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l. HEJA U 3AJJAYU JTUCHUATTTINHBI
Menn:

e 3yYCHWEC OCHOBHBIX HAMPAaBICHUA TOCYJApPCTBEHHOW periaMeHTanmuu paboThl ¢
nokymeHTamu B Poccuiickoit @enepannu, 3a/1a4 OpraHu3aiuu CiIy)O0bl TOKYMEHTAIMOHHOTO
o0ecrieueHus YIpaBJICHHUS U TEXHOJOTUN TUTIOBBIX JEJIOMPOU3BOJICTBEHHBIX OTEpalluii;

® O3HAKOMHUTb C TEOPUEH M MPAKTUKON OPraHU3aALMH COBPEMEHHOTO JIOKYMEHTAIHOHHOTO
obecrieueHUsT Ha OCHOBE HAaydHO OOOCHOBAaHHBIX TIPUHIIMIIOB U METOJIOB  €ro
COBEPILICHCTBOBAHMUSI.

3agaun:
® OCBETUTh MECTO JICTONPOU3BOJICTBA B MPOLIECCAX YIIPABIICHHUS;
® U3y4YUTh HOPMATUBHO-METOIMYECKYIO 0a3y JIeJTOTPOU3BO/ICTBA;
® O03HAKOMHUTH C COBPEMEHHBIMHU TPEOOBAHUSIMH 110 COCTABJICHUIO JOKYMEHTOB;
e chopMHUpPOBATh y CTYJAEHTOB pallMOHAJIBHBIE MOJXOJbl K PEHICHUIO 3a7a4 OpraHu3aIiu
paboTHI ¢ JOKYMEHTAMH B YUPEIKICHUH,

M3YYUTh COBPEMEHHBIE TEXHOJIOTUHU JOKYMEHTAIIMOHHOTO 00€CTICUeHUsI YITPaBJICHUS;

® O3HAKOMUTHh CTYJACHTOB C COBPEMEHHBIMH THUIIOBBIMH  CTPYKTypaMu  CIYyXKO
JOKYMEHTAITMOHHOTO 00ECIIeUeHUs yIpaBICHHUS.

II. MECTO JUCIHMIIJIMHBI B CTPYKTYPE OOII

ITpenmer B1.B.JIB.01.02 «/lenonpou3BoICTBO U JOKYMEHTOBEACHUE)» BXOJIUT B AJIEKTUBHBIE
muciuiinHbl (1) oOpa3zoBarenbHO MporpaMMbl OakajaBpuaTa IO HaIMPaBJICHUIO TOATOTOBKHU
51.03.03 CommanbHO-KYIbTypHasi JCSATEIBHOCTh, HAMpaBleHHOCTh (mpoduis): Opranuzarus
NESITebHOCTH  Y4pexXAeHUW KynbTypbl. CTYAEHTHl U3ydaloT JUCHUIUIMHY B 5 cemecTpe.
[IpenmecTByronme OUCHMIUIMHBIL, Ha KOTOpble omnupaercs aAaHHas aucuuiuimHa: b1.0.10
«CormmokynbTypHOE TIpoekTupoBanue» (2,3,4 cemectpsol), b1.B.16 «OcHoBbl MmeHemkMerTa CKJI»
(3,4 cemectpnl). Ilocnenyromue IUCIUIUINHBIL, JUII KOTOPBIX OCBOEHWE JaHHOW JHCIUTIIAHBI
HeoOxomumo: b1.B.06 «OcHoBbl mpeanpuHuMarenbckoi nesrenbHoctd B CKI» (7 cemectp),
b1.B.20 «JlenoBbie koMMyHHKaun» (7, 8 ceMecTpsl).

I1l. TPEBOBAHUA K PE3YJIbTATAM OCBOEHUSA JUCIUIIJIMHBI

[Iporecc ocBOCHMS AUCIMIUIMHBI HAIIPaBjIeH Ha GOPMUPOBAHNE KOMIICTCHITUH (2JIEMEHTOB
crnenyronmx kommnereHnuii) B coorserctsur ¢ ®I'OC BO u OIT BO no qanHOMY HaIpaBieHUIO
noarotoBku 51.03.03 - CounanbHO-KYJILTYPHAas 1eSITeIbHOCTD, TPohuibs «Opranuzanus
JESITEeNbHOCTH YUPEKICHUN KYIbTYphD)

IlepeyeHns MIAaHUPYEMBbIX Pe3y/IbTATOB 00y4eHHs 110 AUCHUILINHE (MOAYJII0), COOTHECEHHBIX €
HHIUKATOPAMH IOCTHKEHUS] KOMIIeTeH i

Komnerenunus HNupukatopsl Pe3yabTaThl 00yueHHs
KOMIeTeHuuu
IIK-3 - HJIK nk. 3.1- 3Hamy: TPUHLMUIIBI, METOUKU U
I'oToB HCMOIB30BATEL Hcnonb3yeT TexHoIOTUA TEXHOJIOTUU COIUOKYIHTYPHOTO
HOPMAaTHBHBIE PABOBBIC MOMCKa HOPMATHBHO- MPOEKTUPOBAHUSI B 00JIACTH
aKThI B paboTe yUpeKJACHUN | MPAaBOBHIX JOKYMEHTOB, JIEJIONTPOU3BO/ICTBA,
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KYJITYPBI, OOIIECTBEHHBIX
OpraHu3alui u
00BeIMHEHUN TPaXK/IaH,
peaTu3yoIUX UX IpaBa Ha
JTOCTYI K KYJIbTYPHBIM
[IEHHOCTSIM U y4acTHE B
KYJbTYPHOU KU3HU CTPAHbBI

pernaMeHTUPYOLIUX
npodeccunoHabEHYIO
JEeSTEILHOCTh B cepe
KYJIbTYpbI

Ymems: oopMIsTH CMETHI U
KaJIbKYJIALNIO HA TIPOU3BOJICTBO
JT000TO MPOJIYKTa B OTPAciiu;
Brademw: HaBBIKaMu pa3pabOTKH
(MHAHCOBBIX MIJIAHOB YUPEIKICHUS
KYJIBTYPBI

HJIK nx. 3.2 -
Pa3pabarbiBaeT mporpamMmel
MOHHUTOPHUHTA, OIICHKH
PE3yABTATOB PEANTH3ALNHU U
UH(POPMALMOHHO-
METOJMUECKUE MaTEPUaIIbI B
cthepe npodeccruoHaIbHON
NeSITeTbHOCTH HAa OCHOBE
HOPMATHBHBIX ITPABOBBIX
aKTOB

3Hamub: IporpaMMbl MOHUTOPUHTA
Y OLICHKH PE3yIbTATOB;

Ymemuw: cobupatpb
UH(POPMALMOHHO-aHATUTHIECKIE
MaTepHabl;

Braoemy: onleHKON pe3ynbTaToOB
Ha OCHOBE HOPMATHUBHBIX
NIPaBOBBIX AKTOB

HJIK 1k 3.3 -

OcylecTBIIsSIET TEOPETUKO-
METOJI0JIOTHYECKOE
000CHOBaHHE TPOrpPaMM
peanu3aiuy npas rpaxaaH
Ha JIOCTYII K KYJIbTYPHBIM
LIEHHOCTSIM U y4acTHE B
KYJbTYPHOM KU3HU CTPaHbI

3namub: IPOTpaMMBI peaTr3aliu
npaB TpaXJIaH Ha JOCTYII K
KYJIbTYPHBIM IIEHHOCTSIM;
Ymems: ucnionp3oBath
SKOHOMHUYECKHE METOIBI
ynpasienus B CK/I;

Bnaoemyw: pemarb cTaHgapTHbIE
3a/1a4u TPOPeCCHOHATTLHON
JESITEIbHOCTH C IPUMEHEHHEM
nH(pOpMaIMoHHO-
KOMMYHUKAIIHOHHBIX TEXHOJIOTUH

1IK-5 -

['oTOB K OCYIIECTBICHUIO
MOATOTOBKH U MTPOBEICHUS
KOHLIEPTOB, (heCTUBANIECH,
KOHKYpPCOB, CMOTpPOB,
Mpa3gHUKOB U (popm
MacCcOBOM COIMANIbHO-
KYJIbTYPHOH AESITeIbHOCTU

HJIK nx. 5.1-

CooTHOCHT 0a30BEIE
MIOJIOXKCHHUS CIIEHAPHO-
JPaMaTypruuecKuX OCHOB
COILIMAIIbHO-KYJIBTYPHBIX
IPOrPaMM C TPUKIIATHBIMU
3aJ1a4¥ TBOPYECKO-
IIPOM3BOICTBEHHOM
JIEATEILHOCTH,
o0ecrieuynBacT OICHKY
Ka4yecTBa MPUMEHEHUS
TEXHUYECKUX CPEJICTB H
000pYyIOBaHUS YUPEKICHHS
KYJbTYPBI B COOTBETCTBHE C
0KATaEMBIM COIIUAIBHBIM U

3uamos: TEXHOJIOTUH
MEHEKMEHTa U MapKETUHTA B
CKI;

Ymemub: IpuUMEHATh TEXHOJIOTHH
nenonpousBojctea B CK/I;
Brnaoemw.: HaBBIKAMH OLICHKU
KaueCcTBa COLMAIIbHO-KYJIbTYPHBIX
nporpamm

XY/10KECTBEHHBIM
pe3ynbTaToOM

HJIK nk.5.2 - 3namb: HOPMATUBHBIE TOKYMEHTHI
Brnaneer HaBbIKOM 0 UCIIOJIB30BaHHUIO PECYPCOB
OCYIIECTBIICHHS (3emun, KaJipoB, GUHAHCOB):




CaMOCTOSTENBHOMN
pa3paboTKu CIieHapHO-
JpaMaTypruuecKiuX OCHOB
COLMAJIBHO-KYIbTYPHBIX
ImporpamMmm M uX NNOCTAaHOBKH
C MCIIOJIb30BAaHUEM
TCEXHUYCCKUX CPEACTB U
CIICHUYECKOTO
000py/I0BaHUS YUPEKICHUS
KYJIbTYpPBI, y4acTus B
TBOPYCCKHUX ITPOCKTAX B
Ka4eCTBE BEAYIIETO U
HUCIIOJITHUTCIIA

Ymemnw: pemate npoOieMsl o
HCII0JIb30BAHUIO PECYPCOB;
Braoemyw: hopmamu
JOKYMEHTOBEICHHUS B
YUPEKICHUAX KYIbTYpPbI

11K-6-

I'oToB K ywacturo B
pa3zpaboTke 1 000CHOBAHUU
IIPOEKTOB U MPOTpamMm
Pa3BUTHUS COIIMATILHO-
KYJIbTYPHOH cepbl

HJIK nk. 6.1-

Peanuzyer nHHOBallMOHHBIE
POTPaMMBI B TPOSKTHI
pa3BUTHUSA COIUATBHO-
KYJIbTYPHOU JEATETLHOCTH
B YUPEIKICHHUSIX KYJIBTYPHI;
OpraHU30BBIBAET
KOMMYHHKAIUHU B TIpoIIeCcCe
paboThl Haj
WHHOBAITMOHHBIMHU
IPOEKTaMHU U MpoTrpaMMamMu
COLMAIBHO-KYJIBTYPHOU

cthepsl

3nams: THHOBAITMOHHOE
IIPOEKTUPOBAHUE B YUPEKICHUIX
KYJIBTYpBI;

Ymems: oprann3oBbIBaTH
JIEJIONPOU3BO/ICTBO;

Braoemyw: naBbIKaMu pa3pabOTKH
MHHOBAIIMOHHBIX IPOTpaMM

HJIK nx. 6.2-
PazpabarbiBaer corpaabHO-
KYJIbTYPHBIN MTPOEKT Ha
OCHOBE M3YYCHHUS 3aIIPOCOB,
HUHTEPECOB C yIECTOM
BO3pacra, 00pa3oBaHus,
COIMAJIbHBIX,
HaIlMOHAIBHBIX, TCHICPHBIX
pa3Iuuuii TPy HACEIICHUS

3nams.: METOABI U3yUECHUS
3aMpoCoOB;

Ymems: paboTaTh B cripaBOYHO-
MOMCKOBBIX CHCTEMAxX C
pa3IMYHbIMU BHIAMU
yIpaBICHUYECKON JOKYMEHTAIIHH;
Braoemyv: nHaBpIKaMU cO3aHUS
OpraHu3alMOHHO-
pacopsAUTEIbHBIX U
UH(HOPMALMOHHO-CIPABOYHBIX
JIOKYMEHTOB;




