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1 Hesm v 3a1auM U3yYeHU S TUCHMILUIMHBI (MOTYJIA)

1.1. Ileab IMCHUNJIMHBI: HA OCHOBAHUH TCOPUH U MPAKTHKU HAYYHO 0OOCHOBAHHBIX
MIPUHITMIIOB U METOJIOB COBPEMEHHOI'0 JOKYMEHTAIIMOHHOTO oOecredeHuss chOopMHUpPOBATH Y
CTYJICHTOB IEJIOCTHOE MPEACTABICHUE HA TaKWE BHUJBI MPO(ECCUOHATHLHON JEITeIbHOCTH, KaK
rpamMoTHas 1 d(pGeKTUBHAS OpraHU3alHs COBPEMEHHOTO JIEJIONPON3BOICTBA.

1.2. 3agauy AMCHUILIMHDBI:

- HUCCIIeJIOBaTh 3aKOHOMEPHOCTH (DOPMUPOBAHHS JOKYMEHTAIBHBIX YIPABICHUECKUX
CHUCTEM U TEXHOJIOTHH B MX UCTOPHYCCKOM PA3BUTHH, COBPEMEHHOE COCTOSIHHE W TEPCIEKTHBBI
pa3BUTHUS TEXHOJIOTHIA, OOIINE W YaCTHBIC METOJbI UCCIICIOBAHUS M MPOCKTUPOBAHMS O(UCHBIX
CHUCTEM JIOKYMEHTOO0OpOTa, CIIOCOOCTBYIOIIHUX (OPMUPOBAHUIO Y CTYJICHTOB METOJIUYCCKU
000CHOBAaHHBIX MOJXOJIOB K PEIICHUIO MPAKTUYECKUX 337a4 JOKYMEHTAIIMOHHOTO O0eCTieueHust
BO BceX cdepax ynpaBICHUYCCKOH JAeITeIbHOCTH;

- MIOJIYYHTh MPEICTABICHIE O HOPMATHBHO-METOIUIECKON 0a3e IeIONpPOU3BOJICTBA;

- 03HAKOMHUTHCS C COBPEMEHHBIMU TPEOOBAHUSIMH 10 COCTABJICHUIO JJOKYMEHTOB;

- ¢(OpMHUPOBATH Y CTYJCHTOB MHEHHE O PAIMOHABHBIX ITOAX0/1aX K OpraHu3aIui paboTsl
C IOKyMEHTaMHU B OpTraHU3aIHH.

1.3. MecTo AuCHMILUINHBI B CTPYKTYpe 00pa30BaTeIbHON MPOrpaMMbl

Huctunnuna b1.0.18 «Opranuzanus u texnonorus JJOY» oTHocuTcs K 00s13aTenbHOM
yactu broka 1 «/luctuminnel (Moaynu)» y4eOHOro miaHa.

JucuuiuimHa uzydaercs B 5 1 6 cemecTpax Ha O4HOM (hopme U Ha 3 Kypce 3a09HOM (OpMBI
o0OydeHus, 6a3upyercs Ha 3HAHUSX, YMEHUSIX U HAaBbIKaX, MOJIYYeHHBIX Ha IIEPBOM M BTOPOM Kypce
NOJArOTOBKU. B cBol ouepenb oOHa oOecrneuyumBaeT M3Y4YEHHUE CIEAYIOMMX JUCIUIUINH:
Opranu3anvoHHOe, HH()OPMAIMOHHO - JOKYMEHTAl[MOHHOE obOecredyeHue JIesTeIbHOCTH
pykoBoauTenss — opraHuzanmu, MHQOpManmMoHHO - JOKyMEHTAllMOHHOE  obOecreueHue
NPEJCTaBUTENIbHBIX OPraHOB BJIACTH M ympaBieHus, MHGOpMalMOHHO - TOKYMEHTALMOHHOE
oOecrnieyeHre AesITeNbHOCTH HEKOMMEPUECKUX OpraHu3alui u Jp.

VYyeOnass mnporpamma aucuuruinebl b1.0.18 «Opranmzamus u TtexHonorus JOY»
IpelycMaTpuBaeT NpPOBEIACHHE 3aHATHI B (opme JeKuui, mpakTHueckux 3aHatui. OnHa
HOJTrOTOBJIEHA B COOTBETCTBUHU TpeOOBAaHUAMM, NpeabsiBIeHHbIMU ¢ TpeboBaHusMu OI'OC BO
3++. JlocTH>KeHHEe LIeTU COMPOBOKIACTCS PACKPBITHEM MEpe]] CTyJIeHTaMH (DyHIaMEHTaIbHBIX
3HaHUH B OOJIACTAX CBSI3aHHBIX C NPUMEHEHHEM OCHOB OpraHu3allud M TEeXHOJOIMH
JIOKYMEHTAllMOHHOTO OOEeCHeYeHHUsl yNpaBICHHs, KOTOPbIE B COBOKYIHOCTH C HEIMPEPHIBHBIM
OOHOBJICHMEM M M3MEHEHUSIMH B AaNlapaTHbIX CpPEACTBAaX HAXOAAT BaXHOE MECTO B
(bopMUpOBaHUN HHPOPMAITIOHHO- TEXHOJIOIMUYECKOT 0 MOTEHIIM AN PEATNPUATHUS, YTO OOECIIEUUT
IIPOYHOE U CO3HATENIBHOE OBJIAJICHUE CTYACHTAMHM OCHOBAaMM 3HAaHUM O MPOIECcCax IOJSydYEHUS,
XpaHeHus, epeadn u npeodpazoBaHusi HHGOPMAIUH.

3HaHME OTalOB OPraHU3allid W aKTyaJbHBIX TEXHOJOTMH JTOKyMEHTAallHOHHOI'O
oOecrieyeHns yIpaBieHUs B KOMIAHUKM HEOOXOJUMO Ui ycrexa Jro0oro cnenuaimicra B chepe
JOKYMEHTOBEICHUsI M apxuBoBeleHUs. llepen cTyaeHTamMuM pacKpblBalOTCS — 3HAYEHUS
uHpOpPMALlMM B Pa3BUTHM COBPEMEHHOro olmiecTBa. B xoxe 0OydeHus CTYIEHTBHI JIOJIKHBI
HAy4YUTHCS CO3HATEJIBHO W pallOHAJIbHO HCIIOJIb30BaTh BO3MOKHOCTH, TPEAOCTaBIISIEMbIE
KOMIIBIOTEPHON TEXHUKOH, JIJISl pelIeHHs] pa3HOOOPa3HBIX YIIPABIEHYECKUX 3a/1a4.

1.4. TpeGoBaHMA K YPOBHIO OCBOCHMS AU CHUIIUHBI
N3yyenne naHHOW y4yeOHOM JAMCHUMIUIMHBI HampaBieHO Ha (GOpMUPOBAaHUE Y
00y4aroImuxcs CIeIYOIUX KOMIIETeHIIUNI:



Kon "
HWHIUKaTOpa
KOMITETEHIIN

HaMMCHOBAHHUC
JOCTHIKCHUA

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

YK 3 - CniocoGeH ocymecTBJISTh COUMATIbLHOE B3aMMO/IeliCTBHE U Peaju30BbIBATH CBOKO

POJIb B KOMaHJI¢

NYyK-3.2. [Torumaer
OCHOBHBIE ACIIEKTHI
MEXIINYHOCTHBIX u

IPYIIIOBBIX KOMMYHHKALUI;
coOuro1aer HOPMBI u
YCTaHOBJICHHBIE  IIpaBHJIA
[IOBEJICHUS B OPraHU3aluu

3HAeT OCHOBHBIE AaCIEKThl MEKIMYHOCTHBIX M TIPYIIIOBBIX
KOMMYHHKAILUN U HOPMBI

YMeeT opraHn3oBaTh IpyNIIOBbIE KOMMYHUKALUU

Bitaneer HaBbIKaMM IpaBWII IOBEJICHUS B OPTaHU3aLUU

OIIK-2. Crioco0eH HAaX0AUTh OPraHU3aMOHHO-YIIPABJIeHYeCKHe PellieHUs] IPU pelleHNuH

3aaa4 B cepe cBoeii nmpode

CCHOHAJILHOM ACATCJIbHOCTH

OIIK-2.1. Cnocoben
pemarh 3a1a4u B
OpraHu3anuu u
JIOKYMEHTAIHOHHOM

00ecCTIeYeHN N YIIpaBICHHS

3HaeT Tpolenypy peuieHus 3ajad B OpPraHu3alud U
JOKYMEHTAIlMOHHOM OOECTICUEeHUH YIIPaBICHUS

YmMeer pemiath 3aaud B OpraHU3ALMH U JOKYMEHTAI[MOHHOM
o0ecrieueHnr yrnpaBIeHUs

Brnaneer HaBbikamMuM pelieHHs 3a7a4 B OpraHU3AlUMU U
JIOKYMEHTAIIMOHHOM O0OE€CIIeUEHUH YIIPaBICHHUS

OIIK-2.2.
pazpaboTke
OpraHHU3aIMOHHO-
yIpaBJICHYECKUX PEIICHUN B
chepe CBOCH
npoeCCHOHATLHON
JeSTEIIbHOCTH

VYyactByer B

3HaeT Kak pa3zpabaThIBaTh OPraHU3AIMOHHO-YIPABICHUYECKUE
peuieHus B chepe cBoeit mpohecCHOHaIbHON AeSITENbHOCTH
Ymeer  paspabarhiBaThb  OpraHU3alMOHHO-YNIPaBICHYECKUE
peieHus B chepe cBoeit mpohecCHOHaIbHON AesITENbHOCTH
Bnageer HaBbIKaMU pa3paboTKu OpraHU3alMOHHO-
yIpaBlIeHUYECKUX pelleHui B chepe cBoeil mpodeccruoHanbHON
JeSITENIbHOCTH

OIIK-3. Cnoco0eH NMpUMEHATH TeOpeTHYEeCKHEe 3HAHHMS VIS PelIeHHs] NOCTABJCHHBIX
3a/1a4 B 00JIACTH IOKYMEHTOBE/IEHUS M APXHBOBeIeHHS

OIIK-3.1. CriocobGeH | 3HaeT aJropuTM pelIeHUs] MOCTaBIEHHBIX 3ajad B 00JIACTH

pemars MIOCTaBJIEHHBIE | TOKYMEHTOBEACHUS U apXUBOBEACHUS

3a/1a4u B obacTi | YMeeT HaxoAWTh pPEUIeHHs MOCTaBJIEHHBIX 3a/1ady B 00jacTu

JIOKYMEHTOBEICHHUS U | JOKYMEHTOBE/IECHUS U apXUBOBEICHUS

apXUBOBEICHHUS Brnaneer HaBbIKaMH pelIeHUs MOCTAaBJIEHHBIX 33Ja4 B 001acTH
JIOKYMEHTOBE/ICHUS U apXUBOBEACHUS

OIIK-3.2.  VYyactByer B |3HaeT Kak pa3pabaThiBaTh M pPEaIM30BHIBATh IOCTABICHHBIE

pa3paboTke W peanu3aluy | 3a7a4u B 00J1aCTH IOKYMEHTOBEICHUS U apXUBOBEIACHUS

MOCTaBJICHHBIX  3alad B | YMeeT pa3pabaThiBaTh U PEaTM30BbIBATh IOCTABICHHBIC 33]]aUl

o0nactu B 00J1aCTH TOKYMEHTOBEACHUS U apXHUBOBEICHHUS

JIOKYMEHTOBEICHHUS u | Brageer HaBblkaMu pa3pabOTKU U pealn3aliu MOCTaBICHHBIX

apXUBOBEICHHUSI 3a/1a4 B 00JIaCTH JIOKYMEHTOBE/ICHUSI M apXHBOBEICHUS

OIIK-4. Cnoco0eH MOHMMATH NPHHLOMIBI PadoThbl COBPEMEHHBIX HMH(OPMALMOHHBIX

TEXHOJIOTHH U MCIO0JIL30BAT

b MX JIJIl pellieHNs 3a/1a4 NpogeccHoHATbHOI /1esiITeIbHOCTH

OIIK-4.1. [ToHnmaer
MIPUHIIATIBI paboThI
COBPEMEHHBIX
MH(OPMALIMOHHBIX

TEXHOJIOTUI B opraHuzalniu

3HaeT NPUHLIMIIEI PabOTHl COBPEMEHHBIX HH()OPMAIIMOHHBIX
TEXHOJIOTHI B OpraHu3aluu

YMmeer HacTpouTh paboTy MH(POPMALMOHHBIX TEXHOJOTHI B
OpraHu3au

Bnaneer  HaBblkamMu  paboThHI
TEXHOJIOTHSIMU B OpraHu3aliu

C I/IH(pOpMaI_[I/IOHHBIMI/I




OIIK-4.3.
COBpPEMEHHBIC
nH(pOPMAaLOHHbIE
TEXHOJIOTUU JUISI PEIICHHS
3amad  mpodeccrnoHaIbHON
JeSITeTbHOCTH

IIpumenser

3HaeT KaK NPUMEHSATh COBpPEMEHHBbIE HH(OPMAIIMOHHBIE
TEXHOJOTUM  AJs  pelleHus 3ahad  IpodecCHOHATbHON
JESTEIbHOCTH

YMeer  NpPUMEHATb  COBPEMEHHble  HMH(OpPMaIOHHBIE
TEXHOJNIOTUM  JJISi  pelmeHus 3aaad  1podeCCHOHATBLHON
JEATEIIBHOCTH

Bnageer HaBbIKaMU IIPUMEHEHHUS COBPEMEHHBIX
MHOOPMALIMOHHBIX ~ TEXHOJOTMH  JUIsl  pelleHus  3aaay

npodecCHOHABHON IeATENbHOCTH

3JIeKTPOHHOI0
OpraHu3anuu

IIK-4. CnocodeH ocymecTBJIATHL PadoThl M0 NMPOEKTUPOBAHUIO U BHEAPEHUIO CHCTEMbI
AOKYMEHT0000poTa B

cepe TOKYMEHTALMOHHOTO YNPAaBJIEHUS

[TIK-4.1. YuactByeT B pabote
0 TPOCKTUPOBAHUIO U
BHCAPCHHUIO CHUCTCMBbI
AIIEKTPOHHOTO
JTOKyMEHTO000OopoTa B chepe
JOKYMEHTAIHOHHOTO
YIIpaBJICHUS OpPraHU3anuu

3HaeT KaK MPOEKTUPOBATh U BHEJIPSATH CUCTEMBI 3JIEKTPOHHOTO
JOKYMEHT0000poTa B cepe JOKYMEHTAI[MOHHOTO YIPaBJICHUs
OpraHu3aIu

YMeeT NpoeKTHUpOBaTh M BHEIAPSITH CHUCTEMBI AJIEKTPOHHOTO
JOKYMEHTO000poTa B cepe TOKYMEHTAIMOHHOTO yIPaBICHUS
OpraHHu3aIu

Bianeer HaBbIKAMHM MPOEKTUPOBAHUS W BHEIPECHHUS CHUCTEMBI

yHpaBJICHUA OpraHU3allun

JIEKTPOHHOTO JOKYyMEHTO000poTa B chepe
JIOKYMEHTAIlMOHHOT'O YIIPaBJIEHUs OpraHu3aluu
[1K-4.2. Criocoben | 3naer KaK IIPUMEHSATH CHUCTEMBI 3JIEKTPOHHOTO
IPUMEHSATh CHCTEMBI | JOKYMEHTO000pOTa B chepe TOKYMEHTALMOHHOTO yIpaBJIECHUS
3JIEKTPOHHOTO OpraHu3aluu
JOKyMEHTO000poTa B chepe | YMeeT MpUMEHATh CUCTEMBbI 3JIEKTPOHHOTO TOKYMEHTO000pOoTa
JOKYMEHTallMOHHOI'O B cepe TOKyMEHTAIIMOHHOTO YIIPABICHHUS OpTaHU3aIIH

Bnaneer HaBbIKaMu pa6OTBI C CHUCTEMaMH JSJICKTPOHHOI'O

JTIOKyMEHTO000poTa B chepe TOKYMEHTAIIMOHHOTO YIPaBICHUS
OpraHHu3aIu

PesynbpTarel 00y4eHMs] N0 AHUCLUUIUIMHE JOCTHTAIOTCS B paMKax OCYIIECTBIIEHUS BCEX
BUJIOB KOHTaKTHOHM U CAMOCTOSATEIbHOM pabOoThl 00yUYaIOIIMXCS B COOTBETCTBUHU C YTBEPKIEHHBIM
y4€OHBIM IJIAHOM.

I/IHI[I/IKaTOPBI JOCTIDKEHMS KOMIIETCHIIMM  CUMTAarOTCs C(I)OpMI/IpOBaHHBIMI/I pu
AOCTHIKCHUHU COOTBETCTBYIOIIHUX UM PE3YJIbTATOB 06yquH51.
CDYH,I[aMCHTaJ'IBHOCTL NOATrOTOBKHU  CTYACHTOB 110  AJUCHUILINHE obOecrieunBaeTcs

M3Y4YEHHEM KaTeropuil ammapaTHbIX U TNPOTPAMMHBIX CPEJICTB BBIYMCIUTEIBHONW TEXHHKH,
METOAMYECKMM 000CHOBAaHHEM MPOIIECCOB B3aMMOACHCTBH UH(OPMAIIMH, TaHHBIX U METO/IOB.

[lpuknanHas HampaBiIeHHOCTh AWUCHUUIUIMHBI Oa3upyeTcs Ha HU3YYEHHH KOHKPETHBIX
KOMITBIOTEPHBIX IpOrpamMM, OOECHeYMBAIOIIMX AaBTOMATU3ALMIO YIPaBIEHUS OpraHu3alieH,
pelIeHNH TEeCTOB M YYacTHMM B KOMIIBIOTEPHBIX 3KCIEPHUMEHTaX, PACCMOTPEHHUH OCHOBHBIX
CPEJICTB, IPUEMOB M METOI0B IIPOIPaMMUPOBAHHS.

JUis  aKkTUBHU3AallMM TO3HABATEJIIbHOM JIEATENbHOCTH CTYACHTOB TMpU MPOBEACHUU
NPAaKTUYECKUX M JIAOOpAaTOPHBIX 3aHATUH HCIOJB3YIOTCS AaKTHBHBIE METOJbl OOydeHUS:
POOJIEMHBIN U METOJT KOHKPETHBIX CUTYaITH.

CucTeMHO-esTeTbHOCTHBIHN MOX0/1 B 00Y4EHUH CTYAC€HTOB PealIn3yeTcs IyTeM PEeLIeHHS
NPUKIAIHBIX 3a1a4 (CUTyaluui) Ha Mojenax Oyayuiedl nmpodeccHoHaIbHOU IEesITeIbHOCTH B
npoiiecce 1ab0paTOPHBIX 3aHATHI.

JUis  pa3BUTHUSI HaBBIKOB CAMOCTOATEIbHOW pabOThl  CTyIAEHTaMH BO  BpeMs
CaMOCTOSITENIbHOW pabOThl BBIMOJIHAIOTCS TBOpYECKHE paboThI, 3cce, CBsI3aHHBIE € Ooiee
yIIIyOJICHHBIM H3yYCHHEM TEXHOJIOTUH 00pabOTKH TEKCTOBOM MH(POPMAIIMH M YUCIIOBBIX JaHHBIX.



YcBoeHune yuyeOHOro Marepuaia CTyJIEHTaMH OCYIIECTBIISETCS MpEnojiaBaTeieM B
X0J1€ TEKYILEro U UTOTOBOI'0 KOHTPOJIS:

— meKywWull KOHmpoib 3HAaHUM, YMEHUM ¥ HaBBIKOB MPOBOAMUTCS IIPHU BBINOJHEHUN
MPAKTUYECKUX paboT Ha 3aHATHUSAX, a TAaKKe IyTeM YCTHOTO OIPOca, KOHTPOJIBHBIX padorT,
TECTHUPOBAHUS U BBICTYIUICHUS C HAYYHBIMHU COOOIIEHUSIMU U 3CCE.

- UmMo2086bili KOHMpOab 10 NUCHUIUIMHE OCYIIECTBISICTCS B XOJ€ 3a4eTa B IMSTOM
CeMecCTpe M 2K3aMEHa B LIECTOM CeMecTpe O4HOM (popMbl 0OydeHHs MM 3K3aMeHa Ha 3 Kypce
3a04HON (OpMBbI 0O0yUEHUs, KOTOPBI MPOBOJUTCA B YCTHOM MJIM MUCbMEHHOU (opMe ¢ yUeTOM
Pe3yJIbTaTOB TEKYIIEro KOHTPOJIS B X0€ 00yUeHHUs.

