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

HucuumnnuHa «JloOKyMEHTAIlMOHHBIM MEHEI)KMEHT» BXOJIUT B BapUATHUBHYIO 4YacTb
JUCLUIUINH ~ HampaBlieHUs MOAroToBkM MaructpoB 46.04.02  «/lokymeHTOBeneHue u
apXMBOBEJICHHE» TI0 OCHOBHOW oOpa3oBarenbHOi mporpamme (OOII) «OpranuzanmoHHOE
MPOSKTUPOBAHUE CHUCTEM VYIPABICHUS» KaK JAUCIHWILNIMHA [0 BBIOOPY M HWMEET HHJIEKC
b1.B./IB.06.02.

OOBeKTOM H3Yy4YeHHs Kypca SBISETCS CHCTEMa JOKYMEHTAlMOHHOTO O0ecredeHus
yOpaBlieHUs KaKk OOBEKT OpraHu3alllM, YIpaBJICHHsS, COBEPIICHCTBOBAHUS W pPa3BUTUS B
YCIOBHAX HH()OPMAITMOHHOTO HHHOBAIIMOHHO PAa3BHBAIOIIETOCS OOIIECTBA.

[IpenmMeroM u3ydeHUs IUCHUIUIMHBI SIBISIOTCA JIOKYMEHTAIMOHHBIH MEHEI)KMEHT B
CHUCTeME JOKYMEHTAIMOHHOTO OO0ECleYeHUsl YIPABICHUS B YCIOBUSAX HH(POPMALMOHHOTO
WHHOBAIIMOHHO Pa3BHUBAIOIIETOCS OOIECTBA.

HenssMu OCBOEHUS JAMCHMIUIMHBL «J{OKYMEHTAllMOHHBI MEHEIKMEHT)»  SIBIISIOTCS
pa3BUTHE Yy CTYJEHTOB JHMYHOCTHBIX KadecTB MU (opMHupoBaHHE OOIICKYJIBTYPHBIX H
Ipo(ecCHOHANBHBIX KOMIETEHIMM B 00JacTH JOKYMEHTAlMOHHOIO MEHEPKMEHTa B CHCTEME
JIOKYMEHTAIMOHHOTO 00eCIieYeH sl yIPaBIeHUS B YCIOBUSIX UH()OPMAIIMOHHOTO MHHOBALIMOHHO
Pa3BUBAOIIETOCS OOIIECTBA.

BocnurtaTtenbHoil 11€1bI0 OCBOCHUE TUCHUIUIMHBI SBISETCS (POPMUPOBAHUE U PA3BUTHE Y
CTYJEHTOB JIMYHOCTHBIX KAyeCTB, ONPEIEINAIOIIMX €r0 MOTUB IMPaBWJIBHO U C TMOJb30H AJs
oOmiecTBa HCIIOJIb30BaTh CBOM  BO3MOXKHOCTH, OOYCIIOBJICHHBIE 3HAaHUSMHU IpEAMETa
OCBaMBAEMON JUCLUIIIINHBL.

B cBoro ouepenp, B obOnactu 0oOydeHHs OCBOEHHE IUCUUIUIMHBI MUMEET CBOEH IIEIbIO
COBEPILICHCTBOBAaHWE, (OPMUPOBAHHE W PAa3BUTHE Yy CTYJACHTOB IIEJIOCTHOH CHCTEMBI
npoecCHOHANBHBIX W OOIIEKYJNBTYPHBIX KOMIETEHLUUNA B O0JACTH JOKYMEHTAallMOHHOTO
MEHEP)KMEHTa B CHCTEME JOKYMEHTAallMOHHOTO OO0ECeueHus YHpaBICHUS B YCIOBHSX
MH(OPMALIMOHHOTO HMHHOBAI[MOHHO pa3BUBaromierocs obmecrsa. [Ipu stom Qopmupyemsbie
KOMIIETEHIIUM OpPUEHTHUPOBAaHbl HA OCYILIECTBICHHE JOKYMEHTAI[MOHHOTO MEHEKMEHTA,
OIPEEIISAIOIErO s dexTuBHOE JOKYMEHTAllMOHHOE obecrnieueHue yIpaBJeHus,
CIOCOOCTBYIOIIIETO HENPEPHIBHOMY HHHOBALIMOHHOMY OPIraHMU3Al[MOHHOMY pPa3BUTHIO CHCTEM
yOpaBlIeHUS] OPraHMU3AIlMM Ha OCHOBE COBPEMEHHBIX MH()OPMAIMOHHBIX M HHTEJIEKTYaJIbHbBIX
TEXHOJIOTH.

OcHoBHas 11eTh Kypca MpenoiaraeT Heo0X0IMMOCTh IOCTHKEHHUS CIeIYIONINX YaCTHBIX
1[eJI€ OCBOCHHUSI TUCIMILINHBIL:

1) chopMupoBaTh y CTYACHTOB MPAaBUIBLHOE MPEACTABICHNE O HAYYHOW METOJOJIOTHH U
HAy4YHBIX TEOPETUYECKHMX OCHOBAX JOKYMEHTAIIMOHHOTO MEHEIKMEHTa, 00ecrnedyrBaronx
pelieHrue MpoOJIeMbl WHHOBAIIMOHHOTO DPAa3BUTHS CHUCTEM JOKYMEHTAI[MOHHOTO oOecredyeHus
yIOpaBJIeHUS B YCIOBUIX MH(OPMALIMOHHOTO MHHOBALIMOHHO Pa3BUBAIOIIErocs O0IECTBa;

2) obecrieuuTh B TMpOIECCe MPENOAaBaHus TUCHUIUTHHBI MPHOOpPETEHHE CTYAEHTaMU
MpoQeCCUOHANIBHBIX 3HAHUI METO/I0B, METOJMK U TIPaBUJI JOKYMEHTAI[MOHHOTO MEHE/HKMEHTA B
CUCTEME JOKYMEHTAllMOHHOTO OOeCleYeHHs YIPaBIEHUS B Pa3IMYHBIX KOMMYHHMKAIIHOHHBIX
cpenax (pu3nyeckoit, oneparmoOHHON, HHPOPMAITMOHHOH, HHTEIUICKTYaTbHOM);

3) B XoJe TMpPOBEACHHS MPAKTUYECKUX 3aHSATUH MO TUCIUILUIMHE HAYYUTh CTYJEHTOB
MPUMEHSATH 3HAaHUSI METOJIOB, METOJUK U MPABUJI TOKYMEHTAIIMOHHOTO MEHEPKMEHTA B CHCTEME
JIOKYMEHTAIIMOHHOTO O00eCIeUeHUs YIpaBIEHUS B PAa3IMYHBIX KOMMYHHUKAIIMOHHBIX Cpeaax
(¢pusmueckoi, omeparMoOHHONW, WHOOPMAIMOHHOW, WHTEIUICKTyaJIbHOW) ISl TPAKTUYECKOTO
OCYILECTBJICHUS HEMPEPHIBHOTO HWHHOBAIIMOHHOTO OPraHU3allMOHHOTO Pa3BUTUSL CUCTEM
YIpaBJICHUSI OpraHU3aIlMi Ha OCHOBE COBPEMEHHBIX WH(OPMAIMOHHBIX W WHTEJUICKTYaJbHBIX
TEXHOJIOTHUH,

4) 3a cyeT MPUMEHEHUS WHTEPAKTHBHBIX TEXHOJIOTHH YMPaBICHUS CaMOCTOSTEIbHOMN
paboToii CTyAeHTOB, obOecrnednTh (OPMUPOBAHMS Y HHUX YCTOWUYUBBIX HABBIKOB pPabOTHI IO



OCymecTBIeHNI0  3(G(EKTUBHOTO  JIOKYMEHTAllMOHHOTO  MEHEDKMEHTa B CHCTEME
JIOKYMEHTAI[MOHHOTO 00ECTIeUeHUsl YIPABICHUS HA BCEX JIOTUYECKUX YPOBHSAX C MPUMEHEHHEM
COBPEMEHHOTO HHCTPYMEHTAPUS.

1.2 3agaun AUCHUILJIMHEL.

HJ’ISI JOCTHIXKCHUA OCHOBHOM M YaCTHBIX ueneﬁ OCBOCHHA JUCHUILIMHBI B IIPOLIECCC
HU3YUYCHUS JUCHUIIIMHBI pCHIAOTCA CIICAYIOIIHEC 06pa30BaTCHBHHe 3aJa4u.

OO6pa3oBarenbHbIC 33Ja4l OCBOCHUS TEOPETUUECKOH KOMITOHEHTHI:

1) wu3yyenue ©0a30BBIX  METOJOJOTHMUECKHUX  MNPUHIUIOB JOKYMEHTAIIHOHHOTO
MEHE/KMEHTA B CUCTEME JOKYMEHTAIL[MOHHOI'O 00eCIIeYeHUs yIIpaBIICHUS,

2) wusydeHue (yHIAMEHTAIBHBIX METOJOJOTHYECKUX IMOHATUH W KaTeropuaibHO-
TEPMUHOJIOTUYECKOTO alllapaTa TEOPUU U METOLOJIOTMH JOKYMEHTAMOHHOIO MEHEIKMEHTA B
CHCTEME JIOKYMEHTAIIMOHHOTO 00eCIIeUeHHs YIIPABICHHUS;

3) uW3yyeHHE W TPUBUTHE YMEHHUS TPABWIBHO BBIOMPATh METOJBI, METOJIUKUA H
dbopmupoBaTh TpaBUiIa JOKYMEHTAIMOHHOTO MEHE/DKMEHTa B CHCTEME JOKYMEHTAI[HOHHOTO
olecreuenus YHIpaBJICHHUA B 3aBUCUMOCTH OT BO3MOXKHOCTEH AOCTYIIHBIX KOMMYHUKAaIIMOHHBIX
cpen;

4) OCBOCHHME TEOPUUM M METOJOJOTMH JOKYMEHTAIIMOHHOTO MEHEIKMEHTa B CHUCTEME
JIOKYMEHTAIlMOHHOT'0 00eCIIeYeHNs yIpaBIeHHUs U IPUBUTUE YMEHUS BbIOUPATh U 0OOCHOBBIBATH
METO/IbI, METOJTUKH, ¥ (POPMUPOBATH HA UX OCHOBE NPaBUIIa JIOKYMEHTAIIMOHHOTO MCHEPKMEHTA
B CUCTEMC NJOKYMCHTALIMOHHOI'O obecrieueHus YHOpaBJICHUA B PA3JIMUYHBIX KOMMYHHUKAIIMOHHBIX
cpenax.

