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1 BBEAEHUE K PABOYEW MPOrPAMME OUCLMNNUHbBI
11 Uenb aucuunnuubl: CdopmmpoBatb KomneteHuunm obydatoulerocs B 06nactu  AOKYMEHTaLUWMOHHOro
obecneyeHuns opraHusauum.
1.2 3apgauv AMcUMNUHbI:

-03HAKOMUTb C BUAAMM [OOKYMEHTOB, MCMOMb3yeMbiMU B OEATENbHOCTU OpraHu3aumii 1 ydupexaeHuin B cdepe
coupanbHol paboThl;

- HAy4MTb MPAKTUYECKMM HaBblkaM Mo co3gaHuto n 06paboTke pas3nmMyHbIX BUOOB AOKYMEHTO ;

- cchopmmpoBaTh NpeacTaBneHne 0 HEOOXOAMMOCTU U PONM AOKYMEHTMPOBAHUS B AESATENbHOCTU OpraHusauui u
yupexaeHu B ccpepe coumnansHom paboThbl;

— O3HaKOMUTb C OCHOBaMU 4enonpon3BoACTBa M JOKYMEHTOObopoTa B AeATENbHOCTM OpraHn3aumi 1 yYpexxaeHun B
cdepe coumansHom paboThl;

- Cd)OpMI/IpOBaTb Y CTYOEHTOB YMEeHUA OPpUEeHTUpoBaTbCA B CUTYyaLUAX, Tpe6y+0|.|.|,|/|x COCTaBJieHUA pas3nnyHbIX BUOOB
AOKYMEHTOB N OTHETOB.

1.3 Tpe6oBaHus K NpeaBapUTeNbLHON NOArOTOBKE O6yy4aloLlerocs:

I'Ipe,D,BapMTeanaﬂ noAroToBka npeanonaraeT co3gaHne OCHOBLI AnnA (bOpMVIpOBaHMﬂ KoMneTeHuun, YKa3aHHbIX B M.
2, npun n3ydeHnn gucumnninH:

lMpaBoBeneHune
MHdopmaumnoHHbIe TEXHOMOMMK
CoumnanbHas paboTa kak npodeccuoHanbHas 4eaTenbHOCTb

2 KOMMNETEHUNUN OBYYAIOLWLEIOCA, ®OPMUPYEMbBIE B PE3YJIbTATE OCBOEHUA OUCLUMNNHDbI

OlNK-3: CnocobeH cocTaBnATbL U 0(hOPMNATbL OTYEThI NO pe3ynbTaTtam Nnpod)eccuoHanbLHoOM AeATeNbHOCTU B chepe
coumanbHou paboTbl

3HaTb: TEOPETUYECKNE OCHOBbI AOKYMEHTOBEAEHUS U BedeHUs! 3NIeKTPOHHOrO AENOrNpou3BOACTBa, a Takke opraHusauvu
paboThbl C JOKYyMeHTamu

YMeTb: BECTU JOKYMEHTALMIO U CrYyXeBHYI0 nepenmcky, ohopMnaTb MHMOPMaLMOHHbIE MaTepuarnbl 1 OTYETHOCTb
BnapeThb: HaBbiKamn NPYMEHEHNs NpaBnn 1 NopsaKa BeAeHUs AenonponsBoaCcTBa U 3N1eKTPOHHOIo AoKyMeHToobopoTa
3 PE3YIIbTATbI OBYYEHUA MO ANCUUTMITMHE

O |KoHTakTHas
< [pabota
o
5 WHHOBaL,
HanmeHoBaHue 1 cogepxaHune pasgenos, o E CP OpMbI
TEM U y4EeOHbIX 3aHATUN 23| fnex Mp. (4achbl) BAHSITVIA
(&)
© 2 [ (yackl) | (uackl)
4

Pasgen 1. TEOPETUYECKWME OCHOBbI
JOKYMEHTOBEOEHNA U
OENONPON3BOOCTBA

Tema 1. Beegerune B gucumnnmHy « OCHOBBI
[enonpons3BoacTBa U JOKyMeHToobopoTay

MpenmeT, cogepxaHne, 3agayun Kypca.
MoHATME AOKYMEHTOOBOPOT U
[enonponsBoacTeo. MNoHATUE O AOKYMEHTE. 3
XapaKkTepucTtuka, CBOMCTBA, NPU3HAaKM,
dyHKUUKM JoKyMeHTa. MeToabl u cnocoObl
OOKyMeHTupoBaHus. dopma maTepmansHoro
HocuTtens. lNoHatne, meTtoa, cnocob,
CPEeACTBO AOKYMEHTMpOBaHus. [NoHsTre
[OKYMEHTHOW KOMMYHUKaLIUW.

