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1 desn 1 3a1a4M U3y4YeHUs TUCHMILUIUHBI (MOLYJIA).
1.1 llean ocBOeHUS TUCHUILIHHDI.

HucuumnuHa «J{oOKyMEHTAIlMOHHBIM MEHEI)KMEHT» BXOJIUT B BAapUATHUBHYIO 4YacTb
JUCLMIUINH ~ HampaBlieHUs MOAroToBkM MaructpoB 46.04.02  «/lokymeHTOBEneHue u
apXHMBOBEJCHHE» TI0 OCHOBHOW oOpa3oBarenbHOil mporpamme (OOII) «OpranusanuoHHOE
MPOSKTUPOBAHUE CHUCTEM YIPABICHUS» KaK JAUCIHMILNIMHA [0 BBIOOPY HU UMEET HHJIEKC
b1.B./IB.06.02.

OOBeKTOM H3y4YeHHUs Kypca SBISETCS CHCTEMa JOKYMEHTAIMOHHOTO OOecredeHus
yIpaBieHUs] KaKk OOBEKT OpraHu3alliM, YIPaBICHHS, COBEPIICHCTBOBAHUS W pPAa3BUTUS B
YCIOBHAX MH()OPMAITMOHHOTO HHHOBAIIMOHHO PAa3BUBAIOIIETOCS OOIIECTBA.

[IpenmMeroM u3ydeHUs IUCHUIUIMHBI SIBISIOTCA JIOKYMEHTAlMOHHBIA MEHEI)KMEHT B
CHUCTeME JOKYMEHTAIMOHHOTO OO0ECIeYeHUsl YMIPABICHUS B YCIOBUSAX HH(POPMALMOHHOTO
WHHOBAIIMOHHO Pa3BHUBAIOIIETOCS OOIECTBA.

HenssMu OCBOEHUSI JAMCHMIUIMHBI «J{OKYMEHTAallMOHHBI MEHEI)KMEHT)»  SIBISIOTCS
pa3BUTHE Yy CTYJIEHTOB JHMYHOCTHBIX KadecTB M (opMHpOBaHHE OOIIEKYJIbTYPHBIX H
po(heCcCHOHANBHBIX KOMIETEHIMM B 00JacTH JOKYMEHTAallMOHHOI'O MEHEPKMEHTa B CHCTEME
JIOKYMEHTAIMOHHOTO 00eCIIeYeH I YIIPABICHHS B YCIOBUAX UH()OPMAIIMOHHOTO MHHOBALIMOHHO
Pa3BUBAOIIETOCS OOIIECTBA.

BocnurarensHoil 11e1bI0 OCBOCHUE TUCUUIUIMHBI ABISETCS (OPMUPOBAHUE U PA3BUTHE Y
CTYJICHTOB JIMYHOCTHBIX KAyeCTB, ONPEIENAIOIIMX €ro MOTHUB IPAaBWIbHO U C MOJb30H AJs
oOmiecTBa HCIIOJIb30BaTh CBOM  BO3MOXKHOCTH, OOYCIIOBJIIGHHbIE 3HAHUSMHU IpeAMeTa
OCBaMBAEMON JUCLUIIIINHBL.

B cBoro ouepenn, B obOnactu oOydeHHsI OCBOEHHE IUCHUIUIMHBI HUMEET CBOEH IIEINbIO
COBEPILICHCTBOBAaHWE, (HOPMUPOBAHHE W PAa3BUTHE Yy CTYICHTOB IIEJIOCTHOH CHCTEMBI
npodecCHOHANBHBIX W OOLIEKYJIbTYPHBIX KOMIETCHLIUNA B O0JAaCTH JOKYMEHTAllMOHHOTO
MEHE/P)KMEHTa B CHCTEME JOKYMEHTAallMOHHOTO OOECIEeUeHUsl YIpaBiICHUS B YCIOBUSX
MH(OPMALIMOHHOTO HMHHOBAI[MOHHO pa3BUBaromierocs obmectsa. [Ipu stom Qopmupyembie
KOMIIETEHIIUM OpPUEHTHUPOBAaHbl HA OCYILIECTBICHHE JOKYMEHTAI[MOHHOTO MEHEKMEHTA,
OTIPEIEIISAIOIIETO s dexTruBHOE JOKYMEHTAI[MOHHOE obecrnieueHue yIpaBIeHUS,
CIOCOOCTBYIOILIETO HENPEPHIBHOMY HHHOBALIMOHHOMY OPIaHU3Al[MOHHOMY Pa3BUTHIO CHCTEM
yIpaBlIeHUS] OPTaHU3AIMH Ha OCHOBE COBPEMEHHBIX WH()OPMAIIMOHHBIX M HHTEIEKTYalbHBIX
TEXHOJIOTHIA.

OcHoBHas 11eTh Kypca MpenoyiaraeT Heo0X0IUMOCTh TIOCTHKEHHUS CIEIYIONINX YaCTHBIX
1[eJI€ OCBOCHHUSI TUCIMILINHBIL:

1) chopMupoBaTh y CTYACHTOB NPABHIBLHOE MPEACTABICHNE O HAyYHOW METOJOJIOTHH U
Hay4YHBIX TEOPETUYECKHMX OCHOBaX JOKYMEHTAIIMOHHOTO MEHEIKMEHTa, 00ecnedyrBaromnx
pelieHrue MpoOieMbl WHHOBAIIMOHHOTO DPAa3BUTHS CHUCTEM JOKYMEHTAIIMOHHOTO oOecredyeHus
yIpaBieHUs B YCIOBUSIX MH(OPMALIMOHHOTO HHHOBALIMOHHO Pa3BUBAIOIIErocs O0IECTBa;

2) obecrneunTh B TpoOIECCe MPENOAaBaHMs TUCIHUIUIMHBI TPUOOpETEHHE CTYIACHTaMH
MpoeCCHOHANIBHBIX 3HAHUI METO/I0B, METOJIMK M TIPaBUJI JOKYMEHTAI[MOHHOTO MEHE/HKMEHTA B
CHUCTEME JOKYMEHTAllMOHHOTO OO0ECIeYeHHs YIPaBJICHUS B Pa3IMYHBIX KOMMYHHUKAIIMOHHBIX
cpenax (pu3nyeckoii, onepannoOHHON, HHPOPMAITMOHHOM, HHTEIUIEKTYaIbHOM );

3) B Xolle TpPOBEICHHS MPAKTUYECKUX 3aHSATUH 1O TUCIUIUIMHE HAYYUTh CTYICHTOB
MPUMEHSATH 3HAaHUSI METOJIOB, METOJUK U MPABUJ TOKYMEHTAIIMOHHOTO MEHEPKMEHTA B CHCTEME
JIOKYMEHTAI[MOHHOTO O00eCHeUeHUs YOpaBlIeHUS B Pa3IMYHBIX KOMMYHHUKAIIMOHHBIX Cpeaax
(¢pusmueckoi, omeparMoOHHOW, WHOOPMAIMOHHOW, WHTEJUICKTYAIbHOW) [JISI TPAKTHYECKOTO
OCYILIECTBJICHUSI HEMPEPHIBHOTO HWHHOBAIMOHHOTO OPraHU3allMOHHOTO Pa3BUTUSL CUCTEM
YIPaBJICHUS] OpraHU3aIlM Ha OCHOBE COBPEMEHHBIX WH(OPMAIMOHHBIX W WHTEJUICKTYaJIbHBIX
TEXHOJIOTHH,

4) 3a cyeT MPUMEHEHUS WHTEPAKTHBHBIX TEXHOJIOTHI YIPaBICHUS CAaMOCTOSTEIbHOMN
paboToii CTyAeHTOB, obecrnednTh (HOPMUPOBAHMS y HHUX YCTOWUYUBBIX HABBIKOB PadOTHI MO



ocyliecTBeHUI0  3(G(EeKTUBHOTO  JOKYMEHTAallMOHHOTO  MEHEIKMEHTa B CHCTEME
JIOKYMEHTAI[MOHHOTO 00eCTieueHUsl YIpaBIeHUsI Ha BCEX JIOTUYECKUX YPOBHSX C MPUMEHEHHUEM
COBPEMEHHOT0 MHCTPYMEHTAapPHSL.

1.2 3agaun AUCHUILJIMHEL.

HJ’I?I JOCTHIXKCHUA OCHOBHOM M YaCTHBIX ueneﬁ OCBOCHHA JUCHUILVIMHBI B ITPOLIECCC
HU3YUCHUA JUCHUIINIMHBI pCHIAOTCA CICAYIOIHNEC O6pa3OBaTeJIbHBIe 3aJa4du.

OO6pa3oBarenbHbIC 33Ja4l OCBOCHUS TEOPETUUECKOH KOMITOHEHTHI:

1) wu3ydyenue 0a30BBIX  METOJOJOTHYECKMX  MPUHIUIOB JOKYMEHTAIIHOHHOTO
MEHE/DKMEHTA B CUCTEME JJOKYMEHTAIIHOHHOT'O 00SCIICYCHHUS yIIPaBIICHUS,

2) wusydeHue (GyHIAMEHTAIBHBIX METOJOJOTMYECKUX TMOHATUH W KaTeropuaibHO-
TEPMUHOJIOTHYECKOTO arapaTa TEOPUA U METOJOJOTHH JTIOKYMEHTAllMOHHOTO MEHEKMEHTA B
CUCTEME JOKYMEHTAIIMOHHOTO 00ECIICUCHUS YIIpaBICHUS,

3) uW3y4eHHWE M NPUBUTHE YMEHHUS TPABWIBHO BHIOWPATh METOMABI, METOAUKH U
dbopMHpoBaTh TpaBUiIa JOKYMEHTAIMOHHOTO MEHE/DKMEHTa B CHCTEME JOKYMEHTAI[HOHHOTO
olecreuenus YIIpaBJICHHUA B 3aBUCUMOCTH OT BO3MOXKHOCTEH AOCTYIIHBIX KOMMYHUKAIITMOHHBIX
cpen;

4) OCBOCHHME TEOPUUM M METOJOJOTMH JOKYMCHTAIIMOHHOTO MEHEKMEHTAa B CHUCTEME
JOKYMEHTAIMOHHOTO 00ECTICUeHHS YIIPABJICHUS U IPUBUTHE YMEHUS BEIOMPATh U 00OCHOBHIBATH
METO/IbI, METOJTUKH, ¥ (POPMUPOBATH HA UX OCHOBE NPaBUIIA JIOKYMEHTAIIMOHHOTO MCHEPKMEHTA
B CUCTEMC NJOKYMCHTALITMOHHOI'O olecrieueHus YIIpaBJICHHA B Pa3jIMYHbIX KOMMYHHKAIIMOHHBIX
cpenax.

