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1 Hesn 1 3a0a4u M3YyYeHHUs TUCHUILIMHBI (MOYJIs1)

1.1 Ileab ocBOeHUS TUCHHUILIAHBI
- YCBOUTb 3HAHHA OCHOB JAOKYMCHTAIlMOHHOI'O oOecrieyeHns COL[PIaJ’IBHOfI pa6OTBI n
yIIpaBIJICHUs, KaAPOBOM CIIyKObI, TEXHOJOTHUH PAabOTHI C AJIEKTPOHHBIM JOKYMEHTOOOOPOTOM U
HpI/IO6p€CTI/I HaBBIKM COCTaBJICHHUA H Od)O‘pMJIeHI/Iﬂ OpTraHU3allMOHHO-PaCOPAAUTCIIBHBIX
JOKYMEHTOB, OPraHu3aluu JOKYMEHTO000poTa.

1.2 3agauyu AUCUMILINHBI
- M3Y4UTh OOINME MpaBWja OPraHU3alHMU PadOTHl C JOKYMEHTAMH M WX XpPAaHECHHsS Ha OCHOBE
COBPEMEHHOW HOPMATHBHO-METOINYECKOH 0a3bl;
- YCBOUTbH IMPUHLMUIIBI U TEHJCHIIMH PA3BUTHS TOKYMEHTAIIMOHHOTO O0eCTeueHus ypaBIeHUs B
COIMATBLHOM paboTe;
-IpUOOpPEeCT M 3aKPENUTh MPAKTUYECKUE HABBIKU pabOThl C JIOKYMEHTaMH COIHMAIbHOM
HaIpPaBJIEHHOCTH.

1.3 Mectro qucuuninHbl (MOayJisl) B CTPYKTYpe 00pa3oBaTe/IbHON NPOrpaMMbl
JuctunnuHa «/{emonpon3BoACTBO B COIMATBHOM paboTe» OTHOCHUTCS K 00s13aTeIbHOM
yactu bioka 1 "{ucuumnnunel (Moaynu)" yaeOHOTO MilaHa.

1.4 IlepeyeHp NJIAHMPYEMBIX Pe3yJbTATOB O0Oy4YeHHS] IO AUCHHUILIMHE (MOAYJIIO0),
COOTHECEHHBIX C IVIAHUPYEMBbIMH pPe3yJIbTATAMHU 0CBOCHHs 00pa3oBaTeIbHOM IPOrpaMMBbl

N3yuenne nanHOW y4eOHOW MMCIMIUIMHBI HAaNpaBieHO Ha (GopMUpOBaHUE y OOYJArOITUXCS
YHHUBEPCAITBHBIX U 00IETTPO(HeCCHOHATBHBIX KOMIICTECHITHI:

Kox n HauMeHoBaHe HHIUKATOPA Pe3ynpTaTel 00yueHus M0 TUCIUILUIHHE
JIOCTIDKEHUS KOMIIETEHIINHT

YK-4 Crioco0GeH OCyIIECTBIIATh ASNOBYI0 KOMMYHUKALMIO B YCTHOW M MICbMEHHON (hopMax Ha TOCYAapCTBEHHOM
si3pIke Poccuiickoil denepannu 1 MHOCTPaHHOM SI3bIKE

NVYK — 4.1 Cobmtomaer HOpMBI U | 3HaeT MpeaMeT, COAep KaHWE W 3aJlaud JENOINPOU3BOACTBA B COIMAIHHOM
TpeOOBaHUs K YCTHOW U MUCHbMEHHOH | cdepe; MEecTo U pojib JOKYMEHTOB B YIIPaBICHUH COLIMANBHOM cdepoil Ha
JIeTIOBOM KOMMYHUKAIIUHU, TPHUHSATHIE | COBPEMEHHOM JTaIe; HOPMaTHBHO-METONIECKYIO 6azy
B CTpaHe (aX) U3y4aeMoro s3bIKa JIOKYMEHTAIIHOHHOT'0 00eCIeueHus YIpaBICHUs

YMeeT oOcylecTBIIATh XpaHEHHE W IIOMCK JOKYMEHTOB; IPaBHIIBHO
KIaccupuuupoBaTh  MHQOPMAIMIO, JOKYMEHTHl B  OpraHH3alHy;
HCIIONB30BaTh TEOPETHUYECKHE 3HAHUSA UL COCTaBICHHSA M Oo(QopMIIeHHS
JOKYMEHTOB B OpTraHHU3aINH

Brnaneer HaBblkamMu pa0®oTBl ¢ JOKyMeHTaMH (IIOJydeHHE, Mepenauya,
00paboTKa, y4er, perucrpamms, KOHTPOJb, XpaHEHHE, CHCTeMAaTH3aIlus,
TIOATOTOBKA JOKYMEHTOB JUUISI CIA4M B apXUB, UX YHUUTOXKCHUE)

NyK - 4.3. Bribupaer | 3Haer Teopernueckne W MHPOPMAIMOHHBIE OCHOBBHI JOKYMEHTAIIMOHHOTO
KOMMYHUKaTHBHO npUeMIIeMble | O0ecIedeHHsl yNpaBleHHS B COLHMAIBHOW cdepe; TpeOOBaHHS K TEKCTY
CTHIIb ¥ CPEACTBA B3aUMOJCHCTBHS B | CIIy)KEOHBIX JIOKYMEHTOB

OOLICHNH C IeTIOBBIMH IIapTHEpAMH. | Ymeer B3aMMO/ICHCTBOBATh c KOJUIeTaMH  TI0 BOIIpOCaM

JEONPOU3BOACTBA, COOJIOJATh OTHYECKHE HOPMBI IIOBEICHUS B
podeCCHOHATBHOM cpefe

Biiageer HaBbIKaMu pabOTHI ¢ BXOISAIIMMHI M HCXOIAINMH JOKYMEHTaMH,
TIOMCKA M PETHCTPALMU TOKYMEHTOB

NYK - 44 Bemer pgenoByro | 3HaeT mpasmiia pabOTBL, METONBI U TEXHHYECKHE CPEICTBA OPTaHU3AINH
MIEPENUCKYy W UCIOJIB3YeT JHaNlor | paboTHI C MOKYMEHTAMU; CIICI(UKY GOPM IEIOBOTO OOIIECHUS, ITPaBIIIa

AU COTPYAHNYECTBA B COMMATIBLHOM | i hopMBI AEITOBOH HEPETTUCKH
1 IpodecCHOHaIBHON chepax

VYmMmeer OCYHICCTBJIATH IMMCbMCHHYIO U YCTHYIO JCJIOBYIO KOMMYHUKAIINIO,
B T.4. C UCNIOJIb30BAHUCM COBPCMCHHBIX I/IH(i)OpMaIII/IOHHBIX TEXHOJIOTHH

BnaaeeT HaBbIKaMH COCTAaBJICHHUA KOPPECIIOHACHIUWH, PACIIOPAAUTCIIbHBIX
u JIMYHBIX JOKYMCHTOB B COOTBCTCTBHUH C Tp€6OBaHI/I$IMI/I

3



KOZ[ 1 HAUMCHOBAHUEC MHAUKATOPA P€3yJ'H)TaTI)I O6y‘I€HI/IH 10 TUCHUITNINHEC
JOCTHXXKCHUSA KOMIICTCHIIUNU

HOKyMeHT0060p0Ta, HCIIOJIb30BaHUA yHI/I(I)I/IIII/IPOBaHHBIX CUCTEM
JOKYMCHTAIIUN

OIIK-3 CriocoGeH cocTaBisATh U OQPOPMIIATH OTYETHI 10 pPe3ybTaTaM NpoecCHOHATBHON ACITENFHOCTH B cdhepe
COLIMAJILHOW PabOTHI

HOIIK- 3.1 Cucrematusupyer 3HaeT TpeOOBaHUS K TEKCTY OTYETHBIX JTIOKYMEHTOB; COCTaB M IpaBUiia
Ppe3yabTaThl IPOQheCcCUOHATBHOM 0(hOpMIICHUS] pEKBH3UTOB OTYETHBIX JIOKYMEHTOB

JeSITENbHOCTH B cepe colUanpbHol | YMeeT coCTaBIsITh U 0)OPMIISTH Pa3JINYHBIC BHIbI JOKYMEHTOB

paboTHI B JOpME OTUCTOB. Bnageer  HaBbIKAaMHM =~ COCTaBIEHHS ~ OTYETOB IO  pe3ynbTaTam

podeCCHOHANBHON JeaTeNbHOCTH B cepe COIUalbHONH paboThl B
COOTBETCTBHM C HOPMATHUBHBIMU TPEOOBAHUSAMH U C HCIOJNB30BAaHHEM
COBPEMEHHBIX CHCTEM DJIEKTPOHHOTO JOKYMEHT0000pOoTa

HNOIIK - 3.2. TIlpencramuser | 3HaeT OCHOBHble TpeOOBaHUS K O(OPMIICHUIO  YIPaBICHYECKUX
pe3yabTaThl Hay4HOH U | JOKYMEHTOB

NPaKTUYECKOW  JEATENBHOCTH B | YMeeT Ha HayYHOH OCHOBE OPraHH30BBIBATH CBOH TPY/

(Gopme MNyONMYHBIX BBICTYIUIEHHH | Brajeer HaBbIKAMH paboTBl C Hay4HOW JHMTEpPaTypod, HOPMATHBHBIMH
n/unm Hy6JTI/IKaHI/II7L aKTaMH, CTaHJIapTaMu, CIIOCOOHOCTBIO  TOMCKa I/IH(bopMaL[I/H/I TS
COCTaBJICHHS OTYETOB TI0 pe3yibTaTraM MpodeccroHaNLHOM AesSTeNbHOCTH
B chepe ConMaabHON padoThI

IIK-2 CnocobeH K IIaHUPOBAHUIO IO MPEJOCTaBICHUIO COIUAIIBHBIX YCIYT, COLMAIBHOTO COMPOBOXKICHUS, MEp
COIMAIBHOW TOJJIEPKKH M TOCYIAapCTBEHHON COIMAIbHOW TIOMOIM, a TaKke MpoQuiIakTHKe 00CTOSTEIbCTB,
00YCJIOBIMBAIOIINX HY)KIa€MOCTh B COLMAIBHOM 00CIYXHBaHUH

UIIK-2.2. Odopmisier 3Haer mpaBwia OQOPMIIEHHS JOKYMEHTAllMH, HEOOXOAMMON  Juis
JIOKYMEHTAIIHIO, MPEIOCTABIICHUS] MEP COIMAIBHON 3aIUTHI
HeoOXOJMMY!O JUIS IPEOCTABNEHU | YMeeT ohOPMIISTh JOKYMEHTAINIO, HEOOXOUMYIO ISl TIPENOCTaBIEHHS
Mep COLUAIIbHON 3aLIHTHI. Mep COLUMAIIbHOM 3aIUTBI
Brnageer HaBblkamMu O(GOpPMIICHHS IOKYMEHTAIlUH, HEOOXOAUMOHM Ay
IpeJOCTaBICHHS MEP COLMAIbHON 3alUThI

Pe3ynbrartel 00ydyeHHs MO AMCUMIIIMHE IOCTUTAIOTCA B paMKax OCYIIECTBIICHHUS BCEX
BUJIOB KOHTAaKTHOM W CaMOCTOATEIbHOW paboThl O0OydaloImUXCs B COOTBETCTBUH C
YTBEP>KICHHBIM Y4EOHBIM IIAHOM.

