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1 ey n 3axa41 H3y4YeHUs M CHHUILIMHBI (MOIYJIsA)

1.1 Ileab ocBOEHUS JUCIHTUILIHHBI

Hesn AuCHMNJIMHBIL CPOPMHPOBATH Yy CTYACHTOB LEJIOCTHOE MPEJICTaBICHHE O
HalpaBJICHUH, OCBOUTH BJIaJICHUE TEH/IECHIUSAMU pa3BUTHS MH(POPMALMOHHO-
JOKYMEHTAITMOHHOTO ~ O0ECTIEYEeHUs] YNpPaBICHUS M APXUBHOTO Jejla, JaTh HAaBBIKK
COBEPILEHCTBOBAHUS OpraHU3allud XpaHEHUs JOKYMEHTOB, C(HOpPMHUPOBATh CIOCOOHOCTH
COBEPULIEHCTBOBAThH JOKYMEHTAIMOHHOE 00ECIIEUEHUE YIIPABIICHUS.

1.2 3agaun AMCHUILIHHEL

,Z[JISI JOCTHIXKCHHUA 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 OPraHU3allud XpaAHCHUA JOKYMCHTOB

1.3 MecTo AucHumJIMHBI (MOAYJIs) B CTPYKTYpe 00pa3oBaTe/ibHOI NPOrpaMMBbl.

VYyeOunas mucnuminHa «Pa3Butue MHGOPMAalMOHHO-IOKYMEHTAIMOHHOTO 00ecredeHus
YIIPaBJICHUS» SBIISETCS AUCIUILTUHON 1O BEIOOPY BapuaTHBHOM 4acTH bioka 1 ydeOHOro miana
HarnpaBiaeHuss noarotoBku 46.03.02 «/lokymeHTOBeneHHE M apXUBOBEICHUE» IPOrPAMMBbl
«OprainM3alMOHHOE IPOEKTUPOBAHHE JOKYMEHTAI[MOHHOTO O0OECleYeHus] YIpaBIeHUS B
OpraHU3aLn».

Ee uzyuenue 0azupyercs Ha 3HAHUAX, yMEHUSAX U HABBIKAX, [TOJIyUEHHBIX B X0/I€ U3Y4YEHUS
CIIENYIOIINX IUCHUIUIMH: JOKYMEHTOBEIECHUE, APXMBOBEIECHUE, OCHOBBI TEOPHM YIPABIECHUS,
MH(OPMALIMOHHBIA MEHEIKMEHT, UH(POPMAIIMOHHBI MapKETHHT, CTPATErMUeCKU MEHEI)KMEHT,
pa3paboTKa yIpaBIeHUECKUX PELICHUN U T.1.



1.4 IlepevyeHb NMJIAHMPYeMBbIX Pe3y/JbTATOB 00y4YeHHs] MO AUCHUILINHE (MOAYJIIO),
COOTHECEHHBIX ¢ IJIAHUPYEMBbIMH Pe3yJIbTaTaMH 0CBOCHHS 00pa30BaTeJbHON MPOrpaMMBbl.

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

Tabmuna 1 — TpeboBaHUS K pe3yIbTaTaM OCBOCHHS 00YYAOIIUMUCS AUCIUILTAHBI

Ne Wupexe Coneprxanne B pesynprare m3ydeHns ya1eOHOH TUCIUIUIHHEI 00yJaromnecs TOIDKHBL
KOMIIETEHI[UU KOMIIETEHIIUU 3HATh YMETh BJIAZIETH
(nm ee yacTn)

1 K 5 Bnanenuem 3HaTh TEXHOJOTHIO | YMeTb IPOBOIUTH Bragers TEXHOJIOTHEH
TEHACHLUMAMHA TIOUCKA HCCIIEJOBAHUS C IJIAaHUPOBAHUS
pa3sBUTHA nHpOpMAIH 10 | KOMIUIEKCHBIM CaMOCTOSITENBHOM
HHPOPMATMOHHO- HccienyeMon HACIIOIb30BAHUEM paboThI, TEXHOJOTHU
JIOKYMEHTAI[HOHHOTO | Tpobieme WIH | MOJY4YEHHBIX 3HAHUU IO | TOATOTOBKHU 31
obecrieueHUs pelaemMon 3agaun HA3y4YEHHBIM odopmieHns
YIIpaBJICHUS 51 JUCLMIUIMHAM B XOJ€ BBIITYCKHOU
apXUBHOTO JeJ1a BBIMOJIHEHUS BBIMYCKHON | KBAIM(UKAIIHOHHON

KBaM(UKAIMOHHOMN paboTsL.
paboTsl

2 1K-29 Cr1ocoOHOCTBIO 3HaTh chCTeEMBI | YMeETh cO3[aBaTh M BECTH | Biamers cmocoOHOCTBIO
co3maBaTh M BECTH | JOKYMEHTAlMOHHOTO | CHUCTEMBI co3maBaTb U BECTH
CHCTCMBI obecreueHus JOKYMEHTAIHOHHOTO CHCTEMBI
JOKYMEHTALHOHHOTO yIpaBJICHU B | obecrieueHus yIPaBICHUs B | JOKYMEHTAL[MOHHOTO
obecreueHus opraHuzanuu Ha 0ase | opraHm3anum Ha  0Oase | oOecredeHus
YOpaBICHUS B | HOBEHIIMX HOBEMIINX TEXHOJIOTHI yYOpaBIeHUS B
OopraHm3andid Ha 0a3e | TEXHOJOTHH opraHmsanuu Ha 0aze
HOBEHIIIUX TEXHOJIOTHH HOBEHIIIUX TEXHOJOTHH




2. CTpyKTYypa M coiepKaHHe JMCIUIIIHHBI.
2.1 Pacnpeesienre TPYA0EMKOCTH TUCUMUILJIMHBI IO BUAAM padoT.

OO0mmas TpyA0eMKOCTh JUCIUIUIMHBI cocTaBisieT 1 3ad. ef. (36 yac.), ux pacmnpeaeneHue mo
BUJIaM padoT (7151 CTYZACHTOB OYHOU U 3209HON (hopM 00yUeHUs1) MPEACTABICHO B Ta0yuIie 2.

Tabmuna 2 — Pacnpenenenue TpyAOEMKOCTH AWCIMILIUHBI IO BUAAM padoT, 00ydaromuxcs mo
Kypcam

3aouHas Gpopma oOydeHHS
Buapt paboTsl Kypc
Bcero yacos

4 5
Ayautopnas padora 16 16
B tom uncne: Jlexuuu (JI) 16 16
3aHATHS CEMUHAPCKOTO THITA (CEMUHAPHI, IPAKTHYECKUE 3aHATHS,
MIPAaKTUKyMBI ¥ HHBIE aHajtorunyHele 3aaatus) (I13)
JlabopaTopusie 3ansaTus (JIP)
HUKP 0,2 0,2
Kcp
KoHTakTHBIE Yachl 16,2 16,2
CamocrosiTe1bHast padora 16 16
B tom uucne:
Kypcosas paboma
Ilpopabomxka yuebnozo (meopemuuecrkoeo) mamepuana 4,2 4.2
Buinonuenue unousuoyanvuvix 3a0anutl (n0020mosKka coodujeHut, 4 4
npesenmayuti)
Peghepam (Dcce) 4 4
Tloozomoeka k mekywemy KOHmMpPOIO 4 4
ITlooecomoexa u coaua 3auema (3K3amena)
IIpomexyTouHasi aTTecTaumu (3auen) 3,8 3,8
Obmas Yac. 36
TPYAOEMKOCTh 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

HaumenoBanue pasnenos
(Tem)

Ounas dopma

‘ 3aouHas popma

KonmuectBo yacoB

Bce-
ro

AynutopHas

paborta

Bueaynu
- TOpHast

pabora Bee-

I13

JIP

pabora

AynutopHast

Bueaynu-
TOpHAas
pabora

ro

CPC J

IT

JIP

CPC

5

6

7 8 9

3
1
0

11

12

Bsenenne

MeToibl ¥ CIIOCOOBI
JIOKYMEHTHPOBAHHUSI.

OpranuzanvoHHOe
IIPOEKTHUPOBAHUE
CILYKOBI
JIOKYMEHTOBEJIEHUS U
JTIOKYMEHTOTIOTOKOB.

Opranuzanus u
TEXHOJIOTHS
JOKYMEHTAIMOHHOTO
obecrieueHus
yIpaBIeHUsI.

