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1 desn 1 3a1auM U3yYeHU s TUCHMILUIHHBI (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 NPABUIBLHOE MPEACTABICHHE O HAyYHOW METOJOJIOTHH U
Hay4YHBIX TEOPETUYECKHMX OCHOBaX JOKYMEHTAIIMOHHOTO MEHEIKMEHTa, 00ecnedyrBaromnx
pelieHrue MpoOieMbl WHHOBAIIMOHHOTO DPAa3BUTHS CHUCTEM JOKYMEHTAIIMOHHOTO oOecredyeHus
yIpaBieHUs B YCIOBUSIX MH(OPMALIMOHHOTO MHHOBALIMOHHO Pa3BUBAIOIIErocs OOIECTBa;

2) obecrieuuTh B TMpOIECCe TPENOAaBaHus TUCHUIUTHHBI MPHOOpPETEHHE CTYAECHTaMHU
MpoeCCHOHANIBHBIX 3HAHUI METO/I0B, METOJIMK M TIPaBUJI JOKYMEHTAI[MOHHOTO MEHE/HKMEHTA B
CHUCTEME JOKYMEHTAllMOHHOTO OO0ECIeYeHHs YIPaBJICHUS B Pa3IMYHBIX KOMMYHHUKAIIMOHHBIX
cpenax (pu3nyeckoil, oneparmoOHHON, HHPOPMAITMOHHOH, HHTEIUICKTYaIbHOM);

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
OCYILIECTBJIEHUSI HEMPEPHIBHOTO HWHHOBAIMOHHOTO OPraHU3allMOHHOTO Pa3BUTUSL CUCTEM
YIPaBJICHUS] OpraHU3aIlMi Ha OCHOBE COBPEMEHHBIX WH()OPMAIMOHHBIX W WHTEJUICKTYaJbHBIX
TEXHOJIOTHH,

4) 3a cyeT MPUMEHEHUS WHTEPAKTHBHBIX TEXHOJIOTHI YIPaBICHUS CAaMOCTOSTEIbHOMN
paboToii CTYyAEeHTOB, obecrnednTh (HOPMUPOBAHHMS y HHUX YCTOWUYUBBIX HABBIKOB pPabOTHI IO



ocymiecTBleHUI0  3(G(EeKTUBHOTO  JOKYMEHTAllMOHHOTO  MEHEI)KMEHTa B CHCTEME
JIOKYMEHTAI[MOHHOTO 00eCTieueHUsl YIpaBIeHUsI Ha BCEX JIOTUYECKUX YPOBHSX C MPUMEHEHHUEM
COBPEMEHHOT0 MHCTPYMEHTAapPHSL.

1.2 3agaun AUCHUILJIMHEL.

HJ’ISI JOCTHIXKCHUA OCHOBHOM M YaCTHBIX ueneﬁ OCBOCHHA JUCHUILJIMHBI B IIPOLIECCC
HU3YUCHUA JUCHUIIIMHBI pCHIAOTCA CIICAYIOIIHC 06pa30BaTeHBHBI€ 3aJa4u.

OO6pa3oBarenbHbIC 33Ja4l OCBOCHUS TEOPETUUECKOH KOMITOHEHTHI:

1) wu3ydyenue 0a30BBIX  METOJOJOTHYECKMX  MPUHIUIOB JOKYMEHTAIIHOHHOTO
MEHE/DKMEHTA B CUCTEME JOKYMEHTAI[HOHHOTO 00SCIICYCHHUS yIIPaBIICHUS,

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

3) uW3ydYeHHWE M NPUBUTHE YMEHUS TMPABWIBHO BBIOMPATh METOJbI, METOIUKUA H
dbopmupoBaTh TpaBUIa JOKYMEHTAIMOHHOTO MEHE/DKMEHTa B CHCTEME JOKYMEHTAI[HOHHOTO
olecreuenus YIIpaBJICHHUA B 3aBUCUMOCTH OT BO3MOXKHOCTEH AOCTYIIHBIX KOMMYHUKAIITMOHHBIX
cpen;

4) OCBOCHHME TEOPUUM M METOJOJOTHH JOKYMCHTAIIMOHHOTO MEHEIKMEHTa B CHUCTEME
JOKYMEHTAIIMOHHOTO 00ECTICUeHHsI YIIPABJICHUS ¥ IPUBUTHE YMEHUS BEIOMPATh U 00OCHOBHIBATH
METO/IbI, METOJTUKH, ¥ (POPMUPOBATH HA UX OCHOBE NPaBUIIA JIOKYMEHTAIIMOHHOTO MCHEPKMEHTA
B CUCTEMC NJOKYMCHTALITMOHHOI'O olecrieueHus YIIpaBJICHHA B Pa3JIMYHbIX KOMMYHHUKAIIMOHHBIX
cpenax.

OO6pa3zoBaTebHBIC 3a1a4l OCBOCHUS ITO3HABATEIIbHOW KOMITOHEHTHI:

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

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

3) u3ydyeHue MPHUHLMUIOB M MPABUI JOTMKO-CMBICIOBOTO KOHCTPYHUPOBAHHS CTPYKTYpPbI
OpTraHHu3allMOHHOI0 MCHCIKMCHTA B CUCTEMC JOKYMCHTAIWOHHOI'O obecneueHust YIipaBJICHUA,
oOecrieunBaromell  APQPEKTUBHOE  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 MCHC/PKMCHTA B CUCTEMC
JOKYMECHTAIIMOHHOTO ~ OOECIIEUEHUs]  yIpaBIEHHUS Ui 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
IIPOEKTUPOBAHUS CUCTEM YIIPABIICHUS.

CocTtaB 1 copepxaHHe KOMIETEHUUH, GOPMUPYEMBIX B XOJ€ YCBOCHHS JAUCLUUIUINHBI, B
COOTHECEHHM C IUIAHUPYEMBIMU pE3yJbTaTaMH OCBOEHHS OCHOBHOW 00pa3oBaTesIbHON
nmporpamMmbl  mpeactaBieHbl B Tabimmme 1 B coorBerctBUM ¢ PI'OC BIIO wHampaBneHus



noaroroBku 46.04.02 JlokymentoBenenne u apxuBoBeneHne W OOII «OpranuzanmoHHoe
MIPOCKTUPOBAHUE CUCTEM YIIPABICHUS.