2. Coaep:xkaHue TUCHUTLTHHBI

2.1 Pacnpenesienne TPyA0EMKOCTH IMCIUILIMHBI 110 BUJAaM padoT

OO6mas TpyA0EMKOCTh JUCHUILIMHBI cocTaBisieT 4 3a4. €. (144 uaca), ux pacnpenesneHue mno
BUJIaM pabOoT MPEACTABJICHO B TAOIHUIIE

Bunawbi pador Bcero dopma 00yueHust

yacoB OYHas

5 cemecTp | 6 cemecTp

KonTakTHas paboTa, B TOM YHCIIE: 70,5 36,2 34,3
AyauTOpHBIE 3aHATHS (BCEro):
3aHsATHS JEKIIMOHHOTO TUIIA 32 16 16
JlabopaTopHbIe 3aHSATHUS
3aHATHA  CEeMHHApCKOTO  Tuma  (CeMHUHAaphI, 32 18 14

MIPaKTUYECKHUE 3aHSTHSI)
HNuas koHTaKkTHasi padora:

KonTpons camoctositensHoi padotsl (KCP) 6 2 4
[Tpomexyrtounas arrectauus (MKP) 0,5 0,2 0,3
CamocrosiTesibHAasi pab0oTa, B TOM YHCJI€: 435 35,8 8
Kypcosas paboma/npoexm (KP/KII) (noocomoska) 5
Koumponvnas paboma 15,8 15,8
Pechepam/>cce (noocomosxa) 10 10
CamocmosmenvHoe uzyuenue pazoenos, 15 10 5

camono02omoska (npopabomxka u NOBMOpPEHUE
JIEKYUOHHO20 MAMEPUAId u Mamepuaia y4eoHuKos
U yuebHbIX noCoOUL, NOO2OMOBKA K 1a00PAMOPHbIM
U IPAKMUYECKUM 3AHAMUIM, KOJUIOKGUYMAaM U m.0.)

[ToAroToBKA K TEKYIIEMY KOHTPOJIIO 3 3
KoHnTpoJs:

[ToaroroBka K ’K3aMeHy 26,7 26,7
OO0mas Tpy10eMKOCTH Yac. 144 72 72
B TOM YHCJIe KOHTAKTHas padorTa 68,5 34,2 34,3

3a4. e 4 2 2




2.2 Copep:xanune TUCUMIIIIMHBI
Pazpenst (TeMbl) TUCIUTUIMHEL, H3y4aeMble B 5 1 6 ceMecTpax (ouHast popma)

No | HaumeHoBaHue pa3iesioB (TeM) Bcero | KonnuecTBo yacoB
AynutopHas Bueayn
pabora UTOpHAs

pabora
J. |03 | JIP | CPC
1 2 3 4 5 6 7
S cemecTp
1 Beenenue. Ilonstue  mokymeHntoobopora, ero | 7 1 1 5
KOJIMYECTBEHHBIC M KAYECTBEHHBIE MTAPaAMETPBHI.
2 Perucrpamuss n1OKyMEHTOB: Ii€Jb, 3aJa4yd, BHABI H | 8 2 2 4
(OpMBI pErucTpaluy OTAEIbHBIX TPYII JOKYMEHTOB
3 Cucrtema MHJIEKCallMM JOKYMEHTOB; CTpyKTypa 6a3 | 7,8 1 1 5,8
JAHHBIX 10 JIOKYMEHTHOW CHCTEME OpraHU3aluu
4 Opranu3zanus KOHTPOJIS 3a UCTIOJHEHUEM | 8 2 2 4
JOKYMEHTOB. THNOBBIE U WHAUBHIyalIbHbIE CPOKH
WCTIOJTHEHUS
5 [IpoektupoBanue  cucteM  JIOKyMeHTOoOopoTa. | 8 2 2 4
Opranuzanus parroHaIHLHOTO JBYDKEHUS
JOKYMEHTOB BHYTPH OpTraHU3alluu

6 Benenne MaccHBOB Ka/IpOBBIX TOKYMEHTOB, UX Y4YeT, | 8 2 2 4

perucTpaisi, OnepaTuBHOE XpaHEHHUE.

7 OcobenHoctn 00pabOTKH, pErucTpanuy, XpaHeHus | 8 2 2 4

oOpallleHu# rpakaH.

8 JIoKyMeHTalmoOHHOE obecrnieueHue pabots! | 8 2 2 4

KOJUIETHANIbHBIX OpraHoB. Pabora ¢ mokymeHTamu
KOH(PHUACHITMAIBHOTO XapakTepa

9 KommmekcHas ©  JnokanbHas — aBroMarusanus. | 11 2 4 5
Buenpenue KOMITBIOTEPHBIX TEXHOJIOTUHU
OpraHM3aIfK JOKYMEHT0000poTa.

NTOI'O o pazaenaM JUCIUILIAHBI 718 | 16 | 18 35,8

KonTpons camoctostensHoi padotsl (KCP) 2 4

[Tpomesxytounas arrecrauus (MKP) 0,2

[ToaroToBKa K TEKYIIEMY KOHTPOJIIO

OO1w1ast TPyA0EMKOCTb MO AUCHUIIMHE 72

6 cemecTp

1 Opranuzanys 10KyMEHTOB B TEKYLIEH JESITEIBHOCTH 5 2 2 1
MOJIpa3/IeJICHUI U COTPYJTHHKOB

2 Knaccudukanms JIOKyMEHTaJIBbHOTO dbonma, 5 2 2 1
pazpaboTka ¥ TNpPUMEHEHHE KJIacCHU(PHUKATOPOB
JOKYMEHTHOW MH(OpMaIUN

3 dopmupoBaHUe apXUBHOIO (POH/Ia OpPraHU3alllu. 5 2 2 1

4 Jlenonpon3BOACTBEHHbIE CITYKOBI, UX CTPYKTypa H 5) 2 2 1
opranusaiys paboThbl.

5 Mertoanuyeckoe oOecrieuenne OpraHu3aIu 7 4 2 1
JOKYMEHTAIMOHHOTO oO0OecreueHus! YIpaBlIeHHUs B
OpTaHu3aIH.

6 HopmupoBanue opranumsanusi Tpyaa B pabore ¢ 6 2 2 2

JIOKYMEHTaMHU




7 OcoOeHHOCTH OpraHu3alu JOKYyMEHTO000pOoTa U S) 2 2 1
00pabOTKH JOKYMEHTOB 3a pyOeXKoM. 3aKII0OUEHUE
HNTOI'O no pazaenaM JUCHUILIMHBI 38 16 | 14 8
Kontpoisb camocrostenbHOM pabotsl (KCP) 2
[Tpomesxxytounas arrecrauus (MKP) 0,3
IToaroToBka K TEKyIieMy KOHTPOJIFO 26,7
OO0mas TpyA0eMKOCTh MO JUCIUILTHHE 72

[Tpumeuanue: JI — nekmuu, 113 — mpaktudeckue 3anatus / cemuHapsl, JIP — maGopaTopHbie
sansaTus, CPC — camocrositenpHas paboTa CTyIeHTa

2.3 Conep:xaHue pa3aesioB (TeM) THCHUILIAHBI
2.3.1 3ausaTHd JeKINOHHOI0 THIIA

HaumenoBanue pasnena
(Tembr)

Coneprxanue pasjena (TeMbl)

®dopma
TEKYIIETO
KOHTPOJIA

Bgenenue. [loustue
JIOKYMEHTO0000pOTa, €ro
KOJIMYECTBEHHBIE U
KaueCTBEHHBIE
MapaMeTphl.

[Ipenmer, copeprkanue U 3ajauu TUCLHUILIMHBL. MecTo
TMCIUTUIAHBI CPEIH IPYTUX YIeOHBIX AUCIUTUINH.
OcHOBHbIE pa3/ielibl JUCIUIUIMHBL. YTIpaBIeHUE KaK
00BEKT JOKYMEHTAIMOHHOTO 00ECTICYCHHUS.
VYnpaBieHue 10KyMEHTaJIbHBIMU pEeCypcaMu Kak OJHa
13 TUIIOBBIX QYHKIMH ynpasieHusi. OCHOBHbIE
HOPMaTHBHO-METOJUYECKUE JOKYMEHTBI 1
JAUTEpaTypHbIC UICTOUHUKH JIJISl U3YUYCHUS AUCIUTUTNHBI.
Hayunas nepuonuka B 06J1acTH JOKYMEHTOO00pOTA,
JOKYMEHTAITMOHHOTO 00ECTICYCHHUsT YIIPABIICHHS,
yueOHbIe TocoOusi. OCHOBHBIC TOHSITHSI B 00JIACTH
JOKYMEHTAIMOHHOTO 00€eCTIeYeH s YIIPaBIECHUs, UX
HBOJTIOIHS, TEPMUHOJIOTHSL.

[TonsTHE TOKYMEHTOOOOPOTA, €I0 COCTaBa U 00bEMa.
JIOKyMEHTOOOOPOT OpraHU3aIny, OTPACIIH, PETHOHA,
o01Ierocy1apcTBeHHbIE JOKyMeHToo0opoT. O01mue
MPUHITUIIB OPTaHU3AIMN JJOKYMEHT0000pOTa U X
3aKpeIuIeHue B HOPMATUBHBIX M METOJUYECKUX
nokyMeHTax. OCHOBHbBIE XapaKTEPUCTUKH 00beMa U
CTPYKTYPBI IOKyMEHTO000pOTa B COBPEMEHHBIX
yCIoBUsIX. JJOKyMEHTONOTOKHM 1 UX onucanue. [lonsatus
IUIOTHOCTH, LIMKJIMYHOCTH, MHTEHCUBHOCTH
JTOKYMEHTOTIOTOKOB | JIp. BiustHue mpumeneHus
TEXHUYECKUX CPEJICTB CO3aHUs, KOTMPOBAHUS U
TPaHCTIOPTHPOBKH HA OCOOCHHOCTH OpPTaHU3AIIH
JOKYMEHTO000pOTa U €ro 00BEMBI.

Koncmext
JIEKIIUH,
JKCIpecc-
ompoc

Perucrpanus
JIOKYMEHTOB: 1I€JIb,
3aJ1a4M, BUJBI U (hOPMBI
perucTpanuu
OTJIENbHBIX TPYIIIT
JIOKYMEHTOB.

Henu u 3anaum peructpanuu. Buasl peructpanuu:
LEHTPpAIIM30BaHHAs, JEUECHTPATIN30BaHHAS U CMEILIaHHAs
peructpanusi. Popmbl peructpanuu. JJoctonHcTBa u
HEJ0CTaTKU KYPHAIBHON U KapTOUYHOH Gopm.
Cwmemannas ¢popma peructpanun. Mamekcarms
nokyMeHTOB. Opranuzainus HHQOpPMaIHOHHO-
TTOMCKOBBIX CHCTEM. PaznuyHbie BUIBI
kiaccupukaropoB. CocTaB HOPMATUBHO 3aKPETIEHHBIX

KoHncmext
JIEKIUH,
IKCTIpecc-
onpoc




nokaszartesiei /i BBojia B MHH(pOPMAIIMOHHO-TIOUCKOBYIO
CUCTEMY M MPABWJIA UX 3aIIOJTHECHUS.

Cucrema MHJIEKCALIUN
JIOKYMEHTOB; CTPYKTypa
0a3 JaHHBIX 1O
JIOKYMEHTHOM cucTeMe
OpTaHHU3aIHIH.

Wupekcarus TOKyMEHTOB KaK JIEMEHT MPHUIAHHUS UM
IOPUINYECKON CHJIBI M BBEJICHHS B MH(POPMAIIMOHHBIH
MaccuB opranusauuu. L{uppossie n cMeranube
CTPYKTYPBI HHJICKCOB, TPAJUIIUH U OIIBIT UX
ucnoiib3oBaHusa. OCOOEHHOCTH CTPYKTYPhI HHIIEKCOB
Pa3IMYHBIX TPYII YIIPABICHUYECKUX JOKYMEHTOB.
Wupekcaiusi COBMECTHBIX TOKYMEHTOB HECKOJIBKUX
aBTOpOB. [loHsATHE MHPOPMAITMOHHO-TTOMCKOBOM
cucrembl. THpoOpMarmoHHo-cripaBouHOE
o0CITy>)KMBaHHE B OpraHu3anuu. PerucrpannonHo-
CIpaBOYHbBIE, TEMATHYECKHUE, KOAN(DUKAITUOHHBIC U
npyrue QyHKIMOHAIBHBIC KIIacCU(DUKALIUU IOKYMEHTOB
B yupexaeHuu. HpOopMamoOHHO-TIONCKOBBIE MACCHBBI
MAaIIMHHBIX HOCHTEJICH.

Koncnexr
JIEKITUH,
3KCIpecc-
ompoc

Opranuzanus KOHTPOJIS
3a UCIIOJIHEHUEM
JOKYMEHTOB. TUIOBBIE
Y MH/IUBH Ty AJTbHBIC
CPOKH HCIIOJIHEHUS

[ToHsITHE KOHTPOJIS 32 UCIIOTHCHUEM JOKYMEHTOB H €r0
1esib. CPOKOBBINA KOHTPOJIb U KOHTPOJIb UCTIOJTHEHUS 110
CyUIECTBY. 3aJ1a4u JEIONPOU3BOICTBEHHOMN CITyKObI
IIPU CPOKOBOM KOHTpOJIe uctonuenus. [locrpoenue
KOHTPOJIbHOU KapToTeku. OCHOBHEBIE 3a/1a9U
CTCIUATTM3UPOBAHHON CITY)KOBI KOHTPOJISI HCIIOJTHCHUS.
Cucrema HalIOMUHAHUH, e QYHKIIMOHUPOBAHKE U

3 PEKTUBHOCTB.

TunoBbie ¥ HHIUBUAYATbHBIC CPOKU UCTIOTHEHHUS
JOKYMEHTOB. TUIOBBIC IPUYMHBI HEUCTIOTTHCHUS
JOKYMEHTOB B CPOK. AHAJIN3 JTAaHHBIX O XOJC U
pe3ynbTaTtax KOHTPOJS 3a UCTIOJHEHHEM JOKYMEHTOB.
Opranu3zanys KOHTPOJIS 32 MPOXOKICHUEM U
WCIIOJIHEHUEM JIOKYMEHTOB B YCIOBHUSX KOMITJIEKCHOM
ABTOMATH3AIMH YIIPABJICHUSI.

Koncnexr
JIEKIIUH,
3KCIpecc-
onpoc

IIpoexTupoBanue
CUCTEM
JIOKYMEHTO000pOTA.
Opranuzanus
paloHaIbHOTO
JBUKECHUS
JIOKYMEHTOB BHYTPH
OpraHu3aluu

O06paboTKa JOKYMEHTOB, IOCTYAIOIIUX B
opranu3zaiyio. OCHOBHBIE ATAITbl, TOHSATHE
«IKCIIEAULIMOHHAs 00pabOTKa» JOKYMEHTOB.
[IpenBapuTensHOE PACCMOTPEHUE TOKYMEHTOB B
Cclly’k0e JOKYMEHTallMOHHOT0 00ecreueH sl, OCHOBHAs
eJTb U TEXHOJIOTHUS JIOBEICHUS JI0

KOHKPETHBIX ucnomHuTeneid. Opranuzanus
PaMOHATFHOTO JBIKEHHS JOKYMEHTOB M UX MTPOEKTOB
BHYTpH opraHu3auuu. [lepenaua 10KyMEeHTOB BHYTPH
opranuzanuu OO6pabOTKH UCTIOJTHEHHBIX U
OTIPABISAEMBIX JJOKYMEHTOB. Poub
JIeJIONPOU3BOJICTBEHHOM CITy>KObI B 00paboTKe
NOKyMeHTOB. [locTpoeHue JOKyMeHTOTrpamMmM,
OIeporpamMM ¥ MapHIPYTHO-TEXHOJIOTHYECKUX KapT,
TEXHOJIOTUYECKUX LIENOYeK, IPpauKOB, CXeM IS
HATJISTHOTO MPENICTABICHHS, OBICTPOTO N3YYEHUS
MOpsiIKa COCTABJICHUS U 00pabOTKH OTEIbHBIX
JOKYMEHTOB, HCIIOJTHEHUS JIOKYyMEHTOB. MeTobl 1
LeNK y4yeTa JoKyMeHToobopoTa. [TyTtu ontumusanuu u
COKpaIieHusi 00beMa JOKYMEHTO000pOTa.

Koncmiext
JIEKIIUH,
JKcIpecc-
ompoc




JOY. IlonsiThe 31€KTpOHHOro ToKyMeHTa. IlpaBuia

. |Benenune maccuBoB CocraB kaapoBoOil JOKyMEHTalMu opranu3zanuu. Ee Koncnekr
KaJIpOBBbIX JJOKYMEHTOB, |Kiaccudukanus. KagpoBbie T0KyMEHTHI B JIEKIUH,
UX y4eT, peructpauus, |yHuuuupoBanHoi cucreme OPJl u otyeTHO- JKCIpecc-
OlepaTUBHOE XpaHEHHUE. |CTaTUCTUUECKON JoKyMeHTaluu. HopmatusHo- orpoc

IIPaBOBOE PETYJIUPOBAHUE COCTAaBA KaIPOBbIX
JOKYMEHTOB ¥ 0(hOpMJIICHUS TPYAOBbIX OTHOIICHUH.
TpynoBble 1OroBOpEL, pe3toMe, aHKETHI U AP.
NOKyMeHThI. CrcTeMa perucTpaluu 1 MoCTpOeHUs
MH(POPMAIIMOHHO-TIOMCKOBBIX CHCTEM KaJIpOBOii
uH(popmanuu u 10KyMeHToB. [IpaBuna u cpoku
XpaHEHUs U YHUUTOXKEHHS Pa3IMYHbIX JOKYMEHTOB,
coJiepKaiux HHGOPMAIUIO M0 JIUYHOMY COCTABY.

. |OcobenHocTH 3aKOHOJATENbCTBO, PErJIaMeHTHUpYIOIIee opranu3anuio |KoHcmekT
00paboTku, paboThI ¢ MUChbMaMH, 3asiBICHUAMH U Kajto0aMu JIEKIUH,
perucTpanum, XpaHeHus [TpaxJaH. AHaJIU3 OCTYNAOLINX 3asBJICHUH, JKCIpece-
oOpareHuii Tpaxaad.  |MPeIJIoKESHUH U Kano0 U 3G(HEKTUBHOCTH PabOTHI ¢ ompoc

HUMHU — JieficTBeHHasl popma 0OpaTHOM CBA3M ammapara
ynpasieHus. Tpaaunuy U npaBuia COCTaBICHUS U
odopmiteHHs 0OpalIeHni TpaXKIaH, JIMYHBIX 3asBICHHM,
OO0BSICHUTENBHBIX U JIOKJIAJHBIX 3amucoK. OCOOEHHOCTH
00pabOTKHU M y4eTa ITUX KaTeropuil JOKyMEHTOB.
Opranu3zanus JMYHOTO npuema nocetureneit. [Ipapuna
CUCTEMAaTH3allMM U XpaHEHUs 00palleHUI rpakJaH,
CPOKHU UX XPaHEHHUSI.

. |JJOKyMEeHTallMOHHOE Oco0eHHOCTH OpraHU3aIiK KOJUIETHAIBHBIX (hopM Koncnekr
obOecrnieueHue paboTel  |ympasieHus. Opranu3anus J0KyMEHTAIlMOHHOTO JIEKIUH,
KOJIJIETHATbHBIX obecrieueHurs MPOBEACHUS COBEIIAaHNIN, CEMHUHAPOB U JIP. | dIKCIIPecc-
opranos. Pabora ¢ MEPOIPUATHI KOJUIETHAIIBHOTO XapaKTepa. OIpoc
JTIOKyMEHTaMU OCc00EHHOCTH CTPYKTYPhI TIOKYMEHTO000pOTa B padboTe
KOH(QUJIEHIIMAJIBHOIO  |KOJUIETHAIIBHOTO OpraHa yIpaBieHHs.

