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Pabouyas nporpaMMa Yy4yebHOW  AucumnavHbl  «OCHOBbI  [e/0NPOUN3BOACTBax»
pa3paboTaHa Ha OCHOBaHWUM (DefepanbHOro rocyfapcTBeHHOro 06pa3oBaTefibHOro CTaHgapTa
BbiCLLEro o6pas3oBaHWAa MO HanpasneHnto nogrotosku 38.03.04 T[ocyaapcTBeHHOE W
MyHULMMNa/ibHOe ynpaBsieHMe (ypoBeHb OakanaBpuaTa), YTBEPXXAEHHOro MpPUKasom
MwuHucTepcTBa 06pa3oBaHns 1 Hayku Poccuiickoii defepauyun oT 13 asrycta 2020 r. Ne 1016,
y4yebHOro nnaHa NO OCHOBHOW NpPOGecCUOHanbHOM 06pa3oBaTeNnbHON MNPOrpamMme BbICLLETO
obpa3oBaHMs MO HanpaBfIEHWIO MOArOTOBKU «["ocynapCTBEHHOE U MYHWLMNAbHOE
ynpaseHunes.
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1 OO6LLKe NoNoXKeHns
1.1. Uenb v 3agavun gUCUUNINHbI
Lens y4yebHOM AWCLUUNMAUHBI  3aKNo4YaeTcd B (POPMUMPOBAHUM Yy  CTYZAEHTOB
MeTOLO/MIOrMYECKUX  OCHOB  MNOCTAHOBKM  [AOKYMEHTO060poTa B  rOCYAApCTBEHHOM W
MYHULUNAbHOM YNpaBneHnn, a TakKe pa3BuTUe HaBblKOB BefleHNe LOKYMEeHTaLUN.
3agaun yuyebHON ANCUUNANHBI:
B pesynbTate U3yvyeHUs AUCLUNAVHBI 06yYatoLLMIACS LO/DKEH:
- U3y4nTb METOLO/IOMMYECKNe OCHOBbI MOCTAHOBKM AOKYMEHTO060POTE;
- NOMyYnTb MpaKTUYeCKMe HaBblKW BeAEHUS T[OCYLAPCTBEHHON W MYHULMNANbHOM
[LOKYyMeHTaLmu;
- 0CBOUTb BOMNPOCbl [OKYMEHTUPOBAHWA BCEX OCHOBHbIX acCMeKToB [eATe/IbHOCTU
npeanpuaTuns.

1.2. MeCTO y4yebGHON AUCUMNAUHBLI B CTPYKTYpPe OCHOBHOW MNpOdecCMOHabHON
o6paszoBaTe/ibHOW NporpamMmbl.

AvcumnnvHa ABnseTcs 3N1eMeHTOM BapvaTUMBHOM YacTu bnoka 1 gucumnamH no BbI6opy
onort.

1.3. MnaHupyemble pe3ynbTaTbl 00y4eHUS MO y4yebHON AUCLUMMAMHE B pamKax
nnaHupyembiX pe3yNbTaTOB OCBOEHWS OCHOBHOW MpodeccroHanbHOM 06pasoBaTeNlbHOM
nporpaMmbi.

Mpouecc OCBOEHMS y4yebHOM AUCUUNAUHBI  HanpaBfieH Ha (OpMMpoBaHue Y
obyuvaroLmxcs cnegytolleii komneteHymm: MK-2,

B pesynbTate OCBOEHWS AWUCUMNUHBLI CTYAEHT [LO/DKEH AEeMOHCTPMPOBaTh Clefytolime
pe3ynbTaTbl 06pa3oBaHUS:

Kog CopepxaHune NHAMKaTopbl OCTUXKEHMUSA NPONECCUOHANbHbIX
KOMMeTeHLUNn KOMMETEHLNN KOMI'IeTeHLI,I/IVI

MK-2 CnocobeH onepaTusBHO MK-2.1. icnonb3yeT COBPEMEHHbIE
paspabatbiBaTh U NH(OPMaLMOHHbIE TEXHONOTNI B NPEA0CTaBIEHNM
NMPUHUMATb ONTUMasbHbIE  TOCYAAPCTBEHHbLIX N MyHULUNaNbHLIX YCNYT
ynpaBneH4yecKume MK-2.2. BnaseeTt HaBblkaMun pa3paboTku u
peLUeHns, y4mnTbiBas NMPUHATUA ONTUMa/IbHBIX YNpaBfeHYeCKNX
nocneacTBus nx peLLeHuni
peanunsauuun, cobnogas MK-2.3. CnocobeH oLeHNUTb NOCNeACTBUS
YCTaHOB/IEHHbIE peanu3auumn, NPUHATLIX YNpaBieHYeCKne peLLeHmni

npoueaypbl ¥ UCNOMb3ya
COBpPEMEHHbIe
NH(OPMaLMOHHbIE
TEXHOMOrnn B
npeLocTaBIeHNN
rocyfapCTBeHHbIX U
MYHULMNANbHbIX YCIyT

2. O6bem yuebHOM AMCUMNINHBI, BK/IKOYaA KOHTaKTHYH paboTbl 06y4aroLerocs ¢
npenogaBaTesieM M CaMOCTOATE/IbHYHO paboTy 0byyaroLulerocs
O6wasa TpyA0EMKOCTb y4ebHOM ANCUMNINHBI COCTaBNSAET 4 3a4eTHbIX eAnHNL,.

OuHasa hopma 0b6yyeHus

Bug yue6Holi paboTsl Bcero vacos CeM8eCTP
AyANTOPHbIE YUYebHble 3aHATUSA, BCErO 44 44

B Tom unucne:



YuebHble 3aHATUA NEKLMOHHOMO TMna
MpaKTUyeckme 3aHATUA

CamocToATeNbHast paboTa 0b6y4aroLmxcs, Bcero
B ToM uucne:

CamonoarotoBka

[oknagbl/pe epatsbl

TecTupoBaHue

KOHTpO/b: BUA NPOMEXYTOUHON aTTecTaumm
(3aueT, 3K3aMeH)

O6wasn TPyAoEMKOCTb YU4eOHOM ANCLUNNHDI

OuHo-3a04Haa opma 0byyeHUs
Bug yyebHoW paboThbl

AyanTopHbIe yuebHble 3aHATUSA, BCEro

B ToM uucne:

YuebHble 3aHATUA NEKLMOHHOMO TMna
lMpakTnyeckme 3aHATUA

CamocToATenbHas paboTa 06y4aroLmxcs, BCero
B Tom uucne:

Camonofrotoska

[oknagbl/pe epatsbl

TecTupoBaHue

KOHTpO/b: BUA NPOMEXYTOUHON aTTecTaumu
(3a4eT, aK3aMeH)

O6Lan TpyaoeMKOCTb YUeOHO ANCUUNINHDI

3aoyHasa hopma 0b6yyeHUs
Bug yyebHoW paboThbl

AyanTopHbIe yUebHble 3aHATUSA, BCEro

B ToMm uucne:

YuebHble 3aHATUSA NeKLMOHHOI0 Tuna
MpakTnyeckume 3aHATUA

CamocTosATesibHasA paboTa 00y4daloLnXcs, BCero
B ToM yucne:

CamonoarotoBka

[Joknagbl/pe thepatsbl

TecTupoBaHue

KoHTpob: BUA NPOMEXYTOUYHOW aTTecTauum
(3a4eT, 3K3aMeH)

O6Lan TpyaoeMKOCTb YUeOHO ANCUUNINHDI

22
22
91

67
16

144

Bcero yacos

34
16
18
101

77
16

144

Bcero vacos

16

10
119

95
16

144

22
22
91

67
16
8
JK3ameH

CemecTp
8
34

16
18
101

77
16
8
OK3aMmeH

CemecTp
8
16

10
119

95
16
8
OK3aMeH



3. CogepykaHue yyebHoM AUCUUNANHDI
3.1. Y4yebHO-TemaTMN4YecKnii NiaH No 04HoM opme 06yveHUs

O6bem ayauTOPHbIX 3aHATUIA cocTaBnseT 44y,
O6beM camMoCTOATENbHOM paboThl -91 u.