HNndpopmannonubie
TEXHOJIOTUU B
JTOKYMEHTAI[HOHHOM
obecrieyeHun
VIIpaBJICHUS H APXUBHOM
Jeie

Opranu3zanus
CEKpeTapcKoro
00CITy>)KUBaHUS

3aKIroYeHne

1,8 4 1,8

KonTtponmupyembie
CaMOCTOSATCIIbHBIC
paboThI

HNKP

0,2

0,2

3auer

3,8

Hroro no gucourvge:

36

14

21,8 36

16,2

16

[Tpumeuanue: JI — nexmuu, [13 — nmpaxtuueckue 3aHsTHs / cemuHapbl, JIP — maGopaTtopHble
saasaTusi, CPC — camocrositennpHas paboTa CTy/IeHTa



2.3 Conepxxanue pa3aeioB JUCHUNIMHBI

2.3.1 3aHATHA JEeKIHOHHOI0 TUIIA

Tabmuna 4 — Coneprkanue JeKIun

®dopma
Ne | HaummeHoBanue paszena (TeMbl) ConeprxaHue pasjena (TeMbl) TEKYIIETro
KOHTPOJIS
BBEJAEHUE XapakTepucTuKa y4eOHOW AMCLIUIUINHEL, €€
MECTO U POJIb B CUCTEME 3HAHUM, CBSI3b C €]
JPYTUMH TUCIHIITHHAMU.
| | Tema No 1. Memoowl u cnocobbl QOKyMEeHMupoB8aHus.
1 | JlokyMeHT Kak cuctema. Cucrtembl JOKyMEHTAIUU.
CaoiicTBa 1 PyHKIIMH Opranu3anoHHO-pacopsAUTEIbHbIC U p
nokymeHnToB. Knaccudukanus MH(POPMALMOHHO-CITPABOYHBIC JOKYMEHTHI.
JIOKYMEHTOB.
2 | Jenomnpou3BoICTBO kak | DopmMupoBaHUE U XpaHEHHE JET B
peIMeT U3yUeHUsl. JIEIIONPOU3BOICTBE.
Perucrpanus nokymeHToB. | [loaroroska u mepenaga e B apXuB.
KonTponb UCIIOTHEHUSI | DKCIepTU3a EHHOCTH TOKYMEHTOB B €]
JTOKYMEHTOB. nenorpou3BojcTBe. Opranuzanus
ABTOMaTH3aIUS ApPXUBHOTO XpaHEHHsI IOKyMEHTOB.
JIEJIONPON3BOJICTBA. JlenoBoOM TOKYMEHT.
Il | Tema Ne 2. Opeanuzayuonnoe npoexmuposanue ciyicobl OOKYMeHmoseoeHUs
U OOKYMEHMONOMOKO8
3 | MeToapl MPOEKTUPOBAHUS ITpoexTupoBanue MH(POPMALMOHHOM P
cuctemsl JIOY. MOJICUCTEMBI YIIPABJICHUSI.
Il | Tema Ne 3. Opeanuzayus u mexnono2usi OOKYMEHMAyUoOHH020 0Oecnedenus
VNpasenus
4 | TlpoexTupoBanue cucreM | Benenne MacCHBOB KaJpOBBIX JOKYMEHTOB,
JOKYMEHTO000pOTa. UX Y4YeT, perucrpanusi, OnepaTUBHOE
Opranm3anuss  palMOHAIBHOTO | XpaHEHHE. €]
JBW)KEHUSI JJOKYMEHTOB BHYTPH
OpTaHu3aIHH.
4 | JIoKyMeHTallMOHHOE JlenonpousBoACTBEHHbIE  CIYXKObI,  MX
oOecrnieueHue paboThl | CTPYKTypa M OpraHuzanus paboThl.
KOJIJIETHAJIbHBIX opranoB. | HopmupoBanue u opranusaunus Tpyaa B P
Pabora c JOKYMEHTaMu | paboTe ¢ TOKyMEHTaMHU.
KOH(HIEHIIMATIBHOTO XapaKTepa.
IV | Tema Ne 4. Hugpopmayuonuvie mexnonocuu 6 OOKYMEHMAYUOHHOM
obecnedeHuu ynpaeierus u apxXusHom oeje
5 | OcHOBHBIE OOBEKTHI U [IpoexkTupoBanre OQHUCHBIX CHUCTEM Ha
MIPUHIIMITE aBTOMATU3AIINU B OCHOBE JIOKYMEHTAJIbHBIX KOPHOPATUBHBIX C)
YIIPaBJICHUM. b1
V | Tema Ne 5. Opeanusayus cekpemapcko2o 00CayHcusanus
6 | AaMuHHCTpaTHBHBIC (QYHKIIUU PernamenTarnus JOTKHOCTHBIX
cekperapsl. o0s3aHHOCTEN cekperapsl. 6]
ApXHMBOBEJICHHE.
3AKJIIOYEHUE . KonTposb
Kpatkuii 0630p TUCHMIUIMHBL. AKTyajJbHBIE
POOIEMBI TUCIUIITIHEI Had
pabora




Tema Nel. MemoOwst u cnocobbl 00KyMeHmMupoB8aHusl.

[lonsiTve Meroma JOKYMEHTHUPOBAaHHA, CHocoda OKYMEHTUPOBAHMS, CpeICTBa
JOKyMEHTUpOBaHUA. JloKyMeHT kak 3HakoBasg cucreMa. CrHocoObl M CpeAcTBa 3allUCU
uHpopmanuu.

Hokymenm kax cucmema. Ceouicmea u @yukyuu Ookymenmos. Kiaccugpurayus
O0oxkymenmos. lloHsiTuE O CBOMCTBax, Npu3HaKaxX, QYHKIUSAX AokyMmMeHTa. Kriaccuduxaus
nokyMeHTOB. COOTHOIIEHHE BUAOBOM M THUIIOJOTHYECKON kiaccupukanuu. Knaccudukanus mo
nH(pOpMaTUBHOMN cocTaBIsArONICH qoKymMeHTa. Kimaccudukamus mo maTepuanbHOl (pu3nuecKoi)
cocrapsitoleit qokyMeHnTa. Kimaccudukanus TOKyMEHTOB 110 00CTOSTEIbCTBAM HX OBITOBAHUS BO
BHelIHel cpene. Tunonornueckas kiaccupukanus JOKyMEHTOB.

Cucmembl  dokymenmayuu. YHUPHUIUPOBAHHAS cHcTeMa JOKyMeHTanuu. OCHOBBI H
MPUHLIMIIBI Pa3pabOTKH YHU(DUIIMPOBAHHOW CHCTEMBI YIIPaBJICHYECKON AokyMeHTaruu. Pabora
no yHuU(UKAUK JOKYMEHTOB. OOs3aTenbHBIC U JONOJIHUTENBHBIE PEKBH3HTHI U CHCTEM
JOKYMEHTAlluu B cOOTBETCTBUU ¢ ['ocynapcTBeHHBIM cTaHAapTOM. Tabenb YHU(GUIIMPOBAHHBIX
(bopM TOKYMEHTOB.

OpeanuzayuoHuo-pacnopsoumenbivle U UHGOPMAYUOHHO-CNPABOUHbIE  OOKYMEHMbI.
JloxymenTupoBanue YIIPABJICHYECKOU JEATEIIbHOCTHU. [TonsiTne OpraHU3aluOHHO-
pacopsiAUTENbHBIX JTOKYMEHTOB. THUIBI MW OCOOGHHOCTH OPTraHHM3aIlMOHHBIX JIOKYMEHTOB.
XapakTepucTUKa PpacHoOpSIUTENIbHBIX JTOKYMEHTOB. XapaKTepUCTUKAa HH(DOpPMalMOHHO-
CIIPaBOYHBIX JJOKYMEHTOB.

Henonpouzeoocmeo  kaxk npeomem  uzyuenus. OcHOBHble mOHATUA. [loHsATHE
JEJIONPOU3BOJCTBA U JOKYMEHTAI[MOHHOTO oOecriedeHus yrpaBieHus. J[oKyMeHTHpOBaHUE.
JokymeHT00060poT. OCcHOBHBIE MPO(ecCHOHAIBHBIE TEPMUHBI IO IEIONPOU3BOACTBY. [loHsATHE
IOpUIMYECKON Cuiibl  JToKyMeHTa. [loHMmaHue mpomecca cTaHIapTU3alMM JOKYMEHTOB.
[Tonnmanue npouecca yHu(pUKaluyu JOKYMEHTOB.

Pecucmpayus ooxymenmos. Konmponv ucnonnenuss ooxkymenmos. OOlIMe TpaBuia,
HOPSIOK M (DOPMBI  PETHCTPALMU JIOKYMEHTOB. ABTOMATH3allUsl PErHCTPAllUN TOKYMEHTOB.
[TouckoBas cucrema. MudopmannonHo-cripaBoyHas paboTa 1o J0KyMeHTaM. 3HaUYeHUE U BUIbI
koHTposs. Cpoku ucrnonHeHus. Opranuszanust ucnojHeHus. [IpoBepka Xoja HCIOJIHEHUS.
ABTOMaTU3UPOBAHHBIE CUCTEMBI KOHTPOJIS 3@ UCIIOJIHEHUEM JOKYMEHTOB.

