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PA3JIEJI 1. OPTAHU3AIIMOHHO-METOIUYECKHN

1.1. OEJA JUCIIAITJIMHbBI

Llenp OCBOGHMS IUCHHUIUIMHBI — YIIyOJIEHHOE HW3y4YeHHE JIOKyMEHTOB M CHCTEMBlI JOKyMEHTallMM B WX
HUCTOPUYECKOM DPa3BUTHH, TEOPETUYECKUX W TPAKTUYECKUX TMPOOJIEM CO3AaHMs JTOKYMEHTUPOBAHHOW WH(pOpMAIMn
yUpexIeHHI 1I000H POPMBbI COOCTBEHHOCTH.

1.2. YYEBHBIE 3AIAYU U CHUIIJINHBbI

B pesynwrare ocBoeHUs yaeOHOH MUCIUILINHEBI 00YYAIOITHICS JOJIKCH 3HATH:
- IOHATHE, LICIU, 3aJa4Y1 IMPUHIUIILI ACJIOIIPOU3BOJACTBA,
- OCHOBHBIC MMOHATHS JJOKYMEHTAIMOHHOTO 00SCIICUCHUS YITPaBICHMS,
- CHCTEMBI JIOKyMEHTAIIHOHHOTO 00eCTIeUeHHsI YIIPaBICHHUS;
- KITaccu(puKamnmio JTOKYMEHTOB M X BHUJIBI;
- TpeOOBaHMS K COCTABJICHUIO U ODOPMIICHHIO JOKYMCHTOB;
- OpraHM3alyio JOKyMEHTOOOOpoTa: TmpHeMm, o00paboTKa, perucTpanus, KOHTPOIb, XpaHEHHE JOKYMEHTOB,
HOMEHKJIATypy He.
B pesynbrare ocBOCHUS yUeOHON TUCIUIUIMHBI 00YYarOIIUNACS JOJDKEH YMETh:
- 0opopMIIATH JOKyMEHTAIlMIO B COOTBETCTBHM C HOPMATHUBHOW 0a30H, B T.4. KCIOJNB3YyS HWH(POPMAIMOHHEIC
TEXHOJIOTHH;
- OCYIIECTBIISITH aBTOMATH3AI[IO 0OPa0OTKH JOKYMEHTOB;
- YHUUIMPOBATH CUCTEMBI JIOKYMEHTAIIHUH;
- OCYIIECTBIISATH XPaHEHUE U ITOMCK IOKYMEHTOB;
- UCIIOJIB30BATh TCIICKOMMYHUKATHUBHBIC TCXHOJIOIMU B 3JICKTPOHHOM )IOKYMGHT0060p0Te.

1.3. MECTO JUCHOMIUIMHBI B CTPYKTYPE OCHOBHOH OBPA3OBATEJIBHOM
INPOI'PAMMBbI

Hukn (pazmen) OITOIT BO: | b1.0

1.3.1. Jucyunnuna "/foxymenmayuonunoe obecneuerue u 0enonpou3so0Cmen 8 20Cy0apCmeeHHOM U
MYHUYUNAaibHoM ynpasnenuu" onupaemcs na credyowue snemenmot OO BO:

Pycckuii A3bIK U KyJIETypa pedu

WHdopManmoHHbIe TEXHOJIOTUH B YIIpaBieHUH (DKOHOMHYECKass HH(POPMAaTHKA)

1.3.2. Jucyunnuna "[oxymenmayuonnoe obecneuenue u 0elonpou3go0Cmeo 8 20CyO0apcmeeHHoM U
MYHUYUNATLHOM YRpaneHuu" gvicmynaem Onopou 0Jis CIeOVIOWUX 31eMeHMO8:

Casi31 C O6II_ICCTB6HHOCTBIO B OpraHax BJIaCTH

Cucrema TOCyAapCTBCHHOI'O0 U MYHUIIUTIAJIBHOTO YIIPABJICHUSA

l'ocynapcTBeHHas TpakIaHCKasi ¥ MyHULMNAIbHAs ciyx0a B Poccuiickoit @enepanyn

MyHI/IL[I/IHaIII:HOG ypaBJICHUEC U MCCTHOC CaMOYIIPaBJICHUC

Opr aHU3alus OpeA0CTaBJICHUA TOCYAAPCTBCHHBIX U MYHUIIUIIAIBHBIX YCIIYT

PeruonansHoe YIPAaBJICHUEC U TCPPUTOPHUAIIBHOC TIJIAHUPOBAHUC

VYmpasneHue NpoekTaMu U mporpaMmmaMu

OpraHu3almoHHO-yIpaBieHYecKkas MpaKTHKa

1.4. PE3YJIBTATBI OCBOEHUSA JUCIMIIJINHBI:

H-OIIK-7.1: Ocywecmensiem 6HYMpUoOpeanu3ayuoOHHble U MENHCEO0OMCIEEHHbIE KOMMYHUKAYUU

3HaTh:

YpoBeHnb 1 |-0CHOBHBIE ITPaBUIIa COCTABIICHUS U OQOPMIICHHS CITy>KeOHON JTOKYMEHTAIIHH.

ypOBeHL 2 | -OCHOBHEBIC roCyAapCTBCHHBIC CTAHAAPTHI U HOPMATUBBI.

YpoBeHb 3 |-OCHOBHBIE  3aKOHOAATENbHBIE W  HOPMAaTHBHO-TIPABOBBIE  JOKYMEHTHI  PETJIAMEHTHPYIOIIHE
JEIJIONPOU3BOICTBO.

VYMeTh:

ypOBeHL 1 -[IPaBUJIbHO COCTABUTH TCKCT JOKYMCHTA.

YPOBCHL 2 |- BHECTHU B JOKYMCHT COOTBETCTBYIOIIUEC PEKBU3UTHI Ha BCEX CTAAUAX paGOTH C JIOKYMCHTOM..

Yposensb 3 |- opopMIIATE BXOASIINE, UCXOSIINE, BHYTPEHHHE JOKYMEHTHL.

Bnanets:

YpoBenb 1 | npuémamu moucKa, CHCTEMATU3ALMHY, U3JI0KEHUS! HH)OPMALIUK B CITy>KeOHON TOKYMEHTAIHU.

YpoBensb 2 | k1accupuIIMpOBaTh JOKYMEHTHI TIO PA3TUYHBIM ITPH3HAKaM




Yposensb 3 | mpuémamu 3JEKTPOHHOTO TOKYMEHTO000pOTa

1.4. PE3YJIBTATBI OCBOEHUSA JUCIMIIJINHBI:

H-VK-4.3: Ocywecmeénsem 0en08y10 HEPenucKy Ha pYCCKOM s3blKe U UHOCHMPAHHOM(bIX) sA3biKe(ax),
VUUMBIBASL OCODEHHOCIU CIMULUCIUKU OQUUUATBHBIX U HEODUUUATLHBIX NUCEM

3HAaTh:

YpoBenb 1 | coBpeMeHHbIE TpeOOBaHUS K OPOPMICHHUIO 1EJIOBBIX HCEM

YpoBensb 2 | TpeOOBaHUS K CTPYKTYPE, COACPKAHUIO M O(DUITHATHHO-IEIIOBOMY CTHITIO ICTIOBOM MTEPEITUCKU

YpoBeHb 3 | OCHOBHBIC TOHATHS W KAaT€TOpPUM COBPEMEHHOH TEOpHHM HH(OpMALWH, UCIOIB30BAaHHS AamlapaTHBIX H
MIPOTPaMMHBIX CPEACTB XpaHEHHsI, 00pabOTKU U Nepeaadn AJI0BOH HHPOpMaLKH.

YwMmern:

YpoBenb 1 |ocymecTBIsITh JOKyMEHTHPOBaHHE WH(GOPMAIIUY TIPY AETOBOH TEPETIICKE;

ypOBe]—[b 2 | COCTaBIIATh ACJIOBBIC MMCbMaA B COOTBETCTBHUU C COBPEMCHHBIMU CTaHAapTaMn ILCJIOBOﬁ TMEPCIIUCKH,

YpoBenb 3 |- OpraHM3oBbIBaTh pabOTy C JICJIOBBIMH TNHCBMaMH B  OpraHax TOCYAAapCTBEHHOM U
MYHUILUNAIBHOHN BIACTH.

