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1.1. Heab AMCHMIIMHBI: HA OCHOBAaHUM TEOPHM U NMPAKTUKH HAYYHO OOOCHOBaHHBIX
NPUHIUIIOB U METOAOB COBPEMEHHOTO JOKYMEHTAIIMOHHOTO olecreyeHus chopMupoBaTh y
CTYACHTOB LIEJIOCTHOE MPE/ICTaBIECHUE HA TaKue BUJbI MPO(ECCHOHAIBHON IEATEIIBHOCTH, KaK
rpamMoTHas 1 3¢ PEeKTUBHAS OPraHU3aLUS COBPEMEHHOTO JeIONPON3BOICTBA.

1.2. 3agauyu QUCIHUILINHEBI:

- HCCIeAoBaTh 3aKOHOMEPHOCTH (OPMHUPOBAHMS JTOKYMEHTAJIBHBIX YIIPABJICHUECKUX
CHUCTEM U TEXHOJOTUH B UX HUCTOPUUECKOM Pa3BUTHH, COBPEMEHHOE COCTOSIHME U MEPCIEKTUBbI
pPa3BUTHS TEXHOJOTHM, OOIIME M YaCTHBIE METOJBI UCCIICIOBAHMS M MPOSKTUPOBAHUS O(UCHBIX
CUCTEM JIOKyMEHTOO0OpOTa, CIOCOOCTBYIOIIUX (OPMUPOBAHUIO Y CTYICHTOB METOJIUYCCKU
000CHOBAHHBIX IMOJXOJI0B K PEIICHUIO MPAKTHYECKUX 3a7a4 JOKYMEHTAIIHOHHOTO 00ecIeueHus
BO BCeX cdepax yrnpaBICHUYCCKOH JAeITeTbHOCTH;

- MIOJIYYUTh MPEACTABICHUE O HOPMATUBHO-METOIMUECKON 0a3e JIeI0MpOr3BO/ICTBA;

- 03HAaKOMUTKCS C COBPEMEHHBIMU TPEOOBAHUSIMH 110 COCTABJICHHUIO IOKYMEHTOB;

- ¢(OpMHUPOBATH y CTYJICHTOB MHEHHE O PALIMOHAIIBHBIX MOIX0AaX K OpraHu3aluu paboThl
C JOKyMEHTaMH B OpraHU3aIliu.

1.3. MecTo AMCUUIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl

Jucrumuaa b1.0.18 «Opranauzanus u texHosorus JIOY» oTHocuTes K 00s13aTebHOM
yactu broka 1 «lucuuminmael (MOAyJH)» y4eOHOTO IJIaHa.

JucuuninuHa u3y4aercs B 5 u 6 cemectpax Ha 04HOM popme u Ha 3 Kypce 3a04HON (hOPMBI
oOyueHwus, 6a3upyeTcs Ha 3HaHUSIX, yMEHUSIX U HaBBIKAX, IIOJIyYEHHBIX Ha IIEPBOM U BTOPOM Kypce
NOATOTOBKU. B cBol0 ouepenb oHa oOecrieuMBaeT M3Y4YEHHUE CIEAYIOMIMX TUCIUILINH:
Opranu3anuoHHoe, WH(POPMAIMOHHO - JOKYMEHTAI[MOHHOE O0ecredyeHue IesTeIbHOCTH
pykoBoguTens — opranmzanuu, HWHopmanMoHHO -  JIOKyMEHTAallMOHHOe oOecredeHue
NPEJCTaBUTEIILHBIX OPraHOB BJIACTH M ympaBieHus, MHGOpMAIMOHHO - JOKYMEHTAlMOHHOE
o0ecrieyeHne AeATeIbHOCTH HEKOMMEPUYECKIX OpraHu3aluil u ap.

VYyeOnass mnporpamma aucuuiuinebl b1.0.18 «Opranuzamus u texHonorus OY»
npelycMaTpuBaeT NpPOBEACHHE 3aHATHH B (opMme NeKuud, mpakTHueckux 3aHatuid. OnHa
MOJIFOTOBJIEHA B COOTBETCTBUM TPEOOBAHUAMH, NMPEabsABICHHbIMU ¢ TpeboBanusmu OI'OC BO
3++. JlocTikeHue 1eNid CONPOBOXKIACTCS PACKPBITHEM Iepe]] CTyAeHTaMH (yHIaMEHTAIbHBIX
3HaHMM B 00JacTSIX CBSI3aHHBIX C TPUMEHEHHMEM OCHOB OpraHM3allil W TEXHOJIOTUM
JIOKYMEHTALMOHHOTO0 OOeCleyeHns YINpaBlIeHUs,, KOTOpPble B COBOKYHMHOCTH C HENpPEPBIBHBIM
OOHOBJIECHMEM U U3MEHEHUSMU B allllapaTHbIX CpPEACTBAX HAXOASIT BaXHOE MECTO B
(dopmMHpoBaHNUU HH(OPMALIMOHHO- TEXHOJOTUYECKOT0 NOTEHIIMANA IPEANPUATHS, YTO 00ECTIEUUT
IIPOYHOE U CO3HATENIBHOE OBJIAJICHUE CTYJAEHTaMHM OCHOBaMH 3HAaHUHM O MpoIleccax MOJydYeHus,
XpaHeHus, iepeaun u npeodpazoBaHusi HHGOPMAIUH.

3HaHME STaloOB OpraHuW3allud U AKTYaIbHbIX TEXHOJOTHH JIOKYMEHTAllMOHHOTO
obecrieueHus yIpaBJIeHUs] B KOMIIAHUM HEOOXOIMMO JIJIsl ycIiexa Jito0oro crienuanucTa B chepe
JOKYMEHTOBEICHUST M apXxuBoBeleHHs. llepex cTyAaeHTaMu pacKpbIBalOTCS 3HAUEHUS
uH(pOpMallii B Pa3BUTHH COBpEMEHHOro obmiectBa. B xone 0oOy4eHHs] CTYIEHTBI JOJIKHBI
HAy4UTBhCS CO3HATEJIBHO W PAllMOHAJIBHO HCIIOJIB30BaTh BO3MOXKHOCTH, IIPEIOCTaBIsEMBbIE
KOMITbIOTEPHOM TEXHUKOH, JUIA PEeLIeHNs Pa3HOOOPa3HbIX YIIPABICHUECKUX 3aj1ay.

1.4. TpeGoBaHusi K YPOBHIO OCBOCHHS AUCIHUIIIUHBI
W3ydenne naHHOM y4yeOHOW AMCUMIUIMHBI HampaBlieHO Ha (OpPMUpPOBaHHE Y
00yyYaromuxcs CIeaYIONX KOMITETeHIIUMA:



Kon "
HWHIUKaTOpa
KOMITETEHIIN

HaMMCHOBAHUEC
JOCTHIKCHUA

Pe3y.]'H>TaTBI 06yquH5{ IO AUCLHUIIIINHE

OIIK-2. Crioco0eH HAX0AUTh OPraHU3AIMOHHO-YIPABJIeHYeCKHe pelleHsl PU pellleHrnH
3a1a4 B cepe cBoeil mpodeccHOHAIBLHOM 1eATeJIbHOCTH

OIIK-2.1. Crocoben
peuiarsb 3a1a4n B
OpraHH3alIiH u
JTIOKYMEHTAI[MOHHOM

o0ecrieueHnr yrnpaBiIeHUs

3HaeT NpoUenypy PpeIIeHHs 33jJa4 B OpraHH3alUHd U
AOKYMCHTAIlTUOHHOM obecrieueHnn YHpaBJICHUA

VMeer penrath 3a/laud B OPraHM3allMd U JOKYMEHTAlMOHHOM
o0ecreYeHnn yIpaBieHHs

Briageer HaBblkamMu pelieHHs 3ajad B OpraHU3aldd U
JOKYMCHTAIITMOHHOM obecrieueHnn YIPaBJICHUA

OIIK-2.2.
pa3paboTke
OpraHu3aIMOHHO-
YIIPaBJICHYECKUX PEILICHUH B
chepe cBoei
npodeccnoHaTEHOM
JESITEIIbHOCTH

VYyactByeT B

3HaeT Kak pa3padaThiBaTh OPTraHU3AIMOHHO-YIIPABICHUECKHUE
penieHus B cepe cBoeit mpoheCCHOHATBLHON NesSTebHOCTH
Ymeer  paspabaTbiBaTh ~ OpPraHU3alMOHHO-YIPABICHYCCKUE
penieHus B chepe cBoei mpodheCcCHOHATBLHON AeSITETLHOCTH
Bnaneer HaBBIKAMU pa3paboTKu OpraHu3aIOHHO-
YIPaBJICHUYECKUX pelIeHUi B cdepe cBoei npodeccnoHaIbHOMU
JeSITEIIbHOCTH

OIIK-3. Cnoco6eH MPUMEHSATh TeOpeTHYeCKHe 3HAHHUS Ui pPelleHHs] MOCTABJIEHHBIX
3a/a4 B 00J1aCTH JOKYMEHTOBeeHHs U APXUBOBe/ICHUs

OIIK-3.1. CriocoOeH | 3HaeT alrOpUTM pEIICHUsS IMMOCTABJICHHBIX 3a7ad B 00JIACTH

peuiath MIOCTABJICHHBIC | IOKYMEHTOBEICHUS M apXUBOBEICHUS

3aauu B obmacT | YMeeT HaxOoAWTh PEUICHHs IMOCTABJICHHBIX 33/a4 B 00JacTu

JTOKYyMEHTOBEICHHS ¥ | JOKYMEHTOBE/ICHHS U apXUBOBEICHHS

apXUBOBEICHUS Brnaneer HaBbIKaMH pelIeHUs TOCTABICHHBIX 3371a4 B 001acTH
JTOKYMEHTOBE/ICHHUS ¥ apXHBOBEICHHS

OIIK-3.2. VYwuactByer B |3HaeT Kak pa3pabaTbiBaTh M PEATU30BbIBATH I1OCTABIICHHBIE

pa3zpaboTke W peanu3anuu

3aaa4u B obnactu AOKYMCHTOBCACHUA U apXHUBOBCICHUA

IIOCTAaBJICHHBIX 3aaa4 B | YMmeer pa3pa6aTHBaTb N pCaIM30BBIBATH ITOCTABJICHHBLIC 3aa41
obmactu B 00JacTu JAOKYMCHTOBCACHUA U apXUBOBCACHU A
AOKYMCHTOBCACHU A n Bnaz[eeT HaBBIKaMH p33pa6OTKI/I " peajindallii NMOCTAaBJICHHBIX
APXUBOBCACHU 3a71a4 B o0yactu JAOKYMCHTOBCACHUSA U ApXUBOBCACHHUA

OIIK-4. CnocoGeH MOHMMATH NPHHIUNBI PadoThbl COBPeMEHHBIX HH(OPMALMOHHBIX
TEXHOJIOTHH M MCNI0JIb30BATh HX JJIsl pelIeHusl 3a1a4 NPo(ecCHOHATbHOM AeATEIbHOCTH

OIIK-4.1. [Tonumaer | 3HaeT HpUHLHUIIBI PabOThl COBPEMEHHBIX HH(OPMAIMOHHBIX
IIPUHIIMIIBI paboThl | TEXHOJIOTUI B OpraHU3aLUuU
COBPEMEHHBIX YMmeer HacTpouTh pabOTy HMH(OPMALMOHHBIX TEXHOJIOTHH B
MH(pOPMAaIMOHHBIX OpraHu3aLu
TEXHOJIOTUH B opranu3anuu | Bmageer  HaBblkaMu — paboTel ¢ MHGOPMAMOHHBIMU
TEXHOJIOTHSIMU B OpraHu3alnuu
OIIK-4.3. [Ipumensier | 3HaeT Kak MNPUMEHATh COBPEMEHHbIE HH()OPMAIIMOHHBIE
COBpEMEHHBIE TEXHOJOTUM A pelleHus 3aad  Ipo¢eCCHOHATBHON
MH(pOPMalOHHbIE JESATEIBHOCTH
TEXHOJIOTUU JJIsl pelIeHus | YMeeT  NPUMEHSTh  COBpPEMEHHble  MH(GOpPMaIMOHHbIE
3ajad4  MpOo(eCCHOHAIBHON | TEXHOJMOTUM AL pelieHus  3ahad  IpodeCCHOHATBHON
NeSITeIbHOCTH NeSITeNIbHOCTH
Bnageer HaBbIKaMU IIPUMEHEHNUS COBPEMEHHBIX
MH()OPMALIMOHHBIX  TEXHOJOTMH  Afs  peleHus  3ajad

npodeccHoHaABbHOM eI TENTbHOCTH




JICKTPOHHOI'O
OpratHu3amvum

IIK-4. CniocoGeH ocymecTBJIsITh padoThl M0 NPOEKTHPOBAHMIO U BHEJAPEHHUIO CHCTEMbI
JOKYMeHToo0opoTa B

cepe TOKYMEHTALMOHHOIO YINpPaBJIEHUS

[1K-4.1. YuactByer B pabote
M0 TPOEKTUPOBAHHUIO U
BHEJIPEHUIO CHCTEMBI
3JIEKTPOHHOTO
JIOKyMEHT0000poTa B chepe
JOKYMEHTAI[MOHHOTO
yHpaBiIeHUs OpraHu3alun

3HaeT KaK MPOCKTUPOBATh U BHEAPATH CHCTEMBbI 3JICKTPOHHOTO
JOKYMEHTO000pOTa B chepe TOKYMEHTAIIMOHHOTO yIpaBJICHUS
OpraHHU3aIuH

VYmeer MMPOCKTUPOBATL W BHEAPATH CUCTCMBI J3JICKTPOHHOI'O
JOKyMEHTOO00pOTa B cepe JOKyMEHTAIMOHHOTO YIIPABICHHUS
OpraHu3aIiu

Brianeer HaBbIKaMH MPOCKTUPOBAHUS W BHEAPCHUS CHUCTEMBI
ANEKTPOHHOTO JOKYMEHT0000pOoTa B chepe
JIOKYMEHTAIMOHHOTO YIIPABJICHUS OpraHnu3aIiu

I1K-4.2.
IMPHUMCHATH
AIIEKTPOHHOTO
JTOKyMEeHTO000OopoTa B chepe
JOKYMEHTAIHOHHOTO
YIIpaBJICHUS OpPraHU3aLuU

Cnocoben
CUCTEMBI

3HaeT KaK IPUMEHSTh CHCTEMBI AJIEKTPOHHOTO
JTIOKyMEHTO0000poTa B chepe NOKYMEHTAIMOHHOTO YIPaBICHUS
OpraHu3aIu

YMeeT NpUMEHSATh CHUCTEMBI 3JICKTPOHHOTO JJOKYMEHTO000pOTa
B cepe TOKyMEHTAIIMOHHOTO YIIPABICHHUS OPTaHU3aIHH
BﬂaneeT HaBbIKaMU pa6OTI)I C CucCreéMaMu OSJICKTPOHHOI'O

JOKYMEHT0000poTa B cdepe JOKYMEHTAIIMOHHOTO YIIPaBIICHUS
OpraHu3aIu

Pe3ynbpTarel 00y4eHMs] IO AHMCLUUIUIMHE JOCTHTAIOTCS B paMKax OCYIIECTBIIEHUS BCEX
BUJIOB KOHTAaKTHOM U CAMOCTOSATENIbHOM pabOoThl 00YyYaIOLIMXCSl B COOTBETCTBUHU C YTBEPKAECHHBIM
y4€OHBIM IIJIAaHOM.

I/IH,Z[I/IKaTOpr JOCTHIKCHUA KOMHGTCHHI/Iﬁ CUUTAKOTCA C(bOpMI/IpOBaHHLIMI/I IIpu
AOCTHIKCHUU COOTBCTCTBYIOIIHMX UM PE3YJIbTATOB 06yqu1/1$1.
CDYH,I[aMCHTaJ'IBHOCTL NOATrOTOBKHU  CTYACHTOB 110  AUCHUIIINHE obOecrieunBaeTcs

M3Y4YEHHEM KaTeropuil amnmapaTHbIX W TMPOTPaMMHBIX CPEICTB BBIYMCIUTEIBHOW TEXHUKH,
METOANYECKMM 000CHOBAaHHEM IPOIIECCOB B3aUMOACUCTBUS MH()OPMAINH, JAHHBIX U METOIOB.

