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1. IEJIM OCBOEHMS YYEFHOU U CHUILIAHBI

[emstmu ocBOeHHSI Y4eOHOW TUCTTUTUIMHBI « OCHOBBI IETOTPOU3BOICTBAY SIBIISIFOTCS:

- ¢(OpMHUPOBATH y CTYJICHTOB KOMIUIEKC COBPEMEHHBIX 3HAHHA, YMEHUI U HABBIKOB,
HEOOXOUMBIX 7151 TPOGECCUOHATBHON ACSITELHOCTH MO0 00ECTICUSHUIO TTOTHOMOYHIA
TOCYTapCTBEHHBIX U MYHHIIMIIATBHBIX OPTaHOB;

- MO3HAKOMUTH CTYJCHTOB C TEOPETHYECKUMHU BOTIPOCAMH JOKYMEHTAIIMOHHOTO 00eCTICYCHUS
yIpaBJICHUs, BRIPa0OTaTh HABBIKH MCIIOJIh30BAHUS COBPEMEHHBIX TEXHOJIOTUH
JIEIONPOU3BOJICTBA, CHOPMHUPOBATH YOSIKIEHHOCTh B HEOOXOJUMOCTH TTOCTOSTHHOTO U
CHUCTEMHOT0 OOHOBJICHHS 3HaHUI B 00J1aCTH JIOKYMEHTHPOBAHUS YIIPABICHUECKOM
JESITEIIbHOCTH,

- MOKa3aTh B3aMMOCBS3b Pa3JIMUHBIX YPOBHEH YIIPABICHUS M COOTBETCTBYIOIIUX UM
JIOKYMEHTOB; U3y4UTh KIACCU(PUKAILIUIO JOKYMEHTOB M UX POJIb B YIIPABICHUU MPEATPUATHEM,
U3yYUTh HOPMATHBHO-TIPABOBBIC aKThl, 03HAKOMHUTH C COBPEMEHHBIMU TPEOOBAHMSIMH K
JIOKYMEHTaM, IIPUBUTH HABBIKU aHAIIN3a JOKYMEHTA, IPUBUTH HABBIKH MPOCKTHPOBAHUS
JIOKYMEHTOB.



2. MECTO YYEBHOM JUCIIUILIVHBI B CTPYKTYPE OII BO

VYuebHas qucuuruinHa "OCHOBBI J€ONPOU3BOACTBA" OTHOCHTCS K 670Ky 1
" TucuumauHbl (MOIyNN)" U BXOJUT B €70 BAPUATUBHYIO YaCTh.

2.1. HaumeHoBaHus NnpeAmeCTBYIOIUX TUCHUIIIIHH

JIyist u3ydeHusi JTaHHOW JUCITUTUIMHBI HEOOXOIUMBI CIIEAYIOIINE 3HAHUS, YMEHUS U
HABBIKH, POPMHUPYEMBIC TIPEIIICCTBYIOIUMU TUCIUATUTHHAMH:

2.1.1. lIpaBoBeneHue:

3HaHUS: CBOU JIOJDKHOCTHBIE 00513aHHOCTH B COOTBETCTBUU C HOPMATUBHBIMU aKTaMU
OpTraHu3aIK; HOPMBI, PErYIUPYIONINE U 3aMPEIIaonIue sl 0€30MacHOCTH JUYHOCTH U
IIPaBOIIOPsIKA B TOCYIapCTBE B LIEJIOM

YMeHuns: IMPUMCHATH HOPMATHUBHEBIC aKThI M 3aKp€HHéHHBIe B HUX IIOJIOXKCHMUSA I
OCYHICCTBJICHUA pr,Z[OBOI71 (I)yHKI_II/II/I H CBOCTO I'PAKIAAHCKOTO J0JITa IJId COXpPAaHC-HUA
MMpaBoOIIOpsAAKa U ITOBBIIICHUA ITPABOCO3HAHUS 06-I_HCCTBa

Hagrpiku: HCO6XO[[I/IMBIMI/I 3HaHHAMU, TepMI/IHOJIOFI/Ieﬁ 1 HaBbIKaMH O6H_I€HI/ISI C
MMPEACTAaBUTCIIAIMUA BJIACTH IJIA oOecnedyeHus TUYHON HEIIPUKOCHOBCHHOCTH, p€an3a-Iun CBOUX
3aKOHHBIX IIpaB

2.2. HaumeHOBaHMe MOCJIEYOIIUX JUCIUILIAH

Pe3ynbrarhl 0OCBOCHMS IUCHMILUIMHBI UCIIOJIB3YIOTCS MTPU U3YUEHUH MOCIIEIY FOIINX
Y4COHBIX TUCIHUIUIH:

2.2.1. T'ocynapcTBeHHAs UTOTOBAs ATTECTAITHS



3. INIAHUPYEMBIE PE3YJIBTATbBI OBYYEHUA 110 JUCHUIIJIMHE (MOAYJIIO),
COOTHECEHHBIE C INIAHUPYEMBIMMU PE3YJIbTATAMHU OCBOEHUSA
OBPA3OBATEJBHOM ITIPOT'PAMMBI

B PE3YIbTATC OCBOCHUA JUCHUIIJIMHBI CTYACHT JOJIZKCH:

Ne
i Kox v Ha3BaHMe KOMIIETEHIIMU OxugaeMble pe3yIbTaThl
1 ITK-9 criocoGHOCTBIO COCTaBISATh U 0POPMIIATL | 3HATh U MOHUMAaTh: OCHOBHBIE TPEOOBAHUS K
THUIIOBYIO TEXHUYECKYIO IOKYMEHTALHIO. o opMIICHHIO OpPraHN3aIMOHHO-PACTIOPSANTEIBHBIX
JIOKyMEHTOB

YMeTh: 0pOpMIIATh OpraHU3alMOHHYIO,
pacIopsIIUTENbHYI0 1 HH()OPMaMOHHO-CIIPAaBOYHYTO
JIOKyMEHTALHIO

BitageTs: coBpeMEHHBIMU HHKEHEPHBIMU U
MH(OPMAIIMOHHBIMH TEXHOJIOTHSIMHU 0(OPMIICHHS
OpraHU3alMOHHO-PACTIOPAIUTENBHBIX TOKYMEHTOB




4. OBPBEM JUCHUIVIMHBI (MOAYJIA) B 3AYHETHBIX EAMHUIIAX U
AKAJEMHUYECKHUX YACAX

4.1. O6masi TPy10€eMKOCTb IMCUMILIUHBI COCTABJISIET:
6 3a4eTHBIX eauHUIT (216 ak. 4.).

4.2. PacnpenesieHue 00beMa y4eOHOM JMCUMILUIMHBI HA KOHTAKTHYIO padoTy ¢
npenojaBaTejieM U CaMOCTOSITEIbHYIO Pa00Ty 00y4aronuxcs

KomnuuecTtBo yacos
} Bcero no Cemectp

Bun yuebHoit paboTbl yueOHOMY 5

TUIaHy
KonrakTHas padora 14 14,15
AynutopHble 3aHATH (BCETO): 14 14
B tom uuce:
nexiuu (JI) 14 14
CamocTtosTenpHas paboTa (Bcero) 202 202
OBILAS Tpyn0eMKOCTh IUCHHUIUIMHBI, YaChl: 216 216
OBILIAS Tpy10eMKOCTh TUCIUITINHEL, 3a4.€]1.: 6.0 6.0
Tekyuit KOHTPOJIb YCTIEBAEMOCTH (KOJIMYECTBO U BU] TEKYIIIETO I1K1, [1K1,
KOHTPOJISI) [1IK2 I1K2
Bubl npoMeKyTOYHOM aTTecTaluu (3K3aMeH, 3a4eT) 3a0 3a0




4.3. Conep:kaHue JMCHHUILIMHBI (MOAYJIsA), CTPYKTYPHPOBAHHOE 110 TeMaM
(pa3nenam)

Cemectp

Tema (paznern) yaeOHOMH
JHCIUTIIHHBI

Buner yueOHOM AeATENEHOCTH B yacax/
B TOM YHCJIE€ HHTEPAKTHUBHOH (popme

JIP

Dopmbl
TEKYIIETOo
KOHTPOJIS

yCIIEBAEMOCTH U
MIPOMEXY-

TOYHOMI

aTTecTalyu

3

o| I13/TI1
~| KCP

o~
ol

10

[S201)8}

Paznen 1

OcHOBHBIE TPeOOBaHUS K
0 OpPMIICHHIO
OpTaHHU3aIIOHHO-
pacropsIIUTENEHBIX
JIOKYMEHTOB

|| CP
R|©| Bcero

Tema 1.1

OCHOBHBIE TTOJI0KEHHUS 11O
JIOKYMEHTHPOBAHHIO
yIpaBIeHIECKON
JESTENFHOCTH. Y HU(DUKAIIS U
CTaHJapTU3AIHS
YOPaBICHISCKHUX TOKYMEHTOB

Tema 1.2
BI/II[I)I JOKYMEHTOB U UX
kiaccudukaiys

2 24 26

Paznen 2
[MpaBuna oopmiteHus
YIPaBICHYSCKHX JJOKYMEHTOB.