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

N . 18 18 18

(moroToBKa COOOIIECHHH, MPe3eHTAIMN)

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

OO0111ast TPYI0EMKOCTh qac | 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 JEeKIIHOHHOI0 TUIIA

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
HanmenoBanue .
No a3nena Coneprkanue JIEKIUi pas3zena TEKYILETro
P 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
YIIpaBJICHUS U YIpaBIeHHs ¥ JOKYMEHTAIIMOHHOTO MEHEDKMEHTa. (2 yaca)
AOKYMCHTAITUOHHOT'O 3 .
MEHEKMEHTA Jlexuus 3. [IparmaTuyeckuil NOAX04 U IparMaTU4ecKre
. KOHIIETIIINH CUCTEMBI IOKyMEHTAI[HOHHOTO 00eCIIeYeHuUs
(TeopeTnueckuii
YIpaBIeHHs U JOKYMEHTAIIMOHHOTO MEHEDKMEHTa. (2 yaca)
MOJ1yJIb)
1 2 3 4
Jlexuus 4. JIoKkyMEHTOBEIUECKUN METOJ] KOHCTPYUPOBAHUSI CTPYKTYPbI
JIOKYMEHTAIIHOHHOTO MCHE)KMEHTA B CHCTEME TOKYMEHTAIIMOHHOTO
TeopeTtuko- obecnieueHns ynpasieHusl. (2 Jac)
MeToolornueckue  |JIexuus 5. YipaBieHIeckuil MeTO KOHCTPYHPOBAHHS CTPYKTYPBI
OCHOBEI CHCTEM JIOKYMEHTAI[HOHHOT'O MEHEPKMEHTa B CCTEME TOKYMEHTAIHOHHOTO
obecreuenus ynpasienus. (2 yac)
AOKYMCHTAITUOHHOT'O
Jlexiust 6. CHCTEMHBIH MTOAXO0I M CHCTEMOJIOTHUYECKUN METOT
obecrnieyeHus
1. KOHCTPYHUPOBaAHHUS CTPYKTYpPbI JOKYMECHTALIMOHHOI'O MCHEIPKMCHTA B Pe(pepaT
YUPABJICHAS 1 CHUCTEME JIOKyMEHTAIlMOHHOTO obecreueHus ynpasieHus. (2 Jac)
OKYMCHTAITMOHHOI'O = =
AOKYM 1 Jlexkus 7. HayuyHblil moaxo1 v AMaIeKTHYECKUA METO]
MCHCIDKMEHTA KOHCTPYHUPOBAHHS CTPYKTYPHI TOKYMEHTAITMOHHOT'O MEHEDKMEHTA B
(TeopeTnueckuit CHCTEME TOKYMEHTAIMOHHOTO 00ECTICYCHUS YIIPABIICHHS.
MOJTYJIb) JlmanexTideckasi CHCTEMOIIOTHS TOKYMEHTAIIMOHHOTO MEHEKMEHTA B
CHUCTEMe TOKYMEHTAIIMOHHOTO 00ECTICUeHHS KOPIIOpaIHU. 3aKIF0UeHHE.
(2 gac)

niIn

2.3.2 3aHATHS CEMUHAPCKOI0 THIIA

B crpykrype y4eOHON AeATeNbHOCTH MO U3YUYEHUIO AUCHUILIUHBI «JlOKYyMEHTalMOHHBIN
MEHEP)KMEHT» Ha MPAaKTHUUECKHUE 3aHATHS (3aHATUS CEMUHApCKOro THIA) OTBOJAUTCS 28 4acos,

YCTBIPHAAUATH

ABYXYACOBBIX MPaAKTUYICCKUX 3aHATHH (CeMI/IHapOB) .

Tematuka

MPAKTUYECKHUX 3aHATUN U UX paclpeesieHne Mo pas3zesaM JUCLUUIUIMHBI IPUBEIEHO B TaOIuIe

5.



Tabmuma 5 TemaTnka ceMHHAPOB U UX PACTIPECIICHHE 110 pa3/ieiaM TUCIUILUINHBI

®opma
HammenoBanmne .
No asena TemaTnka MpakTUYECKUX 3aHATHH (CEMUHAPOB) TEKYIEro
p KOHTPOJIS
1 2 3 4
Teoperuko-
METO/I0JIOTMYECKHU
€ OCHOBBI CHUCTEM
JOKYMEHTAI[MOHHO
ro obecreueHus N
1. 3aHATHI CEMHHAPCKOTO TUIA HE MPETyCMOTPEHO Her
yIpaBICHUs u
JOKYMEHTAI[MOHHO
ro MEHEHKMEHTA
(Teopermueckwii
MOJTYJIb)
[paktryeckoe sagaTue 1. MopaenupoBaHue JIOKYMEHTAITUOHHOTO
MEHEIKMEHTA, napameTphl, CBOMCTBa u XapaKTEPUCTUKU
JIOKyMEHTaIlMOHHOTO MeHeIXKMeHTa (2 Jaca)
MonemH, MeTonbl [paktuyeckoe 3aHsitue 2. [IpakTdeckoe OCBOCHHE METOJOB OIMpPEACICHUs
9 o
" rexHOOr 1y |T@PAMETPOB, CBOKCTB M XapaKTEPUCTHK JOKyMEHTalMOHHOIO MEHEDKMEHTa
OpraHu3aluu (2 vaca)
MOKYMEHTalMOHHO |[[pakTueckoe 3aHsATHE 3. [IpakTHueckoe OCBOEHHE METOIOB OICHKHU
ro MCHEKMEHTA B|3(h(eKTHBHOCTH TOKYMEHTAIIMOHHOTO MEHEDKMEHTA (2 yaca)
2. |cucreme Dcce
[paktryeckoe 3agsTue 4. MoenupoBanue OpraHu3aiu
JIOKYMCHTAI[HOHHO
JIOKYMEHTallMOHHOTO MeHeIX)KMeHTa (2 Jaca)
ro obOecredyeHus
yIpaBIeHus IIpakTrueckoe 3aHATHE 5. Hccnenosanue Mozeaen OpraHusanuu
(TpakTuyeckuii  |AOKYMEHTAIMOHHOTO MEHE/DKMEHTA (2 4aca)
MozyIib 1) [paktryeckoe 3aHsTHE 6. OO0ocHOBaHUE METO/I0B OpraHu3alu
JIOKYMEHTAIlMOHHOTO MeHeI>)KMeHTa (2 Jaca)
[paktuyeckoe  3amsTe /.  Pa3paboTka  TEXHOJOTHH  OpraHH3alUH
JIOKYMEHTAI[MOHHOT'O MEeHeDKMeHTa (2 yaca)
1 2 3 4
IIpakTuueckoe 3aHsTHE 8. MoaenupoBaHue MIPOLIECCOB
OCYIIECTBJICHHS JOKYMEHTAIIMOHHOTO MEHEKMeHTa (2 Jaca)
[Ipaktnaeckoe 3amarume 9. IIpakTudeckoe OCBOEGHHE  METOJOB
ONpEACIICHUs] TapaMeTpoB, CBOMCTB W XapaKTEPUCTUK IPOLECCOB
OCYIIECTBJICHHS JOKYMEHTAIIMOHHOTO MEHEKMeHTa (2 Jaca)
Mopenn, MeTOIbI
" TEXHOOTHH [IpakTuueckoe 3anstue 10. [IpakTudeckoe OCBOCHHE METOJOB OIICHKH
OCYIIECTBICHUS 3(()EeKTUBHOCTH TPOIECCOB OCYIIECTBICHHUS JIOKYMEHTAI[HOHHOTO
JOKyMeHTanHoHHO [MEHEDKMEHTa (2 gaca)
ro MeHePKMEHTA B I 11. O .
3. |cucreme paktuueckoe 3aHsaTue 11. Onpenenenue napameTpoB CBOWCTB U dece

