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1 Heau n 321244 M3y4YeHUs1 AUCHMUILINHBI (MOIYJIs1).
1.1 Ilean ocBOeHUS TUCHUIIUHDI.

JucuummmHa «YmpaBieHUEe JOKYMEHTOIIOTOKOM U CIYXO00H JOKyMEHTallMOHHOTO
o0ecrieyeHHUs KOpHOpalMW» BXOAUT B BapUATUBHYIO YacThb JUCLUIUIMH HAaIPaBICHUS
NOAroTOBKM MaructpoB 46.04.02 «JlokymMeHTOBEeEHME W apXWBOBEIEHUE» I10 OCHOBHOMU
obpaszoBarenbHori  mporpamme  (OOIl)  «OpraHu3aniMOHHOE TNPOEKTHUPOBAHUE  CHUCTEM
yIpaBJIeHU» KaK JUCHUIUIMHA 0 BeIOOpY U nMeeT unaekc b1.B.JIB.7.1.

OObexkTOM HM3y4eHHus Kypca sBIsSeTCS CHCTeMa JOKYMEHTAl[MOHHOIO o0OecredeHus
KOpIOpaluu Kak OOBEKT OpraHM3alluH, YIPaBIICHUS, COBEPIICHCTBOBAHUS M pPa3BUTHA B
YCIOBUAX MH()OPMAIIMOHHOTO HHHOBAI[MOHHO PAa3BUBAOILEIOCS 0OIIECTBA.

[IpenmeroM  M3y4eHHsT AMCUUIUIMHBI — SIBISIIOTCS — CIOyX0a  JOKYMEHTAI[HOHHOTO
o0ecreyeHns KOPHOpaLuu U JOKYMEHTOINOTOKM B CHCTEME JOKYMEHTAL[MOHHOIO oOecredeHus
KOpIIOpaIliK, a TakXKe YIpPaBJICHHE HMH B YCIOBHAX HH()OPMAIMOHHOTO HWHHOBAI[MOHHO
pa3BUBAIOILETOCs O0IIECTBA.

LenstMmu OCBOEHHUS JUCUUIUIMHBI «YTIpaBI€HHE JIOKYMEHTOIIOTOKOM U CIIy>KOOH
JIOKYMEHTAIMOHHOT'0 00eCieueHHs KOPIIOPALMU» SBISIOTCS pa3BUTHE Y CTYIEHTOB JIMYHOCTHBIX
KayecTB W (OpPMHpPOBAHME OOIIEKYJIbTYPHBIX (OOIMIEHAYYHBIX, COLUAIBHO-THYHOCTHBIX,
UHCTPYMEHTAJbHBIX) M  NPOPECCHOHATBHBIX KOMIIETEHIMH B  00JacTH  yHpaBJeHHUs
JOKYMEHTOTIOTOKOM M CIIY’KOOH JOKYMEHTAI[HOHHOTO OOecreueHus] KOPIOpaluud B YCIOBHUSX
MH(POPMALIMOHHOTO HHHOBAIMOHHO Pa3BUBAIOILErOCs OOLIECTBA.

BocnuraTensHON 1EIbI0 OCBOSHHE AUCIHUILTHHBI SBISETCS (OPMHUPOBAHUE U PA3BUTHE Y
CTYJCHTOB JMYHOCTHBIX KadeCTB, ONPEICIAIOIIHUX €r0 MOTUB IPaBWIBHO U C TOJIb30M AJIA
oOuiecTBa HCIIOJIB30BaTh CBOM  BO3MOXKHOCTH, OOYCIIOBJIEHHbIE 3HAaHUSMHU IpEAMETa
OCBaMBacMOM AVCLUILINHBI.

B cBoro ouepenp, B o0nactu oOyueHHUSI OCBOEHHE IUCUUIUIMHBI HUMEET CBOEH IIEJIbIO
COBEPILIEHCTBOBAaHUE, (OPMUPOBAHME W pPAa3BUTHE Yy CTYICHTOB IIEJOCTHONH CHCTEMBI
npodecCHOHANbHBIX W OOIIEKYJIbTYPHBIX ~ KOMIETEHIMH B  00JacTM  yHpaBliEHUs
JIOKYMEHTOIIOTOKOM M CIIY>KOOH JOKYMEHTAaIlMOHHOTO 00ecneueHus] KOpIopaluud B YCIOBHSIX
MH(OPMALlMOHHOTO WHHOBAI[MOHHO pa3BUBarolerocss oodmectsa. Ilpu 3toM Qopmupyemsie
KOMIIETEHIIUM OPHUEHTHPOBAHbI HAa OCYIIECTBIEHHE HPPEKTUBHOIO JOKYMEHTAIHOHHOTO
o0OecrieueHHs  KOpPIOpaluH, CIOCOOCTBYIOLIETO HENPEpPhIBHOMY  HHHOBALMOHHOMY
OpPraHM3allMOHHOMY Ppa3BUTHIO CHCTEM YIPABICHHS OPraHMU3allMM Ha OCHOBE COBPEMEHHBIX
MH(OPMALIMOHHBIX U MHTEIJIEKTYaJIbHBIX TEXHOJIOTHUH.

OcHoBHas 11e1b Kypca mpeanosaraeT Heo0X0AUMOCTh JOCTHXKEHUS CIEAYIOIINX YaCTHBIX
1[eJI€ OCBOCHHUSI TUCIMILINHBIL:

1) cpopmMupoBaTh y CTYAECHTOB MPAaBUIbHOE MPEACTABICHUE O HAYYHOW METOJOJIOTHH U
HAayyHBIX  TEOPETUYECKUX  OCHOBAX  YIpPABJIEHUS  JOKYMEHTOIIOTOKOM M CIYyXOOM
JTIOKYMEHTAITMOHHOTO OO0ECTIeYeHUs] KOPIOpaluu, OOECHeuuBaIOIUX pELIeHHe MpoOJIeMbl ee
MHHOBAIIMOHHOTO Pa3BUTHUS B YCJIOBUSIX HMH(OPMAIMOHHOTO MHHOBAIIMOHHO pPa3BUBAIOIIErOCs
00111eCTBA;

2) obecrnieunTh B MpoOLECCe MpPENoAaBaHMs TUCIHUIUIMHBI ITPUOOpETEHHE CTYIAEHTaMH
npodeCCHOHATIBHBIX 3HAaHUM METOIO0B, METOJMK M IMPaBHJ YIPABICHUS IOKYMEHTOIIOTOKOM U
CIIy’k00#1 TOKYMEHTAIlMOHHOTO OOECIeueHUsl KOPHOopaluu B Pa3IMYHBIX KOMMYHHUKAIIMOHHBIX
cpenax (pu3nyeckoii, onepannoHHON, HHPOPMAITHOHHOH, HHTEIUIEKTYaIEHOM );

3) B xoJe NpoOBEACHUsS MPAKTUYECKUX 3aHSATUN MO TUCHUIUIMHE HAYYUTh CTYJIEHTOB
OPUMEHSTh 3HAHUA METOJIOB, METOJIUK W IMPAaBUJI YIPaBJICHUS JOKYMEHTOMOTOKOM U CIIY:KOOH
JOKYMEHTAIMOHHOTO OOECIeUeHus] KOpIOpalui B Pa3IUYHbIX KOMMYHHKAIMOHHBIX Cpeaax
(pusmueckoii, oneparMoHHON, HWH(GOPMAIIMOHHON, WHTEJUIEKTYaJbHON) JUIS MPAaKTUYECKOTO
OCYILIECTBJICHUSI HENPEPBIBHOIO HMHHOBALMOHHOIO OPraHM3alMOHHOIO PpAa3BUTHS CHCTEM
yIpaBJICHUS] OpraHU3allMd Ha OCHOBE COBPEMEHHBIX MH()OPMAIIMOHHBIX U MHTEIJUICKTYaIbHBIX
TEXHOJIOTHIA;



4) 3a cueT NPHUMEHEHUS WHTEPAKTUBHBIX TEXHOJOTUH YIPaBIECHUSI CAMOCTOSATEIbHOU
paboTOi CTYyIEeHTOB, 0OecreynTh (HOPMHUPOBAHHS Yy HHUX YCTOHYMBBIX HABBIKOB PabOTHI IO
OCYIIECTBIICHUIO  3((EKTHBHOIO  YINPaBICHUS  JOKYMEHTONOTOKOM  H  CIYXOOH
JOKYMEHTAIMOHHOTO 00eCIeueH sl KOPIOPAIMH Ha BCEX JIOTMYECKUX YPOBHAX C MPUMEHECHHEM
COBPEMEHHOTO HHCTPYMEHTApHSI.

1.2 3agaun AUCHMUILINHEL,

Jns noCTHKEHUsS OCHOBHOM M YACTHBIX LIEJEH OCBOEHUS IUCLMIUIMHBI B IPOLECCE
W3Y4YEeHUS JUCIUTIIMHBI PEIIAIOTCS CISAYIOMNE 00pa30BaTeIbHBIC 3a/1a4H.

O6paSOBaTeJ'II>HI)IC 3aa4nu OCBOCHUA TCOpeTquCKOﬁ KOMITIOHCHTBI.

1) m3yueHue 0a30BBIX METOAOJOIMYECKMX IPHUHIUIIOB OpPraHU3allMM W YIpaBJICHUS
CHCTEMOM JOKYMEHTAIIHOHHOTO 00ECTIeYeHUsI KOPIIOPAIIHH;

2) wn3ydyeHue (GyHIAMEHTAIbHBIX METOJOJOIMYECKMX IOHATUH U KaTeropuanbHO-
TCPMHUHOJIOTMYCCKOTO  amnImapara TEOpUH U MCETOAOJIOrMM CHUCTEM JOKYMCHTAIIHOHHOI'O
o0ecrieyeHus KOpIroparuH;

3) u3ydyeHHe M NPUBUTUE YMEHUS MPaBWIBHO BBIOUPATh METOJbl, METOJIUKU MU
dbopMHUpOBaTh MpaBHJia OPraHU3AIMU JOKYMEHTOIIOTOKOB U CIY>KOBI JOKYMEHTaIIMOHHOTO
o0ecreyeHus KOpIopauuy B 3aBUCUMOCTH OT BO3MOKHOCTEH JOCTYNHBIX KOMMYHHKAIIMOHHBIX
cpexn;

4) OCBOGHHE TEOPHMH W METOAOJIOTMU YIPABICHUS JTOKYMEHTONOTOKOM U CITY>KOOH
JOKYMEHTAIlMOHHOTO0 ~ O0ECHeYeHUs] KOpIOpaluu M NPUBUTHE YMEHHMs BBIOMpaThb M
00OCHOBBIBaTh METOJ/bI, METOIWKH, M (OPMHPOBATH HAa MX OCHOBE NpaBWIa YIPABICHHS
JIOKYMEHTOIIOTOKOM H CIIy>KOOH JOKYMEHTAL[MIOHHOI'0 00eCHeueHHsI KOPIOPALUU B pa3IMYHbIX
KOMMYHUKAIIMOHHBIX CpCaax.