IV. OBBEM JUCHUIIJIMHBI U BUAbI YYEBHOMN PABOTHI

OYHOE OTAEJEHUE
Bun yueOHoii padoThI Bcero gacos / CemecTtp (4acoB)
3a9YEeTHBIX
eMHUIY 5

AyIUTOpHBIE 3aHATHS (BCET0) 72/2,0 78
B ToMm uucne: - -
Jlexunu 36/1,0 36
IpakTrueckue 3anstus (I13) 36/1,0 36
KoHTposb caMmocToATe1bHON pabOThI CTY/IEHTOB 6/0,2 6
CamocTrosiTejibHasi pa6oTa (Bcero) 36/1,0 36
B ToMm uucne: - -
Pedepar, noxnan 6/0,3 6
Jlpyeue 8uovi camocmosimenvHou pabomol 30/0,8 30
(8blnoIHEHUEe OOMAUHUX 3A0AHULL, NOO20MOBKA K
3auemy)
Bun npomexxyTouHoil artecTanuu (9K3aMeH) 27/0,75 27
Koncynbrammmn 3 3
KonTtakTHasi padora (Bcero) 91/2,2 91
OO6mast Tpy10€MKOCTh Yachl 144 144

3a4YCTHBIC AUHUIIBI 2 2

3a04Ho€ OTAEIeHHE

Buna yueoHoii padoThl

Bcero yacos /

Cemectp (uacoB)

3a4eTHBIX 5
e[IMHUIL
AyauTopHbIe 3aHATHS (BCero) 16/0,5 16
B Tom yuce: - -
Jexunu 8/0,2 8
[Tpaktuueckue 3ansarus (113) 8/0,2 8
KoHTpoiib caMoCTOSITEIbHOM pabOTHI CTYJICHTOB 6/0,2 6
CamocrosiTesibHast padoTa (Bcero) 97/2,7 97
B ToMm uncre: - -
Pedepar, noxnan 7/0,2 7
Jlpyeue 6uovi camocmosmenvroi pabomoi 90/2,5 90
(8blnoONHEHUE OOMAUHUX 3A0AHUL, NOO2OMOBKA K
3auemy)
KO 5/0,2 5
Bun npomexxyTouHoii artectanuu (9K3aMeH) 4/0,1 4
Koncynbrammmn 16 16
KonTakTHasi padora (Bcero) 43/1,2 43
OO11ast TpyA0E€MKOCTh 4acsl 144 144
3a4YETHBIC CUHUIIBI 2 2




V. COIJEPKAHUE JNCHUIIJIMHBI

5.1. Coneprxkanue pa3/iejoB U TEM JTUCHUTLIAHBI
Tema 1. Bseoenue 8 0enonpouzso0cmeo

[Ipenmer, conepkaHue, 3aaaud Kypca. TepMUHOJIOTHS OCHOBHBIX IOHSTHH B 00JacTH
JIeIONPOU3BOJICTBA, €€ ABOJIOLUA. B3auMOCBSI3b OpraHu3aluy U TEXHOJOTHMH T'OCYIapCTBEHHOI'O
JETIOTIPOM3BOCTBA C PA3BUTHUEM TOCYJAPCTBEHHOTO ammapara, ero (QYHKIUSMH U CTPYKTYPOH.
N3ydyenne ocoOeHHOCTEW M 3aKOHOMEpPHOCTEH padOThl C JOKYMEHTaMU B Pa3Hble HCTOPUYECKHE
NEepPUOJbl, MX [PEEMCTBEHHOCTh B YCIOBUSAX [JESATEIBHOCTH COBETCKOIO U  POCCHIMCKOIO
rocyrapcTBeHHoro amnmapara. CBsi3pb  JIEJIONPOM3BOJACTBA C  UCTOPUYECKMMM  HayKaMH,
apXMBOBEACHUEM, TPABOBEACHUEM, 3KOHOMUYECCKHMH, TEXHHYCCKMMH HAayKaMH, C HayKamH 00
nH(pOpMaIUU, TEOPUEH yIIPABIICHUS.
Tema 2. [lenonpouzso0cmeo — 0cHO8A MEXHOIO2UU YRPABIEeHUS

[MoHsiTHE «IAETOMPOU3BOJICTBO», «IOKyMEHTAIMOHHOE obecneueHue ympasiaeHus» (JJOVY).
Jlenonpou3BOACTBO KakK (YHKIMS YIpPaBJICHUS, €r0 MECTO CpeAu ApYrux (YHKIUN YIpaBlIEHUS.
Jlenonpou3BOACTBO Kak cucTtemMa paboThl C JIOKYMEHTaMHU. YIpaBlieHYecKas IesTeIbHOCTh U
JIeIONPOU3BOCTBO. 3HAUEHUE JOKYMEHTOB I pealiu3alliy yIpaBiIeHYeCKUuX perieHui. OueHka
COBPEMEHHOTO COCTOSHUS JeNonpou3BoAcTBa. MDakToOpbl, BIUSIONIME HA €ro OpraHu3aluio U
TEXHOJIOTHIO B YUPEKICHUSAX Pa3IMYHBIX YPOBHEW yIpaBieHUs. BiusHue aBTOMaTH3HPOBAHHON
TEXHOJIOTUU 00pabOTKM JOKYMEHTOB Ha JAEJONpPOM3BOJACTBO. BiusHue xapakrepa yrpaBieHHS,
NPUHIAIIOB ~ TPUHSTHS ~ YIPABICHYECKUX PEIICHWH Ha OpraHu3alui0 ©  TEXHOJOTHIO
JeONPOU3BOCTBA. B3auMOCBs3b /€JIONPOU3BOJACTBA C OpraHU3alueil BEIOMCTBEHHOTO U
roCy/1apCTBEHHOTO XpaHEHUs JOKYMEHTOB.
Tema 3. Hopmamuseno-memoouueckas 6aza cospemeHno20 0elonpou3so0cmead

OcHOBHBIE 3aKOHOJIATEJIbHBIC TIOCTAaHOBJIEHUS 1O paboTre ¢ JOKyMeHTaMu. Enunas
rocyngapctBeHHas cuctema (EI'CI]) m ocHoBHBIE ee HampaBieHHsS. YHU(DHUIIMPOBAHHBIE CHCTEMBI
JNOKYMEHTAluu. YHU(UIUPOBAHHAS CUCTEMa OPraHU3aI[MOHHO-PACTIOPAIUTEILHON TOKYMEHTAIUH.
Knaccudukaropsl TEXHUKO-I)KOHOMHUYECKOW W  comuanbHOW wHpopMmammu. HopmaTuBHbIS
JOKYMEHTBI IO Tpydy W oxpaHe Tpyaa. ['ocymapcTBeHHbIE CTaHIApThl, UX pPOJb U 3HAYCHHUE.
CranpmapTtel npennpuatuil. TunoBas HMHCTPYKUHUs IO JIEJIONPOU3BOJCTBY B MHUHHUCTEPCTBAX H
BegoMcTBax PO.
Tema 4. IIpasuna cocmasnenus u oghopmieHus 0OKyMeHmMOos

PekoMenganuu MO COCTaBIIEHHIO TEKCTOB JIENOBBIX JOKyMeHTOB. Kiaccudukauus u
yHUpUKauUs 10KyMeHTOB. OCHOBHBIE IIPaBUJIa COCTABIICHUS TEKCTA JTOKYMEHTOB. XapaKTepUCTHUKA
locynapctBenHoro cranjgapra «YHU(DUIMPOBAHHBIE CUCTEMBbl JOKyMeHTaluu. TpeboBaHus K
COCTaBJICHUIO JIOKyMeHTOB». llpaBuna odopmieHHS NHOCTOSHHBIX M MEPEMEHHBIX PEKBU3UTOB
nokymeHToB. TpeGoBanus k Omankam. OcCHOBHbIE TpeOOBaHUS K JOKYMEHTaM, H3TOTOBIIEHHBIM
MalIMHOMUCHBIM crocoOoM. TpeOoBaHMS K U3rOTOBJICHUIO, YYETY, HCIOJIb30BAHUIO U XPAHEHUIO
OnmaHKOB C BocmpousBeleHreM rocyigapctBeHHoro I'epba P® u I'ep6oB CyOnektoB PO.
[IpumepHBIil epedyeHb JOKYMEHTOB, Ha KOTOpBIX cTaBUTCs ['epOoBast nmeyath. CTHIIb JOKYMEHTOB.
OcobenHoct o(ULIMATBHO-IENOBOTO CTHIIA JOKyMeHTa. OOIIeNpUHAThIE CTUIIEBBIE OOOPOTHI.
Yacto BcTpedaeMble OMIMOKM B AENOBOW JOKyMeHTauuu. CTHIIb JETOBOM JOKYMEHTAI[MHd U €ro
ocobernoctu. OdopmileHre JaT U Yucel B JOKyMEHTax.
Tema 5. [lokymenmuposanue opeanu3ayuoHHO-pacnopsaoumenbHoll 0esmeibHOCmu

Bunet u HasHaueHue chmyxeOHbIX JOKyMeHTOB. lloarotoBka u odopmiieHHE NPUKA30B.
OcobenHocTh O(opMIIeHHST BBHIMUCKK W3 TpHKa3a. YUeT, XpaHeHHe U oOpalleHue ¢ MpUKa3aMH.
Crnenuduka HamucaHus yKa3aHUHM, pacropsbkeHudl, wuHCTpykuuid. IlocTpoeHne  Tekcra
KOHCTATHPYIOIIEH W paclopsAUTENIbHOW YacTU JIE€JOBOrO JOKYMEHTa. YCTaB, pojb ycTaBa B



nearenbHOCTH npeanpustus. Jorosop. TpynoBoe cornamenue. BaxkHOCTh M 3HAUYE€HUE JAHHBIX
JOKYMEHTOB.
Tema 6. Ocobennocmu uH@POPMAYUOHHO-CAPABOUHBIX OOKYMEHMOS.

BcenomorarenbHplii XxapakTep WH(GOPMAIIMOHHO - CIPABOYHBIX MAaTEpHAJOB B YIIPaBJICHUHU
npou3BojacTBa. CrpaBku. OCHOBHBIE PEKBU3UTHI CIpaBOK. AKThl. TpeOoBanus K 0GhOpMIICHUIO
akToB. JlokymagHele W OOBsICHUTENbHBIE 3amucku. OcoOeHHOCTH OGOPMIICHHS JOKYMEHTOB
nepefaBaeMbIX 10 KaHajaMm  JJeKTpocBsizu. TenerpamMmel. OcCOOEHHOCTH — TeJerpaMM U
teneponorpamm. Crernuduka Tekcta tenerpamm. CooOmeHus, mepeaaBacMble JIIEKTPOHHOM
IIOYTOM.

Tema 7. Opzanuzayus 0OKymenmoobopoma 6 op2anuzayuu

[lonsTe noxymenrootopota. Opranusanust padoThl C JTOKyMEHTaMU Ha IPEIIPUSITUH U B
opranmzamun. OOmue TpaBWiIa  OpPraHMW3allMM, METOJWYECKHE OCHOBBI  OpPTaHM3AIUU
JOKYMEHTOO0OpOTa, WX pealu3anusi B JEUCTBYIONIMX TOCYIapCTBEHHBIX HOPMATHBHBIX
nokymeHntax. CTpykTypa © o0O0mas XapakTepUCTHKa JOKYMEHTONOTOKOB. IIpermBapurenbHoe
paccMOTpeHHe JIOKyMEHTOB. PaccMOTpeHHe JOKYMEHTOB pPYKOBOJACTBOM  YYPESKICHHS H
HampaBJIeHWE WX HAa UCHONHEeHHWEe [lopSgoK MPOXOXKIEHHsS] IMOCTYNUBIINX JOKYMEHTOB.
OcoOenHocT  00pabOTKKM  OTHpaBIsieMbIX JOKyMEeHTOB. Ilepenmaua [1OKyMEHTOB BHYTpHU
opraHu3amuu. Y4ueT o0ObeMa  JOKyMEHTOOOOpOoTa, €ro 3HauyeHWe B  OpraHU3AINH
JTOKYMEHTAI[MOHHOTO oOecnieueHus. HarpaBiieHUs] COBEPIICHCTBOBAHMS IOKYMEHTOO00pOTa U ITyTH
€ro COKpalieHusl.