Bnaners:
YpoBenb 1 |HaBbIKaMH COCTaBJICHHS O(UIUATIBHBIX ITOKYMEHTOB M OpPraHM3aliM JTOKYMEHTOOOOpOTa M XpaHEHUs
JIOKYMEHTOB;

YpoBeHb 2 |- HaBbIKAMH NHCBMEHHOIO JI€JIOBOrO OOIIEHUS C MCIIOJIB30BAHMEM CTAHAAPTHBIX NPUKIAJHBIX HAaKETOB
nporpamMM (TEKCTOBBIE M TpapHUyecKHe pEAaKTOPbl, TAOJMYHBIE IPOIECCOPBI, OpPTraHU3aTOpbl 0a3
JaHHBIX, SKCIIEPTHBIE TIPOTPAMMBI);

YpoBenb 3 |HaBBIKAMH KOMMYHHUKAI[MM B TJIO0QJIbHOM BUPTYaIbHOM IPOCTPAHCTBE C IOMOIIBIO CIEIHATBHBIX
pecypcoB u ciryx0 MHTepHeTa (3JIeKTpOHHAs [T0YTa, WHTepHeT-TenedoHust, Gopymsl 1 1Ip.)

B pesynomame oceoenusn Oucyunaunst "'/[oKymenmauuonnoe odecnedenue u 0e10npPOU3BOOCHIBO 8

3.1|3HaTh:

OcHOBHBIE TCOPETUYECKUE nu MCTOJO0JIOTHYCCKHUE IIOJIOKCHHUA, HOPMATUBHO-IIPABOBYIO 683}7 1o
JOKYMCHTAIlUOHHOMY 00ecIeueHnIo ynpaBHeH‘-IeCKOﬁ JACATCIIBHOCTH.

HpaBI/ma IMOCTPOCHMA ACJIOBBIX TOKYMCHTOB.

Oco0eHHOCTH KOMMYHHKAaIlMM B THCBMEHHOW (opMe [ pemieHus 3a1ad  MEXJIMIHOCTHOTO |
MEXKKYJIBTYpHOTO B3aUMOIEHCTBHSL.

OCHOBHBIE 3aKOHOMEPHOCTH BO3HUKHOBEHHS, Pa3BUTHA W (YHKIHOHHPOBAHHS TOCYJAPCTBEHHON CHCTEMBI
JOKyMEHTALMOHHOTO 00eCTIeYeH s YIIPaBICHHUS.

CyIIHOCTB IOKyMEHTAIIMOHHOTO 00CCIICUCHHUS YIIPABIICHUSI.

CymHOCTh W CcOJAEp)KaHWE OCHOBHBIX TMOHSATHH UM KAaTeropui  JOKYMEHTAlMOHHOTO oOecredeHus
YIpaBICHHUS.

TexHoNOTMM CO37aHUsl OPTraHU3ALMOHHBIX U PACIOPSAUTENBHBIX JOKYMEHTOB, HEOOXOJMMBIX JUIS CO3JaHUs
HOBBIX ITPEAIPUHUMATENBCKUX CTPYKTYP, U IPaBHiIa UX 0(QOPMIICHHUS.

3.2| Ymerh:

Hcnonp3oBaTh HOPMAaTHBHO-NIPAaBOBYIO 0a3y 1O [OKYMEHTAalMOHHOMY OOECIICYEHHIO YIpaBlICHYECKOH
JeSITEIBHOCTH.

OCYH_ICCTBHHTL TpaMOTHOE NNOCTPOCHUEC ACJIOBBIX TOKYMEHTOB.

HpHMCHHTB TMOJIYYCHHBIC 3HAaHWA Ha IMPAKTUKE.

3.3| Baagers:

Haprikamu MMPaBUIJIBHOTO BOCIIPOU3BCACHUS TCPMUHOB U TIOHSATHH.

HaBrikamu 06H.ICI>1 KYJIBTYPbI IIMCbMaA IPpHU JOKYMCHTHPOBAHUU, OCYIICCTBJICHUN Z[eJ'IOBOﬁ MCPCTINCKU.

HpaBI/IJ'IaMI/I MMPUMCHCHUA TCXHOJIOTHI CO3JaHusI JOKYMCHTOB Ha IMPAKTHUKC.

HaBblkaMu TIOJATOTOBKHM OPTaHU3AIIMOHHBIX M PACHIOPAIUTEIBHBIX JOKYMEHTOB, HEOOXOJUMBIX JAJIsl CO3JaHUs
HOBBIX ITPEAIPUHUMATEIBCKUX CTPYKTYD.

HpaBI/IJ'IaMI/I MMPUMCHCHUA TEXHOJIOTHI CO3JaHus OPraHnU3allMOHHBIX U PACIIOPAAUTCIBHBIX TOKYMCHTOB.

Hasrikamu opraHusanuun pa6OTLI C JOKYMCHTaMHU.

1.5. ®OPMbI KOHTPOJIA

TCKyanﬁ KOHTPOJIb  YCIICBACMOCTH MO3BOJIACT OLCHUTH YPOBCHL C(l)OpMI/IpOBaHHOCTI/I 3JICMCHTOB




KOMITETCHIINY (3HAHWHA, YMEHHH W TPHOOPETCHHBIX HABBIKOB), KOMIIETCHIIMA C TIOCICAYIONIUM OOBEIUHECHUEM
OIICHOK M MpPOBOAMUTCA B (OpPME: YCTHOIO OIpoca Ha JICKIIMOHHBIX M CEMHUHAPCKUX/TIPAKTUYECKUX 3aHATHAX
(bpoHTANBHBIH, WHAWBHUIYATBHBIA, KOMILICKCHBIN), MHUCBMEHHONH MPOBEPKU (TECTOBBIC 3aJaHHs, KOHTPOIb 3HAHUI
Mo pasfieNly, CHUTYallMOHHBIX 3aJaHuil M T.I.), OIEHKHA aKTUBHOCTH pabOThl OOYyYaroOmerocss Ha 3aHATHH, BKIIOYas
3a7aHusl JUIsl CAMOCTOSITENILHOM PaboTHI.

Hpome.ucymouua}l ammecmauyus

PesyneraThl Tekymero KOHTPOJST W MPOMEXYTOYHOH arrectaliid (QOPMHUPYIOT PEHTHHTOBYIO OIICHKY
pabotel crynenra. Pacmpenenenue OamioB mpu  (HOPMHPOBAaHMM PEUTHHIOBOW OLIGHKHM paboThl  CTyIeHTa
OCYIIECTBISIETCSI B COOTBETCTBHM C JCHCTBYIOIIMM JIOKATBHBIM HOPMAaTUBHBIM akToM.  [lo  aucrmruimHe
"JIOKyMEHTaIMOHHOE O0eCIeYeHne WU JIEJIOMPOU3BOACTBO B TOCYJAPCTBEHHOM W MYHHUIIUIAIBHOM YIPABICHUHU"
BUJIOM ITPOMEKYTOYHOM aTTeCTalllH SBIAETCS 3a4eT

PA3AEJI 2. COAEPAKAHUE JTUCIUITJIMHBI

2.1. TPYJOEMKOCTb OCBOEHUA JUCHHUITIMHDBI

O6mas TpymIo€MKOCTh JUCHUIUIMHBI  "JIOKYMEHTAI[MOHHOE OO0CCleYeHHe U  JIEJONPOM3BOJICTBO B
rOCyJJapCTBEHHOM M MyHHUIIMITAJIBHOM YTIPaBJIEHUH" COCTaBIIAET 2 3a4ETHBIE €AMHULIBI, 72 4acoB.

KommuecTBo 9acoB, BBIJENSIEMBIX Ha KOHTaKTHYIO pabOTy C TpernojiaBareleM U CaMOCTOSTENBHYIO paboTy
obOydJaromierocs, onpeaesIeTcs yaeOHbIM TUTAHOM.

2.2. COAEPKAHUE PA3JIEJOB JUCHUIIJINHBI

HaumeHoBaHue pa3/iesioB U TeM /BUJ 3aHATHS/ Cemectp | YacoB | Komneren- | JIuteparypa | Uute | [Ipumeuanue
/ Kypce 10101 PaKT.