OO6pa3zoBaTebHBIC 3a1a4l OCBOCHUS ITO3HABATEIIbHOW KOMITOHEHTHI:

1) HU3YYCHUC HOBBLIX MCTOHOJJOTHMYCCKUX IMOAXOJ0B, OCHOBAHHBLIX Ha COBPCMCHHBIX
MNPpEACTAaBJICHUAX O CUCTEMC YIIPABJICHUA, €C KOMMYHHKaHHOHHOﬁ cpeac, K OpraHu3anuu u
OCYHICCTBJICHUIO  JOKYMCHTAOMOHHOI'O MCHC/DKMCHTAa B CHCTCMEC JOKYMCHTAIIMOHHOI'O
obecnieyeHus YHOpaBJICHUA,

2) ¢opMupOBaHHE COBPEMEHHOTO IMPEACTABICHHUS O MPHUPOJE, COACPKAaHUH U Pa3BUTHH
TEOPETUKO-METOIOJIOTHIECKON CHCTEMBI, OOeCTeYrBarOIIEeH A(PPEKTUBHYIO OpraHU3alHI0 |
OCYILIECTBJIEHHE JOKYMEHTAllMOHHOTO MEHEKMEHTa B CHCTEME JOKYMEHTAlMOHHOTO
oOecrieueHus ynpaBieHus,

3) u3y4yeHue NMPHUHLUIOB U MPABUI JIOTMKO-CMBICIOBOTO KOHCTPYHUPOBAHHS CTPYKTYPBI
OpTraHHu3allMOHHOI0 MCHCIKMCHTA B CUCTEMC JOKYMCHTAIIMOHHOI'O o0ecrieueHus YHpaBJICHUA,
oOecrieunBaromell  dQQPEKTUBHOE  OPraHU3ALMOHHOE  pa3BUTHE CUCTEMbI  YIPABICHMS
opraHu3alr B YCJIOBHUAX COBPEMEHHBIX KOMMYHUKAIIMOHHBIX CPCII;

4) wu3ydyeHHE UCTOPUYECKOW JIaHHOCTH, COBPEMEHHOTO COCTOSIHHSI W TEPCIEKTHB
pa3sBUTHSL  TEOPUM M MPAKTHKH  JIOKYMEHTAllUOHHOTO  MEHEPKMEHTa B  CHUCTEMeE
JOKYMCHTAlIUOHHOT'O obecrieueHus yYOopaBJCHUA JJId OCYHICCTBICHUA OpPraHUu3allMOHHOIO
MHHOBAIIMOHHOT'O PAa3BUTHUS CUCTEMBI JOKYMEHTAI[HIOHHOTO 00ECTIEUEeHHUs YIIPaBICHHS.

OObpazoBaTenbHble 337]a4l OCBOEHUS TPAKTUUECKONH KOMIIOHEHTBI:

1) OCBOCHHEC COBPEMCHHBIX MCTOAUK JOKYMCHTAIIMOHHOTO MCHC/PKMCHTA B CHUCTEMC
JOKYMEHTAIIMOHHOTO ~ OOECIEUYEHUs]  YNpaBICHHUS I TPAKTHYECKOTO  OCYIIECTBICHHS
OpTraHHU3allMOHHOI'0O MHHOBAIIMOHHOT'O pa3sBUTUA CUCTEMBI YIIPABJICHHUA OpraHHU3allN,

2) OCBOCHHEC COBPEMECHHBIX MCTOOOB H TEXHOJIOTUN JOKYMCHTAIUOHHOT'O MCHCPKMCHTA
B CHCTEME JIOKyMCHTAI[MOHHOTO OOCCIICUCHUs YMPABICHUS I OCYIIECTBICHHS €ro
3(1)(1)6KTI/IBHOFO OpTraHHU3allMOHHOI'0 pa3BHUTHA B YCJIOBHUAX COBPEMCEHHBIX KOMMYHUKAlIHMOHHBIX
cpen;

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



o0ecrieueHus ynpaBieHUs AJIs €ro OpraHU3allMOHHOTO MHHOBAIIMOHHOTO Pa3BUTHUS B YCIOBUSX
COBEPILEHCTBOBAHUS MH()OPMAIIHOHHOTO M (POPMUPOBAHUS MHTEIIEKTYAJILHOTO OOIIIECTBA;

4) npuoOpereHue  ombITa  MOCTpOeHUS  A(P(HEKTUBHOTO  JOKYMEHTAIHOHHOTO
MEHEDKMEHTa B CHCTEME JOKYMEHTAI[HOHHOTO OO0ECHEeUYCHHs YIPABICHHS, PEaTU3YIOIIETO
OpPraHM3allMOHHOE WHHOBALIMOHHOE PA3BUTHUE CHUCTEMBI JIOKYMEHTAIIMOHHOTO OOEeCTIeYeHHS
yIOpaBlIeHUS B YCIOBHSAX COBEPIICHCTBOBAHHS WH(POPMAIMOHHOTO U  (OPMHUPOBAHUS
MHTEJUIEKTYaJIbHOTO O0IIEeCTBA.

1.3 MecTo AucuMnIMHBI (MOIYJIsl) B CTPYKTYpe 00pa3oBaTe/ibHOM MPOrpaMMBbl.

JucuunnuHa «JlOKyMEHTallMOHHBIM MEHEI)KMEHT» OTHOCUTCA K BapUaTUBHOM YacTH
broka 1 "Jlucummumasl (Momynn)" ydeOHOTO TlaHAa Kak JUCHUILIMHA O BhIOOpY. M3yueHue
JTUCLIUTUTMHBIL CTYACHTAaMH OYHOU (opMbl 00ydeHus uaetr Ha BropoM kypce (Kypc 6) B TpeTbem
cemectpe (Cemectp B).

Jlisi  yCHEIIHOTO yCBOGHHS JIUCHMIUTMHBI HEOOXOIMMO, 4YTOOBI CTYACHT BIIAZCI
3HAHUSIMH, YMEHUSIMHU M HaBBIKAMH B 00beMe TPEOOBAHUN TUCIMILINH, U3y4aeMbIX Ha TIEPBOM
kypce (Kypc 5) o0yuenust B mepBom cemectpe (Cemectp 9) u Bo BTopom cemectpe (Cemectp A).
[Ipy 3TOM K OCHOBHBIM OOCCIICUMBAIOIIUM TUCIUIUIMHAM OTHOCSTCS CIEAYIOIUE KYPCHI:
Comwmonoruss ¥ tnicuxosiorust ynpasienus; Hcropus u dunocoduss nayku; [lomuronorus;
Meroanka  Hay4YHO-HMCCIEAOBATENbCKOM  paboThl;  MojenupoBaHue  yIpaBJICHUYECKOM
nesireabHOCTH; MH(OpMaIMoHHbIe CHCTEMBI B YIpaBJiIcHUU; TeopHus U METOIOJIOTHS HAy4YHOTO
no3HaHus; Teopusi COBPEMEHHOTO JIOKYMEHTOBEICHUS W  apXWBOBEACHHS; Teopus
UH(POPMAIIMOHHOTO MPOCTPAHCTBA M JOKYMEHTAIMOHHBIX cucTeM/ KopropaTuBHBIE CHCTEMBI
JOVY; Ouenka 3pPpeKTHBHOCTH OpraHU3AIMOHHON CHCTEMBI YIIPABJICHUS.

B cBowo ouepenp, u3y4YeHHE JUCHUIUIMHBI «JlOKyMEHTAI[MOHHBIA MEHEDKMEHTY
dbopMUpyeT 3HAHHUS U YMEHUS, KOTOPBIC JTOJDKEH UMETh CTYJEHT, a TAK)KE HABBIKH, KOTOPHIMHU
JIOJDKEH BIIAJIETh CTYJIEHT, YTOOBI 00ECIIEYHTh BO3MOXKHOCTD YCIEITHOTO OCBOCHHUS CTYICHTAMHU
MOCJIEIYIOIUX pa3lesioB OCHOBHOW 00pa30BaTeNbHON mporpammbl. Ilpw 3TOM K OCHOBHBIM
o0ecrieyrBacMbIM  paszzeiiaM  00pa3oBaTeNbHOM  MPOrpaMMbl  OTHOCATCS  CIICIYFOIIUE
JUCHUTUTHHBL: 1) Hay4HO-HCCIIeI0BaTEIbCKast paboTa; 2) MpeIIUIUIOMHAs IIPAKTHKA.

Kpome TOro, wu3ydeHWe JUCHUIUIMHBI  «J/[OKYMEHTAIMOHHBIH  MEHEHKMEHT)
OCYILECTBIIICTCSI B CTPOrOM  JIOTMYECKOM B3aUMOCBA3M C HW3Y4YEHHEM JAUCHUIUIMHBI
«HccrnenoBanme cucteMbl WHGOPMAIMOHHO-TOKYMEHTAIIMOHHOTO OOECTIEYCHUsT KOPIIOPAITUI,
KoTopasi u3yudaercst Ha BTopoM kypce (Kypc 6) B Tom ke Tperbem cemectpe (Cemectp B).

1.4 Ilepeyenb MIaHMPYeMbIX Pe3yJbTATOB OOy4YeHHsl MO JUCHUIIMHE (MOAYJI0),
COOTHECEHHBbIX ¢ IUVIAHHUPYeMbIMH  pe3yJbTATAMH  OCBOCHHSI  OCHOBHOM
o0pa3oBaTe/IbHON NPOrpaMMBbl.

JUis  TOCTMKEHUsT OCHOBHOM IleNIi  Kypca BBINOJIHEHHE 0Opa30BaTeNbHBIX 3ajad
TUCHUTUTMHBL  JIOJDKHO — ofOecrieuwBaTh  (pOpMUpOBaHME y  CTYJIEHTOB  OIPEIEIICHHBIX
KOMIIETEHIIMH, Onaronaps KOTOPBIM M O0OECHeuMBaeTCs YCIEIIHOE YCBOEHUE CTYJICHTaMHU
MOCNEAYIOIUX pa3/ie]ioB  OCHOBHOM oOpas3oBarenbHOM mnporpammbl. CdopmupoBaHHbIE
KOMIIETEHIIMM O00ECleYnBal0T TaKOe YCBOEHHE OCHOBHOI 00pa30BaTeNbHOW MPOTpaMMbI, YTO
1OCJI€ MWTOTOBOW TOCYIApCTBEHHOW AaTTECTAllMM Yy BBITYCKHHKA-MarucTpa CKIIAIBIBACTCS
IEJIOCTHAS cHCTeMa OOLIEKYIbTYPHBIX U MPO(PEeCCHOHATBHBIX KOMIIETEHIIMN, 00ecTIe rBaromas
ero 2(p¢deKTuBHYI0 TPO(HECCHOHATBLHYIO JICSITEIBHOCT B cepe OpraHU3aIMOHHOTO
IPOEKTHUPOBAHUS CHCTEM YIPABJICHUS.