OO0pa3oBarenbHbIe 33JJa4l OCBOCHHUS IO3HABATEIbHOW KOMIIOHEHTBI:

1) u3ydyeHue HOBBIX METOJIOJIOTHYECKUX TOJXO/I0B, OCHOBAHHBIX HA COBPEMEHHBIX
NPECTaBICHUAX O CHCTEME YIpaBIEHHs, €€ KOMMYHHKAIIMOHHOH cpene, K OpraHu3alufl |
YIIPaBJIEHUIO TOKYMEHTOIIOTOKOM U CIIY>KOOH TOKyMEHTAllMOHHOTO 00ecreueHus] KOPIopaluy;

2) hopMupoBaHHE COBPEMEHHOI'O MPEACTABICHUS O MPUPOJE, COJACPKAHUU U Pa3BUTHU
TEOPETUKO-METOA0JIOTMUYECKON CcHUCTeMBI, obecrnieunBaroniell 3(Q(EKTUBHYIO OpraHU3alUI0 U
yIpaBJIeHUE TOKYMEHTOIIOTOKOM U Y001 TOKYMEHTAIlMOHHOTO 00eCieueH s KOPIOpaIH;

3) u3yueHue NMPUHIUIIOB U MPABUJ JOTUKO-CMBICIOBOIO KOHCTPYMPOBAHUS CTPYKTYpPBI
yIpaBJIeHUS] TOKYMEHTOIIOTOKOM M CIIYy>KOOM JTOKYMEHTALlMOHHOTO OOecreueHHsl KOpIopaluu,
oOecnieunBaromied  3QQPEKTUBHOE  OpPraHU3ALOHHOE  Pa3BUTHE  CUCTEMBl  YIPABIEHUS
OpraHu3aliy B YCIOBUAX COBPEMEHHBIX KOMMYHUKAIIMOHHBIX CPeJ;

4) wu3yyeHHe HUCTOPUYECKOW JaHHOCTH, COBPEMEHHOIO COCTOSHUS M IEPCIEKTUB
pa3BUTHA  TEOPUHM U NPAKTHUKUA  YOPABJIEHUS  JOKYMEHTOIIOTOKOM M CIy»KOOM
JIOKYMEHTAITMOHHOTO 00€CIeUYeHUs] KOPIOpalk Ui OCYIIECTBICHUS OpPraHU3allMOHHOTO
HHHOBAITMOHHOI'O Pa3sBUTHUA CUCTEMBI YIIPABJICHUA OpraHU3aluu.

OO6pa3oBarenbHble 33JJa4l OCBOCHUS IPAKTUYECKON KOMITOHEHTHI:

1) ocBoeHHE COBPEMEHHBIX METOAMK YIPABIECHUS JOKYMEHTOIOTOKOM M CIIy>KOOH
JOKYMCHTAIITUOHHOT' O obecrneueHust Kopropanuun JJIA IMPaKTUYCCKOTr'0O OCYIICCTBIICHUA
OpraHU3alMOHHOIO0 HHHOBAIIMOHHOTO PA3BUTHUS CHCTEMBI YIIPABICHHS OpraHU3allly;

2) OCBOGHHME COBPEMEHHBIX METOJOB M  TEXHOJOTMH TMOCTPOCHHUS  CHUCTEM
JOKYMEHTAITMOHHOTO ~ O0eCreueHus] Kopropamuu JJisl  ocymiecTBieHus  d(dekTuBHOTO
OpPTraHU3alMOHHOTO PA3BUTHUSl CHUCTEMbI YIPABICHUS OPraHU3allMM B YCJIOBHUSIX COBPEMEHHBIX
KOMMYHHKAIIMOHHBIX CPEL;

3) OCBOGHHE COBPEMEHHOTO HHCTPYMEHTapHs, OOECIeUYHBAIONIETO IOCTPOCHHE
3¢ (EKTUBHBIX CUCTEM JOKYMEHTAILIMOHHOIO 00ECIeYeHUsI KOPIOPALMH JUIsl OPraHNU3alMOHHOTO



WHHOBALIMOHHOTO  Pa3BUTHSl CHUCTEMbl YIOPABJICHUS B  YCIOBUAX COBEPIICHCTBOBAHUS
MH(GOPMALIMOHHOTO U (OPMUPOBAHUS UHTEILIEKTYaJIbHOTO O0IIECTBA;

4) npuobOpeTeHHe OIbITa NOCTPOCHUA SPPEKTUBHBIX CHCTEM JOKYMEHTALMOHHOIO
o0ecrieyeHUss M YOPABICHUA JIOKYMEHTONOTOKOM H  CIOyXO00# JOKyMEHTaIlMOHHOTO
o0ecrieueHus, pealu3yIOlero OpraHU3alMOHHOE HWHHOBALIMOHHOE pPAa3BUTHUE  CUCTEMBI
yIpaBJIEHUS B YCJIOBHUAX COBEPLICHCTBOBAHHS HMH(DOPMAIIMOHHOTO U  (HOPMHUPOBAHUA
MHTEJJIEKTYaJIbHOTO 00IIEeCTBA.

1.3 MecTo gucuunMHbl (MOIyJisl) B CTPYKTYpe 00pa3oBaTe/ibHOM NMPOrpaMMBbl.

JucuumnuHa «YmpaBieHHE JOKYMEHTOIIOTOKOM M CIYXOOH JTOKyMEHTalHOHHOIO
obecrieueHust KOpropaluu» OTHOCUTCS K BapuaTuBHOM yactu brioka 1 "Aucuumiuasl (Mogynu)"
yueOHOro IjaHa Kak TUCIHUIUIMHA 1O BbIOOpY. M3ydeHue AMCUMIUTUHBI CTYAEHTaAaMH OYHOMN
dopmer 00ydenus uaer Ha BropoM Kypce (Kypce 6) B Tpetbem cemectpe (Cemectp B).

JInst  yCTIemIHOTO YCBOGHMSI JUCHUIUIMHBI HEOOXOIMMO, YTOOBI CTYJIEHT BJIAJEN
3HAHUSAMHU, YMEHUSIMH U HaBbIKaMU B 00beMe TpeOOBaHUI JAUCHUIUINH, U3y4aeMbIX Ha MEPBOM
kypce (Kypc 5) o0yuenust B mepBom cemectpe (Cemectp 9) u Bo Bropom cemectpe (Cemectp A).
[Ipy >TOM K OCHOBHBIM 00€CIEUYMBAIOUINM TUCIHUILIUHAM OTHOCSATCS CIEAYIOIIHe Kypchl: 1)
b1.b.1 Commonorus u ncuxoinorus ynpasienus; 2) b1.6.3 — Ucropus u durocodust Hayku; 3)
b1.b.4 — Tlonuronorus; 4) b1.b.8 — Meroauka Hay4HO-HCCIIEI0BATEIbCKOM paboOThI; b5)
b1.5.10 — MoaenupoBanue ynpasieHueckor nesrenbHocTH; 6) b1.6.11 — MudopmannonHsie
cuctembl B ynpasienuu; 7) B1.b.5 — Teopus u meromonorus HayuHoro no3Hanus; 8) b1.5.6 —
Teopust coBpeMeHHOTO AokymMeHTOBeneHuss u apxuBoBedeHus; 9) Bb1.B.JIB.3 — Teopus
MH(OPMALIMOHHOTO TPOCTPAHCTBA M JOKYMEHTAUMOHHBIX cucTeM/ KopropaTuBHBIE CHCTEMbI
J0Y; 10) B1.B.O/1.5 — Onenka 3¢ (heKTHBHOCTH OpraHU3allMOHHON CUCTEMBI YIIPaBIICHHUS.

B cBoro ouepenp, H3yueHUe AUCHUILIUHBI «YTIpaBlIeHUE JOKYMEHTOIIOTOKOM M CITy>KOOH
JIOKYMEHTAIlMOHHOTO 00€ecledyeHusl Kopropauun» (GOpMUPYET 3HAHUSA U YMEHHS, KOTOpbIE
JIOJDKEH HUMEThb CTYJEHT, a TaKXe HAaBbIKM, KOTOPBIMM JIOJDKEH BIAJeTh CTYAEHT, UYTOOBI
00ecreynTh BO3MOYKHOCTh YCIEIIHOTO OCBOEHHMS CTYJEHTAMU IOCIEAYIOUINX pa3esioB
OCHOBHOHM 00pa3oBaTresibHON nporpammbl. [Ipu 3ToM K OCHOBHBIM 00€CHEUMBAEMbIM pa3JienaM
00pa3oBaTeNIbHOM MPOTPaMMbl OTHOCATCS clhenyrompe aucuuumebl: 1) b2.H.1 — HayuHo-
uccienoBatesbekas pabota; 2) b2.I1.3 — npenannioMHas mpakTHKa.

Kpome Toro, m3ydyeHue AMCUUIUIMHBI «YTIpaBIE€HUE JOKYMEHTOIIOTOKOM M CITy»KOOH
JOKYMEHTAIMOHHOTO OOECHEUeHNs KOPIOpAIMW» OCYIIECTBISACTCS B CTPOTOM JIOTHUECKON
B3aUMOCBSI3M C H3y4eHHEeM JucHMIUIMHBL «MccrienoBaHue cucteMbl HH(POPMALMOHHO-
JOKYMEHTAIMOHHOTO O0ECHeueHNss KOpIopaluu», KOTOpas H3ydaeTcsi Ha BTOPOM Kypce
(Kypc 6) B ToM xe TpeTbeM cemectpe (Cemectp B).

1.4 IlepeyeHb MJIAHMPYEMbIX Pe3yJbTATOB O00yYeHHsS MO JAUCHHUILUIMHE (MOAYJIIO),
COOTHECEHHBIX ¢  IUIAHUPYeMbIMH  pe3yJIbTATAMH  OCBOCHHUS  OCHOBHOM
o0pa3oBaTe/IbHOM IPOrPaAMMBI.

Jist  TOCTMKEHUsT OCHOBHOM Il Kypca BBINOJIHEHHE O0Opa30BaTeNbHBIX 3ajad
JUCHUITIINHBI JOJIDKHO o0ecrieynBaTh q)OpMI/IpOBaHI/Ie y CTYACHTOB OIMpCACIICHHBIX
KOMIIETEHIIMH, Onaronaps KOTOpPHIM M O0OECHeuMBaeTcs YCIEIIHOE YCBOEHHE CTYyJIeHTaMHu
MOCNEAYIOIUX pa3[eioB OCHOBHOM oOpas3oBarenbHO mnporpammbl. CdopmupoBaHHbIE
KOMIIETEHIIMM 00ECleYnBal0T TaKOe YCBOCHHE OCHOBHOM 00pa30BaTeNbHOW NMPOrpaMMbl, YTO
MOCJIE HUTOTOBOM FOCYHapCTBeHHOﬁ aTTeéCTallid 'y BBITYCKHUKa-MarucCTtpa CKIagblBaCTCA
IEJIOCTHAS CHCTeMa OOLIEKYIbTYPHBIX U MPO(PECCHOHATBHBIX KOMIIETEHIINN, 00eCcTIeYrBaOIas
ero 3(pGdeKTUBHYI0 NpOo(YECCHOHATBLHYIO JIESITEIBHOCT B cepe  OpraHU3alMOHHOTO
MMPOCKTUPOBAHUA CUCTCM YIIPABJICHUS.



CoctaB u comepx)aHHe KOMIIETCHIIUH, (OPMUPYEMBIX B XOJ€ YCBOCHUS JAUCIUILINHBI, B
COOTHECCHHHM C IUIAaHUPYEMBIMH pPE3yJlbTaTaMH OCBOEHHS OCHOBHOM 00pa3oBaTeIbHOU
nporpaMMel  nipejictaBieHbl B Tabmuie 1 B coorBerctBuu ¢ PI'OC BIIO wHanpaBneHus
noaroroBku 46.04.02 JloxkymenrtoBenenue u apxuBoBeneHne u  OOIIl «OpranuzanmonHoe
MIPOCKTUPOBAHUE CUCTEM YIIPaBICHUS».