Tema 2.1

1. CocTaB peKBU3UTOB
JIOKyMeHTOB. DopMyJtsip
JIOKyMEHTa ¥ €r0 COCTaBHBIC
yacth 2. TpeboBanus K

0 OPMIICHHIO PEKBU3UTOB
JIOKyMeHTOB. TpeGoBaHuUs K
OIlaHKaM TOKYMEHTOB

Pasmen 3

Ilopsok u npaBuna
odopmiIcHHUS
OpraHu3aluOHHOM,
pactopsiUTeNLHON U
nH(pOpMaMOHHO-CIIPABOYHON
JIOKyMEHTAaIlUU

4/1 24 28/1

Tema 3.1
Oprasu3anroHHbIC JOKYMCHTHI
HX COCTaBJICHUE U oopMIIeHHE

2/1 12 14/1

IK1

Tema 3.2

HexkoTopble BUIBI THCEM, HX
coziep)KaHue U

npuMeHerne. MTadopmanonHo-
CIIpaBOYHas JOKYMCHTAIIUA.
Buapt undopmanmonto-
CIIPaBOYHOU TOKYMEHTALMH, NX
COCTaBJICHUE U 0(OpMIICHHE.

Paznen 4

JloxymeHTHpOBaHue
JIeATENbHOCTU KOJIIETHAIBHBIX
OpraHoOB

2/3 24 26/3

10

Tema 4.1
IToaroToBka u npoBeieHUE

2/3 24 26/3




Cemectp

Tema (pazaen) yueOHOMH
JAUCHUITIINHBI

Bupl yueOHOM esiTenbHOCTH B yacax/
B TOM YHUCJICE HHTEPAKTHUBHON (opMme

JIP
CP

Dopmbl
TEKYLIETro
KOHTPOJISt

YCIIEBAEMOCTH U
MIPOMEXKY-

TOYHOM

aTTeCTalluKi

3

o| I13/TI1
~| KCP

©| Bcero

10

cosenanuii. CTpykrypa
nmoknana. TpeboBaHus K
COCTaBJICHHUIO U 0(OPMIIEHHUIO
IIPOTOKOJIOB.

11

Paznen 5
Opranuzanus
JIOKYMEHTO000pOTa

36

36

12

Tema 5.1

[onsTre noxkymeHTO00OpOTA.
OCHOBHBIE TIOTOKH
YIpaBJICHYCCKUX JOKYMCHTOB.
OcHoBHBIE 3Tarbl 00paboTKH
JIOKYMEHTOB

36

36

I1K2

13

Paznen 6
OcobeHHOCTH pabOTHI C
Ka/IPOBBIMHU JIOKYMEHTAMH

24

26

14

Tema 6.1

CoctaB kagpoBoit
nokymeHTarun. CocTaBieHHe U
ohopMIIeHHE OCHOBHBIX BUJIOB
KaJIpOBOM JIOKyMEHTALIUH.
TpymoBas KHWKKa: BbIA4a,
odopmIIeHHE, XpaHSHHE.

24

26

15

Paznen 7
XpaHeHue IOKYMEHTOB, UX
00paboTKa M c1aua B apXuB.

46

46

16

Tema 7.1

1. Homenknarypa nen.
®DopMHUpOBaHUE JIEI.
Odopmiienue nen 2.
CocraBieHHUE OMUCEH, TUCTa-
3aBepureis. [lepemaya nen B
apXuB.

46

46

3a0

17

Bcero:

14/4

202 216/4




4.4. JlabopaTopHbie padoThl / NPAKTHYECKHE 3aHATHS
JlaboparopHbie pabOThI yIeOHBIM ITAHOM HE MPEAYCMOTPEHBI.

[IpakTuueckue 3aHATUS YICOHBIM IIJITAHOM HE MPEyCMOTPEHBI.

4.5. IlpumepHasi TeMaTHKA KypPCOBBIX IPOEKTOB (padoT)

KypcoBbie paboThl (ITPOEKTHI) HE PEIYCMOTPEHBI.



5. OBPA3OBATEJIBHBIE TEXHOJIOI'MA

[TpenogaBanue quCIUIUIUHBI « OCHOBBI ACTOMPON3BOACTBA» OCYIIECTBISETCS B (hOpME JICKIIHIA
Y IPAKTUYECKUX 3AHITHIM.

Jlexuu IpoBOJATCS B TPAJUIIMOHHON KJIACCHO-YPOYHOI OpraHu3allMoOHHON (opme, 1o Tumy
YIIPaBJICHUS TTO3HABATEIIBHOM IE€SITEILHOCTHIO U Ha 55% ABISAIOTCS TPaguIMOHHBIMHU
KJIACCUYECKH-TICKIIMOHHBIMU (0OBSICHUTEIHHO-WLTIOCTPATUBHEIE), U Ha 45 % C UCIOJIb30BaHUEM
MHTEPAaKTUBHBIX (JUATIOTOBBIX) TEXHOJOTUH (8§ 4.) , HAapUMep, TaKUX KakK, MyJIbTUMEI1a-
JISKITUsl, TPOOIEMHAs JISKIIHS, WK Pa300p U aHaIN3 KOHKPETHON CUTYaIUH.

[IpakTHueckue 3aHATHS OPTaHU30BAHbI C UCIIOJIb30BAHUEM TEXHOJIOTUH PA3BUBAIOLIETO
00yueHus. YacTh MPaKTUUECKOTO Kypca BHITIOJIHSIETCS B BUJIE TPAJAUIIMOHHBIX MPAKTUUYECKUX
3aHATUHN (0OBSICHUTEIHLHO-WITIOCTPATUBHOE pelieHue 3a1a4) B 00béme 10 yac. OcrtanbHas 4acTb
MPaKTUYECKOro Kypca (8 yac.) mpoBOAUTCS C UCHOIb30BAaHUEM UHTEPAKTUBHBIX (JIMaJIOTOBBIX)
TEXHOJIOTH, B TOM YHUCIIE — JIJIsl pEeLIeHHsI TPOOTIEMHBIX IICUXO0JOTHYECKUX 3a]1a4, OCHOBAHHBIX
Ha KOJUICKTUBHBIX CIIOCO0ax 00yUYeHUs, U JUIS POBEICHUSI KOMIIBIOTEPHOTO TECTHPOBAHHSI.
CamocTtodaTenbHas paboTa CTyJJeHTa OpraHM30BaHHA C UCIOJIb30BaHUEM TPAJUIIMOHHBIX BUOB
paboThI U UHTEPAKTUBHBIX TeXHOJOrHi. K TpaaumonnsiM BuaaM paboTsl (23 yac.) OTHOCATCS
0TpaboTKa JEKIIMOHHOTO MaTepuaia u oTpaboTKa OTIEIbHBIX TeM MO yueOHbIM rmocobusm. K
WHTEPAKTUBHBIM (JIMATI0TOBBIM) TexHoJorusM (10 yac.) OTHOCUTHCS OTPabOTKA OTACIBHBIX TEM
0 AJIEKTPOHHBIM MTOCOOHSIM, MMOATOTOBKA K MPOMEKYTOYHBIM KOHTPOJISIM B UHTEPAKTUBHOM
peKUME, THTEPAKTUBHBIE KOHCYJIBTAIIMH B PEKUME PEATbHOTO BPEMEHH 10 CIIEUAIbHBIM
pasziesiaM U TEXHOJIOTUSIM, OCHOBAaHHBIM Ha KOJIJIEKTUBHBIX CIIOCOOAX CaMOCTOSITENIbHOM paboTh
CTYJICHTOB.

OneHKa NOJy4eHHBIX 3HAaHUW, YMEHUN U HaBBIKOB OCHOBaHA Ha MOJYJIbHO-PEUTUHIOBOU
TeXHOJOTuH. Bech Kypc pa3ouT Ha 6 pa3ienoB, MPeICTaBISIONINX COO0M TOTHIECKU
3aBeplICHHbIN 00bEM yueOHOM nHpopmanuu. OOHIbI OLIEHOUYHBIX CPEICTB OCBOCHHBIX
KOMITETEHIIMM BKIIOUAIOT KaK BOIPOCHI TEOPETUUECKOTO XapaKkTepa /i OIEHKU 3HAaHUH, TaK U
3aJJaHuUs MPAKTUYECKOTO COJepKaHus (pelIeHrne CUTYallMOHHBIX 3a/1a4, aHaJIN3 KOHKPETHBIX
CUTYyalui, paboTa ¢ TaHHBIMH) JJI OIICHKH YMEHUH ¥ HaBBIKOB. TeopeTnyeckre 3HaHus
MIPOBEPSIOTCS MyTEM MPUMEHEHHUS TAaKUX OPraHU3alMOHHBIX (POpPM, KaK MHAUBUyalIbHBIE U
TPYIIIOBBIE ONMPOCHI, PEIICHUE TECTOB C UCIOIH30BAHUEM KOMIIBIOTEPOB MJIN Ha OyMaXKHBIX
HOCHUTEJISIX.



6. YAEBHO-METOJNYECKOE OBECIIEYEHHUE JJIs1 CAMOCTOSATEJBbHOM

PABOTbI OBYYAIOIIUXCS MO AUCHUTITIMHE (MOAYJIIO)

Bun camoctosTensHOI paboTH CTyIeHTA.

