEHUS TOCTYMAa K JOKYMEHTYY.

29. Odopmiterne pexkBU3UTa «TPUD YTBEPKICHUSY.

30. OdopMmiieHHe PEKBU3UTOB «TpU() COTIACOBAHUS» U «BU3BIY.

31. OdopMieHHe PEKBU3UTA IIOJIHCHY.

32. OdopmiteHre peKBU3UTA «II€UATHY.

33. OdopMiicHHE PEKBU3UTA «PE30JTFOLIHS.

34. OdopMieHHE PEKBH3UTOB «3ar0JIOBOK K TEKCTY» U «OTMETKA O HAIMYUH MPHIIOKEHUS.

35. OdopMmieHre peKBH3UTOB «OTMETKA O BBHIMIOJHEHHH JOKYMEHTa» M «OTMETKA O TIOCTYILICHHH.
36. Odopmiterne peKBU3UTOB «(HaMIITHS UCIIOIHATEISI 1 HOMEpP €ro TejaedoHa» U «OTMETKA O 3aBEPCHHUH
KOIHI».

37. OO01mas XxapakTepucTUKa W BUIBI OPTaHU3AIMOHHBIX JOKyMEHTOB.

38. OO0rmas xapakTepUCTHKA JTOKYMEHTA «ITOJIOKEHUEY.

39. OO0mast XxapaKTepUCTHKa JOKYMEHTa «YCTaBy.

40. OO01as XapakTepuCTUKa W BUBI PaCIOPSAUTEIBHBIX JOKYMEHTOB.

41. HaiiTe onpezneneHrue U COCTaBbTE JOKYMEHT «IOCTaHOBJICHHE).

42. [aiite onpenenenne U cOCTaBbTE JOKYMEHT «PacCHOPSHKEHUE).

43. [aiiTe ompeneneHue U cOCTaBbTE JOKYMEHT «IPHKa3 MO OOMIMM BOIPOCaM.

44. OO0mast xapakTepUCTHKa U BUIBICIIPABOYHO — MH(OPMALMOHHBIX JOKYMEHTOB.




45. JlaiiTe omnpejeneHne U COCTaBbTe JTIOKYMEHT «CIpPaBKay.

46. [aiite onpenenenne U coCTaBbTe JOKYMEHT «JIOKJIaTHAs 3aIHCKay.

47. [aiite ompeneneHue U cOCTaBbTE JOKYMEHT «OOBSCHHUTEIIBLHAS 3aIlUCKay.

48. Jaiite omnpenenenne U cOCTaBbTE JOKYMEHT «CITy)KeOHas TellerpaMmma.

49. [aiite onpenenenne U cOCTaBbTE AOKYMEHT «TelIeQOHOTpaMMay.

50. OO01as XxapakTepUCTUKA U BUJBI JICJOBBIX MTUCEM.

51. JaliTe onpezneneHrue U COCTaBbTE JOKYMEHT «IHUCHBMO — 3alpoCy.

52. JlaiiTe ompejeneHnue U COCTaBbTe JIOKYMEHT «IHCHMO — OTBET».

53. Jalite onpeznesieHne U COCTaBbTE JOKYMEHT «COIPOBOJUTENBHOE IMHCHMOY.

54. [aiite onpeneneHne U cOCTaBbTE JOKYMEHT «PEKOMEHIATEIBLHOE MUCBMOY.

55. JlaiiTe ompejenieHue U COCTaBbTE JIOKYMEHT «IHMChbMO — MPHUIIIAIICHUE).

56. OO6mas xapakTepuCcTHKa U BUABI JTOKYMEHTOB I10 KaJPOBBIMBOIIPOCAM.

57. [aiitTe ompeneneHue U cocTaBbTe JOKYMEHT «aBTOOHOTpadus».

58. JaliTe onpezneneHrue U COCTaBbTE JOKYMEHT «XapaKTEPUCTHKAY.

59. Jaiite omnpejienieHue U COCTaBbTE JIOKYMEHT «3asiBIICHHUE).

60. [aiite onpeneneHne U coCTaBbTE JOKYMEHT «IIPUKa3 MO JUYHOMY COCTaBY».

61. OO0mast XapaKTEepUCTHKA U BUIBI JINUHO-O(PHULIHATBEHBIXJOKYMEHTOB.

62. JlafiTe onpenenieHre U COCTaBbTE JOKYMEHT «CITY)KeOHas ITOBEPCHHOCTHY.

63. [aiite onpenenenne U coCTaBbTE JOKYMEHT <WJIMYHAS JOBEPEHHOCTDHY.

64. [aiite onpeneneHne U cOCTaBbTE JOKYMEHT «pPacCIUCKay.

65. [aliTe onpeneneHrue U COCTaBbTE JOKYMEHT «yAOCTOBEPEHUEY.

