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1. OBIIIAS XAPAKTEPUCTUKA PABOYEN MPOTPAMMBbBI YYEBHOM
JAUCHUIIJIMHBI
«OIIL.01 DxOHOMHUKA OPpraHU3AIUN»

1.1. MecTo 1McUMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOI IPOrpaMMBbI:

VYuebnas nuctumianHa «OIIL.01 DxoHoMMKa OpraHu3alMu» SBIAETCS 00sA3aTENbHOM

YacThl0 00LIENPO(ECCHOHANBHOTO IMKJIA TMPUMEPHOH 00pa30BaTENbHOM MPOrpaMMbl

cootBercTBUU ¢ OI'OC CIIO mo cnenmansHocTy 46.02.01 JlokyMeHTalMOHHOE OOecTieueHHe

YIIPaBIICHUS U apXUBOBEICHUEY.
Oco6oe 3HaueHHE TUCIUIIMHA UMeeT Tipu dopmupoBanuu U pazputuu OK 03.

1.2. lleab ¥ MUIaHUPYeMBbIe pe3yJbTaThl 0CBOCHHUS JTUCUMIIIUHBI:
B pamkax mporpamMmbl yueOHOM TUCHUIUIMHBI 00YYalOIIMMUCA OCBAaMBAIOTCS YMEHUS

¥ 3HAHUS
Kon
YmMmenus 3HaHHuA
IIK, OK
OK 03 MIPOU3BOJIUTH PACUETHI M0 OCHOBHBIM U | 0a30BBIC MMOHATHS IUCIUTUIMHEI;

000pPOTHBIM CPEJCTBAM MPEIIIPUSITHS
COCTaBJISITh TPOCTEHINI OU3HEC-TUIaH
3aJ1aBa€MOro MpeANpUsATHUS;
OCYIIECTBIISITh MPOCTEHIIINE PacCUeThl 1O
KaJpaM U 3apa0OTHOM IIaTe;
PacCUUTBIBATh U3ACPIKKU IMPOU3BOACTBA
U ce0eCTOMMOCTH MPOoAYKIHHU (YCIyT) 1O
3a/laHHBIM MapaMeTpam;

PACCUUTHIBATH LICHY HA IPOAYKIIUIO,
OIICHUBATH 3 PEeKTUBHOCTD
JEeSITeNIbHOCTH OpraHu3aluu

OO0IIYI0 XapaKTePUCTUKY TPYIOBBIX
pecypcos;

MOHSTHE, CYHIHOCTh UM POJb
Hay4YHO-TEXHHUYECKOIo Iporpecca B
pa3BUTHUU OpTaHU3AIUH;

OCHOBHBIE SKOHOMMUECKUE
[I0KA3aTeIN OpraHu3alnu;
OCHOBHBIE OpraHHU3alMOHHO-
paBoOBbIC (POPMBI IPEATIPUATHIA;
OCHOBHBIE HaIpaBJIEHUS

HHHOBaHHOHHOfI ITOJIMTHKH

2.

CTPYKTYPA U COJAEP)KAHUE YYEFHOM IUCHUILIAHBI

2.1. O6bem yueOHOM AUCHUILUIMHBI M BUABI y4eOHOH padoThl

Bun yyeOHo# padoThI O0bem B yacax
O0Bem 00pa3oBaTe/IbHON NPOrpaMMbl Y4eOHOH TUCHUTIIUHBI 82

B T.4. B (hpopMe NpakTHYeCKOIi MOAr0TOBKH 24

BT. 4.

TEOpeTUIECKOe 00yUCHHE 48
MIPAKTHUYECKUE 3aHATUSL 24
Camocmosmenvuas paboma 10
IIpoMme:xkyTouHas aTTecTauA (IK3aMEH) 3auer ¢ OLEHKOM




2.2. TeMaTH4eCKUii MJIAH U co/iep:KaHNe Y4eOHOH U CHUITUHBI

HauMmeHoBaHnue
Pa3aeyoB U TeM

Conep:xanue u (pOpMBbI OPraHU3ANNY AeSITETLHOCTH 00yYAIOIINXCS

O6beM, akaja. 4/ B ToM
yncje B popme

Koabl koMneTeHIUi,
(opMupoOBaHNIO KOTOPBIX

NMPaKTHYeCKOi CIOCOOCTBYeT 3JIeMEeHT
MOATOTOBKH, aKa/. 4 NPOrpamMMbl
1 2 3 4

Paznen 1. XosaiicTByommii cy0beKT B YCTOBHAX PIHOYHOIN 3KOHOMHUKH 8
Tema 1.1. Opranmsauus | Conepikanue 4 OK 03
KaK X0351iicTBYIOLIMIA IloHsATHE «OpraHu3anus», BHYTPEHHS U BHELIHS Cpella OpraHUu3aliu. 4
cy0BbeKT B YCJOBHSAX @®aKkTOpHhl, OKa3bIBAIOIIUE BIUSHUE HA JEATEIbHOCTh OPraHU3aINH.
PBHIHOYHON IKOHOMUKH
Tema 1.2. Conep:xanue 4 OK 03
OpraHu3aumoHHO- [IpaBoBbIie popMBI XO3AUCTBYIOMNX CyOBeKkTOB. KoMMepueckue u 4
npaBoBbIie (POPMBI HEKOMMepYECKHe OpraHu3anud. JJOKyMeHThI, peryIupyIoIIre
X035 CTBYIOINX OpraHU3aIllMOHHO-TIPAaBOBBIC (POPMBI IPEATIPUATHI.
Cy0beKTOB
Pa3nen 2. JxoHOMHUYecKHUe pecypebl NpeANPUSITUS 20
Tema 2.1. OcHoBHBIE Coaepixanue 4 OK 03
CpeACTBa [onsTHe, KIaccupuKanys, yueT v OLeHKa OCHOBHBIX CPE/ICTB. 4

AMopTHu3alus 1 H3HOC OCHOBHBIX CPEJICTB.

B ToM yucJie IpaKTHYeCKHUX 3aHATHIA M J1a00pPaTOPHBIX padoT 4

IIpakTudeckoe 3ausitue 1. Pacder aMOpTH3aIIMOHHBIX OTYUCIICHUN 1 4

0CTaTOYHOM CTOMMOCTH OCHOBHBIX CPEJICTB.
Tema 2.2. O6opoTHBIE Copnepxanue 4 OK 03
cpeacTea CocraB 1 kinaccupuKanus 000POTHBIX CPEACTB, HCTOYHUKU 4

dhopmupoBanus. [lokazarean 000pPOTHBIX CPEJICTB.
Tema 2.3. TpyaoBbie Conep:xanue 4 OK 03
peCypcehbl CocraB 1 CTPYKTypa KaapoB mpeanpusatus. [lokazarenn nBKeHMs 4

TPYAOBBIX PECYPCOB.

B TOM 4yHcJsIe IpaAaKTHYECKHUX 3aHATHIA M J1a00PaTOPHBIX padoT 4

IIpakTu4yeckoe 3ausiTue 2. Pacuer cymMmsI 3apabOTHOI TTaTHI 4

pabOTHHUKAM OpTaHM3aIHH.
Pa3znen 3. MapkeTHHIroBasi 1esiTeJIbHOCTh OPraHU3aALNHU 8
Tema 3.1. MapkeTHHT: Conep:xaHue 4 OK 03
ero uejau u QyHKIHH MapxeTuHr, ero ocHOBBI. [IoHSITHE M KOHIIENIINA MAPKETHHTA. 4
Tema 3.2. Conep:xanue 4
HNunoBanmonHas u CyuHocTb 1 Knaccuukanys ”HHOBAMA. IHHOBallMOHHAsI CTpaTeTHs 1 4
HHBCCTUIIUOHHAS VHBECTULIMOHHAS ITOJIUTHUKA IIPEAIIPUASITHA.

MOJIUTHKA OPraHm3anuu




Pasnen 4. OcHOBHBIE OKA3aTEU AeATEJIbHOCTH OPraHU3aluu

32

Tema 4.1. U3nep:xku
npeAnpUsITUAS HA
MPOU3BOACTBO H
o0paieHue

Conep:xanue

SN

W3 nepxku mporu3BOCTBA, BUIBI U3EepKeEK. [[oHATHE «KaNbKYIALMS
U KaJIbKYJIUpOBaHUE». MeTObl KAJIbKYJIUPOBAHUS MPOTYKIIUH.

S

B ToM 4nc/Ie NpaKTHYEeCKUX 3aHATHI U J1a00PATOPHBIX padoT

IIpakTuyeckoe 3ansitue 3. OnpenerneHue cedeCTOMMOCTH
npoayKiuu (pador).

OK 03

Tema 4.2.
IlenooOpa3oBaHue Ha
npeanpusITHA

Conep:xanue

SN

CyH_IHOCTB n (bYHKI_II/II/I ICHBI KaK SKOHOMHYECCKOH KaTCropuu. Cucrema OCH
n ux KJ'IaCCI/I(l)I/IKaLII/IH. (DaKTOpBI, BJIMAKOIINC HA YPOBCHD IICH.

S

OK 03

Tema 4.3. PuHanchbl
OpraHu3aluM.

Conep:xanue

SN

HcTounnku (pUHAHCOBBIX PECYpPCOB OpraHu3alvi. BHyTpeHHHE U BHEITHUE
WCTOYHUKYU puHaHCHpOoBaHUs. COOTHOIICHNE COOCTBEHHBIX U 3aCMHBIX
cpencts. KpenuT u kpenuTHas CUCTEMA.

S

B ToM uMclie MpaKTHYECKUX 3aHATHI U J1a00PATOPHBIX padoT

IMpakTnyeckoe 3ansitue 4. Pacuet cTOMMOCTH UCTIONTBb30BaHUS 3aEMHBIX
Cpe/ICTB

OK 03

Tema 4.4. [IpuobLIbL U
peHTa0eIbHOCTD

Conep:xanue

SN

[TpuObLIb opranu3anuy (IPEANPHUITHS) - OCHOBHOH MOKa3aTeb
Pe3yIBTAaTOB XO3HUCTBEHHOH e TENbHOCTU. BrIpyuka, 10X0a6l ¥ PUOBLIb
opranuzanuu (pennpusatus). Pactpenenenne npuObLIN B OpraHU3aINH.
PentabenpHOCTS — moOKa3aTesb 3P GEKTUBHOCTH pabOThI OpraHU3aIIH.
ITokazarenu penTabensHOCTH. PacyeT ypoBHS peHTaOeIbHOCTH
OpraHu3anuy (IpeInpusIThs) ¥ NpoayKiuy. [IyTH noBbIIIeHus
pPEHTa0CIBHOCTH.

S

B ToM 4nciie TpaKTHYeCKUX 3aHATHH U J1a00paTOPHBIX padoT

IpakTnyeckoe 3ansitue 5. Onpeenenue MPUObUTA OpraHU3aluN

OK 03

Pa3nen S. HHaHHpDBaHl/Ie AEATCJABbHOCTH OPraHu3anuuu

Tema 5.1. BusHec-
IUIAHMPOBAaHHE

Coaepsxanue

BusHec-u1aH Kak 0JJHa U3 OCHOBHBIX (hOpM BHYTPHUPHPMEHHOTO
rianupoBanus. CTpykTypa OM3HecC-TUIaHa: XapaKTePUCTHKA MTPOYKIINH U
YCIIYT, OLIEHKA COBITA, aHAJIN3 KOHKYPCHIIUN Ha PBIHKE; CTPATETUS
MapKeTHHTa; IIaH MPOHU3BOJICTBA; FOPUINIECKUH IJIaH; OlleHKa pUCKa U
CTpaxoBaHue; GUHAHCOBBIN TUIaH (OI0/HKET); CBOJKA KOHTPOIbHBIX
ToKa3aTeleH.

ENENENENEY

OK 03

CamocrosiTesibHas padoTa

10

HpOMe)KyTO‘lHaﬁ aTrecranuda

3a4eT ¢ OLEHKOM

Bcero

82




3. YCJIOBUS PEAJIM3ALIMM YYEBHOM JUCHUILIMHBI

3.1. last peaau3anuu NporpaMmbl yudeOHOH TUCHMIIMHBI J0JKHBI ObITH
NpexyCMOTPEHbI CJeAYyIIHe CeHAJTbHbIe OMeIeHHUs:

Kabunetsr «O6menpodeccnoHanbHbIX auciuiuimH 1 MJIK», ocHalieHHbIE B COOTBETCTBHUH C
npuioxxenuem 3 ITOIT-11.

3.2. UudopManiuoHHoe obecnevyeHue peajn3anuu NporpaMmal
Jns peanu3anudy TporpaMMbl  OMOIMOTeuHBIH (HOHI 00pa30BaTENbHOM OpraHU3ALUU
JIOJDKEH MMETh MeYaTHbIe W/MITH 3JIEKTPOHHBIE 00pa3oBaTeibHble U HH()OPMAIIMOHHBIE PECYPCHI
JUIs NCTIOJIB30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanuu 6ubnuoreyHoro ¢ponga
o0pa3oBaTeNbHON OpraHu3alueil BBIOMpaeTcs HE MEHee OJHOTO HM3aHUs U3 TEePEUUCIICHHBIX
HIDKE TI€YaTHBIX M3JaHUN W (WJIM) SJIEKTPOHHBIX M3JAaHWH B KAaueCTBE OCHOBHOTO, IPU 3TOM
CIIMCOK MOXET OBITh TOTIOJTHEH HOBBIMH M3JJAHUSIMH.

3.2.1. OcHOBHBIE TeYATHbIE U 3JIEKTPOHHbIE U3IaAHUSA

1. Moxwuii, M. C. DKOHOMHKa OpraHW3alMHh: YYeOHUK W TPAKTUKYM IJIs CPEIHETro
npodeccuonanbHoro odpazoBanus / M. C. Mokuii, O. B. AzoeBa, B. C. IBanoBckwii; o penakmueit
M. C. Moxkus. — 4-e u3z., nepepad. u mon. — Mocksa : U3parensctBo FOpaiit, 2022. — 297 c. —
(ITpodheccuonansuoe oopazosanue). — ISBN 978-5-534-13970-9.

2. OCHOBBI OKOHOMHKH OpTaHM3alMH: YYeOHHK H TMPAKTUKYM JUIS  CPEIHEro
npodeccuoHaibHOro obpazoBanus / JI. A. YanmaeBa [u ap.]; mox penakmueit JI. A. YammaeBoi,
A. B. lllapkoBoii. — 3-¢ wu3a., mepepad. u gom. — Mocka : M3marensctBo [Opaiit, 2022. —
344 c¢. — (IIpodeccuonanproe odpazosanue). — ISBN 978-5-534-14874-9.

3. OcHOBBI 2KOHOMHKH opraHu3aiuu. [Ipaktukym: ydeOHOE mocoOue sl CPEIHEro
npodeccuoHaibHOro obpazoBanus / JI. A. HanmaeBa [u ap.]; mox penakmueit JI. A. YammaeBoi,
A. B. [lapkoBoit. — MockBa: MzmarensctBo HOpaiir, 2022. — 299 c. — (IIpodeccuonansHoe

obpazoBanue). — ISBN 978-5-9916-9279-3.

4, DKOHOMHKA OpraHU3aIluK: YICOHHK JJIs CPEIHEro MpodeCCHOHAIBHOr0 00pazoBaHus /
E. H. Knoukosga, B. U. Ky3Henos, T. E. IInmaTtoHoBa, E. C. Jdapna ; oz penakuuein
E. H. KnoukoBoii. — 2-¢ wu3a., mepepab. u gom. — MockBa : UsmarensctBo FOpaiit, 2022. —

382 c. — (Ilpodeccuonanproe odpazosanue). — ISBN 978-5-534-13799-6.

5. DKOHOMUKA OpraHU3aliK: y4eOHUK U MPAKTHUKYM JJIsl CPeTHEro MpodhecCHOHAIBHOTO
obpaszoBanus / A. B. Konsikus [u np.] ; mox penaknueir A. B. Konsriukuna, C. A. CmupHOBa. —
Mocksa: HU3narensctBo Opaiit, 2022. — 498 c. — (IlpodeccuonansHoe obpazosanue). — ISBN
978-5-534-06278-6.

3.2.2. OcHOBHbBIE 3JICKTPOHHBIE U3IaHUS

1. Moxkwnii, M. C. DKoOHOMHKa OpraHU3alMHh: YYeOHUK W TPAKTUKYM IJIs CPEIHEro
npodeccuonanibHoro  obpazoBanusi /| M. C. Mokuii, O. B. A3oea, B. C. lIBanoBckuii; m0a
penakuueit M. C. Moxkus. — 4-e uzn., nepepad. u gon. — Mocksa : U3parensctBo FOpaiit, 2022, —
297 ¢. — (ITpodeccuonansuoe obpazoanue). — ISBN 978-5-534-13970-9. — Tekcr: 31meKTpOHHBII
// Obpa3zoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/469434.

2. OCHOBBI HKOHOMHMKHM OpTaHM3alMM: Y4YeOHMK M TPAKTUKYM JJIS CPEIHEro
npodeccuonansHoro obpazoBanus / JI. A. YanmaeBa [u ap.]; mox pemakiueit JI. A. UanmgaeBoid,
A. B. [llapkoBoil. — 3-¢ wu3xa., mepepad. u gom. — Mocksa : WznarensctBo [Opaiir, 2022. —



344 c¢. — (IIpodeccuonanbuoe odbpazoBanue). — ISBN 978-5-534-14874-9. — Tekct: aMeKTpOHHBIN
// Obpa3zoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/484242.

3. OcHOBBI 2KOHOMHKH oOpraHu3aiuu. [Ipaktukym: ydeOHOE mocoOue Il CPEIHEero
npodeccuonansHoro obpazoBanus / JI. A. YannaeBa [u ap.]; mox pemakiueit JI. A. UangaeBoid,
A. B. [lapkoBoit. — MockBa: MzmarensctBo HOpaiir, 2022. — 299 c. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-9916-9279-3. — Tekct: oanextponHsii // OO6pa3oBaTenbHas
miatdopma Opaiit [caiir]. — URL: https://urait.ru/bcode/471048.

4. DKOHOMHKA OpTraHU3alUK: YUeOHUK IS CpeHero npodeccuoHaabHOro oopazoBanus /
E. H. Knoukosga, B. U. Ky3Henos, T. E. IInmaTtoHosBa, E. C. Japna ; oz penakuuein
E. H. KnoukoBoii. — 2-¢ wu3n., mepepab. u gom. — Mocksa : UsmarensctBo FOpaiit, 2022. —
382 c. — (IlpodeccuonanpHoe odpazopanue). — ISBN 978-5-534-13799-6. — TekcT: 3meKTpOHHBII
// O6pa3zoBarenbHas miatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/469692.

5. DKOHOMHKA OpTraHU3AIMK: YYCOHUK W MPAKTUKYM JUIsl CPEIHEr0 MPOPeCCHOHATBHOTO
obpazoBanust / A. B. Konbrikun [u ap.] ; mon pemaknuerr A. B. Konbimkuna, C. A. CmupHOBa. —
Mocksa: M3natensctBo Opaiit, 2022. — 498 c. — (IIpodeccuonanpHoe obpazoBanme). — ISBN

978-5-534-06278-6. — Texkct: snextpoHHbId // O0pa3oBarenbHas 1uiardopma HOpaiit [calT]. —
URL.: https://urait.ru/bcode/474223.

3.2.3. JlonoJHUTEIbHbIE HCTOYHUKH
1. KonnparseBa UM.B. Dxonomuka npenmpusarusi. YuebHoe nocodbue — Jlanp, 2022. —
232c.
2. Macnesuu, T. II. DxoHomMHKa opraHu3anuu: y4eOHUK i OakajmaBpoB /
T.I1. Macnesuuy ; nox pen. E. H. Kocapesoii. - Mocksa: Jlamkos u K, 2019. - 330 c.
3. ®puaman, A. M. DxkoHoMuKa opranuzanuu: yueoHuk / A. M. ®puaman. — Mocksa: PUOP
: UHOPA-M, 2022. — 239 c. — (Cpennee npodeccnoHanbHOEe 00pa3oBaHue).

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA

YYEBHOMU JUCHUIIJIMHbI
Pesynomamut 00yuenusn | Kpumepuu ouenxu | Memoowt oyenku
Tlepeuens ymenuil, 0c6au8aemvlx 8 pamrax OUCYUNIUHDL:
NPOU3BOAMUTE PACUETHI [0 OCHOBHBIM | «OTIIMYHO - Teoperndeckoe| IIposenenue yCcTHBIX 1
u O60p0THBIM cpeacTtBamMm cogepkaHue Kypca ocBOecHO| IMCBbMCHHBIX OIIPOCOB;
TIpCANPUATHA; ONHOCTBIO, G€3 TPO6ENoB, yMeHus| [POBEPKA BHITIONHEHHUS
COCTaBJIATh IpocTemmil  Ou3Hec- c(OPMHUPOBAHBI, BCE 00y4aOIUMHUCH

JIOMAITHHUX 3aJIaHMi;
TIpoBenenue Texyiiero,

pyOexHOTO 1
KaueCTBO HX BBIIONHEHHs OLEHEHO [noyeskyTOYHOrO

TUTaH 33J]aBaeMOT0 TIPS IIPUSTHUS;
OCYIIECTBIISATh MPOCTEHIITNE PaCUETH]
o KaJpaM 1 3apabOTHOI! 1aTe;

PeyCMOTPEHHbBIE pOrpaMMoif]
yueOHBbICE  3aJaHUSl  BBINOJIHEHBI,

paccYUTHIBATH U3JICPIKKY]
npomsBoicTBa M cebectommocty BPICOKO. KOHTPOJIA.
npoayKuuy  (yciIyr) IO 3aJaHHBIM «Xopomio» - TEOPETUYECKOE
napameTpam; COIEepKaHue Kypca OCBOCHO
PacCUMTHIBATH IIEHY HAa MPOAYKIHIO; | [IOJIHOCTBIO, 0e3 po0eJoB,
oneHnBaTh 3G PEKTUBHOCTH HEKOTOpBIC YMCHHUSI C(HOPMHUPOBAHEI
ACATCIIBHOCTH OpraHn3aluu HEOOCTaTOYHO, BCE|

MPENYyCMOTPEHHBIE MIPOTPaMMON]]

ydeOHbIE  3a/JlaHusl  BBHITIOJIHEHBI,

HEKOTOpPEIE BUIBI 3a7aHul

BBINOJIHEHBI C OIINOKaMH.
«Y IOBIIETBOPUTEIILHOY -
TEOPETUYECKOE COJEpKAaHUE Kypca)



https://urait.ru/bcode/469692

OCBOC€HO 4YaCTUYHO, HO HpO6CJIBI HE
HOCAT CYIICCTBCHHOI'0 XapaKTepa,

HEOOXOAUMBbIE YMEHHsI PaOOTHI C
OCBOCHHBIM MaTcpruajiIoM B|
OCHOBHOM c(hopMUPOBaHHI,
OOJIBITUHCTBO PELyCMOTPEHHBIX]
nmporpaMmMoil  00ydeHuss  y4eOHBIX

3aJ]laHUN BBITIOJIHEHO, HEKOTOPBIE W3
BBITIOJTHEHHBIX 3aJJaHUM  COAEpIKAT]
OIIIHOKH.

«HeynoBneTBopuTeIbHO -
TEOPETUYECKOE COJIEpKaHUE Kypca He
OCBOCHO, HEOOXOJMIMbIE YMCHHUS HE
c(hOpMHUPOBaAHBI, BBITIOJTHCHHBIC
yaeOHBIE 3aJaHus couep)kar TpyObIe
OIITMOKH.

Hepeqeﬂb 3H(1Hu11, oceaueaembvlx 6 pamkax ()MCUMVUZMHb N

62130BBI€ IOHATHUA JUCHUIIIINHBI,
001y1o XapaKTEPUCTHKY)
TPYZAOBBIX PECYPCOB;

MOHATHE, CYIIHOCTh U  POJIb
HAyYHO-TEXHHYECKOTO IMporpecca
B Pa3BUTHUU OpPTaHU3AIIHH;
OCHOBHBIC YKOHOMHYECKHE
MOKA3aTeIl OpraHu3alluy;

OCHOBHBIE OpraHU3alMOHHOA
MIPaBOBbIE (POPMBI MIPEANIPUATHIA;
OCHOBHBIE HaTpaBIICHUS]

HHHOBaHHOHHOﬁ ITOJIMTHKMH.

«OTa4HO» - TEOPETUYECKOE
coziepKaHue Kypca OCBOCHO
MOJTHOCTBIO, 0€3 MpoOeoB, yMEHHS

chopMUpPOBaHHI, BCE
peayCMOTPEHHBIE IIPOrpamMMoi]
yuyeOHble  3aJjaHUs  BBIIOJHEHBI,
KAaueCTBO WX BBIMOJIHEHHSI OLIEHEHO
BBICOKO.

«Xoporo» - TEOPETUYECKOE
coJiepKaHue Kypca OCBOEHO
MOJTHOCTHIO, 0e3 po0OeIioB,
HEKOTOpble yMEHUS C(HPOPMHUPOBAHBI
HEJ0CTaTOYHO, BCE
IPEIyCMOTPEHHBIE IpOrpaMMoi
yuyeOHble  3aJjaHus  BBIOJHEHBI,
HEKOTOpBbIE BUJIbI 3aJJaHu}

BBITIOJIHEHBI C OIIMOKAMHU.

((YI[OBJ'ICTBOPI/ITCJ'II)HO» -
TCOPCTUUCCKOC COACPIKAHUC KYpPCa
OCBOC€HO 4YaCTHUYHO, HO HpO6€JIBI HE
HOCAT CYIICCTBCHHOI'O0 XapaKTepa,

HEOOXOAUMBbIE YMEHHsI PaOOTHI C
OCBOCHHBIM MaTcpruajiIoM B
OCHOBHOM chopMUPOBaHHI,
OOJIBITUHCTBO PELyCMOTPEHHBIX]
nmporpaMmMoil  00ydeHuss y4eOHBIX

3a/laHuil BBIMIOJTHEHO, HEKOTOPhIE W3]
BBITIOJTHCHHBIX ~ 3aJaHUA  COJepKaT
OIINOKU.

«Hey,Z[OBJ'ICTBOpI/ITeJ'IBHO» -
TEOPETUUYECKOE COJEPKAHUE Kypca Hel
OCBOCHO, HCO6XOI[I/IMI)IC YMCHI/IH HC
c(hOpMHUPOBaHBI, BBITIOJIHCHHEIC)
y4eOHbIE 3alaHus CcojiepkKaT TPyObIe

OIINOKH.

[IpoBeneHue yCcTHBIX U
MMICEMEHHBIX OIIPOCOB;
[IpoBepka BeITOIHEHUS
00yJaIOIUMHUCS
JIOMaIITHUX 3aJIaHMUi;
IIpoBenenue Tekyero,
pyOexxHOTO U
MIPOMEKYTOUHOTO
KOHTPOJISL.
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COJIEP)KAHUE

. OBILASI XAPAKTEPUCTHUKA PABOYEI TPOTPAMMBI
YYEBHOM JUCLUILINHEI

. CTPYKTYPA M COJEP)KAHUE YYEBHOM
TACHUATIITHBI

. YCJOBUSA PEAJIN3AIIMA YYEBHOM TUCIIATLIUHBI

. KOHTPOJIb M OIIEHKA PE3VJILbTATOB OCBOEHMSI
YYEBHOM JUCHUTILINHEI



1. OBHIAS XAPAKTEPUCTHUKA PABOYEW MPOT'PAMMBI YYEBHOU
JAUCIHHUIIJINHBI
OIIII.02 «<MeHeaKMEHT»

1.1. MecTo 1McUMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOI IPOrpaMMBbI:

Vuyeonas gucnumimHa «OIII.02 «MeHemkMeHT» sBIseTcs 00sS3aTeIbHON YacThIO
o0menpodecCHOHATBHOTO MHKIIA IPUMEPHON 00pa30BaTeIbHOM MPOTrpaMMbl B COOTBETCTBUHU C
OI'OC CIIO mo cnermumanbHOocTH 46.02.01 JloKyMEeHTaIIMOHHOE OOECTICUCHHE YIPABICHUS U
apXUBOBEJICHHE.

Oco6oe 3HaueHHEe TUCHUILIMHA uMeeT Tipu dopmupoBanun u pazputuu OK 03, OK 4.

1.2. lleab ¥ MuIaHUPYeMble pe3yJbTaThl 0CBOCHHUS JTMCUMIIIUHBI:

B pamkax mporpammbl yueOHOH IUCIMILIMHBI O0Y4YalOIIMMUCS OCBAaMBAIOTCS yMEHUS
Y 3HaHUSA

K
HK,O?)K Ymenus 3Hanus
OK 3, OK 4 | cnenoBaTh NpuHIUIIAM YIIPABIICHUS; XapaKTepHbIE YepThl

YIpaBJIATh KOH(QIMKTaAMH U CTPECCaMu B
poruecce npogeccuOHaTbHON
JeSATEIbHOCTH;

YCTAaHABJIMBATH )KU3HCHHBIC ITJIAHEI;

COBPEMEHHOTO MEHEHKMEHTA,;
GYHKIIMM MEHEPKMEHTA;

CYIITHOCTBb )51 OCHOBHBIC
OJICMCHTHI IIJIAaHUPOBAHMA

000CHOBAaHHOCTh  BbIOOpa  HEOOXOIUMOM | CITOCOOBI MOTHBAIIUHU K TPYIY;
I/IHq)OpMaLII/II/I JJIsA BBIINTOJIHCHU OpraHHU3alMOHHbIC
npodeccuoHaIbHbBIX 3314, | CTPYKTYphl YIPABICHHUS;
npodheccCHOHATLHOTO u JIMIHOCTHOTO | 6eyopHEle  MPHHIMMBL W
pa3BUTHSA, TIOIXO/IbI

paboTarb B  KOJUICKTHBE W  KOMaHJE, | K yIpaBICHUIO;
5QQEeKTHBHO 00mATBC C  KOJUIETaMH, npouece IPUHSATHS "
PYKOBOJICTBOM,;

OpaTh Ha ce0si OTBETCTBEHHOCTH 3a PaboTy
YJIEHOB KOMAaHIbI (MOTYMHEHHBIX ),
pe3yNbTAT BHITIOTHEHHUS 33/ 1aHUS

peanuzanuy yIpaBIeHYCCKUX
peleHui

2. CTPYKTYPA U COJEP)KAHUE YUYEBHOM JUCHUILIAHBI

2.1. O6beM yueOHOM TUCUMIIMHBI M BUAbI YUeOHOH padoThI

Buj yueoHoii padoTbl O0nbeM B yacax
O01beM 00pa3oBaTeJbLHOI MPOrPaMMBbI Y4e0OH O TUCHMTITMHBI 76

B T.4. B ()opMe NPAKTHYECKOi MOATOTOBKH 24

BT. 4.

TEOPETHIECKOE O0YICHHE 44
MPaKTUUECKUE 3aHATHUS 24
Camocmosimenvhas paboma 8
IIpoMme:xkyTouHas aTTecTauAa (IK3aMEH) 3auer ¢ OLEHKOM




2.2. TeMaTHYeCKHIi IUIAH U cOlePIKAHME YUeOHOM TUCIHILTHHDI

Oo0beM, akan. 4
/ B TOM 4mciie B

Koabl komneTeHnii,

Hammenobarue Coaep:xanue v GopMbI OPraHU3aIUH 1eSITETbHOCTH 00y4aI0IMXCH popme . (bopMHPpOBAIIIO KOTOPbIX
pa3zesioB U TeM NPAKTHYECKOii CIOCOOCTBYET J1eMEeHT
MOAroTOBKH, NpPorpaMMbI
aKaj. 4
1 2 3 4
Paznen 1. CymHocTh ¥ XapaKkTepHbIe YePThl COBPEMEHHOI0 MEHEeIKMEHTa 16
Tema 1.1. Conep:xkaHue 4 OK 03, 0K 4
Metoposornueckue | CymrHoCTh B coAepKaHne MoHITHs «MeHepkMeHT». Llenn u 3amadu MeHe IPKMEHTA.
OCHOBBI OCHOBHBIC KaTETOPUU MEHEPKMCHTA: CHCTEMA YIIPaBJICHUS; 00bEKT U CYOBEKT 4
MEHEe/IKMEeHTa YIpaBJICHUS, BHYTPEHHSS ¥ BHEUTHSS cpeia CUCTEMBI yrpaBieHus. OCHOBHbBIE
3aKOHOMEPHOCTHU ¥ MPUHIIHITEI MeHEKMeHTa. COBpeMEHHbIE TEHICHIINH PAa3BUTHUS
MEHEPKMEHTA.
Tema 1.2. Coaep:xkaHue 4 OK 03,0K 4
IBoJIIOLUSA DBOIOIMS MEHEPKMEHTA: YCIIOBHS M MPEIIOCHUIKH BOZHUKHOBCHHSI MEHEPKMEHTA. 4
yIpaBJIeHYeCKOi Hayunsie mkonsl MeHeKkMeHTa: Hayuaras mkomna ynpasierus (. Tefinop),
MBICJIN bropokparnueckas mikona ynpasienus (M.Bebep), ATMUHACTpaTHBHAS IITKOJIA
ynpasnenus (A.®Daiions), Hlkona yenoseyeckux otHomenuii (3.Mbaiio), lllkomna
noBeAeHIeckuX HayK (A.Macnoy, @.I'epioepr). CoBpeMeHHBIE TTOIXOBI K
YIPaBICHHUIO: CHCTEMHBIN MOXO0/, TIPOIIECCHBIN MOXO0]], CUTYallMOHHBIH MTOAXO/.
XapakTepuCTHKa HAIIMOHAIBHBIX MOJIeNIeH MEHEPKMEHTA.
B TOM uncJIe NpaKTHYECKUX 3aHATHI M J1a00paTOPHBIX padoT 8
IIpakTuyeckoe 3ansaTue 1. CpaBHUTENIbHAS XaPAKTEPUCTUKA OCHOBHBIX 4
HAYyYHBIX LIKOJI MEHEPKMEHTA
IIpakTuyeckoe 3aHsiTHE 2. BRIsSIBICHNE 00MKUX Y€PT U pa3InINil OCHOBHBIX 4
MOJIXOJIOB B MEHEPKMEHTE
Pasnes 2. OcHOBHBIEC (PyHKIIUM MeHEXKMEHTAa 26
Tema 2.1. Cymnoctb | Coeprxanue 4 OK 03, 0K 4
U OCHOBHBIE [loHsTHS MITAHUPOBAHUS U MPOTHO3UPOBAHUS B OpraHu3anud. [[puHIums! 4
3J1€eMEeHTBI TUTAHUPOBAHWS: TIPUHITUIIBI €IMHCTBA, YYaCTHs, HETIPEPHIBHOCTH, THOKOCTH,
IVIAHMPOBAHUS TOYHOCTU. Muccus U ienu opranu3arun. Mepapxus reneii. Bunsl mianupoBaHus:
CTpaTerHYeCcKoe, TAKTHUECKOE, OnlepaTuBHOE (Tekymiee). TUOBbIe ()OPMBI TTAHOB.
Tema 2.2. Conep:xkaHue 4 OK 03, 0K 4
Opranamszanuonssie | OpraHu3anoOHHBIC TOTHOMOYUS. Pa3InyHbpIe THITEI OpTraHU3aIMOHHBIX CTPYKTYP. 4
CTPYKTYpPbI [IpunsiTre pemenus o BEIOOpE CTPYKTYPHI Opranu3aiud. JlenerupoBanue
yHnpasJieHUSsI MTOJTHOMOYH ¥ OTBETCTBEHHOCTh. KiTlo4ueBble IpaBuiia AeIernpOBaHNS

IIOJTHOMOYHH.




