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1. OBIIASA XAPAKTEPUCTHUKA PABOYEHN MPOTPAMMBI YYUEBHOM
JUCHHUIIJIMHBI
«OIIL.01 DxoHOMHKA OPTraHU3ALUHN»

1.1. MecTo AUCHUIIMHBI B CTPYKTYPe OCHOBHOIi 00pa3oBaTe/IbHOM NMPOrpaMMbl:

Vuebnast aucrumauHa «OIIL.01 DxoHoMHMKa OpraHu3alMu» SBISIETCS 00s3aTeNbHOM

4acThl0 00MmenpodecCHOHATBHOTO IHMKJIAa TMPUMEPHON 00pa30BaTEIBbHOM MPOTrpaMMBbI

cootBercTBUM ¢ ®I'OC CIIO mo cnenuansHocTH 46.02.01 JlokyMeHTanmoHHOE obOecreueHue

yTIPaBIICHUS U APXUBOBEICHHUE.
Ocoboe 3HaueHHe AUCUUIUIMHA UMeeT mpu popmupoBanuu U pazsutun OK 03.

1.2. lleab u mu1aHUPYyeMble pe3yJbTAThl 0CBOCHHS TUCHMIIINHBI:
B pamkax mporpammbl y4eOHOH TUCHMIUIMHBI 0OyYalOIIMMUCS OCBAaMBAIOTCS YMEHUS

U 3HAHUS
Kon
Ymenus 3HaHus
IIK, OK
OK 03 MIPOU3BOUTH PACUEThl IO OCHOBHBIM U | 0a30BBIC TTOHITHS TUCIUTUIAHEI,

00OpPOTHBIM CPEJCTBAM MPEANPUATHUS;
COCTaBJIATh TPOCTEHIINI OU3HEC-TUIaH
3a/1aBaeMOT0 MPEANPUSATHUS;
OCYIIECTBIISATH MPOCTEHIINE pacyeThl 1Mo
KaJipam # 3apabOTHOM IJ1aTe;
PAaCCUUTBIBATL M3ACPIKKU IMPOU3BOACTBA
1 ce0eCTOMMOCTH MPOAYKITUH (YCTYT) TIO
3aJIaHHBIM [TapaMeTpam;

paccuuThIBaTh LIEHY Ha MPOIYKIHUIO;
OIICHUBATh 3¢ PeKTUBHOCTD
JeSITeIbHOCTH OpraHU3aluu

OOIIYI0 XapaKTePUCTUKY TPYIOBBIX

pecypcos;

MOHATUE, CYIIHOCTb M  pOJIb
Hay4YHO-TEXHUYECKOr0 Iporpecca B
Pa3BUTUU OpraHU3ALNY;

OCHOBHBIE SKOHOMUYECKHE

IMOKa3aTCJ/In OpraHru3alumn;

OCHOBHBIEC OpraHU3aIMOHHO-
MpaBoOBbIE (POPMBI MIPEATIPUATHIA;
OCHOBHBIE HaIpaBJICHUS

HHHOB&HHOHHOﬁ TIOJIUTHKHU

2.

CTPYKTYPA M COJIEP)KAHUE YUYEBHOM JUCIUILIAHBI

2.1. O6beM y4eOHOI TUCHUILINHBI M BUABI Y4eOHOI padoThl

Bun yueOHo# padoThI O0BeMm B yacax
O0bem 00pa3oBaTebHOM NPOrpaMMbl YU4eOHOM TMCHUTIIMHBI 82

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

BT. 4.

TeopeTHIECKOoe 00yUIeHUE 48
MIPAKTHYECKUE 3aHATHU 24
Camocmosmenvhas paboma 10
ITpome:kyTouHas aTTecTanuda (IK3aMEH) 3auer ¢ OLEHKOM




2.2. TemaTu4yeckuii IJIaH U coJep:KaHue Y4eOHOH TUCIIUTNTHHBI

HaumenoBanue
pa3aesioB U TeM

Conep:xanue u ¢GopMbI OPraHU3alUM AeITeJIbHOCTH 00y4ar0IHuXCs

Oo6bem, akaja. 1/ B TOM
4yuciie B popme

Koasl komMnereHnmii,
¢GopMuUpoBaHUI0 KOTOPHIX

NMPaKTHYeCKOMH CIoco0CTByeT 3JIeMeHT
NMOAr0OTOBKM, AKA/l. 4 MPOrpamMMblI
1 2 3 4

Pazgen 1. Xo3s1iicTBYOIIHI CYyOBEKT B YCJIOBUSIX PHIHOYHOMH IKOHOMHKH 8
Tema 1.1. Opranusauus | Conep:ixanue 4 OK 03
KaK X03S1iCTBYHOIIMIT IlonsTre «opranusanysh», BHYTPEHHSA U BHELIHAA cpeia OpraHu3alyH. 4
cy0beKT B YCJOBHSX ®aKkTOpHI, OKa3bIBAIOIIUE BIUSHUE HA ACSITEILHOCTh OPraHU3aIIH.
PBHIHOYHOH IKOHOMUKH
Tema 1.2. Conep:xanne 4 OK 03
Opranu3anMoHHO- [IpaBoBbie popmbl X03sHCTBYIOMIX CyOBeKTOB. KoMMmepueckue u 4
npaBoBbie GOpMbI HEKOMMepYEeCKHe OpraHu3aluy. JJoKyMeHThI, peryIupyomme
X3S CTBYIOIIMX OpTraHU3aIOHHO-TIPABOBBIE (DOPMBI MTPEITPHUATHH.
cy0beKTOB
Pa3nen 2. JxoHOMHYeckHe pecypchl NpeANpPUATHS 20
Tema 2.1. OcHOBHBIE Copaepxanue 4 OK 03
cpeacTBa [MonsTre, knaccuduKaiys, yueT U OlleHKa OCHOBHBIX CPEJICTB. 4

AMopTu3alus ¥ U3HOC OCHOBHBIX CPEJICTB.

B TOoM unc/ie npakTHYecKUX 3aHATHIL 1 1a00PATOPHBIX padoT 4

IIpakTnyeckoe 3ausaTue 1. Pacuer aMOpTU3AIIMOHHBIX OTYUCICHUHN U 4

OCTAaTOYHOW CTOMMOCTH OCHOBHBIX CPEJICTB.
Tema 2.2. O6opoTHbIE Conep:xxaHue 4 OK 03
cpeacrea CocraB 1 knaccupukanys 000POTHBIX CPEACTB, HCTOUHUKI 4

tdopmupoBanus. [lokazaTenu 000POTHBIX CPEICTB.
Tema 2.3. TpynoBsie Conep:xanue 4 OK 03
pecypcebl CocraB U CTpyKTypa KaApoB npeanpustus. [lokazarenu nBrxeHUs 4

TPYZIOBBIX PECYPCOB.

B ToM Yuc/ie TPAKTHYECKUX 3aHATHIH U 1a00paTOPHBIX padoT 4

IpakTuyeckoe 3ansaTHe 2. Pacuer cymmbl 3apabOTHOI MaThl 4

pabOTHHKAM OpTaHM3aIiH.
Pa3znen 3. MapkeTuHroBas 1esiTeJIbHOCTh OPraHU3aANUHU 8
Tema 3.1. MapkeTuHr: Conep:xanue 4 OK 03
ero ey U GyHKUUN MapkeTuHr, ero ocHOBBI. [IoHSTHE U KOHIIENIIUY MapKEeTHHTa. 4
Tema 3.2. Conep:xanue 4
HNunoBanuonnas u CymHoCTh U Ki1accupukanys HHHOBaIui. IHHOBaIMOHHAS CTpaTerus U 4
HHBECTUIIHOHHASA HHBECTUIIMOHHAS IMOJIUTHKA IIPEOIPUATH.

MOJTUTUKA OPraHv3alivm




Pa3nen 4. OcHOBHBIE TOKAa3aTeNH /1eSITeIbHOCTH OPraHU3aluu

32

Tema 4.1. U3gep:kku
NpeANpHUATHS HA
NMPOU3BO/ACTBO H
oOpaieHue

Coaepxanue

S

N3 nepxku nporu3BOACTBA, BUIBI U3JIepKEK. [[oHATHE «KaTbKyIALMS
Y KaJIbKYJIMpOBaHuE». MeTo bl KaJIbKYJIUPOBAHUS MMPOAYKIIHH.

B ToM Yuc/ie NpaKTHYeCKUX 3aHATHH M JIa00pPaTOPHBIX padoT

IIpakTnyeckoe 3ansitue 3. OnpenesneHue cedecTOUMOCTU
IpOAYKIMH (padoT).

OK 03

Tema 4.2.
enooOpa3oBanue Ha
npeInpuATHI

Coaepxanue

CymHoCcTh U (PYHKIUA TIEHBI KaK YKOHOMHYECKOoH kareropun. Cucrema 1eH
u ux knaccudukanus. akTopel, BIUSIONINE HA YPOBEHbB IICH.

OK 03

Tema 4.3. ®uHaHCHI
OpraHu3amum.

Coaepxanue

S

HcTounnky pUHAHCOBBIX pECYpCOB OpraHU3alni. BHyTpeHHNE U BHEITHHE
MCTOYHUKHU QrHAHCUpOBaHUs. COOTHOIICHNE COOCTBEHHBIX U 3aCMHBIX
cpencts. Kpeaut u xpenuTHast cuctema.

B ToM 4nciie npakTHYeCKUX 3aHATHIL 1 J1a00PATOPHBIX padoT

IMpaxkTuyeckoe 3ansitue 4. Pacuer CTONMOCTH UCIIONTB30BAHUS 3aEMHBIX
CpeICTB

OK 03

Tema 4.4. IlIpuobLIb K
peHTadeJbHOCTh

Coaepxanue

SN

[TpuObLTE Opranu3anuu (MpeanpusaThs) - OCHOBHON MoKa3aTelb
Pe3yABTATOB X03HCTBEHHOH JIeSATEIbHOCTH. BBIpyUuKka, T0X0Abl U IPUOBLTE
opraHuzanuu (mpeanpustus). Pacripenenenne npuObLIIN B OpraHH3aIlHH.
PenrabenpHOCTE — TTOKa3aTenb 3 (HEKTUBHOCTH paOOTH OPTaHU3AITHH.
[Tokazarenu peHTabenbHOCTH. Pacdyer ypoBHS peHTabeIbHOCTH
OpraHu3anuy (MPeanpHsITAs) ¥ MPoAyKIud. [1yTn moBbimeHus
peHTa0eIEHOCTH.

B ToM ync/ie npakTHYECKUX 3aHATHI 1 1a00PATOPHBIX padoT

[paxkTnyeckoe 3ansiTue 5. OnpeneneHue NpUObBUIN OpraHU3aLUH

OK 03

Pazgea S. [lnanupoBaHue JeiTeJIbHOCTH OPraHU3alMU

Tema 5.1. Busnec-
nnaanOBa}me

Coaepxanue

busnec-1muran kak o1Ha M3 OCHOBHBIX (pOpM BHYTPHU(HUPMEHHOTO
manupoBanusd. CTpyKTypa OM3HecC-TUTaHa: XapaKTEPUCTHKA TMPOIYKITHH 1
YCIIyT, OlleHKa COBbITa, aHATTN3 KOHKYPCHIIMY Ha PHIHKE; CTPATET U
MapKeTHHTa; IUIaH MPOU3BO/ICTBA; OPUAMYECKUH IIT1aH; OI[EHKA PUCKa U
CTpaxoBaHue; (PMHAHCOBBIN IIaH (OI0KET); CBOJIKA KOHTPOJILHBIX
noKa3aresiei.

AR~

OK 03

CamocTtosiTeqbHast padoTa

10

IIpomexyTouHasi aTrecTanus

3a4eT ¢ OLEHKOM

Bcero

82




3. YCJOBUS PEAJIM3AIIMM YYEFHOM JUCIUTIJIMHBI

3.1. lns peanu3auuy NporpaMMsl y4eOHOM AUCHHUIIUHBI J0KHbI ObITH
NPeayCMOTPEHBI cJIeAyI0IHe CllelHATIbHbIC TOMEeIeHUS

Kabunets! «O0menpodeccuonanbibix uciuiuind 1 M/IK», ocHallleHHbIE B COOTBETCTBUH C
npuioxxenueM 3 [TOI1-I1.

3.2. UudopmanuoHHOe o0ecniedeHHEe peaaTu3alui NPorpaMmbl
Jns peanuzanmu mporpamMMmbl OuOmuoTeuHbli (GoHA 00pa3oBaTENbHON OpraHU3aLUU
JIOJDKEH MMETh MeYaTHBIC W/HITH AJIEKTPOHHBIE 00pa3oBaTeIbHbIE U MHPOPMALIMOHHBIE PECYpPCHI
JUTS ICTIOJIb30BaHMUsI B 00pa3oBaTenbHOM Tpouecce. [Ipu ¢popmupoBannn 6ubmmoreyHoro ¢ponHma
00pa3oBaTeNFHON OpraHM3aleld BHIOMpAeTCs HE MEHEe OJHOTO H3/aHHS W3 MEPEeUHCICHHBIX
HIDKE TE€YaTHBIX M3AaHUM M (MIM) SJIEKTPOHHBIX M3JaHWH B KauyeCTBE OCHOBHOTO, MPH 3TOM
CIIMCOK MOYET OBITh JIOTIOJTHEH HOBBIMH U3JJAHUSIMH.

3.2.1. OcHOBHBIE MEeYATHBIE U JIEKTPOHHbIE H3TAHUSA

1. Moxkwuii, M. C. DKOHOMHKAa OpraHU3alMH: YYEOHHMK W TPAKTUKYM MJI CPEIHETO
npogeccuoHanbHoro oopasosanus / M. C. Mokuii, O. B. A3zoesa, B. C. BaHoBCKkHMif; moa pepakuueit
M. C. Mokus. — 4-e u3z., nepepad. u gomn. — Mocksa : U3narensctBo FOpaiit, 2022. — 297 c. —
(ITpodeccuonanpHoe oOpazosanue). — ISBN 978-5-534-13970-9.

2. OCHOBBI HKOHOMHKHM OpTaHU3alMU: YYEOHUK U TPAKTUKyM s CPEIHEro
npodeccronanbHoro obpaszosanus / JI. A. Hanmaesa [u mp.]; mox penakuumeii JI. A. Hammgaesoi,
A. B. [lapkoBoit. — 3-¢ wu3xa., mepepad. m gom. — Mocksa : M3natensctBo IOpaiit, 2022. —
344 ¢. — (ITpodeccuonanproe oopazopanue). — ISBN 978-5-534-14874-9.

3. OCHOBBI DKOHOMHKHM oOpraHu3zanuu. [IpakTukyMm: y4deOHOE TOCOOME Ui CpPEIHEro
npodeccuonansHoro obpazosanmsi / JI. A. YUanmaeBa [u ap.]; mox penakiueit JI. A. UanmgaeBoid,
A. B. [llapkoBoit. — MockBa: M3zmarensctBo HOpaiit, 2022. — 299 c. — (IlpodeccronanbHoe
obpaszoBanue). — ISBN 978-5-9916-9279-3.

4. DKOHOMHKA OpPraHU3alUK: YUeOHUK sl CpeJHero npodeccuoHanbHoro oopazoBanus /
E. H. Knoukosa, B. U. Ky3Henos, T. E. IInaTtoHosa, E. C. Japna; oz penakuuen
E. H. KimoukoBoit. — 2-e¢ wm3n., mepepab. m pgom. — Mocksa : WsnmarensctBo IOpaiit, 2022. —
382 ¢. — (ITpodeccuonanproe oopazopanne). — ISBN 978-5-534-13799-6.

5. DKOHOMHUKA OpraHu3alMy: yYeOHUK M MPAKTHKYM JJIsl CPeTHEro MpoeCCHOHATBLHOTO
obpazoBanus / A. B. Koneriukun [ ap.] ; mon pemaknueir A. B. Kompimkuna, C. A. CmupHOBa. —
Mocksa: MUznarensctBo Opaiit, 2022. — 498 c. — (IIpodeccronanproe obpazoBanue). — ISBN

978-5-534-06278-6.

3.2.2. OcHOBHBIE 3JIeKTPOHHbIE U3IAHUS

1. Moxkuii, M. C. DKOHOMHMKA OpraHU3alMu: Y4eOHWK M TPAKTHKYM IS CPEIHETO
npogeccuoHanbHoro  obpaszoBanusi/ M. C. Mokuii, O. B. AzoeBa, B. C. VBanoBckmii; mojg
penakmueit M. C. Mokus. — 4-e u3n., nepepad. u gon. — Mocksa : U3narensctBo FOpaiirt, 2022. —
297 ¢. — (IIpodeccuonansuoe odpazoBanue). — ISBN 978-5-534-13970-9. — Tekct: 2y1eKTpOHHBIN
// Obpa3zoBarenbHas iathopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/469434.

2. OCHOBBI DKOHOMHKHM OpTaHU3AlUU: YYEOHUK U TPAKTUKYM I CPEIHEro
npodeccuonansHoro obpazosanmsi / JI. A. YUanmaeBa [u gap.]; mox penakiueit JI. A. YUanmgaeBoid,
A. B. lllapkoBoii. — 3-¢ wu3m., mepepadb. m gom. — Mocksa : MzmatenscrBo IOpaiit, 2022. —



344 ¢. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-14874-9. — Tekct: 2/IeKTPOHHBIN
// Obpa3zoBarenbHas iathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/484242.

3. OCHOBBI SKOHOMHUKHM OpraHu3anuu. [IpakTukym: yd4eOHOe MocoOHe sl CPEIHEro
npodeccuonansHoro obpazosanmsi / JI. A. YUanmaeBa [u ap.]; mox penakiueit JI. A. YUanmgaeBoid,
A. B. lllapkoBoii. — MockBa: HM3marensctBo HOpaiit, 2022. — 299 c. — (IIpodeccuonanpHoe
obpazoBanme). — ISBN 978-5-9916-9279-3. — Texkct: onektpoHHbli // OOpazoBaTenbHas
mwrargopma FOpaiit [caiir]. — URL.: https://urait.ru/bcode/471048.

4, DKOHOMHKA OPraHU3aIMK: YICOHHUK /IS CPEAHEro MpodeCcCHOHaIbHOr0 00pa3oBaHust /
E. H. Knouxosa, B. . Ky3nenos, T. E. ITmaToHoOBa, E. C. lapna ; 3 (o) penaxkuuei
E. H. KnoukoBoii. — 2-e wu3n., mepepad. m gom. — Mocksa : M3nmarensctBo IOpaiit, 2022. —
382 c. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-534-13799-6. — TekcT: 31meKTpOHHBIH
// O6pazoBarenpHast iatgopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/469692.

5. DKOHOMHKA OpPTaHU3AIMK: YUYCOHUK U TMPAKTUKYM JUIsI CPEIHEr0 MPOQECCHOHAITBHOTO
obpazoBanus / A. B. Konsimkun [u ap.] ; non penakuueit A. B. Konpsikuna, C. A. CmupHoBa. —
Mocksa: UznarensctBo HOpaiit, 2022. — 498 c. — (Ilpodeccuonansroe obpasosanue). — ISBN

978-5-534-06278-6. — Texct: snexTpoHHbI // OOpa3oBatenbHas miargopma IOpaiit [calfT]. —
URL: https://urait.ru/bcode/474223.

3.2.3. JlonoJiHUTEIbHbI€ HCTOYHUKHU
1. Konnpareea M.B. DxoHomuka npennpustus. YdeOHoe mocodue — Jlawp, 2022. —
232c.
2. Macnesnu, T. II. DkxoHoMHKa oOpraHu3anuu: ydeOHUK s OakajgaBpoB /
T.I1. Macnesuu ; nox pen. E. H. Kocapesoii. - Mocksa: Jlamkos u K, 2019. - 330 c.
3. ®puaman, A. M. DxoHoMHKa opranu3auuu: yueonuk / A. M. ®punman. — Mocksa: PUOP
: UTHOPA-M, 2022. — 239 c. — (Cpennee npodeccroHaabHOe 00pa3oBaHue).

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHMUSA

YYEBHOH JUCHUITIUMHBI
Pesynomamot 00yuenusn | Kpumepuu ouenku | Memoowl oyenxu
Ilepeuenv ymenuii, oceaugaemvix 6 pamKax OUCYUNIUHDBL:
MIPOU3BOJNUTH PACUCTHI IO OCHOBHBIM | « OTIIMYHOY - teopernyeckoe, [IpoBenenne ycTHbIX 1
u 00OpOTHBIM CPEICTBAM | COIEpPIKAHKE Kypca OCBOCHO| THCBMEHHBIX OIIPOCOB;
NpEANPUATHUS; IIOJIHOCTBIO, GE3 TPOGEIIOB, YMEHHS] [IpoBepka BBIMOIHEHUS

00yJarOIIIUMUCS
JIOMAITHUX 33/1aHU;
[IpoBeaeHue TekyIero,

pyOeKHOTO U
KaueCTBO MX BBINOJHEHHsA OUEHEHO| 1ponesyTOYHOrO

COCTaBJIATh  TNPOCTEHIINIT  OM3HEC-
IJIaH 33J]JaBaEMOT0 TIPS IPUSATHUS;
OCYIIECTBISTh MPOCTSUIIIHE PACUCTHI
o KajjpaM U 3apaboTHOM IuiaTe;

c(OpMHPOBAHBI, BCE
NpeyCMOTPEHHBIE IIpOrpaMMoH|
yuyeOHble  3aJlaHHs  BBIIIOJHEHBI,

paCClII/ITLIBaTI) I/ISILep)KKI/I
npousBoacTBa U cebectoumocty| BPICOKO. KOHTPOJISL.
npoayKmiH  (yeryr) To  3ajaHmbM| «XOPOLIOY - TEOPETHYECKOE]
napamerpam; cojiepKaHue Kypca OCBOEHO
PacCUHTHIBATH IEHY HAa MPOJYKIIUIO; | TOJHOCTBIO, 6e3 POOEIIOB,
OleHHBaTh YO PEKTUBHOCTH HEKOTOpBIE YMEHHS C(HOPMHUPOBAHEI
ACATCIIBHOCTH OpraHu3annuu HEJI0CTAaTOYHO, BCE|
peLyCMOTPEHHBIE pOrpaMMoi
y4eOHbIE  3aJaHMs  BBIIOJHEHBI,
HEKOTOpBIE BUJIBI 3a7aHui

BBITIOJIHEHEI C OIHI/I6KaMI/I.
«Y IOBJICTBOPUTEIILHOY -
TCOPETHUYCCKOE COJCPIKAHHE Kypca)



https://urait.ru/bcode/469692

OCBOEHO YaCTUYHO, HO MpOOEsbl HE
HOCAT CYUIECTBEHHOI'O XapakTepa,

HEOOXOJMMBIE yYMEHHUS paboOTHl C
OCBOCHHBIM MaTepHaIoM B
OCHOBHOM c(OpPMHPOBAHBI,
OOJIBIIMHCTBO  TPETYyCMOTPEHHBIX
nporpaMMoil  o0y4yeHHs  y4eOHBIX

3a/1aHUI BBINOJIHEHO, HEKOTOPBIE U3
BBINOJHEHHBIX 3aJaHUl  COHEpXKaT
OIIINOKH.

«Hey10BIeTBOPUTEITHHO -
TEOPETHYECKOE COJEPIKAHHE Kypca He|
OCBOEHO, HEOOXOIAMMBIE YMEHHS HE
chopMHUpOBaHEI, BBIIIOJIHEHHEIE
yueOHbIe 3aJaHus COJECpPKAT TPyObIe
OIIHOKH.

Hepeueﬂb 3HaHuﬁ, oceaueaemblx 6 pamkax ()MCL;unJlqul.'

0a30BbIC MOHATHS AUCIUIIIHHBL,
o0u1yto XapaKTEPUCTUKY
TPYIIOBBIX PECYPCOB;

MOHSTHE, CYIHOCTb U pOJb
HAY4YHO-TEXHHUYECKOTO IPOrpeccal
B Pa3BUTHH OpTaHU3AIIH;
OCHOBHBIC SKOHOMMHNYECCKHCEC
MOKa3aTeN OpraHu3allly;
OCHOBHBIE OpraHU3alUOHHO-
MpaBoBbI€ (OPMBI IPEATIPUATHII;
OCHOBHBIC HaIpaBJICHUS
MHHOBAIIMOHHOH TTOJUTHKH.

«OTInuHO» - TEOPETUUYECKOE]
coJiep>kaHue Kypca OCBOEHO|
MOJTHOCTBIO, 0e3 MpoOesoB, yMEHHS

chopMupOBaHbI, BCE
IIPEyCMOTPEHHbIE porpamMMoi
yueOHble  3aJaHUSl  BBINOJIHEHBI,
Kady€CTBO HX BBIIIOJIHCHHUA OLCHCHO
BBICOKO.

«Xopouo» - TEOPETUYECKOE]
coJiep)kaHue Kypca OCBOEHO|
MOJIHOCTHIO, 0e3 poOeIoB,
HEKOTOpbIe YMEHHSI CPOPMUPOBAHBI
HEJ0CTaTOYHO, BCE
MpEelyCMOTPEHHBIE MPOTrpaMMoOif]
y‘-IGGHBIG 3a1aHusA BBIINIOJTHCHHI,
HEKOTOpHBIE BU/IBI 3aJlaHuM]

BBINOJIHEHBI C OIIMOKaMHU.

«Y IOBJIETBOPUTEIILHO» .
TEOPETUYECKOE COJEpKAHUE Kypca
OCBOCHO YaCTUYHO, HO MPOOEINbl HE
HOCST CYLIECTBEHHOI'O XapakTepa,

HEOOXOaUMBbIE YMEHHS pPabOTHI ¢
OCBOCHHBIM MaTcpruajIoM B|
OCHOBHOM chopMupOBaHHI,
OOJIBITMHCTBO [IpeLyCMOTPEHHBIX
nporpaMMol  OOydYeHHsI  YUCOHBIX|

3aJlaHUl BBINOJHEHO, HEKOTOPHIE U3
BBINOJHEHHBIX 3aJlaHUil  COAEPKaT
OILTNOKHU.

«Hey1oBIeTBOPUTEIBLHO -
TEOPETUYECKOE COJepKaHUE Kypca He
OCBOEHO, HEOOXOJAWMBIE YMEHHS He
c(hOpMHUPOBaAHBI, BEITIOJTHEHHBIE
yueOHbIe 3aJaHusl Ccojepxar rpyobie

OIINOKH.

IIpoBenenue yCTHBIX U
MTUCHMEHHBIX OIPOCOB;
IIpoBepka BBITTOTHEHUS
00y4aroIMHuCS
JIOMAITHHUX 3aJaHHML;
IIpoBenenue Tekyiero,
pyOexHOTO U
MPOMEKYyTOYHOTO
KOHTPOJIS.




MUWHHUCTEPCTBO ITPOCBEIIEHUSI
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OENEPAJIBHOE
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(®I'bOY BO «JIT'TTY»)

POBEHBKOBCKHWM KOJUIEJK (PUJTHAT)
(enepanbHOro rocy1apcTBEHHOr0 OI01KETHOT0 00Pa30BaTEJIbHOI0 YUPeKIeHHUS BbICIIET 0
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COJAEPKAHHE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI TPOTPAMMBI
YYEBHOM JUCHATIIAHEI

CTPYKTYPA U COJAEP)KAHUE YYEBHOM
JTUCIHUATLITAHBI

. YCJIOBUA PEAJIM3AIIMA YYEFHOU JAUCHUILIVHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLHUATIINHBI



1. OBIIASI XAPAKTEPUCTUKA PABOYEN IPOT'PAMMbBI YYEBHON
JAACHUTIIJIMHBbI
OIIII.02 «MeHeaKMEHT>

1.1. MecTo AMCUMIJIMHBI B CTPYKTYpPe OCHOBHOI1 00pa3oBaTe/IbHOI MPOrpaMMBbI:

Vuebnas mucoumanHa «OIT.02 «MeHemKMEHT» SBISETCS 00S3aTeIbHOM YacThIO
o01enpogeccHoHaIBFHOIO LIUKIAa MPUMEPHON 00pa30BaTeNbHON MPOrpaMMbl B COOTBETCTBHUH C
@I'OC CIIO mo cnenmansHoct 46.02.01 JlokymeHTanmoHHOE OOECTICUeHHE YTPAaBICHUS H
apXMBOBEJICHHUE.

Ocoboe 3HaueHHe AUCUUIUIMHA UMeeT rpu hopmupoBannu U pazsutun OK 03, OK 4.

1.2. lleab u mu1aHMPYyeMble pe3yJbTAThl 0CBOCHHS TUCIMIIIUHBI:

B pamkax mporpamMmbl y4eOHOU JUCHUIUIMHBI O0YYAIOIIMMUCS OCBAMBAIOTCS YMEHUS
Y 3HAHUS

K
HK,O?)K Ymenus 3HaHusA
OK 3, 0K 4 | cnenoBaTh NpuHIMIIAM YIIPABJICHUS; XapaKTepHbIE YepThl

YIPaBIsATh KOH(DJIMKTAMH M CTpECcCaMu B
nporiecce npodeccuoHaTbHON
JeATEIBHOCTH;

YCTaHaBJIMBATh )KU3HCHHBIC ITJIAHLI;

OpaTh Ha ceOsl OTBETCTBEHHOCTH 3a padoTy
YJICHOB KOMAaH/IbI (MOAYMHEHHBIX),
pe3yJbTaT BBITOJHEHUS 3aJaHHS

COBPEMEHHOT'O MEHE/KMEHTA;
(YHKIMN MEHEDKMEHTA,

CYHIHOCTb n OCHOBHBIC
SJICMCHTHI IIJIAHUPOBAHUSA,;

000CHOBaHHOCTb ~ BBIOOpa  HEOOXOAMMOM | CITOCOOBI MOTHBAILIMH K TPYY;
uHbOopMauu IS BBITIOJIHCHHUS | opraHM3aIMOHHbIE
Hqu)eCCI/IOHaJ'IBHBIX 3aJ1a4, CTPYKTYPHI YIIPABIICHUS;
npodeccruoHaIbHOTO M JIMYHOCTHOTO | oopopmpe  MPUHIMMB |
pa3BUTHS; TOAXOIBI

paGOTaTB B KOJIJICKTUBEC u KOMaHAEC, | YIPaBJICHUIO;

3¢ pexTHBHO 00mATBCS C  KOJUIETaMH, nporecc NPUHATHS -
PYKOBOJICTBOM;

peanu3aluy ynpaBIeHUYECKUX
peLeHui

2. CTPYKTYPA U COAEPKAHUE YYEBHOU JUCHUILIMHBI

2.1. O0beM y4eOHOI TUCHUITHHBI U BUBI Y4e0HOi#i padoThI

Bun yueOHoi# paGoTbl O0beM B yacax
O0beM 00pa3oBaTe/IbHOI IPOrpaMMbl Y4eOHOI JUCHUILIMHBI 76

B T.4. B hopMe NpaKkTHIeCKOH MOATOTOBKH 24

BT. 4.

TeopeTHIecKoe 00yUdeHue 44
MPAKTUYCCKUE 3aHATHU 24
Camocmosmenvhas paboma 8
IIpomexyTouHasi atTecTanus (3K3aMeH) 3adeT ¢ OIeHKoM




2.2. TeMaTH4eCKHUl MJIAH M COAEP/KAHUE YIOHON TUCHATTHHbI

O0beMm, akan. 4
/ B TOM 4ncie B

Koabl koMneTeHumi,

Hamnveroparie Conep:xanue 1 pOpMbI OPraHU3ALUM AeSITEJTbHOCTH 00y4aI0MXCS popme . (POPMHPOBAHILIO KOTOPEIX
pa3iesoB U TeM NMPaKTHYeCcKOoi CIoco0CTByeT 3JIeMeHT
MnOoATrO0TOBKH, MPOrpaMMsbI
aKaa. 4
1 2 3 4
Pazpnen 1. CymHocTh M XapaKTepHbIe YePThl COBPEMEHHOI0 MeHeIKMEeHTa 16
Tema 1.1. Copep:xanue 4 OK 03,0K 4
Metonoaoruyeckue | CymiHOCTb U coJep)kaHne MOHATHSA «MeHemkMeHT». Lleny n 3agaun MeHeKMEeHTa.
OCHOBBI OCHOBHbIE KaTeroOpuHl MEHEPKMEHTA: CHCTeMa YIPaBIeHUS, 00bEKT U CYObEKT 4
MeHe/KMeHTa YIpaBIeHNS; BHYTPEHHSS 1 BHEUIHS cpeia CUCTEMBI yipaBieHus. OCHOBHBIE
3aKOHOMEPHOCTH U MPUHLIUIBI MeHeIKMeHTa. COBpeMEHHBIE TEHACHIINH Pa3BUTHUS
MEHEKMEHTA.
Tema 1.2. Copep:xanue 4 OK 03,0K 4
IBoIIONHA OBOTIONHS MEHEIKMEHTA: YCIIOBUS U MPENNOCHUIKH BOSHUKHOBEHHS MEHE)KMEHTA. 4
yIpaBJ/ieHYeCKoil Hayunsie mkonsr MeHemxMeHTa: HayuHas mikona ynpasnenus (. Teitnop),
MBICJIH bropokparndeckas mkona ynpasienus (M.Bebep), ATMUHUCTpAaTHBHAS IIIKOJIA
ynpasienus (A.Daitons), lllkona yenoBeuecknux oTHomeHuit (3.Maito), [lIkona
noBezieHYeckrux Hayk (A.Macnoy, @.I'epubepr). CoBpeMeHHBIE TOJXOBI K
YIPaBJICHUIO: CUCTEMHBIH MTOXO0/, MPOLECCHBIN MOAX0, CUTYallMOHHBIN MTOAXO.
XapakTepuCTHKA HAllMOHAIBHBIX MOJIeTIe MEHEIKMEHTA.
B ToM 4uc/ie TPAKTHYeCKUX 3aHATHIH U 1a00paTOPHBIX padoT 8
IIpakTnyeckoe 3ansaTue 1. CpaBHUTENIbHAS XapaKTEPUCTHUKA OCHOBHBIX 4
HAYYHBIX IIKOJI MEHEPKMEHTA
IIpakTuyeckoe 3anaTHe 2. BoisBieHne oOMMX YePT U pa3UIUid OCHOBHBIX 4
HOJXO0JI0B B MECHE/PKMEHTE
Pa3nen 2. OcHOBHbBIE (PYHKIIUM MeHeKMeHTAa 26
Tema 2.1. Cymnocts | Conepixanne 4 OK 03,0K 4
U OCHOBHbIE [ToHATHS TaHUPOBAHUS U IPOTHO3UPOBAHMS B opraHu3anuu. [IpuHIumnel 4
3J1eMEHThI TUTAaHUPOBAHUS: TIPUHIUIIBI €INHCTBA, Y9aCTHs, HEIIPEPBIBHOCTH, THOKOCTH,
MJIAHUPOBAHUS TOYHOCTU. Muccus u uenu opranusauuu. Mepapxus neneil. Bunsl nianuposasus:
CTpaTernyeckoe, TaKTHYECKoe, onepaTtuBHoe (Tekyiee). Tumossle GopMbI IJIAHOB.
Tema 2.2. Conep:xanue 4 OK 03,0K 4
Opranusanuonnsie | OpraHu3alMOHHBIC TOJTHOMOYHS. Pa3In4HbIC TUITBI OPraHU3AIMOHHBIX CTPYKTYP. 4
CTPYKTYpPBI [IpunsiTre perieHus o BEIOOpE CTPYKTYPHI OpraHu3anud. JlenerupoBanue
ynpasJieHUsl MOJHOMOYHH M OTBETCTBEHHOCTH. KiTfoueBble npaBuiia JenerupoBaHus

MMOJTHOMOYHH.