[IpuknanHas HanpaBI€HHOCTh AWCHUMIUIMHBI Oa3upyercs Ha HU3YYEHHH KOHKPETHBIX
KOMITBIOTEPHBIX IpOrpamMM, OOECHeYMBAIOIIMX AaBTOMATU3ALMIO YIPaBIEHUS OpraHu3alueH,
pEelIEHUH TECTOB M YYaCTHUM B KOMIIBIOTEPHBIX 3KCHEPUMEHTaX, PAaCCMOTPEHHH OCHOBHBIX
CPEICTB, IPUEMOB M METOI0B ITPOIrPAaMMUPOBAHHS.

JUia akTUBM3allMM [O3HABATEJIbHOM JIEATENbHOCTH CTYACHTOB TMpU MPOBEACHUU
NPAaKTUYECKUX M JIAOOpaTOPHBIX 3aHATUH MCIOJIB3YIOTCS AaKTHBHBIE METOJbl OOyuYeHHs:
pOOJIEMHBIN U METOJT KOHKPETHBIX CUTYAalIUH.

CucTeMHO-esTeTbHOCTHBIHN MOX0/1 B 00Y4EHUH CTYACHTOB pPeaIn3yeTcs MyTeM PEeLICHHS
NPUKIAIHBIX 3a1a4 (CUTyauuid) Ha Moenax Oyayuiedl npodecCHOHaIbHOW JEsITEIbHOCTH B
npoiiecce 1ab0paTOPHBIX 3aHATHI.

JUis  pa3BUTHUS HaBBIKOB CAMOCTOATEIbHOW pabOThl CTyA€HTaMH BO  BpeMs
CaMOCTOSITENIbHOW pabOThl BBIMOJMHSIOTCS TBOpYECKHE paboThI, 3cce, CBs3aHHBIE ¢ Ooiee
yT1yOJIeHHBIM H3YYEHHEM TEXHOJIOTUH 00pabOTKH TEKCTOBOM MH(OPMAILIUK U YUCIOBBIX IaHHBIX.

VYcBoeHnue yuyeOHOro marepuana CTyJeHTaMH OCYIIECTBISETCS NMPErnoaaBaTeieM B
X0/JI€ TEKYIEro ¥ UTOIrOBOTO KOHTPOJIS:

- MeKywutl KoHmpoab 3HaHUW, YMEHUW U HAaBBIKOB MPOBOAMUTCS MPHU BBINOIHEHUN
NPaKTUYECKUX Pa0dOT Ha 3aHATUAX, a TaKKe IyTeM YCTHOIO OMpoca, KOHTPOJIBHBIX pPadoT,
TECTUPOBAHUS U BBICTYIICHUS C HAYYHBIMU COOOLIEHUSIMH U 3CCE.

- Umo206blll KOHMpPOb 1O TUCLMIIMHE OCYLIECTBISETCA B XOJ€ 3aueTa B ISTOM
CeMecCTpe M 2K3aMEHa B LIECTOM CeMecTpe O4HOM (GopmMbl 00yueHus WM 3K3aMeHa Ha 3 Kypce
3a04HOM (opMBbI 00yUEHUs, KOTOPBI MPOBOJUTCS B YCTHOM MM MUCBMEHHOU opMe C yueToM
pe3yJIbTaTOB TEKYIIEro KOHTPOJIS B X0z 00yUeHUs.



2. CoaepsxkaHue TUCHUILINHBI

2.1 PacnpenesieHue TPyA0€MKOCTH JUCHUIJIMHBI 10 BUIAM PadoT

OO6mas Tpyn0EMKOCTh JUCHUILIMHBI cocTaBisieT 4 3ad. ef. (144 daca), ux pacrnpenesneHue mno
BUJaM pa0OT MPEACTaBICHO B TAOIHIIE

Buasbl pador Bcero ®opma o0yueHus

yacoB odyHad 3a04YHas

5 cemecTp | 6 cemecTp | 5 Kypc

KonraktHas paboTa, B TOM YHUCIIE:

AyIuTOpHBbIE 3aHATHS (BCEro):

3aHsATUS JEKIIMOHHOIO TUIIA 16 16 10
JlaGopaTopHbIe 3aHSATHUS
3aHATHA CEMUHAPCKOTO THMa (CEMHUHApHI, 16 16 26

MPAKTUYECKHE 3aHSTHS)

HNuas koHTaKkTHasi padora:

KonTpons camoctositensHoi padotsl (KCP)

ITpomexxyrounas arrecrarus (MKP) 0,2 0,3 0,5
CamocTosiTesibHasi paboTa, B TOM 4HcJIe: 39,8 8 88
Kypcosas paboma/npoexm (KP/KII) 5 5

(noocomoeka)

Konmponvnas paboma

Peghepam/acce (noocomoska)

CamocmosmenvHoe — usyyeHue  pazoenos,
Camono020mosKa (npopabomka u
nosmopenue J1eKYUOHHO20 Mamepuaia u
mMamepuana y4eOHUKo8 u y4eOHbIX nocooutl,
n0020MmosKa K J1abopamopHvim u
NPAKMUYECKUM 3AHAMUIM, KOLLOKSUYMAM U

m.o.)
[ToaroToBKa K TEKyIIeMy KOHTPOJIIO
KonTpoJb:
[ToaroToBka K 3K3aMeHy 26,7 12,5
O0u1as TPy10€eMKOCTh yac. 72 72 144
B TOM 32,2 37,3 36,3
qyHciie
KOHTAaKT
Hasl
pabora

3a4. €] 2 2 4




Pazenst (TeMbl) TUCIUTUIMHEL, H3y4aeMble B 5 U 6 ceMecTpax (ouHast popma)

2.2 Copep:xanune TUCUMIIIIMHBI

Ne | HanmeHoBaHMe pa3aeinoB (Tem) Bcero | KogmdectBo gacoB
AynutopHas Breaymn
pabota TOpHas

pabota
J 13 | JIP | CPC
1 2 3 4 5 6 7
1 Bgenenue. [Tonstre JIOKyMEHTO000pOTa, ero | 7 1 1 5
KOJIMYECTBCHHBIC M KAYECTBEHHBIE MApaMETPhI.

2 Perucrpanus 1okyMeHTOB: 1ieJib, 3a7a4u, BUILI U GopmMbl | 8 2 2 4

perHCTpanyy OTACIBHBIX TPYIII TOKYMEHTOB
3 Cucrema WHIEKCallMd JIOKYMEHTOB; CTpykTypa 0a3 | 7,8 1 1 58
JAHHBIX 10 JOKYMEHTHON CHCTEME OpraHHu3aluu

4 Opranuzanus KOHTPOIS 32 WCIOJHEHWEM JOKyMEHTOB. | 8 2 2 4
TunoBkle ¥ MHAMBUAYAJIbHBIC CPOKH UCTIOTHEHHS

5 [IpoexTrpoBanue cucTeM JIOKyMeHT0oo0opoTa. | 8 2 2 4
OpraHuzanysi palMoOHANBHOTO JBWKCHHUSI JIOKYMEHTOB
BHYTPH OpTraHH3aLUH

6 Benenne maccuBOB KaJpoBBIX JOKYMEHTOB, HX Y4eT, | 8 2 2 4

perucTpanysi, onepaTuBHOE XpaHEHHeE.

7 OcoOeHHOCTH  00pabOTKH, pPErucTpaluu, XpaHeHus | 8 2 2 4

oOpatieHni rpaxaaH.
8 JlokyMeHTannoHHOe obecrniedyeHune pabotsl | 8 2 2 4
KOJJICTHANIbHBIX ~ OpraHoB. PabGora ¢ JOKyMeHTaMH
KOH(UICHIIMAIBHOIO XapaKkTepa

9 KommiekcHas w nmokanpHas aBromarusanus. Brenpenue | 9 2 2 5
KOMITBIOTEPHBIX TEXHOJIOTHIA OpraHu3aIyu
JIOKyMEHT0000poTA.
HNTOI'O no pazaenam TUCITUTUINHBI 71,8
Kontpons camocrositensroii padotsl (KCP) 16 | 16 39,8
[Tpomexyrounas arrectarus (UKP) 0,2
[loaroToBka K TeKyIeMy KOHTPOITIO
OO0mas TpyI0eMKOCTh 1O JAMCIHUILIIMHE 72

6 cemecTp

1 Opranuzanus TOKyMEHTOB B TeKyIleld MAeATeIbHOCTH | 5 2 2 1
M0JIpa3/IeIEeHU U COTPYAHUKOB

2 Knaccudukarus 1oKyMeHTanbHOTO (PoH/a, pa3padboTka u | 5 2 2 1
NpUMEHEHNE KJIacCH()UKATOPOB JOKYMEHTHOM
nHbOpMaIuu

3 dopMHUpoBaHKE aPXUBHOTO (DOHIA OPTaHU3AIINY. 5 2 2 1

4 Jenonpon3BoACTBEHHBIE CIIYKObI, WX CTpyKTypa U |5 2 2 1

opraHuszanus padoThl.
5 MeTtonuueckoe obecrieueHue opranuzauuu | 9 4 4 1
JOKYMEHTAIIMOHHOTO  OOECTICUeHHs]  yNpaBICHUS B
OpTaHH3aINH.

6 HopmupoBanne opranmzauusi Tpyaa B pabote c | 6 2 2 2
JOKYMEHTaMH

7 OcoOeHHOCTH  OpraHW3alud  JTOKYMEHTOOOOpoTa | |5 2 2 1
00pabOTKH JIOKYMEHTOB 3a PyOe)koM. 3aKjIroueHne
NTOI'O no pa3aenam TUCHUIUINHBL 49 16 16 8
Kontpons camocrositensroii padotsl (KCP)
[Mpomexyrounas arrectamus (MKP) 0,3
[oaroToBka K TEKyIeMy KOHTPOITO 26,7
OO6mr1ast TPy T0EMKOCTh IO TUCITUTUIHHE 72




Paznenb! (TeMbl) TUCHUIUIMHBI, U3ydaeMbie Ha 3 Kypce (3aouHas (hopma oOydeHHS)

No | HaumeHoBaHue pa3aenos (Tem) Bcero | KonugecTtBo yacoB
AynurtopHas Bneayaurop-
pabora Has paboTa
J I3 | JIP | CPC

1 2 3 4 5 6 7
1 Beenenue. Ilonsatne a0KyMeHTOOOOpOTa, €ro 7 1 1 5
KOJIMYECTBEHHBIC M KAYECTBEHHBIC MApaMeTPhI.

2 Perucrpamust JOKyMEHTOB: IeNb, 3a/1a4H, BHUIBI H 7 1 1 5
(bopMEI perucTpanuu OTHEIBHBIX TpyHII
JOKYMEHTOB

3 CucteMa MHIEKCALMU TOKYMEHTOB; CTPYKTypa 0a3 8 1 3 6
JTAHHBIX 110 JOKYMEHTHOH CHCTEMEe OpraHu3alnuu

4 Opraam3amusi  KOHTPOJSI 32 HCIIOJTHCHHEM 7 1 1 5
JOKyMEHTOB. THUIIOBbIC M WHMBUIYaJbHBIC CPOKH
WCTIOJHEHUSI

5 [IpoexkTupoBaHne CcHUCTEM  JOKYMEHTOOOOpPOTA. 8 1 1 6
Opranuzanys panoHaIBHOTO JIBIDKCHUS
JOKYMECHTOB BHYTPH OpraHH3alluH

6 Benenne MaccHBOB KaapoBBIX JOKYMEHTOB, HX 7 1 1 5

y4eT, peTUCTpPAIHs, OTIEPaTHBHOE XpaHEHHE.

7 OcoOeHHOCTH 00PaOOTKH, PETUCTPAILINHU, XPAHCHUS 8 1 2 6

oOpallleH!# rpaxIaH.
8 JloKkyMeHTalnoHHOe obecrieueHue paboThI 8 1 2 6
KOJUIETHANIBHBIX OpraHoB. PaboTa ¢ mokymMeHTaMu
KOH(UJICHIIMAIBHOTO XapaKTepa

9 KoMmiekcHas ©  JIOKajdbHasd  aBTOMAaTH3allsl. 8 1 1 6
Buenpenue KOMITBIOTEPHBIX TEXHOJIOTHI
OpraHu3aIMU JOKYMEHT0000pOTa.

10 | Opranmzanus JIOKYMEHTOB B TeKyIIen 8 1 3 6
JIeSITENIBHOCTH TOJIPA3JIeNICHU U COTPYHUKOB

11 | Knaccudukamnus JIOKYMEHTAIIEHOTO ¢donna, 8 1 1 5
pa3paboTka W TPUMEHEHHE KJIACCU(PHKATOPOB
JOKYMEHTHON MH(bOpMaIIUH

12 | ®dopmupoBaHue apXxUBHOTO (OHIA OPTaHU3AIHH. 8 1 2 5

13 | Jlemonpon3BOJACTBEHHBIE CITYKOBI, UX CTPYKTypa U 8 1 2 5
OpraHu3anys paboThl.

14 | Meroauueckoe obecrieueHne OpraHu3aIuu 8 1 2 6
JTOKYMEHTAllMOHHOTO OOECIICUeHUsI YIpaBICHUS B
OpraHu3al|y.

15 | HopmupoBaHue opraHuszaius Tpyjaa B pabote ¢ 9 2 2 5
JIOKYMEHTaMH

16 | OcobeHHoCTH OpraHu3alMy AOKYMEHTO00OpOoTa U 10 2 1 6
00pabOTKH IOKYMEHTOB 32 pyOexxoM. 3aKioueHue
HUTOI'O no pa3aenam TUCITUATITHHBI 128 18 26 88
Kypcosas paboma 5
KonTpoins camocrositenbHol padotst (KCP)
[Mpomexxyrounas arrectamus (MKP) 0,5
[TonroroBka k TeKyIieMy KOHTPOJIIO 12,5
OO6mr1ast TPy TI0EMKOCTE IO TUCITUTUTHHE 144

[Tpumeuanue: JI — nexmuu, [13 — mpaktudeckue 3austus / cemuHapsl, JIP — maGoparopHbie
sanstusi, CPC — camoctosiTenbHast paboTa cTyAeHTa




2.3 Conep:xaHue pa3iesioB (TeM) THCHUIIAHBI
2.3.1 3ausaTHd JeKINOHHOI0 THIIA

Haumenosanue
pazzena (Tembl)

Coneprkanue pasjena (TEMbl)

dopma
TEKyLIETO
KOHTPOJIA

Bsenenue. [lousarue
JIOKYMEHTOO000pOTa, €T0
KOJINYECTBEHHbBIE U
Ka4yeCTBEHHBIE
napameTpsbl.

IIpenmer, conepxaHne U 3a0a4u AUCUUILTAHEL. MecTo
JTMCLUIUTMHBI CPEIN APYTHX YUEOHBIX JUCLUTUTHH.
OcHOBHBIE pa3ebl AUCHUILIHHBL. Y TIPaBIeHUE KaK
O00BEKT JTOKYMEHTAIIMOHHOTO O0eCcTieueHus. Y IpaBIcHNe
JOKYMCHTAJIbHBIMU PECYypCaMH KaK OJJHAa U3 THIIOBBIX
¢byHkmil ynpasneHusi. OCHOBHbIE HOPMATHUBHO-
MCTOAUYCCKNE JOKYMCHTHI U JIUTCPATYPHBIC HCTOYHUKU
AJI1 U3YUYCHUA JUCHUILINHBL. Haquaﬂ Nepuoauvka B
00J1aCTH JOKYMEHTO000pOoTa, JOKYMEHTAIITMOHHOTO
oOecrieyeHus ynpasieHus1, yaeOHble mocoous. OCHOBHbIE
MOHATHS B 00J1aCTH TOKYMEHTALMOHHOTO 00ECTIeYeHUS
yIpaBIICHUs], UX BOJIOIHS, TEPMHHOJIOTHSL.

