YacTHoe 00pa3oBaTeibHOE YUpeKIeHNEe BbICIIEro 00pa3oBaHus
"Kypckuii HHCTUTYT MeHeI>KMEeHTa, JKOHOMMKHU 1 Ou3Heca'

OCHOBBI TOKYMEHTALIMOHHOI0 00eCIeYeHUus ypaBJIeHUus

3akperuieHa 3a kadenpoit

Kpanudukanus

O6mas TpyIoeMKOCTh
dopma oOydeHHs

Yacos 110 yueOHOMY ILIaHy
B TOM YHCIIE:

ayJUTOPHBIC 3aHATHSL
caMocTosATebHas paboTa

4aCoOB Ha KOHTPOJIb

Dopma 00yueHus

Yacos 1o yueOHOMY ILIaHy
B TOM UHCIIE:

ayAUTOPHBIC 3aHATHS
caMocTosTeNbHas paboTa

4acoB Ha KOHTPOJIb

®opma 00yueHus

YacoB 1o yueGHOMY IUIaHy
B TOM UHCIIE:

ayIUTOPHBIEC 3aHATUSL
caMocTosTeNbHas paboTa

YaCoOB Ha KOHTPOJIb

pabouyas mporpaMma JUCIUILINHBI

Kadeapa ynpasJienus u cBsizeil ¢ 00111eCTBEHHOCTBHIO

Bbaxanasp

53ET
ouHast
180

73,6
72
34,4

04YHO-3204YHas
180

17,6
153,4

3a04Hast
180

17,6
155
74

Bugs! koHTpoONI B cemecTpax:
9K3aMeHBI 7

Bugs! koHTpONI B cemecTpax:
OKk3aMeHsl 7

Bupap! koHTpONIs B cemecTpax:
9K3aMeHbI 4



Pacnpe)lenem[e YaCoB JUCHMILINHBI 110 CeMeCTpaM

o4Has ¢popma

Bun yaebHOM paboTh 3a Bce ceMecTphl Cemectp 7
3.€. 5 5
Hroro (3a cemectp) 180 180
Jlexrn 36 36
[TpakTuku 36 36
KoHTakTHas paboTa Ha aTTECTAINIO 1,6 1,6
KoHTakTHas paboTa Ha IPAKTUKY 0 0
KonTaktHas pabora Ha TA 0 0
KoHTakTHas paboTa Ha KypCOBYIO paboTy 0 0
CamocTrosTenpHas pabora 72 72
WMHnuBuayaapHasi KOHTAKTHas paboTa 0 0
KoHTpois 34,4 34,4
PacnipenesieHne 4acoB TUCHMILIHHBI II0 CEMECTPaM
04HO-3204HasA Gopma
Bun yue6HOI paboTh Uroro Cemectp 7
3.C. 5 5
Hroro (3a cemectp) 180 180
Jlexrmm 6 6
IIpakTHdecKue 3aHATHUSI 10 10
KoHTakTHas paboTa Ha aTTECTAIUIO 1,6 1,6
KoHTakTHas paboTa Ha IPAKTHKY 0 0
KonTaktHas pabora Ha TMA 0 0
KoHTakTHas paboTa Ha KypCOBYIO paboTy 0 0
CamocTrosTenpHas pabora 153,4 153,4
KoHTpoib 9 9
Pacnpeesienne 4acoB AMCHMIIMHBI 110 CeMeECTPa
3ao4yHas ¢opma
Bun yue6HO#H paboThI Htoro Cewmectp 4
3.e. 5 5
Hroro (3a cemectp) 180 180
Jlexmmn 8 8
[IpakTHdeckue 3aHATHS 8 8
KonTakTHas paboTa Ha aTTeCTAIIUIO 1,6 1,6
KonTakTHas paboTa Ha IPAKTHKY 0 0
KonTtaktHas pabota Ha [A 0 0
KonTakTHas paboTa Ha KypcoBYyIO paboty 0 0
CamocrosTenpHas padboTa 155 155
KonTponb 7,4 7,4




ITporpammy cocTaBUI(1):

Cm. npenodasamens Jlésuwuna Jlroomuna Cepeeena

PenienzenT(bl):
3aM.Hay.omoena QyHKYUOHUpoB8anus Konmpaxmuoul cucmemvl YOK no Kypckoii ooracmu Iodocunnuxos E.FO.

Pabouas mporpaMma AUCIUIUTHHBL

OcHoBBI JOKYMEHTAIITUOHHOTI'0 odecreyeHust yYupasBJieHUSA

paspaborana B coorBeTcTBUU ¢ ®I'OC BO:

DepepabHbIi TOCYAapCTBCHHBIH 00pa30BaTeNbHBII CTAHAAPT BBICIIEr0 00pa30BaHusI - 0aKaliaBpHaT [0 HAMIPABICHHIO TOATOTOBKU
38.03.04 TocynapcTBeHHOE ¥ MyHHUIMITANBHOE yripaBieHue (mpukas MunoOprayku Poccun ot 13.08.2020 r. Ne 1016)

COCTaBJIeHa Ha OCHOBaHWY y4eOHOTO IIaHa!
38.03.04 T'ocymapcTBeHHOE ¥ MyHHIIAIIATHHOE YIIPaBICHNE
YTBEPXKJIEHHOI0 yu€HbIM coBeToM By3a oT 30.08.2023 npoToxosn Ne 1.

Pa6ouas mporpamma o1o0peHa Ha 3aceanuu Kadeapsl

Kadenpa ynpasJieHusi 1 cBsi3eii ¢ 00I1eCTBEHHOCTBIO

IIpotokos ot _30.08 2023 r. Ne 1
Cpok neiictBus nporpammbl:  2023-2024 yu. r.
3aB. kadenpoii EcbkoBa Haranbs AnatonbeBHa



Buzuposanue PILJI nis ucnonHenus B ouepeHoM yueGHOM rogy

Pabouas nmporpamma nepecMoTpeHa, 00CykIeHa U 0100peHa JUIs
ucrnomHeHus B 2024-2025 yaeOHOM TOY Ha 3aceqaHuu Kadeaps
Kadenpa ynpasienus u cBsizeii ¢ 00111eCTBEHHOCTBIO

IIporoxomor 2024r1. Ne
3aB. kapenpoit EcbroBa Haranbs AHaronbeBHA

Buzuposanue PIIJI nns ucnonHenusi B ouepeHoM yueOGHOM rogy

Pabouas mporpamma nepecMoTpeHa, 00CykIeHa U 0100peHa IS
ucnonHeHus B 2025-2026 yueOHOM roay Ha 3aceqaHuu Kadeapbl
Kadenpa ynpasiieHus u cBsi3eii ¢ 0011eCTBEHHOCTBIO

IIpotokomor 2025r. No
3aB. kadpenpoit EcbxoBa Haranbs AnaronbeBHa

BusupoBanue PII/] 115t ucnosiHeHUs B 04epeTHOM Y4eOHOM roay

Pabouas nporpaMma nepecMoTpeHa, 00Cy>KIeHa U 0100peHa ULt
ucnonHeHus B 2026-2027 y4eGHOM roy Ha 3aceaHuy Kadbeapsl
Kadenpa ynpasiienus u cBsizeii ¢ 0011eCTBEHHOCTBIO

IIporokomor 2026r. No
3aB. kadenpoii EcbxoBa Haranbs AnaronbeBHa

Buzuposanue PIIJI 151 ncnotHeHus1 B ouepetHOM y4eOHOM roxy

Pabouas nporpamma nepecMoTpeHa, 00CyxaeHa 1 0100peHa Juis
ucnonHenus B 2027-2028 yueOHOM roay Ha 3aceqanuu Kadeapbl
Kadenpa ynpasJ/ienusi u cBsizeii ¢ 00111eCTBEHHOCTBHIO

IIpotoxomor 20271, Ne
3aB. kadenpoii EcbrkoBa Haranbs AnaronbeBHa



1. EJIN U 3AJJAYHA OCBOEHUSA JUCHUAIIJIMHBI (MOZYJIS)

Iens - pacKkpbITh TEOPETUUECKUE ACHEKTHI U TPAKTUYECKYIO CTOPOHY MPaBUII COCTABICHHS U O(OPMIICHHSI JOKYMEHTOB, CO3/]aBaEMBbIX
B IIpollecce IPHHATHS W peajM3aliyl YHpPaBICHYECKHX pelIeHHH, a Takke OpraHu3aliH paboTHl ¢ JOKyMEHTaMH Ha IPEIIpHATHAX,
YUpeXICHHUIX, OpTaHU3aIHAX C [eTbI0 ITOrOTOBKY OaKanaBpa B 00J1aCTH MyHHIMIATEHOTO YIIPABICHNS.

