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9. Llenn u 3apayum y4e6HON ANCUUNINUHDBI

Llenbio ocBoeHMs1 y4eBHOWM AUCUMNNUHBI SIBRSIETCS: pOpMUMpPOBaHME Y OOyYalowmnXcsl NpaKkTU4eCcKUx
HaBbIKOB IOKYMEHTMPOBaHNSI HA OCHOBE COBPEMEHHbIX TPeboBaHUIN, NpeabsBNsSeMbIX K COCTaBIEHUIO U
0hOPMIIEHNIO JOKYMEHTOB OpraHoB Ny6rMyHOM BNacTu 1 ynpaeneHus;

3agayn gUCLUMNnHbI:
— 3HaTb NOHSATUE, LENW, 3a4a4M NPUHLMMNBI ENONPON3BOACTBA, OCHOBHbIE MOHATUS OKYMEHTALMOHHOIO

obecneveHus ynpaBneHus;

- UMeTb NpeacTaBrieHne 0 cUcCTeMax AOKYyMEHTaLMOHHOro obecrneyeHust ynpaBneHuns;
— 3HaTb knaccudmkaumio JOKYMEHTOB U UX BUAb;
— 3HaTb TPeBGOBaHMSA K COCTABMNEHNIO U OPOPMIIEHUNIO LOKYMEHTOB;

- umeTb npeacTaBneHne o6 opraHusaumMm OOKymMeHToobopoTa: npueme, obpaboTke, perncrpaumm,
KOHTpOsie, XpaHEeHUN JOKYMEHTOB, HOMEHKNaType Aen;

- yMeTb 0OopMnATb OOKYMEHTauul B COOTBETCTBUW C HOpMaTMBHOW 6a3oi, B T.4. WUCMOSb3ys
NHEOPMALIMOHHBIE TEXHOMOMNMK;

— YMEeTb OCYLWECTBNATb XpaHeHne U NONUCK AOKYMEHTOB.

10. MecTo y4ye6HOM gucuMnnunHbl B cTpykType OOI:

OucumnnuHa oTHocuTcs K 6rnoky B1 yyeGHoro nnaHa, BKNOYeHa B €ero BapuaTyMBHYIO 4YacTb M SABNSETCS
obga3aTenbHoN.

11. MnaHupyemble pe3ynbTaTbl O0y4eHUA MO AUCLMNIUHE/MOAYNIO (3HAHUSA, YMeHUA,
HaBblKW), COOTHECEHHbIe C NNIaHUPYyeMbIMU pe3yfibTaTaMuM OCBOEHUS o6pa3oBaTeribHOM
nporpaMmmbl (KOMNeTEHLUAMU) U UHAUKATOPAMU UX [OCTUKEHURA:

Kog HasBaHue Koa(bl) UHamnkaTtop(bl) MnaHnpyemble pesynbTaTtbl 00y4eHus
KOMMeTeHL MK
MK-1 cnocobeH MK-1.1 | MK-1.1. MpeseHTtyet 3HaTb: npaBwWna M HOPMbl:  PYCCKOrO
OCYLLeCTBNATb MK-1.2 | paHHble, cocTaBnseT nuTepaTypHOro fA3blka, 4eN0BOro aTuKeTa u
aHanuTuky CMU, MK-1.3 | aHanuTn4yeckme 3PEKTUBHON  KOMMYHUKALUKW,  OCHOBbI
noaroToBKy, OOKYMEHTHI B aHanuTM4ecKkomn paboTbl, cneundmky
CTPYKTYpupOBaHue COOTBETCTBUM C KOMMYHMKaUUM B  pPasHOW  KynbTypHOW
W pefakTupoBaHue TpeboBaHNsMM 4ENOBON cpege, OCHOBHbIe NpuHUMNbl pabotsl CMA
NMHPOPMALIMOHHBIX KynbTypbl 1 " anroputm npouecca NPUHATKA
" 0COBGEHHOCTAMMW KaHarnoB | MONUTUYECKMX PELLEHNA.
WHOopMaLMOHHO- npogeccuoHansHon YmMeTb: onpegenaTtb LUEHHOCTb cbopa,
aHanuUTU4eCcKmx KOMMYHUKaLUN B aHanu3a u  obpaboTkm  cobpaHHoWn
TEeKCTOB Ans npovuecce nNpuHATHSA aHanuTM4ecKkomn WUHopmaLnu;
nocnegyoLero NOMUTUYECKUX PeLUEHNN. aHanuampoBaTb MHOroobpasve cobpaHHbIX
MCNONb30BaHUSA B MK-1.2. NMpoBogut OaHHbIX U NPUBOANTL UX K onpeaeneHHoMy
npouecce MOHUTOpUHr CMW, pesynbtaty ana OOOCHOBaHUA MpoekTa
NPUHATUSA roTOBUT aHanuUTU4eckme NPUHATUSA NONUTUYECKOTO peLueHun;
NONUTUYECKUX OTYeThI, 3aMUCKK 1 Apyrve | OCyLecTBNATb noaroToBKY,
peLueHun AOKYMEHTbI. CTPYKTYpMpOBaHue U1  pepakTMpoBaHue
MK-1.3. MNpepoctaBsnser aHannTNU4eCcKnx maTtepmanos.
OTYETHOCTb MO Bnagetb: HaBblkamMu  CTaATUCTMYECKOrO,
pesynbTatam NpoBefeHNs | CpaBHUTENBHOIO aHanusa ans
WHOPMaLIMOHHO- onpegeneHns mecta npodeccuoHanbHown
aHanuTM4eckon paboTbl U | MPUOPUTETHON AeAaTenbHOCTH B
paspabaTtbiBaeT nonutnyeckon napagurme J1MNP; HaBbikamu
pekomeHaauuun ana JMP. COCTaBNEHUs aHanNUTUYECKUX TEKCTOB.
MK-4 | CnocobeH MK-4.1 | MNK-4.1 CnocobeH 3HaTb: TEeHAEHUMN pas3BUTUS TeppUTOpUM 1
yyacTBoBaTb B | lK-4.2 | onpenendTb BO3MOXHOCTU | MeXaHU3Mbl  paspelleHnss  couunanbHO-
npoueccax, W OrpaHnyeHns pasBuTus, | NONUTUYECKMX NpobnemM
HamnpaBreHHbIX Ha BbISIBNATb COLManbHO- YMeTb: onpeaensitb BO3MOXHOCTU U
passutue nonuTu4eckue Npobnemsl | orpaHUYEeHus pasBUTUS, BbISBNATL
TeppuTopun " TeppuTopUanbHbIX coumanbHo-nonuTMyeckne npobnemei
paspeLleHue coobuiecTs TeppuTOpUanbHbIX COODLLECTB
couunarnbHo- MK-4.2 CnocobeH Bnagetb: HaBblkamMy pa3paboTkm
NOANTUYECKNX paspabaTtbiBaTb npegnoXeHnn n pekomeHgaumm no
npobnem npeanoXxeHns u