Tabmuna 1 — Komnerenuuu, gopmupyemble B XOJ€ YCBOCHHS TUCHMIUIMHBI «YTpaBICHHUE

JIOKYMEHTOTIOTOKOM H CITY’K00# JTOKYMEHTAIIHOHHOTO 00ECIICYCHHSI KOPIIOPAITUU

Ne n/n., vHOEKC U
CoJIepIKaHue
KOMITETEHIMHU (MK €€
4acTun)

B pesynbTate nzydeHus yueOHOH JUCIUIIIMHBI 00y4JarONIiecs JOKHbI

3HATb

yMeTh

BJAACTh

1. OIIK-2 roToBHOCTBIO
PYKOBOJAUTH KOJIEKTHBOM
B chepe cBoei
npodeccroHanbHO#
EeATEILHOCTH,
TOJICPAHTHO BOCIIPHHUMAsI
COLlMalbHbIE, YTHUYECKUE,
KOH(ECCHOHAITbHBIC U
KyJIbTYPHBIE PA3ITHUMSI

bazoBblie
METO/IbI
PYKOBOJICTBA
COTpYIHUKAMHU CITYXOBI
JIOKyMEHTaLMOHHOT'O
obecriedeHnsT KOPHOPALIUU
C YYETOM COLMAJbHBIX,
9THUYECKHX,
KOH(eCCHOHATBHBIX u
KYJBTYPHBIX Pa3INunui

OPUHLOUIBL U
TOJIEPAHTHOTO

TonepantHO
BOCTIPHHUMATh
COLIMANIBHBIE, ATHUYECKUE,
KOH(ECCHOHAIBHBIC u
KyJIbTYpHBIE pasnu4us
COTPYIHHUKOB CITy>KOBI
JIOKYMEHTalUOHHOTO
obecrieueHns1 KOPHOPAINH
u HCIOJIb30BaTh B
HHTEpecax Jerna.

bazoBpiMH TpUHLMTIAMU U
METOJIaMU  TOJIEPAHTHOTO
PYKOBOJICTBA
COTPYIHUKAMU CITY OBl
JOKYMEHTAITHOHHOTO
obecriedeHnsT KOPIOPAIIUU
C yYETOM COIHAIbHBIX,
STHHYECKUX,
KOH(pECCHOHATHHBIX u
KYJbTYPHBIX Pa3anuuit

3. TIK-2 mnoHumanuem
CYIIHOCTH MPOLIECCOB,
MPOUCXOJSIIUX B 00J1aCTH
JIOKYMEHTOBEICHHS "
ApXUBOBEICHUS

3Hathb CYIITHOCTb u
PUPOLTY HPOLIECCOB
MPOUCXOJIINX B CHCTEME
JIOKYMEHTaI[HOHHOTO

obecrieyeHus KOPIOpaIuy,
TPHHIHTIBI ux
(hopMupoBaHus,
3aKOHOMEPHOCTH
NpPOTEKaHHs |
pa3BUTHSL.

3aKOHBI

AHanu3upoBaTh IPOLECCHI
B cucTeMe
JIOKYMEHTaI[HOHHOTO
obecrieyeHnss KOpPHOpaltHy,
BBISBIISITH
JIOKYMEHTOIIOTOKH "
ITyHKTBI 00paboTKH,
(dbopmupoBaTH cIyx0y
JOKYMEHTAIL[HOHHOTO
obecrieueH s KOpIopaluuu

IIpunuunamu
(dhopMuUpOBaHUs, 3aKOHAMH,
pasBUTHSA u
3aKOHOMEPHOCTSIMU
NPOTEKAHUST TMPOIECCOB B
cUcTEME
JIOKYMEHTAI[HOHHOTO
obecrieueHns: KOpIopanuH,
METOJIaMH WX aHajiu3a |
CHHTE3a.

3. TIK-8 cnocobHOCTBIO
aHaJIM3UPOBATh IIEHHOCTh
JIOKYMEHTOB C IIE€JIbI0 UX
XpaHCHHS

3HaTh CTPYKTYpYy KadyecTBa
JIOKyMEHTE W METOJpbl ee
aHaM3a U OLIEHKU

Onpenenstb CBOMCTBaA
MOKYMEHTa W TPOBOJIHTH
WX OLCHKY U BBIABIITH
CTPYKTYPY €ro KauecTBa

MeTtomamu
CHHTE3A 51
CTPYKTYPHI
JIOKyMEHTa

aHaju3a,
OLIEHKH
KayecTBa

4. TIK-14 cmnocoGHOCTBIO
u TOTOBHOCTBIO
OpPTraHU30BBIBATH  PaboOTy
CITYKOBI
JIOKyMEHTaI[HOHHOTO
obecrieueHns1 yIpaBJICHHS
Y apXUBHOM CITyKOBI

3HAaTh METOHOJIOTUYECKIUE
31 HHCTPYMEHTAIILHO-
METOOAUYECCKUC OCHOBBI
OpraHu3anuu u
YIpaBIeHUS ciyx00i
JIOKYMEHTAIIMOHHOT'O
o0ecrieueHns KOPIOopamuu

OpraHu3oBbIBaTh u
YIPaBJIATH CITyx00i
JOKYMEHTAaIMOHHOT'O
obecrieueHnss KOPIOpauu

METOJI0JI0TUIECKIMHU u
UHCTPYMEHTAJIBHO-
MCTOAUYCCKUMH OCHOBAMH
OpraHu3anuu u
yIpaBJIeHU ciyx60i
JOKYMEHTAI[HOHHOTO
obecrieyeHuns1 KOpIIopaluu




2. CTpyKkTypa U coaep:KaHue THUCHUIINHBI.
2.1 PacnipeneJienre TPYA0EMKOCTH JUCUMILJIMHBI 10 BUAAM PadoT.

OO0mas TpyA0eMKOCTh JAUCIHILTUHBI COCTaBIsIeT 4 3a4deTHble eAWHUIbI, win 144 dvaca
y4eOHOTr0 BpEMEHHU, KOTOPHIE pacIpeiesieHbl TaK, YTO Ha ayJAMTOPHBIC 3aHATHS OTBOJMTCS 42
qaca, Ha CaMOCTOSATEIbHYI0 paboTy — 66 4acoB 1 Ha KOHTPOJIb 36 YacoB.

B cBoro ouepenp dachel, OTBEJACHHBIC HA ayJAUTOPHBIC 3aHATHS, PACTIPEACISIOTCS MEXIY
JIBYMsI 0a30BBIMH BHJIaMU y4eOHOU pabOThI — CIylmIaHWE JEKIUU U paboTa HaJ JEKIHOHHBIM
MarepuasioM (JIGKIMK) H TpaKkTHYecKas pabdoTa IO BBIMOJIHCHUIO 3a7a4, IOCTaBICHHBIX
npermnoaBareiaeM (PaKTUICCKUE 3aHATHsI/ CEMUHAPHI).

Pacnipenenenue TpymoeMKOCTH TUCHUILIMHBI B Yacax IO BCEM BHUAAM ayJUTOPHOW H
CaMOCTOSITEIILHOM pa0bOThI CTY/IEHTA TI0 CEMECTPaM IPECTABICHO B Ta0IHIIE 2.

Tabmuma 2 — Pacnpenenenue o6miero o0beMa TUCHUILIMHBI 1O BHAAM Y4YeOHOW paboOTHl U
ceMecTpaM sl O4HOH PopMbI 00ydeHUs

Cemectpsl
Bun yuebnoit paboThl nggg (uachbl)
9 A B C

AyIuTOpHBIE 3aHATHS (BCEro) 42 - - 42 -
B Tom uncne:
3aHATHSA JIEKIUOHHOTO TUIIA 14 - - 14 -
3aHATUS CEMUHAPCKOTO TUTIA (CEMHUHAPBI, TPAKTHYECKHE 28 i i 28 i
3aHSTHS)
JlaGopaTopHBIE 3aHATHS - - - - -
CamocrosiTesibHas padora (Bcero) 66 - - 66 -
B Tom uuncne:
Kypcogas pabora - - - - -
[IpopaboTka yueOHOTO (TEOPETHUECKOT0) MaTepuaa 16 - - 16 -
BeImonHeHre WHAMBHUYaTbHBIX 33aHUH (ITOITOTOBKA 18 i i 18 i
COO0O0I1IeHNH, Tpe3eHTaIn)
Pedepar 16 - - 16 -
ITonroroBka K TeKyIeMy KOHTPOJIO 16 - - 16 -
IMpome:kyTouHasi arrecTanus (IK3amen) 36 - - 36 -
OO0mmas TpyA0€MKOCTh yac 144 - - 144 | -

3a4. efl. 4 - - 4 -

2.2 CTpyKTypa AUCHUILIMHBI:

B cooTtBeTcTBUM € pacmpeleneHHeM TPYAOEMKOCTH JUCIHUIUIMHBI MO BUAAM y4eOHOMH
paboThI (cM. TabNUIly 2) U 331a4aMy U3y4eHHs! TUCIMIUIMHEI (M. 11. 1.2) onpenenena cTpykrypa
JTUCIUIUIMHBI, KOTOpasi BKJIIOYAeT TPU B3aMMOCBSI3aHHBIX pasjnena. [lepBblil pasnen sBisiercs
poOJIEeMHO-TEOPETUYECKIM U TPEACTaBIsieT COOON JIEKIMOHHBIM Kypc AMCUMIUIMHBL. BTOpoi
pas3ziesl MOCBSIIEH MPAaKTUYECKUM 33jadyaM OpraHM3alld U WHCTPYMEHTAIbHO-METOJUYECKOrO
oOecrieyeHuss OpraHU3alMOHHOTO MPOEKTUPOBAHMUSA CHCTEMBl YIPABJICHUS OpraHU3allid B
(Gu3n4ecKuX KOMMYHMKAIlMOHHBIX CpellaX, Ha HEro OTBOJAMUTCA OJHA TPETh YacoB 3aHATUH
ceMHHapcKoro tuma. TpeTuil pa3fen Tak e MOCBALIEH MPaKTUYECKUM 3a/ladaM OpraHu3aluu U
MHCTPYMEHTAJIbHO-METOANYECKOI0 00eCIeueHHs] OPraHN3alMOHHOTO MPOEKTUPOBAHUS CUCTEMBI



yIpaBJIeHUS  OpraHM3alWM, HO yXKe B  HMHOOPMAIMOHHBIX ¥  HHTEJUICKTYaJIbHBIX
KOMMYHUKAIIMOHHBIX CpelaX, Ha HEro OTBOIMTCS OCTABIIMECS IBE TPEThU YacOB 3aHITHIM
CEeMHMHAPCKOT'0 THIIA.

Pacnipenenenue BuaoB yueOHOW pabOTHI M MX TPYILOEMKOCTH IO pa3zeiaM JUCIUTUINHBI
JUISL CTYZIGHTOB O4HOM (hOpMBI 00yUEHHS ITPeICTaBlIeHO B Tabnuie 3.