OO6pa3zoBaTebHBIC 3a1a4l OCBOCHUS ITO3HABATEIIbHOW KOMITOHEHTHI:

1) HU3YUYCHUC HOBBLIX MCTOHOJJOTHMYCCKUX IMOAXOJ0B, OCHOBAHHBLIX Ha COBPCMCHHBIX
NPE/ICTaBICHUAX O CUCTEME YIPaBICHHS, €€ KOMMYHUKAIIMOHHOW Cpesie, K OpraHu3alid U
OCYIIECTBICHUIO JOKYMEHTAI[HOHHOTO MEHEKMEHTa B CHCTEME JOKYMEHTAI[HOHHOTO
oOecrieueHHs yrpaBJIeHus,

2) ¢opMupOBaHHE COBPEMEHHOTO IMPEACTABICHHUS O MPHUPOJE, COACPKAaHUH U Pa3BUTHH
TEOPETUKO-METOIOJIOTHIECKON CHCTEMBI, OOeCTeYrBarOIeH A(PPEKTUBHYIO OpPraHU3alHI0 |
OCYILECTBJIEHHE JOKYMEHTAllMOHHOTO MEHEXKMEHTa B CHUCTEME JOKYMEHTAI[HOHHOTO
oOecrnieueHus yrnpaBaeHuS,

3) u3ydyeHue MPHUHLMUIOB M MPABUI JOTMKO-CMBICIOBOTO KOHCTPYHUPOBAHHS CTPYKTYpPbI
OpTraHHu3allMOHHOI0 MCHCIKMCHTA B CUCTEMC JOKYMCHTAIWOHHOI'O obecneueHust YIipaBJICHUA,
oOecrieunBaromell  dPQPEKTUBHOE  OPraHU3alMOHHOE  pa3BUTHE CUCTEMbl  YIPABICHMS
opraHu3alr B YCJIOBHAX COBPEMEHHBIX KOMMYHUKAIIMOHHBIX CPCII;

4) wu3ydYeHHE UCTOPUYECKOW JIaHHOCTH, COBPEMEHHOTO COCTOSIHHSI W TEpPCIEKTHB
pasBUTHSL  TEOPUM M MPAKTHKH  JIOKYMEHTAllUOHHOTO  MEHEPKMEHTa B  CHUCTEMeE
JOKYMEHTAIMOHHOTO OOECIeueHHs YIpPaBICHUS Ui OCYIIECTBICHUS OPraHU3allMOHHOTO
MHHOBAIIMOHHOT'O PAa3BUTHUS CUCTEMBI JOKYMEHTAIL[HIOHHOT'O 00ECTIEUEeHNUs YIIpaBIEHHS.

OObpazoBaTenbHble 337]a4l OCBOEHUS TPAKTUUECKONH KOMIIOHEHTBI:

1) OCBOCHHEC COBPEMCHHBIX MCTOAUK JOKYMCHTAIIMOHHOTO MCHCIKMCHTA B CHUCTEMC
JOKYMECHTAITMOHHOTO ~ OOECICUeHUs]  YIpaBIEHHsl Uil NPAKTUYECKOTO  OCYIIECTBIICHHS
OpTraHHU3allMOHHOI'0O MHHOBAITMOHHOT'O pa3BUTUA CUCTEMBI YIIPABJIICHHUA OpraHHU3allu,

2) OCBOCHHEC COBPEMECHHBLIX METOOOB U TEXHOJOTUN JOKYMEHTAIITUOHHOTO MCHCPKMCHTA
B CHCTEME JIOKYMCHTAI[MOHHOTO OOCCIICUCHUs YIPABJICHUS IS OCYIIECTBICHHS €ro
3(1)(1)6KTI/IBHOFO OpTraHHU3allMOHHOI'0 pa3BHUTHA B YCIOBHUAX COBPEMCHHBIX KOMMYHHWKAIIMOHHBIX
cpen;

3) OCBOEHHE COBPEMEHHOTO HHCTPYMEHTApHs, OO0CCIEYMBAONICTO MOCTPOCHHE
3pPEKTUBHOTO  JOKYMEHTAIIMOHHOTO MEHE/DKMEHTa B  CHCTEME JOKYMCHTAI[HOHHOTO



o0ecrieueHns yIpaBICHUS U €r0 OpraHU3alMOHHOTO0 MHHOBAIMOHHOTO Pa3BUTHS B YCIIOBHSAX
COBEPILEHCTBOBAHUS MH()OPMAIIMOHHOTO M (POPMUPOBAHUS MHTEIIEKTYaJIbHOTO OOIIECTBA;

4) npuoOpereHue  ombITa  MOCTpOeHUS  A(P(HEKTUBHOTO  JOKYMEHTAIHOHHOTO
MEHEDKMEHTa B CHUCTEME JOKYMEHTAI[MOHHOTO OO0ECHEeUYCHHS YIPABICHHS, PEATU3YIOIIETO
OpPraHM3allMOHHOE WHHOBALIMOHHOE PAa3BUTHUE CHUCTEMBI JIOKYMEHTAIMOHHOTO OOEeCTIeYeHHS
YIpaBICHUS B YCIOBHUSAX COBEPILICHCTBOBAHHS WH(POPMAIMOHHOTO U  (OPMHUPOBAHUS
MHTEJUIEKTYaJIbHOTO O0IECTBA.

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

JucuunnuHa «JlOKyMEHTAllMOHHBIA MEHEI)KMEHT» OTHOCUTCS K BapHATHUBHOM YacTH
broka 1 "Jlucuummabel (Moaynn)" ydeOHOTO IlaHa Kak JUCIUIUIMHA 1O BeIOOpY. M3yueHue
JUCLIUTUIMHBI CTYIGHTAaMH OYHOU (opMbl 00yueHus uaetr Ha BTopoM kypce (Kypc 6) B TpeTbem
cemectpe (Cemectp B).

Jlisi  yCHEIIHOTOo YCBOGHHS JUCHMIUTMHBI HEOOXOJMMO, 4YTOOBI CTYIEHT BIIAACI
3HAHUSIMH, YMCHHSIMH M HaBBIKAMH B 00beMe TPEOOBAHUN TUCIMILIAH, U3y4aeMbIX HA TIEPBOM
kypce (Kypc 5) o0yuenust B mepsom cemectpe (Cemectp 9) u Bo BTopom cemectpe (Cemectp A).
[Ipy 3TOM K OCHOBHBIM OOCCIICUMBAIOIIUM TUCIUIUIMHAM OTHOCSTCS CIEAYIONUE KYPCHI:
Conwmonoruss ¥ tnicuxoyiorust ynpasieHus; HMcropus u dunocodus naykwu; Ilomurosorus;
Meroanka  Hay4HO-HCCIEAOBATENbCKOM  paboThl;  MojenupoBaHue  yIpaBJICHUYECKOM
nesiteabHOCTH; MHDOpManMoHHbIe CUCTEMBI B YIPaBICHUU; TEOpHsi U METOJOJIOT S HAYYHOTO
no3HaHus; Teopusi COBPEMEHHOTO JIOKYMEHTOBEICHUS W  apXWBOBEACHHS; Teopus
UH(POPMAIIMOHHOTO MPOCTPAHCTBA M JOKYMECHTAIMOHHBIX cucTeM/ KopropaTWBHBIE CHCTEMBI
JOVY; Ouenka 3pPpeKTUBHOCTH OpraHU3AIMOHHON CHCTEMBI YIIPABIICHUS.

B cBorwo ouepenp, H3ydeHHME AUCLUILIMHBI «J[OKYMEHTAIlMOHHBI MEHEIKMEHT»
(dopMupyeT 3HaHUS U YMEHUS, KOTOPBIE JIOJKEH UMETh CTYJEHT, a TaK)KE HaBBIKH, KOTOPHIMU
JIOJDKEH BIIAJIETh CTYJEHT, YTOOBI 00eCIeYuTh BO3MOXKHOCTh YCIIEITHOI'O OCBOCHHUS CTYIEHTaMU
HOCEAYIOIUX pa3feIoB OCHOBHOW 00pa3oBaTesbHOM mporpammsl. lIpu 3TOM K OCHOBHBIM
o0ecrieunBaeMbIM  pas3fesaM  00pa30BaTeNbHOM  MpoOrpaMMbl  OTHOCATCS  CIENyrOIue
JMCIUILIMHBL: 1) HaydHO-HCClieioBaTelibCKas paboTa; 2) mpeAauIuioMHast IPaKTHKA.

Kpome Toro, wu3ydyeHue JOUCHUIUIMHBI  «/{OKYMEHTAallHOHHBIM  MEHEIKMEHT)
OCYILECTBJISCTCSI B  CTPOTrOM  JIOTMYECKOW B3aUMOCBSI3M C  M3YYEHHEM  JUCLMUIUIMHBI
«HccnenoBanue cucteMbl MHGOPMAITMOHHO-TOKYMEHTAIIMOHHOTO OOECTICUCHHsI KOPIOPALIUH,
KoTopas uzydaercsi Ha BTopoM Kypce (Kype 6) B Tom ke Tpetbhem cemectpe (Cemectp B).

1.4 Ilepeyens MIaHMPYeMbIX Pe3y/JbTATOB O0y4YeHHsI MO AUCHUILIMHE (MOAYJI0),
COOTHECEHHBIX € IUVIAHHUPYeMbIMH  pe3yJIbTATAMH  OCBOCHHUSI  OCHOBHOM
o0pa3oBaTe/IbHOM NPOrPaMMBbl.

JUis  TOCTMKEHUsT OCHOBHOM IleNId  Kypca BBINOJIHEHHE 0Opa30BaTeNbHBIX 3ajad
JUCLUIUIMHBL  JTOJDKHO — obecrieunBaTh  (OPMUPOBAHME Yy  CTYACHTOB  ONPEIEIIEHHBIX
KOMIIETEeHIIMH, Onaronaps KOTOPBIM M O0OECHEeuMBAaeTCs YCIEIIHOE YCBOEHHUE CTYICHTaMHU
MOCNEAYIOIUX pa3/ie]ioB OCHOBHOM oOpasoBarenbHOM mnporpammbl. CdopmupoBaHHbIE
KOMIIETEHIIUM O00eCleYnBal0T TaKOe YCBOEHHE OCHOBHOI 00pa30BaTeNbHOW MPOrpaMMbl, YTO
1ocjie HMTOrOBOM TIOCYJapCTBEHHOM aTTeCTallMM Y BBIMTYCKHUKA-MarucTpa CKJIaJbIBaeTCs
IEJIOCTHAS cHCTeMa OOLIEKYIbTYPHBIX U MPO(PECCHOHATBHBIX KOMIIETEHIINN, 00ecTieurBaromas
ero d(pGdeKTuBHYI0 NpOo(YECCHOHATBHYIO JIESITEIBHOCT B cepe OpraHU3aIHOHHOTO
MIPOEKTUPOBAHUS CUCTEM YIIPABIICHUS.

CocTtaB 1 copepxaHHe KOMIETEHUUH, GOPMUPYEMBIX B XOJ€ YCBOCHHS JAUCLUUIUINHBI, B
COOTHECEHHM C IUIAHUPYEMBIMU pE3yJbTaTaMH OCBOEHHS OCHOBHOW 00pa3oBaTesIbHON
mporpamMmsbl nipectaBieHbl B Tabmuie 1 B coorBercTBun ¢ ®I'OC BO HanpapieHus TOATOTOBKH



46.04.02 JloxymentoBenenue u apxupoBereHrne u OOIl «OpranuzanimoHHOE TPOEKTUPOBAHUE

CUCTCM YIPABJICHUS).

