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[Iporpammy cocraBua:

[Iporpammy cocTaBuiu:
Tonuka Mapuna BsiuecimaBoBHa,

£
JOIEHT KadeIphl, /W;;zw,g_
KaHIUJAT UCTOP. HAYK, TOIEHT

Pabouas mporpamMMa quCIUTIIIMHBI YTBEPK/ICHA HA 3acenanuu kadeapsl o0Iero,
CTpaTernuecKoro, HHPOPMAITMOHHOTO MEHEKMEHTA U OM3HEC-TIPOIIECCOB
npotokost Ne 06 ot 11 anpensa 2023 r.

H. o. 3aBenyromiero kadeapoit oO1ero, CTpaTreruueckoro, <
UHGOPMAIMOHHOTO MEHEIKMEHTa 1 OM3HEC-TIPOIECCOB, LK letes-
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1 Henu v 3axa4u U3yYeHUs TUCHUILIHHBI (MOIYJISA)

1.1 Iles1b 0CBOEHHA TUCHUIIUHBI
- YCBOUTDH 3HAHHA OCHOB JOKYMCHTALIMOHHOI'O O6€CH€‘-I€HI/I}I CO].IHaJ’IBHOﬁ pa6OTI>I H yIIPpaBJICHHA,
KaJIpOBOM CITYy>KOBI, TEXHOJIOTHH pabOTHI C 3JEKTPOHHBIM JIOKYMEHTOOOOPOTOM M MPUOOPECTH
HaBBbIKM COCTaBJICHUA WU O(bOpMJIeHI/IH OpTraHu3aluOHHO-PACIIOPAAUTCIIBHBIX JOKYMCHTOB,
OpraHu3aIuy TOKYMEHTOO00O0pOTa.

1.2 3agauy JUCHUILINHEI
- U3y4YUTh OOIIME TMpaBWJIa OPraHU3AIUN PAOOTHI C JOKYMEHTAMH M WX XpaHCHHs Ha OCHOBE
COBPEMEHHON HOPMAaTHBHO-METOMYECKOM 0a3bl;
- YCBOUTDH MPUHIHUIBI U TEHICHIIMHA PA3BUTHUS TOKYMEHTAIIMOHHOT'O OOECTICUCHHsI YIIPABICHUS B
COIMATbHOM padoTe;
-IpUOOPECTH M 3aKPEMUTh MPAKTUYECKHE HABBIKHM pPa0OThI C JOKYMEHTAMH COIUATBHON
HaIpaBJICHHOCTH.

1.3 MecTo aucuuminHbl (MOAYJsl) B CTPYKTYpe 00pa3oBaTeibHO MPOrpaMmmMbl
JucuuruimHa «J1enonpon3BoACTBO B COLMAIIBHONW PabOTe» OTHOCHUTCS K 00s3aTeIbHON
yactu brnoka 1 "lucuumnunel (Mogynu)" yueOHOTO IJIaHa.

1.4 IlepedyeHb NMJIAHMPYeMbIX Pe3yJbTAaTOB O0y4YeHHsl IO AMCHMILIMHE (MOIYJIO0),
COOTHECEHHBIX ¢ IJIAHUPYEMbIMHU Pe3y/1bTaTaMH OCBOCHHS 00pa30BaTe/IbHON NPOrpaMMbl

N3ydyenne naHHOW ydeOHOW AMCHMIUIMHBI HANpaBiIeHO Ha (OPMHUPOBAHHE y OOyUarONIMXCS
YHUBEPCAJIBHBIX U 00IIENPOPECCHOHATBHBIX KOMITETECHIIHIA:

Kox v HanmeHOBaHME HHANKATOpA PesynbraTel 00y4eHus IO TUCIUTIIIIHE
JIOCTIKEHUS] KOMIICTCHITUH

YK-4 CrniocobeH oCyIIecTBIATh JEI0BYI0 KOMMYHHUKAIMIO B YCTHOM M MUCbMEHHON (popMax Ha rocyJapCTBEHHOM
a3bike Poccuiickoit denepanvu 1 HHOCTPAHHOM SI3bIKE

NYK — 4.1 CobGmopaer HOpMBI ¥ | 3HAET NPEIMET, COJEpKaHUE M 33a7a4yM AEIONPOU3BOJCTBA B COLUAILHOM
TpeOOBaHuUs K YCTHOW U MIMCbMEHHO | cdepe; MecTo u pojb TOKYMEHTOB B YIPABICHUH COLMAILHOM cdepoil Ha
JIETIOBOH KOMMYHHKAILIUH, TPHHATHIE | COBPEMEHHOM JTare; HOPMAaTHBHO-METOIMIECKYIO 6azy
B CTpaHe (ax) W3y4aeMoro sS3bIKa JIOKyMEHTAIIMOHHOTO 00eCTICUeHHSI YIIPABICHUS

YMeeT OCyWmIEeCTBIISITH XpPaHEHHE W TOHCK JOKYMECHTOB; IPAaBHIBHO
KIacCu(pUOUpoBaTh  HMHPOPMAIHIO, JOKYMEHTHl B  OpTraHH3aILlUM;
UCTIONb30BaTh TEOPETHUYECKNE 3HAHUS U COCTABICHHS U O(OPMIICHUS
JOKYMEHTOB B OpTraHM3aINH

Bnaneer HaBblkamMm pa0OTBI C JOKyMEHTaMH (TIOJIydeHHE, Iepenaya,
00paboTKa, y4eT, perucrpauus, KOHTpPOJIb, XpaHEHUE, CUCTEMaTH3alus,
MOATOTOBKA JIOKYMEHTOB JUIS C/Ia4d B aPXMB, X YHUUTOXKCHHUE)

NyK - 4.3. Bribupaer | 3Haer TeopeTHyeckue ¥ MHPOPMAIMOHHBIE OCHOBBI JIOKYMEHTAIMOHHOTO
KOMMYHHKAaTHBHO npuemiieMble | oOecrieueHHsl yNpaBieHUs B COLHMANBHOW cdepe; TpeOOBaHMS K TEKCTY
CTWJIb U CPECTBA B3aMMOJCHUCTBHS B | CIY)KEOHBIX JOKYMCHTOB

OOLIEHNH C IeJIOBBIMU NTApTHEpaMH. | VMeer B3aUMO/JICHCTBOBATH c KOJIJIeraMu 1o BOIIpOCaM

JIeJIONPOU3BOJICTBA, COOJIIOAATh OTHYECKHE HOPMBI MOBEACHHS B
npodeccroHaILHOM cpeze

Bnaneer HaBbIkamMu pabOTHI ¢ BXOASIIMMH M HCXOASIINMH JTOKYMEHTaMHU,
HOMCKA U PETHCTPALMU JOKYMEHTOB

NYK - 4.4 Benmer genoBywoo | 3HaeT nmpaBuiia paOOThI, METOJBI U TEXHUYECKUE CPEICTBA OPTaHN3AINH
NEePEnuCcKy M HCIOJB3YeT IHAJIOr | paboThHI ¢ JOKyMEHTaMH; cenn(uky GopM AeI0BOro OOIIeHNS, TpaBIiia

1A COTPYAHUYECCTBA B COIMaTBHON u (bopM])I JIEJIOBOM MIEPENUCKU
1 ipodecCHOHaTBHON cdepax

VYwmeer OCYHICCTBJIATL MUCbMCHHYIO U YCTHYIO ACJIOBYHO KOMMYHHUKAIHUIO,
B T.4. C MICNIOJIb30BAHUCM COBPCMCHHBIX I/IH(l)OpMaIII/IOHHI)IX TEXHOJIOTUI

BnaueeT HaBbIKaMH COCTAaBJICHUSI KOPPCCHOHACHINHU, PACIIOPAAUTCIIbHBIX
u JIMYHBIX JAOKYMCHTOB B COOTBCTCTBUU C Tpe60BaHI/IHMI/I
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Kox n HanmeHOBaHME HHANKATOpA Pe3ynbraTel 00y4eHus IO TUCIUTIIIHE
JTOCTI)KEHUS] KOMIIETCHITUH

ZlOKyMeHTOO60p0Ta, HCIIOJIb30BaHUA yHI/I(l)I/IIII/IpOBaHHI)IX CUCTCM
JOKYMCHTAallUU

OIIK-3 CriocoGeH cocTaBisiTh 1 0(OPMIIATH OTYETHI IO Pe3yJibTaTaM NMpogecCHOHATIbHOM NEsITEILHOCTH B chepe
COLMaIbHON paboThl

HOIIK- 3.1 CucremaTtusupyer 3HaeT TpeOOBaHMs K TEKCTYy OTYETHBIX JAOKYMEHTOB; COCTaB W IpaBHJa
pe3ynbTaThl TPo(heCCHOHAIBHOM oopmIIeHHSsI pEKBU3UTOB OTUETHBIX JTOKYMEHTOB

JeATeIbHOCTH B chepe colMalibHOR | YMeeT cocTaBisTh U 0OPMIISTh PA3IHYHbIe BHIbI JOKYMEHTOB

paboTsI B pOpME OTHETOB. Bnaneer  HaBbIKAMH ~ COCTaBICHHS  OTYETOB 110  pe3ysbTaTaM

npodeccnoHabHOW  JesATENbHOCTH B cepe conuanpbHOW paboTHl B
COOTBETCTBHHM C HOPMATHBHBIMH TPEOOBAaHHSIMH U C HCIOJIb30BAHUEM
COBPEMEHHBIX CHCTEM DJICKTPOHHOTO JOKYMEHT0000pOTa

HNOIIK - 3.2. IlpencraBiser | 3HaeT OCHOBHbIE TpeOOBaHHA K OQGOPMIICHHIO  YIPaBICHUYESCKHUX
pe3yIabpTaTHI Hay4IHOH U | JTOKYMEHTOB

NPaKTUYECKON  HEATENBHOCTH B | YMeeT Ha HAydHOW OCHOBE OPraHU30BBIBAThH CBOM TPV

(opMe myONMUHBIX BBICTYIUICHHH | BrageerT HaBbIKAMH paboOTHI C HAYYHOM JHMTEpPAaTypoH, HOPMATHBHBIMH
W/UK myOnuKaui. aKTaMHd, CTaHJapTaMH{; CIIOCOOHOCTBIO IOWCKAa HHQPOpPMAIUH IS
COCTABJICHUS] OTYETOB IO Pe3ybTaTaM NPO(PECCHOHATBHON NEATSILHOCTH
B chepe ConuanbHON paboThI

IIK-2 Cnocoben k IJIaHUPOBAHUIO IO MPCAOCTABJICHUIO COLUHAJIBHBIX YCIYT, COIUAJIbBHOTO CONPOBOXKACHUS, MCD
COHHaHLHOﬁ NOAACPIKKUA U I‘OC}’L[apCTBeHHOfI COIII/IEU'II)HOI71 oMo, a TaKXe HpO(l)I/IHaKTI/IKe O6CTO$ITCJ'II)CTB,
06yCJ'IOBJ'H/IBaIOIIII/IX HYXXIaCMOCTb B COITMAJIbBHOM 06C.Hy)KI/IBaHI/II/I

UIIK-2.2. Odopmisier 3Haer mnpaBwiaa OQOpMIIEHHS JOKYMEHTAllMM, HEOOXOAMMOW  JuIs
JIOKYMEHTALUIO, IPEJOCTABJICHHS MEP COLUAIIBHON 3aIUTBI
HEOOXOAUMYIO JUISl IPEOCTABICHU | YMeeT 0OPMIATh JOKYMEHTALMIO, HEOOXOIMMYIO ISl IPEAOCTaBICHHS
Mep COLMAIbHON 3aIIUTHI. Mep COLMAIbHON 3aIHUTBI
Brnaneer HaBbIkamMu OQOPMIEHHS NOKyMEHTAIlMH, HEOOXOOUMOW it
MPEIOCTABICHUS MEP COLMATbHON 3aIHUTHI

Pesynbrarel 00y4eHHs] TIO AMCHMILIMHE JAOCTUTAIOTCS B paMKax OCYIIECTBICHUS BCEX
BHUJIOB KOHTAaKTHOW HW CaMOCTOATEIBbHOH pa0OThl 0O0yYaromuxcsi B COOTBETCTBHH C
YTBEPKJACHHBIM YIEOHBIM TIIAHOM.

