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1 ey n 3axa41 H3y4YeHUs M CHHUILIMHBI (MOIYJIsA)

1.1 Ileab ocBOEHUS JUCIHTUILIHHBI

Heaun aucOMIUIMHBLI. CHOPMUPOBATH Y CTYACHTOB IIEJIOCTHOE WPEICTABJICHUE O
HaIpaBIICHUH, OCBOUTH BJIa/ICHUE TEHCHIUSIMU pa3BUTHUSA nH(}OpPMALIMOHHO-
JOKYMEHTAI[MOHHOTO  OOECIICUeHHUs] YNpaBICHUS W AaPXUBHOTO JIeNa, JaTh HAaBBIKU

COBCPUHICHCTBOBAHUA OpraHuU3allid XpPaHCHUSA JOKYMCHTOB, C(bOpMI/IpOBaTB CIIOCOOHOCTH
COBCPHICHCTBOBATbh JOKYMCHTAIMOHHOC oOecrcycHue YIIpaBJICHUA.

1.2 3agaun AMCHUILIHHEL

,Z[JISI JOCTHIKCHHUA ueﬂeﬁ peIIaroTCd CJICAYIOUC 3aaa4U U3YUCHUA JUCHUIIIINHBI:
Teopemuqecmﬂ KOMNOHeHma.

- c(OpMHUPOBATH y CTYJCHTOB IIEJIOCTHOE TPEACTABICHUE O HAIIPABIICHUH;
IloznasamenvHasn komnoHenma:

copMHUpOBaTh CIIOCOOHOCTh COBEPIICHCTBOBATH JOKYMEHTALIMOHHOE OOCCIICUCHUE
yIpaBJICHUS,

Hpakmuqecmﬂ KOMNOHeHma.

- OCBOMTbH BJAJIeHHE TEHACHLUSAMM Pa3BUTHUA MHPOPMALMOHHO-TOKYMEHTALMOHHOTO
oOecrieueHus yIpaBiIeHUs U apXUBHOTO JIEJIa;

AaTb HaBbIKU COBCPUICHCTBOBAHUA OPraHU3alluH XPpAHCHUSA JOKYMCHTOB

1.3 MecTo AucuuninHbI (MOAYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMBbl.

VYyeOHast AUCHUIIINHA «AKTyallbHbIE MTPOOJIEMBI TOKYMEHTOBECHHS U apXUBOBEICHUS
SIBIISICTCS TUCIMIUIMHON 1O BEIOOpY BapuaTUBHOM YacTu bioka 1 yyeOHOTro miiaHa HarpaBiIeHUS
noarotoBku 46.03.02 «JlokyMeHTOBEIEHHE U apXUBOBEACHUE» IPOrpaMmbl «OpraHu3alliOHHOE
POCKTHPOBAHNE TOKYMEHTAIIMOHHOTO 00ECIICUeHUs YIIPABJICHUS B OPTaHU3AIII».

Ee uzyuenue 6azupyercs Ha 3HAHUAX, yMEHUSX U HABBIKAX, MOJYYEHHBIX B X0/1€ U3YYCHHUSI
CIIEYIOINX JUCHUIUIMH: JJOKYMEHTOBE/IECHUE, apXUBOBEIECHHUE, OCHOBBI TEOPHH YIPAaBIEHUS,
MH(OPMALIMOHHBIN MEHEKMEHT, UH(POPMAIIMOHHBI MapKETHHT, CTPATErHUeCKU MEHEI)KMEHT,
pa3paboTKa yrpaBiIeHUECKUX PELUICHUH U T.1.



1.4 IlepeyeHb MUIAHNPYEMBbIX Pe3yJIbTATOB 00y4YeHHS N0 JUCHUILIHHE (MOAYJIIO),
COOTHECEHHBIX ¢ IJIAHUPYEMBbIMH Pe3yJIbTaTaMH 0CBOCHHS 00pa30BaTeIbHOI MPOrpaMMBbI.

N3yueHue jaHHOM y4eOHOHN NMCLMILIMHBI HAIIPABICHO Ha (JOPMUPOBAaHHUE y 00YyJaIOLINXCS
npaktudeckux kommnerenuuit (I1K), npencrasnennsix B Tadmuue 1.

Ta6auna 1 — Tpe6oBaHus K pe3yibTaTaM 0CBOCHHS 00y4AIIMMHUCS M CHHIIJIMHbI

Ne Wupexe Coneprxanne B pesynprare m3ydeHns ya1eOHOH TUCIUIUIMHBI 00yJaroImnecs] TOJDKHBI
KOMIIETCHIIUH KOMIIETCHIIUH 3HATh YMETb BIIAZIETh
(nm ee yacTn)

1 K 5 Bnanenuem 3HaTh TEXHOJOTUIO | YMeTb IPOBOIUTH Bragers TEXHOJIOTHEH
TEeHICHLUSIMU IIOUCKa HCCJIEI0BaHUs C IUTAHUPOBAHMSL
pa3BUTHUA nHpopManuy 1O | KOMIUIEKCHBIM CaMOCTOSATEIIbHOM
nH(opMaMOHHO- HCCIIEeyeMO’ HCIOJIb30BaHUEM paboThI; TEXHOJIOTH
JIOKyMEHTAI[HOHHOTO | TpoOiieme WY | NOJY4YECHHBIX 3HAHUU 10 | IOATOTOBKHU u
obecrieueHns pemaemotii 3agaun HU3yYeHHBIM odopmieHns
YIPAaBJICHUSA U JUCLUIUIMHAM B XOJ€ BBIITYCKHOI
apXUBHOTO JI€a BBITIOJTHEHHS BBIITYCKHOH | KBaIN(UKAIHOHHOM

KBaJTH(PHUKAITNOHHOM paboTsL.
paboTHI

2 IK-29 CrocoGHOCTBIO 3HaTh cucTeMbl | YMeThb co3/aBaTh M BECTH | Bilajgerb crmocoGHOCTBIO
cOo3aaBaThb " BCCTHU JOKYMEHTAlIUOHHOT'O CUCTEMbI co31aBaTh n BCCTHU
CUCTCMbI obecrieueHus JOKYMCHTAllUOHHOT'O CHUCTCMBI
JOKYMCHTAIlTUOHHOT'O YIipaBJICHUsL B obecneuenus yhpaBJICHUA B JOKYMCHTAallUOHHOT'O
obecrieueHst opraHu3alMy Ha 0ase | opraHm3aumu Ha  0asze | obecredeHUst
YhopaBJICHUA B HOBCHIIINX HOBCHUIIINX TCXHOJIOTHHA yhOpaBJICHUA B
opraHm3andid Ha 0a3e | TEXHOJOTHUH opraHmsauuu Ha 0Oaze
HOBCHUIIIHNX TCXHOJIOTHH HOBCHIINX TCXHOJIOTHNU




2. CTpyKTYypa U coepxKaHue TUCHUILINHBI
2.1 PacnpenesieHue TPyA0€MKOCTH JUCHHUILIMHBI 10 BUAaM padoT

OO01mast TpyA0eMKOCTh JUCIHUILUINHBI cocTaBisieT 1 3a4. en. (36 4ac.), ux pacmpenencHue mo
BHJIaM paboT (I CTYACHTOB OYHOM M 3a049HOM (hOpM 00yUdeHHUs ) TPEACTABICHO B TaOIHIIE 2.

Tabuauna 2 — PacnipenesieHue TPyA0eMKOCTH IMCIHUIUIMHBI 10 BUAAM PadoT, 00y4aronuxcs
1o ceMecTpam

OuHas popMa 00OyUeHHS

Buabt paboTs! CemecTpbl

Bcero gyacos

7 cemecTp | 8 cemecTp

AyauropHas padora 12 12

B tom uncne: Jlexuuu (JI) 12 12

3aHATUS CEMUHAPCKOTO THIA (CEMUHAPHI, TPAKTHUECKUE 3aHATHS,
MIPaKTUKyMBI ¥ HHBIE aHaJoruyHele 3anatus) (113)

JlabopaTopusie 3ansatus (JIP)

HKP 0,2 0,2
KCP 2 2
KoHTaKTHBIE Yachl 14,2 14,2
CamocrosiTesbHast padoTa 21,8 21,8
B toMm uucae:

Kypcosas paboma

Ilpopabomka yuebnozo (meopemuueckozo) mamepuana 3,8 3,8
Buinonuenue unousuoyanvuvix 3a0anuil (n0020moska coobuenuil, 6 6
npesenmayutl)

Pegpepam (Dcce) 6 6
Iloozomoeka Kk mekywemy KOHmMPOJIO 6 6
ITlooeomoexa u coaua 3auema (K3ameHa)

IpomexyTouHasi aTTecTauuu (3auen) na aa
Obmas Yac. 36

TPY10€MKOCTh 3au.en. 1




2.2 CTpyKTypa AMCUHMIIIMHBI

Pacnpenenenne BuaoB yueOHOU pabOTHI M UX TPYAOEMKOCTH IO pa3ziesiaM JUCIUTUIAHBI IS
CTYJEHTOB OYHOH U 3a04HON (hopM 00ydeHHUs MpeIcTaBiIeHO B Tabmule 3.

Tabmuna 3 — Pa3gensl QUCHMIUIMHBI, U3ydaeMble B ceMecTpe 8 ouHoil (opmbl M Ha 5 Kypce
3209HOM (OPMBI

Ounas dopma ‘ 3aouHas popma
HaumenoBanue pasnenos KosmmuecTBo yacoB
(Tem) AynutopHas | BHeayq AyauTtopHas e
No pabota u- Be paboTta i
Bee- TOpHAs | o. TopHad
- 6 pabora
pabora | .,
Jq (13| Jp| CPC a1 |m3|ap| CPC
1 2 3 4 5 6 7 8 9 10 | 11 12
BBEJEHHUE 5 1 4 4 2 2
1 | Metoas! 1 criocoObl 6 9 4 4 9 5
JOKYMEHTUPOBAHHUSI.
2 | Opranu3anoHHOE
MPOCKTHPOBAHUE
CITYKOBI 6 2 4 4 2 2
JOKYMEHTOBEICHHSI U
JTIOKYMEHTOIIOTOKOB.
3 | Opranuzanus u
TEXHOJIOTHUS
JTIOKYMEHTAIMOHHOTO 6 2 4 4 2 2
obecrieueHus
yIIpaBJICHUSI.
4 | UnpopmaniioHHbIE
TEXHOJIOTUHU B
JOKYMEHTAIHOHHOM 5 5 5 4 5 9
obecrieueHn
yIIPaBJICHUS U APXUBHOM
nene
5 | Opranuzanus
CEKPETapCKOTo 4 2 2 8 4 4
00CITy’)KUBaHUS
3AKJIIOYEHUE 3 1 1,8 4 | 18 2
KonTtponupyemsie
CaMOCTOSTEIIbHbBIC 2 2
paboThI
HUKP 0,2 0,2
3ader 3,8
Hmozo no oucuuniune: 36 14 21,8 36 | 16,2 16

[Tpumeuanue: JI — nexmuu, [13 — nmpaxtuueckue 3ansTHs / cemuHapsl, JIP — maGopaTtopHble
3aasaTusi, CPC — camocrositennpHas paboTa CTyIeHTa



2.3 Conepxxanue pa3aeioB JUCHUNIMHBI

2.3.1 3aHATHA JEeKIUOHHOI0 TUIIA

Taboauna 4 — Conep:xaHue JeKIuil

dopma
HaumeHoBaHmue pa3jaesa
Ne ) Conep:xanue pasjaena (TeMbl) TeKyILIero
KOHTPOJIA
BBEJAEHUE XapakTepucTuka y4eOHON AUCIUTUINHBI,
€€ MECTO U POJIb B CHCTEME 3HAHUM, C)
CBSI3b C JIPYTUMU JUCIUTLTHHAMH.
| | Tema No 1. Memoowl u cnocobbl OOKyMEeHMUupoB8aHus.
1 | JlokyMeHT Kak cuctema. Cucrembl JOKyMEHTAIUH.
CaoiicTBa 1 PyHKIIMH Opranu3alvoOHHO-PACIIOPAIUTENbHbBIE U P
nokymeHnToB. Knaccudukanus | naHhopMaIioHHO-CIIpaBOYHBIE
JIOKYMEHTOB. JIOKYMEHTBI.
2 | Jenomnpou3BoICTBO Kak | @opmMupoBaHUE U XpaHEHUE JIEIT B
peIMeT U3yUeHUsl. JIEJIONPOU3BOJICTBE.
Perucrpanus nokymentoB. | I[loaroroBka u nepegada e B apXuB.
KonTponb UCIIONHEHUST | DKCHepTU3a IEHHOCTU JOKYMEHTOB B C
JIOKYMEHTOB. nenonpou3BojcTse. Opranuzanus
ABTOMaTH3aIUS ApPXUBHOTO XPaHEHUS JOKYMEHTOB.
JIEJIONPON3BOJICTBA. J1enoBoi JOKYMEHT.
Il | Tema Ne 2. OpeanuzayuonHoe  npoekmupogarue  CiyHcObl
O0OKYMEeHmMOoBe0eHUs U OOKYMEHMONONMOKO8
3 | MeToapl MPOEKTUPOBAHUS [IpoexTnpoBanne  HHYOPMATMIOHHON P
cuctemsl JIOY. MOJICHCTEMBI YIIPaBICHUSI.
Il | Tema Ne 3. Opeanuzayus u mexnono2ust OOKyMeHmMayuoOHHO20
obecneuenus ynpasieHus
4 | IlpoexTupoBaHue cucreM | Benenwue MAaCCHUBOB KaJpOBBIX
JOKYMEHTO000pOTa. JOKYMEHTOB, HUX Yy4eT, perucTpanus,
Opranu3zanys palMoOHaIbHOIO | ONEPaTUBHOE XPaHEHHUE. €]
JIBYDKEHUS JIOKYMEHTOB
BHYTPH OpTaHU3aIINH.
4 | JIoKyMeHTallMOHHOE Jlenonpou3BoOACTBEHHbIE  CIYXKOBI, HX
oOecrnieueHue paboThl | CTPYKTypa U OpraHu3anus padboThl.
KOJIJIETHAJIbHBIX opraHoB. | HopmupoBaHnue u opraHusanus Tpyaa B P
Pabora ¢  nmoxkymeHTamu | paboTe ¢ JOKyMEHTaMH.
KOH(HIEHIIMATBHOT O
Xapakrepa.
IV | Tema Ne 4. Hnugpopmayuonnvie mexmonocuu 6 OOKYMEHMAYUOHHOM
obecneueHuu ynpaeneHus u apxusHom oee
5 | OcHoBHBIE OOBEKTHI U [IpoexTpoBaHue O(UCHBIX CUCTEM Ha
TIPUHITUIIB ABTOMATH3AlMU B | OCHOBE JIOKYMEHTaJIbHBIX C)
yYIPaBICHUH. KopriopatuBHbIX b/l
V | Tema Ne 5. Opeanuzayus cekpemapcko2o 00CIyHCU8aHUs
6 | AIMHUHHCTpaTUBHBIC Pernmamenrarus TOKHOCTHBIX
. KonTponbHas
(byHKIMU cekpeTapsl. o0s13aHHOCTEH CEeKpeTapsl. 6
ApXVBOBEJICHHUE. pabota
3AKJIIOYEHUE Kpatkuii 0030p TUCUUIUIMHBL | OO6cyxaeHue
AKTyanbpHBIE TPOOIEMBI JTUCIUTUTHHEBI TEMBI




