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B51.0.25 JIoKyMeHTAIlMOHHOE 00ecneyeHe U JIeJONPON3BOACTBO B FOCYIAPCTBEHHOM
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HanpasJ/jieHue noaroTroBKy 6axkajaBpuara
38.03.04 I'ocynapcrBeHHOE 1 MYHHIIUIIAJIbHOE YIIPABJICHHE

Hensw wusydyenus: aucummamnbl (Momymsi) B1.0.25 — JlokyMeHTallMOHHOE OOecHedYeHHne u
JEJIONPOU3BOCTBO B TOCYAAPCTBEHHOM M MYHUIIMOAILHOM YIPABICHUU SIBISIETCS MPHOOpETEHHE
CTYJEHTAMH TEOPETHYECKUX U MPAKTUIECKUX 3HAHUHA K OPOPMIIEHHIO U COCTABICHHIO OPTaHU3AI[MOHHO-
PacHoOpSIUTENBHBIX JOKYMEHTOB Kak 0a30BOMY MPOLIECCY B pear3alliy BCEX YIIPABICHUYCCKUX

Mecro nucuumiaunbl B cTtpykrype OIIOII BO.
Hucuunnuna B1.0.25  «/lokyMeHTallMOHHOE OOecleyeHne U JCJIONPOU3BOJICTBO B

T'OCYAApPCTBECHHOM M MVHHUIIMIIAJIBHOM VIIPDABJIICHHUHW) OTHOCUTCA K AUCHUIIIIMHAM 00s13aTeNIbHOMI

yactu biioka 1 yyeGHoro nana.
B cootBercTBUM ¢ yueOHBIM IITaHOM MEPUOJT 00yUYEeHHUs IO AUCHUIUIMHE — 4-11 cemecTp.

PesyabTaThl ocBoenus aucuuiuinabl (Moayis) 51.0.25 «J/lokyMeHTallMOHHOE o0ecnieuyeHne u
IeJONMPONM3BOJACTBO B rOCYIapCTBEHHOM H MYHHIIMIAJLHOM VIIPABJEHNN

Kox u HaumeHoBaHue HNuaukaTopsl Jeckpunropsl
KOMIIeTeHIIM U

YuuBepcanbable komnereHuuu (YK)

VK-4.11-1. Beibupaer Ha N-1.3-1. 3naeT HOpMBI YCTHOH peyn,

TOCYJapCTBEHHOM SI3BIKE MIPUHSATHIE B PO ECCUOHATIBHON cperie
P® u uHOCTpaHHOM(-BIX) H-1.Y-1. Ymeer BoIOMpATH CTHIIb
YK-4 Criocoben A3BIKAX KOMMYHHKATHBHO | OOIIEHMS HAa TOCYIapCTBEHHOM SI3BIKE
OCYMICCTBIIATE ACTOBYIO | mppiemiieMble CTHITb U P® u nHOCTpaHHOM SI3BIKE
KOMMYHHKAUMIO B | checTBa B3aMMOJCHCTBUS B | IPUMEHHUTENBHO K CHTYAIUH
YCTHOU U NUCbMCHHOU o
OOIICHUH C ICTIOBBIMH B3aHMO/ICHUCTBHUS
dopmax Ha
napTHepaMn
rOCYIapCTBEHHOM

s361Ke Poccuiickoi

Deneparmy i VK-4.U-2. Bener nenosyto | 1-2.3-1. 3HaeT HOpMBI MUCHbMEHHOMN

MHOCTPAHHOM(BIX) MEepPEnucKy Ha pedu, IpUHSTHIE B TPOPEeCCHOHATBHON
s13bIKe(ax) TOCYJITaPCTBEHHOM SI3BIKE cpene
P® u nunoctpanHOM(-bIX) N-2.Y-1. Ymeer BecTu A€N0OBYIO
SA3BIKAX NEPEIUCKY HAa TOCYAaPCTBCHHOM SA3BIKEC