3agayamu y4eOHOH qucnuiiHbl « OCHOBBI JOKYMEHTAIOHHOTO 00ECTICUSHUSI YIIPABICHIS SBIISIOTCS:

e  00y4nTh OYIyIIMX CHEIHANINCTOB OCHOBAM HOPMAaTHBHO-TIPAaBOBOTO M METOAMYECKOTo oOecredeHus: paboThl ¢ TOKyMEHTaMU H
JOKYMEHTO000pOTa;

®  O3HaKOMHTbH CTYJCHTOB C COBPEMEHHBIMHU CIIOCOOAMH U IPaBUIIAMHU CO3JaHUS JOKYMEHTOB

e  00ydYHTBH CTYZEHTOB IIPaBHJIAM YIIPABICHHU KOMIUIEKCHBIMH IIPOIEAYPaMHU JIOKyMEHTO000pOTa B OpraHHU3aIHY;

e  U3Yy4HTh OCHOBAHUS, MOPSIOK U MpaBHiIa JOKYMEHTHPOBAHUs pabOdMX MPOLECCOB U 0OecTeyeH s 3alUThl KOHQHICHINATbHON
nH(popMaImu, conepKaIuxcs B JOKyMEHTax

e  chopMHpOBATH y CTYJEHTOB MIPEACTABICHUS O MPUHIUNAX IPUHSITHUS PEIICHUH B CUCTEMe T0Cy JapCTBEHHOTO U MYHHIUINAIBHOTO
yIpaBleHus, cioxuslecs B Poccun.

2. MECTO JUCHHUTIINHBI (MOJIYJISI) B CTPYKTYPE OBPA3OBATEJILHOM ITIPOT'PAMMBI

Lukx (paszen) OIL: [B1.B. 15

2.1|TpeGoBaHusI K NpeIBAPUTEILHON MOATOTOBKE 00y4aKOIIEr0Csi:

2.1.1|Teopus ynpasieHus

2.1.2|KynbTypa pedu U 1es10Bo€e OOLIeHUe

2.1.3|Brenenue B npodeccuro

2.1.4|1udpopmarrka

2.1.5|Teopust opranusauu

2.1.6|MeTonbl NpUHATHS YIPABICHIECKUX PELICHUH

2.1.7|"ndopManMOHHBIE TEXHOJIOTUH B YIIPABICHUU

2.1.8|TpynoBoe nipaBo

2.1.9|Opranu3annoHHOE TIOBEICHHUE

2.1.10|OcHOBBI yIIpaBiIeHUs IEPCOHATIOM

2.2|IucuMnianHbl (MOIYJIH) U PAKTUKH, JJI51 KOTOPBHIX 0CBOEHHE IAHHOM TUCHHILUIMHBI (MOIYJIsI) HEOOXOAMMO KaK
npejuIecTBylolIee:

2.2.1|9THKa rocyaapCcTBEHHOM U MyHUIIUTIATBHON CITy>KOBI

2.2.2|YpaBneHue TpyAOBBIMU PECypcaMu

2.2.3|TloaroToBKa K MPOIEAYype 3aLIUTHI H 3aIIUTa BBITYCKHON KBaTH()UKAIMOHHOW paOOThI

2.2.11|TpegmumioMHast MpaKkTUKa

3. KOMIETEHLUY OB YYAIOIIETOCSl, ®°OPMUPYEMBIE B PE3YJIbTATE OCBOEHMS JUCLIMITTAHBI
(MOJYJIS)

IIK-3.1: IlonnMaeT CyUIHOCTH METOMYECKHX M CIIPABOYHBIX MATEPHAJIOB 10 BONPOCAM JIeATEILHOCTH HA JOJIKHOCTAX
rocy1apCcTBeHHON U MYHHIMNAIbHOM C/1y:K0bl, AIMUHUCTPATHBHBIX JOJKHOCTSX B FOCYAAPCTBEHHBIX H MYHHIUNIATBHBIX
NPeANPUATUHSIX H YUPEKIEHUIX, OCHOBBI JOKYMEHTAIHOHHOT0 00ecneyeHusl ynpaBJaeHus

3HaTb: CYIIHOCTbH I/IH(bOpMaLII/IOHHO-MCTOHquCKOﬁ JACATCIIBHOCTU B OpraHax BJIAaCTU, OCHOBBI }IOKyMeHTOO60pOTa B OpraHu3alunu

YMmeTh: AHAJIU3UPOBATH ,HOKyMeHTOO60pOT B OpraHax BJIaCTH

Baaners: HaBbIKaMH NPUMEHEHUS 3HaHUN 00 WH(MOPMAIIMOHHO-METOANYECKOI paboTe B opraHax BIAacTH B NpodecCHOHATBHON
JeSITENIbHOCTH

IIK-3.2: O60cHOBBIBAET U NPUMEHACT TEXHOJIOTHI0 aHAJIN3a METOANYECKHUX U CIPABOYHBIX MaTe-pHUaJIOB IO BOIIPOCaM
ACATECIbHOCTH HA TOJIKHOCTHAX FOCy}IapCTBeHHOﬁ u MyHl/IIII/[lIaJIl:HOﬁ C.]]y)[(ﬁbl, AIMHUHHUCTPATHBHBIX J0/IXKHOCTHX B
rocyaapCTBeHHbIX U MYHUIUNIAJBbHBIX MPEANPUATHAX U YUPCKICHUAX, B HAYYHbIX U oﬁpasonaTeanux OpraHu3anmsax,
MOJTUTHYCCKUX MAPTUAX, OﬁllleCTBeH-HO-HOJ’IHTI/I‘ICCKI/IX, KOMMEPYECCKHX U HCEKOMMEPYECCKHUX OPraHu3aiusax

3HaTh: CyHIHOCTBh aHaJIn3a METOANYCCKUX U CITPABOYHBIX MaTCpHaJIOB 110 BOIIPOCaM ACATCIBbHOCTH Ha JOJDKHOCTAX FOCy}IapCTBeHHOI‘/II
u MyHPIHPIHaJ'IBHOfI CJ'Iy)K6I>I, AIMUHHUCTPATUBHBIX JOJDKHOCTAX B TOCYHAPCTBEHHBIX W MYHHIUNAIBHBIX TMPEANPUATHAX U
YUYPCKACHUAX, B HAYYHBIX H o6pasoBaTeanmx opranmsanusax, TMOJIUTUYCCKUX TMaAPTHUIX, O6HICCTBCHHO -IIOJIMTUYCCKUX,
KOMMEPYECKHUX U HEKOMMEPUYCCKUX OpraHUu3aluiax

YmMmeTh: AHAJIM3UPOBATH METOAUYCCKHUE U CIIPABOYHBIC MATECpHAJIbl IO BOIIPOCAM ACATECIIbHOCTH Ha JOJDKHOCTAX rocyz[apCTBeHHoﬁ u
MyHI/IHI/IHaHbHOﬁ CJ'Iy)K6I:I, AIMUHUCTPATUBHBIX JOJDKHOCTAX B TOCYAAPCTBEHHBIX U MYHUIUIIAJIBHBIX NPEANPUATHAX U YIPEKICHUAX,
B HaAY4YHBIX H 06p330BaTeJ'ILHLIX OpraHu3alusax, IMOJIUTUYECKUX NapTUAX, O6HI€CTBCHHO-HOHHTH‘I@CKHX, KOMMEPYECKUX U
HCKOMMEPYCCKUX OpTaHU3aAUAX

Bﬂa}leTL: HaBbIKaMU aHaJIN3a MCTOAUYCCKUX U CIIPABOYHBIX MaTepHaIoB B HpO(beCCPIOHaJ'ILHOﬁ JACATCIIbHOCTHU




B pe3yabTaTte 0CBOCHHS AUCHUIIIMHBI (MOAYJIs1) 00y4YaIOLIUIiCH J0KEH

3.1 3HaTh:

®  TIOHATHE JIOKYMEHTa, €r0 CBOHCTBA, CIIOCOOBI IOKYMEHTUPOBAHHUS;

e TOCTP7.0.97-2016. Cucrema oprann3aliiOHHO-PACTIOPSIUTEIBHON TOKYMEHTAIH. TpeOoBaHus K 0OPMIICHUIO
JIOKyMEHTOB;

e  HOpMAaTHBHBIC JOKYMEHTHI II0 CTAaHAAPTU3AINH B 00JACTH JOKYMEHTALNH, JEHCTBYIONINE HA TeppuTopuu PD;

®  CHCTEMbI IOKyMEHTAIIUH, TPEOOBaHHS K COCTABJICHHUIO U O(POPMIICHHIO IOKYMEHTOB;

®  TIpaBWJIA COCTABICHUS U O(POPMIICHUS OPTaHH3AOHHO-PACTIOPSAUTENbHBIX JoKyMeHTOB (OP/I);

CHCTEMY U THIIOBYIO TEXHOJIOTHIO TOKYMEHTAIIMOHHOT0 obecrieueHus ynpasieHus (J0VY);

®  THIOBBIC HHCTPYKIIUH IO JICIIOMPOU3BOJICTBY, PEIIIAMEHT PaOOThI, JOIDKHOCTHBIC HHCTPYKIIUH;

e  mpaBwia U GOPMBI JETOBOI U KOMMEPUYECKOH MEPEHCKH;

e  0COOCHHOCTH JICTOMPOU3BOACTBA IO OOPALICHHUSAM IPaXKIaH U KOHGHUACHIIMAIBLHOTO JEIONPOH3BOICTRA.