CDOpM bl KOHTPO/1A OCBOEHUA

Buabl yuebHOM paboThl, akaJeMUYECKNX o
ety P an 06yvaroLLMmMmMCs y4ebHo

4acos
OUCLMMNHDI
TeKyLLMA KOHTPOSb
% KoHTakTHas paboTa 0CBOEHUS MpoMexyTouHas
g npenojasarens ¢ obyvaroLmmcst arTecTauyst
= obyyaroLmmncs yuebHoi 06yHaroLyxca
3 OUCLMMINHBI
>
3
Mogaynb, pasgen (Tema) -
° g i S 3
s § = g o
m = o s
9 “ & T E
: 8 ° oz 2 i :
o £ 2 [
5 3 g S
e C
353
o
Tema 1 Buabl fOKyMeHTaLum 24 15 8 4 4 + +
Tema 2. YupegutenoHas
[OOKyMeHTauus 4 15 8 4 4 * *
Tema 3. [JokymeHTauus,
CBfA3aHHas C NpaBoMm
npesnpuaTua Ha 24 16 8 4 4 + +
OCYLLeCTB/IEHUs BUAA
LeATenbHOCTH
Tema 4. [JOKymMeHTanbHOoe
othopmneHne 24 15 6 3 3 + +
B3a/MOOTHOLLUEHNM
Tema 5. EI,OKyMeHTVIpOBaHI/Ie 74 15 8 4 4 + +
KaJpoBOW AeATeNbHOCTU
Tema 6. O6LMe BOMPOCS!
BefleHVs GYXranTepcKoro 24 15 6 3 3 + +
yuerta
BCEINo yACoOB 144 91 44 22 22 9



3.2. YuebHO-TeMaTUYEeCKMIA NMNaH N0 0YHO-3a04HONM hopMe 06yUeHNs

O6bem ayauTOPHbIX 3aHATUIA cocTaBnseT 34 u.
O6beM camoCToATeNIbHOM paboThl - 101 u.

OuyHo-3a04Hasn hopma 0by4yeHus

CDOpM bl KOHTPO/1A OCBOEHUA

Buabl yuebHOM paboThl, akaJeMUYECKNX o
ety P an 06yvaroLLMmMmMCs y4ebHo

4acos
OUCLMMNHDI
TeKyLLMA KOHTPOSb
% KoHTakTHas paboTa OCBOEHWS MpoMexyTouHas
g npenojasarens ¢ obyvaroLmmcst arTecTauyst
= obyyaroLmmncs yuebHoi 06yuatoLyXca
3 OUCLMMINHBI
>
3
Mogaynb, pasgen (Tema) -
e £ i z 2
g & & 5 o
- 0 8 g = -
kS ] )
T L S | g
5 : S ki
5 3 g &
g c
353
o
Tema 1 Buabl fOKyMeHTaLMM 24 16 4 2 2 + +
Tema 2. YupegutenoHas
[LOKyMeHTALS 74 16 5 2 3 + +
Tema 3. [JokymeHTauus,
CBfA3aHHas C NpaBoMm
NpeAnpusTUs Ha 24 18 8 4 4 + +
OCYLLeCTB/IEHUs BUAA
LeATenbHOCTH
Tema 4. [JOKymMeHTanbHOoe
othopmneHme 24 18 6 2 4 + +
B3a/MOOTHOLLUEHNM
Tema 5. [JokymeHTUpOBaHue
KaapoBoii AeATeNbHOCTH 7416 ! 4 3 * *
Tema 6. O6LMe BOMPOCS!
BeeHs BYXranTepcKoro 24 16 4 2 2 + +
yuerta
BCEINo yACoOB 144 101 34 16 18 9



3.3. YuebHO-TemaTn4yeckuii naaH no 3acuHou hopme obyyeHuUs

O6bem ayauTOPHbIX 3aHATUIA cocTaBnseT 16 u.
O6beM camMOCTOATENIbHOM paboThl - 119 u.

3aoyHas hopma 06yyeHus
(DOprI KOHTPO/1A OCBOEHUA

Buabl yuebHoii paboTbl, akafeMUYecKmnx o
AbLY P A obyyaroLmmumcs yuebHoM

yacos
AVCLMN/INHBI
TeKyLLW KOHTPOSb
3 KoHTaKTHas pa60Ta 0CBOEHUA MpoMeX<yToUHas
g npenogasarens ¢ obyyatoLymmcs arTectaLyst
= 06y yatoLLIMUCS yue6HoA 06yuatoLyxca
§ AVCLMN/INHBI
Ne \?
n/ Mogaynb, pasgen (Tema) -
n 2 5] S =
] 3 g E 2
8 = = z 5 5
® & T F
= m I 2 o = 4
L S z = 5 ™
) =) g 2 2
g S g S
s c
353
O
1 Tema 1 Bugbl fokymeHTaumm 24 20 2 1 1 + +
Tema 2. YupegutenoHas
/ JOKyMeHTaLus 4 19 2 2 * *
Tema 3. [JoKymeHTauus,
CBA3aHHas C NPasoM
3 npeanpusTus Ha 24 19 3 1 2 + +
OCYLLIECTB/IEHNS BUAA
[esaTeNbHOCTU
Tema 4. [JoKymeHTanbHOe
4 octopmneHue 24 19 2 1 1 + +
B3aVMOOTHOLLIEHNN
5 Tema 5. [JokymeHTUpOBaHue 74 19 3 1 2 + +
Ka[IpOBOWA AesiTeNbHOCTU
Tema 6. O6LMe BOMPOCH!
6  BemeHus GyxranTepckoro 24 19 3 1 2 + +
yyeTa
BCEINO YHACOB 144 119 16 6 10 9
4. YuebHO-MeTOANYECKOE 06ecreveHne caMoCTOATEIbHOM paboThl 06yyatoLmMxcsa no

y4ebHOWN AncunnInHe

Tema 1. Buabl fJoKyMeHTaLUN
MepeyeHb N3yvaeMbIX 31EMEHTOB COAEPXKaHNSA YHe6HON ANCLUN/IHBI
YupenuTtenbHaa LOKYMeHTauusa. JJOKyMeHTauua no AUMLEeH3MPOBaHUIO U CepTUduKaumnu.
[loKyMeHTanibHOe 0(hopMIeHNE B3aMMOOTHOLLEHWNIA
Bonpocbl Ans caMmonoarotoBku
1 YupeauntenbHas LOKyMeHTauUunA
2. [okymeHTaLuMs Mo NULEH3MPOBAHUIO U CEPTUDMKALMM
3. JlokymeHTasilbHOe OhopMsieHMEe B3aMMOOTHOLLEHNIA



dopMbl KOHTPONSI CaMOCTOSITE/IbHOM PaboTbl 0OyYatoLMXCa: NPOBepKa OTBETOB Ha
BOMPOCHI CAMOMOArOTOBKM.

Tema 2. YupeguTtenbHaa JOKYMeHTaUns
MepeyeHb N3yyaeMbIX 3/1EMEHTOB COAEePXXaHUA YYeOHOW AUCLUMINHDI

OCO6EHHOCTN YyUpeauTenbHON LOKYMeHTauUW. Buabl COGCTBEHHOCTM Ha NPeanpuUATUNX.
YcTaB 1 YupeanTenbHblii 4OroBop
Bonpocbl 4ns caMonoAroToBKu
1 OC06eHHOCTY YyUpeanTenbHOM AOKYMEHTaLmm
2. Buabl CO6CTBEHHOCTM Ha NPesNpUATUAX
3. YcTaB 1 YupeanTenbHblili 4OroBop
dopMbl KOHTPONA CaMOCTOATE/IbHON paboTbl 06y4aloLWMXCca: NpoBepkKa OTBETOB Ha
BOMPOCbI CAMOMOATOTOBKM.

Tema 3. [lOKyMeHTaUus, CBSI3aHHas C MpPaBOM MNPeANpPUATMA Ha OCYLLECTB/IEHUS
BMAa AeATeNIbHOCTY
MepeyeHb U3yvaeMblX 3/IEMEHTOB COAEPXKaHMsA Y4eOHOM ANCLUUNNHDI

cTopuyeckne acnekTbl NnLEH3NpoBaHUs. CTaHgapTu3aums, ee HOpMaTMBHO-NPaBOBble
OCHOBbI. OpraHu3aums v JOKYMEHTMPOBaHWE PasNYHbIX BULOB AESTENbHOCTM
Bonpocbl 4na camonoaroToBKu

1 VcTopuyeckne acnekTbl NNLEH3NPOBaHNSA
2. CTaHfapTusaums, ee HOpMaTUBHO-NPaBOBbIE OCHOBbI
3. OpraHusaumsa n JOKYMEHTUPOBaHNE Pa3NNYHbIX BULOB AeATE/IbHOCTU.
@dopMbl KOHTPONSA CaMOCTOATENIbHOM paboThl 0Oy4varoLmMxcs: nNpoBepka OTBETOB Ha
BOMPOCLI CAMOMOArOTOBKMW.

Tema 4. JoKyMeHTa/IbHOe 0)OpM/IEHNE B3aUMOOTHOLLIEHUA

MepeyeHb N3yyaeMbIX 3/1IEMEHTOB COAePXXaHUA Yy4ebHOW ANCUUNINHDI

L[oKymeHTanbHOe 0hopMIeHME B3aMMOOTHOLLIEHW

Bonpocbl 4nA caMmonoaroToBKu

1 [loKkymeHTanbHoe 0hopM/eH e B3aUMOOTHOLLEHNIA

dopMbl KOHTPO/ISI CaMOCTOSATE/IbHON PaboTbl 06y4YatoLMXCs: NPOBepKa OTBETOB Ha
BOMPOCbI CAMOMOATOTOBKM.