CocraB u copepkaHue KOMITETCHIINH, (OPMUPYEMBIX B XOJI€ YCBOCHUS JUCIUILTAHBI, B
COOTHECEHHM C IUIAHUPYEMBIMU pe3yJbTaTaMH OCBOEHHS OCHOBHOW 00pa3oBaTesIbHON
mporpamMmbl  mipencTaBieHbl B Tabmume 1 B coorBerctBUUM ¢ DPI'OC BIIO nampaieHus



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

Tabmuma 1 -

Komnerenmumn,

«JlOKyMEHTAllMOHHBIN MEHEKMEHT

dbopmupyembie B

X0JIe

YCBOCHUA

Ne /11, vHAEKC U

B PE3YJIbTATC N3YUYCHUS yqe6H01‘/'1 JUCHUITIIIMHBI 06yqafomnec;1 JIOJIDKHBI

CoJIepKaHue
KOMITETeHIINH (Wn eé 3HATh yMeTh BJa/IETh
4acTu)
bazoeie  mpuHnunel 1| TonepantHO bazoBbIMM mpHHIMIIAMH H
1. OIIK-2 TOTOBHOCTBIO PHILL P PHHL
METOJIBI TOJIEPAHTHOTO | BOCIIPHHUMATh METOJaMH  TOJIEPAHTHOTO
PYKOBOJAUTH KOJJIEKTHBOM
5 cdhepe cBoeii | PYKOBOZICTBA COLMaJIbHBIE, STHHYECKHUE, | PyKOBOJCTBA
p . COTPYOHHKAMH  CITy>KOBI | KOH(pECCHOHAIbHEIC U |COTPYIHUKAMH  CIYKOBI
npodeccnoHaNBHOMI
eSTEBHOCTH JOKyMEHTAI[HOHHOTO KyJIbTypHBIC pas3nuyus | JOKyMEHTaIl[HOHHOTO
’ obecrieueHUs KOPHOPALNH | COTPYTHHKOB CITy>KOBI | 00ecTiedeHusT  KOPIIOpaITiH
TOJIEPAHTHO BOCTIPHHUMAs
C YYETOM COLHAIBHBIX, | JOKYMECHTAHOHHOTO C YYETOM COLMAJIbHBIX,
COIIMANbHBIE, YTHUYECKHE,
STHHUYECKHX, obecrieueHns] KOPHOPAIUH | STHHYECKHUX,
KOH(eCcCHOHAIbHBIC u
KOH()eCCHOHAIIBHBIX uln HCIIONIb30BATh B | KOH(ECCHOHATBHBIX u
KyJIbTYypHBIE Pa3IHYHs . .
KYJIBTYPHBIX pa3inyuii MHTEpecax Jena. KYJbTYPHBIX pa3inuuuii
CymHocTs W npupony | AHaIU3MpoBaTh Mpoieccsl | [IpuHunnamu
MPOLIECCOB MPOUCXOISIINX | B cucreme | OPMUPOBAHHS, 3aKOHAMH,
B CHCTEME | IOKYMEHTALHOHHOTO A3BUTHUS u
3. TIK-2 mnoHumaHuem ROKY ! P
JIOKyMEHTaI[HOHHOTO obecrieueHnsl KOPIopanuy, | 3aKOHOMEPHOCTSIMHU
CYIIHOCTH MPOIIECCOB,
obecrieueHnsl KOPIopauuH, | BBISBIISTH NPOTEKaHUsI MPOLIECCOB B
MPOUCXOJSIIUX B 00IaCTH
TPUHIIUTIE] UX | TOKyMEHTOIIOTOKH Hu |cucteme
JIOKyMEHTOBEJCHUS "
ApXIBOBEIEHS (hopmupoBanus, ITYHKTBI 00paboTKH, | JTOKyMEHTaIIHOHHOTO
P 3aKOHOMEPHOCTH ¢dbopMupoBath ciry>x0y | o0ecTieueHnsl KOpropanuH,
NPOTEKaHWS W 3aKOHBI | JOKYMEHTALOHHOTO METOaMH WX aHaIu3a M|
pasBHUTHSL. oOecIieueHns] KOPIopanuy | CHHTE3a.
3. TIK-8 cmocoOHOCTRIO Onpenenstb cBoiicTBa | MeTogamu aHan3a,
CrpykTypy Ka4ecTBa
aHAJIM3UPOBATh IIEHHOCTH JIOKyMEHTa ¥ TIPOBOAUTH | CHHTE3a " OLICHKH
JOKyMEHTE U METOJbl ee
JIOKyMEHTOB C IIEJbI0 UX UX OIEHKY M BBISABISITH | CTPYKTYPBI Ka4yecTBa
aHaJIM3a ¥ OLCHKH
XpaHeHHUs CTPYKTYPY €ro KayecTBa _ |JIOKYMEHTa
Meroaonoruyeckue u METOJI0JI0TUIECKIMHU u
MHCTPYMEHTAJILHO- UHCTPYMEHTAJILHO-
4. TIK-14 cnocoGHOCTBIO Py OpraHu30BEIBaTH u Py
METOIUYECKHE OCHOBBI METOJIMYECKUMH OCHOBaMHU
u TOTOBHOCTBIO OCYIIECTBIISITh
OpraHu3aIiu u . OpraHM3au u
OpPraHU30BBIBaTH  PaboOTy JIOKyMEHTaI[HIOHHOW
OCYIIIECTBIICHUS OCYIIECTBIICHUS
CITy>KOBI MEHEXKMEHT B CHCTEMeE
JIOKyMEHTaI[HOHHOTO JOKyMEHTAI[HIOHHOTO
JIOKyMEHTaI[IOHHOTO JIOKyMEHTAI[HIOHHOTO
MEHEXKMEHTa B CHCTEMeE MEHEPKMEHTa B CHCTEME
obecrieueHns1 yIpaBJICHHS obecrieueHnst  yIpaBIeHUS
JIOKyMEHTaI[HOHHOTO JIOKyMEHTAI[HIOHHOTO

Y apXUBHOMW CITyKOBI

obecrieueHnst  yIpaBiIeHUS
W apXMBHOM cIyx0e

W apXUBHOM cIy0e

obecrieyeHns] ynpaBJICHHS
1 apXUBHOM ciryx0e

5. TIK-23  BiameHuem
MpUHIIUIIaM U

OpraHu3aIu ciryx0
JOKYMEHTAalUOHHOT'O

oOecrieueHns yIIpaBICHUS
U apXHUBHOM CITy>KOBI

[TpHHIMIBI OPraHU3aIMH U
OCYILECTBICHUS
OpraHM3aI[OHHOTO
MCHEDKMEHTA B CHCTEME
JIOKYMEHTAI[HOHHOTO
oOecrieyeHNss yNpaBICHUS
W apXUBHOM ciyx0e.

[MpumensTH TIPUHINIIBI
OpraHu3anuu u
OCYILECTBIICHUS
OpraHU3aIIOHHOTO
MCHCIP)KMCHTA B
OopraHu3aluu CITyKOBI
JOKYMEHTAIMOHHOT'O

obecrieueHns1  ynpaBIICHHS
W apXMBHOM CITy OBl

Bnaners TIPUHINIIBI
OpraHu3anuu u
OCYIIECTBIICHUS
OpraHU3aI[HOHHOTO
MCHCIP)KMCHTA pu
OpraHu3anuu CITyKOBI
JOKYMEHTAallTUOHHOT'O

obecrieyeHns] ynpaBJICHUS
1 apXUBHOU CITyKOBI

JUCLUILINHEI




2. CTpyKTypa U cofep:KaHMe JUCUMILIIUHBI.
2.1 PacnipenesieHne TPYA0EMKOCTH AUCHHMILIMHBI IO BUAaM padoT.

OO6mast TpyJ0OEMKOCTh JUCIUIUIMHBI COCTaBiisgeT 4 3aveTHble eauHulbl, win 144 gaca
y4eOHOr0 BpEMEHH.

B cBoro ouepenn 4achl, OTBEICHHBIC HA ayJAMTOPHBIC 3aHATHS, PACIPEACIIAIOTCS MEKIY
IByMsi 0a30BBIMH BHJIaMU Y4eOHOW padOThI — CIyIMIaHUE JIEKIUU M paboTa HaJ JIEKIHOHHBIM
MaTepuajioM (JIEKIMH) M TpaKTHYecKas padoTa I10 BBIIOJHEHUIO 3a/a4, IOCTABJICHHBIX
npernoaBareaeM (PaKTUHICCKUE 3aHATHsI/ CEMUHAPHI).

Pacrnipenesienre TpyJA0€MKOCTH TUCIUIUIMHBI B Yacax IO BCEM BHUAM ayJMTOPHON W
CaMOCTOSITENILHOM paObOThI CTYIEHTA TI0 CEMECTPaM IPECTABICHO B Ta0OIHIIE 2.

Tabmuma 2 — Pacnpenenenue o6miero oO0beMa TUCHUILIMHBI 1O BHJAAM Y4eOHOW paboThl U
ceMecTpaM Jisl O4HOI PopMbI 00ydeHust

Bun yueGHOI paboThI (010:]0) 300
Bcero Cemectpnl Bcero Kypc
4acoB B C 4acoB 5 6
KonTakTHasi pa6oTa, 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,

MPAKTUYCCKHUE 3aHITHS, TIPAKTUKYMBI, 28 28 8 6

nabopaTopHble pabOThI, KOJJIOKBUYMBI M UHBIC

AHAJIOTMYHBIC 3aHTHUS)

HKP 0,3 0,3 0,3 0,3
CamocTosiTeJIbHAsI pa6oTa (Bcero) 66 66 111 20 91
B ToMm uucne:

[TpopaboTka yueOHOr0 MaTepHaia 32 32 20 57

BrinonHeHne HHAMBUIYaIbHBIX 3a1aHUM 18 18 18

(moroToBKa COOOIIECHHH, MPe3eHTAIMN)

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

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

2.2 CTpyKTypa AMCUMIIIMHBI:

B cootBercTBMM C pacmpefeneHHeM TPYJOEMKOCTH JUCLUIUIMHBI [0 BUAAM y4eOHOH
paboThl (cM. TabnuIly 2) U 3a/ladyaMy U3YUYEHHS TUCHUIUIMHBI (cM. 1. 1.2) onpenenena cTpykTypa
JUCLIMIUINHBI, KOTOpasl BKJIIOYAET TPHU B3aWMOCBS3aHHBIX pasnena. llepBbiil pasgen sBisgercs
POOJIEMHO-TEOPETUYECKUM U MPEACTABIAET COOOM JIEKIMOHHBIA Kypc TUCHUILIMHBL. BTOpoit
pa3ziesl MOCBSAIIEH MPAaKTUYECKUM 3aJadaM OpPraHM3allMM U WHCTPYMEHTAJIBHO-METOJUYECKOIO
o0OecrieyeHrss OpPraHMU3allMOHHOTO IPOEKTUPOBAHMSI CHUCTEMBl YIPABICHHUS OpraHM3ald B
Gu3nUecKUX KOMMYHHKAIlMOHHBIX CpellaX, Ha HEro OTBOJMTCA OJHAa TPETh YacoB 3aHATHUH
ceMuHapckoro tuma. TpeTuil pa3zen Tak e MOCBALIEH MPaKTUYECKUM 3a/ladaM OpraHu3aluy U
MHCTPYMEHTAIIbHO-METOINYECKOr0 00ecrieueH s] OpraHu3allMOHHOTO MPOEKTUPOBAHUS CUCTEMBI
yOpaBl€HUS  OpraHu3alud, HO YK€ B  HHPOPMAIMOHHBIX UM  HMHTEUIEKTYyalbHbIX
KOMMYHMKAI[MOHHBIX CpelaxX, Ha HEro OTBOJWUTCS OCTaBUIMECS IBE TPETbH YacoB 3aHATHUN
CEMHHApPCKOro THIA.