Tema 8. Dopmuposanue u xpanenue oen 6 0eIONPOU3EOOCMEe, Nepeoaya Ux 6 apxue

[lonsitne «dpopMupoBaHue JAen», OCHOBHbIE TpeOOBaHUS K TMPOBEACHUIO 3TOM pabOTHI.
dopmupoBaHue Jiel B OpraHU3alUsaX pa3InyHbIX YpOBHEW ympasiieHus. 3amgauu ciyxosl JJOY u
BEJJOMCTBEHHOTO apXuMBa IO O0ECHEYEHUIO0 KAa4eCTBEHHOro (OPMHUPOBAHMS JEN B YUPEKIAECHUU
(opranuszanuu). XpaHeHHE MAIIMHOYMTAEMBIX JOKYMEHTOB M JIOKyMEHTOB HAa MAarHUTHBIX
Hocutensix. OcHOBHBIE TpeboBaHMs K odopmiieHuto aein. [lomHoe m yactuyHOe odopmMileHHE Jed.
[MommmBka aen. Hymepanus nauctoB. 3aBepuTenbHas HaaAMuch. BHyTpeHHss omuchk. OdopmieHue
OOJIOKKHM Jiell TOCTOSTHHOTO ¥ BpEeMEHHOro xpaHeHus. Omnpenenenue onucu gaen. llpaBuia
COCTaBJIEHUS OMMCH J€J1 CTPYKTYPHOTO mnojpaszenenus. Bunasl onuceil. OgopmieHue onucu aein
CTPYKTypHOTO nojpaszeieHus. [lepenayda nen B apxus.
5.2 Pa3nienbl JUCHUIUIMHBL U MEXAUCLHUIUIMHAPHBIE CBSI3U C 00eCrieunBaeMbIMH (IIOCIETYIOIIMMHU)
JUCHUIUIMHAMU

NoNoe paznenoB u Tem
JIaHHOM MHMCIUIIINHEL,
HaunmenoBanue obecrieunBaeMbIX (I1OCIEAYIONINX )
Ne i/ HEOOXOIUMBIX TSI H3y4EHUS
IUCLIUILINH
o0ecrieuynBaeMbIX
(mocnenyrommx) TUCIUIUIMH
1. | UccnenoBanue cucteM ynpaBlieHUs Tewmsr 1-4
2. | OCHOBBI IPEANPUHUMATEIILCTBA: OPraHU3aIMsI MAJIOTO U Temsbr 5-8
cpenHero ou3Heca




5.3. Pa3nensl ¥ TEMBI QUCIIAIUIAH U BUIBI 3aHATUNA

No Bunp! 3ansTuil B gacax
n/m Hamverosanue Texw. | TP cpe | Beero
3aH.

1 Tema 1. Beenenue. [Ipeamer, coaeprxanue, 3a1a4 Kypcea. 4 4 5 13

9 Tema 2. JIenonpou3BoICTBO — OCHOBA TEXHOJOTUU 4 4 5 13
yIIPaBIICHHUSL.

3 Tewma 3. HopmaTuBHO-MeTOo1MuecKast 6a3a COBPEMEHHOTO 4 4 5 13
JIeTIOTIPOU3BOICTBA.
Tema 4. IIpaBuna cocraBieHus U 0pOpMIICHUS 4 4 5 13

4. JOKYMEHTOB. PeKOMEH/1aItuy 1o COCTaBJICHUIO TEKCTOB
JIETIOBBIX JOKYMEHTOB.

5 Tema 5. JIokyMeHTMpOBaHUE OPraHU3aLHOHHO- 4 4 5 13
pacropsIUTETLHON IS TEIHOCTH.

6 Tema 6. Oco6eHHOCTH MHGOPMAIIMOHHO- CITPABOYHBIX 4 4 5 13
JOKYMEHTOB.

7 Tema 7. Opranusanus T0KyMeHTO000pOTa B 6 6 5 17
OpraHu3aIuH.

g Tema 8. ®opmupoBaH¥e U XpaHSHHUE JIEN B 6 6 4 16
JIETIOTIPON3BOJICTBE, Tepeiada UX B apXUB.

9. Bcero 36 36 39 | 111

[IEPEYEHb CEMUHAPCKUX, TIPAKTUYECKUX 3AHSATUI, JABOPATOPHBIX PABOT,
[IJIAH CAMOCTOSTEJIBHOM PABOTHI CTYJIEHTOB, METOJIMYECKUE YKA3AHW 10
OPIAHMBALIMM CAMOCTOSTEJIbHOM PABOThI CTYJIEHTOB
6.1. [lepedeHp MPaKTUIECKUX 3aHATUN

No No paznena u Temsl HaunmeHnoBanue cemuHapos, Tpy- | Ouenounsie | Dop-
n/m JUCIUIIIUHBI MPAKTHYECKUX U TAOOPATOPHBIX | J10EM cpeacTaa MHUpye-
pabot KOCTb MBbIe
(uac.) KOMIIE-
TEHLIUH
1 Tema 1. [Ipenmer, conepxanue, 3aaayu Omnpoc, I1K-3,
Kypca. 4 Hoxknaner, | IIK-5
TECThI I1K-6
2 Tema 2. Jlenonpoun3BoacTBO — OCHOBA 4 Ormpoc, I1K-3,
TEXHOJIOTUH YIIPABJICHUS. Jlokmanel, [1K-5
TECThI I1K-6
3 Tema 3. HopmartusHo-MeTotnueckas 4 Ormpoc, I1K-3,
0a3a COBPEMEHHOTO Jlokmanel, [1K-5
JIEJIONTPOU3BOJICTBA. TECTBI I1K-6
4 | Tema 4. [IpaBuna cocraBienus u 4 Omnpoc, I1K-3,
odopMIIeHHS TOKYMEHTOB. Joxmanel, [1K-5
TECTBI I1K-6
5 Tema 5. JloxymeHTHpOBaHue 4 Ompoc, I1K-3,
OpraHU3alMOHHO- Jlokmanel, I1K-5
pacopsiAUTEIbHON TECThI ITK-6
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IloaroroBka mokiana.

COJICpKAHHUSI

JESITEIbHOCTH.
6 | Tema 6. OcobenHoctr HH(HOPMALTMOHHO- 4 Ompoc, [1K-3,
CIIPABOYHBIX JJOKYMEHTOB. Joxmanpl, IIK-5
TECTBI I1K-6
7 Tema 7. Opranuzanus Ormpoc, I1K-3,
JOKYMEHTO000pOTa B 6 Joknaner, [1K-5
Opra”u3aluu. TECTBI I1K-6
8 | Tema 8. dopMupoBaHUE U XpaHEHHUE [ 6 Joxnauel, I1K-3,
B JICIIONIPOU3BOJCTBE, Iieperaya TECT I1K-5
UX B apXUB. I1K-6
Bcero vacos 36
6.2. [Tman caMoCTOSATENNLHON Pa0OTHI CTY/IEHTOB
No Ne | Bupg camocrosdrenbHOM 3ananue Pexomenayemas | Kosmuec
TEMBI paboThI JuTeparypa TBO
4acoB
1 1 | IloaroroBka k Homamaee  3amanume: | OcHoBHas [1, 2]
MPAKTUYECKOMY n3ydyeHue (MpoyTeHHe, | TOTOTHUTEIbHAS
3aHATHUIO, N3YUCHHUE MIPOCMOTD); [1] 5
JIUTEPATYPHI. meperaya  CyTd  H
COJIep KaHUS
(mepeckas);
2. 2 [ToaroroBka x JloMamHee 3amaHue: OcuosHas [1, 2];
MPaKTUYECKOMY u3ydeHue (MpouTreHue, | JONOJHUTENbHas
3aHATHUIO, U3YYCHHUE MIPOCMOT)); [1] 5
JIUTEPATYPHI. nepegayda CyTu u
COJIep>KaHUS
(mepeckas);
3 3 IloaroroBka x JlomamHee 3amganue: OcHoBHa1 [1, 2];
MPaKTUYECKOMY u3ydeHue (MpouTeHue, | JOMOJHUTENIbHas
3aHATHIO, U3yYEHUE MIPOCMOT)); [1] 5
JTUTEPATYPHI. nepegayda CyTu u
COJIep>KaHUS
(mepeckas);
4 4 IToaroroBka x JloMalirHee 3aJjaHue: OcHoBHa1 [1, 2];
MPaKTUYECKOMY MOJArOTOBKA JOTIOTHUTEIbHAs
3aHATUIO, U3YUCHHUE BBICTYILICHUSA 110 TeMe | [4]
JTUTEPATYPHI. IpeIMEeTHOM 006IacTH ¢ 5
[ToaroTroBka moxmnana. UCII0JIb30BaHUEM
IPUMEpPOB,
3aMMCTBOBAHHBIX B
U3YYEHHBIX 00BEKTaX;
5 5 [Toaroroska k Jomarnee 3amanue: OcHoBHas [1, 2];
MPAKTHIECKOMY u3ydeHue (MpouTeHue, | JOMOJHUTENbHas
3aHATHIO, U3Y4YEHUE IPOCMOTP); [1] 5
JTUTEPATYPHI. nepeaayda CyTu u
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(nmepeckas);
6 [ToaroroBka k JomaiHee 3amaHue: OcHoBHas [1, 2];
MPAKTUYECKOMY IOJIrOTOBKA JOTIOTHUTEIIbHAS
3aHATUIO, U3YYCHUE BBICTYIUIEHUS 110 TeMe | [4]
JTUTEPATYPHI. pEeIMETHOM 00JIacTH ¢
[ToaroroBka noxnana. UCII0JIb30BAHUEM
IPUMEPOB,
3aMMCTBOBAHHBIX B
U3YYCHHBIX 00BEKTAX;
7 [ToaroroBka k HowmarHee 3anaHue: OcHoBnas [1, 2];
MPAKTUIECKOMY u3ydeHue (IpouTeHue, | JONOJHUTENbHAs
3aHATUIO, U3YYCHUE IPOCMOTP); (4]
JIUTEPATYPHI. nepegayda CyTu u
[ToaroroBka noxnana. COJIep>KaHUS
(mepeckas);
8 [ToaroToBka k [omainee 3aanue: OcHoBHas [1, 2];
MPAKTUIECKOMY MOJArOTOBKA JOTIOTHUTEIbHAs
3aHATHUIO, N3YYCHHUE BBICTYIUIEHUS 10 Teme | [3]
JUTEPaTypPHI. MpeAMETHOM 001acTH ¢
[ToaroroBka noxnana. HCII0JIb30BAHUEM
MIPUMEPOB,
63aMCTBOBaHHBIX B
M3y4YEHHBIX 00BEKTaX;

6.3. MeToauueckne yka3aHus 110 OpraHU3aINHA CaMOCTOSTEIFHOM paOOTHI CTYJEHTOB

CamocrosTenpHas paboTa 3aKITF0YaeTCs:

- B CaMOCTOSITEJIbHOW TIOATOTOBKE CTYAEHTAa K JICKIIUM — YTEHHE KOHCIIEKTa MpPEIbLIyIICH
JEKIMA. DTO TIOMOTAET JIydIlle MOHATh MaTepuall HOBOW JICKIMH, OTMHPAsCh HA TPEAIICCTBYIOIINE
3HaHUS;

- B TIOJTOTOBKE K MPAKTHYECKUM 3aHSATHUSM 110 OCHOBHBIM U JIONIOJHHUTEIBHBIM HCTOYHHKAM
JUTEPaTypBhI;

- B BBINOJIHEHHUH JIOMAIIHUX 33]JaHUH;

- B CAMOCTOSITEIIBHOM W3yYCHHHU OT/ACIBHBIX TEM MJIM BOIPOCOB IO YYCOHHKAM M Y4eOHBIM
MOCOOHSIM;

- B BBINIOJIHEHUU KOHTPOJILHBIX MEPOTIPHITUH 110 TUCIIUTUINHE,

- B IIOJITOTOBKE peepaToB M CTCHIOBBIX JIOKJIAJIOB.

6.3. [IpumepHasi TeMaTHUKa KypCOBBIX pabOT
KypcoBas paboTa He npenycMOTpeHa y4eOHBIM IIJIAHOM.

