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1 desn 1 3a1auM U3yYeHU s TUCHMILUIHHBI (MOLYJIA).
1.1 llean ocBOeHUS TUCHUILIHHDI.

JuctuniauHa «YTpaBieHWe JOKYMEHTOIIOTOKOM M CIY)KOOW JOKYMEHTallMOHHOTO
oOecrieueHHsT KOPIOpAMW» BXOAWT B BapUATUBHYI) YacTh JUCHUIUIMH HANpPaBIICHUS
noArotoBku MaructpoB 46.04.02 «/lokyMeHTOBEIEHME M apXMBOBEAECHHE» IO OCHOBHOM
oOpasoBarenibHON Tporpamme «OpraHu3alliOHHOE MPOEKTUPOBAHUE CHUCTEM YIMPABIICHUS» Kak
JTUCIUTIIMHA 110 BBIOOpY M uMeeT unaeke b1.B.J/1B.06.01.

OOBeKTOM W3y4eHHUs Kypca SBISETCS CHUCTEMa JIOKYMEHTAllMOHHOTO OOeCTIeueHUs
KOPIOpallMM KakK OOBEKT OpraHW3allMH, YIPaBJICHHUS, COBEPIICHCTBOBAHUS W pPa3BUTHSI B
YCIOBUSAX HHPOPMAIIMOHHOTO HHHOBAITMOHHO Pa3BUBAIOIIETOCS O0IIeCTBA.

[IpeameToM  wW3y4YeHUs OUCHMIUIMHBI  SBISIIOTCA — CIyX0a  JOKYMEHTAIMOHHOTO
obecrieueHns: KOPIIOpaluyd U JOKYMEHTOIIOTOKH B CUCTEME JOKYMEHTAIMOHHOTO O0CCIeUeHUS
KOPIOpAllMM, a TaKKe YNpaBIeHUE HMH B YCJIOBHSIX HHGOPMAIMOHHOTO HWHHOBAIIMOHHO
pa3BUBAIOIIETOCS OOIIECTBA.

lenssMu OCBOCHHMS JTUCHUIUIMHBI «YTIPaBICHUE JOKYMEHTOIIOTOKOM U CIYK00#
JIOKYMEHTAIMOHHOTO 00eCIieueHusl KOPIIOPAIIMI» SIBJISIOTCS Pa3BUTUE Y CTYJIEHTOB JTMYHOCTHBIX
KauyecTB U (OpPMUPOBAHHE OOIIEKYIbTYPHBIX (OOIIEHAYYHBIX, COLUATbHO-TUYHOCTHBIX,
WHCTPYMEHTAJIbHBIX) H  NPO(EeCCHOHATBHBIX KOMIETEHIMA B  00JIacTH  YIpaBiCHUS
JIOKYMEHTOIIOTOKOM U CIIY00i1 JOKYMEHTAI[MOHHOTO 00ecreYeHusl KOPIOpalliu B YCIOBHSIX
MH()OPMAIITMOHHOTO MHHOBAIITMOHHO Pa3BUBAIOILETOCS OOIIECTBA.

BocnurarensHoil 11e1bI0 OCBOCHUE TUCHUIUIMHBI ABISETCS (OPMUPOBAHUE U PA3BUTHE Y
CTYJICHTOB JIMYHOCTHBIX Ka4yeCTB, ONMPEACISAIONIMX €ro MOTHB MPaBUJIBHO M C TOJIB30H I
olmiecTBa HCIIOJIB30BaTh CBOM  BO3MOXKHOCTH, OOYCIIOBJIIGHHbIE 3HAHUSMHU IpeAMeTa
OCBaMBaeMOU ITHCIUILIMHEL

B cBoro ouepenn, B obOnactu oOydeHHsI OCBOEHHE IUCHUIUIMHBI HUMEET CBOEH IIEINbIO
COBEPIIICHCTBOBaHME, (OPMHUPOBAHWE H PA3BUTHE Y CTYICHTOB IIEJIOCTHOH CHCTEMBI
npodecCHOHANbHBIX ¥ OOIIEKYJIbTYPHBIX  KOMIETEHIMH B  00NacTH  yIpaBlieHUs
JIOKYMEHTOTIOTOKOM M CIIY»0OW JOKYMEHTAIIMOHHOTO OOECIeUEHHUsI KOPIIOpAaIlMu B YCIOBHUAX
MH(OPMALMOHHOTO HMHHOBAIIMOHHO pa3BuBatolerocs oodmectBa. [lpu 3tom Qopmupyembie
KOMIIETCHIIMM OPUEHTHUPOBAHBI Ha OCYIIECTBICHUE dS(PPEKTHBHOTO JTOKYMEHTAIIMOHHOTO
obecreueHust KOpIOpalnH, CIIOCOOCTBYIOIIETO HENPEPHIBHOMY WHHOBAIIMOHHOMY
OpPTraHU3AIMOHHOMY pa3BUTHUIO CHCTEM YIPABJICHHUS OPraHU3allid HAa OCHOBE COBPEMEHHBIX
WH(OPMALIMOHHBIX U MHTEIJIEKTYaTbHBIX TEXHOJIOTHIA.

OcHoBHas 11€7b Kypca IMpeAnoaaraeT He00X0IMMOCTh JOCTHKEHHSI CIICTYIONINX YaCTHBIX
1eJield OCBOCHUS JUCLHUILIHHBI:

1) chopmupoBaTh y CTYJACHTOB MPABMIHHOE MPEJCTAaBICHUE O HAYYHOM METOJIOJIOTHU U
HAyYHBIX  TEOPETUYECKUX  OCHOBAX  YNPABICHUS JOKYMEHTOIIOTOKOM M CIy»XOOH
JIOKYMEHTAIlMOHHOTO OOECIeueHusl KOpIOopaluu, O0EeCIeUUBAIOLIUX pELIeHUEe MpoOIeMbl ee
WHHOBAIIMOHHOTO Pa3BUTHUS B YCIOBHUSX HWH(OPMAIMOHHOTO WHHOBAIIMOHHO Pa3BUBAIOIIETOCS
00I11eCTBA;

2) obecrneunTs B TpoOlECCe MPENoAaBaHHs TUCIHUIUIMHBI TPUOOpETEHHE CTYIACHTaMH
MpOECCHOHANIBHBIX 3HAHWUM METOJO0B, METOJUK W TMPABUJ YNPABICHUS TOKYMEHTOMOTOKOM M
CIIy)k00# JTOKYMEHTAIIHOHHOTO OOECIeUeHHUs KOPHOpaIui B Pa3IMYHBIX KOMMYHHKAI[HOHHBIX
cpenax (pusuyeckoil, onepannoOHHON, HHPOPMAIIMOHHOM, HHTEIUIEKTYaIbHOM );

3) B Xolle TpPOBEICHHS MPAKTUYECKUX 3AHATUH 1O TUCIUILUIMHE HAYYUTh CTYICHTOB
MPUMEHATh 3HAHUS METOJIOB, METOJMK W MPABWJI YIPABICHUS JOKYMEHTOIIOTOKOM U CITY>KOOH
JOKYMEHTAI[MOHHOTO OOECTeUeHUs] KOPIOpallii B Pa3TUYHBIX KOMMYHHKAIMOHHBIX Cpelax
(pusnyeckoii, omeparioHHOM, WH(GOPMALMOHHON, HHTEJUIEKTYalbHOM) aJIsi MPaKTHYECKOTO
OCYIIECTBIICHUS] HEMPEPHIBHOTO HHHOBAIIMOHHOTO OPTaHMU3AIlMOHHOTO pa3BUTHS CHCTEM
YIOPaBJICHUS] OpraHU3aIlM Ha OCHOBE COBPEMEHHBIX WH(OPMAIMOHHBIX W WHTEJUICKTYabHBIX
TEXHOJIOTHH,



4) 3a cyeT MPUMEHCHHS HMHTEPAKTHBHBIX TEXHOJOTMH YIPABJICHUS CAaMOCTOSTEIbHON
paboToil cTyzneHToB, obecneunTh (HOPMUPOBAHHMA Y HUX YCTOHUMBBIX HABBIKOB PabOTHI IO
OCyHIECTBIICHHIO  3()(EKTUBHOTO  YNpaBICHHS  JOKYMEHTOIIOTOKOM U CIyKOOi
JOKYMEHTAITMOHHOTO 00EeCTIeYeHHsI KOPIIOpAIlMK Ha BCEX JIOTMYECKHX YPOBHAX C MPUMEHEHUEM
COBPEMEHHOT'O HHCTPYMEHTAPHS.

1.2 3agauu AUCHUILIMHEL.

HJ’I?I JOCTHIXKCHUA OCHOBHOM M YaCTHBIX ueneﬁ OCBOCHHA JUCHUILJIMHBI B IIPOLIECCC
HU3YUCHUA JUCHUIINIMHBI pCHIAOTCA CICAYIOIIHNEC O6pa3OBaTeJIbHBIe 3aJa4du.

OO6pa3oBarenbHbIC 33Ja4l OCBOCHUS TEOPETUUECKOH KOMITOHEHTHI:

1) m3yueHuwe 0a30BBIX METOAOJOTMYECKHX MPUHIUIIOB OPraHU3allMM W YIPaBIICHUS
CHCTEMOM JOKYMEHTAIL[MIOHHOIO 00eCIeyeH sl KOpIOpaltH;

2) wusydeHue (GyHIAMEHTAIBHBIX METOJOJOTHYECKUX TMOHATUH W KaTeropuaibHO-
TEPMHHOJIOTHYECKOTO ~ amlmapara TEOPUM W METOJOJOTUH CUCTEM JOKYMEHTAllMOHHOTO
o0ecrnieueHns KOpIopaiuu,

3) uW3ydeHHWE M TPUBUTHE YMEHUS TMPABWIBHO BBIOUPATh METOJbI, METOIUKUA H
dopMupoBaTh mpaBHia OPraHU3ALUH JOKYMEHTOIIOTOKOB M CIIYXKOBI JOKYMEHTAI[HOHHOTO
oOecrieyeHus Kopropauy B 3aBUCUMOCTU OT BO3MOKHOCTEH AOCTYIIHBIX KOMMYHHKAIIUOHHBIX
cpexn;

4) OCBOEHHME TEOpPUU M METOJOJOTMU YIPABICHHUS JOKYMEHTOIIOTOKOM M CIYXOOH
JOKYMEHTAllMOHHOTO  O0€cleyeHus] KOpHopaluuud W [pPUBUTUE YMEHHUS BbIOMpaTh U
00OCHOBBIBaTh METOJBI, METOAMKH, M (POPMHUpPOBATH HA WX OCHOBE MpPaBWJIA YIIPABICHUS
JOKYMEHTOTIOTOKOM U CITY>KOOH JOKYMEHTAIMOHHOTO 00eCreueHHsI KOPIOPauy B pa3IMIHBIX
KOMMYHUKAIIHOHHBIX CPEIax.