CemunHapckoe 3aHsATne: OCHOBBI
Jenonpon3BoacTBa U JoKyMeHToobopoTa.




Tema 2. Otanbl genonpon3BoacTea

O6Lwme NpuHLKUNLI OpraHn3aumm
aenonpon3BoacTsea. dtanbl
[oKkymeHToobopoTa. [Npuem, NpoxoxaeHue n
NOpsiAOK UCMOSNTHEHUSA MNOCTYNaoLLMX
[OKyMeHTOB. PaboTa mucnonHuTens c
nokymeHTamu. O6paboTka oTnpaBnsemMblx
[OKymMeHTOoB. OpraHmsauus oBMXKeEHUS
BHYTPEHHMX OOKYMEHTOB. Cnuctemarmsaumns u
XpaHeHWe LOKYMEHTOB B AENONpPOM3BOACTBE.
HomeHknaTtypa gen kak UHCTPYMEHT
obecneyeHnsi COXPaHHOCTM AOKYMEHTOB.
OpraHunsauusa XxpaHeHnss JOKYMEHTOB B
CTPYKTYPHbIX nogpasgenenusax. Joctyn k
WHpopmaumm n k gokymeHTam. Cpoku
XpaHeHWs1 [OKYMEHTOB, UX pernameHTauums.
CemunHapckoe 3aHdaTme: OTansl
[enonpons3BoacTBa

Tema 3. [JokyMeHTbI: Knaccudukauus,
CTPYKTYypa, TpeboBaHus K 0popMIeHnIo

[MoHATME O KnaccuuKaLnum JOKYMEHTOB.
Buabl AOKYMEHTOB: OpraHM3aLUnoHHbIE,
pacnopsiauTesnbHble, MHPOPMAaLVNOHHO-
cnpaBoYHble. ObLasa xapakrepucTuka
CTPYKTYpbl. BHYTPEHHSIS1 U BHELLHSAS
CTPYKTypa AOKyMeHTa. PekBnanTbl
JOKyMeHTa. YHudmkaumna n ctaHgaptnsayms
OOKYMeHTOB. brniaHku 4OKyMEHTOB M NOPSAOK
pacnonoXeHns peKkBU3NTOB B OnaHke.
TpeboBaHus Kk cOCTaBNEHMIO N OPOPMMEHNIO
[OKyMeHTOB. TpeboBaHUs K TEKCTY
[OKYMEHTOB.

CemuHapckoe 3aHsATHe: [JJOKyMEHThI:
Knaccudukaums, CTpyktypa, TpeboBaHums K
odopMIIEHMIO.

12

UTtoro B cemecTpe (Ha kypce ans 3A0)

10

32

KOHch'IbTaLI,MI/I M NPpOMEXyTOo4HaA atrectaumsa
- HEeT

Paspen 2. AENOMNMPOU3BOACTBO B
OPIrAHN3ALINAX N YYPEXXOEHNAX

Tema 4. OcbopmneHne opraHM3aLMOHHO-
pacnopsianTensHoOn n NHPOPMaLMOHHO-
CMpaBOYHOWN AOKYMEHTaLmMm

[MoHsATME opraHn3aunoHHas,
pacnopsigutTenbHas 1 UHPOPMaLNOHHO-
crnpaBoYHas JOKYMEeHTauus.
OpraHnsaunoHHble OOKYMeEHTbI: [onoxeHune.
YcTaB. HCTpyKums. KonnekTMBHbIN SOroBop.
PacnopsiantenbHble 4OKYMEHTbI: NpuKas,
pacnopsikeHue, peLleHme.
MHdopmaLmoHHO-cnpaBoYvHas
pokymeHTaums: MNpoTokon. AkT. [loknagHas
3anucka. ObbsACHUTENbHAsA 3anncKa.
CnpaBku. Nucbmo. OCHOBHbIE 3aa4n
KaXK4oro BMaa OOKyMEHTa.