[TonsiTHE TOKYMEHTOOOOPOTA, €ro cocTaBa U 00beMa.
JIOKyMEeHTO000pOT OpraHU3aliK, OTPACIIH, PETHOHA,
o0mierocyaapcTBeHHbIe JOKYMEHTO000poT. O01me
IIPUHIUIIBI OpPraHU3alUN TOKYMEHTO000pOoTa U UX
3aKPCIJICHUE B HOPMATUBHBIX U METOANYCCKUX
nokymeHTax. OCHOBHbIE XapaKTepUCTUKU 00beMa U
CTPYKTYpPBI TOKYMEHTOOOOPOTa B COBPEMEHHBIX YCIIOBUSIX.
JIOKyMEHTOIIOTOKHU M UX onucaHue. [IoHsITHs II0THOCTH,
OUKIMYHOCTH, HHTEHCUBHOCTHU JIOKyMEHTOIOTOKOB H JIp.
BnusiHue nmpuMeHeHUsI TEXHUYECKUX CPEJCTB CO3/IaHus,
KOIIMPOBAHUS U

TPAaHCHIOPTUPOBKU Ha OCOOEHHOCTH OpraHU3aINH
JIOKYMEHT0000pOTa M €r0 00BEMBI.

Koncmekt
JIEKIINH,
IKCITpecc-
orpoc

Peructpanus
JOKYMEHTOB: LieJIb,
3a71a4u, BUABI U HOPMBI
perucTpanuu
OTJENBHBIX IPYII
JIOKYMEHTOB.

Henu u 3agaun peructpaunu. Busibl peructpaiuu:
LIEHTPAIM30BaHHAas, ACIICHTPAIN30BaHHASA U CMELIaHHAs
peructpanus. Dopmbl perucrpaiuu. JJoctouHcrsa u
HEJO0CTaTKH >KypHaJIbHOU U KapTouHOH popm. CMmelaHHast
¢dopma peructpanuu. Muaekcanus T0KyMEHTOB.
Opranun3zanust ”HHOPMALMOHHO-TTOUCKOBBIX CUCTEM.
Paznuunble BubI kKnaccupukaTtopoB. CocTaB HOPMATUBHO
3aKpEeIJICHHbIX MTOKa3aTeNen A1 BBOAA B
MH(GOPMAITMOHHO-TIONCKOBYIO CHCTEMY U TIPaBHJIa MX
3aI0JIHECHUSL.

Koncnekt
JIEKIIWH,
3Kcmpecc-
onpoc

CucremMa UHIOEKCALIUU
JIOKYMEHTOB; CTPYKTypa
0a3 JaHHBIX 110
JIOKYMEHTHOU CHCTEME
OpTraHHU3AIHH.

Wupekcaryst TOKyMEHTOB Kak 3JIEMEHT NMPHIAHUS UM
IOPUINYECKOM CHITBI U BBEIEHHSI B MH(POPMAIIHOHHBIN
MaccuB opranu3anuy. Lludpossie u cmenianHble
CTPYKTYPbI HHAEKCOB, TPAAULIUU U OIBIT UX
ucnonb30BaHust. OCOOEHHOCTH CTPYKTYpPbl HHIEKCOB
pa3IUYHbIX TPYI YIPABICHYECKUX JOKYMEHTOB.
WHupekcanyst COBMECTHBIX JJOKYMEHTOB HECKOJIBKUX
aBTOpOB. [loHsATHE MH(OPMALIMOHHO-TTOUCKOBOW CHCTEMBI.
WudopmannoHHO-ClIpaBOYHOE 00CTyKUBaHHUE B
opranuszaiuu. PerucrpannonHno-cnpaBoyHbIe,
TeMaTU4eCKue, KOAN(PUKAIUOHHBIE U PyTHE
(yHKIMOHATbHBIE KJIAaCCU(UKAIIMH JOKYMEHTOB B
yupexaenun. HpopMamoHHO-TIONCKOBbIE MAaCCHUBbI

MAaIIIMHHBIX HOCUTEIICH.

Koncnekt
JIEKIINH,
JKcmpecc-
o1poc




Opranuzanusi KOHTPOJIs
3a UCTIOJIHEHUEM
JIOKYMEHTOB. TUoBbIE
Y UHJIMBUyaJbHbIE
CPOKH MCIIOJTHEHUS

[ToHsiTHE KOHTPOJIS 32 UCTIOTHEHUEM JIOKYMEHTOB U €T0
uesb. CpoKOBBIN KOHTPOJIb U KOHTPOJIb UCIIOJIHEHHUSI 110
CyIIeCTBY. 3a/1auu JCJIONPOU3BOICTBEHHON CITY)KOBI ITPH
CPOKOBOM KOHTpoJIe ucnonHenus. [locrpoenue
KOHTPOJIbHON KapToTeKu. OCHOBHBIE 3a4a4n
CHEeUNAIN3UPOBAHHON CITYKOBI KOHTPOJISI HCIIOTTHEHHUS.
Cuctema HarOMHUHAHWMH, ee (yHKIIMOHUPOBAHHUE U

3¢ (HEeKTHBHOCTD.

TunoBble U MHAMBHIyaJIbBHBIE CPOKH UCIIOJHEHUS
JOKYMEHTOB. THUIIOBBIE IPUYHUHBI HEUCIIOJHEHUS
JOKYMEHTOB B CPOK. AHaJIU3 JAHHBIX O XOJ€ U
pe3yabpTaTax KOHTPOJISI 38 UCIIOJTHEHUEM JOKYMEHTOB.
Opranuzanusi KOHTPOJIS 32 MPOXOKAECHUEM U
WCIIOJTHEHUEM JOKYMEHTOB B YCJIOBUSAX KOMILIEKCHOM
ABTOMATHU3ALIUU YIIPABICHHUS.

Koncnekt
JIEKIUH,
3KCIIpecc-
ompoc

ITpoextupoBanue
cUCTEM
JIOKYMEHT0000poTa.
Opranuzauus
palKOHAIBHOTO
JIBUKEHHMSI
JIOKYMEHTOB BHYTPH
OpraHu3aluu

O0paboTKa JOKyMEHTOB, IIOCTYNAIOIINX B OPraHU3aLUIoO.
OcCHOBHBIE 3Talbl, HOHIATUE «IKCHEULMOHHAs 00paboTKay
nokyMeHToB. [IpenBaputenbHoe paccMOTpeHne
JOKYMEHTOB B CITy0e TOKyMEHTALHIOHHOTO 00ecHeueHus,
OCHOBHAs 11eJIb U TEXHOJIOTUs JOBEAEHUS J10

KOHKPETHBIX UcnoaHuTened. Opranusanys palyoHaIbHOIO
JBYDKEHHSI IOKYMEHTOB U UX IIPOEKTOB BHYTPHU
opranuszanuu. [lepenada 10KyMEeHTOB BHYTpHU
opranmuzaru OO0pabOTKH UCTIOTHEHHBIX U OTIIPABIISIEMBIX
JOKyMEHTOB. Poiib 1€1101pOHU3BOACTBEHHOM CITyKOBI B
00paboTtke 1okyMeHTOB. [locTpoeHHe JOKyMEHTOrpaMM,
OIlEpOrpaMM U MapIIPyTHO-TEXHOJIIOTUYECKUX KapT,
TEXHOJIOTHUECKHX LIETOUeK, IpapUKOB, CXeM IS
HAIJIAHOTO TPEICTABICHUs, OBICTPOro U3Y4eHHs OpsaIKa
COCTaBJICHHSI U 0OPAOOTKH OT/IEJIbHBIX TOKYMEHTOB,
WCTIOJIHEHUsI TOKYMEHTOB. MeTo/1bl U 1IeNN yueTa
JOKyMeHT0000poTa. [lyTH onTuMHU3auy 1 COKpaIeHus
o0beMa TOKyMeHTo00opoTa.

Koncnexr
JIEKIINH,
JKcTpecc-
onpoc

. |Benenne maccuBoB
KaJIpOBBIX JOKYMEHTOB,
UX y4eT, perucrparus,
ONEepaTUBHOE XpaHEHHE.

CocTaB kaapoBOW JOKyMEHTalMK opranusanuu. Ee
knaccupukanus. Kagpossie T0KyMEHTHI B
yauunposannoii cucreme OPJl u otyeTHO-
CTaTUCTUYECKOMN NoKyMeHTauuu. HopMaTHuBHO-IIpaBOBOE
peryJupoBaHHUe COCTaBa KaIPOBBIX JOKYMEHTOB H
o(opmiieHns TPYJOBBIX OTHOIIEHUH. Tpy10BBIE TOTOBOPHI,
pe3roMe, aHKETBI U Ip. TOKyMeHThI. CrcTeMa perucrpauuu
U TIOCTPOEHUS UH(OPMAIIMOHHO-TTIOUCKOBBIX CUCTEM
KaapoBoi nH(opMau 1 1oKyMeHTOB. [IpaBuia u cpoku
XPaHEHUS M YHUUTOKEHUS PA3JINYHBIX JOKYMEHTOB,
coJiepKalixX UH(OPMALMIO [0 IUYHOMY COCTaBY.

Koncnekr
JIEKIIUH,
JKcTpecc-
onpoc

. |OcobennocTn
00paboTKHw,
PETUCTpPALINN, XPAHCHHUS
oOpaleHnit rpaxmiaH.

3aKOHOIATEIbCTBO, PETJIAMEHTHPYIOIIEE OPraHU3aLIIO
paboTHI C MHUCbMaMH, 3asBIEHUAMH U jKa100aMU TPaXxJIaH.
AHanM3 NOCTYNAIOUIMX 3asBICHUHN, IPEATOKEHUH U xKanoo
u 3¢ppexTrBHOCTH PabOTHI ¢ HUMHU — ACHCTBEHHAs (hopMa
0OpaTHOM CBsI3M ammapata ynpasieHus. Tpagunum u
IpaBuiia COCTaBICHUS U 0(OpPMIIEHUS 00palleHHH
rpask/iaH, THIHBIX 3asBJICHHUH, OOBSICHUTEIBHBIX U
JOKJIaIHBIX 3anucok. OcobeHHoCcTH 00paboTKH U ydeTa
9THUX KaTeropuil TOKyMeHTOB. Opranusanus JMYHOTO

Koncnekt
JIEKIUH,
3KCIIpecc-
onpoc




npuema nocerurenei. [Ipasuna cucremaruzauuu u
XpaHeHus 00palleHHid Tpa)/iaH, CPOKU X XpaHEHHSL.

8. |loxymMeHTanoHHOE Oco0eHHOCTH OpraHu3aluyu KOJIJIETHAIbHBIX (hopM Koncnekr
obecnieueHue paboTel  |ynpasneHus. OpraHu3amnus JOKyMEHTAIMOHHOTO JIEKIINH,
KOJUIETHaJIbHBIX o0ecrieyeHns MPOBECHNS COBEIIAHNH, CEMHUHAPOB U Ap. | DKCIIpecc-
opranos. Pabota ¢ MEPONPHUATHI KOJUIETHATIBHOTO XapakTepa. OcoOeHHOCTH orpoc
JIOKYMEHTaMH CTPYKTYPBI JOKYMEHTO000POTa B pabOTE KOJIETHAIBHOTO
KOH(QHICHINAIBHOTO  |OpraHa yIpaBJIeHUs.

XapakTepa. [TonsTHE TOCYIapCTBEHHOU TAlHBI U
KOH(HJICHIIMATBHOCTH YUPEXKICHUSCKON
uHpopmanun. 'ocyjapcTBEHHOE PEryIupOBaHUE CUCTEMbI
OrpaHUYEHMs JOCTyIa K JoKyMeHTaM. OpraHu3alMOHHOE
oopMiieHne cocTaBa CBEICHUH, COIEpKaILUX
KOMMEPUYECKYI0 MJIM HHYIO TaiiHy (pUpMBbI, OPSA0K
3aIUTHI JOCTYTA K KOHQUACHINATHHON HHPOpMAIIHH,
MpaBUiIa €€ MCIOIb30BaHus. TpeOoBaHus K BECHHIO
JIeTTOTIPON3BO/ICTBA, 00ECTIEYNBAIOIIETO YUET U
COXPAaHHOCTh KOH(PHICHIMAIBHBIX U CEKPETHBIX
JNOKYMeHTOB. Opranuzauus yyeTa, XpaHeHHs U
o0ecreyeHus: COXpaHHOCTHU IOKYMEHTOB OIPaHHUYEHHOTO
JIOCTYyIIA.

9. |KomnuiexcHast u IIpuMmeHeHne CpeaCcTB BBIYUCIUTENBHON U Koncnekr
JIOKaJbHas OpraHU3allMOHHOM TEXHUKHU B JOKYMEHTALMOHHOM JEKIIHH,
aBTOMATHU3ALHA. 00€eCIIeYeHNH yIpaBiIeHus. 3aBUCUMOCTb COCTaBa JKCIIpece-
Buenpenue KOMIUIEKCOB TEXHHUYECKUX CPEACTB OT KOHKPETHBIX orpoc
KOMIIBIOTEPHBIX yclioBuil paboThI ¢ JOKyMeHTaMHu. [loaroroBka u
TEXHOJIOT M 00paboTKa TOKYMEHTOB Ha aBTOMaTH3HPOBAHHBIX pabounx
OpraHu3aluu MecTax.

JIOKYMEHTO000pOTa. B3anMocBsI3b BBIYUCIUTENBHBIX LIEHTPOB U ciyk0 JIOVY.
[TonsTHe 3nekTpoHHOrO NoKyMeHTa. [IpaBuia yuera,
XpaHEeHHUs1, aHHYJIMPOBAHUS U UCTIOIb30BAHUS
3JIEKTPOHHBIX JOKYMEHTOB. Y CJIOBUS OOMEHa
JOKYMEHTHON MH(OpMaIel Ha 3JIEeKTPOHHBIX HOCUTENSX
JTAaHHBIX, AJIEKTPOHHAS [10YTa B CUCTEME
JOKYMEHT0000pOTa.

10|Opranuzanus Opranuzanus cucTeMaTU3aluy U XpaHeHus 10kyMeHToB | KoHcnekT
JIOKYMEHTOB B TEKYLIEH [COTpYIHUKAMHU B IPOLIECCE UX UCTIONIHEHUS. TpeOoBaHus K | JIEKIIUH,
JeSITeIbHOCTH (OpMHPOBAHUIO, YUETY U XPAHEHHIO JIe B TEKYILEM JKCHpecc-
HoJpa3aeNeHNH U nenornpou3BojacTBe. LleHTpanu3oBanHoe o11poc
COTPYAHUKOB. JILIEHTPAIN30BaHHOE XpaHEHHE TOKyMeHTOB. Ilopsaok

nepeaayy aell 1 JOKYMEHTOB IIPH CMEHE UCTIOIHUTENCH.
OTBETCTBEHHOCTH COTPYAHUKOB U UX PYKOBOAMTEINEH 32
COXPaHHOCTb JOKYMEHTOB B IEPUOJ] UX UCIOIHEHUS U
OIIEPATUBHOIO XPAHEHMSL.