2. CTpyKTypa M coaepkaHHe TUCHHUILINHBI

2.1 Pacnpenesienne TPyaA0éMKOCTH IMCIUILIMHBI 110 BUJAaM padoT

O6mass Tpymo€MKOCTh AMCHUIUIMHBI cocTaBisier 3 3ad. ex. (108 wacoB), wux
pacrpeiesieH|e 1Mo BUIaM paboT MPEICTaBICHO B TAOIHUIIC

Bun yuebnoit paboThl Bcero CemecTtpbl
JacoB (dachr
3 Kypc 4 xypc
KonTakTHasi pabora, B TOM 4YHcJI€:
AyauTOpHBbIE 3aHATHSA (BCEro):
3aHATHA TEKIIMOHHOTO THUIIA 4 4 -
JlaGopaTopHble 3aHATH - - -
3aHATHS CEMUHAPCKOTO THUIA (CEMHHAPBI, 5 4 5
MIPAKTUYECKHUE 3aHITHSI)
HNnas koHTakTHas padora:
KonTpons camocrositensHoit pabotsl (KCP) 3,8 3,8
ITpomexyrounas arrecranus (MKP) 0,2 0,2
CamocrosiTesibHasi padoTa, B TOM YHcJIe: 94 28 66
ITpopaboTka yueOHOTO (TEOPETHUECKOTO) MaTepuaa 64 8 56
BrinosHeHne MHIMBUTYyaTbHBIX 3aJaHUN (ITOATOTOBKA 20 20 i
COO00IIeHN)




Pedepar 10 - 10

[ToaroroBka K TEKylemMy KOHTPOJIIO -

KonTpoJib:

[ToaroToBka K sK3aMeHy -

OO0mas Tpy10eMKOCTh yac. 108 36 72
B TOM 4YHCJie KOHTAKTHAs 10,2 8 22
pabora
3a4. e/l 3 1 2

2.2 CTpyKTYypa TUCHUILINHBI
Pacnipenenennie BUIOB yd4eOHOM pabOTHl U MX TPYTOEMKOCTH IO pa3zesiaM TUCIUTIITUHBI.
Pazgenbl (TeMBbl) TUCITUTIIIMHBI

KomnnuecTBo yacos

AynutopHas pueaynur
Ne HaunmenoBanue pa3nenos (Tem) Beero pa6oTa OpHas
pabora
J | 113 JIP | CPC
1 2 3 4 5 6 7

PA3JIEJI | OcobeHHOCTH TOKYMEHTAITMOHHOTO
yIpaBiieHUs B COlMaIbHON padoTe

OCHOBHBIE IOHATHS 1EJIONPOU3BOACTBA. PazpuTue
1. |npencraBneHuii o JokyMeHTe. [JoKyMeHT B 10 | 2 2 - 6
CoIMaIbHOM padore.

3aKOHOJATEIbHOE U HOPMATUBHO-METOINYECKOE
2.  |perynmupoBaHHE TOKYMEHTAIIMOHHOTO 00€CTICUeHUs 16 | 2 2 - 12
yIpaBJIeHUs B OPraHU3alMsIX COLUAIbLHON chephl.
PA3JIEJI Il Opranmu3aius JOKyMEHTOOOOpOTa B
COIMaIBLHOM cepe

CoBpemeHHbIe TpeOOBaHHS K COCTaBY U 0O(OPMIICHUIO

3. 14 | - 2 - 12
JIOKYMEHTOB.
OCHOBBI TIOKYMEHTO00OPOTA: IIPUHIIUTIBI

4. |opraHm3anuu, cuenuduka J0KyMEeHToo00poTa B 26 | - - - 26
CoIMaabHOM padore.

5 Opranuzanus XxpaHeHHs TOKYMEHTOB B on | - i i 24
JICTIOTIPOU3BOJICTBE.

5 CoBpeMeHHbIe HH()OPMAIIMOHHBIE TEXHOJIOTUH B 14 | - i i 14

" |Ienonpou3BOACTBE CONMAIBHONW PaOOTHI.

UTOI'O no pasdenam oucyuniuHol 104 | 4 6 94
KonTpons camoctoarensHoii pabotsl (KCP) 3,8
ITpomexyrounas arrectanus (MKP) 0,2
IToaroToBKa K TeKyIeMmy KOHTPOJIIO
OO11ast TPyA0€MKOCTb 1O AUCLUIIMHE 108

[Tpumeuanue: JI — nexuuu, 113 — npaktudeckue 3aHsaTus / cemuHapsl, JIP — maGopaTopHble
3ansTusi, CPC — camocTosiTennpHast paboTa CTyAeHTa


https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/201
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/201

2.3 Coneprxanue pa3iesioB (TeM) TUCHUINIHHBI
2.3.1 3aHATHSA JEKIIMOHHOTO THIIA

coIManabHOM padore.

IIPEICTABICHUM O JTOKyMeHTe. Posib oKymeHTa B
KU3HU ueloBeKa U oOuiecTBa. BiusHue HaydHO-
TEXHUYECKOTO ITPOrpecca Ha pa3BUTHE JOKYMEHTA.

CaoiicTBa 51 MIpU3HAKU JIOKYMEHTA.
JlokymMeHTallMoHHOE oOecreueHne yIpaBiIeHHUs Kak
BakHelIIas QyHKIUS yIpaBiIeHUs, €€ MECTO Cpeau
JOpYrux yrpaBieHueckux (yHkuuid. B3aumocssb
CUCTEMBI yIPABIECHHS B IEJIOM W CHCTEMBI
YIPABJIECHUS JOKYMEHTaMHU. 3HA4eHHE JOKYMEHTOB
JUIA  pealu3aluy  yNPaBICHYECKUX pPEIICHUH B
COIMaJIBLHOM paboTe.

®opma
HanmenoBanue
Ne Conepsxanue pazzaena (TEMbI) TEKYIIETO
pazzaena (Tembl)
KOHTPOJIS
1 2 3 4
1. |OcHOBHbIE TOHATUS [Ipenmer, conepxanue, 3anaun kypca. [lonsatusa|  Koncnekr
JETIOTIPOU3BOCTBA.  |«HH(POPMALIHS u «TOKYMEHTY, JIEKIUHY,
Pa3Butne «IJOKYMEHTAllMOHHOE  OOEeCIeueHne  yIpaBIICHHsI| SKCIIPECC-OMPOC
MpEACTaBICHUHN O (AOVY)». DBOJIIOIHS TEPMHUHOJIOTUHU B
JOKYMEHTE. OTEUECTBEHHOM M 3apy0eKHOM 3aKOHOJIaTEJIbCTBE.
JIOKyMeHT B TepmuHosIOrMYECKHE CTaHIapThI. PasButne

2. |3akoHOJaTeNbHOE U CrpykTypa 3akoHOAATEbHONM W HOpMaTuBHOW|  KoHCmekT
HOPMAaTHBHO- 6a3b1 JIOY: Koncrtutynust PO, KoncrurynuonHsie JIEKI1H,
METOIMYECKOE 3akonbl, PenepanbHble 3aKOHBI, akThl [Ipe3uaeHTa| 3kcnpecc-onpoc
peryJiupoBaHue PO, MOCTAHOBJICHUSA [IpaBuTenscTBa PO,
JOKYMEHTAI[MOHHOTO |[BEIOMCTBEHHBIE aKThl, 3aTparuBarolliie BOIPOCHI
obecrnieueHus JIeJIONIPOU3BOICTBA.
yIpaBJCHUS B HopmatuBHo-mMetonnueckue axktel mno JIOV:

OpraHu3alusax UHCTPYKIMH, IpaBuia, NEPEeYHH JTOKYMEHTOB CO

colManbHOM cephl. [cpokamMu XpaHeHus u Ap. Mx 3HaueHwe namis
MIOCTAHOBKU JICJIONPOU3BOACTBA B  OpTraHU3alUU
COIMAIILHOM c(hephl.

3. |CoBpemeHHbBIE O0630p OCHOBHBIX HOPMATHBHBIX JOKYMEHTOB.  KoHcmekr
TpeOOBaHUS K I'oCT P 7.0.97-2016 «Cucrema craHgapToB MO JICKLIMH,
COCTaBy U uHbopmMaluy, OUOIMOTEUHOMY M H3/aTEIbCKOMY|IKCIPECC-0MpocC
odopMIICHHIO JeIy. Opranu3anuoHHO-paclopsAUTEIbHAS
JIOKYMEHTOB. JOKYMEHTAIUS.

TpebGoBanust k OG(OPMIICHHIO JTOKYMEHTOB.
brnanku pokymeHTOB, odopmieHHE PEKBU3UTOB
TOKYMEHTOB, O(OpMJICHHE OTICNbHBIX BHUOB
JOKYMEHTOB U cocCTaBe JOKyMeHTOB. llonsTue
«pexkBu3uT». llonstne «dopmynspa HOKyMEHTa».
Ponr Omanka B cTpykType nokymeHta. CocraB
ONaHka, TOPAIOK pACHOJIOKEHUS PEKBU3UTOB B
OnaHke.

4. |OcHOBBI JIOKyMEHTO000POT KakKk spdexruBnbiii|  KoHcmekr
JOKYMEHTO00O0pOTa: |[MHCTPYMEHT ONTUMU3ALNH YIPaBIIEHYECKHUX JIEKIIHH,
TIPUHLIUTIBI peumieHuit.  OlLlEHKa COBPEMEHHOTO  COCTOSIHMSI| KCIIPECC-OIPOC
OpraHu3alui, JOKYMEHTAIIMOHHOTO OOECNEYeHUs YIPaBICHUS B
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crenuduka
JOKYMEHTO000pOTa B
COIMANILHOM paboTe.

COLIMANBHOM cdepe.

Crpykrypa ®w  o0mas  XapaKTepHCTHUKA
JOKYMEHTOTIOTOKOB B JOKyMeHTO0O0poTe. [IpaBuia
OpraHu3aun JIBUKCHUS JIOKyMEHTOB B
opranuzaiui. OCHOBHBIC TOHSTHS; TPeOOBaHHUS K
OpraHu3aiui  JOKyMEHTOO0OpOTa; OCOOCHHOCTH
paboThI c AIEKTPOHHBIMU JOKYMEHTaMH,

o0s13aTebHBIC CBE/ICHUS 0 JOKYMEHTaX,
HCIIOJIB3YEMbBIX B neiIAax ydye€Ta u IIOHUCKa
JOKYMEHTOB B crcTeMax AIIEKTPOHHOTO
JOKyMEHTO000poTa.

[MpuHOUIBEI OpraHu3aluu JTOKyMEHTOO00O0pOTa.
OcHoBHBIE 3Tambl JOKYMEHTOOOOpOTa: NpUEM U
nepBuyYHas 00paboTKa MOCTYMAOMIUX JOKYMEHTOB,
IpeBapuUTEeNIbHOE  PACCMOTPEHHE,  PErHCTPALUs
MOCTYTAIOIINX JOKYMEHTOB, TOPSIJIOK
paccMOTpeHHs]  TOKYMEHTOB  pPYKOBOJCTBOM U
JIOBEJICHHUSI JOKYMEHTOB IO WCIIOJIHUTENEH, padoTta
WCTIOJTHHUTEINS ¢ JOKYMEHTaMH, OpTaHu3aIus paboThI
C OTIpPaBJISEMBIMH JOKYMEHTAMH, HX PETHUCTPAITUS
W OTHpaBKa, pErucTpamuss W  IPOXOXKICHHE
BHYTPEHHHUX JOKYMEHTOB.

Crnenuduka T0KyMeHTOOOOPOTa B COIMAIBHOMN
pabote. Buapl JOKYMEHTOB COIMAIbHON cdephl B
COOTBETCTBUHU C 3akoHOM KpacHomapckoro kpast ot
05.11.2014 N 3051-K3 «O commaipHOM
0o0CIyKMBAaHUU  HACEICHHUS  HA  TEPPUTOPUU
KpacHogapckoro kpas» (C  U3MCHEHHSIMH U
JIOTIOJTHEHHSIMH) M OCOOCHHOCTH pabOThl C HHUMH
(oOparenus rpaxaaH, OTYCTH, 3asIBJICHUS U T.11.).

Cnenuduka ¢popm IeI0BOTO OOIIECHHUS, TpaBUiIa
U (GOPMBI JIEI0BOI MEPENICKH.

ITonsarue «KOMILJIEKCa JTOKYMEHTOB.
@opMupoBaHHE  KOMIUIEKCOB  JOKYMEHTOB B
TeKyIlleM JenonpousBoacTBe. DenepanbHbI 3aKOH
Poccuiickoit @enepanuu ot 22 oktsaops 2004 r. N
125-®3 «0O06 apxuBHOM gene B Poccuiickoi
denepanumn» (IOCIETHSS PEAAKIINS).