CemuHapckoe 3aHaTune: OcopmneHne
OpraHn3auoHHO-PacnopAANTENTBHON U
WHOPMAaLIMOHHO-CNPAaBOYHON AOKYMEHTaLnm

10




Tema 5. OhopmnieHmne u paboTta ¢
BHYTPEHHEN OOKyMeHTaLmm

Tunosble POpMbI JOKYMEHTOB,
ncnonb3yemble B 4EATENbHOCTH
opraHusaumin. YHndumkaumnsa JOKYMEHTOB.
[oroBop — ero Buabl, CTPyKTypa, NopsiaokK
0hOPMIIEHUS N MOANMMUCAHWSI CTOPOHAMM.
"paxkgaHCKo-NpaBoOBOW 4OrOBOP U €ro
nognucaHue. 3alimrta KoHraeHLanbHom
nHdopMauun. Kagposasa goKyMeHTaLus.
Pestome. 3asBneHne. AHkeTa. TpyaoBon
KOHTpaKT. Npukas o npneme/yBONbHEHUN.
TpypoBas kHWXKKa. JInyHoe gerno.
CemuHapckoe 3aHaTune: OcdopmneHne n
paboTa ¢ BHYTPEHHEN JOKyMEeHTauum

11

Tema 6. [lenoBas nepenucka

A3bIK M CTUMb O0pULMaNbBHOIO NCcbMa,
CTPYKTYypa AenoBoro nucbma. [lenosasi
nepenucka: NPUHLMMbLI COCTaBNeHNUs
odunLmManbHOro NUCbMa u CTpyKTypa
cny»xe0HOoro nucbMa, CTunb 0POPMMIEHMS.
OcHoBHble TpebOoBaHUS Kk TEKCTY N1CbMa,
cocTaB pekBM3UTOB. Buabl 1 0cOGEHHOCTH
[enoBou KoppecnoHaeHumn. Bugbl nucem:
conpoBoANUTENbHbIE MMCbMA, NUCbMa-
3anpocskl, NMcbMa NpurnalleHusi, nMcbMa-
NpocbObl, NUCbMa-NpeanoXeHs.
CuHTakcuc nmcbma, NocTpoeHne dpas,
WH(OPMATMBHOCTb, YOEeOUTENBHOCTL, STUKET
B IENOBOW Nepenuncke.

CemunHapckoe 3aHATMe: [lenoBas nepenucka

12

Pasgen 3. OCHOBHbLIE OCOBEHHOCTU
OENONPOMN3BOOCTBA B CUCTEME
COUNAJIbHOIO OBCINYXXNBAHNA

Tema 7. HopmaTmBHO-NpaBoBoE 1
MeToAMYeCcKoe perynmpoBaHue
[enonpon3BoAcTBa B CUCTEME COLMarnbHbIX
cnyxo

CTpyKTypa 3akoHoAaTeNbHONM U HOPMaTUBHOM
6a3bl: KoHcTuTyuunsa PO, depepanbHble
3akoHbl, ykasbl NpesngeHTa PO,
noctaHosneHus Npasutenscrea PO,
BEAOMCTBEHHbIE akTbl .CTaHOapThI,
MeTOoAMYECKNE YKa3aHUs, NokarnbHble
nokarnbHO-HopMaTuBHbIE. HopMaTUBHO-
MeToAMYeCKME aKTbl: MHCTPYKLMK, NpaBumna,
nepeYHn JOKYMEHTOB CO CPOKaMM XpaHeHMs
n ap. hdopmaLMoHHO-CNpaBoYHbIe
OOKYMEHTbI B coLumanbHOm cgepe.
TpeboBaHus kK 0OOPMNEHUIO U COOEPXKAHMIO.
CemunHapckoe 3aHATne: HopmaTuBHO-
NnpaBoOBOE N METOANYECKOE PEryNIMpoBaHme
[enonpon3BoacTBa B CUCTEME COLMarbHbIX
cnyxo.

8,75




Tema 8. OcobeHHOCTN NOATOTOBKU U
0POpPMIIEHUS JOKYMEHTOB B CUCTEME
coumarnbHbIX Cry6

OcHoBbI JOKyMeHToobopoTa: NPUHLMMbI
opraHusauum, cneumduka
[OKymMeHToobopoTa B coumanbHom paboTe.
OcobeHHOCTN OOKYMEHTOB pa3fnyHbIX BUOOB
ycnyr. OpraHmsaums paboTtbl ¢ o0paleHnsMm y
rpaxkgaH. Permctpaunsa obpalleHun rpaxaaH.
dopmuposanue gen. OpraHunsaums
onepaTuBHOro xpaHeHus. MNogroToska
WCMOJTHEHHbIX JOKYMEHTOB K apXUBHOMY
XpaHeHuto. MNepenaya gen B apxuB.
MaTepuanbHo-TexHUYeckasi 6asa apxuBOB.
CemuHapckoe 3aHaTne: OcobeHHOCTH
noaroToBkn 1 ooopMIeHNst LOKYMEHTOB B
cucTeme coumanbHbiX Cryx6

