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Pabo4asn nporpamma coctaBfiieHa Ha ocHoBe ®I'OC BO n yyebHoro nnaHa MITY no HanpaBneHMIO
noarotoBku (cneumanbHocTn) 38.03.04 NocygapcTBEHHOE U MyHULMNAIbHOE yNpaBiieHne

CocTtaBuTenb pabouyen nporpamMmmsi:
JoueHT , KaH4. COLKNOJI. HAaYK MoanncaHo npocton 30
15.07.2024

([OJHKHOCTb, y4eHoe 3BaHue, CTerneHb) (NOANNCH) (®.1.0.)

Xaryp ®aTtumMma PauingoBHa

Pabouan nporpaMma yTBep>XAeHa Ha 3acenaHum Kadenpbi:
YrpaBneHns U TaMOXXEHHOro Aesa

3asefyownin Kagenpon:

(Ha3BaHuMe Kadenpsl)

16.07.2024 MoanncaHo npocton 3 KyuiTaHok CBeT/aHa
16.07.2024 AcCKepoBHa
(mo4annce) (®.1.0.)
CornacoBaHo:

PykosoauTtens OMOT

3aBenyloWmni BbiMycKatoLwen

Katenpon
Mo HamnpaBJIEHWNIO NOAFOTOBKU
(cneumanbHoOCTK)

16.07.2024 MoanucaHo npocton 3l KyuwTtaHok CBeTnaHa

16.07.2024 AckepoBHa
(moannce) (®.1.0.)
CornacoBaHo:
HB MI'TY
(Ha3BaHWe noapa3fesieHns)
16.07.2024 MopnucaHo npocton 3N N. b. bepbepbaH

16.07.2024

(noonwnce)

(®.1.0.)
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1. Llenm n 3apaum yuyebHom aucumniamibl (Moayns)

Llenbio KBanNpPrKaLuMoOHHOro 3Kk3aMeHa no moays "CekpeTapb-agMUHUCTPATOP" ABNSETCS
opmMmpoBaHue y oby4arowmxca noHMMaTb CYLWHOCTb 1 3Ha4YeHne nHgpopMaum B pa3snutum
COBpeMeHHOoro nHdopMaumnoHHoro obuwectsa, cobnonaTe 0OCHOBHbIe TpeboBaHMA MHHOPMALIMOHHON
6e3onacHoOCTK, B TOM 4YuUcCie 3aWmThl FOCYyJapCTBEHHON TalHbI, @ Tak XXe hopMUpoBaHme
cnocobHocTu K 0606LeHnto, aHann3y, BOCMPUATUIO MHOPMaLLIUK, MOCTaHOBKE Lienn 1 Bbibopy
nyTen ee OOCTUXKEHUS, YMEHME NOrNMYeCKn BEPHO, apryMeHTUPOBaHO N ACHO CTPOUTL YCTHYIO U
MUCbMEHHYIO peyb.

Ina peann3auunm nocTaBJ/IEHHON Lienn HeobxoanMo peLinTb ceayolme 3aaa4u:

- OCBOEHWE CTyAeHTaMn OCHOBHbIX BUAOB 1 (DOPM AOKYMEHTUPOBAHHOW UH(OpMaL K,
TEeopeTNYeCKNX OCHOB 1 METOA0/10M MM AOKYMEHTaLMOHHOro obecnevyeHns ynpasieHus;

- YSICHEHME CTYAEeHTaMN CYLLHOCTU 1 3HAaYeHUSA JOKYMEHTUPOBAHHOW MHMopMaLumn B obLiecTse 1 B
chepe ynpaBJIEHUS; -UCMOJIb30BAaHNE PA3JINYHbIX (DOPM TEKYLLEr0 Y MPOMEXXYTOYHOrO0 KOHTPOJIS
3HaHW: CEMUHAPOB, KOJIJIOKBMYMOB, ANCMYTOB, POJIEBLIX UFP, HAMUCAHNS KOHTPOJIbHbLIX paboT,
pedepaToB, BbINOJHEHWSI TEKCTOBbIX 3a4aHWUIA;

-BoBJieHeHne CTyaeHToB B Hay4HO-UccnenoBaTe/ibCKYHO pa60Ty C Uenblo pa3BnTna y HUX
TBOp‘-IeCKOIZ MHUUMATUBBLI, YMEHUSA CaMOCTOATEsNIbHO MPUHNMaTb FPaMOTHbIE peLleHns n opopMnaTh
OOKYMEHTbI,
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2. MecTto pucumnauHbl (Moaynsa) B cTpyktype Ol no HanpaBsieHuUio
noaAroToBkKM (cneuuasbHOCTHU)