Dopmuposanue u Xxpanenue Oen 6 Oenonpouzgoocmee. llonstue nena B
nenonpousoacTse. HomeHnknarypa nen. OCHOBHbIE IPU3HAKY I'PYNIIUPOBKHU IOKYMEHTOB B JIEJIA.
®opmupoBanue 1 opopmieHue aen. OnepatuBHOE XpaHEHHE Jell.

Iloocomosxka u nepedaua Oen 6 apxus. IKcnepmu3a YEHHOCMU OOKYMEHMO8 8
oenonpouszeoocmee. Opzanuzayus apxusHo2o xpamnenus 0okymenmos. [lpouenypa nposeaeHue
HKCHEPTHU3bl LIEHHOCTH JOKyMeHTOB. Pabora skcnepTHol komuccuu. Kpurepun neHHOCTH Tpu
orieHuBanuu 1okymMmeHToB. Odopmienne nen. CoctaBieHue omnuceit aen. [lopsnok nepenaun nen
B apxuB. [loAroToBKa MCIOJHEHHBIX JOKYMEHTOB K XpaHeHuto. OcdopmiieHHe T0KYMEHTOB,
caaBaeMbIX B apxuB. [loMmerieHne BEAOMCTBEHHOrO apXuBa opraHuzanui. OyHKIUHU apXUBOB.
MarepuanbHo-TexHHUYecKass 0Oa3za apxuBOB. Tomorpapuueckuil ykaszaTenb W pa3MelLIeHHe
JIOKYMEHTOB B apxuBe. @akTOpbl CTApEHUs JOKYMEHTOB. YUET IOKYMEHTOB B apXHMBaxX U OLICHKA
uX (PU3NYECKOTO COCTOSHHUSL.

Aemomamuzayus oenonpouzeoocmeda. XpaHEHUE JNTOKYMEHTOB B 3JIEKTPOHHOH (dopme.
[TonsiTHe 3€KTPOHHOrO AOKyMeHTa. lIpenMyiniecTBa U HEOCTATKH 3JIEKTPOHHOI'O JOKYMEHTA.
ObecrnieueHne COXpaHHOCTH JOKYMEHTOB B 3JIEKTPOHHOM (Gopme. ABTOMATH3aIUsl COCTABICHUS
JIOKYMEHTOB. ABTOMAaTH3alusi paboOThl C TOKyMEHTaMHU. ABTOMaTH3MpPOBaHHbIE paboune MecTa.
OnekTpoHHble oducHble cucteMbl. WHdopmannonusie pecypcbl MHrepHera. TexHuueckue
cpeactBa pabounx mect B JJOVY.

enosoti doxymenm. Kitaccuukanus 1e10BbIX TOKYMEHTOB. TEKCT JIeJI0BOTO IOKYMEHTA.
PexBu3uTHI 1 0(hopMIIEHHE EOBOTO JTOKyMEHTa. XapaKTepUCTHKA OTJCIBHBIX BUJOB JEJIOBBIX
JTIOKYMEHTOB.



Tema Ne 2. OpeanuzayuonHoe npoexmuposanue cayicovbl OOKYMEHMOBeOeHUs U
O0OKYMeHmOnomoKko8

Memoowt npoexmuposanus cucmemor J{OY. TlpuHnmmbel kiraccuuKaus METOJIOB
MPOEKTUpOBaHUsI. MeTo bl TUTIOBOTO MpoeKTUpoBaHus. [ paduyeckue MeToabl MPOSKTUPOBAHUS.
CereBble MeTObl. MeTO/bI MPOEKTUPOBAHMS Ha 3Tane (GpopMaiu3aluy MPOCKTHBIX PELICHUH.
Teopuss maccoBoro oOciayxuBaHus. MaTpuyHble METOJIbl B  OPrIPOEKTHPOBAHUU.
Knaccugukarus Mozaeneii, HCTI0Ib3yeMbIX B OPraHU3allMOHHOM TPOSKTHPOBAHNHU. DKCIIEPUMEHT
U €r0 poJib B IPOEKTUPOBAHUH.

IIpoexmuposanue uHGOpMayuoHHol noocucmemsvl ynpasienus. VIHTErpUpOBaHHbIC
MH(OPMALIMOHHBIE CHUCTEMBbl KaK YacTh OPTraHU3allMOHHOTO IIPOEKTa COBEPIICHCTBOBAHUS
CHCTEMBI yripaBiieHHUs. MeToibl aHann3a HHPOPMALMOHHBIX TOTOKOB. Pa3paboTka npennoxennit
JUISL TQpaHTUU JIOCTOBEPHOCTH HMH(POPMAIMOHHOTO OOecreyeHuss W 3aluThl MHGOpMaluu OT
HECAaHKIIMOHUPOBAHHOTO jocTtyma. OOBEKTHUBHA HEOOXOAMMOCTh YIPABJICHUS CHCTEMHOMN
JOKYMEHTAluu. AHaIN3 KOJUYECTBA U BUJOB BXOJSALICH U UCXOMASIIEH TOKYMEHTAIlUU B LIEJIOM
1m0 OOBEKTY NPOEKTHPOBAHUS M KAXKIOMY CTPYKTYpHOMY IMojpa3jieieHuo. TpeboBaHUS K
JIOKyMeHTaM ¢ yueToMm EnnHoM rocyiapcTBeHHO#M cucteMsl aenonpou3Bojictsa, [OCTos, OCTos
Ha CUCTEMbI JOKyMEHTAaLIUU.

IIpoexmuposanue noocucmemst /[OY. IlpoekTupoBaHre OpraHU3allMOHHON CTPYKTYPHI U
pacopenelieHne IOJIHOMOYMM W OTBETCTBEHHOCTM B ammapare ynpaiaeHus. DyHkuuu
corpynHukoB ciayx0b1 JJOY. O6s3aHHOCTH COTpYIHUKOB. Omnpenenenue 00s13aHHOCTENH U TIPaB
COTPYIHUKOB.

Memoowr oyenxu 3¢ghgexmuenocmu Ha PAazIUYHBIX CMAOUSAX OpPSHPOEKMUPOBAHUS.
MeTo/1bl KOMIUIEKCHONH OLEHKHM OPraHU3alMOHHBIX IPOEKTOB COBEPLICHCTBOBAHMS CUCTEMBbI
JOY  opranmszanmu. Pacder — oXHJaeMbIX — TEXHMKO-PKOHOMHYECKHUX  PE3yJlbTaTOB
coBepuieHcTBOBaHuA cuctemsl J{OY.

Tema Ne 3. Opeanuzayus u mexHono2us 0OKyMeHMAYUoHH020 obecneuenus ynpasieHusl

IIpoexmuposanue  cucmem  O0okymenmoobopoma. Opeanuzayus  payuoOHAIbHOO0
o0gudicenuss 00Kymenmog eHympu opearuzayuy. OCHOBHBIE ITalbl, MOHATUE «OKCIEAUIIMOHHAS
o0paboTka» JOKyMeHTOB. lIpenBapurenbHOE paccMOTpeHHE JOKYMEHTOB B  CIyxkO0e
JIOKYMEHTAIMOHHOTO O0ECTeYeHHsl, OCHOBHAsS 1I€TIb U TEXHOJOTHUS JOBEACHUS A0 KOHKPETHBIX
ucrnoHUTeNed. Opranuzaiusi palrMoHaIbHOTO JBM)KCHHUS JTOKYMEHTOB M MX IPOEKTOB BHYTPH
opranm3anuu. llepegaua AOKyMeHTOB BHYTpH opranuzanuu OOpabOTKH HCMOTHEHHBIX U
OTIIPaBJISIEMBIX IOKYMEHTOB. PoJlb A€0NPON3BOACTBEHHOI CITyKObI B 00pab0OTKE JOKYMEHTOB.

Beoenue maccusos kadpoevix O00KyMeHmo8, ux yuem, pe2ucmpayus, OnepamueHoe
xpanenue. CocTaB KaJpoBOW JOKyYMEHTaluu opraHuzauuu. Ee kmaccudukanusa. Kagposbie
JTOKYMEHTHl B yHU(uuupoBaHnHoi cucteme OPJ] U OTYETHO-CTATHCTUYECKOW MAOKYMEHTAIIHH.
TpynoBble 1OoroBopa, pe3toMe, aHKETHI U JIp. T0KyMeHTbl. HopMaTuBHO-TIpaBOBOE peryinpoBaHue
COCTaBa KaJIPOBBIX IOKYMEHTOB U 0OPMIICHHUS TPYAOBBIX OTHOILIEHHH. CrcTeMa perucTpaiuu u
MOCTPOEHUS WH(GOPMAIMOHHO-TIONCKOBBIX CHCTEM KaJpoBOil HH(}OpMalMM U JTOKYMEHTOB.
[IpaBuna W CpOKM XpaHEHUS W YHUUTOXKEHHUS PaA3JIUYHBIX JOKYMEHTOB, COJEpKallluxX
MH(}OPMALIKIO [0 IUYHOMY COCTaBY.

