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1. IEJIM U 3AJTAYUN U3YUYEHUSA JUCIIUITJIMHBI

1.1. Iles1b OCBOEHMS TUCHUNIMHBI:

MpHOOpEeTEeHNE CTYACHTaMU TEOPETUUECKUX 3HAHUN B 001aCTH JOKYMEHTAIMOHHOTO 00ecrieueHus
YHpaBJCHUA, O3HAKOMIICHUC C BUAaMU JOKYMCHTOB, UCIIOJIb3YCMBIMU B ACATCIIbHOCTU opraHmauHﬁ " OpraHoB
BJIACTH, MOJIyUYEHHUE MPAKTUYECKUX HABBIKOB MO CO3JaHHUI0 U 00pabOTKE STUX JOKYMEHTOB.

1.2. 3apauy AMCHUIINHDI:

— 03HAaKOMHTbH CTYJICHTOB C OCHOBaMH JIENIONPOU3BOJCTBA U JIOKyMEHTO000pOTa, ¢ OCOOCHHOCTAMH 3a-
IIUTHI CIIy’K€OHOM M KOHpUAEHIMaTbHOU HH(OpMAIK, 00eCIIeYeHUsI OTKPBITOTO JOCTYIa IpaxJaH K HHPOp-
Maluy B COOTBETCTBHUHU C IOJIOKEHUSMHU 3aKOHO/1aTENbCTBA;

— chopMupoBaTh YMEHHE BECTH JAEJIONPOU3BOACTBO U JOKYMEHTOOOOPOT B OpraHax rocyJapCTBEHHOMH
Biactu Poccuiickoit denepannu, opraHax rocyqapcTBeHHOH Biactu cyobekToB Poccuiickoit denepaunu, op-
raHax MECTHOI'O CaMOYIIPaBJIEHMsI, FOCYJapCTBEHHBIX M MYHHUIMNAIbHBIX HPEANPUATHAX M YUPEKICHUSX,
HAYYHBIX U 00pa30BaTEIbHBIX OPraHU3aLUAX, IIOJIMTHIECKUX MAPTHUSIX, OOIIECTBEHHO-TIOIUTUIECKUX, KOMMEP-
YECKUX U HEKOMMEPUYECKUX OpraHu3alusX;

— Hay4uTh CTYJCHTOB OPHEHTHUPOBATHCA B CHUTYaLUsAX, TPEOYIOIIMX M3JaHUS COOTBETCTBYIOIIUX JOKY-
MEHTOB.

1.3. MecTo AucuuiuinHbl (MOayJisl) B CTPYKTYpe 00pa30oBaTe/ibHOl NPOrpaMMbl

JlaHHast TUCIUIUIMHA OTHOCUTCS K 0a30Boit yactu bioka 1 «Jluciunianael (MOysIH)» yueOHOTO TIaHa.

Kypc «OcHOBBI 1€70TIPOU3BOICTBA U IOKYMEHTOOOOPOTa» ABIIAETCS 0A30BBIM KypCOM IJiS BCEX, KTO IO-
JTydaeT 00pa3oBaHUE yNpaBIIEHIIa, COOTBETCTBYIOIIEE MEKITYHAPOIHBIM CTaHIAPTAM.

Jucuunnuna «OCHOBBI 1€J0MPOU3BOICTBA U JOKYMEHTOOOOPOTa» HAXOJUTCS B IOTUYECKON U COJIepIKa-
TEITBHO-METOIMYECKON B3aUMOCBSI3U C JIPYTMMHU YacTSMU OCHOBHOHM 00pa3oBaTeNbHON MPOrpaMMmbl U 0azupy-
€TCsl Ha 3HAHMSX, NOJIYYCHHBIX IPU U3YYEHUH TaKUX AUCLUIUIMH, Kak: «Teopus ynpasienus», «Teopus opra-
Hu3aun», «OCHOBBI TOCYAAPCTBEHHOTO M MYHHUIIMIIAILHOTO YIpaBieHus», «OCHOBBI yIpaBJieHUsl MEpCcoHa-
nom». Habop 3HaHuil U yMEHUN, COCTOUT B MOHUMAHUU FOPUTUYECKON CHUJIBI JOKYMEHTOB, dKOHOMUYECKHX ac-
MEKTOB OPTraHU3alUU JICTIOPOU3BOICTBEHHBIX CIY)KO, CHICIIM(PUKH JOKYMEHTAIIMH, POJIA KOMITBIOTEPHBIX TE€X-
HOJIOTUH B paboTe ¢ JOKYMEHTaMH.

[TosrydeHHbIe B TIpoliecce OOYYCHHSI 3HAHHUS MOTYT OBITh HCIIOJIH30BAHBI NPH U3YYCHHH TaKUX JTUCITHU-
IJIMH, KaK: «YTpaBieHue npoektaMmy, «IIpoekTHas qesTenbHOCTh B YIIPABICHUM.

Takxe OCBOCHUE TaHHOW JUCIUIUIMHBI SBIISETCS HEOOXOIUMOIN OCHOBOU JIJisl TIOCJIEYIOIIETO BBITIOJIHE-
HUs pedepaToB U MOATOTOBKE K TOCYAAPCTBEHHOM UTOTOBOM aTTECTAIINH.

1.4. TlepeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHs MO IMCHHUILIMHE (MOIY.JI0), COOTHECEHHBIX C
IUIAHMPYEMbIMH Pe3yJIbTATAMM 0CBOEHHUSI 00pa30BaTeJbHON NMPOrpaMMbl

N3yuenne naHHOW AMCIUIUIMHBI HAMIPABJICHO Ha (opMupoBaHUE y 00ydaromumxcs oomenpodheccuoHatb-
Hoit kommerenimu: OITK-1.

NHupexe Conepxanue B pesynbrare u3ydenus yaeOHOM AUCHUIUINHEI
KOMIIe- | KOMIETEHUUH (Ui eé 00yyaroluecs T0JKHBI
TEHLIUU 4aCTH) 3HaTh yMeTh BJIA/IETh
OIIK-1 Branenne HaBbIKaMu | — OCHOBHBIE HOpMa- — HCIIOJIb30BAaTh OC- — HAaBBIKAMH IIOMCKa
[IOMCKA, aHajau3a U | TUBHO-IIPABOBbIC J0- | HOBHBIE MOJIOXKECHUS JIOKYMEHTOB;
WCIIONB30BAaHNUSI  HOP- | KYMEHTBHI; HOPMaTUBHO-TIPABOBBIX | — HABBIKAMU JJIe-
MaTUBHBIX M IIpaBO- | — HOPMATHUBHO- aKTOB Ha IIPaKTHKE; MEHTapHOT0 aHaIn3a
BBIX JOKYMEHTOB B | IPABOBbIE JOKYMEHTHI | — HAXOJUTh U UCHOJb- | HOPMATHBHO-
cBOEH npogeccuo- | B CBOEH AeATeNbHO- 30BaTh UH(OpPMAIIHIO, | MPABOBBIX JOKYMEH-
HaJbHOM  JEATENbHO- | CTH, HEO0OXOTUMYIO JUIsSt TOB;
CTH — YPOBHU HOPMATUB- | OPUEHTUPOBAHHUS B — HaBBIKaMM aHAIN3a
HO-TIPAaBOBOTO PETy- KOHKPETHOW TEKYIIEH | CHeUaIbHON JIUTe-
JUPOBAHUSA XO3511- npobieme; partypsl, pa3paboTKu
CTBEHHOU JEATENBHO- | — AKTUBHO MOJb30BaTh- | OCHOBHBIX pacIops-
CTH PA3JINYHbIX CYOb- | € DKOHOMHUYECKUMH U | AUTENBHBIX JIOKY-
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3HAHHUSMU, METOIaMH
HKOHOMHYECKOTO HC-
CIIeIOBAHUS, IPUMeE-
HSTh UX K PEIICHHIO
IPaBOBBIX NMPOOJIEM B
npodeccrnoHabHOI
JEATEIIFHOCTH U pabo-
TaeT ¢ HH(pOpMaImOH-
HO-TIPABOBBIMH CHCTE-
MaMHu

Nunexc Conepxanue B pesynbrate n3yueHus: yaeOHON AUCIUTIIHHBI

KOMITe- | KOMIETEeHIUHU (WiH e€ 00yuaronuecs T0JKHBI

TEHIUU 4acTH) 3HATh yMeThb BJIa/IeTh
C€KTOB COIUOJIOTNYECKUMU MCHTOB

2. CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHbI

2.1 PacnipeaesieHue TPyA0€MKOCTH AMCHMILIMHBI 10 BUAaM padoT

Oo011ast Tpy10EMKOCTh TUCHUILIHHBI cocTaisieT 3 3au.e. (108 yacoB), ux pacrpe/esieHie 0 BUIaM pa-

60T npenctasieHo B Tabnuue (s ctyaeHToB 300).