2. CTpyKTypa M coJep:KaHue JUCHUNIIMHBI

2.1 PacnipeaesieHre TPYA0EMKOCTH AUCHHUILIMHBI IO BHAaM padoT

OO6mast Tpymo€MKOCTh JMCIUIUIMHBI cocTaBimser 3 3ad. en. (108 wacom), wux
pacnpeneleHre o BuiaM padoT MPeICTaBICHO B TabIuUIe

Bun yuebnoi paboThl Bcero CemecTtphbl
4acoB (gacsl)
3 Kypc 4 xypc
KonTakTHas padora, B TOM 4ncie:
AyauTOpHbBIE 3aHATHS (BCEro):
3aHgaTHs JIEKIIUOHHOIO TUIIA 4 4 -
JlaGopaTopHble 3aHITHS - - -
3aHATHSI CEMUHAPCKOTO TUIA (CEMUHAPBI, 6 4 )
MIPAKTUYECKUE 3aHSATHS)
WNnas koHTaKkTHasA padora:
KonTtpoisb camocrositenbHOM padotsl (KCP) 3,8 3,8
IIpomesxyrounas arrectanus (MKP) 0,2 0,2
CamocrosiTeJibHasi padoTa, B TOM YHCJIe: 94 28 66
ITpopaboTka yyeOHOro (TEOpETHIECKOro) MaTepHraia 64 8 56
BrinonHenne MHAMBUAYATbHBIX 3aJaHUH (TTOATOTOBKA 20 20 i
COOOIIECHU)




Pedepar 10 - 10

[ToaroroBka K TeKylemMy KOHTPOJIIO -

KonTpoan:

ITogroroBka K 3K3amMeHy -

Oo0mast Tpy10eMKOCTh qac. 108 36 g2
B TOM YHCJIe KOHTAKTHAs 10,2 8 22
padora
3a4. e 3 1 2

2.2 CTpyKTYypa QM CHUTINHBI
Pacrnipenenenrie Bu10B yueOHOM paOOThHI M UX TPYIOEMKOCTH IO pa3/ieiaM JUCITUTUINHBI.
Pazgensl (TemMbl) AUCIUTUTHHBL, U3y4aeMble B 7 ceMecTpe (ouHas (popma)

KomnaecTBo yacon

AynuTtopHast preayur
Ne HaumenoBanue pasnenos (Tem) OpHas
Bceero pabora pabora
J | 113 JP | CPC
1 2 3 4 5 6 7

PA3JIEJI I OcobeHHOCTH JOKYMEHTAIMOHHOTO
YIPABJICHUS B COIIMAIBHOM paboTe

OcHoBHBIE TIOHATHS JEIONPOU3BOCTBA. Pa3BuTHe
1. |mpencraBieHu 0 JOKyMEHTE. JJOKyMEHT B 10 | 2 2 - 6
COIMaNLHOM paboTe.

3aKOHOAATETFHOE U HOPMATHBHO-METOIUIECKOE
2.  |perynmmpoBaHHE JOKYMEHTAIIMOHHOTO 00€CTICUeHUS 16 | 2 2 - 12
yIpaBICHUS B OPTaHU3AIMIX COIMATBLHOU C(hephl.
PA3JIEJI 1T Opranuzaius JOKyMEHTOOOOpOTa B
colmanpHOM chepe

CoBpeMeHHbBIE TPeOOBaHUS K COCTaBY U 0(hOPMIICHHUIO

3. 14 | - 2 - 12
JIOKYMEHTOB.
OCHOBBI JOKYMEHTO0O0POTA: TPUHIIUIIBI

4.  |opranuzanuy, cnenuduka J0KyMeHTo000poTa B 26 | - - - 26
COIMAILHOM padoTe.

5 Opranuzanus XpaHeHus JOKYMEHTOB B o | i i 24
JIEJIONPOU3BOJICTBE.

6 CoBpeMeHHbBIE HHPOPMAITMOHHBIE TEXHOJIOTUU B 4| - i i 14

’ JIETIOTIPOM3BOJICTBE COIMAITBLHON pabOTHI.

UTOI'O no pazdenam oucyuniunsl 104 | 4 6 94
KonTpons camocrositensHol pabotsl (KCP) 3,8
[Tpomexxyrounas arrecramus (MKP) 0,2
[ToaroTroBKa K TeKyIiemMy KOHTPOIIO
OO6m1ast TpyA0€MKOCTh O TUCIUTIIINHE 108

[Mpumeuanue: JI — nexuun, 113 — npaktudeckue 3ansaTus / cemunapsl, JIP — maGopaTtopHble
sarsaTus, CPC — camocrositennpHas paboTa CTyIeHTa


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 Conep:xanue pa3esioB (TeM) AU CHUNINHbBI
2.3.1 3aHuaTHA JeKINOHHOI0 THIIA

ComMaIbHON padoTe.

MpEJCTaBICHU O JOKyMeHTe. Ponb JOKyMeHTa B
KU3HU YeloBeKa W oOmiecTBa. BiusHue HaydHO-
TEXHUYECKOTO MPOTpecca Ha pa3BUTHE JOKYMEHTA.

CaoiicTBa u MIpU3HAKU JOKyMEHTA.
JIoKyMEeHTaIlMOHHOE 00ECTICUCHHE YIPABICHHUS KaK
Ba)XKHEUIIasg (QYHKIMS YIPABICHUS, €€ MECTO CpelIu
IPYTUX yhpaBlieHYecknX GQYHKIUA. B3aumocBs3b
CUCTCEMBI praB.HeHI/I}I B IeJaoM n CUCTCMBbI
yOpaBJICHUS JTOKYMEHTAMU. 3HAYCHUE JOKYMEHTOB
JUIsL pealu3alMyd  YIPABJICHYECKUX pPELICHUM B
COIMAIbHON padoTe.

dopma
Haumenosanue
Ne Conepxanue paszena (Tembl) TEKYIIETO
pasnena (Tembl)
KOHTPOJIS
1 2 3 4
1. |OcHOBHBIE TOHATHUSA IIpenmer, conepxkanue, 3anaun kypca. [lonstua| KoHcnekt
JEIONPOU3BOJICTBA.  |«HH(POPMAITUS u «TOKYMEHT, JIEKIIHH,
PasBurtue «TOKyMEHTallMOHHOE  OOecrevyeHne  yIpaBIeHUs | IKCIPECC-OMpoc
MPEJCTABICHUI O (TOY)». DBOJIIOIUS TEPMUHOJIOTUH B
JOKYMEHTE. OTEYECTBEHHOM M 3apy0eXHOM 3aKOHOJIATENIbCTBE.
JIOKyMEHT B TepmuHOIOrMUECKHE CTaHapThI. Passurtue

2. |3aKOHOAATEIBHOE U CrpykTypa 3akoHOJATelbHOM M HopMmaTuBHOW| KoHcHekT
HOPMAaTHBHO- 6a3b1 JIOY: Koncrturynus P®, Koncturynmonusie JIEKIWH,
METOINYECKOE 3akonbl, PenepanbHble 3aKOHBI, akThl [Ipe3suaeHTalsxcrpecc-onpoc
peryJnpoBaHue PO, MMOCTAHOBJICHUSA [IpaBuTenscTBa PO,
JOKYMEHTAI[MOHHOT'O [BEJOMCTBEHHBIE AaKThl, 3aTParvBaloOINE BOIPOCHI
o0ecrnieuyeHus JIeJIONPOU3BOICTBA.
yIpaBJICHUS B HopmarusHo-meroguueckue aktel 1o JIOVY:

OpraHu3alusIxX WHCTPYKLMHU, TpaBuja, MEPeYHU JIOKYMEHTOB CO

colManbHOU cephl. [CpoKaMu XpaHeHus u aAp. Mx 3HaueHue mns
MOCTAHOBKM JICJIONPOM3BOICTBA B OpraHU3aluu
COIMAJIBHOM C(EpBI.

3. |CoBpeMeHHBIE O0630p OCHOBHBIX HOPMATHBHBIX JOKYMEHTOB.| KoHcmekT
TpeOoBaHUS K I'OCT P 7.0.97-2016 «Cucrema cTaHZapTOB IO JICKITHH,
COCTaBy U nHpopManuu, OMOIMOTEYHOMY H H3JATEIHCKOMY|3KCIIPECC-OMPOC
oopmienuro Jeny. OpranuzanroHHO-PACIIOPSIUTENbHAS
JIOKYMEHTOB. JOKYMEHTAIUS».

TpeboBanust K O(OPMICHHIO JOKYMEHTOB.
bnanku poxkymeHTOB, odopmieHHE PEKBU3UTOB
JIOKYMEHTOB, O(OpMJICHHE OTIEIBHBIX BHIOB
JOKYMEHTOB M COCTaBe JOKyMeHTOB. Ilonsartue
«pekBu3uTY. lloHsATHE «hopMysipa JTOKYMEHTa.
Ponr Onmanka B cTpykType mokymeHnta. CocraB
OnmaHKa, TOPSAOK PACHOJOKECHUS PEKBU3HTOB B
OJ1aHKe.

4. |OcHoBBI JIoKyMeHTO000POT KaK spdextuBHblii|  KoHcmekt
JOKYMEHTO00O0pOTa: |[HHCTPYMEHT ONTUMHU3ALNU yIpaBICHYECKUX JIEKLUH,
TIPUHIIUTIBI pemieHnid. OneHka COBPEMEHHOIO  COCTOSIHMSI| 9KCIIPECC-0IPOC
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OpraHu3aIui,
cnenupuka
JIOKYMEHTO000pOTa B
COILIMANBHOMN paboTe.

JTOKYMEHTAIMOHHOTO OOECTICUCHHSI YIPABJICHUS B
conuanbHOM cepe.

Crpyktypa ®  of0mas  XapaKTepHCTHKa
JOKYMEHTOIIOTOKOB B JIOKyMeHToobOopoTe. [IpaBua
OpraHu3aIH TIBYDKECHUS JTOKYMEHTOB B
opraHu3anuvu. OcHOBHEBIE IIOHATHA, Tpe6OBaHI/I}I K
OpraHu3alry  JOKYMEHTOO0OpOTa; OCOOCHHOCTH

paboThI c 3JIEKTPOHHBIMU JNOKYMEHTaMU;
00s13aTeIbHbIC CBEICHUS 0 JTOKYMEHTaX,
HCIOJIb3YCMBbIX B OeiIAax yucTa n IIOHUCKa
JTOKYMEHTOB B CHCTEMax AIIEKTPOHHOTO
JTOKYMEHTO000pOTa.

[TpuHIMIIBI OpraHU3aluU JOKYMEHTOO00O0pOTaA.
OcHOBHBIE ATambl JOKYMEHTOOOOpOTa: MpHUEM U
nepBUYHas o0pabOTKa MOCTYMANINX JTOKYMEHTOB,
MpEeIBAPUTEIILHOE  PACCMOTPEHHUE,  PETUCTpaIus
MOCTYMHAIOIINX JIOKYMEHTOB, MOPSTIOK
paccMOTpeHHsI  JIOKYMEHTOB  PYKOBOJCTBOM H
JIOBEJICHUSI JOKYMEHTOB JI0 WCIIOJIHUTENEH, padoTa
UCIIOJIHUTEIA C JOKYMEHTaMH, OpraHu3anus padboTsl
C OTIPABJISIEMBIMHU JTOKYMEHTaMH, UX PETUCTpPALUs
W OTIpaBKa, perucrpamuss U IPOXOXKIACHUE
BHYTPEHHUX JIOKYMEHTOB.

Crnenuduka TOKyMEHTOOOOpPOTa B COLUATBHON
pabote. Bunubl TOKyMEHTOB COIMaIbHON c]epbl B
COOTBETCTBUU ¢ 3akoHOM KpacHomapckoro kpasi oT
05.11.2014 N  3051-K3 «O  conuaabHOM
oOCTy)KMBaHUM  HACeJeHHsT Ha  TEPPUTOPUU
Kpacnonmapckoro kpas» (C HU3MEHEHHMSIMH U
JOTIOTHEHUSIMH) W OCOOEHHOCTH pabOThl C HUMH
(oOparienus TpaxaaH, OTYCTHI, 3asIBICHUS U T.11.).

