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I. HEJIA 11 3AJAYU JNCIUIIJIMHBI (MO AYJIA)

Hean: Lens aucuumimHbl — chOPMHUPOBATh Y CTYAEHTOB KOMIUIEKCHOE TPE/ICTaBICHNE 1
KOMIIETeHIIUN B 00JacTh MH(POPMAIMOHHOTO odecrneueHus, 6a30Boro u mpogeccCHOHaIbHOTO
Ha3HAYEHMUSI, UCIOIb3YEeMbIX B JOKYMEHTAIIMOHHOM OOECHEeYCHUH YIpPAaBJICHHs MEPCOHATIOM W
ApXVBHOM [IeJIe.

3axaun:

— 3HaTh COBPEMEHHYI0 3aKOHOAATEJbHYI0 0a3y M HOPMATHUBHYIO perjaMeHTalHIo
JIOKYMEHTHPOBAHUS PaOOTHI C TIEPCOHAIIOM;

— 3HATh BU[bI YIPABIEHUECKHNX, APXUBHBIX U KaJPOBBIX JOKYMEHTOB M TPeOOBAaHUS K MX
0(bOpPMIIEHUIO;

— OmpeAensaTh OCOOEHHOCTH JAOKYMEHTHPOBAHUS IOCYJAapCTBEHHOW M MYHHIMIAIBHOM
ciyx0b1 P® 1 cyobexkroB PO;

— 3HaTh TpeOOBaHUS K OpraHu3anuu padOThl C yNpaBIEeHUYECKUMH, apXUBHBIMU U
KaJIpOBBIMU JOKYMEHTAMU;

— COCTaBJIATh U O(POPMJIATH YIIPABJIEHUYECKUE, APXUBHBIE U KaJPOBbIE JOKYMEHTHI, a TAKKE
JOKYMEHTHI, PeryIaMEeHTHPYIOIIHEe padoTy KaJpOBOH CITyKObI;

— OpPraHU30BbBIBATH PAOOTY C YIPABICHUYECKUMHU, APXUBHBIMU U KaJIPOBBIMU JIOKYMEHTAMH B
OpraHMU3alMsX Pa3IMYHbIX OPraHU3alMOHHO-IIPABOBBIX (DOPM.

II. MECTO JUCHUIIVIMHBI B CTPYKTYPE OIIOII BO

2.1. Yuebnas nuctmrimaa (Monyins) «MHpopmaronHasi Ou3Hec-aHATMTUKA ¥ TEXHOJIOTHH
JIOKYMEHTAITMOHHOTO 0OeCIieYeH I YIPaBJIeHUsI» OTHOCHTCS K YacTu, (pOpMUPYEMON yIaCTHUKAMHU
oOpa3oBaTe/IbHbIX OTHOIIEHHH «BoK 1. [IUCIUITIMHBL (MOIYIIN )>» .

VueOHast quciuIuIiHa (MOIYJb) OTHOCUTCS K YacTd, (hOPMHUPYEMOM Y9aCTHUKaMU 0Opa3oBa-
TeJbHBIX OTHOIIeHUH biok 1. [Jucuuruiiael (MOLy/n) 0OsI3aTe/IbHbIE.

2.2. 1 u3y4eHus: JaHHON Y4eOHOUN TUCUMIUIMHBI (MOIY/Is1) HEOOXOAMMBI 3HAHU S, YMEHUS
Y HaBbIKY, (popMUpyeMble MPEIIIECTBYIOIIMMHI JUCHUIUIMHAMU:

— MHdopManmoHHble CUCTEMbI U TEXHOJIOTHUH;

— udpopoe npearnpusTre Kak OOBEKT yIIPaBIICHUS;

— TexHnueckue cpeacTsa yrnpaBieHUs U OCHOBBI 9PTOHOMUKH UIMMEPCUBHBIX CPEL;
— VHdopManimoHHble TEXHOIOTUY B YIIPaBJIEHUU Y€JI0BEYECKUMU PECypCamu;

— KopnopatuBHsle MHTErpupoOBaHHbBIE MH(MOPMAILMOHHbIE CUCTEMBI YIpPaBJIEHUS U
JAOKYMEHTOO0OpOTA.

2.3. TlepeueHs MocaeayOIMKUX Y4eOHBIX OUCIMUILIMH, JJIsI KOTOPHIX HEOOXOAUMBI 3HAHUS,
YMEHHUSI U HaBBIKH, (JOPMUpPYEMbIe TaHHOW YIeOHOW JMCIIUTUTIHOW:

— OCHOBBI HAYYHO-UCCIIEA0BATEIBCKOM JIEATEbHOCTH;
— I'pynmoBoe mpoekTHOE 0OyueHue 2;

— OCHOBBI KOPITIOPAaTUBHOM OE30MaCHOCTH;

— OCHOBBI TEOpPUHU MTPOLIECCHOTO YIPABJICHHUS;

— busHec-1m1aHMpoBaHue;

— AnanTuBHbIe UH(POPMAITMOHHBIE TEXHOJIOTHH;

— MudopmaliMoHHbIe TEXHOIOTMH YIIPaBJICHUS.



ITII. TPEBOBAHUA K PE3YJIBTATAM OCBOEHUMA JUCHUIT/INHbBI

[Tpouecc ocBOeHMS JUCUMILIMHBI HarpaByieH Ha (hOpMUPOBAHUE KOMIIETEHIIUI (3JIEMEHTOB
creayomux komrnereHuil) B coorserctBuu ¢ PI'OC BO u OIl BO no naHHOMY HarpaBJeHUIO
MOJITOTOBKH:

IlepeueHnb MIAHNPYEMBIX Pe3yJbTATOB 00y4eHHsI MO JUCHHUILINHE (MOIYJIIO),
COOTHECEHHbIX ¢ HHANKATOPaMH J0CTUKeHNsI KOMIIeTeHIUH

Nuaukaropsl
Komnerennus . Pe3yabTaThbl 00ydyeHHst
KOMIIeTeHI[MH
I1K-4 I1IK-4.1 3HaTh cIocOObl CO3IAHUS U
CrocoOGHOCTH cO37aBarh 1 penakTipoBaHusi THGOPMAITUOHHBIX
peIakTUpOBaTh pecypcoB
MH(OPMALIMOHHBIC PECYPCHI | [TK-4.2 VMeTh cO31aBaTh U PeJaKTHPOBATh
rHpOpMaIIMOHHBIE PECYPChI
I1K-4.3 BianeTs HaBBIKaMU CO30aHUA U
penakTupoBaHusi UHGOPMAITMOHHBIX
pecypcoB

IV. COAEPZKAHME U CTPYKTYPA JUCHUIT/IMHbBI

TpynoeMKOCTh JUCIUIUIMHBI COCTABJISIET 5 3a4eTHbIX eaunuil, 180 yacos, B ToM uucie 16
4acoB Ha KOHTPOJIb.

W3 Hux peanusyeTcs ¢ UCMONb30BAHUEM JIEKTPOHHOTO OOyUYEeHHUsI U IUCTAHIIMOHHBIX 00pa3o-
BaTeJIbHBIX TEXHOJIOTHI 70 4acOB KOHTAKTHOW pabOTHl 1 94 yaca caMOCTOSITEIbHOU PaOOTHI.

dopma mpoMeRKyTOUHOH aTTeCTallK: 3a4eT, 3aUeT C OLEHKOM.
4.1 Coaep:xanue qUCHMILVIMHBI, CTPYKTYPHPOBaHHOE 0 T€MaM, ¢ yKa3aHHueM BU/10B

yueonbIx 3aaaTHil 1 CPC, oTBeIeHHOr0 Ha HUX KOJUYECTBA aKaJeMAYeCKHX YacoB

Bunpl yueGHOW paOoThI, BKIIIOYAST
CaMOCTOSITEJTIbHYIO Pa0OTy 00YJAIOIHMXCS U dopmbl
TPYIOEMKOCTD TeKyIIero
(B Hacax) KOHTPOJISI
KoHTakTHast paboTa mpernogaBaress ycrie-
e ¢ 00y YaIIUMUCS g BaeMOCTH;
n/n Pazien AMCUUIIIMHbBL/ TeMBbI é Cemn- % Popma
8 HapcKue 5| Tpome-
Jlexuuu (3 (npaxkT- E KyTOYHON
HHX nueckue) | KoHcyib- E arrec-
JIEKTPOHHbIC | 3aHATUSA (U3 | TalUK g Tarun
Yachl) HUX g (o
JIEKTPOHHBIE & | cemectpam)
Yachl)
Pa3zoen 1. Hugpopmayuonnas ousnec- 0(0) 18 (18) 0 16
AHANUMUKA — OCHO8A MEXHON02UU
ynpasaenust
1 | JJokyMeHT — OCHOBHOW OOBEKT 5 10(0) 4 (4) 0 4
yIpaBieHUsT




2 | CTpykTypa JOKyMEHTA. 0(0) 4(4) 4
HopmarugHas npaBoBas
nokymentanus. [OCT
3 | CocraBneHue JOKYMEHTOB Ha 0 (0) 4 4) 4
npuMepe YHU(UIUPOBAHHOM
CHCTEMBI OpraHN3aIOHHO-
pacnopsIIUTENILHON IOKYMEHTAIH
4 | Cucrembl TOKyMEHTAIN 0 (0) 6 (6) 4
Pa3zoen. 2. Cospemennas opzanuzauus u 0(0) 18 (18) 12
MexHoA02UsT OOKYMEHMAUUOHHO20
olecneuenus ynpas.neHus
5 | Opranusanus cnyxos JJOY. 0(0) 6 (6) 4
JloKyMeHTaIMOHHOE 00eCIIeUeHUE —
OCHOBA TEXHOJIOTMHU YITPABJICHUSI
Opranuzanys JOKyMeHTO00OpOTa 0(0) 6 (6) 4
dopMHUpOBaHUE U XpAaHEHHUE JIEN B 0 (0) 6 (6) 4
JeJIOTTPON3BO/ICTBE
HTroro 3a 5 cemectp 0(0) 36 (36) 28| 3au (8)
Pa3zoen 3. Opeanuzayus cayxcoot no ouznec- |0 (0) 14 (14) 30
axHaaumuke, apxuewl
8 | Opranuzaius apXvBOB IOKYMEHTOB 0(0) 4(4) 10
Ha COBPEMEHHOM 3Tare
9 | Opranusarusi paboThI C KaJPOBBIMU 0(0) 4(4) 10
nokymeHntamu. Cructemaru3anus u
XpaHeHMe JIOKYMEHTOB KaIpOBOH
CITyXKOBI
10 | ApXHBBI JOKYMEHTOB I10 TMYHOMY 0(@0) 6 (6) 10
COCTaBy
Pa3zoen 3. Opeanu3zayust u mexnonozust 0(0) 20 (20) 36
paoomul ¢ KaAdposvlMuU 00KYMeHmamu
11 | CrpykTypa 1 opranu3anus 0(@0) 44) 6
JesITEIBHOCTH KaJPOBOM CITyKObI
TIPeANPUITUS
12 | Komruieke JOKYMEHTOB 10 0 (0) 4 4) 10
YCTaHOBJICHUIO TPYJOBBIX OTHOIIICHHHA
13 | Komruiekc JOKYMEHTOB MO YYeTy U 0(0) 6 (6) 10
JBVKEHUIO KaIpOB
14 | Cucremaru3zarysi 1 orepaTUBHOE 0(0) 6 (6) 10
XpaHeHHe TIOKYMEHTOB I10
nepconaiy. CupaBo4HO-
MH(OPMAITMOHHOE 0OCITy)KUBaHHE.
CoBpeMeHHble TH(POPMALIMOHHO-
TIOVCKOBBIE CHCTEMBI 110 KaJPOBBIM
JOKYMEHTaM
HTroro 3a 6 cemectp 0(0) 34 (34) 66 | 3a0 (8)
Hroro yacos 0(0) 70 (70) 94