Xapaxrepa. [TonsATHE rOCY1apCTBEHHOM TallHBI U
KOH(HIEHIIMATIBHOCTH YUPEkKACHUECKON
nHpopmanuu. ['ocy1apcTBEHHOE peryanupoBaHue
CHUCTEMBI OTPaHUYEHMSI 1OCTyIIA K JOKYMEHTaM.
Opranu3zannonHoe opopmMIIeHHE COCTaBa CBEICHUH,
COJIepKAILIMX KOMMEPUECKYIO MM UHYIO TaltHy (DUPMBI,
MOPSAJIOK 3alIUTHI I0CTYIA K KOH(UICHIIMATbHOM
uH(popMalny, MpaBuiia ee UCTONIb30BaHus. TpedoBaHusA
K BEJICHUIO JIJIONPON3BOACTBA, 00€CIIEUNBAIOIIETO YUET
U COXPaHHOCTh KOH(HUICHIIUAIBHBIX U CEKPETHBIX
NOKyMeHTOB. Opranusanus y4era, XpaHeHHs U
o0ecreyeHns: COXpaHHOCTH JIOKYMEHTOB
OTPaHMYEHHOTO JIOCTYIA.

. [KommuiekcHas u [IpumeHeHne cpeICTB BEIUNCIUTEIBHON 1 Koncnekr
JIOKaJIbHAS OpPraHMU3aIIOHHON TEXHUKHU B JOKYMEHTAIIHOHHOM JIEKLUH,
aBTOMAaTH3aLMSL. o0ecreyeHn yrpasieHHs. 3aBUCUMOCTh COCTaBa JKCIIpecc-
Buenpenue KOMIUIEKCOB TEXHUUECKHUX CPEJCTB OT KOHKPETHBIX orpoc
KOMIIBIOTEPHBIX yCIIOBUH paboTHI ¢ ToKyMeHTaMu. [loaroroBka u
TEXHOJIOTHI 00paboTKa JOKYMEHTOB Ha aBTOMATU3UPOBAHHBIX
OpraHu3aluu pabouux mMecrax.

JIOKYMEHTO000pOoTa. B3auMocBsI3b BBIUNCIUTEIBHBIX LIEHTPOB U CITYXKO




y4deTa, XpaHEeHHUs, aHHYJUPOBaHUS U UCIIOIb30BaHU
JIEKTPOHHBIX JOKYMEHTOB. Y CIIOBUS OOMEHa
JOKYMEHTHOW MH(pOopManueil Ha 3IeKTPOHHBIX
HOCHTEIISX JaHHBIX, 2JICKTPOHHAs I104YTa B CUCTEME
JTIOKYMEHT0000pOTA.

10

Opranuzanus

JIOKYMEHTOB B TEKYULIEH

JIeATEITbHOCTH
MoApa3IeICHUN 1
COTPYAHUKOB.

Opranuszanys CUCTEMATU3alUU U XPaHEHHUS
JIOKYMEHTOB COTPYJIHHKAMU B MPOIIECCE UX
ucnonuenusi. TpeboBanus Kk GOpMHUPOBAHUIO, YUETY U
XPaHEHHUIO JIEJl B TEKYILEM JEJIONPON3BOICTBE.
leHTpann3oBaHHOE U ACLICHTPAIU30BAHHOE XPAHEHHE
noKyMeHTOB. [lopsaiok nepeauu aei u TOKYMEHTOB
IIpu cMeHe ucnoyiHurTesned. OTBETCTBEHHOCTh
COTPYAHHUKOB U UX PYKOBOJUTENICH 3a COXPAaHHOCTD
JIOKYMEHTOB B IIEPUO/I X UCTIIOJHEHHUS U ONIEPATUBHOTO
XpaHEHHSI.

Koncmext
JIEKIIUH,
JKCIpecc-
onpoc

11

Knaccudukanms
JIOKYMEHTaJIbHOTO
dboHmaa, pazpaboTKa u
IPUMCHCHUE
KJIacCU(PUKATOPOB
JIOKYMEHTHOMH
uHpopmanuu.

[ToHsATHE ONIEPATHBHOTO U JIOJITOBPEMEHHOI'O XPAHCHUS
nokyMeHTOB. CrucreMaru3anus JOKyMEHTOB,
HUPKYJIUPYIOMUX B opranu3anuu. [lonsarue «aemnoy,
«EIMHUTIA XPAHCHUS», «IANKay, «haim» u ap.
Howmenknarypa nen, ee poiib U 3HaYSHHE IS
OpraHu3aliy, XpaHEHUs U TTOMCKA JOKYMEHTOB.
[Topsmox cocTaBieHMsl, COTTIACOBAHUS U YTBEPKIACHUS
HOMEHKJIATYPbl, TUTIOBBIE U PUMEPHBIE HOMEHKJIATYPBI
nen. OnpeneneHre CpOKOB XPAHEHUS JOKYMEHTOB.
TunoBbie 1 BEIOMCTBEHHBIC NTEPEYHH M UX TPUMEHEHUE
MIPH COCTABJICHUU HOMEHKIIATYphI U OTpeieNieHne
CPOKOB XpaHEHHUS KOHKPETHBIX KOMITJIEKCOB
JIOKyMEHTOB. BeJileHne HOMEHKIIaTypbl B TEYEHUE CPOKA
ee JeiCTBH.

Koncmext
JIEKIIUH,
JKCIpecc-
ompoc

12

dopMuUpoBaHUE
apXUBHOTO (oHJa
OpraHu3aluu

ApxusHblil pona Poccuiickoit @enepanumy,

€ro COCTaB U CTPYKTypa. XpaHEHUE U YUET ApXUBHBIX
nokymeHToB. @oHgoo0pa3oBanue. KommuiekroBanue
apxusa. [IogroroBka u nopsao0k nepenadu J0OKyMEHTOB
B apXMUB.

[TonsATHE «IKCIIEPTU3a IEHHOCTH JOKYMEHTOBY.
TunoBoe nosjoxeHue o paboTe MOCTOSHHO
JeNCTBYIOMIEH SKCTiepTHON KoMuccuu. Cocta
CIELIMAJIMCTOB, IPUBJIEKAEMBIX K IIPOBEACHUIO OLIEHKU
[IEHHOCTH WH(OPMAITMOHHON 0a3bl U JJOKYMEHTAILHOTO
¢donna opranuzanuu. Opranuzanus padoTbl
9KCIIEPTHBIX KOMUCCUHN U 0(hOpMIIEHUE €€ PE3YJIbTAaTOB.
dopMupoBaHUE apXUBHOTO (POHJIA YUPEIKICHUS:
MTOHATHE «IKOHOMHYECKUI apXUB)» WUJIN apXUB
KOMMepUeCKOi (pUpMBI.

Koncmiext
JIEKIIUH,
JKcIpecc-
ompoc

13

Jlenonpon3BoICTBEHHbIE
CITy>KOBI, UX CTPYKTypa
U OpraHu3anus paboThl.

[TonsaTHe cayx0bl TOKYMEHTAIIMOHHOTO 00ECTICUCHUSI
yTnpaBieHus (JeT0NpPOU3BOACTBEHHON CITyKObI), e
Ha3HavYeHUe W OCHOBHBIE (pyHKIMH. [TprHIINT
paszeneHus Tpyaa B MpoLecce yIpaBIeHUs
nokymMmeHnTaiueil. OCoOeHHOCTH yIpaBIIEeHYECKUX
CTPYKTYD, ONIPEEeNAIONNX NOCTPOCHUE U OPTraHU3aLUIO
paboTHI ACTONPOU3BOACTBEHHOM CITy)Obl. O0sI3aHHOCTH
CIIy>K0BbI 10 POPMHUPOBAHHUIO U BEICHUIO

Koncnexr
JICKITNH,
AKCIpecc-
onpoc




JOKYMEHTAIMOHHON 0a3bl OpraHu3anuu. 3a1a4u
CITyKOBI TIO YIIPABJICHUIO JOKYMEHTALIUEH,
(hopMHpOBaHUIO U 00ECTICUEHUIO (PYHKIIMOHUPOBAHUS
JTOKYMEHTAIMOHHOTO (DOH/]a OpTaHU3aLUH,
PaLMOHAIIBHOTO JIOKYMEHT0000pOTa, KOHTPOJIb
UCIIOJIHeHNUS TOKYMEHTOB. B3anmoneiictBue ¢ npyrumu
UH(GOPMAMOHHBIMH CITYKOaMH.

14|Metoauueckoe OO0werocynapcTBeHHbIE MeTOANYECKHE pa3paboTku no |KoHcmekr
oOecnieueHne JIOY. Tunossle ¥ YaCTHbIE HHCTPYKLUU IO JIEKIINH,
OpraHu3aluu JIeJIONPOU3BOICTBY, UX COCTaB U cTpyKTypa. CocTas JKCIpecc-
JOKYMEHTAllMOHHOTO  |IPUJIOXKEHUM K MHCTPYKILIMHU I10 I€JIONPOU3BOJCTBY UIsl | OIpPOC
o0ecrieueHus pa3nuyHbIX opranu3anuil. JloJKHOCTHBIE HHCTPYKLIUU
yIpaBieHUs B PYKOBOJUTEIISIM U CEKPETAPSIM KaK 4acTh €IUHON
OpraHu3aluHm. CHCTEMbl METOAMYECKOT0 00eCIIeYeHus
JIEJIONPOU3BOJICTBA OpraHu3aluuu. Poib noiaoxeHuit o
CTPYKTYPHBIX HOJpa3eeHUsIX B OpraHU3aluyi CUCTEMbI
TOKyMeHT0000poTa. Opranuzaius Tpyaa B CIIy»)oe
JOKyMEHTalMoHHOoro obecneyenus. [lonoxenue o
ci1y»k0€ U T0JKHOCTHBIE MHCTPYKIMHU. O0S3aHHOCTH
COTPYAHHUKOB 110 paboTe ¢ JOKYMEHTaMH.
15HopmupoBanue [IonsiTHE HOPMATUBOB IO TPYAY U OXpaHE TpyAa. Koncnekr
opranuzanys TpyJa B |MexoTpacieBble yKpyITHEHHbIE HOPMAaTUBbI BPEMEHU JeKIHH,
pabote ¢ TOKyMEeHTaMHU. |[Ha pabOTHI IO JOKYMEHTAMOHHOMY 00€CIIEUeHUIO JKCIIpecc-
ynpasieHusi. HopMbl BpeMeHU Ha cO3/1aHUE, CBEPKY, oIpoc
10100PKY IK3EMILISIPOB U JIp.
paloThI 10 TOKYMEHTALIHOHHOMY 00€CIIEYEHUIO
OpraHoB yNpaBJIeHUs, HOPMUPOBaHUE PadOT 1O
IIPOBEJIEHUIO DKCIIEPTU3BI LIEHHOCTH JOKYMEHTOB,
MOJIIIMBKE JIEJ1 U APYTUM apXUBHBIM TEXHOJIOTHSIM.
KonTtpons 3a cobiroienuemM HopM B 06J1acTu
JIeJIONPOU3BOICTBA.
16|/Ocobennoctu 3apyOeKHBII OIBIT OPraHU3aH PALlMOHATIBHBIX Koncnekr
OpraHu3aIu CUCTEM JOKyMEeHTo0OopoTa. OCOOEHHOCTH JIEKIIHH,
JIOKYMEHTOO0OpOTa U |aMEpPUKAHCKON OpraHu3aluy Tpyaa u JKCIIpecc-
00paboTKN JOKYMEHTOB |1€10MPOn3BoIcTBA. ONbIT paboThl ¢ JOKYMEHTaMU B orpoc

3a pyOexoM.
3akiroueHue

€BPOIEHCKUX CTpaHax. MexlyHapoIHbIE CTaHAApThl Ha
JIOKYMEHTBI; JIeJI0NPOU3BOJCTBEHHBIE U
nH(pOpMalMOHHbIE MTpoliecchl. BiausHue 3apyoexHoro
OTIbITa Ha Pa3BUTHE POCCUMCKUX
JIEJIONPOU3BOJCTBEHHBIX TeXHOJIOTUH. [lepcreKkTuBl
Pa3BUTHS TEXHOJIOTHH TOKYMEHTALMOHHOTO
o0ecreyeHus yrpaBJIeHHsl.

2.3.2 3aHATHS CEMHHAPCKOI0 THNA (MpPaKTHYeCKHe / cCeMHMHAPCKHE 3aHATHA)

No HanmenoBanue pasnena TemarnKa saHsTHil / paboT dopma TEeKyIIEero
(TeMbr) KOHTPOJIS

1. Beenenwue. [lonstue Brenenue. [lonstue nokymenroobopora, ero | Beenenue. [lonsitue
JIOKYMEHTO0000pOoTa, KOJIMYECTBEHHBIE U KAUYECTBEHHBIE JTOKYMEHTO000pOTa,
€ro KOJINYECTBEHHBIE U [TapaMeTpBhI. ero
KaueCTBEHHbIE KOJIMYECTBEHHBIE U
napaMmeTpsbl. KauecTBEHHbIE

napameTphbl.




. |Peructpanus
JOKyMEHTOB: 11€Jb,
3aa4u, BUJIBI U (POPMBI
perucTpaniu
OTJENBHBIX TPYTIII
JIOKYMEHTOB.

Perucrpanust JOKyMEHTOB: 11€Jib, 3a/1a4H,
BUJIBI U (DOPMBI pErHCTPAIH OTAETBHBIX
TPYIII JOKYMEHTOB.

Perucrpanus
JIOKYMEHTOB: 11€JIb,
3aJa4M, BUJLI U
dbopMBI perucTpanuu
OTAEJBHBIX TPy
JIOKYMEHTOB.

.|OcHoBHBIE POPMBI U
BU/IBI PETHCTPAIH
JIOKYMEHTOB B

OcHoBHBIE (HOPMBI M BUJIBI PETHCTPALUT
JOKYMEHTOB B OpraHU3aliu.

OcHoBHBIE POPMBI U
BU/IBI PETHCTPAIH
JIOKYMEHTOB B

OpraHH3aIHH. OpraHM3alHH.

. |Opranu3zanust KoHTpoJist |(OpraHu3anys KOHTPOJIS 32 UCTIOJHEHUEM Opranuszanus
3a UCMIOJIHEHUEM JOKYMEHTOB. THUIIOBBIE U MHAUBUIyaJIbHbIC KOHTPOJIS 3a
JIOKYMEHTOB. THUIOBBIE |CPOKHU HCITOJIHEHHUS. WCIIOTHEHUEM
U MH/IMBUTyaJIbHbIC JOKYMEHTOB.
CPOKH UCIIOJIHCHHUS. Tumnosele u

WHIUBUIyaJIbHbIE

CPOKH MCIIOJIHEHHUS.

. |KonTponb cpokos
WCIIOTHEHUS
TOKyMeHTOB. [lepeuenp
TUTIOBBIX CPOKOB

KOHTpOHL CPOKOB HCITIOJIHEHUSA JOKYMCHTOB.
HepequL THUITOBBIX CPOKOB HMCIIOJTHCHUSA
AOKYMCHTOB.

KonTpomas cpokos
WCTIOTHEHUS
JOKYMEHTOB.

[Tepeuenb TUITOBBIX

UCTIOJIHEHUS CPOKOB HUCIIOJHEHUS
JTIOKYMEHTOB. JOKYMEHTOB.

.|Beaenune maccuBoB Pazpabotka kaJipoBOil JOKyMEHTAIUH Brimonnenue
KaJpOBBIX JOKYMEHTOB, lopranuzanuu. OpopmiieHre TpyI0BOTO NPaKTUYECKUX
UX y4eT, perucTpanus, |10roBopa, TpyA0BOH KHUXKKH, pe3loMe, 3aJaHu’
ONEPATUBHOE aBToOMOrpaduu.

XpaHeHHUe.

.|OcobenHoctu OcoGenHoctu 00pabOTKH, perucTpaium, OcoOenHoctu
00paboTkH, XpaHeHus oOpalleHuit TpakaaH. AHaIu3 00paboTKHy,
perucTparmm, (dbenepanbHOro 3aK0Ha OT 2 Mast 2006 r. Ne 59- perucTpanmm,
xpaHeHus oOpamennii | @3 «O nopsiike paccMOTpeHHs oOpaleHni XpaHEeHUs
rpaxnaaH. AHanu3 rpaxnaan PDy oOpareHui
(benepaabHOro 3aKOHa rpaxjaaH. AHanu3
ot 2 mas 2006 r. Ne 59- dbenepanbHOTO

D3 «O nopsiake 3aKOHa OT 2 Mas
paccMOTpeHHs 2006 r. Ne 59-®3 «O
oOparteHuit rpaxaan MOpAIAKE
PD» pPaccMOTpEHHUS
oOparteHuit
rpaxaaH POy
. |BeImoTHEHNE BrinosniHeHNE MTPAKTUYECKUX 3aJaHUN Brimonnenue
MPAKTUYECKUX 3aJaHUI MPAKTUYECKUX
3aJaHuM
.|KommekcHas u KowmirexkcHas 1 JIOKaTbHAs aBTOMATH3aIH. Kommekcnas u
JIOKaJIbHas BreapeHnne KoMIbIOTEPHBIX TEXHOJIOTUMA JIOKaJIbHAs
aBTOMAaTH3alIH. OpraHu3aIyy JOKyMEHTO000poTa. aBTOMAaTH3aIlH.
Buenpenue XapaKTepUCTUKA CPEACTB BBIUMCIUTEIBHON U Buenpenue
KOMITBFOTEPHBIX opranu3anioHHoi TexHuku B JIOY. [IpaBuna | KOMIBIOTEPHBIX
TEXHOJIOT Uit paboThI ¢ 2NMIEKTPOHHOM MOYTOM. TEXHOJIOTUH
OpraHu3aIuu OpraHu3aIuu
JIOKYMEHTO000pOTa. JOKYMEHTO0000pOTA.




