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1 BBEAEHUE K PABOYEW NPOrPAMME OUCLUMNIIUHBI

11 Uenb aucumnnuubl: CdopmmpoBatb KOMMNETEHUuM oby4vatolieroca B 00nactu [OKYMEHTAUMOHHOMO
obecneyeHuns opraHusauum.

1.2 3apgauv AMcUMNUHbI:

-03HaKOMUTb C BUOAMM OOKYMEHTOB, MCMOSb3yEMbIMA B LEATENbHOCTU OpraHu3auun M ydpexgeHun B cdepe

coumnanbHou paboThl;

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

- cchopmupoBaTthb NpeacTaBreHne 0 HeOOXOOUMOCTM U PONM OOKYMEHTUPOBAHUSA B AESATENbHOCTU OpraHusauui u
yupexaeHu B ccpepe coumnansHom paboThbl;

— 03HaKOMWTb C OCHOBaMM AENONPOU3BOACTBA U JOKYMEHTOOO0pOTAa B AEATENBHOCTU OpraHn3auni U y4pexxaeHuii B

cchepe coumanbHom paboThl;
- chopMmpoBaTh Yy CTYAEHTOB YMEHUS OPUEHTUPOBATBLCA B CUTyauUsX, TPeOYIOLMX COCTaBNEHNsT pasnmyHbIX BUOOB

AOKYMEHTOB N OTHETOB.

1.3 TpeboBaHuA kK NpeaBapUTeNbHOM NOAroTOBKE 0OyyYatoLLerocs:

MpensapuTenbHasi NOAroToBKa nNpeanonaraeT co3gaHne OCHOBLI A (POPMUPOBAHUSA KOMMETEHLNI, YKa3aHHbIX B .
2, Npn N3y4eHnn QUCLIMNIIUH:

lMpaBoBeneHune

MHdopmaumnoHHbIe TEXHOMOMMK

CoumnanbHas pa60Ta KakK I'IpOd)eCCI/IOHaJ'IbHaﬂ AeATeNlbHOCTb

2 KOMNETEHUNUN OBYYAIOWLEIOCA, ®OPMUPYEMbBIE B PE3YJIbTATE OCBOEHUA OUCLUMINHDbI

OlK-3: CnocobeH cocTaBnaTb U 0POPMNATL OTHETLI NO pe3yfnbTaTam npodeccuoHanbHON AeATeNnbLHOCTU B cchepe
coumnanbHoOM paboTbl

3HaTb: TEOpPETMYECKNE OCHOBbI AOKYMEHTOBEAEHUS U BEOEHUS| SNEKTPOHHOro OeNornpov3BOACTBA, a TakkKe opraHuMsaummn
paboTbl C LOKyMEHTaMK

YmMeTb: BeCTU AOKYMEeHTauu n cny>|<e6Hy+o nepernncky, OdDOpMJ'IFlTb VIHQDOpMaLI,VIOHHbIe maTepuanbl U OTHETHOCTb

BnapeTtb: HaBblkamu npuMeHeHnd npasui U nopAagka segeHnsa 4enonpon3soactea U 3N1IEKTPOHHOIO ,ElOKyMeHTOO60pOTa

3 PE3YJIbTATbI OBYYEHUA NO ANCUUNNUHE

KoHTakTHas

paboTta WHHoBaU,. dopma
CP

dopmbl TeKyLero

(fai';) (qZEQ) (Hackl) | oo hsrain KOHTpONS

HaumeHoBaHWe n cogepxaHue pa3genos,
TEM U Y4eOHbIX 3aHATUI

Cemectp
(kypc ans
3A0)

Pasgen 1. TEOPETUYECKME OCHOBHbI
JOKYMEHTOBEOEHNA U
OENOMNPON3BOOCTBA

Tema 1. BeegeHue B gucumnnuHy « OCHOBbI
[enonpon3BoAcTBa U JOKyMeHToobopoTa»
Mpenmert, cogepxaHue, 3agayu Kypca.
MoHATNE AOKYMEHTOOOOPOT U
Aenonpon3BoacTso. MNoHATHE O JOKYMEHTE. 6 T
XapakTtepucTtumka, CBOMCTBA, NPU3HaKMK,
dyHKUUKN JokymMeHTa. MeToabl U cnocobbl 1 2 6
OOKyMeHTupoBaHus. dopma maTepuanbHOro
HocuTens. MNoHATMe, meToa, cnocoo,
CpencTBO AOKYMEHTMpOoBaHus. MoHATHne
[OOKYMEHTHOM KOMMYHWMKaLINN.