Tema 2.3. TpynoBas | Coaeprxanue 6 OK 03, 0K 4
MOTHBANNS CymHOCTh MOHSATHA MOTHBANWA. MOTHBAIWS U MOTHBHpOBaHUEe. CTHUMYIIBI 1 6
NepcoHana MotuBbl. CtumMynupoBanue. CriocoObl MOTHBaIMU TiepcoHana. OCHOBHBIE 3JIEMECHTHI
MOTHUBAIIMOHHOTO MPOIIecca: BOZHUKHOBEHHE NOTPeOHOCTEH, BUABI MOTPEOHOCTE,
MTOMCK ITyTEeH YCTpaHEeHUS MOTPEOHOCTEH, onpeneneHue neyiel (HampaBIICHYs)
JICUCTBUM, OCYIIIECTBIECHUE AEHCTBUS, OJyUEHUE BOZHATPAXKICHUS 32
OCYILIECTBIICHNE JICHCTBUS, yCTpaHEHHE NOTPEOHOCTH.
B ToM yHcJie NIpaKTHYECKUX 3aHATHI M J1a00paTOPHBIX padoT 4
IIpakTuyeckoe 3ansiTue 3. MOTHBAITNS TIEPCOHATIA K TPYAOBOH JACATEIHHOCTH. 4
Tema 2.4. Koutpoas | Conepxxanue 4 OK 03,0K 4
B CHCTeMe IToHsATHE ¥ CYITHOCTh KOHTPOJIA KaK (hYHKIIMA MEHEKMEeHTa. TpeOoBaHmsI- 4
MeEHeIKMEeHTAa KPUTEPUU KOHTPOJIA. BHEITHUN 1 BHYTpEHHUM KOHTPOJIb. DOPMBI KOHTPOJIA:
TIpeIBaPUTEIbHBIN, TEKYIIUN, UTOTOBBIH. HeraTuBHBIE (hOPMBI KOHTPOJIS.
IToBeneHueCcKUE aCTIEKTHI KOHTPOJIS. JTarbl KOHTPoJsi. CaMOKOHTPOJI.
B ToM yHcIle NpaKTHYECKUX 3aHATHI M J1a00paTOPHBIX padoT 4
IIpakTu4deckoe 3ausitue 4. OCyIIECTBICHIE KOHTPOIIST 32 paO0TOM KOJIJICKTHBA 4
HCITOJIHUTENIEH.
Pasnes 3. OcHOBHBIE MpoLecchl B YIIPABJIEHYECKOI 1esiTeIbHOCTH 26
Tema 3.1. [Ipouecc | Coneprxanue 4 OK 03, 0K 4
NPUHATHA TlonsTue ynpasneH4yeckue peiieHus. Posb pellieHnii B mpoiiecce yrnpaBieHusl. 4
YHpaBJIeHYEeCKUX CymHOCTh peteHus u ero Buabl. Kitaccudukaius ynpapieHIeCKUX PEIICHUH.
peleHui TpeOGoBanus, IPEABSBIIEMBIC K KAUECTBY YIIPABICHYSCKOTO PEIICHUS. DTaITbI
Tporiecca MPUHATHS pelIeHnH. AHATN3 PE3YIbTATOB MO MPUHATHIM PEIICHUSIM U
BBEJICHUC U3MCHCHUH B CHCTEMY YIIPABJICHUS Ha OCHOBE 3THX PE3yJIbTATOB.
B TOoM uncJIe IpaKTHYECKUX 3aHATHI M J1a00paTOPHBIX padoT 4
MMpakTuyeckoe 3ansaTue S. OTpaboTKa nporecca NPUHATHS YIPaBICHUSCKUX 4
peLIeHUI.
Tema 3.2. [Ipouecc | Coneprxanue 6 OK 03, 0K 4
KOMMYHUKAIHIi B [MonsTus ynpaBineHuecKoi HHGOPMAIUHU U YIIPABICHYSCKUX KOMMYHUKAIINH. 6
OpraHu3anuu TpebGoBanus ynpasneHdeckor nHGpopmarmu. KoMMyHUKAIIUN MeX Ay OpTraHu3aIueit
Y BHeIIHeH cpenoil. KoMMyHUKaIMOHHBIN IIpoliecc BHYTpU OpraHu3aiiui. Buasl u
pOJI OpPTaHU3aIMOHHBIX KOMMYHHUKaIMi. KOMMYHUKAIIMOHHBIE KaHAIBI, UX
eMKOCTh. DopMalibHbIC U He(POpMaTbHBIE KOMMYHUKAIIUHN B OpraHu3aIusax. Pois
UHQOPMAITMOHHBIX TEXHOJIOTUH B YIIPABIECHUYECKUX KOMMYHHUKAIHSIX.
Tema 3.3. [Ipouecc | Copepxanue 4 OK 03,0K 4
PYKOBOJICTBA [ToHsTHE PYKOBOJICTBA U BIACTH. YTIPaBICHHUE YEIIOBEKOM U YIIPABICHUE TPYIIIOH. 4
opranu3anuei Ctuim pyKOBOJICTBA, MX XapaKTEPUCTHUKN M 0COOEHHOCTH. PaKTOPHI, BIUAIOIINE HA

CTUIb yrpaBieHus. Biacte u nuaepctso. JIuaep n komanaa. [Ipouecc
(hopMHpOBaHUS KOMaH/IBL.




Tema 3.4. [Ipouecc | Coneprxanue 4 OK 03, 0K 4
yHpaBJeHHst CyIHOCTh U KinaccuuKanus KOHGIUKTOB. [IpUdnHBI BOSHUKHOBEHUS KOH(IJINKTOB. 4
KOH(INKTAMH H Konduukt kak nporecc u ero sransl. CTpateruu npeoosieHuss KOH(PIUKTOB.
cTpeccamMu Mertonpl ynipaBinenus KoHQIUKTaMu. DyHKITMOHATBHBIE W TUC(YHKIIMOHAIHLHBIC

nociencTBus KoH(paukToB. [loasTre u npu3Haku ctpecca. CriocoObl yIrpaBiIeHH

CTpeccami.

B ToM 4nc/Ie IPaKTHYECKUX U J1a00PAaTOPHBIX 3aHATHIA: 4

IIpakTHyeckoe 3ansiTue 6. Paspenicane KOHGIMKTHBIX CUTYAIHi B OpraHU3aI[iK 4
CamocTrosiTennbHasi paboTa 8
IIpome:xyTouHasi aTTecTAUSA 3adeT ¢ OLEHKOI
Bcero: 76




3. YCJIOBUS PEAJIM3ALIMM YYEBHOM JUCHUILIMHBI

3.1. Jlus peanu3aunuM MporpamMmsbl y4eOHOM TUCHHMIIMHBI 10JKHbI ObIThH
NpeayCMOTPEHBI cJIeAyIolHe CrielHaTbHbIe OMeIIeHUsI:
Kabunetsr «OOmenpodeccuoHapbHbix auctuiuime W MJK», ocHaieHHbie B
cooTBeTCTBUU ¢ nipunoxeHuem 3 I[TOII-11.

3.2. UudopManuoHHoe obecnevyeHue peajn3anuu NnporpamMmbl
Jlnst peanuzanuu  mporpamMMbl  OMOIMOTEUHBIH (POHI 00pa30BaTEIHHOW OpraHU3aAINH
JOJDKEH MMETh MeYaTHBIC W/MITH AJIEKTPOHHBIE 00pa3oBaTeilbHbIe U HH()OPMAIIMOHHBIE PECYPCHI
ISl NCTIOJIB30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanuu 6ubnuoreyHoro ¢honga
o0pa3oBaTeNbHON OpraHu3alueil BBIOMpacTcs HE MEHee OJHOTO HM3JaHUs U3 TEePEUUCIICHHBIX
HIDKE TEYaTHBIX M3MaHUN M (WMJIHM) SJIEKTPOHHBIX M3/aHUIl B KaueCTBE OCHOBHOIO, MPU 3TOM
CIIMCOK MOXET OBITh TOTIOJIHEH HOBBIMU M3/IaHUSMH.

3.2.1. OcHOBHBIE TeYATHDIE U YJIEKTPOHHBIE H3TAHUS
1. WBanoBa W.A. MeHemKMEHT: y4eOHMK W  TPAKTUKYM JUIS  CPEIHEro

npodeccuonansHoro obpasosanusi/ U. A. UBanoBa, A.M. CepreeB. — Mockpa: H3nmaTenbcTBo
FOpaiit, 2022. — 305 ¢. — (ITpodeccrnonansroe odpazoBanme). — ISBN 978-5-9916-7906-0.

2. Menemxment. [lpaktukym: ydeOHOe mocoOue sl cpeaHero mpogecCHOHATBHOTO
obpazoBanusi/ FO. B. Ky3nenoB [u np.]; mon penmakmueit FO. B. Ky3nenoBa. — Mocksa:
NznarensctBo FOpaiit, 2022. — 246 c. — (Ilpodeccuonansroe obpazoBanue). — ISBN 978-5-534-
02464-7.

3. MeHemKMEHT:  y4eOHMK sl cpenHero  mpodeccHoHalbHOTO — oOpa3zoBaHus /
IO. B. Ky3nenoB [u ap.]; mox penakuueit FO. B. Ky3nenoBa. — Mocksa: M3natensctBo FOpaiiT,
2022. — 448 c. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-02995-6.

4, KopotkoB, DO.M. MeHemKMEHT: YYeOHHK [JIi CpEeAHEero MpogeCcCHOHAIBHOTO
obpazoBanusi / D. M. KopoTkoB. — 3-¢ u3a., mepepadb. u mon. — Mocksa: U3marensctBo FOpaiiT,
2022. — 566 c. — (Ilpodeccuonansuoe odpazoBanne). — ISBN 978-5-534-08046-9.

3.2.2. OcHOBHBbIE JIEKTPOHHbIE U3AHUS

1. WBanoBa, WM. A. MeHemKMEHT: YY4eOHMK U  TNPAKTUKyM JJII  CPEIHEro
npodeccuonansHoro obpazoBanusi/ U. A. UBanoa, A. M. CepreeB. — Mockpa: M3matenbcTBo
Opaiit, 2022. — 305 c. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-9916-7906-0. —
Texcr:  osnextpoHHblii //  OOpaszoBatensHas  1argpopma  FOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/471003.

2. Menemxment. [lpaktukym: ydeOHOe mocoOue sl cpeaHero mpogecCHOHATBHOTO
obpazoBanusi/ FO. B. Ky3nenoB [u np.]; mon penmakmuein FO. B. Ky3nenoBa. — Mocksa:
N3narensctBo FOpaiit, 2022. — 246 c. — (Ilpodeccrnonansroe obpazoBanue). — ISBN 978-5-534-
02464-7. — Texkcrt: snextpoHHbld // OOpazoBatenbHas Ttuiargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/471002.

3. MeHemKMEHT:  y4eOHMK sl cpemHero  mpog)eccHoHabHOTO — oOpa3zoBaHus /
IO. B. Ky3neuoB [u ap.]; mox penakmueit FO. B. Ky3nenoBa. — Mocksa: M3natensctBo FOpaiiT,
2022. — 448 c. — (IIpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-02995-6. — Texkcr:
anekTponHsIii // O6pasoBatensHas miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/472002.

4, KopotkoB, DO.M. MeHemKMEHT: YYEOHHK [JIi CpPEAHEro Mpo¢heCcCHOHAIBHOTO
obpaszosanus / 3. M. KopotkoB. — 3-e¢ m3n., mepepad. u jgorn. — Mocksa: MznarensctBo HOpaiir,
2022. — 566 c. — (ITpodeccuonansuoe ob6pazoBanue). — ISBN 978-5-534-08046-9. — Texkcr:
aNeKTpoHHBIH // OOpa3oBarenbHas miardopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/469833.



3.2.3. lonoJIHATEeIbHbIE HCTOYHUKH:
1. bacosckuii, JI. E. Menemxkment: yue6Hoe mocodue / JI. E. bacoBckmii. - 2-¢ uzn., nepepad.
u goi. - MockBa: UHDOPA-M, 2019. - 256 c. - (Beicmee oOpazoBanue: bakanaBpuar).
2. Kopones, B. . OcHoBbI MeHeMKMeHTa: ydyeOHOe mocoOue / moa pea. J-pa SKOH. Hayk,
npod. B. 1. Koponera. — MockBa:Maructp: UHOPA-M, 2022. — 624 c.
3. MenemxmenT: yueOHuk s By3o/ FO.B.KysmeuoB [u ap.]; mon pemakuueit
10.B.Ky3nenoBa. — Mocksa: U3natensctBo FOpaiit, 2020. — 448c.

4. KOHTPO.JIb U OIEHKA PE3YJIbTATOB OCBOEHHUSI
YYEBHOM JUCLHUILINHBI

Pesyrvmamut o6yuenusn Kpumepuu oyenxu Memoowvl oyenxu

Hepeqeﬂb yfweHuﬁ, oceaueaembplx pamrKkax ()ucuunﬂunbl

CJIEIOBATh npuHuunaM | «OTIMYHO» -  TEOPETHUYECKOE | MHAWBUIYaIbHbIC U
YIpaBICHUS; COZIep)KaHME  Kypca  OCBOEHO | (ppOHTAJIBHBIC ONPOCH;
YOpaBisATh KOHMIUKTAMH U | TOJTHOCTHIO, 0e3 MpOOEIIOB, | TPOBEPKA  BBITIOJIHEHUS
cTpeccamMu B nporecce | yMeHuss  c(OPMHUPOBAHbBI,  BCE | OOydYarOIIUMHUCS
npodeCcCuOHATBHON MPEAYCMOTPEHHBIE ~ MPOTrpaMMOM | JOMAIIIHUX 3aIaHH;
NeSATeIbHOCTH; yueOHBIE 33/1aHUsI  BBINIOJHEHBI, | IPOBEJCHUE  TEKYIIETO,
YCTaHABIIMBATh KU3HEHHBIE Ka4eCTBO ux BBITIOJIHEHUS | pyOEKHOTO u
TUTaHBI; OLIEHEHO BBICOKO. MIPOMEKYTOYHOTO
000CHOBAaHHOCTb BbIOOpa | «XOpomo» -  TEOPETHYECKOEe | KOHTPOJIA
HE00X0AUMOH uHpOpMALIUHU | COIEpPKAHUE  Kypca  OCBOEHO

JUIS BBIIIOJIHEHUS | ITOJTHOCTBIO, 0e3 pOOEIIOB,

npo¢eCcCHOHATBHBIX 3aj1ad, | HEKOTOpbIE YMEHUS

po¢eCCHOHAITBHOTO U | chopMHUpOBaHBl  HEAOCTATOYHO,

JTUYHOCTHOTO Pa3BUTHS; BCE NPEAYCMOTPEHHBIE

paboTtaTh B KOJJICKTHBE U | IpOrpaMMOi y4yeOHBIE 3aJaHus

KOMaHJe, 3¢ (}HEKTUBHO | BHIMOIHEHBI, HEKOTOPbIE  BH/IBI

o01maTheCs c KOJUIETaMH, | 3aJaHHii BBITTOJTHEHBI C

PYKOBOJICTBOM; OIINOKaMH.

OpaTb Ha ceOs OTBETCTBEHHOCTH | «Y JOBJIETBOPUTEIHLHOY -
3a paboOTy 4ICHOB KOMAaHJbI | TEOPETUUECKOE COJEpKaHUE Kypca
(TTOAYMHEHHBIX ), pe3ysIbTaT | OCBOGHO YaCTUYHO, HO MPOOEIbI
BBINOJIHEHUS 3a/1aHUS HE HOCSIT CYIIECTBEHHOI'O
Xapakrepa, HeoOXOAUMBbIE YMEHHUS
paboThI ¢ OCBOEHHBIM MaTEpHAIOM
B OCHOBHOM  C(OPMHPOBAHBI,
OOJIBIIIMHCTBO TPEyCMOTPEHHBIX
nporpamMmoil o0yueHHs y4eOHBIX
3a7laHUil BBIIIOJHEHO, HEKOTOpbIE
u3 BBITTOJTHEHHBIX 3a7aHui
COJIepIKaT OIINOKH.
«HeyznoBieTBOpUTEIBHO) -
TEOPETHUYECKOE COJIepKaHUE Kypca
HE OCBOEHO, HEOOXOUMEIE
yMeHHS He C(HOPMHUPOBAHBI,
BBITIOJTHEHHBIE YUEOHBIE 3a/1aHHS
coJieprkar rpyObIie OMMOKH




HepelleHb 3HCZHMIZ, oceaueaemsblx 6 pamxkax 0uCL}ul’lJlqul

XapaKTepHBIC YePTHI
COBPEMEHHOTO MEHE[KMEHTA,
GYHKIIMA MEHEKMEHTA;
CYIITHOCTh u OCHOBHEBIE
3JIEMEHTHI INITAHUPOBAHUS;
CHOCOOBI MOTUBAIMH K TPYAY
OpPTaHHW3AIMOHHBIC CTPYKTYPHI

YIIPaBJICHHUS,

OCHOBHbIE MIPUHIIMIIBI U
MOAXOJBI K YIIPaBIECHUIO
nporecc MPUHSTHS U
peanu3auu  ynpaBIE€HYECKUX
peleHui

«OTINYHO» - TEOPETUUYECKOE
coJiepKaHue Kypca OCBOEHO
MOJTHOCTHIO, 0€3 MPOOEIIOoB,
yMEeHUs1 COPMHUPOBAHBI, BCE
IPEIyCMOTPEHHBIE IPOrPAMMOM
yueOHbIe 3aJaHHsI BBITIOJTHEHBI,
Ka4eCTBO UX BBITIOJHEHUS OLIEHEHO
BBICOKO.

«XOpo1I0» - TEOPETUIECKOE
coJiepKaHue Kypca OCBOCHO
MOJTHOCTHI0, 0€3 MpoOeIoB,
HEKOTOpbIE YMEHUS
c(hOpMHUPOBAHBI HEIOCTATOYHO,
BCE NPEyCMOTPEHHbBIE
POrpaMMOil yueOHbIE 3a1aHUS
BBITIOJIHEHBI, HEKOTOPBIE BUIBI
3aJJaHU BBIITOJIHEHBI C OIIMOKAMH.
«Y IOBIIETBOPUTEIILHO) -
TEOPETUYECKOE CO/IepPIKaHue Kypca
OCBOEHO YaCTHYHO, HO IPOOEIIbI HE
HOCST CYIIECTBEHHOTO XapakKTepa,
HE00X0IuMBbIEe YMEHHsI paboThI ¢
OCBOECHHBIM MaTEpHAJIOM B
OCHOBHOM C()OPMHUPOBAHBI,
OOJIBITMHCTBO MPEyCMOTPEHHBIX
porpamMmMoi o0ydeHus y4eOHBIX
3aJJaHHii BBIMIOJIHEHO, HEKOTOPBIE
U3 BBINOJIHEHHBIX 3aJaHUN
coJIepXaT OIUOKH.
«HeynoBneTBOpUTEIBLHOY -
TEOPETUYECKOE CO/IepPIKaHue Kypca
HE OCBOEHO, HEOOXOIUMBbIE YMEHMS]
HE c(hOpMUPOBaAHBI, BHITIOJTHEHHBIE
yueOHbIe 3aJaHHsI COJlepKaT

rpyObIe OIIMOKH.

WHIMBUTyabHbIC u
(bpoHTaTBHBIE OIIPOCHI;
MPOBEPKAa  BBITIOJIHEHHUS
00yJaroIUMHUCS
JIOMAIITHUX 3aJaHUH;
MIPOBEICHNE TEKYIIIETO,
pyOexKHOTO U
MIPOMEKYTOYHOTO
KOHTPOJIS




MHUHUCTEPCTBO ITPOCBEIEHU S
POCCHUUCKOU ®PEJEPALINN

OEJNEPAJIBHOE
IF'OCYAAPCTBEHHOE BIO/I’KETHOE
OBPA3OBATEJIBHOE YYPEXJAEHUE BbBICHIEI'O OBPA3OBAHUSA
«JIYTAHCKHM I'OCYJAPCTBEHHBIN NNEJATOI'MYECKUA YHUBEPCUTET»
(®I'bOY BO JIT'TTY»)

POBEHBKOBCKHW KOJLUIEK (PUJIHA)
(enepanbHOro rocy1apcTBeHHOr0 0I01KeTHOr0 00Pa30BATEIbHOI0 YUYpPekK/AeHUs BbICLIET0
oOpa3oBaHus «JIyraHckuii rocy1apcTBeHHbIN NeJaroru4ecKuii yHuBepcuTen
(PoBenbkoBckmii kosutenx (puanan) ®I'BOY BO «JIT'TTY»)

PABOYAS ITIPOIT'PAMMA
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1. OBIIAS XAPAKTEPUCTUKA PABOUYE ITPOT'PAMMBI YYUEBHOM

TACIHUATIIVHBI

«OIIL.03 «IIpodeccuoHaIbHAS ITHKA U OCHOBBI [1€J1I0BOT0 00IIEHUSI»»

1.1. MecTo 1McUMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOI IPOrpaMMBbI:

VYuebnas mucummummHa «OIIL.03 «IIpodeccuonanbHas 3THKa W OCHOBBI JIEJIOBOTO
OOIIEHUs» ABNSETCA O00s3aTeNbHONM YacThlo 00HIeNPO(ecCHOHANIBHOTO IHMKIA MPUMEPHOM

oOpazoBarenbHOl Tporpammsbl B cooTBeTcTBHH ¢ PI'OC CIIO no cnernuaabHOCTH
46.02.01 JlokyMeHTaIMOHHOE 00ecIieueHNE YIPABICHHS U apXUBOBEICHNE

Ocoboe 3HaueHHE TUCIUILIMHA uMeeT Tipu dopmupoBanun u pazputuu OK 01, OK 5.

1.2. lleapb 1 n1aHUpyeMble Pe3yabTAThl 0CBOCHUS AU CHUILIUHBI:

B pamkax mporpammbl yueOHOM IUCHMILIMHBI OOy4YarOIIMMUCS OCBaMBAIOTCS YMEHUS
U 3HaHUs
Kon
Ymenus 3HaHusA
IIK, OK
OK 01, OK 05 yCTaHaBIUBATb M IOAJEPKUBATH | IPAaBUJIA IIPOBEICHHUS JEIOBBIX

KOMMYHHKAIIMH B TIPOIECCE JEIOBOTO
OoOIIeHUsI C  TIOMOIIBIO  CPEACTB
UH(pOpPMaAITMOHHBIX "
KOMMYHUKAIIHOHHBIX TEXHOJIOTH;

CTJIQKUBATh KOHQJIMKTHBIC W CIIOKHBIC

CUTYyaIlHH MEXJIMIHOCTHOTO
B3aUMOJCHCTBUS;

coOJIIOIaTh CITY)KEOHBIN STHUKET;
BCTpEYaTh TIOCETHTENCH, MOIy4arh
NEPBUYHYIO UHPOPMALIHIO 0
MIOCETUTEIX,

cepBUpoBaTh  YaiiHBIe (KO(EHHBIC)
CTOJIBI B OQuCE;

COTJIACOBHIBATh BCTpEUH "

MEPOTPHSTHS M1 BHOCUTH UH()OPMAIIHIO
B IJITAHUPOBIIMK (OpraHaiizep);
BBIOMpATh  ONTHUMATBHBIC  CIIOCOOBI
BHEIITHETO " BHYTPCHHETO
UHOOPMUPOBAHHUSI O TUIAHHPYEMBIX
MEPOTIPHUATHSX;

COTJIACOBBIBATh C  NPUHUMAIOMICH
CTOPOHOW TPOTOKOJI  IUTAHUPYEMBIX
MEPOIPUATHH u ¢dbopmupoBath
MPOTrpaMMy JI€JIOBOM MOE3/IKH;
OpPTraHU30BBIBATH IMPOLECC MOATOTOBKH
u MIPOBE/ICHHE KOH(EepeHTHOTO
MEPONPHUSITHS WHAMBHIYyalbHO U B
cocTaBe paboyeil rpymibl;
coOirogaTh  3THKET |
MEXIYHAPOIHOTO MTPOTOKOIIA;
BIQJICTh  AKTYaJIbHBIMH  METOAAMH
pabotel B  mpodeccHOHATbHOW U
CMEXHBIX chepax;

OTIpEeNeNATh HEOOXOIUMBIC UCTOYHUKH
uHpOpMaLnu;
OTIpENIeNSTh

OCHOBBI

AKTYaJIbHOCTDb

IIEPETOBOPOB;
9THKA JCIOBOTO OOIICHUS,
MIpaBHJIa PEYEBOTO ITUKETA;

npaBwia  NOAAEPXKAHUA U
pa3BUTHS MEKITUYHOCTHBIX
OTHOIIICHHI;

JTHKET u OCHOBBI

MEXIyHApOAHOTO MPOTOKOJIA;
MpaBwjia CEPBUPOBKU YAWHOTO
(xodeitHOrO0) CTONA

AKTyaJIbHBII
npo¢eCCUOHATBHBIN u
COLIMANIbHBIN ~ KOHTEKCT, B

KOTOPOM MPUXOJHUTCS paboTaTh
U XKUTh;

OCHOBHBIC UCTOYHUKHA
uHbOpMALIUM U PECypChl s
pemieHuss 3agad u mpodsieM B

npodeccnoHaTbEHOM u/vunm
COLIMAJIbHOM KOHTEKCTE;
coepKaHue aKTyaJbHON
HOPMAaTUBHO-TIPAaBOBOM
AOKYMCHTAIUH;
MICUXOJIOTHYECKHE OCHOBBI
ACATCIbHOCTH KOJIJICKTHUBA,
MICUXOJIOTHYECKHE

0COOEHHOCTH JTUYHOCTH;
0COOEHHOCTH COLMAIILHOIO U
KYJIBTYPHOT'O KOHTEKCTA;
CYIIIHOCTh IpaKIaHCKO-
MMaTPUOTUYECKON MO3UIIMH,
001I1I1eY€eI0BEYECKUX
LIEHHOCTEH;

3HAYNMOCTD
npodeccrnoHanbHOM
NESATETLHOCTH 110 TMpodeccuu




HOPMAaTHBHO-TIPABOBON JOKYMEHTAIMH | (CTICIIHATBHOCTH);

B Ipo(heCcCHOHANBHOM JIeSTEIbHOCTH, CTaHJapThI

ONpEeNIETATh u BBICTPAWBaTh | AHTUKOPPYNIIMOHHOTO
TPACKTOPUH po(heCCUOHATILHOTO | TIOBEJCHUS U TOCEACTBUS €ro
pa3BUTHSA u camMo00pazoBaHus | HAPYIICHUS

OpraHU30BBIBATH PAOOTy KOJIJIEKTUBA U

KOMAaH/IbI;

B3aMMOJICHCTBOBATh C  KOJUIETaMH,
PYKOBOJCTBOM, KIIMEHTAMH B XOJe
npodeccuoHanbHOM NEeSITEIbHOCTH;
rPaMOTHO HW3JIaraTh CBOW  MBICIIH;
MPOSBIATH TOJIEPAHTHOCTH B pabodem

KOJUICKTHUBE;
OIKCHIBATh 3HAYMMOCTb cBoei
npodeccuu (CrerraaTbHOCTH);

HIPUMEHSTh CTaHIAPTHI

AHTUKOPPYNIHUOHHOIO OBEICHUS.

2. CTPYKTYPA U COJEP)KAHUE YUYEBHOM JUCHUILIAHBI

2.1. O6beM yueOHOM AUCHUILUIMHBI M BUABI y4eOHOH padoThl

Bun yueOHo# padoThI O0bem B yacax
O01beM 00pa3oBaTeJbLHOI MPOrPaMMBbl Y4eOH O TUCHMTITMHBI 74

B T.4. B JopMe NPAKTHYECKOI MOAr0TOBKHU 22

BT. 4.

TEOpeTU4YecKoe 00yUeHne 48
MIPAKTHUYECKUE 3aHATUSL 22
Camocmosmenvuas paboma 4
IIpome:xyTouHasi aTTecTalUs 3auer c oeHKoi




2.2. TeMaTH4eCKUii MJIAaH U co/iep:KaHNe Y4eOHOH U CIUNTUHBI

O6beMm, akag. 9/
B TOM YHCJIE B

Koabl komMneTeHuii,

HaumeHnoBanue popme (opmupoBannio
Conep:xanue u (popMbI OPraHU3ANUM AeSITETbHOCTH 00yYAI0OLMXCS N
pa3/iesioB U TeM NpaKTHYeCcKOoii KOTOPBIX CNIOCO0CTBYET
MOATrOTOBKH, 3JeMeHT NPOrpaMMbl
aKaj. 4
1 2 3 4
Paznen 1. IIpodeccuonanbHasi ITUKA U 1€JI0BOH dTHKET 26
Tema 1. Ilpeamer u | Coaepxanue 6 OK 01, OK 05
3aavun OyHKIUK, PO M MECTO OTHKHM B CHUCTEME HAyK, B KYJbType YeJIOBEUCCTBA. 6
CHenuATbHOMH I'ymanucTryeckoe comep:kaHue Mopaiu U HpaBcTBeHHOCTH. IIpodeccnonansHas 3TuKa Kak
NeIarornKu U | BRIpOKEHHE HPaABCTBEHHOTO TIPOTpecca 4YEJIOBEYECTBA, KaK OCO3HAHUE KYJIbTYPHO-
crenuaIbLHO T'YMaHHUCTHYECKOTO Ha3Ha4YeHUs mpodeccud. YCIOBHS BO3HUKHOBCHHUS, HCTOPHUYECKOE
ICHXOJIOI MM pasButue u crnenuduka npodeccuoHaNbHON Mopamn. Karteropuu mnpodeccuoHambHON
MOPAJIH U 3THKH. DTHKA TOCYJAPCTBEHHOTO CITY)KAIIETO.
B ToM yuciie npakTHYeCKHUX 3aHATHI U J1a00paTOPHBIX padoT 4
[pakTuyeckoe 3amatue 1. [IpaBoBas u 3THYECKas periaMeHTAIUS CITY)KEOHOTO 4
MTOBEJICHUS TOCYJAPCTBEHHBIX CITYXKAIHX.
Tema 2. DTHKET U Conep:xanue 6 OK 01, OK 05
HMHUIK B [MoHsATHE O KyJBType TOBEACHUS H OTHKeTe. I[IpUHIUNBI, (QYHKIMH, BHUIbI JTHKETA. 6
npodeccuonanbno | KoHkpeTHble (QOpMBI NPOSBIEHMS OTHKETA: OJTHKET HNPHMBETCTBHS, IIPEICTaBJICHHUS,
it KyabType oOpaIlieHus; TOBEIeHUE B OPUIIMATHHBIX YIPEKICHUSIX U OOIIESCTBEHHBIX MeCTaX. DCTETHKA
JIHYHOCTH BHemrHero oOnmka. VIMWmK crmenuanmucra, €ro 53JEMEHTHI, COCTaBJSIOMIHE KaKIO0TOo
anemeHnTa. OCHOBHBIC BUJIBI JIPECC-KOJA.
B ToM yuciie npakTHYeCKHUX 3aHATHI U J1a00PaTOPHBIX padoT 4
IIpakTHyeckoe 3anaTue 2. BusutHas kaprouka. [IpaBuna ohopmiieHHS U HCIIOTH30BAHYISI. 4
Tema 3. [leaoBoii | Conepikanue 6 OK 01, OK 05
NPOTOKO.I OCHOBBI MEXIYHApOJHOTO TPOTOKOJIA W OTHKETa. locymapcTBEeHHOE, CiIy)XKeO0HOe W 6
MPOTOKOJLHOE CTapIIMHCTBO. [IpaBmiia opraHu3anuy U MPOBEACHUS JCIOBBIX IIEPETOBOPOB
U JPYruX MPOTOKOJBHBIX Meponpustui. Oduimanbabie OpuéMbl. Buasl mpuéMOB.
CToNIOBBIN ITHKET.
Pa3nen 2. OcHOBBI 1€J10BOTr0 001IeHUST 44
Tema 4. Conepxanne 12 OK 01, OK 05
JTHYECKHE OOmeHne B cUCTEME MEKIUYHOCTHBIX W OOIIECTBEHHBIX OTHOIIEHUH. ColnanbHas poJb. 12
HOPMBI 1€I0BOi Knaccudukarus oOmienus. Buzpl, ¢yHkimu oOmenus. CTpyKTypa U CpeICTBa OOIICHUS.
OOmieHne Kak BOCIPHUATHE JIIOJbMH JAPYr jApyra (MepuentuBHas cropoHa). I[loHsaTHe
KOMMYHHKAIIMH comuanpHON  mepuenimu.  DakTOpbl, OKa3bIBAIONIUEC  BIUSHUE HAa  BOCIPUSTHE.
[lcuxomormueckne  MexaHW3Mbl — BocmpusaTus.  OOmeHwMe  Kak  B3aWMOJICHCTBHE

(MHTEpaKTHBHAs CTOpOHA). THIBI B3auMOIEHCTBHS: Koomepanus W KOHKypeHws. [lo3urmm
B3aMIMOJICHCTBUS B pyClie TPAHCAKTHOI'O aHalu3a. B3auMmoJeHCTBHE KaK OpraHU3aIus
COBMECTHOM nesTenbHOCTH. OOIIeHHe Kak oOMeH wuH(opMmanmed (KOMMYHHKATHBHAsI




ctopoHa). OCHOBHBIE  JJIEMEHTBI ~KOMMYHHKAIlMM. BepOanbHas  KOMMYHHKAIVSL.
KommynukatusHble Oapbepbl. HeBepOanbHas KOMMyHHKANWs. BHIBI, MpaBuia U TEXHUKH
ciymanus. TonepaHTHOCTh KaK CPeICTBO MOBHILEHHUS 3 eKTUBHOTO 00meHus. [ pynmoBoe
NPUHSITUE PEUICHUH.