TeppuTopuanbHbIX
cooOuecTB

pekomMeHAaumm no
pasBUTUIO TEPPUTOPUM U
peLueHuto npobnem
TepuTopmuanbHbIX
coobLecTB

PasBUTUIO TEPPUTOPUN U PELLEHNIO
npo6nem TeppuTopuanbHbIX COOBLLECTB,

12. O6BbeM AUCLMNNKUHBLI B 3a4eTHbIX eguHuuax/yac. — 2/72.

dopma NpomMeXyTOYHOM aTTecTaumm 3advet

13. TpyaoemkocTb No BuAam y4ebHou paboTbl

TpyooeMKocTb
Bug yyebHown paboTsl Bcero o cemecTtpam
Ne 6 Ne ...

AyanTOpHbIE 3aHATUNA 54

nekumnun 18 18

npaxkTn4eckmne 36 36
B TOM 4ucne: nabopaTtopHble

rpynnoBble

KOHCYIbTaLmm
CamocToatensHasa paboTta 18 18
B TOM ymucne: kypcoBas paborta (NpoekT)
VHomBmayanbHble KOHCYNbTaumm
dopma NpomeXyTOYHOM aTTecTauum 3aver 3aver
(3k3ameH — 4ac.)

Utoro: 72 72

13.1. CopepxaHue ANCLUNIINHBI

Peanusauuns
pasgena
Ne n/n Haumerosarive pazaena CopepxaHve pasgena gUCLMNINHbI AVCLMNNUHGI C
ONCUMNIUHBI NMOMOLLbIO
OHnamnH-kypca,
QYMK*
1. Nekuun
1.1 TeopeTuyeckne OCHOBbI [okymeHT n ero dyHKuun. [lokymeHTnposaHue n
[OKyMeHTaLNOHHOro AOKyMeHToobpa3oBaHue. YHudukaums un
obecneyeHus. cTaHgapTusaums ynpaBrieHYeCcKUX JOKYMEHTOB.
1.2 Cuctemsl YHudunumnpoBaHHble cucteMbl JOY. Obwepoccuiickme
OOKYMEHTaLNOHHOro KnaccudukaTopbl AOKYMeHTaumn. bnaHkv JOKyMeHTOB.
obecneyeHus ynpaeneHus. | TpeboBaHWa kK 0POPMIIEHNIO PEKBU3UTOB JOKYMEHTOB.
TpeboBaHus K CTPYKTYpe U popme TekcTa JOKYMEHTA.
1.3 OpraHunsaunoHHo- MpaBuna coctaBneHus n ogopMMeHUss OJOKYMEHTOB.
pacnopsiautenbHasa ao- OpraHusaunoHHo-pacnopsauTenbHaa OOKyMeHTauums:
KymMeHTauus npasuna coctaenexus. OpraHu3auma cnyxber JOY.
YnpaBnenve  pgokymeHtoobopotom.  OpraHusaums
AOKyMeHToobopoTa B opraHax BnacTu.
1.4 OdopMneHue AokyMeHTOB | TpeboBaHMs K OOPMIEHUIO PEKBU3UTOB 4OKYMEHTOB;
B COOTBETCTBUM CO OOwwe TpeboBaHMA K CO30aHNI0 OOKYMEHTOB; CxeMbl
CTaHAapTamu OpraHoB NOCTPOEHMS OKYMEHTOB; BnaHku JOKyMEHTOB.
rocyaapCTBeHHOW BNacTu
15 OpraHu3aumoHHble YctaB opraHusauumu; WTatHoe pacnucaHuve; lNpasuna
OOKYMEHTbI U UX BHYTPEHHEro pacrnopsgka B opraHn3aumm 1 nonoxeHue
Knaccudgukaums O CTPYKTYypHOM nogpasgeneHuu;  [JOomkHOCTHble
NHCTPYKLUNNK;
1.6 PacnopsaaunteneHble Knaccudpukauua pacnopsagutenbHblX — JOKYMEHTOB:
OOKYMEHTbI U UX NpuKasbl N pacnopsKeHUs.
Knaccudukaums
1.7 CnpaBoy4Ho- Knaccudmkaums CnpaBoOYHO- MHOPMALIMOHHBIX
WH(pOPMaLIMOHHbIE JOKYMEHTOB: aKT, MPOTOKOMN, crnyxebHas 3anucka,
OOKYMEHTbI crpaBka.
1.8 OpraHusaumsa paboTbl ¢ BHyTpeHHVEe U BHelwHue [oKyMeHTbl. OpraHusauus




OOKyMeHTaMu

paboTbl C BHELHWMU U BHYTPEHHUMU [OKYMEHTaMMW.
OpraHuzaumst paboTbl C BXOOALMMU M UCXOOALLMMM
JOoKyMeHTaMu. KOHTponb UCMOSTHEHUS! JOKYMEHTOB.