CemunHapckoe 3aHsATne: OCHOBBI
[enonpon3BoOACTBa U AOKYMeHToobopoTa.




Tema 2. Otanbl genonpon3BoacTea

O6Lume NnpuHLMNbLI opraHn3aumm
[ernonponseBoacTea. dtanbl
nokymeHToobopoTa. [Npuem, npoxoxaeHue n
NopsiAOK UCMOSNTHEHUSA NOCTYNaoLLMX
[OKyMeHTOB. PaboTa ucnonHuTens c
nokymeHTamu. O6paboTka oTnpaBnsemMblx
[OKymMeHTOoB. OpraHmsauus oBMXKeEHUS
BHYTPEHHMX AOKYMeEHTOB. CuctemaTtunsaums u
XpaHeHne LOKYMEHTOB B AENONpPOM3BOACTBE.
HomeHknaTypa gen kak UHCTPYMEHT
obecneyeHnsi COXpaHHOCTM AOKYMEHTOB.
OpraHusauus xpaHeHus JOKYMEHTOB B
CTPYKTYPHbIX nogpasgenenusax. Joctyn K
WHpopmaLmm n k gokymeHTam. Cpoku
XpaHeHWs1 [OKYMEHTOB, UX pernameHTauums.
CemunHapckoe 3aHdaTme: OTansl
[enonpons3BoacTBa

Tema 3. [JokyMeHTbI: Knaccudpukauus,
CTPYKTYypa, TpeboBaHus K 0pOpMIIeHUIO

[MoHATME O KnaccuuKaLnum JOKYMEHTOB.
Buabl AOKYMEHTOB: OpraHM3aunoHHbIE,
pacnopsiauTesnbHble, MHPOPMAaLNOHHO-
cnpaBoyHble. ObLasa xapakrepucTuka
CTPYKTYpbl. BHYTPEHHSISt U BHELLHSAS
CTPYKTypa AOKyMeHTa. PekBnanTbl
JOKyMeHTa. YHudmkaumnsa u ctaHgaptnsayms
OOKYMeHTOB. brniaHku 4OKyMEHTOB M NOPSAOK
pacnonoXeHns pekBU3NTOB B OnaHke.
TpeboBaHus Kk cOCTaBNEHMIO U OPOPMMEHNIO
[OKyMeHTOB. TpeboBaHUs K TEKCTY
[OKYMEHTOB.

CemunHapckoe 3aHsATHe: [JOKYMEHThI:
Knaccudukaums, CTpyktypa, TpeboBaHums K
odopMIIEHMIO.

Paspgen 2. JENOMNPOM3BOOCTBO B
OPIrAHN3ALNAX N YYPEXOEHUNAX

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

lMoHATHe opraHM3auunoHHas,
pacnopsautensHas n MHOOPMaLMOHHO-
crnpaBoYHas AOKyMeHTauusl.
OpraHusauunoHHble JOKyMeHTbI: [onoxeHue.
YcTaB. HCTpyKums. KonnekTUBHbIN SOroBop.
PacnopsigntenbHble AOKYMEHTbI: NpuKas,
pacnopshkeHue, pelieHune.
WHdopmaLmoHHO-cnpaBoYvHas
pokymeHTaums: MNpoTokon. AkT. [loknagHas
3anuncka. Ob6bscHUTeNbHag 3anucka.
CnpaBku. Nucbmo. OCHOBHbIE 3aga4un
KaXkgoro Buaa AOKYMeEHTa.

CemuHapckoe 3aHsaTne: OcdopmneHne
OpraHn3aunoHHO-pacnopaaMTENbHON U
MHOPMALIMOHHO-CNPaBOYHON JOKYMEHTaLUK




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
nognucaHne. 3awimrta KoHraeHLManbHom
nHdopMauun. Kagposasa goKyMeHTaLus.
Pestome. 3asBneHne. AHkeTa. TpyaoBon
KOHTpaKT. Npukas o npneme/yBONbHEHUN.
TpypoBas kHWXKKa. JInyHoe geno.
CemuHapckoe 3aHaTune: OcdopmneHne n
paboTa ¢ BHYTPEHHEN JOKyMEeHTauum

