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CTpykTypa u cofep:KaHue Y4eOHOM TUCUUIIINHBI

1. Henu u 3axa4n y4eOHOM AUCHUNITIMHBI

Lemn wu3yyeHuss y4eOHON AMCHUUIUIMHBL O00ECHEYUTh OOYyYarOIIUXCS
TEOPETUUECKUMH 3HAHUSAMH O CBOMCTBaxX, MpU3HAKaX, (PYHKIUSAX, CTPYKType U
MHOTO00pa3u JOKYMEHTOB, HUX Kilaccu(ukanmuu, MeToJax U crnocobax
JIOKYMEHTUPOBAHMUS; TO3HAKOMUTH CTYJIEHTOB C MPOLIECCOM CO3/IaHMsl, 00pabOTKH,
XpaHEHHUsSI M WCMOJb30BAHMS JIOKYMEHTOB B JICSITEIBHOCTH 00pa3oBaTesbHON
opraHuzanuy; c(opMuUpOBaTh HABBIKM JI€JIOBOM KOMMYHHUKAIIMM B YCTHOU H
NUCbMEHHON (hOpME Ha PYCCKOM $I3bIKE, HABBIKM COCTABJICHHUS M O(DOpMIICHHS
pa3IUYHBIX BUJOB JTOKYMEHTOB.

3amayn JUCHUIUIMHBL MMO3HAKOMUTH C OCHOBHBIMHM MOHATHSIMHU B 00J1acTU
JIEJIONPOU3BOCTBA 00pa30BaTENIbHON OpPraHU3allii; OCBOMTh METOABI U CHOCOOBI
JIOKYMEHTUPOBAHMS; U3yUYUTh CTPYKTYPY JOKYMEHTa U HOPMAaTUBHbIE TPEOOBaHUS
K  O(QOpMJIEHHI0O  PEKBU3UTOB  JOKYMEHTOB;  C(OPMHUPOBATH  OCHOBHBIE
NPaKTUYECKUE HAaBBIKM, HEOOXOAMMBIE [UJIi COCTaBIEHUS U  O(QOpMIIEHUS
pa3IUYHBIX BUJIOB JOKYMEHTOB, HCIOJIb3YEMBIX B AESATEIBHOCTA 00pa30BaTENbHON
OpraHU3alnH.

2. MecTo aucuuniaudbl B cTpykrype OIOII

VYyebOnas JUCHUTUINHA «loxymeHT0060pOT oOpazoBarenbHON
OpraHu3alW»  OTHOCUTCA K  4YacTH, dbopMupyemMoil  y4acTHHUKaMHU
o0pa3oBaTeIbHBIX OTHOIIIEHUH.

HeoOxomumbIMU  yCIOBUSAMHM  JIII  OCBOCHHMS y4EOHOW  JUCHUIUIUHBI
SIBJISTIOTCSI:

3HaHUS OCHOBHBIX TMPEJCTABICHUNH O JOKYMEHTE, BHUJAX U THMAaX
JIOKYMEHTOB, JIOKYMEHTAJIbHOM MOTOKE U 3aKOHOMEPHOCTSX €ro pa3BUTHUS;

yMeHHsI 0000IIeHHsT y4eOHOTrO MaTephajia U JIOTHYECKOTO U3JIOKEHUS
y4ueOHOH nH(pOpMaIIIH;

HaBBIKM KOMMYHHUKAIIMU B YCTHOM ¥ MUCbMEHHOU (hopme.

ConepxaHve  JUCHUIUIMHBI ~ SIBIETCS  JIOTUUECKUM  MPOJIOJHKEHUEM
COAEPKAHUS AUCHUIUIMHBI «PyCCKUN S3BIK U KYJIBTYpa PEUYU» U CIYKUT OCHOBOWU
JUTSL U3YYEHHSI TYMAHUTAPHBIX JUCIUILUIMH BApUATUBHBINA YaCTH Y4eOHOTO TJIaHa.