66. OO0mas xapakTepUCTHKA M BHUJBI KOJIIETHATBHBIX JTOKYMEHTOB.

67. JlaliTe onpeznesieHue U COCTAaBbTE JOKYMEHT «aKT».

68. JaiiTe onpezneneHrue U COCTaBbTE JOKYMEHT «IIPOTOKOID.

69. [aiite ompeneneHue U cocTaBbTe AOKYMEHT «AayAUTOPCKOE 3aKIHOUEHHUE».

70. OO0miast XapaKTEepUCTUKA W BHUIBI YUETHO-(DPMHAHCOBBIX JOKYMEHTOB.

71. [aiite onpeneneHne U cOCTaBbTE JOKYMEHT «IHMCHMO - OTKa3 OT aKLENTay.

72. JlaiiTe ompejiesieHue U COCTaBbTE JIOKYMEHT «TapaHTUIHOE MHUCHMOY.

73. [aiite onpenenenne U coCcTaBbTe JOKYMEHT «3asBICHHUE-0053aTEIbCTBOY.

74. [aiiTe ompeneneHue U cOCTaBbTE AOKYMEHT «3asBICHHE 00 OTKPBHITHU CUETa B OaHKE».
75. OO0mas XapakTepucTiKa W BUABIIOKYMEHTOB TIO XO3SHCTBEHHON AEATEITHHOCTH.

76. Jaiite omnpeeneHue U Ha30BUTE CTPYKTYPY TEKCTa JOKYMEHTA «JIOTOBOP KYIUIM — MPOJAXKU KUIBLISH).
77. Jalite onpeznesneHne U HA30BUTE CTPYKTYPY TEKCTA JNOKYMEHTA «IOTOBOP IOCTABKUY.
78. [aiiTe ompeneneHue U Ha30BUTE CTPYKTYPY TEKCTa JOKYMEHTa «JIOTOBOP apeHIbI».
79. JlaiiTe ompejiereHue U Ha30BUTE CTPYKTYPY TEKCTa JOKYMEHTa «TPYAOBON KOHTPAaKT.
80. [aiite onpenenenne U Ha30BUTE CTPYKTYpPY TEKCTa JOKYMEHTa «TPYJOBOE COTJIALICHHE».
81. [aiite onpeneneHne U cOCTaBbTE JOKYMEHT «IIPETEH3MOHHOE MUCHMOY.

82. JlaiiTe ompejeneHne U COCTaBbTe JIOKYMEHT «HMCKOBOE 3asBJICHHEY.

5.2. Tembl NUCBMEHHBIX PadoT

TeMbl noKIag0B
1. «lemonpousBoactBo B Kuesckoit Pycu (IX-XI Beka)».
2. «AxtoBoe aenomnponsBoacTBO B Benmkom kHspkectBe JluToBckoM m B HoBroponckoi ¢eomanbHOl pecmyOnnke
(XII-XVI Beka)».
3. «IIpukasznoe gemonpou3BoacTBO B MockoBckoM rocymapctse (XII-XVI Bexa)y.
4. «KonnernansHoe nenonpousBoactso B Poccuiickoit nmnepun (XVIII Bex)».
5. «MunHHuCTEpCcKoe Aenonpon3BoAcTBoO B Poccuiickoit mvmeprn (XIX-XX Beka)y.
6.«lenmomponsBomcto B CCCP (1917-1991 1T.)».
7.«Buapl COBpEMEHHBIX TOKyMEHTOB, KOTOpBIE TIOSBUINCH BO BpeMeHa Kuesckoii Pycu».
8. «CpaBHeHHe nopsaka oOpPMIICHHS aKTOBBIX KHUT U COBPEMEHHBIX KOJUIETHATIBHBIX JOKYMEHTOBY.
9.«Bunpl cOBpeMEHHBIX JOKYMEHTOB, KOTOPHIC TTOSBHIIHCH BO BpeMeHa KueBckoit Pycmy.
10.«Bunpl coBpeMEHHBIX JOKYMEHTOB M OINeEpaliy JeJONpOU3BOJCTBA, KOTOpble TMOSBWINCH BO BpeMeEHa
MoCKOBCKOTO LIapCTBa (IIPHUKA3bI)».
11. «Bunpl coBpeMEHHBIX [AOKYMEHTOB U OI€pallud AEJIONPOM3BOACTBA, KOTOpBIE MOSIBUIMCH BO BpeMEHa
Poccuiickoit mmmepun (KOJIJIETHN ).
12.«Bunpl cOBpeMEHHBIX JOKYMEHTOB M ONEpaluu JeJONpPOU3BOJCTBA, KOTOpblE MOSBWINCH BO BpEMEHa
Poccuiickoit umriepun (MHHHACTEPCTBA)Y.
13.«McTopus nmosiBieHUs repOa Ha TOKyMEHTaX.
14. «McTopust nosiBieHUs NOANKMCEN Ha TOKYMEHTaxX.