1.9 CuncTeMbl 3NEKTPOHHOTO N3yyeHne cuctembl 3neKTPOHHOro JoKyMeHToobopoTa:

OOoKyMeHToobopoTa BasoBble PyHKLMN paboTbl C JOKYMEHTaMu
2. NpakTuyeckue 3aHATUA

21 TeopeTunyeckne OCHOBBbI [okymeHT 1 ero cyHkuun. [IokymeHTUpoBaHue n
JOKYMEHTaLUWUOHHOro OoKymeHToobpasoBaHue. YHudukaumsa u
obecneyeHus. CTaHAapTu3aums ynpaBneHYeCcKMX JOKYMEHTOB.

2.2 Cuctemsbl YHucuumnpoBaHHble cuctembl OY. Obepoccuiickme
OOKYMEHTaLMOHHOTIO KnaccndukaTopbl AOKYMeHTaumun. brnaHku JOKyMeHTOB.
obecneyeHus ynpasneHus. | TpeboBaHus kK 0POPMIIEHNIO PEKBU3UTOB JOKYMEHTOB.

TpeboBaHus K CTPYKTYpe 1 bopMe TeKCTa JOKYMEHTA.

2.3 OpraHun3aumoHHo- [MpaBuna cocTtaBneHuss n oopmIIEHNs OOKYMEHTOB.
pacnopsaunTensHas go- OpraHu3aunoHHO-pacnopagnTenbHas AOKyMeHTaums:
KyMeHTaumna npasuna coctaeneHus. OpraHusauma cnyx6el JOVY.

YnpaBnenve  gokymeHtoobopotom.  OpraHusaums
AOKYMeHTOoOoBopoTa B opraHax BnacTu.

2.4 OdopmneHue gokymeHToB | TpeboBaHMsA K OPOPMMAEHNIO PEKBU3NTOB AOKYMEHTOB;
B COOTBETCTBMM CO O6wwe TpeboBaHMA K co3gaHno OOKYMEHTOB; Cxembl
CTaHOapTamu opraHosB NOCTPOEHMS JOKYMEHTOB; bnaHku AOoKyMeHTOB.
rocygapCTBEHHON BMacTu

25 OpraHun3aumnoHHble YcTtaB opraHusauuu; LWTaTtHoe pacnucaHue; NpaBuna
OOKYMEHTbI U UX BHYTPEHHEro pacrnopsigka B opraHn3aummn n nonoxeHue
knaccndukaums O CTPYKTYpHOM nogpasgeneHun;  [OormKHOCTHbIe

WHCTPYKUNNK;

25 PacnopsgutensHble Knaccudpmkaums pacnopsauTenbHbiX — OOKYMEHTOB:
OOKYMEHTBI U NX npvKasbl N pacnopsiKeHUs.

Knaccudgukaums

2.7 CnpaBo4Ho- Knaccudukaums crpaBo4HoO- NHOPMALMOHHbIX
NH(OPMALIMOHHbIE OOKYMEHTOB: aKT, MPOTOKON, crnyxebHas 3anucka,
OOKYMEHTbI cnpaska.

2.8 OpraHusaums paboTbl ¢ BHyTpeHHVMEe n BHewWwHue [oKymeHTbl. OpraHu3aums
OOKyMeHTamu paboTbl C BHELWHUMU W BHYTPEHHUMU OOKYMEHTaMMU.

OpraHusaums paboTbl C BXOAAWMMU U UCXOAALLMMU
OokyMeHTamn. KOHTponb MCNOMHEHNS JOKYMEHTOB.
2.9 CucTembl 3neKTPOHHOIo N3yueHne cuctembl 3MEKTPOHHOIO AOKYMEHTOOOOopO-

AoKkyMeHToobopoTa

Ta: 6a3oBble yHKUUK paboTbl C JOKYMEHTaMW

13.2. Tembl (pa3genbl) AUCLUUMNIUHBI U BUAbI 3aHATUN

Bugbl 3aHATUI (KONIM4ECTBO YacoB)

HanmeHoBaHue TeMbl

(pasgena) gucumnnuHel | Jlekumm Mpaktuyeckue | JlabopaTopHbie

CamocTosiTenbHas
paboTta

Bcero

TeopeTuyeckne OCHOBbI
OOKYMEHTaLMOHHOTIO
obecneyeHus.

Cuctemsl
OOKYMEHTaLMOHHOIo
obecneyeHuns
yrnpaBneHus.

OpraHu3aLmoHHO-
pacrnopaauTensHas ao-
KyMeHTauus

OdopmneHnmne
OOKYMEHTOB B
COOTBETCTBMU CO
CTaHgapTamu OpraHoB
rocygapcTtBeHHOM
BMNacTu

OpraHunsaumoHHble
OOKYMEHTbI U NX
Knaccudukaums




PacnopsigutenbHble

6 | OOKYMEHTbI N Nx 2 4 2 8
Knaccudukaums
CnpaBoy4Ho-

7 | nHpopmaLmOHHbIE 2 4 2 8
OOKYMEHTbI

8 OpraHunzauus paboThbl ¢ 5 4 5 8
OOKYMEeHTamMu

9 CucTembl 3neKTPOHHOIo 5 4 5 8
AoKkyMeHToobopoTa
WToro: 18 36 18 72

14. MeTogn4yeckne ykasaHus Ans o6y4aroLWwmxcs N0 0OCBOEHUIO AUCLUNIIUHDI:

KoHcnekT nekuum nyywe nogpasgensts Ha NyHKTbl, COBMoaas KpacHyo CTPoKy. OTomy B G0nblUoi cTeneHn GyayT
cnocobcTBOBaTL BOMPOCHI MNMaHa nekuuu, npeanoxeHHble npenogasatensam. CrnegyeTt obpallatb BHUMaHWe Ha
aKLEHTbI, BbIBOAbI, KOTOpble AenaeT eKTop, oTMeYasi Hamboree BaXHble MOMEHTbI B JIEKLMOHHOM MaTtepuare
3aMeYaHUsAMUN «BaXKHO», «XOPOLLO 3anOMHUTLY U T.M.