3. TpeOoBaHusl K pe3yJibTaTaM OCBOEHHS COAEPKAHUS U CHUILITUHBI

CtyneHThl, 3aBEpIIMBIINE W3YYCHHE MAUCIUIUIMHBI «JlOKyMEeHTOOOOpPOT
o0pa30BaTeIbLHON OPraHU3aIuN» JTOKHBIL:

3HAaTh TEOPETHUYECKHE OCHOBBI JOKYMEHTOOOOPOTa, €ro TEPMHHOJIOTHIO U
3a/layu; CBOMCTBA, (PYHKIIMM W TPU3HAKUA JOKYMEHTA; CIOCOOBI W CpENCTBA
JOKYMEHTUPOBAaHMSI;  KJIacCUPUKAIMIO  BUIOB  JIOKYMEHTOB;  CTPYKTYpPY
JIOKyMEHTOB ¥ HOPMaTUBHBIE TPEOOBAHUS K UX COCTABJICHHUIO U OPOPMIICHHIO.

YMETh COCTaBIsAITb M O(QOPMIIATH JOKYMEHTBI, HCIOJIb3yeMble B
JesATeIbHOCTH  00pa3oBaTeNbHOM ~ OpraHu3alii B COOTBETCTBUM  C



YCTaHOBJICHHBIMU TpPEOOBAHUAMM, B TOM YHCIE HCHONB3Ys HH(DOpPMAILMOHHBIE
TEXHOJIOTHH;

BJIQJICTh HaBbIKAMU COCTaBIEHUS U OGOPMIICHUS] PA3IUYHBIX BHJIOB
JIOKYMEHTOB TPAJULIMOHHBIM CIOCOOOM M B JJEKTPOHHOM BHUJE, HaBbIKaMHU
JIEJIOBBIX KOMMYHHUKAIIUKA B YCTHOM M MUCbMEHHOU (POpME Ha PYCCKOM SI3BIKE.

[lepeuriciieHHble  pe3yibTaThl  OOy4YEHHMS  SIBJISIOTCS ~ OCHOBOWM  JIA
dbopMupoBaHUsl psAjla KOMIETEHUUH (8 coomeemcmeuu ¢ DedepaivHoim
20Cy0apCmeenHbIM 00pa308amMeNbHbLIM CIMAHOAPMOM 8blCULe20 00pA3068aHUs NO
HanpagneHuto noocomosxku 45.03.02  Jlumeeucmuxa u mpebosaHuAMU K
pesynomamam oceoenusi OIIOII).

YHuBEpCaIbHBIX KOMIIETCHIIMM:

VYK-4 — cnocobeH OCylIecTBIATh JI€I0BYI0O KOMMYHHUKALIMIO B YCTHOW H

NUCbMEHHOM ¢opMax Ha TocylapcTBeHHOM si3bike Poccuiickoit ®denepanuu u
WHOCTPaHHOM(BIX) SI3bIKE(AX).

4. CTpyKTypa " coJep:KaHue y4eOHOH TUCIUNINHBI

4.1. O0beM yuyeOHOM TUCHMILIMHBI H BUAbI Y4e0OH0il padoThl

O0bem yacoB (3a4. ej1.)
Bup y4eOHoii padoThI Ounas 3aouyHas
¢popma dbopma
O0mas yyeOHas Harpy3Ka 72 (2 3au. ef1.) -
O0si3aTeqlbHAsi ayauTOpPHAas Yy4deOHasi HarpyskKa 28 -
(BCero 4acom), B TOM YHCJIE:
Jlexuun 6 -
CeMuHapckue 3aHATHS - -
[IpakTrueckue 3aHATHS 22 -
JlaGopatopHble paboThI - -
KoHTpoibHbIe paboThI - -
KypcoBast paboTta (KypcoBoii TPOEKT) - -
KonTtpouns 4 -
CamocTosiTesibHas padoTa cTyjAeHTa (BCero 4acoB) 40 -
dopma arTecTanuu 3ayer -
4.2. Conep:xaHue pa3aejioB IMCHUIIMHBI
Tema 1. Teoperuko-npaBoBble ¥  HOPMATHBHBIE  OCHOBBI

JOKYMEHTAIIMOHHOIO o0ecnevYeHnsl yIPaBJIeHUs.

JlokymeHT kak HocuTelnb uHMopmaruu. OCHOBHBIC TOHSATHS B 00JacTH
JIOKyMEHTOO0OpOoTa. 3aKoHOJAATeNbHA W HOPMATUBHO-METOIUYEecKas 0aza
JIOKyMEHTAI[MOHHOTO  o0ecrieyeHus:  ympapieHus. DyHKIMM  JTOKYMEHTA.
Knaccudukaruys 10KyMeHTOB.