5.3. ®oH/ OlIEHOYHBIX CPEACTB

®DOHJ| OIEHOYHBIX CPEJACTB JIUCHUILIMHBI "JIOKyMEHTAIlMOHHOE oOOecreueHue yrpapicHus" pa3paboTaH B
COOTBETCTBHM C JIOKaJbHBIM HOpPMAaTUBHBIM akToM '"[lopsimox pa3paboTku W copepxkaHus (OHIOB OIIEHOYHBIX
CPEICTB OCHOBHOW 00pa30BaTeILHOW TpOTpaMMBI BBICIIEro IpodeccroHansHOro obpazoBanus B [OY BIIO
"ITOHAYUIC".

®DOHJT OLEHOYHBIX CPEACTB JTUCIHUILTUHBI "J[OKyMEHTaIllMOHHOEe OOecredeHrue YrIpaBieHUus" B IIOJHOM
o0beMe MPeCTaBICH B Y4eOHO-METOJMYECKOM KOMIIEKCE JUCITUTLTHHEI.

5.4. TllepeueHb BHIOB OIIEHOYHBIX CPEICTB

- TCCTOBBIC 3aJaHM,

- pedepartsr;
- CUTYaIlIOHHEIC 3aJIaHusI.

PA3JIEJ 6. CPEACTBA AJAIITAIMH ITPEITIOJABAHUA TUCHUIIJIMHBI K
INOTPEBHOCTAM JIMI] C OTPAHUYEHHBIMHU BO3ZMOXHOCTAMMU 310POBbS

B ciydae HeoOXOIMMOCTH, OOy4JaroIIUMCS M3 YWCIA JIUI ¢ OTPAHUYCHHBIMH BO3MOKHOCTSIMH 3JIOPOBBS
(mo 3asiBneHMIO 00YydalOIIErocs) MOTYT MpEAJararbcsi OJHH W3 CIEAYIOLIMX BapUaHTOB BOCHPHATUS HMH(OpMAIHMU C
YIETOM UX WHIUBUIYATbHBIX ICUXO(PU3NIECKUX OCOOCHHOCTEMH:

1) c mpuMeHeHHEM 3JEKTPOHHOTO OO0YYeHHS! M JHUCTAHIIMOHHBIX TEXHOJIOTH.

2) ¢ IpUMEHEHHEM CIEeLUATBFHOr0 O00OpYIOBaHHA (TEXHHWKH) M MPOrPaMMHOrO OOECTedYeHHs, UMEIOIINXCS
B OV BIIO "JOHAYUIC".

B mporecce oOydeHHss Tpu HEOOXOAMMOCTH JIISl JIMI] C HApYIICHUSIMH 3pPCHHUS, CIyXa H OIOPHO-
JIBUTATENILHOTO amrapaTa MpeJoCTaBIsSIIoTCS CIeIyIOIINe YCIOBUS:

- JUISL JIUI] ¢ HApYIICHUSAMU 3PEHUS: yIeOHO-METOAMYECKUE MaTepuasbl B MedaTHOW (opMe yBEIMYCHHBIM
mpudToM; B ¢opMe DIEKTPOHHOTO JOKYyMeHTa;, B ¢opme aymuodainma (TepeBos ydeOHBIX MaTepHaAOB B
aynuodopmar); WHIWBUIyalbHbBIC 3aJaHHUsI M KOHCYJIbTAIHH.

- JUId JMI C HapylIeHMsIMH clyXa: y4eOHO-MeTOAMYEeCKHe MaTepuanbsl B mnedaTHOW ¢(opme; B (opme
AJIEKTPOHHOTO JIOKYMEHTa; BHJEOMaTephaibl C CYOTHUTpamMH;,; WHAWBHIyabHBIE KOHCYNBTAI[MN C TPUBICYCHHEM
CYpAOIEPEBOUNKA; WHANBUIYAIbHBIE 32JIAHHAS U KOHCY/bTAIHH.

- IS JUIl C HapylIeHUSMH OINOPHO-ABUTATEIHHOTO ammapara: y4eOHO-METOAWYECKUE MaTepualibl B
nevyatHoW Qopme; B ¢GopMe DIEKTPOHHOTO JOKyMeHTa; B Qopme ayauodaiina, WHIUBUIyAIbHBIE 3aJaHUsl U
KOHCYJIbTAIINH.

PA3JIEJ 7. METOJAWYECKHE YKA3AHUS JIUIS OB YUYAIOIIAXCS IT0 YCBOEHHTIO
TACIATITAHBI

CAMOCTOSTEJIbHASL BHEAYJIUTOPHASI PABOTA  sBnsercss OTHOENbHBIM 3TarioM  00pa3oBaTeIbHOTO
mpomecca ¥ CTPOUTCS IO  ONPEACICHHOMY TEXHOJIOTHYECKOMY ITMKIY, IIPEIINOJIaraioIieMy  CJICIYIOIIYIO
MOCJIEIOBATEILHOCTh 3TAMOB MPOBEACHUS:

1. [InanupoBaHue.