Crnemnuduka ¢hopm IeT0BOTO OOIICHHUS, TPABHIIA
1 (HOPMBI 1ETTOBOM MEPEITUCKH.

Opranuzanus
XpaHEeHUS
JIOKYMEHTOB B
JIEIOTIPOU3BO/ICTBE.

[Tonstue «KOMILIEKCa JTIOKYMEHTOB.
dopMUpOBaHUE  KOMIUIEKCOB  JOKYMEHTOB B
TEKYIIEM JeI0Npon3BoicTBE. DenepanbHblii 3aKOH
Poccuiickoit ®enepanuu ot 22 oktsadps 2004 r. N
125-®3 «0O6 apxuBHOM gnene B Poccuiickoii
Oenepanuny (MOCHEAHSS PEAAKLINS).

HopmaTtuBHo-mMeTo1Mueckue MaTepHuabl
dbenepaibHONW apXUBHOU CIIYKOBbI 00 OpraHU3aIUH
paboTel € JOKYMEHTaMH IO TOATOTOBKE K
apxuBHOMY XxpaHeHuto. [loHsTHe «mepeueHb
JOKYMEHTOBY. JIeHCTBYIOLIME IEPEYHU C TUIIOBBIMU
CpPOKaMU XpaHEHUs TOKYMEHTOB.

[IpaBuna xpaHeHUs] JOKYMEHTOB B TEKYILIEM
JeJIONPOU3BOJICTBE opraHu3anuu. OTBETCTBEHHOCTh
3a COXpPaHHOCTh JIOKyMeHTOB. [loaroroBka nen k
nepenadye B apxuB. Onuce Jgen.  OkcnepTusa
LIEHHOCTU JOKYMEHTOB. Y HUUTOXKCHHE IOKYMEHTOB.

Koucnekr
JIEKIIHH,
AKCTPECC-0IPOC

CoBpeMeHHbIE

Wndopmarnzanus 00I1IeCTBa, TIOHSITHE

Koucoekr
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nH(pOpMaMOHHBIE
TEXHOJIOTUU B
JeTOTIPON3BOICTBE
COILIMANILHON PabOTHI.

nudpoBoro oO1mrecTna. Nudopmannonnsie
COLIMAJIbHBIE TEXHOJOTHH. AKTyaJbHBI 0030p
peiaka CDOJI. IlporpamMmmHoe obOecneueHue ist
cObopa, aHanu3a UWHPOPMALUMU U COCTABIICHUS
OTYETOB.

TICKIIHH,
HKCIPECC-0TPOC

2.3.2 3aHATHSA CEMHUHAPCKOI0 THUIIA

®dopma
Ne Hamveroanme TemaTuka npakTUYECKUX 3aHATUN (CEMUHAPOB) TEKYIIETO
pasnena (Tembl)
KOHTPOJIS

1 2 3 4

1. |OCHOBHBIE TOHATHS Uctopuueckuii ONBIT OpraHu3aluu Ompoc,
JEJIONPOU3BO/ICTBA. |IEIONPOU3BOJCTBA B FOCYJAapCTBEHHBIX|  JIUCKYCCHS
PazButue yupexaeHusax Poccuu. Bonpockl genonpousBoicTea
IIPEACTABIICHUH O B 3akoHojarenbcTBe Ilerpa I. MuHucrepckas
JIOKYMEHTE. pebopMa M ee BIMSIHHE Ha JIEIOMPOU3BOJICTBO
JlokymeHT B BBICIIMX W  LEHTPAJbHBIX  T'OCYIapCTBEHHBIX
colManbHOM padore. |yupexaeHui. Hacmenue coBerckoro mepuoga B

COBpEMEHHOW  HOpMATHBHOW 0a3e  MOJUTUKHU
yhOpaBieHUs JoKyMeHTamu. PasButue paboT 110
CTaHIAPTH3AIMN U YHUDUKAIMH YIIPABICHUYSCKHX
nokymeHToB B 1970 - 1990 rr. HamnpaBneHus
rocynapctBeHHoro perynuposanus I0Y B 1990-e —
2020-e  ronmL OCOOEHHOCTH  COBPEMEHHOTO
AJIEKTPOHHOTO JIOKYMEHT0000pOTA.

2. |3akoHOAATENBHOE U Bonpocel  nenonpou3BoacTBA M AOCTyma K Pedepar
HOPMAaTHUBHO- uHpopmanuu B kojekcax Poccuiickoit deneparui.
METOIUYECKOe CoBpeMeHHass HOpPMaTHBHO-MeTOAMYEcKas 0Oaza
peryiaupoBaHue JEJIONPOU3BO/ICTBA 00 UH(OPMAIIMOHHBIX
JIOKYMEHTAIlMOHHOTO |[TeXHOJoTHsAX. Binsitnue HanmoHanbHOM TporpaMmsl
o0ecrieyeHus «qudposas SKOHOMUKA 2024 r.» Ha
yIpaBJICHUS B TOKyMEHTO0000poT. dDenepanbHble 3akoHBL: «O0
OpraHu3aIusIxX uHpopManuy, WHPOPMAIIMOHHBIX TEXHOJIOTUAX H
counanbHOM chepsbl. [3amuTe  uHGopmauum», «O  HEPCOHAIBHBIX

TaHHBIXY», «O0 3JEKTPOHHON UU(POBON TOIMHUCH,
«O6 apxuBHOM nene B Poccuiickoit deneparumy,
«O FOCyIapCTBEHHOM  SI3BIKE Poccuiickon
Oenepauun» U Ap. HammoHanbHbIE CTaHIAPTH U
craggaptel MCO o0 mnoiauTHKe — ynpaBieHUs
JIOKYMEHTaMHU.

3. |CoBpeMeHHbIE TpeboBaHusi K TEKCTy pa3IUYHBIX BHJOB| BrlimonHeHue
TpeOoBaHUS K yIOpaBIeHYECKUX JIOKyMEHTOB. HMHbopManmoHHO-| MpaKkTHYeCKUX
COCTaBy U CIpaBOYHBIC JIOKYMEHTHl B COLMAIBHOW cdepe. 3a1aHUI
0hOpMIICHHUIO TpeboBanus kK 0OPMIICHUIO B COAEPKAHUIO.

JIOKYMEHTOB.

4. |OCHOBEI Crnemnuduka T0KyMeHTOOOOpOTa B coIManbHOM| BrimonmHeHne
JOKYMEHTO000opoTa: |paboTe. DTanbl, 0COOCHHOCTH O(hOPMIICHHUS, HOPMBI| MPAKTUYECKUX
TIPUHITUTIBI U CIIO)KHOCTU paboOTHl ¢ TOKYMEHTaMH (0OparieHus 3aJIaHAI
OpraHu3aluy, IPaXKJaH, OTYETHI, 3asIBJICHUS U T.1.).
crenuduka

JIOKYMEHTO000pOTa B
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COIMAILHOM padoTe.
5. PazpaboTka u BenmeHue HOMeHKJIATypbl aen.| [IpakTuueckoe
Homenkinatypa aen B opraHu3anyi CO CMEIIaHHBIM 3aJaHue
JOKYMEHTOOOOpOTOM.  MeTronuka  COCTaBJICHUS
Opranuzanus
N DAHCHIS HOMEHKJIATypPbI Tlen: H3y4YECHHUE cocTaBa
P nokymeHToB, Cpoku  XpaHEHUsT JOKYMEHTOB.
JIOKYMEHTOB B

[Topsnok odopmIteHus, COTJIaCOBaHMSA u
JIEeTIONPOU3BO/ICTBE.

YTBEPKICHUSI HOMEHKJIATYphI JIeTI.

ITogroroBka nen k nepemade B apxuB. Onuch

Jies1. DKCIEepPTU3a IEHHOCTH JJOKYMEHTOB.

6. |CoBpeMEHHBIE ba3er nmanubix. [lpuHnumsr  paboter CO/I. Ompoc,
MH(OPMalMOHHbIE | XapakTep HHPOPMAIMOHHON YCIYTH B COMAIBHON|  JAUCKYCCHS
TEXHOJIOTMH B pabote, MH(YOPMAITMOHHO — CIPABOYHBIC YCIYTH,
ACITONPOU3BOACTBE  |oka3pIBaCMbIC COIIMATBHBIME CITYKOAMH.

COITMATLHOM PaOOTHI.

2.3.3 JlabopaTopHbIe 3aHATHS He NMPeAyCMOTPEHbI

2.3.4 KypcoBble padoThl He NPexyCMOTPEHbI

2.4 IlepeyeHb yueOHO-METOAUYECKOT0 O0ecneyeHH sl A CAMOCTOSATEIbLHON padoThI
00y4YaIuXCs M0 JTUCHUILINHE (MOIYJIIO)

[TepedyeHsb yueOHO-METOIUYECKOTO 00ECTICUCHUS TUCITUTLTAHBI

Ne Bun CPC IO BBITIOJTHEHUIO CAaMOCTOSITENILHOM paOOThI
1 2 3
1 CamocrosTensHoe MeTtoandeckne peKOMEHAANH 110 OPTaHU3alNU U BHIITOJTHEHUIO
COCTaBIJICHHE Y4eOHOTO CaMOCTOSITETIbHOM PabOThI CTYIEHTOB /1711 OaKanaBpOB HAIIPABICHUS
KOHCITeKTa TeMblI (pasnena) [39.03.02 - CommanpHas paboTa B MarucTPOB HAIIPABJICHHS TOATOTOBKH
1 Hanucanue KoHcnekTa Ha [39.04.02 - CormmanpHas padota mpotokoa Ne 13 ot 10.03. 2021
JICKIIMOHHOM 3aHSITHU
2 [MoxroroBka k onpocy 1 |MeToan4yeckne peKOMEHAALNH [0 OPTaHU3AIMU 1 BBIITOTHEHUIO
JKCIPECC-OTPOCY CaMOCTOSITEIIbHOM PabOThI CTYICHTOB JIJIsl OaKallaBPOB HAIIPABICHUS
39.03.02 - CounanpHas paboTa ¥ MarucTpoB HampaBJeHHs TOATOTOBKH
39.04.02 - ConmanbHast pabota nmporokon Ne 13 ot 10.03. 2021
3 [MonroroBka K yyactuio B |MeToan4YecKre peKOMEHIaI[H 110 OPTaHU3AIMU 1 BBITOITHEHUIO
IPYMIIOBOM TUCKYCCHU CaMOCTOSITETIbHOM PabOThI CTYICHTOB JIJIsl GaKallaBPOB HAIIPABICHUS
39.03.02 - CoumnanpHas paboTa ¥ MarucTpoB HampaBJIeHHsI TOATOTOBKH
39.04.02 - ConmanbHast pabota nmporokon Ne 13 ot 10.03. 2021
4 Pedepar, acce, Tect Meronnueckrne peKOMEHJALHUH 10 IPOBEACHUIO CEMUHAPCKUX

3aHATHH, KPYIJIBIX CTOJIOB, JUCKYCCHI: METOJ. PEKOMEHAALUH /
B.B. Epmonenko, /1.B. Jlanckas, M.A. Mupomnanuenko, M.P.
3akapsiH, M.B. Toguka, A.Il. CaBuenko, [[.A. [leTkuHa.
MuHHCTEpCTBO HAyKH U BBICIIEr0 oOpa3oBaHus Poccuiickoit
Oenepannn, KyOaHckuii Tocy1apCTBEeHHBI YHUBEPCUTET. -
Kpacnopmap: Ky6anckuii roc. yu-T, - 2022. - 87 c.

