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MHUHHCTEPCTBO HAYKH U BhIcHIero oopasoBanusi Poccuiickoii @enepaunu
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Kagenpa «MenemkmMeHT?

AHHOTAIIUA

padouyeii nporpaMMbl y4e0HOI TUCHMILIIAHBI
Bb1.0.19 JlokyMeHTAaIMOHHOE 00eceYyeHne | JIeJONPON3BOACTBO B rOCYIaPCTBEHHOM
M MYHULMIAJBLHOM VIIPABJIECHUM

HanpasJ/ieHue noAroToBKM 6akajaBpuara
38.03.04 I'ocynapcTBeHHOE 1 MYHULIUNIAJIbHOE YIIPABJICHUE

npoduib «I'ocyrapcTBeHHAs 1 MYHUIIUNIAJIbHASA CIIyK0a)

1. | Heavro wusydvenuss aucummmmnbl (Momymsi) B1.0.19  JlokymMeHTalMoHHOE oOecnedyeHue |
JEJIONPOU3BOJCTBO B TOCYAAPCTBEHHOM UM MYHUIIUTIATHHOM YIPABICHUU SIBISETCS NPHOOpETEHHE
CTYZICHTAMH TEOPETHUYECKHX U MPAKTHYECKUX 3HAHWUH K OPOPMIICHHIO M COCTABICHUIO OPTaHU3alMOHHO-
pacHOpSIUTENBHBIX JOKYMEHTOB Kak 0a30BOMY IMTPOIIECCY B peaM3alliH BCEX YIPaBICHISCKAX

2. Mecto pucuumimnsbl B crpykrype OIIOII BO.
Hucuummuuaa B1.0.19  «JlokyMeHTallMOHHOE o0ecneuyeHue U JIeNONpPOM3BOJICTBO B
T'OCYAApPCTBEHHOM M MVHUIIMIIAJIBHOM VIIPDABJIICHHUHN ) OTHOCUTCA K AHCHUIIIIMHAM 00s13aTENIBLHOM

yactu bioka 1 ygeGHOrO 1utana.
B cooTBeTcTBUY ¢ yueOHBIM IJIAHOM MEPHO 00YyUSHHS 110 TUCIHUIIHHE — 4-1 ceMecTp.

3. Pe3yabTaThl ocBoenus qucuuiuinabl (Moayis) b1.0.19 «/lokymMeHTanlMOHHOE o0ecnieyeHune u
JeJIONPOU3BO/JICTBO B rOCY/IAPCTBEHHOM M MYHUIIMNIAJbHOM YIIPABJEHUN»

KOI{ U HAMMCHOBAHHEC
KOMIECTCHIIUH

NuaukaTopsl Jdeckpunropnl

YuuBepcanbHble komnereHunu (YK)

VYK-4.11-1. Bribupaer Ha
rOCyJJapCTBEHHOM SI3bIKE
P® u unocTpanHOM(-bIX)
A3bIKaX KOMMYHUKAaTHBHO

N-1.3-1. 3naeT HOpMBI YCTHOM peun,
HPUHATHIE B TPO(eCcCHOHAIBHOM cpefe
N-1.Y-1. Ymeer BbIOMpaTh CTHIIB

VK-4 Criocoben OOILEHHs] Ha TOCYIapCTBEHHOM SI3bIKE

OCYIIECTBIIATH JIEIOBYIO
KOMMYHUKAIIHIO B
YCTHOM Y MUCbMEHHOMU
¢dbopmax Ha
rOCy/IapCTBEHHOM
s3b1ke Poccuiickoit
®denepauuu u
WHOCTPaHHOM(BIX)
A3bIKe(ax)

HpI/IeMJ'[CMI)Ie CTHUIIb U
CpEeICTBA B3aUMOICHCTBUS B
OOILIEHNH C IETOBBIMU
napTHepamMu

P® n nHOCTpaHHOM SI3BIKE
IIPUMEHUTENBHO K CUTYalluH
B3aUMOJCHCTBUSA

VK-4.1-2. Benet nenoByto
MEePenucKy Ha
TOCY/IapCTBEHHOM SI3BIKE
P® u uHOCTpaHHOM(-BIX)
SI3BIKAX

