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1. lesn u 3aga4m TUCHHUILITHHBI

Menn:
® W3YYCHHE OCHOBHBIX HAaIlpaBJIE€HUH TOCYJAApCTBEHHOW periiaMeHTaluu paboThl C
nokymeHTamu B Poccuiickoit deneparuu, 3a1a4 Opraiu3aiuy Cay>KObl TOKYMEHTAllHOHHOTO
oOecrieueHus yrpaBiIeHUsI U TEXHOJIOTUU TUIIOBBIX JIEJIOMPOU3BOICTBEHHBIX OINEpaInii;
® O03HAaKOMHUTh C TEOpHUEH W MPAKTHUKON OpraHU3alMH COBPEMEHHOTO JOKYMEHTAIIMOHHOTO
obOecrieueHUs Ha OCHOBE Hay4yHO OOOCHOBAaHHBIX TMPUHIMIIOB W METOJOB €ro
COBEPIIICHCTBOBAHUSI.
3amaun:
® OCBETHTH MECTO JICJOMPOU3BOJICTBA B MPOIECCaX YIIPaBICHUS;
® U3yYUTh HOPMATUBHO-METOJUYECKYIO 0a3y J1eJIOMPOU3BOJICTBA;
® O03HAKOMHUTH C COBPEMEHHBIMU TPEOOBAHUSIMHU 110 COCTABJICHHUIO TOKYMEHTOB;
e chopmupoBaTh y CTYJEHTOB pallMOHAIbHBIE TOAXObl K PEIICHUIO 33/1a4 OpraHu3aluu
paboThI C TOKYMEHTAMH B YUPEKICHUY;
® U3YYUTHh COBPEMEHHBIC TEXHOJOTUM JOKYMEHTAIIMOHHOTO O0ECIIeYeHUs YIIPABIICHHUS;
® O3HAKOMUTHb CTYJAEHTOB C COBPEMEHHBIMHU THUIIOBBIMH CTPYKTypaMH  CIIyXO
JIOKYMEHTAIMOHHOTO 00eCIieYeHuUs yIpaBICHUSI.

2. MecTto nucunniimibl B crpykrype OOIIL

[Ipenmer b1.B.J1B.02.02 «/lenonpon3BoiCTBO U JTOKYMEHTOBEACHUE» BXOJIUT B
AJIEKTHBHBIE JUCHUIUIMHBL (1) oOpa3oBaTenbHO mHporpammbl OakajaBpuara I0 HAaIlpPaBICHUIO
noaroroBku 51.03.03  CoumanbHO-KYNbTypHast J€ATEIbHOCTh, HAMpPaBIEHHOCTh (MPODUIIB):
Opranuzanust JACSITEIBbHOCTH YUPeXKIACHUNW KyabTypbl. CTyIEHThl HU3Yy4alOT JUCUUIUIMHY B [
cemectpe. [lpemmecTByronme IUCHUIUIMHBIL, HA KOTOpbIE ONUPAETCS JaHHAs JIUCLUILIIMHA!
locynapcTtBeHHast MoJojAeXHas TmonuTHKa, MeHemkMmenT, TexHomornueckue ocHOBBI CK/I.
[Tocnenyromue IUCHUIUIMHBI, AN KOTOPBIX OCBOGHHE MJAHHOW JTUCIUIUIMHBI HEO0O0XOIUMO:
CouumansHoe npoektupoBanue (5 cemectp), OCHOBBI peANpUHUMATENbCKON AesitenbHocTH B CKJ|
(7 cemectp), [lenoBeie KOMMYHHKAIUU (7 cemMecTp).

3. TpeboBaHus K pe3yJabTaTaM OCBOEHUS JUCIUNIMHBI

IIporiecc ocBOeHMs AUCLUIUIMHBI HAaNpaBjieH Ha (OPMUPOBAHUE KOMIETEHLUH (371€MEHTOB
creayronmx kommeTeHuii) B coorBercTBrr ¢ ®I'OC BO u OIl BO mo maHHOMY HampaBIeHUIO
noarotoBkn 51.03.03 - CounumanabHo-KYJIbTYpHasi AeSITeNBHOCTb, Npopuis «OpraHuzamus
NEeSITETTHHOCTH YUPEKACHUN KYIbTYPBI»

IlepedyeHb MIaHMPyeMbIX Pe3y/JbTATOB 00YYEeHHS MO0 JUCLHHUILIJIMHE, COOTHECEHHBbIX €
UHAUKATOPAMH JOCTHKEHHUS KOMIIECTECHIIMI

Komnerennus Nuaukaropsl Pe3yabTaThl 00yueHus
KOMIIeTEeHITH I
VK-5 - N Kyks. 3Hamb: TPUHIUIIBI, METOJIUKHU U
Crioco0OeH BOCTIpUHUMATH Bocnpunumaer TEXHOJIOTHMH COLUOKYIBTYPHOTO
MEXKYIbTYpHOE MEXKYJIbTYpPHOE MPOCKTUPOBAHUS B 00JIacTH

pa3zHooOpasue o01mecTBa B | pa3HOOOpaszue oOiecTBa B | I€IOMPOU3BOJICTBA,
COIMATIbHO-UCTOPUYECKOM, | HCTOPHYECKOM KOHTEKCTE U | Ymemsb. 0pOpMIIATE CMETHI U
THYECKOM U (PHIOCOPCKOM | HHTEPIPETUPYET UCTOPUIO | KAIBKYIISAIUIO Ha TPOU3BOJICTBO
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KOHTEKCTaX Poccun B koHTEKCTE JA1000T0 MPOIYKTa B OTPACIIH;
MHPOBOI'0O UCTOPHUYECKOTO Braoems: naBbIKaMu pazpabOTKH
pa3BUTHUS (bMHAHCOBBIX IJIAHOB YUPEKICHUS

KYJIbTYPBI
N AKyks. 3Hamwb. IpOrpaMMbl MOHUTOPUHTA
BocnpuHuMaer KyJlbTypHOE, | ¥ OLIEHKH PE3YJIbTaTOB;
STHO-HAIIMOHAJILHOE, Ymemuw: cobupatb
KOH(ECCHOHATILHOE, MH(POPMAIIMOHHO-aHATUTUIECKHE
HOPMAaTUBHO-1IEHHOCTHOE, MaTepuabl;
COLIMAJIBHO-UCTOPHUYECKOE Braoemyw: onieHKON pe3yabTaTOB
paszHooOpasue o01iecTsa B Ha OCHOBE HOPMATHUBHBIX
¢unocohckoM KOHTEKCTE IIPABOBBIX aKTOB

IIK-1 - UK k1. O60061maeT 3uamu. TEXHOIOTHHU

I'otoB K 00001IEHUIO U
Iporaranie mepe0Boro
OIBITA 110 PeaTr3aIuu
3a/1a4 rocyapCTBEHHOMN
KYJbTYPHOH TIOJIUTUKU B
YUPESKICHUAX KYTbTYPBI,
pEeKpeany U UHIIyCTPUU
Iocyra

MEepPEI0BOM OMBIT
JIEATEIbHOCTH YUPEXKACHUM
COLIMAJIBHO- KYJIBTYPHOI
c(epbl B COOTBETCTBHUU C
LEeJSIMU U 337lauaMu
(henepanpHOI 1 peTHOHATHLHON
KYJIETYPHOM NOJUTUKU

MEHEI)KMEHTa U MapKETUHTa B
CKZ;

Ymemsb: nIpUMeHITh TEXHOJIOTUU
nenornpounspojictea B CK/;
Braoemw: HaBbIKaMU OLIEHKH
KauecTBa COCTaBIICHUS
JIOKYMEHTOB B KYJIbTYPHOI
IHOJIUTUKE

I/UIK MK1.2 Bnangeer
TEXHOJIOTHSIMU BBISIBIICHUS U
cbopa nHpOpMaIUu 0
[I€pPEI0BOM OTIBITE
YUPEXKACHUN KYJIbTYpPBI,
peKpeanyy ¥ HHAYCTPUU
JloCyTa 10 peanu3aluu ueiei
U 3a7a4 (efepanbHO 1
PETHOHANILHOH KYJIbTYpHOU
MOJIMTUKU

3nams: HOPMAaTUBHBIE TOKYMEHTHI
0 UCTIOJIH30BAHUIO PECYPCOB
(3emiu, KaJipoB, PUHAHCOB):
Ymems: pemats npoOIeMbl Mo
JOKYMEHTOOOOPOTY B IEJAX
peanu3anyu 3aaadg;

Braoemuw: TexHonorusmMu
COCTaBJICHUS IOKYyMEHTOB B
YUPEXKAECHUSAX KYJIbTYphl

4. O0beM QUCHHUIIMHBI U BUABI Y4eOHOH padoThI

OuyHoe oTaeJIeHue

Bun yueOHoii padoTnl Bcero gacos / Cemectp (4acoB)
3a4YCeTHbIX

eTUHHIL 8
AyauTOpHBIE 3aHATHS (BCEro) 36 36
B ToMm umncne: - -
Jlexnun 18 18
ITpaktuueckue 3ansatus (I113) 18 18
KoHTpos1b caMOCTOSATENBbHON PabOTHI CTYICHTOB 4 4
CamocrosiTesibHas padoTa (Bcero) 32 32
Bux npomexxyTouHo# arTectanuu (dK3aMeH ) 26 26
KO 10 10




KoHcynpranuun 0 0
KonTakTHas padora (Bcero) 50 50
JK3aMeH 26 26
OO01mmast Tpy10eMKOCTh 4achl 108 108
3a4ETHBIC €IUHUIIBI 3 3
3a04Hoe oTae/IeHHE
Bun yuyeoHoii padoThbl Bcero gacos / CemecTp (4acoB)
3a4YEeTHBIX
eTUHHUIL 8
AyauTopHble 3aHATHS (BCEro) 16/0,5 16
B Tom uncne: - -
Jlexuuu 8/0,2 8
[paktrueckue 3austus (I13) 8/0,2 8
KoHTposb caMocTosATENbHON pabOThI CTYIEHTOB 6/0,2 6
CamocTosiTesibHas padoTa (Bcero) 61 61
B Tom umncne: -
Pedepar, moxman 7 7
Jlpyeue 6uovl camocmosamenbHol pabomoi 54 54
(8b1NONHEHUE OOMAWHUX 3A0AHUL, NOO2OMOBKA K
3auemy)
KO 5/0,2 5
Bun npomexxyTouHoii arTectanuu (9K3aMeH) 4/0,1 4
KoHcynpranumn 16 16
KonTakTHas pa6ora (Bcero) 43/1,2 43
OO61as TpyA0eMKOCTh 4achl 108 108
3a4eTHBIC STMHUIIBI 3 3

5. Coaep:xkaHue TUCHUILINHBI

5.1. Copep:xanue pa3iesioB M TeM AUCUUIJIMHBI

Tema 1. JJoxymenmogeoenue 6 cucmeme HaAyK

[Tpenmer, coxpepkanue, 3agaud Kypca. TepMHHOJIOTHS OCHOBHBIX MOHATHH B 00JacTu
JIOKYMEHTOBE/ICHUS, €€ IBOJIOLUA. B3aMOCBs3b OpraHu3alii U TEXHOJOTMH TOCYAapCTBEHHOTO
JOKYMEHTOBEJIEHUSI C Pa3BUTHEM TOCYIAapCTBEHHOI'O ammapara, ero (yHKUUSMH U CTPYKTYpPOM.
N3ydeHne ocoOeHHOCTEH M 3aKOHOMEPHOCTEH paboThl C JOKYMEHTaMH B pa3Hble HCTOpPUYECKHE
NEepUOABl, HX TIPEEMCTBEHHOCTh B YCIOBHUAX JEATEIBHOCTH COBETCKOTO M POCCHICKOrO
rocyiapcTBeHHoro ammapara. CBs3b JIOKYMEHTOBEJIEHHS C HCTOPHYECKMMM  HayKaMH,
apXMBOBEJICHUEM, IPABOBEIEHHUEM, SKOHOMUYECKMMH, TE€XHHYECKHMMH HayKaMH, ¢ HaykamMH 00
uH(pOopMaLnu, TEOpHEH yrpaBIeHUS.
Tema 2. /lenonpouze00cmeo — 0CHO8A MEXHOIO2UU YRPABTIeHUs

[TonsiTHEe «IETOMPOU3BOACTBOY, «JOKYMEHTAallMOHHOE obecmedyeHue ympasieHus» ([IOVY).
Jlenonpou3BoACTBO Kak (PYyHKLHUS YIpPaBICHHs, €r0 MECTO cpenu APYruxX (YHKUHUN yIpaBiICHHS.
Jlenonpou3BoACTBO Kak cucrtemMa pabOThl C JOKYMEHTaMHU. YIpaBlieH4YecKas IesTeIbHOCTh U
JIEJIONPOU3BOJCTBO. 3HAUEHUE JTOKYMEHTOB Ul peajli3alluy yNpaBiIeHUYECKUX pemeHuil. OueHka
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COBPEMEHHOI'0 COCTOSIHUS Jes10npou3BoAcTBa. (DakTOpsl, BIMAIOIME HA €r0 OpraHU3alui U
TEXHOJIOTHIO B YYPEKICHUSAX Pa3JIMYHBIX YPOBHEH YIpaBieHUs. BiusHue aBTOMaTU3MPOBAHHOMN
TEXHOJIOTUM OO0pa0OTKM JOKYMEHTOB Ha JEJONpPOM3BOJACTBO. BimsHue Xapakrepa ymnpaBlIeHHS,
NPUHUUIIOB  TNPUHATHUS ~ YNPABICHYECKUX  PELIEHUH Ha OpPraHM3alMil0 M TEXHOJOTHUIO
JIEJIONPOU3BOJACTBA. B3auMMOCBs3b  [1€J0NPOU3BOJCTBA C OpraHM3alUel BEJOMCTBEHHOIO H
rOCyJapCTBEHHOT'O XPaHEHHUS IOKYMEHTOB.