Tema 6. [lenoBas nepenucka

A3bIK M CTUMb O0pULMaNbBHOIO NCcbMa,
CTPYKTYypa AenoBoro nucbma. [lenosasi
nepenucka: NPUHLMMbLI COCTaBNeHNUs
odunLmManbHOro NUCbMa u CTpyKTypa
cny»xe0HOoro nucbMa, CTunb 0POPMMEHMS.
OcHoBHble TpebOoBaHUS Kk TEKCTY N1CbMa,
cocTaB pekBM3UTOB. Buabl 1 0cOBGEHHOCTM
[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

Pasgen 3. OCHOBHbLIE OCOBEHHOCTU
OENONPOMN3BOOCTBA B CUCTEME
COUNAJIbHOIO OBCINYXXNBAHNA

Tema 7. HopmaTnBHO-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.




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

OcHoBbI JOKyMeHToobopoTa: NPUHLMMbI
opraHusauum, cneumduka
[OKymMeHToobopoTa B coumanbHom paboTe.
OcobeHHOCTN OOKYMEHTOB pasfnyHbIX BUOOB
ycnyr. OpraHmsaums paboTtbl ¢ o0paleHnsMm
rpaxkgaH. Permctpaunsa obpalleHun rpaxaaH.
dopmuposanue gen. OpraHnsaums
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

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

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

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

Utoro B cemecTpe (Ha kypce ansa 3A0)

6,75

17

KoHcynbTaumm n npoMexyTodHas aTTectaums
(3auver)

34

56,75

0,25

Bcero koHTakTHas paborta n CP no
OUCUUNIIHe

51,25

56,75

4 KYPCOBOE NPOEKTUPOBAHUE

KypcoBoe npoekTupoBaHue y4e6GHbIM NiaHoM He NpeaycMoTpeHo
5. ®OH[, OLLEHOYHbIX CPEACTB ANnA NPOBEAEHUSA MPOMEXYTOYHOM ATTECTALUMU

5.1 OnucaHue nokasarenemn, KputepuneB U CUCTeMbl OLleHUBaAHUA pe3ynbTaToB 06yquml

5.1.1 NMokasaTtenu oueHMBaHUSA

Kon HanmeHoBaHWe oueHOYHOro
MokasaTenu oueHnBaHUA pe3ynbTaToB 0bydeHus
KOMMNeTeHUun cpeacTea
ManaraeT o6Lime 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.

anIMeHFleT npasuna n nopaaoK BegeHua aenonpomn3soctea U
QIMEKTPOHHOIo ﬂ,OKyMeHTOOGOpOTa.

5.1.2 Cuctema u KpuTepum oLeHUBaHUSA

Kputepun oueHMBaHUA CHOPMMUPOBAHHOCTY KOMMETEHLMI

LLikana oueHnBaHus
YcTHoEe ¢

obecepoBaHue

MucbmeHHas paboTa




[laH nonHbIN, MCHEpPNbIBAKOLLMA OTBET, SBHO
[EMOHCTPUPYHOLLMIA MOHUMaHWe npegmeTa
W 3pyAMLMIO B OLleHMBaeMom obnacTtu.
MpakTnyeckoe 3agaHne BbLINOSIHEHO B
norniHomMm obbemMe ¢ cobnoaeHnem
HeobXxoauMo nocneagoBaTeNbHOCTU
OencTBuin. AHanu3 cutyaumm

3auTteHo npodeccnoHanbHoOM AeATENbHOCTH
BbINOSTHEH Ha NPOeCCMOHaNnbLHOM YPOBHE.
Bo3MOXHbI He3HaunTenbHble OLUNMOKK UMK
HeJo4eTbl, UCMpaBnEeHHbIE CTYAEHTOM C
NMOMOLLIbI0 «HaBOAALLMX» BOMPOCOB
npenogasarens.

YuuTbiBaoTCcA 6annbl, HAKOMNMEeHHbIE B
TeyeHue ceMecTpa.

HecnocobHocTb 0TBETUTL Ha Bonpoc 6e3
nomMoLLM sk3ameHaTopa. HesHaHune
3HaYUTENbHOW YacTW NPUHLUMMIMANBEHO
BaXKHbIX 311IEMEHTOB ANCLIUNIUHBI.
MHorouncneHHble rpyobie owmoku.
MpakTuyeckoe 3agaHne He BbINOMHEHO.
AHanus cutyaumm npodeccnoHarnbHom
OesTenbHOCTM He BbINMOMHEH.