Conep:xanue pa3ziesoB (TeM)

Tema Nel. MemoOwst u cnocobvl 00KyMeHmupoB8aHusl.

Ilonatne Meroga JOKYMEHTHpPOBaHHUS, cHocoba JIOKyMEHTHPOBAaHMS, CpEACTBa
JOKyMEHTUpOBaHUA. JloKyMeHT kak 3HakoBasg cucreMa. CrnocoObl M CpeAcTBa 3allUCU
uHpopmanuu.

HHokymenm kax cucmema. Ceoucmea u @yukyuu O0okymenmos. Kiaccugurkayus
ookymenmos. IloHaTne o cBoOHcCTBax, NpHU3HaKax, (yHKUMAX JokymeHTa. Kinaccugukanus
nokyMeHTOB. COOTHOIIEHHE BUAOBOM M THUIIOJOTHYECKOr kinaccupukanuu. Knaccudukanus mo
nH(pOpMaTUBHOMN cocTaBIIsArONICH qoKymMeHTa. Kimaccudukamus mo matepuanbHoOl (pu3nueckoi)
COCTaBIISAIONIEH ToKyMeHTa. Kiaccudukaust JOKyMEHTOB 110 00CTOSATEILCTBAM X OBITOBAHHUS BO
BHeIlHel cpene. Tunonoruueckas kiaccuukanus J10KyMEHTOB.

Cucmembl Odokymenmayuu. YHUPHUIUPOBAHHAS cHcTeMa JOKyMeHTauuu. OCHOBBI H
HNPUHIUIBL Pa3pabOTKH YHU(UIIMPOBAHHOM CHCTEMBbI yNpaBlIeHYECKON NoKyMeHTauuu. Pabora
no yHu(UKaUK JOKYMEHTOB. OOs3aTeNbHBIC W JIOTOJIHUTENBHBIE PEKBU3HUTHI Ui CHCTEM
JIOKYMEHTAIlUM B COOTBETCTBUM C ['ocynapcTBEeHHbIM cTaHAapToM. Tabenb yHH(DUIMPOBAHHBIX
($opM JOKYMEHTOB.

Opeanusayuonno-pacnopsioumenvhvlie U UHGOPMAYUOHHO-CAPABOUHBIE  OOKYMEHMbL.
JloxkymenTupoBanue YIPABJICHYECKOU NEeATEIIbHOCTH. [TonsTne OpraHu3alMOHHO-
pacropsAaUTENbHbIX JIOKYMEHTOB. THUIBI U OCOOCHHOCTH OpraHU3alMOHHBIX JIOKYMEHTOB.
XapakTepucTUKa  pacHoOpSIUTENIbHBIX JTOKYMEHTOB. XapaKTepUCTUKa HH(OpMalMOHHO-
CIIPABOYHBIX TOKYMEHTOB.

Henonpouzeoocmeo  kaxk npeomem  uzyuenus. OcHOBHble mOHATUA. [loHsATHE
JIeJIONIPOU3BOJICTBA U JJOKYMEHTAI[MOHHOTO obecneueHust ynpasieHus. JlOKyMEHTUpOBaHHUE.
JokymeHT00060poT. OCcHOBHBIE MPO(EeCcCHOHAIBHBIE TEPMUHBI IO IEIONPOU3BOACTBY. [loHsATHE
IOpUAMYECKON cuibl JOKyMeHTa. [loHumanue mpouecca CcTaHAAPTU3alUMU JTOKYMEHTOB.
[Tonnmanue npouecca yHu(pUKaluyu JOKYMEHTOB.

Pecucmpayua ooxymenmos. Konwmpono ucnonnenus ooxymenmos. OOmue IpaBuia,
NOPSIOK M (DOPMBI  PETHCTPALMU JIOKYMEHTOB. ABTOMATH3alUsl PErHCTPAllUN TOKYMEHTOB.
[TouckoBas cucrema. MH(popmamoHHO-cipaBoyHast paboTa 1o JOKyMEeHTaM. 3HaueHHe U BUJIbI
koHTposs. Cpoku ucnonHeHusi. Opranuszanust ucnoinHeHus. [IpoBepka Xoja HCIOJIHEHUS.
ABTOMaTU3UPOBAHHBIE CUCTEMBI KOHTPOJIS 3@ UCIIOJIHEHUEM JOKYMEHTOB.

Dopmuposanue u Xxpanenue Oen 6 Oenonpouzgoocmee. llonatue nena B
nenonpousBoacTse. HomeHnknarypa nen. OCHOBHbIE IPU3HAKU TPYNIIAPOBKHU IOKYMEHTOB B JI€JIa.
®opmupoBanue 1 opopmieHue aen. OnepatuBHOE XpaHEHHE Jell.

Iloocomoexka u nepeoaua Oen 6 apxug. IKcnepmusa YEHHOCU OOKYMEHMO8 6
oenonpouszeoocmee. Opzanuzayus apxueHo2o xpamnenus 0okymenmos. [lpouenypa nposeneHue
HKCHEPTHU3bl LIEHHOCTH JOKyMeHTOB. Pabora skcnepTHol komuccuu. Kpurepun neHHOCTH Ipu
orieHuBanuu 1okymMmeHToB. Odopmienne nen. CoctaBieHue onuceit aein. [lopsnok nepenaun nen
B apxuB. [loAroToBKa HCIOJHEHHBIX JOKYMEHTOB K XpaHeHHio. OdopmiieHue JT0KyMEHTOB,
caaBaeMbIX B apxuB. [loMerieHne BEOMCTBEHHOrO apXuBa opraHuzanui. OYHKIIUHU apXUBOB.
MarepuanbHo-TexHHUYecKass 0Oa3za apxuBOB. Tomorpaduueckuil ykaszaTenb W pa3MelIeHHe
JIOKYMEHTOB B apxuBe. @akTOpbl CTApEHUS JOKYMEHTOB. YUET TOKYMEHTOB B apXUBaxX M OLIEHKa
uX (PU3NYECKOTO COCTOSTHHUSL.

Aemomamuzayus Oenonpouzeoocmeda. XpaHEHUE JNTOKYMEHTOB B 3JIEKTPOHHOH (dopme.
[TonsiTve 3E€KTPOHHOrO AOKyMeHTa. lIpenMyinecTBa U HETOCTATKHM 3JIEKTPOHHOIO JOKYMEHTA.
ObecnieueHne COXpaHHOCTU JOKYMEHTOB B 3JIEKTPOHHOM (opMe. ABTOMAaTH3alUs COCTAaBIEHUS
JIOKYMEHTOB. ABTOMAaTH3alusl pabOThl C TIOKyMEHTaMHU. ABTOMAaTU3MPOBaHHbIE paboune MecTa.
OnekTpoHHble o¢ucHble cucteMbl. WHdopmannonnsie pecypcbl MHrepHera. TexHudeckue
cpeactsa pabounx mect B JJOVY.



Henosoii doxymenm. Knaccupukanus 1em0BbIX JOKYMEHTOB. TeKCT 1eI0BOr0 TOKYMEHTA.
PexkBu3uThl U ohopmiieHHE EI0BOTO TOKYMEHTA. XapaKTepUCTHKA OTACIbHBIX BUAOB JEIOBBIX
JIOKYMEHTOB.

Tema Ne 2. OpeanuzayuonHoe NpPOEKMUPOBAHUE CAYHCObI OOKYMEHMOBEOCHUs U
O0OKYMeHmonomoKkoe

Memoowr npoexmuposanus cucmemovr /[OY. IlpuHnmnel KiaccupUKaAIUs METOIOB
IPOCKTHPOBAHUSA. MeTO bl THIIOBOTO POEKTHpOoBaHus. [ paduueckrne MeToIbl MPOSKTUPOBAHHUS.
CereBble MeToAbl. MeToAbl MPOEKTUPOBAHUS Ha 3Tane (popmanu3aluy MPOEKTHBIX PElIeHUH.
Teopuss MaccoBoro oOCIHyXHBaHHMA. MaTpUyHBIE METOABl B  OPITIPOCKTUPOBAHUHU.
Knaccudukanus Mozesneil, MCIOIb3yeMbIX B OPTaHU3allMOHHOM MTPOEKTUPOBAHUU. DKCIIEPUMEHT
U €T0 pOJIb B IPOEKTUPOBAHUH.

IIpoexmuposanue ungopmayuonnoli noocucmemvl ynpasienus. VIHTErpupOBaHHbBIE
MH(POPMALIMOHHBIE CHCTEMBl KaK YacTh OPIraHM3AalMOHHOTO IPOEKTAa COBEPIICHCTBOBAHUS
CUCTEMBI yIipaBiieHus. MeTo bl aHalin3a HH)OPMAIIMOHHBIX TOTOKOB. Pa3paboTka mpenioxeHuit
JUI TapaHTUU JOCTOBEPHOCTH WHGOPMAIMOHHOTO OOecreueHust W 3alluThl MH(pOpMaruu ot
HECaHKIIMOHUPOBAHHOTO JocTyna. OObeKTHBHAasT HEOOXOAWMOCTb YIPABIEHUS CHCTEMHOI
JOKYMEHTallMu. AHaJIU3 KOJUYECTBAa U BUJOB BXOJALIEH U UCXOAALIEH JOKYMEHTAIMH B 1[EJIOM
M0 OOBEKTY MPOEKTUPOBAHMS M KaXAOMY CTPYKTYpPHOMY Mofpa3aeicHuio. TpeOoBaHUS K
JIOKyMeHTaM ¢ yuetoM EnuHoli rocynapctBeHHoM cucteMsl aenonpounssoactsa, 'OCTos, OCTos
HA CHCTEMBbI JOKyMEHTAaLIUU.

IIpoexmupoeanue noocucmemsot /[OY. IIpoekTupoBaHue OpraHU3alMOHHON CTPYKTYphI U
pacmpesieieHue TMOJIHOMOYMI W OTBETCTBEHHOCTHM B ammapaTte ynpaieHus. DyHKuuu
corpynHukoB ciayx0b1 JJIOY. O6s3aHHOCTH COTPYIHUKOB. OmpenencHne 00s13aHHOCTeH U TIPaB
COTPYIHUKOB.

Memoovl oyenku d¢hgexmusHocmu Ha PpazIUuHLIX CMAOUAX OPSHPOEKMUPOBAHUSL.
MeToapl KOMIJIEKCHON OIICHKH OpPraHM3allMOHHBIX MPOEKTOB COBEPIICHCTBOBAHUS CHCTEMBI
JOY  opranmszauuu.  Pacder — 0XHJaeMbIX ~ TEXHMKO-JKOHOMMUYECKHX  PE3yJIbTaTOB
coBepieHcTBoBaHus cucteMsl JJOY.

Tema Ne 3. Opeanuzayusn u mexHono2usi OOKyMeHMAayuoHH020 0becnevenus ynpasieHus

Ilpoexmuposanue  cucmem  O0okymenmoobopoma. Opeanuzayus  payuoHAILHO2O0
08udcenuss 00KyMenmoeg eHympu opeanuzayuy. OCHOBHBIE ITalbl, MOHATHE «IKCIEAUIIMOHHAS
o0paboTka» JoKyMeHTOB. IIpenBapuTenbHOe paccMOTpeHHME JOKYMEHTOB B  ciyxO0e
JIOKYMEHTAIlMOHHOT'O O0eCTeueHusl, OCHOBHAs 1I€JIb U TEXHOJIOTUS JIOBEACHMS A0 KOHKPETHBIX
ucnosHuTened. OpraHu3anysi palMoOHAIbHOIO JBHKEHUS JTOKYMEHTOB M MX NPOEKTOB BHYTPHU
opranuzanuu. llepemaua AOKyMeHTOB BHYTpH opranuszanuu OOpaOOTKHM HCIOJHEHHBIX U
OTIIPABIsEMBIX JOKYMEHTOB. PoJb J1€10Mpon3BOACTBEHHOM CITyKObI B 00pab0TKe TOKYMEHTOB.