Tema 2.3. TpynoBasi | Coaep:xanue 6 OK 03,0K 4
MOTHBALMA CymHOCTh MOHATHA MOTUBANUSA. MoTHBalHsS U MOTUBHpOBaHue. CTHMYJIBI H 6
nepcoHajia MoTHBBEL. CtEMynupoBanue. CriocoOs MoTHBAIMH IepcoHaa. OCHOBHBIC DJIEMEHTHI
MOTHUBALIMOHHOTO MpoIlecca: BOSHUKHOBEHHE TOTPEOHOCTEH, BUABI TOTPEOHOCTEH,
MIOWCK ITyTeW yCTpaHEeHUs MOTPeOHOCTEH, Onpe/elieHue 1efiel (HarpaBiIeHHs)
JIEUCTBUM, OCYIIIECTBJIICHUE AEHCTBUS, IOJyYEeHUE BOZHATPAXKICHUS 32
OCYIIIECTBJICHHE ACHCTBUS, YCTpaHEHHE TOTPEOHOCTH.
B ToM umHcJIe NpaKTHYeCKHUX 3aHATHIA M J1a00pPaTOPHBIX padoT 4
IIpakTnyeckoe 3ansaTue 3. MoTHuBaIys NepcoHana K TpyA0BOM AESITEIbHOCTH. 4
Tema 2.4. KonTpoas | Conepxanne 4 OK 03,0K 4
B cHCTeMe [onsATHE M CYIIHOCTH KOHTPOJISI KaK QyHKIHMK MeHemkMeHTa. TpeboBanusi- 4
MeHe/KMEeHTAa KpUTEpUM KOHTPOJIs1. BHENTHUI U BHYTpEHHUM KOHTPOJIb. DOPMBI KOHTPOJIS:
MIpeIBapUTEIbHBIN, TEKYIINi, UTOTOBBINA. HeraTuBHbIE POPMBI KOHTPOJIS.
IToBeneHdyeckue acnekTsl KOHTPOJIA. DTansl KOHTposs. CaMOKOHTPOJIb.
B ToM 4nciie npakTHYeCKUX 3aHATHIL U 1a00PATOPHBIX PadoT 4
IIpakTuyeckoe 3ansaTue 4. OCyIecTBICHNE KOHTPOIS 32 pa00TON KOJIEKTHBA 4
UCIIOJIHUTENEH.
Pa3nen 3. OcHoBHBIE NMPOIECCHI B YIIPABJEHUYECKOMH JesiTe1bHOCTH 26
Tema 3.1. lIpouece | Copep:xanue 4 OK 03, 0K 4
NPUHATHSA [lonsTre ynpaBnendeckue pemeHus. Poip pemenuii B mpomecce ynpaBIeHHs.. 4
ynpaBJeHYecKHX CymHoCTb penieHus u ero Buasl. Kiaccudukamus ynpapieHUeCKIX peIIeHH.
pemenni TpeboBanus, npeabIBIseMbIe K KAYeCTBY YIPAaBICHYECKOTO PEILICHHS. DTaIlbl
mporecca MPUHATHUS pellieHnd. AHAIN3 pe3yIbTaToB 10 MPUHATHIM PEIICHUSIM U
BBEJICHNE N3MEHEHH B CHCTEMY YIIPaBJIEHUS HA OCHOBE 3THUX PE3yJIbTaTOB.
B ToM YuHc/ie TPAKTHYeCKUX 3aHATHI U 1a00paTOPHBIX padoT 4
[pakTnyeckoe 3ansitue 5. OTpaboTKa Mpolecca MPUHATHS yIPaBICHUSCKIX 4
pelIeHUH.
Tema 3.2. [Ipouecc | Conep:xanue 6 OK 03,0K 4
KOMMYHHMKAIUIi B [onsTHs ynpasneHUecKol HHOOPMAIIUN B YIIPABICHYECKHX KOMMYHHUKAIIAH. 6
OpraHM3aNuH TpeboBanus ynpasieHueckoil nHpopmaruu. KoMMyHUKaMK MEXIy OpraHu3aluei
U BHelHel cpenoil. KoMMyHUKalMOHHBIN npoliecc BHYTPU OpraHu3anuu. Buasl u
POIHN OpraHN3aIOHHBIX KOMMYHHUKaIH. KoMMyHHUKallMOHHbBIE KaHAJIBI, X
emMKocTh. PopmanbsHbIe U He(hopMaIbHbIe KOMMYHHUKAIMH B OpraHu3anusx. Pomib
WHGOPMAITMOHHBIX TEXHOJIOTHIA B YIIPABICHYECKUX KOMMYHHUKAIIHSX.
Tema 3.3. [Ipouece | Conep:xanue 4 OK 03,0K 4
PYKOBOACTBA [ToHsITHE PYKOBOJICTBA M BIIACTH. YTIpaBJICHHE YEJIOBEKOM U YIIPaBIE€HHUE IPYTIIOH. 4
opraHmu3anuei CTuim pyKOBOJICTBA, HX XapaKTEPUCTUKU B 0COOCHHOCTH. DaKTOPHI, BIUSIONINE HA

CTUIb yrpaBieHus. Biacte u nuaepctso. Jlunep u komanaa. [Iponecc
(hopMHUPOBaHUS KOMaH/IBI.




Tema 3.4. [Ipouecc | Conep:xanue 4 OK 03,0K 4
ynpaBJieHUsl CymHocTs u knaccudukanust KoHGIUKTOB. [IpHUuHbI BOSHUKHOBEHHSI KOH(IUKTOB. 4
KOH(JIMKTAMU U KondauxT xak npornecc u ero stambl. CTpaTeruyl MPeo0TIeHIS KOH(IHKTOB.
cTpeccaMu Mertoap! yripasneHus KOHPIUKTaMu. OYHKIIMOHATBHBIE U AUCHYHKINOHAILHBIE

nocneacTsusi KoHGIUKTOB. [loHsTHE M TpHU3HaKU cTpecca. CriocoObl ynpaBaeHUs

CTpeccami.

B Tom umc/ie NpaKTHYECKHUX U J1a00PATOPHBIX 3AHATHM: 4

IIpakTuueckoe 3aHaTHE 6. Paspernienrne KOHQIMKTHBIX CUTYaIWid B OpTraHU3alHN 4
CamocTosiTeibHasI padoTa 8
IIpomeskyTOUHAA aTTECTALMA 3a4er ¢ OLEHKOI
Bcero: 76




3. YCJIOBUS PEAJIM3AIIMM YUYEBHOM JUCHUITIIAHBI

3.1. st peanu3anuu NporpaMmMbl y4eOHOH TUCHUTILUINHBI T10JKHBI ObITHh
NpexyCcMOTPEeHbI CJIeAYyIolIUe CrielHaIbHbIe OMeleHUus:
Kabunerst «OOmenpodeccuoHanbuplx auciumiine w1 MJIK», ocHamieHHesie B
cooTBeTcTBUH ¢ npuiioxeHneM 3 [TOII-I1.

3.2. UndopmaunoHHoe o0ecnieyeHue pean3auuu NporpaMmbl
Jns peanuzanuu mporpaMMbel  OMOMMOTeYHBIH (OoHI 00pa3oBaTENbHON OpraHu3anuu
JIOJDKEH MMETh MeYaTHBIC M/WITU 3JIEKTPOHHBIE 00pa3oBaTeIbHbIC U MHPOPMALMOHHBIE PECYpPCHI
JUIS ICTIOJIb30BaHUs B 0Opa3oBarenbHOM mpouecce. [Ipu ¢popmupoannu 6ubnmuoreyHoro ¢pouaa
00pa3oBaTeNbHON OpraHM3anyeil BRIOMpACTCsT HE MEHEe OJHOTO W3JaHHS M3 TEePEUHCICHHBIX
HIDKE TICYaTHBIX HM3MaHUN M (WIHM) DIIEKTPOHHBIX HM3/IaHUI B KAa4eCTBE OCHOBHOTO, TPH ITOM
CIIMCOK MOYKET OBITh JIOTIOJTHEH HOBBIMH M3JAHUSIMH.

3.2.1. OcHoBHbBIE eYATHDbIE U YJIEKTPOHHBbIE U3AHUS
1. NBanoa WM. A. MeHemkMeHT: y4YeOHMK W TPAKTUKYM IS CPEIHETO

npodeccuonanbHoro odpazosanusi/ . A. BanoBa, A. M. CepreeB. — MockBa: HM3naTenscTBO
IOpaiir, 2022. — 305 ¢. — (IIpodeccuonanproe odbpazopanue). — ISBN 978-5-9916-7906-0.

2. Menemxment. I[lpaktukym: yueOHOe mocobue s cpenHero mpodecCHOHATBLHOTO
obpazoBanus / 1O. B. KysueuoB [u gp.]; mom penmakuueir FO. B. KysnenoBa. — Mocksa:
WznarensctBo FOpaiit, 2022. — 246 c. — (IIpodeccunonansnoe obpazosanue). — ISBN 978-5-534-
02464-7.

3. MeHeKMEHT:  y4eOHHMK i1 cpeiHero  npodeccHoHaibHOro  oOpa3oBaHwus /
1O. B. Ky3nenoB [u ap.]; mox penmakumeit FO. B. Ky3nemoBa. — Mocksa: M3znatensctBo FOpaiiT,
2022. — 448 c¢. — (ITpodeccuonanproe obpazopanue). — ISBN 978-5-534-02995-6.

4, KopotkoB, 2. M. MeHemKMEHT: Y4Ye€OHUK i cpeaHero mpodecCuoHaIbHOTO
obpazoBanus / 3. M. KopotkoB. — 3-e u3z., nmepepad. u gomn. — MockBa: M3marensctBo FOpaiir,
2022. — 566 c. — (IIpoeccuonansuoe odbpazosanue). — ISBN 978-5-534-08046-9.

3.2.2. OcHOBHBIE 3JICKTPOHHBbIE U3JAHUSA

1. WBanoBa, W.A. MeHemKMEHT: YyYeOHMK U  TPaKTHKYM JJIsI  CPETHEro
npodeccroHansHoro obOpasoBanusi /| U. A. UBanoBa, A. M. CepreeB. — MockBa: WM3maTenbcTBO
Opaiit, 2022. — 305 c. — (IIpodeccuonanproe obOpazoBanue). — ISBN 978-5-9916-7906-0. —
Texct: osnextpoHHbrid //  OOpazoBarenpHas  miatdpopma  FOpaiit  [caiit]. —  URL:
https://urait.ru/bcode/471003.

2. Menemxment. Ilpaktukym: ydeOHOe mocobue st cpenHero mpodecCHOHATIBLHOTO
obpazoBanus / 1O. B. KysneuoB [u gp.]; mom penmakuueir FO. B. KysnenoBa. — Mocksa:
WznarensctBo FOpaiit, 2022. — 246 c. — (IIpodeccuonansrnoe obpazosanue). — ISBN 978-5-534-
02464-7. — Texkcr: snexktpoHHblid // OOpa3oBarenbHas miardopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/471002.

3. MeHeKMEHT:  y4eOHHMK i1 cpeaHero  npodeccHoHaibHOro  oOpasoBaHwus /
1O. B. Ky3nenoB [u ap.]; mox penmakumeit FO. B. Ky3nemoBa. — Mocksa: M3znatensctBo FOpaiiT,
2022. — 448 c. — (Ilpodeccuonanproe obpazoBanue). — ISBN 978-5-534-02995-6. — Tekcr:
anekTpoHHbIi // O6paszoBaTenbHast miardopma FOpaiit [caiir]. — URL.: https://urait.ru/bcode/472002.

4, KopotkoB, 3. M. MeHeIKMEHT: YYeOHHK JUIsl CpelHero mnpodecCHoHaNIbHOTO
obpazoBanusi /| D. M. KopotkoB. — 3-e¢ u3a., mepepab. u morn. — Mocksa: M3natensctBo IOpaiir,
2022. — 566 c. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-534-08046-9. — Tekcrt:
aneKTpoHHBIH // OOpa3oBarenbHas miardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/469833.



3.2.3. JlonoJIHUTEIbHbIE€ HCTOYHUKH:
1. bacoBckuii, JI. E. Menemxkment: yueoHnoe nocodue / JI. E. bacoBckwii. - 2-¢ uzn., nmepepad.
u gor. - MockBa: UTHOPA-M, 2019. - 256 c. - (Brsiciee o6pazoBanue: bakanaBpuar).
2. Kopones, B. . OcHOBBI MeHeKMeHTa: yueOHOoe mocobue / Moj pen. J-pa 3KOH. Hayk,
npod. B. U. KoponeBa. — MockBa:Maructp: THOPA-M, 2022. — 624 c.
3. Menemxment: yueOHuk st By3o/ FO.B.KysmemoB [u ap.]; mom penakuueit
10.B.Ky3nenosa. — Mocksa: U3natensctBo FOpaiit, 2020. — 448c.

4. KOHTPOJIb M OLIEHKA PE3VJIbTATOB OCBOEHUSA
YYEBHOM JUCHUILINHBI

Pezynomamot 00yuenus Kpumepuu oyenxu Memoowt ouyenku

Hepeuenb ymenuﬁ, oceaueaemblx pamrKkax ()ucuumunbl

CJIeZIOBaTh npuniunaMm | «OTIMYHO» -  TEOPETHYECKOE | MHIMBHUIYaJbHbIC "
yIpaBJICHUS; COAEp)KaHHe  Kypca  OCBOEHO | ()pOHTAJIbHBIE OMPOCHI;
yOPaBIATh  KOH(QIMKTaMU U | TIOJHOCTBIO, 06e3  mpoOemnoB, | MPOBEpKAa  BBHITOIHEHUS
cTpeccamu B mpoiiecce | yMeHuss  c(OpMHUPOBaHBI,  BCE | OOYUYAIOIIUMUCS
npodeccuOHATBLHON IIPELyCMOTPEHHBIE  NPOTrPAMMOM | JOMAIIHUX 3a1aHUM;
NeSITEIbHOCTH; yueOHBIC 3aJaHUsl  BBITIOJIHEHBI, | IPOBEICHUE  TEKYIIETO,
yCTaHABJIMBATh KU3HEHHBIE Ka4eCTBO ux BBIMOJTHEHUS | pPYOEKHOTro i
IUIaHBI; OLICHEHO BBICOKO. MIPOMEXYTOYHOTO
000CHOBaHHOCTb BeIOOpa | «XOpowo» -  TEOPETUUECKOE | KOHTPOJISA
HE0OXOUMOM uHopmaIuy | comepkaHre  Kypca  OCBOCHO

IS BBIIOJIHEHNS | IIOJHOCTBIO, 0e3 pooesoB,

npo¢eCCUOHATIBHBIX 3ajiay, | HEKOTOpbIE YMEHHUSI

npo¢eCcCHOHATBLHOTO U | cpopMUpOBaHBl  HEIOCTATOYHO,

JMYHOCTHOTO PAa3BUTHUSA; BCE IpeayCMOTPEHHBIE

paboTtaTh B KOJUIGKTHBE U | MPOrpaMMOi y4yeOHbIE 3aJaHus

KOMaHJe, 3((GEKTUBHO | BBIIOJIHEHBI, HEKOTOPbIE BH[bI

o0maTecs c KOJIJIETaMH, | 3aJaHUi BBITIOJTHEHBI c

PYKOBOJICTBOM,; OIINOKaAMH.

Opatb Ha ce0s OTBETCTBEHHOCTD | «Y JOBIETBOPHUTEIILHO -
3a paboTy UJICHOB KOMAaH[BI | TEOPETHYECKOE CO/IEpKAHHIE Kypca
(MTOTYMHEHHBIX ), pe3yabTaT | OCBOCHO YaCTMYHO, HO MPOOEIbI
BBITIOJTHEHUS 3a7JaHUS HE HOCSIT CYIIECTBEHHOTO
XapakTepa, He0OXOAUMBbIE YMEHHS
PabOTHI ¢ OCBOCHHBIM MaTEPHAIIOM
B OCHOBHOM  C(OpPMHPOBAHBI,
OOJBIIMHCTBO MPEAYCMOTPEHHBIX
nporpamMmoii oOyueHus y4eOHBIX
3a/IaHAH  BBITTOJTHEHO, HEKOTOPBIE
u3 BBITTOJTHEHHBIX 3a7aHui
COJIEPIKaT OIITUOKH.
«HeynoBneTBOpUTENBHO -
TEOPETUIECKOE COIePIKaHUE Kypca
HE OCBOEHO, HEOOXOJUMBIE
yYMEHUS He C(OPMHUPOBAHEI,
BBITTOJTHEHHBIE YIEOHBIC 33/TaHUsI
coaepxar rpyObie ommOKu




HepelteHb BHGHMﬁ, oceaueaemsvlx 6 pamKkax Oucuunﬂuﬂbl

XapaKTepHbIC YepThI
COBPEMEHHOI'0 MEHEDKMEHTA;
(GYHKIIMN MEHEJKMEHTA;
CYILIHOCTb U OCHOBHBIE
3JIEMEHTHI INTAHUPOBAHUS;
CHocoObl MOTUBALMH K TPYAY
OpraHU3alMOHHBIE CTPYKTYpPBI

yIpaBJICHUS;
OCHOBHBIC MMPUHIUIIBI u
MOAXO0/bI K YIIPABICHUIO
mponecc IIPUHATHA u
peanu3aluyd  yIpaBICHUYECKUX
peueHui

«OTIHYHOY - TEOPETHUECKOE
coJiep>KaHue Kypca OCBOCHO
MOJIHOCTHIO, 0€3 MPOOEIoB,
yMeHHUs cpOPMUPOBAHBI, BCE
MIPeyCMOTPEHHBIE TPOTPaMMOii
y4eOHbIE 3a/1aHUs BHITIOJTHEHBI,
KauyeCTBO UX BBIIOJIHEHUS OILICHEHO
BBICOKO.

«XO0po10» - TEOPETUIECKOE
coJiep;kaHue Kypca OCBOEHO
MOJIHOCTHI0, 0€3 MPOOENoB,
HEKOTOpbIE YMEHUS
chopMHUPOBaHBI HEJOCTATOYHO,
BCE MPEyCMOTPEHHBIE
porpamMMoil yueOHbIe 3a1aHus
BBITIOJTHEHBI, HEKOTOPHIE BUBI
3aJlaHu¥ BBIMOJHEHBI C OIIUOKAMHU.
«Y IOBIIETBOPUTEIILHOY -
TEOPETUUECKOE COJIepKaHue Kypca
OCBOEHO YaCTHYHO, HO MPOoOesbl HE
HOCSAT CYIIECTBEHHOT'O XapaKTepa,
HEO0OXOUMBIC YMEHHSI pabOTHI C
OCBOEHHBIM MaTEpPHAaIOM B
OCHOBHOM C()OpPMUPOBAHHI,
OO0JIBIIMHCTBO MPEAYCMOTPEHHBIX
MpOrpaMMoii 00yueHus: y4eOHbIX
3aJJaHU BBITIOJIHEHO, HEKOTOPHIE
13 BBITIOJTHEHHBIX 3a/1aHUN
COJIep>KaT OLIUOKH.
«HeynoBneTBOpUTEILHOY -
TEOPETUUECKOE COJIepKaHue Kypca
HE OCBOEHO, HEOOXOJUMbIE YMEHHUS
He c(hopMUPOBaHBI, BHITIOJHEHHBIE
y4eOHbBIC 3aJIaHUsI COJIEPIKAT

rpyObIe ONTHOKH.

VH/IUBUTyaTbHBIC u
(bpoHTaNBHBIE OMPOCHL;
MPOBEPKA  BBITTOJHCHHUS
00yYaromuMucs
JIOMAIITHUX 3aTaHHUH;
MIPOBEICHUE TEKYIIIETO,
pyOexHoro u
MIPOMEKYTOYHOTO
KOHTPOJISt




MUWHHUCTEPCTBO ITPOCBEIIEHUSI
POCCUMCKOM ®EJEPALIMA

OENEPAJIBHOE
IF'OCYIAAPCTBEHHOE BIO/I’KETHOE
OBPA3OBATEJIBHOE YYPEXJAEHUE BbBICHIEI'O OBPA3OBAHUSA
«JIYTAHCKHHM I'OCYJAPCTBEHHBIN NEJATOIT'MYECKWIH YHUBEPCUTET»
(®I'bOY BO «JIT'TTY»)

POBEHBKOBCKHWM KOJUIEJK (PUJTHAT)
(enepanbHOro rocy1apcTBEHHOr0 OI01KETHOT0 00Pa30BaTEJIbHOI0 YUPeKIeHHUS BbICIIET 0
oOpa3oBaHus «JIyranckuii rocyJapcTBeHHbIN Mexaroru4eckKuii yHMBepcuTeT
(PoBenbkoBckHitl kosutenk (puauan) ®I'bBOY BO «JIT'TTY»)

PABOYAS ITPOI'PAMMA
y4eOHOM TUCIUTUTHHBI

OIIL1.03 [TpodeccrnonanbHas THKa ¥ OCHOBBI IETOBOTO OOIIEHUS

(HaumeHo8anUe Y4eOHOU OUCYUNTUHDBL)
46.02.01 JToxymeHTaImoHHOE 00ECIIeYeHUE YIIPABICHUS U apPXUBOBEICHUE

(K00, HaUMeHO8aHue CNeYUaIbHOCMUL)
OYHast
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. OBIIASI XAPAKTEPUCTHUKA PABOYEI TPOTPAMMBI
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CTPYKTYPA U COJAEP)KAHUE YYEBHOM
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. YCJIOBUA PEAJIM3AIIMN YYEBHOM JUCIUILIAHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLHUATIINHBI



1. OBIIASI XAPAKTEPUCTUKA PABOYEN TIPOT'PAMMBI YYEFHON

TACIUTIINHBI

«OIIIL.03 «IIpodeccuoHanbHasi ITUKA U OCHOBBI /1€JI0BOT0 OOIIEHUSI»»

1.1. MecTo AMCUMIJIMHBI B CTPYKTYPe OCHOBHOI1 00pa3oBaTe/IbHOI MPOrpaMMBbI:

Vuebnas muctumuna «OIIL.03 «[IpodeccuonanpHasi 3TUKAa W OCHOBBI J€JIOBOTO
oOIIeHUs» SBISETCS 00sM3aTENbHOW YacThi0 OO0LIENpPO(PECCHOHANTBHOTO IMKJIA MPUMEPHOMH

obpazoBarenbHOi Tporpammbl B cootBeTcTBHH ¢ PI'OC CIIO mo cnenuanbHOCTH
46.02.01 JdokyMeHTaIIMOHHOE O0ecTeYeHne YIIPABICHHUS U apXUBOBEICHUE

Ocoboe 3HaueHue aucruiuinHa umeeT npu GopmupoBanuu u pazsutun OK 01, OK 5.

1.2. lleab u nu1aHUPYyeMble pPe3yJbTAThl 0CBOCHHS TMCUMIIIUHBI:

B pamkax mporpamMMmbl y4eOHOM JUCIUTUIMHBI OOYYAIOIIMMHUCS OCBAMBAIOTCS YMEHUS
U 3HAHUA
Kon
YMenus 3HaHuA
IIK, OK
OK 01, OK 05 YCTaHABJIUBATh u MOJAEPKUBATh | MTPAaBWJIAa MPOBEACHUS JIETOBBIX

KOMMYHHKAIIMU B TPOLIECCE JIETOBOTO
oOmeHuss C  TIOMOIIBIO  CPEJICTB
MH(POPMALIMOHHBIX u
KOMMYHHKAITMOHHBIX TEXHOJIOTHIA;

CTIIQXXHUBATh KOH(M)IUKTHBIC U CIIOKHBIC

CUTyalluu MEXJIMYHOCTHOTO
B3aHMOJCHCTBUS;

co0JI01aTh CITy)KEOHBIN ITHKET;
BCTpeUaTh IMOCETHUTENCH, MOIydaTh
MIEPBUYHYIO nHdopmaruio 0
MTOCETUTEIISIX,

CepBUpOBaTh  dYaiiHBbIe (KO(EHHBIE)
CTOJIBI B OHCE;

COTJIACOBBIBATh BCTpeuun u

MEpPOTIPUATHS U BHOCUTh UH()OPMAIIHIO
B IJTAHUPOBIIMK (OpraHaiizep);
BBIOMpATh  ONTHMAIBHBIE  CIIOCOOBI
BHEIITHETO u BHYTPEHHETO
WHOOPMHUPOBAHHUS O TUTAHUPYEMBIX
MEPOIPUATHSIX;

COTJIACOBBIBATH C  MPUHUMAIOMICH
CTOPOHOM TPOTOKON  IUIAHUPYEMBbIX
MEpPOIPUATHH U ¢dbopmupoBath
MporpamMmy AEJI0BOM MOE3IKH;
OpPTraHHU30BBIBATH MPOIECC MOATOTOBKH
u MIPOBE/ICHHE KOH(EepeHTHOTO
MEpOIIPUATHSI WHAWBUAYAIbHO W B
cocTaBe paboyeil rpymnbl;

MIEPETOBOPOB;
JTHKA JEJOBOI0 OOIIEHNS;
MpaBWJIa PEUEBOTO ITUKETA;

npaBujia  TOJACPXKAHUS U
Pa3sBUTHA MEKIIMYHOCTHBIX
OTHOIIICHHH;

OTUKET 158 OCHOBBI

MEXAYHapOAHOIO IPOTOKOJIA;
IIpaBUJIa CEPBUPOBKU YaWHOIO
(kodeiiHoro) crona

AKTyaJIbHBIN
npo¢eCCHOHATBHBIN u
COLIMANIbHBI ~ KOHTEKCT, B

KOTOPOM MPUXOAHUTCS paboTaTh
M JXKUTH;

OCHOBHBIC WUCTOYHUKHA
uHpOpMAIIUA U PECypChl s
pemieHust 3ajad W TpoOieM B

npodeccruoHaTbEHOM u/unm
COLIMAJIbHOM KOHTEKCTE;
coaepKaHue aKTyaJIbHOU
HOPMAaTHBHO-TIPAaBOBOM
AOKYMCHTAIUH,
MICUXOJOTHYECKHE OCHOBBI
ACATCIIbHOCTH KOJIJICKTHUBA,
MICUXOJOTHYECKHE

0COOEHHOCTH JTUYHOCTH;
OCOOEHHOCTH COLIMAIILHOTO WU

coOyogaTh ~ 3THUKET U OCHOBBI | KyJIBTYPHOT'O KOHTEKCTa,
MEXTyHapOIHOTO IMPOTOKOJIA; CYUTHOCTb rpak JaHCKO-
BIAJCTh  AKTyaIbHBIMH  METOAAMH | MATPUOTUIECCKOM MO3HIINHY,
pabotel B  Tpo(dECCHOHATBLHON U | OOIIEUETOBEYECKUX

CMEXHBIX chepax; LEHHOCTEH;

OTIpeNeNATh HeOOXOAMMbIE UCTOYHUKHU | 3HAYMMOCTD

uHpOpMaIHH; npogeccHoHaTbHON
OTIPENIeNISTh AKTYaJbHOCTb | NSSITEIBHOCTH IO Tpodeccuu




HOPMaTUBHO-IIPABOBOM JOKYMEHTAIUU | (CMEUUATBHOCTH);

B Ipo(eccroHaNIbHOI 1eATeIbHOCTH; CTaHJapThI

OIIpEAEIIATh u BBICTPAauBaTh | aHTUKOPPYILIUOHHOIO
TPaeKTOPUH po(hecCHOHANBHOTO | TIOBEEHUSI U TIOCIEAICTBUS €Tr0
pa3BUTHSA U camMo00pa30BaHus | HAPYLICHUS

OpraHM30BBIBATh PAbOTy KOJJIEKTUBA U

KOMaH/Ibl;

B3aMMOJICHCTBOBATh C  KOJUIETaMH,
PYKOBOJCTBOM, KIIMEHTAMU B XOJe
npodeccroHanbHON NeSITeNIbHOCTH;
rPaMOTHO HW3JIaraTh CBOM  MBICIIH,
MIPOSBIIATH TOJIEPAHTHOCTH B pabouem

KOJUICKTHUBE,
OIMCHIBATh 3HAYMMOCTb cBOCH
npodeccun (CrenuanTbHOCTH);

HNPUMEHSTH CTaHIapTHI

AHTUKOPPYILIUOHHOTO OBEACHMUSI.

2. CTPYKTYPA U COJIEP)KAHUE YUEBHOM JINCITATIIVHBI

2.1. O6beM y4eOHOI TUCHUILINHBI M BUABI Y4eOHOI padoThl

Bun yueOHoii padoThI O0beMm B yacax
O0bem o0pazoBaTe/IbHOM MPOrpaMMbl yUeOHOM TUCHUIIJIMHBI 74

B T.4. B (popMe NPAKTHYECKOH MOATOTOBKH 22

BT. 4.

TeOpeTHYECKOe 00yICHIE 48
MIPAKTUICCKUEC 3aHATH 22
Camocmosmenshasn paboma 4
IIpomeskyTouHasi aTTecTALMA 3ader ¢ oLleHKOI




2.2. TemaTu4yeckuii IJIaH U coJep:KaHue YUeOHOH TUCIUTITHHBI

Oo0nem, akan. 1/
B TOM 4HCJIE B

Koanl komneTeHmii,

HaumenoBanue dopme ¢opMupoBanuio
Conep:xanue u (pOPMBI OPraHU3ANNH €SI TEILHOCTH 00yYAI0IHXCS .
pa3aesioB U TEM NMPaKTHYECKOH KOTOPBIX CIIOCOOCTBYET
MOATrOTOBKH, 3JIeMeHT MPOrpaMMbl
aKkaa. 4
1 2 3 4
Pazpea 1. [IpodeccnonajbHas 3ITHKA U 1€JI0BO 3THKET 26
Tema 1. lIpeamer u | Conep:kanne 6 OK 01, OK 05
3aJa4u OYHKIIMK, poOdh ¥ MECTO OTHKA B CHCTEME HayK, B KYJIbType YelIOBEUYCCTRBA. 6
cnenuaIbHOM I'ymanucTHueckoe coaepkaHue Mopaiu ¥ HpaBcTBeHHOCTH. [IpodeccnonanbHast 3THKa Kak
NeJaroruKu u | BBIDOKEHHE HPABCTBEHHOTO IIpOrpecca 4YeloBeYecTBa, KaK OCO3HAaHHWE KYJIbTYypHO-
CHenuaIbHoi TYMaHUCTHYECKOTO Ha3HaueHus mnpodeccuu. YCIOBUS BO3HHUKHOBEHHS, HCTOPHYECKOE
ICAXO0JIOIHH pasBuTHe W crenudpuka mpodeccuoHanbHOW Mopanu. Kareropum mnpodeccrHoHaNbHOM’
MOPAJTH ¥ 3THKH. DTHKA TOCYAAPCTBEHHOTO CITYXKAIIETO.
B ToM 4Hc/ie MpaKTHYECKUX 3aHATHI U J1a00PaTOPHBIX PadoT 4
IpakTuueckoe 3amsithe 1. [lpaBoBas u 3THYECKas perjaMEeHTAIUS CIIYKEOHOTO 4
MOBEJICHUS TOCYAaPCTBECHHBIX CIYXKAIUX.
Tema 2. DTHKeET U Coaep:xanue 6 OK 01, OK 05
HMHIK B [TonsiTe o KyJnbType MOBEIEHUS W ITUKeTe. [IpuHIUIBL, (YHKIUH, BHIbI 3THKETA. 6
npodeccHoHaIbLHO KonkpeTHble (OpMBI MPOSIBIICHUS ITHKETA: OSTUKET MPHUBETCTBUS, MPEICTABICHUS,
it KyabTYype oOpareHus; MoBeAcHNE B O(PUIMATEHBIX YUPESKICHUAX U OOIIECTBEHHBIX MECTaX. DCTETHKA
JIMYHOCTH BHemIHero o0Ojuka. VMUK —CIIenMaaucTa, €ro 3JEMEHTBI, COCTaBIIIOIMIHE KaXKI0ro
sneMmeHTa. OCHOBHBIC BHJIBI ApecC-KOAa.
B ToM 4nciie npakTHYeCKUX 3aHATHIL 1 J1a00PATOPHBIX PadoT 4
IpakTnyeckoe 3ansitue 2. BusnurHas kaprouka. [IpaBuia o)OpMIICHHUS U KCIIOJIb30BaAHUS. 4
Tema 3. leaosoii | Coaep:kanue 6 OK 01, OK 05
NPOTOKOJ OCHOBBI MEXIyHapOJIHOTO TIPOTOKOJIA M O3TUKeTa. [ OoCyIapCTBEHHOE, CIyXeOHOE W 6
MPOTOKOJIBHOE CTAPIIMHCTBO. [IpaBuiia OpraHu3anuy U MPOBEACHUS ACIOBBIX MEPETOBOPOB
U JPYTEX TPOTOKOJNBHBIX Meponpustuid. OdunmanbHble npuéMbl. Buasl mpuémos.
CTOJIOBBIN ITHKET.
Pa3znen 2. OcHOBBI 1€JI0BOT0 00IEHUA 44
Tema 4. Copnep:xanne 12 OK 01, OK 05
DTHYECKHEe OO01eHre B CHUCTEME MEKIHMYHOCTHBIX W OOIIECTBEHHBIX OTHOMICHM. CoIalibHas POJib. 12
HOPMBI /IC;T0BOI Knaccudukanus obmenus. Buapl, ¢pyakium oOmeHus. CTpyKTypa U CpelcTBa OOIIEHUS.
OOmenne Kak BOCHPUATHE IIIOJBMHU JAPYr jApyra (meplentuBHas crtopoHa). [loHsTue
KOMMYHHUKaIlUH conuanbHOM  mepuenuuu.  DakTOpbl, OKA3bIBAIOIIME  BIMSHUE HA  BOCIIPHUSATHE.
[lcuxomorumueckue  MexaHuW3Mbl  Bocnpusatus.  OOmeHWe  Kak  B3aUMOJIEHCTBHE

(MHTEpaKkTHBHAs cTOpoHa). TUIBI B3auMOJIEHCTBHS: Koomepalus U KoHKypeHuud. [loszumnun
B3aMMOJICUCTBUSL B pyCJ€ TPaHCAKTHOIO aHaiu3a. B3auMoAeicTBHE KakK oOpraHu3anusd
COBMECTHOM gesTenbHOCTH. OOmeHne kak oOMmeH wuHpopMmauueil (KOMMYyHUKaTHBHAs




cropona). OcCHOBHBIE  3JE€MEHTHl KOMMYyHUKanuu. BepOambHas  KOMMYHHKaITHsL.
KommynukatusHble Oapbepbl. HeBepOanbHas koMMyHHMKauusl. Buisl, mpaBuiaa U TEXHHUKH
ciymanus. TonepaHTHOCTh Kak CpeACTBO MOBBILEHHS d(dekTHBHOTO 00meHus. [ pynmnoBoe
IIPUHSITHE PELICHUI.