Jlokymenmayuonnoe obecneuenue pabdomvl KOLIE2UANbHLIX oOpeanos. Paboma c
O0okymenmamu  KoH@uoenyuanvnozo  xapakmepa.  OpraHuzanusi  JOKYMEHTAI[HOHHOTO
oOecrieueHHs TPOBEACHUS COBEIIAHWM, CEMHWHApPOB M JIp. MEPOMPHUATHH KOJIETHAILHOTO
xapakrepa. OCOOEHHOCTH CTPYKTYPBI JOKYMEHTOOOOpOTa B paboTe KOJUJIETHMAJbHOTO OpraHa
yrnpaBneHus. [loHsATHE TOCyHapCTBEHHOW TaWHBI M KOH(MUISHIIMAILHOCTH YUPEKICHUYECKON
uH(popmManuu. ['ocynapcTBeHHOE peryIupoBaHie CUCTEMbl OTPaHUYEHHUS I0CTYIIA K JOKYMEHTaM.
OpranuzannoHHoe o(opMIIEHHE COCTaBa CBEJEHHH, COAepKalluX KOMMEPUYECKYI0 WM HHYIO
TaifHy (GUPMBI, MOPSIOK 3aLIUTH JTOCTyNa K KOH(UIEHIMaIbHON HH(pOpMalnuM, MpaBuUiia ee
UCTONb30BaHus. TpeOoBaHMS K BEIEHHUIO JEIONPOU3BOJCTBA, OOECIEUMBAIOUIETO YYeT U
COXPaHHOCTh KOH(UICHIIMAILHBIX U CEKPETHBIX JIOKYMEHTOB.



Henonpouzeoocmeennvle cuycoOvl, ux cmpykmypa u opeanusayus padomsi. llonstue
CITY>KOBI TJOKYMEHTAITMOHHOTO O0ECIIeUeHUs yIpaBlIeHUs (IeIONMPOU3BOICTBEHHOM CITYyKObI), e
Ha3HaueHHEe M OCHOBHbIC (yHKuMU. [IpuHIUN pasneneHus Tpyna B MpOIECCe YIpaBICHUS
nokyMmenTtanueil. OcoOEHHOCTH YIPaBICHUECKUX CTPYKTYp, OMPEACNAIOIIUX IOCTPOCHUE U
OpraHm3alio  paboThl  JIEIONPOU3BOJACTBEHHONW  CiayxObl. (OOS3aHHOCTH  CIY’)KOBI IO
GOpMUPOBAHUIO M BEACHUIO JOKYMEHTAIMOHHOW 0a3bl OpraHu3aluu. 3aJadd CIyXObl IO
yIpaBJICHUIO JOKyMEHTalue, QopMupoBanuio u  oOecredeHuio  (HYHKIMOHHUPOBAHUS
JOKYMEHTAllMOHHOTO (OHAa OpraHM3aluy, palUoOHaJIbLHOrO JIOKYMEHTOO00pOTa, KOHTPOIIb
UCTIOJIHEHUS TOKyMEHTOB. B3aumoeiictBue ¢ qpyrumMu HHGOOPMAIIHOHHBIME CITYKO0aMHu.

Hopmuposanue u opeanusayus mpyoa é pabome ¢ ooxkymenmamu. [1oHSITHE HOPMATUBOB
[0 TPYAY U OXpaHe TpyAa. MexoTpacieBble YKPYITHEHHbIE HOPMAaTUBbI BpEMEHHU Ha padOThI 11O
JOKYMEHTAIlMOHHOMY oOOecredeHuto yrpaBieHus. HopMbl BpemMeHM Ha co3JaHHE, CBEpPKY,
noA00PKY AK3EMIUIIPOB M Jip. pabOThl MO JOKYMEHTAI[HOHHOMY OOECIEYEeHHIO OpraHoB
yIpaBieHUs, HOPMHpPOBaHHE pabOT MO MNPOBEICHHUIO JKCHEPTU3bl IIEHHOCTH JIOKYMEHTOB,
MOJIIMBKE JIeJl ¥ JPYTUM apXHMBHBIM TeXHOJOTUsAM. KOHTponbs coOmofeHns HOpM B 00JacTu
JIEeJI0NIPOU3BO/ICTBA.

Tema Ne 4. Hugopmayuonuvie mexnHonocuu 6 OOKYMEHMAYUOHHOM obecneyeHuu
VAPaGIeHus U apxXusHoM oeJie

OcHognbie 00beKkmol u NpUHYUnBL agmomamusayuu 6 ynpasieHuu. Opranuszanus IM4HOTO
U KOPHOpPaTUBHOrO HMH(OPMAIIMOHHOTO oOecredeHus B 3ajavax ympaBieHus. OcoOeHHOCTH
BHE/IPEHHS aBTOMATH3UPOBAHHBIX CHCTEM B cdepe ynpasienus. MHpopManmonHas moaaepxka
3a/1a4yu KOHTPOJIs UcnoHeHU. CpencTBa CTpaTernyecKoro IIaHMpOBAaHMs BBINOJIHEHU 3a1a4 U
IpOBEICHUST MeponpusTHii. Peannszanus cUCTEMBI JOKYMEHTOOOOpOTa Ha IpUMEpe CO3AaHUs
pensunonHon b/l «PerucrpauroHHbie KapThl JOKYMEHTOB.

IIpoexmuposanue oQucHvIx cucmem Ha OCHO8e OOKYMEHMAIbHbIX KopnopamusHulx b/ 6
cpede Lotus Notes. KopnopatuHbie 6a3b1 JaHHBIX. OCOOCHHOCTH TEXHOJIOTHH «KIHEHT-CEPBUCH.
Mopnenn xomMmyHuKauui, noajaepxkuBaeMmbix Lotus Notes. CrpaBouHas IpaBoBas cHucTeMa
«Koncynprant-Ilntocy: coctaB, CTpPyKTypa, NOUCK JAaHHBIX. MHQOpMalMOHHO-TIOMCKOBAs
cucreMa «ApxuBapuyc». JlokyMeHTanpHBbIe 0a3bl JaHHBIX CHUCTEMbI «ApxuBapuyc». Kiaccel
JOKYMEHTOB. ATpUOYThI TOKYMEHTOB. DYHKIIUN CHCTEMBI.

Tema Ne 5. Opeanuzayus cekpemapcrozo 00CIyHCUBaHuUs

Aomunucmpamusnvle  pynkyuu  cekpemaps. Ponb cekperaps B COBPEMEHHOM
YIPaBJICHYECKOM ammapareé M B CTPYKType CIYKObl JIOKYMEHTAllMOHHOTO oOOecreueHus
ynpasieHus. Opranuzanus paboTbl IPUEMHOMN: peryJupoBaHHe MOTOKA MOCETUTENeH, IpueM U
peructpanust nocerurenel. Tumsl coBemaHuii W mpaBuUia MOATOTOBKM W OpraHU3allUU.
CocraBneHue u oQopMIIeHHE MpOorpaMM, 3asBOK, MOBECTKHM JAHA. [lopsaok cocraBieHus,
opopMIIEHHS M XpaHEHHs NPOTOKOJOB. Poiib cekpeTaps B OpraHu3aluyd KOMaHIUPOBOK
pykoBogutensa. IloaroroBka MOCTYNMBLIEN KOPPECHOHACHIMHM K AOKIAAy PYKOBOAMTEIIO.
KoHTponb kauecTBa BbITYCKaeMbIX JOKYMEHTOB. AHAJIN3 UTOTOB IJIAHUPOBAHUS.

Pezcnamenmayus oonscnocmuvix obszannocmeti cekpemaps. HopMaTUBHO-METOIMYeCKast
0a3za KkBaMM(UKALMOHHBIX TpeOOBaHMH K MPOQEeccuH CEeKpeTapb, JeIONPOU3BOJUTEND.
Oco0eHHOCTH MOATOTOBKH JENOBBIX BCTPEU U MEpPEeroBopoB pykoBojuTens. [IpaBuna BeneHus
JIETIOBOM Oecenpl.

Apxusosedenue. BeTOMCTBEHHbIE U T'OCYJAPCTBEHHBIE apXMBbI; OPraHU3aAIMs apXUBHOM
cnyxObl B Poccuu; ocHOBHbIE 3aiauM apxuBa: cOop, oOpaboTka, OopraHu3alus XpaHEHUsS U
UCIIOJIb30BaHUS IOKYMEHTOB; apxeorpadpuueckas 00paboTKa JOKyMEHTOB.