10

Tema 9. [JokyMeHTOO60POT B 3NEKTPOHHOM
BUE B CUCTEME COLMASIBHBIX CIYX0

"ocyaapcTBeHHas cuctema
OOKyMeHTaunoHHoro obecneyeHuns
ynpasneHus. KOpuanyeckas 3Ha4MMOCTb.
Baanmogencteme ¢ roccTpykTypamu.
AsTOoMaTu3auus n adPeKTUBHOCTb. 1
BesonacHOCTb 1 KOHTPOMb. [JJOCTYNHOCTb.
CooTtBeTCcTBME 3aKoHOAaTeNbCTBY.
XpaHeHue

[OKYMEHTOB B 3MeKTPOHHOW hopMe.
CemMunHapckoe 3aHATNE: DNEeKTPOHHLIN
[OKYMEeHTOO60pOT B cUCTEME COLManbHbIX
cnyxo.

8,25

Utoro B cemecTpe (Ha kypce ansa 3A0) 8

60

KoHcynbTaumm 1 npoMexyToyHasi aTTectTaums

(3auver) 0.25

Bcero koHTakTHas paborta n CP no

12,25
OVUCLMMNMHE

92

4 KYPCOBOE NPOEKTUPOBAHUE

KypcoBoe npoekTupoBaHue y4e6GHbIM NiaHoM He NpeaycMoTpeHo

5. ®OH] OLIEHOYHbIX CPEACTB ANA NPOBEAEHUA MPOMEXYTOYHOM ATTECTALIUU

5.1 OnucaHue nokasarenemn, KputepuneB U CUCTeMbl OLleHUBaAHUA pe3ynbTaToB 06yquml

5.1.1 NMokasaTtenu oueHMBaHUSA

Kon HanmeHoBaHue oueHOYHOro
MokasaTenu oueHnBaHUA pe3ynbTaToB 0bydeHus
KOMMNeTeHUun cpeacTea
ManaraeT o6Limne 0CHOBbI OKYMEHTHOM KOMMYHMKaLIMK,
[enonpon3BoacTBa U oKyMeHToobopoTa. PacckasbiBaeT 06 aTanax
[enonpon3BOACTBa, O Knaccudukauumn, CTpyKType, TpeboBaHmsaX K
0hOPMIEHNIO JOKYMEHTOB.
OrK-3

PackpblBaeT NPUHLUMbI 1 NOPAA0K BEAeHUs! OKYMeHTaLun 1
cny>e6Hoii nepenuncku, npaeuna oPopMNeHnst OTYETHOCTH.

QIMEKTPOHHOIo D,OKyMeHTOOGOpOTa.

anIMeHFleT npasuna n nopaaoK BegeHua aenonpomn3soctea U

5.1.2 Cuctema u KpuTepum oLeHUBaHUSA

Kputepun oueHMBaHUA CHOPMMUPOBAHHOCTY KOMMETEHLMI

LLikana oueHnBaHns
YcTHoe cobecenoBaHme |

MucbmeHHas paboTa




[laH nonHbIN, MCHEpNbIBAKOLLMA OTBET, IBHO
[EMOHCTPUPYHOLLMIA MOHUMaHWe npegmeTa
W 3pyAMLMIO B OLleHMBaeMom obnacTtu.
MpakTnyeckoe 3agaHne BbLINOSIHEHO B
noriHom obbemMe ¢ cobnoaeHnem
HeobxoauMown nocneaoBaTenbHOCTU
OencTBuin. AHann3 cutyaumm
npodeccnoHanbHoM AeaTenbHOCTH
BbINONHEH Ha NpodeccnoHanbLHOM YPOBHE.
B0O3MOXHbI He3HauuTenbHble OLINOKN NNu
HeJo4eTbl, UCMpaBneHHbIE CTYAEHTOM C
MOMOLLIbI0 «HaBOAALLMX» BOMPOCOB
npenogasarens.

YuuTbiBaoTCcsA 6annbl, HAKOMNMeHHbIE B
TeyeHue cemecTpa.

3auTeHo

HecnocobHocTb 0TBETUTL Ha Bonpoc 6e3
nomMoLLM ak3ameHaTopa. HesHaHune
3HAYUTENBHOW YacTW NPUHUMMIMANBHO
BaXXHbIX 3M1IEMEHTOB ANCLUMNIIUHBI.
MHorouncneHHsle rpybbie owmoku.
MpakTuyeckoe 3agaHne He BbINOMHEHO.
AHanua cutyauumn npodgeccmnoHanbHom
OEeSATENBHOCTM HE BbIMOMHEH.