XapakTepucruka
CpEICTB
BBIUMCIUTEIILHON U
OpraHU3aIlMOHHOMN
texuuku B JIOVY.
[IpaBuna paGoTs ¢

XapakTepucTuKa
CpEeACTB
BBIUMCIIUTEIILHON U
OpraHU3alMOHHOMN
texuuku B JIOV.
[IpaBuna paboTsI ¢

AJIEKTPOHHOM ITOYTOM. JIEKTPOHHOU
IIOYTOM.
10|Opranuzanus Opranu3zanus J0OKYMEHTOB B TEKyLIEH Opranuzanus
JIOKYMEHTOB B TEKYILEH [IESITEIbHOCTH MTOAPA3ACICHUN U JIOKYMEHTOB B
JESTEIIbHOCTH COTpYIHUKOB. OpraHuszanus cucTeMaTu3alun TeKyLIeH
NOpa3JeJICHuN U U XpaHEHUS TOKyMEHTOB COTPYJHUKAMU B JESTEIIbHOCTH
COTPY/IHUKOB. IIPOLIECCE UX UCTIOTHEHMS. 1oJipa3iesieHui 1
Opranuzanus COTPYHUKOB.
CUCTEMATHU3ALNH U Opranuzanus
XpaHEHUs JOKYMEHTOB CUCTEMAaTU3aLMH U
COTPYJHUKAMHU B XpaHeHus
IIPOLIECCE UX JIOKYMEHTOB

UCIIOJTHEHHUSI. COTpPYJHUKaMU B
npolrecce Ux
HCIIOJIHEHHUSI.
11| Knaccudpukanus Howmenknarypa nen. I[lopsaok cocraBienusi, | Omnpoc, AUCKycCHs
JIOKYMEHTaJIbHOTO COTJIACOBAHUS U YTBEPKJICHUS
donna, pa3paboTka U  |HOMEHKJIATYPBHI.
IPUMEHEHNE
KJ1accu(puKaTopoB
JIOKYMEHTHOMH
UHpOpMaLIUH.
12|®opmupoBanme dopmupoBaHuEe apXUBHOTO PoHIa dopmMupoBaHue
apXUBHOTO (oHIa opranuzanuu. AHanu3 ¢enepaabHOro 3aKoOHa | apXUBHOTO (hOHJIA
opranuzaruu. AHammu3 0T 22 okTsi0pst 2004 . N 125-03 «O6 OpraHu3aIuu.
(benepanbHOro 3aKOHa |apXUBHOM Jene B Poccuiickoit deneparium» Amnanuz
ot 22 okTs0ps 2004 r. |IlepeyeHb TUMOBBIX yNPABICHUECKUX benepanbHOTO

N 125-®3 «O06
apXHBHOM JIeJIe B

apXMBHBIX JOKYMEHTOB, 00pa3yIolmxcs B
MIpoLIEeCCe IEATENbHOCTH YUPEKACHUMH,

3aK0Ha OT 22
okTs10ps 2004 r. N

Poccuiickoi OpraHH3aIyi. 125-®3 «O06
®enepauun» [lepeuenn apXVBHOM JIEJIE B
TUIOBBIX Poccuiickoit
YIPaBICHYECKUX denepanun»
ApPXUBHBIX JOKYMEHTOB, [lepedyeHb TUIOBBIX
oOpa3zyromuxcs B YIPaBIEHYECKUX
rporecce apXHUBHBIX
JESITEIIbBHOCTH JIOKYMEHTOB,
YUpEXKIECHUH, 00pa3yIoMXcs B
OpraHu3aIuu. npouecce
JESTEIBHOCTH
YUpEKICHUHN,
OpraHu3aIui.
13|MeToauueckoe Meroandeckoe oOecrieueHruEe OpraHu3aluu Mertoanueckoe
o0ecrieyeHue JOKYMEHTAIlMOHHOTO 00eCcTIeYeHHs o0ecrieueHue
OpraHu3aIuu yHIpaBiieHusl B opranuzanuu. MHcTpyKkuus mno OpraHu3aIu
JOKYMEHTAllMOHHOTO | €JIONPOU3BOJCTBY: OCHOBHBIE PABUJIH JIOKYMEHTALlMOHHOI'O




obecrieueHus coctasnenus. [Tonoxenue o ciyx6e I0Y u obecrieyeHus
yIOpaBieHUs B JOJKHOCTHBIE UHCTPYKIUU. yIpaBiIeHUs B
OpraHu3aIH. OpTaHU3aIHH.
NucTpykiusg no NHucTpykius no
JIeTTOTIPOU3BOICTBY: JeTOTIPOU3BO/ICTBY:
OCHOBHbIE ITPaBUIIH OCHOBHBIE MTPaBIIIN
COCTaBJICHUSI. COCTaBJICHUS.
[Tonoxxenue o ciyxoe [Tonoxxenue o
JOY u 10mKHOCTHBIE ciyx6e 10Y u
UHCTPYKIIHUH. JOJIKHOCTHBIE
MHCTPYKIIUH.
14|HopmupoBanue Me:xoTpacneBble yKpYITHEHHbIE HOPMAaTUBbI Brinonnenue
OpraHu3aiys TpyJa B [BpeMEHH Ha paObOThl IO JOKYMEHTAI[HOHHOMY NPAaKTUYECKUX
paboTe ¢ JOKYMeHTaMu. [00eCleUeHUI0 YIIPABICHUS 3a/laHui
15|0Ocobennoctu Me:xyHapoaHbIE CTaHJapThl Ha JOKYMEHTHI; | Omnpoc, TucKyccus
OpraHu3aIuu JIeJIONPOU3BOJICTBEHHBIE 1 HH(OPMALIMOHHBIE
JOKYMEHTOOOOpOTa i [IIPOIIECCHI.
00paboTKH JOKYMEHTOB
3a pyOexoM.
3akaroueHue

3amuTa naboparopnoit pabotsl (JIP), Bemonnenue kypcoBoro npoekra (KIT), kypcoBoit
paboter (KP), pacuerno-rpaduueckoro 3amanus (PI'3), mamucanme pedepara (P), acce (D),
koutokBuyM (K), rectuposanue (T) u T.1.

[Ipy wW3y4YeHWW  OUCHUIUIMHBI ~ MOTYT  TPUMEHSTCS  JJEKTPOHHOE  OOyYCHHE,
JTUCTaHIIMOHHBIE 00pa3oBaTeNbHbIe TeXHOIO0ruH B cooTBeTcTBUU ¢ DI'OC BO.

2.3.3 IlpumepHasi TeMaTHKa KypCOBBIX padoT (IIPOEKTOB)

mo y‘l@ﬁHOﬁ AUCHHUIIJIMHE «Opranmaum{ N TEXHOJOIusl IOKYMCHTAIMUOHHOTIO o0ecneyeHUus

yHpaBJIeHUs»

Ne

. HaumeHnoBanue TeMbl

1. | SI3bIk  OpraHM3alMOHHO-PACHOPSAIUTENBHBIX JOKYMEHTOB. (OCOOEHHOCTH O(dULIHaIbHO-
JIEJIOBOTO CTHJISL.

2. | ®opmupoBanue nen. HomeHnknarypa e B Kopropamun: TpeOoBaHMsI, MOPSAI0K pa3paboTKH U
odopmieHus Jen JUlsl Iepejaud B BEJOMCTBEHHBIN apXUB.

3. | Cucrema uWHAEKCAlMM JOKYMEHTOB;, CTPYKTypa 0a3 MaHHBIX 1O JOKYMEHTHOH cHcTeMe
OpraHM3aiyy (Ha MaTepualax KOHKPETHON OpPraHU3aLMH).

4. | DnektponHas uudposas noanuck B opranuzanuu: [Topsgok BBeACHUs M HCIIOIb30BaHMUS.

5. | Opranu3zanus u NOpsA0K YHUUTOXKEHUS JJOKYMEHTOB B OpraHe BJIACTU U YIIPAaBJICHHUS.

6. | OOpareHus rpakJad B OpraHbl BJIACTH M YIIPABJICHUSI.

7. | JImarHOCTHKa CHCTEMBI JOKYMEHTAIIMOHHOTO OOECIEYeHHs YyIpaBieHus (Ha Marepuaiax
KOHKPETHOW OpraHM3al|H).

8. | TpeHIOB W coJepKaHWE HANpPABICHUH pAIlMOHATU3AIMH CUCTEMbI JTOKYMEHTAIIMOHHOTO
oOecrieyeHHs YINpaBlIeHUs] B KPYIHBIX KOMMEpPYECKMX OpraHM3aluax (Ha MaTepuanax
KOHKPETHOW OpraHM3allHH).

9. | OpranuzanuoHHsie (OpMbl CIyKObl JTOKYMEHTAlMOHHOTO oOOECleyYeHUs yIpaBieHus (Ha
MaTepuaiax KOHKPETHON OpraHu3altHn).

10. | MeToapl TPOEKTHUPOBAHUS CHUCTEMBI JOKYMEHTAI[MOHHOTO OOECIeYeHHUs] yIpaBieHUs (Ha

MaTepuaiax KOHKPETHON OpraHu3allHn).




11. | IoKyMEHTaIlMOHHOE CONPOBOXICHUE OINpeAeiIeHHOW cdepbl nesTenbHoCcTH  (Y4eOHOH,
HAY4YHOM, TOProBOH, MO YHpPaBIEHUIO MEPCOHAIOM U Npod.) (Ha MaTepuanax KOHKPETHOMN
OpraHu3allkN).

12. | JlokymMeHTallMOHHOE COIIPOBOX/ICHUE yIPaBICHUYECKOTO nporecca (npuHsATHUS
YIPaBJIEHYECKOTO PELICHHS, aTTECTAI[H TIepCOHAIa, pPa3paboTKU MPOrPaMMHOTO 00eCTIeYeHus,
caiiTa, MPUJIOXKEHHUS U Ipo4.) (Ha MaTepuaiax KOHKPETHOI OpraHu3aluu).

13. | BcTpoeHHOCTh JAOKYMEHTAIIMOHHOTO oO0ecreueHus B OW3HEC-TPOILecChl Kopropanuu (Ha
MaTepuaniax KOHKPETHON OpraHu3allHt).

14. | CoBepiIeHCTBOBAHUE  3aKOHOJATEJIbHOM U HOPMATUBHOM -  METOAMYECKOM  0a3bl
JICJIONPOU3BOJICTBA (Ha MaTepuanax KOHKPETHOW OpraHU3alHH).

15. | Okcneptusza npoexktos J{OVY: nenu, HampaBieHUs, METO/bI, KDUTEPUH OLIEHKHM KadecTBa (Ha
MaTepuaniax KOHKPETHON OpraHu3altH).

16. | TexHONOTHS U ANTOPUTMBI PAOOTHI C BXOSIIUMH AJIEKTPOHHBIMU U OYMa)KHBIMH JIOKYMEHTaMH
B ciyx0e JIOY U J0HKHOCTHBIMU JIMIIAMH aIMUHHUCTPAIIMH: COACpkKAHKE STAlOB U MIPOLEAYP.

17. | UactutyT TaiiH B 3akoHonatenbcTBe P® (rocynapcTBeHHas, KOMMepdeckas U Jp.):
0Cc00EHHOCTH KOH(MUACHIMAIBHOTO JISJIONPOU3BOICTBA B OpPraHax BJIACTH U KOPIOPAIHSX.

18. | JlokymMeHTallMOHHOE COIIPOBOX/ICHUE OTIpeIeTIEHHOTO YIPaBIEHYECKOTO Win
TEXHOJOTMYECKOro npoliecca (MIPUHATHS yIPaBICHUYECKOIO PEIIeHUs, aTTeCTalluu [IepCoHaa,
pa3paboTKu MPOTrpaMMHOTO oOecriedeHusl, caiTa, MPHJIOKEHHs U Mpod.) (Ha MaTepuaiax
KOHKPETHOH OpraHM3aliHn).

19. | TexHonmoruss W anropuT™Mbl pPabOTBl C MCXOASIIMMHU DIIEKTPOHHBIMH M OyMa)KHBIMHU
JnokyMeHTaMu B ciryk6e JIOY U 10JKHOCTHBIMU JIMLIAMU KOPIOPALMK: COJEPKAaHUE ITANOB U
npoueayp (Ha MaTepuanax KOHKPETHON OpraHU3alllin).

20. | JlokyMeHTaIMOHHOE 00eCIIeUeHIE rOCyIapCTBEHHOM Ci1y»)0bl B Poccuiickoii denepanum.

21. | JlokyMeHTaloHHOE obecreueHne MyHUIIMIAIbHON ciiy>kObl B Poccuiickoit @enepaunu (Ha
MaTepuaiax KoHkpeTtHoro MO).

22. | Opranuzanst W BEJCHHME KaJpOBOI0 JIEJIONPOU3BOJCTBA B  YCIOBHMAX IM(POBOI
TpaHcopmalu (Ha MaTepuanax KOHKPETHON OpraHu3aluu).

23. | Ilopsnok XxpaHeHus /i B OpraHu3alMy U e CTPYKTYPHBIX MOJpa3esieHusIX (Ha MaTepuanax
KOHKPETHON OpraHu3alyHn).

24. | Opranuzanus paboOThl C OOpalICHUSMH TPaXIaH B TOCYJApCTBEHHBIX YUPSKICHUSX (HA
MaTepHajax KOHKpPETHON OpraHu3alyu).

25. | OT 7#enompoW3BOACTBA K YIPABICHUIO JOKYMEHTAMH B OpraHu3aluu (Ha Marepuanax
KOHKPETHOW OpraHu3alyi).

26. | OGecriedeHrEe JOITOBPEMEHHON COXPAaHHOCTH JOKYMEHTOB JIMYHOTO TIPOMCXOXKICHUS Ha
NEPCOHAIBHOM YPOBHE (Ha MaTepuaax KOHKPETHOM OpraHu3alum).

27. | 3akoHOmATENBHOE u HOPMAaTUBHO-METOANYECKOE o0ecrnieueHue 3JIEKTPOHHOTO
JIOKYMEHT0000poTa (Ha MaTepuanax KOHKPETHOM opraHu3alun).

28. | OOma4yHple TEXHOJOTMHM W WX HKCIIONB30BaHHE B cdepe YIpaBlIeHUS JTOKYMEHTHPOBAHHOM
uHopmanuei (Ha MaTepuanax KOHKPETHOM OpraHu3aIim).

29. | AxtyasibHBIE TPOOJIEMBI JIOKYMEHTAIIMOHHOTO OOeCIevYeHHs yIpaBieHUsS (HAa MaTepuaiax
POCCHICKOH JKYpHAJIbHOW NEPUOJTUKH).

30. | [lepcoHanmpHBle JaHHBIE COTPYJAHWKOB W KIHUEHTOB (HOPMAaTHBHOE pETYJIHpPOBAHHE,
opranu3zaius padoTbl, 0cOOEHHOCTH 0OpaIleHHs C IEPCOHATBHBIMH JJAHHBIMU Ha AJIEKTPOHHBIX
HOCHUTEJSIX MH(OpMAIU 1 T.11.).

31. | [Ipobiiema COXpPaHHOCTH W pa3TpaHUYEHUS JIOCTyNMa K OJJIEKTPOHHBIM JIOKyMEHTaMm (Ha
MaTepHajax KOHKpPETHON OpraHu3alyum).

32. | Kommuraenc B cepe AOY: nenu, GyHKINH, 33729, OpraHu3aus (Ha MaTepraiaXx KOHKPETHOH

OpraHu3alyx).




33. | TexHomorust M anropuTMbl pabOTHl C BHYTPEHHMMH OJIEKTPOHHBIMH U OyMaKHBIMHU
nokyMmeHTaMu B ciyk6e JIOY u 10JKHOCTHBIMU JIMLIAMU MIPEICTaBUTEIBHOTO OpraHa BIacTH:
coJiepykaHue (Ha MaTepuagax KOHKPETHOW OpraHU3alyy).

34. | CucreMbl D3JEKTPOHHOTO JOKYMEHTOOOOpPOTa U3 PEecTp POCCUKCKOrO MPOrpaMMHOIO
o0ecrieyeHNs: CpPaBHUTENIbHBIN AaHANU3 [0 aKTyaJbHbIM KPUTEPUSM U IOKa3aTelsiM Ha
COOTBETCTBUE TPEOOBAHHUSM.

35. | Poccuiickue mobuibHbIe perienusi COJ1: cpaBHEHHE MOJIETICH.

36. | Meron BHenpenus CDJI: BHYTpEeHHUH ayJauT, TEXHUYECKOE 3allaHHE, OIOJKET, ATaIlbl
BHEJPEHUs

37. | KoHnenuus 3J1eKTpOHHOTO MPaBUTENILCTBO: pelIaeMble 33/1a4u, CpaBHEHUE MOJEIHU, CTPYKTypa
MOJYJIEH.

38. | [IpobiieMbl MEXBEJOMCTBEHHOI'O 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa U HAIpPaBJICHUS HUX
pa3peleHusl.

39. | EnuHas Omomerpudeckas cHCTeMa — TOCyAapCTBeHHas IudpoBas rmiaTrgopma: MpaBOBOE
pEryJIupoBaHue, CYITHOCTh, HCIIOIb30BAHUE, PUCKH.

40. | CrarmapTu3anusi YIpaBJICHUsS TOKyMeHTanued B Poccuu: COBpeMEHHBIM 3Tall W3MEHCHUH
I'OCT.

41. | EBpomnetickuii mpoekt MoReq2010 u ero BiusiHue Ha cTaHIApTU3ALIMIO B 00J1aCTH TpeOOBaHUN
K CUCTEMaM YIPaBJICHUs JJICKTPOHHBIMU JTOKYMEHTAMH.

42. | JOKyMEHTUPOBAaHUE 3HAHWUN: OT CUCTEMBI IU(POBOrO TOKYMEHTOOOOPOTa K YIPABICHHUIO
3HAaHUSAMU (Ha MaTepHraiaXx KOHKPETHOW OpraHu3aIun).

43. | CpaBuurensubiii ananu3 C310 u ECM: tpeboBanus, mpoOiieMbl M HaNIPaBICHUS PA3BUTHS
XapakTtepuctuka pazpadboTok GupM B o01actu nudpoBU3ALUH JOKYMEHTOO00POTAa, BXOISIINX
B POCCHMCKHIN PEECTP MPOTPAMMHOI0 00ECTICUCHHUSI.

44. | HopMaTuBHO-TIpaBOBas U HOpMaTHUBHO-METoIn4YecKas 0aza B cpepe ynpaBieHus: JOKyMEHTaMH
U €€ CoJIepKaHUE.

45. | YpoBHU MOMKHOCTEH B CTAaHAAPTHOM OPICTPYKTYpE «YMpaBICHHE NeIaMH aJIMUHUCTPALIUN
pEeruoHay.

46. | Db heKTUBHOCTH JOKYMEHTAIIMOHHOTO 00eCIIeueH s yIpaBIeHus, TToKa3aTesn ) (HEeKTHBHOCTH
nesitenbHOCTH (KPI) cnyx6 JIOY.

47. | CucreMa MHOTOYPOBHEBOTO KOHTPOJSL B CIy»KO€ JIOKYMEHTAallMOHHOTO oOecreueHus
yIOpaBIeHUsI.

48. | Ciyx6a JIOY: nenu, pyHKIMH, TOTHOMOYHS U 33729 ICATEIHHOCTH, H3MCHCHHS B CTPYKTYpe
B niepuo nudpoBoil TpaHchopmanmu (Ha MaTepuaiaXx KOHKPETHONW OpraHU3alMH).

49. | IokyMEeHTOO0OpOT B OpraHW3ali C TEPPUTOPHAIBHO-PACTIPEICIICHHON  CHCTEMOM

yIpaBJIeHUsl.

2.4 TlepeyeHb y4eOHO-METOAUYECKOT0 o0ecmeyeHusi AJIsi CaMOCTOSITeIbHON padoThI

00y4YarOIKXCs M0 JUCHUILIMHE (MOYJIIO)

[Tepeuenp yueOHO-METOAMUECKOTO 00eCIeYeHHsT JUCIUIUIUHBI MO
Ne | Bug CPC BBITIOJTHEHUIO CAaMOCTOSITETIbHOU paboThI

1 |Pedepar, scce| MeTonuueckne peKOMEHAAINHU 10 MMPOBEACHUIO CEMHUHAPCKUX 3aHITHH,
KPYIJIBIX CTOJIOB, TUCKycCUi: MeToJl. pekomenaanuu / B.B. Epmornenko,
J.B. Jlanckas, M.A. Mupomnnyenko, M.P. 3akapsu, M.B. Toauxka, A.IL
Capuenko, [I.A. [letkuHa. MUHHCTEPCTBO HAayKM M  BBICLIETO
oOpazoBanusi Poccuiickoii ®enepanuu, KybaHckuil rocynapcTBeHHbIN
yauBepcureT. - Kpacnonap: Kybanckuii roc. yu-T, - 2022. - 87 c.




2 |IloaroroBka k |[{loponuna, JI. A. Opranuzamus 1 TEXHOJIOTHS JOKYMEHTAlMOHHOTO

YCTHBIM  |0OecreueHus YIpaBIeHUs | yUeOHHUK U MPAaKTUKyM s By30B / JI. A.
onpocaM, |[Jdoponuna, B. C. UputukoBa. — MockBa : U3narensctBo FOpaiit, 2021. —
muckyccun 233 ¢. — (Bricmee oopazoBanue). — ISBN 978-5-534-04568-0. — Tekcr :
anekTpoHHbIH // Obpa3zoBatenbHas miardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/468850

3 | Bemonnenue |[llyBanosa, H. H. Opranu3zamus u TeXHOJIOTHS JOKYMEHTAIHOHHOTO
IPaKTUYECKUX|0OecrieueHus yIpaBaeHus | ydeOHUK U pakTUKyM ais By30oB / H. H.

3amanuii  |lllyBanoBa. — 2-e u3g., nmepepad. u gorn. — Mocksa : 31areinscTBo
Opaiit, 2021. — 265 c. — (Bsicmiee obpazoBanue). — ISBN 978-5-534-
12358-6. — Texkcr : anexTpoHHbIH // Obpa3oBarenbHas iatdopma KOpaiit
[caiit]. — URL.: https://urait.ru/bcode/469831

Y4eOHO-MeTOIUYECKHNE MaTepuasbl ISl CaMOCTOSITENIbHOM pPadOThl 0OyYaroImIUXCs U3
YuCiia MHBAJIUAOB M JIMI C OTPAHUYECHHBIMU BO3MOXKHOCTSIMU 3710poBbsi (OB3) npenocTasistoTcs
B (hopMax, aqanTHPOBAHHBIX K OTPAHUYEHUSIM HX 3[JOPOBBS M BOCIIPHUATHS UH(DOpMALINN:

JUist T ¢ HApyIICHUSIMH 3PEHHS:

— B MieyaTHOM popme yBeTHueHHBIM HIpUQTOM,

— B (popMe 3JIEKTPOHHOTI'O IOKYMEHTA,

— B ¢popMme ayauodaiina,

— B re4aTHoi (hopme Ha si3bike bpaits.

Jjig U1 ¢ HapyIIeHUsIMH CTyXa!

— B mieyaTHoOU hopme,

— B popMe IEKTPOHHOTO TIOKYMEHTA.