VI. YYEBHO-METOAMYECKOE U UH®OPMALMOHHOE OBECIIEYEHUE
JUCHUIIJIMHBI
a) HopmamueHbvle U NPagosvle aKmbl
1. KOHCTUTYUMUSA Poccuiickoit @enepanuu ot 12 nexadpst 1993r.
2. ®epepanbHblii 3ak0H PO « O6 uHpopManuy, HHPOPMALMOHHBIX TEXHOJOTHIX M 3alUTe
uHpopmanun» ot 27.07.2006 Ne149-d3 (Cobpanue 3akoHoaarensctBa PO,Ne31 31.07.2006

T.)

3. ®enepanbhblii 3ak0H PO « OO0 snexTponHO# udppoBoit moanucu» ot 10.01.2002 Nel-D3
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Ne)

I'OCT P 6.30.-2003 VYuudunupoBaHHas CHCTEMa OPTaHU3ALHOHHO- PaCIOPSIUTEIBHON
JOKyMeHTanuu. TpeGoBaHus K OPOPMIICHHIO JOKYMEHTOB-M,: M3IaTeNbCTBO CTaHIAPTOB,
2003.

I'OCT P 51141- 98. Jlenonpou3BoJACTBO U apXUBHOE /1€10. TepMUHBI U ONIpEeAEICHUS
l'ocynapcTBeHHas cucreMa JOKyMEHTAMOHHOTO obecrieueHus yrnpanieHusi. OCHOBHbBIE
nosioxkeHust. O0mIre TpeOOBaHUs K TOKYMEHTaM U CIy)k0aM JOKYMEHTAI[HOHHOTO
o0ecrieueHus.

TumoBas HHCTPYKIHSA MO JEOTPOU3BOICTBY B (pefiepabHBIX OpraHax HCIOJTHUTEIHHON
Bracti PO ot 08.11.2005 Ne536.

CripaBouHas npaBoBast cuctema « Koncynprant [Imroc»

®denepanbHbIil 3aK0H « O IEPCOHANBHBIX TaHHBIX» OT 26.07.2006,No152-D3

. ®enepanbHblil 3ak0H «O nopsIKe paccMOTpeHus oopaieHuil rpaxaad PO» ot 02.05.2006

Ne59-03

0) ocrhoenas 1umepamypa

1.

ApacnanoBa B. A. ApxuB opraHuzanuu: Teopuss U npaktuka [Tekct]: yueb.-meron.
nocobue/B. A. Apacnanosa, B. A. Bacunenko; pei.: E. W. ['onono6os, M. M. ITnoTHHKOBA;
Wpxkyrckuii roc. yH-1. — Upkyrck: U3n-so UI'Y, 2013. — ISBN 978-5-9624-0985-6 Dk3-phi:
HD A641953; Hd A645729; cupdax 35231(24 3k3.)

brixoBa T. A. JlokymMeHTallMOHHOE OOECTIeUeHHEe yrpaBiieHus (Iemonpon3BoAcTBO) [TekcT]:
yueOHoe nocooue / T. A. beikoBa, T. B. Ky3nenosna, JI. B. Cankuna ; pen. T. B. Ky3nenosa.
- 2-e u3A., mepepad. u gom. - M. : Uadpa-M, 2012. - ISBN 978-5-16-004805-5 Dx3-psi: HD
A631127.

KanpoBoe nemonpounsBoactBo (mpaBoBblie ocHOBBI) [Tekct] : mpaktuu. Ilocobue / 1O. IL
Opnosckuii [u np.] ; pen. FO. I1. Opnosckuii ; ['oc. yH-T — Beicmi. [IIk. DxoHoMuku. — M. :
WNndpa-M : Kontpakr, 2011. — 232 c. ; 21 cm. — ISBN 978-5-16-003392-1. — ISBN 978-5-
98209-045-4 (15 7x3.)

Kupcanosa M. B. Jlenoas nepenucka [Tekct] : yue6.-npakt. [Tocooue / M. B. Kupcanosa,
H. H. Anomuna, FO. M. AkcenoB ; Poc. Axkanm. T'oc. cmyx6er mpu Ilpesunente Poc.
®denepanun, Cubupckas akan. ['oc. ciayxOsbl. — 3-¢ u31. — M. : Uadpa-M, 2011. - 135 c. ; 20
cM. — (Briciee o6pazoBanue). — bubnuorp.: ¢. 134. — ISBN 978-5-16-002549-0 (10 3k3.)
NudopmanioHHble TEXHOJOTUU B JJOKYMEHTAIlMOHHOM OOECHEUYEHUU YIpaBICHUS U
apxuBHOM jene [Tekcr]: yue6. aiisa By3oB/H. H. Kynsie. — M.: Jloroc, 2015. — 406 c.; 21 cMm.
— bubmuorp.: c. 384-406. — ISBN 978-5-98704-786-6 Ox3-pb1: H) A646455

KysnenoB M. H. JlokymeHTalmoHHOE oOOecreueHue YIpaBieHHs U JEIONPOU3BOICTBO
[Texct]: yue6. mis GakanaBpoB: sl CTYI. By30B, 00y4. 1o 3koH. cnen. / M. H. Ky3nenos. -
M.: FOpaiir : U1 FOpaiit, 2014. - 576 c.; 21 cwm. - (bakanasp. ba3oBslit kypc). - bubnuorp.: c.
444-452. - ISBN 978-5-9916-3606-3. - ISBN 9978-5-9692-1517-7 Dx3-pe1: Hp A640795

8) OONONHUMENbHAS TUMEPAMypa.

1.

3.

AnzapeeBa B. W. [enmonmpousBoactBo: opranuzauus u BeaeHue [Tekcrt]: yueO.-mpaxr.
nocobue/B. U. Annpeesa. - 4-e uza., ucnp. u gon. - M.: KaoPyc, 2013. - 294 c.; 24 cm. -
bubnuorp.: c. 293-294. - ISBN 978-5-406-02103-3 Dk3-pbl: coudax 33634(1 sk3.).

I'enenko O. H. TexHonoruu MeHeKMEHTa COLUUATBHO-KYJIBTYPHOU JAESITEIbHOCTU: BOIIPOCHI

TEOPHUH U MPAKTHUECKUH ONBIT [DNeKTpoHHBIH pecypc] : MoHorpadus / O. H. I'enenko, H.
B. Edpemona, H. H. Kanamnukosa. — benropon : BI MUK, 2020. — 197 ¢. — URL:
https://e.lanbook.com/book/153871 (nata obpamienus: 12.04.2022). — Pexxum poctyma: ajist
aBTOPU3. MOJIB30BATENEH.

I'yryeBa T. A. Kondunenuuanasaoe nenonpounsBoactso [Teker]: yued. mocobue aus Ty,
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https://e.lanbook.com/book/153871

By30B, 00y4. o Hamp. 032000 "lokymenTtoBea. u apxuoBex.", 080500 "MeHnemKMeHT",
cneu. 032001 "loxymeHToBen. u aok. obecnieuenue ympas.", 080507 "MenemxmenT opr.",
090103 "Opr. u texnosorus 3amuTel uHpopmammu" / T. A. I'yryeBa. - M.: Anbda-M :
WNndpa-M, 2012. - ISBN 978-5-98281-293-3. - ISBN 978-5-16-005416-2 Ix3-pbI: H
A640147

4. Kysnenos U. H. JIoOKyMEHTaIlMOHHOE OOECIeYeHne YNpPaBICHUS U JEJIOTPOU3BOJICTBO
[DmexkTpoHHBIN pecypc] : ydeOHWK JUIS BBICHI. M cpei. cren. y4ded. 3aBemenuit / M. H.
Kyznernos. - OBK. - M. : IOpaiit : ]I IOpaiit, 2010. - Pesxum mocryma: U3 "bubnuorex". -
Heorpanuu. gocrym. - ISBN 978-5-9916-0261-7. - ISBN 978-5-9692-0587-1

5. JleontheBa T. B. [lokymenTHas nuHrBUcTHKa [Tekcr| : mpakTukym : y4e0. mocoOwe uist
By30B, 00yd. mo crem. 032001 "JlokymentoBea." m "JlokyMeHTalMOHHOE OOECTICUYCHHE
ynpasienus" / T. B. JleontbeBa. - 2-e usn., crep. - M. : @munra : Hayka, 2014. - 198 c.; 20
cM. - bubmmorp.: ¢.194-196. - ISBN 978-5-9765-1886-5. - ISBN 978-5-02-038586-3 Jk3-
poi: Hp A642353

6. Paznopoxubiii A. A. JlokyMeHTHpOBaHUE yIpaBieHUYeCcKOl aedarenbHocTH [Tekct] : yuel.
nocobue / A. A. Pazmopoxnsiii. - M. : Uadpa-M, 2011. - 303 c. ; 21 cm. - (Beiciiee
obOpazoBanmue). - bubmuorp.: c. 295-298. - ISBN 978-5-16-002829-3 . (5 7k3.)

2) cobcmeenHbvle pazpabomku asmopa

1. Capanynosa, JI.LH. CounokynbTypHOE NPOEKTHPOBAHUE: TEOPHUS U NMpaKTUKa : ydyeOHOe
nocobue / JI.LH. CapanynoBa. — Upkyrck : UzmarensctBo OOO «Penpouentp+», 2021.— 132 c.
ISBN 978-5-907397-48-4. — Pexxum noctymna: U3 "bubanorex". — Heorpanud. nocrym. — Teker :
ANEKTPOHHBIM. 1 »9K3. B HayuyHoM abOoHemeHte Hayunoit Oumbmuoteku UWIY. — Tekct
HEMOCPEICTBEHHBIN.

8) npocpammHoe obecnevenue

1. Adobe Acrobat XI Jlunensus AE mnsa akan. opranmsamuii Pycckas Bepcus Multiple
License RU (65195558) Platforms (11447921 TocymapctBennbslii koHTpakT Ne (3-019-13,
19.06.2013, 6eccpouHo).

2. Microsoft Office Enterprise 2007 Russian Academic OPEN No Level (Homep Jlurensun
Microsoft 43364238, 17.01.2008, 6eccpodHo).

3. Kaspersky Endpoint Security mis 6usneca - Crangaptaeiii Russian Edition. 250-499 Node
1 year Educational Renewal License (®opyc Kourpakr Ne 04-114-16 ot 14 nosiops 2016 r. KES
Cuer NoPCII3-000147 u AKT ot 23 Hos0ps 2016 r. Jlum. Ne 1B08161103 014721370444),
npojyieHa o 22.01.2020.

4. Mozilia Firefox 50.0 YcmoBust npaBooOGiamarens (YCIOBUS UCIOJB30BAHUS 1O CCBIIKE:
https://www.mozilla.org/ru/about/legal/terms/firefox), 6eccpouro.

5. 7zip 16.04 YcnoBus npaBooOnanatens (Y cloBus UCHIOIB30BaHUs O cchUIke: http://7-
zip.org/license.txt) GeccpouHo.

6. WinRAR T'ocynapctBennsiit koHTpakT Ne 04-175-12 ot 26.11.2012, 6eccpouno.

7. Ilporpamma Juis CTaTHCTHYECKOH oOpaboTku manubeix SPSS Statistics 17.0 (SPSS Base
Statistics; kon-Bo 16; cyonunensuonnsiii goroop Ne2008/12-UTI'V-1 ot 11.12.2008 r. 6eccpodHO;
IBM SPSS Custom Tables; xon-Bo 7; mumensuonubiii morosop Ne20091028-1 ot 28.10.2009 r.;
oeccpouno; IBM SPSS Custom Tables; kon-Bo 7; cyonunensunonssiii noropop NeAJ1120503-1 ot
03.05.2012 r.; 6eccpouno); IBM SPSS Statistics 22 (IBM SPSS Statistics Base Campus Edition,
IBM SPSS Custom Tables; kon-Bo 15; nunensuonssiii goroop Ne20161219-2 or 26.12.2016 r.;
0eccpoyHO).