4.2 TInaH BHeayIUTOPHOI cCaMOCTOATEIbHON Pad0ThHI 00yJaIomMXCs Mo

JUCIUILIAHE
CamocrosiTenbHasi padoTa 00yvalomuxcs
3ar-
aThl
p VuebHo
Bpe- )
MEHHU
MEeTOIH-
,gac. | Oue-
Cp()K YECKOE
Ce- (u3 | HOYHO
u obecrre-
MECT Haspanue pa3nena, TeMbl . HUX e
P By camocTosITebHOM paboThl | BBIION cpen 1CHHUC
c -
- camo-
pu- CTBO
HEHUA CTOsA-
MeHe .
TeJIbHOM
) paboThl
HHUEM
HOT
5 JTOKYMEHT — OCHOBHOI OOBEKT Jist OBJIa/IeHHS! SHAHNSME UTeHHe 1-2 4 (4) |Tecr, |[1-4]
y4eOHO¥ JIuTepaTypsbl, YTCHUE
yHpaBieHUs ; Henen YO
JONOJTHATEIBHON JINTEPATY Pbl
a
IHJIH 3aKpeIvIeHusa U cucreMaru3sanuu
3HAHUIM: TIOATOTOBKA JOKJIaJga
J1s1 hopMHUPOBAHUS YMEeHMIi: OArOTOBKA
MPOEKTa W TBOPYECKON paboThI
5 CTpyKTypa IOKyMEHTa. ﬂﬂ’; OBJIA/IEHUST 3HAHMSMU: TCHHE 2-4 4 (4) |Tecr, |[1-4]
YEOHOM JIUTEPATYPHI, YTCHUC
HopmaruBHas npaBoBast Y PP Hepen Iz
JONOJIHUTEIBHOU JINTEPATY PbL
Jokymenrtanus. [OCT q
Jluis1 3aKkpenieHnst M cHCTeMaTH3alun
3HAHUIT: paboTa C KOHCIIEKTOM JIEKIIU,
COCTaBJIEHUE ITI0OCCapUs, OTBETHI HA
KOHTpOJ'll:Hl:Ie BO]'IPOC]:.I
5 CocraBiieHne JOKYMEHTOB Ha Jlist OBNIaIeHHS! SHAHMSME UTeHHE 5-6 4 (4) | Tecr, |[1-4]
o y4eOHO¥ JTuTepaTyphbl, YTCHUE
npuMepe YHU(PULIMPOBAHHON . Heaen Iz
JONOJTHUTEIBHOU JIUTEPATY Pbl
CUCTEMBI OPTraHU3aLOHHO- |
paCHOpHHHTeHBHOﬁ }IJIH 3aKpenIeHuda U cucreMaTu3anun
3HAHUIT: paboTa C KOHCIIEKTOM JIEKIIUH,
JIOKYMEHTAIIU1
OTBETbI HA KOHTPOJIbHBIE BOIIPOCHI
5 CucreMbl JOKYMEHTALUH Anst oBIajeHNs SHARMSMI: UTCHIC 7-8 4 (4) |Tecr, |[1-4]
y4eGHO¥ JIUTepaTypsl, YTCHUE
. ) Heaen )i |
JIOTIOJTHATE/IbHOM JINTEPATY Phl
qa
HJIH 3aKpenIeHus U cucreMaru3sanun
3HAHMIL: paboTa ¢ KOHCIIEKTOM JIEKLIHiA,
COCTaBJICHUE IJI0CCapus, OTBEThI Ha
KOHTPOJIBHBIE BOITPOCHL
5 Opranuzarus ciayxo6s1 JJOY. JList oBJIajIenus SHAHHAME: UTeHue 9-10 |4 4) | Tecr, |[1-4]
y4eGHO¥ JIUTepaTypsbl, YTCHUE
JlokyMeHTaIOHHOe 00ecrieueHre . HeJen YO
JIOTIOJTHUTE/IbHOU JINTEPATY Pl
— OCHOBA TEXHOJIOTUY YITPABJICHUS qa
HJIH 3aKpeIvIeHusd U CHCTeMaTu3anun
3HAHMIL: paboTa C KOHCIIEKTOM JIEKIIHIA,
COCTaBJICHUE IJI0CCapus, OTBEThI Ha
KOHTPOJIBHBIE BOITPOCHL
5 OpraHuzarys JOKyMEeHTO000poTa | A1 OBIaIeHis SHAHUAMIL: uTeH1e 11-13 |4 (4) |Tecr, |[1-4]
y4eGHO¥ JTUTepaTypsbl, YTCHUE
N Heaen Iz
JIOTIOJTHUTE/IbHOU JINTEPATY Pbl
q

JlJist 3aKpenieHnsi 1 CHCTeMaTH3aun
3HAHMIL: paboTa C KOHCIIEKTOM JIEKLIMIA,
COCTaBJIeHHE IJI0CCApHs], OTBETHI HA
KOHTPOJIbHBIE BOIIPOCHI

6




DOpMUPOBAHUE U XPAHEHHUE JIET B | A1 OBJIANEHNs SHAHMAMIL: TeHHe 14-16 (4 (4) | Tecr, |[1-4]
yLICGHOﬁ JINTEPATYPbI, YTEHUE
JIeJIOTIPOU3BOJICTBE N HeJen I3
JONOJHUTEIBHOU JINTEPATY Pbl
q
JlJis1 3aKpenvieHusi ¥ CHCTeMaTH3aLuu
3HAHUIT: paboTa C KOHCIIEKTOM JIEKIIUH,
COCTaBJIEHUE ITI0OCCapus, OTBETHI HA
KOHTpOIll:Hl:IC BOHPOC])I
HO,HI‘OTOBKa K 3a9eTy
Opranu3zanys apx1uBoB Anst oBIajeHNs SHARMSMI: UTCHIC 1-5 10 Tecr, |5, 6]
yqe6H0ﬁ JINTEPATYPbI, YTEHUE
JOKYMEHTOB Ha COBPEMEHHOM , Hegen |(10) | YO
JIOTIOJTHUTEJIbHOM JINTEPATY Pl
JTare q
HJIH 3aKpenIeHuda U cucreMaTu3anun
3HAHMIL: paboTa C KOHCIIEKTOM JIEKLIMIA,
COCTaBJICHUE TIJI0CCapus, OTBETHI HA
KOHTPOJIBHBIE BOITPOCHL
Opranu3zais paboThI ¢ Mnst oBNAJEHUA SHAHMSAMH: YTCHHC 6-12 |10 Tecr, |[5, 6]
4yeOHOM JINTEpaTyphl, YTEHUE
KaJpOBBIMHU JIOKYMEHTAMH. Y peivP Henen |(10) | YO
JIOTOJTHUTEJIbHOM JINTEPATY Phl
CucreMaTu3aiys U XpaHeHue s
,Z[OKYMGHTOB KaHpOBOﬁ CHy)K6]JI HJIH 3aKpeIVICHUsI 1 CHCTEMaTHU3alun
3HAHMIL: paboTa C KOHCIIEKTOM JIEKLIMIA,
COCTaBJIEHUE TJI0CCapusA, OTBETHI Ha
KOHTPOJIbHBIE BOITPOCHL
ApXUBBI JOKYMEHTOB TI0 JINYHOMY | A5 OBJIaleHIs SHAHUAM: \TeH1e 13-18 |10 Tecr, |[5, 6]
yeOHOM JINTEpaTyphl, YTEHUE
COCTaBy Y Patyp Hegen |(10) |KP
JIOTIOJIHUTENILHOM JIMTEPATY PbI
s
Jluist 3aKpernvieHnst H CHCTeMATH3 AT
3HAHMIL: paboTa C KOHCIEKTOM JIEKLIIA,
COCTaBJIEHUE IJI0CCapus, OTBETHI HA
KOHTPOJIBbHBIE BOITPOCHI
Tloaroroska k 3auery
CprKTypa U OpraHu3alus s oBaaiennsi 3HAHASIMH: YTEHHE 1-4 6 (6) Tecr, [7 s 8]
o Y4eOHO¥ JIUTepaTypsl, YTCHUE
JeATeIbHOCTH KaJIPOBOM CITYKObI N HeJen I3
JONOJTHATEIBHOU JINTEPATY Pbl
NpeapUAATHS q
JlJ1s1 3aKpenuieHnst ¥ CHCTeMaTH3auu
3HAHUIT: paboTa C KOHCIIEKTOM JIEKIIUH,
COCTaBJIEHUE ITIOCCapUs, OTBETHI HA
KOHTPOJILHBIE BOIIPOCHI
Komruieke 10KyMeHTOB 1O Joist oBMa/IeHHs! SHAHMSME UTeHHe 5-8 10 Tect, |[7, 8]
y4eOHOI JIUTepaTypsl, YTCHUE
YCTAHOBJIEHUIO TPYIOBBIX ; Henmen |(10) |II3
. JONOJTHATEIPHON JTIUTEPATY PbI
OTHOIIEHHI q
IH.!IH 3aKpenIeHus U cucreMarusanun
3HaHUI: paboTa C KOHCIIEKTOM JIEKLIUH,
COCTaBJIEHUE ITIOCCapUs, OTBETHI HA
KOHTPOJIBHBIE BOIIPOCHI
Komruieke TOKyMEHTOB [0 yuery | AU1st OBIajeHis SHAHMSIMIL: TeHIe 9-13 |10 Tecr, |[7, 8]
y4eOHOI JIMTepaTypbl, YTCHHE
1 ABWKEHUIO KaJIpOB . vepen |(10) |II3
JONOJHATEIPHON JINTEPATY Pbl
q
IH.!ISI 3aKpeIvIeHus U cucreMarusanun
3HAHMIL: paboTa C KOHCIIEKTOM JIEKIIHiA,
COCTaBJIEHUE II0CCapus, OTBETHI HA
KOHTPOJIBHBIE BOITPOCHL
CucreMaT3aliys ¥ ONIEPATUBHOE | A1 OBIaeHHS SHAHUAMIL: uTeHNe 14-16 |10 Tecr, |[7, 8]
y4eGHO¥ JIUTepaTypsbl, YTCHUE
XpaHeHNe JIOKYMEHTOB T10 . vepen |(10) | YO
JIOTOJTHATE/IbHOM JINTEPATY Phl
niepcoHay. CripaBo4HO- A
I/IH(i)OpMaLII/IOHHOG 06Cﬂy>KI/IBa.H[/[e. HJIH 3aKpeIvIeHus U cucreMaru3sanun
3HAHMIL: paboTa ¢ KOHCIIEKTOM JIEKIIHiA,
CoBpemeHHbIe NH(POPMAITIOHHO-
COCTaBJICHUE II0Ccapus, OTBEThI Ha
IIOUCKOBBIE CUCTEMBEI 110 KaﬂpOBLIM KOHTPOJIbHBIE BOIIPOCHI
JOKyMEHTaM
HOI[I‘OTOBKa K 9K3aMEHY
O01as TPpy10eMKOCTh CaMOCTOSITENbHOI PA00THI MO JUCHUIIMHE (Yac) 94

7




N3 Hux 06beM caMOCTOSITENLHON PA0OTHI € HCIOJIb30BAHNEM JJIEKTPOHHOrO | 94
00yJeHHs 1 JUCTAaHIUOHHBIX 00Pa30BaTeJbHBIX TEXHOJIOTHI (Jac)

BrojkeT BpeMeHN caMOCTOSITEJIbHOU PadoThl, IPeyCMOTPEHHBII Y4eOHbIM 94
IUIAHOM ISl JAHHOM JUCIUILINHLI (Jac)

4.3 Conep:xanue yaed0HOro Mmarepmuasa

TpynoemMmkocTb

JTUACHMITIAHHI (3.€.)

5

HanmeHoBaHMEe OCHOBHBIX
paszzaenoB (MoIyJie)

ApXUBbI

Paznen 1. UagopmarimonHas On3Hec-aHaIMTHKA —
OCHOBA TEXHOJIOTUU YITPABJICHUS
Paznen. 2. CoBpeMeHHasi OpraHu3aius ¥ TeXHOJIOTUs
JOKYMEHTAITMOHHOTO 0OeCIieYeH sl yIpaBJIeHUSI

Paznen 3. Opranuzanus ciyx0bl 10 OU3HEC-aHAUTHKE,

Paznen 3. Opranuzanus U TEXHOIOTHSI PadOTHI C
KaJIpOBBIMU JJOKYMEHTaMU

®opmsbI TEKYILETO
KOHTpPOJIS

Tect, ycTHBII OMpOC, MPAKTUIYECKOE 3aJaHKe,
JOKJIa[/TIpe3eHTalusl, KOHTPOJbHAs padoTa

dopma npoMeKyTOUHOM

arrecTranyun

3aueT, 3a4YeT C OLIEHKOU

4.3.1. IlepeyeHb ceMHHAPCKUX, IPAKTHYECKUX 3aHATHII 11 JJa00PaTOPHBIX PadoT

Ne paznena u
TEMBbI
JIUCHUILINH
bl (MOIYJIST)

HanmeHOBaHKMEe CEMHHAPOB,
NPAKTUYECKUX U JTAOOPATOPHBIX
padot

TpynoemkocTs,
yac. (U3 HUX
JIEKTPOHHBIE

Yachl)

O1LIeHOYHBI
€ Cpe/CcTBa

PopmMHpyeMbl
e
KOMIIETEHIIMU

1 |1

JloKyMeHT 1 uH(popmauus.
JlokymeHTHas uH(popMmanus, ee
cnetuduka. [onstus
«I/IH(I)OpMaI_II/ISI» N «JOKYMEHT>.
dyHKIMM JOKYMEHTA.

44

Tect, YO

[K-4.1

DopmyIisip JOKYMEHTA.
PexBusuTthl. IlocTosiHHBIE U
TepeMeHHbIE PEKBUZUTHI.
PekBu3uThl, periiaMeHTUpyeMble
rOCY/IapCTBEHHBIM CTaHJAPTOM.