Monynb «CekpeTapb-aAMUHUCTPATOP» BXOAUT B NepeyeHb ANCLUUMINH BapuaTuBHol YacTtu Orl.
OHa uMeeT npeawecTByOLME JIOrNYeCcKme N CoaepXaTelbHO-MeToANYEeCKME CBSA3N C
ancuunanHamm 6a3oBon YacTu «Teopus ynpasneHusa», «OCHOBbI YNIpaBeHUsa NepcoHanom», a
Tak>xe ConyTCTBYKOLME CBA3N C ANCLUMINHON Mo BbiBOpy BaprMaTUBHOM YacTn «Cuctema opraHoB
rocygapCTBEHHONM BACTW» 1 Ap. AucumnianHa oCHOoBaHa Ha 3HAHMSX Hay4YHbIX 3aKOHOB
rocygapCTBEHHOro yrnpasneHus. g oCBOEHUS ANCUNMNIIMHBI HEOOXO0ANUMbI 3HAHUS CYLLIHOCTH
aAMUHNCTPATUBHOIO YNpaB/ieHs, OMnbiTa 3apybeXxHbIX CTpaH B 06,1aCTV pas3BUTuUS
aAMUHUCTPATUBHOIO ynpasBaeHus. AncunnamHa HanpaeJsieHa Ha U3y4yeHne CUCTEMbl HOPM,
NMPUHUMMNOB U LEHHOCTEN, KOTOPble UMEIT CoLMaibHO Bceobllee 3Ha4YeHNe U KOTOPbIMU
PYKOBOACTBYIOTCS IIOAMN B CBOEM peasibHOM NoBeAeHUN.
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3. MNepeyeHb NaHUpPyeMbIX pe3ysibTaTOB 00y4YeHus No AuCUUNINHE
(MOAYyN0), COOTHECEHHbIX C NIAHUPYEMbIMU pe3ysibTaTaMU OCBOEHMA
obpasoBaTesibHOW NPOrpaMmMmbl.

Mpouecc n3y4yeHnsa gNCLUUMINHBI HanpaBiieH Ha opMUpOoOBaHue cnenyowen(nx) komnetTeHunn(in):
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4. Obbem gucuunnuHel (Moayna) n Buabl yauedbHon padorbl. Obian
TPYAOEMKOCTb AUCLUNJINHDI

06bem ancumnavHbl 1 BUObl yiebHom paboThl Mo o4HOW opMe oby4eHus.

®DopMbl KOHTPONA | Bupbl 3aHATUN UToro yacos 3.e.
(konuyecTBo)
3K KoHTponb
Kypc 3 [Cem. 5 1 0.35 0.35 0.35

O6bem ancunnanHbl 1 Buabl y4ebHom paboTbl Mo 3a04HoN hopme obyUeHus.

®DopMbl KOHTpOAA | Bupbl 3aHATUMRA WUToro yacos 3.e.
(konunyecTBo)
3K KoHTponb
Kypc 4 [Cem. 7 1 0.35 0.35 0.35

O6bemM ancunnanHbl n Buabl y4ebHon paboTbl N0 0O4HO-3a04HON hopMe 0byHeHus.

®DopMbl KOHTPONA | Bupbl 3aHATMR UToro yacos 3.e.
(konunyecTBo)
3K KoHTponb
Kypc 3 [Cem. 6 1 0.35 0.35 0.35

6/19



5. CTpyKTypa u coaep>XaHue y4eOHOW M BOCNUTATEJIbHON AEATEJIbHOCTU NMPU peasiu3auum AUCLUNJINHDbI

5.1. CTpyKTypa OAUCUUNANHBI A8 0O4HON hopMbl 0ByYeHUs.

CemMm Paspen ouMcuUMNAUHBI Hepen Bupbl yuebHou paboThbl, BKJIlOYaA CaMOCTOATEJIbHYIO paboTy m dopMbl TeKyLero/npome
A ceMe TPyAoeMKOCTb (B 4acax) )XYTOYHOM KOHTpPONA

cTpa JNlek Jla6 npe cPn KPAT |KoHTpoO CcP C3 ycrneBaeMoCTH TeKyLlero
nb (no HepensamMm cemecTpa),

NPOMEe>XyTO4HOMN

aTTectauum (no

ceMecTpam)
1 2 3 4 5 6 7 8 9 10 11 12
UTOro: 0.35

5.2. CTpyKTypa ANCUMNAMHBI A8 3a04HON hpopMbl 06yYveHuUs.

Cem Paspen pucumnnamHbl Bupbl yuebHoM paboThbl, BKJIlOYaA caMOCTOATesIbHYIO paboTy u
TPYAOEMKOCTb (B Yacax)
Jlexk Ja6 ne cPn KPAT |[KoHTpoO CcP C3
b
1 2 4 5 6 7 8 9 10 11
7 KBangurKauMOHHbI 3K3aMeH 0,35
UTOro: 0.35

5.3.CTpyKTypa AMCLUMMNANHBI A8 O4HO-3204HON popMbl 06yHeHUS.

CemMm Paspen oucumMnanHbI Bupbl yuebHoU paboThbl, BKJIlOYaA caMOCTOATEIbHYIO paboTy m
TPYAOEMKOCTb (B Yyacax)
Jlexk Jab ne cPn KPAT |[KoHTpoO CcP C3
Jib
1 2 4 5 6 7 8 9 10 11
UTOro: 0.35
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5.4. Copep>xaHue pa3nenoB Aucumninibel (Moaynsa) «KBannukaumoHHbIA 3K3aMeH no moaynio "Cekpetapb-agMUHUCTPaATOP"»,
obpa3soBaTesibHble TEXHOJIOTUHU

Y4eOHbIM MIaHOM He NpeayCcMOTPEHO
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5.5. MpakTuyeckue 3aHATUA, UX HAMUMEHOBaHUe, coaep>XaHue n o6bLeM B Hacax