11 Knaccugukanus [loHsiTHE OMEPATUBHOIO U 1OJTOBPEMEHHOIO XPaHEHHUs Koncnekr
JOKYMEHTaJIbHOTO nokyMeHToB. CucreMaTtusanus J0KyMEHTOB, JEKIUH,
¢doHzaa, pa3paboTka U |UMPKYJIMPYIOLUX B opranu3auuu. [lonsarue «aeno», JKCHpecc-
NpUMEHEHHUE «EIMHUIA XPAaHCHUY, «IIaIKay, «paim» u ap. oT1pocC
KJ1accu(puKaToOpoB Howmenknarypa niern, ee posib ¥ 3HaYCHHE /7151 OpTraHn3aIIH,
JOKYMEHTHOH XpaHEeHHUs ¥ MOUCKa JOKyMeHTOB. [lopsok cocraBnenus,
UH(POPMAITUH. COTJIACOBAHUS U YTBEPKACHUSI HOMEHKIIATYPbI, TUIIOBBIE

IIpUMEpPHBIE HOMEHKIATYpHI fei. Onpenenenue cpokoB
XpaHEeHUs TOKyMEHTOB. THUIIOBbIE U BEIOMCTBEHHBIE
NIEPEYHU ¥ UX IPUMEHEHUE NIPU COCTABIECHUI




HOMCHKIJIATYPbI U OIIPCACIICHUC CPOKOB XPaHCHHUA
KOHKPCTHBIX KOMIIJICKCOB JOKYMCHTOB. BCILCHI/IC
HOMCHKJIATYPbI B TCHCHHEC CPOKa €€ ILCﬁCTBPI?L

12

®opmupoBaHue
apxuBHOTO (poHIA
OpraHu3aIH

ApxusHbiil ponn Poccutickoii deaepanun,

€r0 COCTaB M CTPYKTypa. XpaHEHHE U YUeT apXUBHBIX
nokymeHntoB. @onnoodpazoBanue. KomriekroBanue
apxuBa. [loAroroBka u mopsiIoK nepesadn J0KyMEHTOB B
apXWUB.

[TonsiTHE «IKCTIEPTH3a IEHHOCTH TOKYMEHTOBY. TuroBoe
TMOJIO’KEHUE 0 paboTe MOCTOSHHO JeHCTBYIOMIEH
sKcrepTHON komuccuu. CocTaB CHEIMAIUCTOB,
MIPUBJIEKAEMBIX K ITPOBEJICHHUIO OLEHKU [IEHHOCTH
nH(GOPMALIMOHHOM 0a3bl M JOKYMEHTAIBHOTO (oHaa
opranuzanmu. Opranuszaius padoThl SKCIIEPTHBIX
KOMHUCCHI B 0pOopMIICHHE €€ pe3ybTaToB. DopMHUpOBaHHE
apXUBHOTO (DOHIIA YUPEKICHHUS: TIOHATHE «IKOHOMHUECKUI
apX¥BY» WU apPXUB KOMMEPUYECKOU (DHUPMBI.

Koncnekt
JIEKIINH,
JKcTpecc-
onpoc

13

I[GJIOHPOI/BBOI[CTBGHHLIC

CIIy>KOBI, UX CTPYKTYpa

U OpraHu3anus paboThl.

ITonsiTHe ci1y>X0b! TOKYMEHTAILIOHHOTO 00eCIeUeHUS
yTnpaBiieHUs (AeJI0NPOU3BOICTBEHHON CITy:KObI), €€
Ha3zHaueHue U OcHOBHBIE GyHKUuU. [Ipunimn pasnenenus
TpyJla B IPOLIECCE YIPABICHUS JOKYMEHTALUEH.
Oco6eHHOCTH yIPaBIEHYECKUX CTPYKTYP, ONPEIEIISIOIINX
HOCTPOEHHE M OPTaHU3ALII0 PAOOTHI
JIeTIONPOU3BOICTBEHHOH Ci1y>k0bI. O0S3aHHOCTH CITyKOBI
110 GOPMUPOBAHUIO U BEJCHUIO JOKYMEHTALIMOHHO 6a3bl
OpraHu3alyu. 3aJauy CiIy>KObI [0 YIIPaBIECHHIO
JOKyMeHTaIuei, GOpMHUPOBAHUIO U 00ECIICUCHUIO
(GYHKIIMOHUPOBAHUS JOKYMEHTALMOHHOTO (hoHaa
OpraHu3aly, pallMOHAIBLHOIO JOKyMEHTO000pOTa,
KOHTPOJIb HCIIOJIHEHUS IOKyMEHTOB. B3anmonencTue ¢
JPYTUMH HHPOPMALMOHHBIMU CITy>KO0aMHu.

Koncnexr
JIEKIIUH,
3Kcmpecc-
onpoc

14

Metoauueckoe
oOecrieyeHue
OpraHHU3aIHU
JIOKYMEHTAIMOHHOTO
oOecrieyeHus
yIpaBJICHUS B
OpTraHM3aIHH.

OomierocynapcTBEHHbIE METOUUECKUE Pa3pabOTKH 110
JOVY. Tunosble 1 YaCTHbIE HHCTPYKLIMHU 1O
JeTIONPOU3BOJICTBY, UX COCTaB U CTpyKTypa. CocTaB
MPUIOKEHUH K MHCTPYKIMHU TIO ICTONPOU3BOJICTBY IS
pa3MYHBIX OpraHu3aui. JJoIKHOCTHBIE HHCTPYKIUH
PYKOBOJIUTEISIM U CEKPETapsIM KaK 4acTh €MHON CHCTEMBI
METOMYECKOr0 00ecTIeYeH sl JeJIONPON3BOICTBA
OpraHu3anuy. Poip Noa0keHuit 0 CTPYKTYPHBIX
MOJPa3/IeJIEHUsIX B OPraHU3aluu CUCTEMbI
noKyMeHTooOopoTta. Opranusanus Tpyaa B ciryx0e
JOKyMEHTAIMOHHOTO obecnieueHus. [lonoxenune o cmyxoe
U JI0JKHOCTHbIE HHCTPYKLUH. OOA3aHHOCTU COTPYIHUKOB
10 paboTe ¢ JOKYMEHTaMH.

Koncnekt
JIEKIIUH,
JKcTpecc-
onpoc

15

Hopmuposanue
opraHu3auys Tpynaa B

paboTe ¢ JOKyMEHTaMH.

[ToHsiTHE HOPMATHBOB IO TPYAY M OXpaHe TPy/a.
MesxoTpacneBble YKPYITHEHHbIE HOPMATUBBI BPEMEHH Ha
paboThI 10 JOKYMEHTAIIHOHHOMY 00€CTICYCHUIO
ynpasienusi. Hopmbl BpeMeHH Ha CO371aHue, CBEPKY,
MOI00PKY IK3EMIUISIPOB H JIP.

paboThI 1O JOKYMEHTAITHOHHOMY O0ECIICUYCHUIO OPTaHOB
yIpaBJICHUs,, HOPMHUPOBAHUE PAOOT MO MPOBEIACHUIO
OKCIIEPTU3bI HEHHOCTHU NOKYMCHTOB, IOAIIMBKE JCJI U
JPYTUM apXUBHBIM TeXHONIOTUsIM. KoHTpOIb 32
COOJIIFOJICHHEM HOPM B 00JIaCTH JICTIONPOHM3BOICTBA.

Koncnekt
JIEKIUH,
3KCIIpecc-
onpoc




16

OcoOenHoctu
OpraHu3aIu
JIOKYMEHTO0000poTa U
00paboTKH TOKyMEHTOB
3a pyoeKoM.
3akmoueHue

3apyOeKHBIN OMBIT OpraHU3aMK PAllIOHATIBHBIX CUCTEM
JOKyMeHT0000poTa. OCOOEHHOCTH aMEepUKAHCKOM
OpraHM3aliy TpyAa U Aeonpou3BoacTBa. OnbIT paboThI €
JOKYMEHTaMU B €BPONEICKUX CTpaHax. MexxlyHapogHbIe
CTaHIapThl Ha TOKYMEHTBI; JIeJIONPON3BOICTBEHHBIE U
nH(GOPMaIMOHHEIE MPOIIeCChl. BrusHue 3apy0eKHOTO
OTIBITA Ha Pa3BUTHE POCCUHCKUX JETOMPON3BOICTBEHHBIX
TexHoJorui. [lepcnekThBhI pa3BUTHUS TEXHOJIOTHU
JOKYMEHTAI[HOHHOTO 00ecrieueH s yIpaBIeHHs.

Koncnekr
JIEKIUH,
3KCIIpecc-
ompoc

2.3.2 3aHATHSA CEMUHAPCKOr0 TUNA (MPaAKTHYeCKHe / CEMMHAPCKHUE 3aHATHS)

HaumenoBanue paznena

dopMa TeKyLIero

Ne Tematnka 3ansaTuii / padot
(Temsr) KOHTPOJIS

1. |Beeacuue. IlonsTue Beenenue. [TonsTie 1oKkyMeHTO000POTA, €TI0 Bgenenue. Ilonsitue
JIOKyMEHT0000pOTa, €0 |KOJMYECTBEHHBIC U KaYeCTBEHHBIC TTapaMeTPHhI. JIOKYMEHT0000pOTa,
KOJIMYECTBEHHBIE U €r0 KOJTMYeCTBEHHBIC
Ka4eCTBCHHBIC 1 Ka4eCTBCHHBIE
apaMeTpel. mapaMeTpel.

2. |Perucrpanus 1okyMeHTOB: [Peructpanusi JOKyMEHTOB: 11e)b, 3a]]a9H1, BUIbI U Peructparus
Uellb, 33/1a41, BUIBI 1 (hOpMBI pETUCTPAIMU OTACIBHBIX TPYIII JIOKYMEHTOB: LIEJIb,
(bopMEBI perucTpanun JOKYMEHTOB. 3a7auul, BUAbI U
OTJIENBHBIX TPYIII (hopMBI perucTpauu
JIOKYMEHTOB. OTJIENBHBIX TPYTII

JIOKYMEHTOB.
3. |OcHoBHBIE (hopMBI 1 BUIBI |{OCHOBHBIEC (POPMBI M BU/IBI PETHCTPALIUH OcHoBHbIE POPMBI U

perucTpanuy J0OKyMEHTOB
B OpraHM3allHH.

AOKYMCHTOB B OpraHHU3alluu.

BH/[Ibl pETUCTpALIUU
JIOKYMEHTOB B

OpraHU3aINH.
4. |Opranu3zamnus KOHTpoIs 3a |OpraHnu3anys KOHTPOIS 32 HCTIOTHEHUEM Opranuszanus
HCIIOJIHEHHEM JIOKYMEHTOB. THIIOBbIE ¥ UHINBUyaIbHBIE CPOKU KOHTPOJIA 32
JIOKYMEHTOB. THUIIOBBIC U  [MCIIOJTHCHHUS. HCIIOJIHEHUEM
WHIUBUy ATbHBIE CPOKU JIOKYMEHTOB.
HMCIIOJTHEHMS. Tunossle 1
WHJIMBH/Ty AJIbHBIE

CPOKH MCHOJIHEHMUSL.

. |KonTpons cpokos

WCTIOJTHEHHSI JOKYMEHTOB.
IlepeueHb TUIOBBIX
CPOKOB HCTIOJTHEHUS

KoHTposb CpOKOB HCIIONHEHNUS TOKYMEHTOB.
[lepeueHb TUITOBBIX CPOKOB UCIIOJTHEHMS
JIOKyMEHTOB.

Koutpons cpokos
WCTIOJTHEHUS
JIOKYMEHTOB.

Ilepeuenb TUIIOBBIX

JOKYMEHTOB. CPOKOB HCIIOJHEHHS
JIOKYMEHTOB.

6. |Benenvie MmaccuBoB Pa3paboTka kaapoBoii JOKyMEHTauN Brinonuenue
KaJpOBbIX JOKYMEHTOB, UX [opranuzauuu. OdopmiieHHe TPyI0BOTO JOIOBOPA, MPaKTUIECKUX
yUeT, perucTpanus, TPYZOBOH KHIXKKH, pe3toMe, aBToonorpaduu. 3aJaHAl
OTepaTHBHOE XPaHEHHE.

7. |0cobennocTr 00padboTKH, |OcoOEHHOCTH 00Pa0OTKH, pEruCTPalliK, XPaHSHHS Ocobennoctu
perucTpanuy, XxpaHeHus:  |oOpauieHuil rpaxaad. AHanu3 deaepanbHOro 00paboTkH,
oOparieHuil rpaxaaH. 3akoHa ot 2 Mas 2006 r. Ne 59-®@3 «O nopsiake perucrpauuu,
AHanu3 QenepasbHOro paccMoTpeHus oOparieHuit rpaxaan PDOy» XpaHEHUsI
3aKkoHa oT 2 Mas 2006 r. Ne oOpalueHuit
59-®3 «O nopsinke rpaxnaaH. AHainu3
paccMOTpeHus 00pareHuit (heneparbHOTO

rpaxjaH POy

3aK0HA OT 2 Mas
2006 1. Ne 59-d3 «O
MOPsAJIKE




paccMoTpeHuUs
oOpallleHuH rpakaaH

POy

8. |Brimonnenue BrinonHenue NpakTUYECKUX 3aJaHUN Brinonuenue
MIPAKTUYECKUX 3aaHuI MPAKTUYECKUAX

3alaHui

9. |KomnuiexcHast u Komnnekcnas v nokanbHast aBTOMAaTH3ALINS. Komnnekcnas u
JIOKaJIbHas Brenpenne KoMIbIOTEPHBIX TEXHOJIOTHH JIOKaJbHas
aBTOMAaTH3aLus. OpraHu3aluu J0KyMEHTO000poTa. aBTOMaTHU3aLHsl.
Buenpenue XapakTepucTrUKa CPeACTB BHIYUCIUTEIHLHON U Buenpenue
KOMIIBIOTEPHBIX opranuzanroHHoi TexHuku B JJOVY. IIpaBuna KOMIIBIOTEPHBIX
TEXHOJIOTHHA OpraHu3anuy |[paboTHI ¢ AJIEKTPOHHOHN TTOYTOM. TEXHOJOTHUI
JOKyMEHT0000poTa. OpraHH3alHx
XapakTepuCTHKa CPE/ICTB JOKyMeHT0000poTa.
BBIYHCIUTEIBHON U XapakTepucTuka
OpraHU3aLHOHHON CpeAcTB
texuuku B JIOVY. IlpaBuna BBIYUCIUTEIBHON U
paboThI C 3JIEKTPOHHOMN OpraHu3allMOHHON
IIOYTOM. texauku B JIOY.

[IpaBuna paGoTsl ¢
3JIEKTPOHHOU
IIOYTOM.
10.|Opranuzanus 1oKyMeHTOB |OpraHu3anus JOKYMEHTOB B TEKYIIEH Opranuzanus
B TEKYILEH NEATENBHOCTH |IEATENBHOCTH NOAPAa3IeICHUN U COTPYIHUKOB. JIOKYMEHTOB B
NoJpa3/IeICHUN U Opranuzanusi CUCTeMaTH3aIUU U XPaHCHUS TEeKylIei
COTPYIHHUKOB. JOKYMEHTOB COTPYIHUKaMH B ITPOLIECCE UX JEATENBHOCTH
Opranuzanus HCIIOJHEHMUSL. noApasaeacHul U
CUCTeMAaTH3alluu U COTPY/IHHUKOB.
XpaHEHUs TOKyMEHTOB Opranuszanus
COTpPYJIHUKaMH B Ipolecce CUCTEMATH3aLUN 1
WX UCTIOTHEHMUS. XpaHeHUs
JIOKyMEHTOB
COTpPYJITHUKaMH B
MIPOLECCE UX
HCTIOJTHEHHUS.

11, Knaccudukanus Homenkiatypa neun. Ilopsinok coctaBnenus, Omnpoc, TucKyccus
JOKYMEHTaJIbHOTO ()OHAA, [COTJIACOBAHMS U YTBEPKICHHUS HOMEHKJIATYPBI.
pa3zpaboTka u MpUMEHEHNE
KJIacCU(UKATOPOB
JIOKYMEHTHOM
WHGOpMAITIHL.

12 |®opmupoBanue dopmupoBaHHe apXUBHOTO (OHAA OPTaHU3AIINH. DopMHpOBaHUE
apxuBHOTO (QoHIIA Ananmm3 QenepanbHOTo 3aKoHa OT 22 okTsa0pa 2004| apxuBHOTO OHIA
OopraHM3anyy. AHamu3 r. N 125-®3 «O6 apxuBHoM neine B Poccuiickoit OpraHU3ALNH.
¢benepanbpaoro 3akoHa ot |Denepanuny [lepedeHb THIIOBBIX YIPaBICHYECKUX Ananms
22 oktsa0ps 2004 r. N 125- |apXUBHBIX IOKYMEHTOB, 00pa3yIOIIUXCS B denepanbHOTO

D3 «O06 apx1BHOM [€Ne B
Poccwuiickoit @enepannn»
Ilepeuenb TUIIOBBIX
YIPaBIECHUYECKUX
ApPXUBHBIX TOKYMEHTOB,
00pa3yomuxcs B
mporiecce AesTeNbHOCTH
YUpEXKIEHUH,
OpraHu3aluiM.