Tema 5. loKyMeHTUpPOBaHNe KaapoBOi AesATENIbHOCTY
MepeyeHb N3yyaeMbiX 3/1IEMEHTOB COAEPXXaHUSA YUeOHOM AUCUUMANHDI
CocTaB [JOKYMEHTOB MO KaApoBOW [eATeNbHOCTU. [O/HKHOCTHbIE WHCTPYKLUUN.

KBanngukaunoHHble TpeboBaHWA, NPebaBseMble K MEHELXepyY

Bonpockl 4na camonogrotoBKu

1 CocTaB JOKYMEHTOB MO KaApOoBOM AesTeNbHOCTH

2. lONXHOCTHbIE UHCTPYKLUUN

3. KBanngukaumoHHble TpeboBaHNA, NpefbaBseMble K MEHELXepy

@dopMbl KOHTPONSA CaMOCTOATENIbHOM paboThl 00y4varoLMxca: nNpoBepka OTBETOB Ha
BOMNPOCHLI CAMOMOAr0TOBKN.

Tema 6. O6LLMe BONPOCHI BefeHNA ByXrasiTepcKoro yveTa
MepeyeHb N3yyaembiX 3/1IEMEHTOB COAEPXXaHUSA YUeOHOM ANCUUMANHDI



O6wasa n ynpouweHHas (opmbl 6yXrafTepcKoro yyera Ha npeanpusatumn. [OKYMeHTbI
CTpOrov oTyeTHoCTU. HanoroobnoxeHne
Bonpocbl 419 camonoAroToBKK
1 O6waa n ynpouieHHasa popmMbl 6yXranTepckoro yyeta Ha NpeanpusTun.
2. JOKyMeHTbI CTPOroi OTYETHOCTM.
3. Hanoroo6noxeHune
dopMbl KOHTPONA CaMOCTOATE/IbHON paboTbl 06y4aloLWMxca: NpoBepkKa OTBETOB Ha

BOMPOCHI CamonoAroToBKu.

5. ®OHA OUEHOYHbIX CPeAcTB AN1s MNPOBEAEHUSA TeKyLleln W NPOMEXYTOYHOM
arTecTaumm obyydaroLmxcs no y4ebHom gucumnamHe

51. dopma MpoOMe>KYyTOYHOW aTTecTauum obyyawouweroca Mo  y4vebHOW

ANCUMNNHE.

KOHTPONbHBIMU ~ MepONpUATUAMU  MPOMEXYTOYHOW aTTecTauum obyvatowmxcs no
y4ebHOW AMCUUNINHE ABNAIOTCA 3K3aMeH (8 ceMecTp), KOTOPbIA NPOBOAMTCA B YCTHOW (hopMme.

5.2. MNepeyeHb KOMMNETEHUNIA CyKasaHWeM 3TanoB Ux hOpMUPOBaHUS B NpoLecce
0CBOEHMSA 06pa3oBaTeNbHOW NporpaMmbl.

KOMMOHEHTHI VHAMKaTOpbI
Kog CopnepxxaHue KOMMETEHLWN, [OCTUXKEHMS PesynbTarthbl
KOMMeTeHLM KOMMETEHLN CTEMNeHbL NX npodeccroHabHbIX 06YyyeHus
0CBOEHMA KOMMEeTeHLWIA
MK-2. CnocobeH KOMMOHEeHTHI MK-2.1. cnonb3yet  3Hartb:
onepaTuBHO KOMMETEHUMN  COBPEMEHHbIE COBPEMEHHbIE
paspabarblBaTh 1 COOTHOCATCA C  MH(OPMAaLOHHbIE VH(hOPMALWIOHHbIE
NPUHMMATS CofepXXaHMeM  TEXHOOrUM B TEXHONOTVN B
ONTUMAbHbIE AVCUMN/IMHBL, 1 NPeaoCTaB/IEHNN npesocTasneHnm
KOMMETEHUMS  TOCYAAPCTBEHHbIX M FOCYAAPCTBEHHbIX
ynpasrieH4eckie peanusyeTcs MYHULMMNTbHBIX ¥ MyHULMNa/bHBIX
PELLEHNS!, YUNTBIBAA o o yenyr yenyr
nocneacTBms UX MK-2.2. Braneet
peanuzaumm, HaBbIKaMK YMeTb: OLEHUTb
cobnogan pa3paboTku u roc/eAcTBuA
YCTaHOB/IEHHbIE MPUHATUS peanvsaumu,
npoueaypbl v ONTUMASTbHBIX NPUHATBIX
ncnonb3ys yl'lpanIe‘I:I‘-IECKI/IX ynpaBneH4yecKme
COBPEMEHHbIE peLueHmi peLLieHiA
MH(OPMALMOHHbIE MK-2.3. CnocobeH _
P, M BT
MPEAOCTABNEHI MPUHATBLIX pa3paboTKn 1
FOCYAAPCTBEHHbIX 1 ynpaBfieHYecKme NPUHATNSA
MyHMLNA/TbHbBIX peLUeHuit ONTUMASTbHBIX
ycnyr yrpaBneHYecKmx
peLLeHmiA
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5.3. OnucaHve nokasaTenei n KpUTepreB OLLEHMBAHUS KOMNETEHUUIA Ha pa3InYHbIX
sTanax nx YopMMpoBaHUA, onucaHue LWKan OLeHNBaHUSA

Kog STanbl HOPMMPOBAHNA KOMMNETEHL MY VIHCTpYMEHT, Moka3saTenb

KOMMeTEH OLEeHMBAIOLL WA OLeHMBaHNA

unn C(hOpMMPOBAHHOCTb KOMMeTeHL UK
KOMMeTeHunn*

MK-2 Jtan QopmupoBaHns 3HaHueBoih [oknag/pedepar* A) NONHOCTbIO
OCHOBBbI KOMMeTeHUNA (stan  TecTmpoBaHme* cthopmupoBaHa - 5
(hopMupoBaHua cojepxartefqibHO- OK3ameH* 6annos
TEopeTUYecKoro 6asmca KOMMNeTeHLUn) B) yacTnuHo

JleKunoHHbIE M NpakKTU4eckune copmupoBaHa - 3-4
3aHATUA M0 TemaMm: 6anna

Tema 1 Bufbl JOKYMeHTaLum C) He cthopmumpoBaHa- 2

Tema 2. YupegutenoHas 1N MeHee 6an108
[LOKyMeHTauus

Tema 3. JokymeHTauus, CBA3aHHAA C
MpaBoM NPeSnpUATAS Ha OCYLLECTB/IEHNSA
BUA LEeATeNbHOCTM