Ne Ne Tema (pa3nen) yueOHOMH Bcero
n/m  |cemectpa JVCHUIITHHBI Hepeuers yqe6HO_MeTOﬂH%CIfOFO 4acoB
o0ecIieueHHst T CaMOCTOSITEIbHON PaboThI
1 2 3 4 5
1 5 PA3JIEJ 1 [onsiTHe 0 TOKyMEHTax, CI1oco0ax 12
OcHOBHBIE TPeOOBaHUS K JIOKyMEHTHUPOBAHUSI, HOCUTEISX
odopmreHHIO nHpOpMaKHU U QYHKIMIX JOKyMEHTA.
OpTaHU3aMOHHO- YuuuKkauys u craHiapTH3anus
PpacIopsIIUTENbHBIX YIpaBIeHIECKUX
JIOKyMEHTOB
Tewma 2: Bunbl TOKyMEHTOB U
uX KiaccuuKarms
2 5 PA3JIEJT 1 [IpopaboTka y4eOHOr0 MaTepHaia o 12
OcHOBHBIE TpeOOBaHUS K KOHCIEKTY JICKLIUH, Y4eOHOM 1 Hay4HOU
odopmiteHHIO nurepatype. [loaroroBka g0kinamsoB K
OpraHH3alUOHHO- CEeMUHAPCKKUM 3aHATHAM. CaMOCTOsTENbHOE
pacIopsIIUTENbHBIX OCBOEHHE TEMBI, H3yUCHHE JIUTEPaTypPbl U3
JIOKYMEHTOB MIPUBE/ICHHBIX HCTOYHUKOB

Tema 2: Bunsl 10KyMEHTOB U
nX Ki1accuukanms

BeikoB, Muxaun FOpbeBuu.
Il'ocynapcTBennas ciryx06a B Poccun : yueb.
mocobue mis cryn. crern. "Conumomnorus”,
"T'ocymapcTBEeHHOE U MYHHUIIMIIATBHOE
ynpasienue" no kypcy "['ocymapcTBeHHas
ciryx0a u kagpoas nonutuka”. U.4 / MLIO.
Beikos ; MUUT. Kad. "Tlcuxonorus,
COIMOJIOTHS, TOCYJApCTBEHHOE U
MyHHIUTIAIBHOE yrpaBieHue". - M. :
MUUT, 2010. - 108 c. - bubmuorp.: ¢. 106
100 sxk3.

Ox3eMIIsIphL: Beero:6 - ¢0.(3), uz.1(2),
33(1).

Hanwnosa , Enena AnexcanapoBHa.
YnpaBieHre nepcoHaioM : y4ued. mocooue
i ctyA. cuen. "Cormonorus” u
"T'ocymapcTBEeHHOE W MYHHUIIUIIATBHOE
ynpaenenue”. U.1 / E. A. Jlanunosa ;
MUUT. Kad. "TIcuxoaorus, COIHOIOTHS,
TOCyaJapCTBEHHOC U MYHUIIUTIAJIbHOC
ynpasnenue". - M. : MUUT, 2013. -44 c. :
ni. - bubnwmorp.: c. 42

OKk3eMIUIsphL: Beero:S - (0.(3), uz.1(2).
l'aguep, Bacunmii Bukroposunu.
WudopmannonHas 6e30macHoCTs : yueo.
rocoOue s CTy . By30B, 00yd. ITO CIIel.
"Be3onacHOCTh xu3Henesarenasaoct" / B.B.
T'aduep. - Pocros #/]] : ®enuke, 2010. - 324
c. - ("Bsicmee obpazoBanue"). - bubmmorp.:
c. 291-297 2500 ak3.

Ox3eMmsipel: Beero:S - (0.(3), uz.2(2).
Cepreesa, Upuna BacunbeBHa.
Oo0ecrnieuenne kauecTBa JaHHbIX. OTOPHBbIi
KOHCIIEKT JICKIUH : yuel. mocodue uist CTY/.
Harp. 6akanaBpuara "Mudopmaruka n
BBIYHUCIUTENIbHASA TEXHUKA",
"NudopmMannoHHbIE CHCTEMBI 1
texaonorun" / U. B. Cepreesa ; MUUT.
Ka¢. "ABTOMaTH3NpOBaHHBIE CHCTEMBI
yopasierus'. - M. : MI'VYIIC(MUHNT),




2013. - 77 c. : un. - bubnmorp.: ¢. 76 100
9K3.
Ok3eMIuIsIphl: Beero:S - (0.(3), uz.2(2).

PA3JIEJI 2

[TpaBuia opopmieHus
YIpaBJIeHYECKNX JTOKYMEHTOB.
Tema 1: 1. CocTaB peKBU3UTOB
JIOKyMeHTOB. DopMyJIsip
JIOKyMEHTa ¥ €r0 COCTaBHBIC
gactu 2. TpeGoBaHus K
0OPMIICHHIO PEKBHU3UTOB
JIOKyMeHTOB. TpeGoBaHus K
0JlaHKaM JIOKYMEHTOB

CoctaB peKBU3UTOB N0KyMeHTOB. Dopmyiisp
JIOKYMEHTA U €r0 COCTaBHbIE YacTU

12

PA3JIEJI 2

[TpaBuia opopmineHus
YIpaBiIeHYECKNX JOKYMEHTOB.
Tema 1: 1. CocTaB peKBU3UTOB
JIOKyMEHTOB. DopMyJIsip
JIOKyMEHTa ¥ €r0 COCTaBHBIC
gactu 2. TpeGoBaHus K
0OPMIICHHIO PEKBHU3UTOB
JIOKyMeHTOB. TpeGoBaHuUs K
OJlaHKaM JIOKYMEHTOB

[IpopaboTka yuyeOHOTO MaTepuaia mo
KOHCIICKTY JICKITUH, Y4cOHOW U HAyJIHOU
nmuteparype. [loaroroBka JOKIaI0B K
CEeMHUHAPCKUM 3aHATHSIM. CaMOCTOSATEIIEHOE
OCBOCHHE TEMbI, H3yUCHHE JTUTEPATYPbI

Brikos, Muxawun FOpbeBuy.
Tl'ocynmapcTBennas ciryx6a B Poccuu : yueb.
mocobue mys cryn. crern. "Couumomnorus”,
"T"ocymapcTBEHHOE U MyHHUIIMIIATBHOE
ynpasnenue" 1o kypcy "l'ocynapcTBeHHas
ciyx0a u kaaposas noiutuka”. .4 / MLIO.
Breikos ; MUUT. Kad. "Tlcuxonorus,
COIMOJIOTHSI, TOCYJapCTBEHHOE U
MyHHIUNAIbHOE yIpaBieHue". - M. :
MUWUT, 2010. - 108 c. - bubmuorp.: c. 106
100 k3.

Ox3eMIIsIphL: Beero:6 - ¢0.(3), uz.1(2),
33(1).

Hannnosa , Enena AnexcanapoBHa.
VYpasieHre nepcoHaoM : yued. mocobue
st ctya. croerl. "Cormonorus” u
"T"ocymapcTBEeHHOE U MyHHUIIMIIATBHOE
ynpaenenue”. U.1 / E. A. Jlanunosa ;
MUUT. Kad. "TIcuxonorus, COIUOIOTHS,
TOCYAapCTBEHHOE ¥ MyHHIIMTIAJIBHOE
ynpasnenue". - M. : MUUT, 2013. -44 c. :
ni. - bubnwmorp.: c. 42

Ox3eMmsIpsl: Beero:S - ¢6.(3), uz.1(2).
l'aduep, Bacunuit BuktopoBuy.
Wnudopmanmonnas 6e300acHOCTS : yue0.
mocobue Ay CTy.I. By30B, 00y4. IO CIIel.
"Be3onacHocTh xu3Henearenpaoctu” / B.B.
T'aguep. - Pocros v/]] : ®enukc, 2010. - 324
c. - ("Bsiciiee obpasosanue"). - bubnmorp.:
c. 291-297 2500 k3.

OKk3eMIUIIphL: Beero:S - (0.(3), uz.2(2).
Cepreesa, Upuna BacunbeBHa.
Oobecnieuenne kauecTBa JaHHBIX. OTMOPHBII
KOHCIIEKT JISKIIUH : yuel. mocodue [uis cTy .
Hanp. OakanaBpuara "Mupopmarrka u
BBIYMCIIUTEIbHAS TEXHUKA",
"UudopManmoHHBIE CHCTEMBI 1
texaonorun" / Y. B. Cepreesa ; MUNT.
Kad. "ABTOMATH3UPOBAHHBIE CHCTEMBI
ynpasnenus'. - M. : MI'VIIC(MUUT),
2013. - 77 c. : un. - bubnumorp.: c. 76 100
9K3.

Dk3eMIusIphl: Beero:S - (0.(3), uz.2(2).

12




PA3JIEJI 3 TpeboBanus K 0(OPMIICHHIO PEKBU3UTOB 12

[Mopsinok u mpasuiia JIOKyMEHTOB

odopmicHHS

OpraHu3allOHHOM,

pactopsiIUTeNsHON 1

nH(pOpPMaMOHHO-CIIPAaBOYHOH

JIOKyMEHTaLlIH

Tema 1: OpranuzauroHHbIE

JIOKyMEHTBI X COCTaBJICHHE U

odopmieHHe

PA3JIEJT 3 [IpopaboTka yueOHOTO MaTepHaia mo 12

Ilopsinok u npaBuna KOHCIEKTY JICKLIUH, Y4eOHOM 1 Hay4HOU

odopmiieHns nurepatype. [loaroroBka gokiamgoB K

OpraHU3alUOHHOM, CeMUHapCKUM 3aHATHSIM. CaMOCTOSATEIbHOE

pacropsIIUTENbHON 1 OCBOEHHE TEMBI, H3yUCHHE JINTEPATYPBI

nH(pOpPMaMOHHO-CITPAaBOYHOH

JIOKyMEHTALIUH 1 BsikoB, Muxaun FOpbeBuu.