Beoenue maccusoe kadpoevix O0okymenmos, ux yuem, pecucmpayus, OnepamueHoe
xpanenue. CocTaB KaJpoBOH JToKyMeHTauuu opraHuzauuu. Ee xmaccuduxanmsa. Kaaposble
JOKYMEHTHl B yHU(uuupoBaHHOH cucteme OPJ] M OTYETHO-CTATMCTUYECKOW JOKYMEHTAIIUH.
TpynoBbie 1OroBopa, pe3toMe, aHKETHI U Ip. TOKyMEHTBI. HOpMaTHBHO-TIpaBOBOE PETyINPOBAHNE
COCTaBa KaJIpOBBIX IOKYMEHTOB U OOPMIIEHHUS TPYAOBBIX OTHOLIEHUH. CrcTeMa perucTpaluuu u
NOCTPOCHHUS HMH(POPMAIMOHHO-TIOUCKOBBIX CHUCTEM KaJpoBOM HHPOPMALUU U JIOKYMEHTOB.
[IpaBuiia ¥ CpPOKM XpaHEHHMs] W YHUYTOXKEHUS PA3IUYHBIX JOKYMEHTOB, COJAEpKaIlux
UH(OPMALIKIO TIO JTUYHOMY COCTaBY.

Jlokymenmayuonnoe obecneuenue pabomel KONNE2UANbHLIX oOpeanos. Paboma c
OOKYyMeHmamu  KouguoenyuaibHoco  xapakmepa.  OpraHuszanuss  JOKYMEHTAIlMOHHOTO
o0OecrieyeHHs TPOBEACHUS COBEIIAHWM, CEMUHApOB U JIp. MEpONPUATUN KOJIETHaTIbHOTO
xapaktepa. OcoOEHHOCTH CTPYKTYpPHI JIOKyMEHTO0OOpOoTa B paboTe KOJUIETHalbHOTO OpraHa
ynpasneHus. [loHsiTHe rocyaapcTBEHHOM TallHbI W KOHQUIACHIMATBLHOCTH YUYPEKIACHUECKON
uHpopmanuu. ['ocynapcTBeHHOE peryinpoBaHIe CUCTEMbl OTPaHMYECHUS I0CTYIA K JOKYMEHTaM.
OpranuzanroHHoe opopMJIEHHE COCTaBa CBEICHUM, COJAEpKAlIMX KOMMEPUECKYI0 WM HHYIO
TailHy (UpMBI, TOPSAOK 3aAIUTHI JOCTyNa K KOH(UACHIMAIbHOW HH(OpMaIMu, mpaBuiia ee



UCTONb30BaHus. TpeOoBaHMS K BEIEHHUIO JEJIONPOU3BOJCTBA, OOECIEUYMBAIOUIETO YYET U
COXPaHHOCTh KOHPHICHIUATbHBIX U CEKPETHBIX TOKYMEHTOB.

Henonpouzeoocmeennvle cuydcObl, UX cmpykmypa u opeanuzayusi pabomsi. llonstue
CITYKOBI JOKYMEHTAIIMOHHOTO O0ECIIEYCHHS YIIpaBieHUs (JeTONPOU3BOACTBEHHON CITY)KOBI), €€
Ha3HaueHHEe M OCHOBHbIC (yHKuMU. [IpuHIUN pasneneHus Tpyna B MPOIECCe YIpaBICHUS
nokymenTtanueil. OCOOEHHOCTH YIPaBICHUECKUX CTPYKTYp, ONPEACNAIOIIUX MOCTPOCHUE U
OpraHm3alio  paboThl  JEIONPOU3BOJACTBEHHONW  CiayxkObl. OOsI3aHHOCTH  CIYX)OBI  TIO
GOpMUPOBAHUIO M BEACHUIO JOKYMEHTAIMOHHOW 0a3bl OpraHu3aluu. 3aJadd CIyXObl IO
yIpaBJICHUIO JOKyMEHTanue, QopMupoBanuio u  oOecrnedeHuio  (HyHKIMOHHUPOBAHUS
JOKYMEHTAllMOHHOTO (OHJa OpraHu3aluy, pauoHaIbLHOTO JIOKYMEHTOO00pOTa, KOHTPOJIb
UCTIOJIHEHUS IOKyMEHTOB. B3aumoseiictBue ¢ ApyrumMu nHG)OPMAIIMOHHBIME CITYXO0aMH.

Hopmuposanue u opeanusayus mpyoa 6 pabome ¢ ooxkymenmamu. [1oHITHE HOPMATUBOB
10 TPYAy M OXpaHe Tpyaa. MexXoTpaciieBble YKpYITHEHHbIE HOPMAaTHBBI BpEMEHH Ha pabOTHI 110
JOKYMEHTAIlMOHHOMY oOecrnedeHuto yrpanieHus. Hopmbel BpemMeHM Ha CcO3JaHHE, CBEPKY,
noa00PKY AK3EMIUIIPOB M Jip. pabOThl MO JOKYMEHTAI[HOHHOMY OOECIEYEeHHIO OpPraHoB
yIpaBieHUs, HOPMHpPOBaHHE pabOT MO MPOBEACHUIO JKCHEPTU3bl I[EHHOCTH JIOKYMEHTOB,
NOJUIMBKE JIEJI U APYTUM apXUBHBIM TexHoJorusiM. KoHTpoisb coOnrofeHust HOpM B 00J1acTH
JIEJIONPOU3BOICTBA.

Tema Ne 4. Hugopmayuonuvie mexnonocuu 68 OOKYMEHMAYUOHHOM o0becneyeHuu
VAPaBIenus U apxXusHoM oeJe

OcHognbie 00beKkmol u NPUHYUNBL agmomamusayuu 6 ynpasieHuu. Opranuszanus IMIHOTO
¥ KOPHOpaTMBHOIO HMH(OpPMAMOHHOTO oOecreueHus B 3afaudax yrpasieHus. OcoOEHHOCTH
BHE/IPEHHS aBTOMATH3UPOBAHHBIX CHCTEM B cdepe ynpasienus. MHpopManmonHas moaaepxka
3aJja4y KOHTPOJIS ucnonHeHuid. CpeicTBa CTpaTernuecKoro IIaHuPOBAHUS BBHITIOTHEHUS 33/1a4 U
NPOBEICHUST MeponpusTHidi. Peannzanus cUCTeMbl JOKYMEHTOOOOpOTa Ha MpUMeEpe CO3JaHus
pensunonHou b/l «PerucrpannoHHbie KapThl JOKYMEHTOB.

IIpoexmuposanue oQucHvIX cucmem Ha OCHO8e OOKYMEHMAIbHbIX KopnopamusHulx b/ 6
cpede Lotus Notes. KopnopaTuBHbie 6a3b1 JaHHBIX. OCOOCHHOCTH TEXHOJIOTUU «KIHUEHT-CEPBUCH.
Mopnenn xommyHuKauui, noanepkuBaeMbix Lotus Notes. CnpaBouyHas mpaBoBas cucTema
«Koncynprant-Ilntocy: coctaB, CTpyKTypa, MOUCK JMAaHHBIX. MHQOpMaMOHHO-TIOMCKOBAs
cucrema «ApxuBapuyc». JlokyMeHTalbHble 0a3bl JaHHBIX CUCTEMBbI «ApxuBapuycy». Kiacchl
JIOKYMEHTOB. ATpUOYTHI JOKYMEHTOB. DYHKIIUN CHCTEMBI.

Tema Ne 5. Opeanuzayus cekpemapcrozo 00CIyHCUBaHUs

Aomunucmpamuenvie  @yHkyuu cekpemaps. Ponb  cekpetaps B COBPEMEHHOM
YIpPaBJICHUYECKOM ammapareé M B CTPYKType CIyKObl JTOKYMEHTAllMOHHOTO OOecrnedeHus
ynpasieHus. Opranu3zanus paboTbl IPUEMHOMN: peryJIupoBaHie MOTOKA MOCETUTENEH, TPUEM U
peructpanust nocerurenel. Tumsl coBemlaHuii W mpaBuUia MOATOTOBKM W OpraHU3allUU.
CocraBneHue u oQopMIIeHHE MpOorpaMM, 3asBOK, MOBECTKHM JAHA. llopsaok cocraBieHus,
opopMIIEHHS M XpaHEHHs NpPOTOKOJOB. Poib cekperaps B OpraHU3alMd KOMaHIUPOBOK
pykoBogutensa. lloaroroBka MOCTynMBLIEN KOPPECHOHACHIMHM K JAOKIAAy PYKOBOAMTEIIO.
KoHnTponb kauecTBa BbITYCKaeMbIX JOKYMEHTOB. AHAJIN3 UTOTOB IJIAHUPOBAHUS.

Pecnamenmayus donscnocmuvix obsizannocmetl cexpemaps. HopMatuBHO-MeTOAMYECKAS
0a3za kBaMM(UKALMOHHBIX TpeOOBaHMM K Mpoeccuu CeKpeTapb, IEJIONPOU3BOIUTEND.
OcCo0eHHOCTH MOATOTOBKH JENOBBIX BCTPEU U NMEPEeroBopoB pykoBojauTens. [IpaBuna BeneHus
JIeJIOBOM Oecenpl.

Apxusosedenue. BeTOMCTBEHHbIE U TOCYJAapCTBEHHBIE apXMBbI; OpraHU3alUsl apXUBHON
cnyxObl B Poccuun; ocHOBHbIE 3amauM apxuBa: cOop, oOpaOOTKa, OpraHu3alus XpaHEeHUs M
UCIIOJIb30BaHUS IOKYMEHTOB; apxeorpadpuueckas 00paboTKa JOKyMEHTOB.

2.3.2 3aHATHS CEMHHAPCKOI0 THIA
Cemunapckue 3anamus He npedyCcMompeHbvl



2.3.3 JIaGopaTopHbIe 3aHATHS
Jlabopamopnule 3anamus e npedycmompensl

2.3.4 IlpumepHasi TeMaTHKa KYPCOBBIX Pa0doT (IIPOEKTOB)
Kypcosvie pabomur ne npedycmompenvi

2.4 llepeyeHb yu4eOHO-METOAUYECKOT0 o0ecneYeHHs JJIs1 CAMOCTOATEIbHON pPadoThI
00y4YarIIUXCs M0 JUCHUILINHE (MO1YJIIO)

Tabnuna 5 — Bunbl 1 nepedeHs y4eOHO-METOANYECKOro 00eCeueHUs TUCITUTUINHBI 110
BBITTOJIHEHUIO CAMOCTOSITEIBHOM paboThI

Ne

Buxg CPC

[TepeueHsb yueOHO-METOIUIECKOTO 00ECIICYCHUST TUCITUTUIUHBI 110
BBIMIOJTHEHUIO CAMOCTOSATEIHHONU paboThI

1

Peghepam

Yuebnoe nocodoue. Mupomnnuenko A.A., Mupomnnyerko M.A
DJIEKTPOHHOE IMPAaBUTENBCTBO. IIpemocTaBieHUE TOCYIapCTBEHHBIX H
MYHUIIUTIATBHBIX yeryT //mon pen. Epmonenko B.B. / Ky6I'Y, Kpacnonap,
2014. 240 c.

OCCE

Yuebnoe nocobue. Jlanckas J1.B. IIpoGiieMbl JOKYyMEHTAIIHOHHOTO
MEHEPKMEHTa U JOKYMEHTUPOBAHUS JeSTEIbHOCTH KOPIIOPALUH:
xpectomarus / M-Bo oOpa3zoBanus u Hayku Poc. @enepannu, Kybanckmii
roc. yH-T. - Kpacnonap: [Ky6I'V], 2013. 347 c.

Konmponvnas
\paboma

Yuebnoe nocobue. Mupomumuenko A.A., Mupomuanyeako M.A
DJeKTpOHHOE MPAaBUTENLCTBO. IIpeaocTaBienye rocyjapcTBEHHbIX U
MYHUIIUTIATBHBIX yeayr //mox pen. Epmonenko B.B. / KyoI'Y, Kpacnonap,
2014. 240 c.

JUig au1 ¢ HapyLIEHUSIMU 3pEHUSL:

— B (hopMe 3JIEKTPOHHOI 0 IOKYMEHTa,

— B ieyaTHOM popme Ha si3bike bpaiins.

JUst a1 ¢ HapyIIEeHUsIMU CITyXa:

— B TIe4aTHOM opme,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

JIjig au1 ¢ HapyIIeHUsIMU OIIOPHO-JBUTaTEIBHOTO anmnapara:
— B I1e4aTHOM (opme,

— B (hopMe 2IIEKTPOHHOT 0 TIOKYMEHTA,

— B ¢popMme ayaunodaiina.



3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

OOpa3oBateibHbIC TEXHOJIOTHUH, HCIIOJIB3yeMble IIPH peajH3allii Pa3IMYHBIX BHJOB
y4eOHOH e TeTbHOCTH:

— JIGKIIMU: WHTCPAKTUBHBIC (IMAJIOTOBBIE) M MPOOJEMHBIE C KOMIIBIOTCPHBIMU
Hpe3eHTAMSIMU.