Tabmuma 1 -

Komnerenmnumn,

«/10KyMEHTallMOHHBIN MEHE)KMEHT

dbopmupyembie B

xXoJie

YCBOCHUA

Ne /11, vHAEKC U

B PE3YILTATC U3YUCHUS yqe6H0171 JUCHUITIINHBI o6yqafom1/1ec51 JIOJIDKHBI

CoJIepKaHue
KOMITETeHIINH (Wn eé 3HATh ymeTh BJa/IETh
4acTu)
bazoBeie  mpuHnunel 1| TosepantHO bazoBbIMHM mpHHIMIIAMH |
1. OIIK-2 TO0TOBHOCTBHIO
xoBOIHTE Komtextumoy | TR TOJIEPAHTHOTO | BOCIIPHHUMATh METOJlaMH  TOJIEPAHTHOTO
by . | pyKoBOACTBa COLMaJIbHBIE, STHHYECKHUE, | PyKOBOJCTBA
B chepe cBoei ’ ’
HpodeccHoRaTbHOf COTPYAHHKAMH  CITy>KOBI | KOH(pECCHOHAIbHEIC U |COTPYOHUKAMH  CIYXKOBI
IlepﬂTeJIbHOCTI/I JOKYMEHTAI[HOHHOTO KyJIbTYypHBIE pas3nuyus | JOKyMEHTaI[HOHHOTO
TOEDANTHO B’OCH HMMast obecrieueHUs KOPHOPALNH | COTPYTHHKOB CITy>KOBI | 00ecTiedeHNsT KOPIIOPAITIH
couHIZmLHLIe 3THquCKHe C YYETOM COIHAIBHBIX, | JOKYMEHTAHOHHOTO C Y4YEeTOM COILHAJIbHBIX,
<on Q)CCCHOH’EUILHLIe P; STHUYECKHUX, obecrieueHUss KOPHOPALINH | ITHUUECKHUX,
CVIETVDHLE DA3IHAIS KOH()ECCHOHAIIBHBIX uln HCTIONIb30BAaTh B | KOH(pECCHOHATBHBIX u
YIRTYP P KYJbTYPHBIX pa3Iuuuil HHTEpecax JIeia. KYJIbTYPHBIX pa3audui
CymHOCT, W TpUPOAY | AHATH3UPOBAThH Mpotiecch | [IpuHImamu
MPOLIECCOB MPOUCXOIAIINX | B cucreme | pOPMUPOBAHHS, 3aKOHAMH,
B CUCTEME | TOKYMCHTAITUOHHOI'O pasBUTHUA nu
3. TIK-2 mnoHumanuem
CyIIHOCTH mpomeccos, |MCKYMEHTAIHOHHOTO obecrieueHns: KOPIopanuy, | 3aKOHOMEPHOCTSIMU
Hyol/ICXOI[ﬂIlII/IX §O6HaCTI/; obecreueHus KOopnopaluu, | BbISABJIATH MpOTCKaHusA IPOUECCOB B
HEK CHTOBEICHIIT 4 | TIPHHIIHITET UX | TOKYMEHTOIIOTOKH U | cucTeMe
a xi{,:[osez[eﬂm (hopmupoBanus, ITYHKTBI 00paboTKH, | JOKyMEHTAIIHOHHOTO
P 3aKOHOMEPHOCTH ¢dbopMupoBath ciryk0y | o0ecTieueHns1 KOpropanum,
NPOTEKaHWSI W  3aKOHBI | JOKYMEHTALHOHHOTO METOaMH WX aHaIu3a |
pasBHUTHSL. o0ecIieueHns] KOPIopanuy | CHHTE3a.
3. TIK-8 cmocobHOCTRIO Crovir <aveCTRA Onpenenstb cBoiicTBa | Metogamu aHan3a,
aHAJIM3UPOBATh IIEHHOCTH nog yMeZII; Z u Meroms ee|RCKYMEHTa H IPOBOINTS | CHHTE3A " OLICHKH
JOKYMCHTOB C ICJIbIO HUX aHaJ?III/I:%aI/IOI_IeHKI/I HUX OLCHKY HW BBIABJIATH |CTPYKTYPHI KayecTBa
XpaHEeHUsI CTPYKTYpPY €ro KauecTsa JIOKYMEHTa
Meroaonoruyeckue u METOJI0JIOT HIECKUMU u
HUHCTPYMCHTAJIbHO- HUHCTPYMCHTAJIBHO-
4. TIK-14 crnocoGHOCTBIO Py OpraHu30BEIBaTH u Py
METOAUYCCKHUC OCHOBBI MCTOANUYCCKHUMH OCHOBAMH
u TOTOBHOCTBIO OCYIIECTBJIATDH
OpraHu3anuun n o OpraHmu3anuun )41
OpraHU30BBIBATH  PadOTy JIOKYMEHTAIlMOHHOU
OCYIIECTBIICHHS OCYLIECTBIICHHS
CITy>KOBI MEHEXKMEHT B CHCTEMeE
JIOKyMEHTaI[IOHHOTO JOKYMEHTAI[HOHHOTO
JIOKyMEHTAI[HIOHHOTO JIOKYMEHTAI[IOHHOTO
MEHEXKMEHTa B CHCTEMeE MEHEPKMEHTa B CHCTEME
obecrieueHns1 yIpaBJICHHS obecrieueHnst  ynpaBIeHUS
JIOKyMEHTAI[IOHHOTO JOKyMEHTAI[HOHHOTO

Y apXUBHOMW CITyKOBI

obecrieueHns1  ynpaBiIeHU
W apXUBHOM cIyx0e

W apXUBHOM cITy)0e

obecrieyeHns] ynpaBJICHHS
1 apXUBHOM ciryx0e

5. TIK-23 BnaneHuem
MpUHIIUIIaM U

OpraHu3aIu ciyx0
JOKYMEHTAaIUOHHOT'O

oOecrieueHns yIpaBICHUS
U apXUBHOM CITY>KOBI

[TpHHIMIBI OPraHU3aIMH U
OCYILIECTBICHUS
OpraHM3aI[OHHOTO
MCHEDKMEHTA B CHCTEME
JIOKYMEHTAI[HOHHOTO
oOecrieyeHNss yNpaBICHUS
W apXUBHOM cIyk0e.

[TpuMeHsTh TPUHIHIIBL
Opra’u3anuu u
OCYIIECTBIICHUS
OPraHU3aLOHHOTO
MCHCIP)KMCHTA B
OpraHu3aIix CITY>KOBI
JOKYMEHTAIMOHHOT'O

obecrieueHnst  ynpaBiIeHUS
W apXUBHOM CITyKOBI

Bnanets TIPUHINIIBI
OpraHu3anuu u
OCYIIECTBIICHUS
OpTraHU3aI[IOHHOTO
MCHCIP)KMCHTA npu
OopraHusanuu CITyXOBI
JOKYMEHTAallUOHHOT'O

obecrieyeHns] ynpaBJICHHS
Y apXUBHOH CITyKOBI

JUCLUILINHEI




2. CTpyKTYypa U cofep:KaHMe JUCUMILIUHBI.
2.1 PacnipeaesieHne TPYA0EMKOCTH AUCHMILIMHBI IO BUAaM padoT.

OO6mast TpyJO0EMKOCTh JUCIUIUIMHBI COCTaBisieT 4 3aveTHble eauHulbl, win 144 gaca
y4eOHOr0 BpEMEHH.

B cBoro ouepenn 4achl, OTBEICHHBIC HA ayJAMTOPHBIC 3aHATHS, PACIPEACIAIOTCS MEKIY
JIBYMsI 0a30BBIMH BHJIaMU y4eOHOU pabOThI — CIylIaHWE JEKIUU U paboTa HaJ JEKIHOHHBIM
MaTepuajioM (JIEKIMH) M TpaKTHYecKas pabdoTa IO BBITOJHEHUIO 3ajad, ITOCTABJICHHBIX
npernoaBareaeM (PaKTUHICCKUE 3aHATHsI/ CEMUHAPHI).

Pacrnipenenienre TpyJa0eMKOCTH TUCHHUIUIMHBI B Yacax IO BCEM BHIAM ayJUTOPHON W
CaMOCTOSITENILHON pa0bOThI CTYIEHTA IO CEMECTPaM IPECTABICHO B Ta0OIHIIE 2.

Tabmuma 2 — Pacnpenenenue o6miero o0beMa TUCHUILIMHBI 1O BHAAM Y4YeOHOW paboOTHl U
ceMecTpaM Jisl O4HOI popMbl 00ydeHus

Bun yueGHOI paboThI (010:]0) 300
Bcero Cemectpnl Bcero Kypc
4acoB B C 4acoB 5 6
KonTakTHasi paGoTa, B TOM YHCJIE: 42,3 42,3 24,3 16 8
AyIuMTOpHBIE 3aHATHS (BCero) 42 42

3aHATHs JIEKIMOHHOTO TUTIA 14 14 8 2

3aHATHSA CEMUHAPCKOTO TUIMA (CEMUHApHI,

MPAKTUICCKHUE 3aHITHS, TIPAKTUKYMBI, 28 28 8 6

J1a00paTOPHBIC PabOThI, KOJUIOKBUYMbI U HHBIC

AHAJIOTMYHBIC 3aHTHUS)

HKP 0,3 0,3 0,3 0,3
CamocrosiTeJIbHAsI pa6oTa (Bcero) 66 66 111 20 91
B Tom uucne:

[TpopaboTka yueOHOro MaTepHaia 32 32 20 57

BrinonHeHne MHAUMBUIYaIbHBIX 33a/1laHUM 18 18 18

(moroToBKa COOOIIECHHH, MPe3eHTAIMN)

Pedepar 16 16 16
Kontpoas: 35,7 35,7 8,7 8,7
IloAroTroBka K 3K3aMeHyY

OOG1mas TpyI0eMKOCTh yac | 144 144 144 36 108
3ad. efl. 4 4 4 1 3

2.2 CTpyKTypa AMCUMIIMHbI:

B cootBercTBHM C pacmpeneneHHeM TPYJOEMKOCTH JUCHUILIMHBI [0 BUAAM y4eOHOH
paboThl (cM. TabnuIly 2) U 3aJladyaMU U3Y4YeHMs TUCHUIUIMHBI (cM. 1. 1.2) onpesenena CTpykTypa
JUCLIMIUIMHBI, KOTOpasl BKJIIOYAET TPHU B3aWMOCBS3aHHBIX pasnena. llepBbiil pasgen sBisercs
MpOOJIEMHO-TEOPETHYECKUM U TPEJCTABISET COOOM JEKIMOHHBIN KypC IUCHMIUIUHBI. BTopoi
pa3fiesl MOCBSAIIEH MPAKTUYECKUM 3aJadaM OpraHM3allMiM U MHCTPYMEHTAIBHO-METOJUYECKOIO
o0OecrieyeHrss OpPraHMU3allMOHHOTO IPOEKTUPOBAHMSI CHUCTEMBl YIIPaBJICHHUSI OpraHMU3alid B
¢u3nUecKuX KOMMYHMKAIIMOHHBIX CpelaX, Ha HEro OTBOJMUTCA OJHAa TPETh YacoB 3aHATUH
ceMuHapckoro tuma. TpeTuil pa3zen Tak e MOCBALIEH MPaKTUYECKUM 3a/ladaM OpraHu3aluy U
MHCTPYMEHTAJIBbHO-METOIUYECKOr0 00eCeueHHs] OpraHu3allMOHHOTO MPOEKTUPOBAHUS CUCTEMBI
yOpaBieHUS  OpraHu3alud, HO YK€ B  HHPOPMAIMOHHBIX UM  HMHTEUIEKTYyaJIbHbBIX
KOMMYHHKAI[UOHHBIX Cpelax, Ha HEro OTBOJWUTCS OCTaBUIMECS IBE TPETbU YacoB 3aHATHUN
CEMHUHApPCKOro THUIA.