44

Tect, YO

[K-4.1

VHupUIMpPOBaHHbIE CUCTEMBI
JAOKYMEHTALH.
I'ocynapcrBeHHbIEe CTaHIAPTHI HA
YHU(PUKALIMOHHBIE CUCTEMBI.
TunoBble crelUaIn3MpOBaHHbIE
(popmbI TOKYMEHTOB

44

Tecr, II3

I1K-4.1




Ne pazpmena u
TEMBI
JIUACHUIIINH
bl (MOIYJIST)

HanmeHoBaHMe ceMUHApOB,
NPaKTUYECKHUX U JJAOOPaTOPHBIX
pador

TpynoeMKocCTb,
yac. (U3 HUX
3JIEKTPOHHbIE

Yachl)

OLIEHOYHBI
€ CpelCcTBa

DopMUpyeMBI
e
KOMIIETEHLIUH

4

OcHoBaHus K1accupUKaluu.
Ck1aplBaHUE CUCTEM
nokymenTaiuu. ConpaabHast
JAOKYMEHTHO-KOMMYHUKAIIOHHAS
cucrema. JJokymeHTHas
KOMMYHUKaIus. [JokymMeHTHas
AeATeTbHOCTD

6 (6)

Tect, YO

IK-4.1

OcHoBHas 3aa4a ¥ (pyHKLIUH
JEJIOTIPOM3BOJICTBEHHOM CITYKOBI
(cyx6w1 [JOY). Tunossie
CTPYKTYpBI
IEJIONPOU3BOJICTBEHHOM CITYKOBI
B OPraHU3alMsAX Pa3IMYHBIX
YPOBHEH yITpaBJIeHuUsI

6 (6)

Tect, YO

[K-4.1

OO01ue NpUHIMIIBL 1
METOAUYECKUE OCHOBbI
OpraHu3aly JOKyMEHTO000pOTa,
UX pean3alysi B ASHCTBYIOINX
rOCYIapCTBEHHBIX HOPMATUBHBIX
JIOKYMEHTaXx..

CrpykTypa 1 o0mias
XapaKTepuCTHKa
JOKYMEHTOMNOTOKOB. OObeM
JIOKYMEHTO000pOTa YUPEKACHUSL.
VYyer KonmyecTBa JOKyMEHTOB

6 (6)

Tect, YO

IK-4.1

IIpasuna (popmupoBanus
Pa3IMYHBIX KaTeropuii
JOKYMEHTOB B Jiesia. [IprHImnsI
CHCTEMATU3aLIUU JOKYMEHTOB
BHYTpH [J€..

Homenknarypa nen

6 (6)

Tect, YO

[IK-4.1

CooTHoIlIEH e TOHATUI
"IOKYMEHTaJIbHBII " 1
"apxuBHbBII" (POH]I CTPAHBbI.
Crpykrypa ['AC Ha coBpeMeHHOM
stane. Cers (peepaibHbIX
apXMBOB, €€ (PyHKLIUU.

44

Tecr, YO

IK-4.1,
IIK-4.2,
[1K-4.3




Ne pazpmena u
TEMBI
JIUACHUIIINH
bl (MOIYJIST)

HaumeHnoBaHnue ceMrHapoB,
NPaKTUYECKHUX U JJAOOPaTOPHBIX
pador

TpynoeMKocCTb,
yac. (U3 HUX
3JIEKTPOHHbIE

Yachl)

OLIEHOYHBI
€ CpelCcTBa

DopMUpyeMBI
e
KOMIIETEHLIUH

9

Opranusanus onepaTuBHOro
XPpaHEeHUsI JOKYMEHTOB KaJIpOBOM
CITYKOBI..

(opmupoBanue aei, HOAroTOBKa
€]l K QpXUBHOMY X PaHEHHUIO,
cocTaBJieHue U opopmIieH e
onmcei aen. Kagpossie
CIPaBOYHO-MH(OPMALIMOHHbIE
KapTOTeKH U padoTa 1Mo HUM

44

Tect, YO

IK-4.1,
I1K-4.2,
[1K-4.3

10

10

[Iponenypsl apxuBanuu
JOKYMEHTOB I10 JITYHOMY
cocragy. [lopsaok nepenauu
KaJpOBBIX JJOKYMEHTOB Ha
XpaHEeHUE B ApXUB OpraHU3allvy.
OpraHu3alOHHbIE OCHOBBI
AEATEJIbBHOCTH apXUBa.
ITonroroBka u nepepaya aei Ha
xpaHeHue B apxuB. CocTaBiieHue
OIKCei A€ MOCTOSIHHOTO
XpaHeHus 1 10 JIMYHOMY COCTaBYy.
OcHoOBHbIE TPeOOBaHUS K
00eCIIeYeHUI0 COXPaHHOCTH
JOKYMEHTOB MOCTOSTHHOTO
XPpaHEHUs U 10 JINYHOMY COCTaBYy.

6 (6)

Tect, YO

[IK-4.1,
[IK-4.2,
IIK-4.3

11

11

DyHKIMOHMPOBaHKE KaIPOBOM
CITy)Obl B OpraHU3aIusIx
pasiuyuHbIX (popM
coOctBeHHOCTH. [TonoxkeHue o
KaJpOBOi CITyk0e, ero
cofiepkaHue, MopsIIoK
MOJrOTOBKU, 0DOPMIIEHUE. .
Menexep 1o Kaapam, ero
3a7a44, (PyHKLIUH B
OpraHu3aLuax

44

Tecr, I3

[IK-4.1,
[K-4.2

12

12

CocraB nepcoHabHBIX
JOKYMEHTOB, IPEJCTaB/IsIEMbIX B
KaJIpOBYIO CITyKOY 151
YCTaHOBJIEHU S TPYAOBBIX
MIPABOOTHOIIEHUIA.
PexomeHaarenbHbIe ICHMA.
[ToaroroBka u odopmiieHre
pestomMe. TpyaoBble TOTOBOPHI,
TPYAOBbBIE COITIALICHUS.

44

Tecr, II3

[IK-4.1,
[1K-4.2

10




n/o

Ne pazpmena u
TEMBI
JUCLIUILIVH

HaumeHnoBaHnue ceMrHapoB,
NPaKTUYECKHUX U JJAOOPaTOPHBIX

TpynoeMKocCTb,
yac. (U3 HUX
3JIEKTPOHHbIE

OLIEHOYHBI
€ CpelCcTBa

DopMUpyeMBI
e
KOMIIETEHLIUH

bl (MOIYJIST)

pagor Yachl)

13

13

Cocras, copepkaHue, MOpsAOK 6 (6)
MOATOTOBKU ¥ O(pOpMIIEHH A
MIPUKA30B (PacIOpsKEHUI) O
NepeBOJie COTPYAHUKOB,
MPEJOCTABIEHUH OTITyCKOB,
MPOBEJICHUU aTTeCTallU,
OCBOOOXKIEHNH COTPYJHUKOB U
Ap. HOBblE YHU(PULIMPOBAHHbIE
opmbl. Buapl yueTHbIxX
JOKYMeHTOB. HoBble
yYHU(UIIIPOBAHHBIE (POPMBI
(JIMYHBIE KAPTOYKU: JIMCTKH IO
YUETYy KaJIpoB), MOPSAJOK U3
3aI10JIHEHUS U BEJICHUS

Tecr, 113

IK-4.1,
I1K-4.2,
[1K-4.3

14

14

HomeHnkiiatypa aen kaapoBoi 6 (6)
ciyxObl. [TopsiIoK MOATOTOBKH,
COCTaBJIeHUsI U O(popMIIeHHSI.
[TpumepHast HOMEHKJIATypa Ae
KaJpoBoii cty:x0bl. OmpeseneHue
CPOKOB XpaHEHU KagPOBBIX
IOKyMeHTOB. OCHOBHBIE 3a/1a41
CIIPaBOYHO-MH(MOPMAIIMOHHbIE
MAaCCHBBI 0 KaJJPOBBIM
JAOKYMEHTaM (TpaguLMOHHBIE,
ABTOMATU3MPOBaHHbIE). Ba3bl
JaHHBIX 110 IEPCOHAITY
opranvzaiuy. Buapl, Tursl,
coliepkaHue, Ha3HAUYeHHe.

Tect, YO

IK-4.1,
I1K-4.2,
[1K-4.3

4.3.2. Ilepeuenn TeM (BONPOCOB), BLIHOCHMBIX HA CAMOCTOSITEJIbHOE N3y4YeHne

CaMOCTOSITEJIbHOI PA0OTHI CTYJI€HTOB

Ne dopmupyemas
Tema 3aganue PMHPY UK
/T KOMIIETEHTIVS
1 | JOKyMeHT — OCHOBHOM OOBEKT INonroroBka K I[1IK-4 I[1IK-4.1
yIpaBJIeHUS MPAKTUYECKOMY 3aHSATHUIO.
IToaroroBka OTBETOB Ha
BOIMPOCHI IO TEMe
2 | CTpyKTypa JOKYMEHTA. [TogroroBka k [IK-4 [K-4.1

HopmarusHnas npasoBas
nokymenTaius. FOCT

IlogroroBka OTBETOB Ha
BOIIPOCHI T10 TEME

MMPAaKTUYCCKOMY 3aHATHUIO.
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Ei Tema 3amanue fgﬁﬁ:ﬂfﬁ: NJIK
3 | CocraBieHue JOKyMEHTOB Ha IMoaroroBka K [1K-4 T1IK-4.1
npuMepe YHU(PpUIIMPOBAHHON MPAKTUYECKOMY 3aHSTHUIO.
CHCTEMbI OpPraHU3AIIIOHHO- IToaroroBka OTBETOB Ha
pacropsIMTENIbHOM JOKYMEHTAIU! BOITIPOCHI IO TEME
4 | Cucrembl JOKyMEHTaLUU IMoaroroBka K [1K-4 T1IK-4.1
MPAKTUYECKOMY 3aHSTHUIO.
ITonroroBka OoTBETOB Ha
BOIPOCHI IO TEME
5 | Opranuzanms ciayxos JOY. IMoaroroBka K [1K-4 T1IK-4.1
JloKyMeHTaITMOHHOe O0ecTieueHre — | MPaKTHUECKOMY 3aHSITHIO.
OCHOBA TEXHOJIOTUH YIIPaBJIEHUS ITonroroBka OTBETOB Ha
BOIIPOCHI IO TEME
6 | Opranuzanus JOKyMEHTOOOOpOTa IMonroroBka K [1K-4 T1IK-4.1
MPAKTUYECKOMY 3aHSTHUIO.
IonroroBka OTBETOB Ha
BOIIPOCHI TI0 TEME
7 | ®opMupOBaHUE U XpaHEHUE JIETT B IToHsATHE HOMEHKIATYPBI [K-4 IK-4.1
JeIONPON3BOJICTBE nen. TpeboBaHus K
COCTaBJICHUIO
HOMEHKJIATypHl JIeJI, UX
perjaMeHTalus B
HOPMAaTUBHO-METOANYECKUX
MaTepuaax..
IMonroroska k
MPAKTUYECKOMY 3aHATHUIO.
IlogroroBka OTBETOB Ha
BOTMPOCHI TIO TEME
8 | Opranuzaiusi apxuBoB JOKyMeHTOB | [logroroBka k [1IK-4 [K-4.1
Ha COBPEMEHHOM 3Tare MPAKTUYECKOMY 3aHATHUIO. [IK-4.2
ITonroroska OTBETOB Ha I[1IK-4.3
BOIMPOCHI TIO TEMe
9 | Opranmusanust padoTsl ¢ KajpoBeimu | [loaroroska k [1IK-4 [K-4.1
nokymeHTamu. Cucremarusauus u IIPAKTUYECKOMY 3aHATHUIO. [IK-4.2
XpaHEHUe IOKYMEHTOB KaIpOBOU ITonroroska OTBETOB Ha I[1IK-4.3
CITyKOBI BOMPOCHI IO TEME
10 | ApXuBbI JOKYMEHTOB IO TUYHOMY IToaroToBka k IK-4 IK-4.1
COCTaBY MPAKTUYECKOMY 3aHATHUIO. [IK-4.2
ITonroroBka OTBETOB Ha I1K-4.3
BOIMPOCHI IO TEMe
11 | CrpykTypa u opranusauus IloaroroBka k [1K-4 [1IK-4.1

AEATeTbHOCTH KaAPOBOU CITyKObI
MIPEaNPUSATUS

HPaKTUYECKOMY 3aHATHIO.
[TonrotoBka OTBETOB Ha
BOIIPOCHI 10 TeMe

12




é\i Tema 3agaHue fgﬁﬁ:&fﬁ: NJIK
12 | Komruiekc TOKyMEHTOB IO IMoaroroBka K [1K-4 T1IK-4.1
YCTaHOBJIEHUIO TPYJOBBIX OTHOLIEHU! | IPAKTUYECKOMY 3aHATHIO. [1K-4.2
ITonroroBka OTBETOB Ha
BOIIPOCHI 10 TEME
13 | Kommuiekc nokymenTos 1o yuery 1 | [logroroBka k [K-4 [IK-4.1
IBUKEHUIO KaJIpOB IIPaKTUYECKOMY 3aHATHUIO. [1K-4.2
ITonroroBka OoTBETOB Ha T1K-4.3
BOIIPOCHI 10 TEME
14 | Cucremaru3zaniysi 1 OrepaTuBHOE IMoaroroBka K [1K-4 T1IK-4.1
XpaHEHUE JOKYMEHTOB I10 IIPaAKTUYECKOMY 3aHATHUIO. [1K-4.2
nepcoHany. CripaBo4Ho- IloaroroBka oTBETOB Ha IIK-4.3
MH(pOPMaLIMOHHOE 00CITY)KBaHKE. BOIIPOCHI 10 TEME
CoBpemeHnHble TH(POPMAIIMOHHO-
MIOMCKOBbIE CUCTEMBI IO Ka/IPOBBIM
JIOKYMEHTaM
4.4. MeToanueckue yKa3zaHus N0 OPraHu3anuy cCaMOCTOSATEJNbLHOH PadoThI
CTYI€HTOB