2. Otbop MaTepuana, BBIHOCUMOTO Ha CAMOCTOSATEIBHYIO PadoTy.

3. MeToanueckoe U MaTepHaIbHO-TEXHHUECKOE 00ECIIEUCHNUE CAaMOCTOSATEIILHOM PabOTHI.

4. IocTosSTHHBI MOHUTOPHHT U OIIEHKA CAaMOCTOSATEIBHOMN pabOTHI.

Kpurepusimu onieHKH pe3ylIbTaTOB CaMOCTOSITEFHONW BHEAYTUTOPHON paOOTHI CTYICHTA SBISIFOTCA:

- YPOBEHBL OCBOCHUS CTYJICHTOM Y4eOHOTO MaTepHaa;

- YpOBEHb CQOPMHUPOBAHHOCTH YMEHHS HCIIOJIb30BAaTh TEOPETUYCCKUE 3HAHUS TIPU BBIIIOJHCHHU TPAKTHUYCCKUX
3aJIaHNM;

- YpOBeHb CHOPMHUPOBAHHOCTH OOIIMX 3HAHUA U YMEHH;

- ohopMIICHHE MaTepHalia B COOTBETCTBUU C IPEIbSIBISICMBIMU TPEOOBAHUSMU.

®DopMBI KOHTPOJISI 00 YIAFOIIIAXCSI:

- YCTHBIN 1 KOMOWHUPOBAHHBIN OTIPOC;

- MPOBEPKa Ha OCHOBE MMCHMEHHBIX M MPAKTHYECKUX PadoT;

- TECTUPOBAHUE;

- cucTeMaTndeckoe HaOIroIeHre 3a padOTOH CTY/IEHTOB B OOYdEHHH.

Bunapl camoctosTenbHON paboThl 00yIaIONTHXCSI:

— pabora ¢ MepBOMCTOYHUKAMU (KOHCIICKTHPOBAHUE U pe)epUpOBaHUE);

— TMOATOTOBKA K CEMHHAPCKUM 3aHITHSAM (JIOMAIIHSS IMOATOTOBKA, 3aHATHA B OMONHMOTEKe, paboTa C AIEKTPOHHBIMU
KaTaJloraMy ¥ UHTepHEeT-UHPOpMAaIns);

— COCTaBJIEHHE TECTOBBIX 3aJIaHUU JISI CAMOKOHTPOJIS;

— MOATOTOBKA JAOKIAJ0B;

— paborta co crIoBapsSMH, CIIPABOYHUKAMH, SHIIUKIIOTIEASIMH;

— BBINIOJIHCHUE WHIUBUAYAIBHBIX 3aJaHUi, HAMpPABICHHBIX HA pa3BUTHE Yy CTYACHTOB CAMOCTOSITEILHOCTH H




WHHUIIUAaTUBBI,
- MOATOTOBKA K YHaCTHUIO B HAYYHO-TCOPETUUCCKUX KOH(i)epeHHI/ISIX, CMOTpax, oJiuMIiajgax u Jap.

METOANMYECKUE PEKOMEHIALIMU ITO COCTABJIEHWIO KOHCITEKTOB

1. OnpenenuTe 1eIh COCTaBICHHUS KOHCIIEKTA.

2. Uuras m3ydaeMmblii MaTepuall B 3JCKTPOHHOM BHUJIC B MEPBBIN pa3, pa3JelIMTe €ro Ha OCHOBHBIC CMBICIOBBIC YACTH,
BBIJICITUTE TJIABHBIE MBICITH, CQOPMYIHPYHTE BEIBOIBI.

3. Ecmu cocraBnsieTe IUIaH-KOHCIEKT, chOpMyIHpyiiTe Ha3BaHHA MYHKTOB M OMpeneNnTe HH()OPMAINIO, KOTOPYIO
CJIEIyeT BKIIOYHTH B IUIAH-KOHCIICKT JUIS PACKPBITHS ITYHKTOB ILIaHA.

4. Haubonee CymeCTBEHHBIC MOJOXEHHS HM3ydaeMoro Martepuana (Te3WChl) MOCIEAOBATENFHO W KPAaTKO H3JIaraite
CBOWIMH CJIOBaMH WJIH TIPUBOJUTE B BUJIE IIUTAT.

5. Bxirowaiite B KOHCHEKT HE TOJBKO OCHOBHBIC ITOJIOKEHHS, HO U OOOCHOBBIBAIOIINE HMX BBIBOJBI, KOHKPCTHBIC
(axTel ¥ ipuMepHI (03 MOAPOOHOTO OMUCAHUS).