3.2|YmeTh:

e 0pOpPMIISTH OPraHU3AIMOHHO-PACTIOPSINTEIbHBIC JOKYMEHTBI B COOTBETCTBUH ¢ AeicTByromuM ['OCTowm;
OCYLIECTBISITH 00PA0OTKY BXOASAIINX, BHYTPEHHUX M UCXOMSAIINX JOKYMEHTOB, KOHTPOJIb 33 HX UCIIOJHCHHEM;
0opMITATE TOKYMEHTHI U1l IepeJadyl B apXUB OPTaHU3aINN

®  COCTaBIIATH JICNOBBIE M KOMMEPYECKHEe ITHChMa JUIsi CBOOOJHOTO U PaBHOIPABHOTO OOLICHUS C MAPTHEPAMH.

e  pa3pabaThIBaTh OJIAHKH JTOKYMEHTAIHH;

®  TIPaBWIBGHO COCTABIATH M OQOPMILITH YIPaBICHIECKHE JOKYMEHTHI,

e  pa3pabaThIBaTh ONTUMANBHYIO JUII KOHKPETHOTO YIPABICHYECKOTO allllapaTa OpPraHU3allMOHHYI0 GopMy paboThI ¢
JOKyMEHTaMHU B CTPYKTYPY CITyKOBI IeIONpPOU3BOICTBA;

e BBHIOpaTh ONTHMAIBHYIO TEXHOJIOTHIO pabOTBI C JOKYMEHTaMH, BKJIIOYAs BCE OTambl pabOTHl C JTOKYMEHTOM
(peructpanuio, HHOOPMAIIMOHHO-CIIPABOYHYI0 PabOTy, KOHTPOJIb 33 HCIOJHEHHEM, OPraHU3allds TEKyHero Hu
ApXHMBHOTO XPaHEHUS, yHUUTOXKEHHE).

3.3|Baagers:

®  HaBBIKAMH COCTABJICHHS IIPOEKTOB OCHOBHBIX YIPABICHYECKHX JOKYMEHTOB U IHCEM;

e  HaBBIKaMH PaOOTHI C COBPEMEHHBIMH BHIAMHU OPITEXHUKU H HCIIOIB30BaHMUS CPEICTB MaJlON OPITEXHHKH;

e  JIeNIOBOI MHUCHMEHHOM pevH;

®  CO37aHMS Pa3IUYHBIX BUIOB JOKYMEHTOB Ha KOMITBIOTEPE;

e  OpraHU3alUH ONTHMAIBHONW TEXHOJOTUH PAOOTHI C JOKyMEHTaMH B OpTaHHU3ALHH.

4. CTPYKTYPA U COAEP)KAHUE JTUCHUIIJIMHBI (MOAY JIST)
o4Has (popma
Kon HaunmenoBanue pa3aenoB u Tem /Buj | Cemectp /| UYacoB |Kommeren-| Jlutepatypa | Uure | Cam.pabGota
3aHATHSA 3aHATUsA/ Kype [Bcero/n/mp 101011 PAaKT.

1. IMowusiTie, 1end, 3ama4yd, PUHIIATIEI 7/4 6/3/3 nK-3.1 6.1.1.1 6
COBPEMEHHOTO  JTOKyMEHTAI[HOHHOTO 6.1.1.2
oOecrneyeHus yrpaBieHUs 6.1.1.3

2. Yuupuxarus " CTaHIapTH3AIHS 7/4 6/3/3 K-3.1 6.1.1.1 8
JIOKYMEHTOB 6.1.1.2
6.1.1.3

3. Ipaswaa opopMIIEHHS YIIpaBIeHIECKON 714 8/4/4 K-3.1 6.1.1.1 2 7
JIOKYMEHTAIIH 6.1.1.2
6.1.1.3

4. TpeGoBaHHsT K TEKCTy CIIy»XeOHBIX 7/4 6/3/3 K-3.1 6.1.1.1 8
JIOKYMEHTOB 6.1.1.2
6.1.1.3

5. CucremMa  OpraHM3alMOHHO-TIPABOBON 714 8/4/4 K-3.1 6.1.1.1 2 7
JIOKYMEHTAIIH T1K-3.2 6.1.1.2
6.1.1.3

6. Cucrema PacopsITUTENHHOM 7/4 8/4/4 TIK-3.1 6.1.1.1 2 7
JIOKYMEHTAIINH TIK-3.2 6.1.1.2
6.1.1.3

7. WHpOpMaIMOHHO-CIIPaBOYHbIE 714 8/4/4 K-3.1 6.1.1.1 2 7
nokyMeHThl. CoOBpeMEeHHOE JeJI0BOe MK-3.2 6.1.1.3

IIHCHEMO

8. Opranusarus paboThl C JOKYMEHTaMH 7/4 8/4/4 IK-3.1 6.1.1.1 7

IK-3.2 6.1.1.3




9. Oprasu3arest paboTHI c 7/4 8/3/3 K-3.1 6.1.1.1 8
KOH(QUICHIMAILHBIMHI JJOKYMEHTAMU I1K-3.2 6.1.1.3
10. TTopsiIOK CHCTEMATH3AIMKA M XPAHEHHUS 714 8/4/4 K-3.1 6.1.1.1 7
JOKYMEHTOB IIK-3.2 6.1.1.2
6.1.1.3
CTPYKTYPA U COAEP KAHUE JUCHUIIJINHBI (MOAYJIS)
04HO-3204Hasi (hopma
Kon HaumenoBanmue pa3nesioB u TeM /Buj | Cemectp /| YacoB |Kommeren-| Jlutepatypa | HUurte | Cam.padota
3aHATHUSA 3aHATHA/ Kype |Bcero/a/mp 107071 PaKT.
1. IousTHe, LEenW, 3ama4yd, TPUHIAIBI 7/4 1,5/0,5/1 | IK-3.1 6.1.1.1 15
COBPEMEHHOTO JIOKYMEHTAI[MOHHOTO 6.1.1.2
obecrieyeHus ynpaBieHUs 6.1.1.3
2. YHupuKarws " CTaH/Iap TH3AIHS 714 1,5/0,5/1 | IK-3.1 6.1.1.1 15
JIOKYMEHTOB 6.1.1.2
6.1.1.3
3. IpaBuia opopMIIeHHUS yIpaBIeHIECKO 7/4 2/1/1 MK-3.1 6.1.1.1 2 15
JIOKYMEHTAIIUH 6.1.1.2
6.1.1.3
4. TpeboBaHHUsS K TEKCTYy CIIYXKEOHBIX 7/4 1,5/0,5/1 | TIK-3.1 6.1.1.1 16
JIOKYMEHTOB 6.1.1.2
6.1.1.3
5. CucreMa  OpraHH3aIHOHHO-TIPABOBOM 7/4 1,5/0,5/1 | TIK-3.1 6.1.1.1 2 15
JIOKYMEHTAIIU! MK-3.2 6.1.1.2
6.1.1.3
6. Cucrema pactopsauTETbHON 714 1,5/0,5/1 | TIK-3.1 6.1.1.1 2 15
JOKYMEHTAIIHH IIK-3.2 6.1.1.2
6.1.1.3
7. NH(pOpMaLMOHHO-CIIPaBOYHEIE 714 2/1/1 K-3.1 6.1.1.1 2 15
noKyMeHThl. COBpEMEHHOE JeJIOBOE MK-3.2 6.1.1.3
MIHCHMO
8. Oprauusaiiust paboThl ¢ TOKyMEHTaMU 7/4 1,5/0,5/1 | TK-3.1 6.1.1.1 16
K-3.2 6.1.1.3
9. Oprauusares paboTHI c 714 1,5/0,5/1 | IK-3.1 6.1.1.1 15
KOH(UICHIMATBLHBIMH JOKYMEHTaAMH T1K-3.2 6.1.1.3
10. TTopsiIOK CHCTEMATH3AIMKA ¥ XPAHCHUSI 7/4 1,5/0,5/1 | TK-3.1 6.1.1.1 16,4
JIOKYMEHTOB MK-3.2 6.1.1.2
6.1.1.3
CTPYKTYPA U COAEP KAHUE JUCHUIIJIUHBI (MOAYJIS)
3a04yHas ¢popma
Kon HaumenoBanue pasnenoB u teM /Bua | Cemectp/ | YacoB |Kommeren-| Jlutepatrypa | Unrte | Cam.padorta
3aHATHSA 3aHATHS/ Kypc |Bcero/u/mp 104071 PaKT.
1. IousiTHe, 1end, 3ama4yd, TPUHIIATIEI 714 1/0,5/0,5 | TIK-3.1 6.1.1.1 15,5
COBPEMEHHOTO  JIOKyMEHTA[HOHHOTO 6.1.1.2
00ecreyeHns yrpaBIeHUs 6.1.1.3
2. VYuudukarus " CTaHIapTH3ALUS 714 1/0,5/0,5 | OK-3.1 6.1.1.1 15,5
JIOKYMEHTOB 6.1.1.2
6.1.1.3
3. Ipaswaa opopMIIEHHS YIIpaBIeHIECKON 714 2/1/1 K-3.1 6.1.1.1 2 15,5
JIOKYMEHTAIIH 6.1.1.2
6.1.1.3
4, TpeOoBaHHS K TEKCTYy CIIYKEOHBIX 714 1/0,5/0,5 | NK-3.1 6.1.1.1 15,5
JIOKYMEHTOB 6.1.1.2