B ToM unciie npakTHYeCKUX M J1a00PATOPHBIX 3aHATHIH 10
IIpakTH4yeckoe 3ausTHE 3. AHATU3 TPAKTUUCCKUX CUTYAITUH yIIPaBIeHICCKON 3THKH. 4
IIpakTuyeckoe 3ansitue 4. GopMbI ACTOBOTO OOIICHUS M WX XapaKTEPHCTHKH. JlemoBas 6
Oecena. IlpaBuna BenmeHus Oecenpl. DopMBI MMOCTAaHOBKM BOMpOCOB. [lcuxomormueckue
0COOCHHOCTH BEJCHHS JICJIOBBIX TMCKYCCHU M MyOJIUYHBIX BBICTYIICHUI
Tema 5. Conep:xanue 8 OK 01, OK 05
KoH}IUKTHI 1 KoH(pauKT, ero CymHOCTh ¥ OCHOBHBIE XapakTepUCTHKH. OCOOCHHOCTH 3MOIMOHAIEHOTO 8
CIOCOBBI HX pearupoBaHus B KOH@)HHKTaxU. [IpaBuna noBeneHns B KOHPIMKTaX. BiusHue TONepaHTHOCTH
Ha pa3pelieHue KOH(JIUKTHOW CUTYAIUH.
HNPEAYNPERIEHUT | B 1oy ynesie NPAKTHYECKHX M J12GOPATOPHBIX 3aHSATHI 4
" paspemeHust IpakTuyeckoe 3aHATHe 5. AHaIU3 NPOM3BOJICTBEHHBIX KOH(IMKTOB M COCTaBJICHHE 4
QITOPUTMA BBIX0/1a U3 KOH(JIMKTHOHN CUTYyallnu.
CamocTrosiTeqibHasi paboTa 4

HpOMe)KyTO'-IHaﬂ aTTeCTanud

3ader ¢ OLEHKOH

Bcero:

74




3. YCJIOBUS PEAJIM3ALIMA YYEBHOM JUCHUILIMHBI

3.1. Jlas peaJM3anuu MPOrpaMMbl Y4eOHOH AUCHUIIUHBI J0KHbI ObITH
NpeayCMOTPEeHbI cJIeAyIHe ClieluaJbHble OMelIeHUs:
Kabunersr «Ob6menpodeccuonanbupix aucuuimnd  u - MJIK», ocHaimieHHBIE B
cooTBeTCTBUU ¢ nipuinioxenuem 3 I[TOIT-T1.

3.2. UudopmannonHoe obecneyeHre peajn3aliu NporpaMmal
Jlnst peanuzanuu mporpamMMbl  OMOMMOTEUHBIH (POHI 00pa30oBaTEIHHOW OpraHU3AIHNH
JOJDKEH MMETh MeYaTHBIC W/HITH AJIEKTPOHHBIE 00pa3oBaTeilbHbIe U HH()OPMAIIMOHHBIE PECYPCHI
JUTSI UCTIOJTB30BaHUs B 00pazoBaTesibHOM mporiecce. [Ipu popmupoBanuu 6ubnamoreunoro ¢onma
o0pa3oBaTeNbHON OpraHM3alueil BBIOMpaeTcs HE MEHee OJHOTO HM3JaHUs U3 TEePEUUCIICHHBIX
HIDKE TEYATHBIX M3JaHUW U (WJIM) SJEKTPOHHBIX W3JaHUI B KAa4eCTBE OCHOBHOTO, MPHU 3TOM
CIIMCOK MOKET 6I>ITB JOIIOJTHEH HOBBIMU U3JaHUSAMU.

3.2.1. OcHOBHbBIE eYATHDIE U JIEKTPOHHBIE H3TAHUS
1. Co06onpHNKOB, B. B. DTHKa 1 ICUXO0IOTHS 1€7I0BOTO OOIIEHUS ;| YIeOHOE mocooue Jis
cpenuero npodeccruoHanbHoro oopazosanus / B. B. CobonsaukoB, H. A. Kocrenko ; mox penakimeit
B. B. Co6onpaukoBa. — 2-¢ u3n., mepepad. um aom. — MockBa: MznmarensctBo HOpaiit, 2022. —
202 c. — (ITpodeccnonanpHoe oopazoanue). — ISBN 978-5-534-06957-0.

2. Ckubunkas, W.H). JlenoBoe oOmieHue: y4eOHMK M TPAKTHUKYM JUISI CPEIHEro
npodeccuonanbHoro oopazoanus / U. F0. Ckubunkas, J. I'. Ckubunkuit. — Mocksa: M3naTenbpcTBO
FOpaiit, 2022. — 247 ¢. — (ITpodeccrnonanbroe odpazoBanme). — ISBN 978-5-534-09063-5.

3. KepnakoBa, M.b. JlenmoBoe oOmeHue: y4eOHWK € TIPAKTUKYM ISl CPEIHETO
npodeccuonansHoro oopazosanusi / M. b. XKepnakosa, U. A. PymsnueBa. — Mocksa: M3naTenbcTBo
IOpaiir, 2022. — 370 c. — (IIpodeccuonansnoe oopazoBanue). — ISBN 978-5-534-07978-4.

4, Ponpiruna, H. FO. DTHka 1em0BBIX OTHOIICHHWH: YIYEOHUK W MPAKTUKYM JUISl CPETHETO
npodeccuonansHoro obpaszosanusi / H. FO. Pompirnna. — Mocksa: M3natensctBo HOpaiit, 2022. —
431 c. — (ITpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-11048-7.

3.2.2. OcHOBHbBIE 3JICKTPOHHBIE U3IaHUS
1. Co06onpHNKOB, B. B. DTHKa 1 ICUXO0IOTHS 1€7I0BOTO OOIIEHUS : YdeOHOe mocooue s
cpenuero npodeccruoHanbHoro oopazosanus / B. B. CobonsaukoB, H. A. Kocrenko ; mox penakimeit
B. B. Co6onpaukoBa. — 2-¢ u3n., mepepad. um gom. — MockBa: MznmarensctBo HOpaiit, 2022. —
202 c. — (ITpodeccuonansuoe obpazoanue). — ISBN 978-5-534-06957-0. — Tekct: 31meKTpOHHBII
// Obpa3zoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/474165.

2. Ckubunkas, W. 0. JlenmoBoe oOmeHne: y4eOHMK W TPAKTUKYM ISl CPEIHETrO
npodeccuonansHoro oopazosanus / U. FO. Ckuburkas, J. I'. Ckubunkuii. — Mocksa: M3naTenbcTBo
Opaiit, 2022. — 247 c. — (Ilpodeccuonanbroe obpazoBanue). — ISBN 978-5-534-09063-5. —
Tekcr: osnextponublii //  OOpaszoBatenpHas  1uargpopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/474137.

3. KepnakoBa, M.b. JlenmoBoe oOmeHue: y4eOHHMK W TPAKTHUKYM JUISI CPEIHETO
npodeccuoraibHOro obpazoBanus / M. b. XKepnakosa, . A. PymsianieBa. — Mocksa: M3aaTenbcTBO
Opaiir, 2022. — 370 c. — (IlpodeccuonansHoe obOpazoBanue). — ISBN 978-5-534-07978-4. —
Texcr: osmexktponubii //  OOpazoBatenpHas miatdpopma  FOpait  [caiit] —  URL:
https://urait.ru/bcode/474773.

4. Poxpiruna, H. FO. DTuka nenoBeIX OTHOUICHUH: YYEOHUK M MPAKTUKYM JUIsL CPETHETO
npodeccuoraibHoro oopaszosanusi / H. }O. Poxpirmaa. — Mocksa: MznatensctBo HOpaiit, 2022, —



431 c. — (IIpodeccuonansuoe oopazoanue). — ISBN 978-5-534-11048-7. — TekcT: 2IeKTPOHHBIN
// Obpa3zoBarenbHas miatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/477850.

3.2.3. JlonoJTHUTEIbHbI€ HCTOYHUKH:
1. Pynenko, A.M. IlpodeccuoHanpHass 3THKa W TICUXOJOTHS JEJIOBOTO OOIICHUS:
yueOnuk / Pyneako A.M., oz pen., Cambirua C.1. — Mocksa: KuoPyc, 2022. — 232 c.

2. CoOonbHHKOB, B. B. DTHKa 1 ICHUXO0JIOTUS 1€T0BOr0 OOILEHHs : ydeOHOoe rmocodue s
cpennero nmpodeccruonanbHoro oopasosanus / B. B. Co6onpaukoB, H. A. Kocrenko ; moa penakmuei
B. B. CobonparkoBa. — 2-¢ u3M., nepepad. u qorn. — Mocksa : M3garensctBo FOpaiit, 2022. — 202
C.

3. Komesas, W. II. TlpodeccuonanbHas STUKA W TICUXOJOTHUS [IEJIOBOTO OOIICHHS :
yaeonoe nocodue / N.I1. Komesas, A.A. Kaake. — Mocksa : ®OPYM : UTHOPA-M, 2022. — 304 c.

4, [Icuxonorust oOIIeHUs: y4eOHUK M TPAKTUKYM JUISI CPEIHEro MpogheCcCHOHAIBHOTO
obpazoBanus bopo3mauna I'.B., KopmaoBa H.A.; mom oOmieit pemakumedr boposgunoit I'.B. M.:
NznarensctBo IOpaiit, 2022. — 463 c. — ISBN 978-5-534-00753-4. — Tekcrt: anektponHsbIi // DbC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/469702

S. HlenamoBa, I'"M. OCHOBBI 3TUKM H ICUXOJIOTUU NMPO(ECCHOHANBHON NEeSITeIbHOCTH:
OYMK (25eKTpOHHBIH y4eOHO-METONUYECKH KOMIUIEKC) /YpoBeHb oOpazoBaHus: IIpodeccun
cpennero npodeccuoHaasHOrO 00pazoBanus/, Mocksa: M3narenbctBo Akagemusi, 2022

6. UYepnsimona, JI. W. Ilcuxomorust oOmieHHs: 3TUKA, KyJIbTypa U ITHKET JAEJIOBOTO
obmeHus: yuebHoe Tmocodue st cpeaHero npodeccuoHanbHoro odpazosanus / JI. Y. Uepnslimora.
— Mocksa: U3narensctBo FOpaiit, 2022. — 161 ¢. — (IlpodeccuonansHoe oOpazoBanue). — ISBN
978-5-534-10547-6. Texcr: oamektponnbii //  DOBC  HOpait  [caiir]. URL:
https://urait.ru/bcode/475816

4. KOHTPO.JIb M OIIEHKA PE3YJIbTATOB OCBOEHUSA
YYEBHOM TUCHUTILINHEI

Pe3ynomamut 00yuenusn | Kpumepuu ouenku | Memoowt oyenku
Ilepeuens 3nanuil, 0c6AUBAEMBIX 8 PAMKAX OUCYUNTUHDL

OCHOBBI JICJIOBOM 3TUKH, «OTangHO» - TEOPETHUYECKOE

ATUKETa W KYJIbTYPhI COoLEepIKaHUE Kypca OCBOEHO

0OIIIEeHN; MOJTHOCTBIO, 0€3 TpoOenoB, yMEHUs

YCTHBIN 1581071

JEJI0BOTO TECTOBBIM KOHTPOJIb

0COOEHHOCTH TIPOQECCHOHATIBHON
ITUKHU CITyKaIuX
roCyIapCTBEHHBIX M MHBIX
OpraHU3aIMOHHO-TIPABOBBIX (HOpM
YUPEKICHUN U OpraHU3aLNN;
B3aMMOCBS3b OOIICHUS

U 1eATEIbHOCTH;

nenu, QyHKIUU, BUIBI U YPOBHU
OOIIIEeHN;

TEXHUKH U TPHUEMBbI
nmpaBWiia  CIyIIAHUS,
Oecenpl, yOKICHNUS,
STUYECKHE MPUHIUIBI OOIICHMUS,
WUCTOYHUKH, TPHUYUHBI, BUABl U
CrocoObI paspenieHus
KOH()JIUKTOB.

MIPUEMBI CaMOPETYIISIITIT
mpoiiecce OOIIeHMs

o01IeHM,
BEJICHUS

B

c(hOopMHUPOBAHBKI, BCE
IPEyCMOTPEHHBIE POrpaMMoit
yueOHbIE  3a/aHUsl  BBITIOJHCHBI,
Ka4eCTBO MX BBITIOJHEHUSI OIICHEHO
BBICOKO.
«Xopo1Io» -
coziep kaHue Kypca OCBOCHO
MTOJIHOCTBIO, 0e3 po0OeIioB,
HEKOTOpble YMEHHS c(HOpMUPOBaHBI
HEI0CTaTOYHO, BCE
IPEyCMOTPEHHBIE pPOrpaMMoit
yueOHbIE  3a/laHUsl  BBITIOJHCHBI,
HEKOTOpbIC BUJIBI 3aJaHAN
BBITIOJIHECHEI C OLHI/IGKaMI/I.

«Y IOBJIETBOPUTEIIEHOY -
TEOPETHYECKOE COJIepIKaHUE Kypca
OCBOCHO YaCTUYHO, HO MpPOOEBl He
HOCAT CYIIECTBEHHOTO XapakTepa,
HEOOXOIUMBbIE yMEHHS paboOThl C

TEOPETUYECCKOC

TEOPETUUECKUX
3HAHUH;

OIICHKA pe3yJIbTaTOB
BBITIOJTHEHUS
[IPaKTUYECKON
paboTHI;
aHaM3
peleHui
POOJIEMHBIX
CUTYalHi.
3aImuTa
CaMOCTOSITEJIBHOU
paboTsI;

JIEJIOBBIE UTPHI.

A OIEHKa




OCBOCHHBIM MaTepraioM B
OCHOBHOM chopMUPOBaHHI,
OOJIBIITMHCTBO [IPELyCMOTPEHHBIX
nmporpaMMoil  oOy4eHHs  ydeOHBIX

3aJJaHUH BBIMIOJTHEHO, HEKOTOPHIE M3
BBITIOTHEHHBIX ~ 33JJaHUM  CcoJlepKar
OIIINOKH.

«HeymoBIeTBOPUTEITBHOY -
TEOPETUYECKOe COJIepKaHue Kypca
HE OCBOCHO, HEOOXOJHWMBIC YMEHUS
He Cc(HOPMHPOBAHBI, BBITIOJHECHHBIC
y4eOHBIC 3aJaHus COIepKaT rpyobIe
OIITNOKH.

Hepeqeﬂb yMEHMIZ, oceaueaembvlx 6 pamkax ()MCUMVUZMHbl

co0ro1aTh TpeboBaHUs
npoecCHOHANBHOW ~ ATHKU |
COBPEMEHHOTO ATHKETA;

coONroaaTh MPOTOKON JIETOBBIX

BCTPEY M OTHKET C y4ETOM
HallMOHAJIBbHBIX nu
KOPIIOPaTHBHBIX 0COOCHHOCTEH;
OpI‘aHI/IBOBBIBaTB JCJIOBBIC
Oecenpl, COBEIIaHNA u
MIEPETOBOPHL;

peaIn30BBIBATH TIPHHIIAITBI
3¢ heKTHBHOTO JIEJI0BOTO
0OIIIEeHN;

INPUMEHATh TEXHUKY U IPUEMBI
3¢ dexTUBHOTO oOmeHus B

npodecCuoHATBHOM
NeSITeITbHOCTH,

HUCIIOJIB30BAaTh IMPUCMbIL
CaMOpETYJISIIMA ~ TIOBEACHUS B
mporiecce MEKITUYHOCTHOTO
oO1eHus.

«OTIUYHO» - TEOPETHYECKOE
coziepKaHne Kypca OCBOEHO
MOJTHOCTBIO, 0€3 MpoOesoB, yMEHHUs
c(OpMHPOBAHBI, BCE
IPeAyCMOTPEHHBIE IpOrpaMMOi
y4eOHBIC  3aJaHUsl  BBITIOJIHEHBI,
Ka4eCTBO WX BBIMOJHEHUS OICHEHO
BBICOKO.

«Xoporo» - TEOPETUUECKOE
coJiepyKaHue Kypca OCBOEHO
MOJIHOCTBIO, 0e3 po0eJoB,
HEKOTOpBhIE YMEHUS C(HOPMHUPOBAHBI
HEJ0CTaTOYHO, BCE
MIPEAYCMOTPEHHBIE Iporpammoit
yueOHBIC  3a/JIaHUS  BBIIOJIHEHHI,
HEKOTOpBIE BUbI 3aJaHUN

BBINOJIHEHBI C OIIMOKaMHU.

«Y 1OBIETBOPUTEIILHO) -
TEOPETHUECKOE COJECpKaHUE Kypca
OCBOEHO YaCTUYHO, HO IPOOEsBl He
HOCAT CYLIECTBEHHOI'O XapakTepa,
HEOOXO/AMMBIE yMEHHUS pPabOTHl C

OCBOCHHBIM MaTepralioM B
OCHOBHOM c(OpMHPOBAHBI,
OOJIBIITMHCTBO [IPELyCMOTPEHHBIX
nmporpaMMoii  oOy4eHHs  ydeOHBIX

3aJlaHUil BBINOJIIHEHO, HEKOTOPHIE U3
BBIITOJTHEHHBIX  33JJaHUN  CcozepxKar
OLIMOKHU.

«HeynoBneTBOpUTENEHOY -
TEOPETHUYECKOE COJIEpKAHNE Kypca He
OCBOCHO, HEOOXOAMMbIE YMEHUS He
cOopMHUPOBAHBI, BHITIOJIHECHHbIE
y4eOHBIC 3aJJTaHHs CO/IepIKaT IpyObIe
OLIMOKHU.

YCTHBII 1581071
TECTOBBIM KOHTPOJIb
TEOPETUYECKUX
3HAHUII;

OLICHKA
pe3yIabTaTOB
BBITIOJTHEHUS
[IPAaKTUYECKON
paboThI;

aHAIM3 U OIICHKA
peleHui
MPOOIEMHBIX
CUTYyalUi.
3aIuTa
CaMOCTOATEIIbHOMN
paboTHI;
JICJTIOBBIE UTPHI.




MUWHHUCTEPCTBO ITIPOCBELIEHUS
POCCHUMCKOM ®EJEPALIUA

®EJIEPAJIBHOE
TOCYJAPCTBEHHOE BIO/JKETHOE
OBPA3OBATEJILHOE YYPEXJIEHUE BBICILIETO OBPA3OBAHUSI
«JIYTAHCKHUM T'OCYJAPCTBEHHBIN NEJATOTMYECKAN YHUBEPCUTET»
(PIr'BOY BO «JITITY»)

POBEHBbKOBCKHWI KOJUIEJK (PUJTAAJ)
(denepajbHOrO rocy1apcTBEHHOI0 0K/IKETHOI0 00Pa30BATEJIBLHOI0 YUpeKIeHNsI BbICLIEro
o0pa3oBaHusi «JIyraHckui rocy1apcTBeHHbIN NMeAarorn4ecKui YHuBepCUTeT»
(PoBenbkoBckmii kosutenx (puanan) ®I'BOY BO «JIT'TY»)

PABOYAS ITPOIT'PAMMA
y4eOHON AUCIUILTAHBI

«OI1L1.04 IIpaBoBBIE OCHOBBI MPO(PECCHOHATBHOMN NEATETLHOCTH

(HaumeHoB8anue yueOHOU OUCYUNTUHDBL)
46.02.01 /ToxymeHTaIrimoHHOE O0eCcTiedeHUE YIPaBICHUS U apXHUBOBEIACHUE

(K00, HaUMeHO8aHue CNeYUuaIbHOCMUL)
ouHas

(¢hopma 0byuenus - ounas, 3a04Has)
Ha 6a3e OCHOBHOTO 00111ero 00pa30BaHus

(na b6asze ocnosno2o obue2o obpasosanus | na 6aze cpedne2o obwe2o 0bpazosaniis)
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COJIEP)KAHUE

. OBILASI XAPAKTEPUCTHUKA PABOYEI TPOTPAMMBI
YYEBHOM JUCLUILINHEI

. CTPYKTYPA M COJEP)KAHUE YYEBHOM
TACHUATIITHBI

. YCJOBHUSA PEAJIN3AIIMU YUYEBHOM JTUCITATIIVHBI

. KOHTPOJIb M OIIEHKA PE3VJILbTATOB OCBOEHMSI
YYEBHOM JUCHUTILINHEI



1. OBIIASI XAPAKTEPUCTUKA PABOYEW ITPOI'PAMMBI YYEBHON
JAUCTIIAIIIMHBI
«OIIL.04 ITpaBoBbIe 0OCHOBBI NPO(EeCCUOHATBHON AeSITeJIbHOCTH

1.1. MecTo 1McuMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOM IPOrpaMMBbI:

VYuebnasa aucrumiuHa «OI1L[.04 TIpaBoBble OCHOBBI PO(PECCHOHATBHOMN JESITEIbHOCTH»
ABNSICTCA ~ 00sA3aTeNbHOM  4YacThio  OOIIENPO(ECCHOHATBFHOTO  LUKIAa  NPUMEpPHOH

oOpazoBarenbHOli Tporpammbl B cooTBeTcTBUH ¢ PI'OC CIIO mo crnenuanbHOCTH
46.02.01 oxymMeHTaIIMOHHOE O0ecTIeYeHNne YIPABICHHS U apXUBOBEACHUE.
Ocoboe 3HaueHne TUCITUITIINHA UMeeT Tpu popmupoBanuu u pazputuu OK 09.

B pamkax mporpamMmbl y4eOHOI IUCHUIUIMHBI OOYYarolMIMMHCS OCBaMBAIOTCS YMEHHUS

1.2. lleab 1 m1aHUPYyeMble pe3yJbTAaThl 0CBOCHHS AUCHUIIIHHBI:

Y 3HaHUS
Kon
YMmenust 3nanus
IIK, OK
OK 09 OIIpEAEIIATh aKTyaJIbHOCTb | COAEpKaHHE aKTyaJIbHOMN HOpPMaTUBHO-
HOPMAaTUBHO-TIPABOBOM MPAaBOBOM TOKYMEHTAIINH;
AOKYMCHTaluu B | craHmapThl aHTUKOPPYIIMOHHOTO IIOBEICHUA U
npodeCCHOHAIEHON IIOCJIEACTBHS €r0 HAPYLIEHHUS;
ACATCIBEHOCTH, HOPMAaTHBHBIE IIPABOBHIE aKThl POCCHICKON
HCIIOIb30BATH NpaBOBYIO | Menepanun B cdepe HHPOPMAIMOHHBIX U
MHpOpMALHIO B | KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI;
npoeccHOHaNbHOH HOpMaTHBHBIE NpaBOBbIE aKThl Poccuiickoii
ACATCIBHOCTH, ®enepanyu 1o 3amure MHGOpMaMU U paboTe
3alllMIIaTh  CBOM  MpaBa B | ¢ oOpalleHUsIMH TPaK/IaH;
COOTBETCTBHM € TPYAOBBIM | yopMaTHBHBIE NPABOBBIE aKThl POCCHHCKOM
3aKOHOZIATCIILCTBOM, Ddenepanin = B chepe  MHPOPMAMOHHOM
IMPUMCHATH CTaHdapThI 6C3OHaCHOCTI/I;
aHTUKOPPYIIIIHOHHOTO TpeGOBaHUS OXPaHbI TPy,
MTOBE/ICHNUS, N
HOpPMAaTUBHBIC TMIPaBOBBIE aKThl Poccuiickoii
HpUHAMATD MEpBI 1O | denepanun B cdepe OpraHU3aluy  JeN0BOI
COXPAaHEHHUIO [IOC3IKH:
o 2
KOH(HUACHITHATHHON o o
. HOpMaTUBHbIE TpaBoBble akThl Poccuiickoit
uHpopManMu B Xojae npuéma )
. ®eneparun B chepe nHGOpMALINU;
MIOCETUTEINEH; ..
HOpPMAaTUBHBIC TMIPABOBBIE aKThl Poccuiickoii
obecrieunBaTh COXPaHHOCTh )
®enepanuu B chepe 1e10npon3BOICTBA;
MePCOHATBHBIX JTAHHBIX ..
HOpPMaTUBHBIE IMpaBoBble akThl Poccuiickoii
pPabOTHHKOB. .
®enepanyn B chepe TPYAOBBIX OTHOIICHU;
JIOKaJIbHbIE HOpMaTHBHbBIE aKThI,
periaMeHTHPYIONINE TPYI0BbIE OTHOIICHHUS,
HOpPMAaTUBHBIC IIpaBOBbIE akKThl Poccuiickoit
®enepanuu B chepe apXuBHOTO Jie7a;
HOPMATHBHBIE IIPaBOBbIE aKTbl Pocculickon
Oenepann B 00macTy  KOHQPUIACHITUATHHOM
uHbOpMallMM W 3alIUTHl  MEPCOHATBHBIX
JAHHBIX.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOU JIUCITATIIVHBI

2.1. O6beM y4eOHOM JUCHUILINHBI U BUABI Y4eOHOI padoThl

Bun yyeOHo# padoThI O0bem B yacax
O0Bem 00pa3oBaTeIbHOM MPOrpaMMBbl YUeOHOM TMCIATIIHHBI 74

B T.4. B ()opMe NPAKTHYECKOi MOATOTOBKH 20

BT. 4.

TeopeTUIeCcKoe 00yUCHNE 50
MPAKTUUECKUE 3aHATUSL 20
Camocmosmenvuas paboma 4
IIpomeskyTounas arrectanus (1uddepeHuUpPoOBaHHbII 3a4eT) 3ader ¢ OleHKON




2.2. TemaTH4eCKHUii IUVIAH U coiep:KaHue YUeOHOI AUCHMIITNHDI

Oo0beM, akaj. 4.
/ B TOM 4ucIe B

Koabl koMneTeHI Ui,

HaunMmeHnoBaHue Coaeprxxanue yueOHOro MaTepuana u opMbl OPraHU3aANMH AeATEIbHOCTH tbopvie ¢opmuposanuro
pa3/iesIoB U TeM o0y4aromuxcs NpaKTHYECKOi KOTOPBIX CIOCO0CTBYeT
II0/ITOTOBKH, 3JIEMEHT IPOrpaMMbl
akaj. 4.
1 2 3 4
Pa3nea 1. 3naueHnue npaBa B npodeccuoHATbHOI e TeJIbHOCTH 10
Tema 1.1. Cucrema Conep:xanue 2 OK 09
poCcHiiCKOro mpasa. [lonaTHe W cymHOCTH MpaBa. 3HAUCHHWE TpaBa B PETYIMPOBAHHM OOILECTBEHHBIX 2
OTHOIIEHNH M TPOGECCHOHATBHON HNesITeNbHOCTH. IIpaBOBBIC HOPMBI, HHCTHTYTHI.
Otpacnu poccuiickoro mpasa.
Tema 1.2. O6mas Conep:xanne 2 OK 09
XapaKTePUCTUKA [TonsiTue U MpU3HAKKU MPaBOOTHOIIECHUM. OCHOBHBIC 3JIEMEHTHI IPABOOTHOIICHUM. BUibI 2
NPABOOTHOLICHUI B MIPaBOOTHOIICHUH B NPO(ECCHOHAIBHOHW  JMEATCIIBHOCTH.  [IpaBOCYyOBEKTHOCTH
npogeccuoHAILHOM YYaCTHUKOB IPaBOOTHOIICHUH B mnpodeccuoHanbHoil cdepe. [IpaBoBoit craryc
chepe. (U3NUECKUX JIML, MPaBOBOH CTaTyC IOPUIMYECKUX JIUI U OPraHOB TOCYNapCTBEHHON
BJIACTH.
Tema 1.3. Conep:xanne 4 OK 09
IIpodeccnonanbuan Cucrema mpaBoBbIX akToB B Poccuiickoit @enepaunu. Knaccupukanus HOpMaTUBHBIX 4
KOMMYHHUKALMA U ee MPaBOBBIX AaKTOB: IOPHUUYECKAs CHJIa, TMPEIMET IPaBOBOTO peryinupoBaHus, cdepa
byHkuum. pacnpoctpaHerns. llpaBoBele akThl (¢eAepasbHBIX OpPraHOB BJACTH, OPTaHOB
rOCYJapCTBEHHOU BIacTH cyObekToB PO, MyHUIIMIIANBEHBIEC TIPABOBBIE AKTHI.
[TonsiTHE «IPaBOTBOPUECTBO» U €r0 OCHOBHBIE ATalbl. [IopsA0K NOArOTOBKY U NPUHATHS
(dbenepanbHBIX 3aKOHOB. [lopsmok TpuWHSTHS TpaBoOBhIX akToB IIpesmmenra PO.
[loaroroBka HOPMATHUBHBIX MPABOBBIX aKTOB (pelepalibHBIX OPraHOB HCIOJHUTEIHHOU
Biactu. ['ocygapcTBeHHast peructpauusi akToB (eAepaibHbIX OPraHOB UCIIOJHUTEIBHOM
Biactu. [IpaBoBoe perynupoBaHUE MOJITrOTOBKH HOPMATHUBHBIX aKTOB CyObekTOB PD m
MYHHLUNIAIBHBIX HOPMAaTHBHBIX IPABOBBIX akTOB. JlelicTBUE HOPMATHBHBIX aKTOB BO
BPEMEHH, B TIPOCTPAHCTBE, MO KPYTY JIMII.
JleiicTBre HOPMATHBHBIX aKTOB BO BPEMEHH, B TIPOCTPAHCTBE, IO KPYTY JIHII.
B Tom umciie IpaKTHYECKUX 3aHATHIA 2
IpakTuyeckoe 3anaTue 1. OmpeneneHne akTyaJbHOCTH HOPMATHBHO-TIPABOBON 2

JOKYMEHTAIMK B IPOGECCHOHAIBHOM AeATEIbHOCTH.




Pa3znen 2. OcHOBBI KOHCTUTYIHOHHOTO npaBa Poccuiickoii @eaepanun

Tema 2.1. Conepxanue 4 OK 09
KoHCTHTYHHOHHOE [Monsitue Konctutrymuum PO u ee Mecro B cucTeMe 3aKOHOAATENbCTBA. (OCHOBBI 4
YCTPOICTBO OpraHoB | KOHCTHTYIHOHHOTO = CTPOs Poccun. Cucrema opraHoB TOCYJapCTBEHHOW BIIAaCTH.
piaactu PO. [Ipesunent P®. 3akoHOmarenbHas, WUCIHOIHHUTENbHAS W CyJacOHas Biactb B PO.
[IpaBooxpanutenpHble opraHbl. OpraHel BiracTh CyObekToB P® wu  MecTHOTO
CaMOYTPaBJICHHUS.
Tema 2.2. IlpaBa u Conepxanue 2 OK 09
00513AHHOCTH IIpaBoBoii ctatyc nuuHocTH B Poccuiickoit @enepanuu. I'paxaganctso P®. JIuunbie, 2
Yel0BeKa U MOJIMTHYECKHE, DKOHOMUYECKHE, COLIMANbHbIE M KyJIbTYPHbIE TIpaBa U CBOOOIBI YeJIOBEKa
rpakIaHuHA. u rpaxknanuHa B P®. Koncruryimonnsie 00s3anHoCcTH. [IpaBoBas KyneTypa.
B ToM 4mcie npakTHYeCKNX 3aHATHIA 2
IIpakTHyeckoe 3aHsiTHe 2. MexaHU3M peaium3ald TPaB W CBOOOJ dUeJIOBEKa U 2
rpaX<IaHrHa.
Pasnen 3. IIpaBoBoe peryJupoBaHue TPYAOBBIX IPABOOTHOLICHU I 12
Tema 3.1. Conep:kanue 2 OK 09
XapakrepucTuka ITonsitue TpynoBoro npasa. ICTOUHUKHK TPyJ0BOTO TpaBa. TpyA0BbI€ MPABOOTHOIIEHHUS. 2
TPYAOBBIX CyOBeKThl TPYIOBBIX MPAaBOOTHOIICHUHU. TpPyIOBOH IIOTOBOP Kak OCHOBAa TPYIOBBIX
IPABOOTHOLIEHHI. npaBooTHOIICHNH. O0mue TpeOoBaHMs K COACPKAHUIO TPYIOBOro jaorosopa. [lopsaok
3aKIoYeHusT ¥ O(GOpMIICHHS TPYAOBOIO JOroBopa. V3MeHeHHe W TpeKpalieHue
TPYJA0BOTO 0oroBopa. COXpaHHOCTh NMEPCOHAIBHBIX TAHHBIX PAOOTHUKOB
B ToM 4mcie npakTHYeCKHX 3aHATHI 2
[pakTuyeckoe 3anaTme 3. OOecrevyeHUE COXPAHHOCTH MEPCOHANBHBIX JTAHHBIX 2
pabOTHUKOB
Tema 3.2. IIpaBoBoe | Coaepxanue 2 OK 09
peryJupoBaHue [Tonstne m Bumbl pabodero BpeMeHH. Pexumbl pabodero BpeMEHH. Bpems otmbixa. 2
pabouero BpeMeHHu, [TonsiTne u BUABI OTHYCKOB. JloKyMeHTanMOHHOE oopMiieHHe OoTIrycka. Hopmuposanue
BpPEMEHH OT/bIXAa H Tpyna. [TpaBoBoe perynupoBaHue CITy»KeOHBIX KOMAaHIUPOBOK.
OTIATHI TPY/A. [lonsiTue w BUABI OIUIAaTHl TpyAa. | ocymapCTBEHHBIE TapaHTHH 1O OIUIaTe TPy/a.
KomneHcanoHHple BHIIIATH pAOOTHUKAM.
Tema 3.3. IIpaBoBoe | Coaepxanue 2 OK 09
peryJimpoBaHue [lonsiTe mUCHMIIMHBI TpyJa W BHYTPEHHETO TPYyAOBOro pacmopsiaka. I[loompenus 2
JUCHMILIMHBI TPYJAA U paboTHUKOB. [TOHATHS W BUIBI TUCIUILTUHAPHOW OTBETCTBEHHOCTH Pa0OTHUKOB. Bumbl
MaTepHAIbHOl TUCIUIUIMHAPHBIX B3BICKAaHWUN. I[lOpSMOK TNpUMEHEHHS W CHATUS JHUCHUILUIMHAPHOTO
OTBETCTBCHHOCTH. B3BICKAHU. lu\/[aTepHaana;I OTBETCTBEHHOCTh CTOPOH TPYIOBOTO JOTOBOpa. Bumsl
MaTepUaIbHON OTBETCTBEHHOCTH.
Tema 3.4. Oxpana Coaepxanne 2 OK 09
[onsiTve u cojepxaHKe MPABOBOIO MHCTUTYTA OXpaHbl Tpyda. IlpaBa m oOs3aHHOCTEH 2

Tpyaa. 3amura
TPYAOBBIX NpaB
rpaskaaH.

pabOTHUKOB U paboromareneit B chepe oxpaHbl Tpyaa. OpraHusaius OXpaHbl TPyIa.
IMopsimox  paccnenoBaHWsi ¥ y4yeTa HECYACTHBIX CJIy4aeB Ha  IPOM3BOJICTBE.
l'ocynmapcTBeHHBIH KOHTPOJIb M HAA30pP 3a COOJIIOJICHUEM TPYOBOTO 3aKOHOJIATEIILCTBA.