OO6pazoBaTebHBIC 3a1a4l OCBOCHUS NTO3HABATEIIbHOW KOMITOHEHTHI:

1) HU3YUCHUC HOBBLIX MCTOHOJJOTHMYCCKUX IMOAXOJ0B, OCHOBAHHBLIX Ha COBPCMCHHBIX
IPE/ICTaBICHUAX O CUCTEME YIPaBICHHS, €€ KOMMYHUKAIIMOHHOW Cpesie, K OpraHu3alid U
YIIPaBJICHUIO JIOKYMEHTOIIOTOKOM U CITY’KOOH TOKYMEHTAIIMOHHOTO 00eCreueHus] KOPIIOPALnH;

2) hbopMupoBaHHE COBPEMEHHOTO MPEACTABICHUS O MPUPOJE, COACPKAHUU U PA3BUTHH
TEOPETUKO-METOJI0JIOTHYECKON cHuCTeMBbl, obecrneunBaromeil >PQPEeKTUBHYIO OpraHM3alMio |
yIpaBJIeHUE TOKYMEHTOIIOTOKOM U CITYX00# JJOKYMEHTAIMOHHOTO 00eCTIeYeHHS KOPIIOPAIHH;

3) u3ydyeHue MPHUHLMUIOB M MPABUI JOTMKO-CMBICIOBOTO KOHCTPYHUPOBAHHS CTPYKTYpPbI
yIpaBiIeHUS TOKYMEHTONOTOKOM M CIIY)KOOH JTOKYMEHTAllMOHHOTO 00eCredYeHUsl KOpIopaiuH,
oOecrieunBaromell  APQPEKTUBHOE  OPraHU3ALMOHHOE  pa3BUTHE  CUCTEMbl  YIPABICHMS
opraHu3alr B YCJIOBHAX COBPEMEHHBIX KOMMYHUKAIIMOHHBIX CPCII;

4) wu3ydyeHHe MCTOPUYECKOM JaHHOCTH, COBPEMEHHOTO COCTOSIHMSI M TEepCHEKTUB
pasBUTHSL  TEOPUUM U MPAKTHUKU  YIpaBJIE€HUs  JOKYMEHTONIOTOKOM U CIyXOoi
JOKYMEHTAITMOHHOTO O00ECIIeYeHUs] KOPIOpallMi Uil  OCYIIECTBICHUS OpPTaHU3allMOHHOTO
MHHOBAIIMOHHOTO PAa3BUTHUS CUCTEMBI YIIPABJIEHUS] OpraHU3allu.

OObpazoBaTenbHble 337]a4l OCBOEHUS TPAKTUUECKONH KOMIIOHEHTBI:

1) ocBoeHuE COBpPEMEHHBIX METOAMK YIPABIECHUS JOKYMEHTOIIOTOKOM M CITy>KOOMH
JOKYMEHTAIIMOHHOTO ~ O0eCIeYeHUs KOPIOpaluu Ul  [PAKTUYECKOI0  OCYLIECTBICHUS
OpPraHM3allMOHHOIO0 MHHOBAIIMOHHOIO Pa3BUTHUS CUCTEMBI YIIPaBJICHUS OpraHU3aliY;

2) OCBOGHHME COBPEMEHHBIX METOJOB M  TEXHOJIOTMH TOCTPOCHHUS CHCTEM
JOKYMEHTAITMOHHOTO ~ 00eCreueHus] KOopropamuu sl ocymiecTBiIeHHs  3(deKTuBHOro
OpPraHM3allMOHHOIO Pa3BUTHS CHCTEMBI YIPABICHHS OPraHU3alMd B YCJIOBHUSAX COBPEMEHHBIX
KOMMYHUKAI[UOHHBIX CPEL;

3) oOcBOeHHE COBPEMEHHOIO HMHCTPYMEHTapHs, O0OeCleYHBaIoONIero IOCTPOCHHE
3P PEKTUBHBIX CUCTEM JIOKYMEHTAIIMOHHOTO O0ecreueHus] KOPIOPALUH JUIsl OPraHu3alluOHHOTO



WHHOBALIMOHHOTO ~ Pa3BUTHSI CHCTEMBI YNPAaBICHHS B YCIOBUSAX COBEPIICHCTBOBAHUS
UH(POPMALIMOHHOTO U (POPMHUPOBAHUS MHTEIUIEKTYaIHbHOTO OOIECTBA;

4) mnpuoOpeTeHHe OmbITa TMOCTPOCHUS 3S(P(PEKTUBHBIX CHCTEM JOKYMEHTAIIHOHHOTO
obecrieueHHss W YIOPaBICHUS JIOKYMEHTOIIOTOKOM M CIYXO0OH JOKyMEHTAIlMOHHOTO
obecrieueHns, pEAIU3YIOIIEro OpPraHU3allMOHHOE HMHHOBAI[MIOHHOE PAa3BUTHE  CHCTEMBI
YIpaBICHUS B YCIOBHUSAX COBEPILICHCTBOBAHHS WH(POPMAIMOHHOTO U  (OPMHUPOBAHUS
MHTEJUIEKTYaJIbHOTO O0IECTBA.

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

JucuumimHa «YmpaBieHHEe JOKYMEHTOIIOTOKOM U CIYXO00H TOKyMEHTAallMOHHOTO
obecrieueHus KOpIopaIuu» OTHOCUTCS K BapraThuBHOM yactu brioka 1 "uctumimasr (Moxymmm)"
y4eOHOTO IJIaHa KaK JUCLHHUIUIMHA 110 BBIOODY.

JUisi  yCHEeImHOTo YCBOEHHS JUCHMIUIMHBI HEOOXOJMMO, 4YTOOBI CTYIEHT BIIAAET
3HAHUSIMM, YMEHUSIMH U HaBbIKaMU B 00beMe TpeOOBAHUM AUCLUIUINH, U3y4aeMbIX Ha MEPBOM
kypce (Kypc 5) o0yuenust B mepBom cemectpe (Cemectp 9) u Bo Bropom cemectpe (Cemectp A).
[Ipy 3TOM K OCHOBHBIM O00€CHEUMBAIOIIMM JUCHMIUIMHAM OTHOCATCS CIEAYIOUIME KYpPChI:
Commonoruss u ticuxosiorust ynpasienus; Hcropus u ¢unocodus wnaykwu; Ilommronorus;
Mertonruka  HayyHO-UCCIENOBaTEeIbCKOW  paboThl,  MoJenupoBaHue  YIpaBICHUECKOU
nestenbHOCTH; MH(OpManoHHble CHCTEMBI B YIPaBICHUU; TEopHs © METOOJIOTHS HAYIHOTO
no3HaHus; Teopuss COBPEMEHHOIO JOKYMEHTOBEIEHUS U  apXWBOBelcHMs; Teopus
MH(POPMALIMOHHOTO MPOCTPAHCTBA M JOKYMEHTAIMOHHBIX cucTeM/ KopnopaTuBHBIE CHCTEMBI
J1OY; Onenka 3¢ (eKTUBHOCTH OpraHU3allMOHHON CUCTEMBI YIIPaBJICHHUS.

B cBoto ouepenp, U3yueHUe JUCHUILIMHBL «YIIpaBI€HUE TOKYMEHTOIIOTOKOM U CITY>KOOH
JIOKYMEHTAIMOHHOI0 o0ecneueHusl Kopropauun» (GOopMHUpYeT 3HAHHS U YMEHHUs, KOTOpbIE
JOJDKEH HMMETh CTYIEHT, a TaKKE€ HaBBbIKM, KOTOPBIMU JIOJDKEH BJIAJETh CTYIEHT, 4TOObI
o0ecrneynTh BO3MOYKHOCTh YCIEIIHOIO OCBOEHHsI CTYJCHTaMH TOCJIEAYIOUIMX pa3esioB
OCHOBHOHM 00pa3oBaTesbHON MporpamMmbl. [Ipr 3TOM K OCHOBHBIM 00ECTIEYMBAEMBIM pa3/esiaM
o0Opa3oBaTenbHON IPOrpaMMBbl  OTHOCATCS CIEQYIOIINE  JUCLMIUIMHBL Hay4yHO-
ucclieoBarenbckas padboTa; NpeAUIIIOMHAs TPaKTUKA.

Kpome Toro, msydeHue IUCIHMIUIMHBI «YTpaBJI€HHE TOKYMEHTOIIOTOKOM M CIYKOOM
JOKYMEHTAIIMOHHOTO O00ECICUeHHsT KOPIOpAIMK» OCYIIECTBIACTCA B CTPOTOi JIOTHYECKOMN
B3aUMOCBA3U C H3YYCHHUECM JOUCHUILIWHBI ((HCCJ'IC}IOBaHI/IC CHUCTEMBI I/IH(i)OpMaHI/IOHHO'
JOKYMEHTAIIMOHHOTO 00ECIIeUeHHsT KOPIOpaluny», KOTOpas H3y4daeTcsi Ha BTOPOM Kypce
(Kypc 6) B ToM ke TpetheM cemectpe (Cemectp B).

1.4 IlepevyeHp MJIAHMPYEMBIX Pe3yJbTATOB O0y4eHHs] MO JMCHUILIMHE (MOAYJIIO),
COOTHECEHHBbIX € IUIAHMPYeMbIMHM  pe3yJbTaTAMH  OCBOCHHSl  OCHOBHOWM
o0pa3oBaTeIbHON NMPOTrPaAMMBI.