JOKYMEHTAI[HOHHO
ro obecneyeHus
YIpaBICHUS
(ITpakTrueckuii
MOJyJIh 2)

XapaKTepUCTUK  TPOIECCOB
MEHeKMeHTa (2 Jaca)

OCYIHICCTBJICHUSA JTOKYMCHTAlMOHHOI'O

[paktnueckoe  3amsthe 12.  MopnenupoBanue  3ddekTuBHOCTH
MPOLIECCOB OCYIIECTBJICHHUS JIOKYMEHTAIIHOHHOTO MEHEIKMEHTa (2
gaca)

Ipaktuueckoe 3anstue 13. MccnenoBanue Mojeneil ¥ M OICHKA
3¢ (HEKTUBHOCTH MPOILIECCOB OCYIIECTBICHHUS JOKYMEHTAI[HOHHOTO
MeHeKMeHTa (2 yaca)

[Ipaktnueckoe 3asstue 14. Brpibop u 000CHOBaHWME TEXHOJOTHH




‘ JIOKyMEHTAITMOHHOTO MEHEKMEHTa (2 Jaca) ‘

2.3.3 JlabopaTopHbIe 3aHSITHS.

B cTpykType yueOHON AeATeIbHOCTH MO U3YUYEHHUIO0 JUCIUIUIUHBL «J{OKyMEHTAIlMOHHBIH
MEHE/KMEHT» J1a00paTOPHBIX 3aHITHI HE TPETyCMOTPEHO.

2.3.4 IlpumepHasi TeMaTHKA KypPCOBbIX padoT (IPOEKTOB)

B cTpykType yueOHOU AEATeTbHOCTH 1O U3YYEHUIO TUCIUILUIUHBI «J{OKyMEHTAIIMOHHBIH
MEHEI)KMEHT» KYpCOBOM pabOThI HE MPEAYCMOTPEHO.

2.4 llepeyeHb y4eOHO-METOAMYECKOI0 00eCeYeHUs AJIs1 CAMOCTOATEIbHONH padoThl

00y4aroUUXCs M0 JUCHHUILVIHHE (MOTYJII0)

Y4ebHO-MeToInUecKoe oOecreueHre Mo BUAaM CaMOCTOSITEIbHOH paboThl CTYICHTOB
IpeCTaBIeHo B Tabuule 6.

Tadnuua 6 — YueOHO-METOIMUECKOE 00ECIIEYCHUE TUCLIUILIUHBI

HepequL y‘le6H0'MCTO,I[I/I‘IeCKOFO obecnieyeHus JUCHUITIINHBI

Ne Bun CPC I10 BBIIIOJIHEHUIO CaMOCTOSITENIbHOM paboThI
1 2 3
1 |CamocrosTrensHoe Metoauueckie yka3zaHus MO OpraHu3allMd CaMOCTOSITEIBbHOM
U3y4eHHE TEM paboThI CTY/IEHTOB MarucTparypsl U OakanaBpuaTa HallpaBJICHUS

«/lOKyMEHTOBEICHUE U  APXMBOBEIECHUE», YTBEPKICHHbBIC
kadenapoit  oOmIero, CTPaTEruyeckoro, HH(GOPMAIMOHHOTO
MEHEKMEHTa U Ou3Hec-TpoiieccoB nmpoTokosn Ne 2017 r.

Y4eOHO-METOAUYECKUE MaTepHalbl JJIsl CaMOCTOSTENbHONW paboThl OOyYaroIIMXCs W3
YuCiIa MHBAJIUAOB M JIMI C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 3710poBbsi (OB3) npenocrasisitorcst
B (hopMax, aJalTUPOBAHHBIX K OTPAHUYEHUSM UX 37J0POBbs U BOCHPUATHS HH(DOPMAIIH:

JUig U1 ¢ HapyIIEHUSIMU 3pEHUS:

— B I1€4aTHOW (hopMe yBEIUYEHHBIM HIPUPTOM,

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA,

— B (opme ayauodaiina,

— B ieyaTHOM (popme Ha si3bike bpaiins.

JUist U1 ¢ HapyIIEeHUsIMU CITyXa!

— B TIe4aTHOM opme,

— B (hopMe 2IIEKTPOHHOTO JOKYMEHTA.

JIjig au1 ¢ HapyIIeHUsIMA OIIOPHO-JBUTaTEIBLHOTO ammapara:

— B I1e4aTHOM (opme,

— B (popMe dJIEKTPOHHOTO IOKYMEHTA,

— B (popme ayaunodaiina.

JlaHHBIN TepeueHb MOXET ObITh KOHKPETU3UPOBAH B 3aBHUCHUMOCTH OT KOHTHMHIE€HTA
o0yJaromuxcs.

3. O0pa3oBaTe/ibHbIE TEXHOJOTHH.

OOpa3zoBarenbHble TEXHOJOTHUHU, HCIOJIb3YeMble MpPU peaau3alliyd pPa3IM4YHbIX BHJIOB
yueOHOU e TeIbHOCTH:
— JIeKIUH: JICKIHsI-BU3YaIN3aIus ¥ TPOOJIEMHBIE ¢ KOMITBIOTEPHBIMHE TTPE3CHTAIMSIMH;



— CEMHHApBI: BBITIOJHEHUE PACYCTHO-TPAQUUIESCKOTO 3aHaHUs, OMPOC, KOHTPOIhHAS
paborta, TeCT U AMCKYCCHUS;

— TrpynmoBas paboTa: pelieHue 3a7ad Mo pa3padOTKe BapHaHTOB YIPABICHYECKHX
pelIeHU.

B xome oOyueHUs MPUMEHSIIOTCS Clenyromme GopMbl y4eOHOTO Mpolecca: JeKIUU U
MPAKTUYECKHE 3aHATHUS, CAMOCTOsITeNbHAs BHeayAUTOpHas pabora. B kawyectBe MeTona
MPOBEPKU 3HAHUW OYyJET MPAKTUKOBATHLCS YCTHBIN OMPOC CTYAEHTOB, HATUCAHWE KOHTPOJIBHBIX
paboT 1Mo npeIoKEHHBIM TeMaM, TUCbMEHHBIE OTBETHI Ha MPEAJIOKEHHBIE 3a/1a4l U CUTYALIUU.

Jist A ¢ OrpaHUMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI NIPEIYCMOTPEHA OpraHHU3alus
KOHCYJIbTAIMH ¢ UCIIOJIb30BaHUEM 3JIEKTPOHHOM MOYTHI.

Peanu3zanus akTHBHBIX, THHOBAIIMOHHBIX 00pa30BaTEIBHBIX TEXHOJIOTHI, KOTOPHIC
CIOCOOCTBYIOT Pa3BUTHUIO MPO(ECCHOHATBHBIX KOMIIETEHLIUN, 00yYaroNXCcs IPUBEICHBI B
TadJIuLE.