Y4eOHbIM MIaHOM He NpeaycMOTPEHO

CUMYNISILMOHHbBIE 3aHATUA, UX HAUMEHOBaHue, coaep>kaHue U o6beM B yacax

Y4eO6HbIM MJIaHOM He NpeaycMOTPEHO

5.6. JlabopaTopHbie 3aHATUA, UX HAUMEHOBaHMe U 06beM B Yacax

Y4ye6HbIM MJIaHOM He NMpefyCMOTPEHO

5.7. MpuMepHasa TeMaTUKa KYpPCOBbIX NpoeKToB (paboT)

Y4ebHbIM MJIaHOM He MpenycMOTPEeHO
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5.8. CamocToAaTenbHasa pabora ctyneHTOB

CopepxaHune n ob6beM camocToaTesibHON paboThbl CTYLEHTOB

Cem Paspensbl  TeMbl paboyen nporpaMMmbl NepeuyeHb pOMaLLHUX 3aAaHUA U APYIMX BONPOCOB AJIA CAMOCTOATE/IbHOIO Cpoku O6bem B Hacax
CaMOCTOATEJIbHOIO U3y4eHus u3yvyeHus BbINOJ odO 30 030
HeHusA
1 2 3 4 5 6 7
[nToro: | |

5.9. KaneHpapHbii rpadukK BocnuTaTesIbHOW paboTbl N0 AUCLUMNJIMHE

Y4yebHbIM MaaHOM He NpeayCcMOTPEHO
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6. NepeyeHb yyebHO-MeTOAUUYECKOro obecneyeHus ANA CAaMOCTOATEJIbHOM
paboTbl oOyyaloWwmMxca no aucuunivHe (Mmoaynio).

6.1. MeToaMyeckue ykazaHua (cobcTBeHHble pa3paboTku)

HasBaHue

CcblIKa

MeToanyeckme pekomeHaaunm ons caMocToaTeNbHON
paboTbl obyyatowmxcsa no gucumnanHe OCHOBBI
Lenonpon3BoACTBa U AOKYMeHToobopoTa [DNeKTPOHHbIN
pecypc] : no HanpasaeHuto 38.03.04

http://lib.mkgtu.ru:8002/libdata.php?id=2100054168&DOK=0
A257A&BASE=0007AA

MeToAunyeckne ykasaHunsa rno opraHmM3aumnm caMoCToATENbHOWN
paboTbl oby4yatowmxcs no aucunniamHe «OCHOBbI
aAMUHNCTPaTMBHOIO YNpaBsieHNA» : HanpaBieHne
noarotosku : 38.03.04 N'ocygapCcTBEHHOE N MyHULMUMANbHOE
ynpasaeHue / MnHobpHaykm Poccun, dun. ®rsoy BO

http://lib.mkgtu.ru:8002/libdata.php?id=2100053040&DOK=0
BBCBA&BASE=0007AA

6.2. JiuTtepaTypa ona caMmocTosTesibHOM paboT

HasBaHue

CcblniKa

BbikoBa, T. A. [lokyMeHTaunoHHOe obecneyeHune
ynpaBaeHus (8enonponsBoacTeo) : y4ebHoe nocobue / T.A.
BeikoBa, T.B. Ky3Heuosa, J1.B. CaHkuHa ; nog pea. T.B.
Ky3HeuoBon. - 2-e nsga.,nepepab. n gon. - Mockea :
WHOPA[M, 2019. - 304 c.

https://znanium.com/catalog/document?id=419112

Acanues, A.M. OCHOBbI fieflonpon3BoACTBa : y4yebHoe
nocobue / A.M. Acanunes, N.1N. MupoHoBa, E.A. Kocapesa, I'.T".
BykoBMY ; POCCMNCKMI SKOHOMUYECKMIA YHMUBEepcuTeT nm. .B.
MnexaHoBa. - 2-e n3g.,mcnp. n gon. - Mockea : UHOPA-M,
2024. - 146 c. - (Bbicluee obpa3oBaHue: bakanaspuaT)

https://znanium.ru/catalog/document?id=432875

O6LWNn N aAMNHNCTPATUBHBLIA MEHEO)KMEHT [DNIeKTPOHHbIN
pecypc]: nocobue osa noaroToBku K aksameHy / C. 4.
tOcynosa u ap. - M.: Jawkos n K, 2019. - 384 c

https://znanium.com/catalog/document?id=358281

[po3oBa, O. C. [lenonpon3BoncTBo : y4ebHoe nocobue gns
By3oB / O. C. 'po3oBa. — 2-e n3a. — MockBa : U3gaTenbCcTBO
HOpanT, 2024. — 131 c. — (Bbicwee obpa3zoBaHme). — ISBN
978-5-534-15964-6. — TeKCT : 3N1eKTPOHHbIN //
Obpa3oBaTenbHasa nnaTdopma KOpanT [canT]. — URL:
https://urait.ru/bcode/539522

https://urait.ru/bcode/539522

Y4yebHo-MeTOoOMYECKME MaTepuabl A1a caMocToaTesibHOM paboTbl 0by4vatowmxcsa us yncna
WHBANIMAOB M JINL, C OFPaHNYEHHbIMM BO3MOXKHOCTAMM 300poBba (OB3) npenoctasnsioTca B hopMax,
afanTMPOBAHHbIX K OrpaHNYeHNAM NX 300PO0BbA U BOCMPUATUS NHOpMaLnn:

ONs VL C HapyLeHMAMKN 3peHuns:

¢ B (popMe 3/IeEKTPOHHOIr0 OOKYMEHTa,
B hopmMe ayaunocpanna,
B ne4vyaTHon hopMe Ha s3blke bpanns.