LlenecoobpasHo paspabotatb COOGCTBEHHYHD CUCTEMY COKpalleHwui, abbpesmatyp m cumBonoB. OpgHako npu
danbHewweln paboTe ¢ KOHCMEKTOM CUMBOJIbI flyylle 3aMeHUTb OObIYHBIMU CrioBaMuK Afst GbICTPOro 3pUTENbHOro
BOCMNPUATUA TEKCTA.

PaboTtas Hag KoHcnekToM nekunn, Bam Bceraa HeobxoamMmo Ncnonb3oBaTh HE TOMNbKO yqe6Hvu<, HO U Ty nnuTepartypy,
KOTOPYO OOMNOJIHUTENbHO peKoMeHOoBan nekTop. VimeHHO Takas cepbe3Has, KponoTnneasa pa60Ta C NeKuynoHHbIM
MaTtepumanom no3BonnT FJ'Iy60KO oBNageTb TeopeTU4eCKknM Mmatepumarnom.

Pa60Ty C UCTOYHMKaMM Hado Ha4dnHaTb C O3HAKOMUTEJIbHOIO 4YTeHuA, T.€. NMPOCMOTPETb TEKCT, BblAeNnAA €ero
CTPYKTYpPHble eaANHULbI. I'Ipm O3HaKOMUTEJIbHOM HYTEHUN 3aKnagkamMmun oTMedarTCAa Te CTpaHUubl, KOTOpble Tpe6y+0T
bGonee BHMMATENBLHOMO N3y4HeHNA.

B 3aBucumocTM OT pe3ynbTaToB O3HAKOMUTENBHOIO 4YTEHUS BbiOMpaeTcs fanbHenwnin crnocob paboTel C
ncTovHmkoMm. Ecnu ang paspelueHns NnocTaBneHHon 3agadn TpebyeTca nsyvyeHne HeKOTopbiX hparMeHToOB TEKCTA,
TO MCMONb3yeTcs MeTof BblOOPOYHOro YteHus. Ecnu B kHUre HeT nogpoOHOro ornaeneHusi, criegyeT obpaTuTb
BHMMaHME YYEeHUKa Ha NpeaMeTHbIe U UMEHHbIE yKasaTernu.

MNpy noaroToBKE K CEMWHAPCKMM 3aHATUSAM Lienecoobpas3Ho uMcnonb3oBaTb WMHMOPMALMOHHLIE PECYpChl,
pa3melleHHble B QYMK «[lokymMeHTaUMOHHOe obecneyeHne AesTENbHOCTU OpraHoB NyGrnMYHOM Bnactn u
ynpasneHus»: https://edu.vsu.ru/course/view.php?id=23426

15. lMepeyeHb OCHOBHOW W [ONOMHUTENLHOW §nUTepaTypbl, PECYpPCOB MWHTEPHET,
HeobXoAUMBIX AN OCBOEHUSI AUCLUMNIIUHbI

a) OCHOBHas nuTeparypa:

Ne n/n McToYHMK

MpuHbepr, A. C. [JokymeHTaumnoHHoe obecneyeHne ynpasneHus : y4ebHuk / A. C. MpuHbepr, H. H.
lopbaués, O. A. MyxameTwumHa. — Mockea : FKOHuTu-Oana, 2017. — 392 c. : Tabn., rpad., un., cxemsl —
Pexum goctyna: no nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=684757—
Bubnuorp.: c. 382-383. — ISBN 978-5-238-01770-9. — TEKCT : 3NIEKTPOHHbIN.

CeHueHko, IN. B. [lokymeHTaunoHHoe obecneyveHne ynpaBneH4Yecknx peLleHmni : yuebHoe nocodue /
M. B. CeHueHko, HO. IN. Exnakos, B. E. KnpueHko ; Tomckuii [ocygapCTBEHHbIN YHUBEPCUTET CUCTEM
2 ynpaBneHus n pagnoanektpoHukn (TYCYP). — Tomck : 3nb KoHTeHT, 2011. — 142 c. : Tabn., cxem. —
Pexum goctyna: no nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=208691 — ISBN
978-5-4332-0008-. — TeKCT : 9NeKTPOHHbIN.

0) gononHWTenbHasa nuTepaTtypa:

Ne n/n M CTOYHMK

lMpaBoBoe perynupoBaHue JocTyna K MHopmMaLmmn o AesTenbHOCTU OpraHoB My6nmMyYHON BNacTu :
npakTukym : [16+] / CeBepo-KaBkasckuin peepanbHbii yHUBepcuTeT. — CTtaBponors : CeBepo-

1 Kaskasckun ®egepaneHbii yHuBepcuteT (CKPY), 2017. — 98 c. — Pexxvm goctyna: no nognuvcke. —
URL: https://biblioclub.ru/index.php?page=book&id=563311 — Bubnuorp.B kKH. — TEKCT :
3NEKTPOHHBIN.

bacakos, M. WN. [JokymeHTaumoHHoe obecneyeHre ynpasneHus: (Jenonpon3soacTtso) : y4ebHuk / M.
2 W. BacakoB. — 2-e nsga., ucn. n gon. — PoctoB-Ha-[oHy : ®eHukc, 2013. — 352 c. : un. — (CpegHee
npodeccuoHansHoe obpasoBaHue). — Pexxum goctyna: no nognucke. — URL:



https://edu.vsu.ru/course/view.php?id=23426

https://biblioclub.ru/index.php?page=book&id=271490 — Bubnuorp. B kH. — ISBN 978-5-222-20053-7.
— TeKCT : 9NeKTPOHHbIN.