JUiist 1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO armapaTra:

— B IIeYaTHOM opme,

— B (popMe dJIEKTPOHHOT'O IOKYMEHTA,

— B (popme ayaunodaiina.

JlaHHBII TIepeYeHbh MOXET OBITh KOHKPETH3MPOBAaH B 3aBUCHMOCTH OT KOHTHHTEHTA
00y4aromuxcs.

3. OOpa3oBaTesibHbIe TEXHOJIOTMH, NPHMeHsieMble NPH OCBOCHMHU JIUCHUILINHBI
(Mmoxy.ns)

OOpa3oBarenbHbIE TEXHOJOTHH, HCIONb3yeMble MPH pealu3alii pPa3IUYHBIX BUJOB
y4eOHOU JesATEeTbHOCTH:

— JIGKIIMHM: WHTEPAKTUBHBIC (IMAJOTOBBIE) ¥ TMPOOJIEMHBIE C KOMIBIOTEPHBIMHU
MPE3CHTAIUSIMH,

— TIPaKTHYECKUE 3aHATHUS;

— nabopaTOpHBIE 3aHATHUS: KOMITBIOTEPHAS! MOJCITUPOBAHHE.

TpamuimonHble 00pa30BaTENbHBIE TEXHOJIOTUU: JIa0OpaTOPHBIC, MPAKTUUYECKUE 3aHATUS U
JICKITHH.

TexHonoruss MpoOJIEeMHOTO OOy4YeHHS: IJIeKIHUS — JUCKYCCHS, MPOOJEeMHas JEKIus,
KOMITBIOTEpHAS TIpe3eHTanus. Ha Teknusx u3iararoTcsi OCHOBHBIC TCOPETHUSCKUE ITOJIONKCHHS U
KOHIIENIINS Kypca, JAolie CTyIeHTaM HH(GOPMAIUU, COOTBETCTBYIOIIYIO MMPOTPaMME.

3amavya 1a00paTOPHBIX 3aHATHH — pPa3BUTHE y CTYJICHTOB HABBIKOB IO MPUMEHEHHUIO
TEOPETUYECKUX TOJOKEHUN K PEIICHUI0 MpakTHdeckux 3amad. C 3Toil 1enbio pa3zpaboTaHbl
3aJlaHus JIJIS BBITOJIHCHHUS JTA00OpaTOpHBIX paboT. OHM COCTOAT W3 3a7ad W YIPaKHEHUH,
OpUEHTUPOBAHHBIX HA YCBOCHHUE TEOPETUUYECKOTO0 MaTephaia U YMEHHUsS €ro HCIOIbh30BaTh IS
penieHus JT1abopaToOpHBIX 3aIaHUM.



Ha kaXIOM NpakTHYECKOM 3aHSITHH OTBOJHUTCS BpEeMsl JUIS JUCKYCCHH, B KOTOPOW
Yy4YacTBYIOT JOKJIAUUK, [IOATOTOBUBILUI COOOIICHUE 10 KaKOil — JINOO MPaKTHYECKO MpodieMe
MH()OPMAIIMOHHBIX CHCTEM U 0a3 JaHHBIX, ero ommoHeHTh! (1 uin 2 4eaoBeka), MOArOTOBUBILIE
KOHTPApryMEHTHI, U APYTU€ CTYAEHTHI IPYIIIILL.

Hpyras ¢opma opranusanusi paboThl CTYICHTOB — HAaITUCAHHUE ICCE, KOTOPOE MPEACTABIISIET
co0oii HeOOJbIIOEe MCCIEIOBAaHUE KaKoi — 100 MpoOiIeMbl Kacarolieecs TEOPUHd M IMPaKTUKU
MH()OPMAIIMOHHBIX CUCTEM M 0a3 JaHHBIX C IPEUIOKCHHEM BAapPUAHTOB PEIICHUS IaHHOM

IpOOJIEMBI.

I[J'ISI OTBC€TOB HAa MHAUBHUAYaJIbHBIC BOIIPOCHI, & TAKXKEC AJI IIOMOIIHU B ITOATOTOBKE pe(l)epaTOB

N HalmMCaHus 3CCC MPCAYCMOTPCHBI MHAWBUYAJIbHBIC KOHCYJIbTAIUU ITPCIIOAaBaTCIIA.
HJ’IH JUuI ¢ OrpaHM4Y€HHBIMH BO3MOXXHOCTSAMH 300POBBA INPEAYCMOTPEHA OpraHU3al i
KOHchIBTaI_[I/Iﬁ C UCIIOJIB30BaHHUECM BHCKTpOHHOfI ITIOYThI.

4. OIIeHO‘IHBIe CpeacTBa IJisl TEKYIIEro KOHTPOJIA yCII€BACEMOCTH U l'lpOMe)KyTO‘lHOi/i

aTTecTAlH

OneHouHble cpelCcTBa MNpEJHAa3HAYeHbl U KOHTPOJIE M OLEHKH 0O0pa30BaTeNbHBIX
JOCTHUXKEHUIN 00y4arouMxcs, OCBOMBIIMX IHporpammy ydeOHOW nucuuiuiuHbl «BBenenue B
UH(POPMALIMOHHBIE TEXHOIOT M.

OneHouyHbIE CpPeCTBA BKIIOYAET KOHTPOJIbHBIE MaTepUaibl JUIsl IPOBEACHUS TeKyIero
KOHTPOJISI B (hopMe TeCTOBBIX 3aJaHUM, NOKJIaJa-Npe3eHTallMyd MO MPOOJIEMHBIM BOIIPOCAM,

pPa3HOYPOBHEBBIX 3aJaHUM,

pOJIEBOM  UTDBI,

CUTYallMOHHBIX 3aja4y (yka3aTb HHOE) U

NMPOMEKYTOUYHOI aTTecTalMu B (hOpME BOIIPOCOB U 33/IaHUM K DK3aMEHY .

Kon u PesynbTatsl 00yueHus o HaumeHoBaHue OIICHOYHOTO
HauMEHOBaHUE JUCLUIUINHE CpeacTBa
WHMKATOpa Texymuii [TpomexyTouHas
JOCTUKEHUS aTTecraus

KOHTPOJIb
KOMIIETEHIIMH

NVYK-3.2. [lonumaer | 3HaeT  OCHOBHBIE  aCHEKTHI | JJuckyccus, Bonpoc Ha
OCHOBHBIE  aCIEKThI | MEXKJIMYHOCTHBIX U TPYMIOBBIX | Onpoc 9K3ameHe
MEXIIMYHOCTHBIX U | KOMMYHHKAIMI 1 HOPMBI
TPYIIIOBBIX YMeeT opranu3oBaTh IpynioBbIe
KOMMYHHKAIUH; KOMMYHHKAIIUU
coOmroaeT HOpMBI U | Brajgeer  HaBbIKaMH — TIPaBHII
YCTaHOBJICHHbBIE MOBE/ICHUS B OpraHU3aluu
MpaBWJia TOBEIEHUS
B OpraHu3aluu
OIIK-2.1. Cnocoben | 3naer  mpouenypy pemeHus | Juckyccus, Bonpoc Ha
pemiate 3ajayd B | 3aJad B OpraHM3alliM | | onpoc 9K3ameHe
OpraHu3au U | JOKYMEHTallMOHHOM
JOKYMEHTAIMOHHOM | 00€CeuYeHUH yTpaBJIeHUS]
obecrieueHUN YMeer pemarh 3amadd = B
yIpaBIeHUS OpTraHHu3aI’ u

JIOKYMEHTAIlMOHHOM

o0ecreyeHnn yrpaBaeHHs

Bnageer HaBbIKaMH peIICHUS

3a/lad B OpraHM3aluu |

JIOKYMEHTaIlMOHHOM

o0ecreyeHnH YIpaBIeHHs




OIIK-2.2. YuacTByer | 3HaeT  Kak  pa3palaTbiBaTh | Pewenue Bonpoc Ha
B pa3paboTke | opraHM3aluOHHO- APAKMUYECcKUx | 9K3ameHe
OpraHu3aIMOHHO- yIOpaBIEHYECKHE pEIIeHUs B | 3a0ay
YIPaBIEHYECKUX chepe cBOei
pemiennid B cdepe | mpodeccrnoHaIbHOM
cBOEH NEeSITeNIbHOCTH
npodeccuoHambHOR | YMeer pa3pabaTbIBaTh
NeSITeNIbHOCTH OpraHHu3aIOHHO-
yIpaBIEHYECKUE PpEIICHUS B
chepe cBOeH
npodeccrnoHabHOM
JeSITeNIbHOCTH
Brnaneer HaBbikamMu pa3paboOTKH
OpraHHU3aIOHHO-
YIPABJICHYECKUX PpELIICHUW B
chepe cBOeH
npodeccnoHaTBEHOM
JeSITeIbHOCTH
OIIK-3.1. Cnocoben | 3Haer  aiaropuTMm  pemieHus | Pewenue Bonpoc Ha
peuarh MOCTABIICHHBIX 3a/la4 B OOJACTH | npakmuueckux | sK3ameHe
MIOCTaBJICHHBIC JIOKYMEHTOBEICHMUSI u | 3a0au, onpoc
3amaui B 0O0JIACTH | apXUBOBEACHHUS
JOKYMEHTOBEIEHUSI | YMEEeT  HaxOIWThb  peIICHUsS
Y apXUBOBEICHUSA MOCTABIICHHBIX 3a]la4 B 00JacTu
TOKYMEHTOBEICHUS u
apXUBOBEICHHUS
Bnageer HaBbIKaMH peLICHUS
MOCTaBJIEHHBIX 337a4 B 001acTH
TOKYMEHTOBE/ICHUS u
apXHUBOBECHUS
OIIK-3.2. YyactByeT | 3HaeT Kak pa3pabarbiBaTh U | QUCKYCCUsl Bonpoc Ha
B pa3paboTKe WU | peaJu30BbIBaTh IMOCTABIICHHbBIE 9K3aMmeHe
peanu3anuu 3a/1auun B obnactu
MOCTABJICHHBIX 3a]1a4 | JOKYMEHTOBE/ICHUS U
B 00J1aCTH | apXUBOBEICHUS
JOKYMEHTOBE/IEHUsT | YMeer pas3pabaTbIBaTh u
Y apXUBOBEICHUS peann30BBIBaTh  MOCTABJICHHBIC
3aJjauu B obnactu
TOKYMEHTOBE/ICHUS u
apXUBOBEICHUS
Brnageer HaBbIkaMHu pazpabOTKH
U pealu3alMy IOCTaBJICHHBIX
3a1a4y B obnactu
JOKYMEHTOBE/ICHUS u
apXWBOBEICHHUS
OIIK-4.1. Ilonumaer | 3HaeT  mpUHUMIBL  paboThl | Juckyccus, Bonpoc Ha
MPUHIUIBl  PaOOTHI | COBPEMEHHBIX onpoc 9K3ameHe
COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTUH
WH(POPMAIIMOHHBIX B OpTraHU3aluU
TEXHOJIOT U B | YMeeT  HacCTpOUTb  paboTy
OpTaHU3aIH WH(POPMAIIMOHHBIX TEXHOJIOTHH

B OpraHu3anuun




Brnageer HaBbIkKamMu paboOTHI ¢
MH()OPMAIMOHHBIMU
TEXHOJIOTHSIMHU B OPraHU3alluu

OIIK-4.3. 3Haer KakK MPUMEHSATH | [uckyccus, Bonpoc Ha
[Tpumensier COBpEMEHHBIE onpoc 9K3ameHe
COBpPEMEHHBIE WH(POPMAIIMOHHBIE TEXHOJIOTUU
nH(pOpMaLIOHHbIE TUISI pelieHus 3a1au
TEXHOJIOTUH s | mpodeccruoHaIbHON
pelieHus 3a/1a4 | AeATeIbHOCTU
npodecCHOHANBHON | YMeeT IPUMEHATh COBPEMEHHbBIE
JeSITeIbHOCTH MH(OPMALIMOHHBIE TEXHOJIOTHH
ISt pereHus 3a1a4
npodeccnoHanbHOM
JeSITeTbHOCTH
Brnageer HaBbIKaMu IPUMEHEHHUS
COBPEMEHHBIX
MH(OPMALIMOHHBIX TEXHOJIOTHMA
ISt pereHus 3a1a4
npodeccnoHanbHOM
JeSITeIbHOCTH
[IK-4.1. YyacTByeT B | 3HaeT Kak IPOEKTUpOBaThb WU | Pewenue Bonpoc Ha
pabote 10 | BHEAPATH CUCTEMBI | NPAKMUYECKUX | 9K3ameHe
MPOEKTUPOBAHUIO U | JIEKTPOHHOTO 3a0adu,
BHEJIPEHHUIO CUCTEMBI | IOKyMeHToOOOpoTa B  cdepe | duckyccus
3JIEKTPOHHOTO JOKYMEHTAIMOHHOT'O
JOKYMEHTOO00pOTa | yIpaBJIeHUS] OpraHU3aIHN
B cdepe | Ymeer IPOEKTHPOBATh u
JOKYMEHTAIMOHHOTO | BHEAPSTH CHCTEMBI
yIpaBIeHUS JIEKTPOHHOTO
OpraHu3aIu JTOKyMeHToOOOpoTa B  cepe
JOKYMEHTAIUOHHOTO
YIpaBJICHUS OPTaHU3AIIH
Bnaneer HaBbIKaMU
MPOEKTUPOBAHUSA W BHEIPEHUS
CHCTEMBI 3JIEKTPOHHOTO
JTOKyMeHTOoOOOpoTa B  cepe
JOKYMEHTAIHOHHOT'O
YIpaBJICHUS OPTaHU3AIIH
[1K-4.2. CnocobeH | 3HaeT Kak NPUMEHSTh CUCTEeMBbI | Pewenue Bonpoc Ha
MPUMEHSTh CHCTEMBI | AJIEKTPOHHOTO NPAKMUYecKux | dK3amene
ANEKTPOHHOTO JTOKyMeHToOOopoTa B  cdepe | 3aday,
JOKYMEHTO000pOoTa | JOKYMEHTAI[HOHHOTO ouckyccusl
B cdepe | yrpaBieHHs OpraHU3aLUuU
JOKYMEHTAIMOHHOTO | YMEeT TPUMEHATh CHCTEMBI
yIpaBIeHUS 3JIEKTPOHHOTO
OpraHu3aIu JTOKyMeHToOOOpoTa B  cepe
JOKYMEHTAIHOHHOT'O

yIpaBJeHUs] OpraHu3aluu




Brnageer HaBbIkKamMu paboOTHI ¢

CHCTEMaMH AIIEKTPOHHOTO
JTOKyMEHTOOOOpoTa B  cdepe
JIOKYMEHTAIHOHHOTO

YIIPaBJICHUS OpraHU3aluH

TunoBbie KOHTPOJIbHBbIE 32IAHUS UM MHbIE MaTePHAJIbI, HEO0OXOAUMBbIE VISl OLl€HKH
3HAHUI, YyMEeHHU, HABHLIKOB M (MJIM) ONbITA JAEATEJbHOCTH, XaPAKTEPU3YIOIIMX 3TANbI
(popMupoBaHHA KOMIIETEHIHII B Mpolecce 0CBOEHHUN 00pa30BaTeIbHOI MPOrpaMMbl: TEMbI
acce, pedepaToB, nepeveHb J1abopaTOPHBIX 3aJaHUI U KOHTPOJIBHBIX PabOT XpaHsTcs Ha Kadepe.

Bonpocs! 1J1s1 NOATOTOBKH K 3a4eTy:

1. CoBpeMeHHas cUCTEMa HOPMATHBHBIX H METOJIMYCCKUX TOKYMEHTOB B cdepe 1OY

2. IloHsATHE TOKYMEHTOO0OPOTA, €r0 COCTAB U OOBEM.

3. O01re NpUHLKIIBI OpraHU3aluy T0KyMEHTO000poTa U UX 3aKpEIUIEHHE B HOPMATUBHBIX U
METOAMYECKHX JTOKYMEHTAaX.

4. OCHOBHBIE XapaKTEPUCTUKH 00BEMa U CTPYKTYPBI JOKYMEHTOO00POTA.

5. JIOKyMEHTOIIOTOKH U uX onucaHue. [IoHATHS MI0THOCTH, HUKIMYHOCTH, UHTEHCUBHOCTH
JTIOKYMEHTOTIOTOKOB.

6. BiusiHue npuMeHeHus! TEXHUYECKUX CPE/ICTB CO3aHMsl, KOIMPOBAHUS U TPAHCIIOPTUPOBKH Ha
0COOCHHOCTH OpPTaHU3AINH JOKYMEHTO000pOTa U €r0 0OBEMEI.

7. IlpaBuiia npuema 1 00pabOTKU NOCTYIAIOIIEH KOPPECIIOHICHIINH, UX BIUSHUE Ha
OpraHu3aINIoO IBIKEHUS JOKyMEHTOB. HampaBienne 10KyMEeHTOB Ha HCIIOJTHEHHUE.

8. OCHOBHBIE HAaIIPaBJIEHUs COBEPILIEHCTBOBAHUS JOKYMEHTOO0OPOTA.

9. llenu u 3aauu peruCTpalvy JOKYMEHTOB, €€ OpraHu3alysl.

10. Buapl peructpanuu: HeHTpaIN30BaHHAas, JEIEHTPAIM30BaHHAs U CMEIIaHHAsl PerucTpalus.
11. ®opwmsl peructpanuu. CpaBHUTEIbHBIE XapaKTEPUCTHKH (POPM pErHCTpanuy JOKyMEHTOB.
12. Unaexcanus 1oKyMeHTOB. LludpoBbie 1 cMelaHHble CTPYKTYPbI HHAECKCOB.

13. Opranuzanus nHQOPMAITMOHHO-TIONCKOBBIX CUCTEM. PaznuyHbie BUIBI KIIACCU(DUKATOPOB.
14. [loHsATHE KOHTPOJIS 32 UCIIOJHEHUEM JJOKYMEHTOB U €ro 11e7b. CpOKOBBIM KOHTPOIb U
KOHTPOJIb UCIIOJIHEHUS IO CYILIECTBY.

15. OcHOBHBIE 33Jjauu CIIEHUATN3UPOBAHHON CITY>KObI KOHTPOJISI UCIIOJHEHUS.

16. Opranu3arsi KOHTPOJIS 32 MPOXOKJACHUEM U HCTIOTHEHHEM JOKYMEHTOB B YCIOBHSAX
KOMILJIEKCHOW aBTOMAaTH3allu1 YIIPABICHHUSL.

17. O6paboTKa JOKYMEHTOB, IIOCTYAIOLIUX B OpraHU3aIHI0

18. Opranusanus pavoHaIbHOTO IBUKEHUS JOKYMEHTOB BHYTPH OpraHU3alHH.

19. O0paboTKK UCTIOTTHEHHBIX U OTIPABIISAEMBIX TOKYMEHTOB.

20. [lyTu paunoHaIM3alMy U COKpaleHus 00beMOB TOKyMEHTO000pOTA.

Kpurtepun oneHuBanus pe3yibTaToB 00y4eHuUst

IToporu oneHoK BapuanTsl napameTpoB
BBICTABIIIETCA NPU HECOOTBETCTBMM OTBETa 3aJlaHHOMY BOIIPOCY, OTBET
HE 3a4TEHO MPEICTaBIsIeT cO00H pa3po3HEHHbIE 3HAHUS C CYIIECTBEHHBIMHU OIIMOKaMHU

o Bompocy. [IpucyTcTBytoT pparMeHTapHOCTh, HETOTUYHOCTD U3JI0KEHUSI.
OTCyTCTBYIOT BBIBO/BI, KOHKPETH3allUs MU JI0KA3aTEIbHOCTh H3JIOKEHUS.
JlononHUTENBHBIE M YTOUHSIOIIME BOIIPOCHI IPENOAABATENsl HE MPUBOMAT K
KOPPEKILIMU OTBETa 00y4arOIEerocs.




3a4TCHO

BBICTABJIIETCA CTYAEHTY, €CIIU CTYEHTOM JaH IOJIHbII, pa3BEpHYTHII OTBET
Ha IIOCTAaBJICHHBII BONPOC, IOKa3aHO YMEHHUE ONUCATh U HHTEPIIPETUPOBATH
CHTYAalUIO MM COBOKYITHOCTbH (DaKTOB, OOHAPYKUTh MX CBSA3H, 3aBUCIMOCTH
u T.4. OTBET YETKO CTPYKTYPHUPOBAH, JIOTUYEH, W3JIOKEH JIMTEpPaTypHbIM
S3BIKOM C HCIIOJIb30BAHHEM COBPEMEHHOH TEPMHHOJIOTUU. MOryT OBITh
JIOTIYIIEHBI 2—3 HETOYHOCTHU WJIM HE3HAYUTENbHbIC OINOKY, UCTIPABICHHbBIE
00yJaOLIMMCS C TIOMOIIBIO MPETOIaBaTEeIsl.