6.1.1.3




5. CucremMa  OpraHH3aLHOHHO-IIPABOBOMN 7/4 2/1/1 K-3.1 6.1.1.1 2 15,5
JOKyMEHTAlllu IK-3.2 6.1.1.2
6.1.1.3
6. Cucrema PacIopsAnTENLHOM 714 2/1/1 K-3.1 6.1.1.1 2 15,5
JOKyMEHTalllU IK-3.2 6.1.1.2
6.1.1.3
7. NHpOpMaIMOHHO-CIIPaBOYHbIE 714 2/1/1 K-3.1 6.1.1.1 2 15,5
nokyMeHTsl. COBpEeMEHHOE JIEI0BOE IK-3.2 6.1.1.3
MIHCHEMO
8. Opranusars paboThl ¢ JOKYMEHTaMH 7/4 2/1/1 IK-3.1 6.1.1.1 15,5
K-3.2 6.1.1.3
9. Oprasu3arest paboThI c 714 1/0,5/0,5 | TIK-3.1 6.1.1.1 15,5
KOH(QHICHIMAIILHBIMHI JJOKYMEHTAMH IIK-3.2 6.1.1.3
10. TTopsiIoK CHCTEMATH3AIMKA M XPaHEHHUS 714 2/1/1 MIK-3.1 6.1.1.1 15,5
JIOKYMEHTOB IK-3.2 6.1.1.2
6.1.1.3
5. ®OHJ ONEHOYHBIX CPEJACTB
5.1. KouTpoabHble BONPOCHI U 3aiaHUs
Bompochl  k 3k3aMeny

1. TIlpenmer, comepaHue U 331a4d JTOKYMEHTALIOHHOTO O0ECTIeUeHH s YIIPaBICHUS.

2. Mecto u poJib IOKYMEHTOB B YIIPaBICHUH HA COBPEMEHHOM 3Talle.

3. Tlonsarue nokymenra. Knaccudukanus 10KyMeHTOB. DYHKIIUU TOKYMEHTOB.

4. Knaccudukanus enoBbIX JOKYMEHTOB: TI0 BHJIaM JIESITEIBHOCTH; 110 FOPUANYECKUH CUIIe, IO CPOKaM HCIIOJIHEHHUS

5. Kiaccudukaryst 1enoBbIX TOKyMEHTOB: IO CTaIUSIM ITOTOTOBKH, II0 IPOUCXOXKICHHIO, TI0 CTETICHN YHU(DHKALIUH

6. VYHudukauus u cCTaHIAPTH3ALUS KaK JIESTEIBHOCTD MO0 COBEPLUICHCTBOBAHHUIO (DOPMBI M COJIEPKAHUS IOKYMEHTA.

7. HanwonanbHast U MEXIyHApOIHAS CTAHAAPTU3ALUUS JOKYMEHTOB.

8. XapakrepucTHKa OCHOBHBIX IOCY/IapPCTBEHHBIX CTAaHIAPTOB, YCTAHABIMBAIOUINX TPEOOBAaHUS K OPOPMIICHUIO
YIpPaBIEHYECKUX JOKYMEHTOB, HX COIIOCTaBUMOCTh CO CTaHIapTaMH MeXIyHapoIHOH OpraHu3aliy 10 CTaHIapTH3AHN
HCO)

9. VHudukams u craHmapTH3aKs HocuTeneld nHpopManuu, GopmMaToB Oymaru, mpaBuit 0hOopMIIEHHS JOKYMEHTOB.

10. TpebOoBaHHs K TEKCTY JOKyMEHTA.

11. Hopmbl 0pHIHATEHO-IEIOBOTO CTHIIS.

12. PekBU3UT OpraHu3alliOHHO-pacHOpAauTeNIbHEIX JoKyMeHToB (OP/T) 01 rep6, 02 smGiema, 03 ToBapHslii 3Hak, 04 xox
(bOpMBI TOKyMEHTa

13. PekBU3HUT OpraHU3alMOHHO-PACTIOPAAUTENBHBIX ToKyMeHTOB (OP/]) 05 HaMeHOBaHHE OpraHU3alui-aBTopa J0KyMeHTa, 06
HaMMEHOBAHHE CTPYKTYpPHOTO MOApa3JeeHUsI-aBTopa JoKyMeHTa, 07 HauMeHOBaHHE JOJDKHOCTH JIMLA-aBTOPa JOKyMEHTa

14. PexBU3UT OpraHU3alHOHHO-pacopsaauTeNbHbIX qokyMeHToB (OP/T) 08 cripaBouHble AaHHBIE 00 opranu3zamnuu, 09
HauMEHOBAaHKE BUAa TOKyMeHTa, 10 maTa oKkyMmeHTa

15. PexBW3WT OpraHW3alMOHHO-PACTIOPSIIUTENBHBIX ToKyMeHTOB (OP/I) 11 perucrpannoHHblii HOMep TOKyMeHTa, 12 cchiika
Ha PETUCTPALMOHHBIA HOMEDP U J]aTy JOKYMEHTA.

16. PekBU3UT OpraHM3alMOHHO-PACOPIIUTENLHBIX JoKyMeHToB (OP/T) 13 MecTo cocraBneHus (M3naHus) JOKyMeHTa, 14 rpud
OTpaHUYCHHS JOCTYNA K JJOKYMEHTY

17. PexBu3UT OpraHn3alMOHHO-pacopsaauTenbHbIX qokymMenTos (OP/I) 15 anpecar

18. PekBu3UT OpraHU3alMOHHO-paciopaauTenbHbIx qokyMeHToB (OPJ]) 16 rpud yrBepkaeHus 1oKyMeHTa, 17 3arojioBOK K
TEKCTY

19. PekBU3UT OpraHM3alMOHHO-PACHOPAAUTENBHBIX JoKyMeHTOB (OP/I) 18 Tekcr

20. PexBH3HT OpraHH3allMOHHO-PACTIOPSIUTENBHBIX ToKyMeHTOB (OPJ]) 19 oT™MeTKa 0 nprioxkeHuH, 23 oTMeTKa 00
3JIEKTPOHHOHN MOIHCH

21. PexBH3HT OpraHM3allMOHHO-pacIOPSIUTENbHBIX qoKyMeHToB (OP/I) 20 rpud cornmacoBaHus ToKyMeHTa, 21 Bu3a

22. PexBM3HT OpraHM3aI[MOHHO-PACIOPSIUTENbHBIX JoKyMeHToB (OP/) 22 moxnuce, 24 neyats, 25 oTMeTKa 00 MCIONHUTENE

23. PexBH3HT OpraHM3allMOHHO-PACTIOPSIUTENBHBIX ToKyMeHTOB (OPJ]) 26 oTMeTKa 0 3aBepeHUH KOMUH 27 OTMETKA O
MOCTYIIJIGHUH JJOKYMEHTa, 29 0TMETKa O KOHTpoJIe

24. PexBH3HT OpPTaHMU3AIlMOHHO-PACTIOPSIAUTENBHBIX JoKyMeHTOB (OP/I) 28 pesomomus, 30 oTMeTKa O HapaBIeHHN TOKyMEHTa
B JIEJIO

25. TloHsTHE ¥ BUBI OPTAaHU3ANUOHHO-PACHIOPSAUTEIBHON TOKYMEHTAIMU

26. Ha3HaueHue 1 cocTaB OPTaHW3AIMOHHO-TIPABOBOM JOKYMEHTALUH

27. Cucrema OpraHM3allMOHHON TOKYMEHTAIMU. Y CTaB.

28. Cucrema OpraHu3allMOHHON JOKYMEHTALMU. YYpeIUTeIbHbIA JOrOBOP.




29. Cucrema opraHu3alMOHHON JoKyMeHTauuu. [Tojgoxenue 00 opraHu3anuu (CTPYKTYPHOM HOJpa3/ICiICHUH).

30. Cucrema opraHu3alMOHHON JOKYMEHTalUH. PernaMeHr.

31. Cucrema opranu3zannoHHoW gjokyMmeHTanuu. llITatHoe pacnucaHue.

32. Cucrema opraHu3alliOHHON JOKYMEHTaUuK. MHCTPYKIHSA/TOKHOCTHAS HHCTPYKIIHUSL.

33. Cucrema pacropsiIuTeNILHON JOKYMEHTALMH: €€ Ha3HAYSHUE U COCTaB.

34. OpraHu3alMOHHO-PACTIOPSIUTENBHbBIC TOKYMEHTBI. OhopMIICHHE U COCTABICHUE TIPHKA3a, PACTIOPSKCHHSI, PEIICHUSL.

35. OpraHu3anoOHHO-PacIOPSIAUTENbHbIE TOKYMEeHTEl. OdopMIleHre U cOCTaBIeHUE aKTOB, IPOTOKOJIOB.

36. MuhopMaMoHHO-CIIPaBOYHAS JOKyMeHTanus. JJoKaqHas 3ammucka

37. HNudopmanmoHHO-cripaBoYHas JoKyMeHTanus. CiyxeOHas 3amucka

38. HMudbopmaimoHHO-cIipaBovHas JoKyMeHTanus. OObSICHUTENbHAS 3alHCKa

39. MHupopmanmoHHO-CIIpaBOYHAs TOKYMEHTAIMsI. 3asBICHUE

40. UudopmanroHHO-CIipaBoYHas okymeHTtarus. [lepenucka

41. Knaccudukanus ciaykeOHBIX THCEM 10 Pa3InYHbIM PU3HAKAM.

42. Tlomstue nokyMeHTooOO0poTa. JJokymMeHTonoToky. OnpeeneHnue opraHu3anuy paboTel ¢ JOKYMEHTaMH.

43. Tlpuem u nepBuvHas 00paboTKa JOKyMEHTOB. [IpeiBapuTeIbHOE pACCMOTPEHHE B PACTIPEICTICHUE IOKYMEHTOB.

44, Peructpanys JOKYMEHTOB, (OpMbI peructpaiui. KOHTPOJIb 3a HCIOMHEHHUEM JOKYMEHTOB.