Tema 2: HekoTopbie BUIbI TocynmapcTBenHas ciryx6a B Poccuu : yueb.

IIKMCEM, UX COJIEpPIKaHUE U mocobue mis cryn. crern. "Conuomnorus”,

npumenerne. MMadopmarmonHo- | "T'ocyaapcTBeHHOE M MyHHUIIUTIAIEHOE

CIIpaBOYHAs TOKYMEHTAIIHS. ynpasienue" no kypcy "['ocymapcTBeHHas

Bunst napopmMaimonHo- ciryx0a u kagpoas nonutuka”. U.4 / MLIO.

CIpaBOYHON JOKyMeHTammu, ux | beikoB ; MUUT. Kag. "Ilcuxonorus,

COCTaBJICHUE U 0(OpMIICHHE. COIMOJIOTHSI, TOCYJApCTBEHHOE U
MYHUIUNAJIbHOE yrpaBnenue". - M. :
MUUT, 2010. - 108 c. - bubmauorp.: ¢. 106
100 »xk3.
Ox3eMIUIsIphL: Beero:6 - (0.(3), uz.1(2),
33(1).
HanwioBa , Enena AnexcanapoBHa.
VYnpasneHne nepcoHaioM : yued. mocobue
s ctyA. cuen. "Cormonorus” u
"T'ocymapcTBEHHOE W MYHHUIIMIIATBHOE
ynpasienne". U.1 / E. A. Jlanmmosa ;
MUUT. Kad. "TIcuxosaorus, COIHOIOTHS,
rOCYZIapCTBEHHOE ¥ MYHHIIMTIAJIBHOE
ynpasnenue". - M. : MUUT, 2013.-44 c. :
ni. - bubnwmorp.: c. 42
OKk3eMIUIsIphL: Beero:S - (0.(3), uz.1(2).
Taduep, Bacunuit Buktoposuu.
WudopmannonHas 6e30macHoOCTs : yueo.
rocoOue s CTy . By30B, 00yd. ITO CIIel.
"BesonacHocTh xu3Henearensaocta” / B.B.
T'aduep. - Poctos H/]] : ®enuke, 2010. - 324
c. - ("Bsicmee obpazoBanue"). - bubmmorp.:
c. 291-297 2500 »x3.
Ox3eMmsipel: Beero:S - (0.(3), uz.2(2).
Cepreesa, Upuna BacunbeBHa.
Obecniedenne kayecTBa JaHHBIX. OTIOPHBIHA
KOHCIICKT JICKIUH : y4el. mocoOue Jist CTY/I.
Harp. 6akanaspuata "MHdopmaruka n
BBIYHMCIUTENbHASA TEXHUKA",
"NHudopmMannoHHbIe CHCTEMBI 1
texnonoruu" / U. B. Cepreesa ; MUUT.
Ka¢. "ABTOMaTH3NpOBaHHBIE CHCTEMBI
ynpasienus". - M. : MI'YIIC(MUHNT),
2013. - 77 c. : nn. - bubmmorp.: c. 76 100
9K3.
DK3eMIUISPHI: Bcero:S - $0.(3), u3.2(2).

PA3JIEJT 4 TpeboBanus k O1aHKaM JJOKyMEHTOB 12

JloxymeHTHpOBaHue

JACATCIBHOCTH KOJIJICTHAJIBHBIX




OpraHoB
Tewma 1: [loaroroBka u
IIPOBEJICHUE COBELAHUM.
CrtpyKkTypa J0KIaja.
TpeOoBaHust K COCTAaBIECHUIO U
0(OPMIICHHIO TPOTOKOJIOB.

PA3JIEJT 4
JlokyMeHTHpOBaHUE
JIESITENIbHOCTH KOJUIETHATTBHBIX
OpraHoB

Tewma 1: [ToaroroBka u
IIPOBEJICHUE COBELIAaHUM.
CrtpyKTypa JoKIaja.
TpeboBaHus K COCTaBICHUIO U
0(OPMIICHHIO ITPOTOKOJIOB.

[IpopaboTka yueOHOTO MaTepuaia mo
KOHCIIEKTY JICKLIIH, y4eOHOU M HAyYHON
nurteparype. [loAroToBKa TOKIaI0B K
CEMHHApPCKHUM 3aHATHSM. CaMOCTOSTENbHOE
OCBOCHHUE TEMBI, U3yUEHHE JTUTEePaTyPhI

brikoB, Muxann FOpbeBud.
locynapcTBenHas ciyx0a B Poccun : yue0.
mocobue s cryn. cren. "Couuomnorus”,
"T'ocymapCcTBEHHOE U MYHUIMIIATBHOE
ynpasnenue" no kypcy "['ocynapcTBeHHas
ciryx0a n kaaposast nonmutaka". 4.4 / MLIO.
Brikos ; MUUT. Kad. "Tlcuxomnorus,
COITHOJIOTHSI, TOCYJapCTBEHHOE 1
MyHHIUIATBHOE yrpasienne". - M. :
MWUT, 2010. - 108 c. - bubmmorp.: c. 106
100 5k3.

Ox3eMIsIphL: Beero:6 - (0.(3), uz.1(2),
39(1).

Hanwmnosa , Enena AnexcanapoBHa.
VYnpasneHne nepcoHaioM : yued. mocobue
st crya. cnen. "Conuonorus” u
"T'ocymapCcTBEHHOE U MYHUIIMIIAIBHOE
ynpasienune". U.1 / E. A. Jlanmmosa ;
MUUT. Kagd. "TIcuxonorus, COIHOIOTHSA,
TOCYAapCTBEHHOE ¥ MyHHIIUTIAIBHOE
ynpasienune". - M. : MUUAT, 2013. - 44 c. :
. - bubnwmorp.: c. 42

Dk3eMIUIsIphL: Beero:S - (0.(3), €. 1(2).
l'aguep, Bacunuii BukropoBuu.
WNudopmanmonHas 6e30macHoCTsb : yueo.
rocoOue st CTy/1. By30B, 00y4. IO CIIel,.
"be3onacHocTs xu3HeAesTensHoctu" / B.B.
I'aguep. - Pocros v//] : ®enukc, 2010. - 324
c. - ("Beicmree obpazoBanue"). - bubamorp.:
c. 291-297 2500 >k3.

Ox3eMIsIpsL: Beero:S - 96.(3), uz.2(2).
CepreeBa, Upuna BacunneBHa.
Obecmnedenne kadecTBa JaHHBIX. OTIOPHBII
KOHCIIEKT JICKIHH : yae0. mocodue Ist CTy.
Harp. 6akanaspuata "MHdopmaruka u
BBIYMCIIMTENbHAS TEXHUKA",
"NHdopmMannoHHbIe CHCTEMBI U
texunonorun" / U. B. Cepreesa ; MUUT.
Kag. "ABroMaTn3npoBaHHBIE CUCTEMBI
ynpasnenuns'”. - M. : MT'YIIC(MUUT),
2013. - 77 c. : mn. - bubmumorp.: c. 76 100
9K3.

Ox3eMIisiphl: Beero:S - (0.(3), u13.2(2).

12

PA3JIEJL 5
Opranuzanmst
JTOKYMEHTO000poTa

[onsitne mokymeHTO000pOTa. OCHOBHEIE
MOTOKH YIPABJICHYECKUX JJOKYMEHTOB.
OCHOBHBIE 3Tanbl 00pPaOOTKU TOKYMEHTOB

12

10

PA3JIEJL 5
Opranuzanus
JIOKyMEHT0000poTa

[MonsiTre nokymenToobopora. OCHOBHBIE
MTOTOKHU YIPABICHYECKHUX TOKYMEHTOB

12




Tema 1: [lonsrue
JIOKyMeHToo0opoTa. OCHOBHBIC
IOTOKHU YIIPABJICHYCCKUX
JIOKyMeHTOB. OCHOBHBIE 3TaITbI
00paboTKH TOKYMEHTOB

11

PA3JIEJT 5

Opranuzanus
JIOKYMEHTO000pOTa

Tema 1: [lonstue
JIOKyMeHTooOopoTa. OCHOBHEIE
MTOTOKH YIPABICHIECKUX
JIOKyMeHTOB. OCHOBHBIE ITaITbI
00paboTKH TOKYMEHTOB

[TpopaboTka yueObHOrO MaTepHaia o
KOHCIIEKTY JIEKIINH, y4eOHOI 1 HayqHOH
murepatype. [loaroroBka gok/agoB K
CEeMUHApPCKUM 3aHATHSIM. CaMOCTOSATEIHHOE
OCBOEHHE TEMBI, H3yUEHHE JTUTEPATYPbI U3

brikoB, Muxann FOpbeBud.
locynapcTBenHas ciyx0a B Poccun : yue0.
nocobue s cTya. crer. "Coronorus”,
"T'ocymapCcTBEHHOE U MYHUIMIIATBHOE
ynpasnenue" no kypcy "['ocynapcTBeHHas
ciryx0a u kazaposas nonutuka". .4 / MLIO.
Brikos ; MUUT. Kad. "Tlcuxomorus,
COITHOJIOTHSI, TOCY JapCTBEHHOE 1
MyHULMNAIBbHOE ynpasiieHue". - M. :
MWUT, 2010. - 108 c. - bubmmorp.: c. 106
100 5k3.