Pazgen 1. T'ocynapcTBeHHbIE CTAHAAPTHI
odopmiieHHsI JOKYMEHTAllHH

Tema 1.1. Jlenonpou3BoACTBO U 3 1 NJ-OIIK- | JI1.1J12.1J13 0
mokyMmeHTanus /JIex/ 7.1 N1- 1 J13.2
YK-4.3 213233

Tema 1.1. Jlenonpoun3BoICTBO U 3 1 NI-OIIK- | JI1.1J12.1J13 0
nokymenTarus /CeM 3aH/ 7.1 U1- 1 J13.2
YK-4.3 D152 33

Tema 1.1. Jlenonpon3BoaCTBO U 3 6 N-OIIK- | JI1.1J12.1J13 0
nokymenTarus /Cp/ 7.1 NUJ- 1 J13.2
YK-4.3 0122 33

Tema 1.2. OdopmieHre peKBU3UTOB JI0 3 1 NA-OIIK- | JI1.1J12.1J13 0
Tekcra /JIex/ 7.1 UJ- A J13.2
VK-4.3 3513233

Tema 1.2. OdopmieHne peKBU3UTOB 10 3 1 NA-OIIK- | JI1.1J12.1J13 0
tekcta /Cem 3an/ 7.1 U]1- 1 J13.2
YK-4.3 01022033

Tema 1.2. OdopmiieHHEe pEKBU3UTOB JI0 3 8 NA-OIIK- | JI1.1J12.1J13 0
tekcra /Cp/ 7.1 NJ- 1 J13.2
VK-4.3 01092033

Tema 1.3. OdopmiieHrE PEKBU3UTOB TIOCITC 3 2 NI-OIIK- | JI1.1J12.1J13 0




TeKCcTa ¥ OJTaHKOB TOKyMeHTOB /JIex/ 7.1 NUJI- 1 J13.2
YK-4.3 012233
Tema 1.3. OdopmieHne peKBU3UTOB MOCTE 2 NA-OIIK- | JI1.1J12.1J13
TeKcTa 1 OJ1aHKOB TOKyMeHTOB /CeM 3aH/ 7.1 N1- 1 J13.2
YK-4.3 012233
Tema 1.3. OdopmiieHHE PEKBU3UTOB TIOCITC 6 NI-OIIK- | JI1.1J12.1J13
TEKCTa U OJIAaHKOB JIOKyMeHTOB /Cp/ 7.1 UO- A J13.2
YK-4.3 0102233
Paznen 2. IlpaBuia ogdopmiieHHs OCHOBHBIX BH/I0B
OPraHU3aIHOHHO-PACTIOPAIUTEIbHBIX JOKYMEHTOB
Tema 2.1. OpranuzaiioHHO-pacopsAAUTEIbHAS 0 NA-OIIK- | JI1.1J12.1J13
nokyMeHTanus /JIex/ 7.1 1 J13.2
0122 33
Tema 2.1. OpraHu3aliMOHHO-pacOpAAUTEIbHAS 0 NA-OIIK- | JI1.1J12.1J13
nmokymeHTarust /Cem 3an/ 7.1 1J13.2
012233
Tema 2.1. Opranu3aliuOHHO-PACIOPAIUTENbHAS 8 NA-OIIK- | JI1.1J12.1J13
nmoxymenTarus /Cp/ 7.1 1 J13.2
0102233
Tewma 2.2. CripaBouHO-HH(POPMAITIOHHAS 1 NI-OIIK- | JI1.1J12.1J13
nokyMenTanus /JIex/ 7.1 U1- 1 J13.2
YK-4.3 0102233
Tema 2.2. CripaBouHO-HH(DOpMAITHOHHAS 1 NA-OIIK- | JI1.1J12.1J13
nokymeHnTanus /CeM 3an/ 7.1 NJ- 1J13.2
YK-4.3 01022 33
Tema 2.2. CripaBouHO-HH(DOpMALTUOHHAS 8 NA-OIIK- | JI1.1J12.1J13
nmokymenTanus /Cp/ 7.1 U]1- 1 J13.2
YK-4.3 0102233
Tema 2.3. JlenoBas koppecnionaeHus /Jlex/ 1 UI-YK- | JI1.1J12.1J13
4.3 1J13.2
012233
Tema 2.3. JlemoBas koppecnonneHims /Cem 1 NA-YK- | JI1.1J12.1J13
3aH/ 4.3 A J13.2
0102233
Tema 2.3. JlenoBast koppecriorneHms /Cp/ 10 NA-YK- | JI1.1J12.1J13




43 1 J13.2
012233
Tema 2.3. JlenoBast koppecnionaeHius /Konc/ WI-YK- | JI1.1J12.1J13
43 1 J13.2
0102233
Pa3znen 3. Opranuzanust padoThbl ¢ JOKYMEHTAMHU
Tema 3.1. Cnyx0a 1OKyMEHTAaIIMOHHOTO NA-OIIK- | JI1.1J12.1J13
oOecniedeHus yrpasieHus. TpeOoBaHus K 7.1 UI- 1 J13.2
opraHu3anuu JoKyMeHTooooporTa /JIex/ YK-4.3 212233
Tema 3.1. Cinyx0a JOKyMEHTAIIHOHHOTO NA-OIIK- | JI1.1J12.1J13
obOecniedeHus yrpapieHus. TpeboBaHMs K 7.1 U1- 1 J13.2
OpraHM3anuu T0KyMeHToobopoTta /Cem 3aH/ YK-4.3 21032233
Tema 3.1. Cnyx0a TOKyMEHTAIIHOHHOTO WJI-OIIK- | JI1.1J12.1J13
obecrieueHus ynpanicHus. TpeboBaHus K 7.1 U1I- 1 J13.2
OpraHu3alyu Jo0KyMeHToobopota /Cp/ YK-4.3 3122 33
Tewma 3.2. MadopMaIimoHHO-CIIpaBOIHAs NJ-OIIK- | JI1.1J12.1J13
pabota /JIex/ 7.1 - 1 J13.2
YK-4.3 0102233
Tema 3.2. adopmarimoHHO-CIIpaBOYHAS NA-OIIK- | JI1.1J12.1J13
pabota /Cem 3an/ 7.1 U[- 1 J13.2
YK-4.3 213233
Tema 3.2. MadopMannoHHO-CIIpaBOvHAsI NA-OIIK- | JI1.1J12.1J13
pabota /Cp/ 7.1 UO- 1J13.2
YK-4.3 212233
Tema 3.3. CucreMaTu3zanust XpaHeHUS NA-OIIK- | JI1.1J12.1J13
ToKkyMeHTOB /JIex/ 7.1 U]1- 1 J13.2
YK-4.3 012233
Tema 3.3. CucreMaTuzanust XxpaHeHHUsI W-OIIK- | JI1.1J12.1J13
nmoxkymeHToB /Cem 3an/ 7.1 NU1I- 1 J13.2
YK-4.3 0102233
Tema 3.3. CucreMaTu3arus XpaHeHHS NI-OIIK- | JI1.1J12.1J13
JokymMeHTOB /Cp/ 7.1 U1- 1 J13.2
YK-4.3 0102233




PA3JEJI 3. OBPA3OBATEJIBHBIE TEXHOJIOT' T

3.1 B mpouecce OCBOEHUS IUCHUIUIMHBI "J[OKyMEHTallMOHHOE OOECIICYCHUE U JICIONPOU3BOJICTBO B
TOCYJIapCTBEHHOM W MYHHIIMITAJIEHOM YIPaBIEHUH" HCIONB3YIOTCS CIEAYIONIHEe O00pa3oBaTeNbHbIC TEXHOJIOTHH:
nexiuu (JI), cemmnapckue 3anarus (C3), camocrositenbHas pabota cTyneHToB (CP) mo BBIMONHEHUIO pa3IMYHBIX
BUJOB 3aJaHUIl.

3.2 B mpomecce OCBOCHHS ~JIUCHUIUIMHBI  "J[OKyMEHTAallMOHHOE OO0CCIeYeHHe U JISJIONPOM3BOJICTBO B
TOCYJIapCTBEHHOM W MYHHIIMIIAIEHOM YIIPaBIEHUH'" HCHOIB3YIOTCA CIEAYIONINEe HWHTEpaKTUBHBIE 0Opa3oBaTelbHBIC
texHonorun: mpobrmemuas Jekmus (I1JI). JIeKrmuoHHBIH MaTepwan TPEACTAaBICH B BHJAE CIAHA-IPE3CHTAIINN B
tdopmare «Power Pointy. i HariasIHOCTH WCIONB3YIOTCS Marepuaibl pa3IMYHBIX CIPABOYHBIX MaTepHANIOB,
HAay4YHBIX CTaTeil, WccleAoBaHW T.1. B Xoje Jexkmum npeaycMOTpeHa oOpaTHas CBS3b CO  CTYyJSHTaMH,
aKTUBU3UPYIOIIME BOIPOCHL, MPOCMOTP M oOcyxneHwne BuaeopmasmoB. [Ipw mpoBemeHWHM JEKIUH HCIIONB3yeTCs
npo0IeMHO-OPHEHTHPOBAHHBIH MEXIUCIUTUIMHAPHBIA TOAXOM, MPEINONararolliii TBOPUYECKUE BOIPOCH M CO3/aHHE
JTIUCKYCCHUOHHBIX CUTYaIUH.