2.3.2 3aHATHS CeMHHAPCKOI0 THIA
Cemunapckue 3anamus He npedyCMOmpeHbl

2.3.3 JIaGopaTopHbIe 3aHATHS
Jlabopamopnule 3anamus e npedycmompeHul



2.3.4 IlpuMepHasi TeMATHKA KYpPCOBBIX padoT (IP0eKTOB)

Kypcosvie pabomul ne npedycmompenvl

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 O0eceYyeHusl AJIsl CAMOCTOATEIbHONH padoThl
00y4aroIUXCH M0 JUCHUILIMHE (MOTYJII0)

Ta6muma 5 — Buzsl 1 nepedeHp y4eOHO-METOAMYECKOTO 00eCIIeUeHUs TUCITUTIITUHBI 110
BBITIOJIHEHUIO CAMOCTOSITEIIbHON PabOThI

No

Bung CPC

[Tepeuensb yueOHO-METOIUIECKOTO 00ECTICUCHUST TUCITUTUIUHBI 110
BBITNIOJTHEHUIO CAMOCTOSATEIbHOU pabOThI

1

Peghepam

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

OCCE

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

Konmponvnas
\paboma

Yuebnoe nocobue. Mupomumuenko A.A., Mupomanyeako M.A
DJeKTpOHHOE MPAaBUTENLCTBO. IIpeaocTaBienye rocy1apcTBEHHbIX U
MYHUIUTIATBHBIX yeayr //mox pen. Epmonenko B.B. / KyoI'Y, Kpacunonap,
2014. 240 c.

JInst un ¢ HapyIEeHUsIMH 3pEHUS:

— B (popMe 3JIEKTPOHHOT'O IOKYMEHTA,

— B IIeyaTHOM opMe Ha s3bIKe bpaiins.

JIist AL ¢ HapyIIeHUsAMHU CIIyXa:

— B IIeYaTHOM opme,

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA.

JInst i1 ¢ HapyleHUssMH ONTIOPHO-JIBUTaTEIbHOTO anmnapara:
— B TIle4aTHOU opme,

— B (popMe 2IIEKTPOHHOT O IOKYMEHTA,

— B ¢popMme ayaunodaiina.



3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

OOpa3zoBarenbHbIE TEXHOJOTHUH, HCIOJIb3YeMble IpU pPEaTM3aldd PAa3IUYHbIX BUIOB
y4eOHOH e TeTbHOCTH:

— JIeKUMHU: WHTEPAKTUBHBIC (AMAJOroBble) M TNPOOJIEMHBIE C KOMIIBIOTEPHBIMH
Hpe3eHTAMSIMU.

TexHonorust mpoOaeMHOr0 OOydYeHHs: JEeKIHMS — MJMCKYCCHs, NpoOJeMHas JEeKIHs,
KOMITBIOTEpHAs Mpe3eHTanus. Ha nekuusax nsnararorcsi OCHOBHBIE TEOPETHUECKHUE MOT0KEHUS U
KOHIICTIIIUS Kypca, TAoie CTyAeHTaM HH(OpMAIiK, COOTBETCTBYIOLIYIO TPOrpaMMe.

Hpyras ¢popma opranuzanusi paboThl CTYIEHTOB — HaITUCAHUE ICCE, KOTOPOE MPEACTABIIACT
co0oii HeOOJbIIOEe UCCIEAOBAaHUE KaKoil — ar00 mpoOiaeMbl Kacaroleecs TEOpUHd M IPaKTUKU
MH(QOPMAIIMOHHBIX CHCTEM M 0a3 JaHHBIX C TPEUIOKCHHEM BApPHAHTOB PEIICHUS JaHHOM
IpO0OJIEMBI.

Jlns OTBETOB Ha WHAMBUAYaJbHBIE BOINPOCHI, @ TaKXKe Uil IIOMOIIM B IIOATOTOBKE
HaIMCaHUs 3CCE MPEAYCMOTPEHBI UHANBUAYAIbHBIE KOHCYIbTAIMN MPENOAAaBATENs. Y IeTbHbIHI
BEC 3aHATHH B 4YacaX, MPOBOJMMBIX B HHTEPAKTUBHBIX (opmax st ODO (7 u. nekuwit) u s
3®O0 (6 u. nexuuit).

Peanu3zanusi axkTHBHBIX, WHHOBALMOHHBIX O00pPa30BATENBHBIX TEXHOJIOTHH, KOTOpBIE
CIOCOOCTBYIOT Pa3BUTHIO OOMICKYIBTYPHBIX U IPOPECCHOHATHHBIX KOMITETESHITI 00YyJarOInuXCsl
IpUBENEHBI B TabnuLe 6.

Tabmuma 6 — @opMbI OpraHu3anuy JCKIIMOHHBIX 3aHATHI

Hcnonszyemblie
Bun 3ansarus (JI, I1P, JIP) u MHTEPAKTHUBHbBIC e Komuuec-
Ne TeMa o0Opa3oBaTeibHbIE 1BO Aacon TBO Hacon
010]0) 3®0
TEXHOJIOTUU
1 | JI. (OpranuzannoHHO- Jlexuust mpoOIeMHAS.
pacropsuTeabHbIe U KomnbrorepHas 2 9
MH(POPMAIIMOHHO-CITPABOYHBIC MPE3CHTAIHS.
JOKYMEHTBI)
2 | JI. (OkcniepTr3a EHHOCTH Jlexuus — muckyccus.
JOKYMEHTOB B KomnrerorepHast 2 2
JIeJIONPON3BOICTBE) IPe3CHTAIHS
3 | JI. (HopmupoBanue u Jlexuus - nuckyccus
OopraHu3aius Tpyjaa B paboTe ¢ 2 2
JOKYMEHTaMH )
4 | JI. (IlpoextupoBanue opucubix | Jlekuus — KommbrorepHas
CHCTEM Ha OCHOBE pe3eHTalHs 1
JTOKYMEHTAIBHBIX
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 ®don OLIEHOYHBIX CPEACTB /ISl MPOBedeHHs TeKYIero KOHTPOJIs

Ta6muma 7 — Tematuka pedepatoB 1 3cce N0 TUCIUTUINHE

Ne Temaruka pedeparoB u 3cce Mo JUCIUILIINHE

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:

Kpurepun onenkn ICCE u pedepaToB:

- OLICHKA «OTJIMYHO» BBICTABJIACTCA CTYACHTY, €CJIU IIOJITHOCTBIO PACKPbITA TEMA U CTYICHT
IMPOABHII TBOPUYCCKUC CIIOCOOHOCTH B HAITMCAHUHU TBOp‘IeCKOﬁ pa6OTBI;

- OIICHKA «XOPOIIO» BBICTABIACTCA CTYACHTY, CCJIIM TEMA PACKPLITA HC MMOJHOCTHIO U CTYACHT
IMPOABHII TBOPUYCCKHUC CIIOCOOHOCTH B HAITMCAHUU TBOp‘IeCKOﬁ pa6OTBI;

- OIICHKA «YJOBJICTBOPUTCIILHO» BBICTABJIIACTCA CTYACHTY, €CJIM HEC IMOJIHOCTHIO paCKpPbITa TEMA U
CTYACHT HC NTIPOABUJII TBOPUCCKUC CIIOCOOHOCTHU B HAITMCAHUH TBOp‘ICCKOfI pa6OTBI;

- OLICHKA «HCYJOBJIICTBOPUTECIIEHO» BBICTABIIACTCA CTYACHTY, €CJIM TEMA HE PACKPBLITA U CTYACHT
HC IIPOABUII TBOPUCCKUC CITOCOOHOCTH B HAITUCAHHH TBOp‘lGCKOfI pa6OTBI.