TexHosorust TPOOJIEMHOT0 OOYYEHHsI: JICKIUS — JUCKYCCHS, MpOOJeMHasl JICKIus,
KOMITBIOTEpHAs Mpe3eHTanus. Ha nekuusax nsnararorcsi OCHOBHBIE TEOPETHUECKHUE MOT0KEHUS U
KOHLICTIIUS Kypca, Jalolie CTyIeHTaM HH(OPMAIUH, COOTBETCTBYIOIIYIO IPOrpaMMe.

Hpyras ¢popma opranuzanusi paboThl CTYIEHTOB — HaITUCAHUE ICCE, KOTOPOE MPEACTABIIACT
co0oii HeOOJbIIOE UCCIEIOBAaHUE KaKoi — Ir00 mpoOiaeMbl Kacaroleecs TEOpUHd M IMPaKTUKU
MH(QOPMAIIMOHHBIX CHCTEM M 0a3 JaHHBIX C TPEUIOKCHHEM BApPHAHTOB PEIICHUS JaHHOM
IpO0OJIEMBI.

Jlns OTBETOB Ha WHAMBUAYaJbHBIE BOINPOCHI, @ TaKXKe Uil IIOMOIIM B IIOATOTOBKE
HAIMCAHUS ICCe MPEIYCMOTPEHBI WHANBUIYaJIbHBIC KOHCYJIBTAIIMU MPEIOaBaTelis. Y IeIbHBIN
BEC 3aHATHH B 4YacaX, MPOBOJMMBIX B HHTEPAKTUBHBIX (opmax st ODO (7 u. nekuwit) u s
3®O0 (6 u. nexuuit).

Peanu3anusi axkTHBHBIX, WHHOBALMOHHBIX O00OpPA30BATEIBHBIX TEXHOJIOTHH, KOTOpBIE
CIIOCOOCTBYIOT Pa3BUTHIO OOLICKYJIBTYPHBIX U MPOPECCHOHATBLHBIX KOMIICTCHIIUN 00yYatOHXCsI
IpUBENEHBI B TabnuLe 6.

Tadauna 6 — @opMbl OpraHnu3anuu JeKIHOHHBIX 3aHATHH

Hcnouab3yemble
Bupn 3ansatus (JI, IIP, JIP) n HHTEPAKTHBHbIC e i
N TeMa o0pa3oBaTe/bHbIE TBO TACOB | TBO 1ACOB
0P0 300
TeXHOJIOTHH

1 | JI. (OpranuzannoHHO- Jlexuust mpoOIeMHAS.
pacropsuTeabHbIe U KomnbrorepHas 2 9
MH(POPMAIIMOHHO-CITPABOYHBIC IIpe3CHTALIMSL.
JOKYMEHTBI)

2 | JI. (OkcniepTr3a EHHOCTH Jlexuus — muckyccus.
JOKYMEHTOB B KomnrerorepHast 2 2
JIeJIONPON3BOICTBE) Ipe3eHTalNs

3 | JI. (HopmupoBanue u Jlexuus — muckyccus.
opranuzamys Tpyaa B padore ¢ | Kommnerorepnas 2 2
JOKYMEHTaMH) IIPE3EHTALINS.

4 | JI. (ITpoextupoBanue opucHbix | Jlekusi.
CHCTEM Ha OCHOBE KomnbrorepHas 1
JTOKYMEHTAIBHBIX Ipe3eHTalNs
KoprnopaTtuBHbIX bJI).

Hroro 7 6

I[J'I}I Jiany ¢ OTpaHUYCHHBIMH BO3MOXHOCTAMHU 3J0POBbA MPCAYCMOTPCHA OpraHu3alunsd
KOHCYJ’IBT&HI/Iﬁ C UCITIOJIb30BaHHEM 3J'I€KTpOHHOI\/'I IIOYTHI.



4. OneHo4YHbIe CPeACTBA JJIsl TEKYILIero KOHTPOJIS yCIIeBAeMOCTH U MPOMEKyTOYHOM
aTTecTaluu

4.1 ®oH OLIEHOYHBIX CPEACTB JJIsl IPOBEAeHHs TEKYIIEro KOHTPOJIA

Taboauna 7 — TemaTtuka pedepaToB u 3cce MO JUCHUIINHE

Ne TemaTuka pedeparToB u Icce MO TUCHUNINHE

1 |MudopmManmoHHbIe TEXHOJOTUH B JOKYMEHTAIIMOHHOM OOECIEYCHHM YNPAaBICHUS H
apXMBHOM JieNe

2 |MeronoIOTHYECKUE OCHOBBI OIICHKH pEe3yJAbTAaTUBHOCTH U 3((HEKTUBHOCTH CHCTEM
MEHEDKMEHTA.

Pe3ynbTaTtuBHOCTD, 3P PEKTUBHOCTH, KAYECTBO, KOHKYPEHTOCTIOCOOHOCTh MEHEKMEHTA

4 |CpaBHMTENbHBIM aHAIN3 3KOHOMHUYECKHX cucteM. IIpobiema s3xkoHOMHYECKOIO BBIOOpA B
YCIIOBUSAX PBIHOYHOW YKOHOMHMKH.

5 |IIpoGiema 3KOHOMHYECKOTO BEIOOpA B YCIOBHSIX PHIHOYHOM SKOHOMUKH.

6 |OcHOBHBIEC OOBEKTHI U IPUHIMIIBI ABTOMATU3AIMH B YITPABJICHHH.

7 |OpraHu3anusi panMOHAIBHOTO JBIDKEHHS JOKYMEHTOB W HMX IPOEKTOB BHYTPH
OpraHu3aIMH.

8 |Meronpl aHaM3a NHPOPMAITMOHHBIX TTOTOKOB.

9 |Knaccudukanus Mojesael, MCII0JIb3YeMbIX B OPraHU3allMOHHOM IPOEKTHPOBAHUH.

10 |OcHOBBI ¥ TpPUHOMIBI pa3pabOTKH YHU(PHUIMPOBAHHOW CHUCTEMBI YIPaBICHUYECKOU
JOKYMEHTAIUH.

w

Jcce mpeacTaBisger co0OM JUYHYI0O HAYUHYIO TOYKY 3pEHMs CTyIEHTa WU CTYAEHTKH,
c(OpPMHPOBABIIYIOCS B XOJI€¢ H3YYEHHUS HECKOJIbKUX JIMYHO IOJO0OpPAHHBIX HCTOYHHKOB B
oubnuoreke (yueOHMKa, HAy4HBIX cTaTedl M T.A.) MO TeMe 3cce. HaunmHaeTcs scce KpaTKUM
000CHOBaHHEM aKTYyaJlbHOCTh TEMBL. DCCE€ MOXXHO CTPYKTYPHPOBAaTh M BBIACIUTH OO0 JBYX
nyHKTOB. Kax/plii yHKT 3aBEplIAETCS aBTOPOM 3CCE KPATKUM, COJAEP’KaTeIbHBbIM, HO €MKUM
BBIBOJIOM B 2-3 CTpOuykH. Dcce 3aBepIuaercss oOmuM BbIBOAOM 10 1/3 crpanunbl. B acce
NPUBETCTBYIOTCSI OJIMH PUCYHOK MJIM Juarpamma (tabnuna), pazpaOoTaHHbIE JIMYHO aBTOPOM.
TekcT npoBepsiercst Ha omOku (opdorpaduueckue u ctuieBbie). O6beM 3cce ot 500 3HAKOB 110
1,5 — 2-x ymuctoB. Ilomnst: BBepXy, BHU3Y, ciieBa — 20MMm, cripaBa — 15mm, mpudr 14, Times New
Roman, orctyn 10 MM, BeIpaBHHBaHUE 110 IHUpPHUHE. JIUCTHI B IEBOM BEPXHEM YTITy CKPETUISIOTCS
CTeryIepoM. Dcce MpEeACTaBIsieTcs B pacleyaTaHHOM Ha Oymare ¢opmara A4 U B 3JI€KTPOHHOM
Bumax. I[ledaTHbIii BapwaHT NOKEH OBITh HMIEHTHYEH JIIEKTpOHHOMY. [lmarmar B scce He
JIOITyCKAeTCst

Pedepar npezncrasnser co0oil HaydHy0 pabOTy CTYAEHTa WM CTYAEHTKH, CBSI3aHHYIO C
aHanmu3oM 3-4 TOYeK 3peHMs Pa3IMuYHBIX HCClefoBaTeNel M MPaKTUKOB (aBTOpoB) Mo Bamu
BBIOPAHHOM T€Me C BBIBOJIAMH, OTPAYKAIOIIMMH Bally JTUYHOCTHYIO TIO3HIINIO. BBIBOIBI TOIIKHBI
ObITh OpPUTMHAJIBHBI UM OCHOBaTeNbHbl. CTYAEHT WM CTYIACHTKa JuId IMOATOTOBKU pedepara
JOJDKHBI JIMYHO Toa0o0paTh B OMOIMOTEKEe HEOOXOIMMbIE COBpeMeHHble He crapuie 10 et
u3nanus (YueOHUKH, HaydHbIE CTAThH B XKYpHalIaX, MHTEPHET UCTOYHHUKH U T.[.) IO TEME.

3a TpU MOCIEIHUX TojJia IPOCMOTPETh CIENYIOIIME KypHaIbl B Oubnnoreke (hakyiabTeTa
ynpasieHus u ncuxonoruu i Ky6l'Y, nanpumep: MenemxkmeHnT B Poccun u 3a pybexowm;
[TpoOnembl TeOpHH 1 TIPAKTUKH YIIPaBIICHUS; Y IpaBiIeHHe epconaioM; KpeaTnBHas 5KOHOMUKA,;
B ynTasibHOM 3ajie Kyol'Y MeTozpl MeHe)KMEHTa KauecTBa.

Pedepat cocTout U3 ClieAyIOMHMX CTPYKTYPHBIX 3JIEMEHTOB (BCE 3JIEMEHTHI HAYMHAIOTCS C
HOBOTO JINCTA):

—  TUTYJIBHOTO JIcTa (10 ycTaHOBIEHHOM Gopme) (1 mucr);

—  cojepkaHus u BBeZieHHe (Ha 1 nucre);



— 2-3 OCHOBHBIX BOIIPOCOB (CTYAEHT CAMOCTOSITENIbHO HX ONpEIENseT, HUCXOAS U3
HEOOXOJUMOCTH PAaCKpBITUS TeMbl pedepara), Kaxablii BONPOC 3aKaHYMBAETCS BBIBOJAMH,
OTPaKAIOMIMMU JINYHOCTHYIO MO3UIIHIO aBTOPA;

— 3aKJIIOYEHUST U CIHCKA HCIIOJIb30BAHHBIX HCTOYHUKOB (7-12 HauMeHOBaHMIA,
oopmiennbix mo 'OCTy, cm. caiit kubsu.ru, mance VHUBEPCUTET, nanee BUBJIMOTEKA,
odopmieHne cucka auTeparypsl) (Ha 1 nucre).

Kaxxaplii myHKT 3aBepluaeTcsi KpaTKuM, COAEpKaTelbHbIM, HO €MKHM BBIBOJOM B 2-3
cTpouku. Pedepar 3aBepmiaeTcst o0muM BBIBOIOM (3akiroueHueM) no 1/3 crpanunel. B pedepare
NpUBETCTBYIOTCS 1-2 pucyHka, 1-2 auarpammsl (Ta0nuibl), pa3pab0oTaHHbIE TUYHO aBTOPOM U Ha
KOTOpBIE JAaeTCs CChUIKA MO TeKCTy. Tekct mpoBepsercs Ha omuoOku (opdorpaduyeckue u
crunuctudeckue). OowveMm pedepara ot 5000 3rakoB 10 9-10 nucto. [Tons: BBepxy, BHH3Y, ClieBa
— 20 mm, crpaBa — 15 mm, mpudt 14, Times New Roman, orcryn 10 MM, BbIpaBHUBaHHE 110
HIMpUHE.

Pedepat odhopmisiercss B cootBeTcTBHE ¢ TpeOoBaHusMU creayronmx [[OCTos:

- I'OCT 7.32-91: OTyeT 0 Hay4YHO-UCCIIENOBATEILCKOM padboTe;

— 'OCT P 7.0.5 — 2008: Odopmnenue 6udinorpadhudeckiux CChUIOK.

Pedepar cpaercs nuuHO mpemojaBaTeNto Ha 3aHATHH B CKopociuuBarene. Pedepar
NpeCTaBIsIeTCsl B pacrieyaTaHHOM Ha Oymare gopmara A4 u B 21eKTpoHHOM Buje. [ledaTHbrit
BapHaHT JOJKEH OBITh MACHTUYEH 3JIeKTpoHHOMY. [lnaruar B pedepare He 1omycKaercs.

VY4eOHO-MeTOIUYECKHE MaTepuasbl JUIsl CaMOCTOSITENIbHOM pPaboThl 00ydaroluxcs U3
Yrclia MHBAIKU/IOB U JIUI] C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMH 310poBbs (OB3) npenocTaBistoTcst
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYCHHSM HX 37JOPOBBS M BOCIIPHSTHS HH(POpMAIIHH:

Kputepun ouenku ICCE u pedepaton:

- OLICHKA «OTJIMYHO» BBICTABJIACTCA CTYACHTY, €CJIU IIOJITHOCTBIO PACKPbITA TEMA U CTYICHT
IMPOABHII TBOPUYCCKUC CIIOCOOHOCTH B HAITMCAHUU TBOp‘lGCKOﬁ pa6OTbI;

- OIICHKA «XOPOIIO» BBICTABIACTCA CTYACHTY, CCJIIM TEMA PACKPLITA HC MMOJHOCTHIO U CTYACHT
IMPOABHII TBOPUYCCKHUC CIIOCOOHOCTH B HAITMCAHUHU TBOpquKOﬁ pa6OTBI;

- OLICHKA «YAOBJICTBOPUTCIILHO» BBICTABJIACTCA CTYACHTY, €CJIM HC MMOJIHOCTHIO pACKPEITA TEMA U
CTYACHT HC NTIPOABUJII TBOPUCCKUC CIIOCOOHOCTHU B HAITMCAHUH TBOp‘ICCKOfI pa60TBI;

- OIICHKA «HCYAOBJIICTBOPUTECIIBHO» BBICTABJIACTCA CTYACHTY, €CJIM TEMA HC paCKpPbITa U CTYJACHT
HC IIPOABUII TBOPUCCKUC CITOCOOHOCTH B HAITUCAHHH TBOp‘IGCKOﬁ pa60TBI.