Tema 3. Hopmamusno-memoouueckas 6a3a cospemeHHo2o 0e1onpou3600cmea

OcHOBHBIE 3aKOHOJIATENIbHBIE TIOCTAHOBJIEHUS 1O paboTe C JOKyMeHTaMmu. EnuHas
rocynapctBenHas cuctema (EI'C/]) m ocHOBHbBIE ee HampaBieHHA. YHU(PHUIUPOBAHHBIC CHUCTEMBI
JOKyMEHTaluu. YHU(UIMPOBAHHAS CUCTEMa OpraHU3allMOHHO-PACIIOPAIUTEIBHON TOKYMEHTALIUH.
Knaccupukartoppl TEXHHKO-)KOHOMHYECKOW H  couuanbHo uHpopManuu. HopmaruBHbie
JOKYMEHTBI IO TPyAy M oOxpaHe Tpyaa. ['ocymapcTBeHHbIE CTaHAApThl, UX pPOJIb U 3HAYCHUE.
Cranpaptel npennpustuidl. TumoBass HMHCTPYKLUHS IO JAEJIONPOU3BOJACTBY B MHMHHMCTEPCTBAX H
BeoMcTBax PO.

Tema 4. I[Ipasuna cocmasnenus u 0ghopmieHuss OOKYMeHmos

PekoMenganuu 1O COCTaBIIGHHIO TEKCTOB [IEJOBBIX JIOKyMEeHTOB. Kiaccubukanus u
yHUpUKaLUs T0KyMeHTOB. OCHOBHBIE MpaBUjIa COCTABIECHUS TEKCTA IOKYMEHTOB. XapaKTEpUCTHKA
['ocynapcTBeHHOro cTaHaapTa «YHU(UIHUPOBAHHBIE CHCTEMbI JOKyMEHTaluu. TpeOoBaHUS K
COCTaBJICHUIO JOKYMEHTOB». IIpaBuia ohopMIIeHHS TOCTOSHHBIX W TEPEMEHHBIX PEKBHU3UTOB
nokyMeHTOB. TpeGoBanus k Onankam. OCHOBHbIE TpeOOBaHUS K JOKYMEHTaM, HM3TOTOBIIEHHBIM
MaIIMHONUCHBIM criocoOoM. TpeOoBaHMsI K M3rOTOBJIEHUIO, YUE€TY, MCIOJB30BAHUIO U XPAHEHUIO
OaHkOB ¢ Bocmpou3BeAeHHeM TrocynapctBeHHoro I[epba P® u TepboB CyObektoB PO.
[TpuMepHBIii NepeueHb JOKYMEHTOB, Ha KOTOPbIX cTaBuTcs ['epboBast neyatb. CTHIIb JOKYMEHTOB.
OcobeHHOCTH O(QHIMATIBHO-/IETOBOTO CTHIIS JTOKyMeHTa. OOIIenpuHATHIE CTUJIEBBIE OOOPOTHI.
Yacto BcTpeuaeMble OIIMOKM B AENOBOW JoKyMeHTauuu. CTHIIb J1€J0BOM JOKYMEHTAllUd U €ro
ocobenHocTH. OopMiIeHHE 1aT U YUCEN B JJOKYMEHTaX.

Tema 5. [{okymenmuposanue opeanu3ayuoHHO-pacnopaoumensHol 0esameibHoCmu

Buasl n Ha3HaueHue CiyXeOHbIX JOKyMeHTOB. [loaroroBka u oQopmieHHE NPHKa30B.
OcoOeHHOCTh O(opmIIeHUSI BBIMUCKM W3 MpUKa3a. YUeT, XpaHEHUEe U OOpallleHHEe C MpUKa3aMH.
Cremuduka HamucaHusi yKa3aHuM, pacnopsbkeHud, wuHcTpykuuil. IlocTtpoenune — Tekcra
KOHCTaTHPYIOIIEH M paclnopsIuTEeIbHON YacTHh [eJ0BOTO JOKYMEHTa. YCTaB, pojib yCTaBa B
nesTenbHOCTH npeanpustus. Jlorosop. Tpynosoe cornanieHue. BakHOCTh M 3Ha4YeHHME JAHHBIX
JIOKYMEHTOB.

Tema 6. Ocobennocmu UHDOPMAYUOHHO-CNPABOUHBIX OOKYMEHMOS.

BcnomorarenbHblil XapakTep HH()OPMAIMOHHO - CIPaBOYHBIX MaTepUajoB B YIPaBJIECHUU
npous3BojcTBa. CrpaBku. OCHOBHBIE PEKBU3UTHI CHpaBOK. AKTHL. TpeOoBaHus K O(OPMIIEHHUIO
akToB. J[lokmagHele M 0ObACHUTENbHbIE 3anmucku. (OcoOeHHOCTH O(OpMIIEHUS JIOKYMEHTOB
nepeaaBaeMblX MO KaHajaM d3JeKTpocBsi3u. TenerpamMmbl. OcCoOEHHOCTH — TellerpaMM |
teneponorpamMm. Cnemuduka Texcra TenerpamM. CooOlmieHus, TmepeaaBaeMble AJIEKTPOHHON
IIOYTOM.

Tema 7. Opeanuzayust 00KymMeHmoobopoma 6 opeanusayuu

[Tonsitue noxymentoobopora. Opranuzaius paboThl ¢ JOKYMEHTaMHU Ha MPEINpUATHH U B
opranuzaiuu. OOmume TmpaBuwiIa  OpraHM3alld, METOAUYECKHE OCHOBBI  OpraHM3aluu
JOKYMEHTOO0OpOTa, UX pealu3alus B JEHCTBYIOIIMX TOCYIapCTBEHHBIX HOPMAaTHUBHBIX
nokymeHnTax. CTpykTypa u o00IIas XapakTepHCTHKa JOKYMEHTONOTokoB. IIpenBapurenbHoe
pacCMOTpEHHE JIOKYMEHTOB. PaccMOTpeHME JOKYMEHTOB pPYKOBOJACTBOM  YUPEXACHHUS U
HalpaBjeHue WX Ha wucnojgHeHue [lopsaaok NPOXO0XKIEHHs TOCTYNUBIIMX —JOKYMEHTOB.
OcobeHHOCTH  O0pabOTKM  OTHpAaBIsieMbIX JOKyMEHTOB. llepemaya JOKYMEHTOB BHYTpPHU
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opraHuzanmuu. Yder oObemMa JOKYMEHTOOOOpOTa, €ro 3HaYyeHWe B  OpraHu3aluu
JOKYMEHTAIlMOHHOTO obecrieueHus. HampaBineHus: coBepuieHCTBOBAHUS JOKYMEHTO000pOTa U MYTH
€ro COKpalIeHus. DNEKTPOHHBIA JOKyMEeHT0000poT. LludpoBas moanuce.
Tema 8. Dopmuposanue u xpanerue oen 8 0eNONPoOU3B0OCcmae, nepedaid ux 8 apxue

[lonatue «popmMHupOBaHUE [eNI», OCHOBHBIE TPEOOBAaHUS K MPOBEIACHHUIO ATOH pabOTHI.
®dopMupoBaHUE JCNI B OpraHU3AIMAX Pa3IMYHBIX yYpOBHEH ympaiieHus. 3amauu ciyxOobsr JOY u
BEJIOMCTBEHHOT'O0 apXHBa MO 00ECHEUYEHUI0 KadeCTBEHHOTO ()OPMHUPOBAHMS €Nl B YUPESKICHUU
(opranuzanuu). XpaHeHHE MAIIMHOYUTAEMbIX JOKYMEHTOB W JOKYMEHTOB Ha MAarHUTHBIX
Hocutensix. OcHOBHBIE TpeboBaHus K odopmiieHHio Aen. IloaHoe u yacTuuHOE OhopMIIeHUE Jed.
[TogmmBka nen. Hymepanust nuctoB. 3aBepuTenbHas HaaMuch. BHyTpeHHs s omuch. OdopmieHue
OOJIOKKM i€ IOCTOSSHHOIO M BPEMEHHOro XxpaHeHus. Omnpenenenue onucu paen. Ilpasuiia
COCTaBJICHUS OIUCH JIeJ CTPYKTYpHOro mojapaszaencHus. Bunabl onuceit. OdopmieHue onucu aen
CTpYKTypHOro nojpasnaenenus. [lepenaya nen B apxus.

5.2 Pa3aenbl AMCOUTIMHBI U MEKIUCIUTIIMHAPHBIE CBSI3H ¢ 00ecneYnBaeMbIMHU
(mocaeayOmMMHU) JUCHUNJIMHAMU

NoNe paznenoB u Tem
JTAHHOW TUCIIUIIIIMHBI
HaumenoBanue obecrieurBaeMbIX (ITOCIEAYIOIIUX ) i
Ne i/t HEOOXOIUMBIX JJISl U3YUEHUs
TUCTIUTLTAH
o0ecreurnBaeMbIX
(mocneayrommx) AUCIUTUTHH
1. | UccnenoBanue cucreM ynpaBiaeHUs Tewmsr 1-4
2. | OCHOBBI IPENTPUHUMATEIHLCTBA: OPTaHU3AIUS MAJIOTO U Temsr 5-8
cpenHero 6usHeca
5.3. Pa3nesibl ¥ TeMbl JUCHUIJIMH U BUAbI 3aHATHIA
Ne Bunpl 3ansTHil B yacax
o Haumenoanue Texut Mpaxr. | b CP
3aH.

1 Tema 1. Beenenue. [Ipenmer, conepxanne, 3a1a4u Kypca. 2 2 1 3

5 Tewma 2. [lenonpon3BoJCTBO — OCHOBA TEXHOJIOTUU 2 2 1 3
yIIpaBJICHUSI.

3 Tema 3. HopmatuBHO-MeTOIMYECKast 0a3a COBPEMEHHOTO 2 2 1 3
JIeTIONIPOU3BOICTBA.
Tema 4. [IpaBuia coctaByieHUsI 1 0POPMIICHUS 2 2 3

4. JTOKYMEHTOB. PeKOMEeH a1y 10 COCTaBJICHUIO TEKCTOB 1
JIeTIOBBIX JOKYMEHTOB.

5 Tema 5. JlokyMEeHTHpOBaHHE OpraHU3aMOHHO- 2 2 1 3
pacropsINTEIHHOHN eI TETLHOCTH.

6 Tema 6. OcobeHHOCTH HHPOPMAITMOHHO- CIIPABOYHBIX 2 2 1 3
JTOKYMEHTOB.

7 Tema 7. Opranuzanusi J0OKyMeHT0000pOTa B 2 2 5 7
OpraHu3alyH.

3 Tema 8. ®opMupoBaHUE U XPAaHCHHE JIETT B 4 4 2 7
JIeTIOTIPOU3BOICTBE, Nepeada UX B apXHMB.
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9. | Beero | 18 | 18 | 10 | 32 |

6. IlepeyeHb ceMMHAPCKUX, MPAKTUYECKHUX 3aHATHH, J1a00pPaTOPHBIX PadoT, IIAH
CaMOCTOSITE/IbHOI PadOThI CTYIEeHTOB, METOANYECKHE YKA3AHUSA 10 OPraHU3aluu
CaAaMOCTOSITEJIbHOM PadOTHI CTY/IEHTOB

6.1. IlepeyeHb NPAKTHYECKUX 3aHATHH

No No paznena u Tembl HaunmenoBanue ceMruHapos, Tpy- | Ouenounsie | Dop-
/i JUCLUILINHBI NPAaKTUYECKHUX U Ja0OpaTOPHBIX | Jd0emM CpelcTBa Mupye-
pabor KOCTh MBI
(uac.) KOMIIE-
TEHIIUU
1 Tema 1. IIpenmer, coaepkaHue, 3ajayu Ompoc, [IK-3,
Kypca. 2 Hoxnaner, | [IK-5
TECThI I1K-6
2 Tema 2. Jlenonpon3BoICcTBO — OCHOBA 2 Ormpoc, [1K-3,
TE€XHOJIOTUU YIIPABJICHUS. Joxnansl, I1K-5
TECThI I1K-6
3 Tewma 3. HopmaruBHO-MeToauueckas 2 Ompoc, [1K-3,
0a3a COBpPEeMEHHOTO Hoxnanpl, [K-5
JIETIONPOU3BOJICTBA. TECTBI [1K-6
4 Tema 4. [IpaBuna cocraBineHus u 2 Ompoc, [1K-3,
opopMIIEHUS TOKYMEHTOB. Hoxnanpl, [K-5
TECTBI I1K-6
5 Tema 5. JloKkyMEeHTUPOBaHHUE 2 Omnpoc, I1K-3,
OPTraHU3alMOHHO- Hoxmanpl, [1K-5
pacropsiAUTEIbHON TECThI ITIK-6
JIeSITEJIbHOCTH.
6 | Tema 6. OcobeHHocTr MHPOPMALMOHHO- 2 Omnpoc, I1K-3,
CIIPABOYHBIX JOKYMEHTOB. Hoxmanpl, [TK-5
TECTBI ITK-6
7 Tema 7. Opranuzanus 2 Omnpoc, I1K-3,
JIOKYMEHTO000poTa B Jloxnanpl, [1K-5
OpraHu3aLyu. TECThI I1K-6
8 Tema 8. dopMHpOBaHUE U XpaHEHUE JIEIl 4 Joxnansl, I1K-3,
B JEJIOMPOM3BOJICTBE, MEpeaaya TECT I1K-5
UX B apXHUB. I1K-6
Bcero uacos 18

6.2. Ili1an caMoCTOATEIbHOI PadoThI CTYAeHTOB

Ne Ne | Bupa camocrostenbHON 3anaHue Pexomennyemas | Kosnuec
TEMBI paboThI JuTeparypa TBO
4acoB
1 1 [ToaroroBka k Jomamnee  3amanue: | OcHoBHas [1, 2];
IPaKTUYECKOMY u3ydeHue (IpodTeHHe, | JONOJHUTEIbHAS 3
3aHATHUIO, U3yUYEHUE IIPOCMOTP); [1]
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JUTEPATYPHI.

nepeaada
coJiepKaHus
(mepeckas);

CyTH H

IToaroroBka x
MIPaKTUYECKOMY
3aHATHUIO, U3YUCHUE
JTUTEPATYPHL.

Iloaroroska k

JlomarHee 3a1aHue:
u3ydeHue (IpouTeHue,
MIPOCMOTD);

nepeaayda CyTa u
CoJIepKaHuUs
(mepeckas);
JlomarniHee 3aj1aHue:

OcHosnas [1, 2];
JIOTIOJTHUTEIIbHAS

[1]

OcnoBHas [1, 2];

IPaKTUYECKOMY u3ydyeHue (IpoYTeHHue, | JAOMOJIHUTEIIbHAS
3aHATHUIO, U3yUYEHUE IIPOCMOTP); [1]
JUTEPATYPBHI. nepeaaya cyTu u

coJiepKaHus

(mepeckas);
IToaroroBka x JlomalrHee 3agaHue; OcHoBHnas [1, 2];
IPAKTHYECKOMY MOJITOTOBKA JIOTIOJTHUTEIIbHAS
3aHATHUIO, U3yUYEHUE BBICTYIUICHHUS 110 TeMe | [4]
JUTEPATYPHI. peaMETHOH 001acTH C

I[Toaroroska qoKiIaaa.