OK3eMIULIpEL: Beero:6 - (0.(3), €3.1(2),
39(1).

Hanwmnosa , Enena AnexcanapoBHa.
VYnpaBiieHre epcoHaloM : yued. mocobue
st crya. cnen. "Conuonorust” u
"T'ocymapCcTBEHHOE U MYHUIMIIATBHOE
ynpasnenue”. U.1 / E. A. Jlanuinosa ;
MUUT. Kag. "TIcuxonorus, COIMOIOTHSA,
TOCYAapCTBEHHOE ¥ MyHHIIMTIAJIBHOE
ynpasienune". - M. : MUUAT, 2013. - 44 c. :
. - bubnwmorp.: c. 42

Ox3eMIuspsl: Beero:S - (0.(3), u3.1(2).
l'a¢guep, Bacunuii BukropoBuu.
WNudopmanmonHas 6e30macHoCTsb : yueo.
rocoOue /jIst CTy/I. By30B, 00yU. IO CIIel.
"be3onacHocTs xu3HeAesTensHoctu" / B.B.
I'aguep. - Pocros v// : ®enukc, 2010. - 324
c. - ("Bsiciiee oopaszosanue"). - bubnmorp.:
c. 291-297 2500 >k3.

Ox3eMIsIpsL: Beero:S - ¢6.(3), uz.2(2).
Cepreesa, Uprna BacunbeBHa.
Obecniedenne kadecTBa JaHHBIX. OTIOPHBII
KOHCTIEKT JICKIHH : yae0. mocodue uIst CTy.
Hanp. OakanaBpuara "MupopmaTrka u
BBIYMCIIMTENbHAS TEXHUKA",
"NHdopmMannoHHbIe CHCTEMBI U
texuonorun" / U. B. Cepreesa ; MUUT.
Kag. "ABroMaTn3npoBaHHBIE CUCTEMBI
ynpaeienus". - M. : MI'YIIC(MUUT),
2013. - 77 c. : mn. - bubmuorp.: c. 76 100
9K3.

Ox3eMmsipel: Beero:S - 10.(3), uz.2(2).

12

12

PA3JIEJL 5

Opranm3anus
JIOKYMEHTO000poTa

Tema 1: IlonsTre
JIOKyMeHToo0opoTa. OCHOBHEIE
IOTOKHU YIIPABJICHYCCKUX
JIOKyMeHTOB. OCHOBHBIE 3TaITbl
00paboTKH IOKYMEHTOB

[onsitne mokymeHTO000pOTa. OCHOBHEIE
MIOTOKH YIIPaBJICHYECKHUX JOKYMEHTOB

12




13

PA3JIEJL 5

Opranuzanus
JIOKYMEHTO000pOTa

Tema 1: [Tonarue
JIOKyMeHTo000poTa. OCHOBHBIE
MOTOKH YIPaBJICHYECKUX
JIOKyMeHTOB. OCHOBHBIE JTaIlbl
00paboTKH JOKyMEHTOB

[IpopaboTka yueOHOTO MaTepHaia mo
KOHCIIEKTY JIEKIIUH, y4eOHOI 1 Hay4HOH
nuteparype. [loaroroBka q0kIam0B K
CEeMHMHAPCKHUM 3aHATHSIM. CaMOCTOSATENBHOE
OCBOCHHE TEMBI, U3yUYEHHE JTUTEPATyPhl U3

Brikos, Muxaun FOpseBuu.
I'ocynapcTBennas ciryx06a B Poccun : yueb.
mocobue mis cryn. crern. "Conuomnorus”,
"T'ocynapcTBEHHOE U MYHHULIMIIATBHOE
ynpasienue" no kypcy "['ocymapcTBeHHas
ciryx0a n kagpoas nonutuka. Y.4 / MLIO.
Beikos ; MUUT. Kad. "Tlcuxonorus,
COIMOJIOTHSI, TOCYJApCTBEHHOE U
MYHUIUNAJIbHOE yrpaBnenue". - M. :
MUWUT, 2010. - 108 c. - bubmuorp.: c. 106
100 »xk3.

Ox3eMIUIsIphL: Beero:6 - (0.(3), uz.1(2),
33(1).

HanwioBa , Enena AnexcanapoBHa.
VYnpasneHne nepcoHanoM : yued. mocobue
i ctyA. cuen. "Cormonorus” u
"T'ocymapcTBEHHOE U MYHHUIIUIIATBHOE
ynpasinenue". U.1 / E. A. Jlaaniosa ;
MUUT. Kad. "TIcuxonorus, COIHOIOTHS,
TrOCYIapCTBEHHOE U MyHULIUIIAJILHOE
ynpasnenue". - M. : MUUT, 2013.-44 c. :
wi. - bubnwmorp.: c. 42

OKk3eMIUIphL: Beero:S - (0.(3), uz.1(2).
l'aguep, Bacunuii Bukroposuu.
WudopmannonHas 6e30macHoOCTs : yueo.
rocoOue st CTy . By30B, 00yd. ITO CIIel.
"Be3onacHoCTh xu3Henesarensaoct" / B.B.
T'aduep. - Pocros w/]] : ®enuke, 2010. - 324
c. - ("Bsicee obpazoBanue"). - bubmmorp.:
c. 291-297 2500 »k3.

Ox3eMmsipel: Beero:S - (0.(3), uz.2(2).
Cepreesa, Upuna BacunbeBHa.
Oo0ecrnieuenne kauecTBa JaHHBIX. OTOPHBIi
KOHCIIEKT JICKIUH : y4eO. mocoOue Juist CTy/I.
Harmp. 6akanaspuata "MHdopmaruka n
BBIYHMCIUTENbHASA TEXHUKA",
"NHudopmMannoHHbIe CHCTEMBI U
texnonoruu" / U. B. Cepreesa ; MUUT.
Ka¢. "ABTOMaTH3NpOBaHHBIE CHCTEMBI
ynpasienus". - M. : MI'VIIC(MUUNT),
2013. - 77 c. : un. - bubmuorp.: c. 76 100
9K3.

Ox3eMmsipbl: Beero:S - 46.(3), uz.2(2).

12

14

PA3JIEJI 6

OcobeHHocTH paboTHI C
KaJIpOBBIMHU TOKYMEHTAMU
Tema 1: CocraB kagpoBoit
JokyMeHTanuu. CoCcTaBIeHHE U
odopmIIeHIE OCHOBHBIX BHIOB
KaJIpOBOM JOKYMEHTALIUH.
TpynoBas KHIKKA: BeIIa4a,
odopMIICHHE, XpaHEHHE.

CocTaB KaJpoBOi TOKyMEHTAllUH.
CoctaBnenue U 0popMIeHHE OCHOBHBIX
BUJIOB KaJPOBOH JOKyMEHTAIMN

12

15

PA3JIEJI 6

OcobeHHocTH paboThI C
KaaApOBbIMU JOKYMCHTAMU
Tema 1: CocTaB kKaapoBoit

[IpopaboTka yueOHOTO MaTepHaia mo
KOHCIIEKTY JIEKLIMH, y4eOHOI 1 Hay4HOH
nuteparype. [loaroroska q0kIamoB K
CEeMHMHApCKHUM 3aHATHSIM. CaMOCTOSATENIBHOE

12




nokymeHTanun. CocTaBiIeHHE U
odopmIICHHE OCHOBHBIX BUIOB
KaJIpOBOU JOKYMEHTALIUH.
TpynoBast KHUKKaA: BbLIAYA,
odopmileHHE, XpaHEHHE.

OCBOCHHEC TEMBI, U3YUCHUE JINTEPATYPHI U3

brikoB, Muxaun FOpbeBuu.
locynapcrBenHas ciryx0a B Poccun : yue0.
mocobwue mis cryn. cren. "Conuomnorus'",
"T"ocy1apCTBEHHOE U MYHUILMIIAIBHOE
ynpasnenue" no kypcy "['ocynapcTBeHHas
ciryx0a n kaaposast nonmutaka". 4.4 / MLIO.
Brikos ; MUUT. Kad. "Tlcuxomorus,
COITHOJIOTHSI, TOCYJapCTBEHHOE 1
MyHHIUTIATBHOE yrpaBienne". - M. :
MWUT, 2010. - 108 c. - bubmmorp.: c. 106
100 3k3.

Ox3eMIsIphL: Beero:6 - (0.(3), uz.1(2),
39(1).

