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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 TaKUE BHUJBI MPO(ECCUOHATHLHONW JEATeITbHOCTH, 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 AJIEKTPOHHOTO
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

JTIOKyMEHTO0000poTa 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 JOCTHKEHMS  KOMIIETSHIIUM  CUMTAIOTCS C(l)OpMI/IpOBaHHBIMI/I npu
AOCTHIKCHUHU COOTBETCTBYIOIIHUX UM PE3YJIbTATOB 06yquH51.
CDYH,I[aMCHTaJ'IBHOCTL NOATrOTOBKHU  CTYACHTOB 110  AJUCHUILINHE obOecrieunBaeTcs

M3Y4YEHHEM KaTeropuil ammapaTHbIX U TNPOTPAMMHBIX CPEJICTB BBIYMCIUTEIBHONW TEXHHKH,
METOAMYECKHMM 000CHOBAaHHEM IPOIIECCOB B3aMMOAECHCTBH HH(OPMAIIMH, TaHHBIX U METO/I0B.

[lpuknanHas HampaBiIeHHOCTh AWUCHUUIUIMHBI Oa3upyeTcs Ha HU3YYEHHH KOHKPETHBIX
KOMITBIOTEPHBIX IpOrpamMM, OOECHeYMBAIOIIMX AaBTOMATU3ALMIO YIPaBIEHUS OpraHu3alieH,
pelIeHNH TECTOB M YYacTHMM B KOMIIBIOTEPHBIX JKCHEPHUMEHTaX, PACCMOTPEHHUU 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 CUTYaIIHi.

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

Buabi pador Bcero Dopma 00yueHus
4acoB 3a04Hast
5 kypc
KonTakTHas paboTa, B TOM YHCIIE: 425 425
AyauTOpHBIE 3aHATHS (BCEro):
3aHsATHS JEKIIMOHHOTO TUIIA 20 20
JlabopaTopHbIe 3aHSATHUS
3aHATHA CEMHHAPCKOTO TUNA (CEMHUHApPHI, MPAKTUYECKHE 20 20
3aHSITHSL)
HNuas koHTaKkTHasi padora:
Kontpousb camocrositensHoM padotsl (KCP) 2 2
[Tpomexyrtounas arrectauus (MKP) 0,5 0,5
CamocrosiTejibHasi paboTa, B TOM YHUCJIE: 84 84
Kypcosas paboma/npoexm (KP/KII) (noocomoska) 5 5
Konmponvnas paboma
Pechepam/>cce (noocomosxa) 20 20
Camocmosmenvroe uzyuenue paz0enos, Camonoo02omoeKa 40 40
(npopabomka u nosmopenue 1eKYUOHHO20 MAmepuaid u
Mamepuana y4eOHUKo8 u y4eOHbIX nocooull, n0020MmosKa
K 1a00pamopueiM U NPAKMUYECKUM  3AHAMUSM,
KOJLLOK8UYMAaM U Mm.0.)
[ToaroToBKa K TEKYIIEMY KOHTPOJIIO 20 20
KoHnTpoJs:
[ToaroroBka K ’K3aMeHy 12,5 12,5
OO0mas Tpy10eMKOCTh Yac. 144 144
B TOM YHCJIe KOHTAKTHas padorTa 40,5 40,5
3a4. e 4 4




2.2 Copep:xanune TUCUMIIIIMHBI
Paznenbl (TeMbl) AMCHMIUIMHBL, H3y4YaeMble Ha 3 Kypce (3aouHast popma oOyueHHs)

KoandaecTBo yacos

AynutopHas | Bueayaurop-

No HaumenoBanue pazzienos (Tem) Bcero AGoTa Hast paboTa
J I13 | JIP | CPC

1 2 3 4 5 6 7

1 Brenenue. I[lonarue aoKymMeHTOOOOpOTa, €ro 7 1 1 5
KOJIMYECTBEHHBIC U KAYCCTBCHHBIC MTAPAMETPHI.

2 Perucrpanust 10KyMEHTOB: 11€Jb, 33241, BUIbI 7 1 1 5
U (QOopMBI perucTpanyu OTIACIBHBIX TPYIII
JTOKYMEHTOB

3 Cucrema MHACKCAIIMHA JOKYMEHTOB; CTPYKTypa 8 1 3 6
0a3 JaHHBIX 10 JIOKYMEHTHOH CHCTEMe
OpraHH3aIH

4 Opranuszanus KOHTPOJS 3a HCIOJHEHUEM 7 1 1 5

AOKYMCHTOB. TunoBeie n UHAUBUAYAJIbHBIC
CPOKH HUCITOJIHCHUS

5 [IpoekTupoBaHue CUCTEM ITOKYMEHTOOOOpOTA. 8 1 1 6
Opranuzanus  palMoOHaJIBHOTO  JIBFDKCHUS
JOKYMEHTOB BHYTPH OpPTraHU3aIIH