ONns nuu c HapyLweHuamMu cnyxa:

e B MevyaTHOW chopme,
e B (hopMe 3/IeKTPOHHOr0 OOKYyMeHTa.

B MeYaTHOWN hopMe yBeMYEeHHbIM PN TOM,

Ona nuy ¢ HapylweHnaMu onopHo-ABUraTeIbHOro annapaTa:

e B nevyaTHomn opme,

¢ B (popMe 3/IeEKTPOHHOIr0 OOKYMEHTa,
e B hbopMme ayanocpanna.

&
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7. ®OHA OUEHOYHbIX CPencTB AN NPOBeAEeHUA NPOME)XXYTOYHOMN
aTTectauumm obyyalwmuxca no gucuunauHe (moaynio)

7.1. NepevyeHb KOMMNETEHLUUN C YyKa3aHMeM 3TanoB ux (popMMpoBaHUsA B NpoL,ecce 0CBOEHMUS
obpasoBaTesibHOW NPOrpaMMmbl

Tanbl d)OpMMpOBaHMH KoMneTeHuuum HauMmeHoOBaHue yqe6|-|b|x
(HoMep ceMecTp CorsacHoro y4ebHomy nsaaHy) OUCLUUNJINH,

(e L:>To) 390 03%0 cdopmMupyoue
KoMneTeHUMU B npouecce
OCBOEHMA
obpasoBaTesibHOM
nporpamMmmbol

7.2. OnucaHMe nokKasartesnen u KputepueB oueHUuBaHuA KOMMNEeTeHL MM Ha Pa3JINYHbIX
dTanax MuXx CbOpMVIpOBaHVIﬂ, onucaHuve WKaJsibl oOueHUuBaHusAa

MnaHupyeMsbie KpuTepuu oueHUBaHUsA pe3ysbTaToB obyuyeHus HaumeHoBaHue
pesynbTaThl HeyAoBNEeTBOPUT |yaoBneTesoputen XopoLio OTJINYHO OLEHOYHOro
oCBOeHMA enbHOo bHO cpeacTBa

KOMMeTeHUUn
1 2 3 4 5 6

7.3. TunoBbie KOHTPOJIbHbIE 3aAaHUA U UHble MaTepuasnbl, HeobxoauMbIe ANA OUEHKH
3HaHUW, YMEHUNA, HaBbIKOB U (U1K) onbiTa AEATEJILHOCTU, XapaKTepUu3yloLWux Tanbl
cdopMupoBaHMA KOMNETEeHLU ! B NpoLecce oCcBoeHusa obpa3oBaTesibHOW NPOrpaMMmbl

Bonpocokl K KBa/IMPUKaALMOHHOMY 3K3aMeHY no Mmoayso "CekpeTapb-aaMUHUCTpaToOp"
1.Mpunka3Hoe oenonponusBoaCcTBO.
2.Konnexckoe 0enonponssoncTseo.
3.icnonHnTenbHoe 0enonponsBoacTBO.
4.PocCnNCKMe TEXHOOMrMK AeN0onpon3BoacTBa B XX BEKeE.
5. JlInueH3npoBaHue ynpaBaeH4YeCKoON OeaTeNbHOCTH.
6. CepTucdmnkauusa ycnyr B cpepe yrnpasieHUs.
7. 3Tanbl N BUAbl cepTudnkKaummn ycayr.
8.MoHATNe n 3HavYeHne yHUgmrKaumn.
9. Knaccndukaumsa opraHnu3auMoHHO-pacnopagnTenbHON AOKYMEHTauum..
10. PacnopsaguTenbHble OKYMEHTbI.
11. Ctagun noaroToBKN pacnopagnTesibHbiX JOKYMEHTOB.
12. OpraHu3aunoHHbIE LOKYMEHTHI.
13. CucteMaTm3lauusa n yHnpurkauma 4OKyMeHTaunn.
14. T'pynnnMpoBKa OOKYMEHTOB N0 OTAE/IbHbIM MPU3HaKaM 04HOPOLAHOCTN.
15. lokymMeHTaumnsa rno AM4YHOMy COoCTaBy.
16. CocTaB 1 nocsiegoBaTeNIbHOCTb PACroJIOXKEHUA LOKYMEHTOB B JINYHOM fene.