12



r) 0a3bl TaHHBIX, HH)OPMAIIMOHHO-CIIPABOYHBIC U TIOUCKOBBIE CHCTEMBI

DNEeKTPOHHO-OMOIMOTEUHbIE  CHCTEMBI  COJIEpXKAT HM3/JaHUS TI0 BCEM  HM3y4aeMbIM
JIMCLUMIUIMHAM, U C(OPMHPOBAHHONW MO COTJIACOBAHUIO C IMpaBooOiagareneM yueOHOH M ydeOHO-
METOJMYECKON JIUTEPaTypoil. DJIEKTPOHHO-OMOIMOTEeYHast cucTeMa 00eCHeunBaeT BO3MOXKHOCTD
WHJUBUAYAJIBHOIO JOCTYNA JUIsl KaXJ0ro oOydaromierocs: u3 Jiro00H TOUKH, B KOTOPOH HMeeTcs
noctyn k cetu MHtepHer kak Ha teppuropun ®I'bBOY BO «UI'Y», tak u BHe ee. llpu 3tom,
OJIHOBPEMEHHO HMEIOT MHAMBUIYyaJdbHBIM gocTyn K Takoi cucreme 100,0% oOyqaromuxcs (6
coomeemcmeuu ¢ n. 7.3.3 @I'OC BO o0Ho8pemeHHbI OOCmYn Mo2ym umemsv He MeHee 25%
obyuarowuxcs no npocpamme).

Jns oOygaromuxcst obecriedeH noctyn (yOaJeHHBIA JOCTYI) K CIEIYIOIIMM COBPEMEHHBIM
npodeccHoHaTBFHBIM 0a3aM JIaHHBIX, WHPOPMAIIMOHHBIM CIIPABOYHBIM U TIOMCKOBBIM CHCTEMAaM:

[lepeuens anexrponHbIx pecypcoB (OBC) no cocrostauio Ha 01.01.2022 r.:

9BC «M3pareancTBo Jlaub» (agpec gocryma: http://e.lanbook.com/): OOO
«U3narensctBo Jlanp». Kontpakt Ne 04-E-0346 ot 12.11.2021 r.; Cpoxk neiictus no 13.11.2022.
Ilena xontpakrta: 415104 py0. KonuuectBo moJb30BaTENe: KPYIJIOCYTOYHBIA — JOCTYII
HEOTPaHUYEHHOMY YHCITY TTOJIb30BaTeNeH U3 J000i Touku cetu UHTEpHET.

9BC 243 «bubauorex» (agpec pocryma: https://isu.bibliotech.ru): OO0 «bubmuorex».
lNocynapctBennsiit koHTpakT Ne 019 ot 22.02.2011. Cpoxk neiictBusi: 6eccpounsblii. JIneH3nonHoe
cornamenue Ne 31 ot 22.02.2011. Iena xonrpakra: 390 000 py6. KonuyectBo mosb3oBareneii:
KpPYIJIOCYTOYHBI JOCTYH HEOTpaHMYEHHOMY YHCIY TMOJb30Barened u3 Jo00H TOYKM CceTu
HuTtepher.

IbC «Hanuonanbublii  umupposoir  pecypc  «PykonT»  (Agpec  gocryna:
http://rucont.ru/): Koutpakt Ne 04-E-0343 ot 12.11.2021r.; Akt Ne 6K-5195 ot 14.11.2021 .
Cpox nevictBust mo 13.11.2022 r. Ilena kontpakrta: 273498 py6. KosmuecTBo mosib3oBaTenei:
KpPYIJIOCYTOYHBIA JOCTYI HEOTPAaHUYEHHOMY YHCIY [OJIb30BareNeil M3 J000M TOYKH CeTH
HNuTtepHer.

9OBC «Aiidyke.py/ibooks.ru» (agpec mocryma: http://ibooks.ru): OOO «AiGykc»
Kontpaktr Ne 04-E-0344 ot 12.11.2021r.; Akt ot 14.11.2021 r. Cpok nevictBus no 13.11.2022 r.
Ilena konTpakra: 276 982 py06. KommdecTBo monb30BaTeneii: KPYrJIOCYTOYHBIA JIOCTYII
HEOrpaHUYEHHOMY YMCITY I0JIb30BaTeNei U3 000l Touku cetu MIHTepHeT.

DJIeKTPOHHO-0n0noTeuHasi cucrema «bC FOpaiit» (agpec moctyma: https://urait.ru):
000 «OnekrponHoe uznarenbctBo FOpaiity. Kontpakt Ne 04-E-0258 ot 20.09.2021 r.; Cpok
nevictBua o 17.10.2022 r. Axt npuema-nepegaun Ne 5684 ot 15.10.2021 r. Ilena koHTpakTa:
857 709 py6. KonmuecTBo moJib30BaTeseil: KPYIrIIOCYTOUHBIH JOCTYN M3 JIO0OW TOYKU CETH
WuTepHeT, KOMUYECTBO €IUHOBPEMEHHBIX JOCTYIOB COIVIACHO NpuioxkeHuss k KoHTpakry.
DNEeKTPOHHBIE BEPCUU MEUATHBIX U3/IaHUN MO Pa3IMYHBIM OTPACIISIM 3HAHU, CBbIIIE 8.5 THIC. HA3B.

DaexTponHasi oubdauorexa U]l I'pedbennukon (aapec nocryna: http://grebennikon.ru):
000 «M I «I'pedbennukoB», OO0 «M]J] «I'pebennuxoBy», koHTpakT Ne 04-E-0348 ot 12.11.2021r.;
Akt Ne 348 ot 15.11.2021 r. Cpoxk neiictBus ¢ 01.01.2022 no 31.12.2022 r. Ilena kontpakra: 94
759 py6. KonuuecTBo mosb3oBarenel: KpyriaoCcyTOUHbIM JOCTYN U3 JIt000# Touku cetu MHTepHer,
KOJIMYECTBO €IMHOBPEMEHHBIX JOCTYIOB COTJIacHO mpuioxkeHus k KoHTpakTty. XapakTepucTHKa:
MOJIHBIE TEKCThl cTaTell M3 JKypHAJIOB MO MoAmMucke - 28 Ha3B., ambmaHaxoB — 49 HasB.,
BHIeOMaTepuansl — 232 Ha3B.

Hayunass  3sjextpoHHasi  OuOiamoreka «ELIBRARY.RU»  (agpec  moctyma:
http://elibrary.ru/): 000 «HDb», Kontpakt Ne SU-194/2021/04-E-0403 ot 17.12.2021 r.; Akt
ot 20.12.2021 r. Cpox geiictBust mo 31.12. 2022 r. Ilena kontpakta: 521159 py6. KomuuectBo
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I10JIb30BATEIECl HEOrpaHWYEHHOE, JOCTYIl B JIOKAJbHOW CETH By3a. XapaKTEpUCTHKA: I1OJHbIE
TEKCThl CTaTeM W3 JKypHAJIOB IO NOANUCKE -38 HAaWM.; JOCTYN K apXuBaM B  TedeHHE 9 e,
CIIEAYIOIIMX TIOCJE€ OKOHYAHHMS CpOKa OOCTY)KMBAaHHWS; IOJHBIE TEKCTHI CTaTed W3 JKYpHAJIOB
CBOOOHOTO JOCTYIIA.

9KBCOH (agpec mocryma: http://www.vlibrary.ru): Cornamenune Ne 84 DKBCOH ot
15.10.2015 1. o corpymHuuecTBe B obOmactu pa3BuUTHA VHGOPMAIIMOHHON CHCTEMBI JOCTyIa K
AJIEKTPOHHBIM KaTajioraM O0uOnMoTek ceprl 00pa3oBaHUs U HAyKU B pamKax eauHoro MHtepHerT-
pecypca.  Hcmommurens:  DepepanbHOE  TOCYIAapCTBEHHOE  OIO/DKETHOE  yUpEXKICHHE
«["ocynmapcTBeHHas myOnu4yHas HaydyHO-TeXHWYeckass OmOmmoTteka Poccum». llena koHTpakra: Ha
0e3Bo3Me3iHON ocHOBe. KonmuecTBo moib3oBateneil: 0e3 OrpaHUYeHUil, ¢ KOMIBIOTEPOB CETH
WUI'Y. Enunas wHQOpPMAIMOHHAS CHCTEMa JOCTyNa K 3JICKTPOHHBIM KaTajoram OMOIMOTEYHOH
CUCTeMbl 00pa3oBaHMs M Haykl B paMmMKax eauHoro VHTepHer-pecypca Ha OCHOBE
YHU(PHUIIMPOBAHHOTO KaTajlora OMOJIMOTEYHBIX PECYPCOB

I'ocynapcrBennass uHpopmanuonHas cucreMa «HaumoHanbHasi 3j1eKTPOHHAs
oudauorexka» (HIB) (Anpec npocryna: http://H36.pd): DenepanbHOEe TOCYIaAPCTBEHHOE
OromkeTHoe yupexaeHnue «Poccuiickas rocymapcTBeHHast ouoimoreka». Jlorosop Ne 101/H2b/0760
ot 14.09.2015 o mpenocraBnennun aoctyna Kk HanmonanmpHO#M snekTpoHHOW Oubmuoteke. llena
KOHTpakTa: Ha O0e3Bo3Me3HON ocHoBe. KonmdecTBo momb3oBarenel: 0e3 orpaHWyYeHud, C
koMmiptoTepoB cetd UI'Y. JlocTyn K COBOKYNHOCTH paclpeieseHHbIX (OHIIOB TMOJTHOTEKCTOBBIX
JJNIEKTPOHHBIX BEPCHM NEYATHBIX, AIEKTPOHHBIX M MYJbTHUMEIUUHBIX pecypcoB HObB, a Takxke k
eAMHOMY CBOJTHOMY Kartanory ¢ouaa HOB.

CnpaBouno-npaBoBasi cucrema «Koncyabranr ILmoc» (aapec mocryma: B JIOKaJIbHOI
cetu Hb UI'Y): OO0 «Mudopmarmonnsiii Llearp FOHOHA». JloroBop 0 COTpyAHHYECTBE OT
15.10.2018. Cpok neiicTBus — 10 pacTOpKeHUs cTOpoHaMmH. [leHa kKoHTpakTa: Ha OE3BO3ME3THOM
ocHoBe. KommuecTBOo monp3oBaresneii: 0e3 orpannyeHuid. Xapaktepuctuka: mpasoBas bJl —
3aKOHOAATENbCTBO PD, MexaAyHapOIHOE TPaBO, FOPUINYECKAs JINTEpaTypa.

Hayuynas OmoOimorexka MpPKYTCKOro rocyiapcrBeHHOro yHupepcurera [Odmuu. cair].
URL: http://ellib.library.isu.ru (mara o6pamenus: 02.04.2021).

Oopa3oBaresabHblii mopraa HpkyTckoro rocygapcrBeHHoro yHupepcurtera |[Odwuir.
caiit]. URL.: http://educa.isu.ru (nata oopamenus: 02.04.2021).

DenepaabHblii 00pa3oBaTe/bHbIH MOPTAT «IKOHOMUKA. Coumosiorusi. MeHeTKMEeHT»
[Odu. caitt]. URL: http://ecsocman.hse.ru (nara o6pamenus: 02.04.2022).

Cnpasouno-npaBoBasi cucrema «KI'APAHT» (agpec mocryma: B JiokaabHoii cetu Hb
NUI'Y): Horosop Ne B/12 06 unpopmannoHHO-paBoBoM cotpyauudectse mMexay OO0 «lapaHT-
CepBuc-Upkyrck» u @DeznepalibHOE TOCYAapCTBEHHOE OHOKETHOE YIpaBJIICEHHWE BBICIIETO
npodeccroHanbHOro obpazoBanusa «Mpkyrckuil rocygapctBeHHblit yHusepcute (OI'BOY BIIO
«UI'Y») ot 16.11.2012; Peructpaumonnsiii auct Ne 38-70035-003593 ot 21.11.2012. Cpok
JeUCTBUS — JI0 pacTopkeHus ctopoHamu. LleHa konTpakra: Ha 6e3Bo3Me3HOM ocHOBe. KonnuecTBo
nosib3oBareneii: 6e3 orpanuuenuii. [lpaBoBas b/l — 3akoHonarenscTBO PO, Mex1yHapoHOE MPaBo,
IOpUIMYECKas JuTeparypa.