P® u/unu nHOCTPaHHOM SI3bIKE




N-3.Y-1. Bnageer HopMaM# U MOJACIISIMU

VYK-4.1-3. Ucnionb3yer pEeYeBOro NOBEACHUS TPUMEHUTEIBHO K
JTUAJIOT TSI KOHKPETHOW CHTYalluu aKaJIeMUYECKOTO
COTPYIHUYECTBA B 1 Ipo(heCCHOHATTLHOTO B3aUMOICHCTBUS

COLIMAJILHOU U
npodeccuonanbHoi cepax | M-3.Y-2. YMmeer BeIcTpanBaTh MOHOJIOT,
BECTH JTHAJIOT U TIOJIWJIOT C COOJI0OACHUEM
HOPM pEYEBOT0 ITHKETA,
apryMEHTHPOBAaHHO OTCTaNBaTh CBOH
MO3HIUH U UIICU

OIIK-4 Cnocoben OIIK-4. U-1. YuactByeT B N-1. 3-1. 3naer npouecc pa3paboTku
pa3pabarbIBaTh pa3paboTKe MPOEKTOB IPOEKTOB HOPMATUBHO-IIPABOBBIX AKTOB
IIPOEKTHI HOPMAaTHUBHBIX [TPAaBOBBIX N-1. V-1. Ymeer pa3zpabaTbiBaTh
HOPMAaTUBHBIX aKToOB B cdepe HIPOEKTHl HOPMAaTUBHO-TIPABOBBIX AKTOB B
IPaBOBBIX aKTOB B rOCyJapCTBEHHOM CHCTEME TrOCyIapCTBEHHOTO

chepe MOJINTUKU U MYOJIIMYHOTO (MyHUIIMTIATBHOTO) YIIPABIICHUS;
npoheccuoHaIbHOM YIIPABJIEHMS, UX IIPABOBON U

NeSITeIbHOCTH, AHTUKOPPYNLUOHHOM

OCYIIECTBIISATh X HKCIIEPTU3E U OCO3HAET

IIPaBOBYIO U OTBETCTBEHHOCTH 32

aHTI/IKOpI)YHHI/IOHHyIO IIOCJICOACTBUAX HpI/IMeHeHI/Iﬂ
3KCHEPTU3Y, OLICHKY
PETYJIHPYIOIIETO
BO3JICUCTBUS U
MMOCJIEACTBUN X
IIPUMEHEHUS.

CTpyKTypa u coepKaHue AUCHUNIMHBI

4.1. CTpyKTYpa IMCUMILIMHBI

Bup y4eOHoii padoTbi Bcero IMopsiaxkoBbIii HOMepP
cemMecTpa
4
OO0mas TPy I0eMKOCTh JIUCIIUILIMHBI BCEro (B 3.€.), B 43.e.
TOM YHCIIE!
Kypcosoii mpoekt (pabora) He npedyCMOmpeHo

AyIUTOpHBIE 3aHATHS BCETO
(B akaz. yacax), B TOM YHCIIE:

Jlekun 34 34
[TpakTHueckue 3aHATHs, CEMUHAPBI 50 50
JlaGopatopHsie paboThI

CamocTosTelibHas paboTa Bcero (B akaj. 4acax), B TOM 33 33
qucie:

KCP

OK3ameH 27 27
OO6mr1ast TpyT0EMKOCTh AUCIIATLTAHBI 144 144

4.2. Coaep:kanue qTUCHUILUINHBI

Tema 1. JlokyMeHTHpOBaHHE YIIPABJIECHYECKOM 1eATEJIbHOCTH

Hctopuss nenonpoussonctsa B Poccun. Ilpenmer, coxepkaHue M 3amadum Kypcea.
JoxymentupoBanrue. OCHOBHBIE TIOHATUS W OINPEACICHUS: TOKYMEHT, IEeJIONPOU3BOJCTBO,
JOKYMEHTAITMOHHOE O0€CIeUYeHUE YIPaBJICHUs, JOKYMEHTOOOOpPOT, PEKBU3HUTHL JIOKyMEHT H




uHdopmarmsa. Dopmymsip nokymenta. KOpuaudeckas cuna qokymenTta. Bua nokymenTa. Cucrema
JOKYMEHTAIUH. YHHU(PUKALUS U CTAHIAPTH3ALUS TOKYMEHTOB.