45. HudopmanmoHHo-cripaBouHas padora. OTnpaBka qokyMeHToB. CHCTeMaTH3aIMs U TEKyIllee XpaHeHUE TSI

46. HoMeHKJIaTypa JIell U €€ BUIIBI.

47. TlpaBuna coctaBieHHs U 0QOPMIICHHSI HOMEHKIIATYPHI JICI.

48. ®opmuposanue u xpanenue aen. OdbopmiieHne .

49. Cocrasnenue onuceid. [Tepenaua ien B apxus.

50. Opranuzanus paboTsl ¢ KOHUACHIUATLHBIMU JOKYMEHTaMU.

5.2. TeMbl NHCbMEHHBIX PaGoT
TeMbl 10KI210B:

1. CymHOCTb U CTPYKTYpa JOKyMEHTAILIUOHHOTO 00ECIIEUeHUs! yIIPABICHHUS.

2. Poip TOKYMEHTAIIHOHHOTO 00ECIIeUeHNs YIIPABICHUS B ISSATEIFHOCTH FOCYAapCTBEHHBIX OPTaHOB.

3. DTambl 3BOIIOLUH OTEUECTBEHHOTO JEJIOIPOU3BOICTBA (JIOKYMEHTAIIMOHHOTO 00eCIeUeHUs! YIIPABIEHH): COCTaB M 00Iast
XapaKTepUCTHKA.

4. OcHOBHBIE JOCTHXEHHS M HEJOCTATKHU IPUKA3HOTO, KOJJIEKCKOT0 M MUHUCTEPCKOT'0 JEJI0IPOU3BOICTBA.

5. OcHOBHBIE TOCTH)KEHHS H HEOCTATKH COBETCKOTO JETIOIPON3BOICTBA.

6. Hasnauenue Enunoii rocynapctBenHoi cuctemsl aenonpoussoactsa (EI'CJI) u ee poib B TOKYMEHTaIIHOHHOM 00€CTIeUeHIH
yIpaBJIeHUsL.

7. HampaBieHus roCyapCTBEHHOTO PErYJIMPOBaHUS JOKYMEHTAIIMOHHOTO 00eCIeueHus! yIpaBIeHHs: COCTaB U o0mias
XapaKTePUCTHKA.

8. Bunsl 10KyMEHTAIIMOHHOTO 0OECIIeueHHUs! YIIPABICHUS: COCTaB U 00IIas XapaKTepPUCTHKA.

9. Ha3HaueHue U CTPYKTypa NPAaBOBOTO PETYJIUPOBAHHS JOKYMEHTAIIHOHHOTO 00ECTICUeHHUs YIIPaBICHHS.

10. CocraB 1 Ha3HaUYEHUE 3aKOHOIATENBHBIX akTOB Poccuiickoit @eneparyu, peryupyonmx J0KyMEHTallMOHHOE o0ecTieyeHne
YIpaBJIeHUSL.

11. CoctaB u Ha3HaUCHHUE HOPMATHUBHBIX NIPABOBLIX AKTOB ()eJepaTbHBIX OPraHOB UCIIOIHUTENBHOM BIACTH, PETYJIUPYIOLINX
JOKYMEHTAlMOHHOE 00eCIIeYeHUE YIIPABICHHUSI.

12. CocraB u Ha3HauEHHE TOCYAAPCTBEHHBIX (HAIIMOHAIBHBIX) CTAaHIAPTOB, PETYJIMPYIOMINX JOKYMEHTAIMOHHOE 00ecrieYeHne
yIIpaBJICHHUS.

13. Poms ®enepanbHoii apxuBHOM cityk0bI (PocapxuBa) B Tocy1apCTBEHHOM PETyJIHPOBAHUH JOKYMEHTAIMOHHOTO
obecrieueHus! yrnpapiIeHHs.

14. Haznauyenue u cTpykTypa ['ocyqapcTBEeHHOH CHCTEMBI JOKYMEHTaIMOHHOTO obectieueHus ynpasnenus ([CAOY).

15. Crpykrypa u obmas xapakrepuctuka OcHOBHBIX nojioxxeHuii 'CAOY.

16. Poup yHHGOUMKAIWH ¥ CTaHAAPTH3ALNH JOKYMEHTOB B COBPEMEHHOM JOKYMEHTAMOHHOM 00€CIIeYeHIN YIIPaBICHUS.

17. CoctaB 1 Ha3HauCHUE YHUPUIUPOBAHHBIX CUCTEM JIOKYMEHTAIHU.

18. CocraB, Ha3HaUYEHHE U COMIEPKAHIE TOCYJAPCTBEHHBIX CTAHIAPTOB Ha YHH()ULUPOBAHHBIE CHCTEMBI JOKYMEHTAIIHH.

19. CocraB u Ha3HaueHHE OOIEPOCCUNHCKHIX KIACCH()UKATOPOB TEXHUKO-YKOHOMUYECKOH U cOLMaIbHON HH(BOPMaLUH.

20. OcHOBHbIE MOHSTHUS U TEPMUHOJIOTHS JOKYMEHTAIIMOHHOTO 00eCTICUeHHUs YIIPaBICHHS.

21. OOmas xapakTeprCTHKAa TEPMUHOCUCTEMBI JOKYMEHTAIIMOHHOT0 oOecneueHus ynpasienus, onpeneneHusii [OCTom P
51141-98 «/lenonpon3BoICTBO U apXUBHOE A€710. TEPMUHBI U ONIPEICIICHUS.

22. CyuHocTb, OCHOBHBIE aCIEKTHI M CBOMCTBA yNPABIEHUECKOTO JOKYMEHTA KaK CUCTEMBI.

23. Kiaccudukamnys yrnpaBIeHYeCKUX JOKYMEHTOB.

24. OOmue TpeboBaHMS K JOKyMEHTUPOBAHUIO YIIPABICHUYECKON AEITEILHOCTH, OnpeneeHHble OCHOBHBIMU MOJTOKEHUSIMHU
rcaoy.

25. OO6mue TpedoBaHMs K JOKYMEHTHPOBAHUIO YIIPABJICHUECKOW ACATEILHOCTH, ONpeeieHHbIe THITOBOM HHCTPYKIHUEHT MO
JeTONPOU3BOACTBY B (ellepallbHbIX OpraHax MCIIOJHHUTEIHHON BIIACTH.

26. OOmue TpeboBaHMS K JOKyMEHTUPOBAHHIO YIPaBICHIECKOHN NesiTenbHOCTH, onpeaenennsie [OCT P 7. 0. 97 - 2016.
HaumonanbHeiii crangapt P®. Cucrema craHIapToB mo HHGOPMAIHU, OMOITHOTEYHOMY M U3AATEIBCKOMY Iy .
OpraHu3aoHHO-PACTIOPSIUTENbHAs JOKyMeHTalus. TpeOoBaHust K 0QOPMIIEHHIO JOKYMEHTOBY

27. OOwast XapakTeprCTHKa TPeOOBaHUT K TEKCTaM YIPaBICHYECKUX TOKYMEHTOB.

28. HopMbI CcTHIIS yIPaBICHYECKHX TOKYMEHTOB.

29. Bwunsl muceM 1 0COOCHHOCTH WX TOATOTOBKH U OQOPMIICHUSL.

30. 3amauu, QyHKIMH ¥ TUIIOBBIE CTPYKTYPHI CITyKObI IOKYMEHTAI[IOHHOTO 00ECIICUeHHUs YIIPABJICHHUSI.