Tabmuna 3 — Pacnpenenenue BUIOB ydeOHONM pabOTBl M UX TPYJOEMKOCTH MO paszzeiiam
JUCLIUTUTMHBI JUIS CTY/IGHTOB O4HOM (hOpMBI 00yUECHHS

KoanuectBo yacos
Bueayaur
Ne HaumenoBanue pa3aenos Beero Ay;;T(?T[;Ha;{ OpHyaSI
pabora
J |13 |JIP| CPC
1 2 3 4 5 6 7
TeopeTnko-MeTo10I0OTUYECKUE OCHOBBI CUCTEM
1. |moxymMeHTalnuOHHOTO ob0ecreueHus Kopropanuu| 36 14 - - 22
(Teopernueckuit MOyJIb)
Mopnenu, MeTOIbBI W  TEXHOJOTHUH  YIPaBIICHUS
2. |IOKYMEHTOIOTOKOM KOpITOpaIyu (ITpakTnueckuii| 36 - 14 | - 22
MOIyIb 1)
Mopnenu, METOAbl W TEXHOJOTHH YIPABICHUS CIYKOOU
3. |IOKyMEHTalnOHHOTO obecrnieueHus Koproparuu| 36 - 114 - 22
(ITpakTuueckuit MOIyIb 2)
4. |Dx3aMeH 36 - - - 36
Hmoeo no oucyuniune: 144 | 14 | 28 | - 102

[Tpumeuanue: JI — nexmuu, [13 — npaktudeckue 3austus / cemunapsl, JIP — maGoparopHbie
3anstusi, CPC — camocrosiTenbHas paboTa cTyieHTa

2.3 Conep:xanue pa3ieioB TUCHUTLINHBI

2.3.1 3aHATHA JEeKIIMOHHOI0 THIIA

B crpykTtype yueOHON MESATENbHOCTH 10 HW3YYEHHUIO JUCHUIUIMHBI «YTIpaBJieHHE
JIOKYMEHTOIIOTOKOM M CITy>KOOH TOKYMEHTAllMOHHOTO0 00ecreueHHsl KOpIopaluu» Ha 3aHATHS
JIEKIIMOHHOTO THUMa OTBOAMWTCS 14 YacoB, WM CEeMb JBYXUYaCOBBIX 3aHATUHN (Jekuwmii). Bce
JIEKIIMU OTHECEHBI K MepBoMy pazaeny aucuuriauasl (Teopernyeckomy monyinto). Comepikanue
JIEKIUH TUCIUIUIMHBI IPUBEICHO B Tabmuie 4

Ta6J'II/II_Ia 4 CO,Z[Cp)KaHI/IC JIEKIIUN U UX pacnpeaciICHUC 1o pas3aciiaM TUCHUIIIMHBL

dopma
HanmenoBanmne N
Ne Coneprxanue JIeKIUi pa3aena TEKYLIETO
pa3znena
KOHTPOJISI
1 2 3 4
Jlexuus 1. Beenenune. TeopeTnko-MeTo00THYECKUE
Teoperuko- MOJIXOJIbI ¥ KOHIETIIAN CUCTEMBI JOKYMEHTATHOHHOTO

METOJIOJIOTUIECKUE  |oGecneueHus kopnopanu. (2 gaca)
OCHOBBI CHCTEM

Jlexuus 2. @yH1aMeHTABHBIA HAYYHBIN OAXO0/ U Hay4YHAast

JIOKYMEHTAIlMOHHOTO
1. KOHIIEMIINS CUCTEMbI JOKYMEHTAIMOHHOTO 00eCreYeHUs Pedepar
obecrieueHus
Kopropanud. (2 yaca)
KOpHOpaluu
(TeopeTndeckuii Jlexuus 3. [IparmMatndeckuii moaxod U mparMaTUYeCKue
MOIYJIb) KOHIENINH CUCTEMBI JOKYMEHTAIMOHHOTO 00eCIIeYeHUS

Kopropanud. (2 Jaca)




1 2 3 4
Jlexuus 4. JIokyMEHTOBEJUECKHUI METO KOHCTPYUPOBAHUS
CTPYKTYPBI CUCTEMBI IOKyMEHTAIIMOHHOTO 00eCcIIeueHus
Kopropanud. (2 gac)
Teoperuxo- Jlexuus 5. YipaBieHuecKuid METO KOHCTPYUPOBAHMS
METOAOJIOTUYICCKUE  |cTPYKTYphI CUCTEMBI JOKYMEHTALMOHHOTO 00eCIeueHHs
OCHOBBI CUCTEM KOPIIOpaLHHu. (2 qac)
OKYMEHTAIlMOHHOT'O = =
1, [roryMeHTan Jlexkuus 6. CHCTEMHBIN ITOJIXO M CUCTEMOJIOTHYECKHUI Pedepar
obecnetenns METOJT KOHCTPYUPOBAHUS CTPYKTYPhI CUCTEMBI
KOpIOpaiuu
. JIOKYMEHTAIMOHHOTO 00ecrieueHus Kopropamud. (2 gac)
(Teopetnueckuit

MOJYJIb)

Jlekuus 7. HayuHblil OoAX01 M JUATEKTUYECKUI METO
KOHCTPYUPOBAHUS CTPYKTYPhI CUCTEMBI
JIOKYMEHTAIMOHHOTO 00eCIeYeHUsI KOPIOPALIUH.
Jnanextuyeckast CHCTEMOJIOTHS TOKYMEHTAllHOHHOT O
obecrieueHus Koprioparuu. 3akirodeHue. (2 Jac)

AOKYMCHTOIIOTOKOM U

2.3.2 3aHATHA CEMHUHAPCKOI0 THIIA

B crpykType yueOHON JEATENbHOCTH 10 HW3YYEHHUIO JUCHUUIUIMHBI «YTIpaBiIeHUE

CIyxk00l JTOKyMEHTallMOHHOTO

obecnieyeHus KOpIiopamnuun»

NPAaKTUYCCKHUE 3aHATHS (3aHATHS CEMHHAPCKOTO THIIA) OTBOAMUTCS 28 YacoB, WM YEThIPHAIIATH
JIBYX4YacOBBIX MPAKTHYECKUX 3aHATHH (ceMuHapoB). TemaThka MPAaKTHYECKUX 3aHATHA M HX
pacrpenenenue 1o paszesiaM JTUCIHUILINHBI IPUBEICHO B Tadmuie S.

Ta6n1z1ua 5 TemaTuka CCMHHAPOB U UX paACHIPCACIICHUC 110 pa3aciiaM JUCHHUITINHBI

HaumenoBanue . Popma
No Temarrka MpakTUYECKUX 3aHATUH (CEMUHAPOB) TEKYILETO
pasiera KOHTPOJIS
1 2 3 4
TeopeTuxo-
METOJI0JIOTHYECKHUE
OCHOBBI CUCTEM
1 |roxymenTaimoHHOrO .
* | oBecneqerms 3aHATHI CEMHHAPCKOTO TUIA HE PEIyCMOTPEHO Her
KOpIIopanuu
(Teopermueckmii
MOTYJIb)
[Mpaktnyeckoe  3amstTue 1.  MopenupoBaHue  JIOKYMEHTOIIOTOKA
KOpHOpAIHH, napameTphl, CBOHCTBa u XapaKTEePUCTHKU
JIOKYMEHTOIIOTOKa (2 Jaca)
[Mpaktuyeckoe  3ansTHe 2.  IIpakTH4eckoe  OCBOGHHE  METOJIOB
OIIpe/IeJIeHHs TapaMeTpOB, CBOMCTB U XapaKTEPUCTUK JOKYMEHTOIOTOKA
Monenu, Metoas 1| KOPHIOpaiu (2 uaca)
TEXHOJIOTUH [Mpaktryeckoe 3anarue 3. [IpakTHueckoe OCBOEHHE METOJOB OIIEHKH
YIpaBJieHUs 3¢ PEKTUBHOCTH JIOKYMEHTOIIOTOKA Kopriopau (2 Jaca)
2. |TOKYyMEHTOTIOTOKOM = Dcee
paKTH4ECKOE 3aHsTHE 4. MopenupoBanue YIIpaBJIEHUSA
Kopriopaumu - JOKYMEHTOIIOTOKOM KoprioparuH (2 gaca)
(MpaxTuueckuit
MOITyTh 1) [Mpaktnyeckoe 3ansithe 5.  MccnenoBanwe Mojeneld  ynpaBieHUS
JIOKyMEHTOIIOTOKOM KopropariyH (2 yaca)
[Mpaktnyeckoe 3aHsTHe 6. OOOCHOBaHHME  METOJOB  yIpPaBJICHUS
JIOKyMEHTOTIOTOKOM Koprioparuu (2 daca)
IIpaktudeckoe 3aHsATHe 7. Pa3paboTka TEXHOJOTHH  yIpPaBICHHS
JIOKyMEHTOIIOTOKOM KopropaiuH (2 yaca)

Ha




[paxTraeckoe 3aHsATHE 8. MonenmupoBanne CITY>KOBI
JIOKyMEHTAI[MOHHOTO 00ecIedeHus Kopnopaiuu (2 yaca)

[Ipaktnaeckoe  3amsatue 9.  IIpakTmdeckoe  OCBOCHHE  METOJOB
ONpeNieNIeHNs] MapaMeTpoB, CBOMCTB M  XapaKTEPUCTUK CHUCTEMBI
JOKyMEHTAI[MOHHOTO 00ecIedeHus Kopnopaiuu (2 yaca)

[paktraeckoe 3amstue 10. [IpakTHyeckoe OCBOEGHHE METOIOB OIECHKH
9(G(QEKTUBHOCTH  CHUCTEMBI JOKYMEHTAI[HOHHOTO obecrieueHus
Kopropamuu (2 Jaca)

Mopgemn, wmetoasl |
TEXHOJOTHH

VIOpaBJICHUS  CIIYyKOOH
JOoKyMeHTauHOHHOro  |[Ipaktmdeckoe 3amstue 11. IlocTpoeHmne opraHM3alMOHHOW CTPYKTYPHI

Occe
obecrieyeHUs CITy>KOBI TOKYMEHTAIIMOHHOTO o0ecnieueHus Koproparmu (2 yaca)
KOpIopauu .
(ITpaxTideckuit [Ipaktrdyeckoe 3amsaTHe 12. MognenmupoBaHue YHpaBICHHS CIyXO00i

MOZITIB 2) JIOKYMEHTAIlMOHHOTO 00eceueHus Kopropamuu (2 Jaca)

[paktryeckoe 3amsitue 13. HccnenoBanue Mozeneil U 000CHOBaHUE
METOJIOB yNpPAaBICHHS CIIYy)XOOH JTOKYMEHTAIIMOHHOTO O0eCreueHus
Kopropaiuu (2 yaca)

[Ipaktnyeckoe 3amsTre 14. Bribop u 00OCHOBaHWE TEXHOJOTHMA
YIPaBICHHUsI CIY>XO0H JOKYMEHTAIMOHHOTO YIPAaBJIeHUsI Kopropamun (2
yaca)

2.3.3 JlaGopaTopHble 3aHATHS.

B crpyktype yueOHON MOEATENbHOCTH IO U3YYEHHUIO JUCHUIUIMHBI «YTIpaBieHHE
JOKYMEHTOTIOTOKOM M CIYXOOW  JIOKYMEHTAlIMOHHOTO  OOECHedYeHUs:  KOPIIOparfu»
71a060PaTOPHBIX 3aHITHIA HE TMPETYCMOTPEHO.

2.3.4 llpumepHasi TeMaTHKa KYPCOBBIX Pa0doT (IIPOEKTOB)

B crpykType yueOHOH MAeATeNbHOCTH MO U3YYEHHMIO JAUCHUIUIMHBI «YTpaBiIeHHE
JOKYMEHTOTIOTOKOM M CIYX00# TOKYMEHTAIlMOHHOTO O0eCHeueHHs] KOPIOPAUu» KypCOBOM
paboThI HE MPEAYCMOTPEHO.

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 00eCeYeHUs 1JIs1 CAMOCTOSTeIbHOH pPadoThl
o0y4aromuxcs Mo JMCHUILIHHE (MOLY110)

VY4ebHo-MeToIMUecKoe 00ecreueHre MO BUAAM CaMOCTOSITEIbHOM pabOThI CTYIEHTOB
IpeJCTaBIeHo B Tabnue 6.

Tabnuna 6 — YueOHO-MeTOAUUECKOE 00eCIIeUeHHE JUCIIUITINHEI

No B CPC [Tepeuensb yueOHO-METOIUIECKOTO 00ECTIEUSHHSI TUCITUTUIUHEI 110
- BBITIOJTHCHUIO CAMOCTOSITEIIbHON PabOThI

1 2 3

1. KoHcriekT JIEKINI o NUCHUILIINHE «YnpaBieHue
JTOKYMEHTOIIOTOKOM u ciyx00it JIOKYMEHTAIMOHHOTO
obecrieueHrsT KOpHopanun», YTBEPKICHHBIM Kadempoil oobmiero,
CTpaTEernyeckoro, WH(GOPMAIMOHHOTO MEHEKMEHTa H OW3HeC
[IpopaboTka yueOHOTO [TTpotieccoB, MPoTokoa Ne  or T.