Bua 3anusatus (JI, IIP, JIP), Tema HUcnoab3yemble KoaunuecTBo
No 3aHATHA MHTEPAKTUBHbIE 4acoB
oOpa3oBaTesibHbIE 0®O0 300
TEeXHOJIOIUH
1 JI. TeopeTHKO-METONOIOTHYECKHE Komnerorepubie

OCHOBBI CHCTEM JOKYMCHTALMOHHOTO | [Ipe3eHTallU
o0ecreueHus yIpaBICHUs U IpoGnemuas 4 4
JIOKYMEHTAIIIOHHOTO MEHEKMEHTa KIS
(TeopeTnyeckuii MOITYIIb)

2 IIP. Mopaenu, METOIbI U TEXHOJIOTUH HpoeKTHa;[ pa60Ta
opranu3any JOKYMCHTAIIMOHHOT'O B MaJIbIX rpynnax
MEHE/DKMEHTA B CHCTEME 4 5
JIOKYMEHTAIIMOHHOTO 00ecreueHus
ynpasnenus (I[Ipaktruueckuit
MoayIb 1)

3 ITP. Mognenu, METOABI X TEXHOJIOTUH ITpoekTHas pabora
OCYHICCTBJICHUA NOKYMCHTAIITUOHHOI'O B MaJIbIX prHHaX
MEHE/KMEHTa B CUCTEME 6 2
JIOKYMEHTAI[HOHHOTO 00ecredeHust
ynpasnenus (IIpakTuueckuii Moaynb
2)

Bcezo: | 14 yac. 8 uac.

4. OneHo4YHbIe CPeACTBA JJIsl TEKYIIEro KOHTPOJISl yCIIeBaeMOCTH U MPOMEKYTOYHOM
aTTecTalyu.

4.1 ®oHA OLIEHOYHBIX CPEICTB /IS MPOBEeHHS TEKYIIEero KOHTPOJIS.

KoHTponbHBIMU 3aJaHUSIMU 71 TIPOBEJEHUS TEKYIIEro KOHTPOJsSl (aTTeCTallMH) IO
OCBOCHMIO TUCLMIUIMHEI SIBIIETCS pedepaT 1o npolieMaTHKe JIEKIIMOHHOTO Kypca, BBIIIOJTHEHHE
3a/IaHUI U MIOJrOTOBKA OTBETOB HA BOIIPOCHI IS 3a4€Ta.

ITpumepHas Tematuka peeparos:

1. CoBpemeHHbIE MOJIXOJbl W KOHUENIMH CHUCTEM JOKYMEHTAIIMOHHOIO OOecreueHus
YIIPABJICHUS U JOKYMEHTALIMOHHOI'O MEHEHKMEHTA.

2. CTpykTypa CHCTEMBl  JOKYMEHTAllMOHHOTO  OOECleYeHus  YIpaBlIeHHs, €€
TpaHcQopMallsl B COBPEMEHHBIX YCIOBUSAX U MOSBICHUE TOKYMEHTAlHOHHOT'O MEHEI)KMEHTA.

3. CyIIHOCTh Hay4yHOTO MOJX0/a U HAYYHOU KOHLEMIUH CUCTEMbI JOKYMEHTALMOHHOTO
oOecrnieyeHus ynpapieHUs U TOKYMEHTallHOHHOTO MEHEI)KMEHTA.



4. XapakTepuCcTHKa HAYIHOTO METO/Ia TIOCTPOCHHUS JOKYMEHTAITMOHHOTO MEHEKMEHTA B
CUCTEME JOKYMEHTAI[MOHHOTO 00ECTICUCHUs YIIPABICHUSI.

5. CymHOCTh ~ NparMaTMyeckoro  MoaxoJa ¥ NparMaTH4ecKOd  KOHIICTIIUH
JOKYMEHTAI[MOHHOTO MEHE/PKMEHTA B CHCTEMBI IOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YITPABIICHUS.

6. XapakTepucTuKa NpParMaTU4ecKOro METOAa TOCTPOCHHS JIOKYMEHTAIIHOHHOTO
MEHE/PKMEHTA B CHCTEME JOKYMEHTAI[MOHHOTO O0ECTICUEHUS yIIPaBICHHUS.

7. CymHocTh u XapaKTePUCTHKA JIOKYMEHTOBETYECKOTO 10IX0/1a u
JOKYMEHTOBEIUECKON  KOHIENIMM  JOKYMEHTAI[MOHHOTO  MEHEPKMEHTa B  CHCTEME
JIOKYMEHTAITMOHHOTO 00ECTICUCHHS YIIPaBICHUSI.

8. XapakTepucTuka JOKYMEHTOBEIUECKOTO METOJa MOCTPOCHHUS JTOKYMEHTAIMOHHOTO
MEHE/DKMEHTA B CUCTEME JIOKYMEHTAIIHOHHOTO 00SCIICYCHUS YITPABICHHS.

9. CymHOCTh ¥ XapaKTePUCTHKA KHOEPHETHUYECKOTO (YMPaBJICHYECKOT0) MOAXOoAa |
KHOCPHETHYECKOW  KOHIEMIMK  JIOKYMEHTAIMOHHOTO  MEHEUKMEHTa B CHCTEME
JIOKYMEHTAIMOHHOTO 00eCTIeYeHUS YIIPABIICHUSI.

10. XapakTepucTika KHOEpHETUUYECKOTo (YIpPaBJICHUYECKOT0) METOJa IOCTPOSHUS
JIOKYMEHTAI[MOHHOTO MEHE/PKMEHTA B CHCTEME JOKYMEHTAI[MOHHOTO O0SCTICUEHUS YIIPABIICHHS.

12. CymHOCT, ~ CHUCTEMHOTO0  TOAXOJAa W CUCTEMOJIOTHYECKOH  KOHIICTIIHH
JIOKYMEHTAI[MOHHOTO MEHE/PKMEHTA B CHCTEME JJOKYMEHTAI[HOHHOTO O0SCIICUCHUS YIIPABIICHHS.

13. XapakTepucTika CHCTEMOJOTHYECKOTO0 METOJa IOCTPOCHHUS JTOKYMEHTAIIMOHHOTO
MEHE/DKMEHTA B CHCTEME JOKYMEHTAIIMOHHOTO O0CCIICUSHUS YIIPaBICHHMS.

14. CymHoCcTh  AMAJIEKTHKO-CHCTEMOJIOTHUECKOW  KOHIICTIIIUU  JIOKYMEHTAIIHOHHOTO
MEHE/DKMEHTA B CHCTEME JOKYMEHTAIIHOHHOTO O0CCIICUeHUS YIIPaBICHHUS.