YyeOHO-MeTOANYECKUE

MaTepHabl Ui CaMOCTOSITEIbHOH pPabOThl OOydaIOMIMXCS M3

YKClia MHBAJIKU/IOB U JIUL C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3710poBbsi (OB3) npenocrapnsiorcs
B popMax, aJanTUPOBAHHBIX K OTPAHUYCHHUSAM HX 37J0POBbS M BOCHPUATHS HH(DOPMAITIH:
JInst man ¢ HapyEeHUs MU 3pEHUS:
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— B [1I€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe PIIEKTPOHHOTO JIOKYMEHTA,

— B (popme ayamodaiina,

— B mIeyaTHOM opMe Ha si3bike bpaiins.

JUnst a1 ¢ HapyIIEHUsIMH CITyXa:

— B IIeYaTHOM ¢opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JUst UL ¢ HapyIISHUSIMH OTIOPHO-/IBUTATEIILHOTO anlapara:

— B I1e4aTHO (opme,

— B (hopMe PIEKTPOHHOTO JIOKYMEHTA,

— B popme ayaunodaiina.

JlaHHBII TIepedeHb MOXET OBITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTHHIEHTA
00yJaromuxcs.

3. Obpa3oBaTe/ibHbIe TEXHOJOIHMH, NMPHMeHsieMble NMPU OCBOEHUM THCHMIJIMHBI
(MoayJin)

OOpa3zoBarenbHble TEXHOJOTHUH, HCIONb3YEMble NpPU peaau3allid pa3iIu4yHbIX BHJIOB
y4eOHOMU JesATEeTLHOCTH:

— JIeKIMM: WHTEPAKTUBHBIC (IMAJOTOBBIE) M MPOOJIEMHBIE C KOMIIBIOTEPHBIMH
IPE3CHTALMSIMU;

— TMpaKTUYECKUE 3aHATUS;

— na0opaTOpHbIE 3aHATHUS: KOMITBIOTEPHAsI MOJICTUPOBAHHE.

TpaauunonHeie 00pa3oBaTeNbHbIE TEXHOJIOTHHU: JIAOOPATOPHBIE, MPAKTHUECKUE 3aHATUS U
JICKIUH.

TexHonorust mpoOIeMHOT0 OOydYeHHs: JeKIHUs — MAMCKYCCHs, NpoOJIeMHas JeKIUs,
KOMIIbIOTEpHAs Ipe3eHTanus. Ha nekuusix u3naratoTcsi OCHOBHbBIE TEOPETHUECKHUE MOJI0XKEHUS U
KOHIICTILUS Kypca, JalolIie CTyJeHTaM HH(POPMaIlui, COOTBETCTBYIOIIYIO POrpaMMe.

3amaya 1a00paTOPHBIX 3aHATUH — pPa3BUTHE y CTYJCHTOB HABBIKOB I10 NPUMEHEHHIO
TEOPETUYECKHUX IOJIOKEHUI K PEIICHUIO0 MpakTHuecKkuX 3amad. C 3Toil 1menpio pa3paboTaHbI
3aJaHusl JJIs BBINOJIHEHUS J1a00paTOpHBIX paboT. OHU COCTOAT W3 3aJady U YNPaKHEHUIH,
OpPUEHTHPOBAHHBIX HA YCBOEHHE TEOPETHUECKOT0 MaTepuana U YMEHHs €ro HCIOIb30BaTh IS
perieHus 1a00paTOPHBIX 3aJaHUM.

Ha kaxmoM npakTUYecKOM 3aHATUM OTBOJAWUTCS BpeMs UIsl AMCKYCCHM, B KOTOPOM
YYaCTBYIOT JOKJIQJUMK, TIOJTOTOBHBIIHNI COOOIICHUE IO KaKOW — JTMOO MPAaKTHIECKON Tpodieme
UH(POPMALIMOHHBIX CUCTEM U 0a3 JaHHBIX, €ro ONMMmoHeHTH (1 uau 2 yenoBeka), MOArOTOBUBIIHNE
KOHTPAPTyYMEHTHI, U IPYTHE CTYACHTHI TPYIIIHL.

Jpyras ¢popma opranuzanusi paboThl CTYACHTOB — HaIMCAHUE CCe, KOTOPOE MPEICTABISACT
co0oii HeOOJbIIIOE HCCIeOBaHNE KaKoW — JMO0 MpoOJIeMbl KacaroIlieecss TEOPUU U MPAKTHKA
UHPOPMALIMOHHBIX CHCTEM M 0a3 JNaHHBIX C NPEAJIOKCHHEM BapUAHTOB pEUICHUS IaHHOU
pPOOJIEMBI.

Jliss OTBETOB Ha HMHIUBUAyaJbHBIE BONPOCHI, a TaKXKe IS MOMOIIM B MOJITOTOBKE
pedepatoB W  HamucaHWs 3CcCE€  MPEAYCMOTPEHbl  HWHIUBUAYyalIbHbIE  KOHCYJIbTAI[UU
IpernoiaBaTers.

Jlig 5y ¢ OrpaHUYeHHBIMU BO3MOXHOCTSMHU 3J0POBbSI IMIPEIyCMOTPEHA OpraHu3alus
KOHCYJIbTALIMM C UCIIOJIb30BAHUEM DJIIEKTPOHHOU IMOYTHI.

4. OueHOYHbIE U METOAHYECKHE MATEPHAJIbI
4.1 OueHoyHble cpeAcTBA JISi TeEKYIIero KOHTPOJA  YCHeBAeMOCTH H
NMPOMEKYTOYHOI aTTecTAlNU

10



OrneHouHBIE CpelcTBa MpeaHa3HAueHbl Ui KOHTPOJS M OLEHKHM 00pa3oBaTENbHBIX
JNOCTIDKEHUH  oOyuarommxcs, OCBOMBIIMX  IporpaMMmy  y4eOHOH  JAUCIUIIUHBI
«/lenonpon3BoACTBO B COLIMATILHON paboTe».

O1eHOUHBIE CPE/ICTBA BKJIIOYAET KOHTPOJIbHBIE MAaTepHaibl JUIsl MPOBEAECHUS TEKYILIETo
KOHTPOJIS B (hopMe MPAaKTUYECKUX 3a7aHuid, pedepara U MPOMEKYTOUHON aTTecTalu B (hopme
BOIIPOCOB K 3aueTy.

OrneHouHbIe CpeicTBA Ui MHBAJIUAOB U JIUI[ C OTPAHUYCHHBIMH BO3MOXKHOCTSMU

310pOBbsI BEIOUPAIOTCS C yUETOM UX MHAWBUIYAIBHBIX ICUXO()U3NYECKHX OCOOCHHOCTEH.

— IpU HEOOXOAMMOCTH HMHBAJIUAAM M JHMIAM C OTPAHUYCHHBIMH BO3MOXHOCTSIMH
3JI0POBbS IIPEJOCTABIIAETCS TOMOJIHUTENBHOE BpeMs AJIsl IOATOTOBKU OTBETA HA 3K3aMEHE;

— IIpU TPOBEJICHUH TPOLEAYPHI OLICHUBAHUS PE3yIbTaTOB O0YyUCHHs] MHBAJINIOB U JIULL C
OTPaHUYEHHBIMU BO3MOXHOCTSIMH 370POBbSI IIPEAYCMATPUBAETCS UCIOIb30BAHNE TEXHUUECKUX
CpeACTB, HEOOXOIMMBIX UM B CBSI3U C UX WHAMBHUIYATbHBIMH OCOOCHHOCTSIMU;

— IpU HEOOXOAUMOCTH AJIsl 00yUarOIIUXCsl C OTPaHUYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBbSI
U MHBAJIUAOB TNpOIEaypa OLCHMBAHUS pPE3YIbTaTOB OOYYEHUS IO JUCLHUIUIMHE MOXET
IIPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Iporenypa oneHMBaHUSI PE3yJIbTATOB OOYUYEHHsS] WHBAIMUIOB U JIUI[ C OTPAHUYCHHBIMU
BO3MOXHOCTSIMM 3JI0pOBbsI 10 JUCHMIUIMHE (MOXYJIO) MPENyCMaTpUBAET IPEAOCTABICHUE
uHpopMmanuu B (opMax, aganTUPOBAHHBIX K OrPAaHUUYEHHUSIM HMX 370POBbS U BOCIPHUATHA
nHpopmanuu:

Jnst a1 ¢ HapyIIEeHUSIMU 3pCHUS:

— B TIeYaTHOM popMe YBETUICHHBIM MIPUPTOM,

— B (hopMe 2IEeKTPOHHOTO TOKYMEHTA.

Jlnst a1 ¢ HapyIIeHUsIMH CiTyXa:

— B I1e4aTHOM (opme,

— B (hopMe 2IIEKTPOHHOT O TOKYMEHTA.

JUnist a1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO anmapaTta:

— B IIeYaTHOM ¢opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JIaHHBINA TepeyeHb MOXET ObIThb KOHKPETH3HPOBAH B 3aBUCHUMOCTH OT KOHTHHICHTA
00yJaromuxcs.

CTpyKTypa OLEHOYHBIX CPEACTB /Il TeKylIeil U MPOMeKYyTOYHOM aTTecTaluu

Konx n nanmenoBanue HanmenoBanue
Ne nHAUKaTopa (B PesynbTarel 00ydeHus (B COOTBETCTBHH C 1. OLICHOYHOI'O CPEJICTBA
/T COOTBETCTBUH C II. 1.4) Texymmii IIpomesxyTounas
1.4) KOHTPOJIb aTTecTanus
3HaeT mpeaIMeT, CoJepKaHue U 3a1a9u Ompoc. Bormpoc Ha 3auyeT
JIEIIONIPOU3BO/JICTBA B COLMAIBHOMN cdepe; Pedepar. 1-8, 11, 18, 23

NYK-4.1
Co0urro1aeT HOPMBI U
TpeOOBaHUS K YCTHOM

W IACbMEHHOM
JIEJIOBOM
KOMMYHUKAIIWH,
TPUHSTHIC B CTPaHE
(ax) uzyuaemoro
sI3BIKA

MECTO U POJIb IOKYMEHTOB B YIPaBICHUN
couraigbHON cepoil Ha COBPEeMEHHOM JTarle;
HOPMaTHBHO-METOJMYECKYIO 0a3y
JIOKYMEHTaLMOHHOTO 00ecIeyeHUs
yIpaBJICHUs

YMeeT ocylecTBIsATh XpaHEHHE U TIOUCK
JIOKYMEHTOB; IPABIIILHO KJIacCU(UIIPOBATH
HHPOPMAIUIO, TOKYMEHTHI B OpTraHU3all1H;
HCTIOJIb30BaTh TEOPETUUCCKIE 3HAHUS TSI
COCTaBJICHUS B 0POPMIICHUS TOKYMEHTOB B
OpraHu3aIuu

Bnaneer HaBbIKaM# pabOThI C JOKYMEHTaMHU
(monmydenwue, nepenada, o0padoOTKa, y4er,
perucTpanus, KOHTPOJIb, XpaHEHHE,
CHCTeMaTH3allusl, OATOTOBKA TOKYMEHTOB [UIsi
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CJ1avuu B apXuB, UX yHI/ILITO)KeHI/Ie)