17. JoBepeHHOCTHN, pacnncku. 1
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8. TpynoBble KHNXXKMW.
19. MpaBuna ohopMNeHns CNy>XebHbIX NUCeM.
20. HekoTopble BUAbI MUCEM.
21. Pa3zHOBMAHOCTU CAyKeBHbIX NnucemM.
22. O6bACHUTENIbHbIE N OOK/aAHble 3arnnucKu.
23. Cnpaskwu.
24. AKTbl.
25.NoHATVE N 3HAYEeHNE MapPLWPYTHOW OOKYMeHTauun.
26. Knaccugpmkaumsa ynpaBiaeH4YeCcKon JOKYyMeHTaLnm.
27. TpeboBaHnA N pekoMeHAaunn rno opopMaeHNI0 MapLUPYyTHON AOKYMeHTauuu.
28. O6bwasa xapaKTepUCTMKa CUCTEMbI OKYMEeHTauun.
29. X034NCTBEHHble A40r0BOPbI.
30. NpeTeH3noHHbIe NM1UCbMa.
31. MoHATME N NPUHLUNNBI OPraHn3aunn gokymeHToobopoTa.
32. Mpnem n obpaboTka BXOAALLUNX LOKYMEHTOB.
33. PacnpeneneHue, pacCMOTPEHUE N NCMOSTHEHNE NOCTYMNUBLLUNX AOKYMEHTOB.
34. MNpoxoxxaeHne n obpaboTka NCXOJALLNX N BHYTPEHHUX OOKYMEHTOB.
35. Y4yeT o6bema fokymeHTo0b60OpOTA.
36. OpraHumnsaumnsa 0oCcTaBkKU AOKYMEHTOB.
37. 3agaun n obume npaBuia perncTpaunum 4OKyMeEHTOB.
38. CnctemaTumsaumsa OOKYMEHTOB.
39. ®opmMuposaHue gen.

40. MoAaroToBKa AOKYMEHTOB K apXMBHOMY XPaHEHWIO.

7.4. MeToaunyeckue MaTtepuasnbl, onpeaensiiowime npoueanypbl oOueHUMBaHUA 3HaAHUM,
YMEHUHU U HaBbIKOB, U ONbiTa AEeATeJIbHOCTU, XapaKTepusylowux 3Tansl (popMupoBaHusn
KOMNeTeHunn

Kputepun oLeHKN 3HaHMN CTyOeHTOB Ha 3K3aMeHe

OueHKa «OTJIMYHO» - BbICTABASETCS CTYLAEHTY, NOKa3aBLUEMY BCECTOPOHHME,
cucTeMaTM3NPOBaHHbIE, FNybokMe 3HaHUA y4ebHOoM NporpaMMbl ANCLUUMIINHBI U YMEHME YBEPEHHO
NPUMEHSTb UX Ha MPaKTMKe Npu peLleHNn KOHKPEeTHbIX 3aaay, cBobogHoe 1 npaBusibHOE
060CHOBaHMe NMPUHATLIX PeLleHniA.
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OuEeHKa «XOpPOoLOo>» - BbICTAaBAAETCS CTYAEHTY, €C/ZIN OH TBEPAO 3HAaeT MaTepuas, rpaMoTHO 1 Mo
CYLeCTBY M3naraeT ero, yMeeT NpMMeHsTb MoJlyYeHHble 3HaHWUS Ha NPaKTUKE, HO AOMYCKAEeT B
OTBETE UM B pPeLleHnn 3afa4 HEKOTOPbIE HETOYHOCTU, KOTOPbIE MOXKET YCTPAHWUTb C MOMOLLbIO
IOMOJIHUTE/IbHbLIX BOMPOCOB NpenofaBaTens.

OueHKa «y[,0BJIETBOPUTEJIbLHO» - BbICTABJISETCA CTYAEHTY, NOKa3asLeMy hparMeHTapHbIN,
pa3pO3HEHHbI XapaKTep 3HAHW, HEAOCTAaTOYHO NpaBUJIbHble POPMYNNPOBKN BA30BbLIX MOHATUN,
HapyLLUEHUS NOrMYeCcKon NocrenoBaTe/IbHOCTU B U3JI0XKEHMW NPOrpaMMHOro MmaTepuana, Ho npu
3TOM OH BJlafieeT OCHOBHbIMU pa3aenamMmn y4ebHom nporpaMmbl, HEOOXOANUMBIMU ONA AafibHENLEero
oby4eHNss 1 MOXKET NPUMEHSTb NOSIyYeHHbIe 3HaHUA Mo ob6pa3uy B CTaHAAPTHON cTyaumun. OueHkKa
«HeyAO0BJIETBOPUTEJIbHO> - BbICTABNSETCA CTYAEHTY, KOTOPbIN He 3HaeT 6osibliein YacTu
OCHOBHOI0 coAepXaHuns y4ebHo nporpaMmbl ANCLMMNNHBI, fONyCcKaeT rpybbie owmnbkmy B
hOpMyINPOBKaAX OCHOBHbIX MOHATUA ANCLUUNIIVHBI N HE YMEET NCMO0JIb30BaTb NMOJy4YEHHbIE 3HAHWS
Npu peLeHnn TUNOBbIX MPaKTUYeCKNX 3apa.
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8. YyebHO-MeTOAM4YecKOe U UH(pOopPMaLUOHHOe obecneyeHue AUCLUMUNIIUHBI

(Mmonyns)

8.1. OcHOBHaa nuTtepaTtypa

HasBaHue

CcblIKa

bbikoBa, T. A. lokyMeHTaLnoHHOe obecnevyeHune
ynpasieHus (4enonponsBoncTso) : y4ebHoe nocobue / T.A.
BoikoBa, T.B. Ky3Heuosa, J1.B. CaHkuHa ; nog pegn. T.B.
Ky3HeLo0BOW. - 2-e n3g.,nepepab. n gon. - Mockea :
NHDPA[M, 2019. - 304 c.