OpraHu3aums u TEXHONOTNSt JOKYMEHTALNOHHOTO 06ecneyeHns ynpaBneHus: aNeKTpoHHoe y4ebHoe
nocobue : yuebHoe nocobue : [16+] / cocT. C. E. MuwweHnH ; KemepoBckuin rocyaapCTBEHHbIN
yHuBepcuteT, IHCTUTYT MCTOPUKM, rOCYAapCTBEHHOTO YNpaBneHus 1 MexXayHapoaHbIX OTHOLLEHUA [U
ap.]. — KemepoBo : KemepoBckui rocygapctBeHHbIn yHuBepcuteT, 2017. — 478 c. — Pexxum goctyna:
no nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=481592 — bubnwuorp. B kH. — ISBN
978-5-8353-2149-0. — TeKCT : aNEKTPOHHbLIN.

ApacnaHoBa, B. A. [lokymeHTaLmoHHOe obecneveHne ynpaBneHus: y4ebHo-npakTnyeckoe nocobue B
cxemax, Tabnuuax, obpasuax : yuebHoe nocobue : [12+] / B. A. ApacnaHoBa. — 2-e nsga., gon. u

4 nepepab. — Mockea ; bepnuH : QupekT-Megua, 2020. — 266 c. : un., Tabn. — Pexxum gocTyna: no
nognucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394 — bubnuorp. B kH. — ISBN
978-5-4499-1454-5. — DOI 10.23681/578394. — TeKCT : 9NEeKTPOHHbIN.

KOauHa, J1. H. JokymeHTaumoHHOe obecneveHune ynpaBneH4Yeckon aeaTenbHOCT ;: y4ebHoe nocobue
/ J1. H. KOguHa. — HoBocubupck : HoBocubupckuin rocyaapcTBeHHbIM TeXHUYecknin yHnsepeuteT, 2011.
— 54 c. — Pexnm pgoctyna: no noanucke. — URL: ttps://biblioclub.ru/index.php?page=book&id=228777—
ISBN 978-5-7782-1740-9. — TeKCT : aNIEKTPOHHbIN.

B) MHOPMaLMOHHbIE 3NIEKTPOHHO-06pa3oBaTesibHble pecypchl (oduLmanbHble pecypcbl MHTEPHET)*:

Ne

/n Pecypc

1 HauwmoHanbHbI undgposon pecypc "PYKOHT". — URL: http://rucont.ru

2 YHuBepcuteTckas BubnuoTteka ONLINE: 3MNeKTPOHHO-BMbnmoTeyHas cuctema. - URL:
http://www.biblioclub.ru

3 OneKkTpoHHO-6nbnuoteyHasa cuctema "flanp". — URL: https://e.lanbook.com/

4 OneKTPOHHbIN kaTanor HayuHon 6ubnuotekn BIY. — URL: http//www.lib.vsu.ru

5 JYMK https://edu.vsu.ru/course/view.php?id=23426

6 OdmumanbHbii canT PeagepanbHOro apxmeHoro areHtcTea — URL: https://archives.gov.ru/

®epnepanbHbIn 3akoH "O6 apxmeBHOM gene B Poccuiickon ®egepaummn” ot 22.10.2004 N 125-®3 (nocnegHss
pegakums) — URL: http://www.consultant.ru/document/cons _doc LAW 1406/

®epnepanbHbIn 3akoH "O nopsgke paccMoTpeHus obpalleHun rpaxgaH Poccuiickon Pegepaummn” ot
8 02.05.2006 N 59-3 (nocnegHssa pefakums) — URL:
http://www.consultant.ru/document/cons _doc LAW 59999/

depepanbHbi 3akoH "O6 nHdopmauumn, MHHOOPMAaLIMOHHBIX TEXHOMNOMMSX 1 0 3awWwuTe nHdopmaumm” ot
9 27.07.2006 N 149-d3 (nocnegHasa pegakums) URL:
http://www.consultant.ru/document/cons_doc LAW 61798/

®epepanbHbIn 3akoH "O6 anekTpoHHon nognucu” ot 06.04.2011 N 63-®3 (nocnegHss pegakums) — URL:

10 http://www.consultant.ru/document/cons doc LAW 112701/

MocTtaHoeneHwue MpasutenscTea PP ot 15.06.2009 N 477 "O6 yTBepxaeHun NpaBun genonponssoacTsa B

11 degepanbHbIX opraHax ucnonHutensHom snactu” — URL: https://base.garant.ru/195767/

16. MepeyeHb y4eGHO-MeTOAMYECKOTO 06ecneyeHns Ansi CaMOCTOATENbHON PaboThl

Ne n/n NcTouHMK

1 OYMK https://edu.vsu.ru/course/view.php?id=23426

3axaposa, T. V. [JokymeHTaLmoHHOe obecneveHune ynpaBneHus: y4ebHo-npakTudeckoe nocobue :
y4ebHoe nocobue / T. N. 3axapoBa. — MockBa : EBpasuickuii OTKpbITbIn MHCTUTYT, 2010. — 155 ¢. —
Pexum goctyna: no nognucke. — URL: https://biblioclub.ru/index.php?page=book&id= — ISBN 978-5-
374-00261-4. — TEKCT : 9NEKTPOHHbIN.