He yunTbiBatoTCA 6annbl, HAKOMNMEHHbIE B
TeuyeHune cemecTpa.

He 3auTteHo

5.2 TunoBble KOHTPOJbHbIE 3alaHUS UNN UHbIE MaTepuanbl, HeO6xoAMMble AN OLeHKU 3HaHUW, YMEHUMN,
HaBbIKOB U (UNK) onbiTa AEATENbLHOCTU
5.2.1 MNepeyeHb KOHTPOSbHbIX BONPOCOB

Ne n/n | dopMynnpoBKM BONpPOCOB

Kypc 4

MoHaTne ,D,OKyMeHTOO60pOT n nenonpoun3soacTtBo.

XapakTepucTuka, CBOMCTBA, NPU3HaKK, (YHKLMW OOKYMEHTa.

MoHaTne ,D,OKyMeHTHOVI KOMMYHUKaLnn.

anIHLI,VII'IbI opraHusaunum D,OKyMeHTOOGOpOTa

OTanbl JOKyMeHToObOopoTa.

HomeHKnaTypa aen Kak MUHCTpYMeHT obecneyeHus COXPaHHOCTWN OOKYMEHTOB.

OpFaHI/I3aLI,VIﬂ XpaHeHnAa OOKYMEHTOB B CTPYKTYPHbIX noapasgeneHunax.

[locTyn 1 cpoku XpaHeHusi LOKYMEHTOB.

Buabl JOKYMEHTOB.

TpeGOBaHMﬂ K COCTaBJIEHUIO U Od)OpMJ'IeHVIIO AOKYMEHTOB.

Opl’aHVISaLWIOHHbIe AOKYMEHTbI.

PaCI'IOpFlD,VITeJ'IbH ble JOKYMEHTbI.

MHQJOpMaLWIOHHO-CI'I paBoO4YHaA OOKyMeHTauuaA.

OdcbopmrieHne 1 paboTta ¢ BHYTPEHHEN OKyMeHTaLMm

[loroBop — ero Buabl, CTPYKTYypa.

KoHpmaeHumansHaa nHopmMaumsa 1 ee sawwmra.

KagpoBas gokymeHTauums.

MpuHUMNBI 4enoBOW Nepennucku.

RN\ (UL N [ U U\ QU Ny RS W QN \py QRUNE U NS Wy QRSN
ol |[N|lo|a|r|lew|d|a|o|@|@ || |O|R W |IN=

|_|pVIHLI,I/II'IbI CocCTaBlneHusa Od)I/ILI,VIaJ'IbHOFO nncbma.

20 Buapbl n ocobeHHOCTN 4enoBo KOPPECNOoHAEHLUNN.

21 OTUKeT B 4enoBon Nepenucke.

22 CTpykTypa 3akoHOf4aTeNbHOM U HOpMaTUMBHOW 6a3bl 4eNONPON3BOACTBA.

23 HopmaTtuBHO-mMeToaNYECKNE aKTbl.

24 MHdopmaunoHHO-CNpaBoYHble JOKYMEHThI B coLmarnbHOn caepe.

25 OcobeHHOCTH NOATOTOBKN M 0CPOPMIIEHMST OKYMEHTOB B CUCTEME COLMarnbHbIX CryX0
26 Oco6eHHOCTU AOKYMEHTOB pPa3nnyHbIX BUOOB YCHyT.

27 OpraHusauust paboTbl ¢ 0OpaLLEHUSMM rPaxKaaH.

28 OpraHnsauusi onepaTMBHOIO XpaHEHUS.




29 MoaroToBka NCNOMHEHHbIX AOKYMEHTOB K apXBHOMY XpPaHEHUIO.

30 ABTOMaTM3aLMsA JOKYMEHTOBEAEHUS 1 Oenonpon3BoaCcTBa.

31 ONEKTPOHHBIN AOKYMEHTOOOOPOT B CUCTEME COLMANbHBIX CyX0

32 BesonacHocTb, AOCTYNMHOCTb U KOHTPOJ1b B 3JIEKTPOHHOM ﬂOKyMeHTOO60pOTe.

5.2.2 TunoBble TeCTOBbIe 3a4aHus

1. YTO 03Ha4YaeT TepMUH «OOKYMEHT»?
A) aprymeHT;

b) nenoeas bymara;

B) oeno;

N npukas.

2. OT KaKkoro f3blka NPONCXOANT TEPMUH «AOKYMEHT»?
A) HemeUKoro;

B) natuHckoro;

B) aHrnumnckoro;

IN) rpeyeckoro.