B ToM 4mcie npakTHYeCKUX U J1a00PaTOPHBIX 3aHATUI 10
IIpakTnuyeckoe 3ansaTHe 3. AHANHU3 IPAKTUUECKUX CUTYalUil yIIpaBIeHUECKONU ATHUKU. 4
[pakTnyeckoe 3ausitue 4. ®opMbl AeI0BOrO OOIICHUS W MX XapaKTEpUCTHKH. JlemoBast 6
Oecena. IlpaBuna Benmenus Oecenpl. Dopmbl TOCTaHOBKH BOMpocoB. [lcmxonormyeckue
0COOEHHOCTHU BEIEHUS JAETIOBBIX IUCKYCCHH U IyOIMYHBIX BBICTYIUICHUH
Tema 5. Conepxanne 8 OK 01, OK 05
KoH(pIuKTHI 1 KoH}HKT, ero CymHOCT, W OCHOBHBIE XapaKTepUCTHKHA. OCOOCHHOCTH SMOITMOHAIBEHOTO 8
CIIOCOBBI HX pearupoBaHus B KOH(l)J'II/IKTaX\: [IpaBuna noBexeHus B KoH(QIMKTaX. BiansHue TonepaHTHOCTH
Ha pa3pelieHre KOH(GIMKTHON CUTyaluu.
NPEAYNPERACHUS [ B 1y yycae npakTHYECKUX H J1a00PATOPHBIX 3aHSTHIA 4
U paspeleHust IIpakTHYecKoe 3aHATHE 5. AHaIU3 NPOM3BOJICTBEHHBIX KOH(IMKTOB M COCTAaBJICHHE 4
ITOPUTMA BbIX0Ja U3 KOH(IMKTHON CUTYallHU.
CamocTosiTeibHasI padoTa 4

HpOMe?RyTO‘lHaH aTTreCTalmnsd

3a4eT ¢ OLEHKOMH

Bcero:

74




3. YCJIOBUS PEAJIN3AIIMM YUYEBHOM JUCHUITIIAHBI

3.1. [das peanu3anuu mporpaMMbl y4eOHOMH TUCHUILINHBI T0KHBI ObITH
NMpeayCMOTPEHBI CJIeAyIolHe CelHaTbHbIe TOMEeIIeHUsI:
Kabunerst «OOmenpodeccuoHanbuplx  aucuumiind w1 MJIK», ocHamenneie B
cooTBeTcTBUU ¢ npuiioxkenuem 3 TTOII-IT.

3.2. UndopmannoHHoe odecrieueHue peain3auuu NporpamMmbl
Jns peanuzanuu mporpaMMbel  OMOMMOTeYHBIH (OoHI 00pa3oBaTENbHON OpraHu3aluu
JIOJDKEH MMETh NeYaTHbIC W/WIH 3JICKTPOHHbBIE 00pa3oBaTeNbHbIE U MH(POPMAIIOHHBIE PECYPCHI
JUI ICTIOJIb30BaHUs B 00pa3oBarTenbHOM mpouecce. [Ipu ¢popmupoannu 6ubnuoreyHoro ¢ponaa
o0pa3oBaTeNbHON OpraHM3anreil BRIOMpaeTCss HE MEHEe OJHOTO M3JaHHMA M3 TEepPEUHCICHHBIX
HIDKE TICYaTHBIX HM3aHUN M (WIM) DIIEKTPOHHBIX HM3/IaHUI B KAa4eCTBE OCHOBHOTO, TMPH ITOM
CIIHICOK MOXET OBITh TOTIOJIHEH HOBBIMHU M3/IaHUSMH.

3.2.1. OcHOBHbBIE MeYATHBIE U IJIeKTPOHHbIE U3TAHUSA
1. Cob6onbHukoB, B. B. OTHkKa 1 ncuxosiorust 1e10Boro oOuieHus . yaeOHoe mocooue s
cpeanero npodeccuonabHoro obpaszoBanus / B. B. Cobonbuukos, H. A. KocTeHko ; mon penakiueit
B. B. Co6onpaukoBa. — 2-¢ m3xa., nepepad. u mon. — Mocksa: MsnmarensctBo FOpaiit, 2022. —
202 c. — (ITpodeccuonanpuoe odpazosanue). — ISBN 978-5-534-06957-0.

2. Ckubunkas, W.H). J[lenoBoe oOmieHne: y4eOHMK M TPAKTHKYM JUISI CPEIHEro
npodeccronanbHoro oopazopanus / U. FO. Ckubunkas, D. I'. Ckubunkuii. — Mocksa: 31arenscTBo

HOpaiir, 2022. — 247 c. — (IIpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-09063-5.

3. XKepuakoBa, M. b. JlenmoBoe oOmeHne: y4eOHMK ¥ MPAKTUKYM JUISI CPEIHETO
npodeccuonanpHoro oopazosanusi / M. b. XKepnakora, U. A. PymsinuieBa. — MockBa: M3naTenscTBO
HOpaiiT, 2022. — 370 c. — (ITpodeccuonanpHoe obpazoBanue). — ISBN 978-5-534-07978-4.

4. Ponpiruna, H. FO. DTHka Aem0BBIX OTHOIICHHM: YYeOHUK U MPAKTUKYM JJIsi CPEIHETO
npodeccuoHansHoro obpasoanus / H. FO. Poabirnna. — Mocksa: UsnatensctBo FOpaiit, 2022. —
431 c. — (ITpodeccuonansHoe oOpazoanue). — ISBN 978-5-534-11048-7.

3.2.2. OcHOBHBIE 3JIeKTPOHHbIE U3IAHUS
1. Cob6onbHrKoB, B. B. OTHKa 1 ncuxosiorust ei1oBoro oOieHus . yaeOHoe mocooue s
cpeanero npodeccuonanbHoro obpazoBanus / B. B. Cobonbuukos, H. A. KocTeHko ; mon penakiueit
B. B. Co6onpaukoBa. — 2-¢ m3xa., nepepad. u mon. — Mocksa: WsnmarensctBo FOpaiit, 2022. —
202 c. — (IIpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-06957-0. — Tekct: a5eKTpOHHBIN
// Obpa3oBarenbHas iatdopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/474165.

2. Ckubunkas, W. 0. J[lenoBoe oOmenne: y4eOHHMK W TIPAKTUKYM ISl CPEIIHETrO
npodeccronansHoro oopazosanus / U. FO. Ckubunkas, D. I'. Ckubunkuit. — Mocksa: U3natenscTBo
Opaiitr, 2022. — 247 c. — (IlpodeccuonanpHoe obOpazoBanme). — ISBN 978-5-534-09063-5. —
Texct:  osnextponsbii //  OOpa3oBatenpHas  1iargpopma  HOpaiir  [caiit]. —  URL:
https://urait.ru/bcode/474137.

3. KepnakoBa, M.b. JlemoBoe oOmeHne: y4eOHMK M TMPAKTUKYM ISl CPEIHETO
npodeccuonansHoro oopazosanusi / M. b. XKepnakosa, 1. A. PymsanieBa. — Mocksa: W3natenbcTBo
Opaiitr, 2022. — 370 c. — (IIpodeccuonanproe obpazoBanme). — ISBN 978-5-534-07978-4. —
Texkcr:  osnextponsbii //  OOpa3oBatenpHas  1iargpopma  HOpaitir  [caiit]. —  URL:
https://urait.ru/bcode/474773.

4. Poppiruna, H. FO. DTHka 1eT0BBIX OTHOLICHHUH: Y4eOHUK U MPAKTHUKYM JIJIsl CPEAHETO
npodeccroHanbHOro 06paszosanus / H. FO. Poxpirmaa. — Mocksa: MznatenberBo FOpaiit, 2022, —



431 c. — (IIpodeccuonansHoe obpazoanue). — ISBN 978-5-534-11048-7. — TekcT: 251€KTPOHHBII
// Obpa3oBarenbHas wiathopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/477850.

3.2.3. JlonotHUTE/IbHbIE HCTOYHUKHU:
1. Pynenko, A.M. IlpodeccroHanpHas 3THKa U TICUXOJIOTUS JEJIIOBOIO OOIICHHUS:
yueonuk / Pynenko A.M., mox pen., Cambirua C.1. — Mocksa: KunoPyc, 2022. — 232 c.

2. Co6onpHrKOB, B. B. DTHKa 1 ICHX0JIOTHA 1€0BOTO OOIIEHHS : yueOHOe mocodue Ass
cpenHero nmpodeccroransHOro oopazopanus / B. B. CobonpaukoB, H. A. KocTeHko ; moa penakiueit
B. B. CobonbaukoBa. — 2-¢ u3f., nepepad. u gon. — Mocksa : M3parensctBo FOpaiit, 2022. — 202
C.

3. Komresasi, U. II. IlpodeccuonanbHasi 3THKAa W TICUXOJOTHS JEIOBOTO OOIICHHUS :
yuebHoe mocobue / N.I1. Komesas, A.A. Kanke. — Mocksa : @OPYM : UHOPA-M, 2022. — 304 c.

4.  Tlcuxonorust oOUIeHMs: Y4YEeOHUK M MPAKTHKYM IJIsI CPeIHEro MmpogecCHOHATIBLHOIO
obpaszoBanus boposmuna I'.B., KopmuoBa H.A.; mon ob6mieit pemakumeir bopo3gunoit I'.B. M.:
WznatensctBo FOpaiit, 2022. — 463 ¢. — ISBN 978-5-534-00753-4. — Tekcrt: anekrponusiii // IbC
FOpaiir [caiit]. — URL.: https://urait.ru/bcode/469702

5. HlenamoBa, I'"M. OCHOBBI 3THKH M NCUXOJOTUH MPO(HECCHOHAIBHONW AEATEIbHOCTHU:
OYMK (9meKkTpoHHBIH y4eOHO-METOAMUYECKUI KOMIUIeKc) /YpoBeHb oOpaszoBanus: IIpodeccun
cpenHero npodeccuonanbHoro obpazoBanus/, Mocksa: M3garensctBo Akaaemus, 2022

6.  Uepnsimosa, JI. . Ilcuxonoruss oOlmieHHs: 3THUKA, KYJIbTypa U JTHUKET JICIOBOTO
oOmieHus: yueOHOe mocoOue st cpemHero npodeccruoHanbHoro odpaszosanus / JI. Y. UepHebimonsa.
— Mocksa: U3narensctBo Opaiit, 2022. — 161 c¢. — (Ilpodeccuonansroe oOpazoBanue). — ISBN
978-5-534-10547-6. —  Tekct: oanekrponusii //  DOBC  HOpair [caiit]. — URL:
https://urait.ru/bcode/475816

4. KOHTPOJIb M OIIEHKA PE3YJIbTATOB OCBOEHUS
YYEBHOI JUCHMUILINHEI

Pezynomamut 00yuenusn | Kpumepuu ouyenxu | Memoowvt ouyenku
Ilepeuens 3nanuii, 0C6AUBAEMbIX 8 PAMKAX OUCYUNIUHBL

OCHOBBI JI€JI0OBOU 3TUKH, «OTIn4HO» - TEOPETUYECKOE | YCTHBIN WIn
OTUKCTAa W KYJIBTYPbLI JCJIOBOro | COACPIKAHUC KypcCa OCBOCHO | TeCTOBBIN KOHTPOJIb
o01eHus; TMOJTHOCTBIO, 0€3 MPOOEIIOB, YMEHHS | TeopeTHuecKuX
0Cc00EHHOCTH TPO(HECCHOHAIBHON | ¢(hOPMUPOBAHBI, BCE
ITUKH CIIyKaluX | Ipe1yCMOTPEHHBIE IIpOrpaMMon
rOCyJapCTBEHHBIX U UHBIX yuyeOHble  3aJaHsl  BBIIOJHEHBI,
OpPTraHU3aIMOHHO-TIPABOBBIX (DOPM | KAUECTBO HX BBINOJIHEHHUSI OLIEHEHO
YUPEKIECHUN U OpraHU3alni; BBICOKO.
B3aUMOCBSI3b OOLICHUS «Xopouio» - TEOPETUUECKOE
U JeATEIbHOCTH; cozepKaHue Kypca OCBOCHO .
uenu, (GyHKIUU, BUJBl U YPOBHHU | MOJTHOCTBIO, 0e3 npo6enos, | PEHCHHN
oO1IeHMS; HEKOTOpbIE yMEHHUS C(HOPMUPOBAHBI POOICMHBIX
TEXHUKA M IIPUCMBbI 00IIIeHNs, | HEIOCTATOYHO, BCE chyauHﬁ.
IpaBUja  CIyLIAHWs, BEICHUs | IPELyCMOTPECHHBIE IIPOrpaMMOH | 3aluTa
Oecenibl, yOKACHUS; yueOHble  3aJaHusl  BBINOJHEHBL, | CaMOCTOATEIbHOM
STHYECKUE MPUHLUIBI OOIIEHUS; | HEKOTOPBIE BH/IbI 3aJaHHUH | paGoThI;
WUCTOYHUKH, TPUYMUHBI, BUABl U | BBIIOJHEHBI C OIIMOKAMHU. JICJIOBBIE HIPBL.
CrocoO0bl paspereHus | «Y IOBICTBOPUTEILHO -
KOH(JIUKTOB. TEOPETUUECKOE COJIEPKaHUE Kypca
MIPUEMBI CaMOPETYJISLIUU B | OCBOEHO YacCTHYHO, HO MPOOEbl HE
nporecce O0IEeHUs HOCAT CYLIECCTBEHHOI'O Xapakrepa,
HEOOXOIUMBbIE yMEHHUS paboThl C

3HAHHIA;

OLIEHKA PEe3yJIbTaTOB
BBITIOJTHEHUSI
[IPaKTUYECKON
paboTHI;

aHaM3 W  OIICHKa




OCBOCHHBIM MaTepHaioM B
OCHOBHOM c(OPMHPOBAHBI,
OOJBIIMHCTBO  MPEAYCMOTPEHHBIX
mporpaMmMoil  OOydeHHs  y4eOHBIX

3aJJaHHid BBIMIOJIHEHO, HEKOTOPBIC U3
BBITIOJTHCHHBIX ~ 3aJ]aHUA  COJIEpIKaT
OIINOKH.

«HeynoByieTBOPUTEITHHOY -
TEOPETUIECKOE COJIEpPKaHUEe Kypca
HE OCBOCHO, HEOOXOJIUMBIC YMEHUS
HE C(OPMHPOBAHBI, BBIMOJIHECHHBIE
y4eOHbIC 3aJaHMsI COJIEPIKAT TPyOBIe
OIIHNOKH.

HepelteHb ymeHuﬁ, oceaueaemsvlx 6 pamKkax ()ucuun/zuﬂbl

coOiroaaTh TpeOOoBaHUS
npodecCHOHATbHOM  ATHKH U
COBPEMEHHOTO 3THKETA;

COOJIOIaTh TPOTOKOJ  JIETIOBBIX

BCTpEY W DOTUKET C Y4YETOM
HaI[MOHATBHBIX u
KOPIOPATUBHBIX OCOOCHHOCTEH;
OpTraHH30BBIBATH JIEJIOBbIE
Oecenbl, COBEIIAHUS U
MIEPETOBOPHI;

pearu30BBIBATH TIPUHIIHAITBI
3¢ deKTUBHOTO JIEIIOBOTO
OOIICHUS,

NPUMEHSATh TEXHUKY W IMPUEMbI
a¢pdekTrBHOrO  OOIICHHWS B

npoeCCHOHATLHON

eI TEIILHOCTH,

HCIIOJIB30BAaTh IPUEMBI
CaAMOpPETYJISILIMM ~ TIOBEJICHUS B
nporecce MEKJIIMIHOCTHOTO
o01IeHus.

«OTIIaHO» - TEOPETHUECKOE
coZIepIKaHue Kypca OCBOCHO
MOJTHOCTBIO, 0e3 MpoOenoB, yMEHUs
c(hopMUPOBaHBHI, BCE
IpeTyCMOTPEHHBIE pOrpaMMoit
y‘-Ie6HI:IC 3alaHus BBIINIOJTHCHHI,
KAa4eCTBO HMX BBIMOJHEHUS OIICHEHO
BBICOKO.

«Xopouio» - TEOPETUYECKOE
coJIep)KaHue Kypca OCBOCHO
MOJIHOCTBIO, oe3 po0OeoB,
HEKOTOpBIE YMEHHUS C(HOPMUPOBAHBI
HEJI0CTaTOYHO, BCE
IpeyCMOTPECHHBIC POTPaMMOii
y4eOHBIE  3a/laHds  BBITIOJHEHBI,
HEKOTOpPBIC BH/IBI 3aTaHHH

BBITIOJTHEHBI C OLITHOKaMHU.

«Y IOBIIETBOPUTEIILHO» -
TEOPETUUECKOE COJIep)KaHue Kypca
OCBOGHO YaCTUYHO, HO MPOOENbl He
HOCSAT CYLIECTBEHHOI'O XapakTepa,
HEOOXOAMMBIE YMEHHS pPabOTHl C

OCBOCHHBIM MaTepruanIoM B
OCHOBHOM c(OpMHPOBAHBI,
OOJIBIIMHCTBO ~ TPETYCMOTPEHHBIX
nporpaMMoil  00ydeHHsl  y4eOHBIX

3a/laHuil BBITIOJTHEHO, HEKOTOPHIE U3
BBINTOJIHEHHBIX  3aJIaHU  CozepIKaT
OIIIMOKH.

«HeynoByiieTBOPUTEITHHOY -
TEOPETUIECKOE COJIEPIKaHNE Kypca He
OCBOCHO, HEOOXOIMMbIC YMECHHUS HE
c(hOpMHUPOBAHEI, BHITIOTHEHHBIC
y4eOHBIC 3aJIaHUsI COJIEPIKAT IPyOBIe
OIIHOKH.

YCTHBIN 1581071
TECTOBBIN KOHTPOJb
TEOPETUYECKUX
3HAHUI;

OLICHKA
pe3yapTaToOB
BBITIOJTHEHUS
MPAKTUYECKOM
paboTsI;
aHaIu3
peLIeHMI
MPOOIEMHBIX
CUTYyalUM.

K OICHKa

3aIInTa
CaMOCTOSATEIILHON
paboTHI;

ACJIOBLIC UT'PHI.




MHUHHUCTEPCTBO NPOCBEIIEHUSI
POCCHUUCKOU ®EJEPALINHN

®EJIEPAJIBHOE
T'OCYJIAPCTBEHHOE BIO’KETHOE
OBPA3OBATEJILHOE YYPEKJIEHHWE BBICIIETO OBPA3OBAHUSI
«JIYTAHCKHUH I'OCYJAPCTBEHHBIN NEJATOI'MYECKUI YHUBEPCUTET>»
(PI'BOY BO «JIT'TTY»)

POBEHBKOBCKHUM KOJUIEJK (PUJTHAT)
(enepajbHOrO rocy1apcTBEHHOI0 OKIKETHOr0 00Pa30BaTEILHOI0 YUPEeKACHHS BbICLIEr0
oOpa3oBanus «Jlyranckuii rocyapcTBeHHbIH NMeJarornyecKuii yHUBepcuTe
(PoBenbkoBckuii kosutenxk (pumman) ®I'BOY BO «JIT'TTY»)

PABOYAS ITPOI'PAMMA
y4eO0HOM JUCIUTUTUHBI

«OII11.04 ITpaBoBBIE OCHOBBI NPO(YECCHOHAIBHON JAESITETbHOCTH

(HaumeHosanue YueOHOU OUCYUNTUHDBL)
46.02.01 JToxymeHTanimoHHOE 0O0ECIIeYeHUE YIIPABICHUS U apPXUBOBEICHHE

(K00, HaUMeHO8aHue CNeYUaIbHOCMUL)
OYHast

(hopma obyuenus - ounas, 3a04Has)
Ha 0a3e OCHOBHOTO 00I11eT0 00pa3oBaHus

(na b6ase ocnoeno2o obwezo obpasosanus | na baze cpeone2o obue2o 0bpazosanus)

2024



COJAEPKAHHE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI TPOTPAMMBI
YYEBHOM JUCHATIIAHEI

CTPYKTYPA U COJAEP)KAHUE YYEBHOM
JTUCIHUATLITAHBI

. YCJIOBUA PEAJIM3AIIMN YYEBHOM JUCIUILIAHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLHUATIINHBI



1. OBIIIASI XAPAKTEPUCTHUKA PABOYEN ITPOTPAMMBI YUEBHON
JUCIMIIJIMHBI
«OIII.04 ITpaBoBbIe 0OCHOBBI NPOdecCHOHATBHOM 1esITeIbHOCTH

Vyebnas nucuuruinHa «OIIL[.04 IIpaBoBbie OCHOBHI MPO(ecCHOHATIBHOMN NeSTENIbHOCTH»
o0uienpodeccuoHaIbHOTO

ABIIACTCA

1.1. MecTo IMCUMIJIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOI MPOrpaMMBbl:

00s13aTeNbHOM qaCTbIO

IUKIa

obpasoBarenbHoOi nporpamMmbl B cooTBeTcTBUM ¢ GI'OC CIIO no crnennanbHOCTH
46.02.01 lokymMeHTaIIIOHHOE OOecTIieYeHIE YIIPABICHUS U ApXUBOBEICHUE.
Oco0oe 3HaueHne TUCIUIUTMHA UMeeT pu popmupoBanun u passutun OK 09.

B pamkax mporpaMMmbl y4eOHOM IUCIUIUIMHBI OOYyYarolIMMHCS OCBaMBAIOTCS YMEHUS

1.2. leap u n1aHupyeMble pe3yJabTAThI OCBOEHHS TUCHMIIUHBI:

Y 3HaHUS
Kon
Ymenus 3HaHus
IIK, OK
OK 09 OIIPEACIIATH AKTYQJIBHOCTD | COJEPIKAHUE aAKTyaJIbHOM HOPMAaTHUBHO-
HOPMAaTUBHO-IIPaBOBOU [IPaBOBOM JOKYMEHTALIUH;
AOKYMCHTallMH B | craHgapThl aHTUKOPPYILMOHHOIO IIOBEAECHUS U
npo¢eccHOHANbHON IIOCJICACTBUSA €ro HapyILLIECHUS;
ACATCIBLHOCTH, HOPMATUBHBIE IIPABOBBIE AaKThl POCCHHCKOMN
HCIIOIb30BATh NpaBoOBYIO | Menepauun B cdepe HMHOOPMAIMOHHBIX U
HHPOpPMALHIO B | KOMMYHUKAIMOHHBIX TEXHOJIOTHI;
npodeccnoHanbHok HOPMATHBHBIE TIPABOBBIE aKTBl Poccuiickoi
ACATCIILHOCTH, denepanyuu no 3amure MHPOpMaMu U paboTe
3alMIIaTh  CBOM  MpaBa B | ¢ oOpallleHUsSIMU TPaXKIaH;
COOTBETCTBMM € TPYAOBBIM | yopvaruBHBIE NPAaBOBBIE aKThl PocCcHHCKOM
3aKOHONATCIILCTBOM, denepanin B chepe  MHPOPMALMOHHOM
IIPUMCHATH CTaHOAapThI 6830HaCHOCTI/I;
aHTUKOPPYIILIHOHHOTO TpeGOBaHUs OXPaHbI TPYA;
MIOBEJICHMUS; NN
HOpMaTHBHbIE IIpaBOBbIE aKThl Poccuiickoit
IIPHHAMATD MCPEI 10 | denepaunn B cdepe OpraHU3aluy  IEIOBOM
COXpPaHEHHUIO TIO3/IKH:
() 2
KOH(UICHITMATEHOM N
B} HOpPMATHBHBIE TIPAaBOBBIE aKTHl Poccuiickoit
uHpopMaluu B Xonae npuéma )
. ®eneparnyn B chepe nHGopMaIuy;
MIOCETHUTETICH; NN
HOpMAaTHUBHbIE TIpaBOBBIE aKThl Poccuiickoii
obecrieynBaTb  COXPaHHOCTH @ )
enepanuu B chepe qeonpon3BOACTBa;
NePCOHAIBHBIX JAHHBIX . .
HOpPMAaTHUBHBIE TIPaBOBBIE aKTbl Poccuiickoii
PabOTHHKOB.

®denepannn B chepe TPyAOBBIX OTHOIICHUH;

JIOKAJIbHBIC HOPMAaTUBHBIC aKThI,
PEMIIaMCHTUPYIOIHNE TPYAOBBIC OTHOLICHUA

HOPMAaTHUBHBIE IIPAaBOBBIE aKThl Poccuiickon
®denepannn B chepe apXuBHOTO JEIa;
HOPMAaTUBHBIC IIpaBOBbIe akThl Poccuiickoit
denepanm B 00y1acTH  KOHPUACHITHATHHON
uHpOpMalUM W 3AMIUTHl  MEPCOHATBHBIX
JTaHHBIX.

IIPUMEPHOU




2. CTPYKTYPA U COAEPXKAHUE YYEFHOU JAUCIUILIVHBI

2.1. O0beM y4eOHOI JUCUMIIIMHBI M BUbI Y41e0HOH padoThI

Bun yueOHoi padoThI O0BeMm B yacax
O0Bem 00pa3oBaTeJbHOM MPOrpaMMbl Y4eOHOM TMCHUTIIMHBI 74

B T.4. B )OpMe NPAKTHYECKOIl MOAr0TOBKHU 20

BT. 4..

TEOPETHUECKOE 00YUCHUE 50
MIPAKTUICCKUEC 3aHATH 20
Camocmosmenvhas paboma 4
IIpomexyTounasi arrectanus (1udpdepeHuMpPoOBaAHHBIN 3a4eT) 3ader ¢ OIeHKOM




2.2. TemaTH4ecKuii MJIAH U cojiep:KaHNe YIeOHOH NCIUTLTHHBI

O0beMm, akan. 4.
/ B TOM 4HCIIEe B

Koabl koMneTeHuuid,

HaumeHoBaHue Coaepxanne yaeOHOro MaTepuaia v popMbl OPraHN3anMN AeATeIbHOCTH tbopve ¢popmupoBanuio
pa3aeJioB U TeM o0yyaromuxcs NpaKTHYECKOi KOTOPBIX €NOCO0CTBYeT
IOATOTOBKH, 3JIeMEHT NPOrpaMMbl
akaj. 4.
1 2 3 4
Pasznen 1. 3nayenue npaBa B npogecCHOHAIBLHOI esITeJIbHOCTH 10
Tema 1.1. Cucrema Conep:xanue 2 OK 09
POCCHiicKOro mpasa. [lonsTHE W CYIIHOCTH MpaBa. 3JHAYCHHWE MpaBa B PETYIMPOBAHUU OOIECTBEHHBIX 2
OTHONIEHWH © TPOPECCHOHANBLHOW AeATeIbHOCTH. [IpaBOBbIE HOPMBI, HHCTHUTYTHI.
OTpaciau pocCHUICKOTO MpaBa.
Tema 1.2. O6mas Conep:xanue 2 OK 09
XapaKTepuCTHKA IlonsTre n npu3Haku npaBooTHOLEHNH. OCHOBHBIE 3JIEMEHTHI IPABOOTHOIIEHUH. Buast 2
NPaBOOTHOLIEHUII B MPaBOOTHOIIEHUH B  Tpod)ecCHOHANBHON  gestenbHOCTH.  [IpaBOCyOBEKTHOCTH
npodgeccuoHAILHOI VYaCTHHKOB IIPABOOTHOIICHWH B mpodeccnoHambHON cdepe. IlpaBoBoif craTyc
chepe. (U3NUECKUX UL, TMPAaBOBOH CTaTyc IOPUAMYECKHX JIUII W OPraHoOB TOCYJapCTBEHHON
BJIACTH.
Tema 1.3. Conep:xanue 4 OK 09
IIpodeccuonanbHas Cuctema mpaBoBbIX akToB B Poccuiickoii @epepaunu. Knaccupukanus HOpMaTUBHBIX 4
KOMMYHHMKALMS U ee MPaBOBBIX AaKTOB: IOpPHIWYECKas CHJIA, MPEIMET MPaBOBOTO PETyIUpoOBaHUs, cdepa
ynkuumn. pactpoctpaneHus. llpaBoBele axkTBl (QemepaTbHBIX OPraHOB BJAcTH, OPraHOB
rOCyJIapCTBEHHOM BiacT CyOhekTOoB PD, MyHUIMIaTbHBIC TIPABOBBIC aKTHI.
IlonsiTHEe «1IPaBOTBOPUECTBO» M €r0 OCHOBHBIE 3Tambl. [10psAI0K MOATOTOBKH U MPUHATHUSA
dbenepanbHbIX 3aK0HOB. [lopsmok mpWHATHA TPaBOBBIX akToB IIpesmmenta PO.
[MoaroroBka HOPMATHUBHBIX TMPABOBBIX aKTOB (hefepalbHBIX OPraHOB HCIOIHHUTEIBHOM
BiacTH. ['ocyaapcTBeHHass perucTpanusi akToB (eiepaibHbIX OPraHOB UCIIOIHUTEIBHOM
Bnactu. lIpaBoBoe perynupoBaHHe MOATOTOBKA HOPMATHBHEIX aKTOB CyOBeKTOB PD u
MYHULUNAIbHBIX HOPMATUBHBIX IMPAaBOBBIX aKTOB. JleliCTBME HOPMATUBHBIX aKTOB BO
BpPEMEHH, B IIPOCTPAHCTBE, MO KPYTY JIMILI.
JelicTBUEe HOPMATHUBHBIX AKTOB BO BPEMEHU, B IPOCTPAHCTBE, 110 KPYTY JIULI.
B ToM uMciie npaKTHYECKUX 3aHATHI 2
IIpakTuueckoe 3amsTme 1. OrmnpenerneHne axKTyaJbHOCTH HOPMATHBHO-TIPABOBOM 2

JIOKYMEHTAIIMH B TPOECCHOHAIBHOM e TeIbHOCTH.




Pazgen 2. OcHOBBI KOHCTUTYUHMOHHOTO npaBa Poccuiickoii @enepaunu

Tema 2.1. Conepixanue 4 OK 09
Koncruryunonnoe Ilonstne Koucturymuum P® u ee Mecto B cucTeMe 3akoHOAATeNbcTBAa. (OCHOBBI 4
YCTPOiCTBO OpranoB | KOHCTHTYIHOHHOTO ~ CTPOS Poccun. Cuctema oOpraHoB TOCYAapCTBEHHOH BJIacTH.
BaacTu PO. [Ipesunent P®. 3akoHOmaTenbHAs, WCIOIHUTECIBbHAS H CylacOHas Biacth B PO.
[MpaBooxpanutensHple opraHbl. OpraHbl BmacTH cyObektoB P® wu mecTHOro
CaMOYIIpaBJICHUS.
Tema 2.2. IIpaBa n Conepikanue 2 OK 09
00S13aHHOCTH [IpaBoBoil cratyc nuuHoctu B Poccuiickoit @enepauuu. ['paxknanctso P®. Jluunsle, 2
Ye10BeKa U MOJUTUYECKUE, SKOHOMUUYECKHE, COLIMAJIbHBIE U KyJIBTYPHbIE IIpaBa U CBOOOIBI YEIOBEKa
rpakIaHHHA. u rpaxkgannHa B PO. Koncturyruonnsle o0s3anHocTH. [IpaBoBast KyJIbTypa.
B Tom uncie IpaKTHYECKHUX 3aHATHI 2
IlpakTHyeckoe 3ansitme 2. MexaHu3M peanu3alvd NpaB U CBOOOA UeNOBEKa M 2
rpakJaHHUHA.
Pa3nea 3. IIpaBoBoe peryjJupoBaHue TPYAOBbIX NPABOOTHOIEHU 12
Tema 3.1. Conep:xanue 2 OK 09
XapakTepucTHKA [Tonstue TpyaoBoro npasa. ICTOYHUKH TpyJ0BOTO NpaBa. TpyA0BbI€ MPABOOTHOIICHUSI. 2
TPYAOBBIX CyObeKTbl TPYIOBBIX IPABOOTHOIIEHWH. TpydOBOH IOTOBOpP KaK OCHOBA TPYIOBBIX
IPABOOTHOMLIEHHIA. npaBooTHOIIeHHH. O01e TpeOOBaHUS K COAEP)KaHHIO TPyIOoBoro aorosopa. [lopsmox
3aKII0YEeHUsT ¥ O(OpMIIEHHsS TPYIOBOTO [OroBopa. l3MeHeHMEe W mpeKpalieHue
TpyzmoBoro norosopa. CoxpaHHOCTb IEPCOHATBHBIX IaHHBIX PAOOTHUKOB
B ToM 4ncie MpaKTHYeCKUX 3aHATHI 2
IIpakTuueckoe 3ansaTume 3. OOecreueHHE COXPAHHOCTH IICPCOHANBHBIX JTaHHBIX 2
pabOTHHUKOB
Tema 3.2. IIpaBoBoe | Conepxanue 2 OK 09
peryJupoBaHue IMonste m Bumbl paboyero BpemeHH. Pexxumbl pabodero BpemeHH. Bpems otapixa. 2
paGouero BpeMeHH, ITonsTre u BUABI OTHYyCcKOB. [JlokyMeHTanmoHHOE oopmiieHHe oTiycka. HopMupoBanue
BpeMeHH OTABIXA Tpyna. IIpaBoBoe peryiaupoBaHue CITyKeOHBIX KOMaHJIUPOBOK.
OTLIATHI TPYJA. Ilonstne u BUABI OIUIAaTHl TpyAa. [ ocyAapcTBeHHblE TapaHTHMM IO OIUIaTe TpyJa.
KomneHcannoHHbIE BBIIIATH pAOOTHUKAM.
Tema 3.3. IIpaBosoe | Conepxanue 2 OK 09
peryimpoBaHue IloHsATHE AMCLUIUIMHBI TPyda W BHYTPEHHEro TpPyHOBOro pacmopsnka. [loompenus 2
MMCHUILIMHLI TPYAA H paboTHUKOB. ITOHATHSA M BUIBI AUCHUIUIMHAPHOH OTBETCTBEHHOCTU PaOOTHUKOB. Bujbl
MAaTepHAIbHOI JUCHMIIIMHAPHBIX B3bICKaHUU. [lOpsiok NpuUMEHEHHS W CHATUS JAWCHUIUIMHAPHOTO
OTBETCTBEHHOCTIL. B3bICKaHUS. MarepuaibHasi OTBETCTBEHHOCTb CTOPOH TpPYZOBOTrO JOroBopa. Buuisl
MaTCpPUaJIbHOU OTBETCTBECHHOCTH.
Tema 3.4. Oxpana Conep:xanue 2 OK 09
[MonsTHE M comep)KaHWE MPaBOBOIO MHCTUTYTa OXpaHbl Tpyna. [IpaBa u oOs3aHHOCTEH 2

Tpyaa. 3amura
TPYAOBBIX IPaB

rpasKaaH.

paboTHHKOB M paboromarenell B cdepe oxpaHbsl Tpyna. OpraHu3amnus OXpaHbl TpPya.
[lopsimok  paccnemoBaHWsl © ydeTa HECYACTHBIX CIy4aeB Ha IPOU3BOJCTBE.
I'ocyapcTBEHHBIH KOHTPOJIb M HAA30p 32 COOJII0JIEHHEM TPYJI0BOTO 3aKOHOJIATENIbCTRA.