17. OOpas3oBaTefnibHble TEXHONOrnMu, wucnonb3yemblie nNpuM peanusauumm y4ebHOMU
OUCUMNINWHBI, BKIOYass AUCTaHUUMOHHble obOpa3oBaTtenbHble TexHonorum (AOT,
anekTpoHHoe oby4yeHue (30), cmewaHHOe 0by4eHue):



https://biblioclub.ru/index.php?page=book&id=578394
http://rucont.ru/
http://www.biblioclub.ru/
https://e.lanbook.com/
https://edu.vsu.ru/course/view.php?id=23426
http://www.consultant.ru/document/cons_doc_LAW_1406/
http://www.consultant.ru/document/cons_doc_LAW_59999/
http://www.consultant.ru/document/cons_doc_LAW_61798/
http://www.consultant.ru/document/cons_doc_LAW_112701/
https://base.garant.ru/195767/
https://edu.vsu.ru/course/view.php?id=23426

OcHoBoM ucnonb3oBaHMa obpasoBaTeribHbIX TEXHOMOMMW MO  AUCUMMNMHE  BbICTynaet
AEeATEeNbHOCTHLIN nogxod, obecneunBarowmin Hanbonbllyo 3(EKTUBHOCTL 0BYyYEHNa N ero
NPaKTUKO-OPUEHTUPOBAHHYO COCTaBMSAOLLYIO. B OpraHn3aunoHHOM OTHOLLEHUU
obGpasoBaTenbHbIN NPOLECC BKIOYAET B MHAMBMAYaNbHOW paboTe CTy4eHTOB C MaTtepuanamm
no Teme cBoero Oyayulero MarMctepckoro uccnefoBaHWa M OaHHbIMKW, HaWOEHHbIMU U3
pasnU4YHbIX WUCTOYHWKOB. B pamkax NEeKUMOHHbIX W MPakTUYECKMX 3aHATUA UCMOSb3yHTCS
BepbanbHble, HarnNaaHble, KOMMbIOTEPHbBIE TEXHOMOTUW.

OucumnnuHa peanunsyeTcs ¢ UCNOSIb30BaHMEM OUCTaHLMOHHbIX 06pa3oBaTeNbHbIX TEXHOTOMN.
Mo aucumnnuHe paspabotaHbl JYMK «[JokymeHTauMoHHOe obecnevyeHne aOesaTerbHOCTU
opraHoB ny6sMYHON BRacTu U ynpasneHnay Ha nnatdopme 3NeKTPOHHOro yHmesepcuteta BIY
agpec Kypc https://edu.vsu.ru/course/view.php?id=23426 [lpy OCBOEHUN OUCLUNIUHDI,
obyyaroLmne nonyvarT BO3MOXHOCTb MOSb30BaTbCA MpodeccunoHanbHbiMM 6aszamn AaHHbIX,
yKasaHHbIMUK B NyHKTE «15. B)» AaHHOW nporpamMMbl.

18. MartepmanbHoO-TeXHU4YecKoe obecneyeHMe AOUCUUNMUHBLI: Y4yebHaa ayauTopus:
cneunanusnpoBaHHaa mebenb, HOyTOyK, npoekTop, Linux — Ubuntu, LibreOffice, Xnconvert,
nouckoBas cuctema AHgekc, Anaekc uck.

CINC "KoHcynbTaHT lMNntoc" ans obpasoBaHus, Office Home and Student 2019 All Lng PKL Onin
CEE Only DwnLd C2R NR, WIN HOME 10 32-bit/64-bit All Lng PK Lic Online DwnLd NR, CI1C
"KoHcynbTaHT [Intoc" ana obpasoBanus, Kaspersky Endpoint Security gns 6usHeca -
YHuBepcanbHbIn Russian Edition

19. OueHo4HbIe cpeacTBa ANA NPOBeAEHNA TEKYLLEN N MPOMEXYTOYHOWN aTTecTaumm mn
KOHTpoOns

MopAnoK OLEHKN OCBOEHUSI 0By4YatoLLMMNCS y4ebHOro matepurana onpeaenseTcs coaepXaHnem
crieayoLlmx pasaenos AUCLUMIUHBIL:

HavmeHoBaHue WugukaTop(bl)
Ne KomneTteH
pasgena QUcUMnmHbl OOCTWDKEHNS OueHouyHble cpeacTBa
n/n uns(n)
(mogyns) KOMneTeHuuu
TeopeTuyeckue OCHOBbI nK-1 MK-1.1 MK-1.2
1 OOKYyMEHTauUNoHHOro MK-1.3 MK-4.1 YCTHbIVN onpoc
MK-4
obecneyeHus. MK-4.2
CSETSZ:ITa MOHHOIO MK-1 MK-1.1TIK-1.2
2 | AckymenTal MK-1.3 MK-4.1 YCTHBIA onpoc
obecneyeHus MK-4
MK-4.2
yrpaBneHusl.
OpraHn3aumoHHo- nK-1 MK-1.1 MK-1.2
3 pacnopsiauTensHas ao- MK-1.3 MK-4.1 YCTHBIN onpoc
MK-4
KyMeHTauus MK-4.2
OdbopmneHnmne
AOKYMEHTOB B MK-1.1 MK-1.2 ;
COOTBETCTBUN CO MK-1 YCTHbIN onpoc

4 MK-1.3 MK-4.1
craHgapTamu opraHos MK-4 NK-4.2 MpakTnyeckoe 3anaHvne
rocygapcTtBeHHOM ’

BMNacTu
OpraHunsaumoHHble MK-1.1 MK-1.2 .