HopmaTtuBHO-MeTOTMUECKHE MaTepHabl

Koucnekr
JIEKLIMH,
AKCIIPECC-OTPOC

Opranuzanus . o
ADAHCHIS denepanbHON apXUBHOU CIyxObl 00 opraHu3alyu
P paboTbl ¢ JOKYMEHTaMH [0 TOJArOTOBKE K
JIOKYMEHTOB B

apxuBHOMY  XpaHeHuto. IlonsTHe  «mepedeHb
JIeTIOTIPOU3BO/ICTBE. .

JOKYMEHTOB». JleiicTByIolIMe TIepeUHH ¢ TUIIOBBIMU

CpOKaMH XpaHEHHsI TOKYMEHTOB.

[IpaBuna xpaHeHUs NOKYMEHTOB B TEKYILEM

JIeTIOTIPOU3BOICTBE opraHu3anuu. OTBETCTBEHHOCTh

3a COXpPaHHOCTb JIOKyMeHTOB. IloarotoBka nem k

nepenade B apxuB. Omnuce Jen. OkcnepTusa

IIEHHOCTH JJOKYMEHTOB. Y HUUTOXEHHE JTOKYMEHTOB.
CoBpeMeHHbIE WNndopmartuzanus oOriecTna, nousitue|  KoHcmekr
uHpOpMalMOHHbIE  |U(POBOTO oOriecTBa. WudopmanmonHsle JEKLUHY,
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TEXHOJOI'MHU B
J€TT0IPOU3BO/ICTBE
COLIMAIBHON PabOTHI

COLIMANIbHBIE TEXHOJOTHH. AKTYyalbHBIH 0030p
peinka CDJI. IlporpammHOoe oOecrneyenue st
cobopa, aHammza WHPOpPMAIIMM ¥  COCTaBIICHUS

OTYCTOB.

IKCIIPECC-0TPOC

2.3.2 3aHATHA CEMUHAPCKOTI0 THIIA

dopma
Ne Hanvenosarme TemaTrka MpakTUYECKUX 3aHATUN (CEMUHAPOB) TEKYILETO
pazzaena (Tembl)
KOHTPOJIS

1 2 3 4

1. |OcHOBHBIC TIOHATHS Hcropuueckuii OTIBIT Opra"u3auu Ompoc,
JIEJIOTIPOU3BO/ICTBA. | I€JIOTIPOU3BOJICTBA B TOCYIapCTBEHHBIX|  JIUCKYCCHSI
Passurne yupexaeHusx Poccun. Bonpocs! aenonponsBoacTsa
MIPEACTABICHUH O B 3akoHojarenbcTBe Ilerpa [. MuHncrepckas
JIOKYMEHTE. pedbopmMa u ee BIMSHHE Ha JEIONPOU3BOJICTBO
JIokyMeHT B BBICIIUX W IIEHTPAJbHBIX  TOCYJApPCTBEHHBIX
colanbHOM paboTe. |yuapexaeHuii. Hacinemue coBerckoro mepuoia B

COBPEMEHHOW  HOpPMaTUBHOW  0a3e  TOJMTHKH
yOpaBJICHUS JOKyMeHTamH. PaszBuTue paboT 110
CTaHJApTHU3AIMA W YHU(DHUKAIUUA YIPaBICHUECKUX
nokyMeHToB B 1970 - 1990 rr. HanpaBnenus
rocynapctBeHHoro peryiaupoBanus JOY B 1990-e —
2020-e  rompl.  OCOOEHHOCTH  COBPEMEHHOTO
NEKTPOHHOTO TOKYMEHTO000pOTA.

2. |3akoHOIaTEIBLHOE U Bonpocsl penonpous3BOACTBA M JOCTyNMa K Pedepar
HOPMAaTHBHO- nHpopmarmu B konekcax Poccuiickoit deneparium.
METOIUYECKOE CoBpemeHHasi HOpPMAaTHBHO-MeTOAUYecKas  0aza
peryaupoBaHue JIEJIOTIPOU3BO/ICTBA 00 HH(pOpPMALIMOHHBIX
JOKYMEHTAMOHHOTO |TeXHOJIOrusAX. Biuaune HanmonaibHOW nporpaMMBbl
obecrieueHus «Iudposas SKOHOMMKA 2024 r.» Ha
YIPABJICHUS B nokyMmeHToobopor. ®DexepanbHbie 3akoHbL:  «O0
OpraHu3aIusax uHbopMaluy, HHMOPMAIMOHHBIX TEXHOJOTUSAX U
couuaneHOM ceppl. [3amure  uHGopmanum», «O  MEpPCOHAIBHBIX

TaHHBIX», «O0 31eKTpOHHOW UM(POBON MOIIHCH,
«O06 apxuBHOM nene B Poccuiickoit denepanun,
«O rOCy1apCTBEHHOM SI3BIKE Poccuiickoi
®enepaunn» U ap. HanumoHanbHble CTaHIApThl U
crangaptel MCO o0 mnonuTvKe — yInpaBiIEHUs
JIOKYMEHTaMHU.

3. |CoBpemMeHHBIE TpeOGoBaHusi K TEKCTy pa3NIUYHBIX BHJAOB| BrinoiaHeHue
TpeOoBaHUs K yIpaBIEHUYECKUX JOKYMEHTOB. MH(pOpMAIMOHHO-| MPaKTHYECKUX
COCTaBy U CIpaBOYHBIE JOKYMEHTBHl B COIMAIBHON cdepe. 3a/laHui
ohOpMIICHHUIO TpeGoBanus Kk 0POPMIIEHUIO U COTEPIKAHUIO.

JOKYMEHTOB.

4. |OcHOBBI Crennuka JOKyMEHTOOOOpOTa B COLMAIbHON| BrimoiaHeHue
JOKyMEHToOOopoTa: |paboTre. JTambl, 0COOCHHOCTH O0(OPMIICHHS, HOPMBI| MPAKTUYECKUX
MIPUHLIUATIBI U CJIOXHOCTU paboThl ¢ TOKyMeHTaMu (0oOpalieHus 3a/laHui
OpraHu3au, TpaXKIaH, OTYETHI, 3asBICHUS U T.1.).
cneuupuka

JOKYMEHTO0000pOTa B
COIMANILHOM paboTe.
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o. PazpaboTka ¥ BeneHHMEe HOMEHKIATYypbl jenl.| IIpakTuueckoe
Homenknarypa nen B opraHu3anuy co CMELIAHHBIM 3aJlaHue
JOKYMEHTOOOOpOTOM. ~ MeToauKa  COCTaBJICHUS

Opranuzanus M p
XpaHCHUS HOMEHKJIaTyphl Jel: U3y4eHue
OKyMeHTOB, Cpoku  XpaHEHUsd OKYMEHTOB.
JOKYMEHTOB B AOKYM ’ p P JIOKYM
[Hopsinok odopmIIeHHS, COIJIacCOBaHUs
JIEJIOIIPOU3BOICTBE.
YTBEPKACHUS HOMEHKJIATyphI JIe.
[loarotoBka nen k mepenade B apxuB. Onuch
JieJ1. DKCIepTr3a HEHHOCTH JOKYMEHTOB.

6. |CoBpeMeHHBIC ba3zber  nmannbix. [lpunimunsel  paboThI Ompoc,
UHPOpPMALMOHHbIE  (XapakTep MHPOPMAIMOHHONW YCIYTU B COMAIbHONM|  JUCKYCCHs
TEXHOJIOTYH B pabote, WHGOPMAIIMOHHO — CHPABOYHBIE YCIYTH,
ACTOUPOU3IBOLCTBE  |oka3piBaeMBbIE COLMAIBHBIME CITY’KOAMH.

COLIMAJILHOM pabOoTHI.

2.3.3 JlabopaTopHble 3aHATHSA He NMPeayCMOTPEHbI

2.3.4 KypcoBble padoThl He MPeaycMOTPEHbI

2.4 TlepeyeHb y4eOHO-METOAUYECKOT0 o0ecnevyeHus JAJIs1 CAMOCTOATEIbHONH pPadoThI

00y4aroIuXcs Mo JUCHUILIHHE (MOLYJII0)

[lepedenp yd4eOHO-METOIMYECKOTO 00ECTICUCHUS TUCITUTIITUHBI

Ne Bun CPC 10 BBITIOJTHEHUIO CAMOCTOSITETFHOM pabOThI
1 2 3
1 CaMOCTOATENIBFHOE Meroauueckue peKOMEH Al IO OPTaHU3AIMKU U BBITIOJIHEHUIO
COCTaBJICHUE YUEOHOr0 CaMOCTOSTEIBHON pabOThI CTYJACHTOB JJIsl OaKaJlaBPOB HalpaBJICHUS

JICKIIMOHHOM 3aHATHH

KoHcrekra Tembl (pasaena) |39.03.02 - CouunanpHast padoTa 1 MArKCTPOB HAIIPABIICHHUS ITOATOTOBKH
u Hanucanue koHcnekra Ha |39.04.02 - CouunanpHas padora mpotokon Ne 13 ot 10.03. 2021

2 [Toxmroroska k orpocy u Meronnueckne peKOMEHIAINH 110 OPTaHN3aIlNN 1 BHIITOIHCHHUIO

JKCIpeECC-OMmpocy CaMOCTOSITEIBEHOM PabOThI CTYICHTOB JUTS OaKalaBpOB HAIPABIICHHS
39.03.02 - CoumanpHas paboTa 1 MArkCTPOB HAMPABJICHUS IOATOTOBKU
39.04.02 - ConmanpHas pabota mporokon Ne 13 or 10.03. 2021

3 [TomroroBka k yuacturo B |MeTonndeckie peKOMEHJAINH 110 OPTaHU3AIUH U BHIITOITHEHIIO

TPYIIIOBOH AUCKYCCHU CaMOCTOSITEIFHON pabOoTHI CTYAEHTOB Ul OaKalaBpOB HAIPABICHUS
39.03.02 - CoumanpHas paboTa 1 MAaruCTPOB HAMPABICHUS MOT OTOBKH
39.04.02 - ConmanpHas pabota mpotokon Ne 13 ot 10.03. 2021

4 Pedepar Meroanyueckre peKOMEHIAIUH 110 HAIMMCAaHUIO 3cce, pedepaTos,

yTBepKACHHbBIE Kadeapoi nHPOPMAIIOHHOTO MEHEIPKMEHTA 1
OusHec-miporeccos, mporokon Nell or 30.06.2017 r.

yqe6HO'MeTOI[I/IquKI/Ie MaTepuajbl I CaMOCTOSATEIbHOMN pa6OTBI 06y11a10m1/1x051 nu3
Yucjia MTHBAJIMAOB U JIMI C OTPaHUYCHHBIMH BO3MOXKHOCTAMU 3J0POBbA (OBB) MpeaoCTaBIAIOTCA
B (bopMax, AAalITUPOBAHHBIX K OIPAHUYCHUAM UX 310POBbS U BOCIIPUATHUA I/IH(I)OpMaLII/II/IZ

JUia nu1 ¢ HapyIIEHUsIMU 3pEHHUS:

— B I1e4aTHOM (hopMe yBeTUUeHHBIM HIPUPTOM,
— B JOopMe AIIEKTPOHHOT'O JTOKYMEHTA,

— B ¢popme ayauodaiina,

— B neyaTtHoi (opme Ha si3pike bpaiins.

JUig U1 ¢ HapyIIEHUsIMHU CIyXa:
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— B miedaTHou (opme,

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA.

JList 1AL ¢ HapyleHUussMUM OIIOPHO-BUIaTEIbHOTO anapara:

— B miedaTHou (opme,

— B (hopMe 2IIEKTPOHHOTO IOKYMEHTA,

— B popme ayauodaiina.

I[aHHI)II\/JI MNEPCUYCHb MOXKCT OBITH KOHKPCTHU3UPOBAH B 3aBHCHMOCTH OT KOHTHUHI'CHTA
00yJaromuxcs.