Tema 2. CTanaapTu3anus nNpouecca J10KyMeHTUPOBAHMS.

CocTraB peKkBU3UTOB JOKYMEHTOB. TpeOoBaHMs K OPOPMIICHUIO PEKBU3UTOB
noKkyMeHTOB. TpeOoBaHusi K OJlaHKaM JTOKYMEHTOB. HalMOHalbHBIA CTaHAApT
Poccuiickoit ®enepanuu  'OCT P 7.0.97-2016. Cucrema cTaHgapToB IO



uHbopMaluy, OHOIMOTEYHOMY U HU3JAaTeNbcKoMy Jeny. OpraHu3anuoHHO-
pacnopsauTenbHas JAOKyMeHTanus. TpeOoBaHus K OQOPMIIEHUIO JOKYMEHTOB.
Cucrema 10KyMeHTalUK B 00pa30BaTeNIbHOM OpraHu3aluy.

Tema 3. CucreMa OpraHu3anMOHHO-PACIIOPAIUTEIBHONM JOKYMEHTALUH
(OPJD).

Opranuzanmonssie T0KyMeHThl cucteMbl OPJ[. OOmiast xapakTepucTuka u
Ha3HA4YCHHE JOKyMeHTOB. lloaroroBka mpoekra JOKymMeHTa. PeKBU3HTHI
JIOKYMEHTOB, CTpyKTypa TekcTa. IlpaBuna odopmieHus U yTBepkKIAcHHS. Bumsi
OpraHU3alOHHBIX JOKYMEHTOB.

Pacniopsinutenbubie fokymeHThl cucteMbl OPJI. OOmias xapakTepucThka u
Ha3HA4YCHHE JOKYMEHTOB. PEKBU3UTHI, CTPYKTypa TEKCTa U MpaBuiIa 0QOPMIICHUS.
Bunpl pacnopsIuTenbHBIX JIOKYMEHTOB: YKasbl, IIOCTAHOBJICHHMS, IPHUKA3bI,
pacnopsKEHUs, PEIICHMS], HHCTPYKLUU.

NupopmaninoHHO-cipaBoyHble  JOKyMeHThl cuctembl OPJ[.  OOmas
XapakTepuUCTHUKa W  Ha3HauY€HUE JIOKYMEHTOB. Buapl  uH(OpMaroHHo-
CHPaBOYHBIX JOKYMEHTOB. OCOOCHHOCTH COCTaBJICHUS U OPOPMIICHHUS.

Tema 4. /le10Boe NMCbMO KaAK OCHOBHOM BHUJI NEePENUCKH.

bnanku g nucem. @opmynsap agenoBoro nucbMa.  OcobGeHHOCTH
Oo(pULIMaTBbHO-JEIOBOTO CTUJISL COCTaBJICHHUS TEKCTa JIEJIOBOTO NHUchbMa. Bumbl
CIIy’)KEOHBIX IHCEM, COCTABIISIIOIIME OCHOBY JEJIOBOM  KOPPECIIOHAECHLHUU.
DIIEKTPOHHAS NEPENUCKA. DJIEKTPOHHBINA JOKYMEHT.

Tema 5. Opranmsanusi JI0KYMeEHTO000poTa  00pa3oBaTeJIbHOM
OpPraHu3aluu.

@opMbl  OpraHu3alu padoThl € JOKyMeHTamH. JlOKyMEHTOOOOpOT.
Hoxymentonoroku. [Topsmok oOpabOTKu BXOASIIMX JOKYMEHTOB. Peructparius
nokymeHTOB. [lopsnok 00paboTKu Ucxoadmux JoKyMeHToB. HoMmeHknaTypa nen.
dopmupoBanue, opopmiieHHE, XpaHEHUE JAeNl B TEKYIIEM JeJIONpPOU3BOJCTBE.
OO0paboTka Aen Jyisl MOCTIEAYIONIETo XpaHEHUSI.