5 OOKYMEHTbI U UX HE%{ MK-1.3 MK-4.1 n alzﬁ:::lroznfaocame
Knaccudukaums MK-4.2 P A
PacnopsguteneHble MK-1.1 MK-1.2 .

6 OOKYMEHTbI U UX HE%{ MK-1.3 MK-4.1 n alzﬁ:::lroznfaocame
Knaccudukaums MK-4.2 P A
CnpaBo4Ho- MK-1.1 MK-1.2 .

7 NHOPMAaLIMOHHbIE k-1 MK-1.3 MK-4.1 YCTHbIM 0MpoC

[MK-4 MpakTnyeckoe 3agaHune
OOKYMEHTbI MK-4.2



https://edu.vsu.ru/course/view.php?id=23426

Oprannsaumsi paboTbl C AK-1 MK-1.1 MK-1.2 VCTHBIN OMDOC

8 OOKyMeHTamu MK-1.3 MK-4.1 P
MK-4 nK-4.2 MpakTnyeckoe 3agaHune

CuncTtembl aneKTpOHHOro AK-1 MK-1.1 MK-1.2 VCTHLI OMDOC

9 OokymeHToobopoTa nK-4 MK-1.3 MK-4.1 P
MK-4.2
[MpomexyToyHasa aTTecTaums
lNepeyeHb gorpocos
doopma KOHTPOIS — 3a4eT

20. TunoBble OUEHO4YHbIe cpeaAcTBa U MeToAMYeCKMe MaTepuanbl, onpeaenswowme
npoueaypbl oLeHUBaHUSA

20.1. TekywmMi KOHTPONb ycneBaeMoCcTH

KpuTepumn oueHkM yCTHOro oteeTta
“OTNMYHO” - OTBET NOMOH U BEPEH, KOMBUHMPYET B cebe nHdopmaunto n3 nekumnm, NCTOYHUKOB U
y4yebHON nuTepaTypbl, COOTBETCTBYET BONPOCY, YETKO CTPYKTYPUPOBaH, UMeeT BBeAeHMNEe, OCHOBHYIO
4YacTb M 3aKMOYeHNe; He ABNSETCA 3a4nMTbiBaHNMEM KOHCNeKkTa. Bpemsi, oTBeAeHHOoe Ha YCTHbIN OTBET,
He npesbiwaeTt 5-10 MUHYT.
“Xopoulo” - 0oTBET COOTBETCTBYET BOMPOCY, YETKO CTPYKTYPUPOBAH, HE SBMNSAETCS 3a4MThiBAHUEM
KoHcnekTa. B 0CHOBHOM pacKpbiBaeT CyTb paccMaTpuBaeMblx COObITUI U ABNEHUIN, KOMOUHMPYET B cebe
NMHOpPMaLMIO U3 NEKUNIA, UICTOYHMKOB U/unun y4ebHon nutepaTypbl. OgHAKO OTBET HE MOSOH, NMbo
CcoAepXuT HebonbLIne NOrpeLIHOCT; NGO OTBET NOSIOH, HO OByYaloLWMINCa 3aTpyaHAETCS OTBETUTb Ha
AONOMHUTENbHbIE BONPOCHI; NMMB0 0TBET N3bbiTOYeH, 06yvaloLWmnncs 3aTpyAHSIOTCS BblAENUTbL OCHOBHYHO
MbICIb, BbIXOAMT 3@ paMKuM OTBEAEHHOMO Ha YCTHbIN OTBET BPEMEHM.
“YOoBnNeTBOPUTENBHO” - OTBET COOTBETCTBYET BOMNPOCY, 06yyatowmncs obpallaeTca K KOHCnekTy bonee
3 pas. OTBeT YaCTMYHO packpbiBaeT CyTb, NMMBO AeTanu paccmaTpyBaeMblX COObITUIA U ABNEHWMN,
COAEPXMUT HE KpUTUYECKMe owmnbkn (1-2), He oTBeYaeT Ha AOMNONHUTENbHbLIE BOMPOCHI, NM60 oTBEeYaeT
Ha HWUX HENpaBWIbHO.
“HeygoBneTtBopuTenbHO” - 0TBET 06y4YatoLerocst He COOTBETCTBYET BOMNPOCY, NMMGO COOTBETCTBYET
BOMpPOCY, HO SIBNISIETCS UTEHNEM KOHcnekTa. Obyyarowmincs gonyckaeT 6ornee 2 3HaunTeNbHbIX OLWMOOK,
He MOXeT apryMeHTMpPOBaTb BblCKa3blBAEMbIE MOSNTOXEHNS, HE MOXET NPOAEMOHCTPMPOBATL HABbLIKOB
KPUTUYECKOro MbILUSIEHWS.

Bonpochkl gns obeyxaeHus:

1. lokyMeHT 1 cnocobbl ero nepegaydn

2. MoHaTne n 3agaym Aenonpon3BoacTBa

3. Knaccudpmkaums goKymeHToB

4. OpraHu3aumoHHO-pacnopaanTenbHble JOKYMEHThI

5. MNMoHATne pekBuanTa JOKYMeHTa. HasHayeHne peksmaunTa.

6. dopmynsap OOKYMEHTA; pacrnonoXeHne pekBU3NTOB Ha JOKYMEHTE.
7. BnaHkn 0OKyMeHTOB. VIX Ha3HayYeHnst 1 oTNnYmnS.

8. YcraB opraHunsaumu; CTpyKTypa TekcTa ycTaBa; YTBepXaeHue yctasa.
9. WtaTHOE pacnucaHne 1 ero OyHKLUN

10. Kakne Bonpoch! pellatoT pacnopsaguTenbHble OKYMEHThI.

11. OcHoBHblE CTaaum NOArOTOBKN NpOEKTa Npukasa

12. AKTbI, MPOTOKONbI, CriyXebHble NncbMa 1 X odopmMmIieHue.

13. Buabl 1 dpyHKumm npotokona. OdopmrieHne npoTokona.

MpakTn4yeckune 3agaHus:

Kputepun oueHnBaHusA 3agHUn:

“OTnnYHO” - obyyatowmica soinonHun 90% 3agaHns

“Xopowlo” - obyyarowmnmncs BuINonHUI ot 66% o 90% 3agaHuna
“YposneTtBopuTenbHO” - oByyatrowmiica BbinonHun ot 51% 0o 65% 3aganus.
“HeypoBneTtBopuTenbHO” - obyyaromnincs BoinonHun meHee 50% 3agaHus.

MepeyeHb 3agaHui:



. CpaBHu1TE ycTaBbl opraHoB nyonuyHomn srnactun Po.

. PaszpaboTtanTte YcrtaB ansa opraHa rocygapCTBEHHOW BNacTu.

. CoctaBbTe NonoXxeHue o CTPYKTYPHOM NoapasgeneHumn.

. MoproToBbTE NPOEKT NPUKa3a KacatoLMACs OeATENbHOCTU opraHa BNnacT 1 ynpaBneHus.
. PaspaboTtaiite obwur 6naHk opraHa BrnacTtu.