He yuuTbiBaloTCA 6annbl, HAaKONNEHHbIE B
TeveHue cemecTpa.

He 3auTteHo

5.2 TunoBble KOHTPOJIbHbIE 3alaHUSA UMK UHbIE MaTepuarnbl, HeOOXoAUMbIe ANA OL,eHKU 3HaHUW, YMEHUH,
HaBbIKOB U (UNK) oNbiTa AEATENLHOCTU
5.2.1 MNepeyeHb KOHTPOSbHbIX BONPOCOB

Ne n/n | ®dopmMynnpoBKM BONPOCOB

Cemectp 6

MoHatne LI,OKYMeHTOO60p0T n nenonpon3BoacTtBo.

XapakTepucTuka, CBOMCTBA, NPU3HAKKW, PYHKLMM AOKYMEHTa.

MoHatne LI,OKyMeHTHOVI KOMMYHUKaUnUn.

anIHLI,VII'IbI opraHusaunum D,OKyMeHTOOGOpOTa

OT1anbl JOKymMeHToobopoTa.

HomeHKnaTypa nen Kak UHCTPYMEHT obecneyeHus COXPaHHOCTN OOKYMEHTOB.

Opl’aHVI3aLWIF| XpaHEeHUA OOKYMEHTOB B CTPYKTYPHbIX noapa3neneHunsx.

,D,OCTyI'I N CPOKN XpaHEHUA OOKYMEHTOB.

Olo|N|o|O|b|wWIN]-~

Buabl AOKYMEHTOB.

10 TpeboBaHWs K COCTaBNEHUIO U ODOPMIIEHNIO AOKYMEHTOB.

1 OpraHunsaLmoHHbIE OKYMEHTbI.

12 PacnopsiguternbHble JOKYMEHTHI.

13 MHdopmaunoHHO-cnpaBoYHas JOKYMeHTaums.

14 OdopmnieHne n paboTta ¢ BHYTPEHHEN JOKYMEHTaLMN

15 [orosop — ero Buabl, CTPyKTypa.

16 KoHdumaeHumanbHas MHopMauma 1 ee 3alumra.

17 Kagposas fokymeHTauus.

18 MpuHUMNBI 4enOoBOW Nepennucku.

19 MpuvHUMNBI cocTaBneHns ouLManbHOro NMCbMa.

20 Buapbl n ocobeHHOCTN 4enoBO KOPPECNOHAEHLNN.

21 OTMKeT B 4enoBON Nepenucke.

22 CTpykTypa 3akoHO4aTeNbHOWM U HopMaTUBHON 6a3bl 4ENONPOM3BOACTBA.

23 HopmaTuBHO-MeTOoaUYECKNE aKThI.

24 MHdopmaunoHHO-CcnpaBoYHble JOKYMEHThI B coLmansHon caepe.

25 OcobeHHOCTN NOArOTOBKM U O(DOpMJ'IeHVIﬂ OOKYMEHTOB B CUCTeMe columnanbHbIX cny>|<6

26 OcoGEHHOCTM JOKYMEHTOB Pa3fMyHbIX BUOOB YCIyT.

27 OpraHusaums paboTtbl ¢ 0bpaLlLleHUsSIMU rpaxaaH.

28 OpraHusaumns onepaT1BHOrO XpaHeHus.

29 MoaroToBka MCNOMHEHHbIX AOKYMEHTOB K apXMBHOMY XpaHEHUIO.




30 ABTOMaTM3aLMS JOKYMEHTOBEAEHUS 1 Oenonpon3BoaCcTBa.

31 ONEKTPOHHBIN AOKYMEHTOOOOPOT B CUCTEME COLMANbHBIX CIyX0

32 BesonacHocCTb, AOCTYNMHOCTb U KOHTPOJ1b B 3JIEKTPOHHOM ﬂOKyMeHTOO60pOTe.

5.2.2 TunoBble TeCTOBbIEe 3a4aHus

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

b) Bu3a;

B) oeno;

M) nudopmauums.

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

B) natuHckoro;

B) aHrnunckoro;

IN) rpeyeckoro.