JUis  JgocTMKEHHMsT OCHOBHOM II€JIM  Kypca BBINOJHEHHE 00pa30oBaTENIbHBIX 3aj]ad
JUCLHMIUIMHBL ~ JIOJDKHO — oOecrieunBaTh  (OPMUpPOBaHME y  CTYJACHTOB  OIPEJENIEHHBIX
KOMIIETEHIIMM, Oyaroapsi KOTOPHIM M OOECIEUMBAETCS YCIEIIHOE YCBOEGHHME CTYyIEHTaMHU
NOCJEIYIONMX Pa3/ielioB  OCHOBHOM oOpasoBarenbHOM mporpammbl.  CdopMHpOBaHHBIE
KOMIIETEHIIMM 00eCHeunBalOT TaKO€ YCBOCHHME OCHOBHOM 00pa3oBaTesbHOI MPOrpaMMbl, 4TO
[IOCJIE HTOrOBOM TOCYJAapCTBEHHOM AaTTECTAllMM Yy BBITYCKHUKA-MarucTpa CKJIAJIbIBACTCs
LIEJIOCTHAsI CUCTeMa OOILIEKYJIbTYPHBIX U MPo(ecCHOHATBHBIX KOMIIETEHIINH, oOecreynBaronas
ero 3¢ddexkTuBHYI0 NpodecCHOHANBbHYIO JIeATENIBHOCTE B cdepe  OpraHu3alOHHOTO
IIPOEKTUPOBAHUS CUCTEM YIIPABICHUSA.

CoctaB u copepkaHue KOMIETEHLUH, (OPMUPYEMBIX B XOJI€ YCBOCHUS JAUCHUILIMHBI, B
COOTHECEHHHM C IUIAHHUPYEMBIMH pE3yJbTaTaMH OCBOEHHS OCHOBHOM 00pa30BaTEeIbHOU
nporpaMMbl  npeactaBieHsl B Tabmune 1 B coorBerctBuM ¢ PI'OC BIIO HampaBnenus



noaroroBku 46.04.02 JlokymentoBenenne u apxuBoBeneHue u  OOIIl «OpranuzanmonHoe
MIPOCKTUPOBAHUE CUCTEM YIIPABICHUS.

Tabmuna 1 — Kommerenuuu, popmupyemble B XOA€ YCBOCHHS AUCHMILIUHBI «YIIpaBleHUE
JIOKYMEHTOTIOTOKOM H CITYK00H TOKYMEHTAIIMOHHOTO 00ECIICUCHISI KOPIIOPAITUU

Ne /11, vHAEKC U
CoJIepIKaHue
KOMITETEHIMH (UK €
4acTu)

B PE3YILTATC U3YUCHUS yqe6H0171 JUCHUITIINHBI 06yanOHII/IeCH JIOJIDKHBI

3HATb

yMeTh

BJAACTh

1. OIIK-2 TO0TOBHOCTBHIO
PYKOBOJIUTH KOJJIEKTHBOM
B chepe cBoei
npodeccnoHaNBHOMI
JeATeIbHOCTH,
TOJICPAHTHO BOCIIPHHUMAs
COILMaJIbHBIC, YTHHYECKHE,
KOH(eCcCHOHAIbHBIC u
KYyJIbTYpHBIE pa3Indus

basosbie
METOJIBI
PYKOBOJICTBA
COTPYOHHKAaMH  CIIyXOBI
JOKYMEHTAI[HOHHOTO
obecrieyeHUsT KOPHOPALUU
C y4YETOM COILHAJIbHBIX,
STHHYECKHUX,
KOH(EeCCHOHATBHBIX u
KYJBTYPHBIX pa3IUuui

TIPUHIIUTIBI u
TOJICPAHTHOTO

TonepantHo
BOCIIPUHHUMATh
COLMaJbHbIE, JTHUYECKUE,
KOH(eCCHOHANbHBIC u
KyJIbTYypHBIE pasnuans
COTPYIHHUKOB CITY>KOBI
JIOKyMEHTAI[IOHHOTO
obecrieyeHUsT KOPHOPALUN
" HCTIONIb30BAaTh B
UHTepecax Jena.

bazoBbIMHM mpHHIMIIAMH |
METOJlaMH  TOJIEPAHTHOTO
PYKOBOACTBa
COTPYZHHKAMH  CITyXKOBI
JOKYMEHTAI[HOHHOTO
obecriedeHnsT KOPIOPALINU
C y4YeToM COLMAJBHBIX,
STHHYECKUX,
KOH(pECCHOHATHHBIX u
KYJIbTYPHBIX pa3avyuui

3. TIK-2 mnoHumanuem
CYIITHOCTH MPOLIECCOB,
MPOUCXOJSIIUX B 00JIaCTH
JOKYMEHTOBEICHHS u
ApXUBOBEICHUS

3Hathb CYIITHOCTb u
NPUPOLTY HPOLIECCOB
MPOUCXOJSIINX B CHCTEME
JIOKYMEHTaI[HOHHOTO

o0ecrieyeHnss KOPHOpPaIHH,
18700%0300020013 1794
(hopMupoBanus,
3aKOHOMEPHOCTH
NpPOTCKaHH |
pa3BUTHSL.

3aKOHBI

AHanu3upoBaTh IPOLECCH
B cucTeMe
JIOKYMEHTaIHOHHOTO
oOecrieyeHHss KOpPHOpaltHy,
BBISIBIISITh
JOKYMEHTOIIOTOKU "
ITyHKTBI 00paboTKH,
(dopmupoBaTH CIyx0y
JOKYMEHTAIL[HOHHOTO
obecreueH s KOpIopauuu

IIpuHuunamu
(dhopMupoBaHuUs, 3aKOHAMH,
pa3BUTHS U
3aKOHOMEPHOCTSIMU
NPOTEKAHUS MPOIECCOB B
cucTeMe
JIOKYMEHTAI[HOHHOTO
obecrieueHns: KOPIopaiuH,
METO/IaMH HX aHajiu3a |
CHHTE3a.

3. TIK-8 cmocobHOCTBIO
aHaJIM3UPOBATh IIEHHOCTH
JIOKYMECHTOB C IIEIBI0 HX
XpaHCHUs

3HaTh CTPYKTypYy KadyecTBa
JIOKYMEHTEe U METOJBl ee
aHaJI3a U OLIEHKU

Onpenenstb CBOICTBa
OKYMEHTa W TPOBOIHTH
WX OIICHKY U BBISBISATH
CTPYKTYPY €ro KauecTBa

Metomamu
CHHTE3a 51

CTPYKTYPBI
JIOKYMEHTa

aHaJIM3a,
OLIEHKH
KadecTBa

4. TIK-14 cnocoGHOCTEIO
u TOTOBHOCTBIO
OpPTraHU30BBIBATH  PaboOTy
CITYKOBI
JIOKyMEHTaI[HOHHOTO
o0ecreueHus yIpaBJICHUs
Y apPXUBHOM CITY>KOBI

3HaTh METOHOJIOTUYECKIUE
31 HHCTPYMEHTAIILHO-
METOAUYCCKUC OCHOBBI
OpraHu3anuu u
YIpaBIeHUS ciyx00i
JIOKYMEHTallMOHHOTO
o0ecrieueHHsT KOPIOpaIuu

OpraHu3oBbIBaTh u
YIPaBJIATH CITyx00i
JIOKYMEHTAIIMOHHOTO
obecrieueHnst KOpIopamuu

METOJI0JIOT HIECKUMU u
WHCTPYMEHTAJILHO-
MCTOANUYCCKHUMH OCHOBAMH
OpraHu3anuu u
yIpaBIeHUs ciyx60i
JOKYMEHTAIL[HOHHOT'O
o0ecredeHus: KOpIopauuu




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

OO6mast TpyJO0EMKOCTh JUCIUIUIMHBI COCTaBisieT 4 3aveTHble eauHulbl, win 144 gaca
yu4eOHOTO0 BPEMEHH, KOTOPBIC PACIPEICICHBl TaK, YTO Ha ayJUTOPHBIC 3aHATUS OTBOIUTCS 42
yaca, Ha CaMOCTOSTEIbHYIO paboTy — 66 yacoB M Ha KOHTPOJIL 36 YacoB.

B cBor0 ouepens 4acel, OTBEICHHBIC HA ayJAMTOPHBIC 3aHATHUS, PACTIPEACISIOTCS MEXKIY
JIBYMsi 0a30BBIMH BUJIAMHU Y4€OHOH paOOThI — CIIyIIAHHWE JICKIIMH M padoTa HaJ JICKIIMOHHBIM
MarepuasioM (JIGKIIMK) M MpakTUuecKas padoTa MO BBINOJIHEHUIO 3a7a4, MOCTaBICHHBIX
npemnoaBareaeM (PaKTHIECKUE 3aHATHsI/ CEMUHAPHI).

Pacnipenenenre TpymOeMKOCTH TUCHHUIUIMHBI B YacaX IO BCEM BHUJAM ayJAHTOPHOH H
CaMOCTOSITEIIbHOW pabOThI CTYJEHTA IO CEMECTPaM IMPEACTaBICHO B Ta0IHUIE 2.