. Paszpabotante 6naHk nucbMa opraHa BnacTm.

. CocTaBbTe NpoTOKON 3acedaHnsi opraHa BnacTu.

. MogroToBbTE CONPOBOANTENBHOE MUCbMO; MUCLMO-OTBET, MUCbMO C MHULIMATUBOW.

. MogroToBbTe NpoekT «YKka3a» rydbepHaTopa obnactu

O©COoO~NOOOITA,WN =

20.2. NpomexyToyHas aTTecTauums

MpomexyToyHas aTTecTauus No AUCUMNINHE OCYLLECTBSIETCS C MOMOLLBIO CreayoWwmnx OLEHOYHbIX
cpencTs:

Bonpochl k 3a4eTy:

1. Ponb AOKYyMEHTMPOBaAHHON MHOpMaLmm B paboTe opraHoB nyonmn4Hon BracTtu.

2. OpraHunzaums n cTpykTypa cnyx6bl JOKyMeHTaunmoHHOro obecneyeHns ynpasneHusi B opraHax
rocygapcTBeHHOM BNacTu.

3. CylWHOCTb U (PyHKLMM OOKYMEHTA.

4. ToHsTHe, PyHKLMM N NPpaBOBOE 3HAYEHNE OOKYMEHTA.

5. Knaccudumkaumst JOKYMEHTOB.

6. OcHOBHble TpeboBaHUA K Ka4ecTBY ynpaBneH4YeCcKoro JOKyMeHTa.

7. CocTaB 1 CTpyKTypa HOpMaTMBHO-NPaBoBOW 6a3bl JOKYMEHTaUMOHHOrO obecneyeHms ynpaBneHus B
Po.

8. degepanbHoOe 3akOHOAATENBCTBO B 0611acTn paboTbl C AOKYMEHTUPOBAHHOW MHGOpMaUnEN.
9. HopmaTt1BHO-MeTOAMYECKME LOKYMEHTbI B cdhepe Aenonpom3BoACcTBa U OpraHn3aLmm apxXmBHOro
XpaHeHUs AOKYMEHTOB.

10. Ncnonb3oBaHne MHCTPYMEHTOB Knaccudukaummn, yHudukaumm n ctTangaptmsaumm B
AEenonpon3BoacTBe.

11. OpraHusauus paboTbl C JOKyMEeHTamMn opraHoB ny6nmnyHom BnacTu.

12. MpoToKon: NOHATME, NOPAAOK COCTaBNeHMs U ochbopMneHns

13. CywHoCTb 1 Knaccudmkaumst pacnopaanTenbHbIX JOKYMEHTOB.

14. OcHoBHble 3Tanbl U3gaHNst pacnopsaANTENbHOrO 4OKYMEHTA.

15. MNMpurka3 No OCHOBHOWN OeATENbHOCTU: NOHATUE, NPaBMa COCTaBNEHUSA N 0OPMITEHUS.

16. PacnopspkeHns u ykasaHus: HadHayeHne, 0COBEHHOCTU COCTaBMNeHNs U opopMeHus.

17. MNocTaHOBNEHMSA U PELLEHNS: HAa3HAaYeHNe, 0COOEHHOCTM COCTaBNEHNS U OCHOPMIIEHNSI.

18. HasHaueHwue, BMabl 1 npasuna opopmMneHns MHPOPMaLMOHHO-CNPaBOYHbIX AOKYMEHTOB.

19. cnonHeHmne, KOHTPOIb N XpaHeEHNE JOKYMEHTOB.

20. OcoBeHHOCTM cUCTEMA ANEKTPOHHOIO JOKYMEHTOObopoTAa.

YpoBeHb
KpuTepuu oueHnBaHna KomneTeHunm chopMMpPOBaAHHOCTHU LWkana
KOMMEeTEHLMI OLEHOK
Lna nonyyYeHnUs «3a4YTeHO» CTYAEHT AOJIKEH: loebiweHHbIl 3adymeHo
3HaTb: 3aKOHbl M 3aKOHOMEPHOCTU (PYHKLUMOHMPOBAHUA U pPasBUTUS ba3zosbiti
cchep NyGNMYHOM MONMUTWKKU, TOCYOAPCTBEHHOMO U MYHMLMMNANbHOIO ITopozoebiti
yNpaBreHusi, MOJNIMTUYECKOM  KOMMYHMKALUWUW;  Krnaccudeckme wu YPOBEHDb
HOBENLLNE TEOpPETUYECKME KOHLENUMM 1 MOOXOAbl; METOAbI aHanm3a u
NPOrHO3MPOBAHWS; OCHOBbI UCCreoBaTENbCKOW, OpPraHU3aLuMOHHO-
ynpaBrieHYeCKOM 1 NPOEKTHON OEeATENBHOCTMY;




yMeTb: [AMarHoctuposaTb nNpobnembl B  YHKLUMOHWPOBAHUU W
pasBuMTUM OpraHu3auum U MHCTUTYTOB B cdepe npodeccroHansHon
OEATENbHOCTUN;  OCYLLECTBIATb aHanm3 npobNeMHbIX  CUTyauui;
NPOrHO3npoBaTb Pas3BUTME MONUTUYECKMX, COLMaNbHO-MONMUTUYECKNX,
NONUT-3KOHOMUYECKNX MPOLIECCOB; pa3pabaTbiBaTb pekoMeHZauuu,
onpegensaTb YCNoBUsl X peanu3auuuy;

BrageTb: MNOHATUMHO-KATeropmanbHbiM  annapaToM; MeTogammu
aHanm3a U1 MPOrHO3NPOBAHUSA; HaBblKAMW  MHOMBUAOYANbHOM U
KONNEeKTUBHOW UCCcrneaoBaTenbCKON JeATENbHOCTH.

«He 3auyteHo» BbICTaBnNsieTCA MPU HEBLINOMHEHUM TpeboBaHMi
NMOpPOroBOro YpPOBHS.

He 3aumeHo
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