Pacnpenenenue BU0B yueOHOIH pabOThl M UX TPYAOEMKOCTH IO pa3jieiaM JUCIUILTAHBI
JUISL CTy/IEHTOB OYHOU (hOpMbI 00yUEHHS MPECTABICHO B TAOIMIIAX.




Pacripenenenne BuIOB y4eOHOIH pabOTHI M WX TPYJOEMKOCTH IO pasjenaM AWCIUIUIMHBI JJIs
CTYACHTOB O4YHOU (hOpMBI 00yUCHHS

KonnuecTBo 9acos
AynutopHas preayut
Ne HaumenoBanue pa3aenos 6 opHas
Beero pabota pabora
J | 113 | JIP | CPC
1 2 3 4 5 6 7
TeopeTuko-MeTo10I0rHYeCcKHe OCHOBEI cucTeM
1. |moxymeHTanMOHHOTO obecrieueHus yIpaBICHUS u 36 |14 | - - 22
JOKYMEHTAllMOHHOT0 MeHekMeHTa (TeopeTnueckuii MOTyib)
Mogpenu, METO/IBI u TEXHOJIOTHH OpraHu3anuu
o |OKYMCHTALHOHHOTO MEHEPKMEHTA B CHCTEME| 40 ) 14 | - 22
" |IOKyMEHTaI[HOHHOTO obecrieueHns YIIPaBICHUS
(ITpaktuueckuit Moayb 1)
Mogenu,  MeToAbl M TEXHOJOTMH  OCYLIECTBIICHHS
3 |[AOKYMCHTAlHOHHOTO MEHEPKMEHTA B CHCTEME| 40 ) 14 | - 22
" |IOKyMEHTaI[HOHHOTO obecrieueHns yIIpaBICHUS
(ITpakTryeckuit MOmyb 2)
4. |Dx3ameHn 35,7 - - - -
5. |[UKP 0,3 - - - -
Hmoeo no oucyuniune: 144 | 14 | 28 | - 66

Pacripenenenne BUIOB y4eOHOH paOOTHI M UX TPYJOEMKOCTH MO pasfesaM JUCIHILTMHBI JIJIs
CTYZCHTOB 3209HOM (POPMBI 00ydeHUS

KonngecTBo gacoB
Baeayaut
AynutopHas YA
Ne HaumenoBanue pazaenos B aGoTa opHas
cero p pa6ota
Jl |[113 | JIP | CPC
1 2 3 4 5 6 7
TeopeTnko-MeTo10I0TrHIECKUE OCHOBBI cHcTeM
6. |I1OKyMEHTAI[HOHHOI'O obecrieueHus yIIpaBJIeHUs! u| 36 8 - - 10
JIOKyMEHTAIITMOHHOTO MeHEeKMeHTa (T eopeTHIeCKUuit MOTYIIb)
Monenn, METO/IBI u TEXHOJIOTHH OpraHu3aluu
7 |AOKyMEHTaIOHHOTO MEHEDKMEHTa B CHCTEME| g 8 10
" |TOKyMEHTAITMOHHOT'O obecrieueHus YIIpaBJICHUS
(ITpaktuueckuit MoyIb 1)
Monenu, METO/IBI U TEXHOJIOTUH OCYIIECTBIICHUS
g |MOKYMEHTALHOHHOTO MEHEDKMEHTa B CHCTEME| g 2 6 91
" |HOKYyMEHTAIIMOHHOTO obecrnieueHus yHIpaBIeHHUS
(ITpakTryeckuit Momynb 2)
9. |Dx3amen 8,7 - - - -
10. 0,3
Hmoeo no oucyuniune: 144 | 10 | 14 | - 111

[Tpumeuanue: JI — nexiuu, [13 — mpaktuueckue 3ansTus / cemuHapsl, JIP — maGopaTtopHbie
saasTusi, CPC — camocrositenpHas paboTta CTyneHTa



2.3 Conep:xaHue pa3iesioB U CHUIITHHBI

2.3.1 3aHATHA JEeKIIHOHHOI0 THIIA

B ctpykType y4eOHOI AeATeNbHOCTH 110 N3YUCHUIO TUCIUIUIMHBI «{OKyMEHTAIIMOHHBIN
MCHCI’KMCHT)» Ha 3aHATHUA JICKIIMOHHOI'O THUIIA OTBOAHUTCA 14 4JaCoB, UJIK CCMb ABYX4YaCOBBLIX
3aHATHH (J1ekuuii). Bee nexnum oTHeceHs!I K mepBoMy paszeny auciuruinasl (Teoperndeckomy
mMonayio). CoaeprkaHue JeKIUA JUCUUIUIMHBI IPUBEACHO B Tabmuie 4

Ta6mmma 4 Coneprkanue JEKIMN U UX pacTlpeielieHUue 1o pa3aeiiaM JUCITUTIINHBI

®dopma
HaumenoBanue .
No a3nena Coneprkanue JIEKIUi pas3zena TEKYILIEro
p KOHTPOJIA
1 2 3 4
TeOpeTHKO- Jlexuus 1. Beenenue. TeopeTHKO-METOJOIOTUUECKHUE MTOAXOABI U
METOJIOJIOTUYECKHE |KOHIIEIIIUN CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCTIeYeHHS
OCHOBBI CHUCTEM yIPaBJICHUS U TOKYMEHTAI[MOHHOTO MEHE/DKMEHTA. (2 Jaca)
MOKYMCHTAMOHHOIO|Jlekrust 2. DyHAaMEHTAIBHBINA HAYYHBIN MMOAX0 U HAyYHas
1 obecreueHust KOHIIETINS CUCTEMBI TOKYMEHTAITHOHHOT' O obecreueHns Pe (1)epaT
" |ynpaBiieHHS U YIpaBIeHUs U JOKYMEHTAIIMOHHOTO MEHEDKMEHTa. (2 yaca)
AOKYMCHTAlIlUOHHOT'O 3 .
MEHEKMEHTA Jlexuus 3. [IparmaTuyeckuil NOAX04 U IparMaTU4ecKre
. KOHIIETIIINH CUCTEMBI IOKyMEHTAI[HOHHOTO 00eCIIeYeHuUs
(TeopeTnueckuii
yIpaBIeHUs U JOKYMEHTAIIMOHHOTO MEHEDKMEHTa. (2 yaca)
MOMYJIb)
1 2 3 4
Jlexmmst 4. JIOKyMEHTOBEIUYECKUI METO] KOHCTPYHPOBAHUS CTPYKTYPHI
JIOKYMEHTAIIHOHHOTO MCHE)KMEHTA B CHCTEME TOKYMEHTAIIHOHHOTO
TeopeTtuko- obecnieueHns ynpasieHus. (2 gac)
MeTooiornueckue  |JIexuus 5. YipaBieHIeckuil MeTO KOHCTPYHPOBAHHS CTPYKTYPBI
OCHOBEI CHCTEM JIOKyMEHTallMOHHOTO MEHEIP)KMEHTA B CUCTEME JJOKYMEHTAI[MOHHOTO
obecrieuenus ynpasienus. (2 gac)
AOKYMCHTAlIUOHHOT'O
T — Jlexiust 6. CHCTEMHBIH MMOAX0I M CHCTEMOJIOTHUYECKUH METOT
1. KOHCTPYHUPOBAHHUSA CTPYKTYPBhI JOKYMEHTAIIMOHHOI'O MEHEKMCHTA B Pe(pepaT
YUpAaBJICHUA 1 CHUCTEMe JIOKyMEHTaIlMOHHOTO obecreueHns ynpasieHus. (2 Jac)
JOKYMCHTAlIUOHHOT' O = ~
Jlexkus 7. HayuHblil nogxo1 ¥ AMaNIEKTUYECKUA METO/
MCHCIDKMEHTA KOHCTPYHUPOBAHHS CTPYKTYPHI TOKYMEHTAIIMOHHOTO MEHEKMEHTA B
(TeopeTnueckuit CHCTEME TOKYMEHTAIIMOHHOTO 00ECTICYCHUS YIIPABICHHUS.
MOJTyJIb) JlnanexTideckasi CHCTEMOIIOTHS TOKYMEHTAIIHOHHOTO MEHEKMEHTA B
CHUCTEMe TOKYMEHTAIIMOHHOTO 00ECTICUeHHS KOPIIOpaIHy. 3aKIF0UeHHE.
(2 gac)

niIn

2.3.2 3aHATHS CEMHHAPCKOI0 THIIA

B cTpykType yueOHOI AeATeNbHOCTH MO M3YUYEHUIO AUCHUILIUHBI «/JOKyMEeHTalMOHHBIN
MEHEP)KMEHT» Ha MPAKTHUUECKHUE 3aHATHS (3aHATUS CEMHUHAPCKOro THIA) OTBOAUTCS 28 4acos,

YCTBIPHAAUATH

ABYXYAaCOBBIX MPAKTUYCCKUX 3aHATUH (CeMI/IHapOB) .

Tematuka

MPAKTUYECKHUX 3aHATUN U UX paclpe/esieHne Mo pas3zesaM JUCHUIUIMHBI IPUBEIEHO B TabIuIe

5.