Tabmuua 2 — Pacnpenenenue oOmiero o0bemMa AMCHUIUIMHBI N0 BUAAM y4eOHOW pabOTHI U
ceMecTpaMm JJIsl OYHOM U 3204HOM (POPMBI 0OyUYEHUSI

Bun yueOHOI paboTs 0P0 300
Bcero |  Cemectpsl Bcero Kype
4acoB 6
4acoB B C 5
KonTtakTHas padoTa, B TOM YHCIE: 42,3 42,3 24,3 16 8
AyauTopHbIe 3aHATHS (BCEro) 42 42

3aHaTus JEKIHOHHOTO TUIIA 14 14 10 8 2

3aHATHS] CEMHUHAPCKOTO TUTA (CEMUHAPBI,

MPAKTUICCKUE 3aHATHS, IPAKTUKYMBI, 28 28 14 8 6

J1a00paToOpHbIC PabOTHI, KOJUTIOKBUYMBI H

WHbBIC aHAJOTUYHBIC 3aHSITHS)

HKP 0,3 0,3 0,3 0,3
CamocTosiTeJIbHasi padoTa (BCero) 66 66 111 20 91
B ToMm uncie:

[TpopaboTka yueOHOro MaTepuaia 32 32 77 20 57

Brinonnenue I/IHILI/IBI/II[yElJ'ILHLIX 3aL[aHI:H“4 18 18 18 18

(mOATrOoTOBKA COOOIIEHUH, TPEe3eHTAITHH)

Pedepar 16 16 16 16
KonTpoJn: 35,7 35,7 8,7 8,7
IToaroToBka K 3a4eTy

OObmas Tpy10eMKOCTh yac | 144 144 144 36 108
3a4. efl. 4 4 4 1 3

2.2 CTpyKTypa AMCUMILIMHbI:

B cootBercTBHH C pacmpenesneHHeM TPYJOEMKOCTH JWCIUILIUHBI MO0 BUAAaM Y4eOHOMH
paboThI (CM. TabnUIly 2) U 33a4aMy U3y4eHHs TUCIMILIMHEI (CM. 11. 1.2) onpenenena cTpykTypa
JTVICIIATUTMHBI, KOTOpasi BKJIIOYAET TPU B3aMMOCBSI3aHHBIX pasfena. llepBeri paszen sBisercs
npoOJIEeMHO-TEOPETUYECKIUM U MPEACTaBIseT COOON JIEKIMOHHBIM Kypc AMCHUUIUIMHBL BTOpoi
pa3fen TMOCBSIIEH MPAaKTUYECKUM 3aJadyaM OpPTaHHW3aldd ¥ MHCTPYMEHTAIbHO-METOIUIECKOTO
o0ecrieyeHHss OpraHU3allMOHHOIO MPOEKTUPOBAHUS CHCTEMBl YIPABIECHUS OpraHU3allud B
GU3NUIeCKX KOMMYHHKAIIMOHHBIX Cpelax, Ha HEro OTBOJHUTCS OJHA TPETh YacOB 3aHITHU
ceMHMHapcKoro tumna. TpeTuii pazaen Tak jke MOCBSIIEH MPaKTHUECKUM 3aadyaM OpraHu3aliu U
MHCTPYMEHTAIBHO-METOINIECKOTO 00eCTIeueHHs] OPraHU3allMOHHOTO MPOSKTUPOBAHUS CUCTEMBI
yIpaBJIeHUS  OpraHM3alUM, HO yxXKe B  HMHOOPMAIMOHHBIX M  MHTEJUIEKTYaJbHBIX
KOMMYHHKAIIHOHHBIX Cpe/laX, Ha HETr0 OTBOJAMTCS OCTaBIIMECS [IBE TPETbH YacOB 3aHATHA
CEeMHMHAPCKOr'o THIIA.

Pacnipenenennie BuoB yue6HOM pabOThl U UX TPYAOEMKOCTH IO pazjielaM AUCIUILTUHBI
JUISL CTYZICHTOB OYHOM 1 3a04HOM (pOpMBI O0YUEHHUS IPECTABICHO B TAOIUIIaX.




Tabmuma 3 — PacnpeneneHue BUIOB y4eOHOM pabOTBI M HMX TPYAOEMKOCTH TIO pasjeiam
JUCLUUTUIMHBI JUIS CTY/IGHTOB O4HOU (hOpMBI 00yUESHHS

KonnuectBo yacos
Bueayaut
Ne HaumenoBanue pa3aenos Beero AYS;T;)TI; Hai OpHyaSI
pabora
J |13 | JIP | CPC
1 2 3 4 5 6 7
TeopeTnko-MeTo10I0TUYECKUE OCHOBBI CUCTEM
1. |moKymMeHTaIMOHHOTO obecrieueHus kopnopanuu| 36 | 14 | - - 22
(Teopernueckuit MOyJIb)
Mopnenu, MeTOIbl W TEXHOJOTHUH  YIpaBIICHUS
2. |TOKYMEHTOTIOTOKOM KOPIOpaIuu (ITpakTnyeckuii| 36 - 14 | - 22
MOTyJIb 1)
Mopnenu, METoAbl M TEXHOJOTHH YIPABJICHUS CIYKOOH
3. |IOKyMEHTalnOHHOTO obecrnieueHus Koproparuu| 36 - 114 - 22
(ITpakTuueckuit MoLyIb 2)
4. |Dx3ameH 35,7 - - - -
5. [MKP 0,3 - - - -
HUmoeo no oucyuniune: 144 | 14 | 28 | - 66

Pacnipenenenue BuaoB yueOHON pabOThIl M MX TPYAOEMKOCTH MO pa3zeiiaM TUCHUILIAHBI s
CTYJEHTOB 3204HOU (hOPMBI OOyUEHUS

KomndgecTBo yacoB
Bueayaur
Ne HanmeHnoBanue pa3zieinos Beero Ay;’l;g(?g Has opH};a
pabora
J |13 | JIP | CPC
1 2 3 4 5 6 7
TeopeTuko-MeTo10I0THYECKUE OCHOBBI CUCTEM
JOKYMEHTAIMOHHOTO obecrieueHus kopriopanuu| 36 8 - - 10
(Teopernyeckuit MOTyIB)
Mopnenu, MeTOIbBI W  TEXHOJOTHUH  YIPaBJICHUS
2. |1OKyMEHTOIOTOKOM KOpIopanuu (ITpaktnueckuii| 36 - 8 - 10
MOyIb 1)
Mopnenu, METOABl W TEXHOJOTHH YIPABICHUS CIYKOOU
3. |IOKyMEHTAIOHHOTO o0ecrieyeHus Koprnopanuu| 36 2 6 - 91
(ITpakTrueckuit MosyJb 2)
4. |Dx3ameH 8,7 - - - -
5. |[MKP 0,3
Hmozo no oucyuniune: 144 | 10 | 14 | - 111

[Ipumeuanue: JI — nexmuu, [13 — mpaktudeckue 3anstus / cemuHapsl, JIP — maGoparopHbie
sanstusi, CPC — camoctosiTenbHas paboTa cTy/ieHTa

2.3 Conep:xanue pa3ieioB TUCHUTLINHBI

2.3.1 3aHATHA JEKUMOHHOTO THIIA

B crpykType yueOHON MEsATENbHOCTH IO HW3YYEHHUIO JUCHUIUIMHBI «YTIpaBJieHHE
JIOKYMEHTOIIOTOKOM M CIIYy>KOOH TOKYMEHTAllMOHHOTO O0ecHeueHHsl KOpIopalu» Ha 3aHATHS



JIEKIIMOHHOTO THUMA OTBOAMWTCS 14 YacoB, WM CEMb JBYXYACOBBIX 3aHATHN (Jekmuii). Bce
JIEKLIMU OTHECEHBI K NepBoMy pazneny aucuuiiaussl (Teopernueckomy monyito). Conepikanue
JIEKIWIA TUCIUIUIMHBI IPUBEICHO B Tabnuie 4

Tabmuua 4 ConeprkaHue JEKIUA U UX paCcIpPEIeICHUE 110 pa3/iesiaM JIUCIUILTHHBI

®opmMma
HaumeHoBaHume o
No ConeprkaHue JICKIMHN pa3ena TEKYIIETrO
pazaena
KOHTPOJIS
1 2 3 4
Jlexuus 1. Benenue. TeopeTuko-MeToA0I0rMYECKUE
Teoperuxo- MOJXObI U KOHLUETUU CUCTEMBI JOKYMEHTAIHOHHOTO

MCTOAOJIOTUICCKHC  |oGecreueHns Kopropaliui. (2 Jaca)
OCHOBBI CHCTEM

Jlekuus 2. @yHaaMeHTAIbHBINA HAYYHBIM MOAXO0J M HAy4YHast

JOKYMEHTallMOHHOIO
1. KOHIIEMIINS CHCTEMbI JOKyMEHTAIMOHHOTO 00eCTIeYeHUS Pedepar
o0ecrnieyeHus
Kopropanud. (2 Jaca)
KOpIopanuu
(Teopernueckuii Jlexuus 3. [IparmaTtudeckuil moaxoa U nparMaTHYECKue
MOTyJIb) KOHIIETILIUY CUCTEMBbI IOKyMEHTALIMOHHOTO 00eceueH s
Kopropauui. (2 yaca)
1 2 3 4
Jlexuus 4. JIokyMEHTOBEIUECKUI METOJ, KOHCTPYUPOBAHMUS
CTPYKTYPbI CUCTEMBI JOKYMEHTALlHOHHOT'O 00€CIIEYEHMUSI
Kopropanud. (2 yac)
Teopernxo- Jlexuus 5. YipaBieH4eCKUN METOA KOHCTPYUPOBAHUS
METOZIOJIOTUYCCKUE  |cTpYKTYpBl CUCTEMBI IOKYMEHTAIIHOHHOTO 00eCTIeueHUs
OCHOBBI CHCTEM Kopropar. (2 gac)
OKYMEHTallMOHHOI'O " =
1. [1OKIM H Jlexuus 6. CUCTEMHBIN TOAXO U CUCTEMOJIOTHUECKUN Pedepar
obecneuenms METO]I KOHCTPYUPOBAHUS CTPYKTYPhI CUCTEMBI
KOpIopanuu
. JJOKYMEHTAIIMOHHOr0 00ecreyeHus Kopropanui. (2 yac)
(Teopernueckuit > ”
MOIYIIE) Jlekuus 7. HayuHbiil OAX0X M AUATIEKTUHYECKUI METO

KOHCTPYUPOBAHUS CTPYKTYPBI CUCTEMBI
JIOKYMEHTAIMOHHOTO 00eCTieueHtsl KOPIOPAIIHH.
I[I/IaJ'IeKTI/ILIeCKaSI CUCTCMOJIOTHA JOKYMCHTALITMOHHOI'O
obecrneueHus Kopropaiuu. 3akiaodenne. (2 gac)

2.3.2 3aHATHS CEMHHAPCKOI0 THIIA

TemaTnka MpakTHYECKUX 3aHATUH M MX paclpelelieHHe MO pasjesiaM JUCLHUIUIMHBI
MPUBEIEHO B Ta0IHIIE 5.