3. O0pa3oBaresibHbIE TEXHOJIOTHHU

B npenojgaBaHuM Kypca HCIOJIB3YIOTCS COBPEMEHHBIE OOpa30BATENbHBIE TEXHOJIOTHU:
JIEKUUHU, TPAKTUYECKUE 3aHATHS, MpoOIeMHOe OO0ydeHHe, MOAYJIbHAs TEXHOJIOTHS, JEKIUU -
IUCKYCCHH, CAMOCTOATENIbHAsS pab0Ta CTYAEHTOB.

KoMrereHTHOCTHBI MOAXOJ B paMKax MpenojaBaHusl JUCHMILIMHBI pealn3yercs B
WCIOJIb30BAHNN HWHTEPAKTUBHBIX TEXHOJOTUH M AaKTHBHBIX METOJOB (IIPOEKTHBIX METOJIUK,
MO3IOBOTO LITYpMa, pa300pa KOHKPETHBIX CUTYallUi, pOJIEBbIE U JEOBBIE UTPbI, HHBIX (hOPM) B
COUETaHUM C BHeayAUTOpPHON paboToi. MHpOpMalMOHHBIE TEXHOJOTHH, NMPUMEHSEMbIE IPU
W3YYEHUU JUCLUMIUIMHBL: HCIOJIb30BaHWE HMHMOPMAIMOHHBIX PECYPCOB, JOCTYIMHBIX B
MH(}OPMaLMOHHO-TEJIEKOMMYHHUKAIIMOHHON ceTn HTepHeT. AnanTuBHBIE 0O0pa3oBaTeibHbIE
TE€XHOJIOTUH, TPUMEHSEMble NpPU H3YYEHUU JTUCHUIUIMHBI — JUISl JIMI C OTrPaHUYEHHBIMHU
BO3MOKHOCTSIMH 3JI0POBbsl IIPEIyCMOTPEHA OpraHu3alys KOHCYIbTAallMil C HCIOJIb30BAHUEM
AIEKTPOHHOM MOYTHI.

4. OueHoYHbIE M1 METOANYECKHE MATEPHUAJIBI
4.1 OueHo4yHble CpeACcTBAa Ui TeKYHIEro KOHTPOJSA  YCNeBAeMOCTH H
NMPOMEKYTOYHOM aTTeCTAMU

OueHouHbIE CpeACTBAa IpEJHA3HAYCHB! ISl KOHTPOJS M OLEHKH O00pa3oBaTEIbHBIX
OOCTWKCHHH  OOydJaromuxcsi,  OCBOMBIIMX  HporpamMmy  y4eOHOH  JIMCIUILIHHBI
«/lenonpoun3BOACTBO B COIMANBHON paboTe.

OreHOYHBIE CPENCTBA BKJIIOYAET KOHTPOJIHBIC MAaTEPUAIbl ISl TIPOBEICHUS TEKYILETO
KOHTPOJIA B (popMe MpaKTHYeCKUX 3aaHui, pedepaTa v MPOMEKYTOUHON aTTeCTaluH B hopme
BOIIPOCOB K 3a4ETY.

OneHouHble CpeAcTBA Ul HMHBAJIUAOB M JIMII C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMH

3JI0POBBS BEIOUPAIOTCS C YYETOM UX WHIUBUIYAIBHBIX ICHX0()U3NIECKIX 0COOCHHOCTEH.

— Ipu HEOOXOJMMOCTH HHBAIMAAM M JIMIAM C OrPAaHMYCHHBIMH BO3MOXKHOCTSIMH
3JI0POBBS MIPEJOCTABIISIETCS TOMOTHUTEIBLHOE BPEMs ISl TOATOTOBKU OTBETA HA SK3aMEHE;

— IPU MIPOBEJICHUH MPOLEAYPhl OLICHUBAHHS PE3yIbTaTOB OOYYCHHS HHBAINIOB U JIHII C
OTPaHMYCHHBIMH BO3MOYKHOCTSMU 3/I10pOBbS MIPEAYyCMATPHBAETCS MCIOJIb30BAHHE TEXHHUYECKUX
CpeACTB, HEOOXOUMBIX UM B CBSI3U C UX UHAUBUAYAIbHBIMU 0COOCHHOCTIMH;

— IIPU HEOOXOIUMOCTH 151 00YJarOIIUXCSl ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSAMH 37I0POBbS
U UHBAJIUAOB MpOIEIypa OLEHUBAHUS pPE3YyJIbTaTOB OOyYeHHs N0 JUCLUUIUIMHE MOXKET
IIPOBOJIUTHCS B HECKOJIBKO ITAIOB.

IIpouenypa oueHHBaHUS PE3yIbTaTOB OOy4YEHUs MHBAIMJOB U JIUI C OTPaHUYEHHBIMU
BO3MOJKHOCTSIMH 3/I0pPOBbSI 110 JUCHMIUIMHE (MOJYJI0) MpenycMaTpuBaeT MpeloCTaBICHHUE
uHbopmanuu B (opmax, aganTUPOBAHHBIX K OTPAaHMYEHHUSIM WX 370POBbS U BOCHPHUATHUS
UH(pOpMAIINHU:

Jlnist U1 ¢ HapyIIEHUSIMH 3pEHUS:

— B I1e4aTHOM (hopMe yBeTUUeHHBIM HIPUPTOM,

— B JOopMe AIEKTPOHHOTO JIOKYMEHTA.

JUist U1 ¢ HapyIIEHUSIMHU CITyXa:

— B re4atHoi dopme,
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— B (hopMe IIEKTPOHHOTO JIOKYMEHTA.

Jlist 1AL ¢ HapyleHUussMUM OIIOPHO-JBUIaTEIbHOTO anrapara:

— B miedaTHou opme,

— B (hopMe AIIEKTPOHHOTO IOKYMEHTA.
I[aHHI)II\/JI MNEpCUCHb MOKCT OBITH KOHKPECTHU3UPOBAH B 3aBHCHMOCTH OT KOHTHUHI'CHTA
00yJaromuxcs.

CprRTypa OLCHOYHBIX CPEACTB AJIsA TeKyHIeﬁ Hu l'lpOMQ)KyTO'lHOﬁ arrecranmuun

Kon 1 HanmeHnoBanme HanmenoBanue
Ne uHIMKaTopa (B PesynbraTel 00y4deHus (B COOTBETCTBUH C TI. OLIEHOYHOT'O CPEJICTBA
/T COOTBETCTBUH C II. 1.4) Texymuii [TpomexyTouHas
1.4) KOHTPOJIb aTTecTalys
3HaeT npeaMeT, Coliep KaHue U 3a/1auu Omnpoc. Bormpoc Ha 3auer
JICITOTIPOU3BOJICTBA B COIMAIBHOM cdepe; Pedepar. 1-8, 11, 18, 23
NyK-41 MECTO U POJIb JOKYMEHTOB B yIIPABJICHUU
CobmrofaeT HOpMBI M | COLMANIBHON c(hepoil Ha COBPEMEHHOM 3Talle;
TpeGOBaHUA K YCTHOM | HOPMAaTHBHO-METOAUYECKYIO 0a3y
Y [TUCHMEHHOM JIOKyMEHTAIIHOHHOT'O 00eCTIeYeHUsI
JIEJIOBOM YIPaBIEHUSA
KOMMYHHKaIH, Ymeer OCYIICCTBJIATH XPAaHCHHUE U ITOUCK
1 MPUHATBIC B CTPAHE JAOKYMEHTOB; IIPaBUJIbHO KJ'IaCCI/I(bI/II_[I/IpOBaTI)
(ax) uzyuaemoro uH(opMaIHo, TOKYMEHTHI B OpraHU3alInHy;
sI3bIKa HCIIOJIb30BATh TCOPECTUUCCKUC 3HAHUA IJI1
COCTaBJIeHHS U 0pOpMIIEHHS IOKYMEHTOB B
OpraHu3aLH1
Brageer HaBbIkaMu paboTHI ¢ JOKyMEHTaMH
(nmonyuenue, nepenava, oopaboTKa, yuer,
perucrpanys, KOHTPOJIb, XpPaHEeHHE,
CHCTEMAaTH3aLMs, TOATOTOBKA JOKYMEHTOB IS
CllauM B apXMB, UX YHUUTOXKCHHUE)
NYK-4.3. 3HaeT TeopeTHYecKue 1 HHPOPMaIMOHHBIE [Ipaxtrdeckoe | Bompoc Ha 3auer
Beibupaer OCHOBBI JIOKYMEHTAIIMOHHOTO 00eCIIeyeHuU s 3alaHue 9,17
KOMM YHUKATUBHO yIIpaBJICHUS B COLMAJIBHOM cdepe; TpeOoBaHMA
MpUEMIIEMbIE CTHIIb | K TEKCTY CIY/KEOHBIX JOKYMEHTOB
CpeacTBa YMeeT B3anMOIEHCTBOBATh C KOJUIETAMH I10
2 B3aUMOJCICTBUSA B BOIIPOCAaM JIEJIONPOU3BOICTBA, COOIIOIATh
O0LIEeHNH ¢ 9THYECKHE HOPMBI ITOBENICHUS B
JIeTIOBBIMU npodeccHOHaIbHOU cpenie
napTHEpaMHu. Braneer HaBBIKAMH PaOOThI C BXOSIIUMU U
HCXOMAIINMH JOKyMEHTaMH, TIONCKa U
PETHCTPAU TOKYMEHTOB
3HaeT npasuia paboThL, METOABI U [Ipaxktrdaeckoe | Bompoc Ha 3ager
TEXHUYECKUE CPEICTBA OpraHu3auK paboThI ¢ 3alaHue 15, 16, 19, 20
JIOKYMEHTaMHU; CTIe[u(pHUKy GOpM JIeII0BOTO
UYK — 4.4 Berer oO0mIeHus, mpasmia u HOPMBI JETOBOU
TIePENICKU
JETOBYIO TIEPEIIUCKY
71 HCTIONB3YeT AMATOr YMeer ocymecTBIATh MUCbMEHHYIO H YCTHYIO
JETOBYFO KOMMYHHUKALHIO, B T.4. C
3 | AWV COTPYMRMHCCTRA | onb3oBaniem COBPEMEHHbIX
B COLMAJIBHOM U o
., | nHQOPMAIIMOHHBIX TEXHOIOTHI
podeCCHOHATHFHON
cibepax Birageer HaBBIKAMH COCTABIICHHS
KOPPECIIOHICHIINH, PACTIOPSANTEIbHBIX H
JIMYHBIX JTJOKYMEHTOB B COOTBETCTBHH C
TpeOOBaHMSIMH JOKYMEHTO000pOTA,
HCIIONB30BaHMs YHU(DHIIUPOBAHHBIX CHCTEM
JOKYMEHTAIIH!
NOIIK- 3.1 3HaeT TpeOOBaHMS K TEKCTY OTYETHBIX IIpaktryeckoe | Bompoc Ha 3auer
4 Cucrematusupyer JIOKyMEHTOB; COCTaB U NpaBHia 0(hOPMIICHUS 3a/1aHue 6, 14, 21, 22
PE3yIbTATHI PEKBU3UTOB OTYETHBIX JJOKYMEHTOB
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npoeccoHaNbHON | YMeeT cocTaBIsATh U OOPMIIATE pa3IndHbIe

JeSITEIbHOCTU B BUIBI IOKYMEHTOB
ctepe conuanpHOil | Braseer HaBBIKAME COCTABJIEHHUS OTYETOB IO
pabotsl B popme pe3ynbraTtaM npohecCHOHATBHON
OTYETOB. JIeATENFHOCTH B chepe COLHaIbHON paboThl B

COOTBETCTBMH C HOPMATHUBHBIMU
Tpe60BaHI/I${MI/I " C UCIIOJIB30BaAHUEM
COBPCMCHHBIX CUCTEM BJICKTPOHHOT'O

JOKYMEHT0000poTa
IOIIK - 3.2 3HaeT OCHOBHbIE TpeOOBaHUA K 0popMIIEHHIO Omnpoc Bompoc Ha 3auer
I e yIpaBIeHYECKUX JOKYMEHTOB 24,25
pe3ynlﬁil:r§};§;fHoﬁ YMe:eT Ha Hay4YHOI OCHOBE OpT'aHU30BBIBATH
CBOM TPyl