HanwioBa , Enena AnexcanapoBHa.
VYnpasneHne nepcoHaioM : yued. mocobue
st crya. cnen. "Conuonorus” u
"T'ocynapcTBEHHOE U MYHHULIMIIATBHOE
ynpasienune". U.1 / E. A. Jlanmmosa ;
MUUT. Kag. "TIcuxonorus, COIUONIOTHSA,
TOCYAapCTBEHHOE ¥ MyHHIIUIIAIBHOE
ynpasinenue". - M. : MUUT, 2013. -44 c. :
wi. - bubnwmorp.: c. 42

OKk3eMIUIIphL: Beero:S - (0.(3), uz.1(2).
I'aduep, Bacunuit Buktoposuu.
WNudopmanmonHas 6e30macHoCTsb : yueo.
rocoOue st CTy. By30B, 00y4. ITO CIIel.
"be3onacHocTs xu3HeAesTensHocTH" / B.B.
I'aguep. - Pocros w//] : ®enukc, 2010. - 324
c. - ("Beicmiee obpazoBanue"). - bubamorp.:
c. 291-297 2500 >k3.

Ox3eMIuIsIphL: Beero:S - (0.(3), u3.2(2).
CepreeBa, Upuna BacunneBHa.
Obecmnedenne kadecTBa JaHHBIX. OTIOPHBII
KOHCIIEKT JICKLIUH : yue0. mocodue Juisi CTy 1.
Harp. 6akanaspuata "MHdopmaruka u
BBIYMCIIMTENbHAS TEXHUKA",
"NHdopMannoHHbIe CHCTEMBI U
texunonorun" / U. B. Cepreesa ; MUUT.
Kag. "ABroMaTH3npoOBaHHBIE CUCTEMBI
ynpasierus". - M. : MI'YIIC(MUUT),
2013. - 77 c. : un. - bubmmorp.: c. 76 100
9K3.

Ox3eMIIisiphl: Beero:S - (0.(3), u13.2(2).

16 PA3JEJL 7 1. Homenkmnarypa nen. @opMupoBaHue e 11
XpaHeHue TOKyMEHTOB, UX Odopmienne aen 2. CocTaBieHHE OMUCEH,
00paboTKa U cava B apXuB. ncra-3aBeputens. [lepenaya aen B apxus.
17 PA3JIEJT 7 Homenknarypa nen. @opMupoBaHue Jei. 12
XpaHeHne JOKyMEHTOB, UX Odopmienue aen
00paboTKa U crava B apXuB.
Tema 1: 1. HomeHknatypa nen.
DopMUpOBaHUE JEI.
Odopmienne nemn 2.
CocraBieHHUe OMKCEH, TUCTa-
3aBeputens. [lepenaya agen B
apXMB.
18 PA3JIEJT 7 IIpopaboTka yyeOHOTO MaTepuaa mno 23

XpaHeHue T0KyMEHTOB, UX
00paboTKa U caava B apXuB.
Tema 1: 1. Homenknarypa nen.

KOHCIIEKTY JIEKLIMH, y4eOHOI 1 Hay4HOMH
nureparype. [loaroroska J0KkinanoB K
CEeMHMHAPCKUM 3aHATHsIM. CaMOCTOATENIBHOE




dopmupoBaHue Jel.
Odopmienue e 2.
CocraBiicHUE OIKUCEH, JTUCTa-
3aBeputens. [lepenaya nen B
apXuB.

OCBOCHHEC TEMBI, U3YUCHUE JINTEPATYPHI U3

brikoB, Muxaun FOpbeBuu.
locynapcrBenHas ciryx0a B Poccun : yue0.
mocobwue ais cryn. cren. "Couuomnorus”,
"T"ocynapcTBEHHOE U MyHHLIUIAIBHOE
ynpasnenue" no kypcy "['ocynapcTBeHHas
ciryx0a n kaaposast nonmutaka". 4.4 / MLIO.
Brikos ; MUUT. Kad. "Tlcuxomorus,
COITHOJIOTHSI, TOCYJapCTBEHHOE 1
MyHHIUTIATBHOE yrpaBienne". - M. :
MWUT, 2010. - 108 c. - bubmmorp.: c. 106
100 3k3.

Ox3eMIsIphL: Beero:6 - (6.(3), uz.1(2),
39(1).

HanwioBa , Enena AnexcanapoBHa.
VYnpasneHne nepcoHaioM : yued. mocobue
st crya. cnen. "Conuonorus” u
"T'ocynapcTBEHHOE U MYHHULIMIIATBHOE
ynpasienune". U.1 / E. A. Jlanmmosa ;
MUUT. Kag. "TIcuxonorns, COIHOIOTHSA,
TOCYAapCTBEHHOE ¥ MyHHIIUIIAIBHOE
ynpasinenue". - M. : MUUT, 2013. -44 c. :
wi. - bubnwmorp.: c. 42

OKk3eMIUIIphL: Beero:S - (0.(3), uz.1(2).
I'aduep, Bacunuit Buktoposuu.
WNudopmanmonHas 6e30macHoCTsb : yueo.
rocoOue st CTy. By30B, 00y4. ITO CIIel.
"be3onacHocTs xu3HeAesTensHocTH" / B.B.
I'aguep. - Pocros v//] : ®enukc, 2010. - 324
c. - ("Beicmiee obpazoBanue"). - bubamorp.:
c. 291-297 2500 >k3.

Ox3eMIuIsIphL: Beero:S - (0.(3), u3.2(2).
CepreeBa, Upuna BacunneBHa.
Obecmnedenne kadecTBa JaHHBIX. OTIOPHBII
KOHCIIEKT JICKLIUH : yue0. mocodue Juisi CTy .
Harp. 6akanaspuata "MHdopmaruka u
BBIYMCIIMTENbHAS TEXHUKA",
"NHdopMannoHHbIe CHCTEMBI U
texunonorun" / U. B. Cepreesa ; MUUT.
Kag. "ABroMaTH3npoOBaHHBIE CUCTEMBI
ynpasierus". - M. : MI'YIIC(MUUT),
2013. - 77 c. : mn. - bubmumorp.: c. 76 100
9K3.

Ox3eMIisiphl: Beero:S - (0.(3), us3.2(2).

19 PA3IEJL 7 Homenknarypa nen. @opMupoBaHHe JIe. 12
XpaHeHue JOKyMEHTOB, UX Odopmienue aen
00paboTKa U cava B apXuB.
Tema 1: 1. Homenknarypa nen.
®dopmupoBaHUe Jell.
Odopmiienue nen 2.
CocraBieHue onucei, aucra-
3aBeputerst. [lepenaya nen B
apXUB.
20 PA3JEJL 7 [IpopaboTka yueOHOTO MaTepHaa mo 23

XpaHeHHUe TOKyMEHTOB, UX
00paboTKa U craya B apXuB.

Tewma 1: 1. Homenknarypa memn.

dopmupoBaHue Jel.
Odopmienue nein 2.
CocraBiicHUE OIKUCEH, TUCTa-
3aBeputens. [lepenaya nen B

KOHCIIEKTY JICKINH, y4eOHOW 1 HaydIHON
nurepatype. [loaroropka goknamgoB k
CEMUHAPCKHUM 3aHATHSIM. CaMOCTOSATEIBHOE
OCBOEHHE TEMBI, U3yUEHHE JTUTEPATYPhI U3

Bbrikos, Muxaun FOpbeBuy.
l'ocypnapcrBenHas ciryx0a B Poccun : yue0.




apXUB.

mocobue ays cryn. crern. "Couumomnorus”,
"T"ocymapcTBEHHOE U MYHHUIIMIIATBHOE
ynpasnenue" 1o kypcy "l'ocynapcTBeHHas
ciyx0a u kaaposas noiutuka”. U.4 / MLIO.
Brikos ; MUUT. Kad. "Tlcuxonorus,
COIMOJIOTHSI, TOCYJapCTBEHHOE U
MyHHIUNAIbHOE yIpaBieHue". - M. :
MWUT, 2010. - 108 c. - bubmmorp.: c. 106
100 k3.

Ox3eMIIIpHL: Beero:6 - 10.(3), uz.1(2),
39(1).

Hannnosa , Enena AnexcanapoBHa.
VYpaBiieHre epcoHaloM : yued. mocobue
st ctya. crerl. "Coruonorus” u
"T"ocymapcTBEHHOE U MYHHUIIMIIATBHOE
ynpasnenue”. U.1 / E. A. Jlanumnosa ;
MUUT. Kad. "Tlcuxonorus, COIUOIOTHS,
TOCYAapCTBEHHOE ¥ MyHHIIUTIAJIBHOE
ympasinenue". - M. : MUNT, 2013. - 44 c. :
wi. - bubnwmorp.: c. 42

Ox3eMIIspsL: Beero:S - ¢6.(3), uz.1(2).
l'aduep, Bacunuit Bukropouu.
Wnudopmanmonnas 6€300acHOCTS : yue0.
mocobue A7 CTyI. By30B, 00yd. 10 CITel.
"BezonacHocTb xu3HenestensHocT" / B.B.
I'aguep. - Pocros v//] : ®enukc, 2010. - 324
c. - ("Bsiciiee obpasosanue"). - bubnmorp.:
c. 291-297 2500 >k3.

OK3eMILIIpEL: Beero:S - (0.(3), u3.2(2).
CepreeBa, puna BacunbeBHa.
Obecnieuenne kauecTBa JaHHBIX. OTMOPHBII
KOHCIIEKT JISKLIUH : yue0. mocodue [uis cTy .
Hanp. OakanaBpuara "Mupopmarrka u
BBIYMCIUTEIbHAS TEXHUKA",
"NudpopManmoHHBIE CHCTEMBI 1
texuonorun" / U. B. Cepreesa ; MUUT.
Kag. "ABroMaTH3upOBaHHbIE CUCTEMBI
ynpasnenus". - M. : MI'VIIC(MUUT),
2013. - 77 c. : un. - bubnumorp.: c. 76 100
9K3.