3. CoBOKyNHOCTL paboT, CBA3aHHbIX C CO30aHNEM JOKYMEHTOB, UX PeErncTpaumen,
Knaccudukaumen, OBMmKEHNEM, YH4ETOM U XPaHEHNEM Ha3bIBAKOTCS ...

A) koppecnoHaeHuuen;

b) nenonponassoacTeom;

B) oOKyMeHTMpoOBaHWeEM;

") BOKYMEHTOOBOPOTOM.

4. MNpukas — aTo ...

A) pacnopsiaMTenbHbIN AOKYMEHT;
B) nHdOpPMaLMOHHbIV AOKYMEHT;
B) cnpaBoYHbIN AOKYMEHT;

M) MNYHBIN 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. CoctaBuTb U 0POPMUTL CryXebHble NcbMa, He06XoAMMbIE B AaHHbIX YMpaBeHYeCcKMX CUTyaumsx:

Cutyaums:

YnpaeneHue no genam Monofexu ropoga 3arocka nMCbMOM 3a NOAMUCHIO 3aM. AVPeKTopa ynpaBreHus
CeepukoBa A.B. yBegomun pykoBoactso monogexHoro knyéa MO N 2 o Tom, 4YTo B CBSI3W C pa3BUTUEM ynpaBreHust no
Aenam mornogexu convrens 3gaHusa MonoaexHoro kry6a MO N 2 gormkHo 6bITb NepeaaHo AN TEXHUYECKUX HYXA,
ynpasneHus. VicnonHutenem BacunbeBor no nopyyeHuto gupekrtopa MonogexHoro knyéa MO N 2 r. 3arocka,
pacnonoXeHHoro Ha npocnekte MudypuHCKOM, oM 22, GbIfNo COCTaBMEeHO NUCbMO, aApecoBaHHOe OTAEeNy Nnucem
YnpaBneHue no genam Monogexu ropoga 3arocka, yn.Teepckasi, 13, B KOTOPOM AMPEKTOP MorogexHoro knyba MO N




2 O.A. AbpamoBa npocuna pa3obpaTtbCcsi B JaHHOM BONpPOCe, MOTUBMPYS TeM, 4YTo B paioHe MO N 2 mMonoaeHbix
NPOCTPAHCTB Afsi Pa3BUTUS MOSIOL0r0 NMOKOSNIEHMS HEAOCTAaTOYHO M HE BCE MOJSIOAbIE MOAN MOTYT nocelaTtb
yupexaeHus ans ouanyeckoro, TBOPYECKOro U TEXHUYECKOTO, KyNbTYPHOro passuTus. Mncbmo 6o oTBETOM Ha
NONyYeHHbIN OOKYMEHT OT YnpaBreHus.

2. CocTaBuTb M 0POPMUTL JOKNaAHbIE, U 06 BbACHUTENBHbIE 3aNUCKN, HEOOXOAMMbIE B CreayoLnx
yrNpaBrieHYEeCKMUX CUTYaLMAX:

Cutyauus:

PykoBoauTenb koHcynbTaunoHHo-meToanyeckoro otaena O.B. Tokapeea obpaTtunack k aupektopy CIb
FBYCOH «KomnnekcHbI LEHTP coumanbHOro obcnyxuBaHunst HaceneHust Kuposckoro panioHa CaHkT-IeTtepbypray r-Hy
A.[. NeBneBy ¢ ooknaaHONM 3anMCKON 0 HEOOXOANMOCTU YBENUYEHUS LUTATHOW YMCNEHHOCTU oTaena. B aoknagHon
3anvcke O.B.TokapeBa coobliana o TOM, YTO B HAcTosiLLee BpeMsl ANs ycneLwHon paboTel oTaena Heobxoanmo
yBenunyeHne 6asbl AaHHbIX O NOTEHUMAanNbHbIX KNneHTax. 1o ee MHEHMIO, OOHUM N3 Hanbornee pearnbHbIX NyTen
pacwmpeHus 6a3sbl 4aHHbIX ABNAETCS NOCTOAHHbIN aHan13 nHdopmauus o knmeHTax KomnnekcHoro LeHTpa. B cBasu ¢
TEeM, YTO OTAEN B ero HactosiweMm cocTtase (5 COTpYAHMKOB) HE MMEET BO3MOXHOCTM OpraHn3oBaTb NogpobHoe udyyeHve
6a3sbl noTeHumanbHbIX knueHToB, O.B. TokapeBa cuntaeT LenecoobpasHbiM BBECTM B LUTAT OTAENA AONONHUTENBHYIO
OOMKHOCTL cneumanucTa no paboTte ¢ 6a30K gaHHbIXANSA U3YYEHUS] U aHanNU3a NoTeHUManbHbIX KITMEHTOB, a Takke
NOAroTOBKM onepaTMBHON MHdopMaumm Ans pa3paboTkM COOTBETCTBYHOLLMX METOAMK U A4S 0DOPMIIEHUS
exeHefenbHbIX 0T4eTOB. B goknagHon 3anncke TokapeBa Npeasioxkuna Ha 3Ty OJPKHOCTb nogobpaThk COTPyAHMKA U3
yncna BbiNyCKHUKOB kadenpbl CoumansHow paboTsl 1 npasa Cr6IryYMTH.