N-2.3-1. 3naeT HOpMBI TUCHMEHHON
peuu, MpUHATHIE B IPOPecCHOHATbHON
cpene

N-2.Y-1. Ymeer BecTu A€N0OBYIO
MIEPENUCKY Ha TOCYAAPCTBEHHOM SI3bIKE
P® u/unu HHOCTPAHHOM SI3bIKE
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YK-4.1-3. Ucnonb3yeT
JTAAJIOT TSI
COTpPYJIHUYECTBA B
COLIMAJIbHOU U
npodeccuoHalIbHON chepax

N-3.Y-1. Bnageer HopmMaMu ¥ MOAEISIMU
PEUYEBOTO MMOBECHNUS IPUMEHHUTEIIFHO K
KOHKPETHOW CUTyallluu aKaJIeMUYECKOTO
¥ TPO(eCCHOHAIBHOTO B3aMMOICHCTBUS

N-3.Y-2. Ymeer BoicTpaniBaTh MOHOJIOT,
BECTH JMAJIOT U MOJIMUJIOT C COOJIIOIEHUEM
HOPM PEUYEBOTO 3TUKETA,
apryMEHTHPOBaHHO OTCTauBaTh CBOU
MO3UIUH U UJEU

OIIK-4 Cnocoben OIIK-4. U-1. YuactByeT B

pa3pabarbIBaTh pa3paboTKe MPOCKTOB
IPOCKTHI HOPMAaTHBHBIX IPABOBBIX
HOPMAaTUBHBIX aKTOB B cepe

IPaBOBBIX aKTOB B roCyJapCTBEHHOM

chepe MOJINTUKU U MYOJIIMYHOTO
npoeccuoHaIbHOM YIIPABJIEHUS, UX IIPABOBON U
NeSITeIIbHOCTH, AHTHKOPPYMIIUOHHOM

OCYIIECTBIISATh UX
MIPABOBYIO U
AHTUKOPPYIMIIMOHHYIO
JKCIEPTHU3Y, OLICHKY
peryIupyromero
BO3JIEUCTBUS U
MOCJIEACTBUN X
MIPUMEHCHUS.

9KCIICPTU3C U OCO3HACT
OTBCTCTBCHHOCTD 34
MOCJICACTBUAX IIPUMCHCHUA

H-1. 3-1. 3naet nporuecc pazpadoTKu
IIPOEKTOB HOPMATHUBHO-IIPABOBHIX aKTOB
H-1. V-1. Ymeer pazpabaTsiBaTh
MPOEKTHl HOPMATUBHO-TIPABOBBIX aKTOB B
CHCTEME IroCyIapCTBEHHOTO
(MyHUIIMTIATBHOTO) YIIPABIICHUS;

CTpyKTYypa U coaep:KaHue TUCHUNTUHBI

4.1. CTpyKTYypa IMCUMILIMHBI

Bun yuedHoii paGoTsl Bcero IHopsakoBbIil HOMEp

ceMecTpa

4

OO0mas TpyI0eMKOCTh JUCITUTLIMHBI BCETO (B 3.€.), B 4 3.
TOM YHCJIE:
Kypcooii mpoekt (pabora) He npedycMompeHo
AyIUTOpHBIE 3aHSATHS BCETO
(B akaj. yacax), B TOM YHCJIC:
Jlexun 34 34
[IpakTHdeckue 3aHATHUS, CEMHHAPEI 50 50
JlaboparopHsie paboTHI
CamocrosTenbHas paboTta Bcero (B akaj. 4acax), B TOM 33 33
quce:
KCP
OK3ameH 27 27
OO0mmas Tpy10eMKOCTh AUCITUTUTHHEI 144 144

4.2. Coagep:xaHue QU CHUILINHBI

Tema 1. JlokyMeHTHPOBaHHE YNIPABJEHYECKOM AesAITeJIbHOCTH
Hctopus nenonpounssoacrtsa B Poccun. Ilpeamer, conepxanue u 3axadn Kypcea.
JloxymenTupoBanue. OCHOBHBIE MIOHATHUS U ONPEJEIECHUS: TOKYMEHT, AEJI0NPOU3BOICTBO,
JIOKYMEHTAIlMOHHOE 00ecrieueHue YIpaBIeHUs, JOKYMEHTO000POT, peKBU3UTHL. JIOKyMeHT u
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uHpopmarus. Popmyisip qokymenTa. KOpunuueckas cuna qokymenTa. Bun nokymenta. Cucrema
JOKYMEHTAlUU. YHU(PUKALUS U CTaHAapTU3ALHUS TOKYMEHTOB.