Tema 4. JoKyMeHTanbHOoe
othopmMieHMe B3aUMOOTHOLLEHNI

Tema 5. [JOKyMeHTMpOBaHWe KafpoBoi
[leATeNnbHOCTM

Tema 6. O6LLMe BONPOCHI BeAEHMS
ByXranTepckoro yyerta

*XapaKTepuUCTUKN UHCTPYMEHTOB (CPeAcTB), OLEHMBAKOLWMX CPOPMUPOBAHHOCTL KOMMETEHLNIA:
PetepaT - npogykT caMOCTOSITENIbHON paboTbl CTyAeHTa, MPeACTaBASHOLWNA CcO60N
KpaTKOe M3/I0KEHME B MUCbMEHHOM BUWAE MOJMYYEHHbIX Pe3y/nbTaToOB TEOPETUMYECKOro aHanusa
onpeAeneHHon Hay4yHoh (y4yeBHO-MCCnemoBaTeNbCKOM) TeMbl, rAe aBTOP PacKpbiBaeT CyTb
nccnesyemon Npobnembl, NPUBOLUT PasNYHble TOUKWN 3PEHUSA, & TaKKe COOCTBEHHbIE B3rNsAbl
Ha Hee. B petepaTe go/mkHa ObiTb packpbiTa Tema, CTPYKTypa [A0/KHA COOTBETCTBOBATb TEME U
ObITb OTpaXKeHa B OrnaBfeHWW, pasmep paboTbl - 10-15 cTp. neyaTHoro TekcTta (CNMCOK
nnTepaTypbl U NPUIOXKEHUS B 00bEM He BXOAAT), CHAOXEHHOro CHOCKaMW W CMUCKOM
MCMNOMb30BaHHOW NuTepaTypbl. TekcToBas YacTb paboTbl COCTOUT M3 BBELEHUS, OCHOBHOW YacTu
N 3aKnoYeHnsi. Bo BBeAeHMM 06yYarOLMIACA KpaTKO 0O0CHOBbLIBAET aKTyasbHOCTb M36pPaHHON
Tembl pedeparta, packpbiBaeT Lefib U 33fayn, KOTOpble OH COOMpaeTcs PelnTb B XOLE CBOEro
He6oNbLWOro uccnefoBaHns. B OCHOBHOM 4YacTu (MOXET cOoCToATb M3 2-3 naparpagos)
NoApPOGHO PacKpbIBAETCA COAepXXaHue BOMPOCOB TeMbl. B 3ak/OUeHMM [0/KHbI OblTb KPaTKO
chopMynuMpoBaHbl NOMyYeHHble pe3ynbTaTbl UCCNef0BaHMSA, NPUBELEHbI 0606LLaloLLMe BbIBOAbI.
3aK/oueHne MOXeT BK/IKOYaTb MpefnoXeHWs aBTopa, B TOM 4uMC/e W MO AanbHeilemy
M3y4YeHU0 3aMHTepecoBaBLUel ero npobaembl. B cnncok nutepatypbl 00y4arowmincs BKAOYaeT
TONbKO Te M3[aHus, KOTOpble OH MCMONb30Ban MNpPW HanucaHWu pedgeparta (He meHee 5-7). B
TeKCTe 0053aTe/NbHbl CCbIIKW HA UCMO/b30BaHHYIO NUTEPaTypy, OPOPMIIEHHbIE B COOTBETCTBUU
c FOCTom. B npunoxeHun K petepaty MOryT BbIHOCUTbCA Tabnuubl, rpaguku, Cxembl U
[pyrve BcriomoratenbHble MaTepuasbl, Ha KOTOpPble WMMEKTCA CCbIIKM B TEKCTe pedepara.
Kputepun oueHku pedeparta: 1) CTeneHb packpbiTUS CYLLHOCTM BOMpoca: a) COOTBETCTBUE
nnaHa teme pecepata; 6) COOTBETCTBME COAepXaHMs Teme W NnaHy pedepara; B) MOMHOTA
npoaHaIM3MpOBaHHOINO MaTepuana Mo TeMe; YMeHue paboTatb C OTEYECTBEHHbIMU U
3apy6eXXHbIMW  Hay4YHbIMW  UCCMEAOBAHUAMW, KPUTUYECKON NMTepaTypol, MepuOAMKONA,
CUCTEMATM3NPOBaTb U CTPYKTYpuUpoBaTb Martepuasn; r) 060CHOBaHHOCTb CMOCO60B M METOLOB
paboTbl C MaTepnasiom, afekBaTHOe M MpPaBOMEPHOE MCNO/b30BaHME METOA0B KiaccuimKauum,
CpaBHEHUs W [p.; €) yMeHue 0606LaTb, AenaTb BbIBOAbI, COMOCTaBNATb Pa3/IMUHbIE TOUKM
3peHus no ogHomy Bonpocy (npo6neme). 2) OpUrMHaNbLHOCTb TEKCTa: a) CaMOCTOATENIbHOCTL B
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NMocTaHOBKe npob6niembl, (OPMy/nMpOBaHWEe HOBOFO acrekta W3BECTHOM npobnembl B
YCTQHOB/IEHUW HOBbIX CBA3eN (MEXMNpPeAMETHbIX, BHYTPUMNPEAMETHbIX, WHTErpauuoHHbIX); 0)
SBNEHHOCTb aBTOPCKOW NO3WLUK, CaMOCTOSATENIbHOCTb OLEHOK W CYXXAEHWIA; L) CTUneBoe
e[MHCTBO TEKCTa, €4WHCTBO XaHPOBbIX 4YepT. 3) O6GOCHOBAHHOCTb BblGOpPa WCTOYHMKOB: Q)
OLeHKa MCMOo/b30BaHHON NUTepaTypbl: MpUBMAEYeHbl 11N Hanbonee U3BECTHble PaboTbl NO TeMe
nccnefoBaHna (B T.4. XXYpHanbHble My6nMKauuMn nocnefHUX NeT, MnocfefHue CTaTUCTUYECKue
JaHHble, CBOAKKM, cripaBkn u T.4.). 4) CobntogeHne TpeboBaHNA K OPOPMIEHMIO: @) HACKO/bKO
BEPHO OOPMJIEHbI CCbIIKW Ha MCMONb3YeMYH NUTepaTtypy, CMUCOK nutepatypbl, 6) oueHka
rPaMOTHOCTM U KYNbTypbl W30XKeHWs (B T.4. opdorpaduyeckon, NyHKTYaLMOHHOW,
CTUIMCTUYECKON KyNbTypbl), BNafeHne TEPMUHONOIMEN; B) cOOMOAeHMe TpeboBaHN K 06BbEMY
pedepara.

[oknag - NnpoayKT camoCTOATeNbHOM paboTbl 06yyaroLerocs, NpeacTaBsaOLWNA CoBON
ny6/MyHOe  BLICTYMMEHWE MO  MNPEeACTaBNEHWIO  MOMYYEHHbIX  Pe3yNbTaTOB  PeLleHus
onpeAeneHHoONn y4yeOHO-MPaKTUYECKOW, Y4eOHO-UCCNeAoBaTeNbCKON WAN  HAy4YHOW TeMbl.
[oknag - 3TO Hay4yHOe COO6LLEHMe Ha NPaKTUYECKOM 3aHATUW, 3acefaHuMM HAyUYHOro Kpyxka
AKX y4eOHO-TEOPETMYECKON KOHGepeHUmMn. KpuTepum OUEHKWM [OKIaja: COOTBEeTCTBUE
COAEPXaHWA  3asBfIEHHOM  Teme;  aKTya/JlbHOCTb, HOBM3Ha U  3HAYUMOCTb  TEMbI;
apryMeHTUPOBAHHOCTb, MOMHOTA, CTPYKTYPUPOBAHHOCTb W IOTMYHOCTb U3/I0XKEHUS; CBOBOLHOE
BflafieHVe MaTepuasioMm: nocnefoBaTeNbHOCTb, YMeHWe BeCTUM AMCKYCCUIO, NPaBWIbHO OTBEYaTb
Ha BOMPOCbl; CaMOCTOATE/IbHOCTb, CTEeMeHb OPUrMHANIBHOCTWM MNPEASIOXKEHHbIX —peLleHWiA,
WNNKOCTPATUBHOCTM, 0600LLEHWIA U BbIBOAOB;, HajMyMe COBCTBEHHOrO0 OTHOLUEHUA aBTopa K
paccmaTpmBaeMoil npobneme/Teme (HaCKONbKO TOYHO W aprymMeHTMPOBAaHO BblpaXXeHO
OTHOLLEHMe aBTOpa K Teme [0Kfaja); NpeAcTaB/feHMEe MaTepuana: KauyecTBO MpeseHTauuu,
ohopmsIEHNS; KyNbTypa peyn, OpaTopCcKoe MacTepcTBO (CO6/04eHME HOPM NUTepaTypHOro
A3blKa, NPaBU/IbHOE MPOM3HOLIEHUS CNOB U (Ppa3, ONTUMa/IbHBIA TEMMN pPeyn; yMeHre NpaBuIbHO
paccTaBNATb aKLUEHTbl; YMeHWe roBOPUTb [OCTATOYHO TPOMKO, YETKO W Y6eAuTeNbHO);
MCNOoNb30BaHMe NPogeccnoHanbHON TePMUHONOIMM (OLEHKa TOr0, HaCKO/IbKO MOHO OTPaXeHb!
B BbICTYMN/IeHMM 00yyaroLlerocs npodeccroHasibHble TePMUHBI 1 00LLEKYIbTYPHbIE MOHATUSA MO
TeMe, a TakXKe HaCKONbKO YBEPEHHO BbICTYNalOWMNiA UMW BnajeeT); BblAepPXaHHOCTb
pernameHTa.

TecTupoBaHWe - 3TO KOHTPONbHOE MeponpuaTe No y4yebHOMY MaTtepuany, CoCTosLee B
BbINO/HEHUN 00Yy4alOLMMCA CUCTEMbl CTaHAAPTU3UPOBAHHbLIX 3afaHWil, KOTopas Mo3BONSeT
aBTOMaTM3MpOBaTb MNpOLEeAypY W3MEPEeHUS YPOBHS 3HaHWA U yMeHW obyuvaroLierocs.
TecTupoBaHMe BK/IOYaeT B CebA crefylowime TUMbl 3afaHWiA: 3afaHue C eAMHCTBEHHbIM
BbIGOPOM OTBETA U3 MPEAJSIOKEHHbIX BapUaHTOB, 3afjaHNe Ha OrnpefesieHre BEPHbIX U HEBEPHbIX
CYXAEHWI; 3afaHne C MHOXEeCTBEHHbIM Bbl6opom 0TBeTOB. KpuTepmmn oueHku: ot 90% pfo
100% npaBWNbHO BbIMOMIHEHHbIX 33faHUA - OTAMYHO; OT 70% po 89% npasBuIbHO
BbINONHEHHbIX 3afaHuii - xopowo; oT 50% [0 69% npaBW/bHO BbIMOIHEHHbIX 3aJaHUR -
ynosnetBoputenibHO; o1 0 g0 49 % npaBUAbHO  BbIMOJMIHEHHbIX  3afjaHUA -  He
Y0BNETBOPUTENBHO.