4.3. Jleknun
Ne HasBanue TemMbl O0beM yacoB
n/n Ounas 3aouHan
(¢popma (popma
4 cemectp
1 TeopeTuko-npaBoBblE W HOPMATHUBHBIE  OCHOBBI
JTOKYMEHTAI[MOHHOTO 00ECTICUeHUS! YIIPaBICHHUS 2
2 CrangapTuzamnus npouecca 10KyMeHTUPOBAHUS
3 Cucrema OpraHU3aIMOHHO-PACTIOPSAUTEIHLHOM ) i
JTOKYMEHTAITUH
4 | JlenoBoe mucbMO KaKk OCHOBHOM BUJI MEPEHCKU
5 Opranmsanus JOKyMEHTOO0OpOoTa 00pa3oBaTEIHLHOU 2
OpraHu3aIyu
Hroro: 6 -

4.4. IlpakTHyeckue / ceMUHAPCKUE 3aHATHS

\ Ne n/m \ Ha3Banne Tembl \ O0bem yacoB




Ounas 3aouHas
¢popma ¢opma
4 cemectp
1 Teoperuko-paBoBele W HOPMAaTHUBHBIE OCHOBBI 4
JIOKYMEHTAI[MOHHOTO 00ECTIeUeHUs! yIIpaBICHUS )
o) CrannapTusanus npouecca JOKYMEHTHPOBAHUS 4
4 cemectp
3 Cucrema OpraHU3aIMOHHO-PACTIOPSAUTEIBHOM i
JIOKYMEHTalluu
4 JlenoBoe nucbMO KaKk OCHOBHOM BUJI IIEPENIUCKU 4
5 Opranuszaiys JOKyMEHT0000poTa 00pa3oBaTeNbHOM 4 )
OpraHu3aluu
Hroro: 22 -

4.5. JlabopaTopHbie padoThI
Y4eOHBIM IJIAHOM HE MPEyCMOTPEHBI.

4.6. CamocTosiTesibHasi padoTa CTYJIeHTOB

Ne n/m Ha3BaHue TeMbl Buja camocrosiTeJIbHOM O0BeM yacoB
padoThI Ounas 3aounas
dopma dpopma
4 cemectp
TeopeTuko- [ToaroroBka k
MPaBOBbBIC U | IPaKTUYECKOMY 3aHITUIO U
HOPMAaTHUBHBIE BBITIOJTHEHUE MTPAKTHUECKUX
1 OCHOBBI 3aJlaHui 7 -
JIOKYMEHTAI[MOHHOTO
obecrnieueHUs
YIIPaBJICHUS
Cranpaptuzanus IloaroroBka k
) nporecca MIPAKTUYECKOMY 3aHATHUIO U 7 i
JOKYMEHTUPOBAHUS | BBINOJIHEHUE MPAKTUUECKUX
3aJaHuN
Cucrema IloaroroBka k
3 OpraHU3aIMOHHO- § MIPAKTUYECKOMY 3aHATHUIO U 12 i
pacnopsiAUTENIbHON | BBINIOJIHEHUE MPAKTHUECKUX
JIOKYMEHTAllN! 3a/laHui
HemoBoe nucbmo | IloaroroBka k
4 Kak OCHOBHOM BHJ | IPAKTUYECKOMY 3aHATHUIO U 7 i
TEePENUCKI BBITIOJTHEHUE TTPAKTHUECKUX
3aJlaHui
Opranuzanus Tloxroroska k
5 JOKYMEHTO00O0pOTa | MPAaKTHYECKOMY 3aHSTHIO U 7 i
o0Opa3oBaTenbHON BBITIOJTHEHUE TTPAKTHYECKUX
OpraHu3aluu 3aJaHHUI
Hroro: 40 -
4.7. KypcoBbie padoThl

VY4eOHBIM MJITAHOM HE MPEyCMOTPEHBI.