Vil. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUME JUCHUIIJINHBI

VYuebHas ayauTOpus Ui NPOBENEHHs 3aHATHH JIEKIMOHHOTO M TMPAKTHYECKOro THMA, JUIs
NPOBEACHUSI TPYNIOBBIX M  HMHIUBUAYAIbHBIX KOHCYJbTALMH, TEKYIIEro KOHTPOJi U
MIPOMEKYTOUHO aTTecTaluu, I caMOCTOSTeNbHOM paboThl Ha 40 pabouynx MecT, 000pyLoBaHHAS
CreUaNIN3UPOBaHHON (yueOHOI) Mebenblo (CTOJBbI, CKaMbU, MEJIOBasi JOCKa, MEPEHOCHAs! OCKa);
0o0OpyZOBaHUEM JJIsl Mpe3eHTaluu ydeOHoro Marepuana no aucuuruinee: Ilpoextop Epson EB-
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X72, sxkpan Hactennbiit ScreenMedia Economy-P 200*200cm M000008393, HoyrOyk 15.6» Lenova
B590, xononku; HaOOpH AEMOHCTPALIMOHHOTO OOOpPYIOBaHMA M Y4EOHO-HATJISIHBIX ITOCOOMIA,
o0ecreynBarOIue TEMAaTHUYECKHE HUTIOCTPALMU, COOTBETCTBYIOIIME pabodeld mporpamme
JMCLUTUIAHBL

Komnbrotrephsiil kinacc (yueOHast ayiuTOpusi) Ui OpraHU3alliyd CaMOCTOSATEIbHON padoThI,
KypCOBOTO TIPOCKTUPOBaHHUS Ha 16 pabouux MecT, OOOpYyIOBAaHHAS CICIUATH3UPOBAHHOM
(yueOHOI) MeOenpio (KOMIBIOTEPHBIC CTOJBI, CTYJbS, IEPEHOCHAs JOCKa); KOMITbIOTepaMHu
(Cucremmnsiii 6ok Intel Original LGA775 Celeron E3300 (7 wt.), Cucremnsiii 6ok Intel Core i3-
2120 (10 mT.), Monutop 17»Samsyng 743N silver Sms (2 mr.), Monurop LG Flatron W1942S (1
mt.), Monutop LG FLATRON E2242 (10 wrt.), Monutop TFT 17 Samsung 710N (4 mrt.) ¢
HEOTPaHUYEHHBIM JOCTYIIOM K ceTH VMHTepHeT; HabopoM JAEMOHCTPALMOHHOTO 000pYIOBaHMS IS
Mpe3eHTalMi y4eOHOro Marepuana 1o auciuruinHe «CTaTHCTUKa»: MOOMIBHBIA MYJIbTHMEIHA
npoektop Aser X1160PZ, noyrOyk 15.6» Lenova B590, mepeHOCHOM 3KpaH, KOJIOHKH; HAOOPHI
JEMOHCTPAIIMOHHOTO  O00OpyJOBaHUsA W  y4eOHO-HArJISIHBIX — TMOCOOMH, oOecrednBaroye
TEMaTHYEeCKHE WJUTIOCTPAIlMH, COOTBETCTBYIOIIME paboueil mporpamMme  TUCHUIUIMHBI, C
BO3MOJKHOCTBIO TOJIKITIOUYEHUS] K ceTh WHTepHeT W oOecrieueHHueM JOCTYNa B DIIEKTPOHHYIO
MH(POPMAITMOHHO-00Pa30BaATEIBHYIO CPEly OpraHU3aINH.

Vill.  OBPA3OBATEJIBHBIE TEXHOJIOI'MU

B cootBerctBun ¢ TpeboBanusiMu PI'OC 1o HampaBieHHIO TOATOTOBKU peaau3anus
KOMIIETEHTHOCTHOTO TMOJX0/1a MPEeayCMaTpUBAETCs IMIMPOKOE MCIOJIb30BaHNE B y4eOHOM Ipoliecce
aKTHBHBIX M MHTEPAKTUBHBIX ()OPM MPOBEACHUS 3aHATHI (KOMIIBIOTEPHBIX CUMYIISLIUN, EIOBBIX U
POJIEBBIX UTP, pa300p KOHKPETHBIX CUTYyallui, ICUXOJIOIMYECKUE U UHbIE TPEHUHIH) B COYETAaHUHU C
BHEAYAUTOPHOM paboToil ¢ wHenbio (HOpMUPOBAHMS U PA3BUTUSA NPOPECCHOHATIBHBIX HaBBIKOB
oOyyaromuxcad. B pamkax ydeOHOro Kypca NpeIyCMOTPEHBI BCTPEUM C IPEICTaBUTEISAMU
POCCUICKHUX U 3apyOexHBIX KOMITAHUH, FOCYJapCTBEHHBIX U OOLIECTBEHHBIX OpraHU3alui, MacTep-
KJIACCBI DKCIEPTOB U CIEIUAIUCTOB.

[IpenosaBanue TUCUMILIMHBI MIPEANOIAracT UCIONb30BaHUE CIENYIOIIUMX 00pa30BaTeIbHbIX
TEXHOJIOTUH:

® IIPOBEJCHHE AyJUTOPHBIX 3aHATHH C UCIOJIb30BAaHUEM MYJIbTUMEIUWHBIX TEXHOJIOTHH,
ayIuo- U BUICOMATEPHAIIOB;

® [IPOBEJCHME JIEKIIMOHHBIX 3aHATHH B (hopMe POOIEeMHON JIEKIUH, JIEKLIUU - TUCKYCCUH;

® CIIOJIb30BAaHUE MPOOJIEMHO-OPUEHTUPOBAHHOIO IOJX0Ja IOCPEICTBOM IPOBEACHUS
CaMOCTOSATEJIbHBIX paboT;

® TECTOBBIE TEXHOJIOTUH;

® [PUMEHEHUE HWHTEPAKTUBHBIX OOYUYAIOUIMX TEXHOJIOTUH, TaKMX Kak TIpyIIoBas
JHMCKyccHsl, paboTa B MaJIbIX IPyIIax;

® IIPOBEJCHHME MACTEP-KIACCOB CO CIEUUAINCTAMU I10 IOCTAHOBKE I'0JIOCA U TEXHUKE peun
C L1eJIbI0 POPMUPOBAHUS U PA3BUTHS PEUEBBIX HABBIKOB CTY/IEHTOB;

J BBITIOJTHEHUE CTYJACHTAaMU KOHTPOJIBHBIX U CAMOCTOSATENBHBIX padoT.

VY nenbHbI Bec 3aHATUH, NPOBOJUMBIX B MHTEPAKTUBHBIX (hopMax, ONpeAeNsieTcsl II1aBHOM
nenplo  (MHccueil) mporpaMMbl, 0COOEHHOCTBIO KOHTHMHI€HTAa OOYYaIOUIMXCS M COJIEpKaHHEM
KOHKpETHBIX JuciuiiavH (ompenensercs tpedoanusimu PI'OC ¢ ydyerom cnemuduxu OIIOIT).
3aHATHS  JIEKLIMOHHOTO THUIA JUISI  COOTBETCTBYIOIUMX TPYII  CTYAEHTOB  OIpPENEISAETCS
COOTBETCTBYIOLIUM pabo4yuM y4eOHBIM IJIAHOM B COOTBETCTBHH ¢ TpeboBaHusiMu OI'OC.
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JIMCTaHIIMOHHBIE TEXHOJIOTUH, MCIIOJIB3YEMbIE MPH peaTU3alliyl Pa3InYHbIX BUJOB y4eOHOM
paboThI:

e WEB-KkoHCYNIbTallM TIO0 TIOJTOTOBKE, BBITIOJHEHUIO M 3alIUTE KYPCOBBIX U BBITYCKHBIX
pabor;

® UH/IMBUyaJIbHOE OOILICHNE CO CTYIEHTaMH Yepe3 dJICKTPOHHYIO IOYTY;

® TMCTAHIIMOHHBIC JIGKIIMA C HUCIOJb30BaHWEM HH(DOPMANMOHHBIX TIatrGopMm Ui
MpoBeIeHUs] BEOMHAPOB OHJIAKH Teams;

® ICTI0JIb30BaHUE CIIELIUATU3UPOBAHHOTO 0o0pa3oBaTeIbLHOTO noprajia ury
https://educa.isu.ru/ st opranu3anuy TEKyIero KOHTPOJIS 3a yCIEeBAEMOCThIO M ITOCEI[AeMOCTHIO.

JIMCTaHIIMOHHBIC TEXHOJIOTHU MPH OCBOCHHMH JUCIHMILIAH MPUMEHSIOTCS C UCTIOJIb30BAaHUEM
O6pazoBarenpHoro moprtana MpKyTCKOro TOCyAapCTBEHHOTO YyHHBepcuTeTa (Ajapec IocTyma:
http://educa.isu.ru). Tekct mnekuui, 3aJaHUs K MPAKTHUYECKUM 3aHITHUSM Pa3MEIIAIOTCS 110
JUCIUIIIIMHAM B COOTBETCTBYIOIIMX pa3jesiaXx yka3zaHHOTo uH(opmarmonHoro mnoprana UIY.
HNHuTtepakTuBHOE OOIIIEHHWE CO CTYIEHTaMH OCYIIECTBISETCS HAa WHGOPMAIIMOHHBIX TuIaTGopMax
Teams. Cpoku u 11aH BUJICOKOH(EPEHIIMU 3a/aeT mpenojiaBarenb. Kpome Toro, mpernojaBaTeib
UCIOJB3YeT AUCTAHIIMOHHOE YTCHHE JIEKIIMH W MPOBEICHHUE MPaKTUUYeCKux 3aHsTuii B SKype. [pu
HEOOXOMMOCTH TIPUEM SK3aMeHa OCYIIECTBIIICTCS B JWCTAHIMOHHOW (hopMe C MCIOIBb30BaHUEM
nHpopMauroHHbIX MmIaThopM. MHnuBHyanpHOE 0OIIEHHE CO CTYIEHTaMU MPOXOAUT TaKXkKe uepes
AIIEKTPOHHYIO TIOUTY MPETIOIaBaATEIs.

11. Ouenounsie cpeactra (OC)

11.1. OueHounble cpeacTBa A BXOJAHOTO KOHTPOJIS

He npenycMoTpeHsbl.

11.2. OuieHOUYHBIE CpEICTBA TEKYIIETO KOHTPOJIS

N3ydyeHne MUCHUIUIMHBI OCHOBAHO HA MOCTOSSHHOM TEKYLIEM KOHTpOJIE 3HAHHWM CTYIEHTOB.
[Ipenmourenne oTAaeTcs MUCBMEHHBIM PadOTaM C BKJIIOYEHHEM B HHUX TECTOBBIX BOINPOCOB IO
TEOPUHU COOTBETCTBYIOIMX TeM. MToroBas ouenka dopmupyercs mo 100-6ammpHol mkane. OHa
CKJIaJIbIBA€TCs U3 OLIEHOK OTJENIbHBIX PabOT U BUJIOB AEATEIHLHOCTH.

KoHTposnbHBIE MEPONPUATHS KomnuuectBo Paznensl u TEMBI
10 TUCIHIIINHE 0asIoB JUACIATUIMHEI
1. Tectel 110 Bcem TeMaM 1-8 60 Bce TeMbl QUCHUIUINHEL:
1-8
2. TloaroToBka OKIaja, Ho 20 Bce TeMBI TUCIIUILINHEL:
pedeparta, 3cce 10 TEOPHH. 1-8
3. YCTHBIE ONPOCHI 20 Bce TeMBI JUCHMITINHEL:
1-8
Bcero 100

11.3 Marepuansl 115 IpOBEACHUS TEKYLIEr0 KOHTPOJIS 3HAHUN CTYJI€HTOB:
Obpas3ybl mecmogvix u KOHMPOIbHBIX 3A0AHUL MEKYue20 KOHMPOs
Tema: BBenenue B JOKyMEHTOBe/ACHHE

3adanus ona camocmosmenvhotl pabomul.
CpaBHHTE OOBEKT U MPEAMET JOKYMEHTOBEACHUS.
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B yem cnenmdurka JOKyMEHTAIIMOHHOTO 00eCIIeYeHus YIIPaBICHUs?

MoxHO M paccMaTpuBaTh IOHSTHUS <«JIEIOINPOU3BOJICTBO» M  «JIOKYMEHTALIMOHHOE
o0ecrieyeHne ynpaBIeHU» KaK CAHOHUMBI? APTyMEHTHPYHTE OTBET.

Kakue 3amaum pemaer AOKYMEHTOBEIEHHE, JEIONPOU3BOJCTBO, JOKYMEHTAI[MOHHOE
oOecrieyeHue ynpasieHus?

Kakyto poiib urparor JoKyMeHTbI B 00O11eCTBE?

[osicuuTe, MOYEMy Ha COBPEMEHHOM 3Tare HHPOPMALKs CTajla BAXHEHIIUM pecypcom?