NYK-423. 3HaeT TeopeTHIECKUe U MHPOPMAIIMOHHBIC IIpaxtuyeckoe | Bompoc Ha 3auer
Bribupaer OCHOBBI JIOKYMEHTAIIHOHHOTO 00eCTIeUeHUS 3aaHne 9,17
KOMMYHHUKATHBHO YIpaBJICHUS B COIMAIBHOM cepe; TpeOoBaHMS
HpUEMJIEMBIE CTHIIb M | K TEKCTY CIYKEOHBIX TOKYMEHTOB
cpencTBa VYMeeT B3auMOIeliCTBOBATh C KOJUIETAMH 110
B3aUMO/ICHCTBUS B BOIIPOCAM JIEJIONIPOM3BOACTBA, COOIIONATh
o0ImeHny ¢ 3TUYECKHE HOPMBI IOBEICHUS B
JIETTOBBIMHU podecCHOHANBHOH cpefe
MapTHEPaMH. Brnameer HaBBIKaMH PaOOTHI C BXOIAIIAMH H
UCXOJSIIUMH IOKYMEHTaMH, IOUCKA 1
perucTpalyu J0KyMEHTOB
3HaeT npasuia padoThl, METOJIBI U [Ipaktryeckoe | Bompoc na 3auer
TEXHUYECKHE CPEJICTBA OPraHU3aluK PadoThI ¢ 3a/laHue 15, 16, 19, 20
JIOKyMEHTaMU; crienuduky Gopm enoBoro
UYK - 4.4 Bexer oO1ieHus1, mpaBuiia 1 OPMBI AEITOBOM
JIEJIOBYIO NEPETIUCKY TepenHckn
1 HCTIOb3YET HaTOT YMeeT ocyniecTBISATh MUCEMEHHYIO M YCTHYIO
JUI COTpY IHHUCCTBA JIENOBYI0O KOMMYHHUKAIIHIO, B T.4. C
B COLMANBHO 1t MCTIONB30BAHMEM COBPEMEHHBIX
HpodeccHORaTbHOM nH(OpPMANMOHHBIX TEXHOJIOTUI
chepax Brnaneer HaBBIKAMM COCTABIICHHS
KOPPECIOH/ICHIIUH, PACTIOPSIIUTEIbHBIX U
JIMYHBIX IOKYMEHTOB B COOTBETCTBHUH C
TpeOOBaHUSIMH JOKYMEHTO000pOTa,
UCIIONIb30BaHKs YHU(PHUIIMPOBAHHBIX CUCTEM
JIOKYMEHTaLNH
3HaeT TpeOOBaHMs K TEKCTY OTYETHBIX [Ipaktryeckoe | Bompoc na 3auer
WOIK- 3.1 JIOKYMEHTOB; COCTaB U MpaBuia 0(OpMIICHUS 3a/laHue 6,14,21,22
C OIIK- 3. PEKBH3HMTOB OTYETHBIX TOKYMEHTOB
H;fg;ii?;?}iyﬂ YMeeT cocTaBisITh 1 0pOPMIIITH Pa3IMIHbIE
npodeccrHoHaNbHOM BB JOKYMCHTOB
ICATEITBHOCTH B Bnaneer HaBbIKamMu COCTaBJICHHS OTHETOB MO
cthepe commansEof pe3ynbpTaTtaM npogeccHoHaIbHON 5
paboTs: B dhopme JIeATENBHOCTH B chepe conranbHOK paboTHl B
OTUCTOB. COOTBETCTBUH C HOPMATUBHBIMHU
TpeOOBaHMSIMH U C HCIIOIb30BAaHUEM
COBPEMEHHBIX CHCTEM HIIEKTPOHHOTO
JIOKyMEHTO000pOTa
3HaeT OCHOBHEIE TPeOOBaHUS K 0OPMIICHHIO Ompoc Bormpoc Ha 3auyeT
l'II/I OIIK - 3.2. YIPaBJICHUYECKUX JOKYMEHTOB 24,25
pe3yniiii?2:;fHoﬁ YM(ieT Ha Hay4YHOH OCHOBE OPraHU30BHIBAThH
U IPaKTHUECKOH cBOR TPy "
IEATEIBHOCTH B Bnaneer HaBbIKAMU paboThI ¢ Hay4YHOH
T — JUTEPaTypOl, HOpPMATUBHBIMHU aKTaMH,
BLICTYTUICHHA W/WTH CTaH/AapTaMHM; CIIOCOOHOCTBIO TIOMCKa
R —— nH(opManuy ISt COCTaBIICHUS OTYETOB 110
pesysipTaTtaM npodeccHoHaNIbHOM
NIEATENBHOCTH B chepe connaabHOH paboThI
HIIK-2.2. 3HaeTt mpaBwiIa 0POPMIICHHS TOKYMEHTAIINH, IIpaktudeckoe | Bompoc Ha 3adeT
Odopmiser HEO0OXOIUMOM JJIsl MPEAOCTABICHHS MEp 3a/1aHue 9-13
JIOKYMEHTAIHIO, COLMATBHON 3aIIUTHI

HEOOXOIUMYIO ISt
MIPEIOCTABIICHHUS MEP
COLIMAJIBHOM 3alLUTHI.

YMmeer opopMIIATh JOKYMEHTAITHIO,
HEOOXOIUMYIO JIJISl IPEOCTABICHUS MEP
COLIMAJIbHOM 3aIUThI

Bnaneet HaBeIkaMu oopMIICHUSA
JIOKYMEHTAIIUHU, HCOOXOIUMOM st
MIPEIOCTABJICHUS MEP COMAIBHOMN 3aIIUThI
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TunoBble KOHTPOJIbHBIC 3aJaHUsl WJIM HHBIE MaTepHaJibl, Heo0XoaAMMBbIe s
OLlEHKHU 3HAHMHd, YMEHUIi, HABBIKOB U (MJIM) ONbITA JAeSATEJIbHOCTH, XaPAKTEPU3YIOIIMX
3Tanbl (POPMHUPOBAHUSI KOMIIETCHIIHI1 B polecce 0CBOCHHUsI 00pa30BaTeIbHON NMPOrpaMMbl

Tema 1 IlpumepHbie BONPOCHI s onpoca «OCHOBHBIE MOHATUS AEIONPOU3BOACTBA.
Pa3zButne npeacrarnenuii o qokymeHTe. JJOkyMeHT B COIMAIbHOM padoTe»
1. DBoTIOIMS IETONPOU3BOICTBA B COITMaIbHOM cepe B Poccun u 3a pydoexom
. I/ICTOpI/IH periraMCHTAllUN JCJIOIPOU3BOJACTBA.
. IIpukasHoe 1enonponu3BoICTBO.
. Konnexckoe nenonponsBoacTBo.
. MuHHCTEpCKOE AEIONPOU3BOACTBO.
. Ocobennoctu aenonpounsBoactsa B 1917 -1990 rr.
. OcoOeHHOCTH COBPEMEHHOTO JISTIONPOU3BOJICTBA B COLMATBHON paboTe.

N N D AW

Tema 2 IlpumepHblie Tembl pedepaToB «3aKOHOJATEIBHOE M HOPMAaTHBHO-
METOAMYECKOE PETYIUPOBAHUE JOKYMEHTALMOHHOTO 00€CIIeUEHUs YIIPABICHHUS B OpraHU3aUsaX
COLMAIIbHOM cepbi»

1.HopmatuBHO — mpaBOBas U MeTOANYECKas Oa3a COBPEMEHHOTO JICIONPOU3BO/ICTBA.

2. CoBpeMeHHasi HOpPMaTUBHO-MeToAnYecKass 0a3a JOKYMEHTAIIHOHHOTO OOecredYeHus
yIpaBJICHUS] OPraHMU3ALUsSIMHU B COIIMATIBHOM cpepe U ee HeAOCTATKH.

3. Anroput™ pa3zpaboTku mosioxkeHus o cayxoe JJOVY.

4. OcobeHHOCTH pa3pabOTKU UHCTPYKIIUU TIO0 JACIOMPON3BOACTBY B OPTaHU3AIIHH.

5. [Mopsaok pa3paboTKH TOJKHOCTHBIX HHCTPYKITUH.

Tema 3 [Ipumep npakTuyeckoro 3aganuss «CoBpeMEHHBbIC TPEOOBAHUS K COCTaBY M
0(OPMIICHHIO TOKYMEHTOBY

3ananue 1 «PeKBU3UTHI JOKYMEHTA

Co3maiite Ha  KOMIBIOTEpe  ONaHK MHCbMa  OTAENa  CONMAIBbHOW  cepbl
agMuHucTpanuu L{enTpasbHOr0 BHYTPUTOPOACKOTO OKpyra T. KpacHomapa, coOmronas nmpaBuiia
PACIIOIOKEHUS HEOOXOIUMBIX PEKBU3UTOB.

Tema 4 Ilpumep npakTuueckoro 3agaHuss «OCHOBBI JTOKYMEHTOOOOPOTA: MPUHITUIIBI
opraHu3zaiuy, cnenudurka JOKyMeHTO000pOTa B COLMANBHOM padoTe»

3amanue 1 «Pabota ¢ oOparieHneM rpakKaan»

A) O3HakOMHUTBbCA C TpaBUIAMM COCTaBJIECHMsI TIpakJaHaMH pa3JIMYHBIX BHJOB
oOpareHui

b)  CamocrosTeapbHO COCTaBUTH OOpalleHHe B OpraHbl COLMAIBHON 3aIIUTHI,
co0JTr0/1ast pacroyIoKeHNE HEOOXOAMMBIX PEKBH3UTOB

B) OOMeHsBIIMCH C OAHOKYPCHHKOM OOpAIlCeHHUSMH,  IMPOBEPUTH MPABUIBHOCTD
oopMIIEHUS €r0 JOKYMEHTa U COCTaBUTh OTBET.

Tema 5 Ilpumep mpakTuuyeckoro 3aganusi «OpraHuzanus XpaHeHUs HOKYMEHTOB B
JIETIOTPOU3BOJICTBEY

3amanne 1 «Pa3paboTka u BeJieHUE HOMEHKIIATYPHI 1€

CocTtaBbTe HOMEHKJIATYPY JHeJ JUIsi BBIOPAHHOW OpraHW3alliu COIMAIBHON cdepsl,
pykoBoacTBysch TpeboBanust ['OCT, cranmaptoB u IlepeueHeM THIIOBBIX YIPaBICHYECKUX
APXHUBHLBIX JOKYMCHTOB, 06pa3y}0mnxc;1 B IIpoHecCe ACATCIBbHOCTH IOCydapCTBCHHBLIX OPraHoB,

OPraHOB MECTHOT'O CaMOYIPABJICHHS M OpTaHU3alM{, C YKa3aHHEM CPOKOB MX XpaHEHUsD» (yTB.
[Ipukazom Pocapxusa ot 20.12.2019 Ne 236).
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Tema 6 Ilpumepnble Bompochl Ajds ompoca «CoBpeMeHHbIE HH()OPMAIMOHHBIE
TEXHOJIOTUH B JEJIONPONU3BOACTBE COLUAILHON PaOOThD»

1. ba3wl JaHHBIX B COIMATBHON padoTe.

2. Ipunamuns: padoter CO/I.

3. Xapakrtep WH(GOpPMAIMOHHON YCIYI'M B COLHMaIbHOW pabore, MHYOPMAIMOHHO —
CIPAaBOYHBIE YCIIYTH, OKa3bIBAEMbIE COLIMATIBHBIMU CITYK0aMu

Bomnpocsl 111 MOATOTOBKH K 3a4eTy

1. Pa3zButue npencrtaBieHUid O AOKyMeHTE. Poiib JOKyMeHTa B KM3HM YE€IOBEKa U
oOmiecTna.

2. JIoKyMeHTalMoOHHOE OOeCIeYeHHe YNpaBICHUS KaK BaXHeHmas QyHKIus
yIpaBJIeHUS, €€ MECTO CpPeiu APYTUX YIPABICHYECKUX QYHKIIHMA.

3. TloHsATHS  «IOKYMEHT», «HOCUTENh WH(POPMALUU»,  «IOKYMEHTHPOBAaHHAs
uHpopMaIus.

4. Hcropuyeckuil ONBIT OpraHU3allMM  JOKYMEHTUPOBAaHUS  YIpPaBICHUYECKON
JIEATEIIbHOCTH B TOCYIApCTBEHHBIX yupexkaeHusx Poccun 1970-e-2000-¢ .

5. ®@enepanpHblii 3aKk0H Poccuiickoit ®eneparuu ot 27 utong 2006 r. N 149-03 «O6
uHpopMaluy, HHQOPMAIMOHHBIX TEXHOJIOTUAX U O 3aluTe HH(POpPMAaLUM»: OCHOBHBIE
IIOJIO’KEHUSI.

6. OTBETCTBEHHOCTh 3a  HENPAaBOMOYHBIE  JCUCTBHS C  JOKyMEHTaMH B
aJMUHUCTPAaTUBHOM, YTOJIOBHOM U TPYILOBOM Kozaekcax Poccuiickon denepanuu.