15. Xapakrepucruka JATIEKTUKO-CUCTEMOJIOTUIECKOTO MeTo/1a MIOCTPOCHHSI
JIOKYMEHTAI[MOHHOTO MEHE/DKMEHTA B CHCTEME JJOKYMEHTAI[HOHHOTO 00SCTICUCHUSI.

16. Ctpyktypa u KiaccuuKaimus JOKYMEHTAIIMOHHOTO MEHEIKMEHTA B CHCTEME
JIOKYMEHTAITMOHHOTO 00ECTICUCHUS YIIPABICHUS.

17. Cnyx0a JTOKyMEHTAIIHOHHOTO OOCCIICYCHUSI YNPABICHHUS W JIOKYMEHTAIIMOHHBIH
MEHE/PKMEHT.

18. Opranuzanus JOKYMEHTAlIMOHHOTO MEHEPKMEHTa B CHUCTEME JOKYMEHTAIMOHHOTO
obecrieueHHs yIpaBIeHUST KOPIIOPAIUY Ha PAa3IMIHBIX YPOBHSX YIIPABJICHUS.

4.2 ®oHJ OLIEHOYHBIX CPEJACTB VIS IPOBEACHUS MPOMEKYTOYHOM ATTeCTAIUM.

IIpumepHBIii IepedeHb BONPOCOB K 3K3aMEHY 10 BCEMY KYpCy.

1. XapakTepucrtuka CYLIECTBYIOIINX MOJIXOJI0B " KOHLICTILIANA CUCTEM
JIOKYMEHTAIlMOHHOT0 00ecrieueHrsl KOPIopaly U JOKYMEHTA[HOHHOTO MEHEKMEHTA.

2. yHaMeHTaNbHBII HayyHBIH TOJAXOA W HaydHas KOHLENIMS JOKYMEHTAIllHOHHOTO
MEHE/KMEHTa B CUCTEME JOKYMEHTAIIMOHHOT'O 00eCTIeYeHNUs YITPABICHHUS.

3. ®eHOMEHOIOTHIeCKU I MOAXO0M u (heHOMEHOIOrHYeCcKHe KOHIICTIIIHS
JIOKYMEHTAIlMOHHOT'O MEHEP)KMEHTa B CUCTEME JIOKYMEHTAIIMOHHOTO 00eCIeueHus yIIpaBIeHHUS.

4. Meradu3znyeckuii moaxoA M MeTadu3MuecKue KOHUENIMHU JOKYMEHTAI[HOHHOTO
MEHEI)KMEHTa B CUCTEME JOKYMEHTAIIMIOHHOTO 00eCTIeueHHs YIIPaBICHHUS.

5. JlnanexkTuyecku MOAXOJ M JAUAJEKTUYECKHE KOHIENIHUU JIOKYMEHTAlHOHHOIO
MEHE/KMEHTa B CUCTEME JIOKYMEHTAIIMOHHOTO 00ecIIeYeHus YIPaBICHHUS.

6. [IparMaTiueckuif MOAXOJA M MparMaTM4ecKue KOHLENIMHU JOKYMEHTAI[HOHHOIO
MEHEI)KMEHTa B CUCTEME JOKYMEHTAIIHOHHOTO 00ecTIeueH s YIIpaBIeHHUs.

7. IlpoGiema mocTpoeHus: TCOPHUHU M METOI0JIOTUU TOKYMEHTAIMOHHOTO MEHEPKMEHTA B
cUCcTeMe JIOKyMEHTAIIMOHHOTO 00eCreueH sl YIpaBICHNUS.

8. JlokyMeHTOBEUYECKUH METOJ KOHCTPYHPOBAHHS CTPYKTYPHI JOKYMEHTAIIHOHHOTO
MEHEI)KMEHTA B CUCTEME JOKYMEHTAIIHOHHOTO 00eCTIeueHus yIpaBiIeHHUs.

9. VnpaBneHueckuif  MeTOJl  KOHCTPYHUPOBAHHMS  CTPYKTYPbl  JIOKyMEHTAIlMOHHOTO
MEHEI)KMEHTa B CUCTEME JOKYMEHTAIIHIOHHOTO 00eCTIeueH s YIPaBICHHUS.



10. CucteMHBIN TIONXOJ U CUCTEMOJOTHYECKHI METOJ KOHCTPYHPOBAHUS CTPYKTYPHI
JOKYMEHTAIlMOHHOT'O MEHEI)KMEHTa B CUCTEME JIOKYMEHTAIIHIOHHOTO 00eCIeueHus yIpaBIeHUS.

11. Hayunblii mOAXOA © JHUAJCKTUYECKHH METOJT KOHCTPYMPOBAHUS CTPYKTYPBI
JIOKYMEHTAI[MOHHOTO MEHE/PKMEHTA B CHCTEME JOKYMEHTAI[MOHHOTO O0SCTICUeHUS yIIPABICHHUS.

12. lnanekTrueckass CHCTEMOJIOTHUS JOKYMEHTAIIMOHHOTO MEHEIKMEHTa B CHUCTEME
JIOKYMEHTAIlMOHHOTO 00eCIeYeH s yIpaBICHUS.

13. CtpykTypa u KiaccUpUKalUs TOKYMEHTAlMOHHOTO MEHEPKMEHTa B CHCTEME
JIOKYMEHTAIMOHHOTO 00eCTICUeHUS YIIPABICHUSI.

14. Cnyx0a JOKYMEHTAIIMOHHOTO OOECIeueHusl yNpaBieHUs U JTOKYMEHTAlMOHHBIN
MEHE>KMEHT.

15. Opranuzanusi TOKyMEHTAlHUOHHOTO MEHEI)KMEHTa B CHUCTEME JIOKYMEHTaIlMOHHOI'O
oOecrnieueHus ypaBiIeHUS IPEIIPUITUS Ha PA3IUYHBIX YPOBHAX YIIPABICHHUS.

16. MonenupoBanue JIOKYMEHTAI[MOHHOT'O MEHEI)KMEHTA B cucTeme
JIOKYMEHTAITMOHHOTO 00eCTICUeHUs YIIPABICHUS.

17. IlapameTpbl CBOWCTBA M XapPAaKTEPUCTUKU JIOKYMEHTALIMOHHOTO MEHEIKMEHTAa B
CUCTEME JOKYMEHTAIMOHHOTO 00eCIIeUeHHUs YIIPaBICHUS.

18. KagectBo u 3¢ (eKTUBHOCTh JOKYMEHTAIMOHHOTO MEHEKMEHTa B CHCTEME
JIOKYMEHTAIIMOHHOTO 00eCIIeYEHUs YIPABIICHHUS.

19. Meronuyeckue OCHOBBI OIpENEICHHs] MapaMeTpOB, CBOMCTB U XapaKTEPUCTUK
JOKYMEHTAIMOHHOTO MEHEXKMEHTa B CUCTEME JIOKYMEHTAIIMOHHOTO O0eCIeYeHHs YIpaBIeHUs
TIPEITPHUSTHSL.