Kakoe BimsiHME oOKa3plBaeT rjoOanu3alvsi MHUPOBBIX IPOIECCOB HAa  pPa3BUTHE
JOKYMEHTAIIMOHHBIX Tpo1ieccoB? (UTOOBI OTBETUTH HA 3TOT BOMIPOC MPOUYHUTANTE rIaBy 1 ydeOHOTO
nocobus H. C. JlappkoBa «/lokymeHTOBEICHUEY).

JlaiiTe xapakTepUCTUKY JOKYMEHTOBEACHUS KaK HAyKU, HA30BUTE €r0 CTPYKTYPY.

[Ipocneanre MeXAUCUUIUIMHAPHBIE CBA3U JOKYMEHTOBEICHUS.

Tema: Posib JOKYMeHTALIMOHHOTO 0O0ecneYeHusi B yIIPpaBJIeHUH
3aoanus ons camocmosmenvHol pabomol

BrisicuuTe cTpykTypy noJsioxkenus o ciryxoe JJOVY.

Brinenute ocHoBHBIE (hyHKIIMU cyKObI JJOY.

Tema: CoBpemMeHHOe 3aKOHOAaTeIbHOEe H HOPMATHBHO-MeTOAU4YeCcKoe olecreyeHue B
chepe 1OY u apxuBHOro aesa

3aoanus ona camocmosmenvHol pabomoi

N3yunte TOJIOKEHUsT 3aKOHOJATCIBHBIX W HOPMATHBHO-METOJIUYECKHX MAaTepPHAIIOB,
periIaMeHTHPYIOUINX  BeleHWe Jaenonpou3BoiacTBa. OdopmuTe  KpaTKUH  KOHCIIEKT  TI0
HaTpaBJICHUSM:

3aKOHOJIATEITbHOE PEryJUpOBaHUE WCIOIb30BaHUS TepOOBOM CHMBOJMKM Ha OJaHKax
JOKYMEHTOB (3MOJIEMbI OpraHU3allin);

MIPABOBbIC OCHOBBI JIOKYMEHTHPOBAHHUS TPYIOBBIX OTHOIICHUH;

MPaBOBAasi periaMeHTAIs KOMIUIEKTOBAHHUS, YI€Ta, XpaHCHHS apXUBHBIX IOKYMEHTOB;

3aKOHOJIATEIILHBIE aKThI, COJICPIKAIINE HOPMbI COCTABJICHHUS U 0(OPMIICHUS TOKYMEHTOB.

2. TlepeuncnuTe HOPMATUBHO-METOJANYCCKHE MATEPUAIIbI, KOTOPBIC JIOJDKHA UMETh KaXKIas
opraHuzanusi Ui pa3paOOTKH JIOKAIBHBIX aKTOB, PErJIAMEHTUPYIOIIUX JIOKYMEHTAIIHOHHOE
o0ecrieyeHre yIpaBJICHUS.

Tema: TeopeTuyecKkue 0CHOBbI JOKYMEHTOBEICHUSA

3aoanus ona camocmosmenvHou pabomul

Beimuimmire U3 TEPMUHOJIOTHYECKUX M SHIMKIIONEIMUYSCKUX CIOBApEel TOHITUS «IOKYMEHT»,
«uHpopmarus». C MOMOIIBI0 KOMIBIOTEpA MOCTPOWUTE CXEMY Pa3IUYHbIX TEPMHUHOB B MOPAIKE OT
IIMPOKOTO K 00JIee Y3KOMY TOJKOBAHHIO TIOHSTHIA.

Jaiite knaccuduKainio COBPEMEHHBIX U TIEPCIIEKTUBHBIX CPEICTB (pukcalu HHGOpMaIHH.

OxapakTepu3yiTe CBOWCTBA, BUIIBI, opMaThl Oymar.

[epeuucnure mpoOneMbl MPUIAHUS FOPUANIECKON CHIIBI JIEKTPOHHOMY NOKyMeHTy. [laiite
pa3BepHYTHIII OTBET Ha BOIPOC: KaK CBS3aHBbI (DYHKIUH JOKYMEHTa C OCOOCHHOCTSIMH M CHOCOOaMHU
JTOKYMEHTHPOBAHMUSI, C XapaKTEpPOM MaTepUaIbHOTO HOCUTES?

Kakyro knaccudukarmro cmyxeOHbIM JOKyMEHTaM MOKHO JaTh M0 HOMHHATBHOMY MPH3HAKY B
3aBUCHMOCTH OT HAMEHOBaHHS JOKyMeHTa?

JaiiTe KaccupUKaIio TOKYMEHTOB IO CIIOCO0Y JOKYMEHTUPOBAHHS.
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Tema: CTpykTypa noKyMeHTa. YHu(puuupoBanHas ¢opma nokymenrta. TpeGoBanus k
0(¢opMIIEHHIO PEKBU3UTOB CJIy’KeOHBIX JOKYMEHTOB

3adanus ons camocmosmenvHou pabomol

CocraBbTe Bce BUIbI OJIaHKOB JJIs1 JIF0OOO0M OpraHu3aIuy.

[poanamm3upyiite O1aHKu cBoel opranuzanuy. ONUIINTE OIMOKU B COCTAaBE, PACIIONOKEHHH,
o opMIICHUH PEKBU3HUTOB.

BbrsicHuTe, CYIIECTBYIOT JIM CHEIUaIbHBIE HOPMATHUBHBIEC aKThI, PErIIAMEHTHPYIOIIHE TOPSIOK
MPOCTABJICHHS OTTHCKA TI€YaTH Ha IOKYMEHTaX.

[losichure, kakue cnocoObl yAOCTOBEPEHNUS IOKYMEHTA CYLIECTBYIOT.

[NepeuncnuTe peKBU3UTHI TOKYMEHTA, MICHTH(OUIMPYIOIIIE €0 aBTOPa B AJIEKTPOHHON (opMe.

HazoBute 0TMETKH TOKYMEHTOB, B COCTaB KOTOPBIX BXOJUT PEKBU3HUT «IIaTay.

[NepeuncnuTe peKBU3HUTHI, OTHOCSIINECS K COJIEP)KaHHIO IOKYMEHTA.

BersicHHuTE, B COOTBETCTBHH C KaKUM OOIIEPOCCHICKAM KIIACCU(HKATOPOM TPOCTABIISETCS Ha
JTOKyMEHTax KoJl (popMbI TOKyMEHTA.

Kakue npaBuna ynotpebiaeHus: YUCITUTENbHBIX B TEKCTaX CYIIECTBYIOT?

3aMeHNTe 3aMCTBOBAHHBIE CIIOBA, MPHUIIEANINE B PYCCKHH S3bIK U3 3apyOeKHOM MPaKTHKH,
Ha MPUBBIYHBIE CIIOBA!

MPOJIOHTUPOBATH — ...

aHOHC — ...

11. ITonOepuTe CHHOHUMBI K CIIOBaM:

BO3BECTH — ...

nedekr — ...

rapaHTHPOBATH — ...

UCIOJb30BATh — ...

MOCTPOUTD — ...

Tema: Cucrembl JgokymMeHTanuu. TpedGoBanussi K 0QOPMIIEHHIO CIOyXKeOHBIX
AOKYMEHTOB

3aoanus ona camocmosmenvHol pabomol

Kakue pexBu3uthl coaepxxut tenedonorpamma? CoctaBbTe TenehOHOTpaMMYy.

B kakux cnydasx cocraBisercs nmnpenacrtaBienue? lloaroroBeTe mpeacTaBieHHE O
MOOUIPEHUU PAOOTHUKA YUPEKICHUSI.

Beimmumure w3 ['pakmanckoro kojekca Poccmiickoit denepannu TpeOOBaHHUS K YCTaBy H
yUpeIUuTeIbHOMY I0TOBODY.

[lepeuncnure peKBU3UTHI [JOJDKHOCTHOM MHCTPYKUMH U odopmure ee (IIaBHOMY
Oyxranrepy).

Pa3paboraiite u odopmuTe, M0 YCTAaHOBIECHHBIM MpaBUIIaM, MPOEKT MOJOKEHUS O CIyxoe
JOVY, ucnonb3ya Tunosoe nosnoxenue, coaepxarteecs B npuioxkenuu k 'CAOY.

Hanummre 3asBieHue o nepeBo/ie.

CoctaBbTe 00BSICHUTEIBHYIO 3aIMCKY 110 IOBOY OIMO3/IaHHs Ha paboTy.

3anoJiHUTE MpUKa3 MO yHU(UIMPOBaHHOHN (hopme 00 0OBsIBIEHUH BaM 0JaroJapHOCTH 3a
BKJIaJl B pa3BUTUE OpraHU3ALINH.

Tema: Opranusanus padorsl ¢ fokymenramu B JJOY

3aoanus onsa camocmosamenvHou pabomol
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1. Beibepure omnepariu, KOTOpbIe BBITIOIHAIOTCS TIPH paboTe ¢ BHYTPEHHUMHU JOKYMEHTaMH:

JKCIIEANIIMOHHAs 00paboTKa;

perucrpanus 10KyMeHTa;

IIPEIBAPUTEIILHOE PACCMOTPEHHUE;

IIOCTAHOBKA HAa KOHTPOJIb;

paccMOTpeHUe JOKYMEHTa PYKOBOAUTEIEM U BHIHECEHHUE PE3OJIIOLINN;

MIOATOTOBKA MPOEKTA TOKYMEHTA;

3aHECEHUE B PETUCTPALIMOHHYIO (POPMY OTMETKU 00 UCIIOJIHUTEIIE, CPOKE UCTIOJTHEHMUS,;

OTIIPaBKa U3 OpraHU3aluy;

3aHECEHHE B PETHCTPALMOHHYI0 (OpPMY OTMETKH 00 HCIIOJHEHHH JIOKYMEHTa U CHITHU C
KOHTPOJISL.

2. [Ilpoanamu3upyiiTe TOPSIOK JBIKEHUS, OOpaOOTKM W HCIOJHEHUS BXOIAIIUX
NokyMeHTOB. COCTaBbTE CXEMY JIBUYKEHUS BXOJISIIETO IOKYMEHTA.

3. IlepeuncnuTe OCHOBHBIE OTIIMYUTENIbHBIE XapaKTEPUCTUKH O(POPMIIEHHS] HOMEHKIIATYphl
JIeJ1 OpraHu3alui 1 HOMEHKJIATYphI /1€ CTPYKTYPHOIO MOpa3/ieieHHUs.

4. B yupexx/1eHUH JOKYMEHTHI, IOCTYMNAIOIIHNE 10 3JIEKTPOHHOM M0oYTe, HE PErUCTPUPYIOTCS,
a cpasy nepeaaroTcs UCIIOMHUTENAM. [IpaBUiIbHO 1M OpraHu30BaH T0KyMEHTOO00pOT?

5. Kakne JOKyMEHTHI B OpraHu3aluy CTaBATCA HA KOHTPOJb? 3alOJHUTE PETUCTPALIMOHHO-
KOHTPOJIbHYIO KAPTOUKY.

6. Ecniu B mpukasze COJEp)KUTCS HECKOJBKO MOPYUYEHUH, MOYKHO JIM OTPAHUYUTHCS TOJIBKO
MMOCTAaHOBKOM Ha KOHTPOJIb 3TOT0 JIOKyMeHTa?

Tema: KonpuaeHuuaabHoe 1eJ1011POU3BOICTBO

3aoanus ona camocmosmenvHol pabomol

Omnpexpenurte CTPYKTYPY HHCTPYKIHH 1O paboTe ¢ KOH(PUICHIINATBHBIMHA JOKYMEHTAMH.

BeimmumuTe U3 3aKOHOJATEIbHBIX U HOPMAaTUBHBIX aKTOB CTAaThH, B KOTOPBIX OIPEACISIETCS
OTBETCTBEHHOCTD 3a Pa3TjalleHHe CBEJCHHU, COCTABIISIIOIINX CEKPETHYIO MM KOH(PHICHIIHATHHYIO
WHGOPMAIIHIO TIO CIEAYIOIIUM Pa3JIieiaM:

pasriaiieHue CEKPETHBIX CBEICHUIA;

yTpara JOKyMEHTOB;

pasriaiieHue CBEACHUH.

Tema: Opranu3anusi padoThl ¢ NMCbMEHHBIMH 00PAIEHUSAMH T'PAKIAH

3aoanus ona camocmosmenvHou pabomul

[Tosicaute mopsiiok pabOTBl € HMHTEpPHET-OOpalleHusMH B (enepanabHBIX OpraHax
WCIIOJHUTEIBHON BIIACTH.