3. CoBOKyNHOCTL paboT, CBA3aHHbIX C CO30aHNEM JOKYMEHTOB, UX PErncTpaumen,
Knaccudukaumen, OBMmKEHNEM, YYETOM U XPaHEHNEM Ha3bIBAKOTCS ...

A) koppecnoHaeHuuen;

b) nenonponasoacTeom;

B) oOKyMeHTMpOBaHueEM;

") BOKYMEHTOOBOPOTOM.

4. MNMpukas — 3To ...

A) pacnopsiaMTenbHbI AOKYMEHT;
B) nHdOPMaLMOHHbLIV OKYMEHT;
B) cnpaBoYHbIN AOKYMEHT;

M) NNYHBIN OOKYMEHT.

5. [JormKHOCTHasA MHCTPYKLMS - 3TO
A) pacnopsaguTernbHbI JOKYMEHT;
B) MHOPMALIMOHHBIN AOKYMEHT;
B) opraHnsaunoHHbI JOKYMEHT
M) NNYHBIN OOKYMEHT.

5.2.3 TunoBble NPaKTUKO-OPUEHTUPOBAHHbIE 3afaHUA (3agaym, Kenchbl)

1. CocTtaBuTb 1 0POPMUTL CrYXKEOHbIE NUCbMa, HEOOXOAMMbIE B AAHHbIX YNPaBIIEHYECKNX CUTyauusXx:

Cutyaums:

YnpaBneHue no genam Mosrogexu ropoga 3arocka nMcbMOM 3a Noanuchbio 3aM. ANPEKTOPa ynpaBrneHns
CeepukoBa A.B. yBegomun pykoBoACTBO MonoaexHoro kny6a MO N 2 o ToM, 4TO B CBSI3U C pa3BUTUEM YMpaBeHNs no
nenam monogexu donurens 3gaHna monogexHoro knyéa MO N 2 gomkHO 6bITe NepeaaHo ANst TEXHUYECKUX HYXKA
ynpasneHus. VicnonHutenem BacunbeBor no nopyyeHuto gupektopa MonogexHoro knyéa MO N 2 r. 3arocka,




pacnonoXxeHHoro Ha npocnekte MuyypuHckom, oom 22, 6bIr10 COCTaBNEHO NMCbMO, aapecoBaHHOEe OTAENY NUCEM
YnpaeneHve no genam Mononexu ropoga 3arocka, yn.Teepckasi, 13, B KOTOPOM gupekTop MmonoaexHoro knyéa MO N 2
0.A. AbpamoBa npocuna pasobpaTbcs B JaHHOM BONPOCE, MOTUBUPYS TEM, YTO B paioHe MO N 2 mMonoaexHbIxX
NPOCTPaHCTB 4118 Pa3BUTUSI MOSIOAOr0 NOKONEHUSA HEAOCTAaTOUHO M HE BCE MOJloAble AWM MOryT noceluatb

yupexgeHus ansa omanyeckoro, TBOPYECKOrO N TEXHUYECKOTO, KyNbTYPHOro passutus. Nincbmo Oblnio oTBETOM Ha
NONyYeHHbIN OOKYMEHT OT YnpaBreHus.

2. CocTaBuTb M 0POPMUTL JOKNaAHbIE, U 06 BbACHUTENBHbIE 3aNUCKN, HEOOXOAMMbIE B CreayoLmnx
yrnpaBrieHYeCKNX CUTYaumsX:

Cutyaums:

PykoBoauTenb koHcynbTaunoHHo-meToamnyeckoro otaena O.B. Tokapeea obpaTtunack k aupektopy CIb
FBYCOH «KomnnekcHbIl LEHTP coumanbHOro obcnyxuBaHunst HaceneHus Kuposckoro panoHa CaHkT-IeTtepbypray r-Hy
A.[. NeBneBy c JOKNaaHOM 3anMCKON 0 HEOOXOAMMOCTU YBENMYEHNS LUTATHOW YMCIEHHOCTU oTaena. B goknagHon
3anncke O.B.Tokapea coobLiana o ToM, YTO B HacTosLLee BpeMsl 4Ns1 YCNeLHo paboTbl oTaena Heobxoanmo
yBenunyeHne 6asbl AaHHbIX O NOTEHUMANbHbIX KNneHTax. 1o ee MHeEHWIO, OAHUM 13 Hanbornee pearnbHbIX NyTen
pacLnpeHunst 6asbl AaHHbIX SBASETCA NOCTOSAHHBIA aHann3 nHopMauus o knmeHTax KomnnekcHoro ueHTtpa. B cBsiau ¢
TeM, YTO OTAEeN B ero HactosieMm cocTtase (5 COTPYAHMKOB) HE MMeeT BO3MOXHOCTM OpraHn3oBaTb NogpobHoe usyyeHve
6a3sbl NnoTeHumanbHbIX knneHToB, O.B. TokapeBa cuntaeT LenecoobpasHbiM BBECTM B LUTAT OTAENA AONONHUTENBHYIO
OOMKHOCTL cneumanucTa no paboTte ¢ 6a30K gaHHbIXANSA U3YYEHUS] U aHanNU3a NoTeHUManbHbIX KITMEHTOB, a Takke
noAroTOBKM onepaTMBHOM MHAOpMaLMK Ans pa3paboTku COOTBETCTBYHOLUMX METOAMK U ANs 0hopMIIeHus
exeHegenbHbIX 0T4eTOB. B goknagHon 3anucke TokapeBa NpeanoXxuna Ha 3Ty AOMKHOCTbL NogobpaTb COTpyAHMKA U3
yncna BbiNyCcKHUKOB kadeapbl CoumansHow paboTsl 1 npasa Cr6IryMTa.