Tema 2. Kuaccupukamuss JOKYMEHTOB W HOPMATHBHbIE MAaTepHaJbl 10
AOKYMEHTHPOBAaHUIO Y]
Bunabl noxymentoB m ux kinaccudukarmusa. llens knmaccupukanuu. [lo HamMeHOBaHHIO, IO

CHOCO6y (1)I/IKC8.I_II/II/I, 110 CTCIICHHU CJIOXXHOCTH, IIO CTCIICHU I'IaCHOCTH, 110 IOpHZ[H‘IGCKOfI CHIIC,
10 MPOUCXOKICHHUIO, IO CPOKAX XPAHCHUA.

HopmatuBHbIE MaTepuanbl 10 JOKYMEHTUPOBAHUIO YIIPABICHUECKON JIESTEIbHOCTH. 3aKOHOAATEIbHOE
PEryaMpOBaHKE JEIOIPONU3BOCTBA.

Tema 3. PekBU3UTHI 0pUIHAIBHBIX JOKYMEHTOB M NPaBHJIa UX 0()OPMJICHUS

30 OCHOBHBIX PEKBHU3UTOB OQUIMAILHBIX JOKYMEHTOB W TIpaBWJIa UX PACIOJIOXKCHHS Ha
nokymente. CoctaB u mpaBmia opopmiieHus pexkBu3uToB qokymeHtoB. [OCT P 7.0.97 — 2016.
TpeboBanust kK 0opMIIEHHIO peKBU3UTOB. CXEMBI paCIIOIOKEHUS PEKBU3HUTOB.

Tema 4. Buabl 0,1aHKOB U TPEOOBAHUSA K HUM

®opmarel Oymaru ¥ 1ojis. brmanku nokymeHTOB W ux Buabl. OOmmii Omank. brmaHk mucema.
briaHK KOHKpETHOro BuAa AOKYMEHTAa. bilaHKM Ha JBYX si3bIKaX. PEKBU3UTHI, KOTOPBIE JAOJKHBI
MCIIOJIb30BAThCS IIPU U3TOTOBJIEHUH OJIAHKOB JOKYMEHTOB.

Tema S. IIpaBuiia odpopmiieHHs1 OCHOBHBIX BHAOB 10KyMeHTOB OP/{

OO0mme TpeOoBaHUS K CO3/IaHUIO JOKyMEHTOB. CHcTeMa OpraHW3allMOHHO-PACTIOPSIUTEIbHAS
JOKyMEHTAIUSI. OpranuzanuoHHbIE JIOKYMEHTBI. PacniopsautenbHbie JIOKYMEHTBI.
NHpopmalinoHHO-CIIPAaBOYHbBIE TOKYMEHTBHI.

Tema 6. PopMupoBaHue U BeleHHE JOKYMEHT0000pOTa B OPraHu3anum

OcHOBHBIE ATamnbl OKyMeHTOoOOpoTa. DopMbl opraHmM3anuu jaeiaonpou3BojacTBa. [lpuem u
nepBuyYHas 00paboTKa BXOIIIINX JOKYMEHTOB. Peructpanus J0KyMeHTOB.

Tema 7. Opranuzanus onepaTuBHOr0 XpaHeHUsl JOKYMEHTOB

Homenknarypa nen. ®@opmupoBanue paen. OpraHusanus XpaHEHHs JOKYMEHTOB. XpaHEHUs
JOKYMEHTOB B TMpOIECCE UX HCIOJIHEHUA. XpPAaHEHHE HCIOJHEHHBIX JOKYMEHTOB.
['ocymapcTBeHHBIH apxuB, MYHUIUNAIbHBIA apxuB. ApxuBHbIi ¢oHng Pd. OGecneuenue
COXPaHHOCTH JIOKYMEHTOB.