Bun yae6HO# paboThI Bcero CemecTpbl
4acoB (dachrn)
3) 6

KonrakTHasi pa6ora (Bcero), B ToM 4ncJje: 8,3 4 4.3
AyauTOpHBIE 3aHATHSA (BCEro): 8 4 4 -
3aHATUA JEKIIMOHHOIO TUIIA 4 4 - -
JlaboparopHsble 3aHATHS - - - -
3aHATHS CEMUHAPCKOTO TUTA (CEMUHAPHI, MPAKTHUECKUE 4 4 )
3aHSATHSA)
HNuas koHTaKTHAas padoTa (Bcero): 0,3 - 0,3 -
KonTtposns camocrositensHolt paboTs! (KCP) - - - -
ITpomesxyrounas arrecranus (MKP) 0,3 - 0,3 -
CamocrosiTesibHas padoTa (Bcero), B TOM 4ucJje: 91 32 59
ITpopaboTka yuebHOro (TEOPEeTUYECKOr0) MaTepuana 30 12 18 -
BrImonHeHne HHIMBUTYaTbHBIX 3aaHUN (BBITIOJTHCHHE 31 10 21 i
yIpaXHEHHUH U 3a]1a4)
[TonroToBKa K TEKyniemMy KOHTPOJIIO 30 10 20 -
KoHnTpoJb: 8,7 - 8,7
IToaroTroBka K 3K3aMeHy 8,7 - 8,7
OO0mas Tpy10eMKoOCTh yac. 108 36 72 -

B TOM 4YHCJIe KOHTAKTHAsA 8.3 4 43 i

padora

3a4. e/l 3 1 2 -

2.2 CTpyKTypa Q¥ CHUIINHBI

Pacnipenenenrie Bu0B yueOHOM paOOThI U UX TPYTOEMKOCTHU IO pa3esiaM JUCIUILTHHBI.
Pasenbl IUCHUTUTHHBL, H3ydaeMble B 5, 6 cemecTpax (3aounas popma).




KonuuecTBo yacos
AynutopHast Bueayu-
No HaumenoBanue pasnenos TOpHAast
Bcero pabota pabora
JI 113 JIP CPC

1 OcHOBHBIE MOHSTHS JOKYMEHTOBEICHUS 16 2 14
2 | Opranusamus JT0KyMEeHTO000pOTa 16 2 14
3 | Knaccudukamus 10KyMEHTOB 16 2 14
4 OpranuzaluOHHO-PaCIOPSAUTEIbHBIC IOKYMEHTHI 18 18
5 CnpaBoyHO-MH(POPMAIIMOHHBIE JOKYMEHTBI 17 17
6 | JloKyMeHTHI IO IMYHOMY COCTaBY 16 2 14
Hmoeo no oucyuniune: 4 4 91

2.3. Conep:xanue pa3jiesioB U CHUILIMHBI
B nannom mojpaszene npuBOIUTCSA ONMUCAHUE COJAEPKAHUS AUCIUIUIMHBI, CTPYKTYPUPOBAHHOE 1O pasjie-
JaM, ¢ yKa3zaHHEM M0 KaXJIOMYy paszzaeny (HOopMbl TEKyIIero KOHTpoJsi: B — Bompocs! ajst ycTHOro omnpoca; 3 —

YIPaXHEHUS U 3a7a4u; T — TECTHI.

2.3.1 3auATHA JEeKIHUOHHOr0 TUIIA

dopma
Ne HanmenoBanue pasznena Copepxanue pasjeina TEKYLIEro
KOHTPOJIA

OcHoBHbIe 0a30BbI€ MOHATUS U TEPMHUHBI IOKYMEHTOBE]IE-
Hus. JlemonpousBoactBo. JlokymeHTanmnoHHOE obecnede-
Tema 1. OcHoBuble oHsATH | HEEe ympasienus ({OY). loxkymentupoBanue. J[oxymeH-
JIOKYMEHTOBEACHUS Toobopot. Jlokyment. Mudopmanus. OyHKIuu AOKYMEH-
ta. Opranuzanusi paboTel ¢ AokymMeHTamu. CHUCTEMBI J0-
KyMEHTAaIUH.

Cucrtema 10KyMEeHTO000pOTa B opranuzaiun. Perucrpa-
s JoKyMeHToB. bianku nqokymenToB. TpeOoBaHus K co-
CTaBy pekBU3UTOB. O01IME TpeOOBaHUS K 0(OPMIICHHUIO
Tema 2. Opranusanus 10- PEKBU3UTOB. AHAIN3 T0KyMEHTO000poTa. MeToIbI co-
KYMEHT0000poTa BEPILIECHCTBOBaHMS JJOKyMeHTooOopoTa. PaboTa ¢ koH(pH-
JEHIMATbHBIMUA JOKyMeHTaMu. KoMnbroTepHbIe TEXHOJIO-
TMH B JIEJI0NPON3BOCTBE. KOHTPOIIb NCTIOTHEHMS TOKY-
MEHTOB.

2.3.2 3aHATHA CEMUHAPCKOT0 THMA

dopma
Ne Hanmenosanue pasznena TemaTuka npakTHUECKUX 3aHATUH (CEeMHUHApPOB) TEKYLIETO
KOHTPOJIA

1. Homenknartypa mei.

2. YHudunupoBaHHas cuctema OpraHU3alMOHHO-
pacrniopsimutenbHoi qokymenTaruu (Y COP/).

Bunbel 10KyMeHTOB.

Kpurtepuu knaccudukanuii JOKyMEHTOB.

Paznuunble k1accupuKauy JOKYMEHTOB.

I'OCT P 6.30-2003.

JIOKyMEHTUpOBaHUE YIIPaBIEHUECKOHN 1€ATEIbHOCTH.
Opranu3anroHHO-PACIIOPAIUTENBHBIE TOKYMEHTHI.
CrnipaBouHO-UH(DOPMAIIMOHHBIE JJOKYMEHTHI.

Tema 3. Knaccuduxarnms

3, T
JIOKYMEHTOB ’

©ooNO AW
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dopma
No HaunmenoBanue pasnena TemaTuka MpakTUYECKUX 3aHATUN (CEMHUHAPOB) TEKYIIETO
KOHTPOJIS

10. JIokyMeHTBI IO JINYHOMY COCTAaBY.

1. Ilpuka3 1o TMYHOMY COCTaBY.

2. Ocdopmienne KaapoBBIX MPUKA30B, BBHIIMCKA U3 IPUKa-
3a.

3. 3asBieHue.

4. AptoOuorpadus.

5. XapakTepHuCTHKa.

6. OdopmiieHue 3asBiieHUs, aBTOOMOTrpaduM, XapakKTepHu- 3,T
CTHKH.

7. Pestome.

8. Odopmienue pesrome.

9. TpynoBast KHIKKA.

10.I1paBuna oopmiIeHHS TPYIOBBIX KHUXKEK.
11.Cucrema XpaHeHus JOKYMEHTOB IO JITYHOMY COCTaBY.