IIpuMepsI BApHAHTOB KOHTPOJIbHBIX 3a/1aHUI:
1. Jloruka nmpoBeneHus uccaeaoBanus cucteMsl JJOY opranuzaiumu.
2. MeTo/1pl OpraHM3alMOHHOTO IPOEKTUPOBAHUS U yIIpaBiieHus npoektamu B cepe JOY.
3. MeTozp! aHa/IM3a CUCTEMBI JOKYMEHTAIMU KOPIIOpALUH.
4. Metoap! ynpasieHus (MJIaHUPOBAaHUS, OPraHU3aLUMU U KOHTPOJIs) ciyx6oit JIOY.
5. Metonpl aHanu3a MH(QOPMAMOHHBIX MOTOKOB. Pa3paboTka mpeasioskeHui [Uisi TapaHTUH
JIOCTOBEPHOCTH ~ HMH(OpMAaIMOHHOrO  oOecrieyeHMss M 3allUThl  WHpOpMALMU  OT
HECaHKIIMOHUPOBAHHOrO JocTyna. OObeKTHBHAasT HEOOXOAWMOCTb YIPABIEHUS CHCTEMHOM
JIOKYMEHTALUEH.
6. MeTo/1e1 o1IeHKH YPPEKTHBHOCTH HA PA3IMYHBIX CTAIUSAX OPTTIPOCKTHPOBAHHSL.
7. MeTonbl KOMIUIEKCHON OLIEHKH OPraHU3allMOHHBIX IPOEKTOB COBEPIIEHCTBOBAHMS CHCTEMBbI
JOY opranuzanuu.
8. Pacuer 0XHAaeMbIX TEXHMKO-DKOHOMHYECKUX PE3YJIBTATOB COBEPIIEHCTBOBAHUS CHCTEMBI
JOY.
9. MeToap! aHann3a 1eATENbHOCTH T'OCYAAPCTBEHHOTO apXHBa.
10. KagpoBoe nesonpou3BoACTBO: METOIBI OpTaHU3aLIHH.
11. Meronuka M TEXHOJNOTHUS TPUMEHEHHE COBPEMEHHBIX LM(QPOBBIX 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
3aJjaHne 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
MUCBbMEHHOU (OpME C yueTOM pe3y/IbTaTOB PEHTHHIOBOM OLIEHKHM TEKYIIEro KOHTPOJISI B XOJ€
cemectpa. OtuetHocTh B cemectpe 8 it ODO u Ha 4 kypee st 3P0 - 3auer.

B xozne nzyuenust yueOHON TUCLMIIIMHBI peuaiomcs cieoyouue 60CRUmMamenbHule

3a0ayu:

— (opMUpOBaHHE U PA3BUTHE Y CTYAEHTOB aHAJIMUTUYECKOTO 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.

Ilepeyenr BOMpPOCOB, BBIHOCHMBIX Ha 3a4eT MO0 AucouiuinHe «PasBuTHe
HH(OPMALMOHHO-I0KYMEHTALIMOHHOT0 00ecneYeHsl yIIPaBJIeHHUsD)

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 Monened, UCHONb3yEMbIX B OPraHU3aI[MOHHOM IMPOEKTUPOBAHHH.
DKCIIEPUMEHT U €r0 POJIb B IPOCKTUPOBAHHH.

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

18. Metonpl aHanmu3a WHOOPMAIMOHHBIX TIOTOKOB. Pa3paboTka mnpemiokeHud s
rapaHTHX JIOCTOBEPHOCTH HMH()OPMAITMOHHOTO OOECTeYeHuss M 3aluThl HH(pOpMaruu OT
HECAaHKIIMOHUPOBAHHOTO JocTyna. OObeKTHBHasT HEOOXOAWMOCTb YHPABIEHUS CHCTEMHOM
JIOKYMEHTaI1H.

19. AHanu3 KoJau4ecTBa U BUJOB BXOSAIICH M MCXOASIIEH JOKYMEHTALMU B IIEJIOM [0
O00BEKTy MPOEKTHUPOBAHUS M KaXKIAOMY CTPYKTYPHOMY IMoOjpasfeneHuto. TpeboBaHUs K
JOKyMeHTaM ¢ yueroM Enunoil rocygapctBeHHOM cucteMsl genornpoun3poactsa, [OCTos, OCTos
Ha CUCTEMbI JOKyMEHTAaLIUU.

20. ITpoextupoBanue noacucremsl JJOY. IIpoekTrpoBanne opraHu3allMOHHON CTPYKTYPbI
U pacrpejesieHue IOJIHOMOYMII M OTBETCTBEHHOCTH B ammapare yrpaBieHus. DOyHKIuu
corpynHukoB ciayx0b1 JJIOY. O6s3aHHOCTH COTpYIHUKOB. Omnpenenenne 00si3aHHOCTEN U TIPaB
COTPYIHUKOB.

21. Metoasl oueHkH 3()PEKTUBHOCTH HA PA3IUYHBIX CTATUAX OPTIPOSKTUPOBAHMSL.
MeTo/ibl KOMIUIEKCHONH OLEHKHM OPraHU3alMOHHBIX IPOEKTOB COBEPLIEHCTBOBAHMS CUCTEMBbI
JOY  opranmsanmu.  Pacder  0XHMJAaeMbIX ~ TEXHMKO-DKOHOMMUYECKHX  PE3yJIbTaTOB
coBepuieHcTBOBaHuA cuctemsl J[OY.

22. TlpoekTHpoBaHHE CHCTEM JOKyMeHTooOopora. OpraHusanus panvoHaIbHOIO
JBUKEHUSI JOKYMEHTOB BHYTpPHM opranu3anuu. OCHOBHBIE 3Tallbl, MOHATHE <«OKCIEAUIIMOHHAS
o0paboTka» JToKyMeHTOB. IIpenBapuTenbHOe paccMOTpeHHME JOKYMEHTOB B  ciyxO0e
JIOKYMEHTAIlMOHHOTO 00ecleueH!sl, OCHOBHAs 1LI€Jb U TEXHOJIOTUS JIOBEACHUS 0 KOHKPETHBIX
HCIIOJIHUTEIIEH.

23. OpraHuzanusi paldOHAIBHOTO IBMKEHMSI JIOKYMEHTOB M HMX IPOEKTOB BHYTPHU
opranuzaiuu. Ilepegaua 1OKyMEHTOB BHYTpH opraHuzanuu OOpabOTKH HCIOJHEHHBIX |
OTIIPaBJISIEMBIX IOKYMEHTOB. PoJlb A€0NPON3BOACTBEHHOI CITyKObI B 00pab0OTKE JOKYMEHTOB.

24. BeneHue MaccHBOB KaJIpOBBIX JOKYMEHTOB, MX Y4Y€T, PErMCTpalusi, OlNepaTHBHOE
xpaneHue. CocTaB KaJpoBOil JOKyMeHTaluu opraHuszauuu. Ee knaccudukanus. Kaaposbie
JOKYMEHTHI B yHU(uLmpoBaHHOH cucteme OPJl 1 OT4ETHO-CTATUCTUYECKOM JOKYMEHTAIUH.

25. TpynoBsle 10roBOpa, pe3roMe, aHKEThl M Jp. AOKyMeHThl. HopmaTuBHO-IIpaBOBOE
peryJIrpoBaHUE COCTaBa KaJAPOBBIX JOKYMEHTOB U 0(OPMIIEHUS TPYAOBBIX OTHOIIeHUH. Cuctema
pPErucTpallMi U TMOCTPOCHUS] WH()OPMALMOHHO-TIOMCKOBBIX CHCTEM KaJpoBOW HHGpOpMAIUU U
JOKyMeHTOB. [ IpaBuiia u cpoku XpaHEHHs M YHUUTOKEHUS Pa3IMYHbIX JOKYMEHTOB, COAEPKAIINX
MH(OPMALIKIO [0 JTUYHOMY COCTaBY.

26. JlokyMeHTaIlMOHHOe ofecrieueHre paboThl KOJUIETHalbHBIX opraHoB. Pabota c
JOKyMEHTaMU  KOH(UIEHIMaIbHOTO  Xapakrepa. OpraHuzanuss  JOKYMEHTAllMOHHOIO
oOecrieyeHHs MPOBEACHUS COBELIAHWN, CEMUHApOB MU Jp. MEPONPUATHH KOJUIETHaJIbHOTO
xapakrepa. OCOOEHHOCTH CTPYKTYPBI JTOKYMEHTOOOOpOTa B padoTe KOJIJIETHMATBHOTO OpraHa
yIpaBIEHUS.



27. TloHaTHe TOCYJapCTBEHHON TalHbI M KOH(HUACHIHAIBLHOCTH YUYPEKICHUYECKOH
uHpopmanuu. ['ocynapcTBeHHOE peryiupoBaHie CUCTEMbl OTPAaHUYEHHSI JOCTYTA K IOKYMEHTaM.
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 JICIONPOM3BOJICTBA, OOECHEUMBAIONIETO YUYeT U
COXPaHHOCTh KOHPHJICHIUATbHBIX U CEKPETHBIX TOKYMEHTOB.

28. Jlenonpou3BOACTBEHHBIE CITYKOBI, X CTPYKTypa M opraHuzainus padotsl. [lonsrue
CITYKOBI JOKYMEHTAITMOHHOTO O0ECIIEYCHHS YIIpaBeHUs (JeTONPOU3BOACTBEHHON CITY)KOBI), €€
Ha3HaueHUEe W OCHOBHbIC (yHKuMU. [IpuHIUN pasneneHus Tpyna B MPOIECCe YIpaBICHUS
nokymenTtanueil. OcoOEHHOCTH YNPaBICHUYECKUX CTPYKTYp, OMNPENENAIOIIUX MOCTPOCHUE U
OpraHm3anio  paboThl  JEIONPOU3BOJACTBEHHONW  CiayxkObl. OOsI3aHHOCTH  CIYXOBI  TIO
(GbOpMHUPOBAHUIO U BEICHUIO JOKYMEHTAIIMOHHOM 0a3bl OpraHu3alluu.