CamocrosiTenbHasi paboTa CTyIeHTOB BceX (popM M BUIOB OOyUYEHUs SIBJISETCS OAHHUM U3
00s13aTeNIbHBIX BUJIOB 00pa30BaTeIbHON JeSITEIbHOCTH, 00eCIIeYMBAIOIIEH pean3alnio TpeOOBaHMI
denepasbHBIX TOCYIaPCTBEHHBIX CTAHAAPTOB BBICIIErO MPO(ECCHOHATBHOTO O0pa30BaHUs.
CornacHo TpeOOBaHUSAM HOPMATUBHBIX TOKYMEHTOB CAMOCTOSITENIbHASL Pa00Ta CTY/IEHTOB SIBJISIETCS
00s13aTeJIbHBIM KOMIIOHEHTOM OOpa30BaTeNbHOrO TMpollecca, TaK KaKk OHa oOecrevyuBaer
3aKperuieHUe TOoTyYaeMbIX Ha JIEKIIMOHHBIX 3aHATUSX 3HAHUU MyTeM MPHOOpPETEHHS HABBIKOB
OCMBICJICHUSI M PACIIUPEHHS UX CONCPKaHMsI, HABBIKOB PEIICHHUsI aKTyaJIbHBIX MpoOeM (hopMup-
OBaHMS OOIIEKYIBTYPHBIX M MPO(ECCUOHATBHBIX KOMIIETCHIIMH, Hay4YHO-MCCIIeOBATEIbCKON
AeSITeIbHOCTH, MOJATOTOBKYM K CEMUHapaMm, JJabOpaTOpHBIM padoTaM, caue 3a4eTOB M 9K3aMEHOB.
CamocrosiTenpHasi paboTa CTyAEHTOB IIPeACTaBIIsieT COOON COBOKYITHOCTh ayAMTOPHBIX M BHEay-
JAWTOPHBIX 3aHATUN U padoT. CaMocTosTeIbHAasE padoTa B paMKax 0O0pa30oBaTe/IbHOTO Iporecca B
By3€ peliaeT CJeAyoIre 3a/1auu:

— 3aKpeIvieHWe U pacliupeHue 3HAaHWM, YMEHUH, MOJyYeHHBbIX CTyJeHTaMU BO BpeMs
ayIUTOPHBIX M BHEAyJAUTOPHBIX 3aHATHMN, NMpEeBpallleHWe WX B CTEPEOTUIBI YMCTBEHHOU W
(puznyeckon AesTeIbHOCTH;

— HpI/IO6peTeHI/Ie JOITOJIHUTEIBHBIX 3HAHUI ¥ HABBIKOB 10 JUCHUITIIMHaM y‘IC6HOFO I1aHa;

— (I)OpMI/IpOBaHI/IC U pa3BUTHUC 3HAaHUN " HAaBBIKOB, CBA3aHHBIX C HAY4YHO-
I/ICCJIGIIOBaTeJIbCKOIL/'I A€ATCIBbHOCTDBIO;

— pa3BUTHE OPUEHTALIMUA M YCTAHOBKM HAa KaYECTBEHHOE OCBOCHHME O0pa30BaTEIbHOM
PO paMMBl;
— pa3BUTHE HABBIKOB CAMOOPraHU3aLIH;

— q)OpMI/IpOBaHI/Ie CaMOCTOATCJIBbHOCTU MBIIIJICHUA, CITOCOOHOCTH K CaMOpPa3BUTHIO,
CaMOCOBCPHICHCTBOBAHUIO U CaAMOPCAJIN3allUM;

— BHIpa0OTKa HaBHIKOB 3(P(PEeKTUBHONU CaMOCTOSITENbHON MpodecCHoHAIbHON
TEOPETHUYECKOM, MPAKTUYECKOW U Y4eOHO-MCCIIEOBATENbCKON e TeTbHOCTH.

IToaroroBka k Jgeknuu. KauecTBO OCBOEHUS COAEPKAHUS KOHKPETHOU JUCHUTIIMHBI
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MPSAMO 3aBHCUT OT TOTO, HACKOJIBKO CTYIEHT caM, Oe3 BHEITHEero MpHHYKAeHU (opMupyeT y cebs
YCTAaHOBKY Ha MOJyYEHHUE Ha JIEKIUSX HOBBIX 3HAHWMU, TOTOJHSIOIUX YK€ UMEIOLIUECS 110 JAHHON
OUCIUIUIMHE. Bpemsi Ha MOATOTOBKY CTYAEHTOB K JIByXYacCOBOHW JIGKIIMM IO HOPMaTHUBaM
cocrasJisieT He MeHee (0,2 yaca.

IloaroroBka K nmpakTu4eckoMy 3aHATHIO. [[0ArOTOBKA K MPAKTUUECKOMY 3aHSATHIO
BKJIIOYAET CJIeYIOIIUE JIEMEHTh CAMOCTOSITEIbHON JesITeJIbHOCTU: YeTKOe Mpe/ICTaBIeHNe Leu U
3ajlay ero MpOBeJeHHUs; BbIJIeJIEHME HABBIKOB YMCTBEHHOU, aHAJIUTUYECKOW, Hay4YHOU
AeSITEIBHOCTH, KOTOPbIE CTAaHYT Pe3yJIbTaTOM MPEICTOsIIer padoThl. BripaGoTKa HABBIKOB OCYIIEC-
TBJISIETCSI C TIOMOIIBIO TIOTYYeHHSI HOBOUM MHMOpMaIy 00 U3ydaeMbIX MPOIeccax M C MOMOIIbIO
3HAHUs O TOM, B KaKOH CTENEeHU B JAaHHOE BpPeMsl CTYJEHT BlaJleeT METOJaMH HCCIeqoBaTeTbCKOM
NeATeIbHOCTH, KOTOPHIMU OH CTAHET IOJIb30BAaThCSl HA MpaKTUYeckoM 3aHATuu. [loaroroBka k
MPAKTHYECKOMY 3aHSTHUI0O HepenKo TpeOyeT mogdopa Marepuaia, JaHHBIX U CIIEIHAJIbHBIX
VCTOYHHMKOB, C KOTOPBIMU TIPEACTONT yueOHass padora. CTyIeHTHI JOJIKHBI IoMa MOATOTOBUTH K
3aHATHIO 3—4 ipuMepa (popMyTUPOBKU TeMbl HCCIEOBAHUSI, TIPEICTABIEHHOIO B MOHOTrpadusix,
HAYUYHBIX CTaThsIX, OTYETaX. 3aT€M OHU CAMOCTOSITEJIbHO OCYIIECTBIISIIOT MIOMCK COOTBETCTBYIOIIUX
MCTOYHUKOB, OMpPENessioT aKTyaJlbHOCTh KOHKPETHOTO HCCIIEeOBAaHUS MPOIECCOB U SIBJICHU,
BBIJICJISIIOT OCHOBHBIE CIIOCOOBI JOKA3aTe/IbCTBA aBTOPAMU HAYYHBIX pabOT IEHHOCTH TOTO, YeM OHH
3aHUMAIOTCA. B XoJe caMoro mpakTUYeCcKOro 3aHSITHs CTYAEHThl CHayaja MpeJCcTaBJSIOT
HaJICHHbIE UMW BapUaHTBI (DOPMYTMPOBKH aKTyaIbHOCTU MCCIIEIOBAHM S, OOCYKAAI0T UX M 0OOCHO-
BBIBAIOT CBOE MHEHME O HaWJIy4llleM BapraHTe. BpeMs Ha MOArOTOBKY K MPAKTUUYECKOMY 3aHSATHIO
10 HOpMAaTHBaM cocTasJisieT He MmeHee 0,2 yaca.

IToaroroBka K KOHTPOJbHOH paGore. KoHTponpHass padoTa Ha3zHavyaeTcs Mocie
M3YyUYeHUs ONpeeSIeHHOro paszena (pa3aesioB) JTUCHUILIMHBL U MPEICTaBIIsieT cOO0M COBOKYMTHOCTb
Pa3BEepHYTHIX MUCbMEHHBIX OTBETOB CTYIEHTOB Ha BOIPOCHI, KOTOPbIE OHU 3apaHee MOJydyaloT OT
npenopaBarens. CaMOCTOsITENbHAS MOATOTOBKA K KOHTPOJIbHOW paboTe BKIIOYAET B ceOs: —
M3yuyeHHe KOHCIIEKTOB JIEKI[MW, PACKPBIBAIOIIMX MaTepual, 3HaHHEe KOTOPOro MpoBepsieTCs
KOHTPOJIbHON pa0OTOH; MOBTOpEHUE Y4eOHOro marepuana, MOJyUYeHHOro IMpHU MOATOTOBKE K
CEMHMHAPCKUM, MPAKTUYECKUM 3aHSATHSIM U BO BpeMsl UX MPOBEJCHUSI; U3yUeHUE JONOTHUTETbHOM
JIMTEPATypbl, B KOTOPOI KOHKPETU3UPYETCs COAEPKAHUE ITPOBEPSEMbIX 3HAHUM; COCTABJICHUE B
MBICJICHHOU (hOpMe OTBETOB Ha MOCTABJICHHBIE B KOHTPOJIBHOM paboTe BOIPOCH; (hOpMUpOBaHHE
IICUXOJIOTMYECKOM YCTAHOBKM HA YCIEIIHOE BBIIIOJHEHUE BCEX 3a/aHuil. Bpems Ha mOAroToBKY K
KOHTPOJIFHOH padoTe 10 HOpMaTHBaM COCTABJIsIeT 2 Jaca.

IloaroroBka Kk 3k3ameHy. CaMocTrosiTenbHasl MOATOTOBKA K 3K3aMEHY CXOXka C
MOATOTOBKOM K 3a4deTy, ocoOeHHO eciu oH auddepeHnupopanubii. Ho o0beM yueOHOrO
Marepuasia, KOTOpbIid Hy’)KHO BOCCTAHOBUTH B MaMATH K 9K3aMeHY, BHOBb OCMBICIIUTD M TIOHSITb,
3HAYUTENLHO OOJIbIIe, TIO9TOMY TpedyeTcst OoJbllle BpeMEHH M YMCTBEHHBIX ycuiIui. BaxkHO
c(OpMHpPOBaTh LIEJOCTHOE MPEICTABIEHUE O COIEpPKAaHMHM OTBETa Ha KaXIbl BOIMPOC, YTO
npeJoaraeT 3HaH|e Pa3HbIX HAYYHBIX TPAKTOBOK CYIIHOCTU TOTO MJIM MHOTO SIBJICHHSI, ITpoLiecca,
yMEHHE pacKpbiBaTh (haKTOPbI, ONpeeNsIore UX MPOTUBOPEYUBOCTb, 3HAHHE UMEH yUYEHBIX,
U3yYaBIIMX oOcyxkaaemyto mpodiemy. HeoOxonumo Takke MpUBECTH MH(MOPMAIHIO O MaTepraiax
SMIUPUYECKUX HCCIEIOBAHUNA, YTO yKa3blBae€T Ha BCECTOPOHHIO IMOATOTOBKY CTYAEHTa K
9K3aMeHy. BpeMs Ha MOArOTOBKY K K3aMeHY MO HOPMAaTHMBaM COCTaBsieT 36 4acoB s
OakanaBpoB.