Tema 6. JIOKyMeHTBI 11O
JUYHOMY COCTaBY

2.3.3 JlaGopaTopHbIe 3aHATHUSA
Jlabopamopnvie 3aHamus He npedycmMompeHul.

2.3.4 IlpumepHasi TeMaTHKAa KypCOBBIX padoT
Kypcosvie pabomul ne npedycmompenui.

2.4 llepeyeHb y4eOHO-METOAMYECKOT0 00eceYeHUs JI1 CAMOCTOATEIbHOM padoThl 00yYa0IIUXCs
10 JUCUMILIMHE (MOIYJII0)

HepequL y‘I66HO-M6TO,Z[I/IT-I€CKOFO obecreyeHus JHUCLHMITIIIMHBI I10 BBIIIOJI-

Ne Bun CPC o
HECHHIO CaMOCTOATCIBbHONU pa60TbI
[TpopaboTka yueOHOTO
1 | (teopernueckoro) mate- | CaMOCTOATENBHAS PAOOTa CTYICHTOB: METOIMYECKHE PEKOMEHIALNH
puaa Ut OakanaBpoB HarpasieHus moarotoBku 38.03.04 I'ocymapcTBenHOe

MYHUIIUTNIAJIbHOE YIPABICHHUE, YTBEPKACHHBIE Kadheapoil SKOHOMUKH U
[TonroroBka K TeKyIiemy YHAL yrp » YTBEPIL enp

2 meHemkMenTa (mpotokost Nel ot 30.08.2018 r.)
KOHTPOJIIO
[TuceMeHHBIE paOOTHI CTYIEHTOB: METOAMYECKUE PEKOMEHIAIINH JITIs
3 Beimonnenue ynpaxse- | 6akanaBpoB HarpasieHus noarorosku 38.03.04 I'ocynapcTBeHHOE My-
HUH 1 3a71a4 HUIMITATBHOE YIIPaBICHUE, YTBEP)KICHHBIE KadeIpoil SKOHOMUKU U Me-

HemkMenTa (mpotokoa Nel ot 30.08.2018 1.)

VY4ebHO-MeToIn4YecKHe MaTepHaIbl sl CAMOCTOSTEIbHON paboThl 00YJaIOIUXCsl U3 YMCIIa MHBATUI0B U
JIUI] C OTPaHUYEHHBIMH BO3MOXHOCTAMU 3710poBbs (OB3) mpenocrasnsores B popmax, alaiTUPOBAHHBIX K
OTPaHUYEHUSIM HX 3/10pOBbS U BOCTIPUATHUSA HHPOPMALIUU:

JUig U1 ¢ HapyLIEHUSIMU 3pEHUS:

— B [1€4aTHOW (hopMe yBEIUYEHHBIM HIPUPTOM;

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA.

JUi U1 ¢ HapyLIEHUAMH CIIyXa:

— B TIeYaTHOU (opme;

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

Jljig U1 ¢ HapyIIeHUSIMU OTIOPHO-JBUTATEIBLHOTO anmnapara:

— B I1e4aTHOH (hopme;

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN IepevYeHb MOXKET ObITh KOHKPETU3UPOBAH B 3aBUCUMOCTH OT KOHTUHTE€HTa 00yUYaromIHuXCsl.

3. OBPA3OBATEJIBHBIE TEXHOJIOT'MHU



B mporiecce n3ydeHus: AUCUUTIIMHBI 3aHITHS JTEKIIMOHHOTO TUTIA U 3aHATUS CEMHUHAPCKOTO THIIA SIBIISIOT-
cs BenymMe (hopMamMu 0OydeHUs B paMKax JICKIIMOHHO-CEMUHAPCKOI 00pa30BaTebHOM CUCTEMBI.

B ydeGHOM mpoliecce UCTIONB3YIOTCS CIEAYoNe 00pa3oBaTeNbHbIC TEXHOIOTHH:

— TEXHOJIOTHS MPOOJIEMHOr0 OOYYEHUs: TOCIIEAOBATEILHOS M IEICHAIPABICHHOE BBIIBHKCHUE IEPE]
CTYJICHTOM TIO03HABATEIILHBIX 33]1a4, pa3peiiasi KOTOPbIe CTYACHTH aKTUBHO YCBAaUBAIOT 3HAHMUS;

— TEXHOJIOTHS Pa3BHBAIOIIETO OOYUYCHHS: OPHEHTAIMS YI€OHOTO MpoIecca Ha MOTSHIUATLHBIC BO3MOXK-
HOCTH YEJIOBEKA M UX PeaH3allHIo;

— TtexHonorusi U GepeHIIUPOBAHHOTO 00YYCHHS: YCBOSHUE MPOTPAMMHOTO MaTepuaia Ha Pa3IUYHBIX
TUTAHUPYEMBIX YPOBHSX, HO HE HUXKE 00sI13aTEIILHOTO;

— TEXHOJIOTHS aKTUBHOTO (KOHTEKCTHOT'0) O0YUYCHHS: MOACITHUPOBAHNE MTPESIMETHOTO U COLMAIBLHOTO CO-
nepykanus Oyayiei npodeccuoHaNbHOM NesITeTbHOCTH.

Taxke mpu OCBOCHWUHW JNUCIUIUIMHBI B y4€OHOM TPOIECCE MCTOIB3YIOTCS aKTHBHBIC M WHTCPAKTHBHBIE
(B3ammoiericTBytomue) GOpMbI MPOBEACHUS 3aHATHI.

JlJist Il ¢ OTpaHUYCHHBIMU BO3MOXKHOCTSIMHU 3/I0POBbS TIPEyCMOTpPEHA OpraHU3allvsl KOHCYJIbTAIHHA C
WCTIOJIb30BAHUEM AJICKTPOHHOM TIOYTHI.

4. OHEHOYHBIE CPEICTBA JJI51 TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTH U
IMPOMEXYTOYHOU ATTECTALLUU

4.1 ®oHj OLIEHOYHBIX CPEACTB /ISl MPOBeeHNHs TeKYIero KOHTPOJIs

®oHJ OLICHOYHBIX CpeacCTB 110 JUCHUIIIIMHE O(bOpMJ'IeH KaK OTACJIbHOC IIPUJIOKCHUC K pa6oqe171 nporpam-
M¢€.

IIpumepHBbIe BONPOCHI VI YCTHOI'O OIIpoca

Tema 1. OcHOBHbIE IOHATHS TOKYMEHTOBeIeHHA
KakoBbl 0cHOBHbBIE 0a30BbI€ MOHATHS U TEPMHUHBI JOKYMEHTOBEICHUS ?
B uem cyTp nenonpousBosacTaa’?
Yro 03HaUaeT JOKYMEHTALMOHHOE 00eCieYeHUe yrpaBieHus /
Uro Takoe 1OKyMEHTHpOBaHUE?
Yro Takoe JOKYMEHTOOO00pOT?
Uto Takoe TOKyMEHT?
KakoBa 3naunmocts uHpopmaruun?
KakoBbl QpyHKIIMM TOKyMeHTa?
. B ueM 3akitodaeTcs cyTh opraHu3anuu paboTsl C JOKYMEHTaMu?
10 KakoBbI cucTemMbl TOKyMeHTaluu?