Pacnpenenenue BUIOB yueOHOI pabOThl U UX TPYIOEMKOCTH IO Pa3/ieiaM JUCIUILTIHBI
JUISL CTYJIEHTOB OYHON (hOpMbI 00YUEHHS MPEACTABIEHO B TaOIHIIAX.




Pacripenenenne BuIOB y4eOHOI pabOTHI M WX TPYJOEMKOCTH MO pasfenaM AWCIUIUIMHBI JUIs
CTYACHTOB O4HOI (hOpMBI O0yUCHHS

KonnuectBo 4acos
AynutopHas Breayut
Ne HaumenoBanue pa3aenos 6 opHas
Beero pabota pabora
Jl |[113 | JIP | CPC
1 2 3 4 5 6 7
TeopeTuko-MeTo10I0THYEeCKHe OCHOBEI cucTeM
1. |moxymeHTanMOHHOTO obecrieueHus YIIPaBICHUS u 36 |14 | - - 22
JOKYMEHTAIlMOHHOTO MeHekMeHTa (TeopeTnieckuii MOTyb)
Mogpenu, METO/IBI u TEXHOJIOTHH OpraHu3anuu
o |MOKYMCHTALHOHHOTO MEHEPKMEHTa B CHCTEME| 40 ) 14 | - 22
" |HOKyMEHTalMOHHOTO obecrnieueHns yIpaBIeHUs
(ITpaktuueckuit MoayIs 1)
Mogenu,  MeToAbl M TEXHOJOTMH  OCYLIECTBIICHUS
3 |[AOKYMCHTAIHOHHOTO MEHEPKMEHTA B CHCTEME| 40 ) 14 | - 22
" |HOKyMEHTAIIMOHHOTO obecrnieueHus yIpaBIeHUs
(ITpakTryeckuit MOmyIb 2)
4. |Dx3ameHn 35,7 - - - -
5. |[UKP 0,3 - - - -
Hmoeo no oucyuniune: 144 | 14 | 28 | - 66

Pacripenenenne BUIOB y4eOHOH pabOTHI M UX TPYJOEMKOCTH MO pasfenaM JWUCIHILIMHBI JIs
CTYACHTOB 32049HOH (pOpMBI 00yUeHUs

KonnyectBo gacoB
Bueayaut
AynuTopHas e
Ne HaumenoBanue pazaenos B aGoTa opHas
cero p pa6ota
Jl | 113 | JIP | CPC
1 2 3 4 5 6 7
TeopeTnko-MeTo10I0TrHIECKUE OCHOBBI cHUcTeM
6. |IOKYMEHTAI[HOHHOI'O obecrieueHus yIIpaBJIeHUs u| 36 8 - - 10
JIOKyMEHTAIITMOHHOTO MeHeKMeHTa (TeopeTHIecKuit MOTyIIb)
Monenn, METO/IBI u TEXHOJIOTHH OpraHu3aluu
7 |AOKyMEHTaIOHHOTO MEHEDKMEHTa B CHCTEME| g 8 10
" |TOKyMEHTAITMOHHOTO obecrieueHus YIIPABJICHUS
(ITpaktuueckuit MoyIb 1)
Monenu, METO/IBI U TEXHOJIOTUH OCYIIECTBICHUS
g |MOKYMEHTALHOHHOTrO MEHEDKMEHTA B CHCTEME| g 2 6 91
" |HOKYyMEHTAIIMOHHOTO obecrnieueHus yIpaBJICHHAS
(ITpakTryeckuit Momynp 2)
9. |Dx3amen 8,7 - - - -
10. 0,3
Hmoeo no oucyuniune: 144 | 10 | 14 | - 111

[Tpumeuanue: JI — nexmuu, [13 — mpaktuueckue 3aHsaTHs / cemuHapbl, JIP — maGopaTtopHble
saasaTusi, CPC — camocrositenpHas paboTta CTyieHTa



2.3 Conep:xaHue pa3iesioB U CHUITHHBI
2.3.1 3aHATHA JeKIMOHHOTO THIIA

B crpykType y4eOHOH AeATeNbHOCTH 10 W3YYCHUIO TUCHUIUIMHBI «J{OKyMEHTAIIMOHHBIN
MCHCI’KMCHT» Ha 3aHATHUA JICKIIMOHHOI'O THUIIA OTBOAHUTCA 14 4aCoB, UJIK CECMb ABYX4YAaCOBBLIX
3aHATHH (J1ekuuii). Bee nekmum oTHECEHBI K MepBoMy pasneny aucuuruinael (Teopernueckomy
mMonyiro). ConeprkaHue JeKIUA AUCUUIUIMHBI TPUBEACHO B Tabmuie 4

Ta6muma 4 Coneprkanue JEKIUN U UX paclpeielieHre 1o pa3aeiiaM JUCITUTIINHBI

®dopma
HaunmenoBanue .
Ne Coneprkanue JIEKIUi pas3zena TEKYILIETO
pasnena
KOHTPOJIA
1 2 3 4
TeOpeTHKO- Jlexuus 1. Beenenue. TeopeTHKO-METOJOIOTUUECKHUE MTOAXOABI U
METOJIOJIOTUYECKHUE |KOHIIEIIIUN CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCTIeYeHHS
OCHOBBI CUCTEM yIPaBJICHHS U JOKYMEHTAIIMOHHOTO MEHE/DKMEHTA. (2 Jaca)
NOKYMCHTAMOHHOTO|Jleknus 2. @yHIaMEHTAIbHBIN HAYUHBIH MTOIX0]] K Hay4YHas
1 obecreueHust KOHIIETINS CUCTEMBI TOKYMEHTAITHOHHOT' O obecreueHns Pe (1)epaT
" |ympaBiieHHs U YIpaBIeHHs ¥ JOKYMEHTAIIMOHHOTO MEHEDKMEHTa. (2 yaca)
JOKYMEHTALMOHHOTO .
MEHEDKMEHTA Jlexuwmst 3. IlparMaTudeckuii MOAX0.1 U IparMaTudecKue
. KOHIIETIIINH CUCTEMBI IOKyMEHTAI[HOHHOTO 00eCIIeYeHuUs
(TeopeTnueckuii
YIpaBIeHHs U JOKYMEHTAIIMOHHOTO MEHEDKMEHTa. (2 yaca)
MOJYJIb)

Jlexkuus 4. JlokyMeHTOBEAYECKU I METO/I KOHCTPYUPOBAHUSI CTPYKTYPBI
JIOKYMEHTAI[HIOHHOTO MEHEI)KMEHTa B CUCTEME JOKYMEHTAIIHOHHOTO
Teopertuko- obecnieueHns ynpasieHus. (2 Jac)

MeTojioloruueckue  |JIexuus 5. YipaBieHIeckuil MeTO KOHCTPYHPOBAHHS CTPYKTYPBI
JIOKyMEHTAI[IOHHOTO MEHEKMEHTA B CHCTEME JOKYMEHTAIlIHOHHOTO
obecnieucHus ynpasieHus. (2 gac)

OCHOBEI CUCTEM

JOKYMEHTAaIMOHHOTO
Jlexnus 6. CHCTEMHBIH ITOAXO U CUCTEMOJIOTHUECKHAH METOL

o0ecrieyeHus

1. KOHCTPYHPOBAHHS CTPYKTYPhI TOKYMEHTAIIMOHHOTO MEHE)KMEHTA B Pe(bepaT

praBﬂeHHﬂ u CHUCTEME JOKYMCHTAIMOHHOTO obecneueHus yapaBJICHUA. (2 r{ac)
JAOKYMCHTAITUOHHOT' O

Jlexus 7. HayuHblil moaxo1 v AMaIeKTHYECKUA METO

MCHE/DKMCHTA KOHCTPYUPOBAHUS CTPYKTYphl JIOKYMEHTALlHOHHOI'O MEHEI)KMEHTA B

(TCOpCTI/I‘leCKI/Iﬁ CHCTEME JIOKYMEHTAIMOHHOTO 00ECTIEYeHNUS YIIPABIICHHUS.

MOJYJIb) JnanexTuueckas CUCTEMOJIOTUS JOKYMEHTALIMOHHOIO MEHEKMEHTA B
CHCTEME JIOKYMEHTALlMOHHOTO o0ecreueH s KOpPIopalti. 3aKkiIoueHHe.
(2 gac)

2.3.2 3aHATHSA CEMHHAPCKOI0 THIIA

B cTpykType yueOHON AeATeIbHOCTH MO U3YYEHUIO0 JUCHUIUIMHBI «J{0KyMEeHTallMOHHBIH
MEHEUKMEHT» Ha MPaKTHUYECKHE 3aHATHUS (3aHATUS CEMHHAPCKOIO TUIA) OTBOJUTCS 28 4acos,
WIM  YeThIPHAAUATh JBYXYAacOBBIX MpPaKTUYECKMX 3aHATUN (cemuHapoB). Temaruka

MPAKTUYCCKUX 3aHATHH U UX pacipeacieHue 1mo pa3aciiaM OUCHUIITIMHBI IIPUBCICHO B Ta6J'II/II_IC
S.

Ta6J'II/II_Ia 5 Temartuka CCMHUHAPOB U UX PACHPCACICHUC 10 pa3aciiaM JUCHUIIIINHBI



HaumenoBanue
pasmena

TemaTHKa MPaKTUYECKUX 3aHATHI (CEMUHAPOB)

®opma
TEKYILETOo
KOHTPOJIS

2

4

TeopeTuxo-
METOAOIOTUIECKH
€ OCHOBBI CHCTEM
JIOKYMEHTAIIHOHHO
ro obecreueHHs
yIpaBJICHUS u
JIOKyMEHTAIIHOHHO
ro MEHEeKMEHTa
(Teopetnueckuit
MOJTyJIb)

3aHATHI CEMUHAPCKOTO TUIA HE MPEAYCMOTPEHO

Her

Mopenu, MeTOIbl
u TEXHOJIOTUH
OpTaHM3aIN
JOKyMEHTAI[HOHHO
TO MEHEKMEHTA B
cucreMe
JOKyMEHTAI[HOHHO
ro obecre4eHus
yIpaBIeHUS
(ITpaxtrueckuit
MOJIyJb 1)

IIpakTuueckoe 3ansaTHe 1. MopenupoBanue
MEHEKMEHTA, mapamMeTpHl, CBOWCTBa u
JOKYMEHTAIIIOHHOTO MEHEeKMEeHTa (2 Jaca)

JOKYMEHTAIHOHHOTO
XapaKTEePUCTHKU

[Ipaktrueckoe 3aHsTHe 2. [IpakTHUECKOE OCBOCHHE METOIOB OIMPEICICHUSI
MapaMeTPOB, CBOWCTB M XapaKTEPUCTUK JOKYMCHTAI[MOHHOIO MEHEIKMEHTA
(2 gaca)

[paktuyeckoe 3amsitue 3. [IpakTHYeCKOe OCBOCHHE METOMOB  OLICHKH
3¢ (GeKTHBHOCTH JOKYMECHTAIIIOHHOTO MEHEKMEHTa (2 Jaca)

IIpakTuueckoe 3aHATHE 4. MopaenupoBanue
JOKyMEHTAI[MOHHOTO MEHEDKMeHTa (2 Jaca)

OpraHu3aIu

IIpakTuueckoe 3aHATHE 5. Uccnenosanue MoJeNnen

JIOKYMEHTaIlMOHHOTO MeHeIX)KMeHTa (2 Jaca)