Bomnpocsl 1Ji1 NOATOTOBKH K IK3aMeEHY:
1. Yopasnenue kak 00beKT JOKYMEHTAIIMOHHOTO O0ecTieueHusl.
2. YopaBiieHue J0KyMEHTAJIbHBIMH pecypcamMu Kak oJiHa U3 (OpM THIOBBIX (PyHKIMH

yIIpaBJICHUS.

3. HopmaruBHO-1IpaBoBast 6a3a AeI0IpOHU3BOICTBA.

4. Ilonarue 1TOKyMEeHTOO0OpOTA, €r0 COCTaBa U 0ObEMa.

5. I[OKYMCHTOHOTOKI/I n ux onucanue. ITorsaTus INIOTHOCTH, HUKIIMYHOCTH, HMHTCHCHUBHOCTH
JIOKyMEHTOIIOTOKOB U JIp.

6. [lonstue, nenu u 3agaun perucrpanuu. opMbl perucTparui.

7. Knaccugukaropsl JoKyMeHTHOW HH(OpMALIUH.

8. Mnexcanus TOKyMEHTOB KaK 3JIEMEHT ITPUaHUS UM FOPUINYECKON CHUJIBI M BBEICHHS B
MH(OPMaLMOHHBI MacCUB OpPraHU3aLINH.

9. [ToHATHE KOHTPOJIS 32 UCTIOJIHEHHEM TJOKYMEHTOB H ero 1eib. CpOKOBBIN KOHTPOJIb U
KOHTPOJIb HCITOJTHEHHS IO CYIIECTBY.

10. TumoBble ¥ MHAMBUAYAIBHBIE CPOKH UCTIOIHEHHUS TOKYMEHTOB. THIIOBBIE TIPUYUHBI
HCHUCIIOJIHCHUA JOKYMCHTOB B CPOK.

11. OpFaHI/I3aHI/I$I KOHTPOJIA 3a IMIPOXOKACHUEM U UCITOJTHCHUCM TOKYMCHTOB B YCIIOBUAX
KOMIUIEKCHOW aBTOMAaTH3allUH yIIPABIICHUSI.

12. O6paboTKa JOKYMEHTOB, TOCTYNAIOUINX B OpPraHU3aIHIO.

13. IIpenBapuTenbHOE pacCMOTPEHHE TOKYMEHTOB B CITY’KO€ TOKYMEHTAIIHOHHOTO

obecrieueHus.

14. Opraamu3anus palMoHaILHOTO JIBIKEHUS JIOKYMEHTOB U X ITPOSKTOB BHYTPH OPTaHU3AIIHH.
15. Ilepenaua JOKyMEHTOB BHYTPU OpraHU3aIUH.

16. O0paboTKa UCTIOJTHEHHBIX U OTIPABISEMBIX IOKYMEHTOB.

17. MeToib! U 1€ y4eTa TOKYMEHTO000poTa.

18. IlyTu panmoHanIM3aluy U COKpaIieHusi 00beMOB JOKYMEHTO000pOTa.

19. CoctaB kaipoBO# JOKyMeHTaIMu opranu3anuu. Ee knaccudukarus.

20. HopmaTuBHO-IIpaBOBOE PETYJIUPOBAHUE COCTAaBa KaPOBBIX JOKYMEHTOB U 0(OpMIICHHS
TPYJIOBBIX OTHOIIIECHUIA.

21. IlpaBuia v CPOKH XPAaHCHUS U YHHUTOKEHUS PA3IMIHBIX JIOKYMEHTOB, COJICPIKAIIINX
UH(OPMAIIHIO TTO TUYHOMY COCTaBY.

22. Texuomnorus pabOTHI C OOpaICHUSIMH TPaKIaH.

23. [IpaBuna cocraByienus 1 opopmiIeHUs: oOpareHui TpaxaaH.

24. 3aKkOHO/IaTENHCTBO, PETJIAMEHTUPYIOIIEE OPTaHU3AIHUI0 PAOOTHI ¢ 0OpAIIEeHUsIMHU TPaXK/IaH.
25. IlpaBuna cucreMaTu3alliy U XpaHEHHsI OOpaIleHHid TpaXIaH, CPOKU UX XPAHEHUS.

26. Opraau3anus JTOKyMEHTAIIMOHHOTO 00eCIIeueHHs MPOBEACHHS COBEIIAHN, CEMHHAPOB U JIP.
MEPONPHUITHIA KOJUIETHAILHOTO XapaKkTepa.

27. OcoOEHHOCTH CTPYKTYPHI JOKYMEHTOO00pOTa B pabOTe KOJIIETHAIBHOTO OpTraHa

yIpaBJIeHUs.

28. [lonsiTie TOCYAapCTBEHHOM TaHBI M KOH(DUICHIIMAILHOCTH YUPEXKICHUECKONW HH(POpMaITUH.
KonpuneHnuansHbie JTOKYMEHTHI.
29. T'ocynapCcTBEHHOE PETyJIMPOBAHUE CUCTEMbI OTPAaHUYEHHUS JOCTyNa K JOKYMEHTaM.




30. OpranuzaimoHHoe 0()OpPMIICHHE COCTaBa CBEJICHUM, COACPIKAITUX KOMMEPUECKYIO W UHYIO
TaiiHy (PUPMBI, TOPSIOK 3aIIUTHI OCTyNa K KOHQHUACHIIMATbHONH HH(POpPMAIIUK, TpaBUia ee
HCIOJIb30BaHU.

31. TpeboBaHUs K BEICHHUIO JICIOIPOU3BO/ICTBA, 00ECTIEUMBAOIIETO YUET U COXPAHHOCTD
KOH(UICHIIMATBHBIX U CEKPETHBIX JOKYMEHTOB.

32. IIpumeHeHue CpeiCTB BRIUMCIUTEIHLHON U OPraHU3allMOHHON TEXHUKH B
JIOKYMEHTAIlMOHHOM OOE€CIICUEeHUH YIIPaBICHHUS.

33. IloarotoBka 1 06pabOTKa JOKYMEHTOB Ha aBTOMaTHU3UPOBAHHBIX Pab0OUMX MECTax.

34. IlonsaTue 37eKTPOHHOTO JOKyMeHTa. [IpaBuiia y4yera, XpaHeHUs], aHHYJIMPOBAHUS U
MCIIOJIb30BaHUS AJIEKTPOHHBIX JOKYMEHTOB.

35. YcnoBust ooMeHa TOKYMEHTHOH HH(OpMAaIel Ha SIEKTPOHHBIX HOCUTEIISAX TaHHBIX,
AJIEKTPOHHAS 110YTa B CUCTEME JOKYMEHTOO00pOTa.

36. Opranuzaiys cucTeMaTH3aluy U XpaHeHUs JOKYMEHTOB COTPYIHUKAMU B MPOIECCE UX
UCIIOJTHEHHUSI.

37. TpeboBanus Kk GOPMUPOBAHHIO, YUETY M XPAHEHHUIO JIEN B TEKYIIEM JEJIONPOU3BOICTBE.
38. LlenTpasin30BaHHOE U JELIEHTPAIN30BAHHOE XPaHEHHE JOKYMEHTOB.

39. OnepaTUBHOE U AOJITOBPEMEHHOE XPAHEHUE JOKYMEHTOB.

40. CucremaTu3anus JOKyMEHTOB, IUPKYJIUPYIOIIUX B OpraHU3aIUH.

41. Homenkiarypa Jief1, HOpsIOK €€ COCTABJICHHS], COTJIACOBAHMS M YTBEPKICHUSI.

42. Apxusnsiii pouy Poccuiickoit denepannu, ero cocTaB v CTPYKTYpA.

43. Cucrema rocyJapCTBEHHBIX U BEJIOMCTBEHHBIX apXUBOB M UX B3aHMOOTHOIIICHUSI.

44. DxcnepTr3a HEHHOCTH TIOKYMEHTOB.

45. OcobenHoCcTH 0(OPMIICHUS JIeNT B 3aBUCUMOCTH OT CPOKOB MX XPaHEHHUSI.

46. [lonstue «omnuck aenay. [lopsaaok cocraBienus u ohopMIICHHS ONUCEH Ha Aena
IIOCTOSIHHOT'O, BPEMEHHOI'O CPOKOB XpaHEHUs, Ha JIeJ1a [0 INYHOMY COCTaBYy.

47. Ilops ok, CpoKu M oopMIIEHHE NEepeauu JIeNl B apXUB OpraHu3alllu.

48. TTonsTHe ci1y>X0bl JOKYMEHTAILIHOHHOTO OOECTIeYeHNUs YIIPaBICHMs], €€ Ha3HaUeHUe U
OCHOBHbIE (DYHKIINH.

49. Oco0eHHOCTH yIPaBIEHYECKHX CTPYKTYP, OMPEAEIIAIOUINX OCTPOCHNE U OpraHU3alIHI0
paboThI J€IONPOU3BOJCTBEHHOMN CIIYKOBI.

50. MHCTpYKIMS IO JOKYMEHTAIMOHHOMY 00€CIIeUeHHI0 YIIPABICHUS, €€ COCTaB U CTPYKTYpa.
51. CocTaB mpUI0OKEHUH K MHCTPYKLIUH 110 TOKYMEHTAIlUOHHOMY OOECIIE€UeHUIO YIIPaBJIECHUS
JUTSL Pa3ITIMYHBIX OPTaHU3aIHHI.

52. JIOJ>KHOCTHBIE MHCTPYKLIMU PYKOBOAUTENIEH U CEKpeTapel Kak 4acTh eIMHON CHCTEMbI
METOIMYECKOr0 00eCcIIeYeH s 1eJI0POU3BOJICTBA OPraHU3alUH.

53. Ionoxenutit o cnyx6e JIOY, ero cocraB u CTpyKTypa.

54. Hopmbl BpeMeHH Ha CO3JlaHHe, CBEPKY, OI00PKY IK3EMIUISIPOB U Jp. paboThI 10
JIOKYMEHTAllMOHHOMY 00€CIIE€YeHHIO OPTaHOB YIIpaBJIeHMsI, HOPMUPOBaHHUE PadoOT Mo
MPOBEICHUIO SKCIIEPTU3bI IIGHHOCTH JIOKYMEHTOB, MOAIIUBKE A€ U APYTUM apXUBHBIM
TEXHOJIOTHSIM.

55. 3apyOexHBbIii ONBIT OpPraHU3aLUHU PALIHOHAIBHBIX CUCTEM JOKYMEHTO000pOTa.

56. OnbIT pabOTHI C TOKYMEHTAMHU B €BPONEHCKUX CTpaHaX.

57. MexayHapoIHble CTaHAApTHI Ha IOKYMEHTHI; ACIONPOU3BOACTBEHHbBIE M HH(POPMAIIMOHHBIE
IIPOLIECCHI.

58. BnusHue 3apy0eXKHOTO OIbITa Ha Pa3BUTHE POCCUUCKUX JIETOTPOU3BOICTBEHHBIX
TEXHOJIOTHM.



Kpurtepun oueHuBaHusi pe3yJbTATOB 00yUYeHHUs

Onenka Kputepuu onieHHBaHUS [0 SK3aMEHY
BLICOKIiL OLIEHKY «OTJIHYIHO» 3aCIY’KUBACT CTYICHT, OCBOMBIIUYM 3HAHUS, yMeHus,
yPOBCHD «5» KOMIIETEHIIMH ¥ TEOPETUYECKUI MaTepuai 6e3 MpoOesioB; BHITOJIHUBIINT
(oTIHuHO) BCE 3aJaHusi, IMPEIyCMOTPEHHbIE Y4YE€OHBIM IIJIJAHOM Ha BBICOKOM
KaueCTBEHHOM YPOBHE; MPAKTHUYECKHE HAaBBIKM MNPO(EeCcCHOHATHLHOTO
MPUMECHEHHS OCBOCHHBIX 3HAHUN C(HOPMUPOBAHEI.
Cpennuii OLICHKY «XOpOIIO» 3aciy>KUBaeT CTYACHT, IMPAKTHUYECKH IOJHOCTHIO
YPOBEHb «4» OCBOMBIIUHM 3HAHUS, YMEHHSI, KOMIIETCHIIMM U TEOPETUUECKUI MaTepural,
(xopor110) y4ueOHbIE 3a/laHdsl HE OIICHEHbl MaKCUMAJbHBIM YHUCIOM OajioB, B
OCHOBHOM C()OPMHUPOBAI MPAKTUICCKUE HABBIKH.
[Toporossiii OLICHKY «YJOBJIETBOPUTEIBHO» 3aClly>)KUBaeT CTYACHT, YacTHYHO C
YPOBEHb «3» npoOenaMu  OCBOMBLIMM  3HAHUS, yMEHHUS, KOMIIETEHLUUH U
(ynoBneTBopu- TEOPETUUECKHI MaTepuaja, MHOTHe Yy4eOHble 3aJaHusi JMbo He
TEJIBHO) BBITIOJTHWI, JIMOO OHU OIEHEHBI YHCIOM OaUloB ONU3KUM K
MUHUMAJIbHOMY, HEKOTOPBIEC TPAKTUYECKHE HABBIKU HE CPOPMHUPOBAHBI.
MuHUMAITBHBIA | OLIEHKY «HEYJOBJIETBOPUTEIBHOY 3aCIIyKUBAET CTYAEHT, HE OCBOUBIINI
YPOBEHB «2» 3HAHUS, YMEHUS, KOMIIETCHIIUN U TEOPETUUYCCKUI MaTepual, ydeOHbIe
(HeYTOBIETBO- 3aJjaHus HE BBIMIOJIHUI, TPAKTUYECKUE HABBIKU HE CHOPMHUPOBAHBI.
PHUTEIILHO)

OneHouHble cpencTBa Ul HMHBAJIMIOB W JIMI C OTPAHUYEHHBIMH BO3MOKHOCTSAMHU
3JI0pOBBsI BHIOUPAIOTCS C YYETOM UX WHAMBUIYATBHBIX TICUXO()HU3UYECKIX OCOOCHHOCTEM.

— IpY He0OXOAMMOCTH UHBAIMIAM M JINLIAM C OTPaHUYE€HHBIMU BO3MOKHOCTSIMH 37I0POBbS
IIPEIOCTABIISAETCS JONOJHUTEIBHOE BpEMs JUIsl TIOATOTOBKHM OTBETAa HA SK3aMEHE;

— [IPU NPOBEJICHUH IPOLEAYPbl OLIEHUBAHUS PE3YIbTATOB 00yUeHHs] HHBAINIOB U JIULL C
OTPaHUYEHHBIMH BO3MOXXHOCTSIMH 3/I0POBBS TPEIyCMATPUBAETCSI UCIIONB30BAHUE TEXHHUECKUX
CpEeACTB, HEOOXOIUMBIX UM B CBSI3U C UX UHAWBUIYAIbHBIMU OCOOEHHOCTSMU;

— TIpU HEOOXOAUMOCTH JIJIsl 00YHArOIIUXCS C OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 370POBBS
U MHBAJIUAOB TpOLEAypa OLEHUBAHUS pE3yJbTaTOB OOYYEHHUS MO JAUCHUIUIMHE MOXKET
IPOBOAMTHCS B HECKOJIBKO 3TAIOB.

ITponetypa oneHMBaHUsI Pe3yJIbTATOB OOYYEHMsS MHBAIWIOB U JIUI[ C OrpaHUYEHHBIMU
BO3MOXXHOCTSIMU 37I0POBbSl 1O JUCHMILIMHE (MOAYNIO) MpEeaycMaTpUBAaeT MPEOCTaBIEHUE
uHpopmanuu B (opMmax, AJANTUPOBAHHBIX K OrPAaHMYEHHMSIM HX 3J0pOBbS U BOCIPHUITHUSA
uH(popMauu:

JUist T ¢ HapyIIEHUSIMH 3pEHMSL:

— B MieyaTHOU (popme yBeIMUEHHBIM HIPUPTOM,

— B (popMe 2IIEKTPOHHOT O TOKYMEHTA.

JIig U1 ¢ HapyLIeHUsIMU CiIyXa:

— B I1e4aTHoi (opme,

— B (popMe JIEKTPOHHOTO IOKYMEHTA.

JUnist a1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B TIe4aTHOM opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TIepeYeHbh MOXET OBITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
00ydaromuxcs.



5. IlepeyeHb y4eOHOM JJUTEPATYPbI, HH(POPMAIHOHHBIX PECYPCOB M TEXHOJIOTHI

[Teuarnsie n3nanus, BkioueHHbIE B PITJ, oTpa)keHsl B 31eKTpoHHOM Karayiore HayuHnou
oubmorekn KyoI'Y mo ampecy: http://megapro.kubsu.ru/MegaPro/Web u coorBercTByIOT
HOpMaM o0ecriedeHHOCTH JuTepatypoit cornmacao @I'OC BO 3++.

B mnepeueHb BKIIOYEHBI TOJIBKO HEOOXOAMMBIC Il M3y4deHUs AUCHUILIMHBI OBbC,
npodeccuoHanbHbie 0a3bl JAHHBIX, HWH()OPMAIMOHHBIC CIIPABOYHBIC CHUCTEMBI, PECYPCHI
CBOOOAHOTrO JOCTyma, COOCTBEHHBIE JJIEKTPOHHBIE oOpa3oBaTelbHble U HH(OPMALMOHHBIE
pecypcsl KyoIl'y.

5.1 YueOnas qureparypa:

1) Jlanckas [.B., CenuBanoBa E.Il. HopmaTuBHO-MeTOAHYECKOE OOECIIEUEHUE DJCKTPOHHOTO
nokymeHToobopota. Yueouuk. [Tox pen. B.B. Epmonenko. r. Kpacuomap. 2023. — 188 c.

2) Nopouuna, JI. A. Opranusaius ¥ TEXHOJOTHsI JOKYMEHTAI[MOHHOTO 00eCICUeHH S YITPaBICHUSI

: yueOHMK W mpaktukym st By3oB / JI. A. Jloponmna, B. C. HputukoBa. — Mocksa :
WznatenbctBo FOpaiit, 2021. — 233 ¢. — (Boiciee oOpazoBanue). — ISBN 978-5-534-04568-0.
— Tekcr : oanektponnslii // OOpa3oBatenbHas 1miatdopma HOpaiit [caiit]. — URL:

https://urait.ru/bcode/468850

3) lllysasora, H. H. Opranun3zanus v TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00CCIICYCHUS YIIPABICHUS
: yueOHUK 1 npaktukyMm st By30B / H. H. lllyBanoBa. — 2-e u3n., nmepepad. u gon. — Mocksa :
WznatenbctBo FOpaiit, 2021. — 265 c¢. — (Boiciee oOpa3oBanue). — ISBN 978-5-534-12358-6.
— Tekcr : oanekrponssli // OOpa3oBatenbHas mmiatdopma HOpaiit [caiit]. — URL:
https://urait.ru/bcode/469831

4) Kysuenos, U. H. [doxymeHTanmoHHoe oOecnedeHue yrmpaBiieHus. JJoKymMeHTOOoOOpoT u
JIEITOTIPOU3BOJICTBO : YUECOHUK U MpakTHKyM st By30B / U. H. Ky3nenoB. — 3-e u3j., nepepad. u
nor. — Mocksa : M3narensctBo FOpaiit, 2021. — 461 c. — (Bricmee o6pazoBanue). — ISBN
978-5-534-04275-7. — TekcT : anexTpoHHbI // ObpazoBarenbHas maatgopma FOpaiit [caiit]. —
URL.: https://urait.ru/bcode/468462

I[J'ISI OCBOCHHA AOUCHUIUIMHBI HMHBAJIMAAMW W JUIOaAMHW C OTpaHUYCHHBIMH BO3MOXXHOCTAMU
3A0POBbA UMCIOTCA U3AaHHA B DJICKTPOHHOM BHUC B 3HeKTp0HHO'6H6HHOTeqHBIX CUCTCMaAXx.