5. MeToanueckoe odecredeHue, 00pazoBarejibHbIe TEXHOJIOTHU

IIpenonaBaHue NUCHUIUIMHBI BEACTCS C MPUMEHEHHEM CIIECAYIOLIMX BHUJIOB
00pa30BaTeNbHbIX TEXHOJIOTU:

— TPaJAULIMOHHBIE METO/Ibl OOYUYEHHUS: JIEKLIUH, IPAKTUYECKUE 3aHATHUS;

— UH(QOPMAIIIOHHBIE TEXHOJIOTHH: VICII0JIb30BaHUE IIEKTPOHHBIX
00pa30BaTENbHBIX PECYpCOB, JJIEKTPOHHBIX OWONMOTEK NpU NOATOTOBKE K
NPaKTUYECKUM 3aHATHUSIM;

— UHTEPAKTUBHbIE TEXHOJIOTUM: MO3TOBOM IITYypM, paboTa B MaibIX
rpynnax. B pamkax manHoi o0pa3oBaTenbHONW TEXHOJIOTUHA OCHOBHBIMU (hopMaMu
OpraHu3aldd Y4YeOHOro mpolecca SBUINCH: YIPAKHEHHS 110 MPUMEHEHUIO
3HAHWM, JOKJIaAbl CTYAEHTOB, BBICTYIUICHHS Ha NPAKTUYECKUX 3aHATHUSAX,
MIOATOTOBKA CTYyI€HTAMHU PA3JIMYHBIX BUJIOB JOKYMEHTOB.

6. ®opMBbI KOHTPOJISI OCBOCHUS Y4€OHOM JUCHMILIAHBI.

Tekymiast arrectanus CTYJECHTOB MPOU3BOAUTCS B JUCKPETHBIC BPEMEHHbBIC
WHTEpBaJbl JICKTOPOM U MpernojaBaTeeM(sIMU), BEAYIIMMH MPAKTHYECKUE
3aHATHS IO TUCIUIIIMHE B CIEIYIONUX popMax:

—BBITIOJIHEHHE NMUCbMEHHBIX JIOMAITHUX 3aJaHUi;

—CaMOCTOSITeNIbHOE KOHCIIEKTUPOBAHUE JTUTEPATYPHI U €€ aHAIIU3;

—BBICTYIUICHUE HA TTPAKTUYCCKUX 3aHATHSIX;

~IIMCbMEHHbBIE OTBETHI HA KOHTPOJIbHOM padoTe.

[IpoMexXyTOUHBIA KOHTPOJL IO pE3yjbTaTaM OCBOCHHS JAUCHUILIAHBI
MPOXOJUT B (POPME YCTHOIO 3aUeTa.

CucTtemMa HaKOIUICHUS OaJJIOB MO BUJIaM paOOT OTpa)kaeTcsl B TaOIUIIE:

CucreMa ouleHMBAHUSA YUeOHBIX TOCTHKEHNH CTYIEHTOB
04YHOM (popMBbI 00yUeHUS

Bupn Texkymeii yueOHol padoThl Koawecrso
0aJ110B
4 cemecTp
Y cTHBIE OTBETHI HA MPAKTUYECKHUX 3aHATUIX 55
CamocrosiTenpHas pabora 10
KonTponbHas pabora 10
3auer 25
Uroro 3a cemecTp: 100
Bcero 3a rog 100

CucreMa oueHUBaHUSA Y4eOHBIX JOCTHKEHUI CTYICHTOB
3a04HO# (pOopMBbI 00yUeHHUS

HaxonureapHas cucrteMa oneHuBanud mo 100-0aibH0M mKaJje

Yeroipexodai- 100- bykBeHHas 1IKaJIa, COOTBETCTBYIOLIAA Cucrema
JIbHasl cucTeMa | OanbHas 100-6anabHOM mIKaIe OlLleHMBAHUS
OLICHUBAHUS IKAJ1a 3ayeTa
IK3aMeHa




OTJINYHO

90-100

A — ONIMYHO —  TEOPETHYECKOE
coJiep’KaHue Kypca OCBOCHO IMOJIHOCTHIO,
oe3 po0eJIoB; HEe00X0qUMBIE
MPAKTUYECKHE  HABBIKM  pabOTBl  C
OCBOEHHBIM MaTepUuaIoM
c(hOpMHUPOBAHBI; BCE MPEIyCMOTPECHHBIE
IporpamMmoit oOy4eHus y4eOHbIe
3aJ]aHUsl  BBIMIOJIHEHBI, KA4YeCTBO UX
BBITIOJTHEHHUSI OLIEHEHO YHCIOM O0asios,
OJIM3KUM K MaKCUMaJIbHOMY