3ammTa TPYIOBBIX IpaB TpakgaH mpodcoro3zamu. Camozamura TPYIOBBIX IIPaB.
I/IHIII/IBI/IIIyaJILHBIe 1 KOJUICKTUBHBIC TPYIOBBIC CIIOPBI.

B ToM uncie IPAaKTHYECKHUX 3aHATHI 2
IpakTuyeckoe 3ansitne 4. 3amura TpaB B COOTBETCTBHM C  TPYAOBBIM 2
3aKOHO/IATEIhCTBOM.
Pazgen 4. OcHOBHbIE 3aKOHOAATeJbHbIE AKTHI 0 PABOBOM o0ecneyeHUN NMPodecCHOHAIBHON 1eATeJIbHOCTH 8
CIYKaMX
Tema 4.1. Cojnepxanue 2 OK 09
TocyaapcrBennas u [MonsiTne «rocynapcTBeHHass ciyk0a». CucremMa TroOCyJapCTBEHHOW CIyXObl B 2
MYHHIHIAIbHAS Poccuiickoit denepanun. HopMaTHBHO-TIPaBOBOE pEryIMPOBAHHE T'OCYJApCTBEHHOW H
CIlyK0a KaKk BH MYHHIIUTANBHON Ciryk0bl. OTimune ciay)eOHOTro KOHTpakTa OT TPYAOBOTO JOTOBOpA.
npodeccHoHaIbHOI ATTecTanus rocyJapCTBEHHBIX CITy>KaIlIHX.
JeATeJIbHOCTH.
Tema 4.2. IlpaBa u Conepxanue 4 OK 09
06SI3AHHOCTH IIpaBa 1 00s13aHHOCTH TOCYAAPCTBEHHBIX (MyHULIMMAIBHBIX) CITyKamx. OrpaHuYeHUs 1 4
3ampeTsl TOCYNapCTBEHHOHW ciykObl. [IpaBoBoe peryimpoBaHHe MPOTUBOACHCTBUS
rocy1apCTBEHHBIX KOPPYIIIMM HA TOCYJapCTBEHHOM M JIOKAJbHOM YpOBHE. Mepsl NpodHIaKTHKN
(MyHHIIUTIAJIBHBIX) KOpPYIIIMOHHOTO ITOBEICHMS TOCYAAPCTBEHHBIX CITY KaIUX.
CJTy/KAIIMX. B TOM 4yMcIIe IPpAKTHYECKUX 3aHATHI 2
IIpakTnuyeckoe 3anaTHe S. [[puMeHeHUE CTaHIAPTOB AaHTUKOPPYNIIUOHHOTO TMOBEACHUS 2
B TOCYJIapCTBEHHOM ciyx0e PO.
Pasnen 5. IIpaBoBoe peryaupoBaHue npo(ecCMOHATIbHONH [AeATEJBHOCTH B 00JaCTH TIPAaXKIAHCKUX 12
NMPAaBOOTHOIIEHUI
Tema 5.1. Conep:xanue 2 OK 09
I'paxxnanckoe npaBo. | I'paxgaHckue NpaBOOTHOWIEHHUS: CYOBEKTBL, OOBEKTBI, cojepkaHue. M cTouHMKH 2
Kommepueckue u rpakJaHcKoro npasa. [IpuMeHeHHe HOPM TpakAaHCKOTO IMpaBa B MpPOQecCHOHAILHON
HeKOMMepYecKHe nesitensHOoCcTH.  OpraHW3allMOHHO-TIpaBOBble  (popMBl  opuandeckux Jwui. OpraHsl
OpraHm3anuu yYOpaBlIeHUs FOPUAMYECKOTO JUIa. YUpeAWTeNbHBIE OKYMEHTHL. JlnileH3npoBaHue
nesitenbHOCTU. HecocrositenbHOCTh (6aHKPOTCTBO). KoMMepueckue opuandecKue Juia.
XapakTepUCTHKAa OCHOBHBIX (OpM: XO3SHCTBEHHBIE TOBAapHILNECTBA M OOIIECTBa,
TOCy/IapCTBeHHbIE W  MYyHHUIWINAJIbHBIE  yHHUTapHble mpeanpusaTus. Dunmaisl,
nmpeaACTaBUTECIILCTBA, 06LCI[I/IHGHI/I$I IOPUINYCCKUX JIUII. OpI‘aHI/ISaHI/IOHHO'HpaBOBBIe
(OopMBI HEKOMMEPUECKHX IOPUAMYECKHUX JIUI. XapaKTepucTuka (OHIOB, YUPEKICHUH,
oOmIecTBeHHBIX  opraHm3anuii. [lyOmn4HO-mpaBOBBIE  00pa3oBaHHsS B CHCTEME
TPaXKTAHCKHUX MPABOOTHOIICHHH.
B ToM ymcie npakTHYECKUX 3aHATHH 2
IlpakTuyeckoe 3aHsaTHe 6. licmonp3oBaHME TPaXKAAHCKOTO 3aKOHOAATENbCTBA IS 2
peteHus NpodecCHOHaIbHBIX 3a1a41
Tema 5.2. IlIpaso Conepixanue 2 OK 09
[IpaBo cOOCTBEHHOCTH: OCHOBHOM HMHCTHUTYT TIpaxkaaHckoro mpasa. ComepikaHue IpaBa 2

COOCTBEHHOCTH HA

cobctBerHocTr.  IlpmoOpereHme W TIpeKpalieHHe  TpaBa  COOCTBEHHOCTH.




AOKYMEHTBI U

WNHaTemmekTyansHas coOCTBEHHOCTh. IIpaBo coOCTBEHHOCTH Ha WHGOPMAIMOHHBIC
pecypchl U IOKyMEHTUPOBaHHYI0 HH(pOpManuio. [IpaBo COOCTBEHHOCTH Ha IOKYMEHTHI

UH(POpPMALHOHHBIE
ApxuBHoro ¢onma P®. IIpaBoBoe peryaupoBaHHE HKCIIOJIB30BaHUS Ha JIOKYMEHTaX
pecypeet. TOCYyJIapCTBEHHBIX ¥  OQUIMANBHBIX  CHMBOJIOB, (HPMEHHOTO  HAWMMEHOBAHHS
OpraHH3alfy.
Tema 5.3. Conep:xanue 2 OK 09
I'paxaancko- Cnenku: nonstue, Bupl, (GopMbl. [loHATHE «TpaXKTaHCKO-TIPABOBOW IOTOBOP». Bumbl 2
NPaBOBOii J0roBop B | A0TOBOPOB. TpeboBanus Kk opopMIIEHUIO AOTOBOPOB. [opsioK 3aKITtOYeHNs JOTOBOPOB.
npogeccHOHATbHOI JoroBOp AEMO3UTAPHOTO XPAHEHHsI NJOKYMEHTOB APXUBHOTO ii)OH,I[a P®. IIpoTokosl B
NeSITeTbHOCTH. CHUCTEME TPaXIaHCKO-TIPABOBBIX JIOTOBOPHBIX OTHOIICHMU. PemeHus coOpaHuii.
HopMmaTuBHbIle TpeOOBaHHS K CpOKaM XpaHEHHS TPaKTAHCKO-TIPABOBBIX JOTOBOPOB.
I'ocynmapcTBeHnHBIC KOHTPAKTBI. I'paxxmancko-mpaBoBbIe 00s3aTensCTBRa.
[IpencTaBUTENBECTBO U TOBEPEHHOCTD. | pakIaHCKO-TIpaBOBasi OTBETCTBEHHOCTD. 3allUTa
MMYIIECTBEHHBIX U INYHBIX HEMMYIIIECTBEHHBIX TPAaB.
B ToM uMciie npaKTHYECKUX 3aHATHI 4
IIpakTnuyeckoe 3anaTue 7. lVcnonb3oBaHWEe Tpa)KJaHCKOTO 3aKOHOJATENbCTBA s 4
3aIUTHl UMYIIECTBEHHBIX U JINYHBIX HEUMYIIICCTBCHHBIX MPaB
Pa3zpnen 6. OcHOBHBIE HATIPABJIEHUS AAMUHUCTPATUBHO-TIPABOBOE PeryJTUPOBAHMS IPABOOTHOLIEHUI 10
Tema 6.1. O6mas Coaep:xkanue 4 OK 09
XapaKTepUCTHKA AnMuHHCTpaTHBHBIC (yNpaBICHYECKUE) MPaBOOTHOIICHUS. CyOBEKTBI M HCTOYHHKHU 4
aAMHHHCTPATHBHBIX | IPABOBOTO PEryIHPOBAHMI. 3anayn, MPUHIHAIEL, U METOJBl aJMHHACTPATHBHOTO ITIpaBa.
IIPABOOTHOLIEHMIA. Hctounnkym M CyOBEKTHl aJAMHHUCTPATUBHOTO TpaBa. AIMHUHUCTpAaTHBHBIE (OPMBI H
METOABl  peaju3allid  TOCYJapCTBEHHOTO  YIIpaBJICHHUS. AIMUHUCTpaTHBHOE
MpaBOHAPYIICHUE, €ro MPUANYECKHH CcOCTaB W BUABL  AJIIMHHHCTpaTHBHAS
oTBeTCTBEHHOCTh. (CHcTeMa aJIMWHUCTPATHBHBIX HaKa3aHWH. AJIMUHHCTpaTHBHAS
OTBETCTBEHHOCTb B chepe NIeNIONPOU3BOJICTBA U APXUBOBEIICHUSI.
Tema 6.2. Conepixanue 4 OK 09
AnvMuHucTpaTuBHble | HasHaueHue ¥ CYIIHOCTh aJMHWHHCTPATUBHBIX ~PETJIAMEHTOB, WX 3HAYCHHE B 4
peraaMenTsl perinaMeHTanuu  JenonpousBoicTBa. (OCHOBHBIE TpeOoBaHHMS K  pa3paboTke U
0CYILLeCTBIICHHS] CONCPHKAHMIO  AAMUHHCTPATHBHBIX ~PETIAMEHTOB  OCYIECTBICHHA TOCYZAPCTBEHHEIX
rOCYAapCTBEHHBIX (GYHKIHMIA U TIPEOCTaBICHUS TOCYIapPCTBEHHBIX YCIIYT. §
dyHicumii n [IpaBoBoe perynupoBanue padOTHI C OGE)aH_IeHI/IHMI/I rpaxnaH. Buasl oOpateHuit.
[TopsinoK ¥ CPOKH paccMOTpeHHs 00pamIeHui rpaKaaH.
TpenocTaBIcHI B TOM yMciie TpaKTHYECKUX 3aHATHI 2
p
rocy1apcTBEHHBIX IIpakTuyeckoe 3ausitue 8. Mcnons30BaHne 3aKOHOATENHCTBA B OPTAHU3AITUHN PaOOTHI C 2
ycayr. o0pallleHUsIMU TPKIaH
Pazpnen 7. IlpaBoe peryaupoBanue B cpepe nHGpopMalum, 1eJIONMPOU3BOACTBA U APXMBOBeIeHUs 10
Tema 7.1. IlpaBoBoe | Conep:xanue 4 OK 09
peryJimpoBaHue [lonsiTve w BUOBI JOKyMEHTHpOBaHHOW WHQopMmanuu. [IpaBoBoe perymupoBaHue 4
0CTYNA K MOpSZIKA TPEIOCTABICHUS M WCIOJIB30BaHUSA HH(POPMAIMHA O NEATENbHOCTH OPraHOB

TFOCYJAPCTBEHHOM BJIAaCTM M MECTHOrO camoynpasieHusi. IloHatme u  BHJBI




AOKYMEHTHPOBAHHOM
uHpopmanum.

koH(pumeHnnanprHOW wHpOpMmarmu. I[IpaBoBoi pexnM WHGOPMAITMH, OTHECEHHOW K
rocyapcTBeHHoM TaiiHe. [IpaBoBoil pexxum uHpOpMaIK, OTHECEHHOW K KOMMEPUYECKOM
taitne. [IpaBoBol pexumM WHPOpPMAIUHM, OTHECEHHOM K choyxeOHOH TaiiHe.
[Ipodeccnonanpras TaifHa. [IpaBOBON pEeXHWM TEPCOHANBHBIX JAaHHBIX. J3al(UTa
nH)OpMaITH

B ToM uncie NpaKTHYeCKUX 3aHATHIA 2
IpakTuyeckoe 3ansaTue 9. CoxpaHeHue KOHOUICHIIMAIBHONW HHGPOPMAIMA B XOJE 2
npuéma MoCeTUTeNneu
Tema 7.2. TlpaBosoe | Conepxanue 2 OK 09
peryJimpoBaHue IIpaBoBble OCHOBBI CTaHOApTH3alMM W €€ MECTO B CHCTEME TEXHHYECKOTro 2
CTAHAAPTH3ALNH U perynupoBanus. HopmatuBHble  TpeOoBaHums K  pa3paboTke  CTaHIApTOB U
YHHQUKALMH B obmepoccuiickux  knaccuukatopoB. HanmonanpHble  cTaHmapThl B 00JacTu
JeTONpON3Bo/IcTBe | | AOKYMEHTOBEICHNS 1 ADXHBOBE/ICHHS. YHauduumpoBaHHbIE CUCTEMBI JOKYMEHTALNH.
APXHBHOM JeJIe.
Tema 7.3. IlpaBoBoe | Conep:xanue 2 OK 09
peryJimpoBaHue IloHsATHE «3NEKTPOHHBIA HOKYMEHT» M €ro 3aKpelJIeHHEe B HOPMATHUBHBIX aKTax 2
HCIOJIb30BAHMS Poccuiickoit denepanun. DIeKTpOHHAs MOIINCh KAaK yCIOBUE NPUIAHUS IOPUIUIECKON
nH(OPMANHOHHO- CUJIBI 3JIEKTPOHHOMY JAOKyMeHTy. (DenepalibHblE LENEBbIE NPOTPaMMBI VKaK IpaBoBas
KOMMYHHKAIMOHHBIX | OSHOBA  BHE/IpCHI UHPOPMATMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH B CHCTEMY
TeXHOIOr M B TOCYJapCTBEHHOIO0 M MYHHIUMIAJIBHOTO YyIpasieHus. llpaBoBoe perynupoBaHue
IPENOCTABIIEHNUS] TOCYHAPCTBEHHBIX YCIYr U OCYILIECTBIEHUS T'OCYIapCTBEHHBIX
ACTONPOUIBOCTBE H ¢yHKUMi B 37eKTpoHHON (popme. OpraHuzanus ydyeTra apXuUBHBIX €T C MPUMEHEHHUEM
APXUBHOM J€JI€. MH(POPMAIMOHHBIX TEXHOIOTHI.
CamocTosiTeibHasI padoTa 4
IIpome:kyTOoUHAs aTTeCTALMA 3a4er ¢ OLEeHKOM
Bcero: 74




3.YCJIOBHUS PEAJIU3ALIAY YYEBHOM JUCIUATLIVHBI

3.1.J1ss1 peaniu3anuu NporpaMMbl y4eOHOIM TUCHUTLINHBI 10/KHBI ObITH
Npe1ycCMOTPEHbBI CileAy0IIe CrelHaJIbHbIe OMeIeHUs:
Kabunetsr «O6menpodeccnoHanbHbIX qucuiuind 1 MJIK», ocHaIlleHHBIC B COOTBETCTBUU
¢ mpunoxenuem 3 TIOIT-I1.

3.2.AnpopmManuoHHOe 00ecnieyeHHEe peau3alu NporpamMmbl
Jis peanu3zanuy mporpaMMbl OHOIHOTEYHBIN (OHA 00pa30BaTENBHON OpraHU3aluU
JOJI’KEH UMETh NIeUaTHbIe U/ WU 3JIEKTPOHHBIE 00pa3oBaTelbHbIE U UH(POPMAIIMOHHBIE PECYPCHI
JUTISL ICTIOJIb30BaHUs B 00pazoBatesibHOM mporiecce. [Ipu dopmupoanuu 6ubdaunorednoro Goxaa
o0pa3oBaTeNnbHOI opranu3anreil BEIOUpaeTcs He MeHee OJHOTO U3JaHUs U3 TIePEeUNCIIEHHBIX
HUOKE MeYaTHBIX U3/1aHU U (UJTH) SIEKTPOHHBIX M3aHUN B KAYE€CTBE OCHOBHOTO, TIPH STOM
CIHCOK MOXeET OBITh TOTIOJIHEH HOBBIMU H3/IaHUSMH.

3.2.1.0cHOBHBIE MEeYaTHbIE H3TAHUA

1. Bonkos, A. M. [IpaBoBble OCHOBBI MPOGECCHOHATBLHON AESATEIbHOCTH: YUYEOHUK IS

cpenHero mpodeccuonanbHoro obpaszoBanusi/ A. M. BonkoB. — MockBa: M3natensctBo FOpaiir,
2022. — 274 c. — (IIpodeccuonansuoe oopazoBanue). — ISBN 978-5-534-10131-7.

2. Kanyctun, A.Sl. IlpaBoBoe obecredyeHne Npo(HECCHOHATBHONW —JESTEIbHOCTH:
yu4eOHMK M TPAaKTUKyM Uil CpeaHero mnpodeccuoHanbHoro obpaszoBanus/ A. 5. Kamycrtus,
K. M. benukoBa; mon penmakmueir A. . Kamyctuna. — 2-e uzn., mepepa®. u jmom. — Mockaa:
NznarensctBo FOpaiit, 2022. — 382 c. — (Ilpodeccuonansroe obpazoBanue). — ISBN 978-5-534-
02770-9.

3. [IpaBoBoe obecrieueHne NPOPecCHOHATHHON AEATENBHOCTH: YUYSOHHK M TPAKTHKYM
UL cpeaHero mpodeccruoHanbHoro oopaszoBanusi/ A. I1. Anp00B [u ap.] ; mox oOmiel pemakiuei
A.TI. Ans6oBa, C.B. Hukomokuna. — 2-e u3n. — Mocksa: WsnmatensctBo HOpaiit, 2022. —
458 c. — (Ilpodeccronansuoe oopazoBanue). — ISBN 978-5-534-13592-3.

4. [IpaBoBoe obecneueHne MpPohecCHOHAIBEHONW JESITEIBbHOCTH: YUYEOHHK JUIS CPEIHETO
po¢eCCHOHATBHOTO obpazoBanusi/  B. V. ABauiickuii v ap.]; moA  pelakiuen
B. U. Apmwmiickoro. — 4-¢ u3x., nepepad. m gom. — Mocksa: M3marensctBo [Opaiit, 2022. —

333 ¢. — (ITpodeccuonanpuoe odpazosanue). — ISBN 978-5-534-04995-4.

3.2.2. OcHOBHBbIE JIEKTPOHHbIE U3IAHUS

1. Bonkos, A. M. [IpaBoBble OCHOBBI MPOGECCHOHATBLHON AESATEIbHOCTH: YUYEOHUK JUIs
cpeanero mnpodeccuoHaabHoro obpaszoBanus / A. M. Bonkos. — MockBa: M3parensctBo HOpaiir,
2022. — 274 c. — (Ilpodeccuonansuoe obpazoBanue). — ISBN 978-5-534-10131-7. — Tekcrt:
AIEKTPOHHBIN / Ob6pa3zoBarenbHas wiatdopma IOpaiit [caiiT]. — URL:
https://urait.ru/bcode/474897.

2. Kamyctun, A. fl. IlpaBoBoe obecrieueHne mnpodecCHOHANBHON JesITeIbHOCTH:
yu4eOHMK M TPAaKTUKyM Uil cpeaHero mnpodeccuoHanbHoro obpaszoBanus/ A. 5. Kamycrtus,
K. M. Benukosa ; mox penmakmmeir A. S. Kamyctuna. — 2-¢ w3a., mepepab. u jgon. — Mocksa:
NznarensctBo FOpaiit, 2022. — 382 c. — (Ilpodeccuonansroe obpazoBanue). — ISBN 978-5-534-
02770-9. — Texct: nsnekTpoHHbI // OOpa3oBatenpHas miardpopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/469525.



3. [IpaBoBoe obecrieueHne NPOoPecCHOHATBHON AEATENbHOCTU: YUYEOHUK M MPAKTHKYM
UL cpeaHero mpodeccruoHanbHoro oopaszoBanusi/ A. Il. Anp00B [u ap.]; mox oOmiel pemakiueit
A.TI. Ans6oBa, C.B. Hukomokuna. — 2-e¢ u3n. — Mocksa: WsnmatensctBo HOpaiit, 2022. —
458 c. — (IIpodeccuonansruoe obpazosanne). — ISBN 978-5-534-13592-3. — Tekct: 31MeKTPOHHBIHA
// O6pa3zoBarenbHas iatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/470051.

4. [IpaBoBoe obecrieucHHEe MPOPECCHOHATBHON ACSITETFHOCTH: YICOHUK JUISI CPEIHETO
npodeccuoHanbHOrO  oOpasoBanusi/  B.W. ABmmiickuit  [m n#gp.]; TWon  pedaxmuen
B. U. Apmmiickoro. — 4-¢ u3x., nepepad. m gom. — Mocksa: M3marensctBo [Opaiit, 2022. —

333 c. — (ITpoeccunonanbroe oopazoanue). — ISBN 978-5-534-04995-4. — Tekct: 251€KTPOHHBII
// ObpasoBarenpHas miathopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/469700.

3.2.3. JlonotHUTEIbHbIE HCTOYHUKH

1. Anucumo, A. II. IIpaBoBoe obecneueHne mpodeCcCUOHATBLHON EATEIBHOCTH:
y4eOHUK U MPAKTUKYM JUIsl cpelHero npodeccuoHanbHoro obpazoBanus / A. I1. Aaucumos, A. Sl.
PeokenkoB, A. FO. UukwibauHa; moa penakuueii A. 1. PeokenkoBa. — 4-¢ usn., nepepad. u Ao, —
Mocksa: U3narensctBo FOpaiit, 2020.

2. Muxaitnenko, E. M. I'paxnanckoe npaBo. O0mas yacTb: y4eOHUK U NPAKTUKYM IS
cpenHero npodeccuonaabHoro obpazosanus / E. M. Muxaiinenko. — 2-e u3f., nepepad. u mom. —
Mocksa: U3narensctBo FOpaiit, 2022.

4. KOHTPOJIb Y OIIEHKA PE3YJIbTATOB OCBOEHUSA YYEFHOU JUCHUTJIAHBI

Pezynomamot 00yuenus Kpumepuu ouyenxu Memoowt oyenku

Ilepeuens 3Hanuil, 0c6aUBAEMbIX 8 PAMKAX OUCYUNTUHDL
CoJZiepIKaHue 3 aKTyanbHOH | «OTIHYHO» - TEOPETHYECKOE COIACPIKAHHE MHIUBHyalbHbIE H
HOPMAaTHBHO-IIPaBOBOU Kypca OCBOEHO IMOJHOCTHIO, 0e3 mpoOemnos,
AOKYMEHTAIIUH, YMEHHS c(hOpMHUPOBaHBI, BCE
CTaH/apTel  aHTUKOPPYIUHOHHOTO | ey ecMoTpeHHBIE TPOrpaMMOl  ydeOHbIe
TOBE/ICHUA M TOCHE/ICTBHA €0 | 4orofye  pponmens;,  kauecTso  mx | TCCTOBBIC
E?)II)) ?\]/[IEIII:;I{II;I};II:IG HpaBoBHE  AKTHI BEITIOJTHEHHS OIICHEHO BBICOKO. 3allaHus;

Poccuiickoil Denepai B chepe «XOopomo» - TEOpPeTHYEeCKOe COAepXKaHUe | [IPOBEIAECHUE

(bpoHTaTBHBIE
OIPOCHI;

MH(OPMAIOHHBIX 4 | KYPCa OCBOCHO MOJHOCTBIO, 0e3 nmpo0esIoB, | MPOMEKYTOYHOTO
KOMMYHHKAIHOHHBIX TexHoJorui; | HEKOTOPBIC YMCHUA ChOPMHPOBAHBI | KOHTPOJIS.
HOpPMATHBHBIC TpaBOBBIC  akThl | HEAOCTATOYHO,  BCE  NPENYyCMOTPCHHBIC

Poccuiickon (I)e;[epa]_[p[ﬂ o HpOFpaMMOﬁ yqe6HLIe 3aJlaHus

3anure WHGOpMAIMKU M padoTe C | BHIIONHEHBI, HEKOTOPHIE BHIBl 33JaHUM

0OpareHusIMHI TPaKIIaH; BBITTOJIHEHEI C OIIMOKaMU.

HOPMAaTHBHBIC  IIPABOBBIC  AKTHI | «Y JOBJIETBOPUTEIBHO» - TEOPETHUECKOE

Poccuiickon (Deziepaulxm B chepe COZIepKaHUE Kypca OCBOCHO YaCTUYHO, HO
HH(%OpMauHOHHOH 0C30MACHOCTH; | poGensl  He  HOCAT — CyLECTBEHHOIO
TpCOOBAHIST OXPAHBI TPY/1d, XapakTepa, He0OX0IMMBIE YMEHHUS PabOTHI C
HOpPMaTHBHBIE  TIPABOBBIE  AKTHI

L OCBOCHHBIM  MAaTE€PUAJIOM B  OCHOBHOM
Poccuiickoii ®exneparu B chepe

o i c(OpMUPOBaHEI, OOJIBIIMHCTBO

OpraHM3aLMH AETIOBOH MOE3IKY; oy
HOPMaTHBHBIE ~ NpaBoBble  akThl | [PCAYCMOTPCHHBIX HPOTPaMMOH  ODYHCHHMA
Poccuiickoit ®exeparmn B cdepe y4eOHBIX 3aJaHUN BBITIOJHEHO, HEKOTOPbIe
uH(OPMALIUY; U3  BBIMOJIHEHHBIX  3aJlaHUil  conepikar
HOPMATUBHBIC  IIPAaBOBBIE  aAKThI OIIMOKH.
Poccuiickoit @exnepanu B chepe | «HeynoBIeTBOPUTENLHO» - TEOPETUUECKOE
JEJONPOU3BOJICTBA; coJiepKaHue Kypca HE OCBOEHO,
HOPMATUBHBIE  TIPABOBBIC  aKTHI | HeOOXOAUMBIE YMEHHS HE CQOPMHUPOBAHBI,
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Poccuiickoii ®exneparu B chepe
TPYIOBBIX OTHOIICHHIA;
JIOKaJIbHbIE HOPMATHUBHBIC aKTHI,

perIamMeHTHPYIONINe TPYIOBBIE
OTHOIIICHUS;
HOPMAaTHBHBIE  IPABOBBIE  AKTHI

Poccuiickoii ®@enepariu B chepe
apXHUBHOTO JIeTIa;

HOPMAaTHUBHBIE  TPABOBBIE  aKTHI
Poccuiickoit ®enepannu B 0671aCcTH
KOH(QHUICHINAIBHOW HH(pOpMaLuu
1 3aIUTHI IEPCOHATBHBIX JaHHBIX.

BBINIOJTHCHHBIC yUeOHBIC 3aJaHusl COAepKaT
rpyObIe OMIHOKY.

HepelleHb ymenuﬁ, oceaueaembsblx 6 pamxkax 0MCI/}MI’ZJZI/£Hbl

OTIPENeNsiTh aKTyaJbHOCTh
HOPMaTHBHO-TIPABOBOM
JTOKYMEHTAllu! B
po(heCCHOHATBHOM JIEATSIIbHOCTH;
HCTIONB30BaTh NPaBOBYIO
nH(pOpPMAITHIO B
npodeccnoHanbHON AEATEITBHOCTH;
3alIMIIaTh CBOM MpaBa B
COOTBETCTBHU C TPYAOBBIM
3aKOHOJIaTEIILCTBOM;

MPUMEHSTH CTaHJaPTHI
AHTUKOPPYIIIMOHHOTO TIOBEJICHUS;
MPUHUMATE MEPHI 10 COXPAaHEHUIO
KOH(pUACHINAIEHON HH(OpMauu
B X0JI¢ IpUEMa MTOCETUTENEH;

obecrieunBaTh COXPaHHOCTb
HEPCOHATBHBIX JAHHBIX
pabOTHUKOB.

«OTIMYHO» - TEOPETHYECKOe CO/epKaHHe
Kypca OCBOEHO TOJHOCTHIO, 0e3 MpoOenos,

YMEHUS c(hOpMHUPOBaHEI, BCE
NPeAyCMOTPEHHBIE MPOTrpaMMol y4yeOHbIE
3aJaHMs  BBIIOJHEHBI,  KaueCTBO  HX

BBIIIOJTHEHHUS OLICHECHO BBICOKO.

«Xopomio» - TEOPETHYECKOE COMACPIKAHUE
Kypca OCBOCHO ITOJIHOCTBIO, 0€3 MmpoOeoB,
HEKOTOPBIE YMEHUSA c(hopMHpOBaHEI
HEJIOCTaTOYHO, BCE  MPEIYyCMOTPCHHBIC
pOTrpaMMoi yueOHbIC 3ajaHus
BBITIOJTHCHBI, HCKOTOPBLIC BUJbI 3aZ[aHPII7[
BBITIOJTHEHBI C OITUOKaMH.
«YIOBIETBOPUTENBHO» - TEOPETHUECKOE
coJiepkaHHe Kypca OCBOCHO YacTHYHO, HO
npobenbl  HE  HOCAT  CYIIECTBEHHOTO
xapaktepa, HeoOXOMMbIE YMEHUS pabOThI ¢
OCBOCHHBIM ~ MAaTepUalioM B  OCHOBHOM
c(hOpMHUPOBAHBI, OOJBITITHCTBO
NPEAYCMOTPEHHBIX MPOrpaMMOi 00Yy4YeHUs
yueOHBIX 3a/IaHHH BBIMOIHEHO, HEKOTOPHIC

W3  BBINOJIHEHHBIX  3aJaHUil  COIEpIKaT
OLINOKH.

«HeynoBneTBOPUTENHHO» - TEOPETHUECKOE
coJiepiKaHue Kypca HE OCBOEHO,

HEOOXOMMbIC YMEHHUSI He c(HOpPMHUPOBAHBL,
BBITIOJTHCHHBIC YYeOHBIC 3a/IaHUs COJCPIKAT
rpyOBIe OMIHOKH.

UHAUBUAYAJIbHBIC U
(hpoHTATBHBIC
OTIPOCHI;

TECTOBBIC

3aJIaHus;
MIPOBEICHUE
MIPOMEKYTOYHOTO
KOHTPOJISL.




MHAHHUCTEPCTBO NPOCBEIIEHMSI
POCCHUUCKOU ®EJEPALINHN

®EJIEPAJIBHOE
T'OCYJAPCTBEHHOE BIO’KETHOE
OBPA3OBATEJILHOE YYPEKJIEHUE BBICIIETO OBPA3OBAHUSI
«JIYTAHCKHUH I'OCYJAPCTBEHHBIN NEJATOI'MYECKUI1 YHUBEPCUTET>»
(PI'BOY BO «JIT'TTY»)

POBEHBKOBCKHUM KOJUIEJK (PUJTTHAT)
(denepajbHOrO rocy1apcTBEHHOI0 OKIKETHOr0 00Pa30BaTEILHOI0 YUPeK/ACHHs BbICLIEr0
oOpa3oBanus «Jlyranckuii rocyiapcTBeHHbIH NMeJarornyecKuii yHUBepcuTe
(PoBenbkoBckuii kosutemxk (pumman) ®I'BOY BO «JIT'TTY»)

PABOYAS ITPOT'PAMMA
y4eOHOM JUCUIUTUIUHBI

OIII1.05 NudopmanrmoHHbie 1 KOMMYHHKAIIMOHHBIE TEXHOJIOTHU

(HaumeHo8aHUe YueOHOU OUCYUNTUHDL)
46.02.01 JlokyMeHTaIMOHHOE 00ECTICUCHNE YIIPABJICHHSI U APXHUBOBEICHHE
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Ha 6a3e OCHOBHOT'O 00111eT0 00pa30BaHUs

(Ha b6asze ocHoeHo20 0bwezo obpasosanus | na baze cpedne2o 0bwe2o 0bpazosaius)
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COJAEPKAHHE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI TPOTPAMMBI
YYEBHOM JUCHATIIAHEI

CTPYKTYPA U COJAEP)KAHUE YYEBHOM
JTUCIHUATLITAHBI

. YCJIOBUA PEAJIM3AIIMN YYEBHOM JUCIUILIAHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLHUATIINHBI



1. OBIHIASI XAPAKTEPUCTHUKA PABOYEH TPOT'PAMMBI YYEBHOM

JUCHUTLINHBI

«OII.05 UndopManiuoHHbIE  KOMMYHUKAIIMOHHBbIE

TEXHOJOIrnmu»

1.1. MecTo 1MCUMIJIMHBI B CTPYKTYPe OCHOBHOI1 00pa3oBaTe/IbHOI MPOrpaMMBbl:
mucuuumHa  «OII.05  MudopMamuoHHble H  KOMMYHHKAIIHOHHBIC
TEXHOJIOTUM» SBISETCA 00s3aTelIbHON 4YacThio OOIIENpPOpECCHOHATBLHOIO IUKIA MPUMEPHOI
oOpa3oBatenbHOi mporpammbl B cooTBeTcTBUH ¢ PI'OC CIIO mo cremumansaocTH 46.02.01
JlokyMeHTaIMoHHOE 00ecTeueHHE YIIPaBIeHHs U apXUBOBEICHHUE.

Oco6oe 3HaueHne TUCIUIUTMHA UMeeT pu GpopmupoBanuu u pa3sutun OK 02.