3. CocTtaBuTb 1 0hOPMUTE NPUKa3bl NO NMYHOMY COCTaBY, HEOOXOAUMbIE B AaHHbIX

ynpaBreH4YecKmMx CuTyaumsx.

Cutyauus.

BoeinyckHuua cakynbTeTa ynpasneHus PoCCMNCKOro rocyaapCTBEHHOro rymaHuTapHoro yHusepcuteTa [leHncosa
TaTbsiHa MuxaiinoBHa 20 uions TekyLlero roga noctynuna Ha paboTy B Poccuiickoe areHTCTBO MexayHapoaHoro
coTpyaHnyecTtBa 1 passutna (PAMCKP) Begywimm

cneumanucToM YnpaeneHus genamun. AreHTCTBO SABMSETCH rocyAapCTBEHHOW opraHm3aumen npu
MpaButenscTBe P® 1 ocywecTBnaeT Habop cnyxalmux TonbKO No gorosopy. [JoroBop nognucaH OT MMEHW areHTCTBa
ero npeacegatenem LWoxuHbiv A.H. NpoekT nprukasa no NM4YHOMY COCTaBy NOAroTOBEH MHCMEKTOPOM MO Kagpam
Conosbeson W.I'. 20 nionsa n B TOT ke AeHb 3aBM3NPOBaH Ha4YanbHWKOM ynpaBneHust kagpos Apbysosbim 1.H. n
ynpasnsowmum genamm Muxeesbim B.U. MNMpukas nognucax 21 nionga n obbsAsneH [JeHNcoBown noa pacnucky.

4. CocTaBuTb 1 0OOPMUTL 3asiBIIEHUE:!

Cutyaums:

3aBepgytowas otaenom MonoaexXHow NonMTMKA 1 B3aUMOAENCTBUSA € 0OLLECTBEHHBIMY OpraH13aumnsmMm
agMuHucTpauun ®pyHaeHckoro pavioHa r. CaHkt-lNetepbypra Comosa AHHa MBaHoBHa 15 Mas Tekywiero roga
obpatunace k maese agmunHucTpaummn dpyHaeHckoro pavioHa CaHkT-leTepbypra Ceposy K.H. ¢ npockbon
npenocTaBuTb e oTnyck 6e3 coxpaHeHus 3apaboTHon nnaThbl ¢ 16 no 18 mas Nno cemenHbIM 06CTOATENLCTBAM.

5.3 MeToaunyeckue maTepuanbl, onpegensowme npoueaypbl oLeHUBaHUMA 3HaHUN, YMEeHUN, BnageHui (HaBbIKOB
¥ (WNKN) NpPaKTUYeCKOro onbiTa AeATEeNIbHOCTH)

5.3.1 YcnoBus gonycka oby4arowierocs K npoMexyTo4HoOM aTTecTaumm U NopsiaoK NMKBMAALMA aKkaAeMM4ecKomn
3a[0MKEeHHOCTH

MpoBeaeHe NPOMEXYTOYHOI aTTeCTaLMN PErMamMeHTUPOBAHO JTIOKamNbHbIM HOPMaTUBHbLIM akToM CM6rYMNTA
«lMonoxeHne o0 NpoBeAEHNM TEKYLLLErO KOHTPOIIS YCNeBaeMOCTU U NPOMEXYTOYHON aTTecTtaumm obyyaroLwmxca»