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

®opma
HammenoBanmne .
No TemaTnka MpakTHYECKUX 3aHATHH (CEMUHAPOB) TEKYILEro
pasicia KOHTPOJIS
1 2 3 4
Teoperuko-
METO/I0JIOTMYECKHU
€ OCHOBBI CHUCTEM
JIOKYMCHTAI[HOHHO
1. |ro obecneueHus .
. 3aHATHI CEMHHAPCKOTO TUIA HE MPETyCMOTPEHO Her
YIpaBICHUS u
JOKYMEHTAI[HOHHO
ro MEHEHKMEHTA
(Teopermueckwmii
MOJTYJIIB)
IMpaktryeckoe sansThe 1. MopaenupoBaHue JIOKYMEHTAI[MOHHOTO
MEHEIKMEHTA, napameTphl, CBOMCTBa u XapaKTePUCTHKH
JIOKYMEHTaIlMOHHOTO MeHeIX)KMeHTa (2 Jaca)
MoJens, MeTobl [Mpaktryeckoe 3aHATHE 2. TlpakTudeckoe OCBOCHHE METOIOB OMpEIe/ICHHs
" rexHOOr 1y |T@PAMETPOB, CBOKCTB M XapaKTEPUCTHK JI0KyMEHTalMOHHOIO MEHEDKMEHTa
OpraHu3aluu (2 yaca)
MOKyMEHTAIMOHHO |[IpakTyeckoe 3aHATHE 3. [IpakTueckoe OCBOEHHE METOIOB OILCHKHU
ro MCHEKMEHTA B|3()(hEeKTHBHOCTH TOKYMEHTAIIMOHHOTO MEHEDKMEHTA (2 yaca)
2. |cucreme Dcce
[Mpaktryeckoe 3agstue 4. MoenupoBanue OpraHu3aliu
JIOKYMCHTAI[HOHHO
JIOKYMEHTallMOHHOTO MeHeI)KMeHTa (2 Jaca)
ro obOecredyeHus
yIpaBIeHus [IpakTudeckoe  3aHsTHE 5. Hccnenoranue MoJieen OpraHusanuu
(TpakTuyeckuii  |AOKYMEHTAMOHHOTO MEHE/DKMEHTa (2 4aca)
MozyIib 1) [Mpaktryeckoe 3aHsTHE 6. OO0ocHOBaHUE METO/I0B OpraHu3alu
JIOKYMEHTaIllMOHHOTO MeHeIX)KMeHTa (2 Jaca)
IMpaktuyeckoe  3amsaTe /.  Pa3paboTka  TEXHOJNOTHH  OpraHH3alUH
JIOKyMEHTAI[MOHHOTO MEHeDKMeHTa (2 Jaca)
1 2 3 4
ITpakTuueckoe 3aHsTHE 8. MoaenupoBaHue MIPOLIECCOB
OCYIIECTBJICHHS JOKYMEHTAIIMOHHOTO MEHe’KMeHTa (2 Jaca)
[Ipaktnaeckoe 3amarue 9. [IpakTudeckoe OCBOEGHHE  METOJIOB
ONpEACIICHUs] MapaMeTpoB, CBOMCTB M XapaKTEPUCTHUK IPOLECCOB
OCYIIECTBJICHHS JJOKYMEHTAIIMOHHOTO MEHEKMeHTa (2 Jaca)
Mopenn, MeTOIbI
" TEXHOOTHH [pakTuueckoe 3austue 10. [IpakTHdeckoe OCBOCHHE METOOB OIICHKH
OCyIIECTBICHUs 3((HEeKTUBHOCTH TPOIECCOB OCYIIECTBICHHS JIOKYMEHTAIMOHHOTO
JOKyMeHTanronHo [MCHE/DKMEHTa (2 vaca)
ro MeHePKMEHTA B .
3. |cucreme [IpakTiaeckoe 3amstie 11. OmnpeneneHne mnapaMeTpoOB CBOKMCTB | dece

JOKYMEHTAI[HOHHO
ro obecneyeHus
yIpaBIeHUS
(ITpakTrueckuii
MOZyTb 2)

XapaKTePUCTUK  TPOIECCOB
MeHeKMeHTa (2 yaca)

OCYHICCTBJICHUA JOKYMCHTAIMOHHOI'O

[Mpaktnueckoe  3amsitve 12.  MopnenupoBanue  3ddekTuBHOCTH
MPOLIECCOB OCYIIECTBJICHHUS JIOKYMEHTALMOHHOTO MEHEIKMEHTa (2
gaca)

[IpakTuueckoe 3anstue 13. UccnemoBanwe Mozeneil M W OIEHKA
3((HEKTUBHOCTH MPOILIECCOB OCYIIECTBICHHUS JIOKYMEHTAI[MOHHOTO
MeHeKMeHTa (2 yaca)

[TpakTnueckoe 3anstue 14. Brpibop u  000CHOBaHWME TEXHOJIOTHH




‘ JIOKyMEHTAITMOHHOTO MEHEKMEHTa (2 Jaca) ‘

2.3.3 JlabopaTopHbIe 3aHSITHS.

B cTpykType yueOHOU AEATETbHOCTH MO U3YUYECHUIO TUCHUIUIMHBL «JlOKYyMEHTAIlMOHHBIH
MEHEKMEHT» Ta00PaTOPHBIX 3aHITHIA HE TIPEyCMOTPEHO.

2.3.4 IlpumepHasi TeMaTHKAa KyPCOBbIX padoT (IPOEKTOB)

B cTpykrype yueOHOU AEITETbHOCTH MO U3YYCHUIO TUCIUIUIUHBI «JlOKYyMEHTAIIMOHHBIHA
MEHEIKMEHT» KYpPCOBOM pabOThI HE MPEAYCMOTPEHO.

2.4 IlepeyeHb y4eOHO-METOAMYECKOT0 00eCeYeHUs AJIs1 CAMOCTOATEIbHOH padoThl

00y4aromUXCcs M0 JUCHHUILUIHHE (MOTYJII0)

Y4ebHO-MeToInUeckoe oOecreueHre MO BUAaM CaMOCTOSITEIbHOH paboThl CTYICHTOB
IpeCTaBIeHo B Tabuule 6.

Tadnuua 6 — YueOHO-METOIMUECKOE 00ECIIEYEHUE TUCLIUIIIUHBI

HepequL y‘le6HO'MCTO,I[I/I‘IeCKOFO obecnieyeHus JUCHUITIINHBI

Ne Bun CPC I10 BBIIIOJIHEHUIO CaMOCTOSITENIbHOM pabOThI
1 2 3
1 |CamocrosTrensHoe Metoauueckie yka3aHus MO OpraHU3alMd CaMOCTOSITEIBbHOM
U3y4eHUE TeM paboThI CTY/IGHTOB MarkucTpaTypsl U OakajgaBpuaTa HallpaBJICHUS

((I[OKYMCHTOBGI[CHI/IG u APXUBOBCACHUCY, YTBCPIKACHHBIC
kadenapoit  oOmIero, CTPaTEruyeckoro, HH(GOPMAIMOHHOTO
MEHEKMEHTa U Ou3Hec-TpoiieccoB nmpoTokosn Ne 2017 r.

VY4eOHO-MeToIMYecKHe MaTepualibl Ui CaMOCTOSTEIbHOM pPabOThl OOydaroIIMXCS M3
YuCiIa MHBAJIUIOB M JIMI C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 3710poBbsi (OB3) mpenocTaBisitoTcs
B (hopMax, aJalTHPOBAHHBIX K OTPAaHUYEHUSM UX 37J0POBbs U BOCHPUATHS HH(DOPMAIIH:

JUig au1 ¢ HapyLIeHUSIMU 3PEHUS:

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

— B (popMe dJIEKTPOHHOT'O IOKYMEHTA,

— B (opme ayauodaiina,

— B ieyaTHOM (popme Ha si3bike bpaiins.

Jlnist a1 ¢ HapyIIEeHUsIMU CiTyXa:

— B TIe4aTHOM opme,

— B (popMe 2IIEKTPOHHOT O IOKYMEHTA.

JIjig au1 ¢ HapyLIeHUsIMA OIIOPHO-JBUTaTEIbHOTO amnmnapara:

— B I1e4aTHOM (opme,

— B (popMe dJIEKTPOHHOT'O IOKYMEHTA,

— B (popme ayamnodaiina.

JlaHHBIN TIepeYeHbh MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
00ydaronuxcs.

3. O0pa3oBaTe/ibHbIEC TEXHOJIOTHH.

OOpasoBarenbHbIE TEXHOJOTHH, HCIONB3yeMble MPH pealu3alid pPa3IUYHBIX BUJOB
y4eOHOU e TEeTbHOCTH:
— JICKIIMH: JICKIUS-BU3YAITH3AIHs | TPOOJIEMHBIE ¢ KOMITBIOTEPHBIMU TTPE3CHTAIUSIMH;



— CEMHHApHl: BBINOJHEHHE pPACYETHO-TPAQUUECKOTO 3aJaHus, ONpPOC, KOHTPOJIbHAsS
paborta, TeCT U AMCKYCCHS;

— TrpynmoBas paboTa: pelieHue 3ajad Mo pa3padOTKe BapHaHTOB YIPABICHUYECKHX
pelIeHU.

B xone oOyueHus MpUMEHSIOTCS cienayomue (GopMbl yueOHOTO Mpolecca: JIEKIHUA U
IPAaKTUYECKHE 3aHATUS, CaMOCTOsITEIbHAas BHeayIUTOpHas pabora. B kauectBe Merona
NPOBEPKH 3HAHUI OyJleT MPaKTHKOBATHCS YCTHBIM OMPOC CTYJCHTOB, HATMCAHUE KOHTPOJIBHBIX
paboT 1o NpPeUI0KEHHBIM TeMaM, IMCbMEHHbIE OTBETHI Ha MPEI0KEHHbIE 3aJa4ul ¥ CUTYaLUH.

JUist A ¢ OrpaHUMYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI NIPEIYCMOTPEHA OpraHHU3alus
KOHCYJIBTAIMH € MCII0JIb30BAaHUEM HJIEKTPOHHOM MOYTHI.

Peanuzanus akTHBHBIX, THHOBAIIMOHHBIX 00pa30BaTENbHBIX TEXHOJIOTUH, KOTOPBIE
CHOCOOCTBYIOT Pa3BUTHIO IPOPECCUOHATIBHBIX KOMIIETEHIINH, 00yUaroIuxcs IpUBEICHbI B
TadJIuLE.

Bua 3anustus (JI, IIP, JIP), Tema HUcnoab3yemble KoauuecTBO
No 3aHATUHA MHTEPAKTHUBHbIE 4acoB
oOpa3oBaTe/ibHbIE 0®O 300
TEXHOJIOIMH
1 JI. TeopeTHKO-METOJOIOTHYECKHE Komnerorepubie

OCHOBBI CHCTEM JOKYMCHTAIMOHHOTO | [Ipe3eHTaLlU
o0ecreueHus! ypaBICHUs U IpoGnemuas 4 4
JIOKYMEHTAI[MOHHOT'0 MEHEDKMEHTA JNeKIHS
(TeopeTndeckuii MOITYIIb)

2 IIP. Mopaenu, METOJbI U TSXHOJIOTHH HpoeKTHa;[ pa60Ta
opranu3anuy JOKYMCHTAIMOHHOT'O B MaJIbIX rpynnax
MEHEKMEHTA B CUCTEME 4 2
JIOKYMEHTAIIIOHHOTO 00ecreueHus
ynpasnenus (Ilpaktuueckuit
MOyJib 1)

3 ITP. Mognenu, METOABI X TEXHOJIOTUH ITpoekTHas pabora
OCYHICCTBJICHUA NOKYMCHTAIITUOHHOI'O B MaJIbIX rpynHaX
MEHE/KMEHTa B CUCTEME 6 2
JIOKYMEHTAI[IOHHOTO 00ecrieueHust
ynpasnenus (Ilpaktuueckuii Moayib
2)

Bcezo: | 14 uyac. 8 uac.