https://znanium.ru/catalog/document?id=419112

Acanues, A.M. OcHOBbI [e/10Npon3BOACTBa : y4ebHoe
nocobue / A.M. Acanues, .. MupoHoBa, E.A. Kocapesa, I'.T.
BykoBuY ; POCCMNCKNIA SKOHOMUYECKUI YyHBepcuTeT nm. IM.B.
lMnexaHosa. - 2-e n3g.,mcnp. n gon. - Mockea : MHOPA-M,
2024. - 146 c. - (Bbicluee obpasoBaHue: bakanaspuaT)

https://znanium.ru/catalog/document?id=432875

O6WmMin 1 aAMUHNCTPATUBHbLIN MEHEeLXKMEHT [DNeKTPOHHbIN
pecypcl: nocobue ona noaroToBku K ak3ameHy / C. 4.
KOcynosa v ap. - M.: Jawkos n K, 2024. - 384 ¢

https://znanium.ru/catalog/document?id=358281

po3oBa, O. C. lenonpon3BoAcTBO : y4ebHoe nocobue ans
By30B / O. C. [po3oBa. — 2-e 3. — Mocksa : /I3gaTenscTtso
KOpanT, 2024. — 131 c. — (Bbicwee obpa3zoBaHme). — ISBN
978-5-534-15964-6. — TeKCT : 3N1eKTPOHHbIN //
Obpa3oBaTenbHasa nnaTdopma OpanT [canT]. — URL:
https://urait.ru/bcode/539522

https://urait.ru/bcode/539522

8.2. lononHuTesIbHaA nurtepaTtypa

Ha3sBaHue

CcblniKa

MeToanyeckmne pekomeHaaUnm NS CaMOCTOATENbHOMN
paboTbl obyyatowmxcsa no gucumnanHe OCHOBBI
Aenonpon3BoAcTBa U AOKyMeHToobopoTa [DNeKTPOHHbIN
pecypc] : no HanpasneHuto 38.03.04 "[ocynapCTBEHHOE ”
MyHMLUMMaNbHOE ynpasaeHue", (04HOro n 3a04HOro
obyyeHuns) / MuHobpHayku Poccun, dun. ro0y BO Mankon.
roc. TeXHOJ. YH-T B noc. d6noHoBckom, Kad. ynp. n
TaMoXeH. gena ; [coctaButens C.U. Abpe4]. - A610HOBCKNN :
B.n., 2019. - 18 c. - bubavorp.: c. 16-17 (19 Ha3B.)

http://lib.mkgtu.ru:8002/libdata.php?id=2100054168&D0OK=0
A257A&BASE=0007AA

MeToanyeckne ykasaHua rno opraHmMsaumm caMoCTOATEeNbHOWN
paboTbl obyyatowmxca no gucunnanHe «OCHoBbI
aOMUHUCTPATUBHOIO ynpasieHnsa» : HanpasieHne
noarotosku : 38.03.04 NocynapcTBEHHOE U MyHULMMAsIbHOE
ynpasneHune / MnHobpHayku Poccun, ®dun. ®reoy BO "MITy"
B noc. 16noHoBCcKkoM, Kad. ynp. n TaMoXXeH. gena ;
cocTaBuTenb XeHeTnb H.X. - Mankon, 2022.-19 c. - 3b Hb
MITY. - URL: lib.mkgtu.ru:8002/libdata.php?id=2100053040.
- Pexxum poctyna: ceobogHbIn. - Bubnuworp.: c. 17-19 (14
Ha3B.)

http://lib.mkgtu.ru:8002/libdata.php?id=2100053040&D0OK=0
BBCBA&BASE=0007AA

8.3. NHcbopMaLMOHHO-TEJIEKOMMYHUKaLUOHHbIE pecypcbl ceTn «MIHTepHeT»

- ObpasoBaTenbHbIn NopTan ®Pre0y BO «MI'TY» [SneKTpOoHHbIN pecypcl: Pexxum goctyna:
https://mkgtu.ru/ - OcdmumnaneHbIn canT MNpaButenscTBa Poccunckon depepaunn. [SNeKTPOHHbIN
pecypcl: Pexxum poctyna: http://www.government.ru - UHpopMaLMOHHO-NMPaBOBOW NOopTan
«[apaHT» [DNneKTpoHHbIN pecypcl: Pexxum gocTtyna: http://www.garant.ru/ - Hay4yHas aneKTpoHHas

bunbnmnoteka www.eLIBRARY.RU - Pexxum poctyna:

http://elibrary.ru/ - 2neKTPOHHbIN KaTanor

bunbnmnotekn - Pexxum goctyna: //http://lib.mkgtu.ru:8004/catalog/fol2; - EAuHoe 0KHO OoCTyna K
obpa3oBaTenbHbLIM pecypcam: Pexxum goctyna: http://window.edu.ru/ - Cant BcepocCrMnckoro
LleHTpa nsyvyeHus obuiectseHHoro mHeHus (BLUMOM). Pexxum pocTtyna: http://wciom.ru - Cant
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9. MeToaunyeckue yKasaHusa ana oby4yalowmxcsa No OCBOEHUIO AUCUMNAUHBI (Moayns)

3ao4Hasa dopma obydeHunsa: KoHtposb -0,35
MpoMe)XKyTO4YHbIN KOHTPOJIb — 9K3aMeH - MPOBOANTCA O4HO, B YCTHOW hopMe. Ha NoAroTOBKY K OTBETY CTYAEHTY 0TBOAUTCA He MeHee 40 MUH.