1 |(Teopernyeckoro) 2. Metoauyecke yKa3aHHS IO OpraHU3allid CaMOCTOSITENBHOM
MaTepuaa paboThI CTY/ICHTOB o TMCIIUTUTAHE «YnpasieHne
JTIOKYMEHTOIIOTOKOM u ciryx00it JTOKYMEHTAIMOHHOTO
obecrieueHrsT KOPIOpAIMKU», YTBEp)KIAEHHBbIC Kadeapoi ooiero,
CTpaTEeruuecKoro, HWH(GOPMAIMOHHOTO MEHEKMEHTa M Ou3Hec
MPOIECCOB, MPOTOKOJI Ne  oT T.




1 2 3
Brinonnenne
3. Meroauveckue  peKOMEHJAIMKM IO  PEUISHUI0  3ajad,
WHIUBUTYTbHBIX o
M YTBEPXKICHHBIE kadenpoii o011ero, CTPaTEruuecKoro,
2 |3agaHuii (IOJTOTOBKA
. MH(POPMAITMOHHOTO MEHEPKMEHTA U OM3HEC MPOIECCOB, POTOKOI
COOOIIECHMI,
- Ne or T
MPE3EHTALINN ) -
4. Metonuueckue pPEKOMEHIAMM [0 HAIKMCaHUIO pedeparos
2
BEPKICHHBIE kadenpoit o0miero CTPaTErnYecKoro
3 |Pedepar YTBEPK] denp LIETO, P ,

MH(POPMAITMOHHOTO MEHEPKMEHTA U OM3HEC MPOIECCOB, IPOTOKOI
Ne ot T.

TloaroroBka K
TEKYyILEMY KOHTPOJIIO

5. Metoauueckoe mocoOue 1O TMOATOTOBKM U BBINOJHEHHUIO
TECTOBBIX 33JIaHUH B CUCTEME TECTOBOT'O KOHTPOJISI, YTBEPKICHHBIC
kadenpoit  oOmiero,  cTpaTeruyeckoro,  HHQPOPMAIMOHHOTO
MEHEJKMEHTa U OM3HeC MPOIeCcCoB, MPOTOKOI Ne  oT T

Y4eOHO-MEeTOAUYECKHUE MaTepuasbl ISl CaMOCTOSITENIbHON pPadOThl 0OydYaromUXcs U3
YuCiia MHBAJIUAOB M JIMI C OTPAHUYECHHBIMU BO3MOKHOCTSIMU 3710poBbsi (OB3) mpenocraBisitoTcs
B (hopMax, aqanTHPOBAHHBIX K OTPAHUYEHHUSIM HX 3[J0POBBS M BOCIIPHUATHS UHDOpMALIIH

JUig au1 ¢ HapyIIEHUSIMU 3pEHUSL:

— B MieyaTHOM popme yBeTMUeHHBIM HIpUPTOM,

— B (popMe 3JIEKTPOHHOT'O IOKYMEHTA,

— B ¢popMme ayauodaiina,

— B ieyaTHOM (popme Ha si3b1ke bpaiins.

JInst i1l ¢ HapyIeHUs MM CllyXa:

— B TIe4aTHOU opme,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.
JIjig au1 ¢ HapyIIEeHUsIMA OIIOPHO-JBUTaTEIbHOTO anmnapara:

— B I1e4aTHoOM (opme,

— B (popMe JIEKTPOHHOTO IOKYMEHTA,
— B (popme ayamodaiina.
JlaHHBIIA TIepeYeHbh MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA

o0yJaromuxcs.

3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH.

AKTHBHBIE U HHTE€PAKTUBHBIE ()OPMBI IPOBEICHUS 3aHITHIA:
1. obcyxeHue cokHbIX Gumocopckux npodiIeM U TUCKYCCHOHHBIX

BOIIPOCOB;

. TPCHUHTU.

03N L KW

. pa3bop MpakTUYECKUX 3a/1a4 U KEHCOB;

. I/IH(bOpMaI_[I/IOHHO-KOMMYHI/IKaI_[I/IOHHI)Ie TEXHOJIOTUH,
. IPOEKTHBIE METO/Ibl O0YUECHHUS;

. ICCIIEZI0BATENbCKIE METOIBI B 00yUeHNH;

. METO/IbI TTOMCKa OBICTPBIX PEIICHUH B IPYIIIE;

. Ipo0JsieMHOE 00yYeHHe.

I[JBI Jiun ¢ OrpaHUYCHHBIMH BO3MOKHOCTAMH 3O0POBbBA MPEAYCMOTPEHA OPraHU3anud
KOHCYJ’IBTaHI/Iﬁ C UCITIOJIb30BaAaHHEM 3JT€KTpOHHOI>'I IIOYTHI.




4. OneHo4YHbIe CPeACTBA IS TEKYIEero KOHTPOJIsl YCIIeBAeMOCTH M IIPOMEKYTOYHOM
aTTecTalUH.

4.1 DoHJ O1LIEeHOYHBIX CpeacCTB AJisl MPOBEACHUSA TEKYIICT0 KOHTPOJISA.

KoHTposbHBIME 3aaHUSIMH JJIsI TIPOBEICHHS TEKYIEro KOHTPOJIS (aTTecTaluu) IIo
OCBOCHMIO JUCIUILTUHBI «JIOTHKa U METOAOIOTHS HAayYyHOT'O MO3HAHMS» SABJseTcs pedepar mo
npoOieMaTuke JIEKIMOHHOTO Kypca, B COOTBETCTBHHM C (HIOCO(DCKUMH, TEOPETHYECKUMH,
UCTOPUKO-HAYYHBIMU U METOJOJIOTUYECKUMHU OCHOBAHUSMH JUCCEPTAIIMOHHOTO MCCIIEIOBaHMA,
BBITIOJTHEHUE 33aHUI U ITOrOTOBKA OTBETOB HA BOIIPOCHI JIJISI 3a4€ETa.

[Tpumepnas Tematuka pedeparos:

1. CoBpeMeHHbIE TOAXOJBI M KOHLEMIUH CHUCTEM JOKYMEHTALMOHHOTO OOecTiedeHUs
KOPITOPAIIHH.

2. CTpykTypa CHCTEMBl JOKYMEHTALlMOHHOTO  OOECIeYeHHs  KOpIOpaluu, ee
TpaHchopManys B COBPEMEHHBIX YCIOBHUSX.

3. CymHOCTh HayYHOTO MOJXO0Ja U HAYYHOIH KOHIEMIMHA CHCTEMBI JOKYMEHTAI[HOHHOTO
oOecrnieueHrs KOpIoparuH.

4. XapaKkTepucTHKa HAyYHOTO MeETO/Aa IIOCTPOCHUS CHCTEMBbI JOKYMEHTAIlMOHHOTO
o0ecreyeHus.

5. CymHOCTh NparMaTUueckoro IOJAXO0Aa ¥ IMParMaTHYeCKOH KOHICTIIIMH CHCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIeYeHHST KOPITOPAITHH.

6. Xapakrepucruka IparMaTH4ecKoro MeTona HIOCTPOCHHS CHCTEMBI
JOKYMEHTAIMOHHOTO 00ECTICYeHHSI.

7. CymHocTh u XapaKTEePUCTHKA JOKyMEHTOBETYECKOT0 nojxoa u
JOKYMEHTOBETYECKON KOHIICTIIIUHM CUCTEMBI JOKYMEHTAIMOHHOTO 00eCTIeueH s KOPIIOPAIUH.

8. XapakTepuctuka  JOKYMEHTOBEJYECKOTO MeTo/a HOCTPOCHHUS CHCTEMBI
JOKYMEHTAITMOHHOTO 00ECTICYeHHUSI.

9. CymHOCTh M XapaKTepUCTUKAa KHOEpHETHUYECKOro (yMpaBlIEHYECKOT0) IMOAXoJa U
KHOEPHETHYECKON KOHIIEIIIH CUCTEMBI JOKYMEHTAIIMOHHOTO 00ECTIEYeHUST KOPITOPAITHH.

10. Xapakrepuctiuka KHOEpHETHUECKOro (YHpaBiIEHYECKOr0) MeToJa MOCTPOSHHS
CHCTEMBI JOKYMEHTAIMOHHOTO 00eCTICUeHHSI.

12. CymHOCTh CHCTEMHOTO TMOAXOJa W CHCTEMOJOIMYECKOW KOHLEMIMH CUCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIeYeHHST KOPITOPAITHH.

13. Xapakrepuctuka CHUCTEMOJIOTHYECKOTO METOIa MOCTPOEHUS CHUCTEMBI
JIOKYMEHTAIMOHHOTO 00eCIIeUeHusT KOPIOPALIHH.
14. CyurHocTh JTUAJIEKTUKO-CUCTEMOJIOTHUECKOH KOHIIEITNT CHUCTEMBI

JOKYMEHTAIMOHHOTO 00eCTIeYeH s KOPIIOpalny.

15. XapakTepucTika IHaJIeKTHKO-CUCTEMOJOTHUYECKOTO METO/a IMOCTPOCHUSI CHUCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIedeHusl.

16. CtpykTypa 1 Ki1accu(uKanus 10KyMEHTOOTOKOB KOPIIOPAIUH.

17. Cnyx0a 10KyMEHTAIlMOHHOTO 00ecreueHus: KOpIopaluu.

18. Opranuzanus JOKYMEHTOIIOTOKOB KOPIOPALMHU HA PA3TUYHBIX YPOBHSIX yIPaBICHUS.

4.2 ®oHJ OLIEHOYHBIX CPEACTB /ISl IPOBEACHHUS MPOMEKYTOYHOM ATTEeCTALUH.

[IpumepHBIil mepeyeHb BOMIPOCOB K K3aMEHY 10 BCEMY KYpCY.

1. Xapakrepuctuka CYIIECTBYIOIINX MOAXO0I0B 51 KOHIIEIAI CHUCTEM
JIOKYMEHTAITMOHHOTO 00eCredeHusT KOPIOPAaIIUH.

2. OyHIaMEHTANbHBIM  HAYYHBIH TOAXOJ W  Hay4yHas  KOHIEMIMS  CHCTEMBI
JTOKYMEHTAI[MOHHOTO 00eCTIeUeHUsT KOPIIOPAIIHH.

3. DeHOMEHOJIOTHYECKUH TMOAX0a W  (PEHOMEHOJOTUYECKHE KOHIICTIIHS CHCTEMBI
JTOKYMEHTAIMOHHOTO 00eCTIeUeHUsT KOPTIOPAIIHH.

4. Mertaduznueckuit MOAX0d Hu MeTapu3nIECKre KOHIIEIIINHA CHCTEMBI
JIOKYMEHTAITMOHHOTO 00eCIeYeHUsT KOPITOPALIHH.



5. lnanektuyeckuii HOJX0/ u THATICKTHYECKUE KOHIICTILIUT CHCTEMBI
JIOKYMEHTALMOHHOTO 00eCIIeYeHHsl KOPIIOpaLUH.

6. IIparmaTuueckuit MOJIXO0/1 u parMaTu4ecKue KOHIICTILIUU CHCTEMBI
JOKYMEHTAITMOHHOTO 00eCTIeYeHHsI KOPIIOPAIUH.

7. 1lpo0GnemMa MOCTPOEHUS TEOPUHM M METOAOJOTUU CHUCTEMBbI JIOKYMEHTALIMOHHOTO
o0ecreyeHus: KOpIoparuH.