5.3.2 ®opma npoBeaeHUsi NPOMEXYTOYHOM aTTecTaumMm No AUcCUmnIIMHe

YcTHas + lMNucbmeHHas KomMnbloTeEpHOE TECTMPOBaHNE NHas

5.3.3 Ocob6eHHOCTHM NpOBeAEHUs NPOMEXYTOYHOW aTTecTauum No ANCUUNIINHe
Ha NoAroToBKY K 3a4eTy oTBoauTcst 40 MUHYT.

6. YYHEBHO-METOANYECKOE N UH®OPMALIMOHHOE OBECNEYEHWE OUCLUUNITUHDbI
6.1 YyebHasa nutepartypa

ABTOp | 3arnasue | WN3paTensctBo | op nsgaHua | Ccbinka
6.1.1 OcHoBHas yyebOHas nutepartypa
KysHeuoBa, U. B., KoHdunaeHumansHoe http://www.iprbooksh
XavaTtpsiH, . A. €e10npom3BoaCTBO U . op.ru/97083.html
P gaU.I,I/ILI.FI,)eHHbIIZASJ'IeKTpOHHbIIZ Mocksa: Av INu Ap Meana 2020 P
[OKYMEHTOO00poT
Bypmuctpos, A. H., KagpoBoe CaHkT-MeTepbypr: CaHKT- https://www.iprbooks
CuHsiBnHa, M. T1., [enonpovsBoaCcTBO U MeTepbyprckuii hop.ru/116130.html
Kanuuuna, O. B. CTaHdapTusauus Tpyaa MONNTEXHNYECKUI 2020
yHuBepcuTeT lNeTpa
Benwukoro




EropueHko, T. U.

,D,eJ'IOI'IpOVI3BO,D,CTBO n

Cvmdeponons:

https://www.iprbooks

[OKyMeHTOObopoT Ha YHMBEPCUTET SKOHOMMUKM 2023 hop.ru/136265.html
npeanpuaTnm N ynpaeneHus

6.1.2 lononHuTenbHasa y4ebHasa nutepartypa

YepHoban, H. b. [enonpons3BoacTso B https://www.iprbooks
KOMMepYeCcKomn CTtaBpononb: CekBowisi 2020 hop.ru/121665.html
[eaTenbLHOCTH

Cnuyak, A. B. KoHduaeHumanebHoe HwkHeBapTOBCK: https://www.iprbooks
[enonpon3BoacTBo HmmHeBapTOch? 2020 hop.ru/118982.html

rocyaapCTBEeHHbIN
yHUBEpCcUTEeT

6.2 NepeyeHb NpodeccnoHanbHbIX 6a3 AaHHbIX U NH(OPMALMOHHO-CNPABOYHbIX CUCTEM

OnekTpoHHO-6mbnuoTedHasa cuctema IPRbooks [OnektpoHHbin pecypc]. URL: http://www.iprbookshop.ru/

OdomumanbHbii cant KoHcynbTaHTlntoC - 3akoHogatensctBo PO KogeKcbl U 3aKOHbI. [ONEKTPOHHBIN pecypc].
URL:https://www. cons-plus.ru /

OdmumanbHbii cant AgMuHncTpaunm Cankt-MNetepbypra [OnekTpoHHbIn pecypc]. URL:https://www.gov.spb.ru/

6.3 I'IepetleHb JNINLEH3MOHHOro n cBo60AHO pacnpocTpaHsaeMoro nporpamMmmHoro obecneyeHus

1C-butpukc: BHyTpeHHUI nopTan y4yebHoro 3aBefeHus
Microsoft Windows

6.4 OnucaHme maTepmanbHO-TEXHMYECKOMN 6a3bl, HEO6X0AMMOM ANA OCYLIeCTBNEeHUA obpa3oBaTenbLHOro
npouecca no gucumnsivHe

AyauTopus OcHalleHune
NekumoHHas MynbTumegnnHoe obopynoBaHue, cneunannavpoBaHHas mebenb, Aocka
ayguTopus

KomnbloTepHbIn Knacc

MyanI/IMeLI,I/IVIHOG O60pyLI,OBaHVIe, KOMMNbKOTEPHaAA TEXHNUKA C BOSMOXXHOCTbIO MOAKIMHOYEHNA K

cetn «MHTepHeT» 1 obecnevyeHmem JOCTyNa B 3NEKTPOHHYH UHPOPMaLMOHHO-
obpasoBaTenbHyo cpeay
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