5.2. Ilepuoanyeckasi JuTepaTrypa

[TevaTHsie mepuoamueckne H3MaHus BXOAAT B «llepedeHb TEUATHBIX TEPUOTUICCKUX
W3JaHui, XpaHALUXCS B ¢donne Hayunoit o6ubnuorexu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WU  DIEKTPOHHBIC TEPUOIUYECKUE W3HAHUS, C
yKa3aHHEM aJipeca caiTa 3JIeKTPOHHON BEpCUM KypHana, U3 0a3 JaHHBIX, JOCTYN K KOTOPHIM
umeet KyoI'VY:

1. ba3er mannbix xommanun «UBUC» https://eivis.ru/ 2. DnexktpoHHass Oubmuorexa
GREBENNIKON.RU https://grebennikon.ru/

5.3. UnTepHeT-pecypchbl, B TOM 4MCJI€ COBpPpeMeHHble NpodeccuoHaNbHbIe 0a3bl
JAAHHBIX 1 HHGOPMAIHOHHBIE CIIPABOYHbBIE CHCTEMBI

DnexTpoHHO0-0nbIMoTeuHbIe cuctemsbl (OBC):

1. O6pasosarensHas miarhopma «FOPAUT https://urait.ru/

2. 9BC «YHUBEPCUTETCKA 51 BUBJIMOTEKA OHJIAWH» http://www.biblioclub.ru/

3. OBC «BOOK.ru» https://www.book.ru

4. 9bC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHDb» https://e.lanbook.com

IIpodeccuonanbHble 0a3bl JAHHBIX

1. BuptyanbHbiii uuTanbHb 3an1 Poccwuiickoil rocymapctBenHoit Oubmmuotexu (PI'B)
https://ldiss.rsl.ru/;

2. Kypnan «Ycnexu pu3nueckux Hayk» (eKTpoHHas Bepcus) https://ufn.ru/;
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3. MHWAH. ITonHoTEKCTOBAS KOJUTICKIIUS MAaTeMaTu4eCKuX JKypHaJIOB
http://www.mathnet.ru/;

4. Kypnan «KBanToBas AIIEKTPOHUKA» (anexTpoHHas BepCHsl)
https://quantumelectron.lebedev.ru/arhiv/

5. Hayunas snexkrponnas 6ubmuoreka eLIBRARY.RU (HOB) http:/ www.elibrary.ru/;

6. HaumonanbHas snexkTpoHHas 6ubnmoreka https://rusneb.ru/;

7. llpe3uaentckas 6uomuoreka uM. b.H. Enpriuna https://www.prlib.ru/;

8. B/l CSD-Enterpris KemOpumkckoro nenrpa kpucramiorpadpudeckux nanabix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;

9. B/l xypHamoB 1O pa3nuuHbIM oTpaciasiMm 3HaHuil Wiley Journals Database
https://onlinelibrary.wiley.com/;

10. BJ1 eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;

11. TlomHOTeKkCTOBas KOJUIGKIHMS KYPHAJIOB KOMIIAHUU AMEpPUKAHCKOTo (U3UYECKOrO
obmectBa American Physical Society (APS) https://journals.aps.org/about;

12. BJ] marentHoro noucka Orbit Premium edition (Questel) https://www.orbit.com/;

13.  Pecypcet  Springer Nature (kypHambl, KHuru): https://link.springer.com/
https://www.nature.com/ https://experiments.springernature.com/sources/springer-protocols
http://materials.springer.com/

14. ApxuBBl Hay4HBIX >XypHaJlOB Ha Poccuiickoii miaTtdopMe Hay4dHBIX >KYpPHAJIOB
HOUKOH http://archive.neicon.ru/;

15. VYuuBepcurerckas wuHdpopmanuonHas cuctema POCCUSA (YUC Poccus)
http://uisrussia.msu.ru/;

16. "JlekTopuym TB" - BUIEOJICKIINHU BEIYLIUX JIEKTOPOB Poccun
http://www.lektorium.tv/;

17. B SciFindern (CAS) (onnaiin-cepBuc /Ui MoucKa HHPOPMALMK B 0071aCTU XUMHH,
OMOXMMUH, XUMHUECKONH WH)KEHEPUH, MaTepUaIOBEICHUS, HAHOTEXHOJIOTUH, (PU3UKH, TEOJIOTHH,
MeTaJuTypruu u ap.) https://scifinder-n.cas.org/;

18. Freedom Collection — monHOTEKCTOBasl KOJIJIEKLHUS AJIEKTPOHHBIX >KYpPHAJIOB IO
pa3IMYHBIM OTpaciisiM 3HaHuM u3aarenscTBa Elsevier https://www.sciencedirect.com/;

19. B Academic Reference (CNKI) (emunas mnouckoBas miatdhopma 10
HayuHouccienoBareabckuMm — padotam  KHP.  Temaruka  mHOKpheIBaeT BCE€  OCHOBHbBIE
TucuuIuHapHbie oomactu https://ar.cnki.net/ ACADREF.

HNudopmanuoHHble CIPABOYHbIE CHCTEMBI

1. KoncynpranT Ilntoc - cnpaBouHasi mpaBoBasi cucTeMa (JOCTyN IO JIOKAJIbHOM CETH ¢
KOMITBIOTEPOB OMOTMOTEKH)

Pecypchl ¢cBOGOIHOTO 10CTYNA

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

2. AmepukaHckas rareHTHas 0asza naHHbIX http://www.uspto.gov/patft/

3. MunHuctepcTBO Haykd U BbIcmiero oOpaszoBanusi Poccuiickoit deneparuun
https://www.minobrnauki.gov.ru/;

4. ®enepanbHblil mopran "Poccuiickoe obpazoBanue” http://www.edu.ru/;

5. Epunas xomnmekuus uudpoBeIX oOpas3oBarenbHBIX — pecypcoB  http://school-
collection.edu.ru/

6. Ilpoekr TocymapcTBeHHOro HWHCTUTyTa pycckoro si3pika umeHu A.C. Ilymkuna
"Obpa3zoBanue Ha pycckoM" https://pushkininstitute.ru/;

7. CnpaBouHO-uH(POPMaMOHHKIN mopTan "Pycckwmit si3p1k" http://gramota.ru/;

8. Ciy:x0a TeMaTH4eCKHUX TOJKOBBIX cioBapei http://www.glossary.ru/;

9. CnoBapwu u >a1IMKIONEennA http://dic.academic.ru/;

10. O6pazoBarenbHblif mopran "Yueda" http://www.ucheba.com/.

CoOcTBeHHBbIE 3JIEKTPOHHBbIE o0Opa3oBarTe/ibHble W HH(OPMALMOHHbIE PpPecypChbl
KyoI'y
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1. DNEKTPOHHBIN KaTajor Hayunoi OMOIMOTEeKH KyoI'y
http://megapro.kubsu.ru/MegaPro/Web

2. DnekTpoHHas OubIMoTeKa TPyIoB yueHbIx Kyol'yY
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6

3. OTtkpbiTas cpena MOIYJIBHOTO JTMHAMUYECKOTO oOyueHus KyoI'y
https://openedu.kubsu.ru/

4. baza y4yeOHBIX TIUIAHOB, Y4YE€OHO-METOAMYECKHX KOMIUIEKCOB, NyOIUKaIUi WU
KoH(pepentuii http://infoneeds.kubsu.ru/

5. DnexkTpoHHBIN apxuB okyMeHTOB KyOI'Y http://docspace.kubsu.ru/

6. MeToguueckue yKazaHus 1Jisi 00y4aromUXcs M0 0CBOEHUIO TUCUUIIJIMHBI (MO1YJIAA)

OcBoeHME IUCHUIUIMHBI TPEIyCMAaTPUBAET MPOCIYIIMBAHHE JIEKIUA M BBITOJIHEHUE
3a/laHuil Ha IPAKTUYECKUX 3aHITHSIX.

J11 ri1ryGOKOro U3y4eHus: AUCHUILTUHBI HACTOATEIHbHO PEKOMEH Ty eTCS:

— CHCTEMAaTHYECKH TOTOBUTBHCS K IMPAKTHYECKUM 3aHATHAM I10 y4eOHBIM ITOCOOHSIM,
HAyYHBIM CTaThsIM B KypHaJaXx MNpoPeCcCHOHATbHOW TEMATHKH, a TakKe HCIOIb30BaTh
ounmanbHBIe pecypchl HayqHO# nH(popMaryu B cetu VHTEepHeT;

— CBOEBPEMEHHO BBITIONHATH IPAKTHUECKUE 3aJaHus U pedepar.

CamocrosiTennbHasi paboTa CTYJIEHTAa - OJWH M3 BAXKHEUIIUX HTANOB B TOJTOTOBKE
cnenuanuctoB. OHa MPHOOIAET CTYJEHTOB K HCCIIeI0BaTENIbCKON paboTe, 000raiaeT onbIToM U
3HAHUSIMHM, HEOOXOIMMBIMM JIJISl JAJIbHEHIIETr0 UX CTAHOBJIEHUS KaK CHEIHAMCTOB, NPUBUBAET
HABBIKU pabOTHI C TUTEPATYPOM, CTATUCTUUECKUMHU JAHHBIMH.

Lenp camocrosTenbHOM pabOThl - CUCTEMATHU3alsl, 3aKpEIUIEeHHWE U pacllupeHHe
TEOPETUYECKUX M MPAKTHUYECKUX 3HAHUN C UCIOJIH30BAHUEM COBPEMEHHBIX MH(OPMAIIMOHHBIX
TEXHOJIOTMI U JNUTEpPaTypPHbIX UCTOYHUKOB. J[JI1 pa3BUTHUSI HABBIKOB CaMOCTOSITEIbHOW pabOThI
CTYJI€HTaMH BBITIOHSIOTCS:

— pedepaT, AOKIAN, CBSI3aHHBIA C aHAJIW30M COBPEMEHHBIX TEHJEHIMH B OOJACTH
JIeNIOTIPOU3BO/ICTBA B COLIMANILHOMN cdepe;

— 3a/aHus, CBsI3aHHbIE C 0030pOM COBPEMEHHOTO0 pBIHKA CHENHATU3UPOBAHHBIX
CIPAaBOYHBIX CUCTEM U CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTa;

— JIOMAIlIHKE 33aJjaHus 10 ToucKy B MIHTepHeTe nHpOopMaIlMi Ha ONPE/IEIIEHHYI0 HAyYHYIO
TEMY.

Pedepar roToBUTCS CTYJIEHTOM CAaMOCTOSITEIBHO, B HEM 0000IalOTCS TEOPETHUECKUE
MaTepHabl 110 UCCIIEAYEMON TeMe € MCII0JIb30BaHUEM MaTEepUalioB U3 CHEMaIbHOM JIUTEepaTyphbl,
HOPMAaTUBHO-TIPAaBOBBIX JIOKYMEHTOB, CTaHIApTU3UPYIOUIMX paccMaTpuBaemyro cdepy. B
pedepare TOMKEH MPHUCYTCTBOBATh COOCTBEHHBIN aHATN3 U KPUTHUECKUI MOJXOJ K PELICHUIO
po0GJieMbl 10 BHIOpPAHHOW TEME UCCIIEJOBaHMS, TIOJIKPEIUICHHbBIN CTaTUCTUYECKUMU TAHHBIMU U
AKTyaJIbHBIMU MIPUMEPAMH U3 JESTEIBHOCTH OPraHu3alluii COUaIbHOU ChepBhl.

OOy4eHue CTy/IeHTOB C OTPaHUYEHHBIMU BO3MOXKHOCTSIMH OPT'aHU3YETCSl B COOTBETCTBUU
¢ TpeboBaHUSIMU «MeTOINUYEeCKUX PEKOMEH AN IO OpraHu3aluu 00pa3oBaTeIbLHOrO mpolecca
Uis  OOy4YeHHs WHBAIUAOB W JIMI] C OrPAaHUYEHHBIMH BO3MOXXHOCTSIMHU 3/I0pOBBSI B
00pa30BaTeNbHBIX OPTaHU3AIMIX BBICIIET0 MPO(EeCcCHOHAIBHOT0 00pa3oBaHUA» OT «8» ampens
2014 r.

B ocBoeHMM MUCHUTUIMHBI WHBATUAAMH U JTUIIAMH C OTPAaHUYCHHBIMU BO3MOXHOCTSIMU
3I0pOBbsl OOJBIIOE 3HAUEHHWE HMEET WHIUBUIyajbHass ydyeOHas paboTa (KOHCYJIbTallUu) —
JIOTIOJTHUTEIbHOE pa3bsiICHEHNE Y4eOHOro MaTepHara.

KouTpoJb caMmocTosiTe/IbHOM padoThl OCYIIECTBJISIETCS

a) TeKYIIII KOHTPOJIb OCYIIECTBIISIETCS €KEHEAETbHO B COOTBETCTBHE C MPOTrpPaMMOi

3aHSITHM;

0) TPOMEXKYTOUHBI KOHTPOJb IO HWTOTaM OCBOCHHS Pa3JelioB  AWCIHUILTAHBI
ocyuiecTBIsieTcs B popMe 3a4era.


http://megapro.kubsu.ru/MegaPro/Web
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6
https://openedu.kubsu.ru/
http://infoneeds.kubsu.ru/

Ha cemuHapckux 3aHATHSAX W TpHU TOATOTOBKE K HHUM (camocTosiTelbHas paboTa)
NPUMEHSIOTCS] UHTEPAaKTUBHBIE 00pa30BaTeIbHBIC TEXHOJIOTHH.

MeTtoanyeckue peKOMeHAALMH 110 HANIMCAHMIO KOHCIIEKTA Ha JIEKIIMOHHOM 3aHATHH
PexomeHammm CTyJeHTy 110 HaMCAHUIO KOHCIIEKTa HA JICKIIMOHHOM 3aHSTHU:

—  HEOOXOJMMO IOJIHOCTBIO IPOCIyIIaTh HEOONbLION HH(GOPMALMOHHBIN OJOK U3
OJTHOTO WJIM HECKOJIBKHUX MPEATIOKEHHUN, KOTOPhIE PACCKa3bIBACT PENOIaBaTeIh B pAMKaxX TEMBI,

— HEOOXOJMMO COKpaTHTh €ro, OCTaBUB HauOoJiee CYIIECTBEHHBIC 3JIEMEHTHI, HE
3aMMChIBasi BBOJIHBIC CIIOBA U U30BITOYHBIC MTOSICHEHUS;

—  PpEeKOMEHJyeTcsl 00s3aTeNIbHO MCII0Jb30BaTh IEPEUCHb COKPALCHUH 10 JaHHOU
JMCLUTUINHE;

—  HEO0OXOJMMO OTMEYaTh B KOHCIIEKTE Hanbosee CIOXKHbIE I TOHUMaHUS MOMEHTHI,
Ha KOTOpBIE, B TOM YHCJIe, YKa3bIBAaeT U MPEI01aBaTelb;

— 1O OKOHYAaHUM JIeKIMM PEKOMEHAyeTCs 3aJaTh  YTOUHSIOIIME  BOIPOCHI
IPENoIABaTeN0 U TOJIYYUTh PA3bACHEHHS IO TOJOXKEHUSM MPOWICHHON JIEKIUH, KOTOpBIE
BBI3BIBAIOT HETIOHUMAHUE UM COMHEHUS;

—  CUeNblo JOpaObOTKU TEKCTa HEOOXOAMMO B IIEPUO/ May3 Ha JIEKIIUH WIH TIOCTIE JIEKIUU
BOCCTAHOBUTb TEKCT B IaMATH, UCHPAaBUTh OMIMOKH, paciiuppoBaThb HE IPHUHATHIE paHee
COKpAIIIEHUS H 3aIlOJIHUTH MTPOMYIICHHBIE MECTa

—  OKOHYAHHUHM JIEKIIUU PEKOMEHAYETCS BBIJCIUTh MapKepOM ONpEeNeHHs KIHYEBbIX
TEPMUHOB, Ha3BAaHUs TEOPHI U TIOJXOIOB, HIEMEHTHI KIIACCU(PUKAIIH U T.1.

MeTtoanyecKkue peKOMeH/ 1AM 110 OAT0TOBKe YCTHOI'O J0KJIaa

Pedepar kxak BuA caMOCTOATENBHOW pabOTBHI B ydeOHOM Ipolecce CIOCOOCTBYET
(OpMHPOBAHNIO HABBIKOB UCCIIEI0BATEIbCKONW pabOThI, paCIIUPsET MO3HABATEIbHbIE HHTEPECHI,
pa3BUBAECT HABBIKM KPUTHUECKOTO OCMBICTICHHS MTOTy4aeMOi WH(OPMAIIHH.

IIpu moxaroroBke pedeparta MO 3aJaHHOM TeMe CTYIEHT COCTaBISeT IUIaH, HoJ0upaer
OCHOBHBIE HCTOYHHMKH. B mporecce paboThl ¢ MCTOYHMKAMU CHCTEMATHU3HPYET IOIyYCHHBIC
CBeJIeHUS, JienaeT BhIBOABI U 0000mmeHus. K qokmany mo tTemMe MOTyT MPHUBIEKATHCS HECKOJIBKO
CTYACHTOB, MEXy KOTOPBIMH PACIIPEIEIISIOTCS BOTIPOCH BHICTYTICHHSL.

Br16op TeMsl.

TemaTrnka moxiaga OOBIYHO OTNpPENENsIeTCsl MPEToaaBaTesieM, HO B ONPEACICHUN TEMBI
UHUIMATUBY MOXXET MpPOSBUTH CTyAeHT. lIpexxae yeM BbIOpaTh TeMy, aBTOpYy HEOOXOIUMO
BBISIBUTH CBOM WHTEpEC, ONpPENEeNNUTh, HaJ Kakoi mpobieMoil oH XxoTen Obl paborarh, Oosee
rI1yOOKO €€ U3YUHTb.

Oransl paboThI CTyJ€HTa HaJ| pedepaTom:

1) dhopMynrpoBaHUE TEMBI, IPUYEM OHA JIOJDKHA OBITh HE TOJNBKO aKTYaJbHOMU 10 CBOEMY
3HAYEHUIO, HO U1 OPUTMHAJIBHOM, HHTEPECHOM IO COJIEPIKAHMIO;

2) moa00p M M3yYeHHUE OCHOBHBIX HCTOUYHHKOB 110 TeMe (Kak MPaBHIbHO, P pa3paboTKe
UCIIOJIb3YEeTCs] HE MeHee 3-5 pa3Iu4HbIX HCTOUYHUKOB);

3) cocTaBieHHE CIUCKA HCIOJIb30BAHHBIX MCTOYHHKOB. OOpaboTKa M CHCTeMaTH3alMs
uH(pOopMaLnu;

4) pa3paboTka 1maHa pedepara;

5) moaroroska pedepara u Mpe3CHTAINH;

6) myOaMYHOE BBICTYIUICHUE;

7) OTBET Ha BOMPOCHI CIyIIATENCH U 00CYKICHHE UCKYCCHOHHBIX TIOJIOKSHUH.

Cooepoicanue pepepama:

1) BBemeHHE — 3TO BCTYIHTENbHAS YacTh HAYYHO-HCCIECIOBATEIBCKONH pabOThI. ABTOP
JIOJDKEH TMOKa3aTh aKTYaJIbHOCTb TEMBI, PACKPBITh MPAKTHUECKYI0 3HAUUMOCTh €€, OINpPENIeIUTh
IENTM ¥ 33]1a91 DKCTIEPUMEHTA HITH eT0 ()parMeHTa;

2) OCHOBHas 4acTb — B HEHl pacKpbIBaeTcs cojaepxanue. Kak mpaBuiio, OCHOBHasI 4acTh
COCTOMT M3 TEOPETHYECKOr0 M IMPAaKTHYECKOro pasaenoB. B TeopernueckoM paszaene
PAaCKpBIBAIOTCS UCTOPUS W TEOpUs HCCIeAyeMON NpoOJeMbl, JaeTcs KPUTUYECKHH aHalu3
JUTEPATypPhl M TIOKA3BIBAIOTCS ITO3UINH HCCIIe0BaTeNel. B MpakTHUecKOM pasjiesie H3J1araroTces



METOJbl, XOJA, W pe3ydbTaTbl CaMOCTOSATEIbHO MPOBEICHHOIO UCCIEAOBaHUS (€Clii OHO
npenoaraeTcs). B OCHOBHOW 9acTH MOTYT OBITh TAaKKe MPEICTABICHBI CXEMBI, JHATrPAMMBEI,
TaOJIMLbI, PUCYHKH, KOTOpbIE€ HA MYyOJMYHOM BBICTYIUICHMM MOTYT OBITh IpEACTaBICHBI B
KaueCTBE MIUTFOCTPAIIMOHHOTO MaTepuana;

3) 3aKIOYCHHE — COJCPKUT UTOTH PAaOOTHI, BBIBOJBI, K KOTOPBHIM MPHILE] aBTOpP, U
pEKOMEHIAIMU. 3aKIIOUYeHUE JIOJDKHO OBITh KpPaTKUM, OOSI3aTENBHBIM M COOTBETCTBOBATH
MOCTaBJICHHBIM 3a/1a4aM;

4) 0030p HCIOJIB30BAHHBIX HCTOUHUKOB.