[Ipn H3IIOKEHUN TEOPETUIECKOTO MaTepHana HMCIONB3YIOTCS TaKHe METOMBI, KaK MOHOJIOTHYECKUH, MOKa3aTeNbHBIN,
I[I/IaJ'IOI‘I/IT-IeCKI/II‘/’I, BBPHCTquCKHﬁ, HCCHCZIOBaTe.HBCKPIﬁ, HpO6JIeMHOC H3JIOKCHUEC, a TakKXKC CICAYIOIMUC IMPUHIHUIIbLI
JIMTAKTUKA BBICIICH IIKOJBI: TOCIEIOBATEIBHOCTh U CHCTEMATHYHOCTh OOYYCHHMS, JTOCTYITHOCTh OOYYEHUs, MPUHIIMII
HAYYHOCTH, TIPUHIUIIBI B3aWMOCBSI3M TEOPUM M TIPAaKTHKH, HAMIATHOCTA W Jp. B KOHIE KaKmAOH JeKIuu
MIPEIyCMOTPEHO BPeMsI U OTBETOB Ha POOJIEMHBIE BOIIPOCHL.

3.3 CamocrosiTenbHas paboTa MpeJHa3HAueHa [UIs BHEAyOUTOPHOW pPabOThl 0OydaromuXcs, CBS3aHHOH C
KOHCIIEKTUPOBaHMEM HCTOYHHKOB, YYeOHOTO Marepuaia, M3y4YeHHEM JOMOJHUTEIBHON JIMTepaTyphl MO AMCUUILINHE,
MOJITOTOBKOM K TEKyIIEMY M CEMECTPOBOMY KOHTPOJIO, a TaKKe BBHIMIOJIHEHWEM WHAMBHIYaJIBHOTO 3alaHus B (opme
JIOKJIa/1a

PA3JIEJI 4. YHEBHO-METOANUYECKOE U MATEPUAJIBHO-TEXHUYECKOE
OBECHHEYEHHUE JUCIUAIIJIMHBbI

4.1. Pekomengyemasi JurTeparypa

1. OcHoBHas1 IMTepaTypa

ABTOpBHI, 3arnaBue N3narenscTBO, TOA
JI1.1 | Eropos, B. I1. JlokymMeHTOBeIeHNE U TOKYMEHTAIIMOHHOE 00ECTIICUCHHE Cankt-IlerepOypr : Jlaus,
B. II. Eropos, A. B. |ynpaBneHus B yCIOBHUsIX HU(PPOBOH SKOHOMUKHU: yueOHHK | 2021
CIIMHBKOB Jutst By30B (372 c.)
2. JlonoJIHUTEJIbHAS JUTEpaTypa
ABTOpBHI, 3arnaBue N3narenscTBO, TOA
JI2.1 JlokyMeHTaImoHHOE 00ecTIeueHNE yIPaBICHIS oy BIIO "JOHAYUI'C",

JIsixosa JI.C. nepcoHanoM: KoHCIEKT eKiuii AJ1s 00yJaroImuxcs 2 2022

Kypca 00pa3oBaTepHON MPOrpaMMbl OakagaBpuara
HanpaiieHus moarotoBku 38.03.03 Ympasienue
nepcoHaIoM, Mpoduis "YpaBiieHUe MePCOHATIOM
OpraHM3alMy ¥ TOCYAapCTBEHHOMH CITy>KObI" 0YHOMH /
3a09HOU (hopM 00yueHus (85 c.)

3. Metonnueckue pa3padoTku

ABTODEI, 3aryaBue H3naTenscTBO, TOL
JI3.1 JloxyMeHTanmonHoe o0ecredeHne yrpaBIeHHs: Honernk : I'OY BIIO
A. B. bornanos METOJUYECKHE PEKOMEH ALY T10 OpTraHU3aluN «1orHAYul'Cy», 2020

CaMOCTOSATEJIBHOH (ZOTIONHUTEIBHON BHEAY TUTOPHOM )
paboTs! s o0ydaromuxcs 2 Kypca o0pa3oBarebHON
NpOrpamMMbl OaKalaBpuara HarpaBJIeHHUs IOATOTOBKU
38.03.04 «I'ocynapcTBEHHOE U MYHHLIMIIAIBHOE
yrpaBiieHue» (mpodmm «PernoHanpHOe YIIPaBICHUE U
MECTHOE CaMOYTIpaBIIeHNEY, « YTIpaBIeHHE POCKTaMMU»)
0o4yHOH / 3a0uHOH popm oOyuenus (40 c.)

JI3.2 JloxymeHTanmonHoe odecredyeHne yrpaBaeHHs oy BIIO "IOHAYUI'C",
JIsxoma JI.C. MEPCOHATIOM: METOUUYECKUE PEKOMEH ALY JJIS 2022

CaMOCTOATEJIBHOM padoThl 00yJaromuxcs 2 Kypea
00pa3oBaTeIIbHON MPOTPaMMEI OakaTaBpHaTa
HarpasyieHus noAarotosku 38.03.03 Ynopasnenue
nepcoHanoM, npo¢uis "YpasieHue epcoHaAIOM




ABTODEHI, 3aryaBue W3 narenscTBO, IO

OpraHU3aIMX U TOCYAapCTBEHHOM CITyKOBI" 04HOMH /
3a04HOM (popm oOyuenus (14)

4.2. Ilepe4yeHnb pecypcoB
HH(OPMAIHOHHO-TEJIEKOMMYHHKAIIUOHHOI ceTu "'UHTepHeT"

[locranoBnenne Cosera Munuctpo JHP No 1-2 ot
31 |10.01.2015 «O06 ytBepxaenun I[IpaBun penonpoussoxactsa | https://dnronline.su/doc/
B OpraHax UCTOJTHUTEIBLHOM BIACTI)

Meronnueckue peKOMEeHIanun 110 pa3paboTke
D2 | MHCTPYKUUMH o JIETIOTIPOU3BO/ICTBY B oprasax
HUCIOIHUTENLHON BIaCTH

http://doc.dnronline.su/wp-
content/uploads/2015/04/Metod.pdf

JlokyMeHTaIrmoHHOe 00ecieueHUe YIpaBICHUS https://sites.google.com/site/sazdelo/home/doku

33 . . .
menta010nnoe-0bespecenle-upravlenla

4.3. IlepevyeHb MPOrPaMMHOro odecrnedeHus

JluneH3uoHHOE M CBOOOJAHO  PacHpOCTpaHsieMOe  NPOrpaMMHOE  o0ecriedeHue, B TOM  YHCIE
OTEYECTBEHHOTO IPOU3BOJICTBA:
WndopmarioHHbIe TEXHOJIOTHH:
— KOMITBIOTEpHAs TEXHUKA M CHCTEMBI CBSI3U MCIIONB3YIOTCS ISl cO3anus1, cOopa u 06paboTku nH(GOpMAIIHH;
— 3JICKTPOHHEIE MTPE3CeHTAIUH;
— DJIEKTPOHHBIN KypC JIEKLUN;
— 3JIGKTPOHHAS 110YTa — JJIsl B3aUMOJICHCTBUS ¢ 00yHalOINMUCS;
— IUCTAHIIMOHHBIC 3aHITHSI C UCIIOJIF30BaHNEM BUPTYaTbHON oOydaromeii cpensl Moodle;
— 3JIEKTPOHHBIE OMOINOTEYHBIE PECypPChI
[Iporpammuoe obecnieuenue: MS Word, MS Excel, MS Power Point, BuptyansHas oGy4atomias cpena Moodle.

4.4. llpodeccuonanbHble 0a3bl JaHHBIX 1 HH(POPMAIIMOHHbIE CIIPABOYHbIE CHCTEMbI

Hayunas snekrpoHHas Oubnuoreka [DnekTpoHHBIH pecypc]: — Pexxum moctyna: http://www.elibrary.ru
DNeKTpOHHO-ONOIMOoTeYHAs cucTeMa [ DIeKTPOHHEIH pecypce]: — Pexxum moctyma: http:// www.IQLib.ru
Muposas nudpoas 6ubIHOTEKa [ DNCKTPOHHBIH pecypc]: — Pexxum mocrymna: http://www.wdl.org/ru
[IpodeccuonanbHblii KypHaJ U ceKpeTapel 1 opuc-MeHemkepos: http://www.profiz.ru/search/