3ammTa TPYAOBBEIX TpaB TrpaxkmaH mnpodcorozamu. Camo3ammTa TPYIOBEIX IIPaB.
WNuauBuyansHbIe U KOJUICKTHBHBIE TPY/IOBBIE CIIOPHI.

B ToM uncie npaKTHYeCKHX 3aHATHIA 2
IpakTnyeckoe 3ansitne 4. 3amuTa TpaB B COOTBETCTBHM C  TPYAOBBIM 2
3aKOHO/IATEIHCTBOM.
Pa3nen 4. OcHoBHBIE 3aKOHOaTeIbHbIE AKTHI 0 MPABOBOM o0ecnedeHUH NMPodeccHOHATbHOI 1esiTeTbHOCTH 8
CIIY:KAIINX
Tema 4.1. Coaep:xanne 2 OK 09
TocynapcrBennasi m | [lonstue «rocynapcrenHas —ciyx6a». CucremMa TroCyIapCTBEHHON — CIyxObl B 2
MYHHIHOATbHAS Poccniickoit ®@enepanun. HopmaTHBHO-TIpaBOBOE PETYIMPOBAHME TOCYNAapCTBEHHOM M
CIy0a KaK BHJ MYHUIMIIATBHOW cy)O0bl. OTIU4YME CITy)KEOHOTO KOHTpPaKTa OT TPYJIOBOTO JOTOBOPA.
npodeccHonaIbHOi ATTecTanys rocyAapcTBEHHBIX CITyKaIlUX.
JeATeJIbHOCTH.
Tema 4.2. IIpaBa n Conep:kanue 4 OK 09
0GS3AHHOCTH [IpaBa u 00s13aHHOCTH TOCYIAPCTBEHHBIX (MYHULIUMIAIBHBIX) ciy)amux. OrpaHuueHns 1 4
3ampeThl TOCYAapCTBEHHON CoyKObl. IIpaBoBoe peryampoBaHHE MPOTHBOACHCTBHS
roCyaapCTBEHHBIX KOPPYIIIMM HA TOCYJapPCTBEHHOM M JIOKAIbHOM ypOBHE. Mephl TpO(GUIAKTHKH
(MyHMUIHMNIAJIBHBIX) KOPPYIIIMOHHOT'O MOBEJCHHUS TOCYIAPCTBEHHBIX CIYKAITHX.
CJIYKAIIMX. B Tom unciie npakTHYEeCKUX 3aHATHIA 2
IIpakTuyeckoe 3ansaTue 5. [I[puMeHeHne cTaHAAPTOB AHTUKOPPYHITUOHHOTO MOBEAEHUSA 2
B TOCYAAapCTBEHHOH ciyx0e PO.
Pasnen S. IIpaBoBoe peryjnpoBaHue mNpo¢ecCHOHAIBHON [efiTeJLHOCTH B 00J1aCTH TIPaKIAHCKUX 12
NMPaBOOTHOIIEHUIH
Tema 5.1. Conep:kanue 2 OK 09
I'pa:knanckoe npaBo. | I'paxknaHckue NpaBOOTHOIIEHUS: CYyOBEKTHI, OOBEKTHI, cojep:kanue. Mcrounukn 2
Kommepueckue u rpaxJaHcKoro mpasa. [IpuMeHeHHe HOPM TPa’KAAHCKOTO IpaBa B MPOQEeCcCHOHAIBHON
HeKOMMepYecKHe aearenbHocTH.  OpraHu3alMOHHO-TIpaBOBbIe  (OPMBI  FOpHAMYECKHX JHL. Oprassl
OpraHm3anuu YOpaBIeHUs] IOPUAMYECKOTO JUIa. YUpeAWTenbHBIE TOKyMEHTHL. JlnileH3npoBaHue
nesitenbHOCTH. HecocrositensHocTs (6aHKpOoTCTBO). KoMMepueckue opuanyeckue Juia.
XapakTepuCTHKa OCHOBHBIX (OpM: XO3SCTBEHHBIE TOBAapHIECTBA H OOIIECTBa,
TOCyIapCTBEHHbIE W  MYHHIHWIIAIbHBIE  YHUTapHble mnpeanpusTus. Dunmalisl,
NPEICTaBUTENLCTBA, OOBENMHEHUS Iopuandeckux Jun. OpraHu3alMOHHO-TIPABOBBIE
(hOopMBI HEKOMMEPUYECKMX IOPHIUMYECKUX JIML. XapaKTepUCTHKa (DOHIOB, yUpEekICHHH,
OOIIIECTBEHHBIX  opranu3auui. [lyOmu4HO-paBOBBIE  00pa3oBaHMS B CHUCTEME
IpaXJAHCKHUX MTPaBOOTHOIICHHH.
B ToM umcie npakKTHYeCKHX 3aHATHIA 2
IpakTnyeckoe 3anaTHe 6. lcmonb3oBaHHME TPaXTAHCKOTO 3aKOHONATEIbCTBA IS 2
pemenns npodeCCHOHANBHBIX 3a7a9n
Tema 5.2. IIpaBo Conepikanne 2 OK 09
[IpaBo coOGCTBEHHOCTH: OCHOBHOM MHCTHUTYT TpakAaHcKoro mpasa. CopepikaHue ImpaBa 2

COOCTBEHHOCTH HA

cooctBeHHocTH.  IlpnoOpeTreHne W TpekpalleHWe  TpaBa  COOCTBEHHOCTH.




AOKYMEHTBI 1

WNHTennekTyanbHas coOCTBEHHOCTh. IIpaBo coOCTBeHHOCTHM Ha WH(OPMAIMOHHEIE
peCypchl M TOKyMEHTHPOBaHHYIO0 MH(oOpManmoo. [IpaBo COOCTBEHHOCTH Ha JOKYMEHTHI

HH(OPMALTUOHHBIE
ApxuBHoro ¢onma PO. [IpaBoBoe perynupoBaHHE HCIIOJIB30BaHMS Ha JOKYMEHTax
pecypceel. TOCYIapCTBEHHBIX W  OQHUIMAIBHBIX  CHMBOJOB, (UPMEHHOTO  HAMMEHOBAHUS
OpraHu3alyry.
Tema 5.3. Conep:kanue 2 OK 09
I'paxkaancko- Cnenku: nonstue, Buabl, Gopmbl. [loHATHE «TpakIaHCKO-IIPaBOBON IOroBop». Buabl 2
NpaBoBoii J0roBop B | J0TOBOPOB. TpebGoBanus k opopmiIeHHIO TOroBOPOB. [1OPsIIOK 3aKITIOYEHUs] JOTOBOPOB.
POodeCcCHOHATBLHOI JloroBop AEMO3UTApHOTO XpAaHEHUS JOKYMEHTOB ApPXHBHOIO iborma P®. IIporoxomns B
eSITeIbHOCTH. CHUCTEME TPaXIAaHCKO-TIPABOBBIX JIOTOBOPHBIX OTHOIICHWH. Pemrenuss coOpanuid.
HopmatuBHble TpeOOBaHUS K CpOKaM XpaHEHUS IPa)KAaHCKO-TIPABOBBIX JOTOBOPOB.
l'ocynapctBeHHBIE KOHTPAKTBHI. I'pasknaHCKO-TIpaBOBEIE 00513aTEeNBCTBA.
[IpencTaBuTenbCTBO U JOBEPEHHOCTH. | paXkaaHCKO-TIpaBOBasi OTBETCTBEHHOCTh. 3alluTa
UMYIIECTBEHHBIX U JIMYHBIX HEUMYIIECTBECHHBIX IIPaB.
B ToM 4ucie NpaKTHYeCKUX 3aHATHH 4
IlpakTnyeckoe 3ansiTue 7. lcnonp3oBaHue TIpa’kIAHCKOTO 3aKOHOJATENbCTBA MJIS 4
3alIUTHl UMYIIECTBEHHBIX U JINYHBIX HEMMYIIECTBCHHBIX IIPAB
Pa3nen 6. OcHOBHBIEC HATIPABJIeHUS] AIMHHUCTPATHBHO-TIPABOBOE PeryJIHPOBAHNS NPABOOTHOLICHMIA 10
Tema 6.1. O0masn Cosep:kaHue 4 OK 09
XapPaKTEPUCTHKA AnMuHUCTpaTuBHBIE (yNpaBieHUYeCKHe) NpaBooTHOMIEHUS. CyOBEKTHl W HCTOYHHKU 4
aAIMHHUCTPATHBHBIX | IPABOBOTO PEryTHPOBAHK. 3agauu, NPUHLUIBL, U METObl aJJMUHUCTPATUBHOIO IIpaBa.
IIPABOOTHOLICHHIA. Uctounukn u cyOBEKTHl aIMHUHHUCTPATHBHOTO IpaBa. AJIMUHHUCTPAaTHBHBIE (OpPMBI U
METOABl  peanu3allid  TOCYAapCTBEHHOTO  yIOpaBleHHS.  AJMUHHCTPaTUBHOE
[IPaBOHApYIIEHUE, €ro IOPUAUYECKUH cocTaB W BHIABL. ~AJMHHUCTPaTHBHAs
OTBETCTBEHHOCTh. (CHcTeMa aJMUHHMCTPAaTHUBHBIX HaKa3aHUl. AJIMHHUCTpaTHBHAs
OTBETCTBEHHOCTb B Cpepe IeIONPOU3BOJICTBA U APXUBOBEICHUSI.
Tema 6.2. Copnepxanue 4 OK 09
AaMuHHCTpaTHBHBIe | HasHaueHue ¥ CyUIHOCT aJAMMHMCTPATHBHBIX pCIJIAMCHTOB, MX 3HAYCHHE B 4
perjiaMeHThbI perilaMeHTaluu  JenaonpousBoicTta. (OCHOBHbIE TpeOOBaHUS K  pa3paboTke U
0CYLIECTBICHHSI CONEPXAHMIO  AAMUHHCTPATUBHBIX PETIAMEHTOB  OCYLIECTBICHUA TOCYAAPCTBEHHBIX
rOCYAAPCTBEeHHBIX (GYHKUIMI 1 IpeIOCTABICHUS TOCYJapPCTBEHHBIX YCIIYT. }
R —— [IpaBoBOE perymmupoBaHue pPabOTHI C 0613aI_LIeHI/I}IMI/I rpaxnaH. Bumbl oOpamieHwmii.
[Topsiiok U CPOKHU paccMOTPEHUsI 0OpaleHUi rpax/iaH.
TIpeAOCTABICHUH B ToM umcie npakKTHYeCKHX 3aHATHIA 2
p
ToCyAapCTBEHHBIX IpakTnyeckoe 3ansitue 8. Vcrnons3oBanne 3aKOHOJATENBCTBA B OpraHU3aluy paboThI ¢ 2
yeayr. o0palIeHUsIMU TPasKaaH
Paznen 7. IlpaBoe pery;iupoBanue B cpepe HH(pOpMALH, J1e10NPOU3BOICTEA U APXHBOBEICHUSA 10
Tema 7.1. IlpaBoBoe | Conepikanue 4 OK 09
peryJiupoBaHue IMoustTe ® BHOBI JAOKYMCHTHpPOBaHHOH wuH(popmaruu. [IpaBoBoe peryinpoBaHue 4
JA0CTyna K HOpsiIKAa TPEIOCTaBIIEHUS M MCIOJIb30BaHUS HMH(OpMalMu O AEATEIBHOCTH OPraHoB

rocyaap CTBEHHOM BIIACTH M  MECTHOI'O CaMOyIIpaBJICHUS. Ilonstne wu BHbI




AOKYMEHTHPOBAHHOMU
uHpoOpMaAUH.

koHpuAeHIUaIbHOH uHpopManuu. [IpaBoBoii pexkuM HHGOPMAIUH, OTHECCHHOH K
rocynapcTBeHHoH TaitHe. IIpaBoBoil pexxuM WHPOPMALIUK, OTHECEHHON K KOMMEPUYECKON
taiine. [IpaBoBoii pexxuM wuHPOpPMAaLWK, OTHECEHHOW K CIIy:KeOHOM  TaliHe.
[Ipodeccuonanvuas TaitHa. [IpaBoBOl peXuUM TEPCOHANBHBIX JAHHBIX. 3aIuTa
UHPOpPMaLTUH

B ToM umcie npakKTHYeCKHX 3aHATHIA 2
[pakTuyeckoe 3aHsaTHe 9. CoxpaHeHHE KOHPUACHIIMAIBHON WHGpOpMAIMH B XOJe 2
npuémMa NoceTUTeNen
Tema 7.2. IlpaBoBoe | Coaepxanue 2 OK 09
peryJiMpoBanue [IpaBoBbIE OCHOBBI CTaHAAPTH3AIMM W €€ MEeCTO B CHCTEME TEXHHYECKOTO 2
CTAHIAPTH3AINH H perynmupoBanus. HopmaTtuBHble  TpeOoBaHHMS K  pa3pabOTKe  CTaHIapTOB |
YHHQHKALMH B OOIIepOCCUICKUX  KJIacCU(pUKATOpPOB.  HalmoHanbHBIE  CcTaHAApTBI B OOJIACTH
AeTONPON3BOICTRE 1 JIOKYMEHTOBEICHHS ¥ apXUBOBE/ICHUS. Y HUPUIINPOBAHHBIE CHCTEMBI JOKYMEHTAIIHH.
apXUBHOM JeJie.
Tema 7.3. IlpaBoBoe | Conepikanue 2 OK 09
peryJiMpoBaHue [lonsiTe «PNMEKTPOHHBIA JOKYMEHT» W €ro 3aKpeIuieHHe B HOPMATHBHBIX aKTax 2
HCIOJIL30BAHMS Poccuiickoit denepannu. DaeKTpoHHAas IOJNNCH KaK yCIOBUE NPUIAHUS IOPUIUUECKON
MHDOPMALMOHHO- CWJIBI 3JICKTPOHHOMY JOKYMEHTy. (DeiepalibHbIe IENeBbIE MPOTPaMMBbI Kak mpaosas
KOMMYHHMKAIHOHHBIX OCHOBa BHEApPEHHS WH(POPMANNOHHO-KOMMYHHUKAIIMIOHHBIX TEXHOJOTHII B CHCTEMY
TeXHOIOI Ml B TOCYyIapCTBEHHOTO Y MyHHIMIIaJbHOTO yrpasieHus. [IpaBoBoe perymmpoBaHue
MPEIOCTABICHNUSI TOCYJApPCTBEHHBIX YCIYT ¥ OCYIIECTBICHHS TOCYJapCTBEHHBIX
A€0HPOUIBOACTBE N (yHKIMIA B 30eKTpoHHON (opMe. OpraHuzanusi y4era apXWBHBIX el ¢ MPUMEHEHHEM
APXMBHOM J1E]1€. WH(OPMAITMOHHBIX TEXHOJIOTHIA.
CamocTosiTeibHas padoTa 4

HpOMe)KyTO'-IHaﬂ aTTeCcTanud

3ader ¢ OLEHKOH

Bcero:
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3.YCJIOBUSA PEAJIN3AIINYA YUYEBHOM TUCIUATLIUHBI

3.1.JIns peajM3auuu NPporpaMmbl y4eOHOM JUCHUIIMHBI 10JKHBI ObITH
NpeaycMOTPeHbI cJieAyolue creluajbHble NOMelleHUs:
Kabunersr «O0menpodeccrnonanbubix aucuuiuiid 1 MJIK», ocHalieHHbIE B COOTBETCTBHH
¢ nmpuioxenueM 3 TTOIT-I1.

3.2.UndopMannoHHoe 00ecneyeHHEe peaJu3alii NPOorpaMmbl
Jlnst peasin3zanuu nporpaMmbl 6u6InoTeyHbIi GpoHa 00pa30BaTENbHON OpraHU3aIIH
JIOJDKEH UMETh TeYaTHbIe W/WIIN 3JIEKTPOHHBIE 00pa30oBaTebHbIe U HHPOPMAITMOHHBIE PECYPCHI
JUTsl ICTIONIb30BaHUs B 00pazoBarenbHOM mporiecce. [Ipu dopmupoBanuu 6unbmuorednoro Gonma
00pa3oBaTeNbHOMN OpraHu3alyeil BEIONpaeTcss He MEHee OJTHOTO M3/IaHHs U3 IePEUHCICHHBIX
HIDKE MTeYaTHBIX M31aHUN U (MITH) SJIEKTPOHHBIX M3/1aHUH B KaU€CTBE OCHOBHOTO, IPU 3TOM
CIIMCOK MOXET OBITh IOTIOJTHEH HOBBIMH M3JJAHUSIMH.

3.2.1.0cHOBHBIC MeYaTHbIEC H3TAHNSA

1. Bonkos, A. M. IIpaBoBbie OCHOBBI MPOPECCUOHATHHOU JEATETHPHOCTH: YUCOHUK ISt
cpennero mpodeccruoHanbHOro oopazoanusi/ A. M. BonkoB. — MockBa: M3natensctBo FOpaiiT,
2022. — 274 c. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-10131-7.

2. Kanyctun, A. 4. IlpaBoBoe obecrnieueHne mpodecCHOHATBHON IeATEeIbHOCTH:
Y4eOHMK ¥ TPAKTUKyM g cpeaHero mnpodeccruonampHoro obOpazoBanusi/ A. f. Kamyctun,
K. M. benuxoBa; mon penmakmueir A. f. Kamycruna. — 2-e usn., mepepa®. um jmom. — Mocksa:
WznparensctBo KOpaiit, 2022. — 382 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-
02770-9.

3. [IpaBoBoe obGecrieueHue MpohecCHOHATBHON ACATENbHOCTH: YYEOHHK M TPAKTUKYM
UL cpefHero mpodeccruoHanbHoro oopazoBanusi/ A. I1. Anp60B [u Ap.]; mox oOmiel pemakiueit
A.TII. Ans6oBa, C. B. Hukomokuna. — 2-e usn. — Mocksa: WznarensctBo FOpaiit, 2022. —
458 c. — (ITpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-13592-3.

4. [IpaBoBoe oOecneueHne NnpodhecCHOHATBHON AEATEIBHOCTH: YUEOHHMK JUISL CPEIHETO
npodeccuoHanbHoro  oOpasoBanusi/  B. . Apnuiickuit [m  ngp.]; moam  penakuueu
B. U. ABnuiickoro. — 4-e wu3m., mepepad. u gom. — MockBa: WsnmarensctBo HOpaiit, 2022. —

333 c. — (IIpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-04995-4.

3.2.2. OcHOBHBbIE JIeKTPOHHbIE U3AHUS

1. Bonkos, A. M. IIpaBoBbie OCHOBBI MTPOPECCUOHATHPHOU JEATETHPHOCTH: YUCOHUK IS
cpennero mpodeccruoHanbHOro o6pazoanusi/ A. M. BonkoB. — MockBa: M3natensctBo FOpaiiT,
2022. — 274 ¢c. — (IIpodeccuonanpHoe oOpazoBanue). — ISBN 978-5-534-10131-7. — Tekcr:
AIIEKTPOHHBIN // O6pasoBarenbHas iatdpopma IOpaiit [calT]. — URL:
https://urait.ru/bcode/474897.

2. Kanyctun, A. . IlpaBoBoe obecrnieueHne mpo(ecCHOHATBHON IeATEeITbHOCTH:
y4eOHMK U TpPaKTHUKyM Ui cpenHero mnpodeccuoHansHoro obpazoBanus/ A. 5. KamycTus,
K. M. benuxosa ; mox penakmueit A. . Kanyctuna. — 2-e¢ wu3n., mepepald. m jgon. — Mockaa:
WznatensctBo FOpaiit, 2022. — 382 c. — (IIpodeccuonansrnoe obpazoBanue). — ISBN 978-5-534-
02770-9. — Texkct: anexTpoHHBI // OOpa3zoBarenbHas miaatgopma lOpaiit [caiit]. — URL:
https://urait.ru/bcode/469525.



3. [IpaBoBOEe obOecmneueHre MPOPECCHOHATHPHONU ACSITCIBHOCTA: YUYCOHUK U MPAKTHKYM
UL cpefHero mpodeccruoHanbHoro oopazoBanusi/ A. I1. Anp60B [u Ap.]; mox oOmiel pemakiueit
A.TII. Ans6oBa, C. B. Hukomokuna. — 2-e u3n. — Mocksa: WznarensctBo FOpaiit, 2022. —
458 c. — (ITpodeccuonanbuoe obpazoBanue). — ISBN 978-5-534-13592-3. — TekcT: 27EKTPOHHBIHA
// Obpa3zoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/470051.

4. [IpaBoBoe oOecneueHne NnpodhecCHOHANTBHON AEATEIBHOCTH: YUEOHHMK JUISI CPEIHETO
npodeccuoHanbHoro  oOpasoBanusi/  B. . Apnuiickuit [m  ngp.]; moam  penakumen
B. U. ABawmiickoro. — 4-e¢ u3a., nepepad. u gon. — Mocksa: M3garensctBo HOpaiit, 2022. —

333 c. — (ITpodeccuonanbroe oopazosanue). — ISBN 978-5-534-04995-4. — Tekcr: 35eKTpOHHBII
// O6pa3zoBarenbHas miatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/469700.

3.2.3. JlonoJiHUTEIbHbIE HCTOYHHUKH

1. AnncumoB, A. II. IIpaBoBoe obOecrneuenne mTPOPECCHOHATBHON EATEITLHOCTH:
Y4eOHHMK M TPAKTUKYM ISl cpefHero mpodeccruoHaabHoro oopazoanust / A. I1. Arucumos, A. 4.
Perkenkos, A. HO. Yukwipauna; nmoa penakiueid A. 5. PeokenkoBa. — 4-e u3f., mepepad. u Ao, —
Mocksa: U3narensctBo FOpaiit, 2020.

2. Muxaiinenko, E. M. I'paxnanckoe nmpao. OOmias 4acTh: Y4€OHUK U TPAKTUKYM JUISI
cpennero npodeccuoHaabHoro obpazosanus / E. M. Muxaiinenko. — 2-e¢ u3a., mepepad. u aom. —
Mocksa: U3narensctBo FOpaiit, 2022.

4 KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHUW S YYEBHOM JUCHUIIINHBI

Pesyrvmamut 06yuenusn Kpumepuu oyenxu Memoowvl oyenxu

Ilepeuens 3nanuil, 0c6aUBAEMbIX 8 PAMKAX OUCYUNTUHBL
collepikaHue aKTyaJIbHOM | «OTIHYHO» - TEOPETUYECKOE COJCPIKAHHE VHIMBUyalbHbIC H
HOPMAaTHBHO-IIPaBOBOU Kypca OCBOEHO TIOJHOCTBIO, 0e3 MpoOesoB,
AOKYyMCHTAINH,; YMEHUS c(hopMHUpPOBaHHI, BCE
CTaHAapTel  aHTHKOPPYHIHOHHOTO | penycMoTpeHHbIE MPOrpamMMoil  yueOHbIC
TMOBENCHUA M TOCHEACTBUA €TO| 4o ayye  pumongmens, — kauectBo x| [ECTOBBIE
HapyIICHUS; .
Py ’ BBINOJTHEHUS OLIEHEHO BBICOKO. 3aJlaHus,
HOPMATHBHBIC  IPABOBBIC  AKTHI
p o «Xopomioy» - TeOpeTHYecKoe conaepkaHue | [IPOBEICHUE
occuiickoii @enepanuu B cdepe 5 5
HH(OPMAIHOHHBIX 4| KYPCa OCBOCHO MOJHOCTBIO, 6e3 MpoGesioB, | IPOMEKyTOYHOTO
KOMMYHHKALMOHHBIX TeXHojIoruii; | HEKOTOPhIC YMCHHA COPMHUPOBAHBI | KOHTPOJIS.
HOPMATHBHBIE  TpaBOBbic  akThl | HGAOCTATOYHO,  BCC  MPEJyCMOTPCHHBIC
Poccutickoit q)e;[epaupn/l o | IporpaMmMou y‘le6HBIe 3aaHus1
3amuTe WH(OpPMAlMK W paboTe C | BHIIOIHEHBI, HEKOTOpPbIE BUIABl 3aJaHUil
o0OpalieHUsIMH TPaK/IaH; BBITTOJTHEHBI C OLTHOKaMHU.
HOPMATHBHBIC  IIPABOBBIC  AKTHI | «Y IOBICTBOPUTEIBLHO» - TEOPETHUECKOE
Poccuiickoit ®enepaunn B chepe COAEP)KAaHUE Kypca OCBOEHO YaCTUYHO, HO
MHQOPMAUMOHHOM OE30MACHOCTH; | poGensl  He  HOCAT — CYLIECTBEHHOTO
TPeOOBaHNs OXpAHb! TPY/Ia; XapakTepa, He0OXO0IMMBIE YMEHHUS PabOTHI ¢
HOPMATHBHDBIC ~ TPABOBBIC = AKTBL| opoopppv  MaTepuaToM B OCHOBHOM
Poccuiickort deneparun B cdepe
. i c(OpMHUPOBaHEI, OOJIBLIIMHCTBO
OpraHu3aliH JICTOBOW TOE3/KH; e
HODMATHBHbIC ~ TIpaBOBble  aKThi | NPEAYCMOTPEHHBIX MporpaMmoi oby4ens
y4eOHBIX 3aJaHUil BBIIIOJIHEHO, HEKOTOPHIE

Poccuiickort Deneparun B chepe 0
MHDOPMALIHH; W3  BBIMOJHEHHBIX 3aJaHUil  coxepkar

(dhpoHTAIBHBIC
OIPOCHI;

HOPMATHUBHBIC  IPABOBLIC  AKTHI OLIHOKH.

Poccuiickoii ®enepanun B chepe | «HeynoBIETBOPUTENBHO» - TEOPETUYECKOE
JIEJIONIPOU3BOJICTBA; colepKaHue Kypca He OCBOEHO,
HOPMATHBHBIC  TPABOBBIC  AKTHI | HEOOXOANMBbIE YMEHHs He ChOpPMHUpPOBAHHI,



https://urait.ru/bcode/469700

Poccuiickoit ®denepanun B chepe
TPYJOBBIX OTHOLICHUM;
JIOKaJIbHBIE HOPMATHUBHBIE AaKTHI,

pETIaMEeHTHPYIONIHE TPYIOBBIE
OTHOLICHUS;
HOPMATUBHBIC  TPABOBBIE  AKTHI

Poccuiickoit ®denepanuun B chepe
ApPXUBHOTO JIEJa;

HOPMATHBHBIC  IPABOBBIC  AKTHI
Poccwuiickoii @enepanuu B o01actu
KOH(GUACHIMAIBHONH HH(OpMaLIUU
1 3aIIMThI IEPCOHANBHBIX JaHHBIX.

BBITIOJTHCHHBIC YUeOHBIC 3a/IaHUS COJAEPIKAT
rpyOBIC OIIHOKH.

HepelleHb yMeHMI:Z, oceaueaemsvlx 6 pamkax 0uCL{ul’lJlqul

OTIPEICIIATh aKTyaJIbHOCTh
HOPMAaTHUBHO-TIPABOBOM
JIOKYMCHTAIIHU B
npodecCHOHAIBHON e TebHOCTH;
UCIIOJIB30BaTh MPABOBYIO
uHGOpMAIUIO B
npodecCHOHATLHON JIeATETHHOCTH;
3allIMIIATh CBOM NpaBa B
COOTBETCTBHU C TPYIOBBIM
3aKOHOJIATEIbCTBOM;

NPUMEHSThH CTaHIapThI
AHTUKOPPYILIMOHHOTO MOBEACHUS;
IPUHAMATH MEPBI TI0 COXPAHESHHIO
KOH(QHICHIMAILHON HH(OpMAaIUU
B X0JI€ TpUEMA MTOCETUTENIEH;

obecrieunBaTh COXPaHHOCTh
MEPCOHATBHBIX JTAHHBIX
PabOTHHKOB.

«OTnuaHOY - TCOPETUYCCKOE COACPKAHUC
KypCa OCBOCHO MNOJHOCTBIO, 0e3 np06en0}3,

YMEHUS c(hopMHPOBaHHI, BCE
IIPENYCMOTPEHHbIE IPOrpaMMOil yueOHbIe
3aJaHdsl ~ BBIIOJNHEHBI,  KayecTBO  HUX

BBITIOJTHEHUS OIICHEHO BBICOKO.
«Xopomio» - TEOPEeTHYECKOE COJNEpKAHUE
Kypca OCBOCHO IMOJHOCTHIO, 0e3 MpoOeIoB,
HEKOTOPbIE YMCHHUS c(hopMHUPOBaHEI
HEJIOCTaTOYHO, BCE  MPEIYCMOTPEHHBIC
MPOTPaMMOi yucOHbIC 3aJ]aHus
BBITIOJTHEHBI, HEKOTOpbIE BUJBI 3aJaHUN
BBITIOJTHEHEI C OITHOKaMH.

«YIOBJIICTBOPHUTENBHO» - TEOPETHYECKOE
coJiep)kaHUe Kypca OCBOCHO YaCTHYHO, HO
mpoOeNbl He  HOCAT  CYIIECTBEHHOTO
XapakTepa, HeoOXOAMMBIC YMEHHS paOOTHI ¢
OCBOCHHBIM  MAaTEpUAIOM B  OCHOBHOM
c(hOpMHUPOBAHBI, OOJIBITUHCTBO
MPEeIyCMOTPEHHBIX MPOTPAMMON 00y4eHHUS
y4eOHBIX 33JaHUH BBITIOJIHEHO, HEKOTOPHIC

W3 BBIMOJIHCHHBIX 33JIaHUl  conIepKar
OIIMOKH.

«HeynoBieTBOPUTEIBHO» - TEOPETHUECKOE
coJiepiKaHue Kypca HE OCBOEHO,

HEO0OXOIMMBIE YMEHUS HE C(HOPMHUPOBAHBI,
BBITIOJIHEHHBIC YYEOHbIC 3aJIaHHs COJepKaT
rpyOBIC OIIHOKH.

WH/IMBUyAIbHBIC U
(hpoHTAIBHBIC
OIIPOCHI;

TECTOBBIC

3aJJaHHUS;
MIPOBE/ICHUE
MIPOMEKYTOYHOTO
KOHTPOJISL.
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COJIEP)KAHUE

. OBILASI XAPAKTEPUCTHUKA PABOYEI TPOTPAMMBI
YYEBHOM JUCLUILINHEI

. CTPYKTYPA M COJEP)KAHUE YYEBHOM
TACHUATIITHBI

. YCJOBHUSA PEAJIN3AIIMU YUYEBHOM JTUCITATIIVHBI

. KOHTPOJIb M OIIEHKA PE3VJILbTATOB OCBOEHMSI
YYEBHOM JUCHUTILINHEI



1. OBIIIASI XAPAKTEPUCTHUKA PABOYEH ITIPOTPAMMbBI YUEBHOM

JUCIUITIJINHBI

«OIIIL.05 UndopManiuoOHHbIE # KOMMYHUKALIMOHHbIE
TeXHOJIOTUM»

1.1. MecTo 1McuMnJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOM POrPaMMBbI:

VYyeOuas

muctuuinaa - «OIM.05  HudopMannoHHBIE W KOMMYHUKAIIMOHHBIC

TEXHOJIOTUW» SIBIISIETCA 0053aTeNhbHON YacThio 0OMIENpOdEeCCHOHATBHOTO MHKIA MPUMEPHON
obOpazoBarenbHOi Tiporpammbl B cooTBeTcTBHM ¢ OI'OC CIIO mo cnenmanbHoctn 46.02.01
JIoKyMeHTaIlMOHHOE 00eCIIeueHIE YIIPABICHUS U apXUBOBEICHNUE.

Ocoboe 3HaueHnEe TUCITUIIIINHA UMeeT Tpu popmupoBanuu u pazputuu OK 02.

B pamkax
Y 3HaHUSA

1.2. leap u naaHupyeMble pe3yabTAaThl 0CBOEHUS UCHMIIJIUHBI:
IporpaMMbl Y4eOHOW TUCITUIUIMHBI OOYYalOIIUMUCS OCBAMBAIOTCS YMEHUS

Kon
IIK, OK

YmMmenus 3Hanuga

OK 02

ONpeAeNsATh 3aJayd JUIsl TIOMCKa | HOMEHKIAaTypa WH()OPMaMOHHBIX
nH(popMaLnu; OTpEAENATh | UICTOYHUKOB,  MPUMEHSEMBIX B
HE0OXO0TUMBIE MCTOYHHKU | TPOPECCHOHATHHOU IEATETbHOCTH;
uH(OpMaNKHK; IUIAHUPOBATh NPOLECC | MPUEMBI CTPYKTYPHPOBAHUS
IIOHCKa, CTPYKTYPUPOBATH | wH(MDOpMAINH;

HOJTy4aeMyIo MH(POPMALIHIO; | hopMaT oPOPMIIEHHS PE3yIHTATOB
BBIACTIATH Hambosee 3HAYMMOE B IIOUCKAa I/IH(l)OpMaHI/II/I,
nepeyHe  MHQOpMALKMK;  OLIEHUBATH COBpPEMEHHBIE cpeacTaa u
MPaKTH4YCCKYIO 3HAYUMOCTD | ycTpoiicTBa HHPOpMATH3AIUY;
pe3ynbTaToB  TOUCKA;  O(QOpMIIATH MOPSIOK HX  IPUMCHCHHS U
pe3yapTaThl  IMOHMCKA,  MPUMEHATE | porpaMMHOE  OOEclieYeHHue B

CpeacTBa MH(OPMAITMOHHBIX npoeCCUOHATBHON 1A TeTbHOCTH
TEXHOJIOT Uit AL PCIICHUA | g TOM 4YHCIE C HCIOJIB30BAHUEM
npodeccHoHaIbHBIX 33184} | qypOBBIX CPEACTB
UCIOJIb30BATh COBPEMEHHOE

IPOrpaMMHOE obecrnieueHue;

UCIOJIb30BaTh Pa3lWYHbIe IH(PPOBHIE

cpencTaa ISt penieHus

po¢eCCUOHANTBHBIX 3a]1a4




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOU JIUCITATIIVHBI

2.1. O6beM y4eOHOM JUCHUILINHBI U BUABI Y4eOHOI padoThl

Bun yyeOHo# padoThI O0bem B yacax
O0Bem 00pa3oBaTeIbHOM MPOrpaMMBbl YUeOHOM TMCIATIIHHBI 102

B T.4. B (popMe NPAKTHYECKON OATOTOBKHU 84

BT. 4.