Oo0pa3oBaTebHbI€ TEXHOJOTHHI

OOpa3oBarenbHbId TPOIECC MO AUCHUUIUIMHE OpraHU30BaH B (opMe Y4YEOHBIX 3aHITHH
(koHTaKkTHasg paboTa (ayIUTOPHON M BHEAYAMTOPHOM) OOy4aromMXcs C MpernojaBaTelieM U
caMOCTOsITeNIbHasi paboTa oOyyaromuxcs). Y4eOHble 3aHATHS TPEACTABJICHBI CIEAYIOMUMU
BUJAMH, BKIIOYas ydeOHbIE 3aHATHUS, HAlpaBlIEHHbIE Ha MPOBEJEHHE TEKYIIEro KOHTPOJIs
yCIIEBa€MOCTH:

e JICKIUU (3aHATHSI JICKITMOHHOTO TUTIA);

® CEMHHApBI, MPAKTHUECKUE 3aHATHUS (3aHITHSI CEMHHAPCKOTO THIIA);

® TpYIIOBBIE KOHCYIHTAIINY;

® UHAMBHUIYyalbHblE KOHCYJAbTAlUM W HHblE Y4eOHbIE 3aHATHUS, NpedycMaTpUBaroIlne
UH/IMBUYalIbHYIO0 paboTy MpenoaaBatelis ¢ 00yJaronumcs;

e caMocTosTeNbHas paboTa 00yJaroIuXxcs;

® TIPOBEJICHUE JICIOBBIX HTP;

e  3aHSTHUS WHBIX BUJIOB.

Hcnosb3yemblie pecypcbl HHGPOPMANMOHHO-TETEKOMMYHHUKANIMOHHOM ceTH «Internety;
HH(OpPMALMOHHBIE TEXHOJOTHH, IPOrPaMMHbIE CpeAcTBa U MHPOPMANMOHHO-CIIPABOYHbIE
CHCTEMBbI

1. e-Library.ru [Onexmpounsiii pecypc]: Hayunas snexmponnasn oubauomexa. — URL:
http://elibrary.ru/

2. Hayunas snexmponnasn oubnuomexa «KubepJlenunxay [Onexmponnusiii pecype]. — URL:
http://cyberleninka.ru/

3. Iopman ncuxonozuueckux uzoanuti PsyJournals.ru http://psyjournals.ru/index.shtml



http://elibrary.ru/
http://cyberleninka.ru/

4. Dnexmpounulii ncuxonozuseckuil xcypuan «llcuxonocuuecxkue ucciedoganusny hitp://psystudy.ru/

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

6. Onexmponno-6ubnuomeunas cucmema IPRbooks [Onexmponnuiii pecypc]. — URL:
http://www.iprbookshop.ru/ — Jocmyn k cucmeme coenacno npasuram 5C u docoéopom
yuugepcumema ¢ I5C.

DopMBbl TEKYIEr0 KOHTPOJIsA

KOJ’IJ’IOKBI/IYMI:I 1 TCCTHI 110 pasaciiaM OUCIUITIINHBL
HOI[I‘OTOBKa K OIPaKTUYCCKHUM 3aHATHAM IO BOIIpOCaM, NPCAJIOKCHHBIM MPCIoJAaBaTeIeM

ITonroroska pedepara
IloaroroBka K BOIpocaMm NPOMEKYTOUHOM aTTECTAllMY, CBA3aHHBIX C TEMOU

®opMa NMPOMEKYTOYHOT0 KOHTPOJIS

3K3aMCH

Pazpa6oTumk: K.3.H., 1o1eHT Kadeapbl MenemxkmeHT Aymea 3.I'.
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