20. KauectBo u 3¢ (}eKTUBHOCT, JOKYMEHTAllMOHHOTO MEHEI)KMEHTa B CHUCTEME
JIOKYMEHTAIMOHHOTO 00eCrieueHns yIpaBIeHUsI.

21. Moaenmu JOKYMEHTAI[MOHHOTO MCHEDKMEHTa B CHCTEME JOKYMEHTAI[MOHHOTO
obecrieueHust yrpaBieHuUs MPEATPUITHS.

22. Meroabl JIOKYMEHTAlIUOHHOTO MEHE)KMEHTa B CHCTEME JOKYMEHTAI[MOHHOTO
obecrieueHust yrpaBiaeHus MPEANPUITHEM.

23. CoBpeMEHHBIC TEXHOJIOTHH JOKYMEHTAI[AOHHOTO MEHEDKMEHTa B CHCTEME
JIOKYMEHTAIMOHHOTO 00eCIeueH s yIpaBICHUS.

24. Mogenu JOKYMEHTAI[MOHHOTO MEHEKMEHTa B CHCTEME JOKYMEHTAI[MOHHOTO
obecrieueHust yrpaBieHuUs MPEAIPUITHS.

25. TlapameTpbl, CBOMCTBA M XapaKTEPUCTUKH JTOKYMEHTAllMOHHOTO MEHEIKMEHTa B
CUCTEME JOKYMEHTAI[MOHHOTO 00eCIIeUeHHUs YIPaBICHUS TPEIIPUITHS.

DK3aMeH 10 AUCHUILINHE ABIseTcs (POPpMON UTOrOBOTO KOHTPOJIS 1O KypCy.
Conepxanne JKk3aMeHa

Bpewms noarorosku — 30 MUHYT

1. IToaroroBka oTBeTa Ha 1-if BOmpoc 1o o6uum npoodiemam.

2. HO,[[FOTOBK& OTBETa Ha 2-H BOIIPOC IO CIICUAJIbHBIM HpO6HCMaM KJIaCCUYECKOH H
COBpeMeHHOI\/'I JIOTUKH U MCTOOOJIOTUH HAYUYHOT'O ITO3HAHUA.

3. YcrHas Gecena mo npobiemMaM BOIIPOCOB.
Kpurepnn onenku.
1. ITonuManme TeKCTa MO CBOEMY HAYYHOMY HAIPaBICHUIO

«OTIHUYIHO» (33.‘-ITCHO) - aHajJiu3 BOIIPOCOB IIPOBCACH YCICIIHO H CHUCTECMATUYCCKH,
OCHOBHas I/IH(i)OpMaHI/ISI B OTBCTC MPCACTABJICHA TOYHO M aACKBATHO, aBTOP BBIPAXKACT CBOC
OTHOIICHUEC K COACPIKAHULO,

«XOpOII0» (3aUTE€HO) - aHaJIW3 BOIMPOCOB MPOBEAECH B IIEJIOM YCIEIIHO, HO HMEITCA
OTJIebHBIE OLIMOKHU, OCHOBHASI UH(OpPMAIIHSI B OTBETE MOAMEHSETCS BTOPOCTENICHHOM;

«YHAOBJICTBOPUTCIIBHO» (3aqTeHo) - aHaJIn3 BOIIPOCOB IMMPOBECACH B LCJIOM YCIICIIHO, HO HC
CHCTCMAaTUYCCKU, HH(i)OpMaIII/IH mpeaAcTaBjI€Ha HE JOCTATOYHO a/ICKBATHO.



«HEYIOBJIETBOPUTEIHLHO» (HE 3aUTEHO) - aHAJU3 BOIIPOCOB MPOBEJICH MMOBEPXHOCTHO, 03
JOJDKHOT'O MOHUMAaHU U3JjiaraCMoro Mmarcpuajia U BJIaACHUA NpCAMETOM U MCTOIIOJIOFHCFI Kypca.

OueHouHble CpencTBa Uil MHBAIUAOB M JIMI[ C OTPAHUYEHHBIMU BO3MO>KHOCTSIMH
3JI0POBbSI BEIOMPAIOTCS C YIETOM X WHIUBUAYATBHBIX ICUX0(DHU3MIECKHX OCOOCHHOCTEH.

— IIpH HCO6XO,Z[I/IMOCTI/I HHBaJIWJaM M JiMOaM C OrpaHUYC€HHBIMHM BO3MOXHOCTAMU
3A0POBbA MPEAOCTABIACTCA JOIIOJIHUTCIBHOC BPEMA IJIA TOATOTOBKU OTBCTA HA 9K3aMCHC,

— MU TPOBEJICHUH TPOLEAYPHI OIICHUBAHUS PE3yJIbTaTOB 00yUSHHsSI MHBAIUIOB H JIUIL C
OTPaHUYECHHBIMU BO3MOXKHOCTSAMU 3[0POBbsS IPELYyCMATPUBACTCS UCIIOIb30BAHUE TEXHUYECKHUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAWBHUIYATbHBIMA OCOOCHHOCTSIMH,

— IIpH HCO6XO,Z[I/IMOCTI/I JIIA 06y‘IaIOH_II/IXC$I C OIr'paHUYCHHBIMU BO3MOXXHOCTSAMU 310POBbA
U HWHBAJIWIOB IIpouecAypa OLCHUBAHUA PC3YJILTATOB OGy‘-IGHI/ISI 0 JUCHUIIIMHE MOXCT
IMPOBOAUTHECA B HECKOJIBKO 3TaIlOB.

[Ipouienypa oleHUBaHUsI Pe3yIbTATOB OOYYCHUS WHBAIUIOB W JIHMI] C OTPAaHUYCHHBIMH
BO3MOXKHOCTSIMH  3JIOPOBbSI 10 JTUCHUIUIMHE (MOJIYJIO) MpeIycMaTpUBaeT IPEIOCTABICHUE
uHpopManuu B QopMmax, aJaNTHPOBAHHBIX K OrPAHUYCHHSIM WX 3J0POBbS M BOCIIPHUSATHUS
uHpopMmanuu:

JI7ist LT ¢ HAPYIICHUSAME 3PCHUS:

— B I1€YaTHOW (hopMe YBEIMYCHHBIM HIPU(TOM,

— B (hopMe IEKTPOHHOTO TOKYMEHTA.

JIoist LT ¢ HApYHICHUSAMHE CITyXa:

— B mieyaTHoOU hopme,

— B (hopMe IEKTPOHHOTO TOKYMEHTA.

JI7ist ML ¢ HApYIIEHUSIME OTTOPHO-IBUTATEIBLHOTO alllapara:
— B mieyaTHoOU hopme,

— B (hopMe IEKTPOHHOTO TOKYMEHTA.

JlaHHBIN TepeueHb MOXET OBITh KOHKPETU3MPOBAH B 3aBUCUMOCTH OT KOHTHHTEHTa
CTYJICHTOB.