OKk3eMIuIsiphl: Beero:S - (0.(3), uz.2(2).

BCEI'O:

261




7. IEPEYEHb OCHOBHOA U IONIOJIHUTEIbHOM JIUTEPATYPB,
HEOBXOJINMOIi 1JI51 OCBOEHUS JUCIATIIAHBI (MOY.JIST)

7.1. OcHoBHasi JIuTEpaTypa
HUcnonb3yercs
Ne HanMeHoBaHHe Astop (b1) log u MecTo m3maHus TP U3yYICHUH
n/m Mecrto nocryma pa3zenos, HoMepa
CTpaHUI]
1 | T'ocymapcTBeHHas cayx0a B brikoB, Muxann M. : MUUIT, 2010 Bce paszensl
Poccun IOpreBnu. HTb MUUTa
2 | UupopmarronHas laduep, Bacummit PoctoB H/]] : ®enukc, Bce paszensl
6e3011acHOCTh Buxrtoposuu 2010
HTb MUUTa
3 | Jlenmompou3BoaACTBO Bbacakos M.1. ®enuke, 2011 Bce pasjenst
HTBE MUUTa
4 | JlokyMeHTHUpOBaHHE Pa3znopoxnsliit A A. Wndpa-M, 2011 Bce paznensr
YIPaBIEHYECKOH eATEIbHOCTH HTb MUHTa
5 | JlokymMeHTHpOBaHKE Kprinosa 1.1O. Busnec-IIpecca, 2009 Bce pasenst
YIPaBIEHYECKOH eATeIbHOCTH HTb MUHTa
6 | Jlemompou3BoacTBO B opranax | Axcenos KO.M., Owmera-JI, 2009 Bce paspensl
BJIACTH U MECTHOTO Kupcanosa M.B., Kobyk | HTb MUHTa
CaMOYIIPaBJICHHUs C.IL
7 | Bce Buapl nenoBoi Tennuukas T.1O. ®enuke, 2009 Bce paznenbt
KoppecnonaeHuuu. [Ipasuna HTBb MUUTa
COCTaBJICHHUS B OOPMIICHHS.
8 | CoBpemenHoe Kupcanosa M.B. Wndpa-M, 2009 Bce paszensl
JIETOIPOU3BOJACTBO HTb MU1UTa
9 | JIOKyMEHTBI JIeI0BOTO Poroxun M.IO. Ansda-Tlpecc, 2008 Bce paszensi
oO01IeHNs HTB MH1UTa
7.2. lonoJiHUTEIbHAS JIUTEPATypa
Ucnone3yercs
Ne HanMeHOBame Astop (b1) I'ox m mecTo u3nanus NIPY U3yYCHUU
n/m Mecto nocryma pas3zenos, HoMepa
CTpaHUI]
10 | ®enepanbHblii 3aK0H OT 1 HIOTIS 2005 Bce paznernsi
2005 1. Ne 53-@3 «O HTb MUUTa
TOCYZapCTBEHHOM SI3bIKE
Poccuiickoit @enepannm.
11 | denepanbHblii 3aK0H OT 27 2006 Bce paszensl
utoist 2006 1. Ne 152-@3 "O HTb MUNTa
MePCOHATIBHBIX TAHHBIX .
12 | denepanbHbIii 3aK0H OT 2 Mast 2006 Bce paszens
2006 r. N 59-®3 «O nopsiake HTb MUHUTa
paccMoTpeHust 0OpaieHuA
rpaxxaan Poccuiickoit
Denepanumny.
13 | denepanbHbIii 3aK0H OT 22 2004 Bce pazneinst
okT0ps 2004 . Ne 125-D3 "O6 HTb MUHUTa
apXxuBHOM Jene B Poccuiickoit
QDeneparn’.
14 | JoxymeHTHpOBaHHE Kproxosa H.IT. HNH®PA --M., 2010 Bce paszens
YIIPaBJIEHYECKON HTb MHUUTa
JeSITETTPHOCTH.
15 | ITocranosnenue ['occrangapra 2003 Bce paszensl
P® ot 03.03.2003 Ne.2003 Ne HTb MUUTa

65-cT.,I"ocy napcTBeHHBIi
crarnapt PO I'OCT P.6.30-
2003 YuupuurpoBaHHbIE

CUCTCMbI JOKYMCHTAIIUU




8. MIEPEYEHb PECYPCOB MTH®OPMAIIMOHHO-TEJEKOMMYHUKAIITMOHHOM
CETH "UHTEPHET", HEOBXOJUMBIE JJI51 OCBOEHUA JTUCIHUIIJIMHBI
MOAYJIA)

1. Pecypcel cienuanu3upoBaHHOW JTUTEPATYPHI MO MCUXOJIOTUH
http://www.humanities.edu.ru/

2. Hayuno-texunueckast oubiamoreka MUUT: library.miit.ru

Y4eOHO-MeTOANYEeCKHE U3JaHUS B DJICKTPOHHOM BHJIE

®denepanbhbii nopran «Poccuiickoe oopazoBanue» (http://www.edu.ru/)

DenepanpHoe Xxpanwniie «EquHas Koeknust HuppoBeIX 00pa30BaTEIbHBIX PECYPCOBY»
(http://school-collection.edu.ru/)

DnexTpoHHas Oubnmoreka yueOHUKOB, www.studentam.net,

3. [Touckossie cucremsl: Yandex, Google, Mail.

9. IEPEYEHh MHOOPMAIIMOHHBIX TEXHOJIOT Wi, TPOTPAMMHOTO
OBECHEYEHUSI U ”THOOPMALIMOHHBIX CIIPABOYHBIX CUCTEM,
UCNOJIB3YEMBIX ITPU OCYIIECTBJEHUU OBPA30BATEJILHOI'O ITPOLIECCA
MO JUCHUILIMHE (MOJ1YJIIO)

Jly1st TpoBeIeHus JICKITMOHHBIX 3aHATHH HEOOXOAMMa CIIeIHaTH3UPOBaHHAS JICKITHOHHAS
ayJIUTOpHs C MyJIbTHUMEINA aNnapaTypoil U HMHTEPAKTUBHON JOCKOM.

Jlyist TpoBeIeHUsT IPAKTHYSCKUX 3aHATHI HEOOXOMMBI KOMITBIOTEPHI ¢ pab0YMMH MECTaMH B
KOMIBIOTEPHOM KJiacce. KoMIbroTephl JOMKHBI OBITh 00eCTIeueHbl CTAaHAAPTHBIMU
JUICH3UOHHBIMU IPOTPAMMHBIMU TIPOAYKTAMH U 0053aT€IILHO MMPOTPAMMHBIM IPOJTYKTOM
Microsoft Office ne mmke Microsoft Office 2007 (2013).

10. ONUCAHUE MATEPHAJILHO TEXHUYECKOM BA3bI, HEOBXOIUMOI JUIA
OCYUIECTBJEHMS OBPA3OBATEJILHOI'O MPOIIECCA IO JIMCHUTIJIMHE
(MOJTY.JTIO)

Jiist poBeieHust ay IMTOPHBIX 3aHATHI U CAMOCTOSITENFHON pabOThI TpeOyeTCs:

1. PaGouee mecTo mpernoiaBaTens C IePCOHAIBHBIM KOMITBIOTEPOM, NOJKIFOUEHHBIM K CETAM
INTERNET.

2. Cnenuanu3upoBaHHas JIEKIIMOHHAS Ay JUTOPUS C MyJIbTUMEIMA aNapaTypon u
WHTEPaKTUBHOU TOCKOM.

3. KoMmbroTepHBbIi K1ace ¢ KOHIUIMOHEpoM. Paboune MecTa cTyIeHTOB B KOMITBIOTEPHOM
kiacce, moakmouéuanie K ceTssM INTERNET.

4. Jlns npoBeieH!s! MPaKTUUECKUX 3aHATHIH: KOMIIBIOTEPHBIN KJIacC; KOHIUIIMOHED;
KOMIIBIOTEPHI C MUHUMaJIbHBIMU TpeOoBaHusiMu — Pentium 4, O3Y 4 I'b, HDD 100 I'b, USB 2.0.

11. METOATUYECKHUE YKA3AHUS /151 OBYUAIOIMXCSI 10 OCBOEHUIO
JUCHUILIMHBI (MOLY.JIS)

OOyuaromumcsi He00X0AUMO MTOMHUTB, YTO KaU4€CTBO MOJIYYEHHOTO 00pa30BaHMsI 3aBUCHUT OT
aKTHBHOM POJIM caMOro o0yJaroierocs B yueOHoM mporiecce. OO0ydarommiics T0KEeH ObITh
HAIleJICH Ha MAKCUMAJIBHOE YCBOEHHUE YUeOHOTO MaTepHualia, Tocje 3aHATHI U BO BpeMs
CHEIMAIbHO OPraHU3yEMBbIX KOHCYJIbTAIMIA OH MOKET 3a/1aTh MPEIo1aBaTeio0 HHTEPECYOIINe
€ro BOIIPOCHI.