IIpuMepsI BApHAHTOB KOHTPOJIbHBIX 3a/1aHUI:
1. Jloruka nmpoBeneHus uccaeaoBanus cucteMsl JJOY opranuzaiumu.
2. MeTo/1bl OpraHnu3alMOHHOTO IPOEKTHUPOBAHUS U yIIpaBieHus npoekramu B chepe 10Y.
3. MeTozp! aHa/IM3a CUCTEMBI JOKYMEHTAIMU KOPIIOpALUH.
4. Metoap! ynpasieHus (IJIaHUPOBAHUS, OPTaHU3ALUU U KOHTPOJIA) ciryx6oii IOY.
5. Metonpl aHanu3a MH(QOPMAMOHHBIX MOTOKOB. Pa3paboTka mpeasioskeHui [Uisi TapaHTUH
JIOCTOBEPHOCTH  HMH(OpMarMoHHOro  obOecreueHuss M 3aluUThl  WHGOpMAalMU  OT
HECaHKIIMOHUPOBAHHOrO JocTyna. OObeKTHBHAasT HEOOXOAWMOCTb YIPABIEHUS CHCTEMHOM
JIOKYMEHTALUEH.
6. MeTo/tp1 o1IeHKH YPPEKTUBHOCTH HA PA3IMYHBIX CTAIUSX OPTTIPOCKTHPOBAHMUSL.
7. MeTozibl KOMIUIEKCHON OLIEHKH OpraHU3allMOHHBIX IPOEKTOB COBEPIIEHCTBOBAHUS CHCTEMBI
JOY opranuzanuu.
8. Pacuer 0XHAaeMbIX TEXHMKO-DKOHOMHYECKUX PE3YJIBTATOB COBEPIIEHCTBOBAHUS CHCTEMBI
JOY.
9. MeToap! aHaM3a IeATENbHOCTH TOCYJapCTBEHHOTO apXHBa.
10. KagpoBoe nesonpou3BoACTBO: METOIBI OpTaHU3aLIHH.
11. Meronuka M TEXHOJNOTHUS TPUMEHEHHE COBPEMEHHBIX LU(PPOBBIX TEXHOJOTHH B
JIOKYMEHTOBE/ICHUU U apXUBOBE/ICHUU.



4.2 ®oHJ OLIEHOYHBIX CPEACTB /JIs MPOBeeHHs MPOMEKYTOYHOM aTTeCTAMH

Tabnuna 8 — OueHouHbIe CPEACTBA, HAIIPaBJICHHbBIE HA ONPEAEICHUE CTeNEeHH c(hOPMUPOBAHHOM

KOMITCTCHITHH
PacuetHo- JlaGoparo-
Kommneren- | Kypcosas KoHntposs- .
rpaduueckoe | Tect | Pedepar | Dcce pHOE
181207 pabota Has paboTa
3a/1aHue 3aJjaHne
HK - 5 + + +
IIK - 29 + + +

OneHouHble cpeAcTBa JUIsl MHBAIMAOB M JIMI C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMU
3J1I0pOBbsI BEIOUPAIOTCS C yUETOM MX UHAWBUAYAJIBHBIX MICUXO(PU3NYECKUX OCOOCHHOCTEH.

— Ipu He0OXOAMMOCTH UHBAIMIAM H JIULIAM C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 37I0POBbS
[IPEIOCTABIIACTCA JOMOJHUTEIBHOE BPEMs Ui IIOATOTOBKY OTBETA HA DK3aMEHE;

— IIpH TPOBEJICHUH TMPOLIEAYPHI OIICHUBAHUS PE3YyIbTaTOB O0YyUCHHS MHBAJIUIOB U JIUI] C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMU 3J0POBbs IIPEAYyCMATPUBACTCS UCIOJIB30BAHUE TEXHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSA3H C UX MHJUBUYaIbHBIMU OCOOCHHOCTSAMU;

— IIpU HEOOXOAUMOCTH AJIs1 00yYaroIuXcs ¢ OrPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/]0POBbS
U WHBAJIWIOB TPOIEAypa OICHUBAHUS pE3YJIbTaTOB OOYUYEHHs 10 JUCHUIUIMHE MOXKET
IIPOBOJUTHCSA B HECKOJIBKO 3TAIIOB.

[Ipouenypa oueHuBaHus pe3yabTaTOB OOY4YE€HHsS HWHBAJIUAOB U JIUIl C OTPAHUYEHHBIMU
BO3MOXHOCTSIMM 3JI0POBbsSl IO JMCLUIUIMHE (MOJIYJI0) IpelycMaTpuBaeT IpeloCTaBICHUe
uHpopMmanuu B (opmax, aJaNTHPOBAHHBIX K OTPAHUYCHUSM HUX 3JI0POBBSI M BOCHPHUSATHS

uHpopmanuu:

Jlyist i1 ¢ HapyIeHUsIMH 3PEHUSL:
— B MieyaTHOM popme yBeTHMuUEeHHBIM HIpUPTOM,

— B (hopMe 2IIEKTPOHHOTO JOKYMEHTA.

Z[J'ISI JiA1 ¢ HApYIICHUAMU ClIyXa:

— B ieyaTHoOU opme,
— B (hopMe 2IIEKTPOHHOTO JOKYMEHTA.

JList an ¢ HapyIeHnssMM OITOPHO-JBUTaTEIbHOTO almapara:

— B I1e4aTHOM (opme,
— B (hopMe PIIEKTPOHHOTO JOKYMEHTA.

®OoHJ OLIECHOYHBIX CpCACTB XpAHUTCH HA Ka(benpe.

TpeboBaHusi K yPOBHIO OCBOEHHSI IPOTIPAMMBI.
Yceoenue yueonozo mamepuana cmyoenmamu oCymecTBISIETCS IPENOIABATENIEM B XOJ€
TEKYILEro U UTOrOBOI0 KOHTPOJIA.
Texyuuit KOHTPOJIb 3HaHUHM, YMEHUN U HABBIKOB IIPOBOJUTCS B CIIEYIOMIMX (popMax: myTem
YCTHOTO OIpOCa, OLIEHUBAHUS BBICTYIUIEHUH C 3cce M pedepaTaMy, BITOJHEHHS] KOHTPOJIbHBIX
pabot. Jlns olleHKH 3HaHUM, YMEHUN U HAaBBIKOB CTYJEHTOB IPUMEHSIETCS] pEeUTUHIOBas cUCcTEMa

OLICHKH.

W TOroBelii KOHTPOJIb OCYIIECTBISETCS B X0/I€ 3a4€Ta, KOTOPBIH MPOBOJUTCS B YCTHON WM
MUCbMEHHOU (OpME C yueTOM pe3ylIbTaTOB PEHTHHIOBOM OLIEHKHM TEKYIIEro KOHTPOJISI B XOJe
cemectpa. OtuetHocTh B cemectpe 8 it ODO u Ha 5 kypee ansa 3P0 - 3auer.

B xozne nzyuenust yueOHON TUCLMIIIMHBI peuaiomcs cieoyouue 60CRUmMamenbHule

3a0ayu:

— (opMUpOBaHHE U PA3BUTHE Y CTYIACHTOB aHAIMTUYECKOTO U TBOPUECKOTO MBILIUICHHUS;
—  (¢opmupoBaHue HHGOPMAIIMOHHON M YIIPaBIEHYECKOH KYIbTYpHI;

- HpI/IO6IJ_ICHI/IC K HOCHHOCTAM  YHPABJICHYCCKOI'0O HCKYCCTBA,

MHUPOBOM YIIPaBICHYECKON HAYKH;

JOCTHIXXCHUAM




— (QopmupoBaHHE HEOOXOIUMBIX MOPATBHO-3TUUYECKUX M TMPO(HECCHOHAIBHBIX
Ka4eCTB JOKYMEHTOBE/IA.

Ilepeyennb BOPOCOB, BBIHOCHMMBbIX Ha 3a4eT 0 JUCHHILINHE KAKTyaJIbHbIe IPO0JIeMBbI
JOKYMEHTOBE/IeHHS] U ApXUBOBeIeHHU

1. Meronbl u crnocoObl JOKyMeHTHpoBaHuA. [loHsATHE MeTona JOKYMEHTHUpPOBAHMS,
crocoba JOKYMEHTUPOBAHHUS, CPEICTBA JTOKYMEHTHUPOBaHUs. [JOKyMEHT Kak 3HaKoBasl CHUCTEMA.
Crioco0bI U cpecTBa 3alIUCH HH(OPMALIHH.

2. JlokymeHT Kak cuctema. CBoiictBa M (yHKUuMM 10KyMeHTOB. Kiaccudpukanums
nokyMeHToB. IloHATHe o0 cBoiicTBax, nIpu3Hakax, (QyHKUMAX JokyMmeHTa. Kiaccuduxauums
noKkyMeHTOB. COOTHOIIEHHE BUAOBOM M THUIIOJOTHYECKOH kinaccupukanuu. Knaccudukanus mo
nH(pOpMaTUBHOMN cocTaBIsArONICH qoKymMeHTa. Kimaccudukamus mo maTepuanbHol (pu3nUecKoi)
cocraBlsitolIei JokyMenTa. Kiaccudukanus TOKyMEHTOB 110 00CTOSITEILCTBAM UX OBITOBAHUS BO
BHeIHel cpene. Tunonoruueckas kiaccu@ukanus J0KyMEHTOB.

3. CucteMbl JAOKyMEHTAIlMH. YHUQUIMPOBAHHAS CHUCTeMa JOKyMeHTaruu. OCHOBBI H
HOPUHIUIBI Pa3paObOTKU YHU(UIIMPOBAHHOM CHCTEMBbI ylpaBieHYeCcKOl NoKyMeHTauuu. Pabora
no yHu(UKaUK JOKyMEeHTOB. OOsi3aTeNbHBIE W JIOTIOJHUTENBHBIE PEKBH3HUTHI Ui CHCTEM
JOKYMEHTAIlUU B COOTBETCTBUM C ['ocynapcTBEeHHbIM cTaHAapToM. Tabenb yHU(DUIIMPOBAHHBIX
($bopM JOKYMEHTOB.

4. OpraHu3allMOHHO-pPacOPSIAUTEIbHbBIE U MUHPOPMALIMOHHO-CIIPABOYHBIE JJOKYMEHTHI.
JIOKyMEHTUpOBaHNUE  YIPaBICHYECKOHM  JIEATEIbHOCTH. IlonsTue OpraHU3alOHHO-
pacHopsSAUTENbHBIX JIOKYMEHTOB. THIIBI M OCOOEHHOCTH OpPraHU3al[MOHHBIX JOKYMEHTOB.
XapakTepuCTUKAa  PACHOPSAUTENBHBIX JOKYMEHTOB. XapaKTepUCTHUKAa HH(POPMALUMOHHO-
CIIPABOYHBIX IOKYMEHTOB.

5. /Jenonmpou3BoactBo Kak mpeaMer wusydeHus. OcHOBHble mnoHATUA. [loHsaTue
JIJIONPOU3BOJCTBA U JOKYMEHTAI[MOHHOIO oOecliedeHus yrpaBieHus. JoOKyMEeHTHpOBaHUE.
JlokymeHT0060poT. OCHOBHBIE NMPO(EeCcCHOHAIBbHBIE TEPMUHBI IO IeJIONPOU3BOACTBY. [loHsATHE
IOPUAMYECKON cuibl JOKyMeHTa. I[loHumMaHue nmpouecca CTaHAAPTU3ALUU JIOKYMEHTOB.
[Tonumanue npouecca yHU(GHUKAIMU JOKYMEHTOB.

6. Perucrpanus noxymeHTtoB. KoHTponb ucnosnHeHuss aokymeHToB. OOmiue mpasuia,
HOpSIOK M (DOPMBI  PETHCTpallUU JIOKYMEHTOB. ABTOMATH3allusl PEruCTpalldi JOKYMEHTOB.
[TouckoBas cucrema. MupopmannonHo-cripaBoyHasi paboTa 1o JOKyMEeHTaM. 3Hau€HHE U BHUJIbI
koHTpossl. Cpoku ucnonHenus. OpraHuzanust ucnojHeHus. [IpoBepka Xoja HCIOJIHEHUS.
ABTOMaTH3UPOBAHHBIE CUCTEMBI KOHTPOJIS 3@ UCIIOJIHEHUEM JOKYMEHTOB.

7. @®opmHupoBaHHME WU XpaHEHME Jen B JenonpousBojcTBe. [lonsatue nena B
nenonpousBoacTse. Homenknarypa nen. OCHOBHbIE IPU3HAKU TPYNITUPOBKHU IOKYMEHTOB B JIeJIa.
®opmupoBanue u opopmienue aen. OnepaTUBHOE XpaHEHHE Jedl.