6. CocraBnsisi KOHCIIEKT, 3allUCHIBAHTE OTHIEIBbHBIE CIIOBA COKPAIIEHHO, BBINKCHIBANTE TOJNBKO KIIOUEBBIE CJIOBA,
JIeJTaliTe CChUIKM Ha CTPAHUIIBI KOHCIIEKTUPYEMOU pabOThl, MPUMEHSHTE YCIOBHBIC 0003HAUYCHUS.

7. UtoObl (hopMa KOHCIIEKTa OTpaKkaia €ro CoJepKaHue, pacrojiaraiite abd3albl «CTylieHbKaMU», MOJA00HO MYHKTaM
Y TIOJIITYHKTaM TUTaHa, PUMEHSIITE pa3HOOOPa3HbIE CIIOCOOBI MO TYEPKUBAHUS.

8. OTMeuaiiTe HETIOHSATHBIE MECTa, HOBBIE CIIOBA, UMEHA, aTHI.

9. HaBenute cripaBKy O JIMaX, COOBITHSIX, YIOMSHYTBIX B TEKCTE.

10. Ilpu KOHCHEKTHPOBAaHWU HAJO CTAPATHCS BBIPA3UTh ABTOPCKYKD MBICIL CBOMMHU cloBaMd. CTpEeMHUTECh K TOMY,
yTOOBl OJWH ab3al] aBTOPCKOTO TEKCTa OBLT TepenaH MpH KOHCIEKTHPOBAaHWH OJHUM, MAaKCUMYM JBYMS
PEUIOKCHUAMHU.

METOAWYECKHUE PEKOMEHJAILIMMU I10 PABOTE C MWHTEPHET-PECYPCAMMU (mis mOATOTOBKH
COOOIIICHHH U MTOATOTOBKH MTPAKTHICCKIX 3a1aHU)

Cpenu HHTepHET-pecypcoB, HamOoiee YacTo HCIONb3YeMBIX CTYJCHTAaMH B CaMOCTOSTENBLHON paboTe, cienyer
OTMETHUTH 3JIEKTPOHHBIE OMOIMOTEKH, 00pa3oBaTeNbHBIC MOPTANIBI, TEMATHYECKUE CaThI, OnOimorpaduyeckue 0a3bl
JIAaHHBIX, CAaUTHI IEpHOANIEeCKIX n3nanui. s addextuBHOTO TIoricka B WWW CTyIeHT TOJDKEH YMETh B 3HATh:

- 4YETKO ONpeAeNsITh CBOM HH(OPMAIMOHHBIE TMOTPEOHOCTH, HEOOXOIMMYIO PETPOCIEKTUBY HH(OpMaImu, Kpyr
MTOMCKOBBIX CEPBEPOB, O0Jiee KAUECTBEHHO MHJICKCUPYIOIINX HYXHYIO HH(pOpMAaIHIO,

- IPaBUIIBHO (POPMYIHPOBATH KPUTEPHH MTOVCKA;

- ONpeNeNiTh W pa3feisiTh pa3MElIEHHYI0 B ceTd VHTepHeT WH(pOpPMAIMIO Ha TPU OCHOBHBIE TPYIIBI: CIIPaBOYHAS
(97eKTpoHHbIE OMONMOTEKH W DHUUKIONEINH), HaydHas (TEKCTbl KHUT, MaTepHajibl ra3eT M >KypHaJIoB) M ydeOHas
(Metonnueckue pa3paboTku, pedeparsl);

-IaBaTh OIIEHKY KadecTBa NPEJCTaBIeHHONH WH(OpPMAIMH, OTHACTUTh JCHCTBUTEIHHO BaXXHBIE CBEIEHHUS OT
MHQOPMAIIIOHHOTO [IyMa;

- JlaBaTh OLEHKH JOCTOBEPHOCTH HH(OpMAalMM Ha OCHOBE Da3IMUYHBIX MPHU3HAKOB, MO BHEIIHEMY BHIY Ccaiira,
XapakTepy nojgadn HHpopMaIyy, €€ OpraHu3aInm;

- CTyJICHTaM HE00XOIMMO YMETh €€ aHAIN3UPOBATh, ONPEICIATH €€ BHYTPEHHIOI HEIPOTHBOPEUYHUBOCTb.