Tema 2. Knaccupukanus 10KyMeHTOB M1 HOPMATHBHbIE MATEPHAJIBI 10
AOKYMEHTHPOBaHHUIO Y J{
Bunbr nokymenToB u ux kiaccudukanus. Lens knaccudpukanuu. [lo HaumeHoBaHuUIO, 110

croco0y GuKcanum, Mo CTEIeHU CI0KHOCTH, IO CTEIICHH TTIaCHOCTH, 10 IOPUIMYECKON CUJIE,
M0 TPOUCXOXKCHUIO, IO CPOKAX XPAHECHHUS.

HopmatuBHbIE MaTepuabl 10 JOKYMEHTHUPOBAHUIO YIIPABIECHUECKOM IESTENPHOCTU. 3aKOHOIATEIIbHOE
PEryaMpOBaHKE JEIOIPON3BOICTBA.
Tema 3. PekBU3UTHI 0PUIHAIBHBIX JOKYMEHTOB M NIPaBHJIa UX 0()OPMJICHUS
30 OCHOBHBIX PEKBU3UTOB O(DUIIUATHHBIX IOKYMEHTOB U MPaBUJIa UX PACIIOIIOKECHUS Ha
nokymente. CoctaB u mpaBuia opopmiaeHus: pekBu3utoB gokymentoB. [OCT P 7.0.97 — 2016.
TpeboBanust kK 0ohopMIIEHUIO PEKBU3UTOB. CXEMBI PaCIOIOKEHUS PEKBU3HUTOB.
Tema 4. Buabl 0J1aHKOB U TPeOOBAHUA K HUM
®opmatsl Oymaru u mosisi. biianku 10KyMeHTOB U uX BUabl. O0muii 6iank. biank nucema.
biiank KOHKpeTHOTO BUJIa JOKyMeHTa. biiaHku Ha ABYX si3bIKaX. PEKBU3UTHL, KOTOPBIE JOJIKHBI
MCIIOJIH30BATHCS MPU U3TOTOBJICHUH OJJAHKOB JJOKYMEHTOB.
Tema S. IIpaBuiia opopmiieHHs1 OCHOBHBIX BHAOB 10KyMeHTOB OP/[

OO6mue TpeboBaHMsI K CO3IaHUI0 JOKYMeHTOB. CrcTeMa opraHu3aIlioHHO-
pacnopsaauTenbHas JoKkyMeHTanusa. Opranu3aloHHbIe TOKYMEHThI. PacniopsiutenbHbie
JTOKyMeHThI. TH(OpMannOHHO-CIIPaBOYHBIC JOKYMEHTHI.

Tema 6. DopmupoBaHue U BeJleHHEe JOKYMEHT0000pOTAa B OPraHNu3anuu
OcHoBHBIE 3Tanbl JOKyMeHT0o000poTa. Dopmbl Opranuzanuu aenonpou3BoacTsa. [lpuem u
nepBuyYHas 00paboTKa BXOIIIIMX JOKYMEHTOB. Perucrpanust JOKyMeHTOB.

Tema 7. Opranu3zauusi onepaTuBHOr0 XpaHeHUsl JOKYMEHTOB

Homenknarypa nen. @opmuposanue aen. OpraHuzanus XpaHEHUs] JOKYMEHTOB. XpaHEHUs

JOKYMEHTOB B  TMpOIIECCE WX MCIOJHEHUSA. XpaHCHUE UCIOJHEHHBIX JOKYMEHTOB.
['ocynapcTBeHHBIN apXWB, MYyHUIUNAIbHBIN apxuB. ApxuBHbd ¢oHnx P®d. Obecnieuenue
COXPAHHOCTH JJOKYMEHTOB.