6 Benenne MaccuBOB KaJpOBBIX JOKYMEHTOB, HX 7 1 1 )
y4eT, perucTpalusi, OepaTHBHOE XpaHECHHE.

7 OcobenHoctn  00paOOTKH,  pPETUCTpAIHH, 8 1 2 6
XpaHeHHst 00paIIeHi TpaX1aH.

8 JIOKyMeHTaIlMOHHOE ~ o0ecriedeHne  PadoThI 8 1 2 6
KOJIJIETHAJIbHBIX OpraHoB. Pabota c
JOKYMEHTaMH KOH(OUICHIIMAIBHOTO XapaKTepa

9 KoMmmnekcHas ¥ NokajgbHasg aBTOMaTH3aIlUSL. 8 1 1 6

Buenpenue KOMITBFOTEPHBIX TEXHOJIOTUN
OpraHM3aIfK JOKYMEHT0000poTa.

10 | Opranmszanmst  JOKYMEHTOB B  TeKyIIeH 8 1 3 6
JESTeIILHOCTH NOAPa3/IeIeHU U COTPYAHUKOB
11 | Knaccuduxamuss goKkyMeHTaiabHOro (¢oHna, 8 1 1 3)

pa3paboTka M MpPUMEHEHHE Kiaccu(UKaTopoB
JOKYMEHTHOM HH(pOopMaluu

12 | ®opmupoBanue ApPXUBHOTO doHma 8 1 2 5
OpraHH3aluH.

13 | Jlenonponu3BOICTBEHHBIC CITYKOBI, ux 8 1 2 5
CTPYKTYpa U OpraHu3alms padoThl.

14 | Meroamueckoe oOOecCTieUeHHE OpTaHW3aIuN 8 1 2 6
JOKYMEHTAIMOHHOT'O obecrieyeHus
YIPaBJICHHUS] B OpTraHU3aIHH.

15 | HopmupoBaHnue opraHuzaius Tpyjaa B pabote ¢ 9 2 2 5
JOKYMEHTaMHU

16 | OcoGennoctu opranuzanuu | 10 2 1 6

JIOKyMEHTO000pOTa U 00pabOTKH JTOKYMEHTOB
3a pyOexoM. 3akIroueHue

NTOT'O no paznenaM JUCITUTITMHBI 124 20 | 20 84

Kypcosas paboma 5

KonTpons camoctositenpHor pabotsl (KCP) 2




[Tpomexxyrounas arrecranus (MIKP)