Ta6n1z1ua 5 Temartuka CCMHUHAPOB U UX PACTIPCACIICHUC 10 pa3aciiaM JUCIHUIIIIMHBI

dopma
HaumenoBanue . P
No asnena Temarrka MpakTHYECKUX 3aHATUH (CEMUHAPOB) TEKYILETO
p KOHTPOJIS
1 2 3 4
Teoperuxo-
METO/I0JIOTHYECKUE
OCHOBBI cucTeM
JIOKyMEHTaI[IOHHOTO .
1. - 3aHATHI CEMMHApPCKOTO TUIA HE IPEIyCMOTPEHO Her
KOpHOpaIun
(Teopernueckui
MO/IYJIb)




IIpakTrueckoe 3ansaTHe 1. MoaenupoBanue JIOKYMEHTOIIOTOKA
KOPITOpAIHH, mapameTpHl, CBOWCTBa u XapaKTEePUCTHKU
JIOKyMEHTOTIOTOKa (2 "aca)

[Mpaktnyeckoe  3ansiThe 2.  IlpakTH4eckoe  OCBOGHHE  METOJIOB
OTIpeJieJIeHNs TapaMeTPOB, CBOMCTB U XapaKTEPUCTHK JOKYMEHTONOTOKA

Monenn, Meromsr  w|KOPTIOpauuy (2 yaca)

TEXHOJIOTHUH [Ipaktraeckoe 3amsarue 3. [IpakTHdyeckoe OCBOEHHE METOHOB OICHKH

YIpaBJICHUS 3¢ ($eKTHBHOCTH JOKYMEHTOIIOTOKA Kopropanuu (2 gaca)

JIOKYMCHTOTIOTOKOM [pakTHyeckoe 3anstue 4. MopenupoBanue yIIpaBJIeHUs Jcce

Kopriopatut JOKYMEHTOIIOTOKOM Koproparui (2 gaca)

(ITpaxtrueckuit

Mozyis 1) [Ipaktnyeckoe 3amsTHe 5. MccnemoBanme Mopeneil  ympaBieHHS
JOKYMEHTOIIOTOKOM Koprioparu# (2 gaca)
[Mpaktnyeckoe 3aHsTHe 6. OOOCHOBaHHME  METOJOB  yIpPaBJICHUS
JOKYMEHTOIIOTOKOM KOprioparu (2 gaca)
[Ipaktnyeckoe 3amsaTHe 7. Pa3paboTka TEXHOIOTHH  YIIpaBICHHS
JIOKyMEHTOIIOTOKOM Kopropaiuu (2 daca)

1 2 3 4

IpakTHyeckoe 3aHsTHE 8. MognenupoBanue CITy>KOBI
JOKYMEHTAI[MOHHOTO 00eCcTIedeHus Koproparuy (2 Jaca)

[Mpaktnyeckoe  3aHsatHe 9.  IlpakTHdeckoe  OCBOGHHE  METOMOB
ONIPEAETCHUs TapaMeTpoOB, CBOWCTB M  XapaKTEPHCTHK CHCTEMBI
JOKYMEHTAI[MOHHOTO 00eCcTIedeHus Koproparuy (2 Jaca)

[Mpaktnueckoe 3anstue 10. [IpakTHyeckoe OCBOCHHE METOMOB OLICHKH
9p(eKTUBHOCTH  CHUCTEMBI  JOKYMEHTAL[HOHHOTO obecrieueHus
Kopropanmu (2 daca)

Monenu, MeTombl U
TEXHOJIOTUH

YIpaBICHUS.  CIyX00H
JokymeHTauuonHoro  |[Ipakrtudeckoe 3aHstue 11. TlocTpoeHmne opraHM3alMOHHOW CTPYKTYPHI

Occe
obecrieueHus CITyOBI TOKYMEHTaIMOHHOTO oOecTieueHus Kopropanuu (2 gaca)
KOPIIOpAIUu o
(IpakTHyeckHii INpaktuueckoe 3aHatve 12. MozaenupoBaHUE YIpaBIEHUS CIy:KOOH
MOIYTh 2) JOKYMEHTAIIMOHHOr0 o0ecneueHus Kopropauuu (2 yaca)

[paktnueckoe 3amsatue 13. MccnenoBanue Monened M 0OOCHOBaHUE
METOJIOB YIpaBICHHSA CIy)KOOH JOKYMEHTAIIMOHHOTO obecredeHHs
Kopropanwu (2 Jaca)

[paktnyeckoe 3amstre 14. Breibop u 000CHOBaHWE TEXHOJOTHIA
YIIPaBIICHUs CIY>)KOOH JOKYMEHTALIMOHHOTO YIPAaBJICHHs Kopropauun (2
gaca)

2.3.3 JlaGopaTopHbIe 3aHATHS.

B crpykType yueOHON MESATENbHOCTH IO HW3YYEHUIO JUCHUIUIMHBI «YTIpaBieHHE
JOKYMEHTOIIOTOKOM M CIIY’)KOOH  JIOKyMEHTallUOHHOTO  00eCHeueHUs  KOPIOpaLum»
71a00PaTOPHBIX 3aHITUN HE MPETYCMOTPEHO.

2.3.4 IlpumepHasi TeMaTHKa KYPCOBBIX Pa0doT (IIPOEKTOB)

B crpykType yueOHON MESATENTbHOCTH 10 HW3YYEHUIO JUCLUUIUIMHBI «YTIpaBieHHE
JIOKYMEHTOTIOTOKOM H CIY>KOOW JOKYMEHTAI[MOHHOTO O0ECIeUYEeHHsI KOPIMOPAIUN» KYpPCOBOM
paboTHI HE TIPETYCMOTPEHO.

2.4 IlepeyeHb y4eOHO-METOAMYECKOT0 0O0eceYeHus AJIs1 CAMOCTOATEIbHONH padoThl
00y4arouUXcs Mo JUCHUILUIHHE (MOLYJII0)

VY4ebHO-MeToIMUecKoe obecreueHre MO BUAaM CaMOCTOSITEIbHON paboThl CTYIEHTOB
MpeJICTaBICHO B Ta0uIIe 6.

Ta6ﬂ1/1ua 6— yLIe6HO-MeTOIlI/IquKOC obecrneucHUe JAUCIHITIINHBI



[Tepeuensb yueOHO-METOIUIECKOTO 00ECTIEYCHUS TUCITUTLIAHBI

Ne Bun CPC 10 BBITIOJTHEHUIO CAMOCTOSITEIFHON paboThI
1 2 3
1 |CamocrosiTensHOE Meroanueckue ykazaHUs IO OPraHU3aldUd CaMOCTOATEIbHOU
H3y4eHHUE TEM paboTHI CTYICHTOB MarucCTpaTyphl U OakajgaBpuaTa HarpaBICHUS

«/loKyMeHTOBeIeHHE W apXUBOBEJCHHE»,  YTBEPXKIACHHBIC
kadeapor  oOmiero, CTpaTeru4yeckoro, HUHQPOPMAIMOHHOTO
MEHEeKMEHTa U Ou3Hec-tporieccoB nporokoia Ne 2017 r.

Y4eOHO-METOIMYeCKHE MaTepHalibl Ui CaMOCTOSITEIbHONH pPabOThl OOYdYaIOMIMXCS M3
YHClia MHBAJIKUJIOB U JIUI C OTPaHUYEHHBIMU BO3MOKHOCTSIMU 370poBbsi (OB3) mpenocrasinstorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U BOCHPUATHS HH()OPMAITIH:

Jljig U1 ¢ HapyIICHUSIMU 3PEHUSL:

— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B popMe IEKTPOHHOTO IOKYMEHTA,

— B opme ayamodaiina,

— B IIeyaTHOM GopMe Ha s3bIke bpaiins.

JIist AL ¢ HapyIIeHUsAMHU CIIyXa:

— B IIeYaTHOM opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

Jjig U1 ¢ HapyIIEeHUSIMU OTIOPHO-JBUTATEILHOTO ammapara:

— B mieyaTHOU hopme,

— B popMe IEKTPOHHOTO IOKYMEHTA,

— B (opme ayamnodaiina.

JlaHHBIN TepeueHb MOXET ObITh KOHKPETU3UPOBAaH B 3aBUCUMOCTH OT KOHTHHICHTA
o0yyJaroumxcsi.

3. O0pa3oBaTe/IbHbIC TEXHOJIOTHH.

OOpa3oBare/ibHbIC TEXHOJOTHH, HCIOJb3YeMbIe TPH peaju3allid Pa3InYHbIX BHIOB
yueOHOM NesITeNbHOCTH:

— JICKIMH: JICKIMsI-BU3YaJIU3aIUs ¥ TPOOJIEMHBIE C KOMITBEOTEPHBIMH MTPE3CHTAIUSIMH,

— CEMHHApBI: BBINOJHEHHE PACYCTHO-TPaUUIECKOrO 3aJaHus, OMNPOC, KOHTPOJIbHAsS
pabota, TeCT U AUCKYCCHS;

— rpymnmoBas paboTa: pelieHHe 3agad Mo pa3pabOTKe BAapPHAHTOB YIPABICHUSCKUX
pELIEHU.

B xome o0OyueHHMs MPUMEHSIOTCS cieayrone GopMbl yueOHOTO Mpoliecca: JEKIHA U
NPaKTUYECKHE 3aHATHUS, CaMOCTOSITEIbHAs BHeayIuTOpHas pabota. B kauectBe Merona
NPOBEPKH 3HAHUI OyJIeT MPaKTHKOBATHCS YCTHBIM OMPOC CTYACHTOB, HAIIMCAHUE KOHTPOJBHBIX
paboT 1o MPE/I0KEHHBIM TeMaM, TUChbMEHHBIC OTBETHI Ha MPEJIOKCHHBIC 33]1a4d M CUTYAIUH.

JInst Il ¢ OrpaHHYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI NIPEIYCMOTPEHA OpraHHU3aIius
KOHCYJIbTAIIM C UCIIOJIb30BAHUEM DJICKTPOHHOM TOYTHI.

Peanu3zarius akTHBHBIX, FHHOBAIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJOTHI, KOTOPhIE
CHOCOOCTBYIOT Pa3BUTHIO IPOPECCUOHATBHBIX KOMIIETEHITHI, 00y4YarOIIuXCsl TPUBEIICHBI B
TadnuIe.

Bun 3ansatus (J1, IIP, JIP), Tema HUcnoab3yemble KouaunuvecTBo
N 3aHATHUSA HHTEPAKTUBHbIE 4acoB
°
o0pa3oBaTe/ibHbIE
(010{0) 300
TEXHOJIOTUH




1 JI. TeOpETHKO-METON0TOTHIECKHE KowmmnbroTepHbie
OCHOBBI CUCTEM Ope3cHTaluu 4 4
JOKyMEHTalmoHHOTo obecnieuenus | [IpoGnemuas
KOpItopanun JeKIus
2 ITP. Monenu, MeTObI U IIpoekTHas pabora
TEXHOJIOTHH YIIPABICHUS B MAJIBIX PYIIIAX 4 2
JIOKYMEHTOIIOTOKOM KOPIOpAITux
3 [1P. Mogenu, MeToasl U [IpoexTHas pabora
TEXHOJIOTHUH YIIPABJICHUSA C.]'Iy}K6OI‘/'I B MJIBIX TpynIiax 6 2
JOKYMEHTAI[MOHHOTO 00eCTIeUeHus
KOPIOpaIyu
Bcezo: 14 gac. 8 uac.