U IPaKTHYECKON
5 JIeATENLHOCTH B
(dhopMe myOIUIHBIX
BBICTYIUICHUH W/WTH

Braneer HaBbIkaMu paOOTHI C HAYYHOU
JUTEPaTypOi, HOPMaTHBHBIMU aKTaMH,
CTaHJapTaMHU; CIOCOOHOCTBIO TIOUCKA
uH(OpMaLUK ISl COCTAaBIICHUS] OTYETOB O

MyOMKAIUH. 9
pe3ysibTaTtam npodeccuoHaIbHOM
JICATENLHOCTH B chepe COIaIbHON paboTh
UTIK-2.2. 3Haet npasuia opopMIIeHHS TOKYMEHTAIIHH, [Ipaktudeckoe | Bonpoc Ha 3ader
Odopmiser HEOOXOTUMOH TSI TPEOCTABICHUS MEp 3a/1aHUe 9-13
JIOKYMEHTAIIUIO, COIIMATIbHOM 3aIIUThI

HEeoOXoAuMYyIo 111 | YMeeT opopMIIATH JOKYMEHTAIIUIO,

6 | mpenmocraBieHHS Mep | HEOOXOMMMYEO IS IPEIOCTABIECHUS MEP
COIIMAJIbHOM 3aITUTHL. | COLMAIBHOM 3aIUThI

Bnaseer HaBbIKaMu O(OpMITCHHS
JIOKyMEHTAIl11, HEOOX OIMMOH ISt
MPEIOCTABIICHUS] MEP COLMAIBHOMN 3aIUTHI

TunoBbie KOHTPOJIbHbIE 3aJaHHSl WJIM HHble MaTepHasbl, Heo0X0oaAMMBbIe IJs
OLEHKU 3HAHMH, YMEHUi, HABBIKOB M (HJIHM) ONbITA [eATEJbHOCTH, XapPaKTePH3YyIOUIUX
Tanbl GOpMHUPOBAHUS KOMIIETEHUMH B Mpolecce 0CBOeHHsI 00pa30BaTeJIbHOM MPOrpaMMBbl

Tema 1 IlpuMepHble Bonpochl st onpoca «OCHOBHBIC MOHATUS JIEIONPOU3BOJICTBA.
PazButne npeacrariaeHuit o fokymeHTe. JJOKyMEHT B COIMAIbHOM paboTey
1. DBoIONIMS IETONIPOU3BOJICTBA B coltnanbHOM cepe B Poccun u 3a pydexom
. UcTopus perinaMeHTanuu Aea0npou3BOJICTBA.
. [IpukaszHoe 1eI0mpou3BOJICTBO.
. Konnexckoe 1enonpousBoICTBO.
. MuHucTepckoe AeI0Mnpou3BOICTBO.
. Ocobennoctu aenonpousoactea B 1917 -1990 rr.
. OcobeHHOCTH COBPEMEHHOTO JIeIONPOU3BO/ICTBA B COLMAIBHOM padoTe.

NN B W

Tema 2 TIlpumepHbie TeMbl pedepaToB «3aKOHOJATETbHOE U HOPMATHUBHO-
METOIMUECKOE PEryIMpoBaHHE JOKYMEHTAIIMOHHOI'O 00ecrieueH sl YIPaBiIeHUsl B OpraHu3almsax
COLIMANIBHON cepbD»

1.HopmaTuBHO — npaBoBasi U MeTOiMYECKasi 6a3a COBPEMEHHOTO JIeONPOU3BOICTBA.

2. CoBpeMeHHasi HOPMaTHUBHO-MeTOAMYECKas 0a3za JOKYMEHTAllMOHHOIO oOecredeHus
yIIpaBJIEHUs] OpraHMU3aLUsAMH B COLIMANBHOM cepe U ee HeT0OCTaTKU

3. Anroput™ pa3paboTKH MoJioxkeHus o ciayxoe JJOY

4. OcoGeHHOCTH Pa3pabOTKU MHCTPYKIIUHU MO JIETONPOU3BOCTBY B OpPraHU3aluu

5. Iopsinok pa3pabOTKH JOHKHOCTHBIX HHCTPYKIMN

Tema 3 Ilpumep npakTuueckoro 3agaHusi «CoBpeMeHHbIe TpeOOBaHHUS K COCTaBy M
0(QOPMIICHHIO TOKYMEHTOBY
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3ananue 1 «PeKkBU3UTHI JOKYMEHTA

Co3maiiTe  Ha  KOMObIOTEpe OJNAaHK MHUChMa  OTAeNa  COIMAIbHON  cdepsl
anqMHUHUCTpanuu LleHTpanbHOro BHYTPUTOPOACKOro okpyra r. KpacHomapa, cobmtonast nmpaBuiia
PacroyioKeHUs] HEOOXOMMBIX PEKBHU3HUTOB.

Tema 4 Ilpumep npakTudeckoro 3agaHusi «OCHOBBI JOKYMEHTOOOOPOTA: MPHHIUIIBI
OpraHu3aIuy, crenupuka T0KyMeHTO000pOTa B COITMATBHON padboTe»

3amanue 1 «Pabota c oOpameHuem rpaxaan»

A) O3HaKOMUTBCA C TMpPaBWIAMH COCTABJICHUS TpakJaHAMH pPA3JIMYHBIX BHJOB
oOparteHui

b) CaMocCTOSITeTLHO COCTaBUTh OOpallleHHe B OpraHbl COLMAIBHON  3aIUTHI,
coOIro/1ast pacIioioKeHne He0OOXOJMMBIX PEKBH3UTOB

B) OOmeHnsBUINCH C OJHOKYPCHUKOM OOpalleHHUsMM,  I[POBEPUTH NPaBUIBHOCTH
0OpMIICHHS €Tr0 IOKYMEHTa U COCTAaBUTH OTBET.

Tema 5 Ilpumep nmpakTuyeckoro 3agaHusi «OpraHuzanusi XpaHeHHUs JOKYMEHTOB B
JEJIOTIPOU3BOJICTBE»

3ananue 1 «Pa3paboTka 1 BeieHIE HOMEHKIATYPHI 1T

CocraBbTe HOMEHKJIATYPY JA€N Ui BBIOPAHHOW OpraHM3allii COIMAIBHOU Chepsl,
pykoBojicTBysch TpeOoBanus I'OCT, crannmaproB u IlepedeHeM THNOBBIX YIpPaBICHUYECKUX
apXMBHBIX JIOKYMEHTOB, 00pa3yIoLUXCcs B MPOLIECCE IEATENbHOCTH TOCYAAPCTBEHHBIX OPIaHOB,
OpraHOB MECTHOT'O CaMOYIPAaBJIEHUSI U OpPraHU3alui, C YKa3aHUEM CPOKOB UX XpaHEHUs» (yTB.
[Tpukazom Pocapxusa ot 20.12.2019 Ne 236).

Tema 6 IlpumepHble Bompochbl st onpoca «CoBpeMeHHbIE HH(POPMAIMOHHBIE
TEXHOJIOTUU B JIEJONPOU3BOJICTBE COLIMATILHOMN pabOThI»

1. ba3sl 1aHHBIX B COIUATILHOM padoTe.

2. Ipunnumnet padoter CO/I.

3. Xapaktep HHGOPMALIMOHHON YCIYTH B COLMANBHON paboTe, MHPOPMAITMOHHO —
CIPaBOYHbBIE YCIYTH, OKa3bIBAEMbIE COI[UAIBHBIMU CITyK0aMu

Bonpocs! U151 NOATOTOBKH K 3a4eTy

1. PasButue npexacraBieHHil 0 JOKyMeHTe. Poiib TOKyMeHTa B >KM3HU 4YeEJOBEKa U
oOuiecTBa.

2. JlokyMeHTallMOHHOE oOecreyeHue yIpaBJIeHUs KaK BakHeHmas QyHKIusA
YIIpaBJICHUs], €€ MECTO CPEIH IPYTUX YIPaBICHYECKUX (DYHKIIHIA.

3. lloHATus  «JOKYMEHT», «HOCUTEIb HHPOpPMALUU», <«JIOKyMEHTHPOBaHHas
nH(pOpMaLTHSI.

4. Hcropuueckudl  ONBIT OpraHu3alUM  JOKYMEHTHPOBAHMS  YIpaBICHYECKON
JeATeIbHOCTH B TOCYAapCTBEHHBIX yupexaeHusx Poccun 1970-e-2000-e rr.

5. ®enepanbHblit 3ak0oH Poccuiickoit denepaunn ot 27 uronsa 2006 r. N 149-03 «O6
uHbopMmanuy, HHPOPMAIMOHHBIX TEXHOJOTHAX W O 3aluTe HH(GOpMalMU»: OCHOBHBIE
MIOJIOKEHMSL.

6. OTBETCTBEHHOCTb 32  HENpPAaBOMOYHbIE  JECHUCTBUS C  JOKYMEHTaMH B
aJIMUHUCTPATUBHOM, YTOJIOBHOM U TPYJIOBOM Kojiekcax Poccuiickoit deneparui.

7. DBOJIOIMS JAOKYMEHTAIMOHHOTO OOECIeUYeHMsl YNpaBJICHUS B PAa3JIMYHbIC MEPUOJIbI
ucropuu Poccun.

8. denepanbHOE 3aKOHOATENHCTBO 00 opranuzauuu J{OY, TpeboBaHus yHUDHUKALMH U
CTaHJapTH3ALHH.

9. VuudunupoBanusie cucrembl gokymeHTamuu. ['OCT P 7.0.97-2016 «Cucrema
CTaHJAapTOB MO HH(opMaruu, OHOIMOTEYHOMY M H3JATEIbCKOMY Jeny. OpraHu3aluoHHO-
pacropsIuTenbHas JOKYMEHTAIHSD».

13


https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/201
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/201

10. XapakTepucTHKa OCHOBHBIX BUJIOB JJOKYMEHTOB B COLIMAIBHOM cepe.

11. MexayHapoiHbIe ¥ HAIIMOHAIBHBIE CTAHIAPTHI B PETYIUPOBAHUN WH(POPMALIMOHHO -
JOKYMEHTAIL[MOHHOTO 00ECIIeUeHUs yIIPABJICHNUS.

12. OcHOBHbBIE HamNpaBJICHUS COBEPIIEHCTBOBAHMA cocTaBa M (OPM JOKYMEHTOB B
colMabHOMU cepe.

13. Buapl nokymeHTOB (pacmopsiguTeNbHbIC, OpraHU3AMOHHBIEC, HH(POPMAIIMOHHO-
CIIPaBOYHbBIE) U UX XapAKTEPUCTUKHU.

14. IlepeyHu JOKYMEHTOB C THUIIOBBIMM CpPOKaMHU XpaHEHHUs. 3HAYCHHE IEepevyHed u
MOPSIOK UX IPUMEHEHHUS B IEJIOIPOU3BOCTBE.

15. Opranuzanuonubsie GOpMBI ACIOTPOU3BOACTBA. WX 3aBUCHUMOCTH OT crieliupUKH U
OpraHU3aIl[MOHHON CTPYKTYpbI YUPEXKACHUS.

16. JlenoBoe MUCHMO: HIOAHCHI COBPEMEHHOI MMChbMEHHON KOMMYHHKAIIHH.

17. IlpaBuiia opraHu3anuy J0KyMEHTOO00POTa OpraHU3aIluu COIIUAIBHON cephl.

18. JlokyMeHTO000pOT Kak 3(pPEeKTUBHBIMN MHCTPYMEHT ONTHMHU3ALMU YIIPABICHUECKUX
penIeHui.

19. TexHomorust paboTHI ¢ OOpAIICHUSIMHU TPAXKIAH B JEIOMPOU3BOICTBE OpraHU3AINH.

20. TpeGoBaHMsI 3aKOHOJATENHCTBA K OpraHU3aliy paboThl ¢ 0OpaleHUSIMU TPaskK/IaH.

21. Homenknartypa aen, €€ 3Ha4Y€HHE, BUIbl HOMEHKIIATYpP €], METOJIUKA COCTaBJICHUS
HOMEHKJIATyp Jell.

22. lIloHATHE «IKCIEPTU3BI LIEHHOCTW» JIOKYMEHTOB B JEIONPOU3BOJCTBE, 3aa4d H
MOPSIIOK TIPOBEACHHUS.