JK3aMeH - KOHTPOJ/IbHOE MeponpuaTue, KOTOpoe NPOBOAUTCA NO yYebHOM AUCLUNINHE B
BUAe, NPefyCMOTPEHHOM Y4YebHbIM MIAHOM, MO0 OKOHYaHWW W3YYeHUs Kypca. 3aHATue
ayAuUTOpPHOe, MPOBOAMTCA B YCTHOW WAM MNUCbMEHHON (HOpMe C UCMOMb30BaHWEM (HOHA0B
OLLeHOYHbIX CPeACTB N0 YYeOHOW ANCLUNANHE.

5.4. TunoBble KOHTPO/IbHbIE 33faHUS WIN WHble MaTepuasnbl, HeobXoauMmble ANA
OLEHKM 3HAHWI, YMEeHWI, HaBblKOB W (MU1M) OMNblTa AeATEeNbHOCTU, XapaKTepusylLinx
3Tanbl hopMMpoBaHMUA KOMMNETEHLMIA B MPpoLecce OCBOEHNS 06pa3oBaTe/IbHON NporpaMmsl

TekyLwaa aTrectayma:

Tembl JoKNagoB /pedepaToB:

1 Bufabl LJOKYMeHTaLuKn B hupme

2.  YupeguTtenbHaa JOKYMeHTaUns
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[ oKyMeHTaumna no NULEH3NPOBaHNIO U cepTUguKalmm
[lokymeHTanbHOe O(hopM/ieHV e B3aMMOOTHOLLEHNA
OC06eHHOCTN YyupeanTenbHOM AOKYMeHTaLmm
Buabl COGCTBEHHOCTU Ha NPeAnpUATUAX
YcTaB 1 YupeauTenbHbIl 4OroBOp OpraHu3aumm
8. [loKkymeHTauuda, CBA3aHHasa C NpaBoOM MNpeanpuATUA Ha OCYLLUEeCcTBNEHMA BuUAa
feAaTenbHOCTH
9. WcTopuyeckune acnekTbl NNLEH3NPOBAHUSA
10. CtaHfgapTu3auns, ee HOpMaTUBHO-MPaBOBbLIE OCHOBbI
11. loKkymeHTanbHoe othopMaeHne B3aMMOOTHOLLEHNIA
12. IoKyMeHTpOBaHUe KafpoBOW AeATeNbHOCTU (PUPMbI
13. CocTaB JOKYMEHTOB N0 KapOBOM AeATeNIbHOCTU
14. [JoOMKHOCTHbIE MHCTPYKL MK
15. KBanugukaLmoHHble TpeboBaHUA, NpeLbsaBAseMble K MeHeKepy
16. O6Lme BONPOCHI BefeHNs ByXranTepckoro yyeta pupMbl
17. O6wwas n ynpowieHHas opMbl 6yXranTepckoro yyeta Ha npeanpuaTum
18. JOKyMeHTbI CTPOroi OTYETHOCTW.
19. Hanoroo6noxexue
20. TnaHupoBaHWe feaTeNIbHOCTU (UPMbI
21. bu3Hec-nnaH pupMbl

No oA~ w

TecTupoBaHue Mo y4ebHon gncumninHe «OCHOBbI A4eN0NpPonN3BOACTBa»

MpvmepHble 3ajaHNA

|/|HCprKL|,I/IFIZ BHMMATENbHO ﬂpOLIMTaVITe 3afaHnA, BblﬁepI/ITe OANH UMW HECKONbKO
BapunaHToB, OTMETbTE B 6NaHKe OTBETOB.

Bonpoc 1 ABTOp LOKYMEHTa - 3T0:

A. (hnsnyeckoe nv OPUANYECKOE NNLO, CO3AaBLUEE [OKYMEHT;
b. oTnpaBuTENs;

B. nonyuvarens.

Bonpoc 2. AgpecaHT - 3T0:

A. (DM31YECKOe NN IOPULNYECKOE NNLL0, CO3AaBLUee JOKYMEHT;
b. oTnpasuTens;

B. nonyuarens.

Bonpoc 3. Agpecar - 3To:

A. (bM31YEeCKOe NN IOPULMYECKOE NNLL0, CO3AaBLUEe JOKYMEHT;
b. oTnpaBuTENs;

B. nonyyvarens.

Bonpoc 4. AKKpeauTuB - 3TO:

A. JOKYMeHT, cofepXallnin pacnopsikeHre OL4HOT0 KPeAUTHOIO yUpeXxaeHus apyromy
KpeaAMTHOMY YUPEeXAEHWNIO O BbiMnaTe AepXKaTento YKa3aHHON B HEM CyMMbl;

B. LJOKYMEHT, COCTaB/IEHHbIA HECKONbKUMW NULAMU U MOLTBEPXAAOLL NI
YCTaHOB/EHHbIe (haKTbl UK COObITUS;

B. oTpacnb gedatensHocTu, obecneymBaroLLas opraHu3aLmio XpaHeHUs 1 UCNo/b30BaHUA
apXMBHbIX JOKYMEHTOB.

Bonpoc 5. ApxuBHOe fAeno - 3To:
A [AOKYMEHT, COAepXKaLluii pacrnopsikeHne 04HOr0 KPeLUTHOMO YUpeXxaeHus apyromy
KpeaAMTHOMY YUPEeXAEHWNIO O BbiNnaTe AepXKaTento YKa3aHHON B HEM CyMMbl;
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B. AOKYMEHT, COCTaB/EHHbI HECKONbKMMM NLaMK 1 NOATBEPXKAAOLL NI
YCTaHOB/EHHbIE (haKTbl UK COObITUS;

B. oTpacnb geatenbsHOCTK, obecrneyrBatoLLas opraHn3aLmo XpaHeHsa U NCNONb30BaHUSA
apXMBHbIX JOKYMEHTOB.

Bonpoc 6. AKT - 3T10:

A. NOKYMEHT, COAEPXaLl il pacrnopsHKeHne 04HOr0 KPeaMTHOrO yUpeXxxaeHns gpyromy
KpeAnTHOMY YUpeXAeHWN0 O BbinjaTe AepyXaTento YKasaHHON B HEM CYMMbl;

B. JOKYMEHT, COCTaBMEHHbI HECKONbKMMM NLaMK 1 NOATBEPXKAAOLL NI
YCTaHOB/EHHbIE (haKTbl UK COObITUS;

B. oTpacnb geatenbHOCTK, obecrneyrBatoLLLas OpraHn3aLmo XpaHeHMs 1 UCMOob30BaHNA
apXMBHbIX JOKYMEHTOB.

Bonpoc 7. ApxuBHbIi YOHS - 3TO:

A. opraHusaums unu ee CTpyKTypHOe NoApasfeneHmne, OCyLLECTBAAIOLLLEE NPUEM W
XpaHeHne JOKYMEHTOB C LieNbi0 UCMO/b30BaHMS;

B. LOKYMEHT, COXpaHSeMbIn UK NOANEXALLWUIA COXPAHEHMIO B CUY €r0 3HAYMMOCTU A5
06LLecTBa UM UMEIOLLMNIA LLEHHOCTb 15 COOCTBEHHUKA;

B. COBOKYNMHOCTb apXMBHbIX JOKYMEHTOB UCTOPUYECKN W (M) NOTUYECKN CBA3AHHbIX

Apyr C Apyrom.

Bonpoc 8. Apxus - 3T0:

A. opraHu3auua unu ee CTPYKTypHOe nofpasfeneHune, oCyLLecTBAoLWee npuemM u
XpaHeHVe LOKYMEHTOB C Lie/IbH0 1CMO0/b30BaHNS;

B. LOKYMEHT, COXpaHSeMblil UK NOANEXALLMIA COXPAHEHMIO B CU/TY €r0 3HAYMMOCTU /15
06LLecTBa UM UMEIOLLMNIA LLEHHOCTb 15 COOCTBEHHUKA;

B . COBOKYNHOCTb apXMBHbIX LOKYMEHTOB UCTOPUYECKMN U (MNN) NOTUYECKM CBA3AHHbIX

Apyr C opyrom.

Bonpoc 9. ApXMBHbI/i JOKYMEHT - 3TO:

A. opraHusaums unm ee CTPYKTypHOe nojapasfeneHne, ocyLLecTBAAIOLLEE NPUEM U
XpaHeHne JOKYMEHTOB C Lie/ibl0 1CMO/b30BaHNS;

B. LOKYMEHT, COXpaHSeMbI UK NOANEXALLWUIA COXPAHEHMIO B CUY €r0 3HAYMMOCTU A5
06LLecTBa UM UMEIOLLMNIA LLEHHOCTb 15 COOCTBEHHUKA;

B. COBOKYMNHOCTb apXMBHbIX LJOKYMEHTOB UCTOPUYECKMN U (M) NOTUYECKU CBA3AHHbIX

Apyr C opyrom.