4. OneHo4YHbIe CPeACTBA ISl TEKYILIEro KOHTPOJISl yCIIeBaeMOCTH U NPOMEKYTOYHOM
aTTrecTalMu.

4.1 ®oHA OLIEHOYHBIX CPEICTB /Il MPOBeeHHs TeKYIIEero KOHTPOJIS.

KoHTponbHBIMU 3aJaHUSIMU 71 TPOBEJEHUS TEKYIIEro KOHTPOJsS (aTTecTaluu) IIo
OCBOCHMIO TUCLMIUIMHBI ABIIsiETCS pedepar 1o npodieMaTHke JEKIIMOHHOTO Kypca, BHITIOTHEHUE
3a/IaHUM U MTOATrOTOBKA OTBETOB HA BOIIPOCHI JJIs 3a4€TA.

ITpumepHas Tematuka peeparos:

1. CoBpemeHHbIE MOIXOJbl U KOHUENIMH CHCTEM JOKYMEHTAI[MOHHOTO OOecreueHus
YIIPaBJICHUSA U JOKYMEHTALIMOHHOIO MEHEKMEHTA.

2. CTpykTypa CHCTEMBl  JIOKYMEHTAllUOHHOTO  OOECleYeHus  YIpaBlICHHs, €€
TpaHcopMallsl B COBPEMEHHBIX YCIOBUAX U MOSBICHUE TOKYMEHTAlMOHHOT'O MEHEI)KMEHTA.

3. CymHoCTh Hay4YHOTO MOJX0Aa W HAYYHOM KOHIETILIMU CUCTEMBI TOKYMEHTAI[MOHHOI'O
oOecrnieyeHus ynpaBieHUs U TOKyMEHTallUOHHOTO MEHEI)KMEHTA.



4. XapakTepucTHKa HAYYHOTO METO/Ia TIOCTPOCHHUS JOKYMEHTAIIMOHHOTO MEHEKMEHTA B
CUCTEME JOKYMEHTAI[MOHHOTO 00ECTICUeHHUs yIIPABICHUSI.

5. CymHOCTh  NparMaTuyeckoro  MOAXOoAa M IParMaTH4ecKod  KOHIICTIUH
JIOKYMEHTAI[MOHHOTO MEHE/PKMEHTA B CHCTEMBI JIOKYMEHTAIIMOHHOTO 00ECIICUCHHSI YITPABJICHUS.

6. XapakTepucTuKa NpParMaTU4ecKOro METOAa TOCTPOCHHS JIOKYMEHTAIIHOHHOTO
MEHE/PKMEHTA B CHCTEME JOKYMEHTAI[MOHHOTO O0SCIICUeHUS YIIPABICHHUS.

7. CymHocTh u XapaKTePUCTHKA JIOKYMEHTOBETYECKOTO MoJIX0/1a u
JOKYMEHTOBEIUECKON  KOHIENIMM  JOKYMEHTAI[MOHHOTO  MEHEIPKMEHTA B  CHCTEME
JIOKYMEHTAIIMOHHOTO 00ECTICUCHHS YIIPABJICHUSI.

8. XapakTepucTuKka JOKYMEHTOBEIUECKOTO METOJa TOCTPOSHUS OKYMEHTAllMOHHOTO
MEHE/DKMEHTA B CUCTEME JIOKYMECHTAI[HOHHOT'O 00CSCIICYCHUS YIIPABICHHS.

9. CymHOCTh M XapaKTePUCTHKA KHOEPHETHUYECKOTO (YIPABJICHYECKOTO) MOAXoAa |
KAOCPHETHYECKOW  KOHIEMIHMK  JIOKYMEHTAlMOHHOTO  MEHEUKMEHTAa B CHCTEME
JIOKYMEHTAIMOHHOTO 00eCTIeYeHUs YIIPABICHUSI.

10. XapakTepucTika KHOEpHETUUYECKOro (YyIPaBICHYECKOT0) METOJa IMOCTPOCHUS
JIOKYMEHTAI[MOHHOTO MEHEPKMEHTA B CHCTEME JIOKYMEHTAIIHOHHOTO 00CCIICUeHUS YIIPABICHHMS.

12. CymHOCTh ~ CHUCTEMHOTO0  TOAXOJAa W CHUCTEMOJIOTHYECKOH  KOHIICTIIHH
JIOKYMEHTAI[MOHHOTO MEHE/DKMEHTA B CHCTEME JIOKYMEHTAIIHOHHOTO 00CCIICUCHUS YIIPABICHHMS.

13. XapakTepucTiKa CHCTEMOJOTHYECKOTO0 METOJa IOCTPOCHHUS JTOKYMEHTAIIMOHHOTO
MEHE/DKMEHTA B CHCTEME JOKYMEHTAITMOHHOTO O0CCIICUCHUS YIIPABICHHMS.

14. CymHOCTh  JAMANIEKTHKO-CHCTEMOJIOTHYECKOW  KOHIICTIIUM  JIOKYMEHTAIIMOHHOTO
MEHE/DKMEHTA B CHCTEME JOKYMEHTAIMOHHOTO O0SCTICUCHUS YIIPABICHHMS.

15. Xapakrepucruka JIAJIEKTUKO-CUCTEMOJIOTUIECKOTO MeTo/a TIOCTPOCHHSI
JIOKYMEHTAIlMOHHOTO MEHE/DKMEHTA B CHCTEME JJOKYMEHTAITMOHHOTO 00SCIICUeHUSI.

16. Ctpykrypa ¥ KiIacCHpHKAIMI JOKYMEHTAIIMOHHOTO MEHEIKMEHTA B CHCTEME
JIOKYMEHTAIIMOHHOTO 00ECTICUCHUS yIIPABICHUS.

17. Cnyx0a JOKyMEHTAIlMOHHOTO OOCCIICYCHUSI YIPABICHHUS W JIOKYMEHTAIIMOHHBIH
MEHE/PKMEHT.

18. Opranu3anus JOKYMEHTAIMOHHOTO MEHEPKMEHTa B CHUCTEME JOKYMEHTAIIMOHHOTO
obecrnievueHns yIpaBiIeHUs KOPIIOPAUY Ha Pa3IUIHBIX YPOBHSX YIIPABJICHUS.

4.2 ®oHJ OLIEHOYHBIX CPEACTB IJIsl POBEACHUS MPOMEKYTOYHOM ATTEeCTAIUM.

IIpumepHBIii IepedeHb BONPOCOB K 3K3aMEHY 10 BCEMY KypCy.

1. XapakTepucrtuka CYILIECTBYIOIINX MIOJIXOJI0B u KOHLEMNIWH CUCTEM
JIOKYMEHTAllMOHHOTO 00ecrieueHrsl KOPIOopaly U JOKYMEHTAllHOHHOTO MEHEKMEHTA.

2. yHaMeHTaIbHBI HAayyHBIH MOJAXOJA W Hay4Has KOHILEMIUS JOKYMEHTAllHOHHOTO
MEHE/KMEHTa B CUCTEME JJOKYMEHTAI[MIOHHOT'O 00ECTIEUEeHNUs YIIPaBICHHUS.

3. ®eHOMEHOIOTHIeCKU I MOJIXO[ u (eHOMEHOIOTHUEeCKHe KOHLEMIIHS
JIOKYMEHTAIlMOHHOT'O MEHEIP)KMEHTA B CUCTEME JIOKYMEHTAIIMIOHHOTO 00eCIeueHus YIIPaBIeHHUS.

4. Meradusznyeckuii moaxoa M MeTau3MUECKHe KOHLENIMU JOKYMEHTAI[MOHHOTO
MEHEI)KMEHTa B CUCTEME JOKYMEHTAI[MOHHOTO 00eCTIeueHHs YIIPaBICHHUS.

5. JlnanexkTuyecku MOAXOJ M JAUAJEKTUYECKHE KOHIENIHUU JIOKyMEHTAlHOHHOIO
MEHE/KMEHTa B CUCTEME JIOKyMEHTAIIMOHHOTO 00ecIIeYeHus YIIPABICHHUS.

6. [IparMaTiueckuif MOAXOJ M NpParMaTH4ecKue KOHLEMIMU JOKYMEHTAI[HOHHOTO
MEHEI)KMEHTA B CUCTEME JOKYMEHTAI[MOHHOTO O0ecTieyeH s YIpaBIeHHUs.

7. IlpoGiema mocTpoeHus: TCOPHUHU M METOI0JIOTUU TOKYMEHTAIMOHHOTO MEHEPKMEHTA B
cUcTeMe JIOKYMEHTAIIMOHHOTO 00ecreueH sl yIpaBIeHuUsI.

8. JIokyMeHTOBEUECKUH METOA KOHCTPYHPOBAHHS CTPYKTYpPHI JTOKYMEHTAIIHOHHOTO
MEHEI)KMEHTa B CUCTEME JOKYMEHTAI[HOHHOTO O0eCTIeueHus YIIPaBICHHUS.

9. VnpaBneHueckuif  MeTOJl  KOHCTPYHUPOBAHHS  CTPYKTYPBHl  JOKYMEHTAIlMOHHOTO
MEHEI)KMEHTa B CUCTEME JOKYMEHTAI[MOHHOTO 00eCTIeueH s YIIPaBICHHUS.



10. CucteMHBIN TIONXOJ U CUCTEMOJOTHYECKHI METOJ KOHCTPYHPOBAHUS CTPYKTYPBI
JIOKYMEHTAIIMOHHOTO MEHE/HDKMEHTA B CUCTEME JJOKYMEHTAI[MOHHOTO 00ECTICYCHHS YIIPABIICHHUS .

11. Hayunblii 1oAXoa H JIHUAJEKTHYECKHH METOJI KOHCTPYHUPOBAHHS CTPYKTYPBI
JIOKYMEHTAI[MOHHOTO MEHEPKMEHTA B CUCTEME JIOKYMEHTAIIMOHHOTO 00ECTICUCHUS YITPABIICHUS.

12. lnanekTrueckass CHCTEMOJIOTHUS JOKYMEHTAIIMOHHOTO MEHEIKMEHTa B CHUCTEME
JIOKYMEHTAIIMOHHOTO 00eCIIeUeHUs yIIPABJICHHS.