TeopeTUIeCcKoe 00yUCHNE 18

MPAKTUUECKUE 3aHATUSL 84
IIpoMesxyToYHAas aTTecTalMA 3auer ¢ oueHKOM




2.2. TemaTH4yecKHii JIaH U cojiep:KaHNe YUeOHOI TUCIIMIIINHBI

O6beM, akag. u/
B TOM 4YHCJIE B

Koabl koMIeTeHI Ui,

HaunmeHoBaHue ¢opme (bopmupoBanHio
Conep:xanue U pOpMBbI OPraHU3aANNY AeSITETLHOCTH 00yYAIOIINXCS . KOTOPBIX
pa3aeioB U TeM NMPaKTHYeCKOi
CIoco0CTBYeT
MOATOTOBKH,
3J1eMEeHT MPOrpaMMbl
aKaa. 4
1 2 3 4

PA3JIEJ 1. ABTOMATU3ALIUA UHOOPMAILIMOHHBIX MTPOLECCOB. KOMIIBIOTEP 8
Tema 1.1. IIpakTHyeckne 3aHATUA 4 OK 02
YerpoiicTtBo n KomMmmbroTep Kak cpeicTBO aBTOMAaTH3AIMHA WHGOPMAITMOHHBIX TPOIIECCOB. 4
NPUHIHUIBI PA00THI OYHKIMOHAIIEHBIC YCTPOHUCTBA KOMITBIOTEPA.
KOMIIbIOTEpa [Mpuémsl paboTh B cTangapTHeIX mporpammax OC: rpaduueckoM U TEKCTOBOM PEaKTOpax.
Tema 1.2. IIpakTuyeckue 3aHATHS 4 OK 02
IIporpammuoe OCHOBHBIE TIOHATHS IPOTPAMMHOTO 00ECTIEYeHHUs] KOMIIBIOTEPA. 4
obecneueHue OnepannonHble cucTeMbl. VX BUabI 1 rpadudeckuii naTepderic.
KOMIbIOTEpA. daiinosas cuctema. Onepanuu Hax daiinamu.
daiiToBas cucTeMa CucremaTusaiysi “HHOPMAIUH ¢ TTIOMOIIIBIO MMAITOK ¥ (paiiiioB.
XpaHeHust Pabora ¢ daitnamu 1 KaTajgoramu.
uHQopManuu Pabota B ctanmapTabix mporpammax OC: TEeKCTOBBIC, TpadyUUecKHe.
PA3JEJ 2. HPUKJIIAJHOE U CUCTEMHOE ITPOT'PAMMHOE OBECIIEUEHUE 34
Tema 2.1. IIpakTHyecKue 3aHITHS 12 OK 02
Cpencra u Hactpoiika untepdeiica TeKCTOBOIO peaKTopa, apaMeTpoB CTPaHHUIIBL. 12

TEXHOJIOTHHU CO3AHUS
U 00padoTKHU
TEKCTOBOM
HH(popMAIHH

OdopmieHre MHOTOCTPAaHUYHBIX JOKYMeHTOB. HacTpoiika naTepdetica TeKCTOBOTO
penakTopa. HacTpoiika mapamMeTpoB CTPaHHUIIBL.

Hacrpoiika pe;kuMoB medaTi TeKCTOBOTO MOKyMeHTa. PaboTa ¢ mpuHTEpOM.

[Ipuémel pegakTupoBaHus Tekcta. [IpoBepka opdorpadun TeKcTa B TEKCTOBOM pPeaaKkTope.
dopmaTHpoBaHHUE JOKYMEHTOB B TEKCTOBOM PEIAKTOPE.

W3MmeHeHne CBOWCTB CUMBOJIOB, TApaMETPOB a03alleB U CTPAHUIIBL.

ITewats noxymeHTa. @opMaTHpOBaHNE JOKYMEHTOB B TEKCTOBOM PENAKTOPE.

W3menenne mapameTpoB ab3aries.

YcraHoBka no3uiuil Tadyssmn. PaboTa co crimckamu.

Bcrarka rpadudeckoro n3o0paxeHus: B TEKCT, U3MCHEHUE €r0 MTOJIOKEHUS Ha CTPAHHMIIE.
TexHoIOTHs BCTABKU B IOKYMEHT 00BheKTa SmartArt. BctaBka CHOCOK B TEKCT JOKYMEHTA B
TEKCTOBOM pefakTope. OCHOBHBIE MPUEMBI PabOTHI ¢ TabmuamMu. KOHTeKCTHBIE BKIAIKU
KoucTtpykTop 1 Maker aist paboThI ¢ TaONIHMIIAMU B TEKCTOBOM PEIAKTOPE.

Paznnynbie mpu€msl paboThI ¢ TaONIHMIIAMU B TEKCTOBOM peiakTope. COpTUPOBKA JaHHEIX B
Tabaune. Beruncinenus B TadiuLax.

Pa30Ouenue TekcTa Ha KOJIOHKH B TEKCTOBOM pefakTope. @opMaTupoBaHue
MHOTOCTPAaHHYHOTO JJOKYMEHTA B TEKCTOBOM PEIAKTOPE.

Pa6ora co ctunsmu. Co3naHue aBTOMaTHYECKOTO OTJIABJICHUS B MHOTOCTPAaHUYHOM
JTOKYMEHTE B TEKCTOBOM PEJIaKTOpE.




Tema 2.2. IIpakTHyecKue 3aHATHS 10 OK 02
Cpencrsa Co3pnanue Tabaui B TAOJIMYHOM PeJaKTope U uxX (opMaTUpOBAHUE. 10
H TEeXHOJIOTHH PAGOTBI | Typp; qaHHBIX, HCIIONB3YEMBIX B TAGIMYHOM PEIAKTOPE. BBIMOIHEHNE PacuETOB B
€ 3JIEKTPOHHBIMHU 3IeKTPOHHBIX Tabmumax. PopMybl. AGCONIOTHAS M OTHOCHTENbHAS aapecanus. OyHKImH,
TA0IHIAMH UCIIOJIb3yeMble B TaONMYHOM penakTope. Padora co cimckamu. Coznanue u
(hopmaTrpoBaHHe >JEKTPOHHBIX Ta0auL. THUIBI TaHHBIX, HCIOIb3YEMBIX B TAOJIMYHOM
penakrope. BeimomHeHrne pacuéToB B JIEKTPOHHBIX Tabmuiiax. @opmynsl. AOCOTIOTHAS U
OTHOCHTEJbHAS apecartusl.
OyHKIMH, UCIIONB3yeMbIe B TAOMUYHOM peaaktope. [loctpoenue u pegakTupoBanue
nuarpamMm. Hactpolika JIMCTOB KHUTH Ha T€YaTh.
Tema 2.3. Cogaeprxanue y4eO0HOro MaTepuaJia 2 OK 02
Texnosorust OLE. CnenmanbHas BcTaBka (hparMeHTa TOKyMeHTa B IPYrou MTOKyMeHT. BcTaBka CBsI3aHHBIX 2
Coznanue OLE- 00BEKTOB B JJOKyMeHT. BcTaBka parmenTa Qaiiia TabIMYHOTr0 peaakTopa B TOKyMEHT
00BeKToB TEKCTOBOT'O PEJAKTOpPa C YCTAHOBKOH CBS3H.
IIpakTHYecKkue 3aHATHS 4
Co3zmanne TeKCTOBOTO JOKYMEHTa B MIPIIIOKEHUU-KIHECHT U BcTaBka OLE-00beKTOB 13 4
npuitoxkeHus cepepa. Cozanvie CripaBok W HHHOPMAIMOHHO-AaHATUTHISCKUX 0030pOB B
NPUIOKEHUN-KIHEHT U BcTaBka OLE-00BeKTOB U3 MPHUIIOKEHHS CepBepa.
Co3pmanue crpaBoK U HHPOPMAIIMOHHO-aHATTUTUIECKUX 0030pOB B MPUIIOKEHUH-KIUEHT U
BCTaBKa CMApKJIAHOB W3 MPHIIOKEHUS cepBepa.
Tema 2.4. Coaeprxanue y4eO0HOro MaTepuaJia 2 OK 02
Paspatorka u Honsatue B/] u CYB/. 3arpyska, uarepdeiic CYB/l. Tabnuunas crpykrypa B/1. ITons, 2
Ic;:g)oo:;;;lﬁl;::sblx Gaz | 3aTHCH. Turer nanseix. [HorsTre knrogeBoro nmoist. opwmel, 3ampock! 1 oT4éTel B CYB/I, nx
NAHEEIX Ha3zHaueHHe 1 crnocoObl cozaanusi. Cozaanne CBA3M MEXIY TaOJIMIaMy C MTOMOIIBIO MacTepa
MOJICTaHOBOK.
IIpakTHYecKkue 3aHATHS 4
Coznanue taomun B CYB/l. YcTaHOBKa CBOWCTB TOJICH U CBsA3el Mexk Ty Tabnuiamu. Beog u 4
MIPOCMOTp JTAaHHBIX B pexknume « Tabmumar»
PA3JIEJI 3. CPEACTBA IIEPEJJAYM JIEKTPOHHBIX IOKYMEHTOB U OBECIIEYEHHUE UX 6
COXPAHHOCTH
Tema 3.1. Coaeprxanue y4eO0HOro MaTepuaJia 2 OK 02
IIporpammpsl 2
CKAHHPOBAHHA CkaHupoBaHHUe TOKYMEHTOB € IIOMOIIBIO cTanmapTHoro npuinoxernus OC. [Iporpammer-
JIOKYMEHTOB H apXUBaTOpHl. YTIaKOBKA U paclakoBKa apXuBoB. CKaHUPOBAaHUE U PACIO3HABAHHUE TEKCTA C
KOHBEPTHPOBAHHsI TIOMOIIBIO CIIEIMATM3UPOBAHHOTO MPOrpaMMHOT0 obectieueHus. KoppekTupoBka TekcTa.
daiion Konseptuposanue ¢aiios.
IIpakTHYecKue 3aHATHS 4
4

PacniozHaBaHne nH(GOpPMALUK C TOMOLIBIO IPOrpaMM cKkaHupoBaHus. KoHBepTupoBaHue
¢aiinos.

HpOFpaMMBI-apXI/IBaTOpBI. VnakoBka u pacnakOBKa apXuUBOB.




PA3JEJI 4. CO3JAHUME U PEJAKTUPOBAHUE I’ PAOUYECKUX U MYJBbTUMEJINHUHBIX OBBEKTOB

10

Tema 4.1.

Conep:xanue yueOHOro MaTepuaJia

IpencraBiienne
HH(pOPMALHH C
NMOMOIIBIO CPEACTB
uHdorpadpuxu

Cosznanue rpe3eHTauy B crienuanu3upoBaHHoM 11O [uist moOArOTOBKY NPE3CHTAIUHA.
OcHoBHbIC THITBI (haiiIoB. PesxxuMbl mpocMoTpa. BeiOop 1m1ada0Ha M TEMBbI CIal 0B

K npe3eHTanuu. M3MeHnenrue Makerta cinai1oB. Mcrnoas30BaHUE TUIIEPCCHUIOK B IIPE3CHTAIUH.
Hacrpoiika annmanuu Tekcta u 00beKTOB. JJoOaBIeHIE EPEX0J0B MKy ClIaliIaMu.
Pasnuunblie cpenctsa coznanus uadorpaduku. Busyanuzaus u npepcraBieHue 0KIaja.

IIpakTHYecKkue 3aHATHS

Br16op mabioHa u TeMbI CIaiIOB K TIPE3CHTAINH B crierinanu3upoBadnHoM [10 mist
MMOATOTOBKY Tipe3eHTarmii. Co3ganue coOCTBEHHOTO madiona. M3MeHeHne MakeTa ClaimoB.
Pabora co cmaiimamu. BetaBka 00BEKTOB Ha ClIaiil, U3BMEHEHHE WX MOJIOKCHUS. Y IIPaBICHUE
cnosiMu cnaija. Mcrnonap30BaHue TUIEPCChUIOK B Ipe3eHTauu. Hactpoiika anumanuu
TeKcTa 1 00beKTOB. JloOaBieHne mepexoa0B MEeX Ay ciainamu. BeTaBka 3Byka v BHIIEO.
Hacrpoiika npe3eHTanuu Ha oka3, yrpasiseMast TOKJIaJIUuKOM U B aBTOMaTHYECKOM
pexume.

OK 02

PA3JEJI 5. TEXHOJIOI'MSA CO3JJAHUSA U IIPEOBPA3OBAHUSA HHO®OPMAILIMOHHBIX OBBEKTOB

20

Tema 5.1.

Conep:xanue yueOHOro MaTepuaJia

IepconndpuuupoBannbie
PACCHUIKH C MOMOIIBIO
(QYHKIMH COAMSTHUS

Hcnonk3oBanue MacTepa CIUSHUS IS PACCHUIKU JOKyMEHTOB. CO3/TaHUe PACCBHUIKH C
moMoInbeio GyHkImH cimstans. Co3manne Oeimpka ¢ TOMOIIBI0 MacTepa CITHSTHIL.
Hcnonk3oBanue mabIOHOB U CIICIIUAIBHON BCTABKY IIPH CO3JaHUU PACCHUTKU JOKYMEHTOB C
MOMOIIIBIO (PYHKIIUU CITUSTHUS

IIpakTHYecKkue 3aHATHS

Coznanne nuceM-IpurialieHui, no3apasneHnil. Mcrnons30Banue Mactepa CIUSAHUS A
MIEPCOHU(PUIIMPOBAHHON PACCHUIKH TOKYMEHTOB.

Hcmnonp30Banue MacTepa CIASHUS 151 HEpCOHU(DUIIMPOBAHHON PACCHUTKH JOKYMEHTOB.
Co3nanue KOHBEPTOB, Oeiikel, KyBEpTHBIX KapTOUeK.

Hcnonp3oBaHue Mactepa CIUSHUS AT IEPCOHU(PUIMPOBAHHON PACCHUIKH TOKYMEHTOB.
CoznaHue nuceM Mo3ApaBiIeHU, HaTOMUHAHUH, BUBUTHOW KapTOYKH, KYBEPTHON KapTOYKH.

OK 02

Tema 5.2. Texuosorus

Conep:xanue yueOHOro MaTepuaJia

aBTOMATH3ALHH
CO3JIaHUS U
HCTIOJIL30BAHUSA
noxymenTtoB. [llagnonb
JTOKYMEHTOB

Cosznanvie mabI0HOB CIPaBOYHO-MH(DOPMAIIMOHHBIX JOKYMEHTOB. DJIEMEHTHI YIIPABICHUS
coaepxuMbiM. Co3manne madbIOHOB PaCOPIUTENHHBIX TOKYMEHTOB, pa3padoTka popM.
Pa6ota c ma6ionamu. Pa3paboTka 3amuméHHON dIIeKTPOHHON (DOPMBI JOKYMEHTA.
CoBMecTHast paboTa HaJl MPOESKTOM JIOKYMEHTA B PEXKHME PEIICH3UPOBAHUS.

IIpakTHYecKkue 3aHATHS

Cosznanvie mabI0HOB 3alMCOK, IPOTOKOJIA, CIIPABKH, TIPUKAa3a C YCTAHOBKOW 3all[UTHI
CITy’ke0OHOT0 MMChMa, JOKJIATHON 3aIMCKH, PACTIOPSDKEHIS, aKTa.

CoBMecTHas paboTa HaJ IPOSKTOM ITabJIoHa MPUKasa, CIIpaBKH.

OK 02




PA3JEJI 6. KOMIIBIOTEP KAK CPEJCTBO KOMMYHUKALIUU U 1OCTYII K THOOPMAIIMOHHBIM
PECYPCAM. JIOKAJIBHBIE U I'NIOBAJIBHBIE CETH

26

Tema 6.1. IIpakTHYecKue 3aHATHA 4 OK 02
CeTH M MHTEpPHET. 7]
HndopManmonHo- BosmokHOCTH nToMcKa HHPOPMALUN B UHTEPHETE.
MOMCKOBBIE CHCTEMBI. IMownck napOopManny B 0pUINATBHBIX HHTEPHET-HCTOYHUKAX.
Iouck uadopmMauuu B | [Topck nHMOPMAINN B PA3THIHBIX CIIPABOYHO-TIPABOBBIX CHCTEMAX.
Pa3JIMYHBIX CIIPABOYHO-
NMPABOBBIX CHCTEMAX
Tema 6.2. IlouToBbIe M | Copepianme yueGHOro MaTepHaa OK 02
o0J1auHbIe CEPBHUCHI B
paGoTe ¢ TOKyMEHTAMH Hcnonp3oBaHre NOYTOBBIX CEPBUCOB: BUJIBL, TIPABUIIA PETUCTPAIINH, TTPABUIIA 3aIIUTHI.
CepBuchl 001a4HBIX TEXHOJIOTHI, TO3BOJISAIONINE OPTaHU30BaTh JOKYMEHTHOE U
0e3IOKyMEHTHOE 00CITy)KMBAHHE.
[MpuMeHeHne 0OAYHBIX XPAHWIIHII JAHHBIX JUTS ONTUMHU3AIUHA PA0OTHI C TOKYMECHTAMH.
[pakTnyeckue 3ansATHA 4
CoBMecTHas paboTa 1o OpraHu3aIiy JOKYMEHTHOTO B 0€3 TOKYMEHTHOTO O0OCITY>KHBAHUS C 4
NpUMEHEHUEM 00TaYHbIX TEXHOJIOTHH.
NMporpaMMbl- 5
NIAHHPOBIIMKH CoBpeMEHHBIE ITPOTPaMMBI-TUIAHUPOBIIHKY.
IIpakTHYecKkue 3aHATHS 4
[InanupoBanue pabouero qHs PYKOBOAMTENS U CEKPETapS C MOMOIIBIO COBPEMEHHBIX 4
POTrpaMM-TIAHUPOBIIUKOB.
Tema 6.4. qpeﬂCTBa HT | Copep:xanme yueGnoro matepuana 2 OK 02
TeXHOJOTHI P - 5
OPraHU3ALMH J1e10BbIX Cucrembl OpOHUPOBAHUS OUIICTOB U OTEIICH.
noe310K pykoBoauressi. | PaboTa ¢ reoqaHHBIMH.
OcymecTaiienue TpIBe:I- [MpakTuyeckue 3aHATHS 4
NOJ/IePKKH 4

[Tonbopka peiica u OTeNs N0 3aJJaHHBIM ITapaMeTpam.
OmpeneneHre TeoJaHHbIX.

HpOMe)KyTO‘lHafl aTreCTanus

3ayeT ¢ OLEHKOM

Bcero:

102




3. YCJIOBUS PEAJIN3AIIMU YUYESHOM JUCHUILINHBI

3.1. Jlas peanu3auuy mMporpamMmsbl y4eOHOM TUCHHMIIMHBI 10JKHbI ObIThH
NPeayCMOTPEHBI cJIeAyI0IHe ClielHaTIbHbIe TOMEeIeHUS:
JlaGopatopus «VH(pOpMAIIMOHHBIX 1 KOMMYHUKAIIMOHHBIX T€XHOJIOTUII», OCHAIIICHHAs B
cooTBeTCTBUU ¢ nipuiioxkenuem 3 ITOIT-T1.

3.2. UudopManuoHHoe obecnevyeHue peajn3anuu nporpaMmal
Jlnst peanuzanuu mporpamMMmbl  OMOIHOTEUHBIH (POHI 00pa30oBaTEIHHOW OpraHU3aAINH
JOJDKEH MUMETh MeYaTHBIC W/MITH AJIEKTPOHHBIE 00pa3oBaTeilbHbIC U HH()OPMAIIHOHHBIE PECYPCHI
ISl NCTIOJIB30BaHusl B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanuu 6ubnmuoreyHoro ¢ponga
o0pa3oBaTeNbHON OpraHM3alueil BBIOMpaeTcs HE MEHee OJHOTO HM3JaHUs U3 TEePEUUCIICHHBIX
HIDKE TEYaTHBIX M3AAHUN M (WJIM) SJEKTPOHHBIX HM3JaHUN B KadecTBE OCHOBHOIO, IPU ITOM
CIIMCOK MOXeET OBITh TOTIOJIHEH HOBBIMHU H3/IaHUSMH.

3.2.1. OcHOBHbBIE eYATHBIE U JIEKTPOHHbIE H3TAHUS
1. I'aBpusioB M. B., KnumoB B. A. Unpopmaruka u nHPOPMALIMOHHBIE TEXHOIOTHH. Y YeOHHUK

JUIs CpeaHero mpodeccuoHaabHoro obpaszosanus / M. B. I'aBpunos, B. A. Knumos. — 4-e usn.,
nepepad. u mon. — MockBa: MsparensctBo FOpaiit, 2022. — 383 ¢. — (Ilpodeccuonansuoe
obpazoBanue). — ISBN 978-5-534-03051-8. — Tekcr: anekrponnsii // ObC HOpait [cait]. —
URL.: https://urait.ru/bcode/469424

3. Kynpusros JI. B. Madopmanronnoe obecrneueHrne npodhecCHOHATBHON AeSITeIbHOCTH:
y4eOHHUK U MPAKTUKYM JJIsi CPEAHEr0 Mo ecCHOHATBEHOT0 00pa3oBanus/ YUeOHUK U MPAKTHKYM JJIs
cpenuero npodeccuonansaoro obpasosanus / [I. B. KynpusnoB. — Mocksa: M3narenscTBo FOpaiit,
2022. — 255 c. — (Ilpodeccuonanbnoe obpazoanue). — ISBN 978-5-534-00973-6. — TekcT:
anekTpouHbIi // OBC IOpaiit [caiit]. — URL: https://urait.ru/bcode/470353

4. InotaukoBa, H. I'. MudopmaTuka n mHOOPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH
(UKT) : yuebnoe mocodue / H. I'. I[lnmotaukoBa. — MockBa: PUOP: UH®PA-M, 2022. — 124 ¢c. —
(Cpennee mpodeccuonanbuoe obpasosanue). - ISBN 978-5-369-01308-3. - Tekcr: amekTpoHHBIH//
OBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1229451 (nmara oOparmieHus:
04.08.2022). — Pexwum q0CTyIIA: 110 TOAMKCKE.

5. Tpodumos B. B. Uudopmaruka B 2 1. Tom 1: YueOHUK 1l cpeAHETO MPOPECCHOHATBHOTO
obpazoBanus / B. B. Tpodhumos. — 3-e¢ u3n., nepepad. u qon. — MockBa: U3parensctBo FOpaiiT,
2022. — 553 ¢. — (Ilpodeccuonansuoe obpazoBanme). — ISBN 978-5-534-02518-7. — Tekcr:
anekrponnsiii // DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/471120

6. ®enorosa, E. JI. NudopmarmonHbie TEXHOJOTUH B MPO(ECCHOHATBLHON NEATEIbHOCTH:
yuebnoe nocobue / E.JI. ®enorosa. — Mocksa: POPYM: UHOPA-M, 2022. — 367 c. — (Cpennee
npodeccuonansHoe obpazoBanue). - ISBN 978-5-8199-0752-8. - Tekcr: anekrponnbiit / OBC
Znanium [caiir]. — URL: https://znanium.com/catalog/product/1786345 (mata oOparieHus:
04.08.2022). — Pexum J0CTYyIIA: 110 TOATHKCKE.

3.2.2. OcCHOBHBbIE JIeKTPOHHbIE U3IAHUS
1. Kynpusno JI. B. Mudopmanmonnoe obecrneyeHne NpodeccCuOoHaIbHON AEATEIbHOCTH:
y4eOHUK U MPAKTUKYM JJIsi CPEAHEr0 MpoecCHOHATEHOT0 00pa3oBaHus/ YUeOHUK U MPAKTHKYM JJIs
cpenuero npodeccuonansaoro oopasosanus / [I. B. KynpusnoB. — Mocksa: M3narenscTBo FOpaiit,
2022. — 255 c. — (IIpodeccuonanbnoe obpazoBanue). — ISBN 978-5-534-00973-6. — TekcrT:

anekrponnsiii // DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/470353
2. IInmotaukoBa, H. I'. MadopmaTuka n mHOOPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH
(MKT) : yuebnoe mocodue / H. I'. IlnmotaukoBa. — MockBa: PUOP: UH®PA-M, 2022. — 124 ¢c. —



(Cpenuee mpodeccuonanpaoe odpazoBanue). - ISBN 978-5-369-01308-3. - Tekcr: ayeKTpOHHBINH//
OBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1229451 (nmara oOparmieHus:
04.08.2022). — Pexxum q0CTYyIIA: 110 TOATHKCKE.

3. Tpodumon B. B. Uudopmaruka B 2 1. Tom 1: YueOHUK 1l cpeAHETO MPOPECCHOHATBHOTO
obpaszoBanus / B. B. TpopumoB. — 3-e u3a., nepepad. u gorn. — Mocksa: UznatensctBo HOpaiir,
2022. — 553 c. — (IIpodeccuonanbnoe obpazoanue). — ISBN 978-5-534-02518-7. — TekcrT:
anekTpouHbli // OBC IOpaiit [caiit]. — URL: https://urait.ru/bcode/471120

4. ®enorosa, E. JI. UupopManinoHHbIE TEXHOJIOTHH B MPOQPECCHOHAIBHON ACSATEIHHOCTHU:
yaeoHnoe nocobue / E.JI. ®enoroBa. — Mocksa: ®OPYM: UHDPA-M, 2022. — 367 c. — (Cpennee
npodeccuonaibHoe obOpazoBanme). - ISBN 978-5-8199-0752-8. - Tekct: smektponHbIii / DbC
Znanium [caiit]. — URL: https://znanium.com/catalog/product/1786345 (mata oOpaiieHus:
04.08.2022). — Pexwum q0CTyIIA: 110 TOAMKCKE.

3.2.3. JlonoJHUTEIbHbIE HCTOYHHUKH

1. AnexceeB A.Il. CoopHuk mabopatopHbeix pador no aucuuminHe «MHpopmaTukay,
yacTh 2: YdeOHoe mocobue. YueOHoe mocobue mo aucnurummae «MHdopmaTukay, ajis CTyIEeHTOB
nepBoro kypca crenuanbHocTed 10.03.01 u 10.05.02 VYueGHoe mocoOue MO IUCIUIUIMHE
«Muadopmarukay, A CTYAEHTOB InepBoro kypcea cneruanbHoctei 10.03.01 u 10.05.02 / Anekcees
A.Il. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-91359-220-0. - Tekct: 31€KTPOHHBIN//
OBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/881455. — Pexwum nmoctyma: mo
TIOJIIHCKE.

2. bensesa. T.M. Maremaruka n nandopmartuka: yaeOHuK u npaktukym s CI1O / T. M.
benseBa [u np.]; mom pemakmueit B. J[. DOnbkuHa. YUeOHMK M TPAKTHUKYM IJIS CPEIHETrO
npodeccuoHaibHOr0 oOpazoBanus / T. M. bensieBa [u np.]; mox penakmueit B. JI. Onpkuna. — 2-¢
u3., nepepad. u mon. — Mocksa: M3marensctBo FOpaiit, 2022. — 402 ¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-10683-1. — Tekct: anekrponnsiii // ObC HOpait [cait]. —
URL.: https://urait.ru/bcode/469943

3. Kenponra I'.E. [u np.] UadopmaTuka 1yisi TYMaHUTApUEB: YUYCOHUK W TPAKTUKYM JUIsI
cpenHero mpodeccuonanpbHoro obOpaszoBanus. Ilonm pemakumern I'. E. Keapomoit. — Mocksa:
NznarensctBOo FOpaiit, 2022. — 439 ¢. — (IIpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-
10244-4. — Tekcr: snexktpounsiii // DBC FOpaiir [caiit]. — URL: https://urait.ru/bcode/475550

4. Hosoxwunos O.II. NUudpopmaruka B 2 4. Yacte 1: yweOnuk mns CIIO / O. IL
HoBoxwnos. YueOHuk st cpeanero npodeccruonansaoro odpazosanus / O. I1. HoBoxuioB. — 3-¢
u31., nepepad. u gon. — Mocksa: M3natensctBo HOpaiit, 2022. — 320 c¢. — (IIpodeccuonansHoe
obpazoBanue). — ISBN 978-5-534-06372-1. — Tekct: anekrponnsii // ObC HOpait [caiit]. —
URL.: https://urait.ru/bcode/474161

S. [TomoB A.M. MHdopmaTuka u MaTeMaTHKa: yaeOHUK U npakTukyM st CIIO / A. M.
[TonoB, B. H. CoruukoB, E. . Haraera, M. A. 3aiineB; nox pea. A. M. IlomoBa YueOHHK 1
NPaKTUKYM JJIs1 cpeqHero npodeccuonaibHoro oopasosanus / A. M. Ilomnos, B. H. Cotnukos, E. 1.
Haraesa, M. A. 3aiiues; noxn pemakiueid A. M. IlormoBa. — 4-e u3., nepepad. u gom. — Mockga :
WznarensctBo FOpaiit, 2022. — 484 c¢. — (IlpodeccuonansHoe o6pazoBanue). — ISBN 978-5-534-
08207-4. — Texcr: anekrponnsiii // IBC HOpaiit [caiit]. — URL: https://urait.ru/bcode/469437

6. CoseroB b.fI. MHbopmanvoHHBIE  TEXHOJOTHH:  Y4EOHUK IS CPEIHETrO
npodeccuonansHoro oopazosanus / b. 5. Coseros, B. B. IlexanoBckuii. — 7-e u3., mepepad. u JOI.
— Mocksa: U3narensctBo I0paiit, 2022. — 327 c¢. — (IIpodeccuonanpHoe oopa3oBanue). — ISBN
978-5-534-06399-8. —  Tekcr: oanektponnwni // DObC  IOpait [caitit]. —  URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. MHpopMannoOHHbIE TEXHOJIOTUH B SKOHOMHUKE U YIpPaBICHUH B 2 4.
Yacte 1: yuebnuk ms CIIO / B. B. Tpodumos [u ap.]; mox pen. B. B. Tpobumosa. Yuebuuk mis



cpenHero mnpodeccuoHanbHOTO oOpazoanus / B. B. Tpodumor [u ap.] ; mox pemakiueir B. B.
TpodumoBa. — 3-e u3a., nepepad. u gon. — MockBa: U3narensctBo FOpaiit, 2022. — 269 c¢. —
(ITpodheccuonansuoe odbpazopanue). — ISBN 978-5-534-09137-3. — Texkcr: anexrponnsiit / ObC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/475059

8. CnpaBouno-nipaBoBasi cuctema «Koncymprant I[lmrocy. Odunmanessii caiit CIIC
«Koncynbrant mitocy [InexktporHsiid pecype] . URL: http://www.consultant.ru/

0. CnpaBouHo-nipaBoBas cucrtema «I['apant» [DnekTponHslil pecype| . URL:garant.ru

10. CnpaBouno-nipaBoBasi cuctema «Koncopunym Kopekc» [DnekTpoHHbIH pecypce]| .
URL: Konekc - [Ipodeccuonansubie cipaBounbie cuctemsl - Koneke (kodeks.ru)

11. OdunmansHblil caiT nporpammsl st pacriozHaBanus Tekcra ABBYY FineReader.
Odunmanpuseiii caiiT koproparuu Adobe. [Dnextponnsiit pecypc] URL: https://www.abbyy.com/ru-
ru/Finereader/

12. Odunmansueiii cadt Microsoft Office. Cnpaska. Odunmanbueiii caiit Microsoft
[Dnextponnsiii pecypc] . URL: https://support.office.com/

13. Odummanpaeiii caiit komnanun Google. CrpaBka Google. [DaexkTpoHHBI pecypc]
URL.: https://support.google.com

14. Odummanpaenii cailt  Anpexc-guck [Onextponnsii pecypc] URL: Snrpexc./Iuck
(yandex.ru).

15. Odunmanpusiii cadt O6mako meitn. [Dnektponusblid pecype] URL: Ob6mako Mail.ru

16. Cucrema oHmnaifH-OpoHupoBaHus otenei «bykunry. OpuruanbHbII cait
Booking.com [Onekrponnsiit pecypc] URL: https://www.booking.com/index.ru.