Kaxxgbin 6unet coaepXumT Tpun BonpocCa, 0 auH Nan OBa N3 KOTOPbIX MOTyT NpenctaBsiaATb cobon 3aa4y. Mo Xo4y OTBETa CTyOEeHTa npenogaBaTesb
MMEET MNpaBo 3adaBaTb OOMNOJIHNTENIbHbIE BOMPOCHI B yCTHOI7I hopme
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10. MNepeyeHb MHPOPMALUOHHbIX TEXHOJIOFMW, UCNOJIb3YyeMbIX NPU
oCyLLecTBJIeHMM obpa3oBaTesibHOIro npouecca no aucuunauHe (Mmoaynio),
BKJIlOYaA NepeyeHb NporpaMMHOro obecne4yeHusa n UHPOPMaALMOHHbIX
CNpaBO4YHbIX cucTeMm (Npu HeobxoaMMOCTH)

10.1. NepeyeHb HeOOX0AMMOro nporpaMMHoOro obecnevyeHus

Ha3BaHue

Adobe Reader DC CBobogHas nuueH3nsa

Microsoft Office Word 2010 Homep npoaykTa 14.0.6024.1000 SP1 MSO 02260-018-0000106-48095

OnepaumnoHHas cuctema Windows Oorosop oT 26.05.2020 Ne 32009117096 Oorosop oT 17.01.2019 Ne 31908696765

10.2. NMNepeyeHb HeOOXOAUMBIX UH(DOPMALMOHHbIX CMPABOYHbIX CUCTEM:

Kaxgbin obyyvatowminca B Te4eHmne Bcero nepnona obyveHna obecnedyeH nHOANBMAYa AbHbIM
HeorpaHU4YeHHbIM OOCTYMOM K 3/1IeKTPOHHO-6UBIMOTEYHBIM CUCTEMAM:

Ha3BaHue
IPRBooks. ba3oBasi Konnekuums : 3N1eKTPOHHO-6ubnnoTeyHas cuctema : canT / O6LLECTBO C OrpaHNYeHHOoM
OTBETCTBEHHOCTbI0O KoMmnaHusa 'An Mn Ap Megua'. - CapaTos, 2010 - . - URL: http://www.iprbookshop.ru/586.html - Pexxum

[oCTyna: Ans 3aperncTpup. nosb3oBaTesneln. - TeKCT 3NeKTPOHHbIN. ABNSETCA pacnpoCcTpaHeHHbIM obpa3oBaTesibHbIM
3JIEKTPOHHbBIM PEeCypCcoM A5 BbICLUMX U CPEeAHMX CreumnanbHbiX y4ebHbIX 3aBeeHnin, Hay4YHO-NCCeLoBaTeNbCKNX
WHCTUTYTOB, Ny6NnYHbIX BubnnoTek, npuobpeTaomx KOpnopaTUBHLIN LOCTYN ANS CBOMX 0byYaloLmxcs, npenonaBaTenen
n T.4. 9BC BkJtOYaET y4ebHY0 N Hay4YHYI0 MTepaTypy MO HanpaBJJIeHNSM NOATOTOBKU BbICLLEr0 U CPeHEro
npogeccnoHasbHoro obpasosaHus. http://www.iprbookshop.ru/586.html

Znanium.com. ba3oBas Konnekuns : 3N1eKTPOHHO-bubnnoTeyHas cuctema : cant / OO0 'Hay4Ho-n3paTenbCKuUm LeHTp
MHdpa-M'. - MockBa, 2011 - - URL: http://znanium.com/catalog (naTta obHoBneHus: 06.06.2019). - Pexxum gocTyna: ans
3aperncTpup. nosb3oBaTtenen. - TeKCT: 31eKTPOHHbIN. ®oHA BC chopMmpyeTCs C y4eTOM BCEX U3MEHEHWIA
obpasoBaTesibHbIX CTaHAAPTOB U BKAOYaeT y4ebHukM, y4yebHble nocobus, YMK, moHorpadun, aBTopedepaTsl,
anccepTaunu, sHUUKIoONeann, CJI0Bapu U CMPaBoOYHNKN, 3aKOHO4ATe/IbHO-HOPMaTUBHbIE AOKYMEHThI, CneLunasbHble
nepnoanyeckme n3gaHus u n3faHuns, BblnyckaemMble n3gatenbcTsamm By3o0B. http://znanium.com/catalog/

eLIBRARY.RU. : Hay4Has anekTpoHHas bubnunoTteka : cant. - MockBa, 2000. - . - URL: https://elibrary.ru/defaultx.asp. -
Pexxum pocTyna: Ans 3apeructpup. nonb3oBaTesiein. - TEKCT: 3N1eKTPOHHbIN. MNMnaTtdopma eLIBRARY.RU 6bisia co3fnaHa B
1999 roay no nHnumaTmee Poccminckoro hoHaa pyHOaMeHTallbHbIX NCCenoBaHui ons obecneyeHns POCCUNCKUM yYeHbIM
3/1IeKTPOHHOIr0 JOCTYyMNa K BeAYLWMUM UHOCTPaHHbIM Hay4HbIM n3gaHuam. C 2005 roga eLIBRARY.RU Ha4vana paboTy c
PYCCKOSA3bIYHBIMU NYOANKALNAMUN U HblHE ABNSETCA BeAyLLel 3N1eKTPOHHOW 6bInoTeKon Hay4HON NepnoanKN Ha PyCCKOM
a3blke B Mupe. https://elibrary.ru/defaultx.asp