VYuebOnas

B pamkax
1 3HaAHUA

1.2. Ileab ¥ MUIaHUPYeMBbIe pPe3y/JbTaThl 0CBOCHUS THCIMILINHBI:
IporpaMMbl y4eOHOM JUCHMILTUHBI O0y4YalOIIMMUCS OCBAMBAIOTCS YMEHUS

Kon
K, OK

YMmenuns

3HaHus

OK 02

OmpeNeNiATh 3aJaud JuId  TOHMCKa
nH(popMaLnu; ONpENEIATh
HE00X0/AUMBbIE UCTOYHUKHU
nH(pOpMaLMY; TUIAHUPOBATh IPOLIECC
MIOUCKA; CTPYKTYpPHUPOBAThH
HOJy4aeMyo UH(POPMALIHNIO;
BBIICNIATh HauOojiee 3HAUYUMOE B
nepeyHe MHGOpPMAIMK; OICHUBATh
MIPAKTUYECKYIO 3HaYMMOCTb
pe3ynbTaToB  HOWUCKA;  O(OpMIIATH
pe3yiabTaThl  MOMCKa,  NPUMEHATh

CpeacTBa MH(POPMAIIMOHHBIX
TEXHOJIOTHH TSt peuIeHus
poeCCHOHATBHBIX 3ajay;
UCTIOJIb30BATh COBpPEMEHHOE
MIPOrpaMMHOE o0ecrnie4yeHue;
UCTIONIb30BATh PA3IM4YHbIC HHU(POBBIC
cpeacTBa TSt pemeHHs

HpO(l)eCCI/IOHaJIBHLIX 3aJa4d

HOMEHKJIaTypa WH(OPMAIIMOHHBIX
WUCTOYHHUKOB, TPHUMEHSEMBIX B
npodecCHOHATIBHOM IeATEIIEHOCTH;
TIPUEMBI CTPYKTYPHPOBaHUS
uH(pOpMaIINK;

dbopmaTt opopmMIleHHs Pe3yJbTaTOB
MIOMCKa uHpopMaIuy,
COBPEMCHHBIE cpexacTBa "
yCTpoicTBa HH(OPMATH3AIINH;
NOPSIIOK WX  TPUMEHEHUS U
nmporpaMMHOe  oOecrieueHHe B
npodecCHOHATBHON NIeSTETBHOCTH
B TOM YHCIIE C HCIOJIH30BAHUEM
I (POBBIX CPEICTB




2. CTPYKTYPA U COAEPXKAHUE YYEFHOU JAUCIUILIVHBI

2.1. O0beM y4eOHOI JUCHMIIIMHBI M BUIbI Y4e0HOH padoThI

Bun yueOHoi padoThI O0BeMm B yacax
O0Bem 00pa3oBaTeJbHOM MPOrpaMMbl Y4eOHOM TMCHUTIIMHBI 102

B T.4. B )OpMe NPAKTHYECKOIl MOAr0TOBKHU 84

BT. 4..

TEOPETHUECKOE 00YUCHUE 18

MIPAKTUICCKUEC 3aHATH 84
IIpomexyTouHasi aTTeCTALIUA 3aver ¢ oneHKOMH




2.2. TemaTH4ecKuUii MJIAH H cOePKAHUE YIeOHOI TUCIIUILTAHBI

Oo6bem, akag. u/
B TOM 4HCJIE B

Koabl komneTeHIUid,

HaumenoBaHue popme (bopmupoBanuio
Coaep:xxanue u (pOpMbI OPraHU3ANMNH EATEIHHOCTH 00y4aloHXCs . KOTOPBIX
pa3iesioB U TeM NPaKTHYeCKOH
CIoco0CTBYeT
MOATOTOBKH,
3JIEMEHT MPOTrPaMMblI
aKaj. 4
1 2 3 4

PA3JEJ 1. ABTOMATHU3ALNA NHOPOPMALNMNOHHBIX MPOLECCOB. KOMIIBIOTEP 8
Tema 1.1. IIpakTHyeckne 3aHATHS 4 OK 02
YerpoiicTBo u KommbroTep kak cpeacTBo aBTOMAaTH3alul HHPOPMALIMOHHBIX POLIECCOB. 4
NPUHIHUIBI Pa00THI QOyHKIMOHAFHBIE YCTPOHCTBA KOMITHIOTEPA.
KOMIIbIOTEpa [Tpuémbl pabOTHI B cTaHAapTHBIX Iporpammax OC: rpaiuecKOM U TEKCTOBOM pellaKkTopax.
Tema 1.2. IpakTHyeckne 3aHATHS 4 OK 02
I[Iporpammuoe OCHOBHBIE TOHATHS IPOTPAMMHOT0 00eCIIeUeHHs KOMITBIOTEPa. 4
o0ecneyenune OmnepaunonHnsie cucteMbl. X Bunbl u rpaduueckuii naTepdeiic.
KOMIIbIOTEpA. datinoBas cucrema. Oneparuu Hax dhaiaamu.
daiijioBasi cucTeMa CucremaTu3aiys “HHOPMAITUH ¢ TTOMOIIIBIO MANoK u (haiioBs.
XpaHeHus Pa6ota ¢ daiinamMu u KaTagoramu.
undopmanuu Pabora B crangapTabix nporpamMmMax OC: TeKCTOBBIC, TpadruecKue.
PA3JIEJI 2. TIPUKJIAJHOE U CUCTEMHOE ITPOI'PAMMHOE OBECIIEYEHHUE 34
Tema 2.1. IIpakTHyeckue 3aHATHSA 12 OK 02
Cpencrsa u Hacrpotika uHTEpdEiica TEKCTOBOTO pelaKkTopa, MapaMeTPOB CTPAHHITEL. 12

TeXHOJOTHH CO3IaAHUSA
U 00padoTKu
TEKCTOBOM
HH(popManun

OdopmiieHre MHOTOCTPaHUYHBIX JOKYMEHTOB. HacTpoiika nHTepdeiica TeKCTOBOTO
penakropa. Hactpolika mapaMeTpoB CTpaHUIIBL.

Hacrpoiika pe:xuMoB IieyaT TEKCTOBOT'O IOKyMeHTa. PaboTa ¢ mpuHTEpOM.

ITpuémsl penaktupoBanus Tekcra. [Ilposepka opdorpaduu Tekcra B TEKCTOBOM PEIAKTOPE.
®opmaTHpoBaHHE JOKYMEHTOB B TEKCTOBOM PEAAKTOPE.

H3meHeHue cBOMCTB CUMBOJIOB, TAPaMETPOB a03aleB U CTPaHHIIbIL.

ITeuats noxkymenTa. @opMaTHUpOBaHHE JOKYMEHTOB B TEKCTOBOM PEIAKTOPE.

W3meneHue napameTpoB ad3aLes.

YcranoBka no3unuii Tadysuu. Pabora co cimckamu.

BcTaBka rpaguueckoro n300paKeHus B TEKCT, H3MEHEHHUE €T0 TIOJIOKEHHUS Ha CTPaHUIIE.
TexHonorys BCTaBKH B IOKYMEHT 00bekTa SmartArt. BctaBka CHOCOK B TEKCT JOKyMEHTA B
TEKCTOBOM penakTope. OCHOBHBIE PUEMBI PabOTHI ¢ Tabinuamu. KOHTEKCTHBIE BKIaIKU
Kouctpykrop n Maker ams paboTsI ¢ TaOIHIIaMU B TEKCTOBOM PEITAKTOPE.

Pasnuunbie mpuéMel paboTHI ¢ TabNIHIAMH B TEKCTOBOM peakTope. COpTHPOBKA JaHHBIX B
Tabnuie. Beruncinenus B Tadiunax.

Pa30ueHue TekcTa Ha KOJIOHKH B TEKCTOBOM penaktope. ©opmaTupoBaHue
MHOTOCTPAaHUYHOTO JJOKYMEHTa B TEKCTOBOM pEIaKTOpe.

Pabota co crusimu. Cozganne aBTOMaTHYECKOTO OTJIaBJICHHSI B MHOTOCTPaHUYHOM
JOKYMEHTE B TEKCTOBOM PEIAKTOPE.




Tema 2.2. IIpakTnyeckue 3aHATHSA 10 OK 02
Cpencrea Coznanvie TabauIl B TAOIMYHOM pefakTope U uX (hopMaTHpOBaHUE. 10
U TeXHOJIOTHH PABOTBI | Typy; qaHHBIX, HCIIONB3YEMBIX B TAGIMYHOM PEAAKTOpe. BhIMoIHeH e pacusToB B
¢ 3JEKTPOHHBIMH 3JIEKTPOHHBIX Tabnuuax. @opMyiel. AGCOMIOTHAS ¥ OTHOCHTENbHAS agpecauns. OyHKuum,
Tadaunamu HCITOJIb3yeMbIe B TAOIIMIHOM penakrope. Padora co cnimckamu. Co3zmanue u
(opMaTUpOBaHUE NEKTPOHHBIX TAOIUI. THIBI JAHHBIX, UCTIONB3YEMBIX B TAOIMYHOM
penaktope. BrinonHeHnue pac4€ToB B 3JIEKTPOHHBIX Tabnunax. @opmyiel. AGConroTHAs U
OTHOCUTEJIbHAS aJipecariys.
OyHKINH, UCIIONB3yeMbIE B TAOMMYHOM peaakrope. [locTpoeHue u peaakTupoBaHue
guarpamm. HacTpoiika IMCTOB KHUTH Ha IIeYaTh.
Tema 2.3. Copep:xanne yueOHOT0 MaTepHuaJia 2 OK 02
Texunosorus OLE. CriennanbHasi BCTaBKa ()parMeHTa JOKYMEHTa B JpyToil TOKyMeHT. BcTaBka cBsI3aHHBIX 2
Coznanue OLE- 00BEKTOB B IOKYMEHT. BeTaska (parmenTa (haiina TabGIMYHOTO PENAKTOPA B JOKYMEHT
00bexTOB TEKCTOBOTO PEJAKTOPa C YCTAHOBKOM CBSI3H.
IpakTnyeckue 3aHATHS 4
Co3naHue TEKCTOBOTO JOKYMEHTa B PUIIOKeHUU-KIHMEHT U BcTaBka OLE-00bekToB 13 4
npmiIoxkeHus cepepa. Cozmanue CpaBoK ¥ HHPOPMAITMOHHO-aHATUTHIESCKIX 0030pOB B
MPIIOKCHUHU-KINEHT U BcTaBka OLE-00beKTOB U3 MPUIIOKEHUS cepBepa.
Co3manue cupaBoK U HHPOPMAIIMOHHO-aHATUTHYECKUX 0030pOB B MPUIOKEHUH-KIUEHT U
BCTaBKa CHApKJIalHOB U3 IPUJIOKCHHUS CepBepa.
Tema 2.4. Conep:xanue yaedOHOT0 MaTepHuasia 2 OK 02
E(?;gigg;:;i::ne [Monstue B u CYB/L. 3arpyska, uatepdeiic CYB/l. Tabnmuunas CprKTypauBI[. Iomns, 2
HHGBOPMAIHOHHBIX 623 3anucH. Tumnel nanseiX. [lonsiTue KatoueBoro nodst. @opmel, 3anpockl U 0TuéTel B CYB/], ux
NaHHEIX Ha3zHaueHUE U crocoObl co3aanus. Co3naHne CBSI3U MEXIY TaOJIUIaMU C IOMOIBI0 MacTepa
MOJICTAHOBOK.
IIpakTnyeckue 3aHATHSA 4
Coznanne Tabmun B CYB/l. YcranoBKka CBOWCTB MOJIeH 1 cBsA3el Mex Iy Tabnunamu. Beog u 4
MPOCMOTP JIaHHBIX B peskuMe «Tabmumar
PA3JEJ 3. CPEACTBA NEPEJAYH DJEKTPOHHBIX JOKYMEHTOB U OBECIIEYEHUE UX 6
COXPAHHOCTH
Tema 3.1. Copep:xxanne yueOHOT0 MaTepHuaJia 2 OK 02
IIporpammbi 2
CKAHMPOBAHMS CkaHMpoBaHHE JOKYMEHTOB C MMOMOIIbI0 cTanfapTHoro mpuioxkeHus OC. [Iporpammer-
JIOKYMEHTOR 1 apXUBaTOPHl. YTIaKOBKa M paclakoBKa apxuBoB. CKaHUPOBAaHUE U PACIO3HABaHHE TEKCTa C
KOHBEpPTHPOBAHHSI MIOMOIIBIO CIIEIMATU3UPOBAHHOTO IIPOrpaMMHOro obecnieueHus. KoppekTupoBka Tekcra.
daiion KonseprupoBanue Qaiinos.
IMpakTnyeckune 3aHATHS 4
4

PacmnoznaBanue uH(pOpPMANIUU ¢ TOMOIIBIO TPOTPaMM CKaHUpoBaHus. KoHBepTHpoBanue
(aiinos.

[IporpammbI-apxuBaTopbl. YIaKOBKa U pacliakoBKa apXHBOB.




PA3JEJI 4. CO3JAHUE U PEJAKTUPOBAHUE 'PAOUYECKUX U MYJIbTUMEJIMUHBIX OBBEKTOB

10

Tema 4.1.

Conep:xanue y4ueGHOro MaTepuaJia

IIpeacraBienue
uHpopManuu ¢
NMOMOIIBIO CPE/ICTB
uHdorpaduku

CoznanHue mpe3eHTaluy B cenuanu3npoBaHHoM [10 11 moAroToBKY Npe3eHTaui.
OcHoBHEbIe TUTTHI (haiiitoB. PexxuMel mpocMoTpa. Beioop madiaoHa 1 TeMBI CITali10B

K npe3eHTanuu. MaMeHenne Makera ciaiioB. Mcronb30BaHUE TUIIEPCCHUIOK B IPE3CHTAIINH.
HacTpoiika annmaruu Tekcra 1 00bekToB. [lo0aBneHne nepexoaoB MEXIy claigamu.
Pasnmuunbie cpencTBa cozpanus uHborpapuku. Buszyanusanus u npencTaBieHue T0KIaa.

HpaKTI/I‘leCKI/Ie 3aHATUSA

Br16op miab10Ha ¥ TEMBI CITAWIOB K MIPE3eHTANNU B crienuann3upoBaHaoM 110 mst
MMOATOTOBKY Tpe3eHTanwii. Co3aanne coOCTBEHHOTo mabiioHa. Mi3sMeHeHne MakeTa CIaiIoB.
Pabora co cnaiizamu. BctaBka 00BEKTOB Ha Cllaiijl, ”3BMEHEHHE UX MTOJIOKEHUS. Y IIpaBlIeHHE
ciosMu cnaiiia. Mcnonb3oBaHre THIepechbulok B pe3eHTanuu. HacTpoiika anumarnuu
TeKcTa 1 00bekTOB. JloOaBieHne IepexoI0B MEX Iy cilainaMu. BeTaBka 3Byka M BHIIEO.
HaCTpOﬁKa IMMPE3CHTAllU Ha IMOKa3, yrpaBjsA€Masa NOKJIaJ4YUKOM U B aBTOMaTUYCCKOM
pexrMe.

OK 02

PA3JEJI 5. TEXHOJIOI'US CO3JAHUSA U IIPEOBPA3OBAHUSA NTHO®OPMAIIMOHHBIX OBBEKTOB

20

Tema 5.1.

Conep:xanue y4ueGHOro MaTepuaJia

HepconnpuuupoBaHHbie
PACCBIJIKH ¢ IOMOIIbIO
GyHkuum ciusiHus

Ucnonb3oBanue MacTepa CIUSHUS IS PACCHUIKU JOKYMEHTOB. Co3/laHue PACCHUIKHU C
noMotibio GyHkuuu cnusHusg. Co3nanue OeiKa ¢ MOMOIIBI0 MacTepa CIHSHHUS.
Hcnonp3oBanue MadI0HOB U CIEITHANTBHON BCTABKH MPH CO3JJaHUH PACCHUIKH JTOKYMEHTOB C
MOMOIIBIO (PYHKIIUU CIUSHUSL

IpakTHyeckue 3aHATHUS

Coznanue nuceM-NpurialeHuii, no3apasneHuil. Mcmnonp30Banue Mactepa ClUSAHUS A
NEepCOHUPHUINPOBAHHON PACCHUIKH JOKYMEHTOB.

Hcnonp3oBanue MacTepa CIUSHUS U NepCOHU(BUINPOBAHHON PACCHUIKH JOKYMEHTOB.
Co3nmanne KOHBEPTOB, OCHIKeH, KyBEpTHBIX KapTOUECK.

Hcnonp3oBaHKEe MacTepa CIMSHUS U NePCOHUGUINPOBAHHON PACCHIIKH JOKYMEHTOB.
Coznanue muceM Mo3paBieHNid, HATOMUHAHUN, BUBUTHON KapTOUKH, KYBEPTHOM KapTOUKH.

OK 02

Tema 5.2. TexHosorus
aBTOMATH3AINHU
CO3/1aHUs U
HCTI0JIb30BAHUS
nokymMeHTOB. lllado0HbI
JOKYMEHTOB

Conep:xanne yueGHOro MaTepuaJia

Co3nanue n1abIOHOB CIIPaBOYHO-UH(POPMAIMOHHBIX TOKYMEHTOB. DJIEMEHTHI YIPaBICHHS
conepxuMbiM. Co3fianue MadI0HOB PACTIOPSIUTEIBHBIX TOKYMEHTOB, pa3paboTka Ghopm.
PaboTa ¢ mabmonamu. PazpaboTka 3amumEHHON AIEKTPOHHON (OPMBI TOKYMEHTA.
CoBmMmecTHast paboTa HaJ MPOEKTOM TOKYMEHTA B peXXHME PEeLIeH3UPOBAHNA.

IpakTHyeckue 3aHATHUS

C03)13.HI/IG 1a0JIOHOB 3allMCOK, MPOTOKOJIA, CIIPAaBKH, IMpHUKa3a C YCTaHOBKOﬁ 3allUThI
CJ'Iy>K€6HOl"O nrcbMma, ,HOKJ'Ia,Z[HOﬁ 3aIllUCKH, PACIIOPSKCHUA, aKTa.

CoBMecTHas pa60Ta Haa IPpOCKTOM madoHa npurkasa, CIIpaBKU.

OK 02




PA3JEJ 6. KOMIIBIOTEP KAK CPEACTBO KOMMYHUKAIIMU U TOCTYII K HH®OPMAIIMOHHBIM 26
PECYPCAM. JIOKAJIBHBIE U I'JIOBAJIBHBIE CETH
Tema 6.1. IMpakTnyeckue 3aHATHS 4 OK 02
CeTu M MHTEpHeT. 7]
HH(popMALHOHHO- Bo3moskHOCTH MToncka nH(pOpMaiy B HHTEPHETE.
MOUCKOBbIE CHCTEMBI. [Touck nadopmanyu B 0pHUIUATBHBIX HHTEPHET-HCTOYHUKAX.
Ionck nuopMaAMMH B | [[opck nHGOPMALHH B PA3IHUHBIX CIIPABOYHO-TIPABOBBIX CHCTEMAX.
PAa3JIMYHBIX CIIPABOYHO-
MPaBOBBIX CHCTEMAaX
Tema 6.2. IlouToBbIe H | Copepskanne y4eGHOro MaTepHaIa OK 02
00/1a4HbIe CEPBUCHI B
padore ¢ JokyMenTamu | YICTIONB30BAHHE [TOYTOBBIX CEPBUCOB: BH/IBI, IPABHIIA PETHCTPAIIMH, IPABHIIA 3AITHTHL.
CepBuchl 00J1a4HBIX TEXHOJIOT U1, TO3BOJISIOLINE OPraHM30BaTh JOKYMEHTHOE U
0e310KyMEHTHOE 00CITy)KUBAHHE.
[IpumeHeHue 00IauHbIX XPAaHWINIL JaHHBIX [UIS ONITUMU3AIMU paboTHI ¢ JOKYMEHTaMHU.
IpakTnyeckue 3aHsATHSI 4
CoBMecTHas paboTa 1o OpraHu3aIiy JOKYMEHTHOTO B 0€3 JOKYMEHTHOTO 00CITyKUBaHUS C 4
HNPUMEHEHNEM O0JIaYHBIX TeXHOJIOTHH.
Tema 6.3. CoBpemeHHBIE Cozep:kanue yueGHOro MaTepuaia 2 OK 02
NporpaMMbi- 5
NIAHHPOBIHKH CoBpeMeHHBIE TPOTPAMMBbI-TUIAHUPOBIIHKH.
IIpakTnyeckue 3aHATHSA 4
[TnanupoBaHue paboyero AHS PYKOBOAUTENS M CEKPETaps C MOMOIIIBIO COBPEMEHHBIX 4
NpOrpaMM-IIaHUPOBIINKOB.
Tema 6.4. qpeHCTBa HUT | Conepskanne yueGHoro marepuaia 2 OK 02
TEXHOJIOTHii mpH - 5
OPraHU3ALMH JeN0BbIX Cucrembl OpOHHPOBAHHUS OUIICTOB U OTEJIEH.
nmoe3/10K pykoBoauTesisi. | PaboTa ¢ reogaHHbIMU.
OcymecTB.aenue TpIBes- IMpakTnyeckue 3aHsATHSI 4
NOIEPKKH )

ITonbopxka peiica 1 OTems 10 3aJaHHBIM IapaMeTpam.
Omnpenenenue reogaHHbIX.

HpOMe)RyTO‘lHaﬂ aTrecranus

3ader ¢ OEHKOMI

Bcero:

102




3. YCJIOBUSA PEAJIN3AIIAYA YYEBHOM TUCIATIIVHBI

3.1. Jlns peaqu3anuu NporpamMmMbl Y4eOHOM AUCHUIINHBI J0KHBI ObITH
NpeAyCMOTPEHbI Ciedyolue ClieHATbHbIe IIOMeIleHHs
JlaGopatopus «VH(pOpMaLIMOHHBIX 1 KOMMYHUKAIIMOHHBIX TEXHOJIOTHID», OCHAILICHHAs B
cooTBeTcTBUH ¢ npuiioxenueM 3 TTOII-II.

3.2. UndopmannoHHoe odecnieyeHre peain3alui NporpaMmmbl
Jns peanuzanuu mporpaMMbel  OMOMMOTEYHBIH (OoHI 00pa3oBaTENbHON OpraHU3anuu
JIOJDKEH MMETh MeYaTHBIC M/WITU 3JIEKTPOHHBIE 00pa3oBaTeIbHbIC U MHPOPMALMOHHBIE PECYpPCHI
JUIS ICTIOJIb30BaHUs B 00pa3oBaTenbHOM mpouecce. [Ipu ¢popmupoannu 6ubnuoreyHoro ¢ponHaa
00pa3oBaTeNbHOW OpraHM3anreil BBIOMpACTCSI HE MEHEE OJHOTO M3JaHHS M3 TEePEUNCICHHBIX
HIDKE TICYaTHBIX HM3aHUN M (W) DIIEKTPOHHBIX HM3/IaHUI B KAa4eCTBE OCHOBHOTO, TMPH ITOM
CIIMCOK MOYET OBITh JIOTIOJTHEH HOBBIMH M3JJAHUSIMH.

3.2.1. OcHOBHbBIE MeYATHBIE U IJIeKTPOHHbIE U3IAHUSA
1. 'aBpuiioB M. B., Knmumos B. A. UnpopmaTtnka 1 ”HPOPMALIMOHHBIE TEXHOJIOTHH. Y YeOHHUK

UIsi cpenHero mnpodeccuoHaabHoro obpaszoBanus / M. B. I'aspuiios, B. A. Kimumos. — 4-e uzn.,
nepepad. u mon. — MockBa: M3matensctBo FOpaiit, 2022. — 383 ¢. — (IIpodeccnonansuoe
obpaszoBanue). — ISBN 978-5-534-03051-8. — Texkcrt: anekrponnsiit / OBC IOpaiitr [caiit]. —
URL.: https://urait.ru/bcode/469424

3. KynpusiroB JI. B. Uudopmarmonnoe obecrieueHne npodecCHOHATBHON NeSaTeIbHOCTH:
y4eOHHUK U MPAKTUKYM JJIsi CPEHETO MpOodecCHOHATBEHOT0 00pa3oBanHust/ YUeOHUK U MPAKTHKYM IS
cpenuero npodeccronanmsHoro oopazosanus / 1. B. Kynpusaos. — Mocksa: M3aarenscTBo FOpaiir,
2022. — 255 c. — (Ilpodeccuonanpaoe obpazoBanme). — ISBN 978-5-534-00973-6. — TekcrT:
anekrpounsii // DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/470353

4. IlnotaukoBa, H. I'. MudopmaTuka n mHGOPMAITMOHHO-KOMMYHUKAITMOHHBIC TEXHOJIOTUH
(UKT) : yue6Hoe nocobue / H. I'. IlnotHukoBa. — Mocksa: PUOP: UH®PA-M, 2022. — 124 c. —
(Cpennee npodeccuonaipHoe obpasosanue). - ISBN 978-5-369-01308-3. - Tekct: 3iekTpoHHbIH//
OBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1229451 (nata obGparmenus:
04.08.2022). — Pexxum ocTyna: mo MOAIUCKE.

5. Tpopumos B. B. Undopmartuka B 2 1. Tom 1: YueOHuk 1151 cpearero npodeccuoHaaIbHOTO
obpazoBanus / B. B. Tpobumos. — 3-e¢ u3x., mepepad. u gon. — Mocka: U3marensctBo FOpaiit,
2022. — 553 c. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-02518-7. — Tekcr:
anextponnbiit / DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/471120

6. ®enotoBa, E. JI. UnpopmanoHHble TEXHOJIOTHH B MPOPECCHOHATBHON IesITeIbHOCTH:
yuebnoe nocobue / E.JI. ®enorosa. — Mocksa: POPYM: UHOPA-M, 2022. — 367 c. — (Cpennee
npodeccruoHanbHoe obOpazoBanue). - ISBN 978-5-8199-0752-8. - Tekcr: snextponnsiii // DBC
Znanium [caiitr]. — URL: https://znanium.com/catalog/product/1786345 (mata oOpartieHus:
04.08.2022). — Pesxum ocTyma: mo MOAMUCKE.

3.2.2. OcHOBHbBIE JICKTPOHHBIE H3IaHHUS
1. Kynpusnos /JI. B. MudopmanmonHoe obecrneueHne npoQecCHOHaIbHON esTeNbHOCTH:
y4eOHHK M MPAKTHKYM JJIsi CPEIHETO MPOeCCHOHATEHOTO 00pa3oBanHust/ YUeOHHUK U MPAKTHKYM ISt
cpenuero npodeccronansHoro odpazosanus / 1. B. Kynpusaos. — Mocksa: M3aarenscTBo FOpaiir,
2022. — 255 ¢. — (Ilpodeccuonansuoe obpazopanue). — ISBN 978-5-534-00973-6. — Tekcr:

anexktpounsii // DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/470353
2. [MnotuukoBa, H. I'. UadopmaTika u nHOOPMALMOHHO-KOMMYHHUKAITIOHHBIE TEXHOJIOTHH
(MKT) : yue6Hoe nocobue / H. I'. IlnotHukoBa. — Mocksa: PUOP: UH®PA-M, 2022. — 124 c. —



(Cpennee mpodeccuonanpHoe odpazoBanue). - ISBN 978-5-369-01308-3. - Tekct: 31eKTpOHHBIN//
OBC Znanium [caiit]. — URL: https://znanium.com/catalog/product/1229451 (mara oOpamieHus:
04.08.2022). — Pexum nocTyma: 1o HOMHCKeE.

3. Tpodumos B. B. Uudopmaruka B 2 1. Tom 1: YueOHuUK 11 cpeHEro mpodecCHOHATHHOTO
obpazoBanus / B. B. Tpopumos. — 3-e usn., nepepad. u gorn. — Mocksa: M3garenscTBo FOpaiir,
2022. — 553 c. — (Ilpodeccuonanpaoe obpazoBanme). — ISBN 978-5-534-02518-7. — TekcrT:
anexktpounsii // DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/471120

4. ®enorosa, E. JI. UnpopManmoHHbIE TEXHOJOTHH B MPOQPECCHOHAIBHON AESITEIBHOCTHU:
yaebHoe nocobue / E.JI. ®enotoBa. — MockBa: ®OPYM: UHOPA-M, 2022. — 367 c. — (Cpennee
npodeccuoHanbHoe obOpazoBanue). - ISBN 978-5-8199-0752-8. - Tekcr: snextponnsiii // DBC
Znanium [caiit]. — URL: https://znanium.com/catalog/product/1786345 (mata oOpameHus:
04.08.2022). — Pexxum q0CTyIIa: O TOIIKCKE.

3.2.3. JlonotHUTEIbHbIE HCTOYHUKH

1. AnexceeB A.Il. COopHuk naboparopHblx pabor mo pucuuiinHe «HHpopmatukay,
yacTb 2: YuebHoe mocobue. YueOHoe nocobue no aucummiuHe «MHdopmaTuka», nias CTyIEHTOB
nepBoro kypca crneuuanbHocTedt 10.03.01 u 10.05.02 VYuyeOnoe mnocobue MO IUCHUIUIMHE
«MupopmaTukay, A CTyAEHTOB mepBoro Kypca cneruainbHocTeid 10.03.01 u 10.05.02 / Anexceen
A.IL. — Mocksa: COJIOH-IIp., 2017. — 256 c.: ISBN 978-5-91359-220-0. - TekcT: 35eKTpOHHBIIH//
OBbC Znanium [caiit]. — URL: https://znanium.com/catalog/product/881455. — Pexxum moctyma: mo
TIOJTITHCKE.

2. bensesa. T.M. Maremaruka u uadpopmaTuka: yaeOHuK u nnpaktukym mis CI10 / T. M.
bensesa [u np.]; mom pemakmueit B. J[. DOnpkuHa. Y4YeOHHK W NPAKTUKYM JJS CPEIHETO
npodeccronabHOro 06pazoBanus / T. M. bensesa [u np.]; mox pemakmueit B. JI. DnpkuHa. — 2-¢
u3f., nepepad. u gon. — MockBa: M3narensctBo HOpaiir, 2022. — 402 c¢. — (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-10683-1. — Tekct: anekrponnsiii / OBC HOpait [caift]. —
URL.: https://urait.ru/bcode/469943

3. Kenposa I'.E. [u np.] UadopmaTtuka ans ryMaHuTapueB: Y4eOHUK U TPAKTUKYM JUIS
cpennero mpodeccuonanbHoro ooOpazoanus. Iloxg pemakmumeit I'. E. Kempomoit. — Mocksa:
WznarensctBo KOpaiir, 2022. — 439 c¢. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-534-
10244-4. — Tekcr: anexkrpounsii // DBC FOpaiit [caiit]. — URL.: https://urait.ru/bcode/475550

4, Hosoxwunos O.I. Uudopmaruka B 2 4u. Yacte 1: yweOnux mis CIIO / O. II.
HoroxuinoB. YueOHUK 1 cpeHero npodeccuonansHoro odpasosanus / O. I1. HoBoxwunos. — 3-¢
u3f., nepepad. u gon. — MockBa: M3narensctBo HOpaiir, 2022. — 320 c¢. — (IIpodeccuonanbHoe
obpazoBanue). — ISBN 978-5-534-06372-1. — Tekct: anekrponnsiii / OBC HOpait [caiit]. —
URL.: https://urait.ru/bcode/474161

5. ITonnoB A.M. Nudopmatuka u MmareMaTHka: yueOHUK U npaktukym s CITIO / A. M.
[Toro, B. H. CoruukoB, E. U. Haraera, M. A. 3aiinieB; nox pea. A. M. IlomoBa YueOHuk u
MPAaKTUKYM Ui cpeliHero npodeccuonaibHoro oopasosanus / A. M. Ilomnos, B. H. Cothukos, E. 1.
Haraesa, M. A. 3aiiues; non penakiueir A. M. TlonmoBa. — 4-e u3z., nepepad. u gon. — Mocksa :
WznarensctBo KOpaiit, 2022. — 484 c¢. — (IIpodeccuonansHoe obpazosanue). — ISBN 978-5-534-
08207-4. — Texcrt: anexrponnsiii // DBC IOpaiir [caiit]. — URL: https://urait.ru/bcode/469437

6. CoseroB b.fl.  MHpopManMoHHBIE  TEXHOJOTHH:  YYEOHUK I CPEIHETro
npodeccuonansHoro oopazosanus / b. 1. Coseros, B. B. llexanoBckuii. — 7-e uzn., mepepad. u 101.
— Mocksa: UznarensctBo HOpaiit, 2022. — 327 c. — (IIpodeccuonanproe oopazoanue). — ISBN
978-5-534-06399-8. —  Tekct: onektponnwnii // DObC  IOpaiir [caiit]. —  URL:
https://urait.ru/bcode/469425

7. Tpodumor B.B. NudopmarimonHbie TEXHOJIOTHH B YKOHOMHUKE M yIPABJICHUH B 2 4.
Yacte 1: yuebnuk ans CITIO / B. B. Tpodumos [u ap.]; mox pea. B. B. Tpodpumosa. YueOuuk s



cpennero npodeccuoHanbHOro oopazoanusi / B. B. Tpodumor [u ap.] ; mox pemakmueir B. B.
TpodpumoBa. — 3-e u3a., nepepad. u gon. — Mocksa: UznarensctBo FOpaiit, 2022. — 269 c¢. —
(ITpoeccuonansuoe obpazoanue). — ISBN 978-5-534-09137-3. — Tekct: anexrponnsiii // DbC
IOpaiir [caiit]. — URL: https://urait.ru/bcode/475059

8. CropaBouno-npaBoBasi cuctema «Koucynprant I[lmoc». Odunmansusiii caiit CIIC
«Koncynbrant mioc» [nexkrponnasiid pecypc] . URL: http://www.consultant.ru/

9. CrnpaBouHo-nipaBoBas cucreMa «l'apant» [OnexkTpoHHbIi pecypc] . URL:garant.ru

10. CrnpaBouHo-nipaBoBas cucrema «Koncopuuym Kopekc» [DnekTpoHHBIM pecypce] .
URL: Kogexkc - IIpodeccuonanbupie cripaBounbie cucteMbl - Komekce (kodeks.ru)

11. Odunmanbaplii caiT mporpammel st pacnio3HaBanus Tekcta ABBYY FineReader.
Odunmanpueiii caiit kopriopanun Adobe. [Dnekrponnsiit pecypc] URL: https://www.abbyy.com/ru-
ru/Finereader/

12. Odunmansubiii callt Microsoft Office. Cnpaska. Odunmansheiii caiit Microsoft
[Dnmextponnstii pecypc] . URL: https://support.office.com/

13. Odwunmanereiii caiit kommanuu Google. CrpaBka Google. [DmektpoHHBII pecypc]
URL.: https://support.google.com

14. Odunmanpapii  calit SHnexc-guck [DnextponHsni pecypc] URL: Anpexc./luck
(yandex.ru).

15. Odunmansuelil caitt O6sako mein. [Onekrponnsiit pecypc] URL: O6mnako Mail.ru

16. Cuctema oHnaifiH-OpoHupoBaHus oteneil «bykuary. OpunuanbHbIi cant
Booking.com [DnexTponnsiii pecypc] URL: https://www.booking.com/index.ru.