8. IloaroroBka u mepemaya Jed B apXMB. OKCHEPTH3a LIEHHOCTH JOKYMEHTOB B
JenonpousBoAcTBe. Opranusanus apXUBHOTO XpaHEHMsI AOKyMeHTOB. [Iponenypa nposenenue
AKCIEPTU3BI LIEHHOCTH J0KyMEHTOB. Pabota skcnepTHOil komuccuu. Kpurepun 1eHHOCTH MpH
OlLleHUBaHUU JOKyMeHTOB. Odopmiienue nen. CocraBieHue onucei aed.

9. Ilopsnok nepenaun aen B apxuB. [1oAroToBKa UCTIOTHEHHBIX JJOKYMEHTOB K XPAHEHHUIO.
OdopmiieHne JTOKYMEHTOB, ClaBaeMbIX B apxuB. [lomeleHne BEJIOMCTBEHHOTO apXuBa
opranuzanuu. yHkmn apxuBoB. MaTtepuanbHO-TeXHIUECKas 06a3a apxuBoB. Tomorpadgudeckuit
yKazareiab M pa3MELICHHE JTOKYMEHTOB B apxuBe. DakTopbpl CTapeHHs] JOKYMEHTOB. Y4eT
JIOKYMEHTOB B apXHBaX U OLIEHKa UX (U3NYECKOTO COCTOSHUS.

10. ABTOMaTH3aIMs JeNONPOU3BOACTBA. XpaHEHUE JOKYMEHTOB B 3JIEKTPOHHOU (opme.
[TonsiTue anekTpoHHOro JOoKyMeHTa. [IpenmyIiiecTBa 1 HEJOCTATKH IEKTPOHHOTO JOKYMEHTA.

11.00ecnieuenne COXpaHHOCTH JOKYMEHTOB B D3JIEKTPOHHOH ¢opme. ABTOMATH3AIUSL
COCTaBJIEHUSI JOKYMEHTOB. ABTOMaTu3alus paboThl C JOKyMEHTaMH. ABTOMaTHU3UPOBAHHbBIE
paboune Mecra.



12. DnextponHsle o¢ucHsle cucremsl. MHpopmanmonnsie pecypcsl HMHTepHera.
Texaudeckue cpencra pabounx mect B JIOV.

13. JlemoBoii nokymeHT. Kinaccudukaius IelOBBIX JOKYMEHTOB. TEKCT JeI0BOTO
JTOKyMeHTa. PekBU3UTHI M oQopMmileHHE [EeI0BOTO JOKYMEHTa. XapaKTepUCTUKA OTAEIbHBIX
BU/JIOB JIEJIOBBIX JOKYMEHTOB.

14. Metoasl mpoektupoBanusi cucteMbl JIOVY. [lpuHnunel kimaccudukammss METOHOB
IPOCKTHPOBAHUSA. MeTOIbl THIIOBOTO MPOEKTHpOBaHus. I paduueckre MeTo1bl MPOSKTUPOBAHMUS.
CeTeBbIe METOBI.

15. Metoapl MpOeKTUPOBaHUA Ha 3Tare (popManu3anuy MPOEKTHBIX pemeHuid. Teopus
MaccoBOro o0cayKuBaHUSA. MaTpu4HbIE METOABI B OPITIPOCKTUPOBAHUH.

16. Knaccudukanuss Mojenell, UCIONIb3yeMbIX B OPraHU3allMOHHOM MPOSKTHPOBAHUU.
DKCIIEPUMEHT U €r0 POJIb B IPOCKTUPOBAHHH.

17. TlpoektupoBanue WH(GOPMAIMOHHON MOACUCTEMBI ynpaBieHus. MHTerpupoBaHHBIE
MH(OPMALIMOHHBIE CHUCTEMBbl KaK YacTh OPraHU3allMOHHOTO TIPOEKTa COBEPIICHCTBOBAHUS
CUCTEMBI yIIPaBJICHHUSL.

18. Metonpl aHanmu3a WHOOPMAIMOHHBIX TOTOKOB. Pa3paboTka mnpemiokeHud s
rapaHTUU JIOCTOBEPHOCTH WH(POPMAIMOHHOTO OOECIEUYCHUS W 3alluThl WHGOpPMAIUU OT
HECAaHKIIMOHUPOBAHHOTO JocTyna. OObeKTHBHasT HEOOXOAWMOCTb YHPABIEHUS CHCTEMHOM
JIOKYMEHTaI1H.

19. AHanu3 KoJau4ecTBa W BUAOB BXOJSIIEH M UCXONSIIECH JOKYMEHTAlMHM B LIEJIOM IO
O00BEKTy MPOEKTHUPOBAHUS M KaXKIAOMY CTPYKTYPHOMY IMoOjpasfeneHuto. TpeboBaHUs K
JOKyMeHTaM ¢ yueroM Enunoil rocygapctBeHHOM cucteMsl genornpoun3poactsa, [OCTos, OCTos
Ha CUCTEMbI JOKyMEHTAaLIUU.

20. IIpoextupoBanue noacucremsl JJOY. [IpoekTupoBanre OpraHu3aliOHHON CTPYKTYPBI
U pacrpejesieHue IOJIHOMOYMII M OTBETCTBEHHOCTH B ammapare yrpaBieHus. DOyHKIuu
corpynHukoB ciayx0b1 JJIOY. O6s3aHHOCTH COTpYIHUKOB. Omnpenenenne 00si3aHHOCTEN U TIPaB
COTPYIHUKOB.

21. Metoasl oueHKH 3(PPEKTUBHOCTH HA PA3IUYHBIX CTATUSAX OPTIPOEKTUPOBAHMSL.
MeTo/ibl KOMIUIEKCHONH OLEHKHM OPraHU3alMOHHBIX IPOEKTOB COBEPLIEHCTBOBAHMS CUCTEMBbI
JOY  opranmsanmu.  Pacder  0XHMJAaeMbIX ~ TEXHMKO-DKOHOMMUYECKHX  PE3yJIbTaTOB
coBepuieHcTBOBaHuA cuctemsl J[OY.

22. TlpoexkTHpoBaHHE CHCTEM JOKyMeHTooOopora. OpraHu3anusi palnnoOHaIBLHOIO
JBUKEHUSI JOKYMEHTOB BHYTpPHM opranu3anuu. OCHOBHBIE 3Tallbl, MOHATHE <«OKCIEAUIIMOHHAS
o0paboTka» JToKyMeHTOB. IIpenBapuTenbHOe paccMOTpeHHME JOKYMEHTOB B  ciyxO0e
JIOKYMEHTAIlMOHHOTO 00eCIeYeH!sl, OCHOBHAs 11€JIb U TEXHOJIOTHS JIOBEACHMS A0 KOHKPETHBIX
HCIIOJIHUTEIIEH.

23. OpraHuzanusi paldOHAIBHOTO IBMKEHMSI JIOKYMEHTOB M HMX IPOEKTOB BHYTPHU
opranmzanuu. llepemaua AokymMeHTOB BHYTpH opranuzanuu OOpabOTKHM HCIONHEHHBIX U
OTIIPABISIEMBIX IOKYMEHTOB. PoJb 1€10NpON3BOACTBEHHOM Cl1y:KObl B 00pabOTKE TOKYMEHTOB.

24. BeneHne MaccHUBOB KaJpOBBIX JIOKYMEHTOB, MX Y4Y€T, PETUCTPALUs, ONEPaTHUBHOE
xpaneHue. CocTaB KaJpoBOil JOKyMeHTaluu opraHuszauuu. Ee knaccudukanus. Kaaposbie
JIOKYMEHTHI B yHU(pumpoBaHHO# cucteme OPJl 1 0T4ETHO-CTAaTUCTUYECKOM JOKYMEHTALMH.

25. TpynoBsle 10roBOpa, pe3rOMe, aHKEeThl U Jp. AOKyMeHThl. HopmaTuBHO-IIpaBOBOE
peryJIrpoBaHUE COCTaBa KaJAPOBBIX JOKYMEHTOB U 0(OPMIIEHUS TPYAOBBIX OTHOIIeHUH. Cuctema
pPErucTpallMi U TMOCTPOCHUS] WH()OPMALMOHHO-TIOMCKOBBIX CHCTEM KaJpoBOW HHGpOpMAIUU U
JTOKyMeHTOB. [IpaBuia u cpoku XpaHEHUsI U YHUUTOKEHHS Pa3INYHbIX JOKYMEHTOB, COJIEp KaIINX
MH(OPMALIKIO [0 JTUYHOMY COCTaBY.

26. JlokyMeHTaIlMOHHOe ofecrieueHre paboThl KOJUIETHalbHBIX opraHoB. Pabota c
JOKyMEHTaMU  KOH(UIEHIMaIbHOTO  Xapakrepa. OpraHuzanuss  JOKYMEHTAllMOHHOIO
oOecrieyeHHs MPOBEACHUS COBEUIAHWN, CEMUHApOB M JIp. MEPONPUATHI KOJUIErHaIbHOTO
xapakrepa. OCOOEHHOCTH CTPYKTYPBI JTOKYMEHTOOOOpOTa B padoTe KOJIJIETHMATBHOTO OpraHa
YIpaBJICHUS.



27. TloHaTHe TOCYJapCTBEHHON TalHbI M KOH(HUACHIHAIBLHOCTH YUYPEKICHUYECKOH
uHpopmanuu. ['ocynapcTBeHHOE peryirpoBaHUE CUCTEMbI OTPAaHUYEHUS JOCTYTIA K TOKYMEHTaM.
OpranuzannoHHoe o(GOpMIIEHHE COCTaBa CBEIEHHM, COAEp)KAIIUX KOMMEPUYECKYI0 WM HHYIO
TailHy (UPMBI, MOPSIOK 3alIUTHl JOCTyNa K KOH(HIeHIuanbHON MH(OpManuu, MpaBuia ee
UCTIONb30BaHus. TpeOoBaHMS K BEIEHHUIO JEJONPOU3BOJCTBA, OOECIEYMBAIOUIETO YYET U
COXPaHHOCTh KOHPHJICHIUATbHBIX U CEKPETHBIX TOKYMEHTOB.

28. Jlenonpou3BOACTBEHHBIE CITYKOBI, X CTPYKTypa M opraHuzainus padotsl. [lonsrue
CITYKOBI JOKYMEHTAITMOHHOTO O0ECIIEYCHHS YIIpaBeHUs (JeTONPOU3BOACTBEHHON CITY)KOBI), €€
Ha3HauYeHUEe W OCHOBHbIC (yHKuMU. [IpuHIUN pasneneHus Tpyaa B MpoIEcce YIpaBICHUS
nokyMmeHTtanueil. OcoOEHHOCTH YIPaBICHUECKUX CTPYKTYp, OMPEACNAIOIIUX IOCTPOCHUE U
OpraHm3anio  paboThl  JEIONPOU3BOJACTBEHHONW  CiayxkObl. OOsI3aHHOCTH  CIYXOBI  TIO
(GbOpMHUPOBAHUIO U BEICHUIO JOKYMEHTAIIMOHHOM 0a3bl OpraHu3aluu.

29. 3agaun cayxObl TIO0 YIIPABICHUIO JOKYMEHTAIMEH, (GOPMHUPOBAHHUIO B 00ECIICYCHHIO
(byHKIIMOHUPOBAHHUS JOKYMEHTAIlMOHHOTO donma OpraHu3alui, palroHaIbHOrO
JOKYMEHTOO0O0pOTa, KOHTPOJIb HWCIOJHEHHUS JOKYMEHTOB. B3amMopelcTBHe ¢ JIpyruMu
WH()OPMAITMOHHBIMH CITY)KOaMH.

30. HopmupoBaHue u opranu3anus Tpyaa B padote ¢ fokyMmeHTamu. [loHsATHE HOPMATHBOB
1o TPYAY U OXpaHe TpyAa. MexoTpacieBble YKPYITHEHHbIE HOPMAaTUBBI BpEMEHH Ha pabOThI MO
JIOKYMEHTAIlMOHHOMY oOecrniedeHuto ympasieHus. Hopmer Bpemenu. Konrtpoisb coGmroneHus
HOPM B 00J1aCTH J€IONPOU3BOICTBA.

31. OcHoBHblE OOBEKTHl M NPUHIUIBI aBTOMATH3alUU B ympaBieHUH. OpraHusanus
JUYHOTO M KOPIOPATUBHOTO HMH(POPMAIIMOHHOTO OOecleyeHus B 3aJadyax YIpaBIICHUS.
Oco0eHHOCTH BHEAPEHHS aBTOMAaTU3UPOBAHHBIX CHCTEM B cdepe yrnpasienus. Uapopmannonnas
NOJAJEP)KKA 3a/Jadyd  KOHTpoJig ucnonHeHud. CpencTBa CTPAaTErHuecKoro IUIAaHUPOBAHUS
BBITTOJIHEHUS 32/1a4 U TPOBEICHHsI MEeponpusaTHil. Peann3anus cuctemMsl JOKyMEHTOO0O0pOTa Ha
npuMmepe coznanus pensiuuoHHoi bl «PerucrpaliioHHbie KapThl JOKYMEHTOB.

32. [IpoexTupoBaHue OPHUCHBIX CHCTEM Ha OCHOBE JJOKYMEHTAIBHBIX KOPIIOpAaTHBHBIX B/]
B cpene Lotus Notes. Kopmoparusubie 6a3pl qaHHBIX. OCOOEHHOCTH TEXHOJOTHUU «KJIUEHT-
cepBHCY». MoJienn KOMMYyHUKaUUi, noaaepxuBaembix Lotus Notes.