3. CoctaBuTb U 0hOpMUTL NpKKasbl NO NIMYHOMY COCTaBy, HEOOXOAMMbIE B LaHHbIX

yNpaBreHYeCcKnX CUTyaumsx.

Cutyaums.

BbinyckHuua cakynbTeTa ynpaeneHuss POCCMINCKOro rocyiapCTBEHHOIO ryMmaHMTapHoOro yHusepcuteta [JeHncosa
TatbsiHa MuxannosHa 20 mtons TekyLero roga noctynuna Ha paboTy B POCCMIACKOe areHTCTBO MeXAYyHapOaHOro
coTpyaHuyecTBa 1 passutua (PAMCuP) Begywimm

crneunanucTom YnpaeneHust genamu. AreHTCTBO SBSIETCS rocy4apCTBEHHOW OpraHnsaumen npm
MpaButensctBe PO 1 ocyLiecTBnseT Habop crnyxalymx TOMbKO No AoroBopy. [JoroBop nognucaH OT UMEHW areHTcTea
ero npeacenartenem LoxmHbim A.H. INpoekT nprkasa no nM4HOMy COCTaBy NOArOTOBIEH MHCMEKTOPOM MO Kagpam
ConosbeBoi W.I". 20 ntonsi 1 B TOT e AeHb 3aBUM3NPOBaH HaYanbHUKOM ynpaBneHus kagpos Apbysosbim M.H. n
ynpaensowmm genamm Muxeesbim B.U. IMNMpukas nognucax 21 nonsa n o6vsasneH [JeHncoBown nog pacnmcky.

4. CocTaButb 1 0OOPMUTL 3asiBIIEHUE:!

Cwutyauws:

3aeepytowasa otaenoM MonogexxHon NoAUTUKN 1 B3anMogeNCTBUA C 0OLLECTBEHHBIMI OpraHn3aumamMm
agMuHucTpaumm ®pyHseHckoro panoHa r. CaHkt-lNeTepbypra Comosa AHHa BaHoBHa 15 masi TekyLero roga
obpaTunace k Maee agMuHucTpauumn OpyHaeHckoro paioHa CaHkT-lNetepbypra Ceposy K.H. ¢ npocb6on
npenocTaBuTb el oTNyck 6e3 coxpaHeHus 3apaboTHol nnaTbl ¢ 16 no 18 masi No ceMenHbIM 0OCTOATENBCTBAM.

5.3 MeToanyeckue maTepuansl, onpegensiowme npoueaypbl OLeHUBaHUA 3HAaHUW, YMeHUI, BNageHun (HaBbIKOB
1 (MNK) NPaKkTU4eCKOro onbIiTa JeATeNIbHOCTH)

5.3.1 YcnoBusa gonycka oby4arowerocs kK npoMeXxyTo4HoM aTTecTauum U NopsaaokK NIMKBMAALIMW akaAaeMU4eckon
3a40/MKEeHHOCTHU

lMpoBeaeHve NPOMEXYTOYHOM aTTecTauMmn pernameHTMpOBaHO NoKanbHbIM HOPMaTUBHLIM aktom CI6IYMTA
«[lMonoxeHne 0 NpoBeAeHNM TEKYLLEro KOHTPOMS yCNeBaeMOCTU 1 NPOMEXYTOYHOW aTTecTauum obydatoLLmxcsa»