UCIOJIb30BaHNEM
MIPUMEPOB,
3alMCTBOBAaHHBIX B
M3y4YEHHBIX 00OBEKTaX;

TloaroroBka K

[omainee 3ananue:

OcHosnas [1, 2];

MIPaKTUYECKOMY u3ydeHue (mpouTeHue, | JOMOJHUTEIbHAS
3aHATHUIO, U3yYEHUE IPOCMOTP); [1]
JUTEPATYPHL. nepeaayda CyTH 1
IToxroroBka mokmanma. coJIepKaHus

(mepeckas);
IloaroToBka k JlomalirHee 3agaHue; OcHoBHnas [1, 2];
MPaKTUYECKOMY MTOJTOTOBKA JIOTIOTHUTETbHAS
3aHATHIO, U3yUYCHUE BBICTYILJICHUS 10 TEME [4]
JUTEPATYpPHI. peIMETHON 00J1aCTH €

IloaroToBka mokiana.

HCII0JIb30BaHUEM
MIPUMEPOB,
3aMMCTBOBAHHBIX B
M3y4YEHHBIX 00HEKTaX;

IloaroroBka x

[omainee 3ananue:

OcnogHas [1, 2];

MPaKTUYECKOMY u3ydeHue (mpouTeHue, | JOMOJHUTEIbHAS
3aHATHUIO, U3YUECHUE IPOCMOTP); (4]
JTUTEPATYPHI. nepeaayda CyTy U
[TonroroBka gokiaja. coJiep>KaHus

(nepeckas);
IloaroroBka k JlomariHee 3a1aHue: OcnosBnas [ 1, 2];
MPaKTUYECKOMY MOATOTOBKA JIOTIOJIHUTEIbHAS
3aHSATHIO, U3YUEHUE BBICTYILJICHHS IO TEME [3]
JUTEPATYPHI. IpeIMETHOM 001acTH ¢

IToaroroBka gokiana.

HCIIOJIB30BaHHUEM
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MIPUMEPOB,
63a1IMCTBOBAHHBIX B
W3YYCHHBIX 00BEKTaX;

6.3. MeToauuyecKkue YKa3aHUus 110 OPpraHm3anuu CaMOCTOSITEIbHOM paﬁoTbI CTYAEHTOB

CamocrosiTenbHas padoTa 3aKII04aeTCs:

- B CaMOCTOSATEIILHOW IOATOTOBKE CTYIEHTAa K JICKIMH — YTEHHE KOHCIEKTa MpEeAbLIyIICH
JEKIUU. JTO MOMOIaeT JIydlle MOHSTh MaTepuall HOBOM JIEKLMH, ONMMPAsCh HA MPEALIECCTBYIOIINE
3HAHHS;

- B IIOATOTOBKC K MPAKTUYCCKUM 3aHATHAM I10 OCHOBHBIM W JOMOJHHUTCIBHBIM HCTOYHUKAM
JUTEPATYPHI;

- B BBITIOJITHCHHUHU JOMAIIITHUX 3alIaHHfI;

- B CAMOCTOSITEIbHOM M3YYCHUHU OTIEIBHBIX TEM WJIA BOIPOCOB IO YUCOHUKAM HIIM Y4eOHBIM
IIOCOOMSIM;

- B BBIIIOJTHCHUU KOHTPOJILHBIX MEPOIIPUSATHI MO JUCIUILTHHE;

- B ITOATOTOBKE pedepaToB M CTEHIOBBIX JOKJIAIOB.

7. IllpuMepHasi TeMATHKa KypPCOBBIX padoT
Kypcosast pabota He mpeycMOTpeHa yueOHBIM IIIIaHOM.

8. YueOHo-MeToaMUYecKOe U HH(POPMALIMOHHOE 00ecTedeHue JUCIUIIMHBI

Hopmamuenwie u npagoevie akmul

1. ®enepanbhelii 3akoH PO «O06 undopmariu, THGOPMAITUOHHBIX TEXHOJIOTUAX U 3alIUTE
undopmarum» ot 27.07.2006 Ne149-03 (Cobpanue 3akonogarenbcrsa PO, Ne31 31.07.2006 r.). —
URL: http://www.consultant.ru/document/cons_doc_LAW_61798/ — TekcT 31eKTpOHHBIHA.

2. ®enepanbublii 3akoH PD «O06 amekrporHO# 1uppoBoit moamuckn» Ne 63-D3. Berymaer B
cumy: 08.04.2011. C  wm3wm. 2022 1. — URL: https://ca.kontur.ru/articles/20993-
novye pravila_raboty s ep 2022. — TekcT 31eKTPOHHBIA.

3. ®enepanbHblii 3aK0H «O MEPCOHANBHBIX MaHHBIX» OT 26.07.2006, Nel52-®d3. — URL:
http://www.consultant.ru/document/cons_doc LAW 61801/. — TekcT 351eKTpOHHBIN.

4. QenepanbHbll 3akoH «O TOpsiAKe paccMOTpeHMsl oOpamieHuid rpaxgan Pd» ot
02.05.2006 Ne59-®3. — URL: http://www.consultant.ru/document/cons doc LAW_59999/. — Tekct
JJIEKTPOHHBIN.

5. ®enepanpHbiii 3akoH «O KomMMepueckoil TaitHe» or 29.07.2004 N 98-d3 (pen. ot
14.07.2022). — URL:  http://www.consultant.ru/document/cons_doc_ LAW _48699/. — Tekcr
3JIEKTPOHHBIMN.

6. TOCT P 7.08.-2013 Cwucrema craHmaproB 1o wuHMOpMANHUHA, OHUOIUOTEYHOMY U
uznareiabckomy neny (CUBUJ) «Jlenonpon3BoacTBO U apXUBHOE J1e710. TEepMHUHBI U OTIPE/ICTICHUSD.
Hata BBE/ICHHS 2014-03-01. [lepensnanue 2018 T. — URL:
https://docs.cntd.ru/document/1200108447. — TeKCT 3JIEKTPOHHBIH.

7. TOCT P 6.30.-2003 YaudunupoBaHHas CUCTEMa OPraHU3AIMOHHO- PACTIOPSIUTEILHON
JOKyMeHTanuu. TpeboBanus k odopmieHuto jgokymeHntoB. [lara BBexenus 2003-07-01.
[Tepenznanue: 2007 1. - M. W3paTenbcTBO  CTaHIApTOB, 2003. - URL:
https://docs.cntd.ru/document/1200031361. — TekcT 371€KTPOHHBIA.

8. TOCT P 52292-2004 DOnextpoHHbIi 00MeH mHpopMarueid. TepMUHBI U ONpEIeICHUSI.
JlaTa BBEICHUS 2005-07-01. [lepensnanue: HIOJNb 2020 T. — URL:
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https://docs.cntd.ru/document/1200038309. — TekcT 371eKTpOHHBIIA.

9. TOCT P 52294-2004 VYmupaBineHue opraHuzanueid. OJEKTPOHHBIM  perjJaMeHT
aJIMUHUCTPATUBHOM U CityeOHOM nesTenbHocTH. OcHOBHBIE monokeHus. Jlata BBenenus 2005-07-
01. - URL: https://docs.cntd.ru/document/1200038324. — TekcT 3JEKTPOHHBIHA.

10. TOCT P 7.0.97-2016. HamuonanwHbiii crangapt Poccuiickoit @enepanmu. Cucrema
CTaHJapTOB 1O HHOpMaIKK, OUOIMOTEYHOMY M U3JAaTeNbckoMy aeny. OpraHu3alMoHHO-
pacriopsiauTenbHas JOoKyMeHTanus. TpeOoBaHus K o(OpMIIEHHIO TOKYMEHTOB. (yTB. IIpmkazom
Poccranmapra or  08.12.2016 N  2004-ctr) (pen. ot 14.05.2018). — URL:
http://www.consultant.ru/document/cons_doc_LAW 216461/. — TekcT 31eKTPOHHBIH.

11. TOCT P HCO 15489-1-2007 CHUBU]M «YmpaBiaenue mgokymeHTamu. OOmue
tpeboBanus» Jlara BBemenus 2007-07-01. — URL: https://docs.cntd.ru/document/1200049980. —
TekcT 3JIeKTPOHHBIM.

12. TlpumepHas WHCTPYKLHS IO JAEJIONPOU3BOACTBY B TIOCYAApCTBEHHBIX OpraHMU3alMsIX
(YT1BepxkeHa IIpukazom PocapxuBa oT 11.04.2018 No 44).
https://normativ.kontur.ru/document?moduleld=1&documentld=320430. — TekcT 371eKTPOHHBIIA.

13. IlpaBuna [enONpOU3BOJACTBA B  TOCYJApPCTBEHHBIX  OpraHU3allUsX MECTHOTO
camoynpasnenusi (YtBepxkaenol IIpukazom PocapxuBa ot 22.05.2019 Ne 71). — Tekct
AIEKTPOHHBIN.

14. «OK 011-93. OOmepoccuiickuii Kiaccu(uKaTop YIPaBIEHYECKOH TOKYMEHTAILIUN
OKVY[ (YtBepxkaen IlocranoBnenuem [occranmapra Poccum ot 30.12.1993 N 299) (pen. ot
11.11.2020).

OcHosHnas numepamypa
1. JlokymeHTOBeIeHUE ;| YUeOHUK U MpakTukyMm it By30B / JI. A. Jloponuna [u ap.]; mox

penakmueit JI. A. Jloporunoi. — 3-¢ u3g., mepepad. u jgon. — Mocksa : M3garenscTBo FOpaiir,
2022. — 336 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-15753-6. — TekcT : 2MeKTPOHHBIH
/I O6pa3zoBarenpHas 1iardpopma HOpaiir [caiit]. — URL: https://urait.ru/bcode/509617 (mata

obpaienus: 04.02.2026).

2. Eropos B. Il. /lenonpou3BOJACTBO M PEKUM CEKPETHOCTH : yueOHUK na7s By30B / B. Il
Eropos, A. B. CnmuabkoB. — 3-¢ u3n., crep. — Cankr-IlerepOypr : Jlans, 2022. — 312 c. — ISBN
978-5-8114-9374-6. — Texkcr : neKTpoHHBIH // JlaHb : 3MEKTPOHHO-OMOIMOTEYHAs] CUCTEMA. —
URL.: https://e.lanbook.com/book/193386 (nmata obpamienus: 04.02.2026). — Pexxum goctyma: ais
aBTOPH3. MTOJIb30BATENEH.

Jononnumenvnas numepamypa.

3. I'pozora O. C. [emonpou3BoacTBO : ydeOHOe mocobue mis By3oB/ O. C.I'po3oBa. —
Mocksa : U3natenbctBo HOpaiit, 2021. — 124 ¢. — (Bwiciiee oopazoBanue). — ISBN 978-5-534-
06787-3. — Teker : AIEKTPOHHBIN /l OBC IOpaiit [caiT]. —
URL: https://urait.ru/bcode/472841 (nata oopamenus: 21.03.2026).+

4. KanpoBoe nenonpousBocTBO (mpaBoBblie 0cHOBBI) [Tekct] : mpaktuy. I[locobue / FO. IL.
Opnosckutii [u ap.] ; pea. 0. I1. Opnosckuit ; ['oc. yH-T — Boicm. Ik, Dxonomuku. — M. : UH(pa-
M : Kontpakr, 2011. — 232 c. ; 21 cm. — ISBN 978-5-16-003392-1. — ISBN 978-5-98209-045-4 (15
9K3.)+

5. Kupcanoa M. B. JlenmoBas mepenucka [Tekcr] : ydeO.-mpakt. mocobme / M. B.
Kupcanosa, H. H. Anoauna, FO. M. AxcenoB ; Poc. Akan. ['oc. cmyx0wr ipu [Ipesunente Poc.
Oenepannn, Cubupckas akan. ['oc. cimyx0bl. — 3-¢ u3a. — M. : Uadpa-M, 2011. — 135 c. ; 20 cm. —
(Bricmee obpaszoBanue). — bubmuorp.: c. 134. — ISBN 978-5-16-002549-0 (10 »x3.)+
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6. IlaBnoBa, P.C. Jlenompou3BoAcTBO MO OOpaleHUsM TpaxaaH @ ydeOHoe mocobue uis
By30B / P.C. IlaBnoBa. — Cankt-IlerepOypr : Jlanb, 2021. — 280 c. — ISBN 978-5-8114-7001-
3.— Tekecr: onexrtponnsiii// Jlanp : 3JeKTpoHHO-OMOnHMOTeyHast cuctema. — URL:
https://e.lanbook.com/book/169796 (mara oOpamenus: 04.03.2026). — Pexum gocryma: s
aBTOPU3. II0JI30BATEIICH.

Cobcmeennvie pazpabomku asmopa

1. Capamynosa JI.H., I'punikux H.B. [lokyMeHTarmoHHOE OOECTeUEHUE YIPaBICHUECKON
nestenbHOCTH: yueOHoe mocooue/JI.H. CapanynoBa, H.B. I'punkmx.— MHWpkyrck: W3a-Bo
«Pemponiertp +», 2023. — 124 c. — ISBN 978-5-907596-53-5. Pexxum ngoctyna: DU3 «bubmarorex».
— Heorpanuny. noctyn. — TeKCT : 37€KTPOHHBIH.