CoNoUA~AWNE

IIpumepHbIe ynpa:kHeHHUS M 324U

Tema 3. Kitaccupukanus 10KyMeHTOB
Omnpeznenute, B 4eM 3aKJIIOYAIOTCS 001Me TPeOOBaHUS K YHUPHUKAIIMH JJOKYMEHTOB.
[Tepeuncnure Bce BUABI JOKYMEHTOB U YKA)XKHUTE, 110 KAKUM MPU3HAKAM OHU KJIacCU(PUIUPYIOTCS.
Konkperusupyiite 0coOEHHOCTH OpraHu3alyu JAeI0NPOU3BOJICTBA.
CocTaBbTe ONHUCH JIETIA.
[TosicuuTe equHble IpaBuUia JOKYMEHTUPOBAHMS YIIPABIECHYECKUX JEHCTBUI.

agprwnE

IIpuMepHbIE TECTbI

Tema 3. Kimaccupukanus 10KyMeHTOB
1. CoBMeCTHBII JOKYMEHT HECKOJIbKUX OpraHusanuii opopmiisiercs:
a) Ha OIIaHKe OJTHOM M3 OpTaHU3AIINIA;
0) Ha COBMECTHOM OJIaHKE JBYX U 00Jiee OpraHu3aIui;
B) Ha yucTOM OnaHke Gopmara A4;



r) Ha OJIaHKE BBILIECTOSIIEH OpraHu3alty.

2. Ilpu cocTaB/ieHHH CIYKeOHBIX JOKYMEHTOB BbIIEPKMBAIOT CTHJIb:
a) HaAy4YHBI;

0) TUTEpaTyPHBI;

B) MyOIUIIUCTUYCCKUT;

T') o(UIHAIBHO-ICIIOBOM;

1) pa3roBOPHO-O00UXOTHBIN.

3. B TekcTax ciay:KeOHbIX JIOKYMEHTOB He 10JIKHbI HCI0JIb30BATHCS:
a) HEOJIOTU3MBI,

0) criennanbHBIC (HPA3EOTOTU3MBI,

B) apXau3Mbl;

) 00pa3Hbie Ppa3eosTOTH3MBbI.

4. TeKcThI CITy:KeOHBIX JOKYMEHTOB HMEIOT CJIe1yIoIue XapaKTepUCTHKH:
a) JIOCTOBEPHOCTh MH(OPMAIINH;

0) cyOBEKTHUBHAS OIICHKA,;

B) MHOT'O3HAYHOCTH;

I') apryMEHTUPOBAHHOCTH;

1) HEUTPaJIbHBIN TOH U3JI0KEHUS.

5. K yau(puuupoBaHHbIM TEKCTAM OTHOCATCSH:

a) Tpadaper;

0) mepeyeHb;

B) CITUCOK;

r) Tabnuua;

1) aHKeTa.

6. @opmysip-odpa3sel JOKyMeHTA NMpeACTaBJseT cO00¥:

a) MakeT 0JIaHKa TOKyMEHTa, TIOJTOTOBJIIEHHOTO K U3JaHUI0 THUIIOTPadCKUM CIIOCOO0M;
0) oOpa3ser OJaHKa JOKYMEHTA,

B) CXEMY PacIOJIOKEHHUs BCEX PEKBU3UTOB JOKYMEHTA;

r) oOpa3el KOHKPETHOIO BUJa JOKYMEHTA.

7. [leyaTh HA JOKYMEHTaX NPOCTABJSETC:

a) Ha IIOOOM CBOOOTHOM MECTE;

0) Ha PEKBU3UTE ITOJITHCHY;

B) Ha PEKBU3UTE «HAUMEHOBAaHHUE JJODKHOCTH PYKOBOJIHUTEIS,

T') Ha TIOMETKE «MECTO JJIsl IeUaTh».

8. 3aroJIOBOK K TEKCTY MOKHO He COCTABJISATH:

a) Ha IOKyMeHTax gopmara AS;

0) Ha IOKYMEHTAax, COCTaBJIEHHbIX Ha OJJaHKaX JIOJKHOCTHOTO JINIIA;

B) HA COBMECTHBIX JIOKYMEHTAX;

I) Ha JoKyMeHTax (opmara A3.

9. MaTepuaJbl, npeHa3HAYEHHbIE VIS HEOTPAHMYEHHOT0 KPYra Jiul, — 3To:
a) nH(OPMAaLIMOHHBIE PECYPCHI;

0) MHPOPMALIMOHHBIE TPOTYKTHI;

B) MaccoBas nHpopmanus;

T) Iu4Has uHGOpMaIus.

10. Bu3bl Ha TOKYMeHTaX MPOCTABJISIIOTCS:

a) Ha HIHYKHEM I10JIe TIEPBOTO JIMCTA MOJATUHHUKA JOKYMEHTA;

0) Ha TocTIeTHEM JICTE TIO/UTMHHHUKA TOKYMEHTA HIKE PEKBH3HTA «IIOJITHCHY;
B) Ha IEPBOM JIMCTE BTOPOTO 3K3EMIUISApa JOKYMEHTA;

T') Ha MOCIIETHEM JIUCTE TIO/UTMHHHUKA IOKYMEHTA HI)KE PEKBH3UTA «TEKCTY.

1.

4.2 ®oHJ OLIEHOYHBIX CPEACTB /ISl IPOBEACHUS MPOMEKYTOYHOM aTTeCTaluu

BOHpOCl)I AJIA MOATOTOBKH K 3K3aMEHY

OcHOBHBIE 0a30BBIC TTOHATHS U TCPMHUHBI JOKYMCHTOBCICHHA.

2. Jlenompou3BOJICTBO.
3. JoxymenrtanunonHoe obecnieuenue ynpasienus (JOV).
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0.
. Cucrema 10KyMeHTOOOOpOTa B OpraHU3aIiH.
12.
13.
14,
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
217.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.

JIOKyMEHTUPOBAaHHUE.
JIOKyMEeHTOOOO0pOT.

JIOKyMEHT.

Nudopmarus.

QOyHKIUU JOKYMEHTA.

Opranu3anus paboTsl ¢ TOKYMEHTaMU.
Cucrempl JOKyMEHTAIUH.

Perucrpanus 1OKyMEeHTOB.

bnaHku 1OKYMEHTOB.

TpeboBaHus K cocTaBy PEKBU3UTOB.

OO6mwme TpedoBaHus K 0(DOPMIICHHIO PEKBU3UTOB.
AHanu3 J0KyMEHTO000pOoTa.

MeTozbl COBEpIIEHCTBOBAHUSA JOKYMEHTOOO0POTA.
Pabota ¢ koHpUIEeHINATbHBIMHA JOKYMEHTAMH.
KomnbroTepHble TEXHOIOTUH B 1E€IOIPOU3BO/ICTBE.
KoHTponb ucronHeHus JOKyMEHTOB.
Homenknarypa nen.

YHupuUIMpoBaHHAs CUCTEMA OpraHU3alMOHHO-pacnopsauTensHol fokymenTauu (Y COP/).

Bunbl 10KyMEHTOB.

Kpurepuu knaccupukanuii J0KyMEHTOB.

Paznuunble knaccupuKanuy JOKYMEHTOB.

I'OCT P 6.30-2003.

JIOKyMEHTUPOBaHUE YIIPABIEHYECKOMN IEATEIbHOCTH.
Opranu3alnoOHHO-PACIIOPAIUTENIbHbBIE JOKYMEHTHI.
CrpaBo4HO-UH(OPMALIIOHHBIE TOKYMEHTBHI.

JIOKYMEHTBI 110 TMYHOMY COCTaBY.

XapakTepucTHUKa OpraHu3alMOHHO-PACIOPAIUTEIILHON TOKYMEHTALNH.
WHcTpyKuuu, periiaMeHTUPYIOLIIE MTOPSIIOK BBIIIOJHEHUS KaKOro- IM0o mpolecca.
JIOKHOCTHBIE MHCTPYKLMU.

CocraBiieHrE JOKHOCTHBIX HHCTPYKIIMH.

OdopmiieHre OpraHn3aluOHHO-PACIIOPAIUTENbHON TOKYMEHTALUH.
IIpuka3 no OCHOBHOM AESTEIBHOCTH.

Brinucka u3 npukasa.

[TocTanoBnenus.

Pacnopsixenus.

VYka3zaHus.

XapakTepuCcTUKa CIPAaBOYHO-MH(POPMALIMOHHBIX IOKYMEHTOB.
AKT.

IIporoko.

JloknagHas v ciayxeOHas 3amucka.