29. 3agaun cay)Obl TIO YIIPaBICHUIO JOKYMEHTAIMEH, GOPMHUPOBAHHUIO B 00ECIIeYECHUIO
(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
10 TPYAY U OXpaHe TpyAa. MeoTpacieBble YKPYIMTHEHHbIE HOPMAaTUBBI BpEMEHH Ha pabOThI MO
JIOKYMEHTAIlMOHHOMY oOecrniedeHuto ympasieHus. Hopmer Bpemenu. Konrtpoisb coGmroneHus
HOPM B 00J1aCTH J€IONPOU3BOICTBA.

31. OcHoBHble OOBEKTHl M NPUHLUIBI aBTOMAaTH3aluu B ymnpasieHUH. OpraHuzanus
JUYHOTO M KOPIOPATUBHOTO HMH(POPMAIIMOHHOTO OOecleyeHus B 3aJadyax YIpaBIICHUS.
Oco0eHHOCTH BHEAPEHHS aBTOMAaTU3UPOBAHHBIX CHCTEM B cepe yrnpasinenus. Madopmanmonnas
NOJAJEP)KKA 3a/Jadyd  KOHTpoJig ucnonHeHud. CpencTBa CTPAaTErHuecKoro IUIAaHUPOBAHUS
BBITTOJIHEHUS 3a/1a4 U TPOBENECHHUS MeponpusaTuii. Peanusanus cucremMsl JOKYMEHTOOO0OpOTa Ha
npuMmepe coznanus pensiuuoHHoi bl «PerucrpaliioHHbie KapThl JOKYMEHTOB.

32. [IpoexTupoBanne 0PHUCHBIX CUCTEM Ha OCHOBE JOKYMEHTAIBHBIX KOPIOPATUBHBIX b/]
B cpene Lotus Notes. Kopmoparusabie 6a3pl qaHHBIX. OCOOEHHOCTH TEXHOJIOTUU «KJIMEHT-
cepBHCY». MoJienn KOMMYyHUKaUUi, noaaepxuBaembix Lotus Notes.

33. CnpaBounas npaBoBas cuctema «KoncynbTanT-Ilmoc»: coctaB, CTpyKTypa, MOMCK
naHHbBIX. THQOpMAIIMOHHO-TIONCKOBAst cUCTeMa «ApxuBapuycy». JJokyMeHTallbHbIe 0a3bl TaHHBIX
cucteMbl «ApxuBapuyc». Kiaccel JoOKyMeHTOB. ATpUOYTHl TOKYyMEHTOB. DYHKIIUU CUCTEMBI.

34. AnmuHHCTpaTHUBHBIE (QYHKIMH cekperaps. Ponb cekperaps B COBPEMEHHOM
yIpaBJIEHYECKOM ammapareé M B CTPYKTYpe CIyXObl JTOKYMEHTAllUOHHOTO OOecredYeHus
yrpasieHusi. Opranuzamusi paboThl MPUEMHON: PEryJIMpoBaHUE MOTOKA TOCETHTENEH, TIPUEM U
peructpanus nocetuteneid. TUmMbl cOBEMaHMM M MpaBWiIa MOATOTOBKM M OpraHU3alMH.
CocraBnenne u OQOpPMIICHHE NpPOTPaMM, 3asBOK, MOBECTKHM MdHA. [lOpSIOK cocTaBieHUS,
o(opMIIeHHs U XpaHEHUs! TPOTOKOJIOB.

35. PernameHnTanus JOKHOCTHBIX 00si3aHHOCTEH cekperaps. HopmaTuBHO-MeTo1nuecKas
0a3a KkBaMM(UKAIMOHHBIX TpeOoBaHUN K mpodeccun cekperapb, AeIONPOU3BOAUTENb.
OCOOEHHOCTH TOATOTOBKH JETOBBIX BCTPEU W MEPETOBOPOB pykoBomuTens. [IpaBuna BemeHus
JIeNIoBOM Oecebl.

36. ApxuBoBeneHHe. BenOMCTBEHHBIE W TOCYIAapCTBEHHBIC apXWBBI, OpTaHU3AIUS
apxuBHOM cnyObl B Poccum; OCHOBHBIE 3agaun apxuBa: cOop, oOpaOoTka, OpraHuzanus
XpaHEHHs ¥ UCTI0JIb30BaHUs JOKYMEHTOB; apxeorpaduueckas o0paboTka TOKYMEHTOB.



Kpurepun ouneHnBaHusi Ha 3a4vere mo AucuuivinHe «Pa3Burue MHEPOpPMANHOHHO-
JOKYMEHTAIIMOHHOI0 o0ecrieyeHUs1 YIPaBJICHHUD

OreHKa «3a4TEH0» BBICTABIISCTCS CTYACHTY, €CIIH:

1. PackpbITO OCHOBHOE COJIEp>KaHUE MaTepHaa.

2. B OCHOBHOM NpaBUJILHO JaHbI OMPEACIICHUS, IOHSATHS.

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 conepkaHe yueOHOTro MaTepuaa He pacKphITo.

2. He nanbl OTBETHI HA IOMOJHUTEIBHBIE BOIIPOCHI MPENOIaBATENS.

3. domyieHsl rpyOble OMUOKU B ONPEICTICHUSIX.

4. Her nmpakTHYeCKUX HABBIKOB B MCIOJL30BAHUN MaTepHaia



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 UHBIX HH()OPMAIIMOHHBIX PECYpPCOB

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, Kpacuonmap, 2014. 240 c.

5

Ha xadenpe

Conory6o O.II.  Jlenompou3BOJCTBO:  COCTaBJICHUE,
peaaKTHpOBaHUE U 00pabOTKA TOKYMEHTOB: yueOHOE. 8-
e u3z., crep. M.: Omera-JI, 2013. 207 c.

Jlanckas JI.B. [Tpo6ieMbl JOKyMEHTAITMOHHOTO
MEHEI)KMEHTa U JOKyMEHTUPOBAHUS €S TEIIbHOCTH
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 amsi 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 1715 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 00y4al0MIUXCs 110 OCBOCHUIO JUCIUIIIMHBI (MO1YJIs1)

OcBoeHue TUCUMITIMHBI ITPeTyCMaTpUBAET MPOCITYILINBAHUE JICKIUH.

CamocrosiTenibHass paboTa CTyA€HTa - OAMH M3 BAXKHEWIIUX HTAaroB B IOATOTOBKE
cneunanuctoB. OHa NpHOOILIAET CTYACHTOB K MCCIe10BaTeIbCKOi paboTe, 00oraiaeTr onsIToM u
3HaHUAMU, HCO6XOIII/IMI)IMI/I JJIsA I{aaneﬁmero HUX CTAHOBJICHUA KaK CIICHHUAJIUCTOB, MIPHBUBACT
HaBBIKU PA0OOTHI C INTEPATYPOH, CTATUCTUUYECKUMU JTAHHBIMHU.

[lens camMOCTOATENBHOM pabOTHl - CHUCTEMaTH3alMsl, 3aKpeIUICHHE U pPacCHIMpPEHHE
TEOPETUYECKUX U MPAKTUYECKHX 3HAHUHM C MCIOJIb30BAHUEM COBPEMEHHBIX MH(OPMALMOHHBIX
TEXHOJIOTMI U JINTEPATypPHBIX HCTOYHHUKOB.

OOyueHue CTyJJeHTOB C OTPaHUYEHHBIMU BO3MOYKHOCTSIMH OPIaHU3YeTCsl B COOTBETCTBUU C
TpeOoBaHUIMHU «METOIMUECKUX PEKOMEHIANK MO0 OpTraHU3aIi 00pa30BaTEIHLHOTO IMpoIecca
Ui OOy4eHHs MHBAJIUAOB M JIMI C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3]I0pPOBbsI B
00pa30BaTeNbHbIX OpraHU3alUsAX BBICIIEr0 MPo(eccHoHAIbHOIO 00pa30BaHUM» OT «8» ampens
2014 r.

B ocBoenun JUCHUIINIMHBI MHBAJIWJIAMH U JIMOaMU C OTPaHUYCHHBIMHW BO3MOXKXHOCTIAMU
3/10pOBbs OOJNBIIOE 3HAYEHHE HMEeT WHJMBHJyalbHas y4yeOHas paboTa (KOHCYJIbTalluu) —
JIOTIOJTHUTEIbHOE pa3bsiCHEHNE Y4eOHOro Marepuaa.