17. CepBuc cpaBHEeHHS 1IeH Ha otenu « TpuBaro» Odunmaneupiii  cadt  Trivago.
[DnexTponnsii pecypce] URL: https://www.trivago.ru/

18. Cepsuc 6ponupoBanus oteneit «Xorenc»  OdunuanbHbIA cair Hotels
[DnexTponnslii pecype] URL: https://ru.hotels.com/

19. Cucrema cpaBHEHHUsI LIeH Ha oTenu «Pymrypy» Odunmanpupiii  cadt Roomguru
[Dmextponnstii pecypc] URL: https://www.roomguru.ru/Hotels/Search

20. CepBuc cpaBHEHHS 1IEH Ha OTEH «XOTEJUTYK» Odwummanenpiii  caiit  Hotellook
[DnexTponnsiii pecypc] URL: https://hotellook.ru/

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

22, Cucrema noucka aBuabmieToB oHnaitH «bwiets! oy  OdunmanbHbIH cauT
Biletyplus [Dmexkrponnsrtit pecypc] URL: http://biletyplus.ru/

23. Cucrema 3akasa JKEJIE3HOJIOPOXKHBIX OuieToB oHiaiiH OdunmanbHbii cat Tutu
[DnexTponnsiii pecypc] URL: https://www.tutu.ru

24, I'azera «Mudopmaruka» uznatensckoro aoma «llepoe ceHTAOps» [DIEKTPOHHBIH
pecypc]. URL: https://inf.1september.ru

25. Kypnan «Mupopmatuka u  oOpazoBaHue» [DnekrpoHHslii  pecypc]. URL:
http://infojournal.ru


https://urait.ru/bcode/475059

4. KOHTPOJIb M OLIEHKA PE3YJIbTATOB OCBOEHHUSI
YYEBHO! JUCLUILIUHBI

Pezynomamot 00yuenus

Kpumepuu oyenxu

Memoowvl ouenku

Hepeqeub 3HaHuﬁ, oceausaemsblx 86 pamKkax ()ucuunﬂuﬁbl

aKTyalbHBIH TIPOPECCHOHATBHBIA U
COHI/I&HLHBIﬁ KOHTEKCT, B KOTOpPOM
MIPUXOJIUTCS pabOTaTh U )KUTh;
OCHOBHBIC HWCTOYHUKHA HHPOpPMAIHUA U
pecypcel s pemieHus 3amad U
npo0bsieM B MpOQeCCHOHATLHOM H/HITU
COIIMAIbHOM KOHTEKCTE;

QITOPUTMBI  BBIMOJHEHUS paboT B
PO eCCHOHATTEHOM u CMEXKHBIX
00JracTsX;

METOABI PaboThl B MPO(EeCCHOHATLHOM
U CMEXHBIX cepax;

CTPYKTYpPY TUIaHA ISl PEIICHHs 3a]1a4;
MOPSIOK OLEHKH PE3YJIbTATOB PEIICHHSI
3a/au poheCCUOHANBHOM
JICSITENIBHOCTH,

Homenknatypa WHPOPMAITHOHHBIX
HUCTOYHHKOB, IIPUMCHICMBIX B
po(heCCUOHANTBHOM JIEATEIILHOCTH;
MPUEMBI CTPYKTYPUPOBAHHUS
nHpOopMaIuy;

dopmar  odopmieHHS
noucka uH(popMaIuy,
cpeacTsa "
HHPOPMATH3AIINY;
MOPSIJIOK ux MIPUMEHEHUS u
MIPOTpaMMHOE obecrieueHne B
Mpo(eCCUOHANBHON JCATEIBHOCTH B
TOM  4YHCI€ C  HCIOJh30BAHUEM
U(POBBIX CPENICTB;

HOPMAaTHUBHBIC IIPaBOBLIC aKThI
Poccuiickoii  ®enepanuu B cdepe
HHPOPMAITUOHHBIX "
KOMMYHHKAIMOHHBIX TEXHOJIOTHH;
HOPMAaTHUBHBIC IIPaBOBBIC aKThI
Poccuiickoii  ®eaepanu B cdepe
“H(OPMAIMOHHOM 0€301MacHOCTH;
TpeOOBaHUs OXPaHBI TPY/IA;
UHTEPHET-PECyPCHI

pe3ynbTaTOB
COBPEMEHHEIE
YCTpOMCTBa

JUTS

OCYIIIECTBIICHUS TPEBEJI-TIOICPIKKH
JIEJIOBBIX MOE3I0K;
METOJbI  OOpabOTKM W 3alluTHI

nHGOpPMaLMKM C IPUMEHEHHEM CPEICTB
MH(OPMAITMOHHBIX u
KOMMYHHKAIIHOHHBIX TEXHOJIOTUH;

COBpPEMEHHBIE WH(POPMALMOHHBIE U
KOMMYHUKAIlUOHHBIE TE€XHOJIOTHUH,
IIPUMEHSIEMBbIE B pabote c
JOKyMEHTaMH.

«OTmuaHO» - TEOPETUYECKOE
coep KaHue Kypca OCBOCHO
MOJTHOCThIO, 0e3 mpoOenoB, yMEHUs
copMHPOBaHbI, BCE TIPETYCMOTPEHHBIC
porpaMMmon yueOHbIe 3aJlaHus
BBITIOJTHEHBI, KAY€CTBO MX BBITOIHEHUS
OIIEHEHO BBICOKO.

«Xopouio» - TEOPETUIECKOE
coliepkaHue Kypca OCBOEHO
MTOJTHOCTRIO, 0€3 MpoOesIoB, HEKOTOPHIC
yMeHHUsT CQOPMHUPOBAHBI HEAOCTATOYHO,
BCE TPEAYCMOTPEHHBIC IPOTPaMMOi
y4eOHbIC 3a/IaHus BEITIOTHEHEI,
HEKOTOPBIE BBl 3aJlaHUI BBITIOTHEHBI
C OIIMOKaMH.

«Y TOBIETBOPUTEIHLHOY -
TEOpEeTHYECKOoe  cojAep)kKaHue Kypca
OCBOEHO YaCTHYHO, HO TMpoOeNbl He
HOCAT  CYIIECTBEHHOTO  XapakTepa,
HEOOXONMMBIE YMEHHS paboOTHl ¢
OCBOCHHBIM MAaTEpUAIIOM B OCHOBHOM
c(hOopMHUPOBaHBI, 0OJIBIIUHCTBO
MPeTyCMOTPEHHBIX porpammon
00yueHUSA YICOHBIX 3aTaHAI
BBITIOJTHEHO, HEKOTOpBIE u3
BEITIOJIHEHHBIX ~ 33/IaHUH  COJEpKaT
OIINOKH.

«HeynoBneTBOPUTEILHOY -
TEOPETUUECKOE COJCpKaHHE Kypca He
OCBOGHO, HEOOXOJIUMBIE YMEHHUS He
c(hOpMHPOBaHbI, BBINTOJTHEHHBIC
y4eOHble 3alaHHs CoAep)KaT TpyOble
OINOKHU.

YCTHBIN OIIPOC,
TECTOBBIN KOHTPOJIb

Hepeqeﬂb yMeHuﬁ, oceaueaembsblx 8 pamkKax ()ucuunﬂunbz

pacIo3HaBaTh 3a/1a9y W/WIH TIPOOIeMy
B ipoecCHOHaTBHOM H/WITH
COLIMANTILHOM KOHTEKCTE;
aHAIN3UPOBATH 33/1a4y W/HITH
poOJIeMy 1 BBIIENISATH €€ COCTaBHBIC
4acTH;

OTIPEIEIISITh ATAIBI PELICHUS 3a/1a4H;
BBISIBIISITH U 3 PEeKTUBHO HCKATh
rH(MOpMAIHIO, HEOOXOTUMYIO IS

«OTmuaHO» - TEOPETUYECKOE
coep>KaHue Kypca OCBOCHO
MOJTHOCThIO, 0e3 mpoOenoB, yMeHUs
chopMUpPOBaHbI, BCE IPEAYCMOTPCHHBIE
porpaMMon yueOHbIe 3aJaHus
BBITIOJTHEHBI, KAYECTBO MX BBIMOJIHEHHUS
OLIEHEHO BBICOKO.
«Xopormo» -
coep>KaHue

TEOPETHYECKOE
Kypca OCBOCHO

OIICHKA PEe3yJIbTaTOB
BBITTOJTHCHHS
MPaKTUYECKON
paboTHI;

JKCTEPTHOE
HaOJIro[eHue 34
XOJIOM BBIIIOJTHEHUS
MPAKTUYECKOU




peIeHus 3a1a41 H/WIU TPoOIIeMBbl;
COCTaBIIATH IUIAH JIEHCTBUS;
OTIPEEISATH HEOOXOIUMBIE PECYPCHI;
BJIaJIETh aKTYaJIbHBIMU METO/IaMH
paboThl B PO ECCHOHAIEHOM 1
CMEXHBIX cdepax;

peanr30BbIBATH COCTABICHHBIN IJIaH;
OLICHUBATH PE3yJbTAT U MOCIEICTBUS
CBOUX ACUCTBHIA (CaMOCTOSATENBHO HITH
C IOMOIIBIO HACTaBHHKA);

OTIPEENATh 33]]auU JUIS IOUCKa
WHPOPMAIIH;

OTIPEaeNsATh HE0OX0IMMBIE HCTOYHUKU
nH(pOpMaI;

IUTAHWPOBATH NTPOIIECC MOUCKA;
CTPYKTYpPHUPOBATH TOTYyYaEMYIO
HHPOPMAIHIO;

BBIJICTISATH HanOoJIee 3HaYNMOE B
repevHe nHOpMaITNH;

OLICHUBATH MPAKTHYECKYIO 3HAYUMOCTb
pe3yIBTAaTOB MIOUCKA,

0QOPMIIATH pe3yIbTaThl IOUCKA,
NPUMEHSTh CPeICTBA
WHPOPMAITMOHHBIX TEXHOIOTHH JUIst
pemenus npodeccHoHaNbHBIX 33/1a4;
HCTIONB30BaTh COBPEMEHHOE
porpaMMHOE 00ecTieueHHE;
HCTIONIb30BaTh Pa3INYHbIC IU(PPOBBIE
CpezcTBa JUIS PeICHUS
po(eCcCUOHANBHBIX 3aj1aY;
UCIIONIb30BaTh CPECTBA
HH()OPMAITMOHHBIX U
KOMMYHHKAIIMOHHBIX TEXHOJIOTHH JUIS
MOJYYEHUS U Tiepeaun HHPpOpMaIHu;
BECTH U MCIIOJIb30BaTh B pabote 0azy
KOHTAaKTOB OpTraHM3alIHy;
YCTaHABIUBATh U MOJIICPKUBATH
KOMMYHHKAIIUH B IIPOIIECCE JIETIOBOTO
0O0ILIEHHS C TIOMOIIBIO CPEACTB
UH()OPMALMOHHBIX U
KOMMYHHUKAIMOHHBIX TEXHOJIOTHIA;
o0ecrnieunBaTh HHPOPMALIMOHHYIO
0e301acHOCTh JIEATEIBHOCTH
OpraHu3aluy;

MIPUMEHSATH B pabOTe CpeicTBa
“H(OPMAITMOHHBIX U
KOMMYHHKaIIMOHHBIX TEXHOJOTHH;
BBIOMPATh (HOPMBI TUIAHUPOBAHUS U
0(hOPMIIATH IITAHUPOBIINK
(opranaiizep) pyKOBOJIUTES H
ceKkpeTaps;

OCYILECTBIISTH TPEBEN-TIOAIEPIKKY
JIETIOBBIX TI0E3/10K;

HCTIONB30BaTh CPECTBA
MH(OPMAITMOHHBIX U
KOMMYHHUKAIMOHHBIX TEXHOJIOTHIA /ISt
obecriedeHus B3aUMOJICHCTBHS C
PYKOBOJHUTEIEM BO BPEMS €0 JIEOBOU
MOE3/KH;

OCYIIECTBIATE cOOp, 00paboTKy
HHPOPMAIUH, CHCTEMaTH3aIHIO
MOJTyYaeMBIX U Iepe/IaBaeMbIX JaHHBIX;
CKaHHPOBATh, KOTIHPOBATh u
KOHBEPTHPOBATh JTOKYMEHTBI B
pas3nuyHbIe (OpPMAThI.

TTOJTHOCTRIO, 0€3 TpOoOeNIoB, HEKOTOPHIC
yMeHHsI ¢hOPMHUPOBAHBI HEIOCTATOYHO,
BCE TMPEAYCMOTPEHHBIC IMPOrPaMMOM
y4eOHbIC 3aJaHus BBIMOJTHEHEI,
HEKOTOPbIC BHUJbI 3aJJaHUI BBITIOJTHEHBI
C omuOKamu.

«Y JIOBJIETBOPHUTEIILHO -
TEOpPETHYECKOe  COJiepKaHhe  Kypca
OCBOEHO YAaCTHYHO, HO MpPOOENbl HE
HOCAT  CYIIECTBCHHOTO  XapakTepa,
HEOOXOoAMMBIE YMEHUS pabdOTHl ¢
OCBOCHHBIM MaTepPHaJIOM B OCHOBHOM
c(hOpMUPOBaAHBI, 0OJIBITUHCTBO
MPEIyCMOTPEHHBIX nporpaMMoin
o0yueHust Y4eOHBIX 3a1aHui
BBITIOJIHEHO, HEKOTOPbIE u3
BBIMOJHCHHBIX ~ 3aJIaHUil  cozepIKar
OIITOKH.

«HeynoBnerBopurenbHO» -
TEOPETUYECKOE COJCPKAHUE Kypca He
OCBOCHO, HEOOXOTUMBIC YMCHUS HE
c(hOpPMUPOBAHBI, BBITIOJTHCHHBIC
y4eOHbIe 3allaHusl COJepIKaT TpyObie
OIITOKH.

paboTHI,
IIPOMEXYTOYHAS
aTTecTamnus
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COJAEPKAHHE

. OBIIASI XAPAKTEPUCTHUKA PABOYEI TPOTPAMMBI
YYEBHOM JUCHATIIAHEI

CTPYKTYPA U COJAEP)KAHUE YYEBHOM
JTUCIHUATLITAHBI

. YCJIOBUA PEAJIM3AIIMN YYEBHOM JUCIUILIAHBI

. KOHTPOJIb Y OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLHUATIINHBI



1.  OBIIASI XAPAKTEPMCTHUKA PABOYEN ITPOTPAMMEBI YUEBHOW
T CHUATITAHBI

«OII.06 Pycckmii si3bIK B IpogecCHOHATBHOM
AeATeTbHOCTH

1.1. MecTo 1MCUMIJIMHBI B CTPYKTYpe OCHOBHOI 00pa3oBaTe/IbHOI MPOrpaMMBbI:

VYuebnast muctuminaa «OIIL.06 Pycckuii s3Ik B MpoeCCHOHATBEHON AESTEeTbHOCTH
SBISeTCS  O0s3aTeNbHOM  YacThio  0OMIENpPO(EecCHOHATBbHOTO  LUKJIA  TPUMEPHOU

obpasoBarenbHOl nporpammbl B cooTBeTcTBUM ¢ PI'OC CIIO mo crnennanbHOCTH
46.02.01 TokyMeHTaIIMIOHHOE 0OecTIeYeHIE YIIPABICHUS U apXUBOBEICHUE

Oco6oe 3HaueHNe JUCHUIUIMHA UMeeT pHu popmupoBanuu u passutuu OK 05.

B pamkax mporpaMmbl y4eOHOM IUCIUIUIMHBI OOYyYarolmIMMHCS OCBaMBAIOTCS YMEHUS

1.2. lleab u nu1aHUPYeMble pPe3yJbTAThl 0CBOCHHS TUCIHMIIIUHBI:

Y 3HAHUSA

Kon

1K, OK YmMmenus 3Hanuna

OK 05 BJIAJIETh [IpaBUIaMu PYCCKOH | OCHOBHBIE JKaHpPBI ounnanbpHO-
opdorpadumu, MyHKTyalluy, | I€JI0OBOTO  CTHJIA,  COJAEp)KaHWe |
CTHIIMCTHKU, CTPYKTYpY (GyHKITMOHATILHO-
MUCBMEHHBIA TEKCT C coOmroneHueM | CTHIIMCTHYECKOTO HPOCTpaHCTBA
TpeOoBaHU oduIraTBEHO-1€TT0BOro | ACIOBOIO A3bIKA, KOMITO3UIIMIO
CTHIISA; JOKYMCHTHOI'O TCKCTA,
HCIIOJB30BaTh  OCOOCHHOCTH  s3bIKa | TPAAMOUKW  IHCBMCHHOIO  PEYCBOro
JIOKYMEHTOB: cTUIUCTUYEeCKH | TOBCACHUA B AEJI0BOM
MapKHUPOBAHHYIO JIEKCUKY nu | KOMMYHUKATUBHOM IIPOCTPAHCTBEC,
TEPMUHOJIOTHIO, pEuYeBble KJIMIIE U | CBOJ IpaBWi pycckoil opdorpaduu u
IITAMIIBI, YCTOMYUBBIC 000pOTHI, | MyHKTYyaIUH, OTBEYAIOIIUX
[JIArOJIbHOE  YMpaBlIEHHE,  IpaBuja | COBPEMEHHOMY COCTOSIHUIO PYCCKOTO

YHOTPEOJICHUS MMPOMUCHBIX M CTPOYHBIX
OYyKB H T.1.

npodeccuoHaIbHO COCTaBIISITh,
oQOpMIIATh U PEAAKTHUPOBATH JAEIOBBIC
OymMarm ¢ y4eTOM COBpPEMEHHOU
MIPAKTUKU ITUCbMA;

[10JIb30BATHCS CIIPaBOYHOU
JIATEPATypOi;

BJIQJIETh KYJBTYPOH PEUUd TpH TpHEME
HOCETUTEIEH.

SI3BIKA;

COBpPEMEHHBIE  HOPMBI  YCTHOM U
IIMUCBMEHHOU peuy;

MpaBHiIa, OTpakarolue
CTHJIIMCTUYECKOE  MHOrooOpasue u

JUHAMHUYHOCTb COBpeMeHHOﬁ pean u
JCJIOBOTO ITMChMaA,

ImpaBujia pEYCBOIro 3TUKCTA,

cnenu(uKy pemakTopckond paboThl ¢
TEKCTaMH JIeJIOBOH JOKYMEHTAIHH.




2. CTPYKTYPA U COAEPXKAHUE YYEFHOU JAUCIUILIVHBI

2.1. O6beM y4eOHOI TUCHUILINHBI U BUABI Y4eOHOI padoThl

Bun yuyeOHol padoThI

O0BLeM B yacax

O0Bem 00pa3oBaTeJbHOM NPOrpaMMBbl YUeOHOM M CHUTIIMHBI 110
B T.4. B )0pMe NPAKTHYECKOIl MOAr0TOBKHU 84
BT. 4..

TEOPETHUECKOE 00YUCHUE 18
MIPAKTUICCKUE 3aHATH 84
Camocmosmenvhas paboma 8

IIpomexyTouHasi aTrecTanus

3auer ¢ OLIEHKOM




2.2. TemaTnyeckuii IJIaH U coJepKaHUe Y4eOHOIH TUCHMIIUHBI

Oo6bem, akag. u/
B TOM 4HcCJIe B

Koabl koMneTeHuii,

¢popmupoBanuio
HaumeHnoBanue dopme
O —— Conep:xanue u GOpMbI OPraHU3aLUM AeSITEJIbHOCTH 00y4al0IHXCS mpaKTEYECKOf KOTOPBIX
TOATOTOBKH, CrnocoocTByeT
aKaL 4 3J1€eMeHT MPOrpaMMblI
1 2 3 4

Pazpes 1. CTioim peun 2
Tema 1.1. Coaepxxanue 2 OK 05
CTum peqn. CoBpeMeHHBIH PYCCKUH JINTEPaTypHBIN A3bIK U ero cTiin. OO0I1ast XapakTeprcTHKa 2
OduuuanbHo- oULIHaATBEHO-IEJIOBOTO CTHIISL PEYH, €T0 NOACTHIICH 1 kaHpoB. VicTopus popMupoBaHus
eJI0BOI CTHJIb PeYH. | 0pUIHATBEHO-1eN0BOTO cTrIsl. CTHIMCTHYECKHE OCOOCHHOCTH SI3bIKA JICNOBBIX OyMar.
Pazgen 2. HopMbl iuTepaTypHOro sisbika B J1€JI0BOI JTOKYMEHTAIUU 58
Tema 2.1. Conep:xanue 2 OK 05
Jlexkcu4deckne HOpMBI | OcoOCHHOCTH y4eOHO-HCCIIEIOBATENbCKOM nearenbHOCTH. CpaBHUTENBHAS 2
B [1€JIOBOI XapaKTEePUCTHKA HAy4YHO-UCCIIEA0BATENbCKON u y4eOHO-HCCIIEI0BATENbCKOM
AOKyMeHTAUMH JesiTenbHOoCTH. OCOOCHHOCTH HAYYHOTO CTHIISL H3JI0KEHHUS.

IIpakTHYecKue 3aHATHSA 6

IIpakTnyeckoe 3ansTue Ne 1. PenaktrpoBaniie JOKyMEHTOB: BBISIBJICHHE JIEKCHUECKHX OIIMOOK. 4

I[pakTnyeckoe 3ansitue Ne 2. [IpoBepounas pabora o NpoiAeHHOMY MaTepHaiy. 2
Tema 2.2. Conep:xanue 4 OK 05
Mopddosornueckue | OcoOeHHOCTH ynoTpeOIeHNs UMEH CYLIECTBUTENBHBIX B IOKyMeHTax. TpyaHocTn B 4
HOPMBI B 1€JIOBOIl | YIOTPEOICHIN MMEH CYIIECTBUTEIBHBIX, CBSI3aHHbIC ¢ KaTeropueit poa, yncina. CKIoHeHue
IOKyMEHTAIHH. MMEH CYIIECTBUTEIBHBIX COOCTBEHHBIX. OCOOEHHOCTH yNOTpeOIeHUS] MECTOMMEHUH B

nmokyMeHTax. OCOOCHHOCTH yIOTPeOIeHUS YNCITUTENBHBIX U COYETaHUH NMEH YHCIUTEIHHBIX C

MMEHAMH CYIIECTBUTEIHHBIMH.

IIpakTyeckue 3aHATHS 8

IIpakTuyeckoe 3ansaTue Ne 3. PenaktupoBaHue JOKYMEHTOB: BBISIBICHHUE OIINOOK, 4

CBSI3aHHBIX C YIOTPEOJICHUEM UMEH CYIIECTBUTEIIbHBIX

IIpakTyeckoe 3ansitue Ne 4. PenakTupoBanie JOKyMEHTOB: BBISIBJICHHE OIMOOK, CBA3aHHBIX C 4

ynoTpedJeHneM UMEH YHCIUTEIbHBIX 1 MECTOUMEHHI.
Tema 2.3. Copnep:xanue 4 OK 05
CuHTakcuveckne [IpennoxHoe u OecnpeiokHOE ypaBieHne. Beibop npeiora u maaexxHoi Gpopmel. 4
HOPMBI B J1€JI0BO¥i IIpousBoansie npennoru. [lagex nonoNHEHUs MpH Tiiaronax ¢ orpuuanveM. HanusbiBanue
JIOKYMEHTAIHH. najaexkeil. YopasieHue Mpyu OAHOPOAHBIX YIeHaxX NpeokeHus. CoriacoBaHue CKa3yeMoro ¢

nogjeikamum, B TOM YUCJIC U C OAHOPOAHBIMHU MMOJJICIKAITUMU. CormacoBanue OHpeHeHeHI/Iﬁ C
CYIICCTBUTCIIbHBIMHU. yHOTpeGIIeHI/Ie IMPUYACTHBIX U JCCTIPUIACTHBIX 060pOTOB B TOKYMCHTax.




Tpymasie caydan 000co0ICHHS ONpeaeIeHni U 00cTosITeNbCTB. [lapanmnensabre
CHUHTaKcHuYecKkue KoOHCTpyKuuu. CoracoBaHue mpuiiokeHui. Tpyanble ciaydan 060co0neHus
MPUWIOKECHU.

IIpakTHyeckne 3aHATHSA 20
IpakTuyeckoe 3ausTue Ne 5. I'maronbHoe 1 MUMEHHOE yIIpaBJIeHHE B TEKCTaX JTOKYMEHTOB. 4
IpakTuyeckoe 3ansaTue Ne 6. CormacoBaHne CKa3yeMOTO C ITOUICKAITIM: CTHIINCTUICCKAC 4
OIMMOKH B TEKCTaX JOKYMEHTOB.
IIpakTyeckoe 3ansitue Ne 7. YriorpeOneHue napanielbHbIX CHHTAKCHUECKIX KOHCTPYKIUN B 6
TCKCTaX JOKYMCHTOB.
[pakTuyeckoe 3ausTue Ne 8. CornacoBaHue NPUI0KESHUN U ONIPEACICHUN: CTHIIMCTHYCCKUE 6
OLIMOKH B TEKCTaX JOKYMEHTOB.
Tema 2.4. IpakTHYECKHE 3aHATHS 14 OK 05
Hopwmnsl IIpakTuuyeckoe 3anaTue Ne 9. Tunmausie opdorpaduaeckue OMMOKHA B TEKCTaX CITyKEOHBIX 6
MPaBONHMCAHUA B JIOKYMEHTOB.
AeJI0BOi IMpakTuyeckoe 3ansiTue Ne 10. TUnuuHBIE MyHKTYaIIMOHHBIC ONIHOKU B TEKCTAX CITY)KEOHBIX 6
JOKYMEHTALMNH. JIOKYMEHTOB.
[pakTnyeckoe 3ansitue Ne 11. [IpoBepounast paboTa 1o NpoJeHHOMY MaTepHay. 2
Paznea 3. [IpaBusia opopmiieHnsi HAMMEHOBAHUI B TEKCTAX JOKYMEHTOB 16
Tema 3.1. Conep:xanue 2 OK 05
IMpasuia [paBuna odopmiteHnss HOMEHKIATYpHBIX HauMeHOBaHMiA. [IpaBuna opopmieHus anpecara. 2
opopMieHUs [IpaBuia odopmiteHUs] HANMEHOBAaHUI BUa JOKyMEHTa U 3aroyioBka. [IpaBuna odopmiteHus
HAHMEHOBAHHI B JIaT, KaJIeHIapHBIX CPOKOB, BpeMeHH. [1paBuiia oopmIIeHHs YnCel.
TeKCTax IpakTHyeckue 3aHATHSA 14
JAOKYMEHTOB. I[pakTnyeckoe 3ansitue Ne 12. YrotpeOienue nponucHol OyKBBI B I€TOBON TOKYMEHTALHH. 6
IIpakTnyeckoe 3ansaTue Ne 13. PenaktupoBanue ciy>KeOHbBIX TOKYMEHTOB. 6
IIpakTuueckoe 3ausaTue Ne 14, [TpoBepounas paboTa 1o NpoICHHOMY MaTepHay. 2
Paznen 4. Co3ganue TeKCTa T0KyMEHTA 26 OK 05
Tema 4.1. Conep:xanue 2
Kommno3uunonnsie | Kommo3uius 10KyMEHTOB: JIorHdecKasi, (hopMasibHasi, peKBU3UTHAs, HH)OPMAIIHOHHASL. 2
0CO0ECHHOCTH C0OTHECEHHOCTh KOMITO3HMIIMH C THIIOM JOKyMeHTa. CriocoObl U3I0KEHHs MaTepHraia B
JTOKYMEHTOB nokyMeHTe. Copa3MepHOCTh YacTell ToKyMeHTa. PyOpukanusi.
IIpakTHyeckne 3aHATHSA 8
IIpakTuueckoe 3ansaTue Ne 15. PenaktupoBanue ciy>keOHBIX JTOKYMEHTOB. 6
IMpakTHyeckoe 3anaTue Ne 16. [IpoBepounast paboTa 1Mo NMpowICHHOMY MaTepray. 2
Tema 4.2. Conep:xanue 2 OK 05
CocraBjieHue CrykeOHbIE JOKYMEHTBI: THIIOJOTHs, 00pa3iibl, si3bikoBoe ohopmieHue. OCOOCHHOCTH 2
TEeKCTOB COCTaBIICHHSI TEKCTOB PACIOPSAUTENBHBIX, OPraHU3alHOHHO-TIPABOBBIX, HHPOPMAIIHOHHO-

CIIPAaBOYHBIX JOKYMCHTOB. OcoOEHHOCTH COCTABIICHHS TEKCTOB JIMUHBIX JACITOBBIX 6}’Mal".




JTOKYMEHTOB. JlenoBbIe MUChMa: Pa3HOBUIHOCTH, TPABHJIA COCTABIICHHUS, YCTOWYNBBIC SI3BIKOBBIC
I[eJIOBaﬂ KOHCTPYKIIHH.
nepenucka. IIpakTHYecKue 3aHATHA 14
IIpakTnyeckoe 3ansaTue Ne 17. CoctaBineHue U CTUINCTHYECKAs ITpaBKa JIOKYMEHTOB. 6
IIpakTnyeckoe 3ansaTue Ne 18. CocraBneHne U CTUIMCTUYECKAs MTPaBKa J1€ITOBBIX 6
MIHCEM.
IpakTuyeckoe 3anaTue Ne 19. I[IpoBepouHas paboTa 1Mo MpoICHHOMY MaTepUaTy 2
CamocrosiTeqibHasi paGoTa 8
IIpome:kyTOoUHAA aTTeCTALMA 3ader ¢ oneHKoi
Bcero: 110




3. YCJOBUSA PEAJIN3AIIMA YUYEBHOUN JUCHUILTAHBI

3.1. lns peanu3auuy NporpaMMsbl y4eOHO TUCUUIIUHBI J0KHbI ObITH
NMpeAyCMOTPEHbI CJedyIolue cClleHATbHbIe IOMeIeHHs
Kabunersl «OOmenpodeccuonansbupix aucuuuind U MJIK», ocHameHHble B
cooTBeTcTBUH ¢ npuitoxenueM 3 TTOII-II.

3.2. UndopmaunoHHoe odecnievyeHre peain3alui NporpaMmmbl
Jns peanuzanuu mporpaMMbel  OMOMMOTeYHBIH (oHI 00pa3oBaTENbHON OpraHu3anuu
JIOJDKEH MMETh MeYaTHBIC M/WITU 3JIEKTPOHHBIE 00pa3oBaTeIbHbIC U MHPOPMALMOHHBIE PECYpPCHI
JUIS ICTIOJIb30BaHUs B 00pa3oBaTenbHOM mpouecce. [Ipu ¢popmupoannu 6ubnuoreyHoro ¢ponHaa
00pa3oBaTeNbHOW OpraHM3anreil BBIOMpACTCSI HE MEHEE OJHOTO M3JaHHS M3 TEePEUHCICHHBIX
HIDKE TICYaTHBIX HM3aHUN M (W) DIIEKTPOHHBIX HM3/IaHUI B KAa4eCTBE OCHOBHOTO, TMPH ITOM
CIIMCOK MOYET OBITh JIOTIOJTHEH HOBBIMH M3JJAHUSIMH.

3.2.1. OcHOBHBIE MeYATHBIE U JIEKTPOHHbIE H3IAHUSA

1. l'onyGeBa, A.B. Pycckuil s3bIKk M KyJnbTypa pedd: YYEOHHK M HPAKTUKYM JUIS
cpenHero npodeccuonansHOro oopazosanus / A. B. TomryOesa ; mox pepakmueit A. B. ['onyGeBoit. —
MockBa: WzmatensctBo [Opaiit, 2020. — 386 c. — (IIpodeccuonansHoe o06pa3oBaHue). —
ISBN 978-5-9916-7623-6.

2. HBanosa, A. 1O. Pycckuii s13b1K B 1€710BOM JOKYMEHTAIIUU: YI€OHUK U TIPAKTUKYM IS
cpennero mnpodeccuoHanbHOro odbpazoanusi/ A. 0. MBanoBa. — 2-e¢ u3na., mepepald. u jom. —
MockBa: WzmatensctBo [Opaiit, 2022. — 187 c.— (IIpodeccuonansHoe o06pa3oBaHue). —

ISBN 978-5-534-13860-3.

3. MapreBa, M.B. Pycckuii s3pIk B emoBoi qokymeHTanuu: yue6. / M.B. MapseBa. —
M.: UH®PA-M, 2022. — 323 c. — (Cpeanee npodeccronambpHoe 00pa30BaHue).

4. Paxmanun, JI.B. Crunmctuka [enoBOW pedd H  PEHaKTHPOBAHUE CITY)KEOHBIX
JTOKyMeHTOB: yue0. mocobue / JI.B. Paxmanun. — 3-e u3z., crep. — M.: ®JIMHTA: Hayka, 2019. — 256
¢. — (CtunmucTryeckoe Hacaeaue).

5. Tpodumona, O.B. OcHoBHI fenoBoro nuckma: yued. mocodue / O.B. Tpodumora, E.B.
Kymuuk. — 5-e u3n., crep. — M.: ®JIMHTA, 2019. — 304 c.

3.2.2. OCHOBHBIE JICEKTPOHHbIC U3IAHUSA

1. l'ony6eBa, A.B. Pycckuii s3bIK M KynbTypa peud: y4eOHUK W TPAKTUKYM JUIS
cpenHero npodeccruoHanbHOro oopazosanus / A. B. ['onyOeBa; mox penakuueii A. B. ['onyGeBoit. —
Mocksa: W3marensctBo FOpaiit, 2020. — 386 c.— (IIpodeccronanbHoe oOpazoBaHue). —
ISBN 978-5-9916-7623-6. — TekcT: anmekrponHsbIi / OOpa3oBatenbHas miargopma FOpaiir [caiir].
— URL.: https://urait.ru/bcode/449718.

2. NBanosa, A. 1O. Pycckuii 361K B 1€710BOM JOKYMEHTAIIUU: YY€OHUK U TTPAKTUKYM ISt
cpenHero npodeccruoHanbHOrO obOpaszoBanus/ A. 0. BaHoBa. — 2-¢ m3x., mepepal. u Jom. —
MockBa: WzmatensctBo [Opaiit, 2022. — 187 c.— (IIpodeccuonansHoe o06pa3oBaHue). —

ISBN 978-5-534-13860-3. — Texkct: anextponnsiii // OOpaszoBarenbHas miatdopma KOpaiit [cait].
— URL.: https://urait.ru/bcode/475543.



3. Pycckuit si3p1k m Kynbrypa peuu. llpaktukym. CrioBaph: y4eOHO-TIPAKTHYECKOE
nocobue mis cpeaHero mnpodeccuoHanbHOro ooOpaszoBanusi/ B. JI. Uepnsk [u ap.]; mom oOmieit
penaxmueit B. JI. YepHsik. — 2-e uzn., nepepad. u nomn. — Mocksa: U3narensctBo FOpaiit, 2022. —
525 ¢. — (ITpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-03886-6. — TekcT: 31eKTpOHHBIN
// Obpa3oBarenbHas wiatdopma IOpaiir [caiit]. — URL: https://urait.ru/bcode/469605.

4. Pycckuii s3bIK M KydabTypa pedyd: Y4eOHHMK W TPAKTUKYM JJIsI  CPEIHEro
npodeccuoHanbHoro obpasosanusi/ B. JI. Uepnsk, A. U. [lynes, B. A. Edpemos, E. B. Cepreesa;
non oOmel penakuumeit B. JI. Yepnsak. — 4-e u3n., mepepald. u npom. — Mocksa: M3naTenbcTBo
Opaiit, 2020. — 389 c. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-534-00832-6. —
Opaiir  [caiiT]. URL.:

Texct: anextponHbni //  OOpa3oBaTenbHas  Iuiathopma —

https://urait.ru/bcode/452346.

3.2.3. JlonoJHUTE/IbHbIE HCTOYHUKH:

1. KynbpTypa ycTHON 1 TUCHbMEHHON pedH JEIOBOTO YEJIOBEKA: CIIPABOYHHK- MIPAKTUKYM
/ H.C. Boauna [u np.] — 23-e uza. — M.: ®JIMHTA: Hayka, 2020. — 320 c.