ITucemo.

Crnpagka.

ITpuem 1 06paboTKa BXOJAIIUX JOKYMEHTOB.

Pabora ¢ 35ekTpoHHOI TOKyMEHTalueN.

PaccMmoTpenne JOKyMEHTOB pyKOBOACTBOM (PE30TIOIHS).
Pabora ¢ ucxoasmuMu 10KyMeHTaMH.

IIpukas o IMYHOMY COCTaBY.

OdopmieHne KaJpoBbIX MPUKA30B, BRIMCKA U3 IPHUKa3a.
3asiBIICHHUE.

ABtoOuorpadms.

XapakTepHucTUKa.

Pesrome.

Odopminenue pesrome.

TpynoBast KHMXKKA.

ITpaBuna opopmiIeHHs TPYAOBBIX KHIDKEK.



60. Cucrema xpaHeHHs JOKYMEHTOB I10 INYHOMY COCTAaBY.
Kpurtepuu onieHuBaHus 0TBeTa HA IK3aMeHe

CryneHTbl 00s3aHbI caTh SK3aMEH B COOTBETCTBHM C PACIHMCAHUEM M y4eOHBIM IUIAHOM. DK3aMeH I10
IUCLUIUIMHE TpeciieAyeT LeJb OLEHUTh padoTy CTyIEHTa 3a Kypc, MOJy4yeHHE TEOpPEeTHYECKHX 3HAHWM, uX
MPOYHOCTh, Pa3BUTHE TBOPYECKOTO MBIIUICHUS, IPUOOpPETEHHE HABBIKOB CAaMOCTOATENBHON pabOThl, yMEHHE
IPUMEHSATH [TOJIy4YCHHbIE 3HAHUS JIJIs pEIICHUS IPAaKTHUECKUX 3ajau.

DK3aMeH - (popMa MPOMEXYTOYHON aTTeCTAIlH, B PE3YyIbTaTe KOTOPOro OOYUaIOUIMIACS MOIYy4aeT OLCH-
Ky B 4eTbIpexOanbHOH HIKaje («OTIMYHOY», «XOPOIIO», «YIAOBIECTBOPUTEIBHO», «HEYIOBIETBOPUTEILHOY). Oc-
HOBOH JUIsl OTIPE/ICTICHUSI OLIEHKH Ha AK3aMEHaX CIYXHT 00BbEM M YPOBEHb YCBOCHUS CTyJIEHTAMHU MaTepuaa,
IIPESYCMOTPEHHOr0 paboueil mporpaMMoi AUCIUIIINHBIL.

HToroBasi OlleHKa YYUTHIBAET COBOKYITHBIE PE3yJIbTaThl KOHTPOJIS 3HAHUH. DK3aMeH IMPOBOIUTCA 1O Ou-
neraM B yCTHOH (opme B Buje onpoca. Conepkanue Ounera: 1-e 3ajaHue (TeOpeTHYeCKUi BOIIPOC); 2-€ 3a1a-
HUE (TeopeTUYEeCKUil BOmpoc); 3-¢ 3aganue (3agaya).

O1eHKa «OTJIMYHO» CTABUTCS, €CJIM CTYAEHT INIyOOKO M NMPOYHO YCBOWJ BECh NPOrPaMMHBIN MaTepuail,
MCYUEPIIBIBAOIIE, TIOCIIEJOBATEIBHO, TPAMOTHO H JIOTUYECKH CTPOIHO €ro M3jaraer, TECHO yBSI3bIBAET TEOPHUIO
C MPAKTUKOM; HE 3aTPYAHAETCS C OTBETOM IIPU BUJIOM3MEHEHHUH 3a/1aHUs], CBOOOJHO CIPABIIAETCS C 3a7a4aMH,
3aJJaHUSMU U IPYTUMU BUIAMU NIPUMEHEHUs 3HAHUH, IIOKA3bIBAET 3HAHUS 3aKOHOJIATEIIFHOTO U HOPMATHBHO-
TEXHUYECKOI'0 MaTepuasoB, MPaBWJIBHO OOOCHOBBIBACT IPHUHATHIE PELICHMS, BIAJEET PAa3HOCTOPOHHUMH
HABBIKAMU W TPHEMaMH BBITIOJHEHUS MPAKTUYECKHX paboT, 0OHAPYKMBAET YMEHHE CaMOCTOSATEIBHO 0000-
IaTh ¥ U3JIaraTh MaTepua, He JOIycKas OIUOOK.

OreHKa «XOpOIIO» CTaBUTCA, €CIHM CTYACHT TBEPAO 3HAET MPOTrPaMMHBIN MaTepuall, TPaMOTHO U TIO CYy-
IIECTBY M3JIaraeT €ro, He JOMYCKaeT CYIIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOINPOC, MOXKET IPABUIIBHO
MPUMEHSTh TEOPETHUYECKHE MOJIOKEHHS U BIIaJieeT HEOOXO0AUMBIMU HABBIKAMH TP BBHITIOJTHEHNUHU TPAKTHIECKUX
3aJaHuN

OreHKa «yJOBIETBOPUTEIBHO» CTaBUTCS, €CIIH CTYIEHT YCBOMJI TOJBKO OCHOBHOM MaTepHal, HO HE 3Ha-
€T OTAENbHBIX JAeTalel, JOIyCKaeT HETOYHOCTH, HEAOCTATOUHO NpaBUIIbHBIE (OPMYJIHPOBKH, HApyIlIaeT IMo-
CJICZIOBATENFHOCTh B M3JIOKEHUU MTPOTPAMMHOTO MaTepraia U NCIBITHIBACT 3aTPYIHEHHS B BBIITOJTHEHUN MTPAK-
TUYECKUX 3a/laHUM.

O1eHKa «HEYIOBIETBOPUTEIILHO» CTABUTCS, €CIIM CTYIEHT HE 3HAET 3HAYUTEIBHOW YaCTH MPOrPaMMHOTO
MaTepuaa, JOMyCKaeT CyLIECTBEHHbIE OIIMOKH, ¢ OONBIIUMU 3aTPYJHEHUSIMHU BBIIOJIHACT NMPAKTHUECKUE pa-
OOTHI.

OreHouHBIE CPECTBA JIIs1 MHBAJIUAOB U JIMIl C OTPAHUYEHHBIMHU BO3MOXKHOCTSIMHU 3/I0POBbsI BBIOMPAIOTCS
C YU9ETOM UX WHAWBHUIYATBHBIX TICUXO()H3MUECKUX 0COOCHHOCTEMH.

— IpU HEOOXOIMMOCTH MHBAJIMJIAM M JIUI[aM C OTPAaHUYEHHBIMUA BO3MOKHOCTSIMH 3710POBBS IPEAOCTABIIS-
eTcsl JOMOJTHUTEIBHOE BPEMsI [T ITOJITOTOBKH OTBETA HA HK3aMEHE;

— MpH NPOBEJICHUU NPOLIETYPhl OLIEHUBAHUS PE3yIbTATOB 00YUYEHHUS! MHBAJIUI0B U JIUI] C OTPAaHUYEHHBIMU
BO3MOYKHOCTSIMH 3JIOPOBBsSI TIPEIyCMaTPUBACTCS HCIOJIB30BAHNE TEXHHUECKUX CPEICTB, HEOOXOIWMBIX MM B
CBSI3U C UX MHAMBHyaTbHBIMH OCOOCHHOCTSIMU;

— TpU HEOOXOJUMOCTH /ISl O0YJarOIUXCsl ¢ OTPAHUYCHHBIMHA BO3MOYKHOCTSIMH 3I0POBBSI M MHBAJINIOB
npolie/lypa OLleHUBAaHUS Pe3yJIbTaTOB 00yUYeHHS MO JUCLHUIUIMHE MOXKET MPOBOJAUTHCS B HECKOJIBKO 3TAIOB.