4.5. MaTepuajibHO-TeXHHYeCKoe ofecreyeHne N CUUIINHbI

YueOHast aymuTOpHs IJIs TPOBEISHHs JIEKIIMOHHBIX 3aHATHN: JeKIHOHHas aymutopus Ne204, yueOHBIM
KOPITyC 3: KOMIUIEKT YJBTUMEAMMHOTO O0OPYIOBaHUA: HOYTOYK, MyJbTHMEIUMHBIN MPOCKTOP; CHCIHATH3UPOBAHHAS
MeOemb: JOCKa ayIUTOPHAsI, APTHI.
Y4eOHbIe ayauTOpHHM JJs TPOBEACHUS CEMHHAPCKUX 3aHATUH, WHAWBUIYATBHBIX KOHCYJBTAIlMH, TEKYIIETo
KOHTPOJIS W TpoMekyTouHoi arrectammm: No201, Ne202, No215, Ne216, yueOHBIH Kopmyc 3: CHEIUAM3UpPOBAaHHASL
MeOemb: JOCKa ayAUTOPHAs, MAPThI, CTYJIbs; JEMOHCTPAIIMOHHBIC TJIAKATHI.
[Tomemenus i caMOCTOSTENLHONH PadOThI C BO3MOXKHOCTHIO MOJKIIOYECHUsS K cetu "MHTepHeTr" m obecrniedeHHeM
JIOCTyTa B 3JEKTPOHHYIO HWH(MOPMAIIMOHHO-00Pa30BaTENBHYIO0 CpEely OpTaHHW3ald{: YHTAIbHBIE 3albl, Y4eOHBIN
koprmyc 1. Agppec: 1. Jomenk, yn. YemrockuHneB, 163a : KOMIIbIOTEpHAas TEXHHKAa C BO3MOYKHOCTBHIO
nmonkimroueHnss kK cetm  «MHTepHeT» W obecredeHWeM  JOCTyNa B JJEKTPOHHYIO  HWH(OPMAIMOHHO-
00pa30BaTeNILHYIO CPEy U JICKTPOHHO-OUOIMOTEUHYIO CUCTEMY .

PA3JEJI 5. DOHL ONEHOYHBIX CPEJICTB

5.1. KonTpo/bHbIE BONIPOCHI M 3aJaHUSsI

IIepedyeHs BOIIPOCOB K 3a4ETYy.

1. Jlen1onpon3BOICTBO U €r0 COCTABIISAIOLIHE.

2. JIOKyMEeHT Kak BHJ AEJIOBOTO TEKCTa.

3. Knaccudukarnus JOKyMEHTOB TI0 COIEPKaHUIO U 110 Ha3HAYCHHIO.
4. Knaccudukanust JOKyMEHTOB TI0 IPOUCXOKIICHHIO U MO HANPABICHUIO JBUKEHHS.
5. Knaccudukanus 10KyMEHTOB 110 MOCTYIJICHUIO

6. Knaccuduxanys 10KyMEHTOB 10 HICTOYHUKAaM BO3HUKHOBEHUS.

7. Knaccudukanus JOKyMEHTOB 11O CTAIUSM CO3aHUs.

8. Knaccudukanus JOKyMEHTOB 110 CTEICHHU TJIaCHOCTH.

9. Krnaccudukarus 1oKyMEHTOB 110 IOPUINIECKOM criie

10. Krnaccudukaiusi TOKyMEHTOB T10 CJIOKHOCTH.

11. Knaccudukanus 10KyMEHTOB IO CPOKaM XpaHEHUs

12. Knaccuduxanust JOKyMEHTOB IO CPOKY BBIIIOJTHEHHUSL.

13. OO6mue orudeckne TpeOOBaHUS K TEKCTY TOKYMEHTA.

14. ONeMEHThI CTPYKTYphI TEKCTa JOKYMEHTA.




15.

JIoOKyMeHTBI ¢ BBICOKUM YPOBHEM CTaHJapTH3AIHH.

16. JIOKyMEHTBI ¢ HU3KUM YPOBHEM CTaHAAPTU3ALUU.

17. Onpenenenue Gopmyispa-odpasua qokymeHTa. [lepeueHb pekBU3UTOB B popMysipe - oOpasie
JOKyMEHTA.

18. Omnpenenenue OJaHKa TOKyMeHTa. PacmoyioskeHue peKBU3UTOB B OJIAHKE IS CITYKEOHBIX TTHCEM.
19. Onpenenenue OaHka TOKyMeHTa. PacnionokeHre peKBU3UTOB B OJaHKe JAJIsl OpraHU3aliOHHO-
pacnopsIIUTENbHBIX JOKYMEHTOB.

20. OdopmieHne pekBU3NTA «HA3BaHUE BBICILETO YUPEKICHUS».

21. OdopmieHne peKBU3NTA «IIOJHOE Ha3BaHUE YUPESKIACHUS - aBTOPA JOKYMEHTa.

22. OdopmieHne pekBU3NTa «Ha3BaHUE CTPYKTYPHOTO MOIPA3IACTICHUSD).

23. OdopmiieHne peKBU3UTA «ITOTHBIA IOPUINIECKHNA aIpec YUPEKACHUS - aBTOPa JOKYMEHTa.
24. OdopmieHne peKBU3UTA «aJpecary.

25. OdopMiieHHE PEKBU3UTA «IaTay.

26. OdopmieHne pekBU3NTa «MHIEKC WM UCXOASIINA HOMEP JOKYMEHTay.

27. OdopmiieHne pekBU3UTA «MECTO COCTABIICHUS WITH W3IAaHMS

28. Odopmienne pekBu3nTa «rpud orpaHUYeHUs AOCTyNa K JOKyMEHTYY.

29. Odopmienne pekBu3nTa «rpud yTBEPKACHHUS.

30. OdopmiteHne peKBU3UTOB «TPHU(] COTIIACOBAHWSY U «BU3BI».

31. OdopMiieHHE PEKBU3UTA «IIOITUCHY.

32. OdopMiieHrE PEKBU3UTA «IICUATHY.

33. OdopmiteHne peKBH3UTA «PE3OTFOITHD).

34, OdopMiieHHE PEKBU3UTOB «3ar0JIOBOK K TEKCTY» M «OTMETKA O HAIMYUH IPUIIOKESHUS.

35. OdopmieHne pekBU3UTOB «OTMETKa O BBIIOJTHEHUH JOKYMEHTa» U «OTMETKa O MOCTYIUICHUI.
36. Odopmienne pekBU3NTOB «(paMHIIIs UCIIOTHUTEINS U HOMED €ro TeaedoHa» U «OTMETKa O 3aBepeHHUN
KOTIMI».

37. OO0mas XxapakTeprCTHUKAa W BUABI OPTraHU3AlMOHHBIX JOKYMEHTOB.

38. OO0m1as xapakTepUCTHKa JTOKYMEHTa «IOJIOKEHHUEY.

39. OO01mas XapakTepUCTHKA JOKYMEHTA «yCTaBy.

40. OO0miast XapakTeprCTHKa W BUABI PacTiOPSIIUTEIbHBIX JOKYMEHTOB.

41. [aiiTe onpeneneHye U COCTaBbTE TOKYMEHT «IIOCTAaHOBIICHHUEY.

42. [aiiTe onpezneneHre U COCTABBTE TOKYMEHT «PACHOPSIKECHUE.

43, JaiiTe ompenenenne u COCTaBbTE JOKYMEHT «IIPHUKa3 MO OOIIMM BOIIPOCAMY.

44. OO0miast XxapakTeprCTHUKa W BUABI CIIPABOYHO — HH(POPMAILIMOHHBIX JOKYMEHTOB.

45. [aiiTe onpeneneHne U COCTaBbTE JOKYMEHT «CIPaBKay.

46. JlaiiTe onpezneneHue U COCTABbTE NOKYMEHT «JIOKJIagHAsl 3alIUCKay.

47. [aiiTe onpeiesieHue U COCTaBETE JIOKYMEHT «OOBSCHUTEIIBHAS 3aITUCKa.

48. [aiiTe onpeneneHne U COCTaBbTE TOKYMEHT «CIy)KeOHasi Telerpammay.

49. JlaiiTe ompezeeHne U COCTaBBTE TOKYMEHT «Telle(hOHOTPaMMay.

50. OO0r11as XapakTepPUCTHKA U BUIBI ICTIOBBIX ITHCEM.

51. [aiiTe onpeaeneHne U COCTaBbTE JOKYMEHT «IIMCHMO — 3alpOCy.

52. [HaiiTe onpeneneHrue U COCTABbTE JOKYMEHT «IIHCbMO — OTBET.

53. JaiiTe onpejeneHne u CoCTaBbTe JOKYMEHT «COMPOBOJIUTEIBHOE MUCHMOY.

54. JaiiTe onpezeneHne U COCTABbTE JOKYMEHT «PEKOMEHATENIBHOE MTHACHEMO).

55. [aiiTe onpezaeseHne U COCTaBbTE TOKYMEHT «IIUCHMO — IPHUITIAIICHHEY.

56. OO0mas xapakTepucTHKa U BUABI JOKYMEHTOB 110 KaAPOBBIM BOIIPOCAM.

57. [atiTe onpeieseHue U COCTaBETE JIOKYMEHT «aBTOOHOTpadusi».