Ona oby4vatowmxcsa obecneyeH gocTyn (yoaneHHbIM AOCTYN) K CNefyiowmm COBpeEMEHHbIM
npodeccnoHanbHbiM 6a3am gaHHbIX, MHHOPMALNOHHBIM CAPaBOYHbIM U MONCKOBbLIM CUCTEMAM:

HasBaHue

Mpe3npeHT Poccuu : odurumanbHbin canT. - MockBa. - ObHoBNAeTCA B TedeHun cyTok. - URL: http://kremlin.ru/ (naTa
obpalleHuns). - TeKCT: 3NeKTPOHHbIW. http://kremlin.ru/

MpaBuTenLcTBO Poccuiickon ®egepaunn : opuumnanbHbeli canT. - MockBa. - ObHoBAsSIeTCA B Te4eHnn cyTok. - URL:
http://government.ru/ (naTa obpalieHns). - TekcT: 3N1eKTPOHHbIN. http://government.ru/
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11. OnucaHue MaTepuaJsibHO-TeXHM4Yeckon 6asbl Heobxoaumon ans
OoCyLLecTBJ/IeHMA OoOpa3oBaTeJIbHOro Npouecca No aucuuniuHe (Moaynio)

HanMeHoOBaHUsA cneumasnbHbIX
noMeLLeHU’ U NOMEeLLEeHUn ans
caMocCToATesIbHOW paboTbl

OCHaLLEeHHOCTb cneumnanbHbIX
noMeLLeHU’ U NoOMeLLeHn ans
caMocTosTesIbHOW paboTbl

MepeyeHb NULEH3UOHHOIO
nporpaMMHoro obecnevyeHus.
PekBu3uTbl NnoaTBEepXaaloLero
OOKYMEHTa

YyebHasa ayantopus ons nposeneHus
3aHATUN NEKLMOHHOro Tuna; Y4yebHas
ayauTopua AN NpoBefeHNs 3aHATUN
ceMunHapckoro Tuna (®_aamnH-A-306)
385140, Pecnybnvka Apbires,
TaxTaMykKanckuinm pamoH, nrr.
A6noHoBckun, yn. Ceasum, gom Ne 11,
AOMVHNCTpPaTUBHOE 34aHne

paboyee MecTo nNpenoaBaTens;
yyebHasi mebenb Ha 26 NocagoyHbIX
MecCT, 0CKa, My/ibTUMeauniiHoe
obopypnoBaHuMe (NMpoeKTop, 3KpaH)

Adobe Reader DC CBoboaHas
nueH3naMicrosoft Office Word 2010
Homep npoaykTa 14.0.6024.1000 SP1
MSO 02260-018-0000106-480950nepa
UnoHHasa cnctema Windows [lorosop o1
26.05.2020 Ne 32009117096 Lorosop
0T 17.01.2019 Ne 31908696765

YyebHas ayanTopums ons npoBeneHus
3aHATUI CEMMHAPCKOro Tuna;
AyaunTopus OS5 NpoBefeHnsa TeKyLlero
KOHTPOJIS 1 MPOMEXYTOYHOMN
aTTecTaumn (®_aamunH-A-305) 385140,
Pecnybnnka Apbires, TaxTamykanckumm
paiioH, NrT. 46n1oHoBCKMIA, yn. CBA3N,
aom Ne 11, AAMUHUCTpaTUBHOE 34aHne

paboyee mecTo NpenogasaTens;
yyebHaa mebenb Ha 26 NoCafo0YHbIX
MeCT, LOCKa, My/IbTUMeAMNIAHOe
obopypnoBaHuMe (NpoeKTop, 3KpaH)

Adobe Reader DC CBobopHas
nuueH3unaMicrosoft Office Word 2010
Homep npoaykTa 14.0.6024.1000 SP1
MSO 02260-018-0000106-480950nepa
unoHHas cmctema Windows [lorosop oT
26.05.2020 N. 32009117096 Oorosop
0T 17.01.2019 Ne 31908696765

AyaunTopus 0S5 NpoBefeHnsa TekyLlero
KOHTPOJIS 1 MPOMEXYTOYHOMN
aTTecTaumn (®_aamunH-A-305) 385140,
Pecnybnnka Apbires, TaxTamykanckumm
paiioH, NrT. 46n1oHoBCKMIA, yn. CBA3N,
oom Ne 11, AAMUHUCTpaTUBHOE 34aHne

paboyee MecTo nNpenogaBaTens;
yyebHas mebenb Ha 26 NocafoYHbIX
MeCT, [O0CKa, MyJibTUMeZuniHOoe
obopynoBaHuMe (NpPoeKTop, 3KpaH)

Adobe Reader DC CeobopgHas
nnueH3naMicrosoft Office Word 2010
Homep npoaykTa 14.0.6024.1000 SP1
MSO 02260-018-0000106-480950nepa
unoHHasa cnctema Windows [lorosop oT
26.05.2020 Ne 32009117096 Lorosop
0T 17.01.2019 Ne 31908696765
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