[Tporierypa orieHMBaHUs PE3YyIHTATOB OOYYEHUS] MHBAIUIOB M JIUI] C OTPAHUYCHHBIMHA BO3MOKHOCTSIMH
3JI0POBbsSI 110 JAUCLUILINHE (MOJYIIO) MpeycMaTpUBaeT MpeAocTaBleHre nHpopMaluu B opMax, agantTupo-
BaHHBIX K OTPAHUYCHHUSM MX 3[JOPOBbS U BOCHPUATHS HHOOPMAIIIH:

JUist T ¢ HapyIIEHUSIMH 3pEHUSL:

— B MieyaTHOM (popme yBeIMUEHHBIM HIpUPTOM,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JIist an ¢ HapyIeHNs MM CITyXa:

— B [1e4aTHOM (opme,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA.

JUnist a1 ¢ HapyIIeHUsIMHM OTIOPHO-/IBUTATEIBHOTO anmapaTta:

— B TIe4aTHOM opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TIEpeYeHb MOXKET OBITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA 00YUJarOIINXCSl.
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5. IEPEYEHb OCHOBHOIA U IONIOJIHUTEIbHOM YYEBHOW JIMTEPATYPBI,
HEOBXOJNMOIi JJIsI OCBOEHUSA JUCIHUTIIAHBI (MOIY.JIS)

5.1 OcHoBHas TUTEpaTypa:

1 TI'pozosa, O.C. Jlenonpou3BOACTBO [DIEKTPOHHBIN pecypc]: ydeOHOe mocobue s akaJIeMHYeCKOTro
0akanaBpuata / O.C. I'po3oBa. — DnektpoH. gaH. — M.: M3gatensctBo FOpaiit, 2017. — 124 ¢. — Pexum nocTy-
ma: https://biblio-online.ru/viewer/5F1C27F2-251B-4B74-BE78-AC06A5D30956/deloproizvodstvo#page/1

2 JlokyMeHTOBelleHUe [ DIeKTPOHHBINA pecypc]: ydeOHUK U MPAKTUKYM I aKaJIeMU4ecKoro OakanaBpu-
ata / JI.LA. loponuna [u np.]; mox pen. JL.A. Jloporunoi. — DnektpoH. nan. — M.: M3mparensctBo KOpaiit, 2017.
- 309 . — Pexum  goctyma:  https://biblio-online.ru/viewer/D9B7BFC1-6B55-496C-973E-
B435FE7AFCB1/dokumentovedenie#page/1

3 Kysnenos, N.H. JlokymeHTannonHoe o0ecrieyeHne ypaBiIeHUs U JACIONPOU3BOJICTBO [ DIEKTPOHHBIH
pecypc]: yueOnuk mns 6akanaBpos / M.H. Ky3neros. — Dnekrpon. nan. — M.: M3garensctBo HOpaiit, 2015. —
575 c. — Pexum  gmocryma: https://biblio-online.ru/viewer/8E1A3667-AB58-4A55-B794-
FCOFOD93A8AF/dokumentacionnoe-obespechenie-upravleniya-i-deloproizvodstvo#page/1

I[J'ISI OCBOCHUA JUCHUIIIMHBI UHBAJIUNAAMU W JIUIAMH C OrpaHUYCHHBIMH BO3MOXKHOCTAMU 3JOPOBbSA UMCIOTCS
M3JIaHUS B 3JIEKTPOHHOM BHJIE B 3JIEKTPOHHO-0MOIMOTeYHOM cucteme «tOpaiT.

5.2 lonoHUTeEIBLHAS JIUTEPATYpAa:

1 Ab6ynamze, 1. I'. JlokymeHTalimoHHoe o0ecrieueHue yrpaBieHus IEPCOHAIoOM [ DNEeKTPOHHBIN pecypc]:
y4eOHHK U MPAKTUKYM Ui akagemuueckoro Oakanaspuara / [. I'. AGynanze, U. b. Beimpsokkuna, B. M. Mac-
jgoBa. — DnekTpoH. maH. — M.: M3aarensctBo IOpaiit, 2018. — 299 c. . — Pesxum noctyma: https://biblio-
online.ru/viewer/8F9C2312-2C6D-48BC-87FE-0B062BB243CE/dokumentacionnoe-obespechenie-
upravleniya-personalom#page/1

2 Jloponuna, JI.A. Opranuzanus 1 TEXHOJOTHS JOKYMEHTAIMOHHOTO 00ECIIeUeH sl yIIpaBieHus [ Dnek-
TPOHHBIN pecypc]|: y4eOHUK U MPaKTUKYM IS akajgemuueckoro O6akanaBpuata / JILA. Jloponuna, B.C. Uputu-
KOBa. — OJJeKTpoH. maH. — M.: MsmarenbctBo IOpaiir, 2017. — 233 ¢. — Pexxum moctyma: https://biblio-
online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOC1D

3 UeanoBa, A.}O. Pycckuii s3Ik B J1€7I0BOM JOKYMEHTAIUU [ DIEKTPOHHBIN pecypc]: y4eOHUK U Mpak-
TukyM Juis By30B / A.}FO. BaHoBa. — DnekTpoH. nan. — M.: M3garensctBo FOpaiit, 2018. — 157 ¢. — Pexum no-
cTyma:. https://biblio-online.ru/viewer/A9822169-D834-44A4-87C0-CD6B14681E8E/russkiy-yazyk-v-
delovoy-dokumentacii#page/1

4 KazakeBuu, T.A. JlokymeHntoBenenue. JJOKyMEeHTAIIMOHHBIN CEPBUC [ DIEKTPOHHBIN pecypc]: : ydeo-
HUK U IPAaKTHKYM JIJIs ipukiaaaoro OakanaBpuara / T.A. Kazakesuu, A.W. Tkanwd. — 2-e u3., UCTIP. U JIOTL. —
DnektpoH. gaH. — M.: MsmarenbctBo IOpaiit, 2017. — 161 c¢. — Pexum pocrtyma:  https://biblio-
online.ru/book/16E65DFF-AF58-482C-9A4C-0A2B72EDSC3A

5 Konsimkuna, T. b. JlenoBsie KOMMyHHKAIMH, JOKYMEHTOOOOPOT U JIEIIONPOU3BOACTBO [ DIEKTPOHHBIN
pecypc]: ydebHOe mocobue s mpukiiagHoro 6akanaspuara / T. b. Koneimkuna, U. B. Hlyctura. — 2-¢ u3.,
UCIIp. U JIOM. — DeKTpoH. aaH. — M.: M3aarensctBo HOpaiit, 2018. — 163 ¢. — Pexxum goctyma: https://biblio-
online.ru/viewer/6E7DOBC9-15EE-44FC-A7B8-1DCA54C136F1/delovye-kommunikacii-dokumentooborot-i-
deloproizvodstvo#page/l

6 Kopnees, 1. K. JlokymMeHTHpOBaHME YIpPaBICHYECKON NEATEILHOCTH [DJIEKTPOHHBIN pecype]:  yued-
HUK M TPAaKTUKYM JJs akagemuuyeckoro Oakanaspuata / U. K. Kopuees, A. B. ITmenko, B. A. Mamrypues. —
2-¢ u3A., mep. M oM. — DneKTpoH. aaH. — M.: M3narensctBo IOpaiit, 2018. — 384 c. — Pexxum nocryma:
https://biblio-online.ru/viewer/04FOAOD5-BF41-47D1-9AA9-FA622A3FEA49/dokumentirovanie-
upravlencheskoy-deyatelnosti-testy-v-ebs#page/1