MpolLecce AeATEeNbHOCTU YUPEKACHUM,
OpraHU3alNM.

3aKOHa OT 22
okT0ps 2004 1. N
125-®3 «O6
ApXUBHOM JIeIie B
Poccutickoit
denepanuny»
ITepeueHb TUMOBBIX
YIpaBIeHUYECKUX
APXUBHBIX
JIOKYMEHTOB,
00pa3yroImuxcs B




mpolecce
JeSITebHOCTU
YUPEKIACHUN,
OpraHu3almil.
13.(MeToauueckoe Meroamdeckoe obecIieueHIuEe OpTraHu3aIliy MeTtonuueckoe
o0ecreyeHne OpraHn3aiy|I0KyMEHTALMOHHOIO 00ecieueH s yIpaBieHHs B oOecrieyeHue
JOKYMEHTAIIHOHHOTO opranuzanuu. MHCTPYKUUS 1O EIONPOU3BOICTBY: OpraHu3ayu
o0ecrieyeHus ynpaBiIeHUs] |OCHOBHBIE IPaBWIIK cocTaBieHus. [lonoxenne 0 | AOKyMEHTallMOHHOTO
B OpTaHH3AIIHH. ciyx0e JIOY 1 MomKHOCTHBIE HHCTPYKIIHU. obecrnieueHus
Wnctpykuus no YIPaBJICHUS B
JIeIIONPOU3BO/ICTBY: OpraHM3altH.
OCHOBHbIE ITPAaBUIIN Unctpykuus no
cocrasyieHus1. Ilonoxxenue JIEJIONPOU3BOICTBY:
o ciyxx0e 10OV u OCHOBHBIE ITPaBUIU
JOJKHOCTHEIE COCTaBJICHUS.
UHCTPYKLUU. ITonoxenue o
ciyx0e JIOY u
JTOJIKHOCTHBIE
WHCTPYKLIUH.
14 {HopmupoBanue MexoTpacieBble YKpyITHEHHbIE HOPMATHBbI Brinonuenue
opranusanus TpyJaa B BPEMCHHU Ha paGOTI)I M0 AOKYMCHTAIMOHHOMY MPAKTUYCCKUX
paboTe ¢ JOKYMEHTaMH.  |00CSCIICUCHHIO YITPABJICHUS 3aJIaHUi
15./0OcobenHoctn MexmyHapoIHBIE CTAaHIAPTHI HA JOKYMEHTHI; Ompoc, TucKyccus
OpraHu3aluu JIeJIOTIPOU3BOJICTBEHHBIE 1 HH(POPMALIIOHHbIE
JOKYMEHT0000pOoTa 1 MIPOLIECCHI.
00pabOTKH TOKyMEHTOB 3a
pyOexom. 3akinoucHre

3amuTa naboparopuoit pabdotsl (JIP), Beimonnenue kypcosoro npoekra (KII), kypcoBoii
pabotsl (KP), pacuernHo-rpaduyeckoro 3amanus (PI'3), mamucanue pedepara (P), acce (9),
kosokBuyM (K), rectuposanue (T) u T.1.

[Ipy  wW3y4YeHWUW  OUCHUIUIMHBI ~ MOTYT  TPUMEHSTCS  JJEKTPOHHOE  OOyYCHHE,
JMCTaHIIMOHHBIE 00pa3oBaTebHble TeXHONOoruu B cootBeTcTBUU ¢ PI'OC BO.

2.3.3 IlpumepHasi TeMaTHKa KYPCOBBIX PadoT (IIPOEKTOB)
Kypcosbie paboTsl mpeycMoTpeHsl. TeMaTika KypcoBbIX paboT XpaHUTCS Ha Kadeape.



2.4 IlepeyeHb y4eOHO-METOAUYECKOT0 O0ecnevYeH sl HJIA CAMOCTOATEILHOH padoThI
00y4yaIuXcs Mo JUCHUILINHE (MOTYJIIO)

[lepeuenpb yueOHO-METOUUECKOTO 00ECTICUeHUSI TUCITUTUIUHBI 110
Ne | Bun CPC BBITOJIHEHUIO CAMOCTOSITEIBHOM paboThI
1 Pedepar, | Meronuueckue peKOMEHIAIMU IO MPOBEICHUIO CEMUHAPCKUX 3aHSTHUH,
acce KPYTIJIBIX CTOJIOB, TUCKyCCHH: MeTol. pekomeHaamnuu / B.B. Epmonenko,
J.B. Jlanckas, M.A. Mupomnnuenko, M.P. 3akapsa, M.B. Toauka, A.IL
Caguenko, JI.A. JlerkuHa. MUHHCTEPCTBO HAYKH U BBICIIIETO 00Pa30BaHUS
Poccuiickoii @enepanuu, Kybanckuii rocyaapcTBeHHBI YHUBEPCUTET. -
Kpacnogap: Kybanckuii roc. yH-T, - 2022. - 87 c.
2 |[Tomroroska k|/oponuna, JI. A. Opranuzamus ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO
YCTHBIM ~ [0O€CIIeYeHH s yIIPaBIeHHs | y9eOHMK M IIPAKTUKYM Ui By30B / JI. A.
onpocaym, |[loponuna, B. C. Upurukoa. — Mocksa : U3narensctso HOpaiit, 2021. —
muckycenn (233 ¢. — (Beicmiee obpazoBanue). — ISBN 978-5-534-04568-0. — Tekcr :
anekTpoHHbIH // OOpa3oBarenbHas mwiaTdopma FOpaiir [caiit]. — URL:
https://urait.ru/bcode/468850
3 | Bemonnenue |lllyBanosa, H. H. Opranusanus 1 TeXHOJIOTHS JOKYMEHTAIIMOHHOTO
IPAKTUYCCKUX |0OecreYeH s YIPaBICHUS | yUeOHUK U MPaKkTHKyM s By30B / H. H.
saganuil  |[IlyBanoBa. — 2-€ U3, epepad. u gomn. — Mocksa : M3natenscteo IOpaiir,
2021. — 265 c. — (Bricuee oOpazoBanue). — ISBN 978-5-534-12358-6. —
TexcT : anexTponHsIi // OOpa3oBaTensHas miatdopma FOpaiir [caift]. —
URL.: https://urait.ru/bcode/469831

VY4eOHO-METOINYECKHUE MaTepHualibl ISl CaMOCTOSTENbHON paboThl 00yYaroIIMUXCs W3
YHCJIa MHBAIK/IOB U JIUI C OTPAaHUYEHHBIMHU BO3MOXKHOCTAMHU 3710poBbsi (OB3) mpenocrasistoTcs
B (hopMax, aJanTHPOBAHHBIX K OTPAHUYEHUSIM MX 3[JOPOBbS U BOCIIPUATHS HH(POpPMALIUU:

JUid nu1 ¢ HapyLIEHUSIMU 3pEHUS:

— B lIe4yaTHOU (popMe yBeIMUEHHBIM HIPUPTOM,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA,

— B ¢popMe ayauodaiina,

— B reyatHoi (opme Ha si3bike bpaitns.

JIig U1 ¢ HapyLIeHUsIMU CIyXa:

— B TIe4aTHOM opme,

— B (popMe 2IIEKTPOHHOT O TOKYMEHTA.

Jljig U1 ¢ HapyLIeHUsIMA OIIOPHO-JBUTaTEIbHOTO amnmnapara:
— B I1e4aTHoM (opme,

— B (popMe dJIEKTPOHHOT'O IOKYMEHTA,

— B (popme ayamnodaiina.

JlaHHBIN TepeueHb MOXET ObITh KOHKPETHU3UPOBAH B 3aBUCHUMOCTH OT

o0ydaronuxcs.

KOHTHUHI'CHTA




3. OOpa3zoBaTesibHbIe TEXHOJIOTHH, NPHMeHsieMble NPH OCBOCHMH AUCHUILINHBI
(Mmomyuis)

OO0pa3zoBarenbHble TEXHOJOTHUH, HCIOJIb3YEMblE NpPU peajH3alMyd Pa3InYHbIX BHJOB
y4eOHOI e TeTbHOCTH:

— JEKUUM: WHTEPAaKTUBHbIC (JIMAJIOrOBbIE) U MPOOJIEMHBIE C KOMIIBIOTEPHBIMU
IPE3CHTALUSIMU;

— IIPaKTUYECKHUE 3aHATUS;

— 1a0opaTOpHbIE 3aHATHUS: KOMIIBIOTEPHAs MOJEIUPOBaHUE.

Tpaauunonueie 00pa3oBaTeNbHbIE TEXHOJIOTHU: JTA0OPATOPHBIC, MPAKTHYECKUE 3aHATUS U
JEKIHH.

TexHonorust mpoOreMHOro oOyudeHHs: JEeKIMs — AMCKYCCHs, NpoOJeMHas JeKIus,
KOMIIbIOTEpHAs Npe3eHTanus. Ha ekuusax usnararorcs OCHOBHbIE TEOPETUUYECKHE MTOJIOKEHUS U
KOHIIETIIIUS Kypca, AAoIIe CTyeHTaM HH(POPMaIIiH, COOTBETCTBYIOIIYIO IIPOTrpaMMe.

3agaua 7a0OpAaTOPHBIX 3aHATHH — pPA3BUTHE y CTYACHTOB HaBBIKOB 110 MPUMEHEHMIO
TEOPETUYECKHUX IOJIOKEHUH K PEeNICHUI0 MpakTHuecKux 3aaad. C 3Toil menbpio pa3zpaboTaHbl
3aJlaHUs JAJIs BBIIOJHEHUS J1abopaTOpHbIX pPaboT. OHM COCTOSAT W3 3a7ady MU YIpaKHEHH,
OpPUEHTUPOBAHHBIX HA YCBOCHHUE TEOPETUYECKOTO0 MaTepuaa U YMEHHUs €ro MCIOib30BaTh AJIs
peleHust 1a00paTOPHBIX 3aJaHUH.

Ha kaxmoM mnpakTHYecKOM 3aHATHM OTBOAWUTCS BpeMs JUIsl JAMCKYCCHHM, B KOTOPOWM
YUYacTBYIOT JOKJIAaI4YMK, [IOATOTOBUBILUI COOOIIEHUE 110 KaKOH — 1100 MpakTHUUECKol mpobieme
MH(OPMaLIMOHHBIX CUCTEM U 0a3 JaHHBIX, €ro ONNOHEHTHI (1 niau 2 yenoBeka), MOArOTOBUBIINE
KOHTPapryMEHTbI, U APYTHE CTYACHThI IPYIIIIbIL.

Hpyras ¢popma opranusanusi paboThl CTYAEHTOB — HAIMCAHUE ICCE, KOTOPOE MPECTABIAET
coboii HeOoJIbIIOe UCCIeIOBaHUE KaKoM — 1100 mpobieMbl Kacaroleecs T€OpUH M IPaKTUKU
MHPOPMALIMOHHBIX CHCTEM M 0a3 NaHHBIX C TNPEAJIOKCHHEM BapUAHTOB PEHICHUS IaHHOU
npoOIeMBI.

J11s1 OTBETOB Ha MHIUBUIyaJIbHBIE BOTIPOCHI, a TAK)KE JIJIsl TOMOIIU B ITOATOTOBKE pedepaTon
U HaIlMCaHMA CCe MPEAYCMOTPEHbI HHANBUYaIbHbIC KOHCYIbTALUHU MPETIOAaBATENS.

Jlnist Il ¢ OrpaHWYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI TIPEIYCMOTPEHA OpTaHHU3aIus
KOHCYJIbTAIMH C UCIIOJIb30BAaHUEM JIEKTPOHHON MOYTHI.

4. OneHo4YHbIe CPeACTBA ISl TEKYILIEro KOHTPOJISl yCIIeBaeMOCTH U NPOMEKYTOYHOM
arrecTauuu

OneHouHble CcpeAcTBa IpelHa3HAYeHbl JJIs KOHTPOJS M OLEHKH 0Opa3oBaTelbHBIX
JOCTMDKEHUHM 00y4YarolIuXcsi, OCBOMBLIMX HpOrpaMMy ydeOHON aucuuminHbl «BBenenue B
MH(OPMaLIOHHBIE TEXHOJIOTUNY.

OneHouHbIEe CpeCcTBa BKIKOYAET KOHTPOJIBbHBIE MAaTEpHaibl JUIsl IPOBEACHNS TEKYUIero
KOHTPOJIAA B (popMe TECTOBBIX 3a/laHUM, NOKJIa/Ja-IPEe3eHTAllMd MO MPOOJIEMHBIM BOIpOCaM,
pPa3sHOYPOBHEBBIX 3a/laHUM, pOJIEBOM WIPBI, CUTYallMOHHBIX 3agad (yka3aTb HWHOE) H
NPOMEKYTOUYHOM aTTecTaluy B (hopMe BOMPOCOB U 3aJaHUI K SK3aMEHY.

Kon m nHaumeHnoBanue | PezynbraTsl o0y4eHust no | HaumeHoBaHuE OLIECHOYHOIO CPEACTBA
WHAWKATOpa JUCLUIUTIHE Texymuii [IpomesxyTouHas
JOCTHKEHHUS aTTecTauus
KOMIICTCHIIN KOHTPOJIb

OIIK-2.1. Cmnocoben | 3HaeT mporenypy pereHus 3anaq B | Juckyccus, onpoc | Bonpoc Ha
pematb  3aJadd B | OpraHu3aliH u aK3amene
opraHusanuu " | JOKYMCHTAllMUOHHOM obecreueHnu