[Ipoananuzupyiite mpoueaypsl paboThl ¢ TUCBMEHHBIMU OOpAICHUSIMH TPaXKIaH B OpraHax
UCIOJIHUTENbHON Bnactu (Ha mpumepe [ocymapctBenHoit Jlymsl Poccuiickoit ®enepanuu,
Tromenckoit o6nactHoii ymel, [IpaButennbctBa TromeHCKOI 06acTn).

Brigenute ocobeHHOCTH paboThI € 3aITpOCaMU HACETICHHS B ApXUBHBIX YUPEKACHUSIX.

11.4. OueHouHble cpeaCcTBaA I IPOMEKYTOUHON aTTecTalluu

IIpumepnwiii nepeuens 60npPoOCos8 05 IK3AMeEHA

TpeboBanust K KOHCTpyUpOBaHUIO OnaHkoB. Buasl OnankoB. bnanku mnpenmpusaruit

Pa3JIMIHBIX (I)OpM COOCTBEHHOCTH. PGKBI/ISI/ITLI, HCIIOJIB3YEMBIC IS U3TOTOBJICHUS OJIaHKOB.
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PexkBM3UT «HAaWMEHOBAaHWE OpraHU3alMH-aBTOpa JOKyMEHTa», TpeOOBaHUS K HEMY.
PexkBu3UT «MeCTO COCTaBIEHUS JOKYMEHTa».

PexkBM3UT «cIpaBOYHbIE JMaHHbIE 00 OpraHM3allM — aBTOPE JOKYMEHTa», €ro COCTaB.
[IpaBuna odopmIIeHHs TOYTOBOTO apeca.

PexBu3HT «aapecary, €ro 3Ha4YeHUE M COBPEMEHHBIE TPEOOBaHUS K 0(OPMIICHHIO.

Hater B nokymenrte. TpeGoBanus kK ux odopmieHuo. Jlara Kak cOCTaBHas 4acTh APYTHX
PEKBHU3UTOB.

PexkBU3NUTHI «perucTpaliuOHHbBII HOMEP JOKYMEHTa», «CChUIKA HA PErUCTPALMOHHBIN HOMED
U JaTy JTOKYMEHTa».

[Nopsimok cormacoBanusi JOKYMEHTOB. BHyTpeHHee u BHelHee coriacoBanue. Odopmienne
PEKBU3UTA HA OTJIEIIbLHOM JIUCTE.

CocraB ynocroBepeHus: AoKyMeHTa. [IpaBuna opopmileHus peKBU3UTOB, YIOCTOBEPSIOLINX
JOKYMEHT.

OTMeTKH Ha TOKyMEHTE, UX 3HaueHHe U 0(OpMIIEHHUE.

Pesomronns, ee 3HaueHue, npenbsaBiasiemMble TpeOoBaHus. (OcoOeHHOCTH OdoOpMIIEHUS
PE30JTIOIMH HA OTJIEIIbHOM JIMCTE.

OO6uue TpeboBaHMs K TEKCTY TOKYMEHTA.

3aroyIoBOK K TEKCTY JOKYMEHTA, IPUIIOKEHHS K TEKCTY, TpeOOBaHUS K UX 0(OpMIIEHHIO.

CriocoObl  yTBepkaeHHs JoKyMeHTOB. IlpaBunma odopmieHus pexkBuzuta «rpud
YTBEPKIACHUSD.

TpebGoBaHMsl K IPOCTaBICHUIO PEKBU3UTA «OTTHCK meyaTw». IlepeyeHb HTOKyMEHTOB, Ha
KOTOPBIX IPOCTaBJIsIeTCsl OTTUCK neyaTH. OTTUCK TepOOBOM MeyaTu Ha TOKyMEHTaxX.

N3obpaxenne repOOBOI CUMBOJIMKHK Ha JOKyMEHTaX. PEKBU3UT «dMOIemMa opraHu3aiuy uin
TOBApHBIN 3HAK (3HAK 0OCITY>KMUBAHU)», PErIIAMEHTAIIHS UCIIOJIb30BaHUS.

[Topsinok noanucanus 10KyMeHTOB. CriocoObl 0(OPMIICHHS PEKBU3UTA «IIOAIUCH.

3aBepeHHe KOMHU TOKYMEHTA.

[Tonsitne «10kyMeHT0060pOT». OCHOBHBIE NTPaBUJIa OPraHU3aLUU J0OKYMEHTO000pOTA.

ITopsinok perucrpanyy JOKyMEHTOB.

KoHTpoJ1b 32 HCIIOJTHEHUEM TOKYMEHTOB.

IloaroToBka fen K nepefaye U NOPSIOK Mepeiadu J1esl B apXUB JUIsl JaJIbHEHIero XpaHeHus..

Opranuzanus paboTsl ¢ JOKYMEHTaMH, COAEPKAIMMU KOH(DUIEHIINAIBbHYIO0 HH(POPMALHIO.

TpeboBanusi, npeabsaBisieMble K 0QOPMICHUIO TUCBMEHHBIX 00paleHHH.

Ortansl paboThl C MUCbMEHHBIMU OOPALICHUSMH.

[IpaBuna oopmiIeHUSI HHCTPYKITUH.

Ortansl NOArOTOBKU PACHOPSAUTENBHOIO JOKYMEHTA.

TpeboBanus K COCTAaBICHUIO U O(OPMIICHUIO CIIY)KEOHBIX, OOBSICHUTENbHBIX U JOKJIAJHBIX
3anucok. BHyTpeHHUE U BHEIIHUE TOKYMEHTHI.

TpeboBanust K cocTaBiCHUIO M OQOPMIIEHHIO cHpaBoK. Buuel cropaBok. CrpaBku
BHYTPEHHHUE U BHELIHHUE.

TpeboBanus K cOCTaBICHUIO U 0()OPMIICHUIO aKTa. Bupl akToB.

OCOo0GeHHOCTH YyAOCTOBEPEHHUSL.

Iepenucka kak BUA AeraoBoro odmeHus. CoctaB U Ha3HaYEHUE MEPENHUCKH.

TpeboBanus kK cocTaBIeHUIO U OQOPMIICHHIO NpoToKoJa. KpaTkue M mosiHble MPOTOKOJIBI.
Oco0eHHOCTH POTOKOJIOB 3aceAaHui (e/iepantbHbIX OPraHOB HCHIOIHUTEIBHOM BIACTH.

I{pumepuu OUEHKU omeemoes Ha IK3dMeHe
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OueHka «omauyHo» CTaBUTCA, €CIIM CTYJEHT CTPOUT OTBET JIOTUYHO B COOTBETCTBUU C
IUTAHOM, TTOKa3bIBAeT MAKCHUMAJIBHO TIIyOOKHE 3HAaHHMS MPO(PECCHOHATBHBIX TEPMHHOB, MOHSATHIA,
KAaTeropuy, KOHUENUMA U Teopud. Pa3sBepHyro apryMeHTHPYET BBIIBUIAEMbIC II0JIOKEHHUS,
NPUBOAMUT yOenuTenbHble npuMepbl. OOHapY)XHMBAaeT CIIOCOOHOCTh aHAIMW3a B OCBEUICHUU
pa3IMYHBIX KOHLENIUH. JlenaeT comepkareabHble BBIBOJBL. J[EMOHCTpUPYET 3HAHHUE CIIELUAIBHON
JUTEpaTypbl B paMKax y4yeOHOro METOJUYECKOI0 KOMIUIEKCA M JOIOJIHUTENbHBIX HCTOYHHMKOB
nHpopmanuu. MiMeeT MeCTo BBHICOKHI YPOBEHH BBHITMIOJIHEHHUS CAMOCTOSITENBHBIX paboT B TEUCHHE
y4eOHOTO Tporecca

OneHka «xopouto» CTaBUTCS, €CIU CTYIEHT CTPOUT CBOM OTBET B COOTBETCTBUU C IUIaHOM. B
OTBETE MPE/ICTABICHBI PA3JIMYHBIC MTOIXOABI K IpodiieMe, HO MX 000CHOBAHUE HEJJOCTATOYHO ITOJTHO.
Pa3BepHyTO apryMeHTUpYET BbIIBUTa€MbI€ [10JIOKEHUS, IPUBOJUT HEOOXOIMMBbIE IPUMEPHI, OJTHAKO
MTOKa3bIBa€T HEKOTOPYIO HEMOCJEeNI0BaTENbHOCTh aHalu3a. BeIBOJbl mpaBuibHBL. Peub rpamoTHa,
UCIOJIb3YeTCs MpodeccroHanbHas JeKcHKa. JIeMOHCTpUpYeT 3HAHUE CIEHUANbHON JMTEpaTyphl B
pamMkKax y4eOHOTO METOJUYECKOrOo KOMIUIEKCA M JOMNOJHUTENIbHBIX HCTOYHUKOB HH(MOpMaLUU.
Nmeer MecTo cpenHuil ypOBEHb BBINOJIHEHMSI CaMOCTOATEIBHBIX pPAabOT B TeueHUE Y4eOHOTo
mpotecca

OueHka «ydosremseopumensbHoy CTaBUTCS, €CIIM OTBET HEJIOCTATOYHO JIOTUYECKU BBICTPOEH,
IJIaH OTBeTa cobitofaeTcs HenochneaoBareabHo. CTyIeHT 0OHapyXUBaeT ci1adoCTh B Pa3BEPHYTOM
PacKpbITUM Mpo(ecCHOHANBbHBIX MOHATHI. BblgBUraeMble TNOJOKEHUS JEKIAPUPYIOTCSA, HO
HEJ0CTAaTOYHO apryMEHTHpOBaHbl. VIMeeT MecTo HU3KHI YpOBEHb BBINIOJHEHUS CaMOCTOSTEIbHBIX
paboT B TeueHue yueOHOTo mpolecca

OueHka «HeydosremeopumenbHoy CTaBUTCA TPU YCIOBHUUM HEJOCTATOYHOTO PAaCKPBITUS
podeccHoHaAbHBIX MOHATHUN, KaTeropui, KOHUenuui, Teopuil. CTyIeHT MNpOSsBISET CTPeMJICHUE
MMOJMEHUTh HAYYHOE 000CHOBAHWE MPOOJIEM PACCYKACHUSIMH OOBIIEHHO-TIOBCETHEBHOTO OBITOBOTO
xapakrepa. OTBET COIAEPKUT Psii CEPbE3HBIX HETOUYHOCTEU. BBIBOIBI MOBEpXHOCTHBI. MIMeeT mecto
OY€Hb HU3KHI YPOBEHH BBINOJIHEHUS CAMOCTOSTENIbHBIX padOT B TeUEHHE y4eOHOTO mpoliecca

11.4. Onenka chopMUPOBAHHOCTH KOMIIETEHITUIH

N3 pasnmena 6 nmanHO#M pabGodeil mporpaMmbl CIEAyeT, YTO JIOCTHKEHHUE W HU3MEPCHHE
ypoBHEN c(hOpMHUPOBAHHOCTH 3asIBJICHHBIX KOMITETEHIIMM 00ecreunBaeTcs:

IIK-3; IIK-5; IIK-6 — Bce Tembl, mpakTHyeckue padoThl, aokian (dcce, pedepar),
OIlEHUBaeMbIe B paMKax JUCHHUIUIMHBI 10 100 6ayios.

Takum oOpa3om, uTOroBas OIeHKAa CHOPMUPOBAHHOCTH KOMIIETEHIMH OIpeaesnseTcs Mo
cTOOAJIbHOM UTOTOBO OIIEHKE MO JUCLMILINHE:

60-85 6amioB — 6a30BBIH (ITOPOTOBBIN) YPOBEHB;

86-100 6ayis10B — MOBBIIIEHHBIN (ITPOJABUHYTHIN) YPOBEHb.

LIxana coomeemcmeus 6an10-petmuHe080ll CUCeMbl OYEeHOK U AKAOeMUUECKOU OYeHKU,
ymeeporcoennas Yuenvim cosemom MCH UT'Y

WToroBslii ceMecTpOBBI pEUTHHT AkazeMnueckasl OLeHKa

60 — 70 OamIoB «yIOBIIETBOPUTEIIHHO
«3a4TEHO»

71 — 85 Gannos «XOPOLLIOY»

86 — 100 6anoB «OTIUYHO»
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