7 Kysznenos, .H. [lokymeHnTannonHoe obecreuenne ynpapieHus. JJokyMeHTO000pOT U ASTOMPON3BO/I-
CTBO [DJIeKTPOHHBIN pecypc]: y4yeOHUK UM MPaKTUKyM Ui pukiagHoro 6akanaspuara / M.H. Ky3nenos. — 3-e
U3, Mep. U 1om. — ONeKTpoH. naH. — M.: M3parensctBo IOpaiit, 2018. — 461 c. — Pexum nocryna:
https://biblio-online.ru/viewer/7873BF4B-A3F7-44E2-8EC0-1E3D6392702A/dokumentacionnoe-
obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo#page/1
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8 Kysuenon, 1. H. JlokymeHTanimoHHOE OOECIeUeHNE YMPABICHUS TMEPCOHAIOM [DJIEKTPOHHBIN pe-
cypc]: yueOHHK W MPaKTHUKyM sl mpukiaanoro 6akanaBpuara / U.H. Ky3nernos. — DnekTpoH. gan. — M. :
UznarensctBo FOpaiit, 2017. — 520 ¢. — Pexxum moctyna: https://biblio-online.ru/viewer/BDE14AC8-BFC6-
4C18-BBDF-ADO0O6E453A417/dokumentacionnoe-obespechenie-upravleniya-personalom#page/1

9 Ilysanosa, H.H. OcHOBBI AemOMpPON3BOACTBA. SI3bIK CITyKEOHOTO JOKYMEHTA [ DIEKTPOHHBIN pecypc]:
yu4eOHMK M IPAaKTUKyM JJIs akagemudeckoro Oakanaspuara / H.H. llyBanosa, A.}O. MBaHoBa ; mox oOmi. pex.
H.H. IllyBamoBoii. — DOnektpoH. maH. — M.: M3garensctBo IOpaiit, 2017. — 375 c¢. — Pexxum pocryna:
https://biblio-online.ru/viewer/E472872E-07FD-4FDA-A714-897DAC5E36DA/osnovy-deloproizvodstva-
yazyk-sluzhebnogo-dokumenta#page/1

10 IIyBanoBa, H.H. Opranu3zamust 1 TEXHOJIOTHS TOKYMEHTALIMOHHOTO 00ECTIEYEeHHUs YIIPaBICHUs [ DIeK-
TPOHHBIN pecypc]: Y4eOHHK M MPAKTUKYM JUIs akagemuuyeckoro Oakanaspuara / H.H. IllyBanoBa. — DnekTpoH.
naH. — M.: U3narensctBo HOpaiit, 2017. — 221 ¢. — Pexxum nocrtyna: https://biblio-online.ru/viewer/B621F068-
A574-4630-BCD1-0D785C133657/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-
upravleniya#page/1

5.3 Ilepuoguyeckue U3IaAHUS:
Bectuuxk MI'Y. DxoHoMuka

Bonpockl skoOHOMUKH

Ilonutnyeckue ncciaeaoBaHU
Poccuiickuii 3KOHOMHYECKUH KypHa
[TpoGieMbI MECTHOTO CaMOYTIPABIICHUS
Yenosek. CooOmiecTBO. YpaBiIeHHE

6. IEPEYUEHb PECYPCOB HH®OPMAIIMOHHO-TEJJEKOMMYHUKAIIMOHHOM CETH
«MHTEPHET», HEOBXOJAUMBIX JJ1s1 OCBOEHUSA JUCHUIIJIMHBI (MOAYJIS)

Kaxnpiii oOyyaromuiicss B TeueHUE BCEro mepuoja o0ydeHus: 00ecredeH MHAMBHUAYalbHbIM HEOTpaHU-
YEHHBIM JIOCTYIIOM K 3JIEKTPOHHOH MH(pOPMaLMOHHO-00pa30BaTeNbHOM cpefe opraHu3alMu U K npodeccuo-
HaJIbHBIM 0a3aM JaHHBIX, 3JEKTPOHHBIM 0Opa3oBaTeNlbHbIM pecypcaMm, VHTepHeT-caiiTaM crienuaaIn3upoBaH-
HBIX BEJIOMCTB.

HaumenoBanwue caiita Anpec caiita
DnekrpoHHas Oubnuoreka nuccepranuii PI'b http://diss.rsl.ru/
DnexkrponHas oubmuoreka grebennikon.ru www.grebennikon.ru
ba3el ganubix komnanuu «Mer Bero Mapopmeiinn Cepsucus, THK» http://dlib.eastview.com
YUC «Poccus» http://uisrussia.msu.ru
«Jlekropuym» (MunoOpHayku Poccun, /lemapraMeHT cTpaTpa3BUTHS) http://www.lektorium.tv/
HarmonanwsHas aekTpoHHas Onbauoreka http://H36.pd/
DJIeKTPOHHBIN apXuB JOKyMeHTOB Kyol'Y http://docspace.kubsu.ru
Koncrurynus Poccuiickoit denepanyn http://constitution.ru/

7. METOJUYECKHUE YKA3AHUSI JJIS1 OBYYAIOLUXCSI IO OCBOEHUIO
JUCLUILIMHBI (MOLYJIST)

[Ipu u3ydeHUH TUCHUIUIMHBI UCIIONB3YIOTCS Cienytoe Gopmbl paboThI.

1. Jlexuum, Ha KOTOPBIX pacCCMaTPUBAIOTCSI OCHOBHBIE TEOPETUYECKHUE BONIPOCH! JAHHOM TUCIUITIIMHBI.

2. IlpakTveckne 3aHATHs, HA KOTOPHIX Pa3OMparoTCs MpOOIEMHBIC CHUTYAllMH, PEHIaloTCs 3ajadu, 3a-
CIIYILIMBAIOTCS JOKJIAJbl, POBOAATCS HAY4YHbIE JUCKYCCHH, ONPOC IO TEOPETHUYECKUM BOIPOCAM H3Y4aeMBbIX
TeM U TecTupoBaHue. [Ipu moAroToBke K MpakTUYECKOMY 3aHSITHIO CIIETYET:

- HCIIOJIb30BaTh PEKOMEHI0BAaHHbIE MPENOaBaTeIsIMU YUeOHUKH U yueOHbIe TOCOOUS - IS 3aKpeIUIeHUs
TEOPETUYECKOI0 MaTepHaa;

- MOJITOTOBUTH JIOKJIA/Ib M COOOILIEHHS, pa300paTh MPOOIEMHbIE CUTYALIUH;
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- pa3o0paTh COBMECTHO C APYTUMHU CTYIEHTAMHU U OOCYIUTH BOMPOCHI IO TEME MPAKTHUECKOTO 3aHATUS U
T.1.

3. CamocTtosTenpHas paboTa, KOTOpast SBJISETCS OJHUM U3 TJIABHBIX METOJIOB H3yUEHUS TUCIIUTUINHEIL.

[lens camMocTOSATENHHOW pabOTHI — pacCHIUPEHUE KPyro3opa W yriIyOJIeHHE 3HaHWM B 00JacTH TEOPUU H
MIPAKTUKU BOTIPOCOB M3YYaeMOU JTUCIUTLITUHBIL.

KoHTpo:b 32 BEINOTHEHHEM CAMOCTOATEIbHOM pabOThI MPOBOIUTCS IPU U3YUCHUH KaXKIOW TEMBbI TUCIU-
TUTMHBI HA CEMUHAPCKUX 3aHATHIX. JTO TEKYIIHA ONPOC, TECTOBBIC 3aJaHUS.

CamocrosiTenbHast paboTa CTyIeHTa B IIPOLIECCE OCBOCHUS IUCLUIUIMHBI BKIIOYAeT B ceOsl:

— M3yYEHUE OCHOBHOM U JONIOJIHUTEIBHOM JTUTEPATYPHI 110 KYPCY;

— paboTy ¢ ANEKTPOHHBIMU OMOIUOTEYHBIMU CUCTEMAMHU;

— U3y4YEeHHE MaTEepUaIOB NEPUOINIECKO neyatu, IHTepHeT-pecypcoB;

— UH/IMBU]IyaJIbHBIEC U TPYIIOBbIE KOHCYJIbTAIIUU;

— MOATOTOBKY K DK3aMEHY.