OpraHusanuun

[Ipaktnyeckoe  3anarue 6.  OOocHOBaHHWE
JIOKYMEHTAIIMOHHOTO MEHEeDKMEHTa (2 waca)

METOO0B OopraHm3zanuun

[Mpaktnyeckoe  3amsitue 7.  Paspabotka
JIOKYMEHTAIlMOHHOTO MeHeIX)KMeHTa (2 Jaca)

TCXHOJIOTHUHU OopraHmuzanuun

Occe

Mopgenn, MeToanl
U TEXHOJIOTUHU
OCYIIIECTBIICHUS
JIOKYMEHTAIHOHHO
ro MEHEIKMEHTA B
crucTreMe
JIOKYMEHTAIHOHHO
ro obecnedeHus
yIpaBICHUSL
(ITpaxTiueckuit
MOJAYJIb 2)

HpaKTH‘leCKO@ 3aHsaTHE 8. MO}:[eJ'IPIpOBaHI/IC mponceccoB
OCYIICCTBJICHUA JOKYMCHTAIIMOHHOT'O MCHE/[PKMCHTA (2 qaca)

[Ipaktnueckoe 3anatue 9. [lpakTHueckoe OCBOGHHE  METOJOB
OTIpeIeTICHNS] TapaMeTPOB, CBOWCTB W XapaKTEPUCTHK IIPOIECCOB
OCYIIIECTBJICHUS JOKYMEHTAIIMOHHOTO MEHEKMEHTa (2 gaca)

[paktnueckoe 3ansitre 10. [IpakTudeckoe 0CBOCHHE METOOB OLEHKH
3 (PEKTUBHOCTH IPOIECCOB OCYIIECTBICHHS JIOKYMEHTAIMOHHOTO
MeHeKMeHTa (2 yaca)

[IpakTiueckoe 3anstue 11. OmpeneneHne mapaMeTpPOB CBOKWCTB H
XapaKTePUCTUK TMPOIECCOB  OCYIISCTBICHUS JIOKYMEHTAI[MOHHOTO
MEHeKMeHTa (2 Jaca)

[IpakTuueckoe  3amstue 12.  MonenupoBanue  3()HEKTHBHOCTH
MPOIIECCOB  OCYINECTBICHUS JIOKYMEHTAIIHOHHOTO MEHEDKMeHTa (2
gaca)

Ipaktuueckoe 3anstue 13. MccrenoBanue Mojeneil M M OICHKA
3¢ (HEKTUBHOCTH TMPOLIECCOB OCYIIECTBICHHS JIOKYMEHTAI[HOHHOTO
MeHe/KMeHTa (2 yaca)

[IpakTnueckoe 3anstve 14. Bribop u 000CHOBaHHWE TEXHOJOTHIMA
JIOKyMEHTAITMOHHOTO MEHEKMeHTa (2 Jaca)

Dcce




2.3.3 JlaGopaTopHbIe 3aHSITHS.

B cTpykType yueOHON AEATeTbHOCTH IO U3YUYEHUIO TUCIHUIUIUHBI «J[OKyMEHTAIIMOHHBIHA
MEHEIKMEHT» J1a00paTOPHBIX 3aHITUI HE MPETyCMOTPEHO.

2.3.4 IlpumepHasi TeMaTHKa KYPCOBBIX Pa0doT (IIPOEKTOB)

B crpykrype yueOHON A€ATENIbHOCTH MO U3YYEHUIO JUCLUIUINHBL «JlOKyMEHTallMOHHBIN
MEHEKMEHT» KypCOBOI pabOThI HE MPETyCMOTPEHO.

2.4 IlepeyeHb yueOHO-METOAUYECKOT0 o0ecnevYeH sl AJI CAMOCTOSATEILHOH padoThI

o0y4aromuxcs 0 JMCHUILIHHE (MOY110)

V4eOHO-MeToYecKoe OOecrieueHue 0 BUAAM CaMOCTOSITENIbHOH pabOThl CTYICHTOB
IpeCTaBICHO B TadmuIe 6.

Tabmuua 6 — YueOHO-MeTOIHUECKOE 00€eCIIeYeHNE TUCIIUTIINHEI

No Bux CPC [lepeuens yueOHO-METOAMUECKOTO 00eCTIeUeH s AUCIUIIIHHBI IO
B BBIMOJIHEHHUIO CAMOCTOSITEIbHOM PadoThI
1 2 3
1. Koscnekr JIEKIUNA o MUCLIAIINHE «JloKyMeHTalOHHBIN
MEHEIDKMEHT», YTBEpKICHHBIH Kadenpoil o0Imero, CTpaTerudecKkoro,
“H(OPMAITMOHHOTO MEHEJKMEHTA M OM3HEC MPOIIECCOB, MPOTOKOJI No
IIpopabotka yuebnoro [0T___ T
1 |(Teoperndeckoro) 2. MeToauuecKue yKazaHHs 10 OPraHH3alUd CAMOCTOSTEIBHON padoThI
Marepualia CTYICHTOB TIO JUCIUIUIMHE «J{OKyMEHTAIlMOHHBIA MEHEIHKMEHT),
YTBEPKICHHBIE kadempoit o0rmero, CTPaTEeru4ecKoro,
“H(OPMAITMOHHOTO MEHEIDKMEHTa U OW3HEC MPOIIECCOB, MPOTOKOIT No
oT T.
Brinonnenue
WHAWBHTY ATbHBIX 3. MeToamueckue peKOMEHIAIMN IO PEIICHHUIO0 3a1ad, YTBEP)KICHHBIS
2 [3amaHmii (monroroBka  |KadeApoil odIero, crparernieckoro, WHHOPMAITMOHHOTO MEHEKMEHTA
COOOIIEHMI, 1 OW3HEC MPOIECCOB, MPOTOKOI Ne oT T
MIpe3eHTalNN)
4. Merogudeckne  pEeKOMEHIAIMM  TI0  HAlWCaHWIO  pedepaTos,
3 [Pedpepar YTBEPKICHHBIC kaenpoit ob1mero, CTPaTEernyecKoro,
P “H(OPMAITMOHHOTO MEHE/DKMEHTa W OM3HEC MPOIECCOB, MPOTOKOI No |
oT T.
5. MeTtoamnueckoe MmocoOue IO TOATOTOBKH W BBHIMOJHEHUIO TECTOBBIX
4 [ToaroroBka K TEKylieMy|3aJaHuii B CHUCTEME TECTOBOTO KOHTPOJIA, YTBEpXKICHHbIE Kadeapoit
KOHTPOJTIO 00IIero, cTparernieckoro, MHGOPMAIMOHHOTO MEHEPKMEHTa U OW3HEC
MIPOLIECCOB, TPOTOKOI Ne  OoT T.

VY4ebHO-MeToIMYecKHe MaTepualibl JUIsl CaMOCTOSITENbHOW paboThl OOyYarolIUXcs U3
YHClia MHBAJIKJIOB U JIUI C OTPaHUYEHHBIMU BO3MOKHOCTSIMU 370p0oBbsi (OB3) mpenocrasinstorces
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYEHUSIM UX 37J0POBBS U BOCIIPUITHS HH(POpMALIUU:

JUid nu1 ¢ HapyIIEHUSIMH 3pEHUS:

— B leyaTHOU (hopme yBeIMUEeHHBIM HIpU(TOM,

— B (popMe 2IEKTPOHHOT O TOKYMEHTA,

— B ¢popMe ayauodaiina,

— B reyatHo (opme Ha s3bike bpaits.

JInst AL ¢ HapyIeHNs MM CITyXa:

— B I1e4aTHoM (opme,



— B (hpopMe 3IEKTPOHHOTO IOKYMEHTA.

JJist 11 ¢ HapyIICHUSIMHA OTIOPHO-IBUTATEIILHOTO armapara:

— B IIeYaTHOM ¢opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina.

JlaHHBIN TepeueHb MOXET OBITh KOHKPETHU3UPOBAH B 3aBUCHUMOCTH OT KOHTHHTEHTA
oOydJaronuxcs.

3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH.

OOpa3oBareinbHble TEXHOJOTHH, HCIONb3yeMble MpPH pealu3aliy pPa3InYHbIX BUJOB
y4eOHOU JesATEeIbHOCTH:

— JIeKIHUH: JCKIH-BU3YyaIU3alusl ¥ MPOOJIEMHBIE ¢ KOMITBIOTEPHBIMH ITPE3CHTALUSIMH;

— CEMMHApBI: BBINOJHEHUE PAaCYETHO-TpAUUYECKOro 3aJaHUs, OMPOC, KOHTPOJIbHAS
paboTa, TeCT U JUCKYCCHS;

— TrpynmoBas paboTa: pelieHue 3afad Mo pa3padOTKe BapHaHTOB YIPABICHYECKHX
pelIeHU.

B xonme oOy4yeHHs NPUMEHSIOTCS cienyrone GpopMmbl ydyeOHOTo Tmpolecca: JISKIUU U
MPAKTUYECKHE 3aHSATHUS, CAMOCTOsITeNbHAs BHeAayAHTOpHas pabora. B kawdectBe MeTona
NPOBEPKH 3HAHUI OyJeT MPaKTHKOBATHCS YCTHBIM OMPOC CTYACHTOB, HAIIMCAHUE KOHTPOJIBHBIX
paboT 1Mo mpeIoKEHHBIM TeMaM, TUCbMEHHBIE OTBETHI Ha MPEAIOKEHHBIE 3314l U CUTYalIUU.

Jis I ¢ OrpaHMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI IIPEIYCMOTPEHA OpraHHU3alus
KOHCYJIbTAIMH ¢ UCIIOJIb30BaHUEM 3JIEKTPOHHOM MOYTHI.

Peanu3anus akTHBHBIX, HHHOBAIIHOHHBIX 00Pa30BaTEebHBIX TEXHOJIOTHH, KOTOPBIE
CIOCOOCTBYIOT Pa3BUTHUIO MPO(HECCHOHANBHBIX KOMIIETEHIIUN, 00yYaroUXCcs IPUBEICHBI B
TabsuLe.

Bua 3ansatus (JI, IIP, JIP), tema HUcnoab3yemble KoanuecTBO
No 3aHATUA HHTEPAKTUBHbIE 4acoB
o0pa3oBaTe/ibHbIE 0®O 300
TEXHOJIOTUH
1 JI. TeOopeTHKO-METOI0JIOTHIECKHE Komnbrorepnsie
OCHOBBI CHCTEM JIOKYMECHTAIMOHHOTO | [Ipe3eHTaluK
oOecrieueHus1 yrpaBJiIeHus 1 Ipo6iemHast 4 4
JIOKYMEHTAITMOHHOTO MEHE/DKMEHTA NeKIs
(Teopetnyeckuii MomyIb)
2 ITP. Mopaenn, METOIBI ¥ TEXHOJIOTHH [IpoekTHas pa60Ta
OpraHM3alyy JOKYMEHTAIIMOHHOTO B MaJIbIX IPYIIax
MEHE[)KMEHTA B CUCTEME 4 2
JIOKYMEHTAITMOHHOTO 00eCcIeueHMs
ynpasnenus ([IpakTraeckuit
MoyJib 1)
3 I1P. Mopaenu, METOIbI U TEXHOJIOTHH HpoeKTHa;{ pa60Ta
OCYHICCTBJICHUA NOKYMCHTAIUOHHOI'O B MaJIbIX rpynnax
MEHE/DKMEHTA B CUCTEME 6 5
JMIOKYMEHTAITMOHHOTO 00ecIIeueHNUs
yopasienuns ([IpakTuaeckuii MOIYITh
2)
Bcezo: | 14 uyac. 8 yac.