13. CtpykTypa W KiaccCUpUKalUs TOKYMEHTAIMOHHOTO MEHEPKMEHTAa B CHUCTEME
JIOKYMEHTAIlMOHHOTO 00eCTIeUeHUs yIIPaBICHUS.

14. Cnyxx06a JDOKyMEHTAIlMOHHOTO OOeCIeueHUs YIPaBICHUS W JTOKYMEHTallMOHHBIN
MEHEKMEHT.

15. Opranuzanusi TOKYMEHTAlHOHHOTO MEHEI)KMEHTa B CHUCTEME JIOKYMEHTAIIMOHHOI'O
obecrieueHus yrpaBiaeHUs MPEANPUITHS Ha Pa3IMUHbBIX YPOBHIX YIIPaBICHUS.

16. MonenupoBaHue JIOKYMEHTAIMOHHOTO MeHEKMEHTa B CHCTEME
JIOKYMEHTAIMOHHOTO 00eCTIeYeHUS yIIPABICHUSI.

17. ITapameTphbl CBOWCTBA M XapaKTEPUCTHKH JTOKYMEHTAIIMOHHOTO MCHEKMCHTA B
CHUCTEME JOKYMEHTAIIMOHHOTO 00ECIIeYeHUs yIIPABIICHHUS.

18. KagectBo u 3¢ (eKTUBHOCTh JOKYMEHTAIMOHHOTO MEHEKMEHTa B CHCTEME
JIOKYMEHTAIIMOHHOTO 00ECTICUCHHUS YIIPABICHUSI.

19. MeTtoauueckue OCHOBBI ONIpPEACICHUS IapaMeTPOB, CBOWCTB M XapaKTEPUCTHK
JOKYMEHTAIlMOHHOTO MEHEXKMEHTa B CUCTEME JIOKYMEHTAIIHOHHOTO O0ECIeYeHHs YIpaBIeHUs
TIPEITPHUSTHSL.

20. KauectBo u 3¢ (EeKTUBHOCT, JOKYMEHTAIlMOHHOTO MEHEI)KMEHTAa B CHUCTEME
JIOKYMEHTAIlMOHHOTO 00ecrieueHus yIpaBIeHUsI.

21. Moaenmu JOKYMEHTAI[MOHHOTO MEHEDKMEHTa B CHCTEME JOKYMEHTAI[HOHHOTO
obecrieueHns yIpaBIeHUS TPSIIPUSITHS.

22. Meroabl JIOKYMEHTAllUOHHOTO MEHE)KMEHTa B CHCTeME JOKYMEHTAI[MOHHOTO
oOecreueHns yIpaBIeHUS TPEIITPUSITHEM.

23. CoBpeMEHHBIC TEXHOJIOTMH JOKYMEHTAaI[MOHHOTO MEHEKMCHTa B  CHCTEME
JIOKYMEHTAIlMOHHOTO 00ecrieueHus yIpaBIeHUs.

24. Mogenu JOKYMEHTAI[MOHHOTO MEHEKMEHTa B CHCTEME JOKYMEHTAI[MOHHOTO
obecrieueHns yIpaBIeHUS TPEIIPUSTHS.

25. TlapameTpbl, CBOMCTBA M XapaKTEPUCTUKH JTOKYMEHTAIIMOHHOTO MEHEIKMEHTa B
CUCTEME JOKYMEHTAI[MOHHOTO 00eCTIeUeH s yIPaBICHUS TPEIIPUITHS.

DK3aMeH MO JUCIUILTUHE SBISeTCs (JOPMON UTOTOBOTO KOHTPOJIS 110 KYpCY.
Conepxanne Dk3aMeHa

Bpewms noarorosku — 30 MUHYT

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

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

3. YcrHas Gecena mo npobiemMaM BOIIPOCOB.
Kpurepnn onenku.
1. ITonuManme TeKCTa MO CBOEMY HAyYHOMY HAIPaBICHHUIO

KOTIIUYIHO» (Sa‘{TeHO) - aHaJIM3 BOIPOCOB IMPOBCACH YCICHIHO U CHUCTCMATHUYCCKU,
OCHOBHas I/IH(i)OpMaHI/ISI B OTBCTC MPCACTABJICHA TOYHO M aACKBATHO, aBTOP BBIPAXKACT CBOC
OTHOIICHUEC K COACPIKAHULO,

«XOpOILIO» (3a4TE€HO) - aHaJIW3 BOIMPOCOB MPOBEAECH B IIEJIOM YCHEIIHO, HO HMEITCA
OTJIeTbHBIE OLIMOKHM, OCHOBHAS MH(OPMAIIHS B OTBETE MMOJAMEHSETCS BTOPOCTETICHHOM!;

«YAOBJICTBOPUTCIIBHO» (SaqTeHO) - aHaJIn3 BOIIPOCOB IMPOBCACH B LCJIOM YCIICIHO, HO HC
CHCTCMAaTUYCCKU, HH(i)OpMaHI/IH mpeaAcTaBjI€Ha HE JOCTATOYHO a/ICKBATHO.



«HEYIOBJICTBOPUTEIHLHO» (HE 3aUTEHO) - aHAJU3 BOIPOCOB MPOBEJIEH MMOBEPXHOCTHO, 0€3
JOJDKHOT'O MOHUMAaHU U3JjiaraCMoro Mmarcpuajia U BJIaACHUA NpCAMETOM U MCTOIIOJIOFHCFI Kypca.

OueHouHble CpencTBa Uil MHBAIUAOB M JIMI[ C OTPAHUYEHHBIMU BO3MO>KHOCTSIMH
3JI0POBbSI BEIOMPAIOTCS C YUYETOM UX UHIUBUAYATBHBIX IICUXO(PHU3NIECKIX OCOOCHHOCTEH.

— IIpH HCO6XO,Z[I/IMOCTI/I HHBAJIMaM M JIMIaM C OI'paHUYCHHbBIMHU BO3MOXHOCTAMU
3A0POBbA MPEAOCTABIACTCA JOIIOJIHUTCIBHOC BPEMA IJIA TOATOTOBKU OTBCTA HA 9K3aMCHC,

— IpU TPOBEJICHUH MPOLEAYPHI OLICHUBAHUS PE3YIbTaTOB 00YyUEHHUS] MHBAINIOB H JIUIL C
OTPaHUYCHHBIMU BO3MOXKHOCTSIMU 3J0POBbS IIPEAYCMATPUBACTCS UCIOJIB30BAHUE TEXHUYECKUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAWBUIYAIBHBIMA OCOOCHHOCTSIMH;

— IIpH HCO6XO,Z[I/IMOCTI/I JIIA 06yqa10umxc;1 C OrpaHUYCHHBIMH BO3MOXXHOCTAMU 310POBbBS
U HWHBAJIKWIOB IHponcaypa OLCHUBAHHUA PC3YyJIbTATOB 06yquI/151 o AUCHUIIIIMHE MOXET
IMPOBOAUTHECA B HECKOJIBKO 3TaIlOB.

[Ipouenypa oleHUBaHUsI pe3yJIbTATOB OOYYCHUS WHBAIUAOB U JIUI[ C OTPAHUYCHHBIMHU
BO3MOXKHOCTSIMH  3JIOPOBbSI 10 JTUCHUIUIMHE (MOJIYJIIO) TMpeIyCMaTpUBaeT IPEIOCTABICHUE
uHpopManuu B QopMax, aJanTHPOBAHHBIX K OTPAHUYCHHSIM WX 3J0POBbS M BOCIIPHUSATHUS
uHpopMmanuu:

JInst L ¢ HapyIeHUSIMH 3pSHUS:

— B I1€YaTHOW (hopMe YBEIMYCHHBIM HIPUPTOM,

— B (hopMe PIIEKTPOHHOTO IOKYMEHTA.

JInst L ¢ HapyIIeHUsIMH CITyXa:

— B mieyaTHoOU hopme,

— B (hopMe PIEKTPOHHOTO IOKYMEHTA.

JInst L ¢ HapyIeHUSIMH OTIOPHO-/IBUTATEIILHOTO arIapara:
— B mieyaTHoOU hopme,

— B (hopMe DIIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TepeuyeHb MOXET ObITh KOHKPETH3MPOBAH B 3aBUCUMOCTH OT KOHTHHIEHTA
CTYyJICHTOB.

5. IlepeyeHb OCHOBHOH M JONMOJHHUTEJLHOH Y4eOHOH JMTEPATypbl, HEOOXOAUMOM
JJISL OCBOEHMSI AMCUUIJIMHBI (MOIYJIst).

5.1 OcHoBHas JiTEpaTypa:

1. Myxun, H. II. KommnbeloTepHble CHUCTEMBI YIpPaBIEHUS JOKYMEHTOOOOPOTOM
[OnexkTponnbiit  pecypc] / H. II. Myxun. M.: Jlaboparopus Kuuru, 2013.
http://biblioclub.ru/index.php?page=book&id=87235

2. Kopuees UK. Ynpasnenue nokymenramu [Tekcrt] : yueOnuk / U. K. Kopnees, A. B.
[Tmenko, B. A. Mamypues. - M. : THOPA-M, 2009. - 299 c.

5.2 lonoiHuTeEIBLHASI JIUTEpPATYypa:

1. I'ynun, B.H. Madopmanmonnsiii meHemxmenT [Tekcr] : yuebnsiit komiieke / B. H.
I'ynun. - Munck : CoBpemennas mkona, 2009. - 317 c.;

2. JIOKyMEHTaIlMOHHOEe OOCCIieueHUe YIPaBICHHUS: YYEOHHK JJIsi CTYICHTOB BY30B /
A.C. I'punbepr u np. — M.: OHUTU-JIAHA, 2010. - 391 c.



3. JIokyMeHTaIlMOHHOEe OOecreueHue YNpaBiIeHHUs] HEroCyJapCTBEHHBIX OpraHU3alui:
yueOHOe mocobue nns cryneHTtoB By3oB / T.A. beikoBa, JI.B. Cankuna; T.A. beikoBa,
JI.B. Cankuna. — M.: UHOPA-M, 2011. — 288 c.

4. JIoKyMEHTaIlMOHHOE OO0EeCIeUYeHNEe YMPaBICHUS MPOCKTaMU: Y4eOHO-METOIUYECKOE
nocobue / M.B. Jlapun, M.M. Jlapun; M.B. Jlapun, M.M. Jlapun; Bcepoc. HayuHO-HCCen0BaT.
WH-T JOKyMEHTOBEACHHS U apXuBHOTO Jaena. — M.: [BHUMUJIA], 2011. — 187 c.

5. CniuBak B.A. JlokymeHTHpOBaHue YIIPaBJICHUYECKOM JIeATEIIbHOCTH.
JHenonpousBoacteo: [yuedHoe mocodue] / CrmBak, Bmagumup Anekcanaposud;. - CII6. [u ap.]:
[TUTEP, 2006. - 235 c.