7. DOBonOLMS AOKYMEHTAIIMOHHOTO O0ECNeUYeHUs YIpaBiICHUs] B Pa3IUYHbIC MEPHOIbI
ucropuu Poccun.

8. denepanbHOE 3aKOHOIATEILCTBO 00 opranm3anuu JJOY, TpeboBanus yHUPUKAIHN 1
CTaHJapTU3ALUU.

9. Vaudunupoanubsie cucteMbl gokymeHtaruu. ['OCT P 7.0.97-2016 «Cucrema
CTaHJApTOB MO HH(OpMAIUK, OUOIMOTEUHOMY M H3JAaTeNbCKOMy aeny. OpraHu3annoHHO-
pacnopsiAUTENbHAST TOKYMEHTALUS.

10. XapakTeprcTuKka OCHOBHBIX BUJIOB JOKYMEHTOB B COLIMANBHOM cdepe.

11. MexnyHapoaHbIE U HallMOHAJIbHbIE CTAH/IAPTHI B PETYJIUPOBAHUU HH(OPMALIMOHHO -
JIOKYMEHTAITMOHHOTO 00ECTIeueHHsI YIIpaBICHUSI.

12. OcHOBHBIC HampaBJICHUS COBEPIICHCTBOBAHHUS cocTaBa M (OpPM JOKYMEHTOB B
conuanbHOM cdepe.

13. Bunbl 10KyMEHTOB (pacmopsiauTeNbHbIC, OpraHWU3AMOHHBIE, HH(GOPMAIIMOHHO-
CIIPaBOYHbIC) U UX XaPAKTEPUCTUKH.

14. IlepeyHu TOKYMEHTOB C THUIIOBBIMM CPOKAMHU XpaHEHHS. 3HAUYCHHE NEpeYHEHd U
NOPSIOK UX IPUMEHEHUS B AEIONPOU3BOICTBE.

15. Opranmu3anuoHHbie GOPMBI JETONPOU3BOACTBA. X 3aBUCHUMOCTH OT CHEIU(UKH U
OpPraHU3aLMOHHOMN CTPYKTYPBI YUPEKIACHUS.

16. /lenoBoe MUCHbMO: HIOAHCHI COBPEMEHHOUN MUCbMEHHON KOMMYHUKAIWH.

17. IlpaBuina opranu3anuy JOKYMEHTO000POTa OPraHnu3aluy COIMAILHOM chephl.

18. IokyMmeHTO000pOT KaK 3 (PEeKTUBHBIH MHCTPYMEHT ONTHUMH3ALUH YIPABICHYECKUX
peueHui.

19. TexHomorust paboThI C OOpAIICHUSAMH TPAXKJIaH B JIEIOMPOU3BOCTBE OpraHU3AIIIH.

20. TpeGoBaHuUs 3aKOHOJATENBCTBA K OPraHU3AIMH Pa0OThI ¢ OOPAIICHUSMH TPAXKIaH.

21. HomenknaTtypa aen, €€ 3HauyeHHe, BUJIbl HOMEHKJIATYpP JIeJl, METOJIMKA COCTaBJICHUS
HOMEHKJIATYp AEJI.

22. llonsATHE «BKCIEpPTU3bl LIEHHOCTW» JOKYMEHTOB B JEJIONPOM3BOJACTBE, 33Jayd U
NOPSIIOK MPOBEACHUS.

23. OcHoBHble moJoxeHHs HarmumonansHOW mnporpammsl  «l{udpoBas sxoHOMEKA
2024 r.». TenaeHIUU pa3BUTHUS SJICKTPOHHOTO JOKYMEHTOO00POTA.
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24. IlpaBOBOH cTaTyc 3JIEKTPOHHBIX JOKYMEHTOB, 3aKOHOJATEIbHOE MU HOPMATHUBHOE
peryinMpoBaHHe HCIOIb30BaHUS AJIEKTPOHHBIX JOKYMEHTOB. DJIEKTPOHHBIE JOKYMEHTHI U 0a3bl
JAHHBIX B COLMATBHOU cdepe.

25. XapakTepucTHKa PbIHKA aKTyalIbHBIX CHCTEM 3JIEKTPOHHOTO JJOKYMEHTO000pOTA.

4.2 MeToanuyeckue MaTepuaJibl, onpeaesiionue npoueaypbl OueHMBAHUS 3HAHUIA,
YMeHHIi, HAaBBIKOB U (MJIH) ONBITA /AeATEJbHOCTH, XAPAKTEPU3YIOUIMX ITAMbI
¢dopmupoBaHus KOMIIETEH NI

MeTtoauyeckue peKOMeHIAIMM, OMNpeesilOlHe NPOUeAYPbl OLEHHWBAHUS Ha
3ayere:

«3a4TeHo» - BBICTABISIETCS CTYIAEHTY, €CIM CTYIEHTOM JaH TIOJHbIN, pa3BEepHYTHIN
OTBET, MOKA3aHO YMEHUE MMPOAHATN3UPOBATH CUTYAIIHIO, CAMOCTOSTEIHHO BHIYJICHUTh U OTHCATh
BO3MOXKHBIE €€ pelIeHUs; yMeHue o0000mars HHPOPMANHIO, TOJy4aeMyl0 W3 pPa3HbIX
HUCTOYHUKOB. B 0TBeTe mpociexuBaeTcst 4eTkasi CTPYKTypa, JTOTHYecKas MOClIe0BaTeIbHOCTb,
OTpaXkarollasi CyIllIHOCTh PACKPBIBAEMBIX MOHSITHH, TEOPHH, SIBIICHUIA.

«He 3auTeHO» - BBICTABISIETCS TPU OTCYTCTBHHM YE€TKOTO W IMOJIHOTO OTBeTa. Jlormka u
MOCIIE0BATENbHOCTh M3JIOXKEHHSI HapylieHbl. OTMeuyaeTcsi He3HaHHE B PACKPBITHM TMOHITHIA,
yrnorpebnennr  TepMuHOB. OOydarommiics HE CHOCOOCH CaMOCTOSITENIbHO — BBIJICIHUTH
CYILIIECTBEHHbIE U HECYILECTBEHHBbIE MPU3HAKH WM NPUYHMHHO-CIIECJACTBEHHBbIE CBA3M. B oTBere
OTCYTCTBYIOT BBIBOJIBI. Y MEHHE PACKPHITh 3HaU€HHE 000OIICHHBIX 3HAHUH HE TTOKa3aHO.

MeToanyeckue PpeKOMEHIAIMH, ONpeAesole MNpoueaypbl  OlEeHUBAHUS
pedepara:

O1eHKa «OTIMYHO» — BBIMIOJHEHBI BCE TPeOOBaHUS K HAIMCAHMIO M 3amuTe pedepara:
o0o3HadyeHa mpobieMa U 000CHOBaHA €€ aKTyalbHOCTh, CACNAH KPATKUW aHaIN3 Pa3indHbIX
TOYEK 3PCHHS HA PACCMaTPHUBAEMYIO MPOOJIEMY W JIOTUYHO HM3JI0KEHA COOCTBEHHAs MO3UITHS,
c(OpMyIIMPOBAHBl BBIBOJBI, TE€Ma PACKPHITA IOJHOCTBHIO, BBIACPKAH OOBEM, COOIIOCHBI
TpeOOBaHUSI K BHEIMIHEMY O(OPMIICHHIO, JTaHbl TPaBUIBHBIC OTBETHl HAa JONOJHHUTEIBHBIC
BOTIPOCHI.

O1eHKa «XOpOIIO» — OCHOBHBIE TPeOOBaHUS K pedepary H ero 3ailuTe BBITOJTHEHBI, HO
P ATOM JIOMYIICHBI HEIOUEThl. B 4aCTHOCTH, UMEIOTCS HETOYHOCTH B U3JIOKEHUU MaTepHaa;
OTCYTCTBYET JIOTHYECKasl TOCJICAOBAaTEILHOCTh B CYXKACHHUSAX; HE BBIICpPKaH 00beM pedepara;
UMEIOTCSl yIylIeHus: B O(QOpPMIIGHWHU; Ha JOMOJIHUTENbHBIE BOMPOCHl MPH 3allUTe JaHbI
HETIOJTHBIC OTBETHI.

OrneHka «yIOBIETBOPUTEIHHO» — UMEIOTCS CYIIECTBEHHBIC OTCTYIUICHHS OT TpeOOBaHMIA
K MMMCBMEHHOM paboTe. B yacTHOCTH, TeMa OCBENIEHA JIUIIb YaCTHYHO; TOMYIIEHBI (DaKTUIECKHE
OIMOKK B COJAEpKaHUU pedepara WIH MPU OTBETE Ha JOMOJHUTEIBLHBIE BOIMPOCHI; BO BpeMs
3alIUThl OTCYTCTBYET BBIBOJ.

OneHka «HEYIOBICTBOPUTEILHO — TeMa pedepara HE pacKpbiTa, OOHApPYKHUBAETCS
CYIIECTBEHHOE HETIOHMMAaHHUE MPOOIIEMBI.

MeTtoauyeckue peKOMeHAAllMH, ONpelejsOlMe MpouHelypbl  OLEHUBAHHA
pe3yJabTaTOB IMCKYCCHH:

OrneHKa «OTJIMYHOY» — CTYJEHT SICHO U3JIOKUJ CYTh 00CYKAaeMOM TeMbl, IPOSBUI JIOTUKY
U3JIOKEHUSl Marepuaina, MPEeACTaBUI apryMEHTAlldi0, OTBETHJI Ha BOIPOCH YYaCTHUKOB
JTUCKYCCHH;

OreHKa «XOpOIIO» — CTYICHT SICHO U3JIOKHUI CYTh 00CYKIaeMOU TEMBI, MPOSIBUIT JIOTUKY
U3JIOKEHUSl Marepuajia, HO He MPEACTaBUI apryMEHTAllMI0, HEBEPHO OTBETHJI Ha BOMPOCHI
YYaCTHUKOB JUCKYCCHUU;

OrneHka «yAOBIETBOPUTEIHHO» — CTYIEHT SICHO M3JIOKHI CyTh 00CYX/IaeMoil TeMbl, HO
HE MPOSIBUJI JOCTATOYHYIO JIOTUKY M3JI0KEHHSI MaTepuasa, HO He MPEeJICTaBWI apryMEHTalHUIo,
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HEBEPHO OTBETHJI HAa BOIPOCHl YYACTHUKOB AucKyccuu; OIEHKAa «HEYAOBIECTBOPUTEIBHO» —
CTYJEHT IUIOXO TMOHUMAET CYTh OOCYXJaeMOH TeMbl, HE CMOT JIOTMYHO U apryMEHTHPOBAHO
y4acTBOBATh B OOCYKICHHH.

MeToanuyeckre peKOMEHIaluu, ONpeAe/siioluue Mpoueaypbl OLleHMBAHUSA ONpoca:

OueHka «OTIWYHO» — OTBEThl Ha IOCTABJIEHHBIC BOMPOCHI M3JIAralOTCsA JIOTUYHO,
MOCNIEIOBATEIbHO W HE TPeOYIOT OMOJHUTENbHBIX MosicHeHui. [lomHO packpbIBaroTCs
MPUYMHHO-CJICACTBEHHBIC CBS3H MEXIY SIBJICHUSMH M COOBITHSMHU. [lenatoTcs 0O00CHOBaHHBIC
BBIBOJIbI. COOJIFOIAt0TCSI HOPMEBI JINTEPATYPHOU pedH.

OueHka  «XOpomo» — OTBEThl HA  TOCTABJEHHBIE  BOMPOCHI  W3JIAraroTCA
CHUCTEMAaTU3UPOBAHO U MOCIEAOBaTelIbHO. MaTepuan wu3naraeTcsi YBEPEHHO. PacKphITh
MPUYHMHHO-CJICACTBEHHBIC CBSI3U MEXIY SBICHUSIMH M COOBITUAMH. JIEMOHCTpUPYETCS YMEHHE
aHAJIM3UpPOBAaTh MaTepuand, OJHAKO HE BCE BBIBOJBI HOCSAT AapryMEHTHUPOBAHHBIA U
JIOKa3aTeNbHBINA XapakTep. CoO01atl0TCsl HOPMBI JINTEPATypHOH PEUH.