4. OueHo4YHbIE CPeCTBA AJIS TEKYLIEro KOHTPOJISl YCIIeBAeMOCTH U NMPOMEKYTOYHOM
aTTeCTALMH.

4.1 ®doHx OLIEHOYHBIX CPEACTB IS MPOBeAeHHs TEKYIero KOHTPOJIS.

KoHTponbHBIMU 3aJaHUSIMU U1l IPOBEJEHUS TEKYLIEro KOHTPOJsS (ATTECTallMM) II0
OCBOCHMIO TUCLMILIMHEI SIBJIAETCS pedepaT o npolieMaTHKe JIEKLIMOHHOIO Kypca, BbIIIOJIHEHHE
3a/laHuil ¥ OATrOTOBKA OTBETOB HA BOIIPOCHI JUIsl 3a4eTa.

ITpumepHas Tematuka pedeparos:

1. CoBpeMeHHBIE MOAXOJbl M KOHIEMIMU CHCTEM JTOKYMEHTAIMOHHOTO O0OecreueHus
yIpaBJIeHUS U JOKYMEHTAlUOHHOIO MEHEKMEHTA.

2. CTpykTypa CHCTEMBI  JOKYMEHTAIMOHHOTO  OOECIEYEeHHs  YIpPaBICHHSA, €€
TpaHc(hopMalMsl B COBPEMEHHBIX YCIOBUSIX U MOSBICHUE TOKYMEHTAllUOHHOI'O MEHEI)KMEHTA.

3. CyIIHoCTh Hay4YHOTO MOJX0/a U HAYYHOW KOHLEMIUH CUCTEMbI JOKYMEHTALMOHHOTO
o0ecreyeHus yrnpaBJieHUs] U JOKYMEHTAMOHHOTO MEHEDKMEHTA.

4. XapakTepHUCcTUKa HAy4HOI'0 METO/1a IOCTPOEHHUS TOKYMEHTALlMOHHOI'O MEHEP)KMEHTA B
cucTeMe JOKyMEHTALlMOHHOTO 00eCeueH sl YIIPaBIeHHUS.

5. CymHOCTh  NparMaTuyeckoro  MoAXOoAa M MpParMaTUyecKol  KOHLENIUU
JOKYMEHTAIMOHHOTO MEHEJKMEHTA B CUCTEMbI IOKYMEHTALIMOHHOTO 00eCIIeYeH!s YIIPaBIICHHUS.

6. XapakTepucTuka NpParMaTH4ecKOr0 METOAAa IOCTPOCHHS JIOKYMEHTAIIHOHHOTO
MEHE/UKMEHTa B CUCTEME JOKYMEHTAILMOHHOI'O 00ECTICUEeHUs YIIPABICHHS.

7. CymHoCTh u XapaKTEPUCTUKA JIOKYMEHTOBETYECKOTO oaX0/1a u
JOKYMEHTOBEIYECKOM  KOHLENUUU  JOKYMEHTAllMOHHOIO  MEHE[DKMEHTa B  CHCTEMe
JIOKYMEHTAllMOHHOI'0 00eCrieYeH s yIpaBICHUSI.

8. XapakTepucTuka JTOKYMEHTOBEAUYECKOIO METOAA IOCTPOEHHs JOKYMEHTAllMOHHOI'O
MEHE/HDKMEHTA B CUCTEME JJOKYMEHTAIIHOHHOTO 00ECTICYECHUS YIIPABICHHS.

9. CymHOCTh M XapaKTepUCTUKAa KHOEpHETHUYeCKOro (yrnpaBlIEHYECKOI0) IMoAXoja Hu
KAOCPHETHYECKOW  KOHIENMIHWW  JOKYMEHTAIMOHHOTO  MEHEUKMEHTa B CHCTEME
JIOKYMEHTAIMOHHOT0 00eCIIeUeHHsl yIpaBIeHuUs.

10. XapakrepucTika KHOEpPHETHYECKOTO (YIPABICHYECKOr0) METOAa MOCTPOCHHS
JIOKYMEHTAIMOHHOTO MEHEJKMEHTA B CUCTEME JOKYMEHTAIL[HIOHHOIO 00eCIeYeH s yIIPaBJICHUS.

12. CymHOCTP  CHCTEMHOTO0  TOAXOJAa W CHUCTEMOJIOTHYECKOM  KOHIICTIIHH
JIOKYMEHTAIMOHHOTO MEHEJKMEHTA B CUCTEME JOKYMEHTAI[HOHHOIO 00eCIIeYeH s YIIPaBIECHUs.

13. XapakTepucTiKa CHCTEMOJOTHYECKOTO METOJa TOCTPOCHHUS JTOKYMEHTAIMOHHOTO
MEHE/KMEHTa B CUCTEME JJOKYMEHTAIIMOHHOT'O 00EeCTIEUEeHNUs YITPaBICHHUS.

14. CymHOCTh  AHATIEKTUKO-CUCTEMOJIOTHYECKON  KOHIICTIIIMH  JOKYMEHTAI[MOHHOTO
MEHE/KMEHTa B CUCTEME JOKYMEHTAIIMOHHOT'O 00EeCTIeUeHUs YIIPaBICHHUS.

15. Xapakrepuctuka JUAJIEKTUKO-CHCTEMOJIOTUYECKOTO MeToaa MOCTPOCHUS
JIOKYMEHTAITMOHHOTO MEHEJKMEHTA B CUCTEME JOKYMEHTAI[HOHHOT'O 00EeCTIeYeHHU .

16. Ctpyktypa u kiaccupukamus JOKYMEHTAlIMOHHOTO MEHEKMEHTAa B CHCTEME
JIOKYMEHTAIMOHHOTO 00eCTeuyeH s yIpaBIeHus.

17. Cnyxx0a JOKYMEHTAIlMOHHOTO OOECHeueHUsl YIpaBiI€HUs U JOKYMEHTAllMOHHBIN
MEHEIKMEHT.

18. Opraam3anus TOKYMEHTAllMOHHOTO MEHEI)KMEHTa B CHUCTEME JOKYMEHTAIMOHHOTO
o0ecrieyeHns yrpaBlIeHUs] KOPIOPALUU Ha Pa3JIMYHbIX YPOBHSAX YIPaBJICHUS.

4.2 ®oHJ OLIEHOYHBIX CPEACTB /ISl IPOBEACHUS MPOMEKYTOYHOM ATTEeCTALlUH.

[IpuMepHBIil mepedeHb BOIIPOCOB K 3K3aMEHY 10 BCEMY KYpCY.

1. Xapakrepucruka CYILECTBYIOIINX MTOAXO0B " KOHIIETINI CUCTEM
JIOKYMEHTAIMOHHOTO 00eCcTieyeHHs KOPIIOPAIK U JOKYMEHTAIIMOHHOT'O MEHEKMEHTA.

2. yHaMeHTaNbHBII HayyHBIH TOJXOA W HaydHas KOHILENIUS JOKYMEHTAI[HOHHOTO
MEHEI)KMEHTa B CUCTEME JOKYMEHTAI[MOHHOTO O0eCTeueHus yIpaBiIeHHUs.



3. ®eHOMEHOIOTHYECKU I MOJXO[ u (eHOMeHOIOTHYeCKHe KOHLEMIIHS
JOKYMEHTAIMOHHOTO MEHEJKMEHTA B CUCTEME JJOKYMEHTAILIMOHHOIO 00ECTIeYEeHUs YIIPABICHHUS.

4. Meradusnueckuii moaxoa W MeTahU3UYECKUE KOHIEMIUU JTOKYMEHTAIMOHHOTO
MEHEIKMEHTA B CUCTEME JOKYMEHTAIIMOHHOTO 00ECTIEeUeHHs YIIPABICHHUS.

5. JlnanexkTuyecku NOAXO0J M JAMAJEKTUYECKHE KOHLENLHUU JOKYMEHTALHOHHOIO
MEHE/KMEHTa B CUCTEME JIOKYMEHTAlIMOHHOT'O 00eCIIeYeHUs YIIPABICHHUS.

6. [IparMaTiueckuii MOAXOA M NpParMaTH4ecKue KOHLEHIMHU JOKYMEHTAI[HOHHOTO
MEHEI)KMEHTA B CUCTEME JOKYMEHTAIIMOHHOTO 00ECTIEUeHHs YIIPABICHHUS.

7. IIpoGiema nocTpoeHus: TCOPUHU M METOI0JIOTUU TOKYMEHTAMOHHOTO MEHEI)KMEHTA B
cucTeMe JOKyMEHTALlMOHHOTO 00eCeueH sl yIpaBICHNU.

8. JlokyMeHTOBEIUECKU METOJ] KOHCTPYHUPOBAHHMS CTPYKTYpPBI JIOKYMEHTAIIHOHHOTO
MEHE/KMEHTA B CUCTEME JIOKYMEHTAllMOHHOTO 00eCIIeYeHuUs YIIPABICHHUS.

9. YnpaBneHueckuil  MeTOI  KOHCTPYUPOBAHMSI  CTPYKTYPbl  JIOKyMEHTAllMOHHOI'O
MEHEIKMEHTA B CUCTEME JOKYMEHTAIIMOHHOTO 00eCTIeUeHHs YIIPABICHHUS.

10. CuctemMHBII MOAXOM M CHCTEMOJOTMYECKHI METOJl KOHCTPYHMPOBAHHS CTPYKTYPHI
JIOKYMEHTAIMOHHOTO MEHEJKMEHTA B CUCTEME JIOKYMEHTAILIMOHHOI'O 00ECTIeUEeHUs YIIPABICHHUS.

11. Hayunbpiii mnoaxox W JAMANEKTUYECKUH METOJA KOHCTPYUPOBAHUSA CTPYKTYPBI
JIOKYMEHTAIlMOHHOI'O MEHEIP)KMEHTA B CUCTEME JIOKYMEHTAILIMIOHHOTO 00ECIIeUeHUs YIIPaBICHHUS.

12. Jlnanektuyeckass CHCTEMOJOIHsS JOKYMEHTAllUOHHOIO MEHEDKMEHTa B CHCTEME
JIOKYMEHTAIMOHHOT0 00eCIIeUeHHsl yIIpaBIeHuUsl.

13. Ctpykrypa u kiaccuukamus JOKYMEHTAlIMOHHOTO MEHEKMEHTAa B CHCTEME
JIOKYMEHTAIMOHHOT'O 00eCIIeUeHM sl yIIpaBIeHUs.

14. Cnyx0a JOKyMEHTAllMOHHOIO OO0ECleYeHUsl YNpPaBICHHUS U JOKYMEHTAllMOHHBIN
MEHEHKMEHT.

15. Opranuzanusi JOKYMEHTAIlMOHHOTO MEHEIKMEHTa B CUCTEME JOKYMEHTAI[MOHHOI'O
o0ecrieyeHus yrpaBJIeHUs NPEANPHUITUS Ha Pa3InYHbIX YPOBHAX YIPABJICHUS.