58. [aiiTe onpeneneHe U COCTaBbTE TOKYMEHT «XapaKTEPUCTUKA.

59. [aiiTe onpeneneHne U COCTABBTE JOKYMEHT «3asIBJICHUEY.

60. JaiiTe onpeaeneHre U COCTaBBTE TOKYMEHT «IIPUKa3 MO JUIHOMY COCTaBY».

61. [Tpuem u1 0TpabOTKa KOPPECTIOHICHIINH.

62. Bunet pabotr mpu 006paboTKe MoCTymnaromeld KoppeCcoHASHIINH.

63. Opranu3zaius pacCMOTPEHUS TOKYMEHTOB.

64. Perucrpanust 10KyMEHTOB.

65. CrnpaBo4HbIE KAPTOTEKH: PU3HAKU MTOCTPOCHUSI.

66. TexHomorHst pabOTHI ¢ KAPTOTECKAMHU.

67. KonTponp ucnoiHeHus J0KyMEeHTOB.

68. Opranu3anust OTIPaBKA UCXOASIIUX TOKYMEHTOB.

69. [aiiTe onpezneneHre U COCTABbTE NJOKYMEHT «ayAUTOPCKOE 3aKIFOUEHUEY.

70. TpeGoBaHUs K OpraHU3AITNH XPAHESHUS UCITOTHCHHBIX
JIOKYMEHTOB B JICJIOTIPOU3BO/ICTBE.




71. Howmenknarypa nen.

72. TpeGoBanus k GOPMUPOBAHUIO JCJT B ACIONPOU3BOICTBE
73. IlonroToBka e K ONEPaTUBHOMY XpaHEHUIO
74. OCHOBHBIE TOHATHS 00 apXHUBHOM XpaHEHUU.

75. Opranuzanus paboThl ¢ OOpalIeHUsIMHA TPaKIaH.

5.2. Tembl IMCbMEHHBIX PadoT

Temsl JOKIIaN0B
1. «/lenonpoussoacteo B Kuerckoii Pycu (IX-XI Beka)».
2. «AKTOBOE AENmonpou3BOACTBO B Bemmkom kHsmkectBe JlmToBckomM m B HoBropojckoit deomamsHON peciryOmike
(XII-XVI Bexa)».
3. «IIpukasHoe nenonpounsBoacTBO B MockoBckoM rocynapctse (XII-XVI Beka)».
4. «KomnernansHoe nenonpoun3soactso B Poccuiickoit ummepun (X VIII Bek)».
5. «MuHHCTEpCKOE AeTONpon3BoACTBO B Poccuiickoit nmmepun (XIX-XX Beka)».
6.«lenonpoussoactso B CCCP (1917-1991 rr.)».
7.«Bunpl COBpeMEHHBIX JOKYMEHTOB, KOTOPbIE OSIBUINCH BO BpeMeHa Kuesckoil Pycuy.
8. «CpaBHeHwme mopsiaka 0(pOpMIIEHHUS aKTOBBIX KHUT W COBPEMEHHBIX KOJUIETHABHBIX JOKYMEHTOBY.
9.«Bupl COBpEMEHHBIX IOKYMEHTOB, KOTOPBIE MOSBUINCH BO BpeMeHa Kuesckoii Pycuy.
10.«Bunbl  coBpeMEHHBIX JOKYMEHTOB M OINEpalid JIeIONPOM3BOJACTBA, KOTOpBHIE MOSIBHJINCH BO BpEMEHa
MoOCKOBCKOTO I1apcTBa (TIPUKA3HI)».
11. «Bugsl COBpeMEHHBIX [JOKyMEHTOB M OIE€palliy JeJONMPOM3BOJACTBA, KOTOpPbIE MOSBIJINCH BO BpEMEHa
Poccuiickoli uMIiepuu (KOJICTHN )».
12.«Bugpl  COBpEMEHHBIX JOKYMEHTOB U OINEpalud ACTONpPOU3BOJACTBA, KOTOphIE TMOSBUIMCH BO BpEMEHA
Poccuiickoit ummiepun (MUHACTEPCTBA)Y.
13.«Mcropus nosiBneHus repoda Ha JOKyMEHTaxX».
14. «cTopus nosiBieHHsI MOAIUCEN Ha JOKYMEHTAX.

5.3. ®oHA OLIEHOYHBIX CPeACTB

®DOHJ| OICHOYHBIX CPEJACTB JIUCHUILIUHBI "J[OKyMEHTAIMOHHOE OOECIeUYeHUe W JICIIONPOU3BOJICTBO B
rocyapCTBEHHOM ¥ MyHUIIMIIAJIbHOM yIIpaBJicHUH" B IOJTHOM 00beMe mpeacTaBiieH B Bujae npuiaoXenus K OITOIL.

5.4. IlepeyeHb BHIOB OLICHOYHBIX CPEICTB

- TCCTOBBIC 3a/IaHUA,

- pedeparsr;
- CHUTYaIlMOHHBIC 33/IaHHSI.

PA3JIEJI 6. CPEACTBA AJAIITAIIUU ITPEITIOJABAHUSA JTUCHUIIVIMHBI K
INOTPEBHOCTAM JIUIl C O PAHUYEHHBIMHA BO3MOKHOCTAMM 310POBbSA

B ciydae HeoOXomMMOCTH, 0OydaromUMcs M3 YUCIIa JIMI C OTPaHMYCHHBIMA BO3MOKHOCTSIMH 3JIOPOBBS (TI0
3asBJICHUIO OOYYalOIIerocs) MOTYT NpeAjiaraTbCsi OJHHM W3 CICSAYIOIIMX BapHaHTOB BOCHPHATHS HH(OpManuu c
YYETOM MX MHIUBHUILYATBbHBIX IICUX0()U3NIECKUX OCOOCHHOCTEH:

1) ¢ nprMeHeHneM IMEKTPOHHOTO O0YUIeHHS U AUCTAHIIMOHHBIX TEXHOJIOTHH.

2) ¢ MPUMEHEHUEM CHEeNHATFHOTO 000pyAOBaHMs (TEXHUKH) W MPOTPAMMHOTO OOeCTIeueHus,

B mponecce oOydyeHuss TpM HEOOXOAMMOCTH Ui JIMII C HApPYIICHUSIMH 3pEHUS, ClIyXa U OIOPHO-
JIBUTATEJIHOTO arapara MpeoCTaBIsSI0TCs CIIEAYIOIINE YCIOBHUS:

- JUI JIML C HapyUICHUSIMH 3pEHHs: y4eOHO-METOIMYECKHE MaTepHaibl B NeyaTHOH (opMme yBeTHUECHHBIM
mpudToM; B ¢dopMe DIIEKTPOHHOTO IOKyMeHTa; B (opme aymmodaiina (mepeBos VyYeOHBIX MaTepuaioB B
ayanodopMar); WHAWBUAYaTbHBIC 33/JaHUSI U KOHCYJIBTAIINH.

- JUId JML C HapyWCHWSMH CllyXa: Yy4eOHO-METOAMYECKHE Marepuanbl B ImedaTHoH ¢opme; B dopme
JIEKTPOHHOTO JOKYMEHTa; BHACOMATEpHalbl C CyOTUTpaMy; HHIUBHIyaIbHbIE KOHCYJIBTAllMM C MPUBJICYCHUEM
CYPIIOTIEPEBOTUMKA; WHIUBH Y JTbHBIC 33aHHsI U KOHCYJIBTAIlUH.

- ISl NI C HapyWEHWsSMH OINOPHO-IBHIaTeNIbHOTO —armnapara: y4eOHO-METOJMUYECKHEe MaTepHaibl B
neyatHo Qopme; B (opMe 3IEKTPOHHOTO MAOKYMeHTa; B (opme ayauodaiina, WHAMBHUAYabHBIE 3aJaHHUA U
KOHCYJIBTallHH.