Bonpoc 10. BnaHK JOKYMeHTa - 3T0:

A. Habop peKBM3NUTOB, MAEHTUMOULMPYIOLWMX aBTOpa 0(hMLMANBHOT0 NUCbMEHHOTO
LOKYMEHTa;

B. nepeyeHb KakuxX-1m60 faHHbIX (CBELEHWIA), pacnoNOXeHHbIX B ONpeaeneHHOM
nopsigke (nnatexHas, 060poTHas u T.4).

B. npvHaaneXHoCTb NMCbMEHHOIO JOKYMEHTA K CUCTeME AOKYMEHTALMKN N0 NpU3HaKam
cofiepXXaHusa U LLeNeBoro HasHayeHus.

Bonpoc 11. Bug NnUCbMEHHOr0 AOKYMEeHTa - 3TO:

A. Habop peKBU3UTOB, UAEHTUMULMPYIOLWMX aBTOpa 0(hMLMANBHOT0 NUCbMEHHOTO0
LOKYMEHTa;

B. nepeyeHb KaknX-1m60 faHHbIX (CBELEHWIA), pacnoOXeHHbIX B ONpeaeneHHOM
nopsigke (nnatexHas, 060poTHas n T.4).

B. npvHaaneXHoCcTb NMCbMEHHOIO JOKYMEHTA K CUCTEME AOKYMEHTALMKN N0 NpU3HaKam
cofiepXXaHusa U LLeNneBoro HasHayeHus.
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Bonpoc 12. BegomocTb - 3T0:

A. Habop peKBU3NUTOB, UAEHTUMOULMPYIOLLMX aBTOpa 0(hMLNANBHOT0 NUCbMEHHOTO
LOKYMEHTa;

B. nepeyeHb KaknX-1m60 faHHbIX (CBeLEHWIA), pacnoNOXeHHbIX B ONpeaeneHHOM
nopsigke (nnatexHas, 060poTHas n T.4).

B. npvHaanexHoCTb NMCbMEHHOr0 JOKYMEHTA K CUCTEME AOKYMEHTALUN NO NpU3HaKam
cofepXXaHusa U LLeNeBoro HasHayeHus.

Bonpoc 13. BXogawmin JOKYMEHT - 3TO:

A. pPEKBU3NT JOKYMEHTA, BblpaXatoLuii cornacue Unmn Hecornacue JO/MKHOCTHOMO nnLa
C Cofep>kaHeM LOKYMEHTa,;

B. LOKYMeHT, MOCTYNMBLUNIA B OpraHn3auuio;

B. KOnusa 4acTn TEeKCTOBOr0 AOKYMEHTA.

Bonpoc 14. Beinucka U3 JOKYMeHTa - 3TO:

A. pPEKBU3NT JOKYMEHTA, BblpaXkatoLLniA cornacue Unmn Hecornacue JO/MKHOCTHOMO nnLa
C Cofep>kaHeM LOKYMEHTa,;

B. LOKYMeHT, MOCTYNMBLUNIA B OpraHn3auuio;

B. KOnua 4acTn TeKCTOBOr0 AOKYMEHTA.

Bonpoc 15. Bu3a ohmymansHoro 4OKymMeHTa - 370:

A. PEKBU3NT JOKYMEHTA, BblpaXatoLLuii cornacue Unmn Hecornacue JO/MKHOCTHOMO nnLa
C Cofep>kaHeM LOKYMEHTa;

B. LOKyMeHT, NOCTYNMBLUNIA B OpraHn3auuio;

B. KOnusa 4acTn TeKCTOBOr0 AOKYMEHTA.

Bonpoc 16. MapaHTWIAHOE NUCbLMO - 3TO:

A. peKBU3UT, yKa3blBalOLLMIA Ha OCOObIA XapakTep CofepXaHus ouLManbHOro
LOKYMEHTA,

B. nucemo, npeacTaBnstoLee co60i rapaHTUAHOE 0653aTeNbCTBO;

B. LOKyMeHT, cofepxXalinii 06a3atesibHble K UCMNO/IHEHUIO YKa3aHUS BbILLECTOALLMNX
OpraHos.

Bonpoc 17. ANpeKTUBHbIA JOKYMEHT - 3TO:

A. PeKBM3UT, yKa3blBaloLLMI Ha 0COObI XapaKTep COAepXXaHWs 0hnLUmnanbHOro
[OOKYMEHTR,;

B. nucbMo, npeacTaBnAtoLLee coboi rapaHTUItHOE 0643aTeNbCTBO;

B. LOKyMeHT, cofepxalinii 06a3atesibHble K UCMNO/IHEHUIO YKa3aHUS BbILLECTOALLMNX
OpraHos.

Bonpoc 18. 'pudy - ato:

A. peKBU3UT, yKa3blBalOLLMIA Ha 0COObIA XapakTep CofepXaHus OPULManbHOro
[AOKYMEHTR;

B. nucemo, npeacTaBnstoLee co60i rapaHTUAHOE 0653aTeNbCTBO;

B. LOKyMeHT, cofepxXalinii 06a3atesibHble K UCMNO/IHEHUIO YKa3aHUS BbILLECTOALLMNX
OpraHos.

MepeyeHb BONPOCOB AN NPOMEXKYTOYHON aTTecTayun Ha 3K3aMeHe (8 cemecTp):
1 NcTopus pa3BuTma CUCTEMbI TOCYLAPCTBEHHOIO 4e/I0Npon3BOACTBA.
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2. HopmatnBHO-meTOAMYecKas 6as3a [enonpou3BoACcTBa (3aKOHOAATeNbHble akThl PO B
cepe MHGpoOpMaLUN 1N LOKYMEHTALMW).

3. HopmaTuBHO-mMeTOAMYECKME [OOKYMEHTbI MO [Ae/fI0NPOn3BOACTBY W OpraHusauuu
apXMBHOI0 XpaHeHUs LOKYMEHTOB.

4. Knaccuukauma, yHU(pMKaLma n ctaHaaptmsanms B 4efionpon3BoCTBe.

5. PekBM3nTbI JOKYMeHTOB. NpaBuna opopmieHNs PeKBU3UTOB LOKYMEHTOB.

6. TpeboBaHUA K 0(hOPM/IEHUIO PEKBU3UTOB, OMpPefenstoLnX ABVKEHNE U OTPaXKaloLLnX
006paboTKy U UCMOSIHEHME JOKYMEHTA.

7. Tabenb yHU(PULMPOBAHHbLIX (DOPM YUPEXAEHUS, NPeLnpUaTus.

8. OpraHusauna LOKYMeHTO060poTa B OpraHax rocyfapCTBEHHOM BNacTM M MECTHOro
camoynpaBneHuns.

9. HomeHKnaTypa fen npeanpuatus.

10. ®opmupoBaHue fen.

11. Mepepaya 1 XpaHeHUE JOKYMEHTOB B BEOMCTBEHHbIX apXunBax.

12. OC06EHHOCTU XPaHEHUS 3/IEKTPOHHBIX LOKYMEHTOB.

13. CucTtema fOKYMEHTALMUN.

14. CncTema opraHn3aLnoHHO - NPaBOBOW AOKYMEHTaLMN.

15. CnucTema pacnopaguTeNibHOM AOKYMEeHTaLuUN.

16. CnucTema CnpaBOYHO - aHAIMTUYECKONM AOKYMEHTaLUN.

17. CncTema cnpaBoYHO - MHOPMALMOHHON JOKYMEHTaLWN.

18. OTyeTHaa JOKyMeHTauus. Buabl 0TYETOB.

19. loKyMeHTUpOBaHWe TPYA0BbIX NPaBOOTHOLLEHWIA.

20. YHurLmMpoBaHHasa cucTeMa LOKYMEHTAUNN.

21. [enonpon3BoACTBO MO YCTHOMY M NMUCbMEHHOMY OOPALLEHUIO TPaXAaH.

22. oKyMeHTO060pOT. Ero oCHOBHbIE 3Tansbl.

23. A3bIK M CTUNb JOKYMEHTa. TUNUYHbIE COKpaLLEHWA, UCMOMNb3yEMbIE B COAEPXKaHUN
ynpaBneHYeCcKnX JOKYMEHTOB (NNeKCUYECKME, rpatiuyecKue).