23. OcHoBHble mnoso)keHUss HarnumonaneHoW mporpamMmbl  «l{udpoBas sxoHOMHKA
2024 r.». TerneHIMH pa3BUTHS IEKTPOHHOTO JOKYMEHTOOOOpOTA.

24. IIpaBoBOW CTaTyc 3JEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIbHOE M HOPMAaTHUBHOE
peryIupoBaHUE HCIOIb30BaHUS 3JIEKTPOHHBIX JOKYMEHTOB. DJEKTPOHHBIE TOKYMEHTHI M 0a3bl
JTAHHBIX B COIMATILHOM cdepe.

25. XapakTepucTHKa pbIHKA aKTyaJdbHBIX CHCTEM AJIEKTPOHHOTO JIOKYMEHTOO000POTA.

4.2 MeToanueckue MaTepuaJbl, onpee/siioniie Npoueaypbl OLeHUBAHUS 3HAHMI,
YMeHHH, HABbBIKOB W (WIH) ONbITA AeATEJbLHOCTH, XAPAKTEPHU3YIOIMX ITaNbl
¢dopmMupoBaHus KOMIIETEHIHH

Metoanyeckne peKOMEHIALUHM, ONpeeJsioldie NPoUeAypPbl OLEHHMBAHUS Ha
3avere:

«3auTeHo» - BBICTABISETCS CTYIACHTY, €CIH CTYIACHTOM JaH TOJHbIH, pa3BEepHYTHIN
OTBET, MOKA3aHO YMEHUE MPOaHATH3UPOBATH CUTYAIUIO, CAMOCTOSITEIbHO BBIUJICHUTh U OMTUCATh
BO3MOXHBIE €€ pelleHus; yMmeHue o0000marb uHGOPMALMIO, TMOIYyYaeMYI0 U3 pa3HBIX
HCTOYHUKOB. B 0TBeTe mpociiexuBaeTcsl YeTKask CTPYKTYpa, JIOTHUECKas MOCIIeI0BATEIIbLHOCTD,
OTpaXkaromiasi CyHOCTh PACKPBIBAEMbIX OHSTHI, TEOPHi, IBICHUI.

«He3auTeHo» - BBICTABISETCS MPHU OTCYTCTBHHM YETKOTO W TOJHOTO OoTBeTa. Jlormka u
MOCJIEI0BATENbHOCTh U3JI0KEHUST HapylleHbl. OTMedaeTcsi HE3HaHHE B PACKPBITUU MOHSITHH,
ynotpebieHnn TepMHHOB. OOydaromuiics HE CIOCOOEH CaMOCTOSITENIbHO — BBIJICIUTH
CYILLIECTBEHHbIE W HECYUIECTBEHHbIC NPU3HAKM WU MPUYMHHOCIEICTBEHHBIE CBsi3H. B oTBere
OTCYTCTBYIOT BBIBOJIbI. Y MEHHUE PACKPBITh 3HaU€HUE 000OIIIEHHBIX 3HAHUI HE TIOKa3aHo.

Meronnyeckne  peKOMEHAALMH, ONpeAeJNsAOIIHe Npoueaypbl  OLCHHUBAHHA
pedepara:

O1eHKa «OTIMYHO» — BBIIOJHEHBI BCE TPEOOBaHMs K HANMCAHUIO U 3aluTe pedeparta:
o0Oo3HaueHa npobiemMa U 000CHOBaHA €€ aKTyaJlbHOCTb, CHIEJaH KpPATKHM aHaiMu3 paziIuuHBbIX
TOUEK 3pPEHHs Ha paccMaTpHUBAEMYIO MPOOJEMYy M JIOTUYHO HM3JI0KEHAa COOCTBEHHAs MO3ULUS,
c(OpMyYIIUpPOBaHbl BBIBOJBI, TE€Ma paCKphITa MOJHOCTHIO, BBIAEPKAH OO0BEM, COOJIIOICHBI
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TPCGOBaHI/HI K BHCHIHCMY O(l)OpMJIeHI/IIO, JAaHbl IIPaBHUJIbBHBIC OTBCTHI Ha JOIOJHHUTCIBHBLIC
BOIIPOCHI.

OreHka «XOpoIIo» — OCHOBHBIC TpeOOBaHMS K pedepaTy U €ro 3alluTe BBIIOJIHEHEI, HO
IIpHU 3TOM AOMYHICHBI HCAOYCTHI. B YaCTHOCTHU, UMCIOTCA HCTOYHOCTHU B U3JIOKCHUU MaTCpUalia;
OTCYTCTBYET JIOTHYECKAs MOCIIEAOBATEIFHOCTh B CY)KJICHHSAX; HE BBIACPKAaH 00beM pedepara;
HMCIOTCA YIIYHICHUSA B Oq)OpMJIeHI/II/I; Ha JOIIOJIHUTCIIBHBIC BOIIPOCHI IIPU 3alIUTEC JOAHbI
HCITOJIHBIC OTBCTHI.

OneHka «yJ10BJIETBOPUTENILHO» — UMEIOTCSI CYLIECTBEHHbIE OTCTYIUIEHUSI OT TpeOOBaHUM
K IINCEMEHHOU pa60Te. B YaCTHOCTHU, TEMaA OCBCIICHA JIUIIb YaCTUYHO, JOIIYHICHLI q)aKTI/I‘IeCKI/Ie
OHH/I6KI/I B COACpPKaAHNU pe(bepaTa WM IpU OTBETC HA AOIMOJHHUTCIIBHBIC BOIIPOCHI; BO BPEMA
3aI0UTBI OTCYTCTBYCT BBIBO/.

OrneHKa «HEYNOBIETBOPUTENBHO — TeMma pedepara HE pacKpbiTa, OOHAPYKHUBACTCS
CYIIECTBEHHOE HETIOHMMAaHHE ITPOOIIEMBI.

MeToanyeckue peKOMEHAANMH, ONpeaeJsiiolde  NpoueaIypbl  OLEHWBAHUS
Pe3yJabTaTOB IMCKYCCUM:

O1eHKa «OTIIMYHO» — CTYJCHT SICHO M3JIOKHII CYyTh OOCY)KTa€MOU TEMBI, TPOSBUIT JIOTHKY
W3JIOKCHUST Marepualiia, NPEJICTaBWII apryMEHTAIMI0, OTBETHJ Ha BOIMPOCH yYaCTHHUKOB
JICKYCCHUU;

O1eHKa «XOPOTIO» — CTYIEHT SICHO U3JIOXKHII CYTh 00CYKIaeMOW TEMBI, TIPOSIBIII JIOTUKY
W3JIOKCHUS MaTepuayia, HO He MPEACTaBHI apTyMEHTAIMI0, HEBEPHO OTBETHJ Ha BOIPOCHI
Y4aCTHHUKOB JUCKYCCHUU,

O1eHKa «YAOBICTBOPHUTENBHO» — CTYIACHT SICHO M3JIOXKHWII CYyTh 0OCY)KaeMOH TEMBI, HO
HE TPOSBUIJI IOCTATOYHYIO JIOTHKY M3JIOKEHUSI MaTrepuajia, HO He MPEICTaBHJI apryMEHTaIHIo,
HEBEPHO OTBETWJI Ha BOIPOCHl YYaCTHUKOB IUCKyccuu; OIeHKa «HEYIOBIECTBOPHUTEIBHO» —
CTYICHT TUIOXO TOHUMAET CyTh OOCY)KIaeMO#l TeMbI, HE CMOT JIOTHYHO W apryMEHTHPOBAHO
Y4acCTBOBATh B OOCYXICHHUH.

MeToanyeckue peKOMeHIalUH, ONlpeae/sioNe Npoueaypbl OLleHMBAaHUS ONpoca:

OneHka «OTIMYHO» — OTBETHl HA IIOCTaBJICHHBbIE BOIPOCHI M3JIArarOTCs JIOTMYHO,
MOCJIEIOBATEIbHO M HE TpeOyIOT JOMOJHUTENbHBIX mosicHeHuil. [lomHO packpeiBaroTCs
MIPUYHMHHO-CIICCTBEHHBIE CBSI3U MEXIY SIBICHUSMHU U coObITHSIMH. [lenarorcs 000CHOBaHHbBIE
BbIBOIbI. COOIIOIAaI0TCS HOPMBI JINTEPATYPHOM PEUH.

OneHka  «XOpolio» — OTBEThl HA  IOCTABJICHHbIE  BONPOCHl  M3Jararorcs
CHUCTEeMATU3UpPOBAHO M IMOCIEOBATEeNbHO. Marepual u3iaraeTcsi YBEpEeHHO. PacKpbIThI
MIPUYMHHO-CIICJICTBEHHBIE CBSI3U MEXKIY SBJICHUAMU U COOBITUSMU. JleMOHCTpUpYyeTCcs yMeHue
aHAJIM3UPOBATh MaTepHall, OJHAKO HE BCE BBIBOJBI HOCAT AapryMEHTHPOBAaHHBIM U
JoKa3aTesbHbIN Xapaktep. CoOI0at0TCsl HOPMBI JIUTEPATYPHOU peun.

OneHka  «yIOBJIETBOPUTEIBHO» — B  OTBET€ JOMYCKAIOTCS  HApyIIEHUS B
MOCJIEJIOBATEILHOCTA U3JI0KEeHUsl. HermoysHO pacKphIBalOTCS MPUYHHHO-CIIEICTBEHHBIE CBS3H
MEXAY SBJICHUSIMH U COOBITUAMH. J[eMOHCTpUPYIOTCS MOBEPXHOCTHBIE 3HAHHS BOMpPOCa, C
TPYIOM pELIAIOTCS KOHKpEeTHBbIe 3ajaun. MmeroTcst 3arpyaHeHusi ¢ BbiBojaMu. [lomyckaroTcs
HapyIICHUs] HOPM JTUTEPATypHOU PEUH.

OneHka «HEYAOBIETBOPUTEIBHO» — MaTepuall H3Jaraercs HemociIeI0BaTeNbHO,
cOMBUMBO, HE TIPEJCTABJSET OINpEAeICHHOW CHUCTEeMBl 3HaHWUM 1o jauciuruiiHe. He
PacKpbIBAIOTCS TMPUYMHHO-CIIEJCTBEHHBIE CBSI3M MEXKAY SBICHHSIMH H coObITHsiMU. He
MPOBOJMTCS aHamu3. BwiBoABl OTCYTcTBYIOT. OTBETHI Ha JOMOJHUTEIBHBIE BOMPOCHI
OTCYTCTBYIOT. FIMEIOTCSI 3aMeTHBIC HAPYIICHUS HOPM JIMTEPATYPHOU PEUH.
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5. IlepeyeHb OCHOBHOW M [JONOJHUTEJBbHOH Y4YeOHOH JIHUTEpPaTyphl,

He00X0AUMOi1 1151 OCBOCHU S INCIUILIMHBI (MOIYJIs1)

[Teuarnsie n3ganus, BkiroueHHbie B PIIJI, oTpakeHsl B 31eKTpOHHOM Katanore HaydHoii
oubmmoreku KyOol'Y mo azapecy: http://megapro.kubsu.ru/MegaPro/Web u cooTBeTCTBYIOT
HOpMaM obecrieueHHOCTH JitepaTypoit corinacHo @I'OC BO 3++.

B mnepeueHp BKIIOYCHBI TOJILKO HEOOXOIMMBIC JUIS M3ydeHHs auciuiuinabl ObC,
npodeccroHalbHble 0a3bl JaHHBIX, HWH()OPMALMOHHBIC CHPAaBOYHBIC CHCTEMBI, PECYpPChI
cBOOOJTHOTO JOCTYNa, COOCTBEHHBIE OJJIEKTPOHHBIE OOpa3oBaTelbHbIE W HH(DOPMAIMOHHBIC
pecypcol Kyol'V.