Jljis1 OCBOCHMS AUCIUILTUHBI HHBATUIAMHE U JIMIIAMUA C OTPAaHUYCHHBIMU BO3MOKHOCTSIMH
3I0pPOBbS MUMEIOTCS M3JAHUS B DJIGKTPOHHOM BHJIE B 3JIEKTPOHHO-OMOIMOTEYHBIX CHUCTEMax
«JIanpy», «tOpaitt» u np.

5.3. llepuoauveckue U31aHusA:

1. OTtedecTBEHHBIC 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. Uadopmanmonnoe npaso (BAK), http://www.infolaw.ru/.

4. Bectuuk apxusucra (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 xxypuan menemxmenta (BAK), http://gsom.spbu.ru/gsom/publishing/rjm/.

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

5. MenemxmenT B Poccuu 3a py6exxom (BAK), http://www.mevriz.ru/.

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

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

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

6. Ilepeyenr pecypcoB HHG(POPMALMOHHO-TEJEKOMMYHHUKANMOHHON  CeTH
«HTepHET», HEOOXOAMMBIX /IJISl OCBOEHUS TUCHMILINHBI (MOTYJIs1).

1. OnexTpoHHass OubnmoreuyHas cucrema "YHuBepcuterckas Oubianoreka ONLINE"
(www.biblioclub.ru).

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

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

4. Komnekist  KypHalloB  m3farenbctBa Elsevier na moprame Science Direct
(http://www.sciencedirect.com/).

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

6. [TomHOTEKCTOBBIE apXUBBI BEAYIIMX 3alaJHBIX HAYYHBIX JKypHaJoB Ha Poccuiickoi
mwiatdopme HayuHbix xypHamoB HOMKOH. (http://archive.neicon.ru).

7. Hayunas snekrponnas 6ubnnorexa eLIBRERY.RU (http://elibrary.ru/defaultx.asp).

8. Poccwmiickast rocynapcTBeHHass OMOIMOTEeKa. DIIeKTpOHHas OnOimoreka: 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 6a3bsl  (Scopus, Science Direct u mp.)
(http://elsevierscience.ru/products/).

7. MeTtoauyeckue yKa3zaHusi AJsi OOy4alOUIUXCS IO OCBOEHMI) IMCUHHUILUIHHBI
(Mmonxyais).
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IIpu ocymecTBieHMr y4eOHOH pabOTBl IO OCBOCHHMIO Kypca HCIOJb3YIOTCS
COBPEMEHHBIE o0pazoBaTenbHbIC METOIUKH (nH(pOpPMAITMOHHO-KOMMYHHUKAI[HOHHBIE
TEXHOJIOTUH, UCCIIEI0BATEIbCKUE METO/IbI, TPOOIEMHOE O0yUEHHE U JIp.).

B yuyeOHOM mporiecce IPUMEHSIOTCS aKTUBHBIC W MHTEPAKTUBHBIC (POPMBI IPOBEICHUS
3aHATHH (METOJ MPOEKTOB, METOJ ITOMCKA OBICTPBIX pelieHuid B rpymnne u ap.). [Ipeanonaraercs
IPOBE/ICHUE WHTEPAKTHUBHBIX JIGKIUHA C MYJIbTUMEIMHHOM CHUCTEMOMW, OOCYKICHHE CIIOKHBIX
po0JIeM U IUCKYCCHOHHBIX BOIIPOCOB.

VYcnemHoe OCBOEGHHE MaTepuana Kypca IpPEeArnojaracT OOJBLIYI0 CaMOCTOSTEIbHYIO
paboTy CTYJEHTOB U PYKOBOJICTBO 3TOM paboTOi co cTOpoHBI npenojasareis. ConpoBoXxIeHUE
3TOH pabOTHI MOXKET OBITh OPraHU30BAHO B CIEAYIOMIHNX (OpMax:

1. xoHcynbTalMM (MHOUBHIYaJbHbIE M TIPYINIOBBIE), B TOM 4YHCIE C IPUMEHEHHUEM
JMCTaHIIMOHHOHN Cpe/ibl 00y4eHus;

2. IpOMEXYTOUHBIM KOHTPOJIb XOJa BBIIOJHEHMS 3aJaHUM Ha OCHOBE DPAa3JIMYHBIX
Croco00B B3aMMO/ICHCTBHS B OTKPHITON HHPOPMAIIMOHHOU cpejie.

CamocrodrenbHas paboTa CTyAE€HTOB 3aKJIIOYAE€TCs B MOJArOTOBKE OTBETOB Ha BOIPOCHI,
JIOKJIQJIOB M HamucaHuu pedeparoB B TeueHHe Bcero cemectpa. KoHTponbs ocymiecTBisieTcs
nyTéM NMPOBEPKHU pedepaToB, IPOBEIECHHUS OIPOCOB U 3aCIyLIMBAHUS JOKIAI0B.

MeTtoauueckne peKOMEHIalKU K caue IK3aMeHa

CryneHTbl 00s3aHbI C/aTh 9K3aMEH B COOTBETCTBUH C YYEOHBIM IIIAHOM. OK3aMEH
sBIsieTC (POPMOM KOHTPOJISI YCBOCHHS CTYJICHTaMHU y4eOHOW MpOrpamMMbl MO AUCIUTUINHE WITH
€€ YacTH, BBIIIOJHEHUS IPAKTUYECKUX, KOHTPOJIbHBIX, pehepaTuBHBIX padoT.

PesynpTar cmaum sk3amMeHa 10 NPOCIYIIAHHOMY KypCy OLICHMBAIOTCSI KakK HTOT
JESATEIIBHOCTH CTYACHTAa B CEMECTPE, a MMEHHO — IO IOCEIIAEMOCTH JIEKLUH, pe3yibTaTaM
paboThl Ha TNPAKTHYECKUX 3aHATHIX, BBIIOJIHEHUS CaMOCTOATENbHON pabotel. Ilpu sTOoM
JIOITyCcKaeTcss Ha O4HOH (opme oOydeHus npomyck He Oosiee 20% 3aHATHH, ¢ 00s3aTenbHOM
OTpabOTKOM MpPOIYIIEHHbIX CeMHUHApOB. CTYyNEHThl, Y KOTOPBIX KOJIMYECTBO IPOIYCKOB,
IpPEBBIIIAET  YCTAaHOBJICHHYKD  HOpPMY, HE  BBIIOJHHMBIIME BCE€ BHMJIbl paboT U
HEYJIOBIETBOPUTENIBHO padOTaBUIME B TEUEHHE CEMECTPa, IPOXOMAT COoOeceloBaHUE C
IpernojaBaresieM, KOTOPbIi ONPAIIUBAET CTyACHTA Ha NPEAMET BBIBJICHHS 3HAHHUS OCHOBHBIX
MOJIO’KEHUHN JUCLUIIINHBI.

B ocBoeHnN IHCHUIUIMHBI MHBAIUAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMHU
3I0POBbsl OOJIBIIIOE 3HAYCHHE MMEST WHIWBHUIyalbHas yueOHass pabora (KOHCYJIbTAllMU) —
JIOTIOJTHUTEIbHOE pa3bsiCHEHUE Y4eOHOro MaTepuara.

WnnuBuayanbHble KOHCYJIbTAlMM 10 TPEAMETY SBISIOTCS BaXXHBIM  (DPakTOpOM,
CHOCOOCTBYIOLIMM MHAMBUIYAIU3alluU OOY4YEeHHUS U YCTAHOBJICHUIO BOCIIUTATEIBHOTO KOHTAKTA
MEXJy I[pernojaBaTeseM U O00y4arolmMMCs HWHBJIWIOM WM JIMIOM C OrPaHUYEHHBIMU
BO3MO>KHOCTSIMH 37J0POBBSI.

8. Ilepeyenb MHPOPMANMOHHBIX TEXHOJOTHI, HCIOJAb3yeMbIX MPH OCYIIECTBJIEHUU
o0pa3oBaTe/IbHOIO Npouecca Mo AUCHUILINHE (MOIYJIIO).

8.1 llepevyenb HHPOPMALMOHHBIX TEXHOJIOTHIA.

1. DnektponHast moura mail.ru ¢ obmauHbIM cepBrcoM obako@mail.ru
2. Wutepuer koH(pepeHII-CBA3b FreeConferencecall.com. Becruiathas yciyra
koH(pepent csizm (https://www.freeconferencecall.com)

8.2 llepeyeHb HEOOXOAMMOT0 MPOrPAMMHOI0 00ecTedeHHus .
— Microsoft Word 2010 niu Gosee mo3aHHi;

— CpenctBo urenust PDF-gaiinos Adobe Acrobat niu anasor.
8.3 IlepeyeHb HH(POPMALHOHHBIX CIIPABOYHBIX CHCTEM:

CnpaBouno-nipaBoBas cuctema «KoncynpranT [nroc» (http://www.consultant.ru).
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9. MarepuajbHo-TeXHHYeCKass 0a3a, HeoOXoauMasi JJsl  OCYIIEeCTBJICHHS
o0pa3oBaTe/IbHOI0 NMpoLecca Mo JUCHUIINHE (MOAYJII0)

MartepualbHO-TEXHHIECKOE 00eCTICUeHNE JUCITUTITHHEI

Ne Bug pabdot
(MOyIIs) M OCHAIIEHHOCTD
1. | JlekunoHHsle 3aHIATHSA JlekMOHHAsT ayAWTOPHs, OCHAIICHHAs IMPE3EHTAllMOHHON
TEXHUKOH (IIPOEKTOP, IKpaH, HOYTOYK) U COOTBETCTBYIOIIUM
nporpaMMHBIM obecrieueaueM (110)
2. | IpakTHyeckue 3aHITUS Y4eOHnas ayauropus, o6opyIoBaHHas yueOHOI MeOenbio
3. | I'pynnoBeie (MHOUBUAYaNbHBIC) | AyauTOpHs, 000pyI0BaHHAS YU4eOHOM MeOeNbIo
KOHCYJIbTalluu
4, | Tekymmii KOHTpPOJb, | Aynuropus, o0opyaoBaHHas yueOHOH MeOenbio
MPOMEKYTOYHAS ATTECTALUS
5. | CamocTtosiTenpHas paboTta Kabuner 1y caMoOCTOSTENbHOM pabOThHl, OCHALICHHBIN

KOMITBIOTEPHOM TEXHHUKOH € BO3MOXHOCTBIO MOAKIIOUEHUS K
cetu «lHTEpHET», NPOrpaMMOM HKPAHHOTO YBEJIHMYEHUSA U
00eCTeYeHHBIH AOCTYIOM B JJICKTPOHHYIO HH(OPMAIMOHHO-
oOpa3oBatenbHyI0 cpeny yHuBepcutera (ayz. 403)