24. KOHTPONb NCNOJIHEHNA [OKYMEHTOB.

25. Cuctematmsanms n obecneveHre COXPaHHOCTU JOKYMEHTHOW MH(opMaLun.

26. CucTema aBTOMaTU3aL MM AeNONPOU3BOACTBA U JOKYMEHTO060pOTa.

27. NoHATME, NPenMYLLEeCTBa U HeJOCTATKM 3/IEKTPOHHOI0 AOKYMEHTO0060pOoTa.

28. CoBpeMeHHOEe [ie/10BOe NUCbMO. TpeboBaHMA K 0(hOPM/IEHMIO [eN0BOro NUCbMa.

29. CTpyKTypa WHMOPMALMOHHbIX TEXHOMOruMi obecrnevyeHns  ynpaB/ieHYECKOW
[leATenLHOCTH.

30. CekpeTapb yupexgeHus. CnyxebHble hyHKUUN.

31. Oenosble 6ecepbl 1 coBellaHns. OCHOBHble TPe60BaHNA K UX MPOBEAEHMIO.

5.5. MeToanyeckne maTepuanbl, onpefensiolime npouesypbl OLEHUBAHUSA 3HAHWUNA,
YMEHWN, HaBblKOB ¥ (MAM) oOnblTa AeATeNbHOCTW, XapakTepusylwmx 3dTansb
hopMMpOoBaHUS KOMMNeTeHL I

OTBeTbl 0b6yyvalOLlerocs Ha 3K3aMeHe OLUEeHMBAKTCS  KaXAbIM  nefarornyeckum
paboTHMKOM N0 5-6anbHON LLKane.

KpuTepumn oLeHK 0TBeTa Ha BONPOChl TeopeTNYeckoro 6/10ka:

«5» - obyuvatowmiics r1yoboKo M MPOYHO OCBOWA  MPOrpamMHbIA  MaTepumarn,
ncyepnblBatoLLe, MNOC/MefoBaTe/lbHO, FPaMOTHO W JIOFTMYECKU CTPOWHO ero m3naraeT, TECHO
yBsi3blBaeT C 3agavyamm W OyAylien [eATeNbHOCTbI0, He 3aTPYAHSAeTCa C OTBETOM Mpw
BULOWM3MEHEHWNW 3afaHuns, CBOOOAHO CnpaBiseTcs C 3afjayaMy M NPakTUYECKUMU 3afaHusMU,
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npaBnIbHO 060CHOBLIBAET MPUHATLIE PELLEHUS, YMEET CaMOCTOATeNIbHO 0606LWaTh U n3narathb
maTepua, He AoNycKas OWwnoboK;

«4» - 00yvaloLMinca TBEPAO 3HAET MPOrpamMMHbIA MaTepuas, rPaMoTHO M MO CYLLEeCTBY
n3naraeT ero, He AOMYCKas CyLLeCTBEHHbIX HETOYHOCTEN B OTBETE HA BOMPOC, MOXET NpaBuibHO
NPUMEHSATL TEOPETUYECKME MONOXKEHUA U BNafeeT HeOOXOLUMbIMU YMEHUAMU N HaBbIKaMU Mpu
BbINO/IHEHNN NPAKTUYECKUX 3a4aHNI;

«3» - 00yyvaloLWniics OCBOM/T OCHOBHOM MaTepuasi, HO He 3HaeT OTAe/bHbIX AeTanel,
AONYCKaeT ~ HETOYHOCTM,  HefOCTATOMHO  MpaBWfbHble  (JOPMYNMPOBKKM,  HapyllaeT
nocnefoBaTeNlbHOCTb B W3/I0XKEHUU MPOrPaMMHOro matepuana U UCMbITbIBAeT 3aTPyAHEHUS B
BbINOIHEHUN NPAKTUYECKNX 3a4aHNI;

«2» - 06yuvalolMincA He 3HAeT 3HAYMTeNbHOW 4YacTU NPOrpaMMHOrO  MaTepuana,
[0NYCKaeT CYLLEeCTBEHHble OWMOKK, C 60NbWINMY 3aTPYAHEHMSMU BbIMNOMHAET NpaKTUYecKue
3afjaHus, 3afaun.

6. MepeyeHb OCHOBHOM Y AOMONHUTENLHOM YUYeOHON NuTepaTypbl 41 0CBOEHUS
YyUYe6HOM ANCUMMANVHBI

6.1. OcHOBHasa NnTepaTypa.

1 Pbi6akoB, A.E. OCHOBbI [enonpon3BOACTBa : yyebHUK : [12+] / A.E. Pbibakos. - 3-e
n3g., ucnp. - MwuHck @ PUMO, 2016. - 320 c. - Pexum pgoctyna: no nognucke. - 1XKb:
biip://blbltoclnb.ng/Tclex.pllp?pa8e=book&1c1=463666

6.2. JononHNTeNbHaa nuTeparypa

MpuHbepr, A.C. [oKyMeHTauuMOHHOe obecneyeHne ynpasneHus : yyebHuk / A.C.
puH6epr, H.H. Top6aués, O.A. MyxameTwmnHa. - MockBa : HOHuTK, 2015. - 391 c
biip://blbltoclnb.T/Tclex.pllp?pa8e=book&1c1=115031

7. MepeyeHb pecypcoB MHHOPMALMOHHO-TENEKOMMYHUKALUOHHOW CeTU
«MHTepHeT», COBPEMEHHbIe NMpodeccroHanbHble 6a3bl JaHHbIX N MH(OPMaLMOHHbIE
CUCTEMbI, HEOOXOANMbIE A1 OCBOEHMUS YYeOHON ANCLMUNIINHBI

1 bW:p://won.8oy.w - callT MnHob6pHaykun P®

2. bip:/Nyw\y.eclnr/ -  6ubnuoteka  (efepanbHoro  noprtana  «Poccuiickoe
06paszoBaHue» (COLEPXUT KaTasior CCbINOK Ha MHTEPHET-PECYPChbl, 3/IEKTPOHHbIE 6GUBANOTEKM MO
pasnnyHbIM BONpocaM 06pa3oBaHus)

3. bip:/Niy\y\y.prHb.ru - Mpe3naeHTckas 6ubnmoTeka

4.  biap:/NMy\W\y.rm8neb.rm - HaumnoHanbHas aneKTpoHHas 6ubnnoTteka

5. bW:p:/leHbrary.r8l.mw/ - caidT POCCMIACKOI rocyaapCTBEHHOW 6ubnnoTekn (pasgen
«ONIEKTPOHHAasA 6UbNnoTeKa»)

6. bW:p://eHbrary.lw - Hay4yHas 3/leKTpOHHasa 6ubnunoteka «EHbrary»

7. bWp://Hbncone.n - 3nekKTpoHHO-6MbBNMoTeyHasa cuctema AHO BO «UHCTUTYT
HenpepbIBHOIo 06pa3oBaHNA»

8. blip8://lw8T881a.T81.rm yHnBepcuTeTCcKas nHpopmaumoHHas cuctema POCCUA (YNC

POCCKA)

9. bip://blblloclnb.rm 36C YHMBepcuTeTCKas 6nbanoTeka

8. MeTogmyecke YyKazaHua AN 006yyaloLMXCcs N0 OCBOEHUIO  y4ebHON
OVCLUNINHbBI

OcBoeHve obyuvaloWwmnmMcs yyebHoOM gucunnamHbl «OCHOBbI  4eN0Mpon3BOACTBAY
npegnonaraeT usyyeHwe wmatepuanoB AMCLMNANHBI HA ayLUTOPHbLIX 3aHATUAX U B XOfne
CaMOCTOATENbHON paboTbl. AYAUTOPHbIE 3aHATUA NMPOXOAAT B (POPMe NEKLMIA U NPaKTUYECKNX
3aHATMIN. CamocToATeNbHasA paboTa BKIKOUAET pa3HO06pasHbIi KOMMAEKC BUAOB ¥ hopm paboThbl
obyyaroLLmxcs.
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[ns ycnewHoro ocBOeHWS Y4eOHOW AUCUUNANHBI U AOCTUXKEHUS MOCTAB/IEHHbIX Lenen
He0OX0AMMO BHUMATE/IbHO O03HAaKOMUTLCA HacToslleli paboyeit nporpaMmMbl  y4e6HON
AncumMnanHbl. Ee MOXeT nNpeAcTaBnTb NpenofaBaTeNb Ha BBOAHON NEKLUN UAN CaMOCTOATE/IbHO
06yuyaroLniica NCnonb3yeT MH(opMaLMo Ha opuumanbHoM MHTepHeT-caiiTe HCTUTyTA.

CnepyeT 06paTUTb BHYMaHME Ha CMUCOK OCHOBHOW W LOMOMHUTENbHON MTepaTypbl, Ha
npegnaraeMble npenojaBaTefieM pPecypcbl MHGHOPMaLVOHHO-TEIEKOMMYHWUKALNOHHOW  CeTH
WNHTepHeT. 3Ta MH(opMaLus Heobxoanma Ans caMoCcTOATeNbHON paboTbl 06yyatoLLerocs.

Mpwn NOAFOTOBKE K ayAUTOPHbLIM 3aHATMSM HEOOXOAMMO MOMHUTbL OCOGEHHOCTU KaXKoM
(hopMbl €ro NpoBeseHNs.

[MoaroToBKa K yue6HOMY 3aHATUIO NEKLMOHHOIO TUMa 3aKNi4aeTcs B CNefyoLLeMm.