2. Capamynosa JI.H., Jlememenko A.I'. CoBeplieHCTBOBaHHWE HOPMATHBHO-METOIUYCCKON
6a3b1 genonpousBojcTa // ConnanbHble HHCTUTYTHI B TIPABOBOM H3MEPEHUHU: TCOPHS M MPAKTHKA:
marepuaiisl V Beepoc. Hayd.-nipakT. KoHdep. ¢ MexayHap. yyactuem, Upkyrck, 21 anpesnst 2023 r. /
OI'bOY BO «UI'Y» ; mox obm.pen.: M.I'. Tupckux, I'.B. Ipyxxununa. — Upkyrck, U3a-so UT'Y,
2023. — 1 anextp. ont. uck (CD-ROM). - C. 303-307. — http: doi.org10.26516/978-5-9624-2030-
1.2022.1-443.— TekcT : 3MEKTPOHHBIH

3. CapamynmoBa JI.LH. PedopmupoBanne HOpMATHBHO-IIPABOBOTO OOCCIICYCHHS COLMATBHO-
KyJIbTypHOU aearenbHocTd B P® // ComnmanbHble HHCTUTYTHI B NMPABOBOM HU3MEPEHUU: TEOPHUS U
npakTuka: marepuansl |V Beepoc. Hayd.-mpakt. koH(eEp. ¢ MexayHap. ydactuem, Mpkyrck, 18
mapta 2022 r. / ®T'BOY BO «UI'Y» ; mox obur.pexa.: M.I'. Tupckux, I'.B. Ipyxununa. — UpkyTck,
Uzn-so UT'Y, 2022. — 1 anextp. ont. [uck (CD-ROM). - C. 303-307. — http: doi.org10.26516/978-
5-9624-2030-1.2022.1-443.— TekcT : 3IeKTPOHHBII

8) npozpammuoe obecneyerue

VHuBepcUTEeT o0ecleueH HEO0OXOMUMBIM KOMIUICKTOM JIMIIEH3UOHHOTO H  CBOOOJHO
pacnpoCTpaHsIeMOro MPOrPaMMHOTO OOECHEeUeHHs, B TOM YHCJIE OTEUYECTBEHHOTO IMPOHM3BOACTBA
(mompoOHbie cBeneHus npuBenensl Ha caiite UI'Y: IIHUT. PEECTP nporpammHoro o0ecrieueHus
2023 — https://isu.ru/ru/employee/license/main/).

B UCH UT'Y umeercs nporpaMMHOe 0OecTieyeHHe:

1. Adobe Acrobat XI Jlunensus AE misa akan. opranusaumii Pycckas Bepcust Multiple
License RU (65195558) Platforms (11447921 TocymapctBennsiii koHTpakT Ne (03-019-13,
19.06.2013, 6eccpodHo).

2. Microsoft® Office Standart 2010. Homep Jlunensun Microsoft 60642086. Jlumensus ot
11.07.2012; 6eccpouHo.

3. Kaspersky Free (exerogno oOnomisiemoe I10) VYcnoBusi MCNOnb30BaHHUS MO CCBUIKE:
http://www.kaspersky.ru/free-antivirus; 6eccpodo.

4. 7zip (exeroaHo obHoBasiemMoe [10) YenoBus ucmonb30Banus 1Mo ceplike: https://www.7-
zip.org/license.txt ; 6eccpouHo

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

6. [Iporpamma jutst craTucTHyeckoii oopadbotku nanubix SPSS Statistics 17.0 (SPSS Base
Statistics; kon-Bo 16; cyonuiiensuonusiii gorosop Ne2008/12-UT'Y-1 ot 11.12.2008 r. GeccpouHo;
IBM SPSS Custom Tables; kon-Bo 7; nuiiensuonusiii goroop Ne20091028-1 ot 28.10.2009 r.;
6eccpouno; IBM SPSS Custom Tables; kon-Bo 7; cybnuiensnonnsiii gorosop NeAJI120503-1 ot
03.05.2012 r.; 6eccpouno); IBM SPSS Statistics 22 (IBM SPSS Statistics Base Campus Edition,
IBM SPSS Custom Tables; kon-Bo 15; naunensuonnsiii goroop Ne20161219-2 ot 26.12.2016 r.;
0eccpouHo).
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7. «Antumnaruat.BY3», 25 teic. mpoepok goroop Ne5789/347/22 ot 30.12.2022, Ha 1 rox.

8. Acrobat Professional 10.0 WIN AOO License RU (65083701) Cetificate Number:
9435977  Kortupoka Ne 03-165-11 ot 23.11.2011 Jlara numen3un 09.12.2011; Geccpouno

9. CorelDRAW Graphics Suite X7 Education Lic (5-50) CYBJIMIIEH3MOHHBIN
JOT'OBOP Ne LIIII1/ - JIuu. moroBop / 326 ot 23 suBaps 2015 r. Corel License number: 081571.
Jlunensus ot 30.01.2015; 6eccpouno.

10. Mozilla Firefox (exeromno o6HoBmsiemoe I10). Ycnoust npaBoodnanatens (YcnoBus
MCITOJIB30BaHus 10 cchlike: https://www.mozilla.org/ru/about/legal/terms/firefox), 6eccpouno.

F) 0a3sl JaHHBIX, I/IH(i)OpMaI_II/IOHHO-CHpaBO‘IHHC " IIOHMCKOBBIC CUCTEMbI

[Tepeuens anexkrponnbix pecypcoB (ObC) mo cocrosauto Ha 01.01.2026 r.:

9BC «M3pareabcrBo Jlanb» (agpec qocryma: www.e.lanbook.com): OO0 «M3naTenscTBo
Jlanb». OO0 «3BC Jlanuby». Jorosop 0321/25 ot 20.05.2025r.; Cpok neiictBust mo 31.08.2026 r.
Ilena kontpaxta: 341091,57 py6. 4. Akt Ne TD09-67 ot 01.09.2025 r. Xapakrepucruka:
Komneknun «®ITY. 10-11 k. Uzn-Bo «IIpocBemenne» (378 Has3s.). KomnyecTBo mosib3oBaTeeii:
KPYIJIOCYTOYHBIH JOCTYIl HEOTPAaHWYCHHOMY YHCIy aBTOPH30BAHHBIX IOJIb30BATENICH M3 OO0
ToukH cetu MHTepHer

9BC «bubéanorex» (agpec gocryna: Ha wiatdopme Book on Lime ¢ 01.10.2023r.): OO0
«urennext». Kontpakr 068/22 ot 31.05.2022 r. — 3 na3B. Cpok IeHCTBUS — OECCPOUHBIA.
Ilena kontpakra 77 000,00 py6. Akt npuema-nepenauu ot 10.06.2022 r.

9BbC «HauunonaabHblii Hudposoii pecypc «PykoHT» (Aapec goctyma: http://rucont.ru/):
KB «bubdxom». Koutpakt Ne 164/25 ot 16.10.2025r.; Akt ot 14.11.2025 1. Cpok neictBus 1Mo
13.11.2026r. KonuuecTBO mMoNb30BaTENECH: KPYIJIOCYTOYHBIM JOCTYN HEOTPAaHUYEHHOMY YHCITY
1oJib30BaTesel u3 moboil Touku cetu MHTEpHET.

IBC «Aiidykc.py/ibooks.ru» (agpec mocryma: http://ibooks.ru): OO0 «Aiidyke» KonTpakrt
Ne 163/25 or 24.10.2025 1.; Axtr Ne293 ot 14.11.2025 r. KommyecTBO IOJB30BaTEIICH:
KPYIJIOCYTOUHBIM JOCTYN HEOTPaHMYEHHOMY YMCIY I0JIb30BaTeNel U3 JI00OH TOYKH CeTH
Nurtepner.

DaexkTpoHHO-0ubMoTeunas cucrema «9BC FOpaiit» (aapec mocryma: https://urait.ru):
00O «Dnekrponnoe m3natenbcTBo IOpaitty. Kontpakr Ne 061/25 ot 10.06.2025r.; Cpox
neiictBus mo 17.10. 2026 r. KonuuecTBo nonb3oBaTeneil: KpyriaoCcyTOUHbIN JOCTYH U3 JIFIOO0H TOUKH
cetn VIHTEpHET, KOJMYECTBO €IMHOBPEMEHHBIX IOCTYIOB COTJIACHO, MpHiIokeHUs K KoHTpakTy.
DJEeKTPOHHbIE BEPCUU MEYATHBIX U3AAHUH 110 pa3IMYHBIM OTPACIIAM 3HaHUM, cBbiie 10,6 ThIC. Ha3B.

Hayunas  saexTponnass  Ooumbimoreka «ELIBRARY.RU»  (agpec  pocryna:
http://elibrary.ru ): OO0 «H2b», Kontpakt Ne 334/22 ot 05.12.2022 r.; Akt ot 19.12.2022 r. Cpok
neiicteuss 1o 31.12. 2023 r. Ilena kontpakrta: 527 489,00 py6. KosmuectBo mosb3oBareneit
HEOrpaHMUYEHHOE, JJOCTYI B JIOKAJIbHOM CETH By3a.  XapaKTepPHCTUKA: MOJIHbIE TEKCTHl CTaTel W3
KYpHAJIOB 10 moanucke - 49 HamM., AOCTYn K apXuBaM B TeueHHe 9 JieT, CIEYIONMX MOocie
OKOHYaHUs CpOKa 00CTYKMBAHUS; IOJTHBIE TEKCThl CTAaTeH M3 KYpHAIOB CBOOOTHOIO JOCTYIIA.

9KBCOH (aapec pocryma: http://www.vlibrary.ru): Cormamenne Ne 84 DKBCOH or
15.10.2015 o corpynHudecTtBe B obOnactu pa3BuTHs HMHPOpMaMOHHOW cHUCTEeMBl AOCTyHa K
AIIEKTPOHHBIM KaTajoram Oubnuorek cheprl 00pazoBaHus U HAYKH B paMKax eauHoro VMHTepHer-
pecypca.  Hcnomnutens:  @exepanbHOEe  roCyJapCTBEHHOE  OIO/KETHOE  yUpeXJIEHUE
«["ocynapcTBeHHas myOiauyHas HaydyHO-TexHUYeckass Oubnmorexka Poccum». llena xkoHTpakra: Ha
6e3Bo3Me31HOM ocHOBe. KonmmuecTBo moibp3oBaresieil: 0e3 OrpaHWdeHui, ¢ KOMIIBIOTEPOB CETH
UT'Y. Enunas wmHpOpManmoHHash CHCTeMa JOCTyNa K AJICKTPOHHBIM KaTajgoraM OWOIMOTEUHOM
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CHUCTeMBl 00pa3oBaHHMsS W HAyKu B paMmMKax enuHoro MHTepHeT-pecypca Ha OCHOBE
YHU(PHUIIMPOBAHHOTO KaTajora OUOIMOTEYHBIX PECYPCOB

I'ocynapcrBennass uHpopMmanmoHHass cucrema «HanmonanbHasi  3JIeKTpOHHAast
oubaumorexka» (HOB) (Anpec nocryma: http://H36.pd): DenepanbHOE TOCYAAPCTBEHHOE
OromkeTHOe yupexaenue «Poccuiickas rocymapcTBenHast ounbdmrorekay. JJorosop Ne 101/HOB/0760
ot 14.09.2015 o mpenocraBiennu aoctyna K HamwonanbHOW snekTpoHHOW OumOimoteke. llena
KOHTpaKkTa: Ha Oe3Bo3Me3nHOW ocHoBe. KommdecTtBo monb3oBaTeneil: 0e3 orpaHuveHuii, ¢
komnbiorepoB cetn UI'Y. JlocTyn K COBOKYNMHOCTH paclpeesieHHBIX (OHIOB IMOJIHOTEKCTOBBIX
AJIEKTPOHHBIX BEPCHUN IE€YAaTHBIX, JIEKTPOHHBIX U MYJIbTUMEIUIHBIX pecypcoB HOB, a Takxke k
€IMHOMY CBOJTHOMY KaTasory ¢gonma HOb.

CnpaBouno-npaBoBasi cuctema «Koncyabrant Ilmoc» (agpec mocrynma: B JI0KAJIBLHOM
ceru Hb UI'Y): 000 «Uupopmanuonnsiii Llentp FOHOHA». JoroBop 0 COTPYAHHYECTBE OT
15.10.2018. Cpok aeicTBus — A0 pacTOp:KeHHsI cTopoHaMu. LleHa KoHTpakTa: Ha G€3BO3ME3THOM
ocHoBe. KommyecTBo monb3oBareseii: 0e3 orpaHnueHuid. XapakTepucTHKa: mpaBoBas bl —
3aKoHOAaTeNnbCcTBO PD, Mex1yHapo1HOE MPaBO, IOpUINYECKast JTUTEPATypa.

Hayuynasa OubOmorexka MpKyTCKOro rocyaapcrpeHHoro yHusepcurera [Odmuun. caiir].
URL.: http://ellib.library.isu.ru (mara oopamenus: 02.03.2023).

Oo0pa3oBartenbHblii mopTan HMpkKyTckoro rocyaapcrBeHHoro yHupepcurera [Odmum.
caiit]. URL: http://educa.isu.ru (nata oopamenus: 02.03.2023).

DenepajbHblil 00pa3oBaTebHbIA MOPTAT «IKOHOMHUKA. Coumosiorusi. MeHeaKMeHT)
[Odut. caitr]. URL: http://ecsocman.hse.ru (nata oopamenwus: 02.03.2023).

Cunpasouno-npasoBas cucrema «I'APAHT» (aapec mocryma: B jokaiabHoil cetu HB
UTY): Hdoroop Ne b/12 06 uHdopmanmonHo-ipaBoBoM cotpynuuuectBe Mexxay OOO «I"apant-
CepBuc-Upkyrck» u @DenepanbHOe TOCYJapCTBEHHOE OIOJKETHOE YIPaBJIEHHE BBICIIETO
npodeccuonanpsHoro odpaszoBanus «Mpkyrckuil rocygapctBeHHblil yausepcutet» (OI'bOY BIIO
«UI'Y») ot 16.11.2012; Peructpanmonnsii juct Ne 38-70035-003593 or 21.11.2012. Cpok
JeNCTBUS — 10 pacTop KeHUs cTopoHamu. Llena koHTpakTa: Ha O6e3Bo3Me3qHON ocHOBe. KonmnuecTBo
nonp3oBareneii: 6e3 orpannueHuil. [IpaBoBas bJ] — 3akonogarenscTBO PO, Mex)ayHapOIHOE MTPABO,
IOpUAMYECKas JIUTepaTypa.

bubnuoreunsiii GoHA YKOMIUIEKTOBaH MEYATHBIMH U AJIEKTPOHHBIMHU H3JaHUSIMU OCHOBHOM
yueOHOW JUTepaTypsl O BCEM IUCUUIUIMHAM, IpakThkaMm, [MA, yka3aHHbIM B y4eOHOM IlaHE
OIIOII BO 38.03.02 Menemxment. [TonpobHast uHpopmMarus mpeacraBieHa Ha caidTe OuOINOTEKH
UT'Y: http:/library.isu.ru/ru/inform_serv/For_teachers/useful_inform.html.