17. CepBuc cpaBHEHHS 11eH Ha oTenu « TpuBaroy Odwummanpaenii  caiit ~ Trivago.
[DnexTponnsblit pecypc] URL: https://www.trivago.ru/

18. Cepsuc OporupoBanus oreneit «Xorenc»  OdunuanbHbINR cauT Hotels
[DnexTponnsrit pecypc] URL: https://ru.hotels.com/

19. Cucrema cpaBHeHUs 1ieH Ha oTenu «Pymrypy» Odunmansueiii  cadt Roomguru
[DnexTponnslii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20. CepBuC cpaBHEHHS 1IeH Ha OTETH «XOTEJUTYK) Odummaneasiii  cadt  Hotellook
[DnexTponnsrit pecypc] URL: https://hotellook.ru/

21. OAO «PX». Odummansueiii caiit [DnektponHbii pecypc] URL: Ilaccaxupam
(rzd.ru)

22. Cucrema norucka aBuaOuiIeToB oHnaitH «bunets! rocy  OpuuanbHbII caiit
Biletyplus [Dnextponnsiii pecypc] URL: http://biletyplus.ru/

23. Cuctema 3akasa JKEJIE3HOJOPOXKHBIX OuiyieToB oHmaiH Odunumanbapiii cat Tutu
[DnexTponnsrit pecypc] URL: https://www.tutu.ru

24, lNazera «MHbopmarnka» uzmarenbckoro moma «llepBoe ceHTAOPs» [DIEKTPOHHBII
pecypc]. URL: https://inf.1september.ru

25. Kypnan «Mudpopmatuka u  obOpa3oBaHue» [DnekrponHsld  pecypc]. URL:
http://infojournal.ru


https://urait.ru/bcode/475059

4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS
YYEBHOM JUCLHUILINHEI

Pesyrvmamut 06yuenusn

Kpumepuu ouenku

Memoowl ouenku

Hepeqeﬂb 3HCIHMZZ, oceausaemsblx 6 pamkax ducuunﬂuﬂbl

aKTyaJdbHBIH TMPOPECCHOHATBHBIA |
COLIMAJILHBI KOHTEKCT, B KOTOPOM
MIPUXOIUTCS pabOTaTh U JKUTH;
OCHOBHBIC MCTOYHUKH WH(OpPMAIMH U
pecypcel Uil pelieHus 3a;ad U
nmpolsieM B MpOQecCHOHATBLHOM H/HIIH
COIMATLHOM KOHTEKCTE;

AITOPUTMBI  BBITIONHEHHsSI paboT B
npodecCHoHaTBEHOM " CMEXHBIX
00IacTsX;

METOABbl paboThl B MPO(EeCCHOHAILHOM
Y CMEXHBIX chepax;

CTPYKTYpy TUIaHa JUIS PEIIeHUs 3a/1a4;
HOPSIIOK OLIEHKH PE3YJIbTATOB PEIICHHS
3a1a4 npodeccnoHanbHON
JeSITebHOCTH,

Homenknarypa MH()OPMAITOHHBIX
HCTOYHUKOB, HIPUMEHSEMBIX B
npoQecCHOHAIBHON e TeIbHOCTH;
pUEMBbI CTPYKTYpHUPOBaHUS
UHQOPMAIHIH;

dbopmar  odopmieHust
noucka uH(popManuy,
cpencTBa u
UHQOPMaTH3AIINY;
HOPSIIOK ux MPUMEHEHUS u
MPOTrpaMMHOE obecrniedueHne B
npoQecCHOHANBHON ~ AEATENIPHOCTH B
TOM 4YHCI€ C  HCIOJIb30BaHUEM
UG POBBIX CPEICTB;

HOpPMAaTHUBHbIE NPaBOBbIE AKTBI
Poccmiickort  ®eneparun B cdepe
UHQOPMAITUOHHBIX u
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH;
HOpPMAaTHBHbIE IPaBOBbIE AKTBI
Poccmiickort  ®eneparun B cdepe
UHGOPMAITMOHHOM 0€30MMaCHOCTH;
TpeOOBaHMsI OXpaHBI TPY/a;
HWHTEPHET-PECYPCHI

pe3yiIbTaTOB
COBpPEMEHHBIE
YCTpOHCTBA

IS

OCYIICCTBICHHUS  TPEBEN-TIOICPKKU
JIEJIOBBIX TIOE3/I0K;
METOABl  OOpabOTKM W 3aIlUTHI

MHQOPMaUK C TPUMEHEHHEM CPEICTB
MH(QOPMALTUOHHBIX u
KOMMYHMKAILIMOHHBIX TEXHOJIOIUH;

COBpEMEHHBIC HMH(OpPMAIMOHHBIE U
KOMMYHHKAIIIOHHBIC TEXHOJIOTUH,
NpUMEHsSIEMBbIE B pabote c
JIOKYMEHTaMH.

«OTnuyHO» - TEOPETUYECKOE
cofiepKaHue Kypca OCBOEHO
MOJIHOCTRIO, 0e3 TmpoOenoB, yMEHHUs
chopMHPOBaHbI, BCE MPEAYCMOTPEHHBIC
MIPOTpaMMOi yueOHbIe 3aJaHus
BBITIOJTHEHBI, KA9eCTBO MX BBIIOJIHEHUS
OLICHEHO BBICOKO.

«Xopomuio» - TEOPETUYECKOE
cofiepKaHue Kypca OCBOEHO
HOJIHOCTBIO, 0e3 MpoOeIoB, HEKOTOPHIE
yMeHus c(pOpMHUPOBaHBI HEAOCTATOUYHO,
BCE IPEAYCMOTPEHHBIE MPOrpaMMOn
y4eOHbIe 3aaHus BBITIOJTHCHB,
HEKOTOpBIE BHBI 3aJaHUH BBIIIOJIHEHBI
C OIIMOKaMH.

«Y IOBJIETBOPUTEIHHOY -
TEOpPETUYECKOe  CcoJiepykaHhe  Kypca
OCBOCHO YAaCTH4YHO, HO HpoOessl He
HOCSAT  CYIIECTBEHHOTO  XapakTepa,
HEOOXOMUMBIE  YMEHHUS paboThl ¢
OCBOCHHBIM MAaT€pHUAJIOM B OCHOBHOM
c(hopMHPOBaHBI, OOJIBLLIMHCTBO
peayCMOTPEHHBIX MporpaMMont
o0OyueHus Y4eOHBIX 3a/laHui
BBITIOJTHEHO, HEKOTOpBIE u3
BBIMOJTHEHHBIX ~ 33/IaHUi  cozepKar
OIINOKH.

«HeynoBneTBOpUTEIEHO -
TEOPETUYECKOE COJCpKaHME Kypca He
OCBOCHO, HEOOXOIWMBIE YMEHHUS He
c(OpMHUPOBaHEI, BBITIOJTHEHHBIE
yaeOHbIe 3aJaHus COAepkar TpyObIe
OINOKH.

YCTHBIH OIIPOC,
TECTOBBIN KOHTPOJIb

HepelleHb yMeHMI:Z, oceausaemsvlx 6 pamkax 0uCL{ul’lJlqul

pacro3HaBath 3aJ1a4y U/WIM IPooIIeMy
B IpOo(heCCHOHATBHOM H/HJTH
COLMAIEHOM KOHTEKCTE;
aHAJIM3UPOBATH 331a4y U/WIIN
npoOJIeMy U BBIJICTATH €€ cOCTaBHbIE
4acTu;

OIIPEACIATH ATAIBI PEIICHUS 3a1a4H;
BBISABIIATH U 3()()EKTUBHO HCKAThH
uHGOPMAIUIO, HEOOXOUMYIO IS

«OTnuyHO» - TEOPETUYECKOE
coJepKaHue Kypca OCBOEHO
MOJIHOCTRIO, 0e3 mpoOenoB, yMEHUsS
chopMHUPOBaHbI, BCE MPEAYCMOTPEHHBIC
IporpaMMon yaeOHbIe 3a/laHus
BBITIOJTHEHBI, KAYECTBO MX BBITOJHEHUS
OIIEHEHO BBICOKO.
«Xopormio» -
colepkaHue

TEOPETHYECKOE
Kypca OCBOCHO

OLIEHKa Pe3yJbTaToOB
BBITIOJTHEHUS
MPaKTUYECKOMN
paboTh;

JKCIIEPTHOE
HaOIII0IeHNE 34
XOJIOM BBITIOJTHEHHUS]
IIPAaKTUYECKOU




peleHns 3a1auy U/Uii IpooIIeMBbl;
COCTABJISATH IJIaH JICUCTBHS,
OTIpelIeNIATE HEOOXO0AUMBIE PECYPCHI;
BJIaJICTh aKTyalbHBIMU METOJAMH
padoTHI B PO eCCHOHAILHON 1
CMEXHBIX chepax;

peanu30BbIBATb COCTABJICHHBIN TIJIaH;
OLIGHUBATH PE3yJIbTAT U MOCIIEICTBHS
CBOUX JICUCTBHHA (CAMOCTOSATEIHLHO HITH
C TIOMOIITHI0 HACTABHUKA);

OTIPENIENIATE 3a/1a4H ISl TOUCKA
UH)OPMAIIH;

OTIpeIeNIATH HEOOXO0IUMBIE HCTOYHUKH
UHQOPMAIIH;

IUTAHUPOBATH MPOLIECC MTOUCKA;
CTPYKTYPUPOBATH MOTYYAEMYIO
UHQOPMAIHIO;

BBIJIETISITH Hanbosee 3HaYNMoe B
nepevHe uHMopMaIuy;

OLICHUBATH MPAKTHUECKYIO 3HAUUMOCTD
pe3yIbTATOB MOUCKA;

oopMIIATE pe3ynbTaThl IOUCKA,
NPUMEHSThH CPEICTBA
UHPOPMAITUOHHBIX TEXHOIOTHH JUIs
peleHust MpoQecCHOHANBHBIX 3a]1ay;
UCIIOJIb30BaTh COBPEMEHHOE
NporpaMMHOE 00ecTieueHHe;
UCIIOJIb30BaTh PA3NIUYHbIC U(POBbIC
CpeCTBa sl pelIeHNUs
npoheCCUOHANBHBIX 3aj1a4;
UCIIOJIb30BaTh CPEICTBA
WH(GOPMAITMOHHBIX 1
KOMMYHHKALIMOHHBIX TEXHOJIOTUH IS
MOJTy4eHUs U Tiepenavyr HHQOopMaIny;
BECTH W MCIIOIB30BaTh B paboTe 6a3y
KOHTaKTOB OpraHU3allNy;
yCTaHaBIUBATh U MOIJECPKUBATD
KOMMYHHKALIUH B MIPOLIECCE JICIIOBOIO
OOIIIEHNS C TIOMOIITBIO0 CPEACTB
UH()OPMAITMOHHBIX H
KOMMYHHKALIMOHHBIX TEXHOJIOTHUH;
oOecrieunBaTh HHPOPMALMOHHYIO
0e30I1aCHOCTh EATEIbHOCTH
OpraHu3aIvu;

NpUMEHSTH B paboTe cpeacTBa
MH(QOPMAITMIOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHI;
BBIOUpATh (DOPMBI TNITAHUPOBAHHS U
0QOPMIIATH TITAHUPOBLIMK
(opranaiizep) pyKOBOIUTENS U
ceKperapsi;

OCYIIECTBIATH TPEBENI-TIOIJICPKKY
JEJIOBBIX MOE3/I0K;

HCTONB30BaTh CPECTBA
UHQOPMAIMIOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH JUIS
obecrieyeHns B3aUMOICHCTBUS C
PYKOBOJTUTEJIEM BO BPEMs €ro JeI0BOM
MOE3/KH;

OCYIIECTBIATH COOp, 00paboTKy
WHPOPMALIUH, CUCTEMATU3AIIIO
MOJTyYaeMbIX M TIepEIaBacMbIX JTaHHBIX;
CKaHHPOBATh, KOIMPOBATh u
KOHBEPTHPOBATh JOKYMEHTBI B
paszianyHblie HOPMATHL.

MTOJTHOCTRI0, 0€3 TPOOEIIOoB, HEKOTOPHIC
yMeHHS c()OPMHUPOBAHBI HEJOCTATOYHO,
BCE TMPEIyCMOTPEHHBIE MPOTPaMMOI
yaeOHbIe 3a/1aHus BBITIOJTHEHBI,
HEKOTOPBIE BHUJBI 3aJIaHUI BBITIOTHEHBI
¢ onrnOKamu.

«Y IOBJIIETBOPUTEIHHOY -
TEOPETHUYECKOE  COACpKaHUE  Kypca
OCBOCHO YAaCTUYHO, HO TMpPOOENbl He
HOCAT  CYIIECTBEHHOTO  XapakTepa,
HEOOXOAWMBIE yYMEHHS paboThl ¢
OCBOCHHBIM MAaTEpHUAIIOM B OCHOBHOM

c(hopMupOBaHHI, OOJIBIINHCTBO
IIPEyCMOTPEHHBIX IporpamMmon
oOyueHus Y4eOHBIX 3aJaHUI
BBIIIOJIHEHO, HEKOTOpHhIE u3
BBIITOJIHCHHBIX SaZIaHI/Iﬁ ConepmaT
OIIINOKH.

«HeynoBneTBopuTeInHOY -
TEOPETUYECKOE COJICpPKaHUE Kypca He
OCBOCHO, HEOOXOIUMBIE YMEHUS He
c(hOpMHUPOBaAHBI, BBITIOJTHCHHBIC
yaeOHBIE 3aJaHus coaep)KaT TpyObie
OIITMOKH.

paboTh;
MIPOMEIKYTOUHAS
aTTecTalus
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1.  OBIIASI XAPAKTEPUCTHUKA PABOYEI1 MTPOTPAMMBbI YYEBHOI
TUCIHUTIINHBI

«OIILL.06 Pycckmii 361K B IpogecCHOHAIBHOI
AeATeTbHOCTH

1.1. MecTo 1McuMIJIMHBI B CTPYKTYpPe OCHOBHOI 00pa30BaTe/IbHOM POrpaMMBbI:

VYuebnas mucuuminHa «OIIL.06 Pycckuii s3Ik B mpogeCCHOHATBHON AEATEIbHOCTH»
ABNSIETCA ~ 0043aTeNbHOM  4YacThlo  OOIIENPO(ECCHOHATBFHOTO  LUKIAa  NPUMEpPHOH

oOpazoBarenbHO Tporpammbl B cooTBeTcTBUM ¢ @I'OC CIIO mo crnennanabHOCTH
46.02.01 JlokyMeHTaIMOHHOE 00ecIieueHNE YIPABICHHS U apXUBOBEICHUE
Ocoboe 3HaueHNe JUCUUIUTMHA UMeeT pu GpopmupoBanuu u passutuu OK 05.

B pamkax mporpamMmbl y4eOHOH IUCHUIUIMHBI OOYYarolMIMMHCS OCBaMBAIOTCS YMEHUS

1.2. lenab u n1aHupyeMble pe3yabTAThl 0CBOECHUS AUCHMIIIUHBI:

W 3HAHUS

E(I)?, OK YMmenusn 3Hanuna

OK 05 BJIAJIETh MpaBUIaMu PYCCKOM | OCHOBHBIE JKaHpbI oduiaIbLHO-
opdorpadumu, MyHKTYaIliy, | I€JI0OBOTO  CTHJIA,  COJAEp)KaHWE U
CTUJINCTHKU, CTPYKTYpY (GyHKIIMOHATLHO-
IMUCBMEHHBIIT TEKCT C coOmrogeHuem | CTHINCTHIECKOTO IpOCTPAaHCTBA
TpeboBaHUH oduImaabHO-/1eI0BOro | ACIOBOTO SI3BIKA, KOMITO3HUIIHIO
CTUJIS, JIOKYMEHTHOTO TEKCTa;
HCIIOIB30BaTh  OCOOEHHOCTHM  s3bIKa | TPAAMIIMKM  MHMCBMEHHOTO  PEYEBOIO
JIOKYMEHTOB: CTUINCTHYECKH | TOBCACHUS B ACIOBOM
MapKUPOBAHHYIO JIEKCUKY 1 | KOMMYHHKAaTHBHOM MPOCTPAHCTBE;
TEPMUHOJIOTHIO, pEYEBbIC KIHWIIE W | CBOJ MpaBWJI pycckod opdorpaduum u
IITAMIIBL, YCTOHYHBBIC 000pOTHI, | MyHKTYaIlUH, OTBEUAOIIUX
[JIarOJIbHOE ~ yMpaBlICHWE, IpaBWja | COBPEMEHHOMY COCTOSTHHUIO PYCCKOTO

ynoTpeOaeHUs MPOMHUCHBIX U CTPOYHBIX
OYKB U T.JI.

npodeccrnoHalbHO COCTaBIISITh,
oopMIISITh U pPENaKTUPOBATH JEIIOBBIE
Oymaru ¢  yd4eTOM COBPEMEHHOMH
MPAaKTUKHA MTHUChMA;

MOJIb30BaTHCS CIIPABOYHOM
JIUTEpaTypoi;

BJIAZIETh KYJbTYPOU PEUU IIPU IIpUEME
OCETUTEIIEN.

SI3BIKA;

COBPEMEHHBIE ~ HOPMBI
IIICbMEHHOU peyy;

YCTHOH  H

IIpaBuUIa, OTpaXKaroIlue
CTWJIMCTHYECKOE  MHOrooOpasue u
JUHAMHUYHOCTH COBPEMEHHOM peud U
JIEJI0BOT0 MMUChMa;

NpaBUjIa PEUYEBOTO ITHKETA;

cneuu(uKky pemaKkToOpcKol paboTsl ¢
TEKCTaMH JIeJIOBOH JOKYMEHTAITHH.




2. CTPYKTYPA U COJIEP)KAHUE YUEBHOU JIUCITATIIVHBI

2.1. O6beM y4eOHOM JUCHUILUINHBI U BUABI Y4eOHOI padoThl

Bun yyeOHo# padoThI

O0BeM B yacax

O0Bem 00pa3oBaTeJbHOM MPOrpaMMBbl YUeOHOM ANCHUTIIHHBI 110
B T.4. B (JopMe NMPAKTHYECKOH MOATOTOBKH 84
BT. 4.

TEOpeTUIeCKOoe 00yUCHNE 18
MPAKTHUECKUE 3aHATHUS 84
Camocmosmenvuas paboma 8

HpOMe)KyTO‘lHafl aTTrecranus

3aueT ¢ OLEHKOI




2.2. TemaTuuyeckuii NJIaH U coiePKaAHNE YUeOHOM TUCIHIIMHBI

Oo0bem, akag. u/
B TOM YHCJIE B

Koabl komnereHumi,

¢opmupoBanuio
HaunmeHnoBaHue dopme
pa3IEIOB 1 Tem Coneprxanue u GopMBbI OPraHU3ANNHU eATeJbHOCTH 00y4al0IIHXCS npaKkTHYeCKoi KOTOPBIX
HOArOTOBKH, crnoco0cTByeT
aKamL 1 3JIeMeHT MPOrpaMMbl
1 2 3 4

Pasnen 1. Ctuoim peun 2
Tema 1.1. Copep:xaHue 2 OK 05
CTuom pevn. CoBpeMeHHBII PyCCKHI JINTEPATypHBIH SI3BIK U ero cTiwin. O01as XapakKTepucTHKa 2
O¢unuanbHo- oHLMaATBEHO-1E0BOT0 CTUIIS PEUH, €r0 MOACTUIICH U )KaHpoB. McTopus popMHUpOBaHHS
AEeJI0BOM CTHIBL PeYH. | opHUIIHATBHO-IEIOBOTO CTHIIA. CTHIMCTHYECKHE OCOOEHHOCTH S3bIKA AEIOBBIX OyMar.
Paznen 2. HopMbl iMTepaTypHOro fi3bIKa B /1€JI0BOIl JOKYMEHTAMHT 58
Tema 2.1. Conepxanue 2 OK 05
Jlexcuueckue HopMbl | OcoOeHHOCTH yueOHO-HCCIeToBaTEIbCKOM nesitennbHOCTH. CpaBHHUTENbHAS 2
B /1€JIOBOM XapaKTePUCTHKA Hay4YHO-HCCIIEI0BATEIbCKOM U yueOHO-HCCIe10BaTENbCKOM
JOKYMEHTAIINA nesTenbHOCTH. OCOOCHHOCTH HAYYHOTO CTHIISL H3JI0KEHHS.

IIpakTHYecKue 3aHATHS 6

IIpakTnueckoe 3ansatue Ne 1. PenaktupoBaHie TOKYMEHTOB: BBIIBIICHUE JICKCHICCKIX ONTHOOK. 4

IIpakTuyeckoe 3ansitue Ne 2. [Iposepounast paboTa 1o IpoIEHHOMY MaTepHay. 2
Tema 2.2. Conepxanue 4 OK 05
Mopdgoaoruyeckue | OcobeHHOCTH yOTPEOICHUA KIMEH CYLIECTBUTENIBHEIX B IOKyMEHTaxX. TpyqHOCTH B 4
HOPMBI B J€JIOBO | YIOTPEOICHHH MMEH CYLIECTBUTEIbHbIX, CBA3aHHbIC C KaTeropuei poxa, uncna. CKIoHeHne
JIOKyMEHTAIINH. MMEH CYIIECTBUTEIBHBIX COOCTBEHHBIX. OCOOCHHOCTH YIIOTPEOICHUSI MECTOUMEHUH B

nokyMeHTax. OcoOOEHHOCTH YyIOTpeOIeHHS YHCITUTENHHBIX U COUYCTAHUI UMEH YHCITUTENLHBIX C

MMEHAMH CYIIECTBUTEIHHBIMHU.

IIpakTnyeckue 3aHsATHA 8

IIpakTuyeckoe 3anaTue Ne 3. PenakTupoBanue TOKYMEHTOB: BBISBIICHHE OIITHOOK, 4

CBSI3aHHBIX C YIOTPEOJICHUEM UMEH CYIIECTBUTEIIBHBIX

[pakTuyeckoe 3ansaTue Ne 4. PenaktpoBaHue JOKYMEHTOB: BBISIBICHUE OIIMOOK, CBSI3aHHBIX C 4

ynoTpebJIeHUEM UMEH YHCIUTENbHBIX M MECTOMMEHHI.
Tema 2.3. Conep:xanue 4 OK 05
CuHTaKkcHYecKne [pemnoxkHoe 1 GecrpeIoKHOE ypaBieHue. Beioop mpeyiora u najie)kHou (OpMEI. 4
HOPMBI B JesioBoii | [Iponssonnsie npeory. [lagex Q0n0MHEHNS PHU T1arosax ¢ orpuuanieM. Hannsbisanue
JIOKYMEHTAINH. najexei. YpasieHue Mpy OJHOPOAHBIX WieHaX Hpetokenus. CorilacoBaHue CKa3yemMoro ¢

IO IJICKAIIMM, B TOM YHCJIC ¥ ¢ OJHOPOIHBIMU TojyiekantuMu. CorjlacoBaHUE ONPEAeIICHU C
CYIIECTBUTEIbHBIMU. Y IOTPEOJICHUE MPUYACTHBIX U JACCITPUYACTHBIX 000POTOB B JOKYMEHTAX.




Tpymusie cmydan 0060co0IeHNUS OnpeAeieHnid 1 00CcToATENbCTB. [lapamiensHbie
CHHTaKcH4ecKue KoHCTpyKuun. CornacoBanue npuiokeHuil. TpyauHble cirydan 060cobneHus
TIPHUIIOKEHUI.

IMpakTHyecKue 3aHATHS 20
IpakTuueckoe 3ansaTue Ne 5. I'naronbHoe 1 UMEHHOE YIIPABJICHHUE B TEKCTaX JOKYMEHTOB. 4
IIpakTnyeckoe 3ansiTHe Ne 6. CornacoBaHue cka3yeMoro C MOUISKAIUM: CTHINCTUYECKHE 4
OmMOKH B TEKCTaX JOKYMEHTOB.
[pakTuueckoe 3ansaTue Ne 7. YrorpebieHne napauienbHbIX CHHTAKCHUECKHX KOHCTPYKIHMIA B 6
TEKCTaX JIOKYMEHTOB.
IIpakTnyeckoe 3ansaTre Ne 8. CornacoBanue NpUIIOKEHUN U ONPENEIEHUN: CTUIIMCTUIECKUE 6
OLIMOKH B TEKCTaX JOKYMEHTOB.
Tema 2.4. IpakTuyecKkune 3aHATHS 14 OK 05
Hopmsi [pakrnyeckoe 3ansitue Ne 9. Tunuunsie opdorpaduryeckne OMMOKN B TEKCTAX CITY>KEOHBIX 6
NpPaBoONMCAHUSA B JOKYMEHTOB.
J1eJ10B O [pakrnyeckoe 3ansitne Ne 10. Tunudyabie MyHKTYaMOHHBIE OIINOKH B TEKCTaX CIIY>KEOHBIX 6
JOKYMEHTALUM. JIOKYMEHTOB.
IIpakTu4deckoe 3ausitue Ne 11. [IpoBepounast paboTa 1o MpoHIEeHHOMY MaTepraiy. 2
Paznen 3. IlpaBuia oopmiieHnsi HAMMEHOBAHMI B TEKCTAX TOKYMEHTOB 16
Tema 3.1. Conep:xanue 2 OK 05
IIpaBuna [IpaBuia opopmieHnss HOMEHKIATypHBIX HanMeHoBaHMM. [IpaBuna odopmieHus anpecara. 2
opopMiIeHUsA [IpaBuna opopmiieHnss HAMMEHOBAaHUH BHa JOKYMEHTa U 3aroyioBka. [IpaBuna odopmneHus
HAUMEHOBaHHH B JlaT, KaJIGHAAapHBIX CPoKoB, BpeMeHHU. IlpaBuiia odopmiieHHs qucer.
TeKCTax IIpakTuyeckne 3aHATUA 14
JOKYMEHTOB. IIpakTnyeckoe 3ansitne Ne 12. YroTpebiaeHne nponrcHoi OYKBBI B I€JIOBOH JOKYMEHTAIUH. 6
IIpakTuyeckoe 3anaTue Ne 13. PenaktupoBanue ciy>KeOHBIX IOKYMEHTOB. 6
IIpakTnyeckoe 3ansiTue Ne 14. [IpoBepouHas paboTa 1o npoiJIeHHOMY MaTepuay. 2
Pa3znen 4. Co3nanue TeKkcTa J0KyMeHTA 26 OK 05
Tema 4.1. Conepixanue 2
KoMnoznumnonnsie | Komrosuius JOKyMEHTOB: JOTHuecKas, popManbHas, peKBU3UTHAsI, HHPOPMAIIMOHHASL. 2
0CO0EHHOCTH Co0THECEHHOCTh KOMITO3UINH C THIIOM JOKyMeHTa. CriocoObl H3II0KEeHUsT MaTepraia B
JOKYMEHTOB JokymeHre. Copa3MepHOCTb yacTell TokyMeHra. PyOpukarnust.
IIpakTHyeckue 3aHATHA 8
IIpakTuyeckoe 3anaTue Ne 15. PenakrupoBanue ciy>KeOHBIX TOKYMEHTOB. 6
IIpakTuyeckoe 3ansaTue Ne 16. [IpoBepounas padoTa 1o nNpoiiICHHOMY MaTepHaIy. 2
Tema 4.2. Conep:xanue 2 OK 05
CocraBjeHnue Cry»eOHbIE IOKYMEHTBI: TUIIOJIOTHS, 00pa3ibl, 1361K0BOe ohopmieHne. OCOOCHHOCTH 2
TEeKCTOB COCTaBIICHHS TEKCTOB PacTIOPSAUTENBHBIX, OPraHU3aLHOHHO-TIPABOBBIX, HHPOPMAILIHOHHO-

CIIPpaBOYHbIX JOKYMCHTOB. OcoOEHHOCTH COCTABIICHHS TEKCTOB JIMUHBIX JCIIOBBIX 6YMaI‘.




}_'[OKyMeHTOB. HCHOBLIC IMUCbMa: Pa3HOBUAHOCTH, IIpaBUJia COCTABJICHUA, YCTOﬁqHBBIe S3BIKOBBIC
JlejioBasi KOHCTPYKIHH.

nepenucKka. HpaKTqucmle 3aHATHUA 14

IIpakTnueckoe 3ansaTre Ne 17. CocraBieHue U CTUIMCTUYECKAs IIPaBKa JIOKYMEHTOB.

IpakTnyeckoe 3ansiTue Ne 18. CocraBieHue U CTHIIMCTUYECKAs TTPaBKa JEIOBBIX

IIACEM.
IIpakTuyeckoe 3anaTue Ne 19. [IpoBepounas paboTa o npoitACHHOMY MaTEpHATY 2
CamocTosiTeibHas padoTa 8
IIpome:xyTouHast aTTecTanust 3a4er ¢ oneHKOM

Bcero: 110




3. YCJIOBUSA PEAJIN3AILIMYA YUYEBHOM JUCIHUILINHBI

3.1. s peanu3anuu NporpaMmbl y4eOHOI JHCHUIIMHBI 10JKHBI ObITH
NnpeaycMOTPEHbI cJIeAyIolue CelHalbHble MOMelleHUs:
Kabunetst «OOmenpodeccuonanbaplx aucnuiiie U MJIK», ocHamieHHple B
cooTBeTCTBUU ¢ nipuiioxenuem 3 I[TOIT-I1.

3.2. UudopManiuoHHoe obecnevyeHue peajn3anuu NnporpaMmal
Jlnst peanuzanuu mporpamMMbl  OMOMHOTEUHBIH (POHI 00pa30BaTEIHHOW OpraHU3AINH
JOJDKEH MMETh MeYaTHBIC W/HITH AJIEKTPOHHBIE 00pa3oBaTeilbHbIe U HH()OPMAIIMOHHBIE PECYPCHI
ISl NCTIOJIB30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanuu 6ubnuoreyHoro ¢ponga
o0pa3oBaTeNbHON OpraHM3alueil BBIOMpaeTcs HE MEHee OJHOTO HM3JaHUs U3 TEePEUUCIICHHBIX
HIDKE TMEYaTHBIX M3MAHUN M (WMJIM) SJIEKTPOHHBIX HM3JaHUN B KadecTBE OCHOBHOIO, IPU ITOM
CIIMCOK MOXET OBITh JTOTIOJIHEH HOBBIMHU M3/IaHUSMH.

3.2.1. OcHOBHBbIE MeYATHbIE U 3JIEKTPOHHbIE U3IaAHUSA

1. l'ony6GeBa, A.B. Pycckmii s3bIK W KynbTypa peud: y4eOHUK W TPAKTUKYM JUIS
cpenHero npodeccuonansHOro oopasopanus / A. B. ['omybeBa ; mox penakmueit A. B. ['onyOeBoii. —
MockBa: W3garensctBo HOpaiit, 2020. — 386 c.— (IIpodeccuonanpHoe o00Opa3oBaHue). —
ISBN 978-5-9916-7623-6.

2. NBanosa, A. 0. Pycckuii 351K B 1eTOBOM JOKYMEHTAIMH: YUCOHUK U MIPAKTUKYM JIJIS
cpennero mnpodeccuoHanbHOro obpaszoBanus/ A. 0. BanoBa. — 2-e¢ u3a., mepepal. u Jom. —
MockBa: W3patensctBo [Opaiit, 2022. — 187 c.— (IIpodeccuonanpHoe o06pa3oBaHue). —

ISBN 978-5-534-13860-3.

3. Mapsesa, M.B. Pycckuii s3pik B nenoBoit qokymenrtanuu: yue6. / M.B. MapbeBa. —
M.: UIHOPA-M, 2022. — 323 c. — (Cpeanee npodeccuoHaabHOE 00pa30BaHUE).

4. Paxmanun, JI.B. Crunmuctuka [aenoBoi peud H  PEJakTHPOBAHUE CIIY)KEOHBIX
JOKYMEHTOB: y4e0. nocobue / JI.B. Paxmanus. — 3-e u3za., crep. — M.: ®JIMHTA: Hayka, 2019. — 256
¢. — (CtunucTrueckoe Hacaeaue).

5. Tpodumona, O.B. OcHoBHI nenoBoro nuckMa: yue6. mocodue / O.B. Tpodhumona, E.B.
Kymmuuk. — 5-e uzn., crep. — M.: ®JIMHTA, 2019. - 304 c.

3.2.2. OCHOBHBbIE JIeKTPOHHbIE U3IAHUS

1. l'onybOeBa, A.B. Pycckmii s3pIK W KyJabTypa peyd: YYEOHMK W TPAKTHKYM JUIS
cpenuero npodeccuoHanbHOro oopazoBanus / A. B. ['omy6eBa; nmox penakuuer A. B. ['omyOeBoii. —
MockBa: W3garensctBo HOpaiit, 2020. — 386 c.— (IIpodeccronanpHoe o00Opa3oBaHue). —
ISBN 978-5-9916-7623-6. — TekcT: snexTpoHHsbIi / OOpa3zoBarenbHas miardgopma FOpaiit [cait].
— URL.: https://urait.ru/bcode/449718.

2. NBanosa, A. 0. Pycckuii 351K B 1eTIOBOM JOKYMEHTAIMH: YU€OHUK U MIPAKTUKYM JIJIS
cpenHero mnpodeccuoHanbHOro obpaszoBanus / A. 0. BanoBa. — 2-e¢ u3a., mepepal. u Jom. —
MockBa: W3garensctBo HOpaiit, 2022. — 187 c.— (IIpodeccuonanpHoe o00Opa3oBaHue). —

ISBN 978-5-534-13860-3. — Tekct: anektponnsii / ObpazoBarenbHas miargopma FOpaidt [caiit].
— URL.: https://urait.ru/bcode/475543.



3. Pycckmii si3pik M KyneTypa peud. IIpaktukym. CroBapb: y4eOHO-TIpaKTHUECKOE
nocobue s cpeaHero mnpodeccuoHanbHOoro obpazoanusi/ B. JI. Uepnsk [u ap.]; mom oOrieit
penakumeit B. [[. YepHsik. — 2-e uzn., nepepad. u gorn. — Mocksa: U3narensctBo FOpaiit, 2022. —
525 c. — (ITpodeccuonanbroe oopazosanue). — ISBN 978-5-534-03886-6. — Tekcr: amekTpoHHBII
// O6pa3zoBarenbHas mwiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/469605.

4. Pycckuit  s3bIk W KyJAbTypa peud: Y4YeOHHK M TMPAKTUKYM [UIS CpPEIAHEro
npodeccuonanbHoro obpazosanmsi / B. JI. Uepnsk, A. U. yneB, B. A. Edpemosn, E. B. Cepreesa;
nox obmei pemakumein B. JI. Yepnsk. — 4-e u3a., mepepad. m gom. — MockBa: M3naTenscTBo
Opaiit, 2020. — 389 c. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-534-00832-6. —
Texcrt: AIIEKTPOHHBIN /! O6pasoBarenbHas iatdopma IOpaiit [caiiT]. —
URL: https://urait.ru/bcode/452346.

3.2.3. JlonoJTHUTEIbHbIE HCTOYHUKHU:
1. KynbTypa ycTHOI 1M MHUCHbMEHHOMN pedd JAEOBOrO YeJIOBEKa: CIPAaBOYHUK- MPAKTHKYM

/ H.C. Bonuna [u ap.] — 23-e uza. — M.: ®JIMHTA: Hayxka, 2020. — 320 c.
2. Pycckmii si3p1k m KyapTypa peud. [Ipaktukym. CroBapb: ydeOHO-TIPAKTHYECKOE

nocobue ans cpeaHero mpodeccuonanbHoro odpazosanust / B. JI. Uepnsik [u ap.] ; mox oOmeit
penakmueii B. [I. Yepnsik. — 2-e u3n., nepepad. u mon. — Mocksa: U3narensctBo FOpaiit, 2022. —
525 ¢. — (Ilpodeccuonanbroe oopazosanne). — ISBN 978-5-534-03886-6.

3. Pycckuii s3bIKk M KyJabTypa peu:
npodeccuonanbHoro oopazosanus / B. JI. Uepnsik, A. U. Jlynes, B. A. Ebpemos, E. B. Cepreesa,;
nox obmei pemakumeit B. [[. Yepnsak. — 4-e u3z., mepepadb. u mon. — MockBa: M3naTenscTBO
FOpaiit, 2020. — 389 ¢. — (ITpodeccuonansroe odpazoBanme). — ISBN 978-5-534-00832-6.

4. KynbTypa yCTHOM M TMHUCHMEHHOW pPEYM JCIIOBOTO YEJIOBEKA: CIPABOYHUK- TMPAKTUKYM /
H.C. Bonuna [u ap.] — 23-e uzn. — M.: ®JIMHTA: Hayxka, 2020. — 320 c.