JIOKYMEHTallHOHHOM yIIpaBJIE€HUS

obecreyeHu YMmeer  pemarb  3agayd B

yIpaBJICHHSI OpraHu3aluu u




JIOKYMEHTAIIHOHHOM ~ 00CCIICUCHUH
YHpaBICHUS
Bnaneer HaBbIKaMu pelieHUs 3a1a4

B OpraHu3aluu u
JTOKYMEHTAIIMOHHOM O0ecTIeueHIH
YIIpaBIeHUS
OIIK-2.2. YyacTByeT B | 3HaeT Kak pa3pabateiBath | Pewienue Bonpoc Ha
pa3paboTke OpPraHMU3allMOHHO-YIIPABIEHUYECKUE | NPAKMUUECKUX 9K3ameHe
OpraHU3aIHOHHO- pereHus B cthepe cBoelt | 3aday
YIIPaBIEeHIECKAX poheccnoHaIbHON AeATETbHOCTH
pemeHnii B cdepe | YMeer pa3pabaThIBaTh
CBOEH OpTraHU3AIMOHHO-YIIPaBICHYECKIE
PO eCCHOHATTEHOM pereHus B cthepe cBoeit
JeSITETbHOCTH npodecCHOHANBEHON AEATETLHOCTH
Bnaneer HaBbikamMu pa3paboTKu
OpTraHU3AIMOHHO-YITPABIEHICCKIX
pemennii B cdepe  cBoeit
poecCHOHATILHON ICSITEIBHOCTH
OIIK-3.1. Cmocoben | 3Haer AIrOPUTM peuieHus | Pewenue Bonpoc Ha
pemIaTh MOCTaBIIEHHBIE | IOCTABICHHBIX 33Jad B 00JAaCTH | NpaKmuueckux 9K3aMeHe
3aJaud B 00JacTH | JOKYMEHTOBEICHUS U | 3a0ay, onpoc
JOKYMEHTOBEJICHUSI W | apXUBOBEICHUS
apXUBOBEICHUS YmMmeer HaXOJWTb pemeHus
MOCTABJIICHHBIX 3a/a4 B OOJIACTH
JOKYMEHTOBEJICHUS u
aApXUBOBEICHUS
Brnageer  HaBbIKaMH  pelIeHHA
MOCTaBJIICHHBIX 3a/a4 B OO0JIACTH
JIOKYMEHTOBEICHUS "
ApPXUBOBENICHUS
OIIK-3.2. YuacTtByeT B | 3HaeT Kak pa3pabaTeiBaTh U | OUCKYCCUs Bonpoc Ha
pa3paboTke W | peaqn30BbIBATh TIOCTaBJICHHBIE 9K3ameHe
peanuzanuu 3a/1a4n B obnactu
MTOCTABIICHHBIX 33/1a4 B | JIOKyMEHTOBEICHUS "
o0nacTu apXUBOBE/ICHUS
JIOKYMEHTOBEJIEHUSI U | YMeeT pa3pabaTsIiBaTh u
aApXUBOBENICHUS peaNn30BHIBATh MTOCTaBJICHHEIE
3a7a9u B obnacTtu
JOKYMEHTOBEJICHUS u
ApPXUBOBENICHUS
Brnageer HaBblkamMu pa3pabOTKU |
peanu3aiyy NOCTaBIICHHBIX 3/1a4 B
0o0nacTH  JTOKYMEHTOBEIEHHS U
ApXHUBOBE/ICHUS
OIIK-4.1. Tlommmaet | 3HaeT MPUHIIUIIBI pabotsl | Juckyccus, onpoc | Bonpoc Ha
MIPUHIIATIBI paboThl | COBpEMEHHBIX ~ WH(POPMAITHOHHBIX 9K3ameHe
COBPEMEHHBIX TEXHOJIOTHIA B OPTaHU3aluU
WH(POPMAIMOHHBIX Ymeer HACTPOUTH paboty
TEXHOJIOTHI B | ”HGOPMAIIMOHHBIX TEXHOJOTHUH B
OpraHu3alun OpraHH3aIun
Bnaneer HaBbikamMu paboThl  C
WH(POPMAIMOHHBIMHU TEXHOJIOTUSIMH
B OpraHu3aIyu
OIIK-4.3. ITlpumensier | 3Haer KaK NPUMEHATH | JJuckyccus, onpoc | Bonpoc Ha
COBpPEMEHHbBIE COBpEMEHHbIE  MH(OpMaMOHHBIE 9K3aMeHe
WHPOPMAITMOHHbIE TEXHOJIOTMH JUUIsl PEUICHUs 3ajiad
TEXHOJIOTHH Ui | mpoecCHOHATIBHOM A TEILHOCTH




peieHus 3a1a4d | YMeeT NpPUMEHATh COBPEMEHHBIE
PO eCCHOHATTEHOM nH(pOPMAITHOHHBIC TEXHOJOTHH JIJIS
JeSITENTbHOCTH peueHus 3a1a4 npodecCHoHaIbHON
JeSITeTbHOCTH
Brnageer HaBbIKaMM TpUMEHEHHS
COBpEMEHHBIX  HH()OPMAIMOHHBIX
TEXHOJIOTHH JJIsI peUIeHus 3ajad
npodecCHOHANBEHON ACATETLHOCTH
[IK-4.1. YuactByer B | 3HaeT Kak NPOEKTHPOBAaTh U | Pewenue Bonpoc Ha
pabote [0 | BHEAPATH CHUCTEMBI JIIEKTPOHHOTO | MPAKMUYECKUX 9K3aMeHe
MPOSKTUPOBAHUIO M | TIOKYMEHTOO0OpOTa B chepe | 3adau, duckyccus
BHEJJPEHUIO CHCTEMBI | IOKyMEHTAI[MOHHOTO  YIIPaBIICHUI
3JIEKTPOHHOTO OpTraHM3alNN
JIOKyMeHT0o000poTa B | YMeeT MpOeKTHPOBaTh U BHEAPSTH
chepe CUCTEMBI AJIEKTPOHHOTO
JOKYMEHTAIIMOHHOTO | IOKyMEHTO00OpoTa B cepe
YIIPaBICHUS JOKYMEHTAllMOHHOI'O  YIPaBJICHUSA
opranuvsanuu opraHusanuu
Bnaneer HaBBIKAMU
MPOEKTUPOBAaHUS W  BHEIPECHHSA
CHCTEMBI AJIEKTPOHHOTO
TOKyMEHT000OpOoTa B cepe
JOKYMEHTAIIHOHHOTO  YIPaBJICHUS
OpraHu3alyu
[IK-4.2. CriocobeH | 3HaeT Kak MPUMEHSITh CUCTEMBI | Peutenue Bonpoc Ha
MPUMEHATh  CHUCTEMBI | 3JIEKTPOHHOTO JTOKYMEHTO0000pOTa | NpaKmuyecKux 9K3aMeHe
AIEKTPOHHOTO B cdepe  ITOKYMEHTAIIOHHOTO | 3a0au, OUCKYCCUs
JOKYMEHT0000pOTa B | yIpaBJIEHHs OpraHU3auu
cepe YmMmeer MIPUMEHSTh CUCTEMBI
JOKYMEHTAIIMOHHOTO | 3JIEKTPOHHOTO JTIOKYMEHT0000pOTa
YIIPABJICHUS B cdepe  JTOKYMEHTAI[MOHHOIO
OopraHuvsanuu yHpaBJICHUA OpraHU3alun
Brnageer HaBbIKaMu  pabOTHI ¢
crucTeMaMu JJIEKTPOHHOTO
JIOKYMEHT0000pOTa B chepe
JIOKYMEHTAIIMOHHOTO  YIPaBJICHHS
OpraHH3alnn

TunoBbie KOHTPOJIbHBIC 3aJaHUA HJIX UHBIC MAaTCPHAJDbI, HQOﬁXOI{I/IMbIe AJIA OHEHKHA

3HAHWH, YMEHHUIl, HABBLIKOB M (MJIHM) ONBITA JAeATEJbHOCTH, XapaKTePHU3YIIIUX ITANbI
(¢opMupoBaHHA KOMIIETEHIIHII B Npouecce 0CBOEHHUS 00pa30BaTe/IbHOI MPOrpaMMbl: TEMbI
acce, pedepaToB, IEpeueHb JTA0OPATOPHBIX 3aJJaHUN U KOHTPOJIBHBIX paboT XpaHATCs Ha Kadeape.

Bonpochl 17151 NOATOTOBKH K 3a4eTy:

1. CoBpemeHHas cucTeMa HOPMAaTUBHBIX U METOJIMYECKUX JJOKYMEHTOB B cdepe [JJOY

2. [lonsiTe JOKYMEHTOOOOPOTA, €T0 COCTAaB U OOBEM.

3. O01mue NpuHLIKIBI OPraHU3aLUU JOKYMEHTO000pOTa U UX 3aKpEIIEeHHE B HOPMAaTUBHBIX U
METOAMYECKHUX TOKYMEHTaX.

4. OCHOBHBIE XapaKTEPUCTUKU 00bEMa U CTPYKTYpbl JOKYMEHTO000pOTA.

5. JIOKyMEHTONOTOKH U UX onucaHue. [IoHATHS MIO0THOCTH, IMKINYHOCTH, UHTEHCUBHOCTH
JIOKYMEHTOIIOTOKOB.

6. Bnusinue npuMeHeHNs: TEXHMYECKUX CPEICTB CO3JJaHNs, KOTTMPOBaHUS U TPAHCIIOPTUPOBKH Ha
O0COOCHHOCTH OpTraHU3aIuH JTOKYMEHTOO000POTa U €T0 0O BEMBI.

7. IlpaBuna npueMa U 06pabOTKM NOCTyMAIOIIEH KOPPECIOHACHIINH, UX BIUSHHE HAa OPTraHU3aIUI0
JBIDKEHUSI JOKYMEHTOB. HanpaBienue TOKyMEHTOB Ha HCTIOJHEHHE.

8. OCHOBHBIE HAIIPABJIECHUS COBEPLICHCTBOBAHUS IOKYMEHTOO00POTA.



9. llenu u 3a1a4n pETUCTPAIIMH JOKYMEHTOB, €€ OpTaHU3aIlHsl.

10. Buapl perucTpaiuu: HEeHTpaTIn30BaHHas, ICHEHTPATIN30BAHHAS U CMEILIaHHAsl pErUCTpalts.
11. ®opwmsl peructparuu. CpaBHUTENIbHbIE XapaKTEPUCTUKH (POPM pErucTpanuu JOKYMEHTOB.
12. Uanekcanus 1okyMeHTOB. [{udpoBbie 1 cMeaHHBIE CTPYKTYPhI HHJICKCOB.

13. Opranmzaius HHOOPMAITMOHHO-TTOMCKOBBIX CHCTeM. Pa3nudHbie BUBI KIIACCH(PUKATOPOB.
14. TlonsiTHe KOHTPOJIS 32 UCTIOJIHEHUEM JOKYMEHTOB U €ro 11eJib. CpOKOBBIN KOHTPOJIb U KOHTPOJIh
WCITOJIHEHHUSI 110 CYIIIECTBY.

15. OcHOBHBIC 3a/1a4H CIICITHATM3UPOBAHHOMN CITY>KOBI KOHTPOJIS UCTIOTHCHHS.

16. Opranuzaiusi KOHTPOJIS 32 MPOXOKICHUEM U UCIIOTHEHUEM JIOKYMEHTOB B YCIIOBHSIX
KOMILIEKCHOW aBTOMAaTH3AINH YITPABICHHUSI.

17. O6paboTKa TOKyMEHTOB, IIOCTYIAIONIUX B OPTaHU3AIIHIO

18. Opranuzanus palMoHaJIbHOTO JBUKEHUS JOKYMEHTOB BHYTPH OpraHU3aLUU.

19. O6paboOTKM UCTIOTHEHHBIX U OTIPABIISIEMBIX JOKYMEHTOB.

20. ITyTn panmoHann3anyuy U COKpaIieHuss 00bEeMOB JIOKYMEHTO000POTa.

Kpurtepun oneHuBanus pe3yibTaToB 00y4eHus:

[Toporu onieHOK

BapuanTsl napamMeTpoB

HC 3a4TCHO

BBICTABJISICTCSI TPU HECOOTBETCTBHM OTBETA 3aJaHHOMY BOIPOCY, OTBET
MIPEJICTaBIsIeT CO0O0M pa3pO3HEHHBIE 3HAHUS C CYIIECTBEHHBIMU OIIMOKaMU
1o Bompocy. [IpucyTcTBytoT pparmMeHTapHOCTH, HEJIOTUYHOCTh U3JI0KEHUS.
OTCyTCTBYIOT BBIBOJIbI, KOHKPETH3aLUsI W JIOKA3aTE€IbHOCTh H3JI0KEHUS.
JIOnOIHUTENBHBIE U YTOYHSIOIIME BONPOCHI IPENOJABATEIA HE NPUBOIST K
KOPPEKIIMU OTBETa 00YyYarOIIErocs.

3a4TCHO

BBICTABJIIETCA CTY/AEHTY, €CJIU CTYJI€HTOM JaH IOJIHbII, pa3BepHYTHII OTBET
HAa T0CTaBJIEHHBIN BONPOC, IOKA3aHO YMEHHUE ONIUCATh U UHTEPIIPETUPOBATh
CHTYalUIO WM COBOKYITHOCTH (DaKTOB, OOHAPYKHUTh MX CBS3H, 3aBUCHIMOCTH
n T.0. OTBET YETKO CTPYKTYpUPOBaH, JIOTUYEH, MU3JIOKEH JUTEPATyPHBIM
SI3BIKOM C HCIOJIb30BAaHHUEM COBPEMEHHOW TEPMHUHOJIOTHH. MOryT OBbITh
JOMYIIEHbI 2—3 HETOYHOCTH MM HE3HAUYUTENIbHbIE OUIMOKHU, UCTIPaBICHHbIE
00yYaronMMcsi ¢ TOMOIIbIO IIPETo/1aBaTesl.

Bonpoch 17151 MOATOTOBKH K IK3aMeHY:

1. YopapneHnue kak 00bEKT TOKYMEHTALIMOHHOTO 00eCTeueHusl.

2. YrpaBiieHHe JOKyMEHTAIBHBIMU PECYpPCaMu KakK OfHa U3 ()OPM TUTOBBIX (DYHKIMHA yIIpaBICHHUS.
3. HopmaTuBHO-1IpaBoBas 06aza AeI0npor3BOICTBA.

4. IlonsiTrie TOKYMEHTOO0OPOTA, €r0 COCTaBa U 00beMa.

5. I[OKYMeHTOHOTOKI/I u ux onucanue. IloHsTus INIOTHOCTH, HUKIIMYHOCTHU, MHTCHCUBHOCTH
JOKYMCHTOIIOTOKOB U Jp.

6. [lonsarue, uenu u 3anaun peructpaunu. opmbl perucTpammu.

7. KnaccuduxaTopsl JOKYMEHTHON HH()OPMALIHH.

8. Mnekcanys JOKYMEHTOB Kak 3JIEMEHT MPHUIaHUs UM IOPUIMYECKON CUIIbI U BBEJICHUS B
MH(GOPMAIIMOHHBIN MacCHUB OpraHU3alHH.

9. IloHsiTHE KOHTPOJIA 32 UCIIOJTHEHUEM JOKYMEHTOB U €ro 11eJib. CPOKOBBII KOHTPOJIb U KOHTPOJIb
WCITOJIHEHHUSI 110 CYILIECTBY.

10. TumnoBsle 1 UHAUBUAYAJIbHBIC CPOKU UCITOJIHCHUA JOKYMCHTOB. TurnoBsle MMPHUYUHBI
HCHUCIIOJIHCHHA JOKYMCHTOB B CPOK.

11. OpFaHI/IBaLII/ISI KOHTPOJIA 3a IPOXOKACHUCM U UCITIOJTHCHUEM NOKYMCHTOB B YCIIOBHAX
KOMIIJICKCHOM aBTOMAaTHU3alM1 yYHpaBJICHUA.

12. O6paboTKa JOKYMEHTOB, OCTYMAIOIIUX B OPraHU3ALHIO.
13. IlpenBapurenbHOE pacCMOTPEHHE JOKYMEHTOB B CIYK0€ TOKYMEHTAlIMOHHOTO 00eCTIeYeHHMS.
14. Opranusaiysi palioHaIbHOTO ABMKEHUS JOKYMEHTOB U MX IPOEKTOB BHYTPH OpraHU3aI|H.




15. Tlepenaua JOKYMEHTOB BHYTPH OpPTaHU3AIUH.

16. O6paboTKa MCIIOTHEHHBIX U OTIPABIISIEMBIX JOKYMEHTOB.

17. MeTonbl 1 1Ie)H y4eTa TOKyMEHTO000poTa.

18. IlyTu panpoHaTM3aiK U COKpAILEHNUs: 00bEMOB TOKYMEHTOO00POTA.

19. CocraB kaapoBoii JoKyMeHTaIuu opranu3anun. Ee kmaccndukamms.

20. HopmaTHBHO-IIPaBOBOE PETYIMPOBAHUE COCTaBa KaIPOBBIX TOKYMEHTOB 1 0(pOpMIICHHUS
TPYAOBBIX OTHOIIEHUM.

21. IIpaBuna v CpOKHM XpaHEHUS M YHUUITOXKEHUS Pa3IMYHBIX JOKYMEHTOB, COAEPIKAIIINX
UH(OPMALIUIO 110 IMYHOMY COCTaBY.

22. TexHomorust paboThI ¢ OOpAIIEHUSIMH TPAKIAH.

23. TlpaBuia cocTaBiieHUs: M 0(OPMIICHHS OOpaICHNH TpakIaH.

24. 3aKOHOIATEIbCTBO, PETIIAMEHTHPYIOIIEE OPTaHU3alnio PabOThl C 0OpAIICHUSIMH TPaXkIIaH.
25. IlpaBuiia cucteMaTH3aIMK U XpaHSHHsI OOpaIeHU Tpak/iaH, CPOKH UX XPaHCHHS.

26. Opraamzaius JOKyMEHTAaIlMOHHOTO 00eCTieueH sl MPOBEICHHUS COBEIIAHUI, CEMUHAPOB H JIp.
MEPOTPHUATUN KOJUIETHATBHOTO XapaKTepa.