33. CnpaBounas npaBoBas cuctema «KoncynbTant-IlLmoc»: coctaB, CTpyKTypa, MOMCK
naHHbBIX. THQOpMAIIMOHHO-TIONCKOBAst cUCTeMa «ApxuBapuycy». JJokyMeHTallbHbIe 0a3bl TaHHBIX
cucteMsbl «ApxuBapuyc». Kiaccsl 10KyMeHTOB. ATpUOYTHI TOKyMEHTOB. DYHKIIUN CUCTEMBI.

34. AnmuHHCTpaTHUBHBIE (QYHKIMH cekperaps. Ponb cekperaps B COBPEMEHHOM
yIpaBJIEHYECKOM ammapare W B CTPYKType CIyXObl JOKYMEHTAllMOHHOIO oOecleyeHus
yrpasieHusi. Opranuzamusi paboThl IPUEMHOM: PETyIUPOBAaHHE MOTOKA TTOCETUTENEH, TIPUEM U
peructpanus nocetuteneid. TUmMbl cOBEMaHMM M MpaBWiIa MOATOTOBKM M OpraHU3alMH.
CocraBnenne u OQOpMIIEHHE MpPOTpaMM, 3asBOK, IMOBECTKH MIHs. IlOpsmok cocTraBieHwHs,
o(opMIIeHHs U XpaHEHUs! TPOTOKOJIOB.

35. PernameHnTanus JOKHOCTHBIX 00si3aHHOCTEH cekperaps. HopmaTtuBHO-MeTo1nueckas
0a3a KkBaMM(UKAIMOHHBIX TpeOoBaHUN K mpodeccun cekperapb, AeIONPOU3BOAUTENb.
OCOOEHHOCTH TOATOTOBKH JETOBBIX BCTPEU M IEPETOBOPOB pykoBomuTelns. [IpaBuia BemeHus
JIeNIoBOM Oecebl.

36. ApxuBoBereHHe. BeqOMCTBEHHBIE W TOCYJapCTBEHHBIE apPXUBBI, OpPTaHU3AIHS
apxuBHOM cnyObl B Poccum; OCHOBHBIE 3agaun apxuBa: cOop, oOpaOoTka, OpraHuzanus
XpaHEHHs ¥ UCTI0JIb30BaHUs JOKYMEHTOB; apxeorpaduueckas o0paboTka TOKYMEHTOB.



Kpurepun ouneHuBaHMsi Ha 3a4eTe MO JAUCHMIUIMHE «AKTYyajbHble MPO0JeMbl
JAOKYMEHTOBE/JAeHHUS M APXUBOBeIeHUS» !

OreHKa «3a4TEH0» BBICTABIISCTCS CTYACHTY, €CIIH:

1. PackpbITO OCHOBHOE COJIEp>KaHUE MaTepHaa.

2. B OCHOBHOM MPaBUJILHO JaHBI OTMPECIICHUS, TIOHSATHS.

3. OTBET CaMOCTOSITENbHBIM.

4. Matepuan U3JI0)KECH HEIOJIHO, PH OTBETE JOMYIICHBl HETOYHOCTH, HapyIIeHa
MOCIIEA0BATEIBHOCTh U3JI0XKEHUS. JlomyIieHbl HeOOobIIne HETOYHOCTH MPHU BBIBOJAX U
UCIOJIb30BaHNUU TEPMUHOB.

5. [IpakTryeckre HaBBIKU YBEPEHHBIC.

OrneHka «He 32a4TEeH0» BBICTABIISETCS CTY/ACHTY, €CIIH:

1. OcHoBHOE conepkaHKe yueOHOTro MaTepralia He PacKphITO.

2. He nanbl OTBETHI HA IOMOJHUTEIBHBIE BOIIPOCHI MPENOIaBATENS.

3. domyieHsl rpyOble OMUOKU B ONPEICTICHUSIX.

4. Her nmpakTHYeCKUX HABBIKOB B MCIIOJIb30BAHUN MaTepraia



5. IlepedyeHb OCHOBHO¥ U IONOJHHUTEJIbHOH YU4eOHOI JTUTepaTypbl, HCOOXOAMMOM 115
OCBOCHUS IMCHHUIUIMHBI (MOAYJIs1).

5.1 OcHoBHas1 IuTEpaTYpAa:

Ne

ABTOp, Ha3BaHUE, MECTO U3/IaHUSI, U3AATEIIbCTBO, IO
U3aHNus y4eOHOM JUTepaTypsl, K-BO CTPAHUIL, BUA U
XapaKTePUCTHKA MHBIX HH()OPMAIIMOHHBIX PECypCOB

Koa-Bo 3K3. B
ouoIIMoTEKE
(dhakynpTera

DJIEKTPOHHBIN

pecypc
pasMEIICH Ha

MupoImHUYEeHKO AA., MupomHUYeHKO M.A
DNeKTpOHHOE IPaBUTEIBCTBO. [TpenocraBnenue
rOCYJapCTBEHHBIX U MYHHIMIAIBHBIX YCIYT //TIOJ pen.
Epmonenko B.B. / KyoI'Y, Kpacuogap, 2014, 240 c.

Ha xadenpe

Conory6o O.Il.  [lenompou3BOJCTBO:  COCTaBIICHUE,
peaaKTHpOBaHUE U 00pabOTKA TOKYMEHTOB: yueOHOE. 8-
e u3z., crep. M.: Omera-JI, 2013. 207 c.

Jlanckas JI.B. [Tpo6ieMbl JOKyMEHTAITMOHHOTO
MEHEIP)KMEHTA U JOKYMEHTUPOBAHUS JIEATEIbHOCTH
Kopropanuu: xpecromarus / M-Bo o0pazoBaHus u
Hayku Poc. ®denepaunn, Kybanckuii roc. yH-T. -
Kpacnonap: [Ky6I'V], 2013. 347 c.

5.2 JlonostHUTeIbHASI JINTEpaTypa:

ABTOp, Ha3BaHMUE, MECTO U3JIaHUS, U3AATEIBCTBO, IO
U3JaHus y4yeOHOM IUTepaTypsl, K-BO CTPAHUILL, BUA U
XapaKTePUCTHKA WHBIX HH(OPMAIIMOHHBIX PECYPCOB

Koma-Bo 3Kk3. B
onbarorexe
¢dakynpTeTa

ONEeKTPOHHBIN

pecypc
pa3MelieH Ha

beikoBa T.A.  JlokyMeHTalMoHHOE  oOecreueHue
yIpaBJIeHUS HErocy/1apCTBEHHBIX OpraHu3anuii:
yuebHoe rmocobue amnsi cTyaeHToB By30B / T.A. brikosa,
JI.B. Cankuna. M.: UTHOPA-M, 2011. 288 c.

10

Ha xadenpe

Ky3neron C.JL CoBpeMeHHbIE TEXHOJIOTHH
JIOKYMEHTAIMOHHOTO obecrnieueHus yIpaBJICHHUS:
yaeOHOe rmocobue g By30B / TOO  peql.
T.B. Ky3uenosoii. M.: U3gatensckuit fjom MOU, 2010.
232 c.

15

JloKkyMeHTaIlIOHHOE obecrieyeHne yTIpaBJICHUS:
yueOHUK 17151 cTyaeHToB By30B / A.C. I'punbepr u ap. M.:
IOHUTU-TAHA, 2010. 391 c.

5

[Tox pen. C.B. Cumonosuua «udopmaTtuka. bazosbrit
Kypce». Yuebnuk it BY3os. CII6: M3aarenscTBo
«[Iutepy, 2013. 640 c.

20

JU1g 0CBOEHMS AMCUMILIMHBI MHBAJIMAAMU U JIMIIAMU C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU
3/10pOBbsS. MMEIOTCSI M3JAHUSI B DJIEKTPOHHOM BHJIE€ B 3JIEKTPOHHO-OMOIMOTEUHBIX CHUCTEMax
«/lano» u «FOpavumpy.

5.3. Illepuoauyeckne u3IaHust

Hayunble »XypHanbl B UMTaJbHOM 3aie OuUOIMOTEKH (aKyabTeTa YIpaBlIeHUS U
MICUXOJIOTHH U (WJIN) Ha caliTaX UX 3JIEKTPOHHBIE BEPCUU:

1 MenemxmenT B Poccuu 3a pydeskom

2 KpearuBHasi 5KOHOMHUKA

3 Poccwuiickuii )xypHan MEHEIKMEHTa

4 TIpoOnembl TEOPUH U IPAKTUKHU YIIPaBICHUS
5 PerunonanpHast 5)KOHOMHKA



6. Ilepeyenr pecypcoB HHG(POPMANMOHHO-TEJIEKOMMYHUKALMOHHOH  CeTH
«/HTepHeT», HEOOXOAMMBIX 1JISI 0CBOEHHSI AMCUUIJIMHBI (MOIYJIs1)

. AIIMUHHCTpPaTHBHO-yMpaBieHueckuii moprai - URL: aup.ru.
Ku6epJlennnka - URL.: http://cyberleninka.ru.
Hayunas snexrponnast 6udaunorexka URL: http://elibrary.ru.
OopasoBarenbHbie pecypesl MaTepHeTa: menempxkment URL: http://www.alleng.ru.
. OTKpBITHIC KYpChI Ou3Heca u axonomukn - URL: www.college.ru.
[MTouckosas cucrema «Axanemus google» - URL: http://scholar.google.com -
[Topran Koprioparushsiii meaemxkment - URL: www.cfin.ru.
. IMopran Hayunsix mybmukarnui - URL: www.management.ua.com.
. Poccuiickoe oOpasoBanme, denepanbhpiii noptan [Odunmansaeii caint] — URL:
http://www.edu.ru
10. denepanbHbIi 0OpazoBaTeabHbIN OpTan "DkoHoMuka, Cormoniorus, MeHe PKMEHT"
- URL: www.csocman.edu.ru.
11. Dxcneptasiii caiit BIID - T'Y URL: www.OPEC.ru.
12. DnekrpoHHO-OubOIMOTEewHas cuctema URL: www.iprbooksshop.ru.
13. DnexrponHble yueOHbIe mocodus - URL: www.biblio-online.ru.

CONDOAWNE

7. MeToanueckue yKasaHus /sl 00y4al0IMXCs 110 OCBOCHUIO JUCIUILIMHBI (MO1YJIs1)

OcBoeHMe TUCIUILIMHBI IPeIyCMaTpUBAET MPOCIYIIUBAHUE JTCKIUH.

CamocrosiTenbHass paboTa CTyA€HTa - OAMH W3 BAXKHEWIIMX JTAalmoB B IOATOTOBKE
cnenuanvctoB. OHa MPHOOIAET CTYACHTOB K HCCIIEI0BATEIbCKON paboTe, 000raiaeT onbIToM U
3HaHUAMU, HGO6XOIII/IMI>IMI/I JJISL I{aaneﬁmero HUX CTAHOBJICHUA KaK CIICHHUAJIUCTOB, MIPHBUBACT
HABBIKU pabOTHI C TUTEPATYPON, CTATUCTUYECKUMU TaHHBIMH.

[lens camMOCTOATENBHOM pabOTBl - CHUCTEMaTH3allMsl, 3aKpeIUICHHE U pPaCHIMpPEHHE
TEOPETUYECKUX M MPAKTHUUECKUX 3HAHUN C UCIOJIH30BAHUEM COBPEMEHHBIX MH(OPMAIIMOHHBIX
TEXHOJIOTMI U JINTEPATypPHBIX HCTOYHHUKOB.

OOyueHue CTyJJeHTOB C OTPAaHUYEHHBIMUA BO3MOXHOCTSIMU OPI'aHU3YETCSl B COOTBETCTBHHU C
TpeOoBaHUIMHU «METOAMUECKUX PEKOMEHJANK M0 OpTaHU3aIli 00pa30BaTEIbHOTO Mpollecca
JUisi  OOy4YeHHMs] WHBAIUAOB U JIMIl C OrPAaHUYCHHBIMH BO3MOXKHOCTSMHU 3JI0POBbS B
00pa3oBaTeNbHBIX OPraHU3alUSIX BBICHIETO MPOPECCHOHAIIBHOTO O0pa3oBaHUs» OT «8yampess
2014 .

B ocBoenun JUCHUIINIMHBI MHBAJIWJIAMH U JIMOaMU C OTPaHUYCHHBIMHW BO3MOXKXHOCTIAMU
3/10pOBbs OOJNBIIOE 3HAYEHHE HMEeT WHJMBHJyalbHas y4yeOHass paboTa (KOHCYJbTallUu) —
JIOTIOJTHUTEIbHOE pa3bsiCHEHNE Y4eOHOro Marepuaa.

I/IH)II/IBI/II[yaHI)HI)IG KOHCYJIbTalUKM 110 NPCIAMETY ABJIAIOTCA BaXHBIM (1)aKTOp0M,
CHOCOOCTBYIOUIMM MHIMBUAYATU3aUN O0yYeHHs U YCTAHOBJICHHIO BOCIIUTATENIbHOIO KOHTAKTa
MCXKAY MOpernoaaBaTcjicM U O6y‘-IaIOHII/IMC$I HHBAJIUJOM HWJIMA JIMOOM C OI'pPaHUYCHHBIMU
BO3MOYKHOCTSIMH 3/10POBbSI.

8. Ilepeyenb MHPOPMALMOHHBIX TEXHOJIOTHI, HCIOJIb3YeMbIX NPH OCYLIECTBJICHUHU
00pa30BaTeJbHOI0 NMPOoLEcca Mo AUCHUILIHHE (MOYJII0).