16. MoznenupoBanue JIOKYMEHTAllMOHHOT'O MEHEI)KMEHTa B cUCTEME
JIOKYMEHTAIlMOHHOT'0 00eCrIeYeHNs yIIPaBICHUS.

17. ITapameTpsl CBOMCTBA M XapaKTEPUCTUKU JOKYMEHTALIMOHHOTO MEHEI)KMEHTa B
cucTeMe JOKyMEHTALlMOHHOT0 00ecreueH sl yIpaBiIeHuUs.

18. KagectBo u 3¢ (EeKTUBHOCTH JOKYMEHTAIMOHHOTO MEHEKMEHTAa B CHCTEME
JIOKYMEHTAIHOHHOT0 00eCTeueH s yIpaBIeHUs.

19. Meroanyeckre OCHOBBI OINpPEAETCHUs IapaMeTpoOB, CBOMCTB M XapaKTEPUCTHUK
JIOKYMEHTAIlMOHHOTO MEHEPKMEHTa B CUCTEME JIOKYMEHTAIIMOHHOTO 00ECTeYeHUs YIpaBlIeHUs
TPEIIPUSATHSL.

20. KayuectBo u 3(()eKTHUBHOCTh JOKYMEHTALMOHHOTO MEHEKMEHTa B CHCTEME
JIOKYMEHTAIlMOHHOTO 00ecrieueH sl yIpaBIeHUsI.

21. Monenn JOKYMEHTAIlMOHHOTO MEHEIKMEHTa B CHCTEME JOKYMEHTAIMOHHOTO
o0ecrieyeHus yrpaBieHUs PEANPUITHUS.

22. Metoapl JTOKyMEHTALlMOHHOTO MEHEKMEHTa B CHCTEME JIOKYMEHTAllMOHHOTO
oOecrnieueHus ypaBiaeHUs IPEIIPUITHEM.

23. CoBpeMEHHbIE TEXHOJIOTUM JOKYMEHTAllMOHHOTO MEHEI)KMEHTa B  CHCTEME
JIOKYMEHTAIMOHHOT0 00eCTeueH s yIpaBIeHUs.

24. Monend JOKYMEHTAIlMOHHOTO MEHEKMEHTa B CHCTEME JOKYMEHTAIMOHHOTO
oOecrnieueHus yrnpaBaeHUs IPEIIPUITHS.

25. [lapameTphl, CBOWCTBA M XapaKTEPUCTHKH JOKYMEHTALMOHHOTO MEHEKMEHTa B
cUCcTeMe JJOKyMEHTAIIMOHHOTO 00ecrieueH s YIpaBIeHUs MPEIIPUATHS.

DK3aMeH N0 AMCLUUILINHE ABIseTcS (POPMOI HTOTOBOTO KOHTPOJIS IO KYpCY.
Conepxanne JK3ameHa
Bpems noarorosku — 30 MuUHYT

1. IToaroroBka oTBeTa Ha 1-if Bompoc mo o0muM npodieMam.



2. IlonrotoBka OoTBeTa Ha 2-i BOMPOC MO CIEIHAIBHBIM MPOOJIEMaM KIACCHYECKON M
COBpeMeHHOﬁ JIOTUKHU U MCTOJO0JIOTHUN HaY‘-IHOI‘O IIO3HAHU.

3. YcrHas Gecena mo nmpobieMaM BOIIPOCOB.
Kpurepuu onenku.
1. ITornmaHue TeKcTa M0 CBOEMY HayYHOMY HalpaBJICHUIO

«OTJIMYHO» (Sa‘lTeHO) - aHaji3 BOIIPOCOB IIPOBECACH YCICIIHO H CHCTEMATHYCCKH,
OCHOBHas I/IH(l)OpMaI_[I/ISI B OTBCTC MPCACTABJICHA TOYHO MW aJACKBATHO, aBTOP BBIPAXKACT CBOC
OTHOIICHHUEC K COACPIKAHUIO,

«XOopouro» (3aIITCHO) - aHaJIM3 BOIPOCOB IPOBCACH B LCJIOM YCICHIHO, HO HMMCHOTCA
OTACIBbHBIC OI_HI/I6KI/I, OCHOBHAasa I/IH(bOpMaHI/ISI B OTBETC IIOAMCHSACTCS BTOpOCTeHeHHOﬁ;

«YHOOBJICTBOPUTEIIBLHO» (Sa‘lTeHO) - aHaJIM3 BOIIPOCOB ITPOBEACH B LICJIOM YCIICIHO, HO HE
CHUCTCMAaTUYCCKU, I/IH(i)OpMaI_II/ISI npeaAcTaBjiCHa HEC JOCTATOYHO a/ICKBATHO.

«HEY/IOBJIETBOPUTENILHO» (HE 3aUTEHO) - aHAJIU3 BOIIPOCOB MPOBEICH MOBEPXHOCTHO, 0e3
JIOJKHOTO TOHUMAHUS W3JIaraeMoro MaTepualia U BIaJeHusl IPEAMETOM U METOJI0JIOTHEN Kypca.

OneHouHble CpeAcTBa JUIsl MHBAIMAOB M JIMII C OIPAaHUYEHHBIMH BO3MOXHOCTSAMU
3JI0pOBBSI BHIOUPAIOTCS C YI€TOM UX WHAMBHIYATBHBIX TICUXO()HU3UYECKIX OCOOCHHOCTEH.

— IHpu HGO6XOI[I/IMOCTI/I HHBaJIMJaM MW JiMgaM C OrpaHUYCHHBIMHU BO3MOXKXHOCTAMU
3A0POBbA NPEAOCTABIIACTCSA JOIIOJITHUTCIbHOC BPEM:A IJIAA ITIOATOTOBKH OTBETA HA DK3dMCHE,

— IIpU NIPOBEJICHUU NPOLIEYPhl OLIEHUBAHUS PE3YJIbTAaTOB 00YUYEHUs MHBAIMUJIOB U JIULL C
OrPaHUYEHHBIMU BO3MOXKHOCTSMU 370pPOBbS IPELyCMATPUBACTCS UCIIOIb30BAHUE TEXHUYECKUX
CPEICTB, HEOOXOAMMBIX UM B CBS3H C UX UHJIUBUAYaIbHBIMU OCOOCHHOCTSIMU,

— IIpH HCO6XO,Z[I/IMOCTI/I JIIA 06yqa101u14xc;1 C OI'rpaHUYCHHBIMHA BO3MOKHOCTAMU 310POBbA
N HWHBAJIKWIOB TIIpoLecAypa OLCHUBAHHA PEC3YJILTATOB o6yqu1/m o JUCHUIIIMHE MOXCT
IMPOBOANUTBLCA B HCCKOJIBKO 3TAallOB.

IIponienypa oneHMBaHUs Pe3yJbTaTOB OO0y4YEHMs HMHBAJIUAOB M JIUI[ C OrpPAaHUYEHHBIMHU
BO3MOXXHOCTSIMU 3/I0pOBbsl 1O JUCLUILIMHE (MOAYINIO) IMpenycMaTpuBaeT NpPeJoCTaBlIEHUE
uHpopmanuu B (opMax, aZaNTUPOBAHHBIX K OrPAaHMYEHHMSIM HX 3J0pOBbS U BOCIPHUSITHUS
uH(popMauu:

JUist T ¢ HapyIIEHUSIMH 3pEHMSL:

— B ie4yaTHOM (popme yBeIMUEHHBIM HIPUPTOM,

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA.

JUist T ¢ HapyIIEeHUsIMU CITyXa:

— B TIle4aTHOU opme,

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA.

JUist T ¢ HapyIIeHUsIMHM OTIOPHO-/IBUTATEIBHOTO amapaTta:
— B mieyaTHoM (opme,

— B (popMe JIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TepeueHb MOXET ObITh KOHKPETHU3UPOBAH B 3aBUCHUMOCTH OT KOHTHHTEHTA
CTYJICHTOB.

5. IlepeyeHb OCHOBHOW W JAONOJHHUTEIbHOH Y4eOHOM JIMTEPAaTypbl, HEOOXOAMMOM
JJISL OCBOEHMSI AMCUUIIJIMHBI (MOIYJIst).

5.1 OcHoBHas JiuTEpaTypa:



1. Myxun, H. II. KommbloTepHble CHCTEMBI yNpaBICHUS JOKYMEHTOOOOPOTOM
[OnexTtponnbiii  pecypc] / H. II. Myxun. M.: JlaGopatopus Kuuru, 2013.
http://biblioclub.ru/index.php?page=book&id=87235

2. Kopuee U.K. Ympasnenue nokymentamu [Tekcr] : yuebnuk / U. K. Kopuees, A. B.
[Tmenko, B. A. Mamypues. - M. : UHOPA-M, 2009. - 299 c.

5.2 lonotHUTEIBLHASI JIUTEPATypa:

1. I'ynun, B.H. Uadopmannonnsiii menemxment [Tekct] : yueOnsnii komruieke / B. H.
['ynun. - Munck : CoBpemennas mkoda, 2009. - 317 c.;

2. JIOKyMEHTAIlMOHHOEe O0eCIeueHUe YIPaBJICHUs: Y4eOHUK ISl CTYACHTOB BY30B /
A.C. I'pun6epr u ap. — M.: KOHUTU-IIAHA, 2010. — 391 c.

3. JlokyMeHTalMOHHOE O0€cCIeYeHUe YIPABICHUS HETOCYJapCTBEHHBIX OpraHU3alui:
yaeOHoe mocobue s crynaeHTtoB By3oB / T.A. beikoBa, JI.B. Cankuna; T.A. beikoBa,
JI.B. Caukuna. — M.: UHOPA-M, 2011. — 288 c.

4. lIokyMeHTallMOHHOE OOEeCIeUYeHUEe YIPaBICHUS MPOEKTaMU: Y4eOHO-METOJIUYECKOe
nocobue / M.B. Jlapun, M.M. Jlapun; M.B. Jlapun, M.M. Jlapun; Beepoc. HaydHOo-uCCenoBarT.
WH-T JOKyMEHTOBEJACHUS U apXuBHOTO nena. — M.: [BHUUJIA], 2011. — 187 c.

5. CniuBak B.A. JloxyMeHTupOBaHuUE YIIPaBJICHUYECKOM JIEATEIIbHOCTH.
HenonpousBoactso: [yueOHoe nmocobue] / CnuBak, Brnagumup Anexkcanaposuy;. - CII6. [u ap.]:
[TUTEP, 2006. - 235 c.

JIy1st OCBOCHUSI TUCUUIUTMHBI MHBAJIUIAMHU | JIMIIAMH C OTPAHUYECHHBIMUA BO3MOKHOCTSIMHU
3I0pPOBbSl MUMEIOTCS M3JAHUS B DJIGKTPOHHOM BHJE B SJIEKTPOHHO-OMOIMOTEUHBIX CHUCTEMax
«Jlanpy, «¥Opaitt» u np.

5.3. [lepuoauveckue U3IaHusA:

1. OTteuyecTBEHHBIC apXHBBI (BAK), http://www.rusarchives.ru/izdaniya-i-
publikacii/otraslevye-smi/zhurnal-otechestvennye-arhivy/o-zhurnale.

2. Ucropuueckuit apxus (BAK), http://www.rosspen.su/ru/archive/.

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

4. Bectnuk apxusucrta (BAK), http://www.vestarchive.ru/.

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

6. Cexperapckoe nieno, http://sekretarskoe-delo.ru/.

7. Jlenonpous3BOJCTBO M JOKyMeHTooOopoT Ha mpeanpustun (BAK), http://www.delo-
press.ru/journals.php?page=documents.

3.Poccuiickuii )xypHan menempxkmenTa (BAK), http://gsom.spbu.ru/gsom/publishing/rjm/.