4. OueHo4YHbIE CPeCTBA AJISA TEKYHIEr0o KOHTPOJISl YCIIeBAeMOCTH U IMPOMEKYTOYHOM
aTTeCTALMU.

4.1 ®oHJ OLIEHOYHBIX CPE/ICTB /IS MPOBeeHHs TeKYIero KOHTPOJIA.

KoHTponbHBIMU 3alaHUSIMH JUISI TIPOBEICHUS TEKYIIETO0 KOHTPOJS (aTTeCTalluH) IO
OCBOGHUIO TUCIUILIUHEI SBIsIeTCs pedepar 1o mpodieMaTHKeE JIEKIIHOHHOTO Kypca, BHIMOJIHEHHE
3aJJaHHii ¥ TIOATOTOBKA OTBETOB Ha BOIPOCHI JUISI K3aMEHa.

[IpumepHas Tematuka pedeparosn:

1. CoBpeMeHHBIE MOAXOJBl M KOHIEMIMU CHCTEM TOKYMEHTAIMOHHOTO O0eCTeueHHs
KOPIIOPAIIHH.

2. CTpykTypa  CHUCTEMBI JIOKYMEHTAIIHOHHOTO  OOECIEYCHHs  KOpPIOpaluH, ee
TpaHcopMallysi B COBPEMEHHBIX YCIOBHUSX.

3. CymHOCTh HAyYHOTO MOJX0/a U HAYYHOW KOHIEIUH CUCTEMbI TOKYMEHTAIMOHHOTO
oOecrnieueHns KOPIOpaIiH.

4. XapakTepucTHKa HAYYHOTO METOAA TIOCTPOCHUS CUCTEMBI JOKYMEHTAIlMOHHOTO
o0ecreyeHusl.

5. CymHOCTh TparMaTHUECKOro IMOAXOJa MW MParMaTH4ecKOd KOHLENIIMH CUCTEMBI
JIOKYMEHTAIMOHHOTO 00eCTIeYeHNsl KOPIIOPALHH.

6. XapakTepucrtuka MparMaTu4ecKoro MeTo/a TIOCTPOCHHS CHCTEMBI
JIOKYMEHTAIUOHHOTO 00€eCTIeYeHHU .

7. CymHoCTh u XapaKkTepUCTUKA JIOKYMEHTOBEIYECKOTO MoJX01a u
JIOKYMEHTOBETYECKON KOHIICTIIIUH CUCTEMBI JOKYMEHTAIIMOHHOTO 00eCTIeueH s KOPIIOPAITUH.

8. XapakTepuctuka  JOKYMEHTOBEIYECKOTO MeTo/1a HOCTPOECHUS CHUCTEMBI
JOKYMEHTAITMOHHOTO 00ECTICYeHHSI.

9. CymHOCTh M XapaKTepUCTUKAa KHOEpHETHUYECKOro (YNpaBIEHYECKOIro) MOAXoJa U
KHOEPHETHUYECKON KOHIIEIIIHH CUCTEMBI JJOKYMEHTAIMOHHOTO 00ECTIEYeHUST KOPITOPAITHH.

10. Xapakrepuctika KHOEpHETHUECKOro (YMpaBIEHYECKOr0) MeTofa MOCTPOCHUS
CHCTEMBI JOKYMEHTAITMOHHOTO 00ECTICUeHHS.

12. CymHOCTh CHCTEMHOTO MOAXO0JAa M CHCTEMOJIOTHYECKOM KOHIETIUU CHUCTEMBbI
JOKYMEHTAITMOHHOTO 00eCTIeYeHHST KOPITOPAITHH.

13. Xapakrepuctuka CUCTEMOIOTMYECKOTO METOJa MOCTPOEHUS CHUCTEMEI
JIOKYMEHTAITMOHHOTO 00eCIIeueHusT KOPIOPAIIHH.
14. CyurHocTh UAIEKTUKO-CUCTEMOJIOTHUECKOH KOHIIEIIINU CUCTEMEI

JOKYMEHTAIlMOHHOTO 00ecrieYeHrs KOPIOpalHH.

15. XapakrepucTika IUaJIeKTHKO-CUCTEMOJOTHYECKOr0 METO/la IMOCTPOEHUSI CUCTEMBI
JIOKYMEHTAIlMOHHOTO 00eCieueHusl.

16. CtpykTypa 1 Ki1accu(uKanus 10KyMEHTOMOTOKOB KOPIIOPAIUH.



17. Cnyxx0a JOKyMEHTAITMOHHOTO 00ECTIeYeHHST KOPIIOPaIlUH.
18. Opranuzanus JOKyMEHTOIIOTOKOB KOPIIOPALIMHU HA PA3TUYHBIX YPOBHSIX YIIPaBICHUS.

4.2 ®oH OLIEHOYHBIX CPEICTB ISl MPOBEACHUA MPOMEKYTOUYHOM ATTECTAIUM.

ITpuMepHBIii IepedeHb BONPOCOB K 3K3aMEHY 110 BCEMY KYpCy.

1. Xapakrepucruka CYILIECTBYIOIUX IIOJAX0/10B u KOHIIETILINI CUCTEM
JOKYMEHTAITMOHHOTO 00eCTIeYeHHUsI KOPIIOPAIIH.

2. DyHnaMeHTaNbHBI ~ HayyHBId  TOAXOX M HayyHas  KOHLEMIMS  CUCTEMBI
JIOKYMEHTAIMOHHOT'O 00eCIeuyeHHs KOPIIOpaLUH.

3. ®eHOMEHOIOTHYECKUH TOAX0N U (PEHOMEHOJIOTUYECKHE KOHICMLHUS CHCTEMBI
JIOKYMEHTALMOHHOTO 00eCIeueH s KOPIIOpaLuHy.

4. Merapuszuueckuii  nmoaxox M MeTaQU3MYECKHE — KOHLENIMHU  CHCTEMBI
JOKYMEHTAIMOHHOTO 00eCTIeYeHHsI KOPIIOPAIIH.

5. lnanektuyeckuii MOJIX0/1 u TMATICKTHYECKUE KOHIICTILIUT CHCTEMBI
JIOKYMEHTAIMOHHOTO 00eCIIeueHHsl KOPIIOPaLUH.

6. IIparmaTuueckuit MOJIXO0/1 u parMaTu4ecKue KOHIICTILIUT CHCTEMBI
JOKYMEHTAITMOHHOTO 00eCTIeYeHHS KOPIIOPAIIH.

7.1lpo0GiemMa MOCTPOEHUS TEOPUUM M METOAOJOTUU CHUCTEMbl JIOKYMEHTALlMOHHOTO
o0ecreyeHus: KOpIoparuH.

8. JlokyMeHTOBeqUeCKU i METOJ KOHCTPYUPOBAHHUS CTPYKTYPHI CHCTEMBI
JIOKYMEHTAIUOHHOT'O 00eCIIeUeHHU.

9. YnpasneHueckuil METOZ KOHCTPYHPOBAHUS CTPYKTYPbl CUCTEMBI JOKYMEHTALIMOHHOTO
o0ecreyeHus.

10. CucTemMHBII MOAXOM M CHCTEMOJOTMYECKHH METOJ KOHCTPYHMPOBAHHS CTPYKTYPHI
CHCTEMBI JOKYMEHTAIUOHHOTO 00eCIeUeHHMS.

11. Hay4sblil TOIX0A M JUATICKTHYECKUN METOJ KOHCTPYHUPOBAHHS CTPYKTYPBI CUCTEMBI
JOKYMEHTAIMOHHOTO 00ECTICYCHHSI.

12. lnanekTuyeckasi CHCTEMOJIOTUS JOKYMEHTAIIMOHHOTIO 00eCTIedeHnsl KOPIOpaltu.

13. CrpykTypa 1 Ki1accuukanus 10KyMEHTOOTOKOB KOPIIOPALUH.

14. Cnyx0a TOKyMEHTAIIHOHHOT'O 00ECTIeYeHUsT KOPITOPAIIHH.

15. Opranuzanus JOKyMEHTOIIOTOKOB KOPIOPALIMU HA PA3IMYHBIX YPOBHSIX YIPaBJICHUS.

16. MozaenupoBaHue JOKYMEHTOIIOTOKA KOPIIOPAILHH.

17. ITapameTpsl CBOWCTBA M XapaKTEPUCTHKH TOKYMEHTOIIOTOKA KOPITOPAIIHH.

18. KagecTBO 11 2 PEeKTHBHOCTH TOKYMEHTOTIOTOKA KOPIIOPAITUH.

19. Meronnyeckre OCHOBBI OINpENENEeHUsl IMapaMeTpoB, CBOWCTB U XapaKTEPUCTUK
JOKYMEHTOTIOTOKA KOPIIOPAIHH.

20. [TnoTHOCTH, MH(POPMAIIMOHHAS TUIOTHOCTh W WH(MOPMATHBHOCTH JIOKYMEHTOIOTOKA
KOPITOpALIHH.

21. Mojaenu ynpasieHHUs JOKYMEHTOIIOTOKOM KOPHOpPALUH.

22. MeToap! ynpaBJieHHs JOKYMEHTOIIOTOKOM KOPIIOPAITUH.

23. CoBpeMEeHHbIE TEXHOJIOTUHU YIIPABICHHS JOKYMEHTOMOTOKOM KOPIOPAIIHH.

24. Mopenu ciyX0bl TOKyMEHTAllHOHHOTO 00eCTIeYeH s KOPIIOPAIHH.

25. [lapameTphl, CBOWCTBA ¥  XapaKTEPUCTHUKH CHCTEMBI  JIOKyMEHTAIIHOHHOTO
oOecrnieueHns KOpHoparuH.