27. OcoOeHHOCTH CTPYKTYPBI JOKYMEHTO000pOTa B pabOTe KOJJIETHAILHOTO OpraHa yIpaBJIeHHs.
28. [lonaTue rocy1apcTBEHHOM TaltHBI M KOHPHUICHIUAIBHOCTH YUPEXKICHUECKON HH(DOPMAITHH.
KondunenunanbHpie JOKyMEHTHI.

29. I'ocymapCTBEHHOE PEryIMPOBAHUE CUCTEMbI OTPAHUYEHUS JOCTYTIA K JIOKYMEHTaM.

30. OpraauzannonHoe ohopMIIEHHE COCTaBa CBEICHHUM, COICPIKAIIINX KOMMEPUECKYIO HITH HHYIO
TaiiHy (UPMBI, MOPSIOK 3aIIUTHI JOCTYNA K KOH(PHUISHIMATHHON HHPOPMALIUH, TTPaBUiIa e
UCTIOJIb30BaHMUS.

31. TpebGoBaHHS K BEJCHUIO JAETIOMPOU3BOJICTBA, 00ECIIEYNBAIOLIETO YUET U COXPAHHOCTD
KOH(HMICHINAIBHBIX U CEKPETHBIX JOKYMEHTOB.

32. [IpumeHeHne CPeICTB BHIYUCIUTEIBHOW U OPraHU3allHOHHON TEXHUKH B JOKYMEHTAIHOHHOM
00eCTeYeHn! yIpaBJICHuUsI.

33. [ToarotoBka u 006pabOTKa JOKYMEHTOB Ha aBTOMAaTU3UPOBAHHBIX Pa0OYHUX MECTAX.

34. TlonsTHe 31eKTPOHHOIO AOKyMeHTa. [IpaBuiia yuera, XxpaHeHus!, aHHYJIMPOBAaHUSA U
UCIOJIb30BaHUS 3JIEKTPOHHBIX IOKYMEHTOB.

35. YcnoBus oOMeHa JOKyMEHTHOM HH(pOpMAIMel Ha DIIEKTPOHHBIX HOCUTENSIX TaHHBIX,
AJIEKTPOHHAS [T0YTA B CUCTEME IOKYMEHTO000pOTA.

36. Opranuzanus CUCTEMaTU3alUul U XPaHEHUs TOKYMEHTOB COTPYTHUKAMH B TIPOLIECCE UX
WCTIOJTHCHMS.

37. TpeboBanus K (HOPMUPOBAHUIO, YUETY U XPAHEHHIO JIE]l B TEKYILIEM JICIONPOU3BOICTBE.

38. LlenTpann30BaHHOE U IELEHTPATUZOBAHHOE XPAaHEHHUE JOKYMEHTOB.

39. OnepaTHBHOE U JIOJITOBPEMEHHOE XpPaHEHHE JOKYMEHTOB.

40. CucremaTu3zanus JOKyMEHTOB, LIUPKYJIUPYIOIIUX B OpraHU3aI|H.

41. HomeHkiaTypa z1ej1, MOpsAJ0K €€ COCTABICHHUSI, COTIIACOBAHUS U YTBEPKICHHUS.

42. ApxusHbiil poun Poccutickoit Deaepanun, ero cOCTaB U CTPYKTYpa.

43. Cucrema rocyJapCTBEHHBIX M BEJOMCTBEHHBIX apXUBOB U UX B3aUMOOTHOLICHHMS.

44. DxcnepTU3a LEHHOCTH JOKYMEHTOB.

45. OcobeHHOCTH OQOPMIICHHUS /1€ B 3aBUCUMOCTH OT CPOKOB UX XpaHEHUSI.

46. Ilonarue «onuch nenay. [lopsimok coctaBneHust 1 0POPMIICHHUS ONHCEH Ha JIeNia MOCTOSHHOTO,
BPEMEHHOT'O CPOKOB XpaHEHUsI, Ha JIeJ1a 10 JINYHOMY COCTAaBY.

47. llopsinok, cpoku 1 opopMIIEHUE TIEpEeTaduu I B apXUB OpTaHU3aIIH.

48. IlonsaTne ciry>k0bI TOKYMEHTAIITMOHHOTO 00€CTIeYeHHS yIIPaBIICHHs, €€ Ha3HAYCHNE M OCHOBHEIE
byHKIUH.

49. Oco0eHHOCTH YIIPABICHYECKUX CTPYKTYP, ONMPEACTSIONINX TOCTPOSHUE H OPTaHU3AIHIO Pa0OTHI
JIEIOTIPOU3BOACTBEHHOM CITYKOBI.

50. MHCTpYKIHS MO TOKYMEHTAIMOHHOMY 00€CIIeUeHHIO YIIPaBJICHUs, €€ COCTaB U CTPYKTypa.



51. CocraB mpuII0’)KEHUI K HHCTPYKIIHH 0 TOKYMEHTAITMOHHOMY OOECTICUCHHUIO YIIPABICHUS JIS
Pa3IUYHBIX OpraHU3aINN.

52. JOJKHOCTHBIE MHCTPYKIIUK PYKOBOJUTENEH U CeKpeTapeit Kak 4acTh €IMHON CUCTEMBI
METOJIMYECKOr0 00ecreueHus 1eI0NPOU3BOICTBA OPraHU3alUH.

53. Tonoxenwuii o cinyx6e JIOY, ero coctaB u CTpyKTypa.

54. Hopmbl BpeMeHHU Ha CO3J]aHKe, CBEPKY, TTOIOOPKY IK3EMIUIIPOB | Jp. pabOTHI 110
JIOKYMEHTAIlMOHHOMY 00ECIICUEeHHUIO OPTaHOB yNPaBICHUS, HOPMUPOBAHUE PAaOOT MO MPOBEIACHUIO
9KCIEPTHU3BI IIEHHOCTH JIOKYMEHTOB, TIOJIIITUBKE /IS U JIPYTUM apXUBHBIM TEXHOJIOTHSIM.

55. 3apyOexHBIH OIBIT OPraHU3aIliy PAIMOHATBLHBIX CUCTEM JOKYMEHTO000pOTA.

56. OnpIT paboTHI C TOKYMEHTAMU B €BPOIIEHCKUX CTPaHAX.

57. MexyHapoaHbIe CTaHAAPTHI HA JIOKYMEHTHI; IeJIONPOU3BOICTBEHHBIE M HH()OPMAaIIMOHHBIE
MPOLIECCHI.

58. BnusiHne 3apy0eKHOTO OTbITa HA PAa3BUTHE POCCUMCKUX JICTONMPON3BOICTBEHHBIX TEXHOJOTHH.

Kpurtepuu oneHuBaHus pe3yibTaTOB 00y4eHHSs

OrieHka Kputepuu orieHUBaHUS 110 YK3aMEHY
Bhicokuit OLEHKY «OTINYHO» 3aCIYKUBACT CTy/CHT, OCBOMBILHI 3HAHUA, yMeHus,
YPOBCHD «5» KOMIICTCHIIMH ¥ TCOPSTHYECKUI MaTepuai 0e3 mpoOeIIOB; BHITIOTHUBIITHIA
(oTmuno) BCE 3aJlaHus, MPEIyCMOTPEHHbIE Y4YeOHBIM IIJJAHOM Ha BBICOKOM
KaueCTBCHHOM YPOBHE; NPAKTHYECKHE HABBIKH MPO(ECCHOHATHLHOTO
MIPUMEHEHHUS OCBOSHHBIX 3HAHUH C(HOPMHPOBAHEI.
Cpennmii OIICHKY «XOpOIIIO» 3aCITy>KHWBAaeT CTYACHT, MPAKTHYECKU TOJIHOCTHIO
YPOBEHB «4» OCBOUBILUY 3HAHUSI, YMEHHU S, KOMIIETEHIIUN U TEOPETUYECKUIN MaTepHal,
(xoporo) y4eOHbIE 3a/JaHHsl HE OIICHEHbl MaKCUMAJIbHBIM YHCJIOM O0ajuioB, B
OCHOBHOM C()OPMHUPOBAJT MPAKTHICCKUE HABBIKH.
[Toporossrii OIICHKY «YJOBJICTBOPUTEIHHO» 3aCly’)KHBA€T CTYACHT, YacTHYHO C
YPOBEHB «3» npobenaMyd  OCBOMBIIWIM  3HAHUS, YMEHHUS, KOMIIETEHIIUH U
(ynoBneTBOpH- TEOPETUYECKHI MaTepuala, MHOTHE Y4eOHble 3amaHus JIMOo He
TEJBHO) BBIIIOJHUJI, JHOO OHHM OLIEHEHbI YHCIOM O0ajloB OJHM3KUM K
MUHUMAJIBHOMY, HEKOTOPBIC TPAKTUYECKHE HABBIKM HE CPOPMUPOBAHBI.
MUHUMAIBHBIA | OIICHKY «HEYJIOBIETBOPUTEIHHOY 3aCTyKUBAET CTYACHT, HE OCBOMBIIIHIA
YPOBEHB «2)» 3HAHUSA, YMEHUS, KOMIIETEHIIMN U TEOPEeTUUYECKUil MaTepuan, ydeOHbIe
(Hey1OBIETBO- 3aJJaHus HE BBIMTOJIHWI, TPAKTUUYECKUE HABBIKK HE CHOPMHUPOBAHBI.
PHUTEINIBHO)

OneHoUHBIE CpencTBA Ui HMHBAJIHIOB W JIMIl C OTPAaHUYEHHBIMH BO3MOKHOCTSIMHU
3/10pOBbsI BHIOUPAIOTCA C YUETOM UX WHAMBUIYATBHBIX ICUXO(PU3MUECKUX 0COOEHHOCTEH.

— IpY He0OXOAMMOCTH HHBAIH/IAM H JIUTIAM C OTPaHUYEHHBIMU BO3MOKHOCTSIMH 37I0POBbSI
IPEOCTABIISAETCS JOMOJHUTENbHOE BpeMs /sl TIOATOTOBKU OTBETA Ha SK3aMEHE;

— TIPH TIPOBENICHUH TPOIICAYPHI OIICHUBAaHUS PE3yJIbTATOB OOYYEHUSI HHBAINIOB U JIHII C
OTPaHUYEHHBIMU BO3MOXHOCTSIMH 3/10pOBBS MPEAyCMAaTPUBAETCS UCIIOIb30BAHUE TEXHHUUYECKUX
CpeACTB, HEOOXOUMBIX UM B CBSI3U C X WHAWBUIYAITBHBIMA OCOOCHHOCTSIMH,

— IpU HEOOXOAUMOCTH JJIs1 00YHarOIUXCs ¢ OTPAHUYEHHBIMU BO3MOKHOCTSIMH 37I0POBbSI
U WHBAIWIOB TIPOIEIypa OICHUBAHUS pPE3YyJIbTaTOB OOYYEHHUS TIO AHCIUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Tporienypa oneHUBaHUsI PE3yJIbTATOB OOYYCHHS WHBAIWIOB M JIUI] C OTPaHUYCHHBIMHU
BO3MOXHOCTSIMH 3JI0POBbsSI 10 JTUCHMIUIMHE (MOJIYJIIO) TPEIyCMaTpPUBAET IPEI0OCTaBICHHE
uHpopManuu B (opMax, aJTaNTUPOBAHHBIX K OTPAaHWUYCHHSIM WX 370POBBS W BOCIPHITHS
uHpOpMaLUu:

JI71st T ¢ HApyIICHUSIMH 3PEHHS:

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

— B (hopMe PIEKTPOHHOTO JIOKYMEHTA.



JUist U1 ¢ HApyIIEHUSIMH CITyXa:

— B mieyaTHoM hopme,

— B (popMe 3IIEKTPOHHOTO IOKYMEHTA.

Jist 11 ¢ HapyIICHUSIMHA OTIOPHO-JIBUTATEIILHOTO amnmapara:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TepeYeHb MOXET OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
oOyyarouuxcsi.

5. IlepeveHnb y4eOHOM JIUTEpaTypbl, HHPOPMALMOHHBIX PECYPCOB H TEXHOJIOTHil

[leuaTHbie n3nanus, BkiatoueHHble B PIT/], orpaxensl B anekTpoHHOM Karajore Hayunoit
oubmorekn KyoI'Y mo ampecy: http://megapro.kubsu.ru/MegaPro/Web u cootBercTByIOT
HOpMaM obecriedeHHOCTH JiuTepaTypoit corinacHo @PI'OC BO 3++.

B mepedeHb BKIIIOUEHBI TOJBKO HEOOXOIUMBIC JJIsi W3Yy4eHUsS ITUCHHUILUTUHBI DBC,
npodeccuoHanpHbie 0a3bl JAaHHBIX, HH(DOPMALMOHHBIC CIPABOYHBIE CHUCTEMBI, PECYPCHI
CBOOOJTHOTO JOCTyIa, COOCTBEHHBIC OJJIEKTPOHHBIE O0pa3oBaTeibHbIE M WH(POPMAIMOHHEIE
pecypcsl KyoI'Y.

5.1 YueOnas qutepatypa:

1) Joponuna, JI. A. Opranuzanusi 1 TEXHOJOTHS JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBICHHUS
y4eOHUK U MpakTUKyM st By3oB / JI. A. Jloponuna, B. C. UputnkoBa. — Mocksa : 31aTenscTBO
IOpaiit, 2021. — 233 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-04568-0. — Texker :
anexTporHbIi // O6pa3zoBarensHas mwiarhopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/468850

2) llysanosa, H. H. Opranu3zamus 1 TEXHOIOTUs JOKYMEHTAIIMOHHOTO 00eCIIeYeHUs yIIPaBICHHUS
yueOHUK U npakTukyM aist By30B / H. H. IllyBanoBa. — 2-e uzn., nepepad. u gon. — Mocksa :
WznatensctBo FOpaiit, 2021. — 265 c¢. — (Bricmiee obpazoBanue). — ISBN 978-5-534-12358-6. —
Texcr : anexTponHbI // OOpazoBaTensHas wiatdopma KOpaiit [caiit]. — URL:
https://urait.ru/bcode/469831

3) Kysuenos, . H. JlokymeHTaronHoe odecnieueHre yrnpasieHus. JJokyMeHToo00poT 1
JIeNIOTIPOU3BO/ICTBO : Y4eOHHK 1 pakTukyM it By3oB / 1. H. Ky3nenos. — 3-e u3z., nepepad. u
nom. — Mocksa : M3natensctBo FOpaiit, 2021. — 461 c. — (Briciuee obpazoBanue). — ISBN 978-
5-534-04275-7. — Texkcr : anexTponHsiii // O6pazoBarenbHas miatdopma KOpaiit [caiit]. — URL:
https://urait.ru/bcode/468462

J1st OCBOCHMST AMCIUTUTMHBI MHBAJIMAAMHE U JIMIIAMU C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbS
UMEIOTCS M3IAHMS B AJIEKTPOHHOM BHUJIE B AJIEKTPOHHO-OMOIMOTEYHBIX CUCTEMAX.