5.1 YueGnas qureparypa:

1. yBanoBa, H. H. Opranuzamnus ¥ TEXHOJOTHUSA JOKYMEHTAIIMOHHOTO 00eCTeueHus
yIpaBiieHus: yueOHUK u mpakThHKyM it By3oB / H. H. IllyBamoBa. — 2-e u3n., mepepad. u 101
— Mocksa: M3garensctBo FOpaiit, 2020. — 265 c. — (Bsicmiee o6pazoBanune). — ISBN 978-5-
534-12358-6. —  Tekct: oamektponnbri  //  OBC  IOpait [caiit]. —  URL:
https://urait.ru/bcode/451066

2. XonocroBa, E. . VYnpapnenue B couuanbHOl pabote: yueOHUK [uist By3oB / E. U.
XogoctoBa, E. . Komapos, O. I'. IIpoxopoBa; orBerctBeHHbIl pegaktop E. M. Xonocrosa, E.
. Komapos, O. I'. [IpoxopoBa. — 2-e m3n. — Mocksa : UznarensctBo HOpaiit, 2020. — 319 c.
— (Bsicmiee oOpazoBanme). — ISBN 978-5-534-01271-2. — Texkct: snexrponnsiii // IBC
IOpaiir [caiiT]. — URL: https://urait.ru/bcode/449886

3. loponmna, JI. A. OpraHuzamnusi ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO OOecreyYeHus
yopaBieHUs: Y9eOHMK W TipakTukym s By3oB / JI. A. Jloponwna, B. C. HputukoBa. —
Mocksa: M3garensctBo FOpaiit, 2020. — 233 c. — (Bricmiee o6pazoanue). — ISBN 978-5-
534-04568-0. —  Tekcr: oamekTtponneii  //  ObC  HOpait [caiit]. —  URL:
https://urait.ru/bcode/450483

,Z[J'ISI OCBOCHHA JUCHUIINIMHBI HHBAJIMAAMHU U JIUIAMH C OTPaAaHUYCHHBIMU BO3MOXHOCTAMU
300POBbA UMCIOTCA U3JaHUA B 3JICKTPOHHOM BHUJIC B 3J'IeKTp0HHO-6I/I6JII/IOT€‘IHBIX CHUCTEMaAXx.

5.2. llepuoguyeckas Jureparypa:

[ledaTHple meproOAMYECKHE W3MaHUSA BXOAAT B «llepeueHb MEYAaTHBIX MEPHOANYCCKUX
W3/IaHHH, XPpaHSIIHUXCS B donzae Hayunoi OnbIMoTEKH KyoI'V»
https://www.kubsu.ru/ru/node/15554, w/unm  SIEKTpOHHBIC TEPUOJUYECKUE HM3TAHUSA, C
yKa3aHHEM aJpeca caiiTa DJIEKTPOHHON BEpPCHHU JXypHajia, W3 0a3 JaHHBIX, JOCTYI K KOTOPBIM
umeer KyoI'VY:

1. Kypnan «COLIUC/Counonorudeckue uccienoBanus» https://www.isras.ru/socis.html;

2. Xypnan «BectHuk apxuBucra» https://www.vestarchive.ru/;

3. Kypnan «/lenmonponsBoacTBO u JIOKyMEHTOO000pOT» https://delo-
press.ru/journals/documents/;

4. ba3zel nanubix kommanuu «Mct Boroy http://dlib.eastview.com

5. DOnextponnas oubnmuoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. UHTepHeT-pecypchbl, B TOM 4HCJe COBpeMeHHbIe NpodeccnoHaIbHbIE 0a3bl
AAHHBIX U HH(POPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

J1eKTPOHHO-0ubImoTeunbie cucteMbl (IBC):

1. OBC «OPAWT» https://urait.ru/

2. 9bC «YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» www.biblioclub.ru

3. DBC «BOOK.ru» https://www.book.ru

4. 5bC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com
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IIpodeccuonanbubie 6a3bl JAHHBIX:
Web of Science (WoS) http://webofscience.com/
Scopus http://www.scopus.com/
ScienceDirect www.sciencedirect.com
Kypuainsr uznarenscrea Wiley https://onlinelibrary.wiley.com/
Hayunast snextponnas oudaunoreka (HIB) http://www.elibrary.ru/
6. IlomHOTEKCTOBBIE APXMBBI BEAYIIMX 3alaHbBIX HAy4YHBIX >KypHaJIOB Ha Poccuiickoin
wiatgopme Hay4dHbix xypraioB HOUMKOH http://archive.neicon.ru
7. HamwonanmpHas DJIIGKTPOHHAs OWOMMOTEKa (JOCTYm K DJIEKTPOHHOW OHOIHOTEKE
mucceptaiuii Poccuiickoit rocynaperennoit oubmmorexu (PI'B) https://rusneb.ru/
8. Tlpesumentckast oudauorexa um. b.H. Expruna https://www.prlib.ru/
9. DmnextponHas koyueknus Oxkcdopackoro Poccuiickoro ®onna
https://ebookcentral.proquest.com/lib/kubanstate/home.action
10. Springer Journals https:/link.springer.com/
11. Nature Journals https://www.nature.com/siteindex/index.html
12. Springer Nature Protocols and Methods
https://experiments.springernature.com/sources/springer-protocols
13. Springer Materials http://materials.springer.com/
14. zbMath https://zbmath.org/
15. Nano Database https://nano.nature.com/
16. Springer eBooks: https:/link.springer.com/
17. "Jlextopuym TB" http://www.lektorium.tv/
18. VumBepcurerckas nHdopmarmontas cuctema POCCHS http://uisrussia.msu.ru

akkwnE

HNudopmanmoHHbie CIPABOYHbIE CHCTEMBbI:
1. Koncynbrant Ilnmroc - cnpaBovHas mpaBoBasi cucteMa (JOCTYI IO JOKAIBHOW CETH C
KOMIBIOTEPOB OMOITMOTEKH )

Pecypchl cBOOOIHOTO J0CTYHA:

1. AwmepukaHCKas mateHTHas 0asa maHHbBIX hitp://www.uspto.gov/patft/

2. TlonHble TEKCTHI KaHAACKUX Aucceprarmii hitp://www.nlc-bnc.ca/thesescanada/

3. KubepJlenunka (http://cyberleninka.ru/);

4. MuHHCTEpCTBO Hayku © BbIcmiero ooOpaszoBanusi Poccuiickoit ®eneparnuu
https://www.minobrnauki.gov.ru/;

5. ®enepanbhbiii mopran "Poccuiickoe oopazosanue” http://www.edu.ru/;

6. MudopmanmonHnas cucrema "EnuHOE OKHO JOCTyma K 0Opa3oBarelbHBIM pecypcam”
http://window.edu.ru/;

7. Enunas koutekumss —nu@poBeIX  0o0pa3oBaTenbHBIX  pecypcoB  http://school-
collection.edu.ru/ .

8. ®dexepanbHBIN HEHTP UH(POPMAIIMOHHO-00pa30BaTEIbHBIX pecypcoB
(http://fcior.edu.ru/);

9. TIIpoekr T'ocymapcTBEeHHOro HWHCTHTyTa pycckoro si3bika uMeHu A.C. IlymkumHa
"Oo6pazoBanue Ha pycckom" https://pushkininstitute.ru/;

10. CnpaBovHo-uH(pOpMaIMOHHBIN TopTan "Pycckwuii si3pik" http://gramota.ru/;

11. Cmyx0a TeMaTH4eCKMX TOJKOBBIX ciioBapei http://www.glossary.ru/;

12. Cnosapu u srnmkiIoneauu http://dic.academic.ru/;

13. OGpa3oBarenbHbIil mopTan "Yueba" http://www.ucheba.com/;

14. 3akonorpoekT "OO obpazoBanuu B Poccuiickoit deneparuu”. Bompockl M OTBETHI
http://xn--273--84d1f.xn--plai/voprosy_i_otvety

CoOcTBeHHBIC JJICKTPOHHBIE 00Opa3oBaTebHble M HMH(pOPMALHMOHHBIE pecypChl
KyoI'y:
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1. Cpena Moay/IbHOTO AMHAMHUYEcKoro oOydenus http://moodle.kubsu.ru

2. baza y4eOHBIX TIUIAHOB, Y4eOHO-METOJUYECKMX KOMIUICKCOB, MyONMKauil u
koHdepennwmii http://mschool.kubsu.ru/

3. bubnmorexka  WMHGPOPMALMOHHBIX  PECYpPCOB kapenapsl  MHPOPMAIMOHHBIX
oOpa3zoBarenbHbIX TexHOJoTHi http://mschool.kubsu.ru;

4. DnextpoHHbIH apxuB nokymentoB Kyol'Y _http://docspace.kubsu.ru/

5. DnekTpoHHBIE 00pa3oBaTeNbHBIE pecypchl Kadenpbl HH)OPMAIMOHHBIX CHCTEM H

TexHojoruii B oOpazoBanuun KyOI'Y u Hayuno-merommueckoro »xypHasia "LHKOJIBHBIE
I'OAbI" http://icdau.kubsu.ru/

6. Meroauvyeckne YyKazaHusl s OOYYAKIIMXCH 1O OCBOCHHIO

AUCHUIUINHBI (MOIYJIs1)

OcBoeHHE AUCHUIUTMHBI TPEIyCMaTPUBAET MPOCIYIIUBAHUE JIEKIIUH ¥ BBIOJHEHHE
3aJJaHUH Ha MPAKTUYECKUX 3aHSITHSIX.

Ji1st TITyOOKOTO M3YYEHUS AUCIUTUINHBI HACTOSITETIFHO PEKOMEHTYETCS

— CHCTEMATHUYEeCKH TOTOBHUTHCS K TMPAKTUYCCKUM 3aHATHSAM 10 y4eOHBIM IOCOOHSM,
HAyYHBIM CTaThsIM B IKypHaIaX TNPOPECCHOHATHHON TEMaTHKH, a TaKKe HWCIIOJIb30BaTh
oduIMabHbIe pecypchl HaydHOU nHpopmanuu B cetu MHTEpHeT;

— CBOEBPEMEHHO BBITIOJIHATH MPAKTHUECKUE 3aaHus 1 pedepar.

CamocrositenpHass paboTa CTyA€HTa - OIWH W3 BaXHEWIIMX O3TarlOB B IOATOTOBKE
cneruaauctoB. OHa MPHOOIIIAET CTYJCHTOB K HCCIIEA0BATENHCKOM paboTe, 00oramaeT onpITOM U
3HAHUSIMH, HEOOXOIMMBIMH JJISl JAJIbHEUIIEr0 UX CTAHOBJICHUS KaK CHEI[HAIMCTOB, MPUBHUBAET
HaBBbIKU PabOTHI C IUTEPATYPOl, CTATUCTUUECKUMHU JAHHBIMH.

Lenp camocTosTenbHOM pabOThl - CUCTEMaTH3allMsi, 3aKpeIlyIeHHe U pacllupeHHe
TEOPETUYECKUX M MPAKTUUYECKUX 3HAHWM C HCIOJIB30BAHUEM COBPEMEHHBIX MH(POPMAIIMOHHBIX
TEXHOJIOTUH U JUTEPATypPHBIX UCTOYHUKOB. JIJis pa3BUTHUS HAaBBIKOB CAMOCTOSITENILHOM pabOThI
CTYIACHTAMH BBIMIOJIHAIOTCS:

— pedepar, CBS3aHHBII C aHAIU30M COBPEMEHHBIX TEHAEGHIUH B 00JacTH
JIeIONPOU3BOICTBA B COIIMANIbHOM cdepe;

— 3a/IaHufA, CBSI3aHHBIE C 0030pOM COBPEMEHHOrO pbIHKA CHEIHaTU3UPOBAHHBIX
CIPAaBOYHBIX CUCTEM U CHCTEM JIEKTPOHHOTO JOKYMEHTO000pOTa;

— JOMallHMe 3aJaHus 1o noucky B IHTepHeTe uHOpMaALMK Ha ONPEAEICHHYIO
HayYHYIO TEMY.