4. IIpoGnems! Teopun u npakTuku ynpasinenus (BAK), http://www.uptp.ru/.

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

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

7. Uadopmarmonnoe obmectso (BAK), http://www.infosoc.iis.ru/.

8. Bompocsl skonomuku (BAK), http://www.vopreco.ru/.

6. Ilepeyenr pecypcoB HH(POPMALNMOHHO-TEJEKOMMYHHMKAIMOHHOM  CeTH
«HTEepHEeT», HEOOXOAMMBIX IJISI OCBOCHUS IMCHUIIMHBI (MOLYJIs1).

1. OnexTponHass OubnmoreuHas cucrema "YHuBepcurerckas Oubianoreka ONLINE"
(www.biblioclub.ru).

2. DnekTpoHHast 6nbaroTeuHas cuctema usnarenbcrsa "Jlanp". (hitp://e.lanbook.com/).

3. Dnekrponnas oubmuoreunas cucrema "HOpait" (http://www.biblio-online.ru).

4. Komekiusi  KypHajioB wu3jareibcTBa Elsevier nHa mnoprane Science Direct
(http://www.sciencedirect.com/).



http://www.biblioclub.ru/
http://e.lanbook.com/
http://www.biblio-online.ru/
http://www.sciencedirect.com/

5. DIeKTpOoHHas onbanoTexa "N3naTenbCcKOro noMa "I'pebeHHNKOB"
(www.grebennikon.ru).

6. [TIoTHOTEKCTOBBIC apXWBBI BEIYIIMX 3allaJHBIX HAYYHBIX JKYypHAJIOB Ha Poccuiickoii
iatdopme HayuHbix )xypaanoB HOUKOH. (http://archive.neicon.ru).

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

8. Poccwuiickast rocymapcTBeHHas OuOianoTeka. DieKkTpoHHass Oubnmoreka: OmOIMOTEKa
mucceprarui (http://diss.rsl.ru).

9. DNEKTPOHHBIHA Karajaor POCCHUHCKHX JICCepTaIit (pummocodust)
(http://www.disserr.com/catalogue/code-09.html)

10. Elsevier B.V. Dnekrponnbie 06a3er  (Scopus, Science Direct wu 1p.)
(http://elsevierscience.ru/products/).

7. MeToauveckne yKazaHusi AJs OOyYAlOIIMXCH IO OCBOEHMI) IHCHMILIMHBI
(MoayJisn).

IIpu ocymecTBieHMH y4eOHOH paboOTBl 1O OCBOCHHIO Kypca HCIIONb3YIOTCS
COBpPEMEHHbBIE oOpa3oBaTeNbHbIC METOJIUKH (uH(pOPMAIIIOHHO-KOMMYHHUKAIIUOHHbBIE
TEXHOJIOTUH, UCCIIEIOBATEIBLCKUE METOIbI, IIPOOIEMHOE O0yUYEeHHE U JIp. ).

B yuebGHOM mporiecce TpUMEHSIOTCS aKTUBHBIE U MHTEPAKTUBHBIE (DOPMBI MPOBEICHUS
3aHATUN (METOJ MPOEKTOB, METO/I IMOMCKa OBICTPBIX pelieHul B rpymme u ap.). [lpennonaraercs
MPOBEJICHNE HWHTEPAKTHUBHBIX JIEKIUNA C MYIbTUMEIUNHHOW CHUCTEMOH, OOCYX ICHHE CIOKHBIX
po0JIeM U IUCKYCCUOHHBIX BOIIPOCOB.

YcnemHoe ocBoeHHE MaTepuana Kypca IMpearnosiaraet OOJIBIIYI0 CaMOCTOSTENbHYIO
paboTy CTyIEHTOB U PYKOBOACTBO JTOM paboToii CcO CTOpOHBI mpenojaBarens. Ha
CaMOCTOSITeNIbHYIO pabory cryaeHtoB mo auciumuinie b.B.OJ.3  «/lokymeHTalMOHHBIN
MEHEIKMEHT» OTBOAUTCA 44 4. oT 00Iel TPYAOEMKOCTH Kypca Ul CTYAEHTOB OYHOU (OpMbI
oOyuenus. ConpoBOXKIEHUE 3TOI pabOThI MOXKET OBITH OPraHU30BAHO B ClEAYIOMUX Gopmax:

1. koHCynbTanuu (MHAUBUIyAJIbHBIE W TPYMIIOBBIE), B TOM YHCIE C MPUMEHEHHUEM
JTUCTAHIIMOHHOM Ccpeibl 00yUYeHHUS;

2. MPOMEXYTOYHBIA KOHTPOJb XOJa BBIMOJHEHUS 3aJaHU HA OCHOBE PA3JIHMYHBIX
Croco00B B3aMMO/ICHCTBHS B OTKPBHITON HHPOPMAIIHOHHOM cpefie.

CamocrosiTenbHast paboTa CTYJ€HTOB 3aKJIOYAeTCsl B MOJArOTOBKE OTBETOB Ha BOIPOCHI,
JOKJIaI0OB U HAMUCaHUHM pedepaToB B TEUEHHE Bcero cemecTpa. KOHTpoIb oOCylecTBIseTCS
nyTéM IPOBEPKHU pedepaToB, MPOBEIEHUS ONPOCOB U 3aCIYIINBAHUS JOKIIAI0B.

Meroanueckue peKkOMEHAAINH K cjaue dK3aMeHa

CryaeHTsl 00si3aHBI CIAaTh SK3aMEH B COOTBETCTBHU C YYE€OHBIM IUTAHOM. ODK3aMeH
aBisieTcss (OpPMOI KOHTPOJIS YCBOCHHUS CTYACHTAMHU y4e€OHOW MPOrpaMMBbl MO TUCIMILTUHE WA
€€ YaCTH, BHIITOJTHEHUS IPAKTUYECKUX, KOHTPOJIBHBIX, peepaTUBHBIX PadoT.

Pesynprar cpaum sKk3aMeHa MO MPOCIHYIIAHHOMY KYpCy OLEHHUBAKOTCA Kak MTOT
JESITEIbHOCTH CTY/I€HTa B CEMECTpe, a MMEHHO — IO IOCEIIaeMOCTH JIEKUUH, pe3ylbTaraM
paboThl Ha MPAKTUYECKUX 3aHITHUSIX, BBINOJHEHHUS CaMOCTOSTENbHOW paboTel. Ilpu 3TOM
JIOITyCKaeTcsl Ha OYHOW (opme oOydeHus mpomyck He Oonee 20% 3aHsATHH, ¢ 00s3aTeILHOM
OTpabOTKON TMPOMYIIEHHbIX ceMUHApOB. CTYIEHTBhl, Y KOTOPBIX KOJIMYECTBO MPOITYCKOB,
MPEBBINIACT  YCTAHOBJICHHYIO  HOPMY, HE€  BBIIIOJIHUBIIME BCEe BHABI  paboT U
HEYJIOBJIIETBOPUTEIIFHO paboTaBIIMEe B TEYEHHE CEMEeCTpa, MpOXOAiT cobeceloBaHUE C
MpernoiaBaTesieM, KOTOPhIN OMpalinBaeT CTYACHTa Ha MPEAMET BBISBJICHHUS 3HAHUS OCHOBHBIX
MOJIOKEHUN JUCIUTUINHBI.

B ocBoeHun AUCHMIUIMHBI MHBATUIAMHU M JUIAMU C OTPAHUYEHHBIMH BO3MOKHOCTSIMHU
3I0pOBbsSI OOJIBIIOC 3HAYCHHWE HMMEET WHIAMBHIyalbHas ydeOHas paboTa (KOHCYJIbTAIlMH) —
JIOTIOTHUTEIbHOE Pa3bsICHEHHE yueOHOro MaTepuarna.

NuauBuayanbHple KOHCYIBTAIMM 1O TPEAMETY SBISIOTCS BaXHBIM  (DaKTOpOM,
CIOCOOCTBYIOIIUM WHIWBHUAYATH3AUA OOYICHHUS M YCTAHOBJICHHUIO BOCITUTATEILHOTO KOHTAKTa
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MCXKAY MNOpernoaaBaTcjieM M O6yLIaIOHII/IMC$I HHBAJIUJOM HWJIX JIMOOM C OI'paHHUYCHHBIMH
BO3MOXHOCTSMHU 3J0POBbA.

8. Ilepeyenb MH(GOPMANUMOHHBIX TEXHOJIOTHI, UCIOJIb3yeMbIX NPH OCYLIECTBJICHUU
o0pa30BaTeIbHOIO NMpouecca Mo AUCHUIIHHE (MOAYJII0).
8.1 IlepeueHb HHPOPMAMOHHBIX TEXHOJIOTHIA.

1. DnextponHas mourta Mail.ru ¢ obmaunsiM cepBrucoM obdako@mail.ru
2. Uurepuer KoH(DEpEHII-CBI3b FreeConferencecall.com. Becmatnas yciyra

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

8.2 IlepeueHb HEOOXOAMMOT0 POTPAMMHOI0 00eCeYeHHsl.

— Microsoft Word 2010 uinu Gonee no3aHuii;
— CpenctBo urenust PDF-¢aiinos Adobe Acrobat wiu anasor.

8.3 IlepeueHb HHPOPMATMOHHBIX CIIPABOYHBIX CHCTEM:

CrpaBouno-npaBoBas cucrtema «Koncynsrant [Tnrocy (http://www.consultant.ru).

9. MarepuanbHo-TexHH4eckass 0a3a, HeoOXoauMMasi JJsl  OCYLIECTBJICHUS
00pa3oBaTe/ILHOIO NMpoLecca Mo JUCHUNINHE (MOAYJII0)

MaTepuanbHO-TEeXHUYECKOE 00eCIeueHNE JUCITUILTUHBI

Ne Bun pabot
(MOmymsl) MU OCHAIIICHHOCTh
1. | JlekunoHHble 3aHITUS JlekMOHHAsT aynWUTOPHS, OCHAIICHHAS MPE3EHTAlMOHHON
TEXHUKOH (MIPOEKTOp, dKpaH, HOYTOYK) M COOTBETCTBYIOIINM
nporpaMMHbIM obecrieueruem (I10)
2. | IpakTHyeckue 3aHITUS Y4eOHnas ayauropus, o6opyaoBaHHas yueOHOI MeOenbio
3. | 'pynnoBeie (MHAUBUAYaNIBHBIC) | AyaUTOpHS, 000pyI0BaHHAS Y4eOHOM MeOeNbIo
KOHCYJIbTaIln!
4. | Texymuit KOHTPOJIb, | Aynutopusi, 000py10oBaHHas ydyeOHOU MeOenbIo
HNPOMEXKYTOYHAS aTTECTAIHS
5. | CamocrosTenbHas padora Kabuner i1 caMoCTOSTENbHOM  pabOThI, OCHAIICHHBIN

KOMITBIOTEPHOW TEXHUKOW C BO3MOXKHOCTBIO MOJKIFOUCHUS K
cetn «MHTEepHET», NPOrpaMMON SKPAHHOTO YBEIUUYCHUS U
00eCIeUYeHHBIH JIOCTYIIOM B 3JICKTPOHHYIO HH()OPMAIIMOHHO-
oOpa3oBatebHyI0 cpey yHuBepcutera (aya. 403)
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