5.2. llepuoauyeckas auTepaTrypa

[lewaTHble eproaMYECcKUe U3MaHMUS BXOAAT B «llepedeHpb meyaTHbIX NepUOANIECKUX N3TaHUH,
xpansmuxcs B ponae Hayunoit 6ubmmorexku Kyol'Y» https://www.kubsu.ru/ru/node/15554, w/unn
AIIEKTPOHHBIE MIEPUOTNYECKUE H3/IaHMsI, C YKa3aHUEeM aJpeca caiTa dJIeKTPOHHOW BEPCUH JKypHaJa,
u3 0a3 JaHHBIX, JOCTYI K KOTOphIM uMeeT KyoI'V:

1. ba3wl nannabix komnanuu «Mct Boroy http://dlib.eastview.com

2. Dnextponnas oudbanoreka GREBENNIKON.RU https://grebennikon.ru/

5.3. UnTepHET-pecypchbl, B TOM YHCJIe COBpeMeHHbIe MpodeccHOHATbHbIE 0a3bl JAHHBIX H
nH(GOPMALMOHHBIE CIIPABOYHbIE CHCTEMBI

yekTpOoHHO-0UOIMoTeuHbIe cucTembl (IBC):

1. OBC «FOPAWT» https://urait.ru/

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

3. OBC «BOOK.ruy https://www.book.ru

4. OBC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonanbubie 0a3bl JAHHBIX:

1. Web of Science (WoS) http://webofscience.com/

2. Scopus http://www.scopus.com/

3. ScienceDirect www.sciencedirect.com



http://megapro.kubsu.ru/MegaPro/Web
https://urait.ru/bcode/469831
https://grebennikon.ru/

4. Kypnanst nznatenbersa Wiley https://onlinelibrary.wiley.com/

5. Hayunast anektponnas 6udnuoreka (HIB) http://www.elibrary.ru/

6. [TonHOTEeKCTOBBIE apXHBBI BEAYIINX 3aMaHbIX HAYYHBIX KypHajIoB Ha Poccuiickoit mnatdopme
Hay4yHBIX )xypHaioB HOMKOH http://archive.neicon.ru

7. HaumonanpHas sneKTpoHHas OubinoTexa (1ocTyn K DJIeKTPOHHOM OMOIMOTeKe TuccepTanuil
Poccuiickoii rocyaapcrBennoi oudmnorexu (PI'B) https://rusneb.ru/

8. Ilpesnnentckas onbnmoreka uMm. b.H. Ensrinna https://www.prlib.ru/

9. Dnekrponnas koywieknus Okchopackoro Poccuiickoro ®onma
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. "Jlekropuym TB" http://www.lektorium.tv/

18. YHuBepcurerckas uapopmannonsas cucrema POCCHS http://uisrussia.msu.ru
HNudopmannonHbie CIPaBOYHbIE CHCTEMBI:

1. Koncynprant Ilitoc - cripaBoyHast mpaBoBasi CUCTEMA (JIOCTYII IO JIOKAJIbHON CETH C
KOMIBIOTEPOB OMOIHOTEKN)

Pecypchl cBOOOAHOTIO 10CTYIIA:

1. AMepukaHcKas laTeHTHas 6as3a panubix http://www.uspto.gov/patft/

2. Tlonuble TEKCTHI KaHAACKKMX auccepTamii hitp://www.nlc-bnc.ca/thesescanada/

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

4. MuHHMCTEpCTBO HAyKHU U BhIcIIero oopa3oBanus Poccuiickoit @eneparuu
https://www.minobrnauki.gov.ru/;

5. ®enepanbublii nopran "Poccuiickoe odpazoBanue” http://www.edu.ru/;

6. Undopmannonnas cuctema "Exqunoe okHO 1ocTyna kK 00pa3oBaTeIbHBIM pecypcam”
http://window.edu.ru/;

7. Emunas xomexnus nupoBbix o0pasoBaTebHbIX pecypcos http://school-collection.edu.ru/ .

8. denepanbHBIN 1IEHTP MHPOpPMAIIMOHHO-00pa3oBarenbHbIX pecypcos (http:/fcior.edu.ru/);

9. IIpoext ['ocymapcTBeHHOr0 MHCTUTYTA pyccKoro s3bika uMeHu A.C. Ilymkuna "Obpa3oBanue Ha
pycckom" https://pushkininstitute.ru/;

10. CrpaBouHO-nH(pOpMannoHHbIN nopTan "Pycckuii sa3b1k" http://gramota.ru/;

11. Cyx0a TeMaTH4eCKUX TOJKOBBIX ciioBapei http:// www.glossary.ru/;

12. CnoBapu u sH1uknonenuu http://dic.academic.ru/;

13. O6pazoBarensHbIi nopran "Yuebda" http://www.ucheba.com/;

14. 3akonomnpoexT "O6 o6pazoBanuu B Poccuiickoii denepanun'". Borpocs! u otBets http://xn--273-
-84d1f.xn--plai/voprosy_i_otvety

Co0OcTBeHHbIE 3J1eKTPOHHBbIE 00pa3oBaTe/IbHbIe H HH(popManuOHHbIe pecypchl KyoI'y:

1. Cpena MmoayssHOro quHamMudeckoro odyuenus http://moodle.kubsu.ru

2. baza yueOHBIX MIIaHOB, Y4€OHO-METOUYECKUX KOMILJICKCOB, IyOIUKAIMA 1 KOH(PEPEHIHA
http://mschool.kubsu.ru/

3. bubnuoreka nHPOPMAIMOHHBIX pecypcoB Kadeapsl HHPOPMAITMOHHBIX 00pa30BaTEIbHBIX
texHonorui http://mschool.kubsu.ru;

4. DnektpoHHsIi apxuB nokymentos KyoI'V http://docspace.kubsu.ru/

5. DnekTpoHHBIE 00pa3oBaTelIbHbIC pecypchl Kadeapbl HHOOPMAIIMOHHBIX CUCTEM W TEXHOJIOTHH B
obOpazoBanun  Kyol'Y u  nHayuHo-meroguueckoro kypHaiza "ILHKOJIBHBIE T'OAbI"
http://icdau.kubsu.ru/



http://icdau.kubsu.ru/

6. MeToguueckue yKazaHus 1J1s1 00y4arOUIUXCS M0 0CBOEHU IO TUCUMUIIJIMHBI (MO1YJIf1)

OcBoeHre AUCUUILTUHBI IPEeyCMaTPUBAET MPOCITYIIUBAHNE JIGKIIUI U BBITTOJHEHNE 331aHUH
Ha NMPAKTHYECKHX 3aHITUAX.

Jist TIIyOOKOT0 M3yYeHHsl JUCIUIUINHBI HACTOSTEIBHO PEKOMEHTy€ETCS:

— CHCTEMaTHYECKU TOTOBUTHCS K MPAKTUYECKUM 3aHATUSAM 110 YI€OHBIM ITOCOOHSM, HAyUHBIM
CTaThsM B XypHajlax MpoQecCHOHATBHON TEMaTHKH, a TAaK)Ke MCIOIb30BaTh O(PHUIIMAIEHBIE PECYPCHI
Hay4yHOU nHpopMaiuu B cetu MHTEepHeT;

— CBOEBPEMEHHO BBIMOIHATEH IPAKTUUYECKUE 3a/IaHus B pedepar.

CamocrosiTenbHas paboTa CTyA€HTa - OJUH M3 BAXHEHWIIMX JTaloB B IOATOTOBKE
crienanuctoB. OHa MPHOOIIAET CTYJACHTOB K HCCIEAOBATENIbCKOW paboTe, 00OramaeTr ONbITOM H
3HaHUAMMU, HCO6XOILI/IMBIMI/I JJIA ﬂaHbHeﬁmeFO X CTAHOBJICHHA KaK CICHUAIMCTOB, IMPHUBUBACT
HaBBIKU PA0OTHI C TUTEPATYPOH, CTATHCTUIECKUMH JaHHBIMH.

Ilenp camocTosTenbHON pabOTHI - CHCTEMaTH3alMs, 3aKpelyIeHHe W PacIIMpEeHue
TEOPETUYECKUX M MPAKTUYECKUX 3HAHUH C HCHOJIH30BAHHEM COBPEMEHHBIX HH()OPMAIMOHHBIX
TEXHOJIOTHA M JIUTEPATYPHBIX HMCTOYHHMKOB. JJii pa3BUTHS HAaBBIKOB CAMOCTOSTEIHLHOW pabOThI
CTYZCHTaMH BBITIOJHAIOTCS: — pedepat, CBI3aHHBIN C aHATM30M COBPEMEHHBIX TEHICHIIUN B 00JIACTH
JIEJIONPOU3BOICTBA B COLMATIBLHOM cdepe;

— 3a/laHusl, CBA3aHHBIE C 0030POM COBPEMEHHOTO PhIHKA CHEIHATU3UPOBAHHBIX CIIPABOYHBIX
CUCTEM U CHUCTEM DJIEKTPOHHOTO JTOKYMEHTO000pOTa;

— JIOMAIlIHUE 3aJ]aHus 10 NMOUCKY B MHTepHeTe MH(pOpMaIMyU Ha ONpEETICHHYI0 Hay4YHYIO
TeMy.

Pedepar roTroBUTCS CTYyIEHTOM CaMOCTOSITENBHO, B HEM OOOOINAIOTCS TEOPETUYECKUE
MaTepHajbl 10 UCCIEAYeMOil TeMe C MCIOJIb30BAaHHEM MAaTepUalIOB U3 CIICHUATBLHON JINTEpaTyphl,
HOPMAaTHUBHO-TIPABOBBIX JOKYMEHTOB, CTAaHIAPTU3UPYIOIIUX paccMaTpuBaemylo cdepy. B pedepate
JOJDKEH MPUCYTCTBOBATh COOCTBEHHBIM aHAIN3 U KPUTUYECKUN MOJXOJ K PEIICHHIO MPOOJIEMBbI 1O
BBIODAaHHOW TEME HCCIICAOBAHMSA, MOJKPEIUICHHBIH CTATUCTHYECKHMMH ITAHHBIMH U aKTyallbHBIMH
IpUMepaMu U3 JesITeIbHOCTH OpraHU3aluii COIMaIbHOM chepbl.

O6yquHe CTYACHTOB C OI'paHUYCHHBIMU BO3MOXXHOCTAMU OPraHU3y€TCd B COOTBETCTBUU C
TpeboBaHUAME «METOIMYECKIX PEKOMEHIAINHA 110 OpraHU3alMi 00pa30BaTEIBHOTO TpoIecca Il
O6yLICHI/I$I WHBAJIWAOB W JIUMI] C OI'paHMYCHHBIMH BO3MOXHOCTAMU 310POBbA B O6pa3OBaTCJIBHI)IX
OpraHU3aIMX BBICIIEr0 MPo(hecCHOHAIBFHOTO 00pa3oBaHus» OT «8» ampens 2014 .

B ocBoeHMM IUCHMIUIMHBI WHBAJIHIAMH W JHUIAMH C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMHU
3I0pOBbsSl  OOJIBIIOEC 3HAYCHHWE KMEET HHIUBHIyaldbHas ydeOHas pabora (KOHCYIbTALlMH) —
JIOTIOJTHUTENIBHOE Pa3bsICHEHHE y4eOHOro MaTepHara.

WunuBuayaneHple  KOHCYJbTAlMM IO  TPEAMETY  SBIAIOTCA  BaXHBIM  (pakTopom,
CHOCOOCTBYIONIMM HMHIMBHyaJH3allMd OOYYEeHUS W YCTAHOBJICHHUIO BOCIHMTATEIHLHOIO KOHTAKTa
MCXKAY HOpernoAaBaTeiicM U O6yan-OHII/IMC$I HWHBAJIWJIOM WK JIMIIOM C OrpaHUYCHHBIMU
BO3MOXXHOCTAMHU 310POBbA.



7. MaTepuajbHO-TEXHUYECKOe oDecrieyeHne 1o JUCHUIIHHE (MOIYJTI0)

I[To Bcem BuaaM y4yeOHOW MAEATENBHOCTH B paMKax TUCIMILIMHBI HCIOJIb3YIOTCS
ayJIMTOpUH, KaOMHETHI U JIA0OpATOPUH, OCHAIIEHHBIC HEOOXOJUMBIM CHEIUAIN3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAHUEM.

HanmenoBanue crieranbHbIX | OCHAIIEHHOCTh crienuanbHbIX | [lepedeHs
MOMEIICHUI MOMEIICHUI JIMIEH3UOHHOTO
HPOrPaMMHOTO
o0ecnieyeHust
VueOHbIe ayJIUTOPUHU st | Me6Genb: yueOHas mebenb Microsoft ~ Office:
NPOBEACHUS 3aHATHH JIEKIIMOHHOTO | TeXHUYECKUE CPeICTBA O0yUCHHUS: Word; Excel,
THIIA JKpaH, IPOEKTOP, KOMITBIOTED PowerPoint.
VueOHbIe ayJIUTOPUHN st | Me6Gernb: yueOHas mebenb Microsoft ~ Office:
MPOBEACHUS 3aHATHH CEMHHAPCKOro | TeXHUYECKUe CpeCTBa O0yUCHUS: Word; Excel;
THIA, TPYIIOBBIX U | 3KpaH, IPOEKTOP, KOMIIBIOTED PowerPoint.
WHIVBHIYaIbHBIX  KOHCYJbTaluid, | O0opynoBaHue:
TEKYILETO KOHTPOJIS u
MPOMEKYTOUHOM aTTeCTAllUU
VueOHbIe ayIUTOpUH st | Me6Gerb: ydeOHas medenb Microsoft ~ Office:
MIPOBEICHISI IPAKTHUECKUX 3aHATAN. | TeXHWYEeCKHe CpeliCTBA O0YICHHUS: Word; Excel;
SKpaH, IPOEKTOP, KOMIIBIOTEP PowerPoint.
O6opynoBaHue:

Jlis  caMmocToATenbHOW  paboThl  OOy4aroUIMXcs  MPEAYCMOTPEHBI  MOMEIICHHUS,
YKOMILJIEKTOBAHHBIC CIEIMATN3UPOBAHHON MeOEbl0, OCHAIIICHHBIE KOMITBIOTEPHON TEXHUKOM C
BO3MOXXHOCTBIO MOJKIIOUECHUS K ceTu «HTepHEeT» U oOecrneueHueM JI0CTyIa B AJIEKTPOHHYIO
UH(OPMALMOHHO-00Pa30BATENBHYIO Cpe/ly YHUBEPCHUTETA.

HanmenoBanue OcHaIIIEHHOCTH IIOMEIIEHNN IS CAMOCTOSTEIbHON [Tepeuenn
MTOMETIEHUH JIs paboThI 00yUaAOITIXCS JUTICH3NOHHOTO
CaMOCTOSITEIbHOM MPOrPaMMHOIO
paboThl O0YUAIOIMXCS obecreueHus
ITomemenue st | MeGenb: yueOHas mebeb Microsoft Office:
CaMOCTOSITeTHHON Kommurekt CHeTMaT3upOBaHHON mebenu: | Word,; Excel;
paboThI 0OYYAIOIIMXCS | KOMITBIOTEPHBIE CTOJIBI PowerPoint.
(4nTaNBHBIHN 3an | ObopynoBaHue: KOMIIBIOTEPHAsI TEXHUKA c
HayuHoii OM0IMOTEKHN) | MTOAKITIOYEHHEM K nH(OPMAITMOHHO-
KOMMYHUKaIlMOHHON ceTu «WHTEepHEeT» W JOCTYNOM B
3JIEKTPOHHYIO uH(pOPMAIIMOHHO-00pa30BaTEIbHYIO

cpeny 0Opa3oBaTelIbHONM OpraHu3aluK, BeO-Kamephl,
KOMMYHHKAIMOHHOE 000pyI0BaHHE, 00ECIeUNBAIOIICe
JOCTYyIl K CE€TU HHTCPHET (HpOBOI{Hoe COCINHCHUE U
OecrpoBojiHOE coemHenue 1o texHosoruu Wi-Fi)

[Nomemenue st | MebGenb: yueOHast MmeOenb Microsoft Office:
CaMOCTOSATEIBHOU Kommuiext CIEeNHATH3NPOBAHHON mebenu: | Word; Excel;
paboThl 0OYYAIOIIMXCS | KOMITBIOTEPHBIE CTOJIBI PowerPoint.
(ayn. 413) ObopynoBanue: KOMIIbIOTEpHAs TEXHHKA c
MOIKITFOYEHUEM K nH(GOPMAITUOHHO-
KOMMYHUKAIIMOHHON ceTu «WHTepHET» W JOCTYIIOM B
3IIEKTPOHHYIO nHPOPMAIIMOHHO-00pa30BaTEIHHYIO

cpeny o0Opa3oBaTeIbHOW OpraHu3alnuy, BeO-KaMephl,
KOMMYHHKAIIMOHHOE 000py/I0BaHKHEe, 00eCIeUnBaroliee
JIOCTYII K CETH WHTEpHET (MPOBOJHOE COCAMHECHHE H
OecrpoBojiHOE coemHenue 1o texHosoruu Wi-Fi)