26. KauectBo U 3 (EKTUBHOCTP CUCTEMbI JOKYMEHTAIIMOHHOTO  OOecreueHHs
KOPITOpALIHH.

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

28. MeTozb! ynpaBJieHUs CIIy:KOOH TOKyMEHTAIlHOHHOTO 00eCTIeYeHUs] KOPIIOPAIIHH.

29. CoBpeMeHHbIE TEXHOJIOTHHU YIIPaBIEHHs CIyK001 TOKYMEHTAIMOHHOTO 00eCcTeyeHHs
KOPITOPAIHH.

DK3aMeH MO JUCIUTUINHE SBJsETCS (POPMOM UTOTOBOTO KOHTPOJIS TI0 KYPCYy.

Conepxanne Dk3aMeHa



Bpewms noarorosku — 30 MUHYT
1. IloaroroBka orBeTa Ha 1-if BOIpPOC 1Mo 0OLIUM MTPOOIEMaM.

2. TloarotoBka OoTBeTa Ha 2-i BOIPOC MO CIEHHAIBHBIM MPOOJIEMaM KIAaCCHYECKON M
COBPEMEHHOM JIOTUKU U METOJIOJIOTUU HAYYHOTO MMO3HAHMUS.

3. Ycrnas Oecena o nmpoGieMam BOIIPOCOB.
Kputepuu onenku.
1. IloHnMaH#e TEKCTa MO0 CBOEMY HayYHOMY HAIPaBICHHIO

«OTIHUYIHO» (3aqTeH0) - aHajiu3 BOIIPOCOB IIPOBCACH YCICIIHO H CHUCTCMATUYCCKH,
OCHOBHasd I/IH(I)OpMaI_[I/IH B OTBCTC MPCACTaBJICHA TOYHO M aJACKBATHO, aBTOP BBIPaXXa€T CBOC
OTHOIICHHUEC K COACPIKAHULO,

«XOpOoUIo» (Sa‘lTeHO) - aHaJIu3 BOIIPOCOB IIPOBEACH B ILECJIOM YCICHIHO, HO HMMCHOTCA
OTACIBHBIC OH_II/I6KI/I, OCHOBHas I/IH(bOpMaI_[I/ISI B OTBCTC INIOAMCHACTCS BTOpOCTeHeHHOﬁ;

«YHOOBJICTBOPUTEIIBLHO» (Sa‘lTeHO) - aHaJIM3 BOIIPOCOB ITPOBEACH B LICJIOM YCIICIHO, HO HE
CHUCTCMAaTUYCCKU, I/IHCI)OpMaHI/Iﬂ mpeaAcTaBjiCHa HEC JOCTATOYHO a/ICKBATHO.

«HEY/I0OBJIETBOPUTEIILHO» (HE 3aUTEHO) - aHAJIU3 BOIIPOCOB IPOBEJIEH ITOBEPXHOCTHO, 0€3
JOJKHOTO MMOHMMAaHHUS U3JIaraéMoro MaTepuaa v BiaJIeHus IPeIMETOM U METOJI0JIOTHEN Kypca.

OHGHO‘-IHI)IG cpeacrBa jid HWHBAJIMAOB W JIMI C OI'PaHUYCHHBIMU BO3MOXHOCTIAMU
300POBbA BBI6I/IpaI-OTC5I C YUCTOM UX UHAUBUAYAJIBbHBIX HCI/IXO(i)I/I?»I/I‘IeCKI/IX 0COOEHHOCTEH.

— IHpu HGO6XOI[I/IMOCTI/I HHBaJIWJaM M JiMgaM C OrpaHUYCHHBIMHU BO3MOXKHOCTAMU
3A0POBbA NPEAOCTABIIACTCSA JOIIOJIHUTCIbHOC BPEM:A IJIAA ITIOATOTOBKH OTBCTA HA DK3dMCHE,

— IIpU MMPOBEACHUU MMPOLUCAYPbI OUCHHUBAHUA PE3YJILTATOB O6y‘leHI/I${ HWHBAJINJ0B H JIUII C
OIrpaHUYCHHBIMH BO3MOXHOCTAMHU 3J0POBBA IMMPEAYCMATPUBACTCA HCIIOJIB30BAHUEC TCXHUUYCCKUX
CpCaCTB, HeO6XO,I[I/IMBIX UM B CBA3U C UX MHAUBUAYAJIbHBIMU OCO6CHHOCT${MI/I;

— [pu HCO6XOI[I/IMOCTI/I JUIA 06yqa101111/1xc;[ C OI'paHNMYCHHBIMUA BO3MOKHOCTSIMU 300POBb
U HWHBAJIWIOB IHpoueAypa OLCHUBAHHUA PCE3YJIIbTATOB 06yquI/1$[ o AJUCHHUIIIIMHEC MOXKET
MMPOBOAUTHCA B HECCKOJIBKO 3TAaIlOB.

ITponienypa ornieHMBaHUS Pe3yJbTaTOB OO0y4YeHMs WHBAJIUAOB U JIUI] C OrpPaHUYEHHBIMHU
BO3MOXXHOCTSIMU 3/I0POBbSl 10 JUCHMILIMHE (MOAYJIO) MpEeaycMaTpUBAaeT MPEOCTaBIEHUE
uHpopmanuu B (opMax, aganTUPOBAHHBIX K OrPaHMYEHHMSIM HX 370POBbS U BOCIPHITHS
uH(popMauu:

JUist T ¢ HApyIIEHUSIMH 3PEHHS:

— B [1€4aTHON (hopMe yBEIUYEHHBIM HIPUPTOM,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JIist L ¢ HapyIeHUsIMU CITyXa:

— B mieyaTHoM (opme,

— B (popMe 2IIEKTPOHHOT O TOKYMEHTA.

JLnst an ¢ HapyImeHnssMHM OITOPHO-JBUTaTEIbHOTO almnapara:
— B mieuaTHoi (opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

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

5. IlepeyeHb OCHOBHOII M JOMOJHHUTEJbLHOW y4eOHOH JIMTepaTypbl, HEOOXOAMMOM
AJIS1 OCBOEHMS IV CHUILIHHBI (MOXYJIA).



5.1 OcHoBHasi TUTEpaTYpAa:

1. JlokymeHTanmoHHOe obecrieueHue ympaBieHusi [TekcT]: y4eOHHMK Ui CTYIEHTOB
By30B / [A.C. I'punbepr u np.]. — M.: [[OHUTU-JAHA], 2015. - 391 c. (10 3k3.)

2. Myxun, H. II. KommbloTepHble CHCTEMBI YIpaBICHUSA JOKYMEHTOOOOPOTOM
[Onextponnbrii  pecypc] / HJIL. Myxun. M. : Jlaboparopus Kuurm, 2013.
http://biblioclub.ru/index.php?page=book&id=87235.

5.2 lomotHUTEIBLHASI JIUTEPATYypa:

1. boikoBa T.A. [lokymeHTalMOHHOE OOecCIeYeHHE YIPABICHUS HETOCYAapCTBEHHBIX

opraam3anuii [Tekcr]: yaeOHoe mocobue st ctynenToB By3oB / T.A. beikosa, JI.B. Cankuna. —
M.: UHOPA-M, 2011. — 288 c.

2. Yopaenenue jgokymeHTamu: ydeOHuk / KopueeB, MHWropr KoHCTaHTHHOBUY,
A.B. ITmenko, B.A. Mamypues; W.K. Kopuee, A.B.Ilmenko, B.A.Mamypues. — M.:
NHOPA-M, 2009. — 299 c.

2. JIokyMeHTaIlMOHHOE OOECIeYeHUE YMPABJICHHUS: YYEOHHUK IS CTYJEHTOB BY30B /
A.C. I'punb6epr u ap. — M.: KOHUTU-ITAHA, 2010. - 391 c.

3. JlIokyMeHTaIlMOHHOEe O0ecreueHue YIpaBieHUs] HEroCyJapCTBEHHBIX OpraHU3alui:
yueOHOe mocobue mnsi crymeHTtoB By3oB / T.A. beikoBa, JI.B. Cankuua; T.A. beikoBa,
JI.B. Cankuna. — M.: UHOPA-M, 2011. — 288 c.

4. JlokyMeHTallMOHHOE OOecleueHrne YIpaBiICHUS MPOEKTAMH: y4eOHO-METOIUYECKOE
noco6ue / M.B. Jlapun, M.M. Jlapun; M.B. Jlapun, M.M. Jlapun; Bcepoc. HaydHO-HMCCIE0BAT.
WH-T JOKyMEHTOBEJICHUS U apXUBHOTO jaena. — M.: [BHUMUJIA], 2011. — 187 c.

5. CnuBak B.A. JlokyMeHTHupOBaHUE yIpaBlIeHYeCKOU NEeSITEIbHOCTH.
JemonpousBoacTBo: [yaeoHOe mocobue] / CrmBak, Biagumup Anekcanaposud;. - CII6. [u ap.]:
[TUTEP, 2006. - 235 c.

JI71st OCBOCHMS TUCUUIUTMHBI MHBAJIUIAMU | JIMIIAMH C OTPAHUYEHHBIMUA BO3MOKHOCTSIMHU
3I0pPOBbSI UMEIOTCS M3JAHUS B DJIGKTPOHHOM BHJE B DJIEKTPOHHO-OMOIMOTEUHBIX CHUCTEMax
«Jlanpy, «¥Opaitt» u np.

5.3. Illepuoanyeckne U3IaHNUS:

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

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

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

4. Becruuk apxusucra (BAK), http://www.vestarchive.ru/.

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

6. Cexperapckoe neno, 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 pyoexxom (BAK), http://www.mevriz.ru/.

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

7. Uudopmarmonnoe odmectso (BAK), http://www.infosoc.iis.ru/.

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

6. Ilepeyenr pecypcoB HHG(POPMANMOHHO-TEJEKOMMYHMKANMOHHON  CeTH
«HTEepHEeT», HEOOXOAMMBIX IJISI OCBOCHUS IMCHUIIMHBI (MOAYJIs1).

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



http://www.biblioclub.ru/

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

3. DnekrponHas oudmuoreunas cucrema "HOpant" (http://www.biblio-online.ru).

4. Dnexrponnas oudmuoreuynas cucrema eLIBRARY.RU (http://www.elibrary.ru)/.

5. DnekTpoHHas 6ubimoreka "N3paTenbcKoro IoMa "I'peOGeHHIKOB"
(www.grebennikon.ru).

6. IloMHOTEKCTOBBIE apXUBBI BEAYIIMX 3alaJHBIX HAYYHBIX XXypHajioB Ha Poccuiickoii
mwiatdopme HayuHbix xypHaaoB HOMKOH. (http://archive.neicon.ru).