IIpu ucnonbp3oBaHUU B 00pa3oBaTEIbHOM IMpoOLIECCe MEYATHBIX H3AAHUN OMOIMOTEUHBIH
dbona obecrieynBaeT MEYATHBIMU W3IaHUSIMU U3 pacyeTa He MeHee 0,25 IK3eMIUTIPOB KaKIOTO U3
U3JIaHUH, YKa3aHHBIX B pa0OuuMX MporpamMmax TUCHUIUIMH (MOIyNel), MpakTUK Ha OIHOTO
oOyJarolierocss U3 4ucia JUL, OJHOBPEMEHHO OCBAMBAIOIIMX COOTBETCTBYIOUIYIO JAUCLHUILIUHY
(MOZYJIB), MPOXOASIIIUX COOTBETCTBYIOLIYIO TPAKTUKY.

OObyvatommecs u3 yucia uWHBaIUAOB U Jui ¢ OB3 oOecriedeHsl MmedaTHBIMH U (WIIH)
AIIEKTPOHHBIMU 0Opa30BaTENbHBIMU pecypcamMu B opMax, aJalTUPOBAHHBIX K OTPaHUYCHUSIM UX
3JI0POBBA.

9. MaTepuajibHO-TEXHUYECKOE o0ecnevyeHre JUCHMIIIMHBI

3aHATHA 10 JaHHOW JUCHMIUIMHE HE TpeOyIoT CHEIUaIu3UpPOBAHHBIX ayJAUTOPHH,
NpeIHa3HAYCHHBIX Ul MPOBEACHUS J1a0OpPaTOPHOro MpakTHKyMa. JIEKIIMOHHBIE W MPAKTUYECKUE
3aHATHS, TPYNIOBBIE W MHAWBUIYaTbHbIE KOHCYJIBTAIIMH, TEKYIIUA KOHTPOIh M MPOMEKYTOUHAS
arTecranusa, CaMOCTOATCIIbHAsA pa60Ta CTyI[CHTOB HpOBO,Z[SITCSI B JICKIIUOHHBIX H CGMI/IHapCKI/IX
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y4eOHbIX aynuTopusax MHcTuTyTa conanbHbIX HaykK (T. UpkyTck, yi. JlennHa, 3), 000pya0BaHHBIX
CHeHalM3UpOBaHHON y4ueOHOM MeOesblo, MEIOBBIMH M MapKEpHBIMH JOCKaMH, 000pYAOBaHHEM
JUIS TIPE3CHTAllMM Y4eOHOTO Marepuana — CTallMOHAPHBIMH JTMOO MEPEHOCHBIMH KOMITBIOTEPaMHU,
MYJIbTUMEAUMHBIMU IPOEKTOPAMHU, KOJIOHKAMHU.

664003, Upkyrckas obnacts, . Upkyrck, yin. Jlenuna, 3, yueOnbrii kopmyc Ne3, ayn. 117
(atax 1, momenieHue 64):

VYuebHas ayauTopus Ui IPOBEICHUS 3aHATUH JIEKIIMOHHOTO THIA, 3aHATHHA CEMHHAPCKOTO
TUMA, A7 TPOBEIACHHS TPYNIOBBIX M HHIWBUIYATbHBIX KOHCYJIbTALUNA, TEKYIIErOo KOHTPOJS U
MPOMEXKYTOUYHOM  arrectammu Ha 56  paboumx wmect (54,0 kB.M), 00OpyIdOBaHHAS
CrielMaau3upoBaHHoON (yueOHOI) MeOenbto (CTONBI, CKaMbd, MeJIOBas JIOCKa, Kadenpa);
00OpyJIOBaHUEM JUISI TPE3EHTALMU Y4eOHOro MaTepuaja M TEMaTHYECKUX WILTIOCTPAIHiA,
COOTBETCTBYIOIIUX paboueil mporpamme mucruiuinbbl: [Ipoextop ViewSonic VS15817, »skpan
HacteHHbIH ScreenMedia Economy-P 200x200 cm, HOyTOykK 15.6"Samsung RVS508, komoHkw.
[TporpamMmmHoe obecriedeHue: mporpaMma, obecrneunBaroias Bocnpounssenenue suaeo VLC Player;
nporpamMMa Jjisi CO3JaHUS M JEMOHCTPAlMM TPE3EHTALUWH, WUTIOCTPAUi W JAPYIHX Y4eOHBIX
marepuaios: MS PowerPoint.

664003, Upkyrckas obnacts, r. Upkyrck, yi. Jlenuna, 3, yueOubii kopmyc Ne3, ayn. 210
(aTax 2, momernieHue 25):

Komnbrotepusiii  kiacc (yueOHasi ayamTopusi) Ui TPYNIOBBIX W HHIMBHIYaJIbHBIX
KOHCYJIbTAIIMH, AJI1 IPOBEACHHS KYPCOBOTO MPOSKTUPOBAHUS (BBIMIOIHEHUS KYPCOBBIX padoT), IUis
CaMOCTOSITENIbHON paboThl CTY/IEHTOB Ha 16 pabounx MecT, 000pyJOBaHHAs CIIEUATU3UPOBAHHON
(yueOHOI) MeOenbi0 (KOMIBIOTEPHBIE CTOJNBI, CTYJIbsI, TIEPeHOCHas A0cka); Mouutop SyncMaster
743, Monutop LG Flatron E2242C, Monutop Samsung 943N, Monutop View Sonic VA2246-
LED, Mounutop LG Flatron L1752TR, Monutop Samsung SyncMaster 743, Monutop View Sonic
VA2265Sm, Monutop Flatron E2242, Monutop LG Flatron E2242C, Mounutop LG Flatron
E2242C, Mounutop LG Flatron E2242C, Monutop Samsung 720N, Monutop LG Flatron L1953S,
Monutop LG Flatron E2242C, Mounutop Flatron E2242, Monutop Samsung SyncMaster 743,
MownwuTtop Philips 226V4ALAB, Cucremuslii 610k oduchslii 1K Star2. Cucremusie 6moku: (Athlon
X2 245, O3Y 4Gb) — 1, (i3-2120, O3Y 8Gb) — 2T, (Celeron G1840, O3V 8Gb) — 2mr, (Celeron
G4900, O3V 8Gb) — 4w, (Core 2 Duo E8600, O3V 2I'6) — lurT, (Core 2 Duo E8400, O3V 3I0) —
L, (Celeron G3930, O3V 8Gb) — 2 mw, (Celeron G1840, O3Y 8Gb) — 1, (15-2500, O3V 8I'6) —
lurr, (Celeron G3930, O3V 16Gb) — 1.

KomnproTepHbIii  KJacC OCHAIlEH HEOTPAaHUYEHHBIM JOCTYNnoM K ceth HHTepHer:
MoOwIbHBIA MynbTuMenua Ilpoekrop Acer X1323WHP, nepeHocHON 5KpaH, KOJIOHKH; HAaOOPEI
JEMOHCTPAIIMOHHOTO ~ O0OpYJIOBaHUS ¥  y4eOHO-HATMSAIHBIX  TOCOOMH, OOecrednBaronye
TEMaTU4YeCKHe WUIIOCTpAallMM, COOTBETCTBYIOLIME pabodeil mporpaMMe JAWCLUUIUIMHBL, C
BO3MOXXHOCTBIO TIOJKJIFOUEHUS] K ceTH MHTepHeT M obOecredyeHHueM JOCTyma B JIIEKTPOHHYIO
UH(POPMALIMOHHO-00pa30BaTEIbHYIO CPEely OpraHU3alHH.

664003, HUpkyrckas obnacts, r. Mpkyrck, yi. Jleauna, 3, yaeOubiid kopmyc Ne3, ayn. 108A
(aTax 1, nomernienue 43):

Kadenpa kynpTyposornu u ympaBlieHHs] COUMAIBHBIMH TIPOIIECCAMH JUIS TIPOBEICHUS
TPYNIOBBIX ¥ HWHAWBUAYAJIBHBIX KOHCYJIbTAIlMi, TEKYIIEro KOHTPOJIS U HPOMEXKYTOUHOU
arrectaiimi Ha 16 pabGoumx mect (30,1 xB.M), 000pymOBaHHAs CHENHATH3MPOBAHHON (Yy4eOHOIN)
MeOenplo  (CTONIBL, CTyNbs); OOOpyIOBaHHMEM OOOPYAOBaHHAs TEXHHUYECKHMMH CPEICTBAMHU:
Mono06mokx 2 HP 20c401, Tlpuntep nazepubrit Canon I-SENSYS LBP-5050, Ilpuntep HP1020,
Cucremnslii 610k, Mouutop LG E2242C, My Samsung M2070W, Monutop Samsung 710n.
[IporpammHuoe obecniedeHue: mporpamma, ooecnednBatomas BocrpounsBenenue suaeo VLC Player;
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nporpamMma JUisi CO3JaHdsl W JEMOHCTPAIMH TPE3CHTAIMHA, WILIIOCTPAIMA W JPYrHX y4eOHBIX
marepuaioB: MS PowerPoint.

10. O6pa3oBaTe/ibHbIE TEXHOJIOTHH

B coorBerctBun ¢ TpeboBanmsimu PI'OC 1o HampaBiIeHUIO TOJATOTOBKH peaTH3alus
KOMIIETEHTHOCTHOTO TO/IX0/Ia MpeyCMaTpUBaeTCs IIMPOKOE MCIIOJIb30BaHNE B yUEOHOM Ipolecce
AKTUBHBIX U MHTEPAKTUBHBIX (POPM MPOBEACHUS 3aHATUH (KOMITBIOTEPHBIX CUMYJISAIHMMA, 1EIOBBIX U
POJIEBBIX UTP, pa300p KOHKPETHBIX CUTYAIlHi, ICUXOJIOTMYECKNE U UHbIE TPEHUHIY) B COYETAHUU C
BHEAYJIMTOPHON paboToil c 1enpio (QOopMHUpOBaHUS U Pa3BUTHS MNPOPECCHOHATBHBIX HABBIKOB
oOyyaromuxcs. B pamkax y4yeOHOro Kypca MpeayCMOTPEHbI BCTPEUH C MPEICTaBUTEISIMH
POCCHICKHX U 3apyOEXKHBIX KOMITAHUH, FrOCYJapCTBEHHBIX M OOIECTBEHHBIX OpPraHU3allHii, MacTep-
KJIACChI IKCIIEPTOB U CHECIIHATUCTOB.

[IpenogaBanue TUCHUIUIMHBI PEANOIAraeT UCIOIb30BaHUE CIENYIOMINX 00pa30BaTEIbHbBIX
TEXHOJIOTHUM:

® [POBEJCHHE AyJUTOPHBIX 3aHITUH C UCIOJIB30BAHUEM MYJIBTUMEIUIHBIX TEXHOJIOTHH,
ayaIuo- U BUAEOMaTepUasoB;

® TPOBEJCHHE JICKIIMOHHBIX 3aHATHIA B (hopMe MPOOIEMHON JIEKIINH, JTCKIINH- JUCKYCCHH;

® JCIOJb30BaHUE IPOOJEMHO-OPUEHTUPOBAHHOIO TOAXOJa IOCPEICTBOM IPOBEACHUS
CaMOCTOSITENIbHBIX PaloT;

® TECTOBbIC TEXHOJIOTHUH;

® IPUMEHEHHE UWHTEPAKTUBHBIX OOYYAIOIIUX TEXHOJIOTUM, TaKuX Kak  TpyIMIoBas
JTUCKyccusl, paboTa B MaJlbIX TPYIINaXx;

® [IPOBEJCHHE MAcCTepP-KJIACCOB CO CHEIHMAIMCTAaMH 10 MOCTAHOBKE IojI0ca M TEXHUKE peuu
C 11eNbI0 (POPMHUPOBAHUS U PA3BUTHS PEUEBBIX HABBIKOB CTYACHTOB;

® BHIMOJIHEHUE CTYJCHTaMU KOHTPOJIBHBIX U CAMOCTOSATENbHBIX padoT.

VY aenbHbIN Bec 3aHATHI, IPOBOJAUMBIX B MHTEPAKTHUBHBIX (opMax, ompenensercs IiaaBHOU
1eaplo (MHUCCHEH) TPOrpaMMbl, OCOOCHHOCTBHIO KOHTHMHTEHTa OOYYaIOMIMXCS M COAEp’KaHUEM
KOHKPETHBIX AuciuiuinH (onpeaensercs tpeboanusimu OI'OC ¢ yuyerom cneuncuku OIIOII).
3aHATHS ~JEKUMOHHOTO THUMA JUIs  COOTBETCTBYIOIIMX TPYINI  CTYAEHTOB  ONpENENseTcs
COOTBETCTBYIOIIMM pab0o4YUM y4eOHBIM IIJIAHOM B COOTBETCTBUH € TpeboBaHusiMu OI'OC.

JlucTaHIIMOHHBIE TEXHOJIOTUH, UCIOJIb3YEMbIE MIPHU pean3alii pa3IudHbIX BHJIOB y4eOHOMH
paboTHI:

¢ WEB-KkoHCYynbTallUM 1O TOJTOTOBKE, BBIOJHEHUIO M 3alllUTE KYPCOBBIX U BBITYCKHBIX
pabor;

® UHAMBUyalbHOE OOILIEHNE CO CTYACHTAaMH Yepe3 AJIEKTPOHHYIO TOYUTY;

® TUCTAHIIMOHHBIE JIEKIMKM  C UCMOJb30BaHUEM HH(POPMALMOHHBIX IUIATOpM 7S
MpOBeJIcHUS BEOMHAPOB OHJIAMH Teams;

® IICITOJIb30BaHUE CIEIMATU3UPOBAHHOTO 00pazoBaTenbHOTO nopTraia ury
https://educa.isu.ru/ aist opraHu3anyy TEKYLIIET0 KOHTPOJIS 32 YCIIEBAEMOCTBIO M TIOCEIAEMOCThIO.