8.1 IlepeyeHb HHPOPMALMOHHBIX TEXHOJIOTHH.

[IpoBepka fOMANIHUX 33JaHUK U KOHCYJIBTUPOBAHHUE ITOCPENCTBOM dJIEKTPOHHOM ITOYTHI.
Hcnonp30BaHue dIEKTPOHHBIX IIPE3EHTALUN IIPU IIPOBEICHUH ITPAKTUUECKUX 3aHATUH.

8.2 IlepeyeHb HEOOXOAMMOTI0 IPOrPAMMHOIO 00ecTIeYeHHUsl.
[Tporpammel [Ts IEMOHCTpAILIMH U cO3anus npe3enTanuii («Microsoft Power Pointy).


file:///C:/Users/Марина/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/ZRS9ZY0Y/aup.ru
http://cyberleninka.ru/
http://elibrary.ru/
http://www.alleng.ru/
http://scholar.google.com/
http://www.cfin.ru/
http://www.management.ua.com/
http://www.edu.ru/
http://www.edu.ru/
http://www.csocman.edu.ru/
http://www.opec.ru/
http://www.iprbooksshop.ru/
http://www.biblio-online.ru/

B xoze 1abopaTopHBIX 3aHATHH UCIIONB3YETCs MIPOrpaMMHOE 0OecTieueHue:
1. DnexTpoHHas HHGOPMAIMOHHO-00pa30BaTeIbHAs CPEa YHUBEPCUTETA.
2. DIEeKTPOHHO-OMOIMOTEUHAsI CUCTEM YHUBEPCHUTETA

8.3. IlepeueHb HEOOXOAMMBIX HHGOPMALMOHHO CIIPABOYHBIX CHCTEM

1. CrpaBouno-npaBoBas cucrema «Koncynsrant I[Tnrocy (http://www.consultant.ru)
2. DnexrponHas oubnuoreunas cucrema eLIBRARY .RU (http://www.elibrary.ru)/

9. MaTepI/IaJILHO-TeXHI/I‘leCKaH

6333, H606X0[[I/IMaﬂ AJIsA OCYIIECTBJICHUA

00pa30BaTeJbLHOI0 NMPoLecca Mo AMCHUIInHEe (MOYJII0).

No B o MarepuanbHO-TeXHUYECKOe 00ecledeHne JUCIUIIIMHBL (MOYJIs) U
OCHAII[CHHOCTh
1. Jlexyuornnvie Jlekimmonnass  aygutopuss 417A - yueOHas  ;aGoparopuis
3auamusl «Opranu3alioHHOTO  TPOCKTHPOBAHUS, CHCTEM JIOKYMEHTAIlUH,
uHbOpMalUY U 3HAHUI», OCHAIIEHHAs MPE3eHTAMOHHON TeXHUKON
(MyIbTUMEIUIHBIA MPOEKTOP, 93KpaH, KOMIIBIOTEP/HOYTOYK) W
COOTBETCTBYIOIIUM IPOrPaMMHBIM 00€CIIEYEHUEM U CTEHIaMU:
- crer 1 — Opranu3anoHHOE TPOSKTHPOBAHNUE;
- cre 2 — KoprnoparuBHas ceTb 3HaHMM Ha 0a3e OHTOJIOIMU:
CTPYKTYpa M TEXHOJIOTHS peaIN3alNH.
2. ['pynnoBsie YuranbHbli 321 6ubIMOTEKH (haKyabTeTa
(MHIUBUIYaTbHBIC)
KOHCYJIbTallH
3. Texymmii Aynuropus 415A / 417A
KOHTPOJIb,
IPOMEXKYTOUHAS
aTTecTanus
4. CamocrositenbHas | Kabunet A caMoCTOATENbHOM paboTh! (UMTAIbHBIN 3271 OMOINOTEKH
pabota dakynpTeTa),  OCHAIICHHBIM  KOMIBIOTEPHOM  TEXHUKOH  C
BO3MOXKHOCTBIO MOAKTIOUeHHs K ceTu «HTepHeT», mnporpammoit
HKPAHHOTO YBEIMYEHUS U 00ECTIEYCHHBINH JOCTYIIOM B 3JIEKTPOHHYIO
MH(OPMALOHHO-00pa30BaTEIbHYIO CPEely YHUBEPCUTETA.

9.3. Ilpe3enTanum:

1. IIpe3enTanust yaeOHON JUCITUTIITUHBI

2. OCHOBBI OpraHU3AIMHA METO/IOB UCCIICOBAHUS U aHAIHN3a
3. TeXHONOTHSI CTPATETHIECKOTO aHATH3a

4. TexHonOTHsI MOATOTOBKH pedepara u acce



http://www.consultant.ru/
http://www.elibrary.ru)/

PEINEH3UAL
Ha pado4yI0 y4eOHYI0 IpOorpaMmMy Mo AMCHHUILINHE
b1.B./IB.27.01 «AkTyaJjibHbIe PO0J1eMbI IOKYMEHTOBE/ICHUS U
apXHBOBeICHUS»

PabGouyas  yueGHas  mporpaMMa 1o  mporpaMmMe  OakajnaBpHuara
«OpraHu3alioHHOE  MPOEKTHPOBaHHE  JOKYMEHTAMOHHOTO  0OeCreYeHHs
yIpaBIeHUS B OpraHU3aIMI» COCTaBIIEHA B COOTBETCTBUU ¢ TpeboBaHus MU OI'OC
BO u IlpumepHOii OCHOBHOM 0Opa3oBaTENbHOW MPOTrpamMMoOil MO HANpaBIICHUIO
noarotroBku 46.03.02 «JlokyMeHTOBEICHUE K apXHUBOBEACHUEY.

Coneprkanus paboueil mporpaMMmbl cOOTBETCTBYeT TpeboBanusm OI'OC BO
(B wactHoctu 1. 6.3, 6.4, 6.5, 6.6, 6.9, 6.10).

Copnepxkanue pabodeil MmporpaMMbl COOTBETCTBYET IOCTABJICHHBIM IIENSIM,
COBPEMEHHOMY YPOBHIO M TEHICHIUSAM pa3BUTHS HAyKW U MPOU3BOJCTBA,
CocOOCTBYET MOBBILIEHUE 3()(YEKTUBHOCTU HCMONB30BAaHUS HWH(OPMALMOHHBIX
cucteM u 0a3 JaHHBIX B YCJOBHSIX MOJCPHHU3AIMU TPOU3BOACTBA H
KOHKypeHTococoOHOCTH mnpoaykuuu. Ilpu pa3paborke paboueit yueOHOMU
IPOrpaMMBbl UCTIONB30BaIaCh HOBEHIIIAs OTEUECTBEHHAS U 3apyOe)KHAS IUTEPATYPhI
U COOCTBEHHbIE U3/IaHUs Kaeaphl.

ConmepkaHusi pas[eNioB ONTHMAJIbHO HACHINEHBI H  CTPYKTYPHUPOBAHBI,
1€J1eCO00pa3HO pacnpeiesIeHbI [0 BUAaM JIEKIIMOHHBIE U TaOOPaTOPHBIE 3aHATHUS, B
COOTBETCTBHHM C TPYIOEMKOCTHIO B Yacax, Ha OCHOBE (PYHIAMEHTAJILHOCTU H
ucnons3oBanuss WKT. PabGouas ydyeOHas mporpamma OTIMYAETCS JIOTUYECKOU
CTPOMHOCTBIO, IPAKTUUECKON HAIPaBICHHOCTHIO.

Jis  Oojiee  KAueCTBEHHOTO  M3y4Y€HHUS  JUCHMIUIMHBI  HEOOXOIHUMO
OpEeIyCMOTPETh MPHUBJICYECHHUE HA CEMHHAPCKUE 3aHATUS IpelCTaBUTENEH
POCCUHCKUX M 3apyOE€KHBIX KOMITAaHUH, a TaKKe MacTep KJacchl C IKCIEpTaMu U
CHELMATUCTaMH B 00JIACTH IOKYMEHTOBEIECHUS M apXUBOBEICHUSI.

3AK/IFOYEHHUE.

PaGouas yuebnast mporpamma mo aucuuruimae b1.B.JIB.27.01 «AxryanbHbIe
npoOJieMbl JOKYMEHTOBEJCHUS W apXWBOBEICHUS» MOXKET HCIONIb30BAThCS B
yueOHOM Tpouecce 1Mo mnporpamme  OakamaBpuara  «OpraHu3anoHHOE
IPOEKTUPOBAHNE TOKYMEHTAIIMOHHOTO 00ECTIeYeHHsI YITPABJICHUS B OPTaHU3aliN»
no HarpasieHuto moAroToBku 46.03.02 «/lokymMeHTOBeICHNE U apXHUBOBECHHE) B
OI'BOY BO «KyoI'Vy.

3aBeayromuil kagenpoit « JKOHOMHKA ¥ OpraHU3allks POU3BOJICTBAY

MI'TY um. H. O. bBaymana, WCTIOJHUTENBHBIH TUPEKTOP HEKOMMEPIECKOTo
rmapTHepcTBa «OOBEeJUHEHNE KOHTPOJIIEPOBY ILOKTOp SKOHOMI/IHeCKI/IX HayK,
npodeccop e — >3¢5 CI. @ansko

s—
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PEINEH3USA2
Ha pado4yI0 y4eOHYI0 IpOorpaMmMy Mo AMCHHUILINHE

b1.B./IB.27.01 «AkTyaJjibHbIe PO0J1eMbI IOKYMEHTOBE/ICHUS U
apXuBOBeICHUD)

PabGouas  yuebHas  mporpaMMa 1o  mporpaMmMe  OakajnaBpHuarta
«OpraHu3allMOHHOE  MPOEKTUPOBAHHE  JOKYMEHTALIMOHHOTO  0OECHedeHHUs
yIpaBJEHUs B OPraHU3alMI) COCTaBJIEHA B COOTBETCTBUU ¢ TpeboBanusiMu OI'OC
BO wu IlpumepHoii ocCHOBHOM 00pa3oBaTEIbHOM MPOTrpamMMON IO HANpaBIICHUIO
noarotoBku 46.03.02 «/lokyMEHTOBEICHHE U APXUBOBEICHUEY.

Coneprkanus padoueii mporpamMmbl cooTBeTcTBYET Tpeboanusm ®I'OC BO (B
4acTHOCTH II1I. 6.3, 6.4, 6.5, 6.6, 6.9, 6.10).

Copnepxanue paboueil MporpaMMbl COOTBETCTBYET IOCTABJICHHBIM IIENSIM,
COBPEMEHHOMY YPOBHIO W TEHJIICHIIMSIM pa3BUTHS HAayKH U IPOU3BOJICTBA,
criocoOCTBYeT MOBBINICHUE I(H(HEKTUBHOCTH HCIOJIH30BAHUS MHOOPMAIIMOHHBIX
cUCTeM U 0a3 TaHHBIX B YCIOBUSIX UHHOBAIIMU U SKOHOMHKHU 3HAHUH.

[Ipu pazpabotke paboueill yueOHON IporpaMMbl MCIIOIb30Baach HOBEHIIas
OTEUYECTBEHHAS U 3apyOeKHasl JINTepaTypbl U COOCTBEHHBIE U3AaHU Kadeaphl.

CopnepxaHus pas3feioB ONTUMAIBHO HACBINIEHBI U CTPYKTYPUPOBAHBI,
1€J1eCO00pa3HO pacnpeieseHbI [0 BUAaM JIEKIIMOHHBIE M TaOOpaTOPHBIE 3aHATHUS, B
COOTBETCTBUM C TPYJOEMKOCTBIO B 4YacaX, Ha OCHOBE (YyHIAMEHTAIbHOCTH H
ucrnonb3zoBanusi MKT. PabGowas ydeOHas mporpamma OTJIMYAETCS JIOTMYECKOU
CTPOMHOCTBIO, TPAKTHYECKON HAIIPABICHHOCTHIO.

Jnst OGonee  KayeCTBEHHOTO  M3YYEHHUS  JUCHUIUIUHBI ~ HEOOXOJIUMO
NpPEAYyCMOTPETh MPUBICUYCHUE HA JIEKIMOHHBIE 3aHATHS MpPeACTaBUTENEH
POCCHICKUX U 3apyOEKHBIX KOMIIAHUM, a TaKKe€ MacTep KJIACChl C IKCIEPTaMU U
CHEIUAINCTaMH B 00JaCTH TOKYMEHTOBEICHUS U apXUBOBEICHHUSI.

3AK/ITIOYEHHUE.

PabGouass yueOnas mporpamma mo gucruuimae b1.B.JIB.27.01 «AxrtyanbHbIC
npoOiemMbl JOKYMEHTOBEICHUS W apXMBOBEJECHUS» MOXKET HCIOJb30BaThCs B
yueOHOM Tpouecce Mo mnporpamMMme  OakanaBpuatra  «OpraHuzanmoHHOE
POEKTUPOBAHNUE TOKYMEHTALMOHHOTO 00€CTIeUeHUs YIIPABICHUS B OPTaHU3ALUN
10 HaIpaBJIeHUIO MOATroTOBKHU 46.03.02 «IoKyMEHTOBEIEHUE U apXUBOBEICHUE) B
OI'BOY BO «KyoI'Vy.

PeLieH3eHT

HaYyaJIbHUK OT/elIa

ci1y)xeOHOM NepenucKy ynpasjieHus A8

agMmuHucTpauuu KpacHoaapckoro ;(p}m

M.U. bonnapesa

22.04.2016 .