8. JlokyMeHTOBeUeCKU i METOJ KOHCTPYUPOBAHHS CTPYKTYPBI CHCTEMBI
JIOKYMEHTAIUOHHOTO 00€eCTIeYeHHU .

9. YnpasneHueckuil METO, KOHCTPYHPOBAHUS CTPYKTYPbl CUCTEMBI TIOKYMEHTALIMOHHOTIO
o0ecreyeHusl.

10. CucTemMHBI MOAXOA M CHCTEMOJIOTMYECKHH METOJ KOHCTPYHUPOBAHHS CTPYKTYPHI
CHCTEMBI JOKYMEHTAIMOHHOTO 00eCIeUeHHUS.

11. HayuHblil noaxoa ¥ JUAJIEKTUYECKUN METOJ KOHCTPYHMPOBAHUS CTPYKTYPbI CUCTEMBI
JOKYMEHTAITMOHHOTO 00ECTICYeHHSI.

12. lnanekTuyeckasi CHCTEMOJIOTUS TOKYMEHTALIMOHHOTIO 00eCcIeYeHusl KOPIOpaltu.

13. CrpykTypa 1 Kinaccuukanus 10KyMEHTONOTOKOB KOPIIOPALUH.

14. Cnyx0a TOKyMEHTAIIHOHHOTO 00ECTIeYEeHNUsT KOPIOPAIIHH.

15. Opranuzanus JOKyMEHTOIIOTOKOB KOPIIOPALIMY HA PA3JIMYHbIX YPOBHSX YIIPaBJICHUS.

16. MoznenupoBaHue JOKYyMEHTOIIOTOKA KOPIOPALHH.

17. ITapameTpsl CBOWCTBA M XapaKTEPUCTHKH JOKYMEHTOIIOTOKA KOPITOPALIHH.

18. KagecTBO 11 3 PeKTHBHOCTH JOKYMEHTOIIOTOKA KOPITOPAIIHH.

19. Meroanyeckre OCHOBBI OINpENENIEeHUsl IapaMeTpoB, CBOWCTB U XapaKTEPUCTUK
JOKYMEHTOTIOTOKA KOPIIOPAIHH.

20. [TnoTHOCTH, MH(POPMAITMOHHAS TUIOTHOCTh U MH(POPMATUBHOCTH JOKYMEHTOIOTOKA
KOPITOpALHH.

21. Mojenu ynpasieHHs JOKYMEHTOIIOTOKOM KOPHOpPAIUH.

22. MeToap! ynpaBieHHs JOKYMEHTOIIOTOKOM KOPITOPAITUH.

23. CoBpeMeHHbIE TEXHOJIOTHH YIPABICHHS JOKYMEHTONOTOKOM KOPIOPAIIHH.

24. Mopenu ciyX0bl TOKyMEHTAllMOHHOTO 00eCTIeYeH s KOPIOPAIHH.

25. [lapameTphl, CBOWCTBA ©  XapaKTEPUCTHKH CHUCTEMBI  JOKYMEHTAIIMOHHOTO
oOecrnieueHns KOpIopaIuHu.

26. KauectBo U 3 (EeKTUBHOCTh CUCTEMbI JOKYMEHTAIlMOHHOTO  OOecreyeHHs
KOPITOPAIHH.

27. Mojnenu ynpaBieHHs CITy>KOOH JOKYMEHTAI[HOHHOTO 00ECTIEYeHUST KOPITOPAIIHH.

28. MeTozp! ynpaBieHHs CIIy>KOOH JOKYMEHTAI[HOHHOT'O 00eCTIeYeHHs] KOPIIOpaIHH.

29. CoBpeMeHHbIE TEXHOJIOTHHU YIPABIEHUS CIykKO00H TOKYMEHTAIlMOHHOTO 00eCeueHHsI
KOPITOpAIHH.

DK3aMeH Mo AUCIUITTHHE SBIISeTCs (POPMOIl HTOrOBOTO KOHTPOJIS MO KYpCYy.
Conepxanne JKk3aMeHa

Bpewms noaroroBku — 30 MUHYT

1. IToaroroBka oTBeTa Ha 1-if Bompoc o o0ImM mpodIeMam.

2. HO,Z[FOTOBKE[ OoTBeTa Ha 2-i BOIIPOC IO CIICUAJIbEHBIM HpO6HCMaM KJIaCCUYECKOH H
COBpeMeHHOI\/II JIOTUKH U MECTOOOJIOTUH HAYUYHOT'O ITO3HAHUA.

3. YcrHas Gecena mo nmpobieMaM BOIIPOCOB.
Kpurepuu onenku.
1. ITonuManme TeKCTa MO CBOEMY HAYYHOMY HAIPaBICHUIO

«OTJINYHO» (3a4YT€HO) - aHaliu3 BOIPOCOB IMPOBEJAEH YCIEIIHO U CHUCTEMAaTHYECKH,
OCHOBHasi MHoOpMAIUsi B OTBETE IPEICTaBICHA TOYHO U AJCKBATHO, aBTOP BBIPAXKAET CBOE
OTHOIICHHE K COJIEP)KAHUIO;



«XOopouIo» (3aqTeH0) - aHaJIM3 BOIPOCOB MPOBCACH B ILCJIIOM YCICHIHO, HO HMCIOTCA
OTACIBbHBIC OI_HI/I6KI/I, OCHOBHAasa I/IH(bOpMaHI/ISI B OTBETC IIOJMCHACTCA BTOpOCTeHeHHOﬁ;

«YZOBJICTBOPUTEIHHO» (3aYTEHO) - aHAJIU3 BOIPOCOB MIPOBEJICH B 1I€JIOM YCIEIIHO, HO HE
CUCTeMaTUYECKH, HHPOpMAIIHS MPECTaBlIeHa HE JOCTATOUYHO a/IeKBATHO.

«HEY/I0BJIETBOPUTEIIbHO» (HE 3aU4TEHO) - aHAJIU3 BOIIPOCOB IIPOBEJIEH ITOBEPXHOCTHO, 0€3
JOJIKHOTO MMOHMMAaHUS U3JIaraeMoro MaTepuala U BiaJIleHus: IPeIMeTOM U METOJI0JIOTHEN Kypca.

OneHouHble CpeicTBa [Ulsl MHBAIMAOB M JIMII C OIPAaHUYEHHBIMH BO3MOXHOCTSMU
3JI0pOBbsI BEHIOUPAIOTCA C YI€TOM MX WHAUBUIYAIbHBIX TICUXO()U3NYECKIX OCOOCHHOCTEH.

— IIpH HCO6XO,Z[I/IMOCTI/I HHBaJIWJaM W JHOaM C OIpaHHY€HHBIMH BO3MOKHOCTIMU
3A0POBBA MPEAOCTABIACTCA JOIIOJIHUTCIBHOC BPEMA IJIA TOATOTOBKU OTBCTA HA 9K3aMCHC,

— IIPpHU IIPOBEACHUH ITPOLCAYPHEI OUCHUBAHUA PE3YJIbTATOB O6y‘ICHI/IH HHBAJIMAOB U JIHII C
OIrpaHUYCHHBIMH BO3MOXHOCTAMU 30POBBA IMMPEAYCMATPUBACTCA HUCIIOJIB30BAHUC TCXHHUYCCKUX
CpCacCTB, HeO6XOI[I/IMI>IX UM B CBA3U C UX NHAUBUAYAJIbHBIMU OCO6CHHOCTHMI/I;

— IIpH HCO6XO,Z[I/IMOCTI/I JIIA 06yqa101u14xc;1 C OIrpaHUYCHHBIMHA BO3MOKHOCTAMU 310POBbA
U HWHBAJIKWIOB IIpouecaAypa OLCHHUBAHHA PC3YJILTATOB O6y‘I€HI/I$I o JUCHUIIIMHE MOXCT
MMPOBOANUTHCA B HCCKOJILKO 3TAaIlOB.

[Ipouenypa oreHUBaHUSI Pe3yIbTATOB OOYYCHHUS WHBAIHMJIOB U JIMIl C OIPaHUICHHBIMU
BO3MOXKHOCTSIMH  3JIOPOBbSI 10 JUCHUIUIMHE (MOJIYJIIO) MpEIyCMaTpUBaeT IPEIOCTABICHUE
uHpopManuu B QopMmax, aTanTHPOBAHHBIX K OTPAHUYCHHSIM WX 3J0POBbS M BOCIIPHUSATHUS
uHpopMmanuu:

JUig au1 ¢ HapyIIEHUSIMU 3PEHUSL:

— B ieyaTHOM (popme yBeIMUEHHBIM HIpUPTOM,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

JIist AL ¢ HapyIeHUsAMHU CITyXa:

— B TIe4aTHOU opme,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

Jljig U1 ¢ HapyIIeHUsIMA OIIOPHO-JBUTaTEIbHOTO anmnapara:
— B TIe4aTHOU opme,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TIepeYeHh MOXET OBbITh KOHKPETHU3UPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
CTYJICHTOB.

5. IlepeyeHb OCHOBHOI M JONMOJHMTEJLHOH y4eOHOH JMTEPATypbl, HEOOXOAUMOIL
JJIS1 OCBOEHMS IV CHUILIHHBI (MOIYJIA).

5.1 OcHoBHasi 1uTEpaTypa:

4. boikoBa T.A. JlokyMeHTallMOHHOE oOOecreueHue YIpPaBICHUS HErocyAapCTBEHHBIX
opranu3zanuii [Tekct]: yaeOHOe mocobue /st ctyneHToB By30B / T.A. brikoBa, JI.B. Cankuna. —
M.: UHOPA-M, 2011. — 288 c.

5. JlokymeHTalMoOHHOE obOecriedeHue ympaieHus [TekcT]: yuyeOHHMK Ui CTYICHTOB
By30B / [A.C. I'punbepr u ap.]. — M.: [FOHUTU-TAHA], 2015. - 391 c.

6. Poroxun M.IO. JlokymeHTalimoHHOe oOOeCmedYeHrue  yIpaBlIeHUS:  y4eOHO-
npaktuueckoe nocooue / M.IO. Poroxun. — M.; bepaun: JIupekr-Menua, 2014. - 384 c¢. To xe
[Onektponnbnii  pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253704
(08.11.2017)



http://biblioclub.ru/index.php?page=book&id=253704

5.2 lomotHUTE/IBLHASI JIUTEpPATypa:

1. YopaBnenue gokymeHtamu: ydyeOHumk / KopneeB, HWropp KoHcTaHTHHOBHUY,
A.B. ITmenko, B.A. Mamypues; W.K. Kopuees, A.B.Ilmenko, B.A.Mamypues. — M.:
NHOPA-M, 2009. — 299 c.

2. JIOKyMEHTAIlMOHHOEe O0eCIeueHNe YIpaBJICHUs: Y4eOHUK ISl CTYACHTOB BY30B /
A.C. I'punbepr u ap. — M.: OHUTU-IIAHA, 2010. — 391 c.

3. JlokyMeHTalMOHHOE O0€ecIeYeHNe YIPABICHUS HETOCYJapCTBEHHBIX OpraHU3aLUi:
yaeOHoe mocobme s crynaeHTtoB By3oB / T.A. beikoBa, JI.B. Cankuna; T.A. beikosa,
JI.B. Caukuna. — M.: UHOPA-M, 2011. — 288 c.

4. JlIokyMeHTallMOHHOE OOEeCIeUeHre YMPaBICHUS MPOEKTaMU: Y4eOHO-METOJIUYECKOe
nocobue / M.B. Jlapun, M.M. Jlapun; M.B. Jlapun, M.M. Jlapun; Beepoc. HayuHO-uCCIen0BaT.
WH-T JOKYMEHTOBEJICHUS U apXxuBHOTO Aena. — M.: [BHUUIAL], 2011. — 187 c.

5. CnuBak B.A. JlokymenTupoBanue YIIPABJICHYECKOU JeATEIbHOCTH.
HenonpousBoactso: [yueOHoe mocobue] / CnuBak, Bnagumup Anekcanaposuy;. - CII6. [u ap.]:
[TUTEP, 2006. - 235 c.