2. Pycckmii s3pk u KynbTypa peun. [Ipaktukym. CroBapb: y4eOHO-TIpaKTHYECKOE
nocobue i cpenHero npodeccuonaibHoro odpasosanus / B. JI. Uepnsk [u ap.] ; mon oOmiei
penakmueit B. [1. Yepnsik. — 2-¢ u3n., nepepad. u gom. — Mocksa: U3narensctBo FOpaiit, 2022, —
525 ¢. — (IIpodeccuonanbroe o6pazoBanue). — ISBN 978-5-534-03886-6.

3. Pycckuii  s3bIk M KyJabTypa peyd: Y4YyeOHMK M TPAKTUKYM [UIsl  CpPEIHEro
npodeccuonanpHoro oopaszosanus / B. JI. Uepnsak, A. U. Jlyunes, B. A. Edpemos, E. B. Cepreena;
nox obme pemakiueit B. JI. Yepnsk. — 4-e uza., mepepad. u gon. — Mocksa: M3garenscTBoO
HOpaiir, 2020. — 389 c. — (IIpodeccuonansHoe o6pazoBanue). — ISBN 978-5-534-00832-6.

4. KynpTypa yCTHOH M MHCHbMEHHOW peud JEIIOBOTO YEJIOBEKAa: CIPABOYHHUK- MPAKTHUKYM /
H.C. Boguna [u np.] — 23-e uza. — M.: ®JIMHTA: Hayka, 2020. — 320 c.

5. Pozenrans, /JI.O. CnpaBoYHMK IO pPYyCCKOMY S3BIKY: IPaBONMCAHUE, IMPOU3HOLICHHE,
nuteparypHoe penaktupoBanue//].0. Pozenrans, E.B. Jlxanmxakosa, H.I1. Kabanosa. 11-e u3m.,
ucnpas. u goi. — M.: AUPUC-npecc, 2020. — 496 c.

4. KOHTPOJIb U OHEHKA PE3YJIbTATOB OCBOEHUSA
YYEBHOM JUCHUITIINHBI
Kpumepuu oyenxu

Pe3ynomamot 00yuenus Memoowt oyenku

Ilepeuens 3nanuil, popmupyemvix 8 pamrax OUCYUNIUHBL

OCHOBHBIC KaHPbI 0(1)I/II_II/IaJ'ILHO' «OTInYHOY - TCOPETUYCCKOC OILICHKA pE3yJIbTaTOB

JIEJIOBOTO CTHJISA, COIepKaHUE U
CTPYKTYpY PyHKUHNOHAIBHO-
CTHIIMCTHYECKOTO IPOCTPAHCTBA
JIEJIOBOTO SA3bIKA, KOMIIO3ULIUIO
JOKYMEHTHOTO TEKCTa;

TPaguLUH IUCBMEHHOTO PEYEBOTO
MOBEJICHUS B JICTIOBOM
KOMMYHHKAaTHBHOM IIPOCTPAHCTBE;
CBOJI MPaBHJI pyccKoi opdorpadun
U TIYHKTYalll1, OTBEYAIOIUX
COBPEMEHHOMY COCTOSIHHIO
PYCCKOTO SI3bIKa;

COBpPEMEHHbIE HOPMBI YCTHOM U
MIACbMEHHOM peun;

MpaBUiIa, OTPAXKAIOLIHNE
CTHINCTHYECKOE MHOTOOOpasue u

coziepaKaHle Kypca OCBOCHO MOTHOCTBIO,
0e3 mpoOenoB, yMeHus cpOpMHUPOBAHEI,
BCE IPETyCMOTPEHHBIE TPOTPAMMOI
yueOHbIe 3a1aHHS BBITIOJIHEHBI, KAYECTBO
UX BBITIOJIHEHUS OLICHEHO BBICOKO.
«XO0poIIOo» - TEOPETHIECKOE COCPIKaHNE
Kypca OCBOCHO IOJHOCTBIO, 03
Mpo0OenoB, HEKOTOPBIE YMEHUS
copMUPOBaHBI HEAOCTATOYHO, BCE
MpeayCMOTPEHHBIE IPOrPaMMOl ydeOHbIe
3aJjaHus BHITIOJIHEHBI, HEKOTOPBIE BU/IBI
3aJ]aHUi BBITIONHEHBI C OITNOKaMHU.

«Y IOBIETBOPHUTENBHOY» - TEOPETHYECKOE
coziepKaHue Kypca OCBOCHO YaCTHIHO,
HO TPOOEITBI He HOCST CYIIECTBEHHOTO
XapakTepa, He0OXOAMMbIE YMEHHS

YCTHOTO Y MUCBMEHHOTO
0Tpoca;

OLIEHKA Pe3yIbTaTOB
BBITIOJTHEHUS
MPaKTUIECKUX padoT;
OLIEHKA Pe3yIbTaTOB
MIPOBEPOYHBIX paboT;
OlIEHKa Pe3yIbTaTOB
BBINOJIHEHUS TECTOBBIX
3aJIaHHUI;

9K3aMeH



https://urait.ru/bcode/452346

JTMHAMUYHOCTH COBPEMEHHOH pedn
U JIENIOBOTO MHCHMa;

MpaBHJIa PEYEBOTO ITHKETA;
cnenn(puKy peakToOpcKoil paboThI
C TEKCTaMU JEI0BOI
JTOKYMEHTAIIUH.

paboTHI C OCBOCHHBIM MaTEPUAIOM B
OCHOBHOM C(HOPMHPOBAHBI, OOIBITHHCTBO
MPeyCMOTPEHHBIX MPOTPaMMOM
00y4eHMsI YICOHBIX 3aIaHUI BBITIOJIHEHO,
HEKOTOPLIC U3 BBIITOJIHCHHBIX SaI[aHI/Iﬁ
CoJiepIKaT OIIUOKH.
«HeynoBneTBOpUTEIBHOY -
TEOPETUUECKOE COJiepIKaHNe Kypca He
OCBOEHO, HEOOXOMMbIE YMEHHS HE
c(hOpMUPOBaAHBI, BHITOJIHEHHbBIE YYeOHBIC
3aJlaHusl Coiep KaT TpyObIe OMUOKH.

Ilepeuenv ymenuil, hopmupyemvix 8 pamkax OUCYUnIuHbl

BJIaJICTh IPABUIIAMH PYCCKOH
opdorpaduu, mIyHKTyaluu,
CTHJIMCTHKY;

IIPOAYLIMPOBATH MUCHMEHHBII TEKCT
¢ cobmoieHneM TpeOoBaHUi
ouuanbHO-1€JI0BOT0 CTUIIS;
UCII0JIb30BaTh 0COOEHHOCTH SI3bIKA
JOKYMEHTOB: CTHIIMCTHYECKU
MapKUPOBaHHYO JICKCUKY H
TE€PMHHOJIOTHIO, PEUYEBBIE KIIHILE U
LITaMIIbI, yCTOHYMBBIE 00OPOTHL,
[JIaroJIbHOE YIIpaBlIeHHUE, MTpaBHia
ynoTpeOeHus MPOIMUCHBIX U
CTPOYHBIX OYKB U T.1.
npogeCcCHOHAIBHO COCTABIATD,
oopMIATE U penaKTHPOBATh
JIeTIOBbIE OyMaru ¢ y4eTom
COBPEMEHHOH NMPAaKTHKU IHChMa;
I0JIb30BAThCS CIIPABOYHOM
JINTEPATYPOK;

BJIAZIETh KYJIBTYPOU peun Mpu
IIpUEME TIOCETUTENEH.

«OTIANYHOY» - TEOPETHUECKOE
coJiep>kaHKle Kypca OCBOEHO TIOHOCTBIO,
0e3 mpobenoB, yMeHUs! cQOPMUPOBAHBIL,
BCE TPEyCMOTPEHHBIE TIPOTPaMMOit
yueOHBIC 3a1aHUsI BBIIOJIHEHBI, KAYECTBO
WX BBITIOJTHEHHS OIIEHEHO BBICOKO.
«XoporIoy - TeOPETUIECKOE COACPIKAHNE
Kypca OCBOEHO TIOJIHOCTBIO, 6e3
Mpo0enoB, HEKOTOPBIE YMEHUS
copMUpOBaHBI HEAOCTATOYHO, BCE
MpeTyCMOTPEHHBIE IPOTPaMMO ydeOHBIe
3aJIaHusl BBITIOTHEHBI, HEKOTOPBIC BUIBI
3aJaHUH BBITIOJHEHEI C OIITMOKAMHU.

«Y TOBIIETBOPUTENHHOY» - TEOPETHUECKOE
coZiep>kaHKe Kypca OCBOSHO YaCTHYHO,
HO NIpOOEITbl HE HOCAT CYIIECTBEHHOTO
Xapakrepa, Heo0X0UMbIe YMEHHS
paboThI C OCBOCHHBIM MaTepHaioM B
OCHOBHOM C(HOPMHPOBAHBI, OOIBITHHCTBO
MPeTyCMOTPEHHBIX MPOTPAMMOI
00yueHHs y4eOHBIX 3a/IaHUl BBITOJHEHO,
HEKOTOPBIE M3 BHIMTOTHEHHBIX 3a1aHUI
COoJIepKaT OIIUOKH.
«HeynoBneTBOpUTEIBHOY -
TEOPETHYECKOE CO/IepIKaHue Kypca He
OCBOCHO, HEOOXOMMbIC YMEHHS HE
c(hopMHpPOBaHBI, BEITIOIHEHHEIC YICOHbBIE
3aJlaHusl coiep KaT TpyObIe OMUOKH.

OIICHKA Pe3yJIbTaTOB
BBITIOTHCHUS
MPaKTUIECKUX padoT;
OIICHKA Pe3yJIbTaTOB
MPOBEPOYHBIX PadoT;
OIIEHKA Pe3yJIbTaTOB
BEITIOTHEHUS TECTOBBIX
3aJJaHUM;

JK3aMeEH.
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COJIEP)KAHME

. OBIIASI XAPAKTEPMCTHUKA PABOYEW ITPOTPAMMBI
YYEBHOM JUCHUTILINHBI

. CTPYKTYPA U COJIEP’)KAHUE YUEBHOI1
JUCLUATLTUHBI

. YCJIOBUA PEAJIM3AILIMA YYEBHOM JUCIUTLIAHBI

. KOHTPOJIb ¥ OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLHUATIJINHBI



1. OBIIASA XAPAKTEPHUCTHUKA PABOYEI ITPOTPAMMBI YYEBHOM
TACIUTIINHBI

«OI.07 UadopmaTnKka M HHPOPMALHOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJIOTHH
B IIeIarOrH4YeCKOM AeATeJIbHOCTH»

1.1. MecTo AMCUMIJIMHBI B CTPYKTYpPe OCHOBHOI1 00pa30BaTe/IbHOI MPOrpaMMBbI:

VYueOnas aucuuruinHa «OII.07 KommeiorepHas o0paboTka JOKYMEHTOBY» SIBISIETCS
00s13aTeILHON YaCThIO 00IIENPOhECCHOHATBHOTO IIMKIIa IPUMEPHON 00pa30BaTeIbHON MTPOTrpaMMBbI
B cootBeTcTBUU ¢ PI'OC CIIO no cnenmansHoctu 46.02.01 JlokymMeHTalOHHOE OOecreueHne
yIpaBIICHUS U ApXUBOBEICHUE.

Ocoboe 3HaueHue AMCLUUIUIMHA UMeeT npu popmupoBanuu u pazsutuu OK 02, T1K 1.7.

1.2. Ileab ¥ MUIaHUPYeMBbIe pPe3y/JbTaThl 0CBOCHUS THCIMILINHBI:
B pamkax mporpammbl y4eOHOM TUCHMIUIMHBI OOYYalOIIMMUCS OCBAaMBAIOTCS YMEHUS
Y 3HaHUsA

Kon
YMmenus 3nanus
IIK, OK
OK 02, BBITIOJIHSITH TPEOOBAaHHWS 110 OXpaHE | MPaBWJI TIO0 OXpaHEe TpyAa U TEXHHUKE
K 1.7 TPpyZAa U TEXHHUKE 0€301acHOCTH; 0€30MacHOCTH;

OpraHM30BbIBaTH pabouee MecTo Ui

NpaBUJ OpraHM3aluu padodero mecra

MaKCUMaJbHO Y3PPEKTUBHON paboThI;
npodeccHoHaIbHO OCYIIECTBIIATh
Habop, ¢opmartupoBaHHe, BBIBOA Ha
meyaTtb, COXpPaHEHHE TEKCTOBOH W
g poBon uHpOpMaLUn Ha
MepCOHAILHOM KOMITBIOTEPE;

YUTaTh, TOHUMAaTb M  HCIPABIATH
HPOEKTHI JOKyMEHTOB, c
WCTIOJIb30BAHUEM CIPABOYHO-TIPABOBBIX
CHCTEM;

IUIAHUPOBATh pabouee BpeMmH,
UCTIONB3Ys. TIPE/ICTABICHHBIC 3aJaHus,
MIpOrpaMMHOE obecrnieueHue u
HCXOJIHYIO TOKYMEHTAIHIO;
BBIOMPAaTh  TEXHOJIOTHIO
JOKYMEHTA.

ceKpeTaps U pyKOBOIUTEIS;
PYCCKOM H JIATUHCKOW KJIABUATYPBI
MEPCOHAIBHOTO KOMIIBIOTEPA;

MpaBUI o opMIIeHUS
JIOKYMEHTOB Ha
KOMIIBIOTEPE.

TEKCTOBBIX
MepCOHAIILHOM

CO3JaHusA

2. CTPYKTYPA U COAEPKAHUE YYEBHOU JUCHUILIMHBI

2.1. O6beM y4eOHOI TUCHUILINHBI U BUABI Y4eOHOI padoThl

Bua yuyeOHoii padoThI O0BeM B yacax
O0beM 00pa3oBaTeJbLHOI MPOrPpaMMbl Y4eOH O TUCIUILIMHBI 140

B T.4. B ()opMe NPAKTHYeCKOi MOATOTOBKHA 120

BT. 4..

TEOPETHUECKOE 00YUCHUE 20
MIPAKTHUYECKUE 3aHATHS 120
IIpomexyTouHasi aTrecTanus 3ader ¢ OLeHKON




2.2. TemaTu4yecKkuii NJIaH U coiep:KaHue Y9eOHO THCIIMILTHHBI

Oobem, akag. u/
B TOM YHCJIE B

Koabl koMIeTeHIU,

(popmupoBanuio
HaumeHnoBanue ¢opme
Copep:xanue 1 (popMbI OPraHU3aNNu AeSATEJILHOCTH 00y YaI0OLINXCS . KOTOPBIX
pa3zeioB U TeM MPaKTHYeCKOi criocoBeTByer
TO/IroTORH, 3JIeMeHT MPOrpaMMblI
aKaja. 4
1 2 3 4

Pa3nen 1. Opranusanusi KOMIbIOTEPHOI 00padOTKH JOKYMEHTOB 6
Tema 1.1 Coaep:xanue 2 OK 02, IIK 1.7
CoBpeMeHHBIE CoBpeMEeHHbIE TEXHUYECKUE CPENICTBA CO3JaHU TEKCTOBBIX JOKYMEHTOB. Llenu u 3anaun 2
TEXHUICCKHuE y4eOHOU AUCHUIUIMHBL, POJIb TUCIUIUIMHBI B TPO(HECCHOHATBHOM MOATOTOBKE CICIIMATIICTA.
CpeACTBA CO3aHUs CoBpeMeHHBIE aBTOMATU3UPOBaHHBIE CPEACTBA CO3AaHUs TEKCTOBBIX TOKYMeHTOB. [IpaBuia
TEKCTOBBIX TEeXHHUKH 0€30MacHOCTH ¥ TUTHEHNYECKHe peKOMEHIauy pu ucrnois3zoBanuu cpeacts KT B
JIOKYMEHTOB npoQecCHOHANBHON e TeTIbHOCTH.

B Tom uMcie npakTHYecKUX M J1a00PATOPHBIX 3aAHSITHIH: 4

IpakTHyeckoe 3ansiTue 1. Opranu3zanms padbo4dero Mecra u TpyJia oneparopa. 4
Paznen 2. OcBoenne, NpUMeHeHHe U COBEPLIEHCTBOBAHNE HABBIKOB «CJIENOr0» 1ecsiTHNAJIBLEBOIr0 MeToAa 32
Habopa
Tema 2.1 OcBoenue Coaep:xanue 2 OK 02, TIK 1.7
KJIABHATYPbI OcBoeHne KIaBHATYPhI TMEPCOHATBHOTO KOMIbIoTepa (pycckuii mpudr). Cxema KiiaBHATypHI. 2
NEePCOHATBHOTO «Crnenoi»  gecsATHNANbLEBBIA  METOJ  KJIABHAaTypHOro Habopa, €ro BO3MOXHOCTH,
KOMIIbIOTEpa npeuMyinecTBa u 3(dekTuBHOCTh. ByKBBI M 3HaKM TpEeNUHAHUS PYCCKOM KIIaBUATYPBHI.
(pycekuii mpudr) HWcnonp3osanue kiasuin Shift u Caps Lock.

IpakTHyeckune 3aHATHS 24

IIpakTyeckoe 3ansiThe 2. BpinonHeHne yrpa)KHEHHH Ha OCBOGHHE TEXHUKH U CKOPOCTH 6

KOMIIBIOTEPHOT0 Habopa TeKCTOBOW MH(OpMalMU 10 OCHOBHOMY PsIy KJIaBHATYPBHIL.

[pakTnyeckoe 3ansitue 3. BrinogHeHue ynpa)KHEHUH Ha OCBOCHUE TEXHUKH U CKOPOCTH 6

KOMITBIOTEPHOT0 Habopa TeKCTOBOH MH(OpMaIMK IO OCHOBHOMY U BEpXHEMY psaaM

KJIaBHATYPBI.

IIpakTnyeckoe 3ansitue 4. BeinoHeHNE yIIPa)XKHEHUH HA OCBOCHHUE TEXHUKH U 6

CKOPOCTH KOMITHIOTEPHOTO Habopa TEKCTOBOW MHGOPMAIIUU TI0O OCHOBHOMY, BEPXHEMY U

HIDKHEMY psaM KIaBHATYpBL.

IIpakTHyeckoe 3ansTHE 5. BoinonHeHue ynpaXHeHNH Ha OCBOCHHE TEXHUKH Habopa 6

TEKCTOBOMU 1 U(PpoBOI MHGOPMAITUH C UCTIOIBb30BAaHUEM 3HAKOB NPENUHAHUS U ITUdP

4eTBEPTOIO psifia KJIaBUATYPBL.
Tema 2.2 Conep:xanue 2 OK 02, IIK 1.7
Odopmiienne Odopmienue mudpororo Matepuana. Lludpsr apadbckue. Pumckue uncna. Buabsl npooeii. 2




uugpoBoro Muoro3zHaunble ynciaa.OcBoenue TaOnuIbl CHMBOJIOB; 3HAKU, YHOTpeOsieMble ¢ nudpaMu.
MaTtepuaJa Pabota ¢ marensro Cricok (HyMEpOBaHHBIN, MApKUPOBAHHEIH).
IIpakTyeckue 3aHATHS 4
IIpakTHyeckoe 3ansaTHe 6. Yorpedienue yucen apabCKUX U PUMCKHAX B TEKCTOBBIX 4
pabotax. [lapamMeTpsl HyMEpOBaHHBIX, MAPKUPOBAHHBIX CITUCKOB.
Pa3nen 3. OcHoBHBIe TpaBuJia GOpPMATHPOBAHUS TEKCTA 22
Tema 3.1 Conep:xanue 2 OK 02, IIK 1.7
TpeGoBanus k TpeboBanus k opopmiteHHro ctpanuibl. Pabora ¢ manensio [lapameTpsl crpanumsl. Pabora ¢ 2
opopMIIEHUIO naHenpio A63au. Hasnauenue QyHKIMOHANBHBIX KiaBuiueil. PaboTa ¢ OBICTPHIMHU KJIABUIIAMH.
CTPaHHIbI IIpakTHyeckue 3aHATHSA 4
IIpakTyeckoe 3ansiThe 7. YoTpebdiaeHre oo1eynoTpeOUTEIbHBIX COKPAIIEHHH B TEKCTOBOM 4
JOKYMEHTE.
Tema 3.2 Copnep:xanue 2 OK 02, IIK 1.7
Od¢opmiienune OdopmiieHne 3aroJI0BKOB | ITOJ[3aT0JIOBKOB K TeKcTy. [IpaBuiia ohopmiteHHs 3ar0I0BKOB U 2
3aroJIOBKOB U 110132 0JIOBKOB.
MOA3aroJIOBKOB K IIpakTHYecKue 3aHATHS 6
TEKCTY. [pakTnyeckoe 3ansitue 8. OdopmieHrE 3aroJOBKOB M MOJ3ar0JIOBKOB K TEKCTY. 6
Tema 3.3 IIpuémbr | Cogepxanue 2 OK 02, I[IK 1.7
BbleJICHUSA [Ipuémsl BeICTICHNS OTACTBHBIX parMeHToB TekcTa. OCHOBHBIC BUABI HIpU(TOB. PadoTa ¢ 2
OTIeJIbHBIX nanenblo pudt: moguépkuBanue, paspaaka, ymaoTHEHUE, KUPHBIA MPUQT, IPOMUCHEIE
(parMeHTOB TeKcTa | OyKBbI, MaJIble NPONUCHBIE OYKBBL
IIpakTHyeckne 3aHATHS 6
IMpakTuyeckoe 3ansiTue 9. [[pumeHeHre NpUEMOB BBIACTICHUS OTACITBHBIX (PparMeHToB 6
TEKCTOBOTO JIOKYMEHTA.
Paznen 4. Odopmienne pa3JM4HbIX BUAOB TEKCTOBBIX padoT 26
Tema 4.1 IlpaBuna | Coaep:kanue 2 OK 02, IIK 1.7
dopmaTmpoBaHus [paBuna popmaTupoBaHus OTACTBHBIX PEKBU3UTOB TeKcTa. [IpaBuina odopmireHus 2
OTIeJIBHBIX OoubnmorpaduuecKux CBeICHHH, B T.U. 3JIEKTPOHHBIX pecypcoB. [IpaBuia opopmieHust CHOCOK /
PEKBU3MTOB TEKCTA | CCHUIOK Ha HCTOYHMKH K TeKcTy. IIpaBuna oopmiaeHnss MHOIOypoOBHEBOTO crucKa. PyOpukanus
TekcTa. [IpaBuna opopmieHns: npuMedaHnil, IPUIOKEHUH B TEKCTOBOM JokyMeHTe. [IpaBuna
o(opMIIEeHUs] MHOTOCTPAaHUYHOI'O TEKCTOBOro AoKyMeHTa. Hymepauus crpanun. Pabota ¢
PYKOIHMCHIO. 3HAKH KOPPEKTYPHOH MPaBKHU.
IpakTHyeckne 3aHATHS 24
[pakTnyeckoe 3ansitne 10. Odopmnenne cHOCOK / OOIUOrpaPUUECKUX CCHIIOK HAa HCTOYHUK 6
B Texcre. OdopMileHHE CIUCKA HCIIOIb30BAHHBIX HCTOYHUKOB.
IMpakTuyeckoe 3ansiTue 11. Odopmienne TurynbHOTO NHcTa. OdopmileHHE 6

OTJIaBIICHMSI/ COACPIKAHMUA.




IIpakTHyeckoe 3ansiTHe 12. BoimonHeHre MHOTOCTPAHUYHOTO TEKCTOBOTO TOKYMEHTA C
HyMEpalnend CTPaHMIL.

[pakTnyeckoe 3ansitue 13. Padora ¢ pykonuceio. OdopmiieHre TEKCTOBOTO JOKYMEHTa MOCe 6
KOPPEKTYPHOM MpaBKH.
Pa3znen 5. U3yuenue JaTUHCKOI KJIABHATYPbI 14
Tema 5.1 OcBoenne | Conep:kanue 2 OK 02, IIK 1.7
KJIAaBHATYPbI OcBoeHue KI1aBUATYpPhI IEPCOHATBHOTO KOMIbIOTEpa (JaTHHCKHH mpHudT). Cxema JIaTHHCKOH 2
NePCOHATBLHOrO KJIaBHaTypbl. BYKBBI U 3HaKM penHHAHMsL, 0COOBIC 3HAKH JATUHCKOHN KJIABHATYPHIL.

KOMIIbIOTEpa HpaKTl/I‘leCKI/Ie 3AHATUA 12
(matunckuii mpudr | Hpakrudeckoe 3ansitue 14. BeinonHenue ynpaxHEHN! Ha OCBOCHHE TEXHUKH U CKOPOCTH 6
KOMITBIOTEPHOTO Habopa TeKCTOBOW MH(OpMAIMU 110 OCHOBHOMY PSITy KJIaBHATYPBHI.

BrinonHenne ynpaXHeHUH Ha OCBOGHHE TEXHUKH U CKOPOCTH KOMIIBIOTEPHOTO Habopa
TEKCTOBOH MH(OpMAIMK 10 OCHOBHOMY U BEPXHEMY PSAY KIaBUATYPBI.
IIpakTuyeckoe 3ansaTHe 15. BrimoaHeHNe yrIpa)kKHEHU Ha OCBOCHHE TEXHUKH U CKOPOCTH 6
KOMITBIOTEPHOTO Habopa TeKCTOBOW MH(OpMAIMU 10 OCHOBHOMY, BEpXHEMY M HH)KHEMY PSIY
KJIaBHATypbl. BeIonHeHne yIpaXXHEHNH Ha OCBOSHHE TEXHUKH Habopa TEKCTOBOW M HU(PPOBOI
MH(OPMAINH C HCIOJIb30BaHHEM IIM(P U 0COOBIX 3HAKOB YETBEPTOTO Psizia KIIABUATYPHIL.
Pa3znen 6. KoncrpynpoBanue Ta6amu 12
Tema 6.1 Copaepxanue 2 OK 02, IIK 1.7
®opmaTtupoBanue | PopMaTHpOBaHHE PEKBU3UTOB TaONIHIBI. PEKBU3UTHI M CTPYKTYPHOE MOCTPOEHHE TaOJIHUIIBL. 2
PEKBH3UTOB IMpakTHyeckune 3aHATHS 10
Ta0JIUIbI IIpakTuuyeckoe 3ansaTue 16. KoHCTpynpoBaHHUe TOJOBKH K TaOIHUIIAM: TIPOCTAas, CIIOJKHAS, 4
YCIOKHEHHAS.
IIpakTuyeckoe 3anaTue 17. KoncTpynpoBanue O0OKOBHKA K TaOIHIIaM: TEKCTOBOH (ITPOCTOH, 6
YCIOXHEHHBIN), TN POBOH, cMenTanHbIi. [ludpoBeie rpadbl B TabIUIaX.
Paznen 7. KomnbiorepHasi 00padoTka 0CHOBHBIX BH/I0B 10KYMEHTOB 28
Tema 7.1 Coaepxanue 2 OK 02, IIK 1.7
KomnbrorepHsbie KommnbroTepHble TEXHOIOTHUH MTOATOTOBKU TOKYMEHTOB. PEKBU3UTHI M CTPYKTYPHOE IIOCTPOCHHE 2
TEeXHOJIOTHH JOKyMeHTa. AKTyanu3aiusi HH(GOpPMAaLUHU IOCPEICTBOM CIIPABOYHO-IIPABOBOI CUCTEMBI.
MOArOTOBKH IIpakTHyeckune 3aHATUSA 26
JIOKyMEHTOB IpakTuueckoe 3ansaTue 18. KommbiorepHas o0paboTka OCHOBHBIX PEKBH3UTOB JOKYMEHTA. 4
IpakTuueckoe 3anaTue 19. KommnproTepHas o0pab0TKa OpraHU3allMOHHON TOKYMEHTAIIHH. 4
IIpakTuueckoe 3anaTue 20. KommnproTepHas 00paboTKa pacropsANTEIbHON JOKyMEHTAITUN 6
[pakTnyeckoe 3ansitne 21. Komnprorepaas o0padoTka HHPOPMAOHHO-CITPABOYHON 6
JOKYMCHTalUH.
IpakTuueckoe 3ansaTue 22. [loaroroBka TeKCTOBOTO JOKyMeHTa. Pabota ¢ MakeToM 6

MHOT'OCTPAHUYHOI'O TOKYMCHTA C UCIIOJIb30BAHUCM CHpaBOQHO-HpaBOBOﬁ CHCTCMBI.

HpOMe)RyTO‘lHaﬂ aTrecranuda

3auer ¢ ONEeHKOH

Bcero:
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3. YCJIOBUS PEAJIM3AIIMM YUYEBHOM JUCHUITITAHBI

3.1. [ast peanu3anuu NporpaMmMbl y4eOHOH TUCHUILUINHBI T10JKHBI ObITh
NpeayCcMOTPEHbI cJieAyIolHe clelualbHble OMelleHUs:

Jlaboparopust «KommbrorepHoit 00pabOTKH JOKYMEHTOBY, OCHAIIICHHAs! B COOTBETCTBUU
¢ npwioxenuem 3 TTOII-I1.

3.2. UndopmaunoHHoe o0ecnieyeHre pean3auuu NporpaMmbl
Jns peanuzanuu mporpaMMbl  OMOMMOTEYHBIH (oHI 00pa3oBaTENbHON OpraHU3anuu
JIOJDKEH MMETh MeYaTHBIC M/WITU 3JIEKTPOHHBIE 00pa3oBaTeIbHbIe U MHPOPMALMOHHBIE PECYpPCHI
JUIS ICTIOJIb30BaHUs B 00pa3oBaTenbHOM mpouecce. [Ipu ¢popmupoBannu 6ubnuoreyHoro ¢ponga
00pa3oBaTeNbHOW OpraHM3anreil BRIOMpACTCST HE MEHEE OJHOTO W3JAaHHS M3 TEePEUHCICHHBIX
HIDKE TICYaTHBIX HM3aHUN M (WIHM) DIIEKTPOHHBIX HM3/IaHUI B KAa4eCTBE OCHOBHOTO, TMPU ITOM
CIIHCOK MOYET OBITh JIOTIOJTHEH HOBBIMH M3JJAHUSIMH.

3.2.1. OcHoBHbBIE MeYaTHbIE U3TAHUS

1. JIOKyMeHTOBE/ICHHEe: YYCOHWK M MPAKTUKYM JUISS CPEAHEr0 MPOoQdeCCHOHATHLHOTO
obpazoBanus / JI. A. Jloponuna [u ap.] ; nox peagakuueii JI. A. Jloponnnoi. — 2-e¢ u3., nepepad. u
non. — Mocksa: M3gatensctBo FOpaiit, 2022. — 309 ¢. — (Ilpodeccuonansuoe ob6pa3oBanue). —
ISBN 978-5-534-04330-3.

2. Kopuee, MW.K. JlokymeHTarimoHHOE OOECICYCHUE YIpaBIEHUSA: YYCOHHK U
MPaKkTUKYyM 1Jis cpeaHero mnpodeccuonansHoro obpaszoBanus/ . K. Koprees, A. B. ITmenko,
B. A. MamypueB. — 2-e u3za., nepepab. u njon. — MockBa: M3narenscto HOpaiit, 2022. — 384 ¢. —
(ITpodeccuonanpHoe oOpazoBanue). — ISBN 978-5-534-05022-6.

3. Kysnenos, U. H. JlokymMeHTanmmoHHOE oOecrieueHne yrpasieHus. JJokyMeHTo000poT 1
JIETIONPOMU3BOICTBO: YYEOHUK M MPAKTHKYM [UIS CpeIHEero mpodecCHOHaNbHOro obOpasoBaHus /
. H. Ky3nenoB. — 3-e u3z., nepepad. u nomn. — Mocksa: U3natensctBo FOpaiit, 2022. — 462 c. —
(ITpodeccuonanpHoe oOpazosanue). — ISBN 978-5-534-04604-5.

4. YeptroBa, E. A. Craructuka. ABToMaTuzanus oOpaboTku HHpopMaruu: ydeOHOe
nocobue ans cpeaHero npodeccuonanbHoro odpazosanus / E. A. UepTkoBa. — 2-e u3Md., UCHp. U
nor. — Mocksa: M3narensctBo HOpaiit, 2022. — 195 c. — (IIpodeccuonanbuoe obpazoBaHue). —

ISBN 978-5-9916-9342-4.

3.2.2. OcHOBHBIE 3JIEKTPOHHbIE U3IAHUSA

1. JIOKyMeHTOBE/ICHHEe: YYEOHWK M MPAKTUKYM JUISS CPEAHETr0 MPOQdEeCCHOHATHLHOTO
obpazoBanus / JI. A. Jloponuna [u ap.] ; nox peagakuueit JI. A. Jloponnnoi. — 2-e¢ u3., nmepepad. u
non. — Mocksa: M3gatensctBo FOpaiit, 2022. — 309 ¢. — (Ilpodeccronansuoe ob6pa3oBanue). —
ISBN 978-5-534-04330-3. — Texkct: anexkrponHsblil // O6pazoBarenbHas miaardopma KOpaiit [caift].
— URL.: https://urait.ru/bcode/469701.

2. Kopuee, MW.K. JlokymeHTarimoHHOE OOECIEYCHUE YIMpaBICHUSA: YYCOHHK U
MpaKTUKyM Uil cpeanero mpodeccuonansHoro o6OpaszoBanus/ U. K. Kopaees, A. B. Ilmenko,
B. A. MamypueB. — 2-e wu3a., nepepad. u jgon. — Mocksa : M3parensctBo IOpaiit, 2022. —
384 c. — (IIpodeccuonanvuoe odpazoBanue). — ISBN 978-5-534-05022-6. — Tekct: 2y1eKTpOHHBIN
// Obpa3oBarenbHas wiathopma IOpaiit [caiit]. — URL: https://urait.ru/bcode/472550.



3. Kysnenos, U. H. JlokymMeHTanmmoHHOE 0OecrieueHne yrpasiaeHus. JJokyMeHTo000poT 1
JICTIONPOM3BOICTBO: YYCOHUK M MPAKTHKYM [UIs CpelHero mpodeccHoHanbHOro obOpa3oBaHus /
. H. Ky3nenoB. — 3-e u3z., nepepad. u non. — Mocksa: U3natensctBo FOpaiit, 2022. — 462 c. —
(ITpodeccuonanpHoe obOpazoBanue). — ISBN 978-5-534-04604-5. — Tekct: 5SneKTpOHHBIN //
OopasoBarenbHas iathopma KOpaiir [caiit]. — URL: https://urait.ru/bcode/470020.

4. YeptroBa, E. A. Craructuka. ABToMaTuzanus oOpaboTku HHpopMaruu: ydeOHOe
nocobue ans cpeaHero npodeccuonanbHoro odpazosanus/ E. A. UepTkoBa. — 2-e u3M., UCHp. U
nor. — Mocksa: M3narensctBo HOpaiit, 2022. — 195 c. — (IIpodeccuonanbuoe odpazoBaHue). —

ISBN 978-5-9916-9342-4. — Texkcrt: anexkrponnsiii // ObpazoBarenbHas miaardopma KOpaiit [caiit].
— URL: https://urait.ru/bcode/471306.