Jlex1IMOHHBIE 3aHATHS COCTABIISIOT OCHOBY TEOPETHYECKOT0 00yUEHHUS U AAI0T
CHUCTEMAaTU3UPOBAHHBIC OCHOBBI 3HAHUH IO TUCHUILINHE, PACKPBIBAIOT COCTOSIHUE U
MEPCIIEKTUBBI PA3BUTHUS COOTBETCTBYIOIIEH 001acTH HAyKH, KOHIIEHTPUPYIOT BHUMAaHKE
00ydJarImuxcs Ha HanOoJjee MPOOIEMHBIX BOITPOCAX TEMBI, CTUMYJIUPYIOT TTO3HABATEIILHY IO
JESITEIbHOCTD CTYICHTOB M CIIOCOOCTBYIOT Pa3BUTHIO HX TBOPYECKOTO MBIIILICHUSI.



['maBHast 3aa9a JIGKIIMOHHOTO Kypca — c(hOPMHUPOBATH y 00YUAIOIIMXCS] CHCTEMHOE
npejcTaBiIeHne 00 U3y4aeMoM IMpeaMeTe, 00ecrednTh YCBOCHHE OyAyIIUMU CTIEUATUCTaMU
OCHOBOIIOJIATaoIEero yueOHoro MaTepuana, MpUHIMIIOB U 3aKOHOMEPHOCTEN pa3BUTHUS
COOTBETCTBYIOIIEH HayuyHO-IIPAKTUYECKON 00J1aCTH, a TAaKXKe METOJJOB IPUMEHEHHS MTOJTYyYEHHBIX
3HaHUM, YMEHHUU U HABBIKOB.

OcHoBHbIE (DYHKIINU JICKLUIL:

* I03HaBaTEIbHO-00yYaroLIas;

* pa3BUBAIOIIAS;

* OPUEHTHUPYIOLLe-HaNpaBJISIOLIas;

* aKTUBU3UPYIOLIAs;

* BOCIIUTATEJIbHAS;

* OpraHusylouas;

* UH(opMaLOHHASI.

BrlnosnHeHne NpaKTUYECKUX 3alaHUi CIIyKUT BaKHBIM CBA3YIOILUM 3BEHOM MEXY
TEOPETUUYECKIM OCBOCHHEM JAHHOW JUCLMILIMHBI U IPUMEHEHUEM €€ MOJI0KEHUH Ha IIPAKTHKE.
OHM cr1ocOOCTBYIOT Pa3BUTHIO CAMOCTOATENBHOCTH O0yUaroImuxcs, 6ojiee akTHBHOMY
OCBOEHHIO y4eOHOr0 MaTepHala, sIBJISIOTCS BaKHOM MPeAnoChUIKONH (OpMUPOBAHUS
npo¢eCCHOHATIBHBIX Ka4eCcTB OyIyIHX CIICIUATUCTOB.

[TpoBeneHne NpakTUYECKUX 3aHITHI HE CBOJIUTCS TOJIBKO K OPraHUYECKOMY JOTIOJIHEHUIO
JIEKIIMOHHBIX KypPCOB U CAaMOCTOSATENILHON paboThl oOyuatomuxcs. X BMecTe ¢ TeM creayet
paccMmaTpuBaTh KaK BaKHOE CPEACTBO IPOBEPKU YCBOEHUSI 00YUYaIOIIUMUCS T€X WM UHBIX
MOJIOKEHUH, 1TaBaeMbIX Ha JICKIIUH, a TAK)KE PEKOMEHIyeMOM I N3yUeHHs JTUTEPATYPhl; KaK
¢dbopMa TeKyIIero KOHTPOJI 3a OTHOLIEHHEM 00yJaroluxcs K yuede, 3a ypoBHEM UX 3HAHUH, a
CJIEIOBATENIbHO, U KaK OJVH U3 BaKHBIX KaHAJIOB JUIsl CBOEBPEMEHHOIO MTOATATMBAHUS
OTCTAIOIINX 00YYaOIIUXC.

ITpu moAroToBKe crieuanicTa BaXXHbl HE TOJIBKO CEPhE3HAsl TEOPETHUUECKAsI TIOATOTOBKA, 3HAHNE
OCHOB IICUXOJIOTMH KaK HayKH, HO U YMEHHE OPUEHTUPOBATHCS B Pa3HOOOPA3HBIX MPAKTUUECKUX
CUTYyaIMsIX, €XKEIHEBHO BO3HUKAIOIUX B €r0 JIeATEIbHOCTH. DTOMY CIIOCOOCTBYET hopma
00y4eHHUs B BUJIE IPAKTUYECKUX 3aHATUH. 3a/1auul IPAKTUYECKUX 3aHITUN: 3aKpeTJICHUE U
yriay0OJieHre 3HaHUi, MOJYyUYeHHBIX Ha JEKIHIX U MPUOOPETEHHBIX B IIPOLIECCE CAMOCTOSATEIbHON
paboThI ¢ yueOHOU THTepaTypoid, GOPMUPOBAHUE Y OOYUAIOIIIMXCS YMEHUN U HABBIKOB PabOTHI C
UCXOJIHBIMU JIaHHBIMH, HAyYHOU JINTEPATYpOH U CHIELMATIbHBIMU JOKYMeHTaMu. [IpakTuueckomy
3aHSTHIO JTOJIKHO MPEIIECTBOBATh 03HAKOMIJIEHHE C JIEKIIEH Ha COOTBETCTBYIOIIYIO TEMY U
JIUTEPATypo, yKa3aHHOH B IJIAaHE 3TUX 3aHATHIA.

CamocrosiTenpHas paboTa MOXKET OBITh YCIIEUTHOHN NMPH ONPEAETICHHBIX YCIOBUAX, KOTOPbIE
HEo0X01MMO oprann3oBaTh. Ee mpaBuIbHAs OpraHu3aius, BKJIIOYAKoIas TEXHOJIOIMH 0TOopa
LeJIel, CoJIepyKaHusl, KOHCTPYUPOBAaHMS 3a/1aHUH U OPTaHU3ALMI0 KOHTPOJIS, CHCTEMaTUYHOCTh
CaMOCTOSTENIbHBIX YUeOHBIX 3aHATHH, 1Iesleco00pa3Hoe MIIaHUPOBaHNE pab0vyero BpeMeH!
M03BOJIIET IPUBUTH CTY/IEHTAM YMEHUS U HaBBIKHU B OBJIa/ICHNUHU, U3yUYE€HUH, YCBOCHUH U
cucTeMaTH3aluy IpuoOpeTaeMbIX 3HaHUI B Iporiecce 00yueHUs, IPUBUTh HABBIKHU MOBBILICHUS
npo¢eCCHOHATBLHOTO YPOBHS B T€UCHHE BCEH TPYAOBOU JESITEIHHOCTH.

Kaxomy cTyieHTy clieZlyeT COCTaBIATh €XKEeHEEeIbHbIN U CEeMECTPOBBIH IIaHbI paboThI, a
TaKKe TUIaH Ha KaX/blil pabounii 1eHp. C Bedyepa Bcerja Hajlo pacipeneisaTb padoTy Ha 3aBTpa.
B koHI1Ie Kax/10ro JHS 11e1ec000pa3Ho MOABOAUTE UTOT pabOTHI: TIIATEILHO IPOBEPUTH, BCE JIN
BBITNIOJIHEHO 110 HAMEUEHHOMY IIJIaHy, HE ObLIO JIM KaKUX-IH0O0 OTCTYIUIEHUH, a €clii ObUIH, TIO
KaKol npuuuHe 310 npou3ouuio. Hy>KHO ocyIecTBIATE CAMOKOHTPOJIb, KOTOPBIN sBIsSETCA
HEOOXOJUMBIM YCIIOBUEM YCIIEIIHON yUeOBbl.

Komnerennuu olGyuatorerocsi, opMupyembie B pe3ybTaTe OCBOCHHUS yUeOHOM TUCIUIUIMHBL,
paccMOTpEHBI Yepe3 COOTBETCTBYIOIINE 3HAHUS, YMEHUSI U BIaAeHUd. 11 IpOBEPKU YPOBHS
OCBOCHMS JUCLUIUIMHBI IPEJIaraloTcsi BOMPOCH] K 3a4eTy U TECTOBbIE MaTE€pHaJIbl, I1€ KaXIbli
BapHaHT COJEPKUT 3aJlaHusl, pa3padOTaHHbIE B PAMKAX OCHOBHBIX TEM YUYEOHON AUCLHUIUIMHBI U
BKJIIOYAIOIIME€ TEPMUHOJIOTHUECKUE 3a/1aHUsL.



@DOH/T OIICHOYHBIX CPEJICTB SIBIISIETCS] COCTABHOM YacThIO0 y4eOHO-METOIUIECKOTO 00eceueHus
IpOIEeTyphl OLIEHKH KaueCcTBAa OCBOCHHUS 00pa30BaTeIbHON MPOrpaMMBbl U 00ecTiedrBaeT
HOBBIIIEHHE KayecTBa 00pa30BaTEIbHOTO MPOLECCa U BXOJUT, KaK IPUII0KEHUE, B COCTAB
paboueil mporpaMMbl AUCIUTITUHBI.

OcHOBHbBIE METOUYECKHE YKa3aHUsI sl 00yUaroIMXCsl 0 JUCIUIUIMHE YKa3aHbl B pa3zele
OCHOBHAsl U JIONIOJIHUTEIIbHAS JIUTEpaTypa.