7. Hayunas snextponHas 6ubianoreka eLIBRERY.RU (http://elibrary.ru/defaultx.asp).

8. Poccwuiickast rocymapcTBeHHas OnOianoTeka. DnekTpoHHass OuOnmoreka: OmOIMOTEKa
muccepraruii (http://diss.rsl.ru).

9. DNeKTPOHHBIN KaTaJjior pOCCHITCKIX JccepTanuit (punmocodust)
(http://www.disserr.com/catalogue/code-09.html)

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

7. Mertoauyeckue yKa3aHHUsl JJsi O0y4YAIOIIMXCS 110 OCBOCHHMIO JUCHHUILINHBI
(Mmonyaist).

[Ipu ocymecTBieHNH y4eOHOH pabOTBl 1O OCBOCHHIO Kypca HCIIONB3YIOTCS
COBpPEMEHHBIE oOpa3oBaTenbHbIC METOJIUKH (MH(pOPMAITMOHHO-KOMMYHUKAIIMOHHBIE
TEXHOJIOTUH, UCCIIEIOBATEILCKUE METOIbI, IIPOOIEMHOE O0yUYEeHHE U JIp. ).

B yuebHOM mpoliecce TPUMEHSIOTCS aKTUBHBIE U MHTEPAKTUBHBIE (DOPMBI MPOBEICHUS
3aHATUN (METO/ MPOEKTOB, METO/I MOMCKA OBICTPBIX pelIeHuM B rpymme u ap.). [lpennonaraercs
MPOBEJICHNE HWHTEPAKTHUBHBIX JIEKIUNA C MYJIbTUMEIUHHOM CUCTEMOH, OOCYX ICHHE CIOKHBIX
po0JIeM U IUCKYCCUOHHBIX BOIIPOCOB.

YcnemHoe ocBoeHHE MaTepuana Kypca IMpearnosiaraet OOJIBIIYI0 CaMOCTOSTENbHYIO
paboTy CTyIEHTOB U PYKOBOACTBO JTOM paboToi co CTOpoHBI mnpemnogaBatens. Ha
camMocTosITeNbHYI0  paboTy  crymeHtoB 1o  aucuuiuimae  b.B.O.3  «YmpaBneHnue
JIOKYMEHTOTIOTOKOM M CITY>KO00¥ JOKYMEHTAIIMOHHOTO 00€CIeueHus KOpIopauun» otBoautcs 44
4. OT 0o0IIel TPYJOEMKOCTH Kypca JUisl CTYJEeHTOB O04HOU (opMmbl oOyueHusi. ComnpoBOXKaACHUE
9TOH paboOTHI MOKET OBITh OPTraHU30BAHO B CIEAYIOMHX (OpMax:

1. koHCcynpTanu (MHAUBUAYAIbHBIE W TPYIIOBBIE), B TOM YHUCJIE C NPUMEHEHHEM
JUCTAaHIIMOHHOM cpeibl 00yUYeHMUS;

2. NPOMEXYTOYHBIM KOHTPOJb XOJa BBIMOJHEHUS 3aJaHUl HAa OCHOBE PA3JIMYHBIX
Croco0O0B B3aUMOJICUCTBUS B OTKPHITON WH(DOPMAIITMOHHOU Ccpefie.

CamocrosTenbHas paboTa CTY/IEHTOB 3aKJIIOYAeTCs B MOJArOTOBKE OTBETOB Ha BOIPOCHI,
JIOKJIaJIOB U HamUCaHUM pedepaTroB B TeUEHHE Bcero cemecTpa. KOHTposb ocymiecTBisercs
nyTéM MPOBEPKH pedepaToB, IPOBEIECHHUS OIPOCOB U 3aCTYIIMBAHUS JTOKIAI0B.

MeTtoauueckne peKoOMEeHIaluHU K caue IK3aMeHa

CryneHTsl 00s3aHbI C/aTh 9K3aMEH B COOTBETCTBUU C YYEOHBIM IUIAHOM. OK3aMEH
aBisgeTcss (OpMOIN KOHTPOJISI YCBOEHHUS CTYJEHTaMU y4yeOHOW MPOrpaMMbl MO JUCHMILIMHE WIN
€€ YaCTH, BBIMIOJIHEHUS IPAKTHUECKUX, KOHTPOJIBHBIX, pedhepaTuBHBIX paboT.

Pesynbrar cpaum SK3amMeHa MO NPOCIYIIAHHOMY KypCY OILIGHMBAIOTCSI Kak HTOT
JEATEIIBHOCTH CTYIEHTAa B CEMECTPE, a MMEHHO — IO IOCEIIAEMOCTH JIEKIUH, pe3ylbTaTraM
paboThl Ha MPAKTUYECKUX 3aHITHUSIX, BBIOJHEHUS CaMOCTOSTEeNbHOM paboThl. Ilpu 3TOM
JIOMyCKaeTcsl Ha O4HOM (opme oOyueHus mpomyck He Oonee 20% 3aHATHH, ¢ 00s3aTeNbHOM
OTpabOTKON MpPOMYIIEHHbIX CceMUHAapoB. CTyIEHThl, Y KOTOPBIX KOJMYECTBO IPOITYCKOB,
MPEBBIIAET  YCTAHOBJICHHYIO  HOPMY, HE  BBHINOJHHUBIIME BCE  BUABI  paboT U
HEYJIOBJIIETBOPUTEIILHO paboTaBIIMEe B TEUYEHHE CEMECTpa, MpOXOAiIT cobeceoBaHuE C
MpenoiaBaresieM, KOTOPbIM ONMpAaIIMBAET CTYACHTA HA MPEAMET BBISIBICHUS 3HAHUSI OCHOBHBIX
MOJIO’KEHUHN JUCHIUTIINHBI.


http://e.lanbook.com/
http://www.biblio-online.ru/
http://www.elibrary.ru)/
http://www.grebennikon.ru/
http://archive.neicon.ru/
http://elibrary.ru/defaultx.asp
http://diss.rsl.ru/
http://www.disserr.com/catalogue/code-09.html
http://elsevierscience.ru/products/

B ocBoeHMM IHCHUIUIMHBI MHBAIUAAMM U JUMLAMH C OTPAaHUYCHHBIMU BO3MOXXHOCTSMHU
30POBBsl OOJIBIIOE 3HAYCHHE MMEET WHIWBHUIyalbHas ydeOHas pabora (KOHCYNIbTAallMU) —
JIOTIOJIHUTEIBHOE pa3bsiCHEHNE Y4eOHOro MaTepuaa.

WupuBuayanbHble  KOHCYNbTAIlMM IO MPEIMETY SBISIOTCS BaXKHBIM  (haKTOPOM,
CHOCOOCTBYIOUIMM MHAMBUIYAIN3allUN OOY4YEHUS U YCTAHOBJIEHUIO BOCIIUTATEIBHOTO KOHTAKTA
MEXIy IMpernojaBaTeieM M OO0yJalomUMCS HHBAJIHIOM WM JIMIOM C OrpaHUYEHHBIMU
BO3MOYKHOCTSIMU 3/10POBBbSI.

8. Ilepeyenb MH(POPMALMOHHBIX TEXHOJIOTHI, HCIOJIb3yeMbIX NMPH OCYIIECTBICHUH
00pa30BaTeJIbLHOIO NMPOIECcca Mo AUCHUIINHE (MOYJIIO).

8.1 llepeyeHb HHPOPMALHOHHBIX TEXHOJIOTHIA.

1. DnexkrponHnas mouyra Mail.ru ¢ odaaunsIM cepBrucoM oOako@mail.ru
2. Wutepuer koH(pepeHII-CBI3b FreeConferencecall.com. bBecruiathas ycnyra
koHdpepentr cs3u (https://www.freeconferencecall.com)

8.2 IlepevyeHnb HEOOXOAMMOI0 MPOrPAMMHOI0 0GecIeYeHH s .
— Microsoft Word 2010 wiu Gonee mo3aHui;

— CpenctBo urenusi PDF-gaiinos Adobe Acrobat wiu anasor.
8.3 IlepeueHb HHPOPMATMOHHBIX CIIPABOYHBIX CHCTEM:

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

9. MarepuanbHo-TexHH4eckass 0a3a, HeoOXxoauMmasi JJsi  OCYLIECTBJICHUS
00pa3oBaTe/ILHOIO NMpoLecca Mo JUCHUIINHE (MOAYJII0)

MaTtepuanbHO-TEXHUIECKOE 00ecTieueHrne JUCTIHTILTHHBI

Ne Bun pabot
(MOmy7Isl) ¥ OCHAIIIEHHOCTh
1. | JlekunoHHble 3aHITUS JlekMOHHAsT aynWUTOpHs, OCHAIICHHAS MPE3EHTAlMOHHON
TEXHUKOH (MTPOEKTOp, SKpaH, HOYTOYK) W COOTBETCTBYIOIINM
nporpaMmHbIM obecnieuerneM (110)
2. | IpakTHyeckue 3aHITUS VYuebHast ayauropusi, 000pyaoBaHHas yueOHOM MeOembIo

3. | I'pynnoBeie (MHAUBUAYaNIbHBIC) | AyauTOpHs, 000pyI0BaHHAS YueOHON MeOebIo
KOHCYJIbTalluu

4. | Texymui KOHTPOJIb, | Ayautopusi, 000pyaoBaHHas yueOHOW MeOembIo
MIPOMEKYTOYHAs aTTeCTalNs

5. | CamocrosTenbHas padora Kabuner i1 caMoCTOSTENBHOM pabOThI, OCHAIICHHBIN
KOMITBIOTEPHOH TEXHHKOW C BO3MOXKHOCTBIO IMOJKIIIOYEHHS K
cetn «lMHTEepHET», TPOrpaMMON SKPAHHOTO YBEIWYEHHS H
00eCTeYeHHBI JAOCTYIIOM B JIIEKTPOHHYIO HH()OPMAIMOHHO-
oOpa3oBatebHyI0 cpeay yHuBepcutera (aya. 403)
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