®opmMbI BHEAYTUTOPHOH CAMOCTOSATENLHON Pad0ThI

CocraBiaenne rioccapusi llexs camocTosiTebHOW paOOTH: MOBBICUTH YPOBEHb
MH(POPMAIIMOHHBIA KYJIbTYpPbl; TPUOOPECTH HOBbIE 3HaHMS; OTpabOTaTh HEOOXOIUMbIE HABBIKU B
MpeIMETHOM 00nacTu yueOHoro Kypca. [1occapuii — ciioBaph Crieliain3upOBaHHBIX TEPMHHOB U
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ux omnpezeienuil. Ctatbs rioccapust — onpejesnenue Tepmuna. Conepxanue 3agaHusi: cOop u
CHCTEMaTU3aIMsl TIOHATUI WM TEPMHUHOB, OOBbEJMHEHHBIX 00IIel crieliudruuecKoil TeMaTUKOM, 10
OIHOMY JTMOO HECKOJbKMM HCTOYHUKaM. BbirosHeHue 3ajaHusa: 1) BHUMATEIbHO MPOYMTAThH
pabory; 2) ompeaenuTh HauboJiee YaCcTO BCTPEYAIINECs TEPMUHBI; 3) COCTaBUTh CIUCOK
TePMUHOB, O0ObEIMHEHHBIX O0IIEeN TeMaTUKOMW; 4) pPacHoOXUTh TEPMHUHBI B a/I(PaBUTHOM TIOPSIZIKE;
5) COCTaBUTH CTaThM IJIOCCAPUsL: — JIaTh TOYHYIO (DOPMYIMPOBKY TEPMUHA B MMEHHUTEIHHOM
najeke; — 0ObEMHO PACKPBITh CMBIC] JAHHOTO TepMuHa [TnaHupyeMble pe3ysibTaThl CaMOCTOSI-
TEJILHOW PabOThl: CIOCOOHOCTh CTY/IEHTOB pelllaTh CTaHAApPTHBIE 3aJa4u MPodecCUuOHaTbHON
JeSITeIbHOCTU Ha OCHOBEe MH(OPMAITMOHHOM U OMOIMOrpachuveckor KyJIbTyphl C IPUMEHEHHUEM
MHGOPMAIIMOHHO-KOMMYHUKAIIMOHHBIX TEXHOJOTUH M C YYETOM OCHOBHBIX TpeOOBaHUU
MH(MOPMAIIIOHHON Oe301TacHOCTH.

Pa3pa6oTka npoekTa (VHIWBHUIYaJIbHOTO, TpynmoBoro) Llenas camocTosiTesIbHON padoTHI:
pa3BUTHE CIIOCOOHOCTH MPOTHO3UPOBAThH, TPOEKTUPOBATh, MOJECIUPOBATh. [IpOEKT — «orpaHu-
YEeHHOE BO BPEMEHHU IleJIeHapaBieHHOE U3MEHEHHE OTIEIbHON CUCTEMBbI C YCTAHOBJIEHHBIMU TPeOo-
BaHUSIMU K KayeCTBY pe3yJbTaTOB, BOBMOXHBIMU PaMKaMHU pacxoja CPeACTB U PECypCOB U
crnieurduueckoil opranuzanueii». Boimonnenue 3aganus: 1) quarHocTvka cutyanuu (mpodiemMar-
u3alus, 1esernojaranue, KOHKpeTu3alus 1eiu, opMaTupoBaHUE MPOEKTa); 2) MPOEKTUPOBAHUE
(yrouHeHue 1ienv, (DYHKIMM, 3a/1a4 U TUIaHa pabOThl; TEOPETUIECKOE MOJIEIMPOBAHUE METOIOB U
CpEJICTB pellieHus 3a/1a4; JeTalbHask MPopadOTKa ITAMOB PellleHrsI KOHKPETHBIX 33]1a4; MOIIaroBoe
BBITIOJIHEHUE 3aIUIAHUPOBAHHBIX IMPOEKTHBIX JEHCTBUH; CUCTEeMaTtW3alus u 000O0IeHue
MOJYYEHHBIX Pe3yJbTaTOB, KOHCTPYUPOBAHUE NPEIINojaraeMoro pesyjibTara, MONIaroBoe
BBINIOJIHEHUE MPOEKTHBIX JEUCTBUM); 3) pedekcusl (BbIAICHEHUE COOTBETCTBUS IMOJIYYEHHOIO
pesyJbTaTa 3aMbICITy; Onpee/ieHue KayecTBa MOTyYeHHOTO MTPOAYKTa; MEPCIIEKTUBBI €r0 Pa3BUTHS
U ucnonb3oBaHusi). [Ipeamnonaraemeie pe3ysibTaThl CaMOCTOSITEIbHON pPadOTHI: TOTOBHOCTD
CTYJIEHTOB HCIOJIb30BaTh 3HAHWE COBPEMEHHBIX MPOOJieM HAayKH M 0Opa30BaHMS MPH PEIICHUH
oOpa3oBaTebHBIX M MPO(ECCHOHATIBHBIX 3aJa4; TOTOBHOCTh HMCIIOJIb30BaTh WHJUBUyabHbIC
KpeaTuBHBIE CIIOCOOHOCTH JIJII OPUTMHAIBHOTO pelIeHHs WCCIeAOBaTeIbCKUX 3aJad; —
CIIOCOOHOCTh TIPOTHO3UPOBATh, MPOEKTHPOBATH, MOJICIMPOBATH.

Nudopmanmonnblii nouck Llens camocTosiTebHOM padOTh: pa3BUTHE CIOCOOHOCTH K
NPOEKTUPOBAHUIO U NMPEeOOPa30BAHMI0 YUEOHBIX JEWCTBHI Ha OCHOBE PA3JIMYHBIX BHIOB
MH(pOPMAIIMOHHOTO NoUcKa. H(pOpMaIIMOHHBIN IOUCK — MOUCK HECTPYKTYPUPOBAHHOW JIOKYMEHT-
anbHOM MH@opmauuu. CIUCOK COBpPEMEHHBbIX 3aAady MH(OPMAIMOHHOIO IMOMCKA: pellIeHHe
BOIIPOCOB MOAEJIMPOBAHUSA; KjacCU(puKauusa JOKYMEHTOB; (uiabTpauus, Kjaccupukauus
JOKYMEHTOB; IPOEKTUPOBAHUE APXUTEKTYP MOUCKOBBIX CUCTEM U TOJIb30BATEIbCKUX UHTEP(EICOB;
u3BjievyeHne MHPopmMauuu (aHHOTUpPOBaHUE U pedepupoBaHUE AOKYMEHTOB); BBIOOpP
MH(POPMAIIMOHHO-TIOMCKOBOI'O SA3bIKA 3aIllpoca B MOMCKOBBIX cucteMax. CopepkaHue 3aJaHus 110
BUIaM MOMCKA: TOUCK OnOnMorpaduueckuii — MOMCK HEOOXOAMMBIX CBEJEHUN 00 UCTOYHHKE U
YCTAHOBJIEHUE €r0 HaJu4yus B CUCTEME JPYruX MCTOYHUKOB. BegeTcsa myTem pasblCKaHUSA
oubnauorpaduyeckoil uHpopmanuu 1 OudAMOrpadpuueckux nocoOui (MHMOPMALMOHHBIX
W3/JaHUI); TOUCK CaMMX MH(OPMALIMOHHBIX UCTOYHMKOB (JIOKYMEHTOB U M3/1aHUI ), B KOTOPBIX €CTh
WJIM MOXKET CONEPKAThCSl HYKHasi TH(OPMalIUsl; — MOUCK (PAKTUYECKUX CBEIEHUH, COIepKAITUXCS
B JIUTEpAType, KHUre (Harmpumep, 00 UCTOPUYECKUX (DAKTax U COOBITUSAX, O OUOrpadpruIecKux
JAHHBIX U3 )KU3HU U EATEBHOCTH MUCATeNs, YYEHOTO U T. I1.). BbilonHeHue 3agaHus:

1) onpenenenre 0OIACTH 3HAHWI;
2) BHIOOp TUIA M UICTOYHUKOB JIAHHBIX
3) c6op MaTepranoB, HEOOXOAUMBIX JIJIs1 HAMIOHEH! ST TH(OPMAIIMOHHON MOJIEITH;

4) orbop Hanbosee Moxe3HoN MH(pOPMALIUH;
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5) BeIOOp MeToga 00padboTKM MHpOpManuu (KiaccupuKaims, KiacTepusalus, perpecc-
VOHHBIN aHATU3 U T.[1.);

6) BBIOOp aropuTMa MOUCKA 3aKOHOMEPHOCTEHH;

7) MOUCK 3aKOHOMEPHOCTEH, (POPMaTbHBIX MPABWI M CTPYKTYPHBIX CBSI3€l B COOpaHHOMN
nMH(pOpMaINK;
8) TBOpuecKas MHTEpIpeTalvsl IOTYyYEHHbIX PE3YJIbTaToB.

[Tnanupyemble pe3ynbTaThl CAMOCTOSITENILHON padOThl: — CIIOCOOHOCTh CTY/AEHTOB pPellaTh
CTaHJApTHbIE 3a/Jaud NPO(ECCUOHAIBHON AEATEIbHOCTH Ha OCHOBE MH(MOPMAIMOHHOW U
oubnuorpapuyeckoil KyJbTypbl C MpUMEHEHHEM HH(POPMALMOHHO-KOMMYHHUKAIMOHHBIX
TEXHOJIOTUI U C YYeTOM OCHOBHBIX TpeOOBaHMI WH(OPMALMOHHOW 0€30MacCHOCTH; TOTOBHOCTD
UCTIOIb30BaTh 3HAHME COBPEMEHHBIX MPOOJIeM HayKd M 0Opa30BaHMS IPH pelieHnr oOpa3oBa-
TEJIbHBIX U IPO(PECCUOHAJIBHBIX 3aau.

Pa3pa6oTrka MyJabTHMeuiiHON mpe3eHTamun llenn camocrosTenbHON padOTHI
(BapuaHThl): — OCBOEHHE (3aKperuieHre, 0000IeHre, CUcTeMaTu3alus) y9eOHOro Marepuana; —
oOecrieyeHre KOHTPOJIS KauecTBa 3HAHUN; — (DOPMHUPOBAHME CTIEIMAIBHBIX KOMITETEHIINH, oOecre-
YUBAIOIIMX BO3MOKHOCTh paOOTH ¢ MH(OPMAITMOHHBIMU TEXHOJIOTUSIMU; — CTAHOBJICHHE OOIIEeK-
YABTYPHBIX KOMMETeHIMH. MylbTUMeOuiiHAsl Mpe3eHTalusi — MpPeACTaBIeHUe COAepKaHUS
y4eOHOro Martepuaia, y4eOHOU 3a/1aud C UCIOJb30BAaHUEM MYIbTUMEAUNHBIX TEXHOJOTUH.

BrinonHeHnue 3aganus:

1. DTan NpoeKTUpPOBaHUs: — OIpeeieHUe 11eJIell UCTIONb30BaHuUsI TPEe3eHTauN; — cOOp
HEoOXOAMMOro MaTtepuaa (TeKCThl, pUCYHKH, CXEMBI U JIp.); — (OPMHUPOBAHUE CTPYKTYpPHl U
JIOTMKH TIO[a4M MaTepraa; — CO3JaHue MarKy, B KOTOPYIO IOMEIeH COOpaHHBI MaTepuall.

2. DTan KOHCTPyUpOBaHusi: — BbIOOp mporpammbl MS PowerPoint B MeHI0 KoMIibioTepa; —
olpejesieHde OU3aiiHa CJIaiI0B; — HAIOJIHEHUE CTalJOB COOpaHHOW TEKCTOBOW M HATJISITHON
uHpopmanueil; — BkIoYeHUEe 3(p(PEeKTOB aHUMALUU U MY3bIKAJILHOTO COMPOBOXIEHUS (MpU
HEOOXOIMMOCTH); — YCTAaHOBKA PeKUMa IMOKa3a CJIaiI0B (TUTYJIBHBIN CJIaii, BKIIOYAOIINNA HauMe-
HOBaHUe Kadeapsl, Ilie BHIIOIHEHa padoTa, Ha3BaHUE MPE3EHTAIIUH, TOPOJ U TOJI; COlepKaTeTbHBIN
— CITMCOK CJIAaf/IOB TIpe3eHTaIlH, CIPYIIMPOBAHHBIX 10 TeMaM COOOIIEHU S ; 3aKIIOUUTETbHBIN
CJTaii]] CONEePKUT BBIBOJIBI, MOKEJIAHUS, CIIUCOK JTUTEPATYPHI U TIP.).

3. DTtan MoAeNMpOBaHUs — IMPOBEpPKA M KOPPEKIIMs MOATOTOBJIEHHOTO MaTepuala,
OITpe/iesieHre MPOIOKUTETIFHOCTH €r0 JeMOHCTPAITHH.

[Tnanupyemsble pe3yabTaThl CAMOCTOSITENIbHON pabOThl: — MOBBIIIEHUE UH(POPMALIMOHHON
KYJbTYpPbl CTYJIEHTOB W oOecnedyeHHe WX TOTOBHOCTH K HMHTETrpallid B COBPEMEHHOE
MH(POPMAIIMOHHOE MPOCTPAHCTBO; — CIIOCOOHOCTh pellaTh CTaHAAPTHBHIE 3aJaud MpodeccuoH-
AJILHOU JesITeJIbHOCTH Ha OCHOBE MH(OPMAITMOHHON U OMOIHMOrpadpuecKor KyJIbTyphl C IIpUMe-
HEHUEM I/IH(bOpMaLII/IOHHO-KOMMyHI/IKaHI/IOHHbIX TEXHOJIOTUHA U C Y4€TOM OCHOBHBIX TpC6OBaHI/Iﬁ
MH(OPMAIIMOHHON OE30MacCHOCTH; — CIIOCOOHOCTh K KPUTHYECKOMY BOCIPHUSTHIO, 0O0OIICHUIO,
aHaM3y podeccHoHATLHON MH(OpPMAIIK, TIOCTAHOBKE 1IEJTU U BHIOOPY MyTel ee JOCTHKEHUS; —
CIIOCOOHOCTh MIPUMEHSTh COBPEMEHHBIE METOIUKHM U TEXHOJIOTMHM OpPraHW3alluu M peaanu3aluu
00pa30BaTeJILHOIO Mpolecca Ha pa3IMyHbIX 00pa30BaTe/IbHbIX CTYNEHSX B Pa3IMYHBIX 00pa3oBa-
TEJIbHBIX YUPEXKACHHUSIX; — TOTOBHOCTh MCIOJIb30BATh WH/IMBUIyaIbHbIE KPEaTHBHBIE CIOCOOHOCTH
ISl OPUTMHAJIBHOTO PelIeHHsI UCCIIeOBATEIbCKUX 3aau.