C uenbio obecneyveHnUss YCMewHOro oby4yeHWs 06yYatoLMACA [LO/MKEH FOTOBUTLCS K
NeKUMn, MOCKONbKY OHa SIBASETCA BaKHenwer (opMO opraHm3auum y4ebHOro npotecca,
MOCKO/bKY:

- 3HAKOMUT C HOBbIM YU4eOHbIM MaTepuanom;

- Pa3bACHAET yUYebHble 31eMeHTbl, TPYAHbIe A1 NOHUMaHUS;

- cucTemaTmsnpyeT yuebHblil maTepuan;

- OpUEeHTUpPYeT B y4eb6HOM npoLiecce.

C aToi uensto:

- BHUMATE/IbHO MpounTaniTe MaTepuan npesblayLuei nekunu;

- 03HaKOMbTECb C Y4YeOHbIM MaTepuasioMm no y4yebHUKY W y4ebGHbIM MOCo6UAM C
TEMOI NPOYNTaHHOW NeKuuK;

- BHeCUTe LOMOSHEHUA K MOMYYEHHbIM paHee 3HaHWAM MO TeMe NEKLMM Ha NOonsax
NeKUMOHHON TeTpaau;

- 3anuunTe BO3MOXHbIe BOMPOCHI, KOTOPble Bbl 3afafuTe NeKTOpy Ha NeKuuun no
marepuany U3yyeHHON nekumu;

- nocrapanTecb YACHUTb MeCTO M3y4aemMoil TeMbl B CBOel MOArOTOBKE;

- y3HaiiTe TeMy MpeacToALLei nekymmn (Mo TeMaTyecKoMy nnaHy, no MHgpopmaum
NeKTopa) v 3anuwmnTe NHpopMaLmnio, KOTOPOW Bbl BNageeTe No JaHHOMY BOMpPOCY

MoAroToBKa K NpakTUYECKOMY 3aHAT IO
Mpy NOAFOTOBKE K MPaKTUYECKOMY 3aHATUIO CchefyeT o06paTuTb BHMMaHME Ha
cnefylolimMe MOMEHTbI: Ha MpOLEecc npeaBapuTENbHOM MNOATOTOBKM, Ha paboTy BO Bpems
3aHATUA, 06PabOTKY MONYUYEHHbIX Pe3yNbTaToOB, UCMPAB/IEHNE NONYYEHHBIX 3aMeYaHMiA.
MpeaBapuTenbHas NOArOTOBKA K MPaKTUYECKOMY 3aHATUIO 3aK/YaeTcs B M3YUYeHUK
TEOPeTNYEeCKOro matepuana B 0TBeeHHOe 415 CaMOCTOATe/IbHON paboThbl BpeMsi, 03HAKOM/IEHUe
C MIHCTPYKTMBHbLIMW MaTepuanaMu ¢ Liesiblo 0CO3HaHMA 3aAay NPaKTUYECKOro 3aHATHS.
PaboTa BO BpeMs MNPOBEAEHMSI MNPAKTUYECKOrO 3aHATUA BKIOYAET HECKO/bKO
MOMEHTOB:
- KOHCY/bTUpOBaHWE CTYAEHTOB MpenojaBateniiMyv C UMbl NpPeaocTaBneHus
McyepnblBalOLWEen  MHGpopMauun,  HeoO6XOLMMON  ANs  CaMOCTOATE/NIbHOrO
BbINO/IHEHUS  MPEL/IOKEHHbIX — MpenofaBaTenieM 3ajay, O3HaKOM/EHME C
npaBunamu TeEXHUKM 6e30MacHOCTY Npu paboTe B ayAnMTOpUN;
- CaMOCTOATe/lbHOe BbIMO/IHEHWE 3aflaHMIn  COrnacHoO 0603HaYeHHOW Yy4ebHOM
Nporpammoin TemaTuku.

CamocToaTenbHas paboTa.

Ons 6onee yrny6MeHHOro M3y4yeHUs TeMbl 3afaHUs A0S CaMOCTOSATENbHON paboTbl
PEKOMEHAYETCA BbINONHATL NapanienbHo C WU3yYeHUeM [aHHON TeMbl. [pu  BbINOMHEHWN
3aflaHnii Mo BO3MOXHOCTW MCMOMb3yWTe HarnggHoe npefcTasBneHve Martepuana. bonee
nofpobHas WHopMaumus O CaMOCTOATe/NIbHOW paboTe npefcTaBneHa B pasfeniaX «Yu4yebHo-
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MeToguuyeckoe obecrneyeHWe CaMOCTOATE/NIbHOW  paboTbl MO AucuuMnanHe  (MOLYNHO)»,
«MeToanyeckne yKasaHusa K cCaMOCTOATENbHOWN paboTe No AUCLUMNINHE (MOAY/O»).

[MoAroToBKa K 3K3ameHy.

K 3K3aMeHy Heob6X04MMO rOTOBUTCA LiefIeHanpaBneHHo, PerynapHo, CUCTEMATUYECKU U C
nepBbIX AHel 06yYeHNs N0 AaHHOW AUCLUMMHE.

[Mpn NOAroTOBKE K 3K3aMeHy 0bpaTuTe BHMMaHWe Ha NpakTUYecKue 3afaHus Ha OCHOBe
TEOPETUYECKOro MaTepuana.

Mpn NOAroToBKe K OTBETY Ha BOMPOCbI 3K3aMeHa N0 TeopeTMYECKON 4acTu yyebHO
OUCUMNMIMHBI - BblAENNTE B BOMPOCe [/1aBHOe, CYLLEeCTBEHHOe (MOHATMA,  MPU3HaKW,
Knaccugukalmm v np.), NpuseLuTe NPUMepbI, UANKOCTPUPYIOLLME TEOPETUYECKME NONOXEHWS.

Mocne npeasioXeHHbIX YKasaHWi y 06y4valowmnxcs LOMKHO CHOPMMPOBATLECS YeTKOoe
npescTaBneHe 06 06beMe M XapaKTepe 3HaHUIA U YMeHWI, KOTOpbIMU HaAo ByaeT oBnafgeTb No
AucuMnvHe.

9. MporpammHoe obecneyeHme MHPOPMALNOHHO-KOMMYHUKALNOHHbIX TEXHO0M A

9.1. H(hopMaLMOHHbIE TEXHOMOrNN

1 TlepcoHanbHble KOMNbIOTEPSI;
2. [ocTyn K UHTepHeT

3. TpoekTop.

4. Cuctema YOTLUM

9.2. MporpammHoe obecneveHne

1 \Yuch\y87

2. blbreOLLlce \Yriier,

3. blbreOLLce Calc,

4. blbreOlllce

5. bnpress

6. 200M (OTKpbITbIV gocTyn)

7. «Ckaiin» (OTKpbITbIA OCTYN)

9.3. 'H(hopmMaLMOHHBIE CNPaBOYHbIE CUCTEMBI
1 YHuBepcuteTCcKasa MHpopMaLmoHHaa cuctema POCCUA - bUp:/Jiyw\y.clr.wy
2. TlapaHT

10. MNepeyeHb MaTepunasribHO-TEXHUYECKOro 06ecrneveHns He06XoaMMOro ans
peanusaumy NporpamMmmbl Mo y4ebHON AUCLUNNINHE.

1 Y4ebHble ayanTopun A8 NPoBeAeHNs 3aHATUI NEKLMOHHOIO TUNa, NPaKTUYeCKnX
3aHATWIA, TPYNMNOBbLIX Y MHAMBUAYAbHbIX KOHCY/bTaUWA, TEKYLLEro KOHTPOS 1
NMPOMEXYTOUHOW aTTecTaLuu.

2. MomeLeHNsa aNa camocToATeIbHOM paboTbl CTYAEHTOB, OCHALLEHHbIE KOMMbIOTEPHON
TEXHUKOW C BO3MOXHOCTbIO MOAK/IOYEHUS K CeTU «HTEPHET» 1 06ecneyeHnemM 4ocTyna B

3N1EeKTPOHHYH MH(OPMaLNOHHO-06pa30oBaTe/IbHYO0 cpely MHCTUTYTA.

11. O6paszoBaTtesibHble TEXHONOMNKU

Mpu peanusayum yuyebHON anucunnanHbl «OCHOBbI AeN10MNPON3BOACTBA» MPUMEHAOTCA
pasninyHble 06pazoBaTe/ibHble TEXHOMOM M.

OcBoeHMe yuyebHON auncumnanHbl «OCHOBbI [Ae/0NPOM3BOACTBa» MpedycMaTpuBaeT
MCNonb30BaHMe B y4e6HOM MmpoLecce akTUBHbLIX (OPM NPOBefeHNs YUeBHbIX 3aHATUI B hopme,
pa3bop KOHKPETHbIX CUTYaUuid 1 NpaKTUYeCKMX 3a4ay B COUYETAHUN C BHeayAUTOPHON paboToil ¢
LleNbio (DOPMMPOBaHUSA Y Pa3BUTUA NPOPECCUOHANBbHBIX HaBbIKOB 00Y4aroLLMXCS.
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