JIMCTaHIIMOHHBIE TEXHOJIOTUN IIPU OCBOCHUHU JAMCLMILINH PUMEHSIOTCS C MCIIOIb30BaHUEM
Ob6pazoBarenbHoro mnoprana VpKyTCKOro rocylapcTBEHHOrO yHUBepcuTeTa (Azpec nocTyma:
http://educa.isu.ru). TekcT mnekiui, 3agaHUs K MOPAKTHYCCKUM 3aHATHSAM Pa3MEIIAIOTCS  T10
JUCIUTIIIMHAM B COOTBETCTBYIONIMX pas3enax ykazaHHOro uHdopmarmoHHoro mnoprtama HIY.
WHTepakTHBHOE OOIIEHHE CO CTYIEHTAMU OCYILECTBIISICTCS HAa WH(OPMAIMOHHBIX IUIaT(hopMax
Teams. Cpoku M 1UIaH BHJICOKOH(EPEHIMH 3aqaeT mpenojaBareib. KpoMe Toro, mpenonaBaTenb
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VICTIOJIB3YET IUCTAHIMOHHOE YTCHHE JICKIMH M NPOBEICHNE MpakTHyeckux 3anatuid B Skype. Ilpu
HEOOXOMMOCTH TIPHEM HDK3aMeHa OCYIIECTBIIACTCS B JUCTAHIIMOHHOW (hopME C HCIOJIb30BaHUEM
uHpOpMaMOHHBIX aTGopm. MHIuBHAYansHOE OOIIEHHE CO CTYJCHTaMHU MPOXOAUT TAaKXKE uepes
JIEKTPOHHYIO MIOYTY MPENoIaBaTels.

11. Ouenounsbie cpeacra (OC)

11.1. OueHouHbIe cpeaCcTBA JJI51 BXOAHOT0 KOHTPOJIS

He npenycmoTrpeHsl.

11.2. OueHouyHbIe CPeACTBA TEKYIIEr0 KOHTPOJIA

W3ydyeHue AMCHUIIIIMHBI OCHOBAaHO HAa MOCTOSHHOM TEKYIEM KOHTPOJIE 3HAHHM CTYJEHTOB.
[Ipeanoutenne otnaercs MUCHbMEHHBIM pabOTaM C BKJIIOYEHHUEM B HHUX TECTOBBIX BOIIPOCOB IO
TEOpUHU COOTBETCTBYIOMIUX TeM. Torosas onenka dpopmupyercs no 100-6amibHol mikane.

KoHTponbHbIE MEPOTTPUITHS KonuuectBo
Paszens! 1 TeMBI JUCIIAIIIIAHEL
10 JUCIUILINHE 0aIoB
1. [IpakTHYecKue 3aHATUS 60 Bce teMmbl nucnuminie; 1-8
2. Tect nol0 Bce tembl nucnunanHer: 1-8
3. IToaroroBka gokiaga 1o 10 Bce tembl nucounanHer: 1-8
4, 3auer 20 Bce tembl nuciumianie; 1-8
Bcero 100

11.3 MaTepna.m)l AJIS IPOBEACHUSA TEKYHIECI0 KOHTPOJIA 3HAHUH CTYAEHTOB:

Obpasyvl mecmoguix U KOHMPONbHLIX 3A0AHUL MEKYWe20 KOHMPOJIsL

YK-5§

Tema: BBegenue B JIOKyMEHTOBe/ACHUE

3aoanus ona camocmoamenbHol pabomwl, O0KIAN08:

1. CpaBHuTE O0OBEKT U MPEIMET JOKYMEHTOBEICHMS.
2. B uewm cnenuduka JOKyMEHTAlMOHHOTO 00ECTIeUeHus yIpaBiIeHUs?
3. MoxHO 1M paccMaTpuBaTh IOHATHS «AEJIONPOU3BOACTBO» U  «IOKYMEHTAallMOHHOE
oOecrnieyeHre yrpaBiIeHHs» Kak CHHOHUMBI? APTyMEHTUPYWUTE OTBET.
4. Kakue 3agauM pemaer JAOKYMEHTOBEIEHHUE, [JEJIONPOM3BOJCTBO, JOKYMEHTALMOHHOE
oOecrnievyeHue yrnpaBieHUs ?

Kakyto poss UrparoT JOKyMEHTHI B 00111€CTBE?

[TosicauTe, MOYeMy Ha COBPEMEHHOM 3Tarie HH(popMaIys craja BaXHEHIITIM pecypcom?

7. Kakoe BiusHME OKa3bIBaeT IJI00AIM3alMsi MHPOBBIX IPOIECCOB HAa  pa3BUTHE
JIOKYMEHTAIMOHHBIX TporieccoB? (UToOBI OTBETUTH Ha ATOT BOMPOC MPOUYUTAWTE TIMaBy |
yuebHoro nocobust H. C. JlappkoBa «J{oKyMEeHTOBEICHHUEY).

8. JlaiiTe XapakTEpUCTUKY JOKYMEHTOBEJICHNs KaK HayKH, HA30BUTE €r0 CTPYKTYPY.

9. Ilpocneaute MeXAUCUUIIIIMHAPHBIE CBSI3U TOKYMEHTOBEIECHUS.

SN

Tema: PoJib JOKYMEHTAIMOHHOTO 00ecTieYeHusl B yPaBJIeHUH
3aoanus ons camocmosamenbHol pabomwi, OOKIAO08:

1. BericHuTe CTpYKTYpY mosioxkeHus o ciayxoe JJOVY.

2. Beigenure ocHoBHBIE GyHKIMH cITyKObI JJOY.
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IIK-1
Tema: CoBpeMeHHOe 3aKOHOIATeIbHOE U HOPMATHBHO-MeTOAuYecKoe o0ecneyenne B cepe

JOY un apxuBHOro aeJa

3aoanus ons camocmosamenvHol pabomwi, OOKIAO08:

W3yunte TOJOXKEHUS 3aKOHOJATEIBHBIX K HOPMATHBHO-METOJMYECKUX MATEPHUAJIOB,

pETrJIaMEHTUPYIONTUX BeJeHUE Jeionpou3BoycTtBa. OQopMHUTEe KpaTKUM KOHCHEKT I10

HATIPABIICHUSIM:

® 3aKOHOJATEIBHOE PEryJHpPOBAaHUE HCIIOIH30BaHMS TEPOOBOM CHMBOJIMKM Ha OJaHKax
JIOKYMEHTOB (3MOJIeMbI OpraHU3aIiH );

® [PaBOBBIC OCHOBBI IOKYMEHTHPOBAHUS TPYIOBBIX OTHOIICHUI;

e [paBOBas periiaMeHTaIUsl KOMIUIEKTOBAaHUS, yUeTa, XpaHEHUS! apXUBHBIX TOKYMEHTOB;

® 3aKOHOJATENIbHBIE aKThl, COAEPKAIINE HOPMBI COCTABJICHUS U OPOPMIICHUS JOKYMEHTOB.

2. Hepe‘lI/ICHI/ITe HOPMATUBHO-MCTOAUYCCKHUEC MATCPpHUAJIbl, KOTOPBLIC JOJDKHA MMCTb KaXaasa

opranu3anus 1Jisa p8.3pa6OTKI/I JIOKAJIBHBIX aKTOB, PCTJIAMCHTHUPYIOIINX JOKYMCHTAIIMOHHOC
obecneyenne YIIpaBJICHU.

Tema: Teoperuyeckue 0CHOBbI JOKYMEHTOBEICHUS

3adanus ona camocmosamenvHol pabomul/00KIA008

Boimuimre U3 TEpMUHOJIOTUUECKUX M SHIMKIIONEINYECKUX CIIOBApEN MOHITUS «IJOKYMEHT,
«uHpopmarysi». C MOMOIIBIO KOMIBIOTEPA IOCTPOHTE CXEMYy pa3iIM4YHbIX TEPMUHOB B
MOpPSAKE OT LIMPOKOTo K O0Jiee Y3KOMY TOJIKOBAHHIO OHSITHH.

JlaiiTe K1accupUKalUO COBPEMEHHBIX U MEPCIIEKTUBHBIX CPECTB (PUKCALIMU UH(OPMALIUH.
OxapakTepu3yiTe CBONCTBA, BUbI, (hopMaThl Oymarm.

[lepeuncnure mpobaemMbl MPUAAHUS FIOPUIUIECKON CHIIBI AJIEKTPOHHOMY JIOKyMEHTY. JlaiiTe
Pa3BEpHYTHIII OTBET Ha BOMPOC: KaK CBs3aHbl (YHKIMU JIOKYMEHTa C OCOOEHHOCTSIMU U
Croco0aMu JOKYMEHTHPOBAHMUSI, C XapaKTEPOM MaT€pUaIbHOIO HOCUTEIS?

Kakyto knaccudukanuio ciykeOHbIM JOKyMEHTaM MOXHO JIaTh IO HOMHHAJIBHOMY TPH3HAKY
B 3aBCUMOCTH OT HAUMEHOBAHUS JOKYMEHTa?

JlaiiTe k1accupuKaluio JOKYMEHTOB IO CIIOCO0Y TIOKYMEHTHPOBAHHUSL.

Tema: CtpykTypa fokymenTa. YHu(puuuposanuas ¢popma nokymenra. TpedoBanus Kk

0(pOPMJICHHI0 PEKBU3UTOB CJIYKEOHbIX IOKYMEHTOB

3aoanus ona camocmosamenbHol pabomol

CocraBbTe Bce BUJIbI OJTAHKOB IS JIFOOOH OpraHU3allHH.

[Tpoananmu3upyiite OMaHKK CcBOeW opraHu3anuu. ONUIIMTE OMMOKKA B COCTaBe, PACIIONOKEHHH,
oopMITeHNH PEKBU3UTOB.

BeIsicHuTe, CYIIECTBYIOT JIM CIICIHAIbHBIC HOPMATHBHBIC aKThI, PETJIAMEHTHPYIOIIHE ITOPSIOK
MPOCTaBIICHHSI OTTHCKA TEYaTH Ha IOKYMEHTaX.

[TosicHuTe, Kakue cnocoObl YAOCTOBEPEHHUS IOKYMEHTA CYILIECTBYIOT.

[lepeuncnute peKBU3UTHI TOKYMEHTA, HICHTU(DUIIMPYIOIINE €0 aBTOpa B JIEKTPOHHOH (opMe.
HazoBuTe oTMETKH JOKYMEHTOB, B COCTAaB KOTOPBIX BXOJUT PEKBU3UT «IaTay.

[lepeuricnute peKBU3UTHI, OTHOCSIIMECS K COIEPKAHUIO IOKYMEHTA.

BbisicHute, B COOTBETCTBHM C KaKUM OOIIEPOCCUHCKHM KJIaCCH(PUKATOPOM MpPOCTaBIsSETCS Ha
JOKYMEHTax Ko ()OPMBI IOKYMEHTA.

1.
2.

® N KNk
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9. Kakue npaBuia ynotpeOieHUs! YUCIUTENbHBIX B TEKCTaX CYHIECTBYIOT?
10. 3ameHuTEe 3aMMCTBOBAaHHbBIE CJIOBA, IPUILIEALINE B PYCCKUN SI3bIK U3 3apyOeKHOH MPAKTUKH, HA
IIPUBBIYHBIE CJIOBA!

® IIPOJIOHTUPOBATH — ...
® QaHOHC — ...

11. IlonGepure CHHOHUMBI K CJIOBaM:

® BO3BECTH — ...

e jedexT — ...

® TapaHTUPOBATH — ...
® HCIIOJB30BaTh — ...
® IIOCTPOHUTH — ...

Tema: Cuctembl fokyMeHTanuu. TpedoBaHus K 0pOPMIICHHUIO CTYKEOHBIX JOKYMEHTOB
3aoanus ona camocmosamenbHol pabomuol

1.
2.

~

Kakue pekBu3uThI conepkut tenedonorpamma? CocraBbre TeIePOHOTPaMMYy.

B kakux caywasx cocraBisiercsa mnpezacraBieHue? IloaroroBbre mpencTaBiIeHHE O
HOOILPEHNU PAaOOTHHUKA YUPEKACHUS.

Bemummre n3 I'paxnanckoro kogekca Poccmiickoit deneparyn TpeOOBaHUS K YCTaBy H
YUPEAUTEIBHOMY JI0TOBODY.

[lepeuniciure pEKBU3HUTHI JIOJDKHOCTHOH HWHCTPYKIMH H  odopmure ee (TIaBHOMY
Oyxranrepy).

Paspabotaiite u opopmuTe, IO YCTAHOBICHHBIM IPAaBHJIAM, TPOEKT TOJOXKEHHUS O CIIyKOe
JOVY, ncnonp3ys Tunosoe nosnoxxenue, coaepxaiieecs B npunoxkenuu k I'CHOY.
Hanumure 3asBienue o nepeBoje.

CocTtaBbTe 00BACHUTENBHYIO 3aIIUCKY IO TOBOAY OIMO3/1aHUS Ha PaboTYy.

3anosHUTe NpUKa3 Mo YHU(UIMPOBAHHOM (opme 00 0OBsIBIEHHH BaM OJ1aroJapHOCTH 3a
BKJIQJI B pa3BUTHE OPraHU3aLAH.

Tema: Opranuszanus paéorsl ¢ JokymeHTamu B JIOY

3aoanus ona camocmosamenbHol pabomvl/00K1IA008

1. BeiGepuTte onepainuu, KOTOPbIE BHIMOIHIIOTCS MPU paboTe ¢ BHYTPEHHUMH TOKYMEHTaAMHU:
® SKCTIEANITMOHHAS 00paboTKa;

® perucTpaius JOKyMEHTa;

® [Ipe/IBAPUTEIILHOE PACCMOTPEHHE;

® [IOCTAaHOBKA Ha KOHTPOJIb;

® PACCMOTPEHHE JJOKYMEHTAa PYKOBOJIUTENIEM U BEIHECEHUE PE3OIIOLINN;

® [I0/ITOTOBKA MPOEKTA JOKYMEHTA;

® 3aHECEHHE B PETUCTPAIIMOHHYIO (hOpMY OTMETKU 00 UCTIONHUTEIE, CPOKE UCTIOTHEHHUS,

® OTIIpaBKa M3 OPTaHU3AIINN;

®3aHECEHUE B PETUCTPAIMOHHYIO (DOPMY OTMETKH 00 WCIIOTHEHUH JOKYMEHTa W CHSTHH C

KOHTPOJIA.

2. Ilpoananu3upyiiTe TOPSAOK MABIKEHHsS, O0OpaOOTKM M HUCHOJIHEHUS BXOISIIUX

ToKyMeHTOB. COCTaBbTE CXEMY JIBI)KCHHS BXOJIAIIETO JOKYMEHTA.