B ®BI'OY BO «UI'Y» opranmu3zanus caMOCTOSATENbHON paOOTHl CTYAEHTOB pEriaMeHT-
upyetcs [lonoxeHreM o caMOCTOSITEIbHON padoTe CTYIEHTOB, IPUHATHIM YUeHbIM coBeToM UT'Y
22 wions 2012 r.
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4.5. IlpumepHasa TeMaTHKA KypPCOBBIX Pa6oT (IPOEKTOB)

ITo naHHOW TUCLMIIMHE BHIIOJHEHNE KYPCOBBIX MPOEKTOB (padoT) HE MpeayCcMaTpUBAETCS.

V. VYEBHO-METO/IMYECKOE I THOOPMAIIMOHHOE OBECIIEYEHUE
JUCHUAITJIMHBI (MO VYJIA)

a) OCHOBHAas JIUTepaTypa

1. Tobapena, AHa JIbBoBHA. BusHec-ananmutuka cpencrsamu Excel [Tekcr] : yue6. mocoOue
IJTS CTYII. By30B, 00y4. 1O Hamparil. "DkoHoMuKa" (KBanudukaims (crenens) - "Oakanasp") / . JI.
Fobapesa, O. 10. l'opogeuxas, A. B. 3onortapiok ; ®un. yH-T nipu [IpaButenscrBe Poc.
depepanuu. - 2-e u3A., uchp. u jgoi. - M. : By3oBckuii yueOnuk : Uadpa-M, 2015. - 335 c. ; 21
cMm. - bubmmorp.: ¢. 331. - ISBN 978-5-9558-0390-6. - ISBN 978-5-16-010235-1. - ISBN
978-5-16-102121-7 : 472.89 p.

2. AGpocumos, JI. 1. busHec u nHpOpMaLMOHHBIE TEXHOJIOTMH AJIsI CUCTEM YIPABJICHUS
npeanpusATaeM Ha 6aze SAP [nekTpoHHbIN pecypc] : yuyedHoe nmocodue / JI. . Abpocumos, C. B.
Bopucosa [u z1p.]. - DnekTpoH. TekcToBble JaH. - CankT-IletepOypr : Jlanb, 2019. - 812 c. - 9BC
"Jlanp". - Heorpanuy. nocrym. - ISBN 978-5-8114-3524-1 : b. 1.

3. Kopuees, Urops KoHcrantiHoBuu. Yrpaeienue nokymeHtamu [Tekct] : yueOHUK st
CTyH.BYy30B, 00y4. 1o criet. 032001.65 "[IokyMeHTOBe/leHHe U TOKYMEHTAIIMOHHOe obecrieueHue
ynpasienus" / U. K. Koprees, A. B. ITienko, B. A. Mamypues. - M. : Uugpa-M, 2012. - 299 c. :
Tabm. ; 22 cMm. - (Beicmee obpa3oBanue). - budmumorp.: c. 289-294. - ISBN 978-5-16-003590-1 :
219.79 p.

4. TTmenko, Anekcanap Bragumuposud. JJoKyMeHTAIMOHHOE OOecrieueHre yIpaBlieHUs.
[MpakTukym [Tekcr] : yue6. mocodue / A. B. [Tmenko, JI. A. [loponuHa. - 3-e u3f., crep. - M. :
Axkangemus, 2012. - 158 c. ; 21 cMm. - (Cpennee npodeccuonanbHoe ooOpazoBanue). - ISBN
978-5-7695-8942-3 : 313.50 p.

5. KazakeBuu, TatbsiHa AsniekcanipoBHa. [JJokymeHTOBeeHre. [JOKyMEHTallMOHHbII CepBHC
[DnexTponHbIi pecypc] : YueOnuk u npaktukym / T. A. KazakeBuu, A. U. Tkanuu. - 2-e u3m.,
UCHP. U AOI. - DJIEKTPOH. TEKCTOBbIE JaH. - MockBa : U3narenscrBo HOpant, 2019. - 177 c. -
(bakanaBp. Ilpukmnagnour kypc). - DBC "lOpaunt". - Heorpanuu. moctym. - ISBN
978-5-534-06273-1 : 379.00 p.

0) JONMOJHUTEJIbHAS JUTEpaTypa

1. MakmanoB, A. B. Cuctembl MoaaepKKy MPUHATHS pellieHUu# [ DIeKTpOHHbIN pecypc] :
yuebHoe mocodue ais By30B / A. B. Makianos, A. E. Kypasnes, JI. H. TeiHABIKAPD. - DNEKTPOH.
TekcToBble J1aH. - CankT-IleTepOypr : Jlanb, 2020. - 108 c. - 9BC "Jlanp". - HeOorpaHu4. JOCTYII. -
ISBN 978-5-8114-5344-3 : b. 1.

2. MakmanoB, A. B. TexHOIOTMM MHTEUIEKTYaJIbHOTO aHAJIM3a JAHHBIX [DJIEKTPOHHBIN
pecypc] : yue6Hoe nocodue / A. B. Makmianos, A. E. Xypasnes. - 2-e usg., crep. - DJIEKTPOH.
TekcToBble naH. - CaHkt-IletepOypr : Jlanp, 2019. - 212 c. - OBC "Jlanp". - Heorpanud. goctym. -
ISBN 978-5-8114-4493-9 : b. 1.

3. Merpora, 'anuna BnagumupoBHa. [IpaBoBOe M JOKyMEHTAllMOHHOE OOecledeHue
npodeccuoHanbHON AesatesnbHOCTH [Tekcr] : y4yed. aynsg ucnosib3. B oOpa3oBaT. mpoiiecce
oOpa3oBar. yupexk., peain3. IporpaMmmsel cpei. npod. odpazoBanus 1o creil. "['ocTHHUYHOE
neno", "T'ocruanunsiil cepeuc” / I'. B. [lerpoga. - 2-e usn., crep. - M. : Akagemus, 2018. - 318 c. :
tabn. ; 22 cm. - (IlpodeccuonanbHoe oOpaszoBanmue). - budnumorp.: c¢. 315-316. - ISBN
078-5-4468-6969-5 : 1208.59 p.

4. byropckuii, Bnagumup IlaBinoBuu. IlpaBoBoe U HOpMAaTHBHOE pEryJIMPOBAaHUE B
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WHIYCTPUH FOCTENPUUMCTBA [DNIeKTPOHHBIN pecypc] : YueOHuk u npaktrkym / B. I1. Byropckwuii. -
DNEKTPOH. TeKCTOBHE JaH. - M : U3parensctBo fOpaiit, 2018. - (bakanaBp. AkageMuueckui
Kypc). - DBC "IOpaiit". - Internet access. - Heorpanuu. goctym. - ISBN 978-5-9916-9313-4 :
359.00 p.

B) IepuoguYecKas JuTeparypa

1. VrpapneHve nepcoHaaoM [DNeKTpOHHBIN pecypc] : KypHal

2. YnpasiieHue NepcoHaIoM B YCJIOBUSAX KpH3Kca [DNeKTPOHHBIN pecypc] : alpMaHax
3. VipaBneHue pa3BUTHEM NepcOHAIa [DJIEKTPOHHBII pecypc] : KypHas

r) 6a3pl JaHHBIX, HH()OPMAMOHHO-CIIPABOYHbIE 1 TOMCKOBbIE CHCTEMbI

1. 9BC 243 «bubdnuorex». ['ocynapcrBeHHsiii koHTpakt Ne 019 ot 22.02.2011 r. OO0
«bubnunorex». JluneHsnonHoe coriamenue kK [ocymapcrBeHHOMY KOHTpakTy Ne 019 ot
22.02.2011. Anpec nmocryna: https://isu.bibliotech.ru/ Cpok neiictBusi: 6eccpoyHblit

2. 9BC «Mz3parenscrBo Jlanb». Konrpakt Ne 100 ot 13.11.2020 r. Akt Ne 671 or
14.11.2020 r.; Cpok nmeucteus no 13.11.2021 r. nocryn: www.e.Jlanbook.com

B cootetctBuu ¢ 1. 4.3.4. PI'OC BO, oOyyaroummMcsl B TeueHUE BCEro neprona o0yueHust
obecrieueH HEOTpaHWUYEHHBI HOCTYN (yHaJeHHBId AOCTYMH) K 3JIEKTPOHHO-OMOIMOTEUHBIM
crcTeMam:

— OrTKpbiTasg 27MeKTpoHHass 0a3a pecypcoB W HCCIENOBaHUH «YHHBEPCUTETCKas
nHpopmannonHas cucrema POCCUS» [DnekTponHsnl pecypce] : cait. — Pexum pocryna:
http://uisrussia.msu.ru 6ecCpoOUHbIi

— TocynapcrBenHas uHdopmanuoHHass cucrema «HanumoHanbHas 3J€KTpOHHas
OoubnMoTeka» [DNeKTpOHHBI pecypc] : cailT. — Pexum pgocryna: http://H30.pd. 6eccpounsiit

— Hayunas snektponnas oudnmoreka «ELIBRARY.RU» [DnekTpoHHblii pecypc] : caiT. -
KonTpakt Ne 148 or 23.12.2020 r. Akt or 24.12.2020 r. Cpok neuicteus no 31.12.2022 r. —
Pexxum pocryna: http://elibrary.ru/

— 9bC «M3parensctBo Jlanb». KonTpakt Ne 04-E-0346 ot 12.11.2021 r. Ne 976 or
14.11.2021 r. Cpok neiictBus o 13.11.2022 r. — Pexxum pocryna: https://www.e.lanbook.com

— BBC 243 «bubmorex». ['ocymapctBeHHbIN KOHTpAaKT Ne 019 ot 22.02.2011 r. OO0
«bubnuorex». JlunensnonHoe cornamenue kK locynapctBeHHOMY KOHTpakTy Ne 019 ot
22.02.2011. Cpok pneiictBust: Oeccpounbiii. — Pesxxum mocryna: https://isu.bibliotech.ru/

— 3BC «Pykont» LIKB «budkom». Ne 04-E-0343 ot 12.11.2021 r. Akt Ne 6K-5195 ot
14.11.2021 r. Cpok peiictust o 13.11.2022r. — Pexxum noctyna: http://rucont.ru

— DBC «Aibykc.py/ibooks.ru» OO0 «Andyke». Kontpakt Ne 04-E-0344 ot 12.11.2021
r.; Akt ot 14.11.2021 r. Cpoxk aevictBusi o 13.11.2022 r. — Pexxum gocryna: http://ibooks.ru

— DaekTpoHHO-OubOnMoTeynas cucrema «IDBC IOpait». OO0 «DaeKTpoHHOE
usparenbcrBo IOpaiiT». Kontpakt Ne 04-E-0258 ot 20.09.2021r. KonTtpakt Ne 04-E-0258 ot
20.09.2021 r. Cpok pewictBus nio 17.10. 2022 r. — Pexxum poctymna: https://urait.ru

— YBJI UBUC. Kontpakt Ne 04-E-0347 ot 12.11.2021 r. Akt ot 15.11.2021 r. Cpok
nevictBust ¢ 01.01.2022 no 31.12.2022 r. — Pexxum pocrymna: http://dlib.eastview.com

— DnextponHas ouodmoreka 1] I'pedennnkoB. Kontpakt Ne 04-E-0348 ot 12.11.2021r.;
AKT Ne 348 ot 15.11.2021 r. Cpok neiictBus ¢ 01.01.2022 no 31.12.2022 — Pexum gocryna:
http://grebennikon.ru

VI. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JINCIIMITIJINHBI
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6.1. Yue6HO-1a00paTOpHOE 000pPyI0BaHHE

HaumeHoBaHue
CIleliiaIbHBLIX TIOMEIEHUI 1
TTOMEIEHUI JJIsT
CaMOCTOSITEJTBHOW PaOOTHI

OcHameHHOCTh CTIEIUATBHBIX
MOMENIEHUI U TIOMEILEHUI JJ1s1
CaMOCTOSITETIbHOM PabOThI

[NepeyeHb TUIIEH3UOHHOTO
MPOTPaMMHOTO OOECTIEUEHHMSI.
PexkBu3UTH OATBEPKAAIOLLETO
JOKyMEHTa

CrenyiaibHble TIOMEIeHUSI:
VueOnas ayauTopus s
MPOBEJCHUS 3aHATHI
JIEKIIMOHHOTO U
CEMUHAPCKOTOo

THIIA, TEKYLLEro KOHTPOJIA,
MIPOMEKYTOUHON
aTTecTaluu.