Jl51s ocBOGHHS AUCHMILTMHBI HHBAIUIAMH U JIUIIAMHA C OTPAHUYEHHBIMUA BO3MOXXHOCTSMU
3/10pOBbsSl MMEIOTCSI M3JaHMsI B 3JIEKTPOHHOM BHJI€ B 3JIEKTPOHHO-OMOIMOTEUHBIX CHCTEMaXx
«Jlanpy, «¥Opaiit» u ap.

5.3. Illepuoauyeckue u3IaHusl:

l. OreuecTBEHHbIE apXUBbI (BAK), http://www.rusarchives.ru/izdaniya-i-
publikacii/otraslevye-smi/zhurnal-otechestvennye-arhivy/o-zhurnale.

2. Ucropuueckuii apxuB (BAK), http://www.rosspen.su/ru/archive/.

3. Uadopmarnmonnoe npaso (BAK), http://www.infolaw.ru/.

4. Bectauk apxusucta (BAK), http://www.vestarchive.ru/.

5. JlenonpousBoacTso, http://www.top-personal.ru/officeworks.html.

6. Cekpetapckoe neno, http://sekretarskoe-delo.ru/.

7. Jenonpou3BOACTBO M JOoKyMeHTooOopoT Ha mpennpustuu (BAK), http://www.delo-
press.ru/journals.php?page=documents.

3.Poccuiickuii ;xypnan menexmenta (BAK), http://gsom.spbu.ru/gsom/publishing/rjm/.

4. ITpobnemsl Teopuu 1 npakTuku ynpasinenus (BAK), http://www.uptp.ru/.

5. Menemxment B Poccun 3a pydexxom (BAK), http:// www.mevriz.ru/.

2. Kpearusnas sxonomuka (BAK), https://bgscience.ru/journals/ce/.

7. Unpopmannonnoe oduiectso (BAK), http://www.infosoc.iis.ru/.

8. Bonpocsl skoHomuku (BAK), http://www.vopreco.ru/.

6. Ilepeyenbr pecypcoB  HH(POPMANUOHHO-TEJEKOMMYHHMKAIIMOHHON  ceTH
«/HTepHET», HEOOXOAMMBIX /IJISI OCBOCHUS] TUCHHMILINHBI (MOYJIs1).

1. ODnektponnas OubnuoreyHas cucrema "YHuBepcuterckas Oubnnoreka ONLINE"
(www.biblioclub.ru).

2. DnekTpoHHast OnbaroTeuHas cuctema usaarenbcersa "Jlane". (hitp://e.lanbook.com/).

3. DnekrponHas oubmuoreunas cucrema "FOpaut" (http://www.biblio-online.ru).

4. Konneknusi  )KypHalioB m3nateiabctBa Elsevier wa moprame Science Direct
(http://www.sciencedirect.com/).

5. DIeKTpOHHAS onbanorexa "N3naTenbpCcKoro oMa "I'pebeHHUKOB"
(www.grebennikon.ru).

6. [TIoTHOTEKCTOBBIE apXWBBI BEAYIIMX 3allaJHBIX HAYYHBIX XYpHaJOB Ha Poccuiickoii
iatdopme HayuHbIx )xypHanoB HOUKOH. (http://archive.neicon.ru).

7. Hayunas snextponnas oubianoreka eLIBRERY.RU (http://elibrary.ru/defaultx.asp).

8. Poccwmiickas rocynmapcTBeHHas OuOIMOTEeKka. DIeKTpoHHAss OubnmoTeka: OuOmMoTeKa
muccepraruin (http://diss.rsl.ru).
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9. DNeKTPOHHBIN Kartajuor pPOCCUICKHUX JyccepTanui (punmocodust)
(http://www.disserr.com/catalogue/code-09.html)

10. Elsevier B.V. Dnekrponnsie 06a3er  (Scopus, Science Direct wu ap.)
(http://elsevierscience.ru/products/).

7. MeTtoauveckne yKazaHusi AJs OOyYAIOIIMXCH IO OCBOEHMI) IHCHMILIMHBI
(MoayJisn).

IIpu ocymecTBieHnn y4eOHOH paboOTBl 1O OCBOGHHIO Kypca HCIIOJIB3YIOTCS
COBPEMEHHBIE oOpa3oBaTenbHbIC METOANKH (MHpOPMAIIMIOHHO-KOMMYHUKAIIMOHHBIE
TEXHOJIOTHH, UCCIIEIOBATEIILCKHE METO/IbI, TPOOJIEMHOE O0yUYEHHE U Ip.).

B yuebGHOM mporiecce TpUMEHSIOTCS aKTUBHBIE U MHTEPAKTUBHBIE (DOPMBI MTPOBEIICHUS
3aHITHIA (METOJ MPOEKTOB, METO]T MMOMCKA OBICTPBIX PEUICHHI B rpymnme u ap.). [Ipeanonaraercs
MPOBEJICHNE HWHTEPAKTUBHBIX JIEKIUNA C MYJIbTUMEIUHHOW CUCTEMOH, OOCYXKIACHHE CIIOKHBIX
po0JieM U TUCKYCCUOHHBIX BOIIPOCOB.

YcnemHoe ocBoeHHE MaTepuana Kypca IMpearnosiaraet OOJIBIIYI0 CaMOCTOSTENbHYIO
paboTy CTyIEHTOB U PYKOBOACTBO JTOM paboToii cO CTOpOHBI mpenogaBatens. Ha
camocTosiTeNlbHyl0  paboTy  crymeHtoB 1o  aucuuiuimae  b.B.OJ.3  «YmpaBnenue
JIOKYMEHTOTIOTOKOM U CITY>KO00¥ JOKYMEHTAI[MOHHOTO 00ECIIeUeHUsI KOPIIOpaIun» oTBoauTCs 44
4. OT o0mIel TPYJOEMKOCTH Kypca JUisl CTYJEHTOB O4HOU ¢opMmbl oOyueHusi. ConpoBOXKACHUE
9TOH pabOTHI MOKET OBITh OPTraHU30BAHO B CIEAYIOMHX (OpMax:

1. xoHCynbTauMu (MHAMBHUAyallbHbIE U TPYIMIOBHIE), B TOM 4YHCIE C MNPUMEHEHUEM
JUCTAaHIIMOHHOM Cpeibl 00yUYEeHMUS;

2. NPOMEXYTOYHBIA KOHTPOJIb XOJa BBINOJHEHUS 3aJaHU HA OCHOBE PA3JIMYHBIX
CIOCO0O0B B3aMMO/ICHCTBHS B OTKPBITON HH(OPMAIIMOHHOH cperie.

CamocrodrenbHas paboTa CTY/I€HTOB 3aKJIIOYaeTCs B MOJATOTOBKE OTBETOB Ha BOIPOCHI,
JIOKJIaJOB U HaIUCaHUM pedepaToB B TeUeHHE Bcero cemecTpa. KoHTposb ocymiecTBisercs
nyTéM NMPOBEPKH pedepaToB, IPOBEIEHUSI OIPOCOB U 3aCIYIIMBAHUS JOKIIAI0B.

MeTtoaudeckne peKOMEeHIaluU K caue IK3aMeHa

CryneHTsl 00s3aHbI C/aTh 9K3aMEH B COOTBETCTBUU C YYEOHBIM IUIAHOM. OK3aMEH
aBisgeTcss (OpMOI KOHTPOJISI YCBOEHHUS CTY/JEHTaMU y4eOHOW MPOrpaMMbl MO JUCHMILIMHE WIN
€€ YacTH, BHIIIOJHEHUS NPAaKTHYECKUX, KOHTPOJIbHBIX, pedepaTuBHBIX paboT.

Pesynbrar cpaunm SK3amMeHa IO NPOCIYIIAHHOMY KypCY OILIGHMBAIOTCSI Kak HWTOT
JEATEIIBHOCTH CTYIEHTAa B CEMECTPE, a MMEHHO — IO IOCEIIAEMOCTH JIEKLIUH, pe3ylbTaraM
paboThl Ha MPAKTUYECKUX 3aHATHUSX, BBINOJIHEHUS CaMOCTOSTENbHOM paboTel. Ilpu 3TOM
JIONyCKaeTcsl Ha O4YHOHM (opme oOydeHus npomyck He Oosiee 20% 3aHATHH, ¢ 00s3aTeNbHOM
OTpabOTKOM MpPOMYIIEHHbIX CceMUHApoB. CTyIEHThl, Y KOTOPBIX KOJUYECTBO IPOITYCKOB,
OpPEBBIIIAET  YCTAaHOBJICHHYIO HOpPMY, HE  BBIIOJHHMBIIME BCE€ BHIAbl  paboT U
HEYJIOBJIIETBOPUTEIHHO paboTaBIIME B TEYEHHE CEMecTpa, MpoXoaaT coleceoBaHUE C
IpernoaaBaTesieM, KOTOPbIi ONpPAIIMBAET CTYAEHTA Ha NPEAMET BBISIBICHUS 3HAHUS OCHOBHBIX
MOJIOKEHUHN JUCHIUTIINHBI.

B ocBoeHnU IHCHUIUIMHBI MHBAIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMHU
3JI0POBBsSI OOJIBIIIOE 3HAUCHHE HMMEEeT HWHIMBHIyalbHas y4deOHas paboTa (KOHCYJbTAIUH) —
JIOTIOJTHUTEILHOE pa3bsiCHEHUE YUeOHOro Marepuaia.

WnauBuayanbHble KOHCYJIbTAIMM IO TMPEAMETY SBISIOTCS BaXHBIM  (DaKTOpOM,
CHOCOOCTBYIOIIMM MHIWBUIYAIN3ALUU OOYUYEHHUS U YCTAHOBJIEHUIO BOCIIMTATEILHOTO KOHTAKTa
MEXIy TpernojaBaTeieM W o00yJarollMMcS WHBAIMJIOM WJIA JIMIOM C OrpPaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBSI.

8. Ilepeyenbr MH(POPMANMOHHBIX TEXHOJOTHI, UCIOJIb3yeMbIX MPH OCYLIECTBJICHUU
00pa3oBaTeILHOIO NMpouecca No AUCHUILINHE (MOIYJIIO).

8.1 IlepeuyeHb HHPOPMAMOHHBIX TEXHOJIOTHIA.


http://www.disserr.com/catalogue/code-09.html
http://elsevierscience.ru/products/

1. DnekrponHas moura Mail.ru ¢ odsaunbsIM cepBrucoM obsiako@mail.ru
2. UarepHer KoH(pEpEHII-CBI3b FreeConferencecall.com. Becmatnas yciyra

koHpepentl cszu (https://www.freeconferencecall.com)

8.2 IlepeueHb HEOOXOAUMOI0 IPOrPAMMHOI0 00eCIeYeHHUsl.

CHeI_II/IaJILHbIe KOMIIBIOTCPHBIC ITPOrpaMMbl HE UCITIOJIb3YIOTCA.

8.3 IlepeueHb HHPOPMATMOHHBIX CIIPABOYHBIX CHCTEM:

1. CnpaBouno-nipaBoBas cuctema «Koncynprant [Tmrocy (http://www.consultant.ru).
2. Dnextponnas oubdauoreynas cucrema eLIBRARY.RU (http://www.elibrary.ru)/.
3. basel mannbix kommnanuu «Mct Beroy (http://dlib.eastview.com).

4. Hayunas snextponHas 6ubanoreka «Kubepnenunkay (http://cyberleninka.ru/).

9. MarepuajabHo-TexHUYecKass 0a3a, HeoOXxoauMmasi JJsl  OCYLIeCTBJIEHUS
o0pa3oBaTe/IbHOIO NpoLecca Mo JUCHUIIMHE (MOAYJII0)

XapakTepucTuka MaTepUaTbHO-TEXHUYECKOW 0a3bl IS OCYIIECTBICHHS Pa3IUYHBIX
BUJIOB Y4€OHOM pabOThI 10 NUCIUIUIMHE MIpeICTaBlIeHa B Tabnule 7.