ITpu pabote ¢ UnTepHeT-pecypcamu obpaimaiite BHUMaHHE Ha MCTOYHHK: OPUTHHAIBHBIA aBTOPCKUU MaTepHa,
pedepaTHBHOE COOOIIEHHWE MO0 MarepuajaM ApyruX NyOnuKamuid, CTyaeHdeckas ydeOHas paborta (pedepar,
KypcoBasi, JWIUIOMHAass ¥ Jp.). OpuUTrHHAIBHBIE AaBTOPCKME MaTepualbl, Kak NpaBUIlo, MYOIHMKYIOTCS Ha
CICHUAIM3UPOBAHHBIX TEMaTHYECKUX caiTax WM B OHONMOTEKaxX, y HHUX YKa3bIBaeTCs aBTOp, €ro JaHHbBIE.
BrimonHensl Takue pabOTHI IMOCIIEOBATENILHO B HAyYHOM WJIM HAyYHO-TIOMYJISPHOM CTHJIIE. OJTO MOTYT OBITh
Hay4YHbIE CTaThbH, TE3WCHI, YUeOHWKH, MOHOTpadWu, IUCCepTalMH, TEeKCTHl Jeknui. Ha ocHoBe Takmx paboT Ha
HEKOTOPBIX caiitax pasmemarorcsi pedepaTsl Wi 0030pbl. OOBIMHO OHM HE HMMEIOT aBTOPa, PEOKO YKA3hIBAIOTCS
UCTOUHNKH pedepupoBanus. Camu caiThl TOCBSIIEHBI pazHooOpa3HOil Tematuke. K TakuM paboTam CTOHT
OTHOCHTHCSI KPUTHYECKH, KaK M K caiiTaMm, TIe pa3MemaroTcs yieOHble cTyaeHdeckne padotbl. KauecTBo 3TmxX pador
O4YE€Hb HM3KOE, MO3TOMY CHayaja MOAYyMalTe, OLUEHUTE PECYpC, a yXKE€ IOTOM WM IMOJb3yilTech. B ocTalibHOM ¢
MHTEPHET-UCTOYHIUKAMU MOXKHO paboTaTh Kak C OOBIYHOW MeyaTHOW JUTepaTypod. MHTepHET — 3TO emé U orpoMHas
OubnmoTeka, TJAe BHl MOXET€ HAWTH TPAKTHYECKH IIOOOW XYIOXKECTBEHHBIM TEeKCT. B WHTepHETe OrpoMHOe
KOJIMYECTBO CJIOBApPEH M SHIMKIIOIEH, UCTIOIH30BAHNE KOTOPHIX PUBETCTBYETCS.

METOUYECKWUE PEKOMEHJIALIN JIJIS IIPOBEJIEHUS] CEMUHAPCKUX 3AHSTHIA

Cpeny ayIuTOpPHBIX 3aHATUM IO PYCCKOMY SI3bIKY M KyIbTYpe pEYH CEMHHAPCKUM 3aHATHSIM OTBOAMTCS OoJbluast
4acTh y4eOHOTO BPEMEHH, UTO TPEOYET OT CTYACHTA CEphe3HOMN MOATOTOBKH U MOOMIH3ALINHU CHIL.

CemuHap 1O PYCCKOMY SI3BIKY — 3TO (opMa y4eOHOTo mpolecca, MOCTPOSHHAs HA CaMOCTOSITEIbHOM H3Y4eHUH
CTYICHTAMH OTHENbHBIX BOIPOCOB TEMBl C MOCIEAYOLIMM oOcyxIeHueM ux B rpynme. Kpome Toro, Bce
CEMHUHApPCKUE 3aHATHS COAEpXkKaT MPAKTHYECKYI0 dYacTh B (OpMe pa3ITU4HOTO pOJAa 3aJaHWi WM YIpakKHEHHH,
KOTOpBIE 00yJaromeMycsi He00X0AUMO BBITIOTHUTH CAMOCTOSITETILHO KaK JOMAaIHee 3a1aHue.




TakuM 00Opa3zoM, Kaxablii 0OyJaromuiicsi JTOJDKEH MPUHATH Y9acTHE B ITOJTOTOBKE TEOPETHUECKHX M TPAKTHYECKUX
3agaHuil ceMuHapoB. [ Toro 4ro0bl paboTa Ha ceMHHape ObUIA MJIOAOTBOPHOM, CTYJICHTY CIEAyeT K HEMY XOpOIIO
MOJrOTOBUTBCA: OTOOpaTh HEOOXOAMMYIO IJUTEpaTypy M HU3YYHTh COACp)KAIIMACSI B HEH MaTepuali, CHenaTh
BBIIIMCKY WJIM OTIOPHBIE KOHCIIEKTHI, IPOAYMATh IUIAH OTBETAa MO KaXKIOMY TEOPETHYECKOMY BOIPOCY, 3alIOMHHTb
TEPMUHBI, HACTPOUTHLCS HA AKTUBHYIO paOOTy B IPYIIIIE.