5. Pozenrans, /[.O. CopaBoOYHMK IO PYCCKOMY S3BIKY: IMpPaBOIMCAHHE, INPOU3HOLIEHUE,

y4eOHUK W TPAaKTUKyM Ui CPEIHEro

auteparypHoe penaktupoBanue//[.0. Pozenrans, E.B. JIxanmxakosa, H.II. Kabanosa. 11-e u3gm.,
ucrpas. u go1. — M.: AUPUC-npecc, 2020. — 496 c.

4. KOHTPO.JIb M OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUILINHEI

Kpumepuu ouenku

Pesyrvmamut 06yuenusn Memoowvl oyenxu

Ilepeuens 3nanuil, hopmupyemvix 8 pamrax OUCYUNIUHbL

OCHOBHBIC KaHPBI OUIHATEHO- «OTINIHOY - TEOPETHUECKOE OLICHKA Pe3yJIbTaToB

JIEJIOBOTO CTHJISL, COZIEPKAHNE U
CTPYKTYpY QYHKITHOHATHHO-
CTHJIICTUYECKOTO MPOCTPAaHCTBA
JIEIIOBOTO S3BIKA, KOMIIO3HIIIO
JOKYMEHTHOTO TEKCTa;

TpaIUIIUN MICEMEHHOTO PEYeBOT0
MIOBEJICHUS B IEJIOBOM
KOMMYHWUKAaTUBHOM ITPOCTPAHCTRBE;
CBOJI TIPaBHJI pyccKor opdorpadun
Y TIYHKTYaIll{, OTBSYAFOIIUX
COBPEMEHHOMY COCTOSTHUIO
PYCCKOTO 5I3bIKa;

COBpEMEHHBIE HOPMBI YCTHON 1
IIUCBMEHHOU peun;

TIpaBwiIa, OTPAKAFOIINE
CTHJINCTUYECKOE MHOT000pa3ue u

coJiepKaHue Kypca OCBOCHO TIOTHOCTHIO,
0e3 po0esIoB, yMeHUs CHOPMHUPOBAHEI,
BCE MPEyCMOTPEHHBIE MPOrPaMMOi
y4eOHbIe 3aJ]aHHS BEITIOHEHBI, KAYECTBO
WX BBITIOJTHEHHS OIICHEHO BBICOKO.
«XO0pOIIO» - TEOPETUIECKOE COJICPIKAHIEC
Kypca OCBOEHO TOJIHOCTBIO, 0e3
POOEIIOB, HEKOTOPBIEC YMEHUS
c(hOpMHPOBaHBI HEJOCTATOYHO, BCE
NpeyCMOTPEHHBIE TPOTPaMMON yaeOHbIe
3aJIaHHs BBITOJTHECHBI, HEKOTOPBIE BUIBI
3aJlaHHi BBITIOJHEHBI C OITUOKAMHU.

«Y IOBJIETBOPUTEIBHOY - TEOPETHUECKOE
coJiepKaHue Kypca OCBOCHO YaCTHYHO,
HO TIpOOEeITbI HE HOCAT CYIECTBEHHOT'O
xXapakTepa, He0OXOMMBIC YMEHUS

YCTHOTO ¥ MUCbMEHHOTO
orpoca;

OIICHKA Pe3yJIbTaTOB
BBITIOJTHCHHS
MIPaKTUYIECKUX padoT;
OIIEHKAa Pe3yJIbTaTOB
MTPOBEPOYHBIX paboT;
OIIEHKAa Pe3yJIbTaTOB
BBITIOJTHEHUS TECTOBBIX
3aJlaHuUI;

9K3aMEH



https://urait.ru/bcode/452346

JUHAMUYHOCTH COBPEMEHHOU pevH
U JICJIOBOTO TIHChMa;

MpaBHJIa PEYCBOTO ITUKETA;
crienu(uKy peaaKTOpCKoi paboThI
C TEKCTaMH JICIIOBON
JIOKYMCHTAIIHH.

paboThl ¢ OCBOCHHBIM MaTepHAIIOM B
OCHOBHOM C()OPMHUPOBAHKI, OOJIBIIIUHCTBO
MPETyCMOTPEHHBIX MPOTPAMMOIT
0o0ydeHus y4eOHBIX 3aJJaHHUI BHITIOJIHCHO,
HEKOTOPBIE U3 BBHITOJHEHHBIX 3aITaHUI
COJICPIKaT OIIMOKH.
«HeynoBneTBOpUTENHLHOY -
TEOPETUIECKOE COJIepIKaHue Kypca He
OCBOEHO, HEOOXO/TUMbIC YMEHUS HE
c(hopMupOBaHbI, BHITOTHCHHBIC YISOHBIC
3aIaHMSI COAEPIKAT TPyOBIe ONTHOKH.

Ilepeuens ymenuil, hopmupyemvix 6 pamkax OUCYUNIUHbI

BJI/ICTh PABUIIAMH PYCCKOM
ophorpadun, MyHKTyalHH,
CTHIINCTHUKHY;

MPOAYIUPOBATH MUCbMEHHBIN TEKCT
¢ cobmmoienneM TpeOoBaHMH
oHULMATBEHO-1ETOBOTO CTUIIS;
MCTIONB30BaTh OCOOCHHOCTH S3bIKa
JOKYMEHTOB: CTHIIUCTUYECKU
MapKUPOBAaHHYIO JEKCUKY U
TEPMHUHOJIOTHIO, pEUEBbIC KIIUIIE U
IITAMITbI, YCTOHYUBEIE 000POTHI,
TJIaroJsHOE yIIpaBJIeHHE, TPaBHiIa
ynoTpeOIeHUs MPOMUCHBIX U
CTPOYHBIX OYKB H T.I.
po¢eCCHOHANTBEHO COCTABIIATD,
0OPMIISITE M PEIAaKTHPOBATH
JIEJIOBBIC OyMaru ¢ y4eToM
COBPEMEHHOW MPAKTUKH MTUChMa;
MOJIb30BaThCA CIPABOYHON
JTUTEpaTypOu;

BJIQ/IETh KyJIBTYpPOU PEUH MPHU
IIpUEME TIOCETUTENEH.

«OTIMIHOY - TEOPETHUECKOE
coJepKaHue Kypca OCBOECHO TIOJHOCTHIO,
0e3 mpobesoB, yMeHHUs c(hOpMUPOBAHBL,
BCE MPEyCMOTPEHHBIE MPOrPaAMMOit
y4eOHbIe 33]]aHHS BBITIOJHEHBI, KAYECTBO
WX BBIITOJTHEHUS OI[EHEHO BHICOKO.
«X0poIIo» - TEOPETUIECKOE COJICPKAHNE
Kypca OCBOEHO TOJIHOCTBIO, 0e3
npo0eIoB, HEKOTOPBIC YMEHUS
c(hopMHPOBaHBI HEJJOCTATOYHO, BCE
peyCMOTPEHHBIE TPOrpaMMOi y4eOHbIe
3aJIaHHs BBITOJTHEHBI, HEKOTOPBIE BUIBI
3a/laHul BBITIOIHEHBI C OIIMOKaMU.

«Y IOBJIETBOPUTEIBHOY - TEOPETHUECKOE
coJepKaHue Kypca OCBOCHO YaCTHYHO,
HO Tpo0eIIbl HE HOCAT CYIIECTBEHHOI'O
xXapakTepa, He0OXOJMMbIC YMEHHUS
PpaboThI C OCBOCHHBIM MaTEPHAJIOM B
OCHOBHOM C(hOpMHPOBAHBI, OOIBIINHCTBO
MPEAYCMOTPEHHBIX TPOTPaMMOit
o0ydeHus y4eOHBIX 3aJJaHHUI BBIIOJIHECHO,
HEKOTOPBIE U3 BHIMIOJIHEHHBIX 32/IaHHUH
COJICPIKAT OIIHOKH.
«HeynoBneTBOpUTEIHHOY -
TEOPETUIECKOE COJIepKaHue Kypca He
OCBOEHO, HEOOXOJUMbIC YMEHUS HE
c(hopMupOBaHEI, BEITOTHCHHBIE YIeOHBIC
3aIaHMSI COTEPIKAT TPyOBIe ONTHOKH.

OIICHKA Pe3yJIbTaTOB
BBITIOJTHEHHS
MPAKTHYECKUX padoT;
OIICHKA Pe3yJIbTaTOB
MIPOBEPOYHBIX PadoT;
OIICHKa Pe3yJIbTaTOB
BBITNIOJIHEHHS TECTOBBIX
3aJIaHNM;

3K3aMeEH.




MUWHHUCTEPCTBO ITIPOCBELIEHUS
POCCUMCKOMN ®EJEPALIUA

®EJIEPAJIBHOE
TOCYJAPCTBEHHOE BIO/JKETHOE
OBPA3OBATEJILHOE YYPEXJIEHUE BBICILIETO OBPA3OBAHUSI
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POBEHBbKOBCKHWI KOJUIEJK (PUTAAJ)
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o0pa3oBaHusi «JIyraHckui rocy1apcTBeHHbIN NMeAarorn4ecKui YHuBepCcuTeT»
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(na b6asze ocHoeHo20 0bwezo obpasosanus | na 6aze cpedneco obue2o 0bpazoeas)

2024



COJIEP)KAHUE

. OBIIASI XAPAKTEPMCTUKA PABOYE ITPOrPAMMBI
YYEBHOM JUCHUTLINHBI

. CTPYKTYPA U COJEP)KAHUE YYEBHOI
TUCIHUTIINHEI

. YCJOBHUSA PEAJIN3AIIMU YUEBHOM JUCIATIINHBI

. KOHTPOJIb ¥ OIIEHKA PE3VJIbTATOB OCBOEHUSA
YYEBHOM JUCHUTLINHBI



1. OBIIASI XAPAKTEPUCTHKA PABOYEI ITPOTPAMMBI YYEBHOM
TACIHUATIIVHBI

«OII.07 UudopmaTuka 1 MHPOPMAITUOHHO-KOMMYHUKANMOHHBIE TEXHOJIOTHH

B IeJaroru4ecKou J1eaTeJbHOCTID)

1.1. MecTo TMCHUIIMHBI B CTPYKTYpPe OCHOBHOIi 00pa3oBaTe/IbHOI MPOrpaMMbl:

VYueonas mucuurmummaa «OIIL.07 KommbrotepHas o0paboTka JOKYMEHTOBY SIBIISCTCS
00s13aTeIFHON YaCThIO 001IenpoheCCHOHATBHOTO IIMKIa IPUMEPHON 00pa30BaTeIbHON MPOTPAMMBI
B cootBercTBUU ¢ ®I'OC CIIO mno cnenumansHocTH 46.02.01 [JokyMeHTaIlMOHHOE o0ecTieueHne
yIpaBlIeHUs U apXUBOBEICHUE.

Ocoboe 3HaueHne AUCUUIUIMHA UMeeT npHu GopmupoBanuu u pazsuruu OK 02, TIK 1.7.

1.2. lleab ¥ n1aHUPYyeMble pe3yJbTaThl 0CBOCHHS AUCHUIIIHHBI:
B pamkax mporpammbl yueOHOH IUCIHMILIMHBI OOY4YalOIIMMUCS OCBAaMBAIOTCS yMEHUS

Y 3HaHUS
Kon
Ymenus 3HaHus
IIK, OK
OK 02, BBIMOJIHATE TPEeOOBAaHUS IO OXpaHE | MPaBWJI IO OXpaHe TpyJda M TEXHHKE
IK 1.7 TpyZla U TEXHUKE 0€3011aCHOCTH; 0€301acHOCTH;

OpPraHHM30BBIBATH pabouee MecTO IS
MaKCUMaTbHO 3P PEKTHBHON pabOTHI;
npodeccuoHaIbHO OCYIIECTBISTh
Habop, (opmaTupoBaHHe, BBIBOJ Ha
mevyatb, COXpaHEHHWE TEKCTOBOM U
nudposoi nHpopmaruu Ha
MEePCOHATBHOM KOMIIBIOTEPE;

YUTaTh, TIOHUMATh H  HCIPABIATH
MIPOEKTHI JIOKYMEHTOB, C
WCITIOJIb30BaHUEM CIPAaBOYHO-TIPABOBBIX
CHUCTEM,;

TJIAHUPOBATh pabouee BpeMs,
HCIIOJIb3YA TMPCACTABJICHHBLIC 3adaHus,
MPOrpaMMHOE obecricueHne u
HUCXOIHYIO TOKYMEHTALUIO;

BBIOUPAaTh  TEXHOJOTHIO  CO3JIaHUs
JIOKYMEHTA.

NpaBUJ OpraHu3aluu pabodero mecra
CEKpeTapsi U pyKOBOJUTEIIS;

PYCCKOM M JIATUHCKOM  KJIaBUATYypbI
IIEPCOHAIBHOIO KOMIIBIOTEPA,

IIpaBUII oopmienus TEKCTOBBIX
JOKYMEHTOB Ha [IEPCOHAIEHOM
KOMIIBIOTEPE.

2. CTPYKTYPA U COJAEP)KAHUE YYEFHOH JUCIUILINHBI

2.1. O6beM y4eOHOM JUCHUILINHBI U BUABI Y4eOHOIH padoThl

Bun yueOHo# padoThI O0bem B yacax
O0Bem 00pa3oBaTeIbHOM MPOrpaMMBbl YUeOHOM TMCIATIIHHBI 140

B T.4. B (popMe NPAKTHYECKON OATOTOBKH 120

BT. 4.

TEOpeTUIeCcKoe 00yUCHNE 20
MPAKTUUECKUE 3aHATHUS 120
IIpoMesxyToUHAs1 aTTecTALMSA 3ayer ¢ OLEHKOM




2.2. TemaTu4ecKuii NJIaH U coiep:KaHue Y4eOHOH TUCHUTIIHHDI

Oo0bem, akag. u/
B TOM 4HCJIE B

Koabl komnereHumi,

HaumeHnoBaHne dopme (bopvmposariio
pasIe/Ion u Tem Conep:xanue n GopMbI OPraHU3aLMH 1eATeTLHOCTH 00yYaIOIUXCS mpaKTHIecKofi KOTOPBIX
TO/IroTORH, 3ne;2:¥()116;;f[})’;:4Mu
aKaj. 4
1 2 3 4
Pazgen 1. Opranuszanusi KOMIbIOTEPHOH 00pPaGOTKH J0KYMEHTOB 6
Tema 1.1 Conep:xanue 2 OK 02, IIK 1.7
CoBpemeHnnbie CoBpeMeHHBIC TEXHHUYECKHE CPEACTBA CO3aHuUs TEKCTOBBIX JOKyMeHTOB. Llenn u 3amaun 2
TCXHHIECKME yueOHOM AUCIUILINHEL. POJIb TUCIUIUIMHEL B TPO(ECCHOHATBHOM MOATOTOBKE CIICIMAIHCTA.
CpeACTBA CO3aHNH CoBpeMeHHBIC aBTOMAaTU3UPOBAHHBIC CPEIICTBA CO3/IaHUS TEKCTOBBIX TOKYMEHTOB. [IpaBmia
TERCTOBPIX TEXHHUKH 0€3011aCHOCTH ¥ THTHEHUYECKHE PEKOMEHIaK pH nctonbs3oBannu cpencts MKT B
JIOKyMenTOB npoheccuoHaTbHOM AESTEIbHOCTH.
B ToM unc/Ie IPAKTHYECKHX H JIa00PATOPHBIX 3aHATHIA: 4
IIpakTuyeckoe 3ausiTue 1. Opranuzanms padoyero MecTa M TpyJa oneparopa. 4
Pa3znen 2. OcBoeHune, NpUMEHEHNE H COBEPIIEHCTBOBAHNE HABBIKOB «CJIETIOT0» 1eCSTHIAIBIEBOT0 METOIAa 32
Habopa
Tema 2.1 OcBoenue Conep:xanue 2 OK 02, TIK 1.7
KJIABHATYPBI OcBocHHUE KIIaBHATYphl MEPCOHATBHOIO KOMITbIOTEpa (pycckuil mpudT). Cxema KiaBuaTyphl. 2
MEePCOHATBHOTO «Crenoi»  NeCATUNANBIEBBI  METOA  KJIaBUaTypHOrOo Habopa, €ro  BO3MOXKHOCTH,
KOMIILIOTEpa npenMymectsa U 3(dexTuBHOCTE. BykBB M 3HAKM NpenuHAHUS pPYCCKOH KIIaBHATYPHI.
(pycckuii mpudr) Wcnonp3osanue kiaasum Shift u Caps Lock.
IIpakTHYecKkue 3aHATHS 24
IpakTHyeckoe 3ansiThe 2. BoinmonHeHNe yNpa)XxHEHUH HA OCBOCHHE TEXHUKH U CKOPOCTH 6
KOMITBIOTEPHOT'O Ha0opa TEeKCTOBOW MH(GOPMAIIMHU 110 OCHOBHOMY psily KIIaBUATYPBHI.
IIpakTuyeckoe 3ausiTue 3. BrITOIHEHNE yIIpaKHEHUH HA OCBOCHHE TEXHUKH M CKOPOCTH 6
KOMITBIOTEPHOT0 Habopa TEKCTOBOH MH(OPMAIIMHU 110 OCHOBHOMY U BEPXHEMY psAaaM
KJIaBUATYPBHI.
IIpakTyeckoe 3ansaTHE 4. BoinonHEHNE yIIpa)XHEHUH HA OCBOEHUE TEXHUKU U 6
CKOPOCTH KOMITbIOTEPHOT0 Habopa TeKCTOBOK MH(GOpMaIlMK IO OCHOBHOMY, BEPXHEMY U
HIDKHEMY PsAJIaM KJIABUATYPBL.
IIpakTu4yeckoe 3ansaTHe 5. BrITTOTHEHNE YyITpaKHEHUH HA OCBOCHHE TEXHUKH Habopa 6
TEKCTOBOM U IU(PPOBON MHPOPMALIMHU C UCTIOIH30BAHUEM 3HAKOB IPEMUHAHUSA U IUDD
YeTBEPTOIO psiia KIABUATYPBI.
Tema 2.2 Conep:xanue 2 OK 02, IIK 1.7
Odopmnenne mudposoro marepuaia. Lindpsr apadckue. Pumckue uncna. Bungsl npo6eii. 2

Odopmienue




uu¢poBoro Mmuoro3naunsie yrcna.OcBoenue TabmuIel CHMBOIIOB; 3HAKH, YIOTPEOIsieMble ¢ U paMH.
MaTrepuaJia Pabota ¢ manenpio Ciucok (HyMepOBaHHBIM, MAPKUPOBAHHBIN).
IIpakTHYecKkue 3aHATHS 4
IIpakTuyeckoe 3ansaTHE 6. YIOTpeOieHne Yrcen apaOCKUX U PUMCKUX B TEKCTOBBIX 4
paborax. [lapameTpsl HyMEepOBaHHBIX, MAPKUPOBAHHBIX CIIHCKOB.
Paznen 3. OcHoBHbIE IpaBuIa JOPMATHPOBAHNUS TEKCTA 22
Tema 3.1 Conep:kanue 2 OK 02, IIK 1.7
TpeboBanus k TpeboBanus k ohopmiteHHIO cTpaHuibl. Padorta ¢ manensio [TapameTpsl crpanuisl. Padora ¢ 2
oopMIIeHHI0 naHenpio A63ar. Hasnauenne yHKIMOHANBHBIX KIaBumeld. Pabota ¢ ObICTpRIMU KIIaBHIIAMH.
CTPAHULbI IIpakTHyeckue 3aHATHA 4
IpakTuyeckoe 3ansaTHe 7. YorpebiaeHne o0MeynoTpeOUTENBHBIX COKPAILIEHNI B TEKCTOBOM 4
JIOKYMEHTE.
Tema 3.2 Conepsxanue 2 OK 02, IIK 1.7
Odopmienue OdopmieHne 3aroJIoBKOB H MO3ar0JIOBKOB K TeKcTy. [IpaBuia oopmiieHHsI 3ar0I0BKOB U 2
3aro0JIOBKOB U 10]13aT 0JIOBKOB.
MOA3aroJI0BKOB K IIpakTHyeckue 3aHsATHA 6
TEKCTY. IIpakTnyeckoe 3ansitne 8. OdopmiicHHE 3aTOJIOBKOB  MOJ[3aTOJIOBKOB K TEKCTY. 6
Tema 3.3 Illpuémbr | Coaepxanue 2 OK 02, IIK 1.7
BblJIeJICHUA [Tpuémel BeIZICEHUS OTACIBHBIX (parMeHTOB Tekcta. OCHOBHBIC BUBI IPUQTOB. PaboTa ¢ 2
OTAEJbHBIX naHeneto LpudT: mogu€pkupanue, pa3psaaka, YILIOTHEHUE, JKUPHBIN TIPpUQT, MPOITUCHBIC
(¢parMeHTOB TeKcTa| OYKBbI, MaJIbIC IPOIMCHBIEC OYKBBI.
I[pakTHyeckue 3aHATHSA 6
MpakTuyeckoe 3ansarue 9. [[puMeHeHNE MPUEMOB BBIJICIICHUS OTJCIBHBIX (ParMEHTOB 6
TEKCTOBOTO JOKYMEHTA.
Paznen 4. Odopmirenue pa3jiHIHbIX BUAOB TEKCTOBBIX padoT 26
Tema 4.1 IllpaBuiia | Cogepxanue 2 OK 02, IIK 1.7
dbopmaTmpoBaHuA [IpaBwmiia hopMaTHpOBaHMS OTIIEITBHBIX PEKBU3UTOB TeKcTa. [IpaBmina opopmiieHus 2
OTAEJIbHBIX OoubnuorpaduuecKknux cBeIeHNUH, B T.4U. SIEKTPOHHBIX pecypcoB. [IpaBuia opopmieHus: CHOCOK /
PEKBHU3HUTOB TEKCTA | CCHUIOK HA HCTOYHMKH K TeKCcTy. IIpaBuna opopmMiieHnss MHOrOYpOBHEBOTO criucka. PyOpukanus
tekcTa. [IpaBuna opopmireHHs MpuMedaHuii, MPUIOKEHUH B TEKCTOBOM JTOKyMeHTe. [IpaBmia
o OopMIIEHUST MHOTOCTPaHIMYHOTO TEKCTOBOTO JJOKyMeHTa. Hymeparms ctpanui. Pabora ¢
pYKONHChI0. 3HAKH KOPPEKTYPHOU PaBKHU.
IIpakTHYecKue 3aHATHS 24
IpakTuueckoe 3ansitue 10. OdhopmieHre cHOCOK / OMOIMOrpadUUECKUX CChUIOK Ha HCTOYHHUK 6
B Tekcte. OdopMileHre CIIHCKa UCTIOb30BAHHBIX HCTOYHUKOB.
[pakrnyeckoe 3ansitne 11. Odpopmienue TurynsHoro nucta. Odhopmienue 6

OTJIaBJICHUS/CONEPIKAHUSL.




[pakTnyeckoe 3ansitue 12. BrinogHeHHEe MHOTOCTPAHUYHOTO TEKCTOBOTO JIOKYMEHTA C
HyMepawnyen cTpaHHII.

IpakTueckoe 3ansitue 13. Padora ¢ pykomnuceio. OpopmiieHHe TEKCTOBOIO JOKYMEHTA IOCTIe 6
KOPPEKTYPHOU MpPaBKU.
Paznen 5. M3yuenne JaTHHCKOI KIaBHATYPBI 14
Tema 5.1 OcBoenue | Conep:xanue 2 OK 02, [IK 1.7
KJIABUATYPBI OcBocHHE KIIaBUATYPHI IEPCOHATBHOTO KOMITbIOTEpa (JTaTHHCKUH mpudT). CXema JTaTHHCKOM 2
NePCOHAIBLHOIO KJIAaBUATYpHl. ByKBBI 1 3HaKW NpenuHaHKS, 0COObIe 3HAKHU JIATHHCKOW KIJIaBHATYPHI.

KOMIILIOTEpa IIpakTHYecKue 3aHATHS 12
(IaTMHCKUH mWpUPT IIpakTuyeckoe 3anusitue 14. BrimoiHeHNE yIpaKHEHUH HAa OCBOCHNE TEXHUKH M CKOPOCTH 6
KOMITBIOTEPHOTO Habopa TEeKCTOBOW MH(OPMAIIMH IT0 OCHOBHOMY PSTy KJIaBUATYPHI.

BrimonHeHue ynpaXxHEHUH Ha OCBOCHUE TEXHUKH M CKOPOCTH KOMIILIOTEPHOTO Habopa
TEKCTOBOW WH(OPMAIIIH 10 OCHOBHOMY M BEpXHEMY PSAY KIaBHATYPHI.
IIpakTu4yeckoe 3anusiTue 15. BrimoiHeHNE yIpaKHEHUH Ha OCBOCHNE TEXHUKH M CKOPOCTH 6
KOMITBIOTEPHOTO Habopa TeKCTOBOW WHGOPMAIIMH IT0 OCHOBHOMY, BEPXHEMY M HUKHEMY Py
KJIaBHATYpPHI. BEITIOTHEHNE YIIpa)KHEHUI Ha OCBOSHUE TEXHUKHN Hab0Opa TEKCTOBOM M MU(PPOBOI
nHGOPMAIUH C UCIIOIb30BAHUEM ITU(P U 0COOBIX 3HAKOB YETBEPTOI'O Psijia KIaBUATYPHI.
Pa3nen 6. KoncrpyupoBanue Tadaun 12
Tema 6.1 Conep:kanue 2 OK 02, IIK 1.7
®opmatupoBaHue | DopMaTUPOBaHKME PEKBU3MTOB TAOIMIIEL. PEKBU3HMTEI U CTPYKTYPHOE HOCTPOEHUE TaOIIHIBL. 2
PEKBU3UTOB IIpakTHYecKkue 3aHATHS 10
Ta0IUIbI IpakTnueckoe 3ansitue 16. KoncTpyupoBaHue rojgoBKY K TabJIMIIaM: IPOCTasi, CIIOJKHA, 4
YCIOKHEHHAS.
IIpakTu4yeckoe 3anusitue 17. Koncrpynpopanue O0KOBHKA K TAOIUIIaM: TEKCTOBOM (ITPOCTOH, 6
YCIIO)KHEHHBIN), Tn(poBoH, cMentanubli. [{udpossie rpadbl B TabmUIAX.
Paznen 7. Komnbiorepnasi 00padoTKa 0CHOBHBIX BU/IOB JOKYMEHTOB 28
Tema 7.1 Conep:xanue 2 OK 02, IIK 1.7
Komnbrorepubie KomMmmproTepHbIe TEXHOIOTHH TTOJTOTOBKH IOKYyMEHTOB. PEKBU3UTHI M CTPYKTYPHOE ITOCTPOCHUE 2
TeXHOJOrHHU JIOKYMEHTa. AKTyanu3aiusi HHOPMaIIMHU MOCPEJICTBOM CITPABOYHO-TIPABOBOI CUCTEMBI.
MOATOTOBKH IIpakTHYecKkue 3aHATHS 26
JIOKYMEHTOB IpakTuueckoe 3ansitue 18. KommsiorepHas 00pab0oTKa OCHOBHBIX PEKBH3UTOB JOKYMEHTA. 4
IpakTuueckoe 3ansitue 19. KomnbsiorepHas 00paboTka opraHU3allMOHHON JOKYMEHTAIIMH. 4
[pakTnyeckoe 3ansitue 20. KomnbrorepHas 00pa0doTKa pacropsIUTENLHON TOKYMEHTAIN 6
Ipakrnyeckoe 3ansitue 21. KomnbsiotepHas 06padoTka HH(POPMALMOHHO-CIIPABOYHOM 6
JIOKYMEHTAIHH.
IIpakTudeckoe 3ausitue 22. [IoAroToBKa TEKCTOBOTO TOKyMeHTa. PaboTa ¢ MmakeTom 6

MHOT'OCTPAaHUYIHOI'0 JOKYMCHTA C MCIIOJIB30BAHUCM CHpaBO‘{HO-HpaBOBOfI CHUCTCMBI.

HpOMe)KyTO'-IHaﬂ aTTeCcTanud

3adeT ¢ OIEHKOM

Bcero:

140




3. YCJIOBUS PEAJIM3ALIMM YYEBHOM JUCHUILIMHBI

3.1. Jlas peanu3auuy mMporpamMmsbl y4eOHOM TUCHHMIIMHBI 10JKHbI ObIThH
NPeayCMOTPEHBI cJIeAyIoIHe ClielHaTIbHbIe OMeIIeHUs

Jlaboparopust «KomnbprorepHoii 00pabOTKH JOKYMEHTOBY», OCHAIIIEHHAS B COOTBETCTBUU
¢ nmpunoxxenuem 3 [TOIT-TI.

3.2. AudopmanuoHHOe o0ecniedeHUe peaasu3anui NporpaMmbl
Jlnst peanuzanuu mporpamMMbl  OMOMMOTEUHBIH (POHI 00pa30BaTEIHHOW OpraHU3aAINH
JOJDKEH MMETh NeYaTHbIe W/WIN 3JEKTPOHHbBIE 00pa3oBaTelbHbIE M HHPOPMAIIMOHHBIE PECYPCHI
JUIsL NCTIOJIB30BaHus B 0Opa3oBarenbHOM npouecce. [Ipu popmupoBanuu 6ubnuoreyHoro ¢ponga
o0pa3oBaTeNbHON OpraHu3alueil BhIOMpaeTcs HE MEHee OJHOTO HM3aHUs U3 TEePEUUCIICHHBIX
HIDKE TEYaTHBIX M3MAHUN M (WMJIM) SJEKTPOHHBIX HM3JaHUN B KadecTBE OCHOBHOIO, IPU ITOM
CIIMCOK MOXeET OBITh TOTIOJIHEH HOBBIMHU M3/IaHUSMH.

3.2.1. OcHoBHBIE MeYATHLIC H3TAHUA

1. JlokyMeHTOBeIeHHe: YYeOHUK H TPAKTUKYM JUIsl CpeJHEero MpodeCCHOHAIBLHOTO
obpazoBanus / JI. A. lopornna [u ap.] ; mox pemakmueii JI. A. [lopornnoit. — 2-e uza., nepepad. u
norn. — Mocksa: M3gatensctBo FOpaiit, 2022. — 309 ¢. — (IlpodeccuonansHoe obpa3oBaHue). —
ISBN 978-5-534-04330-3.

2. Kopuees, MW.K. JlokymeHTannoHHOe oOecrieueHHe YIpaBICHHs: Y4YeOHUK H
MpaKkTUKyM I cpenHero mnpodeccuonansHoro obpaszoBanus/ . K. Koprees, A. B. ITmenko,
B. A. Mamypues. — 2-e u3g., nepepad. u non. — Mocksa: U3gatensctBo FOpaiit, 2022. — 384 c. —
(ITpodheccuonansuoe o6pazoBanue). — ISBN 978-5-534-05022-6.

3. Kysnemnos, 1. H. JlokymeHTanmmoHHOE obecrieueHue ynpasiaeHus. JJokyMeHTOO00pOT 1
JICTTOTIPOU3BOICTBO: YUYEOHHK M TPAKTHKYM IS CpPeAHero mnpodeccHoHaabHOro obpasoBanus /
. H. Ky3nenoB. — 3-e u3f., nepepad. u gomn. — Mocksa: M3narensctBo IOpaiit, 2022. — 462 ¢c. —
(ITpodheccuonansuoe o6pazoBanue). — ISBN 978-5-534-04604-5.

4, YeptkoBa, E. A. Craructuka. ABTomaru3anus o0paboTku wuHMOpMaIuu: ydeOHOe
nocobue misa cpenHero mpodeccuonanbHoro obpaszoBanmsi/ E. A. UeptkoBa. — 2-¢ u3Ad., uUcop. u
norn. — Mocksa: M3gatensctBo FOpaiit, 2022. — 195 ¢. — (IlpodeccuonansHoe ob6pa3oBaHue). —
ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHBbIE JIeKTPOHHbIE U3IAHUS

1. JlokyMeHTOBeIeHHe: Y4YeOHWK H TPAKTUKYM [UIsl CpeJHEero MpodeCCHOHAIBLHOTO
obpazoBanus / JI. A. loponnna [u ap.] ; mox pemakmueii JI. A. [lopornnoit. — 2-e uza., nepepad. u
norn. — Mocksa: M3gatensctBo FOpaiit, 2022. — 309 ¢. — (IlpodeccuonansHoe obpa3oBaHue). —
ISBN 978-5-534-04330-3. — Tekcrt: anmekTponHsbIii // ObpazoBarenbHas miatdopma FOpaiT [caiT].
— URL.: https://urait.ru/bcode/469701.

2. Kopuees, HW.K. JlokymeHTallmoHHOE€ OOECTICUCHHE YIpaBICHUSA: YUYEOHHK |
MpaKkTUKyM I cpenHero mnpodeccuonansHoro obpaszoBanus/ . K. Koprees, A. B. ITmenko,
B. A. MamypueB. — 2-¢ u3a., mepepadb. m mpom. — Mocksa : HMznmarensctBo IOpaiit, 2022. —
384 c. — (IlpodeccuonanpHoe odpazoBanue). — ISBN 978-5-534-05022-6. — TekcT: 31meKTpOHHBII
// Obpa3zoBarenbHas wiathopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/472550.



3. Kyzuenos, U. H. [lokymeHnTaiimonsoe obecreuenue ymnpapieHus. JJokyMeHT0000poT 1
JICITOMPOU3BOICTBO: YUYEOHHK M MPAKTUKYM IS CpPeAHero mnpodeccHoHaabHOro obpasoBanus /
. H. Ky3nenoB. — 3-e u3f., nepepad. u gomn. — Mocksa: M3narensctBo IOpaiit, 2022. — 462 c. —
(ITpodeccuonanvuoe o6pazoBanue). — ISBN 978-5-534-04604-5. — Tekcr: 2JI€KTpOHHBIN //
Oo6pasosarenbHas iatdopma KOpaiit [caiit]. — URL: https://urait.ru/bcode/470020.

4, YeptkoBa, E. A. Craructuka. ABTomaru3anus o0paboTku WHMOpMaIuu: ydeOHOe
nocobue ma cpenHero mpodeccruonanbHoro obpaszoBanmsi/ E. A. UeptkoBa. — 2-¢ u3Ad., uUcop. U
norn. — Mocksa: M3gatensctBo FOpaiit, 2022. — 195 ¢. — (IlpodeccuonansHoe ob6pa3oBaHue). —
ISBN 978-5-9916-9342-4. — Tekcr: snexTponHbIii / ObpazoBatenbHas miatdopma FOpaiiT [caiir].
— URL.: https://urait.ru/bcode/471306.