I/IHHI/IBI/IZ[yaHI)HI)IG KOHCYJIbTalUKM 110 NPCIAMETY ABJIAIOTCA BaXHBIM (1)aKTOpOM,
CHOCOOCTBYIOUIMM MHIMBUAYAIN3alUU OOYUEHHsI U YCTaHOBIIEHHIO BOCIIMTATEIbHOTO 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 Ilepeyenb HHPOPMALMOHHBIX TEXHOJIOTHI.

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

8.2 IlepeyeHb HEOOXOAMMOTI0 MIPOrPAMMHOI0O 00eCTIeYeHHUsI.
[Tporpammel [yTs IEMOHCTpAILIUMHU U co3aanus npe3entanuit («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 CIPABOYHBIX CHCTEM

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

9. MaTepI/IaJILHO-TeXHI/I‘leCKaH

6333, H606X0[[I/IMaﬂ AJIsA OCYIIECTBJICHUA

00pa30BaTeJbLHOIO0 Mpolecca Mo AUCHUIINHE (MOAYJIIO0).

No S e MarepuanbHO-TEXHUYECKOE 00ecrIeYeHNE AUCUMILINHBI (MOLYJIs1) U
OCHAIIICHHOCTh
1. Jlexyuonnvie Jleximonnass  ayauropus 417A - yuebnas  mabGopaTtopus
3anamusl «Opranu3alioHHOI0 IPOEKTHPOBAHUSA, CHCTEM JIOKyMEHTAllUH,
nHbOpMAIMY U 3HAHUN», OCHAIICHHAS MPE3CHTAMOHHON TEXHUKOU
(MynBTHMEIUIHBIA MPOEKTOP, OJKpaH, KOMIBIOTEP/HOYTOYK) H
COOTBETCTBYIOIIMM IIPOrPAMMHBIM 00€CIIEUEHUEM U CTEHIAMU:
- crens1 | — Opranu3anoHHOE IPOEKTHPOBAHUE;
- creHg 2 — KopnoparuBHast cerb 3HaHMH Ha 0a3e OHTOJIOTHH:
CTPYKTYpa ¥ TEXHOJIOTUs peaJIn3aluu.
2. Jlabopamophvie
3anAmusl
3. ['pynnoBsie YuranbHbli 321 6uOIMOTEKH (haKyIbTeTa
(MHIUBUIYaTbHBIC)
KOHCYJIbTAlIUH
4. Texymmii Aynuropus 415A / 417A
KOHTPOJIb,
IIPOMEKYTOYHAs
aTTecTanus
S5. CamocrostenbHas | Kabuner nis caMocTosTeIbHOM paboTh! (UM TaIbHBIN 3271 OMOIUOTEKN
pabota (akynpTeTa),  OCHALICHHBI  KOMIIBIOTEPHOH  TEXHHKOH ¢
BO3MOJKHOCTBIO TMOJKIIIOUYEHHsI K ceTh «VHTepHeT», mporpammoin
HKPAHHOTO YBEIMUYEHHs U 00ECIIeYeHHBIH JOCTYIIOM B 3JEKTPOHHYIO
nH()OPMaAIIMOHHO-00Pa30BATENHHYIO CPE/ly YHUBEPCHUTETA.

9.3. IIpe3enTanumu:

1. IIpesenranus yueOHON AUCHUTIINHBI

2. OCHOBBI OpTaHU3AINH CTPATETUICCKOTO aHAIHN3a
3. TexHOIOTHs CTPAaTErNYECKOT0 aHaINu3a

4. TexHoJIOTHS TIOATOTOBKH pedepara u scce



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

PEINEH3UAL
Ha pado4yI0 y4eOHYI0 IpOorpaMmMy Mo AMCHHUILINHE
b1.B./IB.27.02 «Pa3BuTne nHGopMannoOHHO-T0KYMEHTAIIHOHHOTO
olecreyeHusl yIpaBJIeHUsD)

PabGouyas  yueGHas  mporpaMMa 1o  mporpaMmMe  OakajnaBpHuara
«OpraHu3alioHHOE  MPOEKTHPOBaHHE  JOKYMEHTAMOHHOTO  0OeCreYeHHs
yIpaBJEHUs B OPTaHU3aIMI COCTaBJIEHA B COOTBETCTBUU ¢ TpeboBanusiMu OI'OC
BO u IlpumepHOii OCHOBHOM 0Opa3oBaTENbHOW MPOTrpamMMoOil MO HANpaBIICHUIO
noarotroBku 46.03.02 «JlokyMeHTOBEICHUE K apXHUBOBEACHUEY.

Conepskanus 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 U3/1aHUs Kaeapsbl.

ConmepkaHusi pas[eNioB ONTHMAJIbHO HACHINEHBI H  CTPYKTYPHUPOBAHBI,
eJIeCO00Pa3HO paclpeieNieHbl IO BUaM JEKIIMOHHbBIE U Ja00paTOpHbIC 3aHATHSA, B
COOTBETCTBHHM C TPYIOEMKOCTHIO B Yacax, Ha OCHOBE (PyHIAMEHTAIBbHOCTU H
ucnons3oBanuss WKT. PabGouas ydyeOHas mnporpamma OTIMYAETCS JIOTUYECKOU
CTPOMHOCTBIO, IPAKTUUECKON HAIPaBICHHOCTHIO.

Jis  Oojiee  KAueCTBEHHOTO  M3y4Y€HHUS  JUCHMIUIMHBI  HEOOXOIHUMO
IPEeIyCMOTPETh MPHUBJICYECHHUE HA CEMHHAPCKUE 3aHATUS IpelCTaBUTENeH
POCCUICKUX U 3apyOEKHBIX KOMITaHUH, a TaKKe€ MacTep KJacchl C HKCIEPTaMU U
CHELMATUCTaMH B 00JIACTH IOKYMEHTOBEIECHUS M apXUBOBEICHUSI.

3AK/IFOYEHHUE.

PaGouas yueOnass mporpamma mo muciumimHe b1.B.JIB.27.02 «Pa3sutue
UH(POPMAIMOHHO-TOKYMEHTAIIMOHHOTO ~ OOECTIIEUYEHUsI  YIPaBICHUS»  MOXKET
UCIIOJB30BaThCA B y4yeOHOM TIpollecce Mo Tmporpamme  OakajgaBpuara
«OpraHuM3aliioHHOE  TMPOCKTHPOBAHHE  JOKYMEHTALMOHHOTO  0OeCIeYeHHS
yOpaBlIeHUs B OpraHU3alUu» 10 HampaBleHWto noarotoBku 46.03.02
«JoxymentoBeaenue u apxuBoegeHue» B GI'bOY BO «Kyol'V».

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—

- = f AT

«20» anpens 2016 r.



PEINEH3USA2
Ha pado4yl0 y4eOHYI0 MIpOorpaMmy Mo AUCHUIJINHE

b1.B./IB.27.02 «Pa3BuTne nHGopMannoOHHO-T0KYMEHTAIIHOHHOTO
olecreyeHusl yIpaBJIeHUsD)

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.

Conepskanus paboueil mporpaMMmbl cooTBeTCTBYET TpeboBanusim ®I'OC BO
(B wacTHoOCTH T1I. 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 MOBBINICHHE 3(P(HEKTUBHOCTH HCIOJIB30BAHUS WH(OPMAIIMOHHBIX
CUCTEM M 0a3 TaHHBIX B YCIOBUSAX MHHOBAIIMU U SKOHOMHKHU 3HAHUU.

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

CopepkaHusg pa3/iesioB ONTUMAJIbHO HACBILIEHBl M 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, IPAKTUYECKON HAIPABICHHOCTBIO.

Jis  Oojiee  KAueCTBEHHOTO  M3y4Y€HHUS  JUCHMIUIMHBI  HEOOXOIHUMO
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 mnporpamma mno auctuminHe bl1.B.JIB.27.02 «Pa3Burtue
MH(OPMAIIMOHHO-JOKYMEHTAIIMIOHHOTO ~ OOECIEYEHUsl  YNPaBIEHUS»  MOXKET
UCIIOJIb30BaThCA B ydyeOHOM TMpolecce MO mporpamme OakanaBpuara
«OpraHu3alMOHHOE  MPOEKTUPOBAHHE  JOKYMEHTAIIMOHHOTO  OOECHedeHHs
yOpaBJI€HHUsT B OpraHW3alydW» IO HANpaBJICHHIO nNoAroToBku  46.03.02
«JoxymenroBenenue u apxuBoeaeHue» B GDI'bOY BO «KyoI'V».

PeLieH3eHT

HaYyaJIbHUK OT/elIa

ci1y)xeOHOM NepenucKy ynpasjieHus A8

agMmuHucTpauuu KpacHoaapckoro ;(p}ax

M.U. bonnapesa

20.04.2016 .