Xoporio

83-89

B — oueHb XOpOHmIO — TEOPETHUECKOE
CoJIep’KaHue Kypca OCBOCHO IMOJIHOCTHIO,
oe3 po0eJIoB; HE00XO0UMBIE
MPAKTUYECKHE  HABBIKM  paldOTHl  C
OCBOCHHBIM MaTE€pHAIOM B OCHOBHOM
c(OpMHUPOBAHBI; BCE MPEIyCMOTPECHHBIC
POrpaMMoit oOyueHus yueOHbIe
3aJIaHHs BBITIOJIHCHEI, KaueCcTBO
BBIIIOJIHEHHMS ~ OOJIBIIMHCTBA M3 HHUX
OLICHCHO 4YHCJIOM 0ajjioB, OJIM3KHM
K MAaKCUMAJIbHOMY

Xopomo

75-82

C — Xxopoumo —  TEOPETUYECKOE
COJIepKaHUE Kypca OCBOCHO IMOJIHOCTHIO;
HEKOTOPHIE  TPAKTHYECKHE  HABBIKH
pabOTBl € OCBOCHHBIM  MaTepUAIIOM
c(OpMHPOBAaHBI  HEIOCTATOYHO; BCE
PeyCMOTPEHHBIC PO PaMMOi
00y4eHus1 yueOHbIE 3a/IJaHUsI BBITIOIHEHBI,
Ka4eCTBO BBIIIOJHEHHS HU OJTHOTO U3 HUX
HE OIECHEHO MHHUMAIBHBIM YHUCIIOM
0a’yioB, HEKOTOpble BMIbBl  3aJaHUN
BBITTOJIHEHBI C OINOKaAMH

Y nosneTBo-
pHUTENBHO

63-74

D — YIOBJIETBOPUTEIBHO —
TEOPETUYECKOE coJiep>KaHue
JUCLUIUIMHBL  OCBOGHO YacTUYHO, HO
npoOenbl  HEe HOCAT  CYILECTBEHHOTO
XapakTepa; He0OXOAUMBbIE MPAKTUYECKHE
HaBBIKH paboThI C OCBOCHHBIM
MaTepHuagoM B OCHOBHOM
c(hopMHUPOBAHBI; OOJIBIITMHCTBO
IPEIyCMOTPEHHBIX POrpaMMoit
o0y4YeHHs Y9eOHBIX 3a/IaHHI BBITIOJTHEHO,
HEKOTOpbI€ U3 BBIIOJHEHHBIX 3a/1aHUl,
COJIepXKaT OIUOKH

Y nosnerBo-
PUTEIBHO

50-62

E — DnocpeacTBEHHO — TEOpETUYECKOe
COZIEp’)KaHHE Kypca OCBOCHO YacTHYHO;
HEKOTOpbl€  TNPAKTUYECKUE  HABBIKH
paboTel  HE CPOPMUPOBAHBI, MHOTHE

MPEAYyCMOTPEHHBIE porpammoit
00ydeHus y4eOHbIe 3aaHus
HE BBITIOJIHEHBI 6o KauecTBO

BBITTOJTHCHHA HEKOTOPBIX M3 HUX OLCHCHO

3auTeHo




YHCIIOM 0amioB, OMU3KUM K
MUHUMAIBHOMY
Heynosnerso- 2149 FX - HEYIOBJIETBOPUTEIBHO -
PUTEILHO TEOPETHYECKOE  COJIepXKaHUE  Kypca
OCBOEHO YaCTHYHO, HEOOXOIMMBbIC
MPAKTUIECKHE HAaBBIKU paboThI
He c(hOPMHUPOBAHBI; OOJILIITMHCTBO
MPEyCMOTPEHHBIX POrpaMMoit
o0yJeHus y4eOHBIX 3aTaHUI
HE BBIIIOJHEHO 0o Ka4eCTBO
WX BBITOJTHCHHS OIICHEHO YUCIIOM
0a/IoB, OJU3KUM K MUHHUMAIILHOMY; TIPH
JIOMIOJIHUTEIIbHOMN CaMOCTOSITEIbHOU
pabore  Hax  MarepuaioM  Kypca
BO3MOXKHO MTOBBIIIICHUE KadyecTBa
BBITIOJTHEHUS YICOHBIX 33 JaHUI
Heynosnerso- 020 F — HEYZOBJIETBOPUTEIILHO —
pUTEIBHO TEOPETHUECKOE  COJEepXKaHUE  Kypca
HE OCBOCHO; HEOOXO0IMMBbIC He 3aureno
MIPAKTUICCKHEC HAaBBIKU paboThI
He c(hOPMUPOBAHBI, BCE BBIOJTHCHHBIC
y4deOHbIE 3aJlaHusl COJEepKaT TIpyObie
OIINOKH, JIOTIOJTHUTCIbHAS
CaMOCTOSITEIbHAS pabora HaJ
MaTepuaioM Kypca HE TIPUBEICT
K KAaKOMY-JIN0O 3HAYMMOMY IOBBIIIICHUIO
KauecTBa BBIIIOJIHEHUS yU4eOHBIX 3a1aHui