Tabmuna 7 — MarepuanbHO-TeXHHUECKas 0a3a s pa3IMyHbIX BUOB Yu4eOHOI paboThI

MarepualibHO-TEXHHYECKOE 00eCTieYeHnEe TUCIUTIITUHBI

Ne Bua pa6or
(MOJILy1ns) ¥ OCHAIIEHHOCTh

1. Jlexumonneie 3ausatus | Aynutopus A 409, ocHamieHHast TPE3CHTAMOHHON TEXHUKOU
(nHTEpaKTUBHAS JIOCKa, IIPOEKTOP, JKpaH,
2. CeMuHapcKue 3aHATHS | KOMIBIOTEP/HOYTOYK) M COOTBETCTBYIOIIMM IPOTPAMMHBIM

obecneuenuem (I10)
3. CamocrosTenbHas Kabuner 1ms camMocTOsITENbHONM  pabOThl, OCHAIIEHHBII
paboTta KOMIIBIOTEPHON TE€XHMKOW C BO3MOXHOCTBIO NOIKIIOYEHHS K

cetn «lHTEepHeT», mporpaMMol 5KpaHHOIO YBEIMYEHUS U
00€CMEeYeHHbIN JOCTYNIOM B 3JEKTPOHHYIO HH(OPMAIMOHHO-
00pa30BaTeNbHYIO CPEly YHUBEPCUTETA.



mailto:облако@mail.ru
https://www.freeconferencecall.com/
http://www.consultant.ru/
http://www.elibrary.ru)/
http://dlib.eastview.com/
http://cyberleninka.ru/

PEIIEH3USA
HAa pado4y0 NPOrpaMmy AUCHUIINHBI
b.B./IB.7.1 YnpaBjieHHe JOKYMEHTONOTOKOM H CJIyK00# JOKYMEHTALUHOHHOI0
o0ecneyeHus KOpopauuu
CocraButenu:
KaHauaaT TEXHUYECKUX HayK, JOLCHT Ka(beI[pI)I O6IJ.[CFO, CTPaTeru4cCKoro, PIH(bOpMaI_[I/IOHHOl"O
MeHekMeHTa 1 ousHec-niporieccoB PI'BOY BO «Kyol'Y»
3axapan Muxaun Pagadsnoeuy
KaHIuAaT (PU3MKO-MaTeMaTHIEeCKUX HAYK, JOICHT, TOIEHT Kadeaphl 00IIEro, CTpaTerniecKoro,
nH(popManmoHHOTO MeHeKMeHTa 1 OuzHec-porieccoB PI'BOY BO «KyoI'Vy,
PYKOBOJMTEIb MarucTepCKou nporpamMmbl «OpraHn3aliiOHHOE IPOEKTUPOBAHNUE CUCTEM YIIPABICHUS»
Casuenxo Auopeiti Ilasnosuu

B pabouyio mnporpaMmy JIUCHUIUIMHBI «YIPaBJIEHHE JTOKYMEHTOIIOTOKOM M CIIYyKO00#
JOKYMEHTALIMOHHOTO 00eCredeHusl KOPIopaluu» COCTABUTEIN BKIIOUMI CIIEAYIONHE OCHOBHbBIE
pazzens:

- LIEJIM 1 33/1a4M OCBOEHHUSI TUCHUTUINHBL;

- MecTO aucuuIuinHbl B cTpykrype OOII BO;

- TpeOOBaHUSA K pe3yJbTaTaM OCBOEHUS COACPKAHUS TUCIUIINHBL;

- COZIEp’)KaHHUE U CTPYKTYpa AUCIUTUIUHBI (MOTYJIS):

- 00pa3oBaTeIbHbIC TEXHOJIOTHH;

- HHTepaKTUBHbIE 00pa30BaTeIbHbIE TEXHOJIOTUH, UCIIOIb3YEMbIE B AYAUTOPHBIX 3aHATHIX;

- OILICHOYHBIE CpEICTBAa I TEKYIIEro KOHTPOJSA YCIIEBAEMOCTH M IPOMEKYTOYHOMU
aTTEeCTAallUU;

- yueOHO-METOYECKOe 0OecreyeHue AUCUUILIMHBI (MOAYIs);

- MaTepuaIbHO-TEXHIUUECKOE 0OecredeHne JUCIUILIHHBI (MOIYIIA).

Jannbie pasnensl obecneunBatoT BeinmoiaHeHue TpedoBanuii ®I'OC BIIO mo HampaBieHHto
noarotoBkn 46.04.02 JIOKyMEHTOBEJEHUE W APXUBOBEICHHME, COOTBETCTBYIOT [IpumepHoi
OCHOBHOM 00pa30BaTEIbHOMN MPOrpaMMe.

B paboueii mporpamme ompenesieHo MecTO U POjib JAUCHUIUIMHBI B  (OPMUPOBAHUU
OOIIEKYNbTYPHBIX U NpOo(EeCCHOHANBHBIX KommeTeHIuid. Ha 23Toli ocHOBe 00OCHOBaHHO
chopMynHpoBaHbl y4eOHbIE 1€ U 3aJa4dl M3y4eHUs JaHHOW JUCIUIUIMHBI B COOTBETCTBHH C
COBPEMEHHBIM YPOBHEM pa3BUTHUs TEOPUHM M METOAOJOTMU CHCTEM JIOKYMEHTAlMOHHOI'O
oOecrieyeHus1 KOPIOpaLH.

Crnenyer OTMETUTh, YTO B pabodyeil mporpamMme NpeayCMOTPEHO MIMPOKOE HCIOJIb30BAHHE
COBpPEMEHHBIX 00Pa30BaTEIbHBIX TEXHOJOTHI Ha OCHOBE HMH(OPMAIIMOHHO-KOMMYHHKAIIMOHHBIX
TEXHOJIOTUH.

3akiarouenune

PabGouass mnporpamMma JUCUUIUIMHBI «YTIpaBi€HHE JOKYMEHTONOTOKOM U  CIIy»XO00H
JOKYMEHTAIIMOHHOTO  OOECTeueHHs]  KOPIOpalHuu»  COOTBETCTBYET BCEM  TpeOOBaHUSM
HOPMATUBHBIX JIOKYMEHTOB, MPEIbSABISEMbIM K pabOyuM MporpamMmaM yueOHBIX TUCIUIUIMH.
Jlannast pabouasi mporpaMMa MOKET OBbITh PEKOMEHJOBaHAa K H3JaHUI0 U MPAKTUYECKOMY
UCIOJIb30BAHUIO B IOATOTOBKE MAarucTpoB II0 Marucrepckoil mnporpamme «OpraHu3alOHHOE
IPOEKTUPOBAHUE CUCTEM YNPABIEHUs» HanpasieHUus noarotoBku 46.04.02 «/loxymeHnToBeneHue
U apXHUBOBEICHUE.

Penensent

HavaJIbHUK OTAEIa
CITy>keOHOM IepernucKu ,
anMHHHCTpanuu KpacHonapckore/Kp ) '~ M. W. bonnapesa

«30» mrousa 2017 r.




PEINEH3UA
Ha pado4yi0 y4eOHYI0 IPOrpaMMy 1o AUCHUILJINHE
b1.B./IB.7.1 YnpaBjeHue 10KyMEHTONIOTOKOM H CJIYyK00i1
AOKYMEHTAIMOHHOT0 00ecneYeHusi KOPIopauuu

Pabouas yueOHas rporpamma b1.B.JIB.7.1 «Y1paBieHue
JIOKYMEHTOIIOTOKOM M CITY»KOOM JTOKYMEHTAIIMOHHOTO 00ECTeUeHUsI KOPIOPALIUU»
[0 MAaructepckoil mnporpamme «OpraHu3alMOHHOE TMPOECKTUPOBAHUE CHUCTEM
yIOpaBJICHUS» COCTaBieHa B cooTBeTcTBUM ¢ TpeboBanusmu PI'OC BIIO u
[IpumepHOii OCHOBHOM 00pa3oBaTeNbHOM MpPOTpaMMoOil IO  HampaBICHUIO
noArotoBku 46.04.02 MeHe1>)KMEHT.

Copeprkanus padouelt mporpaMmmsl cooTBeTcTBYET TpeboBanusiMm OI'OC BITO
(B wactHoctu . 7.3,7.4,7.5,7.6,7.7,7.8).

Conepxxanue paboueld mporpaMMmbl COOTBETCTBYET ITOCTABJIICHHBIM IICJISIM,
COBPEMEHHOMY YpPOBHIO M TEHACHIMSM Pa3BUTUS OPTaHU3ALMOHHON HAyKH,
CIIOCOOCTBYET  TMOBBIIIEHUIO A(OPEKTUBHOCTH  HCMHOJb30BAHUS TEOPUM U
METO/IOJIOTUU CUCTEM JOKYMEHTAIIMOHHOTO 00ECTICUeHHsI B yIpaBlieHU:d PrupMoit B
YCIIOBUSIX MOJIEPHU3ALIMKA MPOU3BOJICTBA U TMOBBIIICHHUS] KOHKYPEHTOCIIOCOOHOCTH
IIPOAYKIIUH.

[Ipu pazpabotke paboueid yueOHON IporpaMMbl HCIIOJIb30Baach HOBEHIIAs
OTEUECTBEHHAs U 3apyOe)kHas IuTepaTypa u cOOCTBEHHbIE U3IaHUsI KadeIphl.

ConepxaHus pa3feinoB ONTUMAIBHO HACBIMIEHbl M CTPYKTYPUPOBAHBI,
1enecooOpa3sHo pacnpesiesieHbl Ha JICKIIMOHHBIE W CEMUHApPCKHE 3aHSATHSA, B
COOTBETCTBHHU C TPYJOEMKOCThIO B Uacax, Ha OCHOBE (DYHIaMEHTaJIbHOCTH.

PaGouass yueOHass mnporpamMma OTJIMYAETCS JIOTMYECKOHW CTPOWHOCTHIO,

MPaKTUYECKON HAIPABJICHHOCTHIO.

Jnst  Oojmee  KauyeCTBEHHOTO  M3YYEHUs]  JUCHMIUIMHBI ~ HEOOXOJIUMO
MPEAYCMOTPETh NPUBJICYEHUE HA JICKIMOHHBIE U CEMHHAPCKUE 3aHATHUS YUYEHBIX
POCCHIMCKMX ¥ 3apyOeXHBIX YHHBEPCUTETOB, a TakKe MacTep KIAcChl ¢
DKCIIEPTAaMU U CICIHAIUCTaMH B OOJIACTH JIOKYMEHTAIlMOHHOTO oOecreueHus
KOpIIOpaluHu.

3AKJIIOYEHUE

PaGouass yuyebnas mporpamma mo gucimiuimde b1.B.JIB.7.1 «Ynpasnenue
JIOKYMEHTOIIOTOKOM M CTY)KOOH JOKYMEHTAITMOHHOTO 00ECTICUCHUS KOPIIOPAITUN
MOJKET HCIOJIb30BAaThCA B YYEOHOM TpoIleccCe MO peaM3allid MarucCTepCKOn
nporpamMmbl  «OpraHu3allMOHHOE TIPOSKTHPOBAHWE CHUCTEM YIIPABICHUS» TIO

HarnpasJIeHUI0 noAroToBku 46.04.02 JIOKyMEHTOBEIEHUE W apXMBOBEICHHUE B
OI'BOY BO «KyoI'Vy.

3asenyromuii kapenpoit « IKOHOMHUKA U OpraHM3allKsl IPOU3BOACTBAY

MI'TY um. H. D. baymaHa, HCTIOTHUTENBHEBIN JTUPEKTOP HEKOMMEpYECKOro
napTHepcTBa «OOBEMHEHNE KOHTPOJIIIEPOB) HOKW H MKHX HayK,
npodeccop P’ ;;/ 3

20 urong 2017 rona.