31. PermamenTanusi paboThl CIIy»KObI JOKYMEHTAIIHOHHOTO 00ECIICUCHHUS YIIPABICHHUSL.




32. Ienp u 3aa4n yIPaBICHUS JOKYMCHTALKEH OPraHU3aLHH.

33. IIpuHIMIBI OPraHU3anUH JOKYMEHTO000POTA.

34. Tlopsimok ABWKCHUS TOKYMCHTOB B OPraHM3all{ M OCHOBHBIC TAIIBI JJOKYMEHTO000POTA.

35. Opranuzaius paboThl C JOKYMEHTaMH PYKOBOIUTEICH.

36. Opranuzanus paboThI ¢ JOKyMEHTAMHU HCIIOJHHUTEIICH.

37. OpraHu3zaiys KOHTPOJIS HCIIOJHEHUS JOKYMEHTOB.

38. OmnepaTuBHOE XpaHCHHE TOKYMECHTOB, KCIIEPTH3a UX LEHHOCTH U MOArOTOBKA K CI[a4e B apXUB.
39. OcobOeHHOCTH OpraHu3aluK PaboThl ¢ KOH(DUICHINATBHBIMU JJOKYMEHTAMH.

40. CoBpemeHHbIe HHOOPMAIIMOHHBIC TEXHOJIOTUH B JJOKYMEHTAIIMOHHOM O0CCIICYCHUH YIIPABICHHS.

5.3. ®oH/1 OLICHOYHBIX CPeJCTB

OrneHOouHBlE MaTepUalbl Ul TEKYIEro KOHTPOJS, MPOMEXYTOUHOH aTTecTallud U CaMOCTOSATENbHOH pabOThl PacCMOTPEHBI U
0J100peHs! Ha 3acefanuu kadeapsl oT « 30 » 08 2023 . mpotokos Ne 1, ABISIOTCS MPUIOKEHUEM K pabodeil mporpamme

5.4. IlepeyeHb BH0OB OLlCHOYHBIX CPeJICTB

MPaKTUICCKUE 3alaHusd, JOKIad, TECT, CHTYallMOHHBIC 3aJa4U

6. YHAEBHO-METOANYECKOE H HTHOPOPMAIIMOHHOE OBECIIEYHEHUE JUCHUILIJIUHbBI (MOLY JIS)

6.1. Pexomennyemas auteparypa

6.1.1. OcHoBHas auTEpaTypa

6.1.1.1 brikoBa, T. A. JlokyMeHTallMOHHOE OOECIIeUeHUE YITPaBIICHUS ([IeIONPOU3BOACTBO) : yueOHoe mocooue / T. A. Brikosa, T. B.
Kysnemnoga, JI. B. Cankuna ; o o6 pea. T. B. Ky3neroBoii. — 2-¢ u3n., nepepa0. u gorn. — Mocksa : UHOPA-M, 2023. — 304 c.
+ Jlom. Matepuaibl [DneKkTpoHHBIA pecypc]. — (Bpiciiee obpaszoBanue: bakamaBpuar). - ISBN 978-5-16-004805-5. - Tekcr :
anektpornsiidi. - URL: https://znanium.com/catalog/product/1906701 (mara o6pamenus: 10.08.2023). — Pexum mocryma: 1o
TOJITHCKE.

6.1.1.2 Yupkun, B. E. OCHOBBI JOKyMEHTAIIMOHHOTO oOecrieueHust ynpasieHus : yueonuk / B. E. Uupkun. — Mocksa : Hopma :
NUHO®PA-M, 2022. — 384 c¢. - ISBN 978-5-91768-471-0. - Tekcr : oanekrpoHHelii. -  URL:
https://znanium.com/catalog/product/1864055 (nata oopamenus: 03.07.2023). — Pexxum qoctymna: mo mo/mmcKe.

6.1.1.3 Kupcanosa, M. B. Kypc nenonpou3BoJcTBa: JOKyMEHTAIlMOHHOE OOeCIieYeHne yIpaBieHus : ydeOHoe mocobue / M.B.
Kupcanosa, F0.M. AkcenoB. — 6-e u3zz., ucnp. u gon. — Mocksa : UTHOPA-M, 2020. — 257 c. + [Jom. Marepuaiisl [ DNeKTpOHHBIH
pecypc]. — (Bwicmiee oOpasoBanme: bakamaspuar). - ISBN 978-5-16-006789-6. - Tekct : onextponnsri. - URL:
https://znanium.com/catalog/product/1088888 (mara obparenus: 15.07.2023). — Pesxxum 10CTyma: MO MOIMUCKE.

6.1.2. JlonoHuTeIBHAS JUTEPATYpa

6.1.2.1 '"TOCT P 7.0.8-2013. HammonansHbiii cranmapt Poccuiickoii ®enepannun. Cuctema CTaHIApTOB MO HHPOPMALIUH,
OnOIMOTEUHOMY U HU3/ATENbCKOMY Jielmy. J[emompou3BOACTBO M apXMBHOE JAeno. TepMuHbl U omnpeneneHus" (yTB.
ITpukazom Poccranmapra ot 17.10.2013 N 1185-ct) // CIIC «Koncynbsrant ILmtocy.

6.1.2.2 denepanbHblii 3ak0oH "O6 uHGOpManuy, HHGOPMALIMOHHBIX TEXHONOTHAX U 0 3amuTe uHGopmanuu" ot 27.07.2006 N
149-®3 (nocnennss pepakuusi) // CIIC «Koucyaprant [Tmocy.

6.1.2.1 '"TOCT P 7.0.97-2016. HaumonansHuslii crannapt Poccuiickoit ®enepannu. CucteMa cTaHIapToB 0 MHGOpMaNuy,
OnOIMOTEeYHOMY M H3JaTeNIbckoMy Jjerny. OpraHM3allHOHHO-PAcTIOpSIUTENbHAs JOKyMeHTauus. TpebGoBaHms K
odopmienuto gokymeHnToB" (yrB. [Ipukasom Poccranmapra ot 08.12.2016 N 2004-ct) (pen. ot 14.05.2018) // CIIC
«Koncynprant I[limocy.

6.1.2.2 Kaiyau, A. B. Opranuzamnus cucTeM 3JIeKTpOHHOIO JOKyMeHTooOopoTa : MoHorpadus / A. B. Kanau, JI. I'. 3b10uH ;
®KOY BO Boponexckuii unctutyr ®CHUH Poccun. - Boponex : Hayunas kuawmra, 2020. - 158 c. - ISBN
978-5-4446-1460-0. - Tekcr : anekrponusiit. - URL: https://znanium.com/catalog/product/1241010 (mata obparueHust:
10.07.2023). — PexxuM JOCTyIIA: TI0 MOIIUCKE.

6.1.2.3 Kupcanosa, M. B. JlenoBas nepemnucka : yuedHo-nipakTHdeckoe nocooue / M. B. Kupcanosa, H. H. Anoauna, 10. M.
AxcenoB. — 3-e m3n. — Mocksa : UHOPA-M, 2022. — 136 c¢. — (Bricmiee oOpa3oBanue: bakanaspuar). - ISBN
978-5-16-009918-7. - Tekct : anekTponHbid. - URL: https://znanium.com/catalog/product/1710999 (nata oOpaieHus:
10.08.2023). — PexxuM OCTyIIA: TI0 MOIIUCKE.

6.1.2.4 Kysneuos, . H. JlenonpousBoactBo : yueOHO-cripaBouHoe nocobue / M. H. Kysneuos. - 12-¢ u3n. - Mocksa :
Uznatenbcko-ToproBas kopmopanust «JamkoB u K°», 2023. - 405 c. - ISBN 978-5-394-05261-3. - Tekcr :
anektponnsiidi. - URL: https://znanium.com/catalog/product/2082504 (mata ob6pamenus: 10.08.2023). — Pexum
JOCTYTIA: ITO TIOAIICKE.

6.1.2.5 Tyryesa, T. A. KonpuneHmaipHoe AeI0NPOU3BOACTBO : yueOHoe nmocodue / T. A. T'yryeBa. — 2-e u3j., nepepad. u
non. — MockBa : MUH®PA-M, 2023. — 199 c. — (Cpemnee mpodeccronansHoe obOpasoBanue). - ISBN
978-5-16-016585-1. - Tekct : anexTponHsid. - URL: https://znanium.com/catalog/product/1986679 (nata oOpaiieHus:
10.09.2023). — PexxuM JOCTyIIA: TI0 MOIIUCKE.

6.2. Ilepeuens pecypcos cetu «UHTepHET
6.2.1  OdunmanbHelii cepsep opranos Biaactu PO. URL: http://www.gov.ru/
6.2.2 O¢unmanbHelii caiiT Beepoccniickoro Hay4HO-HUCCIIEI0BATEIBCKOTO HHCTHTYTA TIOKYMEHTOBE/ICHHSI U @pXMBHOTO Jelia
http://www.vniidad.ru/
6.2.3  OdurmansHbIi caifT xypHana «Jemonpoussoacteo» https://www.top-personal.ru/officeworks.html
6.2.4 Od¢unuanpueie caiitel MO.