OueHka  «yJOBIETBOPUTEIBHO» — B  OTBETE JOIMYCKAIOTCA  HApYyIIEHUS B
MOCJIEA0BATEIbHOCTH M3JIOKEHUs. HenmomHo packphIBalOTCS NPUYUHHO-CIIECICTBEHHBIE CBSI3U
MEXY SIBJICHUSIMHU U COOBITUAMHU. J[eMOHCTpUPYIOTCS TMOBEPXHOCTHBIC 3HAHHS BOIPOCA, C
TPYAOM pEHIAlOTCs KOHKPETHBIE 3aaaud. MIMeroTcst 3aTpynHeHHus ¢ BbIBoAamu. JlomyckaroTcs
HapyIIEHUs HOPM JINTEPATypPHOU pPeUH.

OleHKa «HEYAOBJIETBOPUTEIBHO» — MaTepuall M3JIaraeTcsi HEMNoCJeI0BaTeNbHO,
COMBYMBO, HE TPEICTABISCT OINpPENCICHHOW CHUCTEMBbl 3HAaHWUM 1O nuciuruimHe. He
PACKpBIBAIOTCS TPUYMHHO-CIICACTBEHHBIC CBSI3M MEXAY SBJICHHSAMH W coObITUsMH. He
NpOBOJUTCA aHanu3. BbIBOAbl OTCYTCTBYIOT. OTBETHI Ha JIOMOJHUTENbHBIE BOIMPOCHI
OTCYTCTBYIOT. IMEIOTCSl 3aMeTHBIE HAPYIICHHUSI HOPM JIMTEPATYPHOU PEUH.

5. IlepeyeHb OCHOBHOW W JONMOJHUTEJIHLHOM Y4YeOHOH JIMTEPATYPhI,

HEe00X0AMMOii 1J151 OCBOCHUS M CHUIINHBI (MOXYJISA)

ITeuaTHbie n3nanus, BkiatoueHHbIe B PII]I, oTpaxeHnsl B 21eKTpoHHOM Karanore Hayunoi
oubmmotekn KyOl'Y mo ampecy: http://megapro.kubsu.ru/MegaPro/Web u cooTBeTcTBYIOT
HOpMaMm 00€eCIeYeHHOCTH JAUTEpaTypon COIJIaCHO oIr'ocC BO 3++.
B nmepeueHb BKIIOYEHBI TOJIBKO HEOOXOAMMBIC [UIsi W3ydeHUs aucuuruiuabel  DBC,
npodeccuoHanmbHble 0a3bl JAHHBIX, HH(POPMALMOHHBIE CIPABOYHBIE CHCTEMBI, PECYpPCHI
CBOOOJIHOTO JOCTYIa, COOCTBEHHBIC DJIEKTPOHHBIE OOpa3oBaTelbHbIE W WH(OOPMAIMOHHBIC
pecypcsl Kyol'Y.

5.1 YueOHas JiuTeparypa:

1. llyBanoBa, H. H. Opranusamuss ¥ TEXHOJOTHS JAOKYMEHTAIIMOHHOTO OOECTICUeHUs
yOpaBieHUs: ydeOHUK W mpakTtukyMm s By3oB/ H. H. lllyBamoBa. — 2-e m3n., mepepab. u
norn. — Mocksa: WspmarensctBo FOpaiir, 2020. — 265 c.— (Bwicmiee obOpa3zoBanue). —
ISBN 978-5-534-12358-6. — Tekct: oanektponnsi // ObC  IOpaitt [caiit]. —
URL: https://urait.ru/bcode/451066

2. XonoctoBa, E.W. YmpaBnenue B couuanbHOil pabore: y4yeOHUK i BY30B/
E. 1. Xonocrosa, E. . Komapos, O.T. IIpoxoposa; OTBETCTBEHHBII penaxkrop
E. 1. Xonocrosa, E.U. Komapos, O. I IlpoxopoBa. — 2-e¢ u3a. — Mocksa : U3narenbcTBo
FOpaiit, 2020. — 319 c. — (Bpicmiee o6pazoBanue). — ISBN 978-5-534-01271-2. — Texkcr:
anektporHbii // OBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/449886

3. Jloponmna, JI. A. Opranmu3anys ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO OOCCTICUCHHS
yhpaBieHus:: y4eOHMK u TpakTukym s By3oB/ JI. A. Jloponuna, B. C. UputukoBa. —
Mocksa: U3marensctBo Opaiit, 2020. — 233 c. — (Bricmiee oOpazoBanme). — ISBN 978-5-
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534-04568-0. — TexkcT: ANEKTPOHHBIN /! 3bC Opaiit [caliT]. —
URL: https://urait.ru/bcode/450483

,H.]'If[ OCBOCHHA JUCHUIIMHBI MHBAJIMJAMHA U JIMHAMU C OTrPaHUYC€HHBIMH BO3MOXXHOCTAMU
3A0POBbA UMCIOTCA U3AaHU B 9JICKTPOHHOM BUIC B 3JIGKTpOHHO-6PI6JII/IOT€‘IHHX CHUCTCMaAX.

5.2. Ilepuoanyeckasi JUTEPATypa
[TeyaTHble TepruoaMUYECKHE HM3MaHHA BXOIAT B «llepedeHp MEYaTHBIX MEPHOIUIECKUX

U3JIaHul, XPaHALUXCS B ¢bonne Hayunoit O6ubnuoTexu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WIM  DJIEKTPOHHBIC TEPUOJAMYECKUE W3JaHUs, C
yKa3aHHUeM ajJipeca caiiTa AJIEKTPOHHOW BEPCHUU KypHaia, U3 0a3 JaHHBIX, JOCTYN K KOTOPBIM
umeet KyoI'Y:

1. bBaser pmanmnbix kommanun «MBUC» https:/eivisou/ 2. DnekTpoHHas OuOIHOTEKa
GREBENNIKON.RU https://erebennikon.ru/

5.3. UHTEepHeT-pecypchl, B TOM YHCJIe COBpeMeHHble NpodeccuoHAIbHbIE 0a3bl
JAHHBIX U HH(POPMALIMOHHBbIE CIIPABOYHbIEC CHCTEMBI
DnekTpoHHO-0ubmMoTeunbie cuctemsl (OBC):
1. O6pazosatensHas miatdopma «FOPAT» https://urait.ru/
2. ObC «YHUBEPCUTETCKASI BUBJIMOTEKA OHJIAMH» http://www.biblioclub.ru/
3. OBC «BOOK.ru» https://www.book.ru
4. ObC «ZNANIUM.COM» www.znanium.com
5. 9BC «JIAHb» https://e.lanbook.com
[podeccuonanbHblie 6a3bl JAHHBIX
. Bupryanbnblii untansHbii 3an Poccuiickoit rocynapctBenHoi oudnuotexu (PI'B) https://Idiss.rsl.ru/;
. Kypnan «Ycnexu pu3ndeckux HayK» (3JeKTpOHHAs Bepcus) https://ufn.ru/;
. MUAH. [ToHOTEKCTOBAasT KOJUIEKITHS MaTeMaTHIeCKUX KypHaioB http://www.mathnet.ru/;
. KXypnan «KBanToBas 31eKTpoHHKa» (3J€KTpOHHAast Bepcus) https://quantumelectron.lebedev.ru/arhiv/
. Hayunas snexrponnas 6ubnuorexka eLIBRARY.RU (HOB) http://www.elibrary.ru/;
. HarnonasnpHas anekTpoHHas oubnuoTeka https://rusneb.ru/;
. [Ipesunentckas oudbmmoteka um. b.H. Enprmna https://www.prlib.ru/;
BJl CSD-Enterpris KemOpmmikckoro 1eHtpa kpucrawwiorpapuyeckux aaHaeix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;
9. BA  KkypHaloB IO  pa3IM4yHBIM  oTpacisiM  3HaHui  Wiley  Journals  Database
https://onlinelibrary.wiley.com/;
10. BJ] eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;
11. TloaHOTEKCTOBas KOJUICKIMSA JKYPHAJIOB KOMITAHUH AMEPHUKAaHCKOTO (H3UYECKOro o0InecTBa
American Physical Society (APS) https://journals.aps.org/about;
12. BJ] marentHoro noucka Orbit Premium edition (Questel) https:/www.orbit.com/;
13. Pecypcer Springer Nature (KypHaybl, KHUTH): https:/link.springer.com/ https://www.nature.com/
https://experiments.springernature.com/sources/springer-protocols http://materials.springer.com/
14. ApxuBBl HaydHBIX JXKypHaJoB Ha Poccuiickoil mmatdopme HaydHbix >xypHamoB HOWKOH
http://archive.neicon.ru/;
15. YuuBepcurerckas uagpopmarponnas cucrema POCCHUS (YUC Poccus) http://uisrussia.msu.ru/;
16. "Jlektopuym TB" - Bugeoneknuu Beaymux jektopos Poccun http:/www.lektorium.tv/;
17. BJ] SciFindern (CAS) (onnaifH-cepBUC JuIsi TIOMCKAa HH(POpPMANKMK B OOJIACTH XMMUHW, OUOXVIMHH,
XUMAYECKOH HHXEHEPUH, MaTepHAaIOBEICHUS, HAHOTEXHOJIOTUH, (DU3NKHU, T€OJIOTUH, METAIUTYPTHA U JIP.)
https://scifinder-n.cas.org/;
18. Freedom Collection — momTHOTEKCTOBas KOJUICKIHS AJIEKTPOHHBIX JKyPHAJIOB MO PAa3IMYHBIM OTPaCIIsiM
3HaHui n3garenscTBa Elsevier https://www.sciencedirect.com/;
19. B/l Academic Reference (CNKI) (emnHas mowckoBas IuiatrgopMa IO HAYIHOMCCIICIOBATCIHLCKAM
padoram  KHP.  Tematnka  TOKpBIBa€T  BCE  OCHOBHBIC  JUCIUIUIMHAPHBIC  OOJIACTH
https://ar.cnki.net/ ACADREF.
HNudopmannoHHbie cIPaBOYHbIE CHCTEMBI
1. KoncynbranT [lnroc - cnpaBovHas mpaBoBasi cUCTeMa (JIOCTYH IO JIOKATbHOH CETH C KOMITBIOTEPOB
OMOIMOTEKN)

0NN A WN—
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Pecypcel cBOGOIHOTO AOCTYyTIA

1. KubepJlenunka http://cyberleninka.ru/;

2. AMepuKaHCKas MaTeHTHast 0a3a JaHHBIX http://www.uspto.gov/patft/

3. MunucTepcTBO HayKH{ u BBICLIETO o0pa3zoBaHUs Poccuiickoit ®enepanyu
https://www.minobrnauki.gov.ru/;

4. depepanbhblil mopran "Poccuiickoe odOpasopanue” http:/www.edu.ru/;

5. Enunas xomnekius nudpoBeIX oOpa3oBateiabHBIX pecypcoB http://school-collection.edu.ru/ .

6. Ilpoext I'ocymapcTBeHHOTO WHCTHUTYTa pycckoro si3bika mmeHun A.C. Ilymkuna "OOpa3oBanue Ha
pycckom" https://pushkininstitute.ru/;

7. CnpaBouHO-uH(MOpMaMOHHBINA TopTan "Pycckwuii si3pik" http://gramota.ru/;

8. Cnyx0a TeMaTHYECKUX TOJIKOBBIX clioBapeit http:// www.glossary.ru/;

9. CrnoBapu u sHImKIONeAUH http://dic.academic.ru/;

10. O6pazoBarenbHbiii mopran "Yueda" http://www.ucheba.com/.

CoOcTBeHHBIE JJIeKTPOHHBIE 00pa3oBaTeJbHbIe H HH(pOpMAanHOHHBIe pecypcsl KyoI'yY

1. DnexTponHsIi kaTaor Hayuroit 6monmnorexkn Kyol'Y http://megapro.kubsu.ru/MegaPro/Web

2. DnexTpoHHas 6nbInoTeKa TpyaoB yueHbx Kyol'yY
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6

3. OTkpeITas cpena MoayiIbHOro muHaMmudeckoro ooyaenust KyoI'Y https://openedu.kubsu.ru/

4., bBaza y4eOHBIX IUIAHOB, Yy4YCOHO-METOAWYECKHMX KOMIUICKCOB, NyOJUKalui ¥ KOH(EpPCHIUH
http://infoneeds.kubsu.ru/

5. OnexTponHbI apxuB qokymeHToB KyoI'Y http://docspace.kubsu.ru/

6. Meroauueckue yKa3zaHusi s O0yYaKIIMXCA IO OCBOEHHIO JIUCUHUILJIMHBI
(Moxyis)

[Ipu ocymecTBiaeHnn y4eOHON paOOTBI MO OCBOCHHIO Kypca HCIOJIB3YIOTCS
COBpPEMEHHbIE oOpa3oBaTeNbHbIE METOJIUKH (uHpOPMAIIIOHHO-KOMMYHHUKAITUOHHbBIE
TEXHOJIOTHH, UCCIIEIOBATEICKIE METO/IbI, TPOOIEMHOE O0yUeHUE | . ).