3. IlepeuncnuTe OCHOBHBIE OTIMYUTEIbHBIC XapAaKTEPUCTHKH O(POPMIICHHUS HOMEHKIIATYpPbI

JIeJT OpraHU3alui 1 HOMEHKJIATYPHI 1€7 CTPYKTYPHOTO MOAPa3/ICICHHUS.
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4. B yupexaeHUN JOKYMEHTHI, OCTYIAIOIINE MO AIEKTPOHHOU MOUTE, HE PETUCTPUPYIOTCS,
a cpasy nepeaaroTcs UCIOMHUTENAM. [IpaBUIbHO 11 OpraHu30BaH J0KYMEHTO000POT?

5. Kakue noxkymMeHTBI B OpraHu3aiu CTaBATCA Ha KOHTPOJIb? 3alojIHUTE PErucTpauoHHO-
KOHTPOJIbHYIO KaPTOUKY.

6. Ecnu B mpukasze COJEPIKUTCS HECKOJIBKO MOPYYCHHI, MOXKHO JIH OTPAHHYUTHCS TOJBKO
MIOCTaHOBKOM Ha KOHTPOJIb 3TOTO JOKyMEHTa?

Tema: KonduaenuuaabHoe 1eJI0NPOU3BOACTBO

3aoanus ons camocmosamenvbHol pabomvl/00KIA008

1. Ompenenute CTPYKTYPY MHCTPYKIIUHU IO paboTe ¢ KOH(DUICHIIMATLHBIME JOKYMEHTAMH.

2. BemwmmuTe U3 3aKOHOJATEIBHBIX U HOPMATHBHBIX aKTOB CTaTbU, B KOTOPBIX OMpEACISICTCS
OTBETCTBCHHOCTh 32  pPa3TJIAlllCHUE CBEJCHHWH, COCTABJISIONIMX CCKPETHYIO  WIIH
KOH(HICHIIHATbHYIO HH()OPMAIUIO 110 CISAYIOIINUM pa3/ieiaM:

® pasMIalIeHUE CEKPETHBIX CBEICHUN;
e yTpara JOKYMCHTOB;
® pa3rialiCHUE CBEICHUIA.

Tema: Opranuszauus paéoThbl ¢ NUCbMEHHBIMH 00pallIeHUAMH TPAKIAH

3aoanus ona camocmosamenbHol pabomuol

e [losicHute mOpsAAOK pabOTBl C HUHTEPHET-OOpalleHUsAMU B (eJepaibHBIX OpraHax
VCIIOJIHUTEJIBHON BIIACTH.

e [lpoananuzupyiite npoueaypsl padboThl ¢ TUCbMEHHBIMU OOpaIllEHUsIMU TPaKIaH B OpraHax
UCIIOJTHUTENIbHOM BiiacTH (Ha mpumepe 'ocynapctBenHoil [{ymbr Poccuiickoit ®enepanuu,
Tromenckoit oo6nactHoit {ymel, [IpaButensctBa TroMmeHCKON 00s1acTh).

e Brigenure 0coOEHHOCTH pabOTHI € 3alIPOCaMU HACEJIEHUS B @pDXUBHBIX YUPEKICHUIX.

TecT TeKyLIEr0 KOHTPOJIA

TectupoBanue — 310 popma onepaTuBHOro, 0OBEKTUBHOTO U CIUIOIIHOTO U3MEPEHMS 3HAHUI
0o0yYaroImuxcsl, BBIMOJHAOLIAs HE TOJBKO JUArHOCTUYECKYIO (YHKILHMIO, HaleJIeHHYI0 Ha
BBISIBJICHUM YpPOBHS 3HAHUM, YMEHHM, HaBBIKOB CTYAEHTa, HO M OOYYalOIlyl0 M BOCIHUTATEJIBbHYIO
(GyHKLIMU, YTO, HECOMHEHHO, IOBBIIIACT NPUKIATHYIO I[EHHOCTh TecTHpoBaHusA. OOydaromas
(GYHKIMS TECTUPOBAHMS COCTOUT B MOTUBUPOBAHUU CTYJEHTA K aKTUBU3ALIUU PAaOOTHI [0 YCBOCHHIO
y4yeOHOro MaTepualia, ¢ OJHOM CTOpPOHBI, a C JAPYroi CTOPOHBI, MO3BOJSIET €My, 3aJieiiCTBOBaB
pe3epBbl NaMATH, HE TOJIBKO BCIIOMHUTB, HO M 3aKpENHTh MU3ydaeMblii MaTtepuai. BocnurarenbHas
GyHKLIMSA TpOsBISETCSs B IMEPUOAMYHOCTH M HEU30€KHOCTH TECTOBOTO KOHTPOJS, 4YTO
TUCIUIUIMHUPYET U OpraHu3yeT paboTy CTYJIEHTOB, IOMOTAaeT BHIIBUTh M YCTPAaHUTH MPOOEbl B
3HaHusAX. TecTupoBaHue (GOPMHUPYIOT HABBIKM MO paboTe ¢ y4eOHBIM MaTepUAIOM M U3BJICUCHHIO
uH(pOpMaLIUH.

TecToBoe 3aganne (3aKpbIThIe BONPOCHI)
Otgetsnl (BbIOpaTh 1 IpaBUJILHBIN OTBET)

[TIK-1. Tema. CymiHOCTb U POJIb JICTOMPON3BO/ICTBA

1. IoKyMeHT — 37O ...

a) 3adukcHpoBaHHAas Ha MaTepUaJbHOM HOCUTEJIe UWH(}OpMaIUa C PEKBU3UTAMHU,
IIO3BOJIAOIINMHU €€ I/II[GHTI/I(I)I/II_[I/IPOBHTB.
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6) Hocurenr wuHOpMaIMKU, WCIOIB3YEeMONH B MEISAX PETYIUPOBAHUS COLMATBHBIX
OTHOLLIEHHUH.

B) Unghopmayus, 3apuxcuposannas 1o0bim cnocobom Ha ir0oom Hocumene

2. [TogIMHHUK TOKYMEHTa — 3TO:

a) Ilepeuvlil unu eOuHCcmMEeHHbIU IK3EMNIAP OOKYMEHMA.

0) DK3eMIUIsIp JOKYMEHTA, C KOTOPOTO CHSTA KOITHSI.

3. IlpaBuna u OpraHW3alio JTOKYMEHTAIMOHHOTO OOECIEeYeHHUs YIpaBICHHUS Ha
NPEINPUSATHA YCTAaHABIIUBACT:

a) [IpaBuia BHYTpEHHETO pacropsiika

0) Uuactpykuus mo I0Y

B) Vcras npeanpusrus

4. JIenonpou3BOICTBO — 3TO:

a) 0esamenbHOCMb N0 OOKYMEHMUPOBAHUIO, OOKYMEHMO0O0POmYy, OnepamusHoOMy XPaAHEeHUIO
U UCNOIL30BAHUIO OOKYMEHMOB;

O)rporierypa CO3/MaHUs, TUPAKUPOBAHUS W PETUCTPANUU BXOIANICH ¥ HCXOISIICH
JOKYMEHTAIIUN OpraHU3allny;

B)HENIOCPEICTBEHHOE CO3/IaHNEe O(PHUIIMATBLHBIX JJOKYMEHTOB Ha TIPEIITPHUSITHH.

VYK-5. Tema. [Topsimok cocraBienus: 1 0pOopMIICHHS JOKYMEHTOB

5. PexBu3utsl «OMOneMa npennpustus» U «HanMeHoBaHME IPeIIPUSATHS PACIONATal0TCSL:

a) B eepxueil wacmu iucma — cneea 8 yeuy uiu 8 yeHmpe

0) B BepxHeii yacTH JHCTa

B) B 1ienTpe BepxHero mos

r) B npaBom BepxHeMm yriy

6. I'pud yTBEpKIeHHUS — 3TO PEKBHU3UT ...

a) oQuUYUATEHO20 OOKYMEHMA, GbIPANCAIOWULL CO2NIACUE YUPENHCOCHUS. WU €20 OP2aHd, He
AGNAIOWE20CS ABMOPOM OOKYMEHMA, C €20 COOePIHCAHUEM

0) oduIMATBHOrO ITOKYMEHTa, CBHJCTEIBCTBYIOUIMHA 00 0cO00M xapaktepe HH(OpPMAIHH,
OTPaHUYMBAIOIINH KPYT MOJIb30BaTeNEH TOKYMEHTa

7. IleyaTb Ha TOKyMEHTE MPOCTABJISAETCS HA ...

@) noonucu u OOANCHOCMU ROONUCABULE2O

0) pexBusute «Jlata»

Tema. Opranu3anoOHHO-PACTIOPSAUTEIbHBIC JOKYMEHTBI

8. IIpaBoBOH aKT, ONpPEHCISAIONINK IMOPSIOK OOpa3oBaHMs, IpaBa, OOSI3aHHOCTH U
OpPTaHHU3AINI0 PA0OTHI YUPEKACHUS HA JITUTENBHBIN MEPUOJT BpEMEHH — 3TO ...

a) MpHuKas3

0) MOJI0KEHHE

B) JIOTOBOD

r) ycmas

9. BeI cunTaete, 4TO JUISl yIAYUYIICHHS JCIONMPON3BOACTBA Ha BameMm mpeanpusTuu HYKHO
3aKyMUTh W yCTAHOBUTH JOIMOJIHUTEIbHOE MporpaMMHOe obecriedeHre. CBOM MPENTIOKEHUS IS
pykoBojcTBa (pupMbl Bel MojkeTe 000CHOBATH B ...

a) MUCbMeE

0) perreHun

B) aKTe

T) 8 QOKIAOHOU 3anucKke
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10. IIpaBoBoii aKT, U3JaBacMbIi EIMHOJIMYHO PYKOBOAMTEIEM B LEIIX pPELICHUS
OIIEpaTUBHBIX BOIIPOCOB, 3TO:

a) npuxas

B) yKa3aHHe

') HHCTPYKLUA

IIpasunvhvie omeemul gvlOeneHbl KYPCUBOM.

Ouenka pe3yiabTaToB: Kaxnplii nmpaBuiIbHBIM OTBET Ha BOIpOC olleHWBaercs B 1 Oamr. Ecnm
HaOpaHno 9-10 GayioB - Marepuan yCBOCH Ha «OTIMYHOY»; 7-8 OaJIOB - «xopouioy; 5-7 6aioB -
«YAOBIIETBOPUTEIBHOY»; MEHEE 4 OAIIOB - «HEYIOBIECTBOPUTEIHHOY.

TecroBoe 3a1anne (OTKPbITbIE BONPOCHI)

YK-5

1. I[IpencraBbTe XapaKTEPUCTUKY JOKYMEHTOBE/ICHUS KaK HayKH, HA30BUTE €r0 CTPYKTYpY.

2. Kakoe BiusHHE OKa3bpiBaeT Tio0Oanu3anusi MHUPOBBIX MPOILECCOB HAa pa3BUTHE
JIOKYMEHTAIMOHHBIX MPOLIECCOB?

3. Kakue ¢pynkuuu Bemomnnser 'CAOY, pacuudpoBka ee Ha3BaHUS?

4. Kakoii ocnoBHoit ['OCT 2013 r. CUBU/] neiictByeT B 00JIaCTH JTIOKYMEHTOBEACHHUS?
Pacumdpyiite CUBU/I.

5. HazoBuTe 0cHOBHOM 3aKOH B 005acTH KyabTypsl 1991 r. [louemy Hy»eH HOBBII 3aKOH?

6. Kakue mnpaBoycTaHaBIMBAIOIIKME JOKYMEHTHl OpraHM3alMM pEeryiaupyer I'pakaaHckuii
Kozekc PO?

7. KakoBa xapakTepucTHKa YHU(PUIHPOBAHHBIX (HOPM TOKYMEHTOB?

9. KakoBo Ha3zHaueHHe yHU(PULIUPOBAHHBIX (POPM TOKYMEHTOB?

10. Ha3oBuTe coBpeMEHHbIE M IEPCIIEKTUBHBIE CPe/ICTBA (prukcauy HHGOpMaIu
IK-1

11. Onumure 10KyMEHTHI 10 JINYHOMY COCTaBY (KaJpOBbIE)

12. lnist wero Heob6xoauMa ciryx0a JIOKyMEHTallMOHHOTO obecrieuenust ynpasieHus (JJ0OY)?

13. Kakoit nokymeHT co3naercs rnpu ee cozganuu [0V kak otnenbHOro otnena?

15. Yto o3HayaeT MOHATHE KOMMEpUEcKas TaitHa?

16. Kakas cyimecTByeT OTBETCTBEHHOCTb 3a HApYLIEHUE KOMMEPYECKOM TailHbI?

17. Kakass komMMmepyeckass MHPOpPMALUs MOKET ObITh BKIIOYEHA B KOMMEpPYECKYIO TaiHY
oOnagareneM AaHHOU nHpopmanun?

18. HazoBuTe nmoHaTHe 10OKyMEHTOO0OpPOTA U 3TAIbI IPOXOKACHUS JOKYMEHTOB B
opraHu3aiuun?

19. HazoBuTe 0CHOBHBIE MpaBUiIa TOKYMEHTOO00POTa, B TOM YHUCIIE MO XPAHEHUIO
JIOKYMEHTOB

20. Kakum oOpa3zom oOpabarhIBaeTcsl BXOJsmIas WH(OpPMANUS CEKpeTapeM WIH CITYKOOi
JA0Y?

21. KakoB nopsaoK NOANKMCAHNSA JOKYMEHTOB B OpraHU3allii, B TOM UYHUCIIE C 3JIEKTPOHHOMN
1u(pOBOY MOATUCHIO?

22. HazoBuTe MOHATHE U BUIBI MUCbMEHHBIX 00OpaLIeHU TpaskKaH.

23. Kak ¢opmupyeTcst 31eKTPOHHBINA JOKYMEHTOOOOPOT B paMKax OpraHu3aiuu’?

24 IlpencraBbTe XapaKTEPUCTHKY MU(PPOBOM MOITHUCH.
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25. JlaiiTe  XapakTepUCTUKy MPEUMYIIECTBAM W  HEJOCTaTKaM  BJIEKTPOHHOIO

JOKYMEHTO000pOTa.

11.4. OueHo4HbIe CpeaCTBA JIA MPOMEKYTOYHOM aTTecTAMU

no

o

10.
11.
12.
13.
14.
15.
16.
17.

18.
19.
20.
21.
22.
23.
24,
25.
26.

27.
28.
29.
30.
31.
32.
33.