S. IlepeyeHb OCHOBHOH M JONMOJHHUTEJILHOW y4eOHOH JHTEpPaTypbl, HEOOXOAUMOI
JJISL OCBOEHMSI AMCUUIJIMHBI (MOIYJIst).

5.1 OcHoBHas JiuTEpaTypa:

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

2. Kopuee UK. Ynpasnenue nokymenramu [Tekct] : yuebnuk / U. K. Kopnees, A. B.
[Tmenko, B. A. Mamypues. - M. : THOPA-M, 2009. - 299 c.

5.2 lonoiHUTeILHASI JIUTEpPAaTypa:

1. I'ynun, B.H. Undopmanmonnsiii menemxmenT [Tekcr] : yuebnsiit komiuiekc / B. H.
I'ynuH. - Munck : CoBpemennas mkona, 2009. - 317 c.;

2. JIOKyMEHTAIIMOHHOE O0ECIIeUeHUE YIPaBJICHUS: YYeOHUK JUIS CTYJACHTOB BY30B /
A.C. I'punbepr u np. — M.: OHUTU-JIAHA, 2010. - 391 c.



3. JIoKyMeHTallIOHHOEe O0ecreueHue yIpaBieHHUs HErocyJapCTBEHHBIX OpraHU3alui:
yueOHOe mocobue nns cryneHTtoB By3oB / T.A. beikoBa, JI.B. Cankuna; T.A. beikoBa,
JI.B. Cankuna. — M.: UIHOPA-M, 2011. — 288 c.

4. JIoKyMEHTAIlMOHHOE OOECIEUYCHUEe YIPABICHUS MPOCKTaMU: Y4eOHO-METOIUYECKOE
nocobue / M.B. Jlapun, M.M. Jlapun; M.B. Jlapun, M.M. Jlapun; Bcepoc. HayuHO-HCCIeA0BAT.
WH-T JOKyMEHTOBEJICHUS U apXuBHOTO aena. — M.: [BHUMUJIA], 2011. — 187 c.

5. CniuBak B.A. JlokyMEeHTHUpOBaHUE YIIpaBJICHUYECKON JIeATEeIIbHOCTH.
HenonpousBoacteo: [yaeOHoe mocobue] / CnmBak, Biagumup Anekcanaposuy;. - CII6. [u ap.]:
[TUTEP, 2006. - 235 c.

Jljiss OCBOCHHMS AUCIMUILTAHBI HHBAIMIAMHE U JIUIIAMHA C OTPAHUYECHHBIMUA BO3MOXHOCTSMU
3I0pPOBbSl MUMEIOTCS M3JAHUS B DJIGKTPOHHOM BHJE B 3JIEKTPOHHO-OMOIMOTEYHBIX CHUCTEMax
«Jlanpy, «Opaitt» u 1p.

5.3. llepuoauveckue U31aHusA:

1. OtevecTBEHHBIC apXUBBI (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. Uadopmanmnonnoe npaso (BAK), http://www.infolaw.ru/.

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

5. Jlenompou3BoacTBo, http://www.top-personal.ru/officeworks.html.

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

7. Jenompou3BOACTBO U TOKyMeHTooOopoT Ha mpennpustuu (BAK), http://www.delo-
press.ru/journals.php?page=documents.

3.Poccwuiickuii xxypnan menemxmenTa (BAK), http://gsom.spbu.ru/gsom/publishing/rjm/.

4. ITpobnems! Teopuu u npaktuku yrnpasinenus (BAK), http://www.uptp.ru/.

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

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

7. NUadopmanmonnoe obmiectso (BAK), http://www.infosoc.iis.ru/.

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

6. Ilepeyenr pecypcoB HHG(POPMANMOHHO-TEJEKOMMYHMKANMOHHON  CeTH
«HTepHET», HEOOXOAMMBIX /IJISl OCBOEHUS TUCHHMILINHBI (MOTYJIs1).

1. OnexTpoHHass OubnmoreyHas cucrema "YHuBepcurerckas Oubianoreka ONLINE"
(www.biblioclub.ru).

2. DnekTpoHHas OubIMoTeuHas cucteMa u3natenabcersa "Jlaunp". (http://e.lanbook.com/).

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

4. Konnmekist  KypHalaoB wu3aaTeiabctBa Elsevier wa moprame Science Direct
(http://www.sciencedirect.com/).

5. DneKTpoHHas 6ubnmoreka "N3narensckoro oMa "I"'peOeHHIKOB"
(www.grebennikon.ru).

6. [TomHOTEKCTOBBIE apXUBBI BEAYIIMX 3alaJHBIX HAYYHBIX JKypHaJIOB Ha Poccuiickoi
mwiatdopme HayuHbIX xkypHamoB HOMKOH. (http://archive.neicon.ru).

7. Hayunas snexktponnas 6ubnuorexa eLIBRERY.RU (http://elibrary.ru/defaultx.asp).

8. Poccwmiickast rocymapcTBeHHast OMOIMOTEeKa. DIeKTpoHHass OmOimoreka: OMOIMOTEeKa
nuccepraruii (http://diss.rsl.ru).

9. DNEeKTPOHHBIN KaTaJjor POCCHICKHX JauccepTanun (puocodust)
(http://www.disserr.com/catalogue/code-09.html)

10. Elsevier B.V. DOmnekrponnbie 06a3sl  (Scopus, Science Direct u ap.)
(http://elsevierscience.ru/products/).

7. Meroauueckue yKa3aHusi IJIs O0y4YaWIIMXCH IO OCBOCHHI0 JAHCUMILIMHBI
(Mmonxyais).
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I[Ipu ocymecTtBieHnn y4deOHOW pPabOTBI TI0O OCBOCHHIO Kypca HCIOJIB3YIOTCS
COBPEMEHHBIE o0pazoBaTenbHbIC METOIUKH (nH(pOpPMAITIOHHO-KOMMYHHKAIIHOHHBIE
TEXHOJIOTUH, UCCIIE0BATEIBCKUE METO/IbI, TPOOIEMHOE O0yUSHHE U JIp.).

B y4eOHOM mporiecce IPUMEHSIOTCS aKTUBHBIC W MHTEPAKTUBHBIE (POPMBI IIPOBEICHUS
3aHATHM (METOJ MPOEKTOB, METOJ ITOMCKA OBICTPBIX pelleHui B rpymnne u ap.). [Ipeanonaraercs
NPOBEICHUE WHTEPAKTUBHBIX JIEKIUHA C MYJIbTUMEIUHHON CHUCTEMOM, OOCYXKIEHHUE CI0KHBIX
po0JIeM U IUCKYCCHOHHBIX BOIIPOCOB.