Aynuropusi 000pyIoBaHa
CIIeNMATN3UPOBAHHON yueOHOM
MeOeNbI0, TEXHUYECKUMU
CpeZicTBaMU OOyUYEHHMsI, CITYKAIIMU
IJIs1 IpeCTaB/IeH s MH(OPMAIIH
OOJIBILION ayTUTOPUH:

HoyTtoyk(AserAspirev3-5516
(AMDA10-4600M 2300 Mrm)) (1
IITyKa) C HEOTPAaHUYEHHBIM
JOCTYIIOM K ceTu VIHTepHeT;
ITpoexTtop Vivitek, sxpan
ScreenVtdiaEcot- 3200%200MW
1:1, koNOHKH, HAOOPBI
JEMOHCTPAIIMOHHOTO 000PYIOBaHUS
1 y4eOHO-HAIJISHBIX TIOCOOMIA,
o0ecTieunBaoIe TeMaTHIeCKIe
WLTIOCTPALIMKU, COOTBETCTBYIOIINE
paboueii mporpaMMe JUCIUATUTAHBI
«APpXUTEKTYPHBIN MOAXO K
Pa3BUTUIO NIPEANIPUATUN U
MH(pOPMALIMOHHBIX CUCTEM».

VYuebHas nadbopaTtopusi:
KOMITBIOTEPHI [1sI TPOBE/ICHU ST
npakTUYeckux padot (CucteMHbIi
6ok AMDAthlon-64 X3 445 3100
MI1), Monutop LG F1742S (2
mrtyku), Monutop ViewSonic
VA703b(24 mitykn) ¢
BO3MOKHOCTBIO TIOJKJTIOUEHUS K
cet «MIHTEpHET» U OOeCIieUeHuEeM
JOCTYTIA B JEKTPOHHYIO
MH(POPMAIMOHHO-00Pa30BaTEIbHYIO
Cpely OpraHu3alyy; MpoeKTop Sony
XGA VPLSXS535, skpan
ScreenVtdiaEcot- 3200¥200MW
1:1

OC Windows: DreamSpark
Premium, lorosop Ne 03-016-14
or 30.10.2014

Microsoft Office:
0365ProPiusOpenStudents
ShrdSvr ALNG subs VL NL I
MthAcdmsStdnt w/Faculty
(15000 numieH3min)

Kaspersky Endpoint Security
AnsI0U3Heca- CTaHJAPTHBIN
Russian Edition. 15002499
Node 1 year Educational License
Ne
1B08-170221-054045-730-177

BusinessStudio JInmensus Ne
7464 (6eccpovHO)
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CrienasibHble IOMEIICHUS:
KOMITBIOTEPHBIN KJ1acc
(yueOHast ayquTopus) Uist
TPYIIIOBBIX U
VHIVBUIYaTbHBIX
KOHCYJIbTAIIUiA, KYpPCOBOTO
MPOEKTUPOBAHHUS
(BBITIOTHEHU ST KYPCOBBIX
padoT), OpraHu3aIuu
CaMOCTOSITENTbHOIN paOOTHI, B
TOM YHCIIe, HAyYHO-
HCCIIEI0BATENIbCKOU

Aynutopust o6opyaoBaHa
CrieMaTM3UPOBAHHON y4eOHOM
Me0eblo, TEXHUYECKUMU
cpeacTBamu 0Oy4eHus:
KOMITBIOTEPBI (CUCTEMHBIH OJI0K
AMD Athlon 64 X2 DualCore
3600+ 1900 MI1 (15 mTyk),
Mounwutop LGFlatron L1742SE (14
mrtyk), Monurop ViewSonic
VG720) ¢ BO3MOXXHOCTBIO
HOJKJTIOUeHUsI K ceTH «VIHTepHeT» 1
o0ecrieueHreM JI0CTyra B
JIEKTPOHHYIO UH(OPMALIMOHHO-
00pa30BaTeNIbHYIO CpeLy
OpraHu3aluy.

OC Windows: DreamSpark
Premium, dorosop Ne 03-016-14
or 30.10.2014

Microsoft Office:
0365ProPiusOpenStudents
ShrdSvr ALNG subs VL NL I
MthAcdmsStdnt w/Faculty
(15000 nmuueH3M

Kaspersky Endpoint Security
111 OM3HEca- CTaHIAPTHBIN
Russian Edition. 15002499
Node 1 year Educational License
Ne
1B08-170221-054045-730-177

6.2. IIporpaMMHOe obecriedeHmne

Oo6ocHoBaHue .
HaunmeHnoBaHue st Hara Cpok neiicTBus
Ne| IIporpammuoro |Koua-Bo A BbIJA4YH npasa
M0JIb30BaHMS
NPOAYKTa JHMI[eH3UH N0JIb30BaHUS
o
1 | OC Windows: 1500 Horosop Ne or Ycnosusa
DreamSpark 03-016-14 30.10.2014 | npaBooOIagarens
Premium

6.3. Texunueckue U JeKTPOHHbIE CPeACTBa

MGTO,I[I/I“ICCKOI‘/)I CHCTEMOU npenojgaBaHus MpeEAYyCMOTPEHO HCIIOJIb30BAHUE TEXHUYCCKUX U
QJICKTPOHHBIX CPEACTB O6y‘{eHI/I$I N KOHTPOJIA 3HAHUU CTYACHTOB: MyJIbTPIMC)IPIfIHbIG MMpE3CHTalH,

(pparmeHTHI (PHIIEMOB.

VII. OBPA3OBATEJIbHBIE TEXHOJIOT'NN

[Tpu peanusanuy nmporpaMMbl JAHHOW AWUCIMILIMHBI UCIIOIB3YIOTCS pa3inyHble 00pa3oBa-
TeJIbHbIE TEXHOJIIOTHHY, B TOM YHCIIE IEKTPOHHOE 00yueHHe U JUCTaHIIMOHHbIE 00pa30BaTe/IbHbIE

TEXHOJIOTHNH.

Pa3HoypoBHeBoe o0yueHre

V npenoiaBateist OSBJISAETCS BOZMOXHOCTb
MOMOTaTh CJ1ab0MY, YIe/ISITh BHUMAHUE CUIIbHOMY,
peau3yeTcsi KeJlaHue CHJIbHBIX YYalluXxcst
ObICTpee U TITyOXe IMPOJBUTaThCsl B 0OPa30BaHUM.
CuJibHBIE yUaIlluecs: YTBePKAAITCS B CBOMX
CITOCOOHOCTSX, CIa0bIe MOTyYaloT BO3MOKHOCTb
UCIIBITBIBATh YYEOHBIN yCIeX, TOBBIIIAETCS
yPOBEHb MOTHUBAIINH yUEHbI.

[TpoekTHBIE METO/IBI OOyUECHUST

PaboTa 1o JaHHOH METOAMKE JaeT BO3MOKHOCTh
pa3BUBaTh UHIMBUIYyaJIbHbIE TBOPUECKUE
CITOCOOHOCTH yYaInuxcsi, 6ojiee 0CO3HAHHO
MOAXOAUTD K MPO(ECCUOHATBHOMY U COLIMATBHOMY
camMoomnpeAeIeHUIO
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HccnepoBarenbckye METO/IBI B O6y‘{eHI/II/I

JlaeT BO3MOKHOCTD YUYaI[MMCSI CAMOCTOSITEJTHHO
TOTIOJTHSATH CBOW 3HAHMSI, ITTyOOKO BHUKATh B
U3yvaeMyIo po0OseMy u Mperosarath yTy ee
peleH s, YTO BaXXHO 1pu (hOPMHUPOBAHUN
MUPOBO33pEHHUsI. TO BKHO ISl ONIPEACICHHSI
WHIMBUYaJIbHON TPACKTOPUM Pa3BUTHS KAk I0r0O
00yYalIIerocs

HCKI_II/IOHHO-CeMI/IHapCKOC’»a‘-ICTHa}I CHUCTEMA

HaHHag cucreMa Jaet BO3MOKHOCTb
CKOHIICHTPUPOBATh MaTepua B OJIOKH 1

MPEIIOJHOCUTD €T0 KaK €INHOC 1EJI0C, a KOHTPOJIb

MIPOBOJIMTH TIO TIPEIBAPUTEITLHOM MOATOTOBKE
00yYaroIxcst

WHpopMaliMOHHO-KOMMYHUKAIMOHHbIE
TEXHOJIOTUU

V3meHeHMe 1 HeorpaHMUeHHOEe OOOraleHue
conepkaHusi 00pa30BaHMsl, UCIIOIb30BAHMIE

MHTErpUpOBaHHBIX Kypcos, gocryn B MTHTEPHET.

HanmeHoBaHue TeM 3aHSTHH C HCIOJb30BaHHEM aKTHBHBIX (bOpM 06yqunﬂ:

Kosn-Bo yacoB
dopma / Metoast
Bug (13 HUX
Ne Tema 3anATUA VHTEPAKTUBHOIO
3aHATUSA JIEKTPOHHBIE
0o0yJeHus
YJachl)

1 | CocraBiieHne JOKYMEHTOB Ha IPUMEPE 113 CuryanoHHble 2
YHUDULIMPOBAHHOI CUCTEMBI 3a/1a44
OpraHU3alMOHHO-PACHOPSIUTETbHON
JOKyMEHTalU

2 | ApXuBbI JOKYMEHTOB 1O JMYHOMY cocTaBy | [13 AHnanmu3 14

KOHKPETHBIX
CUTYyaluin

3 | Cucremaruzaiys v onepatuBHoe xpaHenue | [13 Joknapl, 10
JOKYMEHTOB M0 niepcoHaity. CrpaBo4HoO- CuryaloHHble
MH(pOPMAIIMOHHOE 00CITy)KUBAaHHUE. 3aJa4u
CoBpemMeHHble TH(POPMALIMOHHO-TIOMCKOBBIE
CHCTEMBI IO KaJPOBbIM JOKYMEHTaM

VIII. OHEHOYHbIE MATEPHAJIbBI JIA TEKYHIEI'O KOHTPOJIA 1

MMPOMEKYTOYHOM ATTECTAIITNH

8.1. OneHouHbIe cpeacTBa TEKYIEr0 KOHTPOJIS

Komnereniuun,
Ne KOMITOHEHTBI
Bup koHTpONa KonTtponupyemsie Temsl (pa3zaesbl)
n\ KOTOPBIX
KOHTPOJIUPYIOTCS
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Tect

JIOKYMEHT — OCHOBHOW OOBEKT YIIPABJICHUS.
Crpykrypa gokymenrta. HopmarusHas
npaBoBas gokymeHTaims. ['OCT.
CocrapiieHre JOKyMEHTOB Ha IpuMepe
YHU(PUIUPOBAHHOW CHCTEMBI
OpraHU3alMOHHO-PACTIOPS AU TETHHON
JOKYMEHTAIUH.

CucreMbl JOKyMEHTaIUH.

Opranuzanus cyx6st JOY.
JlokymMeHTaInoHHOe 0OecTieueHre — OCHOBA
TEXHOJIOTHH yTIPaBJICHUS.

OpraHu3zaius J0KyMeHTO000pOTa.
dopmMupoBaHUe U XpaHEHUE JIeN B
JeJI0NPOU3BOCTBE.

OpraHu3zanus apxXvBOB IOKYMEHTOB Ha
COBPEMEHHOM 3Tarle.

Opranuzanusi padoThl ¢ KaAPOBBIMU
nokyMeHTamu. CrucreMaru3anus U XpaHeHne
JOKYMEHTOB KaJIpOBOH CITyXKOBI.

ApXUBBI TOKyMEHTOB TIO JITUHOMY COCTaBY.
CTpyKTypa U opraHu3aius AesTeJbHOCTU
KaJpOBOM CITYXOBI IIPEIIPUATHS.
Komrieke JOKyMEHTOB 10 YCTaHOBJIEHHUIO
TPYAOBBIX OTHOIIEHUA.

Komrineke JOKyMEHTOB 110 yueTy U
JBWXKEHUIO KaJpPOB.

Cucremaruszalys 1 OnepaTuBHOE XpaHeHNe
JOKYMEHTOB 110 nepcoHaity. CripaBo4HO-
nHGOPMAIMOHHOE 00CTyKUBaHUE.
CoBpemeHHble TH(POPMAIIMOHHO-TIOUCKOBBIE
CHCTEMBI IO KaJPOBbIM JJOKyMEHTaM.

I1K-4.1, TIK-4.2,
[1K-4.3
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Ycrnbii onpoc

JIOKYMEHT — OCHOBHOW OOBEKT YIIPABJICHUS.
Crpykrypa gokymenrta. HopmarusHas
npaBoBas gokymeHTaims. ['OCT.

CucreMbl JOKyMEHTaIUH.

Opranuzanus cyx6st JOY.
JlokyMeHTaIlMoHHOe 0OecrieyeHrue — OCHOBA
TEXHOJIOTHH yTIPaBJICHUS.