PA3JIEJ 7. METOANYECKHUE YKAZAHUA JJIA OBYYAIOIIUXCH 110 YCBOEHHUIO

TACIATITAHBI




CAMOCTOSTEJIbHASL BHEAYIAWUTOPHAS PABOTA sBnsieTcs OTOENBHBIM 3TAllOM 00pa30BaTEIBHOTO Iporiecca
U CTPOUTCS MO ONPEAENEHHOMY TEXHOJOTHUECKOMY IIMKITy, MPEAIoJaraiomeMy CiIeIylomyo MOoCiIeI0BaTelbHOCTh
9TaroB NMPOBEACHUS:

1. IlnanupoBanue.

2. Otbop MaTeprana, BRIHOCUMOTO Ha CaMOCTOSTEIBHYIO PaboTy.

3. MeTroanueckoe U MaTepuaibHO-TEXHUIECKOE 00ECTIEYeHUE CAMOCTOSITEIEHON pabOTHI.

4. IocTosSTHHBI MOHUTOPHUHT M OIICHKA CAMOCTOSTEIIEHON PaOOTHI.

Kpurepunsmu olleHKH pe3ynbTaToB CaMOCTOSTENFHON BHEAy INTOPHON PaOOTHI CTYICHTA SIBIISIFOTCS:

- YPOBEHB OCBOCHHS CTYJICHTOM y4eOHOTO MaTepHuaa;

- ypoBeHb CGHOPMHUPOBAHHOCTH YMEHHUS WCIIOJNB30BaTh TEOPETUYECKUE 3HAHWS TPU BBITIOJHEHHH MPAKTHYECKUX
3aJaHuH;

- YpoBeHb C(HOPMUPOBAHHOCTH OOIIUX 3HAHUN U YMCHHIA;

- o(hopMIICHHE MaTepUaia B COOTBETCTBUU C MPEIbSIBISICMBIMU TPEOOBAaHUSIMHU.

®DopMBI KOHTPOJISI 00YJAIOIITIXCS:

- YCTHBIN 1 KOMOWHUPOBAHHBIHN OMPOC;

- MPOBEPKa Ha OCHOBE MUCHhMEHHBIX U TIPAKTUYCCKUX PA0OT;

- TECTUPOBAHUE;

- CHCTEMaTHIeCKOe HAOMIOACHHE 32 paboOTOM CTYICHTOB B O0YUICHHUH.

Buibl caMoCTOSATEIBHOM PAabOThI 00YYarOLIUXCS:

— paboTa ¢ IepBOMCTOYHUKAaMH (KOHCIIEKTUPOBAaHUE U peepupoBaHHUe);

— TOATOTOBKA K CEMHHAPCKUM 3aHITHAM (ZOMAITHSS TOJTOTOBKA, 3aHATHS B OMOMMOTEKe, paboTa C ANEKTPOHHBIMU
KaTaJloTaMu ¥ HHTEpHET-uH(pOopMaIus);

— COCTaBJICHUE TECTOBBIX 33JJaHUM JIJIsT CAMOKOHTPOJIS;

— MOATOTOBKA JOKIIA/I0B;

— paboTa co cI0BapsIMH, CIIPABOYHUKAMH, SHIIUKIOTICAMSIMU;

— BBIMOJTHEHUE WHIUBUIYATBHBIX 3aJaHUM, HAMpPaBICHHBIX HAa Pa3BUTHE Y CTYJICHTOB CaMOCTOSTEIBHOCTH U
WHULIUATUBBI;

- TIOATOTOBKA K YYaCTHIO B HAYYHO-TEOPETUIECKIX KOH(PEPEHIINAX, CMOTpPaX, OJUMITHAIAX | Jp.

METOAMYECKUE PEKOMEHJAILINU 110 COCTABJIEHNIO KOHCIIEKTOB

1. OmpenenuTe MeIb COCTaBICHNUS KOHCIIEKTA.

2. Yuras I/I3y‘IaeMBII71 Mare€puail B 2JICKTPOHHOM BUAC B HepBLIﬁ pa3, pasaciiuTe €ro Ha OCHOBHBLIC CMBICJIIOBBIC YaCTH,
BBIJICIIUTE TIIaBHBIC MBICIH, CHOPMYIIUPYITE BHIBOIBL.

3. Ecim cocraBnsieTe TUIaH-KOHCIEKT, CQOPMYNIHPYHTE Ha3BaHWS IYHKTOB H ONpeAeNuTe WH(GOPMAIMIO, KOTOPYIO
ClIeyeT BKIIOYHTH B IJIAH-KOHCTIEKT JJIS1 PACKPBITHS ITyHKTOB TUTaHA.

4. Haubonee cCylIeCTBEHHBIC TOJIOKCHUSI M3Y4aeMOro Marepuaia (Te3WChl) MOCIEAOBATENbHO W KpPaTKo W3Jarairte
CBOMMHU CJIOBaMU WJIM PUBOAMUTE B BUJE LIUTAT.

5. BximoyaliTe B KOHCHEKT HE TOJIBKO OCHOBHBIE TOJIOKEHHS, HO W OOOCHOBBIBAIOIIME WX BBIBOJBI, KOHKPETHBIC
(axTbl 1 puMepsI (0e3 MOIPOOHOTO OMTUCAHYIS).

6. CocTaBisii KOHCIIEKT, 3alUCBHIBAUTE OTIEJIBHBIE CJIOBA COKPAIIEHHO, BHIMUCHIBAWTE TOJBKO KIIOYEBBIE CIIOBA,
JieJTaiiTe CChUTKY Ha CTPAHHIIBI KOHCIIEKTHPYEeMOi pabOoThI, MPUMEHANTE YCIOBHBIE 0003HAUEHUS.

7. UtoOwr popma KOHCIEKTa OTpakaja €ro CojepKaHHe, pacioJiaraiiTe abd3ambl «CTYIEHBKAMHU», MOJO00HO IYHKTaM
Y TOAMYHKTaM IJIaHa, TPUMEHSHTE pa3HOOOpa3Hble CIOCOOB! TOAYEPKUBAHNSI.

8. OT™MeyaiiTe HEMOHATHBIE MECTa, HOBBIE CJIOBA, UMEHA, 1aThl.

9. HaBemuTe cipaBKH O JIMIIAX, COOBITHAX, YIIOMSHYTHIX B Tekcte. [Ipu 3amucu

HEC 336y,HI>T€ BBIHECTHU CIIPAaBOYHLIC JAHHBIC HA ITOJIA.

10. IIpu KOHCIEKTHMpPOBAHUM HAIO CTapaThCsl BBIPA3UTHh ABTOPCKYIO MBICIBb CBOMMH cioBaMd. CTpeMHTECh K TOMY,
9yTOOBl OAWH ab3al aBTOPCKOTO TEKCcTa OBUT TepefaH MpH KOHCIEKTHPOBAaHMHM OJHUM, MAaKCHMyM JABYMS
MPEUIOKEHUAMU.

METOJUYECKME PEKOMEHJAIIMM 110 PABOTE C WHTEPHET-PECYPCAMMU (mis mnOATOTOBKH
COOOIIICHUH U ITOATOTOBKH MPAKTUICCKUX 3aTaHUN)

Cpenu HHTepHeT-pecypcoB, Hamboyee 4YacTO HCIOJIB3YeMbIX CTyIEHTaMH B CaMOCTOATENBHOH pabote, ciemyer
OTMETHUTH JJIEKTPOHHBIE OMOTMOTEKH, 00pa30OBaTENbHBIC MOPTAIBI, TEMAaTHYECKUE CaHThI, OMOIMOrpaduueckue Oa3bl
JTAHHBIX, CAlTHI mepuoaudeckux uznannii. s s dexrnBroro morncka B WWW CTyIeHT NOKEH YMETh U 3HATH:

- 4YETKO OIpeNeNsiTh CBOM WH(POPMAIMOHHBIE TOTPEOHOCTH, HEOOXOAWMYIO PETPOCIEKTHBY HH(MOpMAIUH, KpyT
ITOMCKOBBIX CEPBEPOB, 00JIee KaUeCTBEHHO MHJISKCUPYIOIINX HYXHYIO HH(POpMAITHIO,

- IPaBUIIBHO (JOPMYITUPOBATH KPUTEPUH MTOKCKA,;

- ONpENeNsITh U Pa3ieisATh pasMelIéHHYI0 B ceTd MHTepHeT MH(OpMAIMIO HAa TPU OCHOBHBIC TPYIIIBI: CIpPAaBOYHAS
(97eKTpOHHBIE OMOJIMOTEKH W SHIWKIONCIUM), HAay4Has (TEKCThl KHHT, MaTepuaibl Ta3eT W KYPHAIOB) M ydeOHas




(MeTommyeckue pa3paboTku, pedeparsl);

-AaBaTb OICHKY Kad€CTBa HpeI[CTaBHeHHOﬁ I/IH(l)OpMaIlI/II/I, OTACIIUTH HeﬁCTBI/ITeJIbHO BAXXHBIC CBCICHUA OT
MH()OPMAIIMOHHOTO 1ITyMa;

- JaBaTh OIIEHKH JIOCTOBEPHOCTH HWH(GOpMAllMM HAa OCHOBE DPAa3IMYHBIX INPU3HAKOB, 10 BHEIIHEMY BHUJIY CaiiTa,
XapakTepy nojiaun nHpopmanmm, e€ opraHu3anmg;

- CTyJeHTaM HE0OX0IMMO YMETh €€ aHAIM3UPOBATH, ONIPECISATh €€ BHYTPEHHIOI HEPOTHBOPEUNBOCT.