Hauatp IMOATOTOBKY K CEMHUHApYy CJICAYET C BHUMATCIBHOIO O3HAKOMJICHUA C TEMOH U TIJIaHOM CEMHUHapa.
CdhopmynupoBaHHBIE B TUIaHE BOIPOCHI SIBJISIOTCSI OCHOBHBIM MPEAMETOM 00CYKICHHS Ha CEMUHAPCKOM 3aHSITHH.
Marepran K CeMHHapy IO PYCCKOMY S3BIKY HEPEIKO TPHIETCS MCKAaTh B PA3HBIX KHHTax (ydeOHHKaX, ydeOHBIX
MoCOOMSX, CIPAaBOYHUKAX), I[OATOMY pPabOTy C JUTEpPaTypod CjleayeT HauyuHATh C BHUMATEJIBHOIO YTCHUS
OTJIaBJICHHUSI KHHUTH, YTO MO3BOJIUT OTMETUTHh HYKHBIC IIaBBl MM maparpadsl. B xoxe Takoll paboThl peKOMEHIYyeTCs
JIeTIaTh BBINUCKH, YTOOBI COXPAHMUTH Ul ce0sl Hy)KHYI0 HH(pOpManuio. BEIMUCKM MOXKHO Jie7aTh Ha KapTOYKax WU B
T€Tpaab, OHU MOI'yT OLITh AOCJIOBHBIMH, HO JIYUHIC, €CJIU YAACTCA H3JI0KUTH NPOYUTAHHOC CBOMMU CJIOBAMU. Ecau B
KHUTaX 00ydaromieMycsi BCTPETATCS HEMOHATHBIE CIO0Ba, TEPMHHBL, TO HE CIEIyeT MX MPOMYCKaTb. 3HAUCHHS TaKUX
CIIOB MOKHO HAWTH B SHUUKIONEINHM HIM B CIPABOYHHKE JMHIBUCTHUECKUX TepMHMHOB. Takum oOpasom, 3ajaua,
CTOsAIIAs Iepe]l CTYACHTOM NP paboTe ¢ KHUTOH — U3BII€Ub, TOHATH U 3aTIOMHUTH IJIABHOE.

[Tocne Toro xak MaTepuai W3y4eH, BBITUCKH CAETaHbl, TEPMUHBI YCBOCHBI, HEOOXOANMO MPOAYMaTh, Kak HanOoyee
JIOTUYHO, MPAaBUJIBHO PACIOJIOXHUTh MaTepuall, MOJHO OTBETUTh HAa TEOPETHUYECKHUE BOIPOCHI, T.€. HAMETHUTH IUIAH
otBeta. [Ipu 3TOM ciemyer choOpMyITHpOBaTH IVIaBHBIE MJEHW W BBIBOABI IO KakAoMy Bompocy. Bce 3to addexTrBHO
paboTaeT OTHOBPEMEHHO M Ha MOHUMaHUE HH(POPMALIUH, U Ha €€ 3aKPEIJICHUE B TAMSTH.

Takxe, Kak yxe OBUIO OTMEUEHO, CIEAyeT BBIIOJIHUTH MPAKTUUECKHE 3allaHusi K CEMUHApy; B cilydae 3aTpyIHCHHUS
HY)XHO BOCIIOJIb30BaThCsl JIFOOBIM y4eOHBIM IMOCOOMEM 10 KYyJIbType peYd M JIEIOBOMY OOIIEHHIO, B KOTOPOM
CHCTEMAaTHYECKH M3JI0KEH KypC TOCIIeTHETO.




PEIEH3US
na PABOUYIO IPOTPAMMY U ®OHJI OLIEHOYHBIX CPEJICTB
TACHUILIAHBI

B1.B.09 " lo KymeHTallMOHHOe o0ecrnieyeHHe ynpaBiaeHus'
wudp AUCHHUILIAHE B Y4eGHOM IjlaHe, HAHMEHOBaHUE

Hanpagnenue noarorosku 38.03.04 «I'ocyapCcTBEHHOE U MYHHIIMIATIEHOE
yIIpaBJIeHHUE

Ko, HaHMEHOBaHHe
HpO(l)ldJlb «PermoHansHOE YIIpaBJI€HUE U MECTHOE CAMOYIIPABICHUE

Paszpadorunk: Ycopa O.0., kanja. Gbuno. HayK., IOLHEHT
(@UO HIIP, yyacToBaBmx B paspaborke PIIY /I ¢ ykazanneM 10mKHOCTH)

Kadeapa: kpaeBeneHusd

[IpencraBnenHas Ha peleH3HIO pabouas mporpamMMma U (GOHI OLEHOYHBIX
CpPeACTB  OUCHUIUIMHBI  «JloOKyMeHTallMOHHOe obecreueHue  yIpaBIeHUs»
pa3paboTaHbl B COOTBETCTBUM C [ OCyJapCTBEHHBIM 00pa3oBaTeNLHBIM
CTaHZapTOM BBICHIETO MPO(ECCHOHANLHOTO O0pa3oBaHUS IO HAIMPABIEHHUIO
nogrotoBkd 38.03.04 «T'OCYJAPCTBEHHOE W MVYHHIIMITAJIBHOE
VITPABJIEHUE» (xBanudukauus "akagemuueckud OakanaBp',"npHUKiIagHON
OaxanaBp") (nmpuka3 MunuctepcTBa oOpa3zoBaHus U Hayku JloHenxoi HapoxHoii
Pecny6bnuxu 28 centsabps 2016 r. Ne 1008); degepansHbIM rocy1apCTBEHHBIM
o0pa30oBaTeNbHBIM CTAHJAPTOM BhICIIEro 00pa3oBaHUS IO HAINpPaBIEHUIO
nogrotoBkd  38.03.04 TOCYIAPCTBEHHOE W MVYHHUIMITAJIBHOE
VITPABJIEHUE (ypoBenr OaxanaBpuata) (mpuka3 MwunoOGpHayku Poccum ot
10.12.2014 r. Ne 1567).