OpraHu3zaiys J0KyMeHTO0O00pOTa.
dopmMupoBaHUe U XpaHEHUE JIeN B
JeJIONPON3BOJICTBE.

OpraHu3zanus apXvBOB JOKYMEHTOB Ha
COBPEMEHHOM 3Tarle.

Opranuzanusi paboTh ¢ KaAPOBBIMU
nokymeHTamu. CrcteMaTu3aiys U XpaHeHne
JOKYMEHTOB KaJIpOBOH CITyXKOBI.

APXUBBI JOKYMEHTOB TIO JITYHOMY COCTaBY.
Cucremaruszaiys 1 OnepaTuBHOE XpaHeHHe
JOKYMEHTOB 110 repconaity. CrpaBoYHO-
nHGOPMAIMOHHOE 00CTyKUBaHUE.
CoBpemeHHble TH(POPMAIIMOHHO-TIOUCKOBBIE
CHCTEMBI IO KaJPOBbIM JJOKyMEHTaM.

I1K-4.1, TIK-4.2,
[1K-4.3

[IpakTrueckoe
3aJaHue

Crpykrypa nokymenta. HopmatusHas
npaBoBas AokyMmeHTamsa. ['OCT.
CocraBiieHre TOKYMEHTOB Ha IIpUMepe
YHUDULIMPOBAHHOIN CUCTEMBI
OpraHU3aLMOHHO-PaCOPSIUTEILHON
JOKYMEHTALIIH.

Opranuzanus 10KyMeHTo000poTa.
dopmupoBaHKe U XpaHEHUE JIeN B
AEJONPON3BO/ICTBE.

CTpyKTypa U opraHu3anus AesTeJbHOCTU
KaJpOBOii CITyKObl MpeIPUATHSL.
KoMIuiekc JOKYMEHTOB 110 YCTaHOBJIEHUIO
TPYIOBBIX OTHOILLEHUIA.

Komruieke JOKyMEHTOB 110 yYeTy U
ABUXEHHUIO KaJIpOB.

I1K-4.1, TIK-4.2,
[1K-4.3

Hoknan/mpe3eHTanus

Cucrembl HOKYMCHTAIIHU.

I1K-4.1

KonTponbHast pabota

APpPXMBBI JOKYMEHTOB I10 JITYHOMY COCTaBY.

[1K-4.1, TIK-4.2,
I1K-4.3

IIpumepslI O1eHOYHBIX CPEACTB JJIsI TEKYIero KOHTPOJIs

lIeMOHCTpaIII/IOHHbIﬁ BapHUaHT TeECTa

1. 3adanue ¢ edunuurvim 86100pom. Boibepume 00ur npagunvHulii omeem.

Jaiite orpenesneHue noHATus "JokyMeHT"

a. nH(popMaLKA, 3aKPEIUICHHAasA Ha MaTepUAIbHOM HOCHUTEIE

b. unpopmanus

2. 3adanue ¢ eOuHUUHbIM 8b100pOM. Buibepume 00uH npasunvibili omeen.
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K pexkBu3uTam JOKyMeHTa OTHOCHUTCS

a. Jara

b. Bpemst

3. Baoanue ¢ edunuunbiM 8b100poM. Bvibepume 00uH npasunvhbslii omeen.
Uro Takoe I0OKyMeHT

a. uH(popmaIus, 3aKperieHHas Ha MaTepraIbHOM HOCUTEJe

b. nnpopmarms

4. 3aoanue ¢ eOUHUUHBIM 8b100pPOM. Buibepume 00uH npasunbhblli omeen.
Ha KakoM OsaHke oopmIIsieTcsl MPUKa3 MO0 OCHOBHOM JAEATEIbHOCTH

a. Ha oO1em OnmaHke

b. Ha O1aHKe MuchMa

5. 3aoanue ¢ eouruuHbIM 8b100pOM. Buibepume 00uH npasunvibili omeen.
MPUKA3 10 OCHOBHOM JESITeJIbHOCTH OTHOCUTCS K

a. UH(POPMAILIMOHHO-CITPABOYHON CHCTEME JIOKYMEHTAlU!

b. pacropsiAUTeNbHON CHCTeMe IOKYMEHTAIU!

6. 3adanue ¢ eOUHUUHBIM 8bl00pOM. Bvibepume ooun npasunvivlii omeem.

Cnyx6a JOY MoxkeT OBITh CaMOCTOSITEJIbHBIM CTPYKTYPHBIM MOApa3fejeHueM. ITO
MPaKUIbHO?

a. HeT
b. na

7. 3adanue ¢ eOuHUUHbIM 8bI00POM. Bbibepume 00uH npasubHblii Omeem.
00BeM JOKyMEHTOOOOPOTa 3TO

d. KOJIMYECTBO OOKYMEHTOB BCEX INIOTOKOB B TEUYCHUEC OIIPEACIICHHOIO IIPOMEKYTKa BPEMEHU
/Jare Bcero ogHOro roga

b. KOMMYeCTBO BHYTPEHHUX JIOKYMEHTOB B T€UEHHUE OMPEETICHHOrO MPOMEXYTKa BpeMeH!
/yarie BCero ogHoro roga

8. Baodanue c eduruurvim 8vibopom. Bvibepume ooun npasunvivlii omeem.
dopmMupoBaH¥e Jiel B COOTBETCTBUU ¢ HOMEHKJIATYPOH JIe]T He MOXKET IMPOU3BOIUTHCS
a. 1O MPEeIMETHO-BOIPOCHOMY MPU3HAKY

b. M0 HOMUHAJILHOMY TPU3HAKY

C. TIO XPOHOJIOTUYECKOMY MPU3HAKY

9. 3adarue ¢ eOuHUUHbIM 86b100pOM. Bolbepume ooun npasunvhwiii omeemn.

CornacHo npodeccroHaIbHOMY cTaHaapTy «CIHEeMaIucT 1o YIPaBICHUIO IEPCOHATIOM» B
0000IIEHHYIO TPYIOBYI0 PYHKIMIO «/JoKyMeHTalmoHHOe oOecriedeHre padoThl ¢ MEePCOHATIOM»»
BXOJIUT:

a. Pa3zpaborka TUMOBBX (POPM JOKYMEHTOB IO Yy4YeTy M [IBUKEHHIO MEepcCOHala,
COMPOBOXKJIEHUE MpoLeayp ohOopMIIeHUs] TPYJOBbIX OTHOIIEHUI

b. BECICHUEC NOKYMCHTALIMU I10 YUYETY U ABUKCHUIO IIEPCOHAJIA

c. AIMUHHUCTPUPOBAHME MPOIECCOB U JTOKYMEHTOOOOpOTa MO Y4YeTy U JABUKECHUIO
NepCcoHaa, MPEACTABIEHUIO JOKYMEHTOB IO MEPCOHATY B IOCYAApPCTBEHHbIE OpraHbl

d. Bce BbIILIENIEPEUNCIIEHHOE

10. 3aoanue ¢ eduruuHvIM 8b100pOM. Buibepume 00UH NpasuUnbHbILL Omeen.
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.K o0s13aTeqbHBIM TOKYMEHTaM — TeM, KOTOpble TI0 TEPBOMY TPeOOBAHMIO TPYHAOBOTO
MHCIIEKTOPa HEOOXOAUMO MPEACTaBUTh, OTHOCATCS:

a. JOKJIaJHbIE 3aIUCKH

b. IlItaTHOE pacnucanue

C. CIIpaBKa O TPYJOBOU AeSITeTbHOCTU

11. Baodanue ¢ eOunuunviM 66100pOM. Bvibepume 00uH npasunbHbulii omeen.
K nHpOpMaIoHHO-CrIpaBOYHBIM IOKYMEHTaM OTHOCUTCS

a. [Tonoxenue o ciyx0e ynpaBieHs1 IEPCOHATIOM;

b. [Tpuka3 (pacropsikeHne) 00 OTITyCKe

C. AKT 0 HapyllIeHUU TPYIOBON TUCUUILIMHBI

12. 3adanue ¢ eduruuHvIM 8b100pOM. Buibepume 00UH npasunbibili omeen.

COBOKYITHOCTb TOKYMEHTOB, COAEPKALINX HauOosee MONHble CBeJeHUsI O paOOTHUKE U €ro
TPYAOBOM JI€ATETLHOCTH — 3TO:

a. JIMYHOE JIeJI0

b. HOMEHKJIaTypa e

C. TMYHas Kaprouka T-2

13. 3adanue ¢ edunuurbiM 8b100pOM. Buibepume 00uH npasunvibili omeen.

K HOPMATUBHBIM JIOKYMEHTaM 10 BEACHUIO apXUBHOM JIEATEIBHOCTU OTHOCUTCS
a. 3akoH "O0 apxuBHOM Jieie"

b. OCT P 7.0.97-2016

c. OKITATP

14. 3aoanue c eOunuunbim b100pom. Bvibepume 00ur npasunvhbwlii omeen.
9KCMEePTU3a HEHHOCTH JOKYMEHTOB - 3TO

a. COBOKYITHOCTb JJOKYMEHTOB, COAEp:KAIIUX HAUOOJIee MOMHbIe CBEIEHNS O PaOOTHHUKE U €ro
TPYIOBOH JIEATEILHOCTH

b. HN3Y4YCHHUE NOKYMCHTOB Ha OCHOBAHWU KPUTECPHUEB UX INEHHOCTU B LEJIAX OIPEACIICHUA
CPOKOB XpaHECHUA JOKYMEHTOB U 0T6opa HX Ha MOCTOAHHOE XPAaHCHUE.

15. 3aoanue ¢ eduruuHvIM 8b100pOM. Buibepume 00UH npasunbHblli omeen.
Onuch Jeit 1 TIOKyMEHTOB - 3TO

a. apXUBHBIY CIIPAaBOYHUK, NTPEJHA3HAUYEHHBIN [IJI1 PACKPBITUS COCTaBa U COIEpKaHUs Jel
(eAMHMILI XpaHEeHUs1), 3aKpeIVIeHUs] MX cUCTeMaTu3aliuy BHYTpU (POHIA U MX yuyeTa

b. HN3YYCHHUE NOKYMCHTOB Ha OCHOBAHWU KPUTCPUEB UX HNEHHOCTU B LEJIAX OIMPECACIICHUA
CPOKOB XpaHCHUA NOKYMCHTOB U 0T60pa HX Ha IMOCTOAHHOC XpPAaHCHUC.

8.2. OueHouYHbIe CpeACTBA JJIsI MPOMEKYTOUHON aTTeCcTallu

BomnpocsI k 3auery:

1. PacckaxuTte 0 IOKyMeHTe Kak OOBbEeKTe JIOKYMEHTOBEIUECKHUX MCCIIEIOBAaHHIA
2. HazoBute HopmaTuBHBIe JOKyMeHTH 1o [JOY u faiiTe ux XapakTepUCTUKY
3. laiiTe XapakTepUCTUKY HOPMAaTUBHO-METOJUECKUX JOKYMEHTOB 1o JJOY

4. JlaiiTe XapaKTepUCTUKY CUCTEM JIOKyMEHTAI|H

S. TumnoBbIe CTPYKTYPHI JEJIONPOU3BOJICTBEHHOW CIIYKObI B OpPraHM3alUsIX Pa3TMYHBIX
YPOBHE# yrpaBJieHust
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6. OcBeTHTE BOMPOC OPraHU3aINK JOKYMEHTOOO0pOTa
Bonpocsl k 3a4eTy ¢ OLleHKOI:
1. ®opmupoBaHue Ae.

2. Cnyxb6a mo ynpaBJieHWIO MEPCOHAJOM: HaNpaBJeHUS JeATEIbHOCTU, (POPMBI,
B3aUMOJICVICTBUE, YUCTICHHBIN U JIODKHOCTHOM COCTaB.

3. JIoKyMeHTHpOBaHUE IBUKEHUS IEPCOHANA

4. Cucremaruzanys JokyMeHTOB. Homenkmarypa nen CirykObl 110 YIpaBJIeHHIO TIePCOHAIOM

Pa3padoTunku:

JIONIEHT M.B. Ky3nenoBa

(3anumaemast 00ONHCHOCHIb) (unuyuanvl, amunusi)

[Iporpamma cocraBiieHa B cooTrBeTcTBHM ¢ TpeboBanusamu ®I'OC BO u yderom
pekomengaumid IIOOII no nanpasienuto noarorosku 09.03.03 «IIpukinagHass nHpOpMaTHKa».

[Iporpamma paccMoTpeHa Ha 3acenaHuu Kadeapsl MPUKIAJHON HUHPOPMATUKU U
JOKYMEHTOBEICHU ST

ITpotokon Ne 8 ot «22» mapta 2024 r.

1.0. 3aB. Kaeapbl A.B. Poxun

Hacmoswas npozpamma, ne modxcem Ovimob 80cnpousgedena HU 8 Kakou ¢gpopme Oe3
npeosapumenboz0 NUCbMEHH020 Pa3peuerus: Kageopobl-paspadomuuxa npozpammol.
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