6.3.1 Ilepeyenb mporpaMMHOro odecrneveHust



http://www.gov.ru/
http://www.vniidad.ru/
https://www.top-personal.ru/officeworks.html

6.3.1.1. ConsultantPlus (mpaBoBas nudopmarmornas cucrema, qoropop Ned59363 or 21.11.2019, poccuiickoe 110)

6.3.1.2. Windows 7 (oneparmoHHast cuctema, gorosop Ne 48509295 ot 17.05. 2011)

6.3.1.3. MSOffice2010 (kommiekt oducHoro [10, noroBop Ne 48509295 ot 17.05. 2011)

6.3.1.4. Lazarus (oTkpbITasi cpeqa pa3pabdoTKH mporpaMMmHoOro obecriedeHus: Ha s3bike ObjectPascal anst komnunsitopa FreePascal,
oTkpbIToe [10)

6.3.1.5. OpenOffice (komruiekT oducuoro 1O, otkpsiToe I10)

6.3.1.6. NVDA (I1O mst momoriu jrozsiv ¢ OB3 yrpaBisiTe KOMIBbIOTEPOM, OTKphITOE T10)

6.3.1.7. WindowsXP (oneparonnas cucrema, nunensus Ne42036743 or 16.04.2007

6.3.1.8. MSOffice 2007 (komruiekT oducHoro 10, nunen3us Ne43224817 ot 19.12.2007)

6.3.1.9. AstraLinux Opex (onepanyonHas cuctema Ha 6ase DebianGNU/Linux, otkpsrtoe I10)

6.3.1.10. LibreOffice (kpoccruiat¢opMeHHBIH, CBOOOTHO paclpoCTpaHsIeMblii O(QUCHBIN MaKET C OTKPBITHBIM HCXOJHBIM KOJOM,
otkpsIToe 110)

6.3.2 IlepeueHb HH(POPMALHMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 Hayunas snexrponnas 6ubnuoreka, MCC, http://elibrary.ru

6.3.2.2 Poccuiickas ['ocynapcrBennas 6ubnuoreka, UCC, http://www.rsl.ru

6.3.2.3 denepanbHas ci1y:x0a rocyJapcTBEHHOHN CTaTUCTHKH, 0a3a JaHHBIX, https://rosstat.gov.ru/

6.3.2.4 Teppuropuanbhbiii opran denepanbHON CIyX)Obl TOCyIapCTBEHHOH cTatucTuku mo Kypckoil oGnacth, 0a3a JaHHBIX,

https://kurskstat.gks.ru/

6.3.2.5 DnekTpoHHO-0MOIMOTEYHas cucTeMa Znanium.com, 6a3a JaHHBIX,

6.3.2.6 O¢unuanbHbIi HHTEPHET-TIOPTAI IPaBoBoi HH(popMaryu, 6a3a naHubix http:/pravo.gov.ru/

6.3.2.7 Hayunas oubnuorexa KubepJlennnka, ICC, http://cyberleninka.ru/

6.3.2.8 denepasnbHbIA TOPTAT IPOSKTOB HOPMATHBHBIX MPABOBBIX aKTOB, 0a3a AaHHbIX, https://regulation.gov.ru/

6.3.2.9 NupopmannonHo-npasopoii mopran IIpaso.ru, UCC, https://pravo.ru/

6.3.2.10 YuuBepcuterckas uapopmaruonHas cuctema POCCHUSA (YUC Poccust), UCC, http://uisrussia.msu.ru/

6.3.2.11 denepanbHblil mopTan «Poccuiickoe oopazosanuey, UCC, http://www.edu.ru/

6.3.2.12 denmepansHblii 00pa3oBaTeNbHbIi opTan «KoHOMHKaA. Comnosiorus. MenemkMeHT (3nexktponnsie craten), UCC, http:/
www.ecsocman.edu.ru

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCHUIIJIMHBI (MOAY JIs1)

7.1. 305000, Poccuiickast ®eneparmsi, Kypckas obnacts, r. Kypck, yi. Pagumesa, mom 35, Aya. 110

7.2. YueOHast ayuropus Uil MPOBEIAEHHS 3aHATHI JEKIIMOHHOIO U CEMUHAPCKOTO THUIIA, MPYIIOBBIX U MHIUBUAYAIbHBIX KOHCYJIBTAINH,
TEKYIIET0 KOHTPOJIS YCIIEBAEMOCTH M IPOMEXYTOUYHON aTTeCTAllMH

7.3. CToJIbI KOMITBIOTEPHBIE; CTYJIbsSI; CTOJ y4el. (CTOJ JIeKTopa); mKadsl

Iepconansubie koMmmbioTepel AMD Ryzen 5 3400G/8GB/250GB; Intel Core i3/8GB/250GB nocka oauHapHas cTalnudOHapHas;
CIUTMT-CUCTEMA; XKAJTI031; OTHETYIINTENH; KPECiia; CTEH/T, PELUPKYIATOP OaKTEePUIIUAHBIH

Iporpammuoe obecnedenne: AstraLinux Open, LibreOffice, Inskape, Gimp, Geany,Visual Studio Code,IntelliJ IDEA,PyCharm, Consultant
Plus. 1C yuebHnas Bepcus 8.3

Nurepaxrusnas nanens Geckotouch Interactive IP75GT-C, mpoexkrop Epson EH-TW 740

8. METOAUYECKHUE YKA3AHUWS JJIS1 OBYYAIOIIUXCS ITO OCBOEHUTIO JTUCITUIIJIMHBI (MO LY JIST) |

MeToanyeckue peKOMeHJALMH CTYAEHTAM B IepHoJ PadoThl HA JEKIHMOHHBIX 3aHATHAX. OCHOBY TEOPETUYECKOTO
00y4eHHs CTyIEHTOB COCTaBILIOT JleKuuy. Ha sieknusax oco6oe BHUMaHKE yAEIACTCS HE TOJIbKO YCBOSHUIO CTYA€HTaMU M3Yy4aeMbIX
HpO6J’[CM, HO U CTUMYJIMPOBAHUIO HX aKTUBHOHM TMO3HABATEIbLHOMU ACATCIIBHOCTHU, TBOPYCCKOI'0O MBIIIJICHUSA, Pa3BUTUIO HAYYHOI'O
MHPOBO33peHUs, IPO(HECCUOHATBHO-3HAUMMBIX CBOMCTB M KauecTB. JIekuu 1o yuyeGHOM AUCLUILIMHE NIPOBOAATCA, KaK IpaBUIIo, B
BUJIe MPOOIEMHBIX JUCKYCcCH B (hopme auasora.

W3znaraemplif Marepuan MOMKET II0KA3aThCs CTYJEHTaM CIIOXKHBIM, IIOCKOJIbKY BKJIIOYAeT 3HAHUSA, IIOYEPIHYTHIE
IIperoaBaTesieM U3 Pa3IMYHBIX MCTOYHMKOB, B TOM 4YHCIe — 3apyOekHbIX. BoT mouemMy HeoOXoauMo HOOPOCOBECTHO M YHOPHO
paboTath Ha geKUUsIX. OcylecTBiss yueOHble NeHCTBUS Ha JEKLUOHHBIX 3aHATHAX, CTYJEHTBI JOJKHBI BHUMATENbHO BOCIIPUHUMATh
HCﬁCTBHH npernoaaBaTeiisd, 3allOMHUHATh CKJIAAbIBAIOIIHUCCS O6paSbI, MBICJIUTD, }IO6I/IBaTLCH TIOHUMAaHUg H3Yy4acMOro mnpeaMeTa,
IIPUMEHEHUs] 3HAHUI Ha IIPAKTUKE NIPY PELIEHHH yueOHbIX Ipo(dhecCUOHANbHBIX 3aa4. CTyJEHTBI HOJDKHBI AKKYPATHO BECTU KOHCIIEKT.
B ciyuae HemomoHMMaHUS KaKoi-IHOO 4acTW IMpeaMeTa ciefyeT 3aJaTh BONPOC B yCTAaHOBICHHOM IOPSIKE INperofaBaTento. B
npouecce pabOThl Ha JIEKIUU HEOOXOAMMO TaK K€ BBIIOJIHATh B KOHCIIEKTaX MOJEIM U3y4aeMOro MpeaMeTa (PUCYHKH, CXEMBI,
YEpTEeIKU M T.I.), KOTOPBIC HCIIONB3YeT MpernoaaBaTesb. JICKIMOHHOE 3aHATHE IOJDKHO OBITH COJEPKATENBHBIM, MPOOJIEMHBIM,
JIMAJIOTOBBIM, HHTEPECHBIM, 3(()eKTUBHBIM, OTIHIATHCS HOBU3HOM PacCMOTPEHHs yIEOHBIX BOIIPOCOB.

CryzeHTaMm, H3y4alOlUM KypC, PEKOMEHAYeTCS pPAaCIUUpsTh, YIIyOlATh, 3aKpEIIATh YCBOCHHBIC 3HAHHS BO BpeMs
CaMOCTOSATEIBEHOH PaboTHl, 0OCOOCHHO IIPH MOATOTOBKE K CEMHHAPCKUM/IPAKTHYECKHM 3aHATUSAM, H3ydaTh M KOHCHEKTHPOBATH HE
TOJBKO 0053aTeNbHYI0, HO U JOTIONHUTENBHYIO IUTEPATYPY.