[IpumepHas nponeaypa myoIundHOro NpeacTaBIeHUs JOKIIaa:

—  BBICTYIUICHHUE JIOKJIATUMKa (JIOKJIaTIUKOB);

—  CIIyHIaTeNH U MPernoaBaTelib 3a/1al0T yTOYHSIONINE BOIPOCHl HA TOHUMaHUE;

—  JIOKJIQJYMK (JIOKJIAJYMKK) OTBEYAIOT Ha BOMPOCHI;

— CIymiaTead 3a/aloT  JUCKYCCHOHHBIE BOIPOCHI M BBICKA3bIBAIOT OLIEHOUYHBIE
CYXKICHHUS;

— JTOKJIATYHK (JIOKIaIYMKH) OTBEYAIOT Ha BOIPOCHL;

— MIPEroaaBaTellb MOABOIUT UTOTH U BHICKA3bIBACT OIICHOYHBIC CYKJICHUS O TOKJIAJIE.

[To ycmoTpeHuto mpernoaaBartess 10KIaabl MOTYT ObITh IPECTABICHBI HA CEMUHAPAX,
HAYYHO-TIPAKTUICCKUX KOH(EPCHIIMSIX, a TAK)KE UCTIONB30BaTHCS Kak (POPMBI TEKYIIEro
KOHTPOJISI 110 MPOMIEHHBIM TEMaM.

[TpumepHBIe KpUTEpHUH OIICHKHU pedeparta:

— AKTyaJIbHOCTh TEMbI HCCIICI0BAHUS;

— COOTBETCTBHUE COACPKAHUS TEME;

— ryouHa mpopaboTKu Matepuana; coOmtojeHre TpeOoBaHUN K OQOPMIICHUIO;
YMEHHE JIEJIaTh BEIBOIBI.

Kpurepun oneHku:

OneHKa «OTJIMYHOY» — BBITIOJTHEHBI BCE TPEOOBAHMSI K HAIMMCAHUIO U 3alIUTe pedepara:

o0o3HaueHa mpoOiemMa W OOOCHOBaHAa €€ AaKTyallbHOCTb, CJENaH KpaTKUW aHaiu3
Pa3IUYHBIX TOYEK 3PCHUS Ha PAcCMaTPHBACMYIO MPOOJIEMY W JIOTHYHO HM3JI0KEHa COOCTBEHHAs
no3uIHs, CHOPMYIMPOBAHEI BEIBOIBI, TEMa PACKPHITA TOTHOCTHIO, BBIAEPKaH 00BEM, COOTIOICHBI
TpeOOBaHUST K BHENTHEMY O(QOPMJICHWIO, JAaHBI IPABWIBHBIC OTBETHl HAa JIOMOJHHUTEIHHBIC
BOTIPOCHI.

OreHka «XOpOIIIo» — OCHOBHBIE TPEOOBAaHUS K pedepary W ero 3alfuTe BHITIOTHEHBI, HO
MIPHU ATOM JIOMYIIEHBI HEIOUEThl. B 4aCTHOCTH, UMEIOTCS HETOYHOCTH B U3JIOKEHUU MaTepHana;
OTCYTCTBYET JIOTHUYECKasl TOCIICIOBATEIIFHOCTh B CYXKICHUSIX; HE BBIICpKaH 00beM pedepara;
MUMEIOTCS YITyIIeH!s B 0QOpMIIEHUH; Ha JTOMOIHUTENbHBIE BOMTPOCHI IIPH 3alTUTE JaHbl HETIOJIHbBIE
OTBETEHI.

OrneHKa «yIOBIETBOPUTENHHO» — UMEIOTCS CYIIIECTBEHHBIE OTCTYIUICHHS OT TpeOOBaHUMN
K pedepupoBaHHio. B "acTHOCTH, TeMa OCBelIeHA JIMIIh YAaCTHUYHO; JOMYIIEHBI (DaKTHUECKHe
OIIMOKK B coJepKaHUU pedepaTa WIM MPHU OTBETE HA JOMOJHHUTEIbHBIE BOMPOCHI; BO BpEeMs
3alTUTHI OTCYTCTBYET BBIBO/I.

OrneHka «HEYAOBIETBOPUTEIBHO» — TeMa pedepaTta HE pacKpbiTa, OOHAPYKHUBAETCS
CYIIECTBEHHOE HETTOHUMAHUE TIPOOJIEMBI.

Texkymmii KOHTPOJIb OCYIIECTBISIETCS €KEHEJEIbHO B COOTBETCTBHE C PACIMCAaHUEM
3aHATHA HAa CEMHHAPCKOM 3aHATHH; TIPOMEKYTOUYHBIA KOHTPOJL IO MTOTaM H3ydYeHUs
JTUCIUTUIMHBI OCYIIECTBISETCS B (POpME OLIEHKH YCTHBIX UM MUChMEHHBIX OTBETOB Ha 3aueTe U
MMUCHbMEHHBIX WJIH YCTHBIX OTBETOB IO BOITPOCHI.

NuauBuayanbHble KOHCYJBTAIMH 10 TIPEIMETY SIBISIOTCA BaXXHBIM (DakToOpoM,
CIIOCOOCTBYIOIUM WHJIUBHIyJTU3allMA O0yUEHHUS M YCTAHOBJICHHIO BOCITUTATEIILHOTO KOHTAKTA
MEXIy TpernofaBaTeieM W OO0y4aroluMcs HWHBAIUIOM WM JIUIOM C OrPaHUYEHHBIMU
BO3MOXKHOCTSIMH 37I0POBBSI.



B ocBoeHuH NUCHUIUIMHBI UHBATUAAMHM U JUIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
3I0pOBbsI OOJIBIIOE 3HAYEHHWE MMEET WHAMBHIyajbHas ydeOHas paboTa (KOHCYJIbTAIlMH) —
JOTIOTHUTEIFHOE Pa3bsICHEHHE y4eOHOro MaTepuara.

Memoouueckue pexomenoayuu, onpeoenaiouiue npouedypvl OUEeHUGAHUL OMEENOE 6
npouecce yCMmHO20 UiIU RUCLMEHHO20 ONPOCA:

Kpurepuu onenku:

«YIOBIIETBOPUTEIBHO»/ «3aUT€HO» - CTYICHT UMeeT (hparMeHTapHbIC IMPEICTABICHUS O
COJICp’)KaHWUU 3asBICHHOW TEMbI MPOOJIEMHOTO CEMHHApa, YaCTUYHO OCBOWJI IOHSATHITHO-
KaTeropualibHbIi anmapar;

«XOPOIIO»/ «3a4TEHO» - CTYACHT JEMOHCTPHPYET OOIIUe 3HAHUS IO 3asSBICHHOW TeMe
npoOJIEMHOTO CEMHHApa, YMEeT YCTaHABIMBATh CBSI3U MEXAY TEOPETHUECKUMHU MOHATHSIMH U
IMIIUPUYECKUMH (PaKTaMH,

«OTJIMYHOY»/ «3aUTE€HO» - CTYACHT AEMOHCTPUPYET CUCTEMHbIC 3HAHUS IO 3asBICHHOMN
TeMe TPOOJIIEMHOTO CEMHUHAPa, YMEET YCTAaHABIHMBATH CBSA3U MEXKIY TCOPETHUSCKUMU MOHITHSIMH
U OMIUPUYECKUMH PaKkTaMu, POpMYyITUPYET aHATUTHUYECKIE 0000IIEHNS U BBIBOIBI.

Memoouueckue pekomenoauuu, onpeoenaiouiue npouedypsl OUeHUBAHUA YUaAcmus 6
ouckKyccuu:

OCHOBHOH akKIIEHT TPH MPOBEJICHUU JTUCKYCCUM Ha CEMHHAPCKOM 3aHATHUM JIEJIaeTCsl HA
MOWCKE HOBOTO aKTyaJbHOTO0 MaTepuaja K CEeMHHApy U aKTUBHOCTH €ro OOCYXICHHS B XOJIe
IucKyccud. JIuckyccusi Ha CeMUHApe MPAaKTUKYETCs B CiIydae, Korjaa He0oO0X0IuMO TO3HAKOMHUTh
CTYJIEHTOB € NMPOo0IeMOi, UMEIOIIeH HEOAHO3HAYHOE OCBEIICHNUE B HayKe U MpakTuke. [Ipu aTom
BaXXHO, 4YTOOBl HCTOYHUKH WHQPOPMAIMH, KOTOPHIMH TMOJB3YIOTCS CTYACHTHI, ObUIH
pa3HOOOpa3HBIMHU, MPEACTABISUIM pa3Hble TOYKU 3peHus Ha mpodnemy. Ilpu mnpoBeneHuu
JTUCKYyCCMM B Takol (opMe mpenojaBaTenb HampaBisieT AUCKYCCHIO, 3alaeT BOIPOCH,
OKUBIISIFOLIME €€ XOJl, M HAalpPaBJIseT B IIyOOKOE PyCIIo.

Kpumepuu oyenxu:

«OTIAMYHO» | «3aUTEHO» - CTYJACHT AKTHBHO YYaCTBYeT B JIHUCKYCCHH, JIOTHYHO H
MOCJIEIOBATEILHO BBIPAXKA€T CBOM OTBET, JEMOHCTPUPYET 3HAHHS, KOTOPHIE COOTBETCTBYIOT
00BEMY HUX PACKPBITHSI; MPABUIBHO MCIONIB3YET HAYYHYIO TEPMHUHOJOTHIO B KOHTEKCTE OTBETA;
JIEMOHCTPUPYET YMEHHSI OOBSCHATH MPUUYUHHO-CICJCTBEHHBbIC U (YHKIIMOHAJBHBIE CBS3M Ha
npumepax; GopMyIHpoBaTh COOCTBEHHBIE CYXKACHUS U apTyMEHTHI.

«xopomio» [/ «3a4TeHO» - CTYIEHT JONMyCKAaeT MaJO3HAYUTEIbHBIC OINUOKH, WU
HEJOCTaTOYHO, TMOJIHO PACKPBUI COAEpKaHHE BOIPOCa, a 3aTeM He CMOT B mpolecce Oecempl
CaMOCTOSITENILHO JaTh HE0OXOAMMbIE TTONTPABKU U JTOTIOTHEHUS.

«yIOBJICTBOPUTEIBHO» / «3aUTEHO» - B OTBETE MOMYIIEHbI 3HAYNTEIbHBIC OMIMOKH, UK
B HEM HE PACKPBITHI HEKOTOPHIE CYIIECTBEHHBIE ACIEKTHI COACPKAHUSA, WIH CTYJIEHT HE CMOT
MOKa3aTh HEOOXOUMbIC YMEHHUS.

Memoouueckue  pexomenoauyuu,  onpeoenarwue  nNPOUEOypvl  OUECHUBAHUA
mecmupoeanusn 3HAHUIL.

Kpumepuu oyenxu:

«OTJIMYHOY/ «3a4TE€HOY» - 1aHO He MeHee 85% MpaBHIbLHBIX OTBETOB;

«XOPOIIOY»/ «3aU4TEHO» - JaHO HE MeHee 75% MpaBUIIHLHBIX OTBETOB;

«YIOBIETBOPUTEIHHO» / «3aY4TEHO» - TAaHO HE MeHee 65% MpaBUIBHBIX OTBETOB.

Memoouueckue  pexomenoayuu,  onpeoenAwuiue  NPoOYeoypvl - OUECHUBAHUSA
UHOUGUOYAIbHO20 NUCOMEHHO20 3A0AHUA

Kpumepuu oyenxu:

COTJIMYHOY / «3aUTEHO» BBICTABIISIETCS CTYJCHTY, €CJIU CTYACHT OOHAPY K BCECTOPOHHEE
CHCTEMAaTUUYECKOe 3HAaHWE TPEMJIOKEHHBIX TpernojaBareyieM /i aHajdu3a HAay4YHBIX TEKCTOB,
MUCbMEHHO CHOPMYIHUPOBATl OTBETHI Ha MOCTABIECHHBIC BOIMPOCHI, PabOTy Clal B CPOK.

«XOpOILO» / «3aUTEHO» BBICTABIISIETCS CTYJEHTY, €CIU CTYACHT MPaBUIBLHO MPUMEHSET
TEOPETHYECKHUE MTOJIOKEHUS MPU PEIICHUHN TPAKTUUECKUX BOMPOCOB U 33ja4, OAHAKO MIPU OTBETE
Ha OTJIETTbHBIE BOTIPOCHI IOMyCKAET HEKOTOPHIC HETOYHOCTH.



«YIOBIIETBOPUTEIBHO» / «3aUTEHO» BBICTABISETCS CTYJEHTY, KOTOPBIA MMEET 3HAaHUSA
TOJIbKO OCHOBHOT'O MaTepHalla, HO HE YCBOWJI €r0 JIETaJIM, JOIyCKAeT HETOUHOCTH, HE0CTAaTOYHO
paBUIbHbIE (POPMYIUPOBKU B MMCEMEHHOM OTBETE.

«HEYIOBJICTBOPUTEIILHO» | «HE3aYTCHO» BBICTABISCTCS CTYACHTY, JIOMYCTUBIIEMY
MPUHLMITHATIbHBIE OIMOKHY B BHIMOJIHEHUH MTPETyCMOTPEHHBIX IPOTrPAMMON 3aJaHHi.

Memoouueckue  pekomenoayuu,  onpedensaouiue  npoueoypy - OUEHUGAHUA
npeeHmavyuu:

Kpumepuu oyenxu:

«OTJIMYHOY»/ «3aUTEHO» - MpPE3eHTAIMs aJeKBAaTHO OTPaXKaeT COAEPKAHHUE U CTPYKTYPY
c(OpPMYIMPOBAHHOTO 33JaHUs; CTYJIEHT TBOPUYECKM IOJOIIEN K BH3yaIM3allMd MaTepHuaia; B
myOJIMYHOM 3aIIUTe OTPAXKEHBI AHATTUTHYECKHE 0000I1IEHUs U BBIBOIBL;

«XOpOUIOY»/ «3a4T€HO» - TMPE3CHTAlUsl YaCTUYHO COOTBETCTBYET TPEOOBAHMSIM,
NPEIbSABISEMBbIM K COACPXKAHUIO U CTPYKType 3aJaHusi; B MyOJIMYHON 3alUTe OTpPaKeHbI
(dparmMeHTapHbIe aHATUTHYECKUE 000OIICHNS U BHIBOJIBI;

«YIOBIETBOPUTEIBHO» / «3aUTE€HO» - Tpe3eHTalMsl YacTHYHO COOTBETCTBYET
TpeOOBaHUSAM, NPEIBSABISIEMBIM K COACPKAHUIO U CTPYKType 3aJaHusl; OTCYTCTBYIOT
AHAIUTUYECKHE OOOOIICHHS U BHIBOJIBI.

7. MaTepuajibHO-TeXHHYECKOe o0ecrieyeHue 1Mo JUCIHUIInHEe (MOY110)
I[Io Bcem Bugam yd4eOHOH [EATENBHOCTH B paMKax TUCIHUIUIMHBI HCIOJB3YIOTCA

ayJIMTOpUHU, KaOMHETHI U JIA0OPATOPUH, OCHAIICHHBIC HEOOXOTUMBIM CHCIUAIM3UPOBAHHBIM U
71a060paTOPHBIM 000PYIOBAaHUEM.

HaumenoBanue crienuanbHbIX | OCHAIIICHHOCTh cnienuanbHbIX | [lepedenn
IIOMELICHU I IIOMEUICHU I JIULIEH3UOHHOI'O
IPOrpaMMHOTO
o0ecnieueHus
VYueOHbIe ayIUTOPHU st | MeOenb: yueOHast MmeOelb Microsoft  Office:
MIPOBEICHHUS 3anstuii | Texaunueckue cpencrsa oOyuyenus: | Word; Excel;
JIEKIIMOHHOI'O TUIIA 9KpaH, IPOEKTOP, KOMIIBIOTED PowerPoint.
Y4eOHble ayTUTOPUHU it | MeGenb: yueOHast Mmebenb Microsoft  Office:
MIPOBEACHUSA 3ansaTuil | Texuuueckue cpenctsa odydenus: | Word; Excel,
CEMUHAPCKOT0 THIIA, TPYTIIOBBIX U | 9KpaH, IPOEKTOP, KOMITBIOTEP PowerPoint.
WHIUBUAYAIbHBIX KOHCYNbTalUH, | O00pyaoBaHueE:
TEKYIIEero KOHTPOJIS "
MPOMEKYTOYHOU aTTeCTallU
Y4eOHble ayTUTOPUU it | MeGenb: yueOHast Mmebernb Microsoft  Office:
MPOBEICHHUS npaktrueckux | TexHuueckue cpencrpa ooydenus: | Word; Excel,
3aHSATHU. 9KpaH, MPOEKTOP, KOMITBIOTEP PowerPoint.
O6opynoBaHue:

Jis  caMocToATenbHOW  paboOThl  OOy4aroUIMXcs  MPEeAyCMOTPEHbl  MOMEIIECHHUS,
YKOMITJIEKTOBAaHHBIE CIIEIMATHU3UPOBAHHON MeOeblo, OCHAIEHHbIE KOMIBIOTEPHON TEXHUKOH ¢
BO3MOXHOCTBIO MOJKIIOUEHUS K ceTu «lHTepHEeT» M o0ecrieueHHeM JOCTyNa B AIIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.



Haumenosanue OcHaleHHOCTh TOMEIIEHHH JIJIs1 CAMOCTOATENbHON [Tepeuenn
MIOMEIICHUH TSI paboThI 00yYAIOLTIXCS JIMIIEH3UOHHOTO
CaMOCTOSITEIILHOM POrPaMMHOTO
paboThI obecrieueHus
0o0yyJaroumxcs
[Tomemienue it | Mebenb: yaeOHas meOeb Microsoft
CaMOCTOSITEITLHOM Komruiekr CHETHATM3UPOBAHHON mebenu: | Office:  Word,
paboThl KOMITHIOTEPHBIEC CTOJIBI Excel;
o0yJaromuxcst OO6opymoBaHue:  KOMIIbIOTEpHas  TexHuka ¢ | PowerPoint.
(YuTATBHBINA 3aJ | MOAKIIOYCHUEM K UH(POPMALIMOHHO-
Hayunoi KOMMYHHUKAIIMOHHOU ceTH «HTepHET» U TOCTYIIOM
OMOIMOTEKH ) B AJICKTPOHHYIO nH(pOpMaIMOHHO-
00pa30BaTEeNbHYIO cpeny o0pa3zoBaTenbHOU
OpraHu3aiiiy, BeO-Kamepbl, KOMMYHHKAIIMOHHOE
obopyoBaHue, oOeCreyuBaroIlee JOCTyI K CeTU
UHTEPHET (MPOBOIHOE COSAMHEHUE U OECIPOBOIHOEC
coeimHeHue o texHosgoruu Wi-Fi)
ITomewmenue st | MeGenb: yyeOHas mebenb Microsoft
CaMOCTOSITEITLHOM Komruiekr CHCTIHATM3UPOBAHHON mebenu: | Office:  Word,
paboThl KOMIThIOTEPHBIEC CTOJIBI Excel;
obyuaromuxcs (ayna. | O0opymoBaHue:  KOMIIbIOTEpHass — TexHuka ¢ | PowerPoint.
413) MOAKTIOYEHUEM K nH()OPMAIMOHHO-
KOMMYHHKAIIMOHHOW ceTH «/HTepHeT» U 10CTyInOM
B JIEKTPOHHYIO WH(POPMAIIMOHHO-
00pa3oBaTebHYIO cpeny o0OpazoBarenbHON
OpraHu3aiiiy, BeO-Kamepbl, KOMMYHHKAIIMOHHOEC

obopyoBaHue, oOecreynBaroIiee JOCTyl K CETH
MHTEpHET (TIPOBOIHOE COEAMHEHUE U OECIIPOBOAHOE
coeimHeHue 1o texHosgoruu Wi-Fi)