Ipumepnwiii nepeyenv 6onpocos 0ns 3x3amena (3 sonpoca 6 buneme)

TpeboBaHMs K COCTABICHUIO 0JIaHKOB. PEKBU3HTHI, CTIOIB3yeMbI€ B IIOATOTOBKE OJaHKOB.
Buzpl 01aHKOB, MX 3an0JdHEHUE. Y HUGUIMPOBAHHBIE OJaHKH.

Hater B nokymenrte. TpebGoBanuss k ux odopmienuto. JlaTa Kak cocTraBHas 4acTb APYTUX
PEKBU3UTOB.

[Topsimok coriacoBaHusi JOKYMEHTOB. BHyTpeHHee u BHemrHee coriacoBanue. OdopmiieHue
PEKBU3UTOB JOKYMEHTA.

OOmue TpebOBaHHUA K TEKCTY JOKYMEHTAa, XapaKTEpUCTUKAa PEKBU3UTOB (OpraHu3anus,
3aroJIOBOK, J1aTa, MOAMUCH U JPYyTHeE).

N300pakeHre repOOBOil CHMBOJIMKH Ha JOKYMEHTaxX. PEeKBU3UT «IMOJieMa OpraHU3aIiy I
TOBApHBIN 3HAK (3HAK 0OCITY>)KMBaHUA)», periJaMeHTaIUs] HCIIOIb30BAHMUS.

[Mopsimox moamucanusi TOKyMeHTOB. CriocoObl oopMIIeHHS PEKBH3UTA «IIOANHUCHY». lIpaBo
HEepBOl ¥ BTOPOM MOANNUCH B OpraHU3aluu

CrpykTypa fokyMeHTa. YHUuUIupoBaHHas popmMa JOKYMEHTa

[TonsiTue «10KyMEHTOO00POT». 3aBepeHNE KOIMH JOKYMEHTA B OpraHU3al1H.

BHyTpeHHUE 1 BHEIIHNE TOKYMEHTBHI.

OcHoBHbIE IIPaBUJIa OPTaHU3AMU JOKYMEHTOO0OpOTa B OpraHu3aIiy.

[Topsimok perucTpannu BXOAAIMX U UCXOASIINX JOKYMEHTOB, CIIPAaBOK (AKYPHAJIbI).

KoHTposnb 3a ucronHeHneM pacnopsIuTeNIbHbIX JOKYMEHTOB (IIPUKA30B, PaCOPSKEHUIN).
Opranuzanus paboTsl ¢ TOKYMEHTaMH, COIEPKALIMMU KOH(PHICHIIMATIbHYIO HH(POpMAIHIO.
TpeboBanusi, npeabsBiIsieMble K 0(OPMIICHUIO TUCbMEHHBIX 00pallleHui (JI0KJIa HbIX).
[ToaroToBka pacnopsAUTENbHBIX JOKYMEHTOB B OpraHu3aliy (IPUKa30B, pacIOPsKEHUN).
TpeGoBaHMsT K COCTaBICHHIO M O(DOPMIICHHIO CIIYKEOHBIX, OOBSCHUTEIBHBIX U JOKJIAJIHBIX
3aMMCOK.

TpeboBanus kK coCcTaBIeHHIO U 0OpMIICHHIO akTa. Bubl akToB, mpuMep.

[Tepenucka kak Bu Aera0Boro ooduenus. CoctaB M Ha3HaYEHUE MEPENHUCKH.

TpeGoBaHUs K COCTABJICHUIO U 0OPMIIEHHUIO MPOTOKoJIa. O0s13aTeNbHBIE PEKBU3UTHI

KpaTkue u nonssle IpOTOKOIbI, IPOTOKOJ.

Cocrasnenue npotokoiia. OpopmiieHne BBIMUCKH U3 MPOTOKOJA.

XapakTepHucTUKa MIPUKa3a 10 JUYHOMY COCTaBY U IPUMED

XapakTeprucTHKa MPUKa3a M0 OCHOBHOM JAEATEIbHOCTH U MPUMED

XapakTepuCTUKa paCOPsDKEHUs, UX 0pOpMIICHHE U TIPUMEP

[TonsiTve 0 TOKYMEHTOBECHUH KaK HAyYHOU JUCHMILTUHBI, OOBEKT U MPEAMET
JIOKYMEHTOBEICHHUS

Otarnbl pa3BUTHS JOKYMEHTOBEICHUS

CtpyKTypa 1OKyMEHTOBEACHMUSI

HopmaTtuBHo-MeTonnueckas 6a3a J0KyMEHTallMOHHOTO 00ecTieyeH sl yIIpaBIeHus

ITpaBoBbIE HOPMBI AJI1 JOKYMEHTOBEIEHUS

Bunp! GpenepanbHbIX HHCTPYKIUHN O AETIONPOU3BOACTBY

Yuauduuuposanusie popmsl 1okymeHToB (ECCK, YC/I)

Coo0rieHus, iepeaBaeMbIe SICKTPOHHOH ITOYTOM, UX 3alUTa.
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34. TpebGoBaHMs K COCTABJICHUIO U 0()OPMIICHHUIO CrIpaBoK. Bumpsl cipaBok. CripaBKu BHYTpEHHHE U
BHEIITHHE.

35. TpebGoBanus K COCTaBIEHHIO W O(OPMIICHUIO MPOTOKONA. KpaTkue W TMOJHBIE MPOTOKOJBI.
Oco0eHHOCTH TPOTOKOJIOB 3acelaHnil (heiepabHBIX OPTaHOB HCIIOJTHUTEIBHOM BIaCTH

36. JloKyMeHTHI M MPHKa3 10 aTTECTAlluH IepcoHaa

37. KoubuneHuuaabHOE ASIOTPOU3BOACTBO

38. AkTyanbHOCTb BHEAPEHHS WH(POPMAIIMOHHBIX TEXHOJIOTHIA B JIOMPOU3BOICTBO

39. DneKTpOHHBII JOKYMEHTOOOOPOT: MPEUMYIIECTBA U HEJTOCTATKH

40. OdopmiieHue 3MEKTPOHHON MOAMKMCH B OpraHU3aIui. 3aKOHOIaTEIbCTBO

41. ABTOMaTM3anys JeIONPOU3BOACTBA B OPraHU3alNHU YUPEKICHHUS KyIbTYPhI

42. OpraHuzanus 3JeKTPOHHOTO JOKYMEHTOO0OPOTa B OPTraHU3alUN YIPEXKICHHS KYJIbTYphI

43. DxcriepTu3a HEHHOCTH JOKYMEHTA NP caue B apXHB

44, HomeHknarypa JeJ B OpraHUu3aliH YUPEKACHUS KyIbTYPhI

45. OpraHuzanys JIEKTPOHHOTO TOKYMEHTO000pOTa MEKAY OpraHU3aIusIMU

46. IlpaBoBoe peryaupoBaHue B chepe 0OpaIieHus dICKTPOHHBIX JJOKYMCHTOB

47. Bunpl HannoHanbHbIX cTanaapToB (COCToB) Ha 10KyMEHTOOO0POT

48. 3aKoHOJATEIHCTBO O BHEIPEHUU HH(POPMAITMOHHBIX TEXHOJIOTUI

49. XapaKTepUCTHKA 3alIUTHI AJICKTPOHHOTO JTOKYMEHTa U IIU(POBO MOAITUCH

50. Cocras pexkusutoB 6nanka mo [OCTy P 7.08-2013 CUBU/]

Kpumepuu OYEHKU Omeemos Ha IK3aMeHe

OueHka «omauyHo» CTABUTCS, €CIU CTYIEHT CTPOUT OTBET JIOTUYHO B COOTBETCTBUM C
IUIAHOM, TIOKa3bIBa€T MAaKCHUMAJIbHO TNyOOKHE 3HaHMSA MPO(ECCHOHANBHBIX TEPMUHOB, MOHSATHH,
KAaTeropuii, KOHUENUMH M Teopud. Pa3BepHYyTO apryMeHTHpPYET BBIIBHTAaE€MbIE IOJIOKEHUS,
OPUBOAUT yOenuTenbHble TNpuMepbl. OOHapyXHMBaeT CIOCOOHOCTh aHajldM3a B OCBELICHHH
pa3IMYHBIX KOHUENIMM. JlemaeT conepkarenbHble BBIBOJBI. JIeMOHCTpUPYET 3HAHUE CIIEIIUATIbHON
JUTEpaTyphl B paMKax y4eOHOro METOJMYECKOro KOMIUIEKCA M JOMOJHHUTEIbHBIX HCTOYHHMKOB
uHpopmanuu. Vimeer MecTo BBICOKUH YPOBEHb BBIIIOJHEHHUS CAMOCTOSTENbHBIX padOT B TEUEHUE
y4eOHOro Ipolecca

OneHka «xopouto» CTaBUTCS, €CJIU CTYIEHT CTPOUT CBOM OTBET B COOTBETCTBUU C IJIaHOM. B
OTBETE MPE/ICTaBIECHBI PA3JINYHbIE TOIXOABI K poliieMe, HO MX 000CHOBAHUE HEJOCTATOYHO MOJIHO.
Pa3BepHyTO aprymMeHTHpYET BbIIBUTa€MbI€ MOJIOKEHUS, IPUBOIUT HEOOXOAUMBIE IPUMEPDI, OJTHAKO
MOKAa3bIBAET HEKOTOPYIO HEMOCJIEN0BATEIBHOCTh aHaln3a. BrIBoAbl mpaBuibHBEL. Peub rpamoTHa,
UCHOJNIB3YeTCs MpodeccuoHalbHas Jiekcuka. JIeMOHCTpUpYeT 3HAHUE CIEUAIbHON JUTEpaTyphl B
paMKax y4eOHOrO0 METOIMYECKOrOo KOMIUIEKCA M JOMOJHUTENbHBIX HCTOYHMKOB HH(pOpPMAIUU.
HNmeer mecTo cpeqHUM YpOBEHb BBIIIOJIHEHHS CaMOCTOSITENIBHBIX pabdOT B TEYEHHE Y4eOHOro
mmporecca

OneHka «ydosremeopumensHo» CTaBUTCA, €CIIU OTBET HEJIOCTATOUYHO JIOTHYECKU BBICTPOEH,
IUIaH OTBETa coOJIto/IaeTcs HeroceaoBaTeabHo. CTyIeHT OOHapyKUBaeT clIabOCTh B Pa3BEpHYTOM
pPacKpbITUU TPO(ECCHOHATBHBIX MOHATUNA. BblABUTraeMble MOJOXKEHUS JEKIApUPYIOTCSA, HO
HEJ0CTaTOYHO apryMEHTHpPOBaHbl. VIMeeT MecTO HU3KMH YPOBEHB BBIIIOJHEHUS CaMOCTOSTENIBHBIX
paboT B TeueHne yueOHOro mnpoiecca

OneHka «Hey0os61emeopumenbHoy» CTABUTCS TPH YCIOBUU HEIOCTaTOYHOTO PAaCKPBITUS
MpoECCHOHANIBHBIX TIOHATHH, KaTerOpui, KOHIENIui, Teopuil. CTyIEeHT TPOSBISIET CTPEMIICHUE
NOJMEHUTh Hay4YHOE 00OCHOBaHHE MPOOJIEM PaCcCyKACHUSIMHU OObIIEHHO-TIOBCEAHEBHOTO OBITOBOTO
xapaktepa. OTBET COAEPKUT P CEPhE3HBIX HETOUHOCTEWU. BhIBOIBI MOBEpXHOCTHBI. IMeeT mecTo
OYCHb HU3KHI YPOBEHB BBIIOJHEHHS CAMOCTOSATENBHBIX pabOT B TeUeHUE Y4eOHOr0 mpolecca
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11.4. Onenka c)opMHPOBAHHOCTH KOMIIETEHIIMIT

W3 paszmena 6 maHHO#M pabodyeil mporpamMmbl CIIEIYeT, YTO AOCTHIKCHHE U H3MEpPEHHUE
ypOBHEN CPOPMUPOBAHHOCTHU 3asIBICHHBIX KOMIETCHIINH 00eCIIeYrBaeTCs:
YK-5; IIK-1- Bce Tembl, mpakTHUecKue paboThl, AOKIan (pedepar), OleHHBaeMble B paMKax
mucruiuivasl 1o 100 6ayuios.

Takum o00pa3oM, HTOroBas OIEHKAa C(HOPMUPOBAHHOCTH KOMIETEHIUH Onpenensercs o

CTOOAJTLHOM UTOTOBOM OIIEHKE MO JUCLMILIUHE:

60-85 6amioB — 6a30BbIii (TTOPOTOBBIN) YPOBEHb;

86-100 6asI0B — MOBBIIICHHBIN (TPOJABUHYTHIN) YPOBEHb.

Lxana coomeemcmeust 6ANI0-peUMuUH2080U CUCTEMbL OYEHOK U AKAOeMUUEeCKOU OYeHKU,
ymeepaucoennas Yuenvim coeemom UCH UT'Y

HToroBplii ceMECTPOBBIA PEHTHHT AKkazeMudeckas oIrieHKa
60 — 70 GammoB «YIIOBJIETBOPUTEIILHO
«3a4TCHO»

71 — 85 6annoB «XOPOIIO»

86 — 100 6amnoB «OTIIAYHO»
Pa3zpa6orumk:

/ \\ 4

JoueHT kadeapsl KyIbTypoIoruu ( / e, / 3
Y YIIPaBIIEHUS COLUATIbHBIMU IIPOLIECCAMH, K.3.H. ' JL.H. CapanynoBa

[TIporpaMMa JUCHMIUIMHBI COCTaBleHa B cooTBeTcTBUM ¢ TpeboBanusmu OIOC BO 1o
HanpasyieHuto noarotoBku 51.03.03 CounanbHO-KyIbTypHas! 1€ATEIbHOCTb.

PaGouass mporpamMma paccMOTpeHa Ha 3acefaHud Kadeapbl KyIbTYpOJIOTMHM W YHpaBJICHHUS
couuanbHbMU Tiporieccamu 24.02.2026 r., mpotokomn Ne 4.

3aBenyromias kadeapoi, T0IeHT H.B. I'punkux

Hacrosimas nporpamma He MoOKeT ObITh BOCHPOHM3BedeHA HM B Kakoil (opme 6e3 mpeaBapuTe/IbHOrO
NMHCbMEHHOT0 paspenieHns Kadeapsl — pa3padoTyuKa NPOrpaMMbl.
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