5.3.2 ®opma npoBeaeHUsi NPOMEXYTOYHOM aTTecTauMu nNo AucumnsiMHe

YcTHas + NMncbmeHHas KomMnbloTepHOE TeCcTUpOBaHue NHas

5.3.3 Ocob6eHHOCTM NpOBeAEeHUs NPOMEXYTOYHOW aTTecTauum No ANCUUNIINHe
Ha MOAroTOBKY K 3a4eTy oTBoauTCcsa 40 MUHYT.

6. YYHEBHO-METOOAMYECKOE N UH®OPMALIMOHHOE OBECNEYEHUE OUCLUUNINUHDI
6.1 YuebHan nutepartypa

ABTOp 3arnasue | MN3paTenbcTBO | [loa wsgaHusa | Ccbinka
6.1.1 OcHoBHas y4yebHas nutepaTtypa
Bypmuctpos, A. H., KagpoBoe CaHkT-TNeTepbypr: CaHKT- https://www.iprbooks
CuHsiBnHa, M. T1., [enonpousBoaCcTBO U MeTepbyprckuii hop.ru/116130.html
KanuHuHa, O. B. CTaHdapTusauusa Tpyaa NOSIUTEXHUYECKUIA 2020

yHuBepcuTeT MNeTpa
Benwukoro




EropueHko, T. U.

,D,eJ'IOI'IpOVISBO,D,CTBO n

Cumdpeponons:

https://www.iprbooks

[OKyMeHTOObopoT Ha YHUBEPCUTET 3KOHOMMKU 2023 hop.ru/136265.html
npeanpuaTn N ynpaeneHus

6.1.2 lononHuTenbHasa y4ebHasa nutepartypa

KysHeuoBa, L. B., KoHduaeHumaneHoe http://www.iprbooksh

XavaTtpsiH, . A. €e10npom3BoaCTBO U . op.ru/97083.html

P gaU.I,I/ILI.FI,)eHHbIIZASJ'IeKTpOHHbIIZ Mocksa: At INu Ap Meana 2020 P

OOKyMeHToobopoT

YepHoban, H. b. [enonpon3BoacTBo B https://www.iprbooks
KOMMepYeCcKomn CraBspononk: CekBoWis 2020 hop.ru/121665.html
[eaTenbLHOCTH

Cnuyak, A. B. KoHduaeHumaneHoe HwxHeBapTOBCK: https://www.iprbooks
[enonpon3BoacTBo HVI)KHeBapTOBCKVI[/'I 2020 hop.ru/118982.html

rocyaapCTBEHHbIN
yHVUBEpcuTeT

6.2 NepeyveHb NnpocdeccruoHanbHbIX 6a3 AaHHbIX U MH(OPMaLMOHHO-CNPaBOYHbIX CUCTEM

OnekTpoHHO-bmbnnoTedHas cuctema IPRbooks [AnektpoHHbi pecypc]. URL: http://www.iprbookshop.ru/

OdmumanbHbi cant KoHecynbTaHTlIntoc - 3akoHogaTenscTBo PO KogeKchl U 3aKoHbI. [QNEKTPOHHbIN pecypc.
URL:https://www. cons-plus.ru /

OdmumanbHbii cant AgMmuHnctpaunm Cankr-Netepbypra [OnekTpoHHbIn pecypc]. URL:https://www.gov.spb.ru/

6.3 MepeyeHb NULIEH3NOHHOIO U CBOGOAHO pacnpoCcTpPaHsAeMoro nporpaMmmMHoro o6ecrneyeHus

1C-butpukc: BHyTpeHHUI nopTan y4ebHoro 3aBefeHus
Microsoft Windows

6.4 OnucaHme maTepmanbHO-TEXHMYECKOMN Oa3bl, HEOO6X0AMMOW ANA OCyLEeCTBNEeHUA obpa3oBaTeNnbLHOro
npouecca no gucumnsimHe

AyauTtopus

OcHalleHne

KoMnbloTepHbIN Knacc

MyJ'IbTVIMeD,VIVIHOG O60py,ElOBaHVIe, KOMMbKTEPHaA TEXHNKA C BOSMOXXHOCTbIO MOAKIMHOYEHUA K

ceTn «MHTepHeT» n obecneyeHnem [O0CTyna B 3J1IEKTPOHHYIO VIH(pOpMaU,VIOHHO-

obpasoBaTenbHyo cpeay

JlekunoHHas
ayantopus

MyanI/IMeLI,I/IVIHOG O60pyLI,OBaHVIe, cneunanm3npoBaHHas mebenb, Aocka

YyebHas ayautopusi

Cneumnan n3npoBaHHas mebenb, gocka




		2026-09-25T12:37:43+0300
	Рудин Александр Евгеньевич