[Ipu pabote ¢ HMHTepHET-pecypcamu oOpamaiiTe BHUMaHWE Ha HCTOYHUK: OPUTHHANBHBIA aBTOPCKUI MaTepual,
pedeparuBHOE COOOINEHWE [0 MaTepwajiaMm ApYTUX NyONHWKamwii, cTyaeHdeckas ydeOHas pabora (pedepar,
KypcoBas, JAMIJIOMHas W Jap.). OpuruHaipHble aBTOPCKHE MaTepHaibl, Kak MpaBWiIo, MyOJHMKYIOTCS Ha
CHEIMAIM3UPOBAHHBIX TEMAaTHYECKMX CalTaXx WM B OWONMOTEKaX, y HHUX YKa3bIBaeTCs aBTOp, €ro JIaHHbIE.
BroimonmHeHs! Takue padOTHI TIOCIENOBATENFHO B HAYYHOM WM HAyYHO-TIOMYJSIPHOM CTHjie. JTO MOTYT OBITh
HaydYHBIC CTaTbH, TE3WCHI, YU4eOHWKH, MOHOrpaduu, auccepTanuu, TEKCTHI Jekiuid. Ha ocHoBe Takux paboT Ha
HEKOTOPBIX CalTax pasMmemarorcs pedeparsl wiu 0030pbl. OOBIYHO OHM HE HMMEIOT aBTOPA, PEIKO YKa3BIBAKOTCS
UCTOYHHUKH pedepupoBanus. CamMu CaliThl TIOCBAIICHBI pa3HOOOpaszHoW Temaruke. K Takum paboram CTOUT
OTHOCHTECSI KPUTHYECKH, KaK W K caiTam, TJie pasMemaroTcs yueOHble cTyneHueckne paboTsl. KadecTBo aTux pabot
OYEHb HHU3KOE, MOJTOMY CHauajga IMOIyMaiTe, OLIEHUTE Pecypc, a yke MOTOM UM IOoJB3ylTech. B ocTampHOM C
WHTEPHET-UCTOYHUKAMH MOXKHO paboTarh Kak ¢ OOBIYHOH meuyaTHO# nureparypoil. IHTepHeT — 3T0 emé u orpoMHas
OmOMMoTeKa, T/HEe BBl MOXETE HAWTH TMPAKTUYSCKH JIO00M XyHOXKECTBEHHBIM TEKCT. B HWHTEpHETE OrpoMHOE
KOJINYECTBO CJIOBApPEH M SHIMKIIONEIUH, NCIIOJIB30BAHUE KOTOPBIX IPUBETCTBYETCS.

METOJIMYECKHE PEKOMEHJIALIMU JIJIS IIPOBEJIEHN ST CEMUHAPCKUX 3AHATHIA

Cpenn ayAWTOPHBIX 3aHITHH IO PYCCKOMY f3BIKY W KYJBTYpE PEUM CEMHWHApCKUM 3aHSATHSIM OTBOJUTCS OOJbIIast
9acTh Y4eOHOT0 BPEMEHH, UTO TPEOYET OT CTYACHTa CEPhEe3HOM MOATOTOBKH M MOOMIIM3AIIMN CHIL.

CemuHap 1O PYCCKOMY SI3BIKy — 3TO (opmMa ydeOHOro mporecca, MOCTPOSHHAs Ha CaMOCTOSTENBHOM HW3yYEeHHH
CTyJICHTaMH OTICIBbHBIX BONPOCOB TEMBI C MOCIEIyIOmMM oOCyXaeHHeM wHX B rpymnme. Kpome Toro, Bce
CEeMUHApPCKHE 3aHATHsSI COJACpKaT MPaKTHYECKYI0 YacTh B (OpPME pPa3IMYHOTO poJa 3aJaHWN WIH YIpaKHEHHH,
KOTOpbIEe 00yYaroeMycss HE0OX0AUMO BBIOJIHUTE CAMOCTOSTENBHO KaK JOMAIIHEe 3aJaHue.

TaxuMm 00pa3om, Kakmblii oOydaromuiics DOJKEH NMPHUHATH Yy9acTHe B MOATOTOBKE TEOPETHUECKUX M NMPAKTHIECKHX
3amanuii cemuHapos. {1t Toro uyToOBl paboTa Ha ceMUHape ObLIa IUIOJOTBOPHOH, CTYAEHTY CIEAyeT K HEMY XOPOILIO
MOJITOTOBUTECS: OTOOPAaTh HEOOXOAMMYIO JIUTEpATypy M M3YUYHTh COAEpIKAILMICA B HEH MaTepHai, CHENaTh BBITUCKH
WM OTNOpHBIE KOHCIIEKTHI, MPOAYMaTh IUIaH OTBETA MO KaKIOMY TEOPETHYECKOMY BOIPOCY, 3allOMHHUTH TEPMUHEI,
HACTPOUTHCS HA aKTUBHYIO paboTy B TpyIIIe.

Hauatp MNOoAroTOBKY K CEe€MHHapy CJaeAyeT C BHHUMATCIBLHOI'O O3HAKOMIICHUA C TEMOH U TIJIaHOM CCMHUHapa.
CdopmynupoBaHHBIE B TJIaHE BOIIPOCHI SBISIOTCS OCHOBHBIM IPEAMETOM 00CY>KACHUS HA CEMHUHAPCKOM 3aHATHH.
Marepuan K CeMHHapy IO PyCCKOMY S3bIKy HEpPEeIKO MHPHUASTCS HMCKaTh B Pa3HBIX KHUTax (y4eOHHMKaX, y4eOHBIX
MOoCOOMSX, CIPAaBOYHUKAX), IOATOMY pabdOTy ¢ JIMTEpaTypod ClIeAyeT HauYuHaTh C BHUMATCJIBHOTO YTCHUS
OTJIaBJICHUS KHHUTH, YTO TO3BOJHUT OTMETHTH HY>KHBIE IJIaBbl WiM maparpadbl. B xone Takoil paboTbl peKOMEHIyeTcs
JIeTIaTh BBIHCKH, YTOOBI COXPAHUTH JUIA ceOs HyKHYI0 MH(OpPMAnWio. BBIHCKH MOKHO /enaTh Ha KapTOYKaxX WM B
TETpaab, OHH MOI'YyT 6[)ITB JOCJIIOBHBIMHU, HO JIy4ylI€, €CJIN yAaCcTCsa H3JIOKUTH MPOYUTAHHOC CBOMMMU CJIOBAMMU. Ecmm B
KHUTaX 0OyYaromeMycsl BCTPETSATCS HEMOHSTHBIC CIIOBA, TEPMUHBI, TO HE CIEQyeT WX MPOIyCKaTh. 3HAYCHUS TaKUX
CIIOB MOKHO HAWTH B SHIMKJIONEAWM WJIM B CIPABOYHUKE JIMHIBHCTHYECKUX TepMUHOB. Takum oOpasom, 3amgada,
cToAMIas Mepe/ CTYACHTOM IpH padoTe ¢ KHUTON — W3BJIEYb, IIOHATH U 3aIIOMHHUTH TJIaBHOE.

ITocne Toro kak Marepuail U3Yy4YCH, BBIIIHMCKU CHACJIaHbl, TCPMHUHBI YCBOCHBI, HCOGXOILI/IMO mpoaymarb, Kak HaI/I60.HCC
JIOTUYHO, IMPAaBWJIBHO PAacloJOXUTh Marepuajl, IOJIHO OTBETUTh HA TEOPETHYECKUE BOIPOCHI, T.€. HAMETHUTH IUIAH
otseta. [Ipu 3TOM cienyer chopMyIHpoBaTh IMIaBHBIE HWAEH M BBIBOABI IO KaXkJIoMy Bompocy. Bece 310 addexTnBHO
paboTaeT OJJHOBPEMEHHO U Ha IOHMMaHKHe HHQOpMAIIUK, U Ha €€ 3aKPETICHHE B MaMSITH.

Taxke, Kak yke ObIJIO OTMEYEHO, CJIEAYET BBHIMOJHHUTH NMPAKTUYECKUE 3aJaHMs K CEMHHApy; B CIIydac 3aTpyIHCHHS
HY’)KHO BOCIIOJIB30BaThCS JIOOBIM YYEOHBIM IOCOOMEM TIO KYJIbType pPEeYd W JelIOBOMY OOIICHHI0, B KOTOPOM
CHCTEMaTHYECKH M3JI0KEH KypC MOCIJIEIHETO.
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