5. Oo0pa3oBaTebHbI€ TEXHOJOTHHI
OOpa3oBarenbHBId TPOIECC MO0 AUCLUUIUIMHE OpraHU30BaH B (QopMe Y4YEOHBIX 3aHITHH
(koHTaKkTHas paboTa (ayIUTOPHON M BHEAyAUTOPHON) oOyyaromMxcs ¢ IpernojaBaTesieM U
caMOCTOsITeNIbHasi paboTa oOydaromuxcs). Y4eOHbIe 3aHATHS TPEACTABJICHBI CIEAYIOMIUMU
BUJaMH, BKJIIOYas ydeOHbIE 3aHSATHUS, HANpPABJIEHHbIE Ha MPOBEJACHHE TEKYLIEro KOHTPOJIS
yCIIEBAaEMOCTH:
e JIeKUIMU (3aHATHUS JIEKIIMOHHOTO TUIIA);
® CEeMUHapbl, IPAaKTUYECKUE 3aHATUSA (3aHATUS CEMUHAPCKOI0 TUIIA);
® TpYNIOBBIE KOHCYJIbTAINH;
e UHJIUBUJYyaJbHbIE KOHCYJIbTAlUM W HWHbIE Yy4eOHBbIE 3aHATHUSA, MpPEeAyCMaTpUBAIOIINE
UH/IMBUYalIbHYIO0 paboTy mpenojaBarens ¢ 00yJaromyuMcs;
e caMocTosTeNbHas paboTa 00yyaroumxcs;
® [pPOBE/CHUE JETOBBIX UTD;
e  3aHSATHUS MHBIX BUJIOB.
6. Hcnoan3yemblie pecypcbl HHGOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH «Internet»;

HH(OPMANMOHHBIE TEXHOJIOTHH, IPOrPAaMMHBIE CpeIcTBA H HHGOPMAIIMOHHO-CIIPABOYHbIEC
CHCTEeMBI

1. e-Library.ru [Snexmpounnvlii pecypc]: Hayunas snexmponnas oubiuomexa. — URL:
http://elibrary.ru/

2. Hayunas snexmpounnas oubnuomexa «KubepJlenunxay [Inexmponnwviii pecypcj. — URL:
http://cyberleninka.ru/

3. Tlopman ncuxonocuuecxux uzoanuii PsyJournals.ru hittp://psyjournals.ru/index.shtml
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4. Dnexmponnulii ncuxonocuyeckutl xcypran «llcuxonoeuueckue uccredosanusny hitp://psystudy.ru/

5. DOnexmpounno-oubnuomeunas cucmema « Ynusepcumemckas oubiuomexa oHaauny [OnekmponHoll
pecypc]. — URL: http://biblioclub.ru/index.php — Jocmyn k cucmeme coenacno npasuram I5C u
0oecosopom yHusepcumema ¢ IBC.

6. DOnexmponno-6ubnuomeunas cucmema IPRbooks [Onexmponnuiii pecypc]. — URL:
http://www.iprbookshop.ru/ — Jocmyn k cucmeme coenacno npasuram 35C u docoeopom
yuugepcumema ¢ I5C.

DopMbI TEKYIIET0 KOHTPOJISA

KOHHOKBI/IYMI)I 1 TCCTHI 110 pasacjiaM OUCIUITIINHBL
HOI[I‘OTOBKa K OPaKTUYCCKUM 3aHATHAM IO BOIIpOCaM, NPCAJIOKCHHBIM MPCIoJAaBaTeIeM

ITonroroska pedepara
IMonroroBka Kk BOpocaM NPOMEKYTOYHOH aTTECTAIMHU, CBSI3aHHBIX C TEMOM

8. ®opmMa NPoMeKYTOYHOTO KOHTPOJIS

3K3aMCH

Pa3paboTumk: K.3.H., JoueHT Kadenpsl Menen:kmeHt Aymesa 3.1".
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