YcneuiHoe OCBOGHHME MaTepHuala Kypca MpearnoiaraeT OOJIBIIYI0 CaMOCTOSATENbHYIO
paboTy CTYIEHTOB U PYKOBOJCTBO 3TOM paboTOi co cTopoHbl npenojasareis. ConpoBoXkaeHUE
3TOH pabOTHI MOXKET OBITh OPraHU30BAHO B CIEAYIOMIHNX (OopMax:

1. xoHcynpTauMM (MHOMBHIYaJbHbIE W TPYNIOBBIE), B TOM 4YHCIE C IPUMEHEHHEM
JMCTaHIIMOHHOHN Cpe/ibl 00ydeHus;

2. IpOMEXYTOUHBIM KOHTPOJIb XOJa BBIIOJHEHMS 3aJaHUM Ha OCHOBE DPA3JIMYHBIX
Croco00B B3aMMO/ICHCTBHS B OTKPHITON HHPOPMAIIMOHHOU cpejie.

CamocrodrenbHas paboTa CTYIE€HTOB 3aKJIIOYAeTCs B MOJArOTOBKE OTBETOB Ha BOIPOCHI,
JIOKJIQJIOB M HamucaHuu pedeparoB B TeueHue Bcero cemectpa. KoHTponbs ocymiecTBisieTcs
nyTéM MPOBEPKU pedepaToB, IPOBEIECHHUS OIPOCOB U 3aCIYIIMBAHUS JTOKIAI0B.

MeTtoauueckue peKoOMEHIalKHU K caue IK3aMeHa

CryneHtsl 00s3aHbl C/aTh 5K3aMEH B COOTBETCTBUU C YYEOHBIM IUIAHOM. OK3aMEH
sBIsieTC (POPMOM KOHTPOJISI YCBOCHHUS CTYJICHTaMHU y4eOHOW MPOrpamMMbl 1O AUCIUTUINHE WITH
€€ YacTH, BBIIIOJHEHUS IPAaKTUYECKUX, KOHTPOJIbHBIX, peepaTuBHBIX padoT.

Pesynbrar cpaunm SKk3amMeHa 1O NPOCIYIIAHHOMY KypCY OLIGHMBAIOTCSI Kak HTOT
JESATEIIBHOCTH CTYIEHTa B CEMECTPE, a MMEHHO — IO IOCEIIAEMOCTH JIEKLIUH, pe3ysbTaTaM
paboThl Ha MPAKTUYECKUX 3aHATHUSX, BBINOJIHEHUS CaMOCTOSTENbHOM paboTel. Ilpu 3TOM
JIOIyCKaeTcsl Ha O4HOHM (opme oOydeHus npomyck He Oosiee 20% 3aHATHH, ¢ 00s3aTeNbHOI
OTpabOTKOM MpPOIMYILEHHbIX CEeMHUHAapOB. CTYIEHThl, Y KOTOPbIX KOJMYECTBO MPOIYCKOB,
IPEBBbIIIAET  YCTAaHOBJICHHYIO  HOpPMY, HE  BBIIOJHMBIIME BCE BHIbl  paboT U
HEYJIOBJIIETBOPUTEILHO pabOTaBIIME B TEUYEHHE CEMECTpa, IPOXOAAT coOeceOoBaHUE C
IpernoaaBaresieM, KOTOPbIi ONPAIIMBAET CTYAECHTA Ha NPEAMET BBISBICHUS 3HAHUS OCHOBHBIX
MOJIO’KEHUHN JUCLUIIINHBI.

B ocBoeHuM IHCHUIUIMHBI MHBAIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMHU
30POBbsl OOJIBIIIOE 3HAYCHHE MMEST WHIWBHUIyalbHas ydeOHass pabora (KOHCYJIbTAlMU) —
JIOTIOJTHUTEIbHOE pa3bsiCHEHNE Y4eOHOro Marepuaa.

NunuBuayanbHble KOHCYJIbTAIMM 10 TPEAMETY SBISAIOTCS BAXKHBIM  (PaKTOpPOM,
CHOCOOCTBYIOUIMM MHAWBUIYAIN3aLUN O0YYE€HUS U YCTAHOBJIEHUIO BOCIUTATEIBHOTO KOHTAKTa
MEXJIy IpernoaaBaTesieM W O00yJarollMMCS WHBAJIWJIOM WM JHUIOM C OrpPaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBSI.

8. Ilepeyenb MHPOPMALMOHHBIX TEXHOJOTHI, UCMOJIb3YyeMbIX MPH OCYIIECTBJICHUH
o0pa3oBaTeILHOIO NMpouecca No AUCHUILINHE (MOIYJIIO).

8.1 llepevyenb HHPOPMALHOHHBIX TEXHOJIOTHIA.

1. DnexkrponHast moura mail.ru ¢ obmauHbIM cepBrcoM obsako@mail.ru
2. Wutepuer koH(pepeHII-CBA3b FreeConferencecall.com. Becruiathas yciyra
koHpepent cszu (https://www.freeconferencecall.com)

8.2 llepeyeHb HEOOXOAMMOT0 MPOrPAMMHOI0 00ecedeHHusl.
— Microsoft Word 2010 wiu Gosee mo3auui;

— CpenctBo urenust PDF-¢aiinos Adobe Acrobat wiu anasor.
8.3 llepevyeHb HH(POPMALHOHHBIX CIIPABOYHBIX CHCTEM:

CnpaBouno-npaBoBas cuctema «KoncynbranT [nrocy (http://www.consultant.ru).
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9. MarepuajJbHO-TeXHHYeCKass 0a3a, HeoOXoauMasi JJsl  OCYIIEeCTBJICHHS
o0pa3oBaTeILHOIO NMpoLecca Mo JUCHUIINHE (MOAYJII0)

MartepualbHO-TEXHUYIECKOE 00eCTIeUeHNE JUCITATITHHEI

Ne Bug pabdot
(MOIyInsT) M OCHAIIEHHOCTD
1. | JlekunoHHsle 3aHIATHSA JlekMOHHasi ayaWTOPHs, OCHAIICHHAs IMPE3EHTAallMOHHON
TEXHUKOH (IIPOEKTOP, PKPaH, HOYTOYK) U COOTBETCTBYIOIIUM
nporpaMMHBIM obecrieueaueM (110)
2. | IpakTHyeckue 3aHITUS Y4eOHnas ayauropus, o60pyaoBaHHas yueOHOI MeOenbio
3. | I'pynnoBeie (uHOUBUAYaNbHBIC) | AyauTopHs, 000pyI0BaHHAS y4eOHOM MeOeNbIo
KOHCYJIbTAalluU
4, | Tekymmii KOHTpPOJb, | Ayautopus, o0opyaoBaHHas y4eOHOH MeOenbio
MPOMEKYTOUHAS ATTECTALUS
5. | CamocTtosiTenpHas paboTta Kabuner 1y caMoOCTOSTENbHOM pabOThHl, OCHALICHHBIN

KOMITBIOTEPHOM TEXHHUKOH € BO3MOXHOCTBIO MOAKIIOUEHUS K
cetn «/HTepHET», NPOrpaMMON HKPAHHOTO YBEJIHMYEHUSA U
00eCTeYeHHBI AOCTYIIOM B JIIEKTPOHHYIO HH()OPMAIMOHHO-
oOpa3oBatenbHyI0 cpeny yHuBepcutera (aya. 403)