3.2.3. J/lonoJTHUTEIbHbIE HCTOYHUKHU:

1. TOCT P 2.106-2019. Hanmonansublii ctannapt Poccuiickoit ®@eneparun. Enunas cuctema
koHcTpykTOpckoit nmokymeHTaruu (ECKJI). TekctoBble MOKyMEHTHI (YTB. M BBEIAEH B JICHCTBHE
[Tpuxazom @enepaibHOTO AareHTCTBA IO TEXHUYECKOMY pETyJIUPOBAHHUIO UM METPOJIOTHUU
(Poccranmapt) ot 29.04.2019 Ne 176-cT).

2. TOCT P 7.0.97-2016. HamumonanpHbiii ctanmapt Poccuiickoit @Penepanun. Cucrema
CTaHJApTOB MO UH(pOpManuu, ONOINOTEUHOMY U u3narenbckomy neny (CMBU /). OpranuzannoHHO-
pacnopsiauTenbHas JOKyMeHTanus. TpeOoBaHus K OQOPMIICHHIO TOKyMEHTOB (yTB. Ilpmkazom
@denepallbHOTO areHTCTBAa MO TEXHUYECKOMY perynupoBaHuio u wmerponoruu (Poccranmaprt) ot
08.12.2016 Ne 2004-cT).

3. TOCT 7.32-2017. MexrocyaapcTBeHHbIN cTanaapT. Cucrema cTaHIapToOB 0 HHPOPMALIUH,
oubmmoreyHomy u m3gatenbckoMy neny (CUBHJI). Otuér o HaydHO-HCCIEIOBATEIbCKON paboTe
(Otuér o HUP). CtpykTypa u npauia odpopmiieHus (BBeAEH B aeiictBue Ilpukazom denepaibHOTO
areHTCTBA MO0 TEXHUYECKOMY perynupoBanuio U Mmerposioruu (Poccranmapt) ot 24.10.2017 Ne 1494-
ct) (¢ [TonmpaBkamm).



4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHUS
YYEBHOM JUCLHUILINHEI

Pesyrvmamut 06yuenusn

Kpumepuu ouenku

Memoowl ouenku

Hepeqeﬂb yM@Huﬁ, oceaueaemsblx 6 pamKkax ()MCUMVUZMHbl

BBITIOJIHATH TPEOOBAHHUS 10 OXPaHEe
Tpy/Ja U TEXHHKE OE30MaCHOCTH;
OpraHMU30BbIBATH pabovee MECTO
JUTSE MAKCUMAaJIbHO 3 PEeKTHBHOMN
paboTHI;

npodheccHoHaTbHO OCYIIECTBIAT
HaOop, (hopMaTUPOBAHHUE, BHIBOT
Ha 1eYaTh, COXpaHECHHE TEKCTOBOI
1 1@ poBoi HHPOPMAIUK Ha
MePCOHATEHOM KOMITBIOTEPE;
YUTaTh, IOHUMATh U UCIIPABJIATH
IIPOEKTHI JOKYMEHTOB, C
HCIIOJIb30BaHUEM CIIPABOYHO-
MPaBOBBIX CHCTEM;

TUTAHUPOBATH pabouee Bpems,
UCTIOJNB3YS MPEICTABICHHBIC
3ajaHusl, TPOrPAMMHOE
o0ecrieyeHne 1 UCXOJHYIO
JIOKYMEHTAIHIO;

BBIOUPATH TEXHOJIOTHIO CO3IaHHUS
JOKyMEHTA.

«OTJINYHOY - TEOPETHUECKOE COIePIKaHHE
Kypca OCBOEHO TIOJIHOCTBIO, Oe3
po0OesoB, yMeHHS C(HOPMUPOBAHBI, BCE
NpeyCMOTPEHHBIE TPOTPaMMON yaeOHbIe
3aJIaHus BBIITOJIHEHBI, KAYECTBO UX
BBITIOJTHEHUS OIEHEHO BBICOKO.
«XO0pOIII0» - TEOPETUICCKOE COJICPIKAHIEC
Kypca OCBOEHO TIOJIHOCTBIO, Oe3
POOEIIOB, HEKOTOPBIEC YMEHUS
c(hOopMHPOBaHBI HEJJOCTATOYHO, BCE
MpeTyCMOTPEHHBIC IPOTPaMMO y4eOHBIC
3aJIaHHs BBIITOJTHEHBI, HEKOTOPBIE BUIBI
3aJlaHu BBITIOIHEHBI C OIIMOKaMU.

«Y TOBIIETBOPUTEIILHOY - TEOPETHUECKOEC
coJiepKaHue Kypca OCBOSHO YaCTHYHO, HO
MPOOEITBI HE HOCAT CYIIIECTBEHHOTO
xXapakTepa, HeoOXOAMMBIC YMECHHS pabOThHI
C OCBOCHHBIM MaTE€pPHaJIOM B OCHOBHOM
cthopMupoBaHbI, OOJIBITHHCTBO
MPETyCMOTPEHHBIX MPOTPAMMOIL
00ydeHMS YIeOHBIX 3aJaHNH BBHIITOITHEHO,
HEKOTOPBIE U3 BBHITOJHEHHBIX 3aIaHUI
COJIEPIKAT OIIMOKH.
«HeynoBneTBopUTEIHHOY -
TEOPETUIECKOE COJIepKaHue Kypca He
OCBOEHO, HEOOXO/TUMbIC YMEHUS HE
c(hOpMHUPOBaHBI, BEITIOJTHEHHBIC YUCOHBIC
3aIaHMsI COAEPIKAT ITPyObIe ONTHOKH.

DKCIepTHOE
HaOII0IeHHE 32
JIeUCTBUAMU
00ydJaromierocs B XoJe
BBITIOJTHCHHUS
MIPAKTHYECKON paboTHI.
AHanu3 pe3ybTaToB
HaOIIOEHHS 3a
JESITeTbHOCTBIO
00ydJaromerocst B XoJe
BBITIOJTHEHHUS
MPaKTHYECKOHN paboTHI.
OreHKa pe3ysbTaToB
BBITIOJTHEHHUS
MIPaKTHYECKON paboTHI.
OK3aMeH.

Ilepeuens

3H(1Hu11, oceausaembvlx 8 pamkax ()MCHMVUZMHb

1

IpaBHJjIa 110 OXpaHe TPy/ia U
TEXHUKE 0€30IaCHOCTH;

IpaBujIa OpraHU3aIuy padouero
MeCTa ceKpeTapsi U pyKOBOIAUTEIIS;
pyccKast U JIaTUHCKAs KJIaBHATYPhI
MIEPCOHAILHOTO KOMITBIOTEPA;
mpaBuiia 0QHOPMIICHHS TEKCTOBBIX
JIOKyMEHTOB Ha TIEPCOHATHLHOM
KOMIIBIOTEDE.

«OTANYHOY - TECOPETHUECKOE CONCPIKAHUE
Kypca OCBOEHO TIOJIHOCTBIO, Oe3
mpo0eioB, yMeHHs C(hOPMUPOBaAHbI, BCE
MpeTyCMOTPEHHBIC IPOTPaMMO y4eOHBIC
3aJIaHHs BBIITOJTHEHBI, KAYECTBO MX
BBITIOJTHEHUS OIEHEHO BBICOKO.
«XO0pOIIO» - TEOPETUICCKOE COJICPIKAHIEC
Kypca OCBOEHO TIOJIHOCTBIO, Oe3
npo0eioB, HEKOTOPBIC YMEHUS
c(hOpMHPOBaHBI HEOCTATOYHO, BCE
NpeyCMOTPEHHBIE TPOTPaMMOi YaeOHbIe
3aJIaHHs BBIITOJTHEHBI, HEKOTOPEIE BUIBI
3a/laHu BBITIOIHEHBI C OINOKaMU.

«Y JIOBJIETBOPUTEIBHOY - TEOPETHUECKOE
coJiepKaHue Kypca OCBOSHO YaCTHYHO, HO
MPOOEITBI HE HOCAT CYIIIECTBEHHOTO
XapakTepa, HeoOXOaMMBIC YMECHHS pabOThHI
C OCBOCHHBIM MaTepUAIIOM B OCHOBHOM
c(hopMHUPOBaHBI, OOIBITUHCTBO
NPEAYCMOTPEHHBIX TTPOrPaMMOit
00ydeHMS YICOHBIX 3aJaHMi BBIITOITHEHO,
HEKOTOPBIE U3 BBHITOJHEHHBIX 3aIaHUI
COJIEPIKAT OIIMOKH.
«HeyaoBieTBOPUTEIBHOY -
TEOPETUUECKOE COJepKaHUe Kypca He
OCBOEHO, HEOOXO/TUMbIC YMEHUSI HE
c(hopMupOBaHEI, BHITOTHCHHBIC YISOHBIC
3aJlaHusl coJiepKat rpyObie OMUOKY.

AHanu3s pe3yabTaToB
TECTOBBIX 3aJIAHUM.
DKCIepTHOE
HAOJIOJICHHE U OLICHKA 3
EUCTBUSIMU
oOyJaronmxcs Ha
MPAKTHYECKUX 3aHATHUSAX.
Tekyimuii KOHTPOJIb
MIPUMEHCHUS 3HAHU B
XO/I€ BBITTOTHEHUS
MPAKTHYECKUX 3aIaHUM.
DK3aMeH.




MUWHHUCTEPCTBO ITIPOCBELIEHUS
POCCUMCKOMN ®EJEPALIUA
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COJIEP)KAHUE

. OBIIASI XAPAKTEPUCTUKA PABOYEI TPOTPAMMBI
YYEBHOM JUCLUILINHEI

. CTPYKTYPA M COJEP)KAHUE YUYEBHOM
TACIHUATIIAHBI

. VCJIOBUS PEAJIM3ALIMM ITPOTPAMMBI YYEBHOM
TACIHUATIIMHBI

. KOHTPOJIb ¥ OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUILINHEI



1. OBIIASI XAPAKTEPUCTUKA PABOYEW TPOT'PAMMbBI YYEBHOIN
JANCHUTTIJIUHBbI
«OII.08 JlomkoabHAS MEeAATOTHKA»

1.1. MecTo IMCHUNJIMHBI B CTPYKTYP€e OCHOBHOM 00pa3oBaTe/ibHOI MPOrpaMMBbl:
VYueonas aucrurmmHa «OIIL[.08 TNocymapctBenHas cimyx0a» sBIsSETCS 00s3aTEIBHOU
4acThl0 00MmIENPOPECCHOHANBHOTO IHMKJIa TMPUMEPHON 00pa3oBaTEIbHOM MpPOTpaMMbI B
coorBercTBUM ¢ PI'OC CIIO mo cnenmansHocTH 46.02.01 JlokymMeHTanmoHHOE obOecreueHue
YIpaBICHUSA U apXUBOBEACHHUE.
Ocoboe 3HaueHHE TUCIUIIIMHA UMeeT Tipu GopmupoBanuu u pazputun OK 09.

Kon
YMmenust 3nanus
IIK, OK
OK 09 ONPEACIISITh aKTyaJIbHOCTh | COJIEpKAHUE aKTyaJIbHOU HOPMaTHUBHO-
HOPMAaTUBHO-TIPABOBOM MPAaBOBOM TOKYMEHTAIINH;
AOKYMCHTalMn B | cTaHIapThl aHTUKOPPYINIIMOHHOTO MOBEJICHUS U
npogeccHoHaTbHOMI IIOCJIEJICTBHSL €70 HAPYLICHUS;
ACATCIILHOCTH, HOPMATHBHBIE TIPABOBBIE aKThl POCCHHCKON
HCIOIb30BATh NpaBOBYIO | enepanun B cepe HHPOPMAIMOHHBIX U
HH(pOpMAIHIO B | KOMMYHUKAI[MOHHBIX TEXHOJIOTUH;
npodeccuOHaNbHOk HOPMAaTHMBHBIE NPAaBOBBIE aKThl Poccuiickoi
ACATCILHOCTH, ®enepanyu 1o 3amure MHGOpMaMU U paboTe
3alllMIIaTh  CBOM  MpaBa B | ¢ oOpalleHUsIMH IPaK/IaH;
COOTBETCTBUM € TPYHNOBBIM | yopyatuBHBIE NpaBOBBIE aKTHl  Poccmiickoi
3aKOHONIATEILCTBOM, ®enepaum B chepe  MHPOPMALMOHHON
NMPUMCHATH CTaHdapThI 6630HaCHOCTI/I;
aHTUKOPPYIIIHOHHOTO TpeGOBaHUs OXPaHbl TPY/A;
MIOBEJICHHUS; N
HOpPMAaTUBHBIC TMIPABOBBIE aKThl Poccuiickoii
HpUHAMATB MEpBI 10 | ®enepanin B cdepe OpraHuzanuu  JeNOBOM
COXPAaHEHHUIO [IOC3IKH:
v 2
KOH(UIEHITNATIEHON N
(punenn . HOPMAaTUBHBIE TMpaBOBBIE aKThl Poccuiickoit
nHpopManuu B Xoae mpuéma .
- ®denepanun B chepe HHPOPMAIIHH;
MIOCETHUTEICH; N
HOpPMaTUBHBIE IMpaBoOBble akThl Poccuiickoii
obecrieynBaTh  COXPAHHOCTb .
Deneparun B chepe AeT0MpPOU3BOICTBA;
MEePCOHANbHBIX JAHHBIX . .
HOpPMaTUBHbIE IMpaBoOBble akThl Poccuiickoii
pabOTHHKOB. .
®deneparun B chepe TPYIOBBIX OTHOIICHUH;
JIOKAJIbHBIE HOpMAaTHBHBIC aKTHI,
periaMeHTHPYIONINE TPYI0Bble OTHOIICHHUS;
HOpPMAaTUBHBIC IIpaBOBbIe akKkThl Poccuiickoit
®enepanuu B chepe apXuBHOTO Jiea;
HOpPMAaTHUBHBIE TIPaBOBbIE aKThl Poccuiickoit
Qeneparu B 005aCcTH  KOH(DUICHIUATBHOM
uHbpOpMallMd U 3alIUTHl  [EPCOHAIbHBIX
JAaHHBIX.




2. CTPYKTYPA U COJEP)KAHUE YUYEBHOM JUCHUILIAHBI

2.1. O6beM y4eOHOM JUCHUILUINHBI U BUABI Y4eOHOI padoThl

Bup yueOHoii padoThI

0O0BeM B yacax

O0bem o0pa3oBaTe/IbHOM MPOrpaMMbl Y4eOHOH JTMCHUTIIMHBI 40
B T.4. B (pOpMe NPAKTUYECKOH MOATOTOBKH 6
BT. U..

TEOPETHYECKOE 00YICHHE 28
MPAKTUYECKHE 3aHATHS 6
Camocmosmenvhas paboma 6

HpOMe)KYTO‘IHaH aTTecTanuda

3ayeT ¢ OLEHKOH




2.2. TemaTuyeckuii NJIaH U coepKaHue Y4eOHOH TUCHHUNIUHBI

Oo0beM, akan. 4./
B TOM 4YHCJIE B

Koasl koMneTeHumii,

HaumeHoBaHue Copaeprxanue yueOHOro MaTepuaja u (popMbl OPraHu3anuu dopme (opmupoBanuio
pa3zesioB U TeM eI TeJILHOCTH 00YYAIOIINXCS NMPaKTHYeCKOi KOTOPBIX CNIOCO0CTBYET
MOAr0TOBKH, 3JIEMEHT NPOrpamMMbl
aKajf. 4.
1 2 3 4
Tema 1. IlonsiTue Conep:kanue y4eGHOro MaTepuasia 2 OK 09
rocyaapcTBeHHOI Beenenue. [Tonstue rocyapcTBeHHOM Ci1y)0bl. BOSHUKHOBEHHE rOCy1apCTBEHHOM 2
CIIYKOBI CITyO0BI. BUITBI TOCYTapCTBEHHON CITYXKOBI M MX XapaKTEePUCTHKA. BowmHCKasr 00s3aHHOCTD
1 BoeHHas ciyxo0a. [IpaBooxpannutensHas cayx0a. Ciry)k0a rpakIaHCKOM 3aIUTHL.
Tema 2. JlosskHOCTH Copepxanne yaeOHOIo MaTepraia 4 OK 09
rocyaapcTBeHHOI [NonsiTre: JOMKHOCTD, JODKHOCTHOE JIUIIO, TOCYAAPCTBEHHAS JOIDKHOCTD. JlomKHOCTH 4
CJIY:KObI M MPUHIUIIBI | TOCYIAPCTBEHHOM Ci1yk0bl. CHCTEMA TOJDKHOCTEH Ha TOCYIapCTBEHHON IpaskIaHCKOM
AO0JKHOCTHOT0 pocTa | ciyk0e. Kiaccudukariust 10KHOCTEH roCy1apcTBEHHOM Ci1yKObI. PeecTphbl TOKHOCTEH.
Cucrema KJIaCCHBIX YNHOB TPaXKIAHCKOM CITyXKOBI.
Tema 3. Coaep:xanue y4eOHOro MaTepuaJia 2 OK 09
I'ocynapcTBeHHbIH [Nonsitue rocymapcTBeHHOTO Cinyxaiero. [IpaBa u 003aHHOCTH TOCYIaPCTBEHHOTO 2
CJIYKAIIMIi: MPAaBOBOI | CiTyXaIero. 3anpeThl U OTPaHUYCHUS, CBI3aHHBIC C TOCYAAPCTBEHHOHN CITY>KOOH.
U 001eCTBEHHBbIH I'ocynapcTBeHHBIE TApaHTHHU Ha TPasKIAHCKOM CITy»KOe.
craTyc B ToM yuciie IpakTHYeCKUX 3aHATHI 2
[pakTuueckoe 3ansaTue 1. [IpodheccuoHanbHbIC U TMYHOCTHBIC XaPaKTEPUCTUKU 2
COBPEMEHHOT'0 TOCYJTAPCTBEHHOTO CITY>KAIIEro
Tema 4. KagpoBas Coaep:kanue y4eOHOro MmaTepuaa 2 OK 09
MOJIMTHKA U KaApoBasi| OCHOBHBIE HANIPABJICHUS TOCYIapCTBEHHON KaApoBOoi MOTUTHKH. DopMUpoBaHHE 2
pa6ora B cucTeme KaJIpOBOTO COCTaBa rOCYapCTBEHHOM ¢y 0bl. KapoBbie moipa3aesieHus B opraHe
rocyI1apcTBEHHOI0 BIIACTH W WX 3a7auu. Kagpoast cimy»x0a rocy1apcTBEHHOTO OpraHa.
yhpaBJjeHuUsi
Tema 5. JTansl Coaep:kanue y4eOHOro MaTepuaa 4 OK 09
NPOXOKAEHUS [Moctynienue Ha TpaXAaHCKYO cITy)KO0Y. [Topsiiok MpoBeIeHUS ¥ y4acTUsl B KOHKYPCe Ha 4
rocy/iapcTBeHHO 3aMeIIeHIE BaKAHTHBIX JTOJDKHOCTEH. TpeOoBaHUs K KaHIUIaTaM Ha 3aMeICHHC
CJIYKOBI nospkHocTel. KonkypcHas komuccus — coctaB, nojaHomouns. Kanpossiit peseps. [Ipuem
Ha paboTy U3 KaapoBoro pesepra. [Iprka3 o Ha3HAYCHNUHU HA JTOJHDKHOCTD.
CnyxeOHbIi KOHTpAaKT. [lepeBo ¢ TOKHOCTH Ha JOJDKHOCTb, IEPEBOJ B APYTOil opraH
BJIACTH, BPEMEHHOE 3aMelIeHHEe JOLKHOCTH. ATTecTanus. [loompennst u B3bICKaHUS.
YBoJIbHEHNE W OCHOBAHUSI YBOJILHEHMSL.
B ToM 4ynciie IpaKTHYeCKUX 3aHATHIA 2
I[IpakTHyeckoe 3aHsATHE 2. XapPAKTCPUCTHKA OCHOBHBIX 3TAIIOB IMPOXOKICHHS 2

TOCYIapCTBEHHOM CITyOBI. DTaIbl MPOBEEHNU KOHKYpCa.




Tema 6. Ciry:xe0HO€ Copepxanne yueOHOIo MaTepraia 4 OK 09
noBejieHue u OcHOBHBIE LIECHHOCTH Ha TocyaapcTBeHHOH ciyx0e. [latpuotusm. [IpuHuumme! ciryxxebHoro 4
npogeccHOHAIbHASA noBeneHus1. bopp0a ¢ koppymmmeid. [IporuBoaeticterue koppymiuu. [logpasnenenus mo
KYJbTypa 00pb0e ¢ KOppyMIUed. YToJI0BHAsI OTBETCTBEHHOCTh FOCYJAPCTBEHHBIX CITYKaIIHX.
rocya1apcTBEHHOI0 AMHMHUCTpaTUBHAs OTBETCTBEHHOCTh TOCYJAPCTBEHHBIX CITY)KAIIHX.
cJIyKalero
Tema 7. Konpaukr Coaep:kanue y4eOHOro MaTepuaa 2 OK 09
HHTEPECcOB Ha [MousTHs: KOpIOpaTUBHBIE WHTEPECHI, nuaHble WHTEepechl. [lousaTus: 2
rocyAapcTBeHHOMH KOH(JIMKT HHTEPECOB,  MHAMBHIYAIbHBIN CITy>keOHbIH criop. [lyTn yperynupoBaHus
ciayxoe KoHQIIMKTa nHTepecoB. [locieIcTBHS BOSHUKHOBEHHUS! KOH(JIMKTA HHTEPECOB.
Tema 8. Coaep:kanue y4eOHOro MaTepuaa 2 OK 09
JAucuumiimHapHas Crry>xeOHast TUCITUTUIMHA Ha TPaXKIaHCKOH ciryx0e. 2
OTBETCTBEHHOCTH JlucuuImnHapHbIC B3BICKAHWS, TOPSAI0K MPUMEHEHUS U CHATHUS JUCIUTUTMHAPHOTO
rpakIaHCKOro B3BICKAHUS.
cJIyKalero
Tema 9. Copepxanne yaeOHOIo MaTepuaia 2 OK 09
Hoompenus u [Moommpenus 1 Haka3aHUs HA TOCYAAPCTBEHHOMN TPasKJaHCKON CITY>KO€: BUJIBI MTOPSIOK 2
HaKa3aHUs HA MIPUMEHEHUS
rocyiapcTBeHHOMI
TPaKIAHCKOM cay:k0e
Tema 10. Conep:kanue y4e0HOro MaTepuaia 4 OK 09
Opranuzanust [IpaBoBBIE M OpraHM3ALMOHHBIC ACTIEKTHl OPTaHU3ALNHU TOCYIAPCTBEHHOM CITy>KOBI B 4
rocy1apcTBeHHOI 1 pasHbIX cTpaHax wmwupa. CucTteMa pacnpeesieHus T0JDKHOCTEN Ha TOCyJapCTBEHHON
MYHHIUNIAJIbHOT ciryx0e pa3HbBIX CTpaH. YIIpaBlIeHUE KaJpaMy U KaJpoBasi MOJIMTUKA B Pa3HBIX CTPAaHAX:
cayx0bI 3a pybesxom. | Eppona, Asusi, CeBepHast 1 IOxHas AMEpPHKH.
B ToM yuciie IpakTHYeCKUX 3aHATHI 2
MpakTnyeckoe 3ansiTue 3. CpaBHUTEIBHBIA aHAJHN3 TOCYJAPCTBEHHON CITY>KObI B Pa3HBIX 2
CTpaHax. IBOIIONHUS TOCYAAPCTBEHHON CITY)KOBI.
CamocrosiTesibHas padoTa 6
IIpomexyTouHasi aTTecTanusi 3a4er ¢ OLeHKOH
Bcero: 40




3. YCJIOBMS PEAJIM3AIIAY YYEFHOM JUCHUILIAHBI

3.1. I peaJu3anuu NporpaMmMbl Y4eOHOM THMCUUILTHHBI T10/KHBI ObITH
NpeIyCMOTPEHbI CileAyoIHe creluaJlbHble OMeIeHNs :
Ka6I/IHeT «COI.[PIEUII:HO-E)KOHOMH‘-I@CKI/IX JUCHUITIINH, OCHaH_IeHHBII\/'I B COOTBETCTBUU C

IIICC3.

3.2. HupopManuoHHOe 00ecnieyeHHE PeaJH3alH POrPaMMbI
Jlns  peanuzanuy  MporpamMMbl  OMOIMOTEUHBIH (QOHA 00pa30BaTENbLHOW OpTraHU3ALNH
JIOJDKEH MMETh TIeYaTHBIC W/WJIM 3JIEKTPOHHBIE 00pa3oBaTeNbHbIC M MH()OPMAIIMOHHBIC PECYpChI
JUIS MCTIONIb30BaHMsI B oOpa3oBaresnibHOM Tpouecce. [lpu popmupoBanuu O6ubimorednoro (onmga
00pa3oBaTeNbHON OpraHMU3alUei BHIOMpAEeTCss HE MEHEEe OJJHOTO M3JaHMs U3 MEPEUUCICHHBIX HUXKE
NEYaTHBIX HM3JaHUN U (MJIM) DJEKTPOHHBIX W3JIaHHH B KadyecTBE OCHOBHOTO, MPH 3TOM CIIMCOK
MOET OBITh JIOTIOJTHEH HOBBIMH M3/IaHUSIMH.

3.2.1. OcHOBHbIC NEYATHLIC U3TAHUSA
1. Amumosa, H. A. Bonbmoit cnpaBounuk kaaposuka Poctos, ®enwnke, 2010.

2. T'mazynoBa, H.M. Cuctema rocygapcrBeHHoro ympasienus.- M.: KOHUTU JIAHA,
2009.

3. Bonkona, B. B. 'ocynapctBennas cinyx6a. — M.: FOuurtu-Jlana; 3akon u npaso, 2012.

4, Kabamos, C. FO. I'ocynapcTBeHHast Ciry»0a: OCHOBHBIC JSTallbl pa3BUTHSA KaK HayKd
npodeccuu ot JlpeBHero mupa ao Havyana XX B. / C. I0. Kabamos. - M.: HUL] UH®PA-M, 2017.
287 ¢

5. Jlunickn, C.A. T'ocymapcTBeHHOE (MYHHUIIMIIATILHOE) YIPABICHHE M TOCYAapCTBEHHAs
cnyxo6a / C.A. Jluncku. - M.: Pycaiinc, 2018.

6. IlapmmkoB, A.I'. I'ocynapcTBeHHOEe W MyHHUUMNANbHOE Yymnpasienue.- M.: TOHUTUH,
2009.

7. lllep6akos, FO.H. 'ocynapcTBeHHass 1 MyHULUnaibHas ciyx0a. Poctos/ Jlon ®eHukc.
2019.-132 c.

3.2.2.  OcHOBHBIE 3JIeKTPOHHbIE H3TAHUSA

1. AmmantoBa, W. C. [IlportuBoxeiictBue Koppynuuu : ydeOHOe mocobue
uis  cpenHero mpogeccuoHansHoro obpaszoBanust / WM. C. AmwmantoBa. — Mocksa
W3marensctBo  HOpaiir, 2020. — 149 c¢. — (IIpodeccuonanpHoe o0Opa3oBaHue). —
ISBN  978-5-534-13540-4. — Tekcr: oanektponnsridi // 3BC  Hpaitir [caiiT]. —
URL: https://urait.ru/bcode/465850

2. bopieBckui, I. A. I'ocynapcTBenHas ciyxo0a: yuebHoe nocobue
Ui cpeAaHero  mpodeccuoHanbHOro obpazoBanus / I.  A. bopmeBckuil. — 2-¢
u3n., wucnp. u gon. — MockBa :  MsmarensctBo IOpaiit, 2020. — 303 c. —

(ITpodeccuonansroe obpazoBanue). — ISBN 978-5-534-05938-0. — Tekcr: anexTponHsbIit // DBC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/454950

3. I'ocymapcTBeHHass W MyHHUIMNAJIbHAsg  CIOyk0a:  y4yeOHMK M TMPAaKTHKYM

st cpenHero mpodeccruoHamsHOoro ooOpazoBanuss / E. B. Oxorckmit [m np.] ; mon
obmert pemakumeir E. B. Oxorckoro. — 2-e¢ wu3m., mnepepab. u gom. — Mocksa:
W3parensctBo  FOpaiit, 2020. — 409 c. — (IIpodeccuonanpHoe oOpa3oBaHue). —
ISBN  978-5-534-09619-4. — Tekct: oanekrponusi // OBC  [Opaiir  [caiit]. —

URL: https://urait.ru/bcode/451159
4, JIémun, A.A. T'ocymapcTBeHHass U MYyHHUIMTAQIbHAS CIy)K0a: YYEOHHK IJIsi CpPEIHETO

npodeccuonansHoro obpazosanust / A. A. JIémun. — 10-e uzn., mepepad. u gom. — Mocksa:
W3narensctBo FOpaiit, 2020. — 354 ¢. — (Ilpodeccuonansuoe obpazoanue). — ISBN 978-5-
9916-9098-0. @ —  Tekctr: oamektponnbit // ObC  HOpaiit  [caiit]. —  URL:

https://urait.ru/bcode/451161
5. Haymos, C.IO. T'ocynapcTBeHHOE M MYHUIUINAIBHOE YIpaBICHUE [DIEKTPOHHBIN



pecypc]: yuebnoe nocobue / C.}HO. HaymoB [ ap.]. — DJEKTpOH. TEKCTOBBIE AaHHBIE. — M.:
HamxoB u K, Ait Il Op Memua, 2016. — 554 ¢. — 978-5-394-01417-8. — Pexum nmocryma:
http://www.iprbookshop.ru/57137.html

6. IIpoxodnes, C. E. 'ocynapcTBeHHast 1 MyHUITUTIAbHAS CITY)0a: YICOHUK U TIPAKTUKYM
s cpenHero npodeccuonansHoro obpaszoBanus / C. E. Ilpoxodses, E. JI. borarsipes, C. T.
Epemun. — 2-e uzn., nepepad. u pon. — Mocksa : UsnatensctBo FOpaiit, 2020. — 302 ¢. —
(ITpodheccuonansuoe obpazoanue). — ISBN 978-5-534-05165-0. — Texkcr: anexrponnsiit / DbC
IOpaiir [caiit]. — URL: https://urait.ru/bcode/450917

3.2.3. JlomosHHUTEIbHbIE HCTOYHHKH

1. XKyxos, A.Il. 'ocymapcTBeHHass 1 MyHHIIMNIANBHAs ciryx6a.- M.: UHOPA-M, 2007.

2. UrnatoBa, B.I'. 'ocynapcTBeHHas rpaxaaHckas ciyxoOa: yuyeOHuk.-moxa pea.- M.,MKIL]
«MapT», 2015. - 127 c.

3. Ky3nenona, U.A. ['ocynapcTBeHHOE 1 MyHUITUTIIANIbHOE yIpaBieHue.- M.: Dkcmo, 2009.

4, Jlappun E.I'. OcHOBBI TOCygapCTBEHHOTO ympaBieHHs.- M.: DOUHAHCH U CTaTUCTHKA,
2009.

5. Paguenko, A.M. OCHOBBI TOCYZapCTBEHHOTO ¥ MYHHUIIMIAIHHOTO YIIPABICHUS:
CHCTEMHBIN noaxo: yueOHuk. PoctoB - Ha - [lony: Pocuznan,2014. - 152 c.

6. Cucrema mectHoro camoymnpasinenust/ mox pea. O.U. Kozuna.- M.: KOHUTH, 2008.

7. ComenkoBa, H.C. I'ocynapcTBeHHast 1 MyHUIMIIAIbHASA cyx0a: Y4ueOHO-MeToinYecKoe
nocobue. - Hwkauit Hosropox: HHI'Y um. H.U. Jlo6aueBckoro, 2016 — 60 c.

8. lamaposa, E. M. I'ocynapcTBeHHast ¥ MyHHLHMIANbHas ciayx6a. — M.: THOPA-M,
2014.

9. Hlepb6axos, FO.H. I'ocymapcTBeHHass u MyHUIMNaigbHas ciyx0Oa.- PoctoB H / JloHy:
®ennkc, 2009.

4. KOHTPOJIb 1 OLIEHKA PE3YJIbTATOB OCBOEHMUAA

YYEBHOU JUCHUIIJINHBbI
Pesyrvmamut 06yuenusn | Kpumepuu oyenku | Memoowvl oyenxu
Ilepeuens ymenuii, 0c6au8aemMuix 8 pamrax OUCYUNIUHDL
MIPUMEHSATH KaJPOBYIO MOJIMTHKY | YMEHHE CaMOCTOSTENIbHO paboTaTh ¢ o opMIIEHHE OTYETOB 110
Ha TOCYZAapCTBEHHOH CITyKOe JIOKYMEHTaMH, COJIepKaIllMU MPaKTUYECKUM
KOHQUICHIINAITEHYIO 3aHATHSAM; OLIEHKA
UH(OPMAITUIO, B TOM YHUCIIE C BBITIOJTHEHHS
JIOKYyMEHTaMU 10 JUYHOMY COCTaBY; MPAKTUYCCKUX 3aHATHIA;
CIIOCOOHOCTH MMPUMEHSTDH MIPABOBBIE OIICHKA BBITIOJTHEHHS
HOPMBI, 3aKpPEIJICHHBIC B CaMOCTOSITEIIbHOM
3aKOHOATEIHCTBE O TOCYIaPCTBEHHOM paboThI
ciryx0e B COOTBETCTBYIOIIEH cdhepe
npodeccCHoHaTBEHOM
JIeATEIbHOCTH
Ilepeuens 3nanuil, 0c6ausaemvlx 8 pamKax OUCYUNIUHBI
CHCTEMa TOCYAapCTBEHHBIX 3HaHHE 0COOCHHOCTEN CHCTEMBI TECTUPOBAHUE;
YUPEXKJICHUI U OPraHOB MECTHOTO | TOCYJapCTBEHHBIX YUPEKIEHUN U OpPraHOB| YCTHBIN U MUCHMEHHBIN
CaMOYTIPaBJICHUS; MECTHOT'O CaMOYIIpaBJICHUS; oT1poC;
00III1e IPUHIIATIBL 1 3HAaHWE OOMINX MPUHITUIIOB TPEOOBAHNHN K | aHAIU3 BHIIIOJIHEHUS
TpeOOBaHUS K MPOXOKICHHIO MPOXOKJICHUIO TOCYJapCTBEHHOU JIOMAIITHETO 3a/1aHus,
rOCyJapCTBEHHOMN CITyKOBI, CI1y>k0bl; 3HaHUE crienuduku popm CaMOCTOSITETbHON
OpraHu3allMOHHO-TIPaBOBBIC TOCYJapCTBCHHOI'O aIlrapara pa6OTBI
(hopMEI TOCYTapCTBEHHOTO YIPABJICHUA
amnmapara ynpaBJIeHUs
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