Pabouas mnporpamMma IUCHHUIUIUHBI CONEPXXUT TpeOOBaHUS K YpPOBHIO
MOATOTOBKU 0akamaBpoB IO NPUOOPETEHUIO TEOPeTHUECKHUX 3HaHUM U
MpaKTU4YEeCKUX HaBBIKOB, KOTOpble MPEbSBISAIOTCS K 0O0ydarolMcs NaHHOTO
HarpaBlIeHHs MOATOTOBKH B XOJI€ U3yUeHUs yueOHOH AUCHUTUIUHEL.

B paboueii mporpamme chopMyTUpOBaHbI LENH M 3a4add OCBOEHUS
" IMCIUTUTHHEL.

B pazmene «Mecto [OUCHUIUIMHEI B CTPYKType 0Opa3oBaTeNbHOM
IporpaMMbl»  yka3zaHbl TpeOoBaHUS K  IpeJBapUTENbHON  MOATOTOBKE
o0yJarouxcs, a Takxe IMOCIeIyrollde AUCHUIUIMHDL, A KOTOPBIX H3ydeHHUe
JaHHOM Oy1eT HEOOXOANMBIM.

B paboueii nporpamme mpomnucansl koMmneteHHuH odydaromerocs (YK-4),
dopMupyeMble B pe3ybTaTe OCBOSHUSI TUCLUTUIUHEL.

Paznen «CtpykTypa U comepkaHue JUCHUILTHHBDY COOEPKHUT TeMaTHUYeCKOoe
U [0YacoBO€ paclpeesieHue H3y4aeMoro MaTepuaia o BUJaM 3aHATUH, a Takxe
Jyachl HAa CAaMOCTOSTEIbHYIO paboTy.

B paznene «@oHI OLIEHOYHBIX CPEACTBY yKa3aHbBI OLIEHOYHEIE CPEACTBA IS
TEKYLIEro KOHTPOJII M MPOMEXYTOYHOM arrecTanuu oOydwaromerocs (QoHp
OLIEHOYHBIX CPECTB MpPEeCTaBIeH OTAENbHBIM 3neMenToM Y MK/T).

Komnerenuun no kypcy, ykasaHHble B paboueill mporpaMme, MOJTHOCTBIO
COOTBETCTBYIOT y4eOHOMY IIJIaHY U MaTpHULle KOMIIETEHIIUH.

B paboueit mnporpamMMe HAUCHUIUINHBI MpPENCTABIEH TakKe MepedeHb
MaTepUaJbHO-TEXHUYEeCKOro obecreueHuss A OCYUIECTBIEHUS BCEX BHOB
3aHATHH, IPEeAyCMOTPEHHBIX yUeOHbBIM IIJIAHOM.



Paboyas mnporpamMma OUCHUIUIMHBI HMEET JIOTHUECKH 3aBepIIEHHYIO
CTPYKTYpY, BKJItouaeT B ce0sl Bce HeoOXoAUMbIe U MpuobpeTaeMble B Ipoliecce
U3y4eHUs HaBBIKA U YMEHUS.

YyeOHO-MeTOaMUECKOE OOecreueHne IUCHUIUIMHBI MPEeACTaBIeHO B
IporpaMMe IepedyHeM OCHOBHOH M  [JONOJHHUTENBHOM  JIUTEpaTyphl,
METOIUYECKHUX MaTepuasioB, OHOJIMOTEYHO-UH(DOPMALMOHHBIX pPEeCypCcoB, YTO
SBJISIETCS] AOCTATOYHBIM ISl YCIEIIHOIO OBJIaIeHUs JUCHUILTHHOM.

Taxum obpasom, paboyasd mporpaMma JUCUMILUIMHEL «J[OKYMEHTAlIHOHHOE
obecrieueHue YIpaBIEeHUA» COOTBETCTBYET BCeM TpeOOBaHMAM K peau3allii
MIpOrpaMMBbl M MOKET OBITH PEKOMEH0BaHa K UCIIOJIb30BaHMIO.

Peuensenr:
3aBeayIoIMN Kadenpoi KpaeBeAeHHUs,
I-p.drion. HayK, JOUEHT

(BOMKHOCTS, peraium)

M. B. banko
®UO

MII

HMara 12.01.2021
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