B yuebGHOM mporiecce MPUMEHSIIOTCSI aKTUBHBbIE U MHTEPAKTUBHBIE (POPMBI MPOBEACHUS
3aHATUH (METOJ MPOEKTOB, METO MOMCKA OBICTPBIX pElIeHui B rpymme u ap.). [Ipennonaraercs
MPOBEICHUE WHTEPAKTUBHBIX JIEKIIMH C MYJIbTUMEAUHHON CHCTEMOW, OOCYXICHHUE CIIOMKHBIX
po0JieM U JTUCKYCCHOHHBIX BOIIPOCOB.

J1s riy6oKOro u3y4eHus JUCIUILIMHBI HACTOSITENIEHO PEKOMEHAYETCSI:

— CHCTEMAaTHUYECKH TOTOBUTHCS K MPAKTUYECKUM 3aHSATHUSAM IO YIEOHBIM MOCOOHUSM, HAyYHBIM

CTaThsIM B KypHanax Mpo(ecCHOHATBbHOM TEMAaTHKH, a TaKKe HCIOJIb30BaTh OduUIIMaIbHbIE

pecypchl HayuyHOU HH(pOpMaIuu B ceTu HTepHeT;

— CBOEBPEMEHHO BBITIOJIHATH IPAKTHUECKUE 3aJaHus U pedepar.

CamocTtosTenpHas padoTa CTyJeHTa - OJIUH U3 BOKHEUIIINX ITAOB B MOATOTOBKE CIICIIHATUCTOB.

OHa npuoOIIaeT CTYACHTOB K HMCCIIENIOBATEILCKOW paboTe, o0oramaeT ONMbITOM U 3HAHUSIMH,

HEOOXOMUMBIMU I JAbHEUIIIET0 WX CTAHOBJICHHSI KaK CIEIHAIUCTOB, NMPHUBHBACT HABBIKU

paboThI ¢ TUTEPATYPOM, CTATUCTUYECKUMU TaHHBIMH.

enp camocToATENHHOM PabOTHI - CHCTEMAaTH3AIINS, 3aKPETIJICHUE U PACIIUPEHUE TEOPETUIECKUX

U IPAaKTHUYECKUX 3HAHUM C MCIOJIb30BAaHHEM COBPEMEHHBIX MH()OPMALIMOHHBIX TEXHOJIOTUH U

JUTEPATypHBIX HCTOYHHUKOB. /[ pa3BUTHS HABBIKOB CAMOCTOSTEIBHOW PAaOOTHI CTYACHTAMHU

BBITMOJIHSIOTCS:

— pedepart, CBA3aHHBIN C aHAIM30M COBPEMEHHBIX TEHCHIMI B OOJACTH IEJIOMPOU3BOJICTBA B

corManbpHOM cdepe;

— 3a/IaHus, CBSI3aHHBIE C 0030pPOM COBPEMEHHOTO PBIHKA CHEIHAM3HPOBAHHBIX CIPABOYHBIX

CUCTEM U CUCTEM 3JIEKTPOHHOTO IOKYMEHTO00O0pOTa;

— JIOMAITHHE 33JIaHus 110 TOUCKY B MIHTepHEeTe MHPOpMAIIUY Ha ONPEICIICHHYIO HAyYHYIO TEMY.

Pedepar roToBUTCS CTYACHTOM CaMOCTOATEIbHO, B HEM OOOOIIAIOTCA TEOPETHUYECCKUE

MaTepuaibl IO HCCIAEAYyeMOW TEeMe C HCIOJb30BAHUEM MaTEpHalloOB M3 CIELHAIbHOU

JUTEpaTypbl, HOPMATHBHO-MPABOBLIX JTOKYMEHTOB, CTaHAAPTHU3UPYIOLUIUX pPAacCMaTPUBAEMYIO

chepy. B pedepare momkeH mpuCyTCTBOBaTH COOCTBEHHBIN aHAIM3 W KPUTHUUYECKUN MOAXOMd K
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pelIeHnIo MPo0JIeMbl IO BHIOPAHHON TeME MCCIEOBAaHUS, MOJKPEIUICHHBIN CTaTUCTUYECKUMHU
JAHHBIMH 1 aKTYaJIbHBIMU TIPUMEPAMH U3 JACATEIHOCTH OPTaHU3AINH COIMAIbHON CepHl.
OOydeHue CTyIEHTOB C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH OPraHU3yeTCsl B COOTBETCTBHH C
TpeboBaHuAMH «METOIMUECKUX PEKOMEHAAINH 110 OpraHu3alui 00pa30BaTEIBHOTO Ipolecca
Ui O0y4eHHs WHBAJIWAOB M JIMI C OrPaHUYEHHBIMH BO3MOXKHOCTSMH 3/10pOBbSI B
00pa30BaTENBHBIX OPraHU3alMAX BBICHIETO MPO(PECCHOHAIBHOTO 00pPa30BaHUA» OT «8» armpes
2014 r.

B ocBoeHMM UCIUITMHBI HHBAIUAAMH 1 JIMIIAMU C OTPAHNYEHHBIMHA BO3MOXKHOCTSIMH 3/I0OPOBBSI
Oonpllloe  3HAUEGHHWE UWMeeT HMHIWBUAyalbHas ydeOHas pabora (KOHCYNIbTAIllMH) —
JIONIOJTHUTETIbHOE Pa3bsICHEHNE y4eOHOT0 MaTepHaa.

WnauBuayanbHble  KOHCYAbTalUM IO  TNpEIMETY  SBJSIOTCS  BaXHBIM  (DakTOpoM,
CIIOCOOCTBYIOIINM WHANBUAYAIH3aINN O0ydEHHUS U YCTAaHOBJICHUIO BOCITUTATEIIFHOTO KOHTAKTa
MEXIy IMpernojaBaTesieM U OOy4aroIlUMCs HMHBAJIUAOM MM JIMLIOM C OTPaHUYCHHBIMH
BO3MOKHOCTSIMU 37I0POBBSL.

7. MaTepuajibHO-TEXHUYECKOE o0ecrneyeHue 1mo JuCuunanae (MoayJi)
I[To BceM BumaM y4eOHOW JEATEIBPHOCTH B paMKaxX JUCHUIUIMHBI HCTOJIB3YIOTCS

ayJIuTOpuHr, KaOWHETHI U JIaOOPaTOPUH, OCHAIIEHHBIE HEOOXOIUMBIM CIIEHUATN3UPOBAHHBIM H
71a60paTOPHBIM 000PYTOBAHUEM.

HaumenoBanue OcHalieHHOCTh criennanbHbIX | [lepeueHb

CHeIMaIbHBIX TOMEIEHUI MOMeIleHU JUIEH3UOHHOTO
IPOTPaMMHOTO
o0ecrnieyeHus

VYuebHbie ayguTopuu I | MebOenb: yueOHas MeOelb Microsoft  Office:

POBEICHUS 3aHATUH | TexHn4yeckue cpeacTBa 00ydeHUs: Word; Excel;

JIEKIIMOHHOTO THUIA AKpaH, IPOEKTOP, KOMITbIOTEP PowerPoint.

VYuebuble aynutopuu ans | Mebenb: yueOHas MeOenb Microsoft  Office:

MIPOBEICHUS 3aHATHH | TeXHUYecKue cpencTBa 00ydeHus: Word; Excel;

CEMHHapPCKOI0 THUIIA, | 9KPaH, IPOEKTOP, KOMIBIOTEP PowerPoint.

IPYHIOBBIX u | ObopynoBanue:

WHIBUTYaIbHBIX

KOHCYJIbTAIUH, TEKYIIETro

KOHTpPOJIA U IIPOMEKYTOYHOMN

aTTecTaluu

VYuebuble aynutopuu ans | Mebenb: yueOHas MeOenb Microsoft  Office:

MPOBECHUS  MPAKTHYECKUX | TeXHUYECKHE CpeicTBa O0yUCHHUS: Word; Excel;

3aHATUN. JKpaH, IPOEKTOP, KOMIILIOTEP PowerPoint.

Ob6opynoBanue:

Jus  caMoCTOSATeNbHOW — paboThl  OOy4YarOLIMXCS  HPEAYCMOTPEHBI  ITOMELICHHMS,
YKOMIUIEKTOBAaHHBIE CIEIHATN3UPOBAHHON MeOesbIo, OCHAIIICHHBIE KOMITBIOTEPHOM TEXHUKOU C
BO3MOXHOCTBIO MOJKIIIOUYEHUS K ceTu «/HTepHET» M o0ecrneyeHueM JIO0CTyIa B HJIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA.

HaumenoBanue OcHalieHHOCTh OMEILEHUH 151 camoctosaTenbHol | [lepeuenn
[IOMEIEHU I UTst | pabOThI 00YYAIOIIUXCS JIMLIEH3UOHHOTO
CaMOCTOSITENILHOM POrPaMMHOTO
paboTsl obecrieueHus
00y4Jarmuxcs

[NTomerenue st | MebGenb: yueOHast MeOelb Microsoft
CaMOCTOSITEJIbHOM Kommiekr CHEeHATU3HPOBAHHOM mebenu: | Office:  Word,;
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paboTsl KOMITHIOTEPHBIC CTOJIBI Excel;
00yJaromuxcst ObopynoBanme:  KoMIblOTepHass  TexHuka ¢ | PowerPoint.
(uuTaTBHBIN 3aJl | MOJKITF0OUYEHUEM K nH(pOpMaIMOHHO-
Hay4noii KOMMYHHUKAIIMOHHOU ceTH «HTepHEeT» U TOCTYIIOM
OMOIMOTEKH ) B 3JICKTPOHHYIO nH(OpMaIMOHHO-
o0pa3oBaTeNbHYIO cpeny o0Opa3oBaTenbHOI
OpraHu3aiyu, BeO-KaMepbl, KOMMYHHKAIMOHHOE
obopynoBaHue, 00ECHEUYHBAIOIIEE MOCTYI K CETH
WHTECPHET (mpoBoHOE COCIIMHEHUE "
OecripoBoiHOE coemHeHue o TexHonoruu Wi-Fi)
[NTomerenue st | MebGenb: yueOHast MeOelb Microsoft
CaMOCTOSITENILHOM Kowmriekr CHEIMAM3UPOBAHHON mebenu: | Office:  Word;
paboTsl KOMITHIOTEPHBIEC CTOJIBI Excel;
oOyuaromuxcs (ayn. | ObopynoBanue:  KoMIbloTepHas  TexHuka ¢ | PowerPoint.
413) MTOAKITIOUYEHUEM K nH(OpMaIMOHHO-

KOMMYHHUKAIIMOHHOU ceTH «HTepHEeT» U TOCTYIIOM
B ANEKTPOHHYIO UH(POPMAIIOHHO-
o0pa3oBaTeNbHYIO cpeny o0Opa3oBaTenbHOI
OpraHu3ainyu, BeO-KaMepbl, KOMMYHHUKAIIMOHHOE
o0opynoBaHue, 00ECHEUHBAIOIIECE MOCTYI K CETH
WHTECPHET (mpoBomHOE COCIIMHEHUE "
OecripoBoiHOE coemHeHue o TexHonoruu Wi-Fi)
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