7. YueOHOo-MeTOoAn4ecKOe U MPOrpaMMHO-UH(OPMALIMOHHOE O0ecIeYeHue
TUCHUNITTHHBI

a) OCHOBHas JUTEpaTypa:

1. ITaBnoBa, P. C. JlokymeHTallmoHHOE OOECIeYeHUEe YIPABICHUS
/ P. C. IlaBnoBa. — 2-e uzn., crep. — CII6. : Jlansb, 2023. — 608 c.

2. Ky3nenos, W. H. lenonpousBoACTBO : Yy4eOHO-CIIPABOYHOE MOCOOUE
/ Y. H. Ky3nenos. — 12-e uzn. — M. : Jamxkos u K°, 2023. — 405 c.

3. Illlysanora, H. H. OcHoBbl nemonpous3BoJcTBa. S3BIK CIYyXKEOHOTO
JOKyMeHTa : y4yeOHMK u mpaktukym s By3oB / H. H. Ilysanosa,
A. 0. Banoga ; mox oomr. pen. H. H. [llyBanoBoii. — 3-e u3z., nepepad. u gom. —
M. : FOpaiit, 2022. — 384 c.

0) moTMOTHUTENBHAS JIUTEpaTypa:

1. ApacnanoBa, B. A. JlokymeHTarmoHHOe OOECIEYCHUE YIIPABICHUS
yue0. mocobue / B. A. ApacnmanoBa. — 3-¢ u3a., mom. u mepepad. — Cypryr :
Cypl'TlY, 2019. — 239 c. — Tekct : snexktpoHHbld // JlaHb : BIEKTPOHHO-
oubnuoteunas cucrema. — URL: https://e.lanbook.com/book/151937.

2.Taneaxo, H. H. OcHoBbl ngemompousBojcTBa : yueb. mocooue
/ H. H. T'anenko. — Camapa : CamI’AY, 2019. — 181 c. — TekcT : 3JIEKTPOHHBIN
// JTanb : 3JIEKTPOHHO-OMOIMOTEeUHAs cucrema. - URL:

https://e.lanbook.com/book/123610.
3. lokyMeHTOBEICHHE U apXUBOBeJieHUe : croBaph / cocT. O. I'. Ycanona [u



ap.]. — Yensbunck : UI'KK, 2015. — 115 c. — Tekct : anexkrponnsiit // Jlanp :
ANEKTpOHHO-OnbMMoTeunas cuctema. — URL: https://e.lanbook.com/book/177717.

4. Ilerymko, H. E. JlokymMmeHTallMOHHOE OOECIeUeHHE yIpaBieHus : y4eo.-
meton. mocodue / H. E. Tlerymko. — Munck : BI'VKH, 2020. — 165 c. — Tekcr :
ANEKTpOHHBIN // JlaHb : »diekTpoHHO-OMOMMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/176019.

5. IlpaBuiia opraHu3anuu JejI0NPOU3BOJCTBA, KOMIUIEKTOBAHMS, XPAaHEHUS,
ydyeTa U MCIOJIB30BaHUSI JIOKYMEHTOB B TOCYJIapCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIPABJICHUS, HA MPEANPUITUSAX, B YUPEKICHUAX, OpraHU3aLMIX
[OnexTpoHHBI pecypc| : yTB. mocraHoBieHuem Coera Munuctpo JIHP ot
21.03.2017 Ne 109/17. — Pexum JOCTYTIA:
https://sovminlnr.ru/akt/23.03.2017/109_17.pdf.