Js mydniero yCBOGHUsI M 3aKpEIUIEHUs MaTepuala 10 JAaHHOU AUCLUIIIMHE IIOMUMO KOHCIEKTOB JIEKLUH, CTyleHTaM
HEoOXOIMMO HAy4HThCS paboTaTh C 0O0S3aTeIbHOM M JOIONHUTENBHON nuTepaTypoil. M3ydueHne NUCHMIIMHBI TPEAIonaraeT
OTCIIeXXUBAHUE IyOIMKAlMil B IEPHOJUUECKUX U3IaHUAX U yMEHUE paboTaTh B ceTd «HTEpHET».

MeTtoauyeckne peKOMEHIAIMU CTYJeHTAM M0 NOAroTOBKe K MPAKTHYECKUM 3aHATHAM.



[To xaxxnoit TeMe y4eOHOI NUCIMIUIMHBI IPOBOJATCS NPAKTUUECKUE 3aHATHS. VIX IJ1aBHOM 3a1aueil sBisieTcs yriyojaeHue u
3aKpeIUICHNE TEOPETUIECKUX 3HAHUH Yy CTYAEHTOB, (GOPMHUPOBAHKE U PA3BUTHE Y HUX YMEHUH U HABBIKOB NMPUMEHEHUS 3HAHUH IS
YCIICIIHOTO peIleHHs TPUKJIAIHBIX ICUXO0JIOTHYECKUX 3a1a4. [IpakTuueckoe 3aHATHE IPOBOANTCS B COOTBETCTBUU C yUEOHBIM IIIIAHOM.
[TonroToBka CTy/1€HTOB K NPAKTUYECKOMY 3aHATHUIO BKJIIOYAET:
3a0J1IarOBPEMEHHOE 03HAKOMIICHHE C IIJTAHOM CEMHUHApa/IPaKTHYeCKOTO 3aHATHS;

H3yueHHe PEeKOMEHIOBaHHOM JIMTepaTyphl M KOHCIIEKTa JIEKIHH;

ITOJITOTOBKY IMOJIHBIX U IIyOOKHX OTBETOB 10 KaXKJA0MY BOIIPOCY, BHIHOCUMOMY JUIS OOCYKIICHHUS;
IIOJITOTOBKY JIOKJIaia, 3cce, pedepaTa Mo yKa3aHUIO MperoiaBaTels;

OCBOEHHE CBOEH POJIM KaK yyacTHHKA TPEHUHTa UJIH JIeJI0BOI UTPBI;

3a0J1IarOBPEMEHHOE PelIeHUe YIeOHO-TTPO(ECCHOHANBHBIX 3a/1a4 K 3aHSTHUIO.

Ilpn mpoBedeHMHM NPAKTUUECKUX 3aHATHH YHENseTcs o0coboe BHHUMAaHHE 3aJaHMSAM, INPEANONarafolliM HE TOJBKO
BOCIIPOM3BEICHUE CTYACHTAMU 3HAHUM, HO W HAIpaBICHHBIX Ha Pa3BUTHE Y HHUX NPAKTHUYECKHMX YMEHUI M HaBBIKOB, a TaKKe
TBOPYECKOTO MBIIUICHHUS, HAYIHOTO MHPOBO33PEHNS, TPO(}HECCHOHATIBHBIX MPEICTABICHUH B CIIOCOOHOCTEH.

[Ipu noAroToBKE K IMPAKTUYECKUM 3aHATUSM CTYJCHTHI JOJDKHBI NPOYMTATh 3alUCH JIEKUWH, W3yYUTh PEKOMEHJOBAaHHYIO
JIUTEpaTypy, OTBETUTH HAa BONPOCH! M BBINOJHHUTH 3aJaHUS UL CaAMOCTOSTENbHOH paboThl. Ocoboe BHUMaHHUE CIEAyeT YACIUTH
OCMBICJICHUIO HOBBIX ITOHATHI U KaTETOpHH.

IlenecooOpa3HO TOTOBHUTBCSA K NPAKTHUECKUM 3aHATHAM 3a |—2 Hemenw A0 WX Hadana, a MMEHHO: Ha OCHOBE H3y4YeHHS
PEKOMEH/I0BaHHOM JINTEPATYPHI BBINUCATh B KOHTEKCT OCHOBHBIE KATETOPUH U IIOHATHSA 110 y4eOHOH JUCIUIUINHE, TOrOTOBUTH B BUIIE
TEKCTOB U NPE3eHTalUii pa3BepHYThIE IUIaHBI OTBETOB U KPATKOE COJIEPKAHUE BBITIOJIHEHHBIX 3a/1aHHM.

CryzneHT [o/bKeH OBITh TOTOB K KOHTPOJIBHBIM ONpPOCaM Ha KaXaA0M Yy4eOHOM 3aHsTUH. OJ00pSAIOTCS U HOOLIPSIOTCS
MHHULMATHBHBIE BBICTYIUIEHUS € JOKJIAJaMHU, 3CCE [0 TeMaM MPAKTHYECKUX 3aHATHIM.

MeTtoanyeckne peKOMEHIAIMH CTYAeHTAM 10 OPraHu3allMi CaMOCTOSITEJIbLHON PadoThl MO U3YYCHHUIO JINTEPATYpPHBIX
WCTOYHMKOB. [IpH OpraHuzanuy CcaMOCTOSTENBEHOH paboThl, ciienyeT oOpaTuTh 0co0oe BHHMaHHE HA CHCTEMAaTHYHOCTh H
PeryJISipHOCTB U3y4EHHSI OCHOBHOMW H JIOTIOJIHUTEIIBHOM JINTEPATYPbl, KOHCIIEKTA JICKIIUH, 8 TAKXKE BBIIIOJHEHUS JOMAIIHUX 3aJaHni. B
MIEPHOJT H3YUESHUS JIUTEPATYPHBIX HICTOYHUKOB HEOOXOANMO TaK e BECTH KOHCIIEKT. B ciydae 3aTpynHeHH HEOOXOAUMO 00paTHThCS
K IperoJiaBaTeio 3a pasbicHeHusMH. Ocoboe BHHUMaHHE HEOO0XOIMMO OOpaTHThb Ha IMOJATOTOBKY K INPAKTHYECKUM 3aHSTHSM,
[IpeTyCMATPHUBAIOLIMM MOJEIHPOBAHUE PA3IMYHBIX CHUTYalllil B3aMMHOTO BIHMSHHS JIIOIEH B JEATEIBHOCTH M oOmeHnrn Ha DBM.
[MonroToBneHHble CTYICHTAMH MOJEIH JOJDKHBI OBITh aJEeKBAaTHBIMH, JIOCTYIIHBIMH JUIS HENOCPEICTBEHHOIO BOCIIPHSTHS,
KOHKPETHBIMH, OIPEICICHHBIMU, U3MEHUYNBBIMU H T.JI.

MeTtoanyeckne peKOMeHAAHH CTYIEHTaM M0 MOAr0TOBKE K KOHTPOJIBHBIM 3aJaHUAM, GUKCHPOBAHHBIX BBICTYIUICHUH U
JOKJIAA0B K NPaKTH4YeCKMM 3aHATUAM. Ilpu moaroroBke K JOKIaay Ha MNPAaKTHYECKOM 3aHATHM [0 TeMe, YKa3aHHOU
IperojaBareieM, CTYJCHT JIOJDKEH O3HAKOMHUTBCS HE TOJBKO C OCHOBHOW, HO M C JONOJHUTEIBHOH JHUTEpaTypod, a Takke C
MOCIETHUMH TyOJIMKAIMsAMH 110 3TOH TeMarnke B ceth MHTrepHer. HeoOXoauMo MOATOTOBUTH TEKCT IOKNIAAa, 3CCe H
WUTIOCTPATUBHBIIA MaTepuall B BUJIE Mpe3eHTalMK. JJoKIIaa JOIDKEeH BKIIIOYaTh BBEIEHHE, OCHOBHYIO YacTh U 3aKiroueHune. Ha nokian
orBomutrcst 20-25 muHYT ydyeOHOro BpeMeHH. OH JOJDKeH OBITh HayYHBIM, KOHKPETHBIM, ONpENeNICHHBIM, TITyOOKO PacKphIBaTh
npobiiemMy U myTH ee penieHus. OCOOeHHO clieyeT 00paTUTh BHUMaHHE Ha 0€3yCIOBHYIO 00s3aTeIbHOCTD PEIICHHs JOMAIIHUX 3a/ad,
YKa3aHHBIX MPENoiaBaTeseM K IPAaKTHYECKOMY 3aHATHIO.

Metoanyeckne peKOMeHAAUH CTYIEHTAM 10 NMOAT0TOBKE K IK3aMeHYy.

[Ipu NMoAroTroBKe K 3K3aMEHY CTYACHT NOJDKEH MOBTOPHO M3YYHUTh KOHCIEKTHI JICKIUH W PEKOMEHIIOBAHHYIO JIUTEpATypy,
IIPOCMOTPETHh OCHOBHBIE 33J[aHNs, BBIIIOJHEHHBIE CAMOCTOSATENILHO 1 HA MPAKTUYECKUX 3aHATHUAX, & TAKXKE COCTaBUTh OTBETHI Ha BCE
BOTIPOCHI, BBIHECEHHBIE Ha K3aMEH.