3.2.3. JlonotHUTE/IbHbIE HCTOYHUKHU:

1. TOCT P 2.106-2019. Harmmmonanpusiii ctangapt Poccuiickoit denepanuu. Enunaas cuctema
koHcTpyKTOpcKkoit mokymeHTanuu (ECKJI). TekctoBeie mokymeHTHI (YTB. M BBEIEH B JICHCTBHE
[Ipukazom @enepanbHOrO areHTCTBa IO TEXHUYECKOMY PETyJIMPOBAHUIO M METPOJIOTHUHU
(Poccrangaprt) ot 29.04.2019 Ne 176-cT).

2. TOCT P 7.0.97-2016. Hauwmonanenbiii cranmapt Poccuiickoit ®enepanuu. Cucrema
CTaHJapTOB MO MH(popMaIyy, OubauoTeunomy u uznarensckomy neny (CUBUJ). OpranuzaioHHoO-
pacnopsauTenbHas AoKyMmMeHTanus. TpeGoBanus k odopmienuto aokymeHToB (yTB. Ilpuxazom
@denepallbHOTO areHTCTBAa IO TEXHMYECKOMY perynupoBaHuio M merposorun (Poccranmaprt) ot
08.12.2016 Ne 2004-cT).

3.T'OCT 7.32-2017. MexrocynapcTBeHHBIN cTannapT. CucreMa cTaHIapToB 1Mo WH(opMaIuu,
oubmuoreuHomy u um3natenbckomy neny (CUMBUJL). Otuér o Hay4dHO-MCCIEAOBATENbCKON padoTe
(Otuér o HUP). CrpykTypa u npasuia opopmienus (BBeaéH B aericteue [Ipukazom denepanbHOro
areHTCTBA MO TEXHUYECKOMY peryiupoBaHuio U meTposoruu (Poccranmapt) ot 24.10.2017 Ne 1494-
cT) (c IlompaBkamn).



4, KOHTPOJIb 1 OIIEHKA PE3YJIbTATOB OCBOEHUSA
YYEBHOUN JUCIATLIAHBI

Pes3ynvmamul 00yuenus

Kpumepuu ouenku |

Memoouvl ouenku

Hepequb ymeHuﬁ, oceausaembvlx 6 pamKkax aucuunﬂtmbl

BBITIOJTHATH TPeOOBaHMS IO OXpaHe
TpyZa ¥ TEXHUKE O€30MaCHOCTH;
OpraHM30BBIBaTh pabouee MeCTO
JUTE MAaKCUMANBHO 3¢ peKTHBHOMN
paboThI;

npodeccnoHanTbHO OCYIIECTBISAT
Habop, (hopMaTHpOBaHKE, BHIBOJ
Ha 1eyarhb, COXpaHEHHE TEKCTOBOM
u udpoBoi nHGOpMAITUH Ha
MIEPCOHATBHOM KOMITBIOTEPE;
YHUTaTh, IOHUMATh ¥ UCTIPABIIATH
MPOEKTHI IOKYMEHTOB, C
UCTIONIb30BaHNEM CIIPABOYHO-
MIPABOBBIX CHCTEM;

IJIAaHUPOBATH pabodee BpeMs,
WCTIONB3YS MPEJICTaBIICHHBIC
3aJ]aHusl, IPOrPaMMHOE
o0ecrieueHne U UCXOAHYIO
JOKYMEHTAIINIO;

BEIOMPATH TEXHOJIOTHIO CO3IaHMS
JOKYMEHTA.

«OTIUYHOY - TEOPETHYECKOE COoIep KaHne
Kypca OCBOEHO TOJHOCTBIO, 6e3
mpo0esoB, yMeHUs CHOPMHUPOBAHEI, BCE
NpeayCMOTPEHHbIE IPOTrpaMMOl y4eOHbIe
3a/IaHUs BBITTOHEHBI, KAYECTBO UX
BBIIIOJIHEHUS OLICHEHO BBICOKO.
«XO0poII0» - TEOPETHIECKOE COJIepKAHHE
Kypca OCBOEHO TOJIHOCTBIO, 0e3
MpoOeoB, HEKOTOPhIE YMEHUS
c(hopMHPOBaHBI HEJJOCTATOYHO, BCE
NpeayCMOTPEHHbIE IPOTrpaMMOl y4eOHbIe
3aJaHvsI BRITIOJTHEHBI, HEKOTOPHIE BUJIBI
3aJIaHUi BBITIOJHEHBI C OIIMOKAMH.

«Y TOBIIETBOPUTENEHOY - TEOPETHIECKOE
coJep)kaHUe Kypca OCBOGHO YaCTHYHO, HO
MPOOEITBI He HOCAT CYIIECTBEHHOTO
XapakrTepa, He00X0AUMbIe yMeHHS pabOThI
C OCBOCHHBIM MaTEpPHAaJIOM B OCHOBHOM
cthopMupoOBaHEI, OOJIBITHHCTBO
MPeTyCMOTPEHHBIX MPOTPAMMOIA
00y4eHus y4eOHBIX 3aJaHUN BBIIOJIHEHO,
HEKOTOPbIE U3 BBHITTOTHEHHBIX 3aIaHUH
cojiepKaT OITHOKH.
«HeynoBneTBOpUTEIHHOY -
TEOpETHYECKOe COo/IepIKaHue Kypca He
OCBOEHO, HEOOXOJMbIC YMEHUSI HE
c(hopMHUpPOBaHEI, BHIITOJTHCHHBIE YUeOHBIC
3aJaHusl COIEPKaT IpyOble OINOKH.

OKCnepTHOE
HaOJI0ICHHE 32
NEUCTBUSIMA
00yJaromierocst B XoJ1e
BBITIOJTHEHHS
MIPaKTHYECKOHN paboThI.
AHanm3 pe3ynbTaToB
HaOJIOICHUSI 3a
JESTELHOCTHIO
00ydJaromerocst B Xoze
BBITIOJTHCHHUS
MIPaKTHYECKOH pabOTHI.
OreHKa pe3ynbTaToB
BBITIOJTHEHUS
MIPaKTHYECKON paboThI.
DK3aMeH.

Ilepeuens

3HCZHMIZ, oceausaembvlx 8 pamkax OZ/ICL;ZHIJZMHIJ

l

MIpaBwiIa IO OXPaHe Tpyaa U
TEXHUKE 0e301acHOCTH;

MIpaBwJia OpTaHU3aIuu padbodero
MecTa ceKpeTaps U pyKOBOJUTETIS;
pyccKast ¥ TaTWHCKas KJIaBHATyPbI
[IEPCOHAIEHOTO KOMITHIOTEPA;
mpaBwiia 0(hOPMIICHHS TEKCTOBBIX
JOKYMEHTOB Ha TIEpPCOHAIHLHOM
KOMITBIOTEDE.

«OTINYHOY - TEOPETUUECKOE COACPIKAHHE
Kypca OCBOEHO TIOJIHOCTBIO, Oe3
npo6enoB, yMeHus cOpMUPOBAHEI, BCE
NpeAyCMOTPEHHBIE IPOrpaMMOl y4eOHbIe
3aJ[aHusl BHITIOJIHEHBI, KAYECTBO X
BBITIOJTHEHUS OLIEHEHO BBICOKO.
«Xopo10» - TEOPETUIECKOE COJIEPKAHUE
Kypca OCBOEHO TIOJIHOCTHIO, 6e3
npoOeoB, HEKOTOPBIE YMEHHUS
c(hOopMHPOBaHBI HEJJOCTATOYHO, BCE
NpeyCMOTPEHHBIC IPOrpaMMOi yaeOHbIe
3aJIaHVisl BBITIOJTHEHBI, HEKOTOPBIC BUJIBI
3aJ]aHW i BBITIOJIHEHBI C OITHOKaMHU.

«Y IOBJIIETBOPUTENBHOY - TEOPETHUECKOE
coJep)kaHUe Kypca OCBOGHO YaCTHYHO, HO
npoOeIbl He HOCAT CYIIECTBEHHOT'O
XapakTepa, HeoOXO UMbl YMEHHSI paOOTHI
C OCBOCGHHBIM MaTepHajOM B OCHOBHOM
cthopMupoBaHbI, OOIBITHHCTBO
MPEAyCMOTPEHHBIX MPOrPaMMOit
00yueHus1 y4eOHbBIX 3a1aHU BHIIOJIIHEHO,
HEKOTOpBIE U3 BHIMOJIHEHHBIX 3aIaHUH
cojepkar OITHOKH.
«HeynoBneTBOpUTEIHHOY -
TEOPETUIECKOE COJIepIKaHNe Kypca He
OCBOCHO, HEOOXOJIUMbIC YMEHHUSI HE
c(hOpMHUPOBaHbI, BLIMIOJIHEHHBIC YUCOHBIC
3aJIaHusl COJIePIKaT IPyObIe OMUOKH.

AHanu3 pe3ynbTaToB
TECTOBBIX 3aJJaHHA.
DKCnepTHOE
HabJIroIeHNe U OLICHKA 34
NEUCTBUSIMA
oOyJaronuxcs Ha
MIPAKTHYECKUX 3aHATHUAX.
Texymuii KOHTPOJIb
NpYMEHEHUS 3HAaHUH B
XO/I€ BBITIOJTHEHUS
MIPAKTHYECKUX 3aIaHUM.
OK3aMeH.




MHUHHUCTEPCTBO NPOCBEILIEHUSI
POCCHUUCKOU ®EJEPALINN

®EJIEPAJIBHOE
T'OCYJAPCTBEHHOE BIO’KETHOE
OBPA3OBATEJILHOE YYPEKXJIEHHWUE BBICIIETO OBPA3OBAHUSI
«JIYTAHCKHUH I'OCYJAPCTBEHHBIN NEJATOI' MYECKUII YHUBEPCUTET»
(PI'BOY BO «JIT'TTY»)
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COJIEP)KAHME

. OBIIASI XAPAKTEPMCTHUKA PABOYEN ITPOTPAMMBI
YYEBHOM JUCHUILINHBI

. CTPYKTYPA U COJAEPKAHUE YUYEBHOM
JUCIHUATLITAHBI

. VCJIOBUS PEAJIN3AIINM ITPOTPAMMBI YYEBHOM
JTACTUTLINHBI

. KOHTPOJIb ¥ OLIEHKA PE3YJIbTATOB OCBOEHUSI
YYEBHOM JUCLUAILIUHBI



1. OBIIASI XAPAKTEPUCTHUKA PABOYEM ITPOIT'PAMMBI YYEBHOM
JAUCHHUITIJIMHBI
«OIII.08 JomKkoJabHAas NMeJaroruka

1.1. MecTo IMCHUILUIMHBI B CTPYKTYpPe OCHOBHOI 00pa3oBaTe/IbHOIl MPOrpaMMbl:
Vuebnass mucumrmumHa «OINL[.08 TocynmapctBenHnast ciyx0a» sBIsieTcs 00s3aTeNbHOM
4acThi0 OOWENpPO(PECCHOHANBHOTO IIMKJIA TNPUMEPHOH 00pa3oBaTENbHOM MPOrpaMMbl B
coorBercTBUN ¢ ®I'OC CIIO mno cnenmanbHocTH 46.02.01 JlokyMeHTamoHHOE OOecreueHune
yTpaBJICHUS H apPXUBOBEICHHE.
Ocoboe 3HaueHHe AUCUUILUIMHA UMeeT npu (GopmupoBannu U pazsutun OK 09.

Kon
YMmenus 3nanus
IIK, OK
OK 09 ONpEIEATh aKTyaJbHOCTb | COACPKAHUE aKTyaJbHOMI HOPMAaTHBHO-
HOPMAaTUBHO-TIPaBOBOM MPaBOBOI JOKYMEHTAIINY;
AOKYMCHTallMH B | craHmapThl aHTUKOPPYIILMOHHOTO ITOBEAECHUSA U
npogeccHoHaTbHOMN IIOCJIEICTBHS €TI0 HAPYILIECHNUS,
ACATCIILHOCTH, HOPMATHBHEIE MPABOBHIE AKTBI POCCHICKOM
UCIOJIb30BATH NpaBoOBYIO | @enepauun B cdepe HMHOOPMAIMOHHBIX U
HH(pOpMALHIO B | KOMMYHUKAIIMOHHBIX TEXHOJOTHI;
npodecCHOHANbHO HOPMAaTHBHBIE NPABOBHIE AaKThl Poccuiickoi
ACATCIBHOCTH, ®enepanyu 1o 3amuUre MHPOpMaKMU U pabore
3alllMIIaTh  CBOM  MpaBa B | ¢ oOpallleHUsMH TPaK/IaH,
COOTBETCTBHM € TPYNOBBIM | yopyvaruBHbIe IIpaBOBBIE aKTHI  POCCHIiCKOM
3aKOHOAATCIECTBOM, denepauun B cepe  MHPOPMALMOHHON
MNPUMCHATH CTaHOapThI 6C3OHaCHOCTI/I;
aHTHKOPPYIIIMOHHOTO TpeGOBaHUs OXPAHBI TPYIa;
MOBE/ICHNUS; N
HOpPMAaTUBHBIE TMpaBOBbIE aKkThl Poccuiickoii
HpUHAMATD MCpBI HO | denepanum B cdepe opraHmsanum  JeI0BOM
COXPaHEHUIO TIOS3/IKN:
o b
KOH(UICHITHATBEHOM N
. HOpPMAaTUBHBIE TMpaBOBbIe akThl Poccuiickoit
uHpopMaluu B XoJe mnpuéma .
N Oepnepannu B chepe HHPOpMAIIIH;
MIOCETUTEIEIH; ..
HOpPMATHUBHBIE TIPaBOBBIE aKTbl Poccuiickoii
obecrieunBaTh COXPaHHOCTh .
®eneparuu B chepe 1eI0Mnponu3BoJICTBA;
NEPCOHAIBHBIX TAHHBIX ..
HOpPMaTUBHbIE IpaBOBbIe aKkThl Poccuiickoii
PabOTHHKOB. .
®Oeneparuu B chepe TpyIOBBIX OTHOIICHUI;
JIOKaJIbHBIE HOPMAaTUBHBIE aKThI,
peraaMeHTHPYIOIINE TPYA0BbI€ OTHOIICHHUS;
HOpPMATHBHBIE IpaBOBbIE akKkThl Poccuiickoit
®enepaiyu B chepe apXuBHOTO Jea;
HOpPMaTUBHBIE TIpaBOBbIe akThl Poccuiickoit
Oeneparut B o0jacT  KOHGUACHIIMATBHOM
uHbOpMAIMM W 3AIIUTBl  [EPCOHATBHBIX
JAHHBIX.




2. CTPYKTYPA U COAEPKAHUE YYEFHOU JACIUILIMHBI

2.1. O0beM y4eOHOI JUCHMIIIMHBI M BUbI Y4eOHOH padoThI

Buj yueOHoit padoThl

0O0BeM B yacax

O0bem o0pa3oBaTeIbHONM NPOrPaMMBbl y4eOHOH TMCHUTINHBI 40
B T.4. B ()OpMe NPAKTHYECKOH MOATOTOBKH 6
BT. 4..

TEOpETUIECKOe 00yUeHHE 28
NPaKTUYECKHUE 3aHATHS 6
Camocmosmenvnas paboma 6

IIpomeskyTOYHAs aTTeCTALMSA

3ayeT ¢ OLEHKOH




2.2. TemaTuyecKuii NJIaH U COIePKAHME YUeOHOI THCIMIIMHBI

Oobem, akan. 4./
B TOM YHCJIE B

Koasl koMmnerennmii,

HaunmenoBanue Copep:xanne y4edGHOro MaTepuasia u ppopMbI OpraHu3aLUH dopme ¢opmupoBanuio
pa3zeioB U TeM AesITeJILHOCTH 00Y4AI0IHUXCS NPaKTHYECKOI KOTOPBIX CIIOCOOCTBYET
MOAr0TOBKH, 3JIEMEHT MPOrPaMMBbI
aKasu. 4.
1 2 3 4
Tema 1. llousiTue Conepxanne y4e6HOro MaTepuaia 2 OK 09
roCyAapCcTBEHHOM Bgenenue. [lonsitue rocynapcTBeHHOMN CiTy:K0bl. BO3SHUKHOBEHNE TOCY1apCTBEHHON 2
CITYKOBI ciryxk0b1. BueI TOCY TapcTBEHHOM CITy»KObI 1 UX XapakTepucTuka. BonHckas 00s3aHHOCTD
n BoeHHas ciryk0a. [TpaBooxpanutenpHas cyx0a. Ciry)x0a rpakJaHCKOHM 3aIUTHL
Tema 2. JloszkHOCTH Conep:kaHue y4eGHOro MaTepuasa 4 OK 09
rocyaapcTBeHHOI [MoHsTHE: TOMKHOCTD, TOMHKHOCTHOE JIUIIO, TOCYIAPCTBEHHAS IOJDKHOCTE. JIOIKHOCTH 4
CJIyk0bI M IPHHIMIBI | TOCYAAPCTBEHHO CiTy)0bl. CHCTeMa TOMKHOCTEH Ha TOCYIaPCTBEHHOM IMPaskIaHCKOM
AOJIKHOCTHOIO pocTa | cmyxb6e. Kiraccndukarus qomkHOCTEH TOCYIapCTBEHHOM CITyKOBI. PeecTphl MTOIKHOCTEH.
CucTeMa KJIACCHBIX YHHOB TPAXKIAHCKON CITYKOBI.
Tema 3. Copep:xanne y4e0HOro MaTepuaia 2 OK 09
TI'ocynapcrBennbIi [TonsTre rocymapcTBeHHOTO ciryxamiero. [IpaBa n 00s3aHHOCTH TOCYIaPCTBEHHOTO 2
CJIY KallMii: MPABOBOI | CIyKamero. 3anpeTsl 1 OrPaHUYEHHS, CBSI3aHHBIE C TOCYTAPCTBEHHON CITyKOO0iA.
U 001IeCTBEHHBIH I'ocymapcTBeHHBIC TApAaHTHU Ha TPAXKITAHCKOH cIykoe.
craryc B ToM unciie npAKTHYECKHUX 3aHATHH 2
IIpakTuyeckoe 3ansatue 1. [IpodeccnoHaNbHBIE ¥ THIHOCTHBIE XapaKTCPUCTHKH 2
COBPEMEHHOT'0 TOCYIAPCTBEHHOTO CITY>KaIlETo
Tema 4. KagpoBas Copepxanne y4e0HOro MaTepuaia 2 OK 09
NMOJIMTHKA M KaJApoBasi| OCHOBHEIE HAITPaBIICHUS rOCYAapCTBEHHON KaApoBOl NoauTuku. GopMupoBaHme 2
paGora B cucTeme KaJpOBOTO COCTaBa rOCyNapCTBEHHON ci1y)Obl. KampoBbie monpas3aeneHus B opraHe
rocyaapcTBEHHOI0 BJIACTH U X 3a1aud. KanpoBas ciry>x6a rocyjapcTBEHHOT'O OpraHa.
ynpaBJieHHUsI
Tema 5. DTanbl Conep:xkanue yue0HOTr0o MaTepuaia 4 OK 09
NPOXO0:KAEHHS [Mocryruienne Ha rpaxaaHckyo ciyx0y. [opsiiok mpoBeneH s U y4acTHsI B KOHKypce Ha 4
rocyaapcTBeHHOT 3aMellleHre BaKaHTHBIX JoJbKHOCTel. TpeOoBaHus K KaHAUAATaM Ha 3aMeIleHHE
CIIyKOBI noipkHocTe. KoHKypcHas komuccus — coctaB, noaHomouust. Kagposslit peseps. [lpuem
Ha pa0oTy u3 KaapoBoro pesepna. [Ipukas o Ha3HAYCHUU HA JOJKHOCTb.
CayxeOHblii KOHTpakKT. [lepeBo ¢ JOMKHOCTH Ha JOJDKHOCTD, IIEPEBOA B APYTOi OpraH
BJIACTH, BPEMEHHOE 3aMelleHIe JOIDKHOCTH. ATTectanus. [loompenns U B3bICKaHHUS.
YBOJIbHEHUE U OCHOBAHUSI YBOJIbHEHHSL.
B ToM uMc/ie NpaKTHYECKUX 3aHATHH 2
IIpakTHyeckoe 3anaTHE 2. XapaKTEPUCTHKA OCHOBHBIX 3TAIIOB IPOXOKICHHS 2

TOCYIAapCTBEHHOH cIyObl. DTaIbl NpOBEICHHUS KOHKYPCa.




Tema 6. Cay:xedHoe Conep:xkanue yueOHOTr0 MaTepuaia 4 OK 09
NnoBe/JAeHHE U OcHOBHBIE IEHHOCTH Ha rocyaapcTBeHHOH ciyx0e. [Tatpuotusm. [TpuHIHMITEL Ciry:keOHOTO 4
npodeccHoOHATbHAA nosezneHus. boppda ¢ xoppynuueii. [lporuBoaeiicteue koppynuuu. [loapasnenenus mo
KYyJbTypa 60pbbe ¢ Koppynuuei. YrojaoBHasi OTBETCTBEHHOCTh FOCY JapPCTBEHHBIX CIIy)KaIIHX.
rocy1apcTBEHHOI0 AJIMUHUCTPAaTUBHASI OTBETCTBEHHOCTh FOCYTAPCTBEHHBIX CITY)KaIIHX.
cay:Kamero
Tema 7. Kondankr Conep:kanne yueGHOT0 MaTepHaia 2 OK 09
HHTEpPecoB Ha [onsTus: KOPIIOpaTUBHBIE UHTEPECHI, nuuHble uHTepeckl. [lonaTus: 2
rocyaapcTBeHHO KOH(JIUKT HHTEPECOB,  MHAMBUAYAIBHBIN cIy»)eOHbIH criop. [TyTu yperynupoBanus
ciay:xoe KoH(]IMKTa HHTEepecoB. IlocneacTBrsl BOSHUKHOBEHHsI KOH(JIMKTA HHTEPECOB.
Tema 8. Coaep:kanue y4eOHOT0 MaTepuaia 2 OK 09
JducuunjguHapHasi Ciry>xeOHast TUCITUTUIIHA Ha TPAKIAHCKOH CITyxko0e. 2
OTBETCTBEHHOCTH JvcuunimHapHbIe B3BICKaHNUs, TOPSI0K MPUMEHEHHS U CHATHS JUCIUILTHHAPHOTO
rPAKAAHCKOT0 B3bICKaHUSI.
CIIyKaIIero
Tema 9. Conep:xanne yuedGHOro MaTepuajia 2 OK 09
Hoompenns n [Moompenus 1 HaKa3aHUs Ha TOCYAapCTBEHHOH Ipa)kIaHCKOH CiIyk0e: BUIBI MOPSIOK 2
HAaKa3aHUs Ha PUMEHEHUS
rocy/1apcTBeHHOM
TPakIaHCKOM cayk0e
Tema 10. Conep:kanue yuedOHOro MaTepuajia 4 OK 09
Opranusanus IIpaBoBbIe 1 OpraHU3alMOHHBIE ACTIEKTHI OPTraHU3aIMH TOCYIaPCTBEHHON CITyKOBI B 4
rocy1apcTBeHHON 1 pasHbIX cTpaHax Mupa. CucreMa pacnpeneseHust JOKHOCTEeH Ha TOCYAapCTBEHHOM
MYHUIHMIAJIbHOM ciryk0e pa3HbIX CTpaH. YpaBJieHUe KaapaMH U KaJpoBasi MOJIMTHKA B Pa3HBIX CTpaHax:
cayx0bl 3a pyoe:kom. | Espoma, Asus, CesepHast u FOxHast AMEpHKH.
B ToM 4nciie npaKTHYECKUX 3aHATHI 2
MpakTuyeckoe 3anaTue 3. CpaBHUTENBHBINA aHAIN3 TOCYJAPCTBEHHON CITYKOBI B Pa3HBIX 2
cTpaHax. IBOJIONHUS TOCYAAPCTBEHHOHN CITYKOBI.
CamocrosiTesqibHast padoTa 6
ITpome:kyTOouHas aTTecTalus 3ader ¢ oeHKOH
Bcero: 40




3. YCJOBUS PEAJIN3AIIMNA YUYEBHOM JUCHUIIINHBI

3.1. Jlasi peaau3anuu NporpamMMsbl y4eOHOIM TUCHUTIIHHBI 10/LKHBI ObITh
NMpe1ycMOTPEHbBI CileAyIolHe CrelHaJIbHble OMeIeHUs :
Kabuner «ConuanbHO-35KOHOMHUYECKUX JTUCIUILIINHY», OCHAIICHHBIM B COOTBETCTBUU C

ITIICC3.

3.2. HudpopmaunnoHHoe obecrneyeHre pean3alu NPorpaMmabl
Jns  peanuzany  mporpamMmbl  OMOIMOTEUHBIH (QOHA 00pa30BaTENbHOW OpTraHU3aAUH
JIOJDKEH MMETh TIeYaTHbIC W/WIM 3JIEKTPOHHBIE 00pazoBaTelbHbIC M WH(GOPMAIIMOHHBIE PECYPChI
JUIS UCTIONTB30BaHMs B oOpa3oBarenbHOM mporecce. [lpu popmupoBannu 6ubimorednoro ¢onma
00pa3oBaTebHON OpraHU3alMel BRIOMPAETCs HE MEHEE OJTHOTO M3JIaHHS U3 TIEPEUUCIICHHBIX HUXKE
MICYATHBIX M3/aHUH M (WJIM) SJIEKTPOHHBIX HM3/aHHH B KauyecTBE OCHOBHOTO, MPU 3TOM CITHCOK
MOXET OBITh IOTIOJTHEH HOBBIMH HM3JAHUSIMH.

3.2.1. OcHoBHbIC MeYaTHLIE U3TAHUS
1. Anumosa, H. A. Bonbioii cipaBoyHuk kagpoBuka Poctos, @enukce, 2010.

2. I'masynoBa, H.I1. Cuctema rocynapctBenHoro ynpasienus.- M.: JOHUTU JIAHA,
2009.

3. Bonkosa, B. B. I'ocynapctBennas ciyx6a. — M.: FOuuTu-Jlana; 3akon u npaso, 2012.

4, Kabamos, C. 0. T'ocymapcTBeHHass Ciry»0a: OCHOBHBIE ATalbl Pa3BUTHS KaK HAyKUd W
npodeccun ot [pesnero mupa 1o Hadana XX B. / C. FO. Kabamos. - M.: HUL] UHOPA-M, 2017. -
287 ¢

5. Jluncku, C.A. T'ocymapctBeHHOE (MYHUITMIIATBHOE) YIPABJICHHE W TOCYyAapCTBEHHAs
ciyx6a / C.A. Jlurcku. - M.: Pycaiinc, 2018.

6. [MapmukoB, A.I'. T'ocymapcTBeHHOE W MYHHIMIANbHOE ympasieHue.- M.: KOHUTH,
20009.

7. llep6axos, FO.H. I'ocynapcTBenHas 1 MyHHLIunanbHas ciy»x6a. Poctos/ Jlon denukc.
2019.-132 c.

3.2.2.  OcCHOBHBIE JIeKTPOHHbIE H3TAHUSA

1. AmmanroBa, W. C. [IIportuBojeiicTBHe Koppymmuu : Yy4eOHOEe mocobue
Ui cpenHero mpogeccuoHanbHoro obpaszoBanus / M. C. AmwmantoBa. — MockBa
WznarensctBo  FOpaiir, 2020. — 149 c¢. — (IIpodeccuonanbHOoe o0Opa3oBaHue). —
ISBN  978-5-534-13540-4. — Tekct: oanexktponnslii // 3OBC IOpaiit [caiit]. —
URL.: https://urait.ru/bcode/465850

2. BopmieBckui, I. A. lNocynapcTBenHnast ciyxoa: yaeOHoe nocobue
Ui cpeaHero  mpodeccuoHambHOro  obpaszoBanus / 1. A.  bopmeBckuil. — @ 2-¢
u3n., wucrnp. u gon. — MockBa :  MsparensctBo FOpaiit, 2020. — 303 c¢. —

(ITpoeccuonanbuoe obpazoBanue). — ISBN 978-5-534-05938-0. — TexkcT: anexrponHslit // DBC
IOpaiir [caiit]. — URL.: https://urait.ru/bcode/454950

3. locymapcTBeHHass W MyHHIMDAIbHAas  COyk0a:  y4eOHMK M TPAKTHKYM

s cpeaHero mnpodeccuonanbHoro obpasosanuss / E. B. Oxorckuit [u gp.] ; mon
obment pemakumeir E. B. Oxorckoro. — 2-e¢ wu3m., mnepepab. u gom. — Mocksa:
WznarensctBo  FOpaiir, 2020. — 409 c¢. — (IIpodeccuonanbHoe oOpazoBaHue). —
ISBN  978-5-534-09619-4. — Tekct: oaaexrtponusii // DOBbC  HOpaiir [caiit]. —

URL: https://urait.ru/bcode/451159
4. lémuH, A.A. T'ocymaapcTBeHHass U MYHUIMIAJIbHAs CIyx0a: y4eOHMK ISl CPEIHEro

npodeccuonanpHoro obpaszoBanusi / A. A. JIémun. — 10-e w3z., mepepab. u mon. — Mocksa:
WznarensctBo FOpaiit, 2020. — 354 c¢. — (IIpodeccuonanproe obpazoBanue). — ISBN 978-5-
9916-9098-0. —  Tekcr:  oamektponnbii  //  OBC  KOpait  [caiit]. —  URL:

https://urait.ru/bcode/451161
5. Haymos, C.IO. T'ocynapcTBeHHOE M MYHULMIAIBHOE YIpaBI€HUE [DIEKTPOHHBIN



pecypc]: yuebnoe nocodbue / C.HO. HaymoB [u ap.]. — DJEeKTpOH. TEKCTOBbIE JaHHble. — M.:
HamkoB u K, A [Tu Dp Menua, 2016. — 554 ¢. — 978-5-394-01417-8. — Pexxum pgocryma:
http://www.iprbookshop.ru/57137.html

6. IIpoxodsees, C. E. 'ocynapcTBeHHAs M MyHUIMIIANbHAS CITy’K0a: Y4eOHUK M MPAKTUKYM
st cpenHero npodeccuonanbHoro odopazosanus / C. E. Ilpokodees, E. JI. borateipes, C. T.
Epemun. — 2-e u3a., nepepad. u pon. — Mocksa : M3natensctBo FOpaiit, 2020. — 302 ¢. —
(ITpodeccuonanbsroe obpazoBanue). — ISBN 978-5-534-05165-0. — Texct: anexrponsslii // DBC
FOpaiir [caiit]. — URL: https://urait.ru/bcode/450917

3.2.3. JlomoHUTE/JIbHbI€ HCTOYHUKH

1. XKyxkos, A.Il. T'ocygapcTBeHHas 1 MyHuLunanbHas ciayxo6a.- M.: UTHOPA-M, 2007.

2. UrnaroBa, B.I'. 'ocynapcTBeHHast rpakaaHckas ciayx6a: yueOHuk.-moa pen.- M., UKL
«MapT», 2015. - 127 c.

3. Kysnenona, U.A. 'ocynapcTBeHHOE ¥ MyHUIIMNATIbHOE yIpasieHue.- M.: Dkcemo, 2009.

4. Jlapun E.I'. OcHOBBI rocyaapcTBEHHOro ympaieHHs.- M.: ®PUHAHCHl U CTATUCTHKA,
2009.

5. Pamuenko, A.M. OcCHOBBI TOCYIapCTBEHHOTO W MYHHUIMIIAJILHOTO YIPaBJICHUS:
CUCTeMHBIN NoaxoA: yueOHuk. PoctoB - Ha - Jlony: Pocuzgan,2014. - 152 c.

6. Cucrema mectHoro camoymnpasienus/ moxa pen. O.1. Koszuna.- M.: KOHUTH, 2008.

7. ComenkoBa, H.C. ['ocynapcTBeHHast 1 MyHUIMIIANbHAs cayx0a: Y4yeOHO-MeToandeckoe
nocob6ue. - Hwxuuit Hosropoa: HHI'Y um. H.U. Jlobauesckoro, 2016 — 60 c.

8. llamaposa, E. M. ['ocynapcTBeHHass U MyHunumnaigbHas ciyxba. — M.: HTHOPA-M,
2014.

9. llepb6axos, FO.H. I'ocynapcTBeHHass U MyHUIMNaidbHas ciyx6a.- PoctoB H / JloHy:
®dennkce, 2009.

4. KOHTPOJIb U OIIEHKA PE3YJIbTATOB OCBOEHUS

YYEBHOU JUCHUIITIMHBbI
Peszynvmamul 00yuenus | Kpumepuu ouenku | Memoowl ouenku
Ilepeuens ymenuil, oc6au8aemuvix 8 pamKax OUCYUNIUHDL
MIPUMEHATH KaJPOBYIO MTOJIMTUKY | YMEHHE CaMOCTOSTENbHO paboTaTth ¢ o opMIIEHHE OTYETOB 10
Ha TOCYJapCTBEHHOH CITyK0e JIOKYMEHTaMH, COJIepKaIlluMu MPaKTUIECKUM
KOH(UICHITHATBHYIO 3aHATHUSM; OLICHKA
WH(POPMAITUIO, B TOM YHUCIIE C BBITIOJIHEHUS
JIOKyMEHTaMH 10 JUYHOMY COCTaBY; MPaKTUYECKUX 3aHATUH;
CHOCOOHOCTD PUMEHATH PABOBHIE OIICHKA BBITIOJHEHUS
HOPMBI, 3aKpPEIUJICHHBIC B CaMOCTOSTEIbHOU
3aKOHOJIaTEeNIbCTBE O TOCYIaPCTBEHHOM paboThI
ciryk0e B COOTBETCTBYIOIIEH cdepe
npodeccCuoHaTBHOM
JIeATEIbHOCTH
Ilepeuens 3nanuil, 0c6auBaeMblx 8 PAMKAX OUCYUNTUHB
CHCTEMa TOCyJapCTBEHHBIX 3HaHHE 0COOCHHOCTEH CUCTEMBI TECTUPOBAHMUE;
YUIPEKICHUH M OPTaHOB MECTHOTO | F'OCYJAapPCTBEHHBIX YUPEKICHUN U OPTaHOB| YCTHBIM U MHICbMEHHBIN
CaMOyTIpaBJICHHUS; MECTHOT'O CaMOYIIpaBJICHMUS; OTIpoc;
001ITMe TPUHIIUIIEI | 3HAHME OOIIMX NPUHIMIIOB TPEOOBAHHUH K | aHAIU3 BBHITOJHEHUS
TpeOOBaHUS K TIPOXOKICHHIIO MIPOXO0XKIEHUIO TOCYJapCTBEHHON JIOMAIITHETO 3aJIaHus,
rOCyIapCTBEHHOM CITyXOBbI; ciryx0b1; 3HaHUe cienuuke Gopm CaMOCTOSATEIHHON
OpraHu3alMOHHO-IIPABOBHIC TOCYJAapCTBECHHOTO aIlmapara pa6OTLI
(hopMBI rOCy1apCTBEHHOTO YIpaBJICHAA
anmnapara yupaBJICHHs
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