Pedepar roroBuTCS CTyIEHTOM CaMOCTOSITENILHO, B HEM OOOOIIAIOTCS TEOPETUYECKHE
MaTepuagbl [0 UCCIEAyeMOHl TeMe C HCIOJb30BAaHHEM MATEepUAOB M3 CHEIHMAIbHOM
JTUTEPaTypbl, HOPMATUBHO-TIPABOBBIX JIOKYMEHTOB, CTaHIAPTU3UPYIOUIUX pPacCMaTPUBAEMYIO
chepy. B pedepare momkeH mpucyTrcTBOBaThH COOCTBEHHBIN aHAIM3 U KPUTUUYECKUH MOAXOM K
pElIeHHI0 MPOOJIeMbl M0 BHIOPAHHON TeMe UCCIIEOBaHMs, MOJKPEIUICHHBIN CTaTUCTHYECKUMU
JAHHBIMU U aKTyaJIbHBIMU MIPUMEpPAMU U3 ACATEIbHOCTH OPraHU3aIlHid COIMANbHOU chephl.

OOyueHue CTyJIeHTOB C OIPaHUYEHHBIMU BO3MOXKHOCTSMHU OPraHU3yeTCsl B COOTBETCTBUU
¢ TpeboBaHUAMU «MeTOIMUEeCKUX PEKOMEHIALNI M0 OpraHnu3alui 00pa3oBaTeIbHOTO Mpolecca
JUis  OOydeHUs UWHBAIUIOB U JIMIl C OrPAaHUYCHHBIMH BO3MOXKHOCTSIMH 3JI0POBbS B
00pa3oBaTeNbHBIX OPraHU3alUAX BBICIIErO Mpo(eccHnoHAIBHOTO 00pa3oBaHUM» OT «8» ampens
2014 r.

B ocBoeHHMU AUCUUIUIMHBI MHBATUAAMH U JTUIAMH C OTPAaHUYEHHBIMU BO3MOXHOCTSMU
3I0pOBbsI OOJBIIOE 3HAYCHHE HMEET HWHAWBHyaldbHas ydeOHas paboTa (KOHCYIbTAIlMH) —
JIOTIOJTHUTEIBHOE Pa3bsICHEHHE YUeOHOTO MaTepHana.

NunuBuayanbHble KOHCYIBTAIMM 1O TPEAMETY SBISIOTCSA BAKHBIM  (PAKTOPOM,
CIOCOOCTBYIOIIUM HHIMBUIyATH3AIIMH O0YYCHHUS U YCTAHOBIICHUIO BOCIIMUTATEIHHOTO KOHTAKTA
MEXAy TMpernojaBaTeieM M OOy4arolMMCS WHBAIMIOM WM JIUIIOM C OTPaHUYEHHBIMU
BO3MO’KHOCTSIMH 3/I0POBBSL.
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/. IlepeyeHb HH(OPMAUMOHHBIX TEXHOJOIMi, HCIHOJIb3yeMbIX IpPH

OCYILIeCTBJICHUH 00Pa30BaTeJbHOI0 MPOLECCa MO JUCHHUILINHE (MOAYJII0)
7.1 Ilepeyenb nHGOPMALMOHHO-KOMMYHHUKANMOHHBIX TEXHOJIOTHI
— IlpoBepka qoMaIHUX 33aHUH M KOHCYJIBTUPOBAHHUE MOCPEICTBOM JIMYHOTO KaOMHeTa.
— Hcnonb3oBaHME DIEKTPOHHBIX IIPE3CHTALMM IPU IPOBEIACHUM JIEKIMOHHBIX U
MPAKTUYECKUX 3aHATHI

7.2 TlepeyeHb JMIEH3MOHHOTO W CBOOOJHO PACHPOCTPAHSIEMOr0 MPOrPAMMHOIO
odecrneueHus

Microsoft Office 365 Professional Plus,

Microsoft Office for Mac,

Microsoft Office Professional Plus,

Microsoft Windows 8, 10.

7.3 IlepeyeHb coBpeMeHHBIX MPO¢ecCHOHATBHBIX 023 JaHHBIX U HH(POPMAMOHHBIX
CIIPABOYHBIX CHCTEM

1. CrpaBouno-tipaBoBas cucreMa «KoucynsranT [Tmocy (http://www.consultant.ru)

2. Dnekrponnas oubnmuoteunas cucrema eLIBRARY.RU (http://www.elibrary.ru)/

8. MaTepuaJbHO-TeXHUYECKOE o0ecneuyeHHe Mo JUCHUIUINHE (MOIYJTI0)

I[lo Bcem Bumam y4eOHOW MAEATENHHOCTH B paMKax TUCIHUIUIHHBI HCIOJB3YIOTCS
ayJIUTOpHUH, KaOMHETHI W JTA0OPAaTOPUH, OCHAIIECHHBIE HEOOXOIMMBIM CHEIHATH3UPOBAHHBIM U
J1a00paTOPHBIM 000PYTOBAHUEM.

HaumenoBanue crienuanbHbBIX OCHaILEHHOCTh CHELUAIBHBIX IlepeueHs JUIIEH3UOHHOTO
IIOMELEHUM IIOMELEHUI MIPOrPaMMHOTO 00ECTICUECHHU S
VYueOHbie ayAUTOPUH st | Mebenb: yueOHas MeOeb OmnepampionHas  cucrema  Microsoft
MIPOBEJEHUS 3aHATHN JIEKUMOHHOrO | TexHuueckue cpenctBa | Windows, B cocraBe  KOTOpOi
THUIIA 00y4eHMs: nporpamMma Juis JEMOHCTPAllMM BHIEO
9KpaH, MPOEKTOP, KOMITHIOTEP (mpourpeiBatens ~ Windows — Media

Player). OducHBIi makeT MPUIOKEHUI
Microsoft Office: mnporpamma st
CO3JaHuUs u pelaKTHPOBaHUS
TEKCTOBBIX  JIOKyMEHTOB (Word),
nporpamma JUIst CO3J1aHUS u
penaktupoBanust — Tabmun  (Excel),
nporpaMma Ui AEMOHCTpAaIMd U
coznmanms mpeseHtarmii (Power Point),
mporpaMma aus  paboTel ¢ Gazamu
JaHHBIX (Access).

YueOHbIE ayIUTOPUH st | Mebenb: yaeOHas mebenb Omneparmonnass  cucrema  Microsoft
MIPOBECHUS 3aHsaTHi | TexHuueckue cpeactBa | Windows, B  cocTaBe  KOTOpOit
CEeMUHApPCKOT0 THIIA, TPYNIIOBBIX M | OOYYEHHS: mporpamMma Jyis JEMOHCTPAIlMH BHIECO
WHIWBUAYAIBHBIX ~ KOHCYNBTAlUH, | 9KpaH, MPOSKTOp, KOMITBIOTEP (npourpreiBatenns ~ Windows  Media
TEKYIIETo KOHTPOJIS u Player). OducHbIif akeT TPHUITOKEHHHA
MIPOMEKYTOYHON aTTECTAIIUU Microsoft Office: mnporpamma st

CO3JaHuUs " pelaKkTHpPOBaHUSA

TEKCTOBBIX  JIOKyMEHTOB (Word),
mporpamMma JUTS CO3JTaHUSA u
pemaktupoBanuss  Tabmmy  (Excel),
mporpaMMa Il IEMOHCTpAaIlid |
coznmanus mpeseHTarmii (Power Point),
mporpamma ans  paboTel ¢ Oazamu
JaHHBIX (Access).
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Hns  camocTosATeNbHOW — paboThl  OOydaloOmMXCS — MPEeIyCMOTPEHBl  MOMEIICHUS,
YKOMIUIEKTOBAaHHbBIE CIIEIHATM3UPOBAHHON MeOeblo, OCHAIIEHHbIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOJKHOCTBIO IMOJKIIIOUEHUS! K ceTu «VHTepHeT» M 00ecreueHreM JI0CTyIa B HIEKTPOHHYIO

nH(OPMAIMOHHO-00pa30BaTEILHYIO CPEly YHUBEPCUTETA.

HaunmenoBanue nomMenieHuii s
CaMOCTOSITETILHONW PabOTHI

OcHaIleHHOCTh TTOMEIICHUH IS
CaMOCTOSITENILHON PaOOTHI

HepequL JIMIOCH3UOHHOI'O
IMporpaMMHOro obecrneueHus

00yJaromuxcst o0y4arommxcst

[Momemenue mist camocTosiTeIbHON | Mebenb: yueOHas MeOemb OnepanyonHas cucreMa Microsoft

paboTel o0yuaronuxcs (untanbHeld | Komriekr — crernmanmmsupoBanHoi | Windows, B cocTaBe KOTOpO#t

3an HayuaHoit Onbnmorexn) MeOernH: KOMITBIOTEPHBIE CTOJBI nporpaMma  JUisi  J@MOHCTpAaIin
Oo6opynoBanue: KoMITbIOTepHas | Buaeo (mpourpeiBarens Windows
TexHHMKa C noakimoueHneM Kk | Media Player). OdwucHbiii mnaxer
nH(OpMaLMOHHO- npwitoxennit  Microsoft  Office:
KOMM YHHUKAI[HOHHO¥ CeTH | mporpamMma JJisl  CO3JaHHs U
«HTepHeT» M OCTYIIOM B | peIaKTHPOBAaHHS TEKCTOBBIX
JNIEKTPOHHYIO  HMH(popManuoHHo- | mokymentoB (Word), mporpamma
00pa3oBaTeIbHYI0 cpeny | Il cO37aHus W PEeIaKTHPOBAHHS
oOpazoBatenbHOl  opranuzauuu, | Tadmun (Excel), mporpamma s
BeO-KaMephl, KOMMYHHMKAIIMOHHOE | JIEMOHCTpaIuu u CO3/1aHMSA
obopynoBanue, o0ecreyuBaroONIee | TPE3CHTALUIA (Power Point),
JOCTYTI K ceTu UHTEpHET | mporpaMMa Juist paboTel ¢ 0azamMu
(mpoBoaHOE coelMHeHue U | maHHBIX (Access).
OecrpoBOIHOE  COEIMHEHHE  T0

texronorun Wi-Fi)

Tlomemenue mj1si caMOCTOSTEIHLHOM
padotsl ody4aroumxcs (aya. 401H,
402 H, 403H)

MebGenb: yueOHast MeOeIb
Kommiexkr  crnenmanu3upoBaHHON
MeOenn: KOMITbIOTEPHBIE CTOJIBI
ObopynoBanue: KOMIIBIOTEpHAs
TEeXHUKa C TOAKIIOYEHHEM K
nH(OpMALIMOHHO-
KOMM YHUKALIMOHHOM
«nTeprer» u  pmoctymoM B
JNEKTPOHHYIO  MH(OpPMALMOHHO-
00pa3oBaTeIHHYIO cpeny
00pa3oBaTelbHON  OpraHM3aluH,
BeO-KaMephl, KOMMYHHKaIMOHHOE
obopyznoBanue, obecrednBaronee
JOCTy K  CeTH  HMHTEpHeT
(poBoHOE COeqUHEHNE "u
OecrpoBOIHOE ~ COENMHEHHE 10
texaomnorun Wi-Fi)

CCTH

OnepamionHast cucreMa Microsoft
Windows, B coctaBe KOTOpPOii
nporpamma Uit IEMOHCTPaIiu
Buzieo (mpourpeiBatenb Windows
Media Player). OdwucHbiii naker

npwioxenuit  Microsoft  Office:
nporpaMma Ui CO3JaHMS U
PEIaKTHPOBAHUS TEKCTOBBIX

nokymentoB (Word), mporpamma
JUIL CO3JaHMS W PENaKTUPOBaHHS
tabmun, (Excel), mporpamma s
JIEMOHCTpAIINU u CO3JaHuUs
npe3eHTaImi (Power  Point),
mporpaMma st paboTel ¢ 0azaMu
JaHHBIX (Access).
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