6. TunoBast HHCTPYKIUS MO JIEIONPOU3BOJICTBY B UCIIOTHUTEIBHBIX OpraHax
rocyaapctBeHHoi Bnactu Jlyranckoit Hapomnoit PecnyOnuku [DneKTpoHHBIN
pecypce] : yrB. moctanoBieHuem Coseta MunuctpoB JIHP ot 18.10.2016 Ne 562.
— Pexxum nocrtyna: https://sovminlnr.ru/akt/24.10.2016/562.pdf.

B) IHTEpHET-peCypCHI:

1. JIyranckass pecnyOMuKaHCKas yHUBEpcajdbHas Hay4yHas OuOIHOTEeKa
uM. M. I'opbkoro : [caliT]. — Pexxum noctyna: http://lib-1g.com/.

2. Poccuiickas rocynapctBeHHast Oubnuoreka : [calfT]. — Pexum mocryma:
https://www.rsl.ru/.

3. Hayunas 6uommnorexka ®I'bOY BO «JIT'TIY» : [caiiT]. — Pexxum pocrtyna:
https://lib.lgpu.org/.

4. ObC IPR SMART [caiit] : HayuyHO-00pa3oBaTeNbHbId pecypc. — Pexum
noctyna: https://www.iprbookshop.ru/.

5.9BC «Jlanby [caifT] : amekTpoHHas OubnMoTeka. — PexuM 1ocTyma:
https://e.lanbook.com/.

8. MaTepuajibHO-TeXHHUYECKOE o0ecnievyeHne TUCIUTINHBI

OcBoeHHME AWCUUIIIMHBI TMPEATNOaraeT HCIOJIb30BAHUE aKaJeMUYECKIX
ayoqUTOpU  JUIsi  TPOBENSHHUS  JICKIMOHHBIX W TMPAKTUYECKUX  3aHATHH,
COOTBETCTBYIOIIUX ACHCTBYIOIIUM CAaHWTAPHBIM U MPOTHBOIOKAPHBIM TPaBHUIIAM
¥ HOpMawm.

AynuTOpHOE OCHAIllEHWE: JIEKIIMOHHAs ayJauTopusi, paboyee MecTo
IpernoAaBaresisi, OCHAIICHHOE KOMIBIOTEpOM, pabodyne MecTa CTYJIEHTOB,
KaHIEJIIPCKOE OCHAIllEHUE y4eOHOro mpolecca.

JIeKUMOHHbIE  3aHATUS:  MYJIbTUMEAMIHAs  ayAUTOPUSA:  KOMIIBIOTEP
MYyJIbTUMEANA C MPUKIAAHBIM MPOTPAMMHBIM OCHAIICHHEM: MPOEKTOP, KOJIOHKH,
nporpaMma JJis MpoCMOTpa BUJEO (ailyioB, TENEBU30pP, MPE3ECHTAIMU 10 TeMaM
JTUCIUTUTAHBI.

[TpakTHdeckuie 3aHATHS: KOMITBIOTEPHBINA KJIACC, MPE3CHTAIMOHHAS TEXHHKA.

[IpenogaBanne AWCHMIUIUHBI TPEAYCMATPUBACT AOCTYN OOYyYaIOUIUXCA K
ANEKTPOHHO-OMOIMOTEUHBIM cHUcTeMaM (JJIEKTPOHHBIM Oubnnorekam) «JlaHby,



IPR SMART u Kk »3JeKTpOHHOM HWH(OPMALMOHHO-00PA30BATEIBHON cpese
YHHUBEpPCUTETA.

9. JIucT JOMOJTHEHUH U U3MEeHEeHU

Ne Hara OcHoBaHue Conepxanue JIuua, noaTBep:KIa0uue
n/n BHeCeHHUS u3MeHenuns / H3MeHeHue / NonoJIHeHue
u3MeHeHus / JAOIOJTHEHM I 3aBeyrommii JlupexTop /
AOIOJTHEHH S Kkabepoit JeKaH
(Damunus, (Damunus,
UHUYUATIBL, UHUYUATBL,

NnoOnucy) noOnucy)