4. DK3aMeH 10 IUCUUIUIMHE. DK3aMeH craeTcst B ycTHoi ¢opme. [Ipeacrasnser coboit cTpyKTypupoBaH-
HOE 3aJ]aHKe TI0 BCEM paszzesiaM TUCHMIUIMHBI. J{Jis MOArOTOBKM K 9K3aMEHY CJIEIyeT BOCIOIb30BAaThCS PEKO-
MEHJIOBAHHBIM Ipeno/iaBaTesieM YUeOHMKaMU, METOJUUYECKUMH YKa3aHUSAMH K MPAKTUYECKUM 3aHATHIM U ca-
MOCTOSITEIPHON KOHTPOJIIMPYeMOil paboTe CTyAeHTa M0 JUCHUIUIMHE, TII0CCAPHEM, CBOUMH KOHCIIEKTAMU JICK-
IUH ¥ MPAKTUYECKUX 3aHATUMN, BBIMOJIHEHHBIMU CAMOCTOATEIHHBIMU PA0OTAMHU.

B ocBoCHHMM MUCIUTUTMHBI MHBATHIAMHU U JIMIIAMHA C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBbsI 00JIb-
o€ 3HA4YeHHE MMEeT HHIMBHYyallbHas ydyeOHas pabora (KOHCYNbTAallMH) — JOMOJHUTEIBHOE pPa3bsCHEHUE
y4eOHOT0 MaTepuania.

NuauBuayanbHble KOHCYNBTAIUU 110 MPEAMETY SBISIOTCA BAXHBIM (DAKTOPOM, CIIOCOOCTBYIOIIMM UHIU-
BUyaJIN3alliu OOYyYEHUS W YCTAaHOBJICHHIO BOCIUTATEIBHOTO KOHTAKTa MEXAY IperojaBaTejeM U o0ydaro-
IIUMCSI HTHBAJIUIOM WJIH JIUIIOM C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 310POBBSL.

8. IEPEYEHb HH®OPMAIIMOHHBIX TEXHOJIOT Ui, UCIIOJIb3YEMBIX ITPH
OCYUIECTBJIEHUU OBPA30OBATEJIBHOI'O ITPOIECCA IO JUCHUIIJIMHE (MOAYJIIO)

8.1 IlepeyeHb He0OXOAMMOT0 IPOrPAMMHOI0O O0ecTieYeHus!

— KOMILIEKC B3aUMOCBSI3aHHBIX MPOrpaMM, NIPEIHA3HAYCHHBIX JIJIs yrpaBieHus: pecypcamu [1K u opra-
HU3AI[MM B3aMMOJIEHCTBHS ¢ I0JIb30BareneM onepanuonHas cucrema Windows XP Pro (morosop Ne77 AD®-
223-®3-2017 ot 03.11.2017);

— TMaKeT MPUJIOKEHUN ISl BBIMOIHEHHS] OCHOBHBIX 33/1a4 KOMITBIOTEPHON 00pabOTKU pa3IMYHBIX THUIIOB
nokymentoB Microsoft Office 2010 (zoroBop Ne77 AD®-223-03-2017 ot 03.11.2017);

— mporpamma i KomruiekcHol 3amuthl [1K, o0benuHsromas B cebe aHTUBHPYC, AaHTHIITHOH U (PYHK-
U0  YIAICHHOTO aJMUHHCTpupoBanusi antuBupyc Kaspersky endpoint Security 10 (ITucemo
AO_Jlaboparopus Kacnepckoro Ne 3368 ot 03.08.2016);

— noroBop Ne 128-HK o B3aumuom coTpyauuyectBe co CrnpaBouno - [louckoBoit Cuctemoit I'apant ot
19.12.2014 (6eccpouHslii).

8.2 IlepeuyeHb HH(POPMATMOHHBIX CMIPABOYHBIX CHCTEM

OObyuaromumMcs o0ecredeH 10CTYIl K COBPEMEHHBIM MpodeccnoHabHBIM 0a3aM JaHHBIX, CIPABOYHBIM U
MIOUCKOBBIM CHCTEMAaM.

1. CnpaBouno-mipaBoBas cuctema «Koncynbrant [Trocy (http://www.consultant.ru).

2. DnekTponHast oubnmoreunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/

9. MATEPHAJILHO-TEXHUUECKASI BA3A, HEOBXOJIMMAS J1JI51 OCYIIECTBJEHUS
OBPA3OBATEJILHOI'O ITPOLIECCA 110 JUCLUIIJIMHE (MOY.JTIO)

HanmenoBanue crnieriuanbHbIX IOMEILIEHUN U OcCHaIIEHHOCTh CHENMAIBHBIX TOMEUICHUH 1

TTOMEIICHHI JIJI1 CAMOCTOSITEIbHON PaOOTHI TTOMEMICHHH I CAaMOCTOSITEIbHOM PaObOThI
VYuebHas ayIuToOpus Ui IPOBEICHUS 3aHATUI MynbTUMEAUINHBINA IPOEKTOP, IEPCOHAIBHBINA KOM-
JIEKIIMOHHOI'O TUIIA, 3aHATUI CEMUHAPCKOTO TUIIA, MBIOTED, BBIXOJ B VIHTEpHET, 3JIEKTPOHHBIE PECYPCHI,
IPYIIIOBBIX U MHIUBHYAJIbHBIX KOHCYJIBTALUM, yueOHasi Mme0ellb, 10cKa yueOHas,
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TEKYILET0 KOHTPOJIS U MPOMEKYTOYHOM aTTeCTalluu
352120, Kpacnogapckuii kpai,

r. Tuxopenxk, yn. OxkrssOpbckas, a. 240,

Ne 501

[TometieHue 115 caMOCTOSITENbHOM paboTHI, € pa-
00YMMH MECTaMU, OCHAIIICHHBIMU KOMITHIOTEPHOM
TEXHHUKOH ¢ MOJIKIIF0UeHHEeM K ceTu «HTepHeT» U
o0ecriedyeHneM HEOTrPaHUYEHHOTO JJOCTYIA B JJICK-
TPOHHYIO HH(POPMAITMOHHO-00pa30BaTEIbHYIO Cpe-
Iy OpraHU3aIMH I KaXKI0r0 00y4Jaronerocs
352120, Kpacnogapckuii kpai,

r. Tuxopenk, yin. OktaOpbckas, 1. 240

Ne 406

[Tomerenue 111 CAaMOCTOSITEIILHOM pabOThI, C pa-
00YMMH MECTaMU, OCHAIIICHHBIMU KOMITHIOTEPHOM
TEXHUKOM ¢ MOJIKIIIOYCHUEM K ceTh «MHTepHeT» H
obecrieueHreM HEOTPAaHWYCHHOTO JOCTYIIA B DJICK-
TPOHHYIO UH(POPMALIMOHHO-00pa30BaTEIbHYIO Cpe-
Iy OpTaHHU3AINH JIJIS KQXKIO0TO 00y4Jaronierocs, B
COOTBETCTBHH C 00HEMOM HU3Yy4aeMbIX TUCIIHILIHH
352120, Kpacnogapckuii kpai,

r. Tuxopenk, yin. Oxkta0pbckas, 1. 240,

Ne 36

[Tomenienue uist XpaHeHHs U TPOPHUIAKTHUECKOTO
oOcitykuBaHUs y4eOHOTO 000pyIOBaHUS

352120, Kpacnogapckuii kpai,

r. Tuxopenx

yueOHO-HarsAHbIe TOCOOUs, 00ecTIeYMBaOIIUE Te-
MaTHYeCKUE WILTIOCTPALIUH

[TepcoHalIbHBIC KOMIIBIOTEPHI, IPUHTEP, BBIXOJ B
Wutepner, yueOHast MeOeIb.

[TepcoHalIbHBIC KOMIIBIOTEPHI, IPUHTEP, BBIXOJ B
Wutepner, yueOHast MeOeIb.

Ctoa KOMIIBIOTEPHBIH, ceild, mebenb oducHas, cTeln-
JIKU METaTHYECKHUE.
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