0,5

IToaroTroBka K TEKyIieMy KOHTPOJIFO 12,5
OO6mmas TpyA0eMKOCTh MO JUCIUILTHHE 144
[Tpumeuanue: JI — nekmuu, 113 — mpaktudeckue 3ansatus / cemuHapsl, JIP — maGopaTtopHbie
sansaTus, CPC — camocrositenpHas paboTa CTyIeHTa
2.3 Conep:xaHue pa3aesioB (TeM) THCHHILIAHBI
2.3.1 3aHATHHA JEeKUMOHHOTO THIIA
®dopma
Haumenoanue paznena
No (Tembl) Coneprxanue pasjena (TeMbl) TEKYILETro
KOHTPOJISI
1. IIpenmer, conepxanue u 3aaadu qucuuiiueel. Mecro | Koncnexr
JUCIHUIUIMHBL CPeId APYTUX Y4EOHBIX AUCIMUILIUH. JIEKIUH,
OcHoBHbIE pa3ziesbl AUCUUILIMHBL. YTIPaBIeHUE KaK JKCIIpecc-
00BEKT JOKYMEHTAIIHIOHHOTO 00ecTIeueHusl. orpoc
VYnpasiieHue JOKyMEHTaJIbHBIMHU pecypcamu Kak OJiHa
13 TUTOBBIX (YHKIMH ynpaBineHusi. OCHOBHbIE
HOPMaTHUBHO-METOINYECKHUE TOKYMEHTHI U
TUTEepaTypHbIE UCTOUYHUKHU I U3YUCHHSI TUCITUTUINHBI.
Hayunas nepruonnka B 00J1acTi JOKYMEHTOO0OpOTA,
JIOKYMEHTAI[MOHHOTO 0OEeCTIeUeHUs yIpaBICHHUs,
Beenenue. [lonsarue yaeOHbIe TocoOusi. OCHOBHBIC TIOHSITHSI B 00JIACTH
JIOKYMEHTO000pOTa, €ro |I0KyMEHTAlIMOHHOTO 00eCIieYeHHsl YIIPaBIeHUs, NX
KOJIMYECTBEHHbBIE U 9BOJIIOLIMSI, TEPMUHOJIOTHSL.
KaueCTBEHHbBIC [TonsiTHe TOKYMEHTOOOOPOTA, €r0 COCTaBa U 00beMa.
apaMmeTpsbl. JIOKyMeHTOOOO0pOT OpraHu3aIiK, OTPACIIH, PETUOHA,
o01Ierocy1apCcTBeHHbIE TOKYyMEHTO000poT. O01ume
MIPUHITUITBI OPTaHU3alUU JJOKYMEHTO000pOTa U HX
3aKperIeHUEe B HOPMAaTUBHBIX U METOJIUYECKHUX
nokyMeHTax. OCHOBHbBIE XapaKTEPUCTUKH 00beMa U
CTPYKTYPbI TOKyMEHTOO00OpOTa B COBPEMEHHBIX
yCIoBUSIX. [JOKyMEHTONOTOKHM 1 UX onucanue. [lonsatus
MJIOTHOCTHU, HUKJIMYHOCTH, UHTEHCUBHOCTH
JIOKYMEHTOTIOTOKOB U Jip. Biusinue npumeHeHus
TEXHUYECKUX CPEJICTB CO3/1aHUsl, KOTIMPOBAHUS U
TPAHCIIOPTUPOBKU Ha OCOOEHHOCTU OpraHU3aluU
JOKYMEHTO000pOTa U €ro 00BbEMBI.
2. Henu u 3amaum peructpauuu. Buael perucrpanuu: Koncnekr
EHTpaJIN30BaHHas, ACLICHTPATM30BaHHAs U CMEIIAHHAs | JIEKIIUU
Perucrpanus UCHTPp » ACLCHTD 1HH,
TOKYMEHTOB: LIeJh peructpanus. opmel perucrpannu. J[ocTonHCTBA N JKcIpecc-
Y ) ’ HE/IOCTATKHU )KYPHAIBHOM U KapTOUHOU (opM. ompoc
3a/1a4u, BUJBI U (HOPMBI
erHCTPAIIHI Cwmemannas Gopma peructpanuu. Muaekcanus
p p nokyMeHTOB. Opranuzainus HHQOpPMaIHOHHO-
OTJIENbHBIX TPYIII
TTOMCKOBBIX CHCTEM. PaznuyHbIie BUIBI
JTOKYMEHTOB.
knaccupukaropoB. CocTaB HOPMATUBHO 3aKPETUICHHBIX
TOKa3aTeNel i1 BBoJia B MH()OPMAITMOHHO-TIONCKOBYIO
CUCTEMY M MPABWJIA UX 3aMIOJTHEHUSI.
3. WNHunekcamust JOKyMEHTOB Kak djeMeHT npuaanus uM | KoHcnekr
CucreMa HHAEKCAINH g .
IOPUNYECKON CHUIIBI U BBEJICHUS! B MH(GOPMAITMOHHBII JIEKIINH,
JIOKYMEHTOB; CTPYKTYypa
MaccuB opranuzanuu. [{udpossie u cMemaHHbie AKCIIpecc-
0a3 Ja”HHBIX 110
CTPYKTYPbI MH/IEKCOB, TPAJUIIMHU U OMbIT UX oIpoc




JIOKYMEHTHOM CUCTEME
OpraHu3aIuu.

ucnoib3oBaHuss. OCOOEHHOCTH CTPYKTYPhI HHIIEKCOB
Pa3IUYHBIX TPYII YIPABICHUYECKUX TOKYMEHTOB.
HNupekcanus COBMECTHBIX TOKYMEHTOB HECKOJIBKUX
aBTopoB. [loHsATHE MH(OPMAITIOHHO-TIONCKOBOM
cucrembl. THpoOpMarmoHHo-cripaBouHOE
o0cyXMBaHUE B OpraHu3aluy. PerucrpanmoHHo-
CIIPpaBOYHBIC, TCMATUYCCKUC, KOI[I/I(bI/IKaLII/IOHHBIG n
apyrue GyHKIMOHAJIbHbIE KITacCH()UKAIK JOKYMEHTOB
B yupexaeHuu. HpopMamoHHO-TIOUCKOBBIE MACCHBBI
MAaIIMHHBIX HOCUTEJICH.

Opranuzanus KOHTPOJIS
3a UCIIOJIHEHUEM
JOKYMEHTOB. THUIIOBBIE
Y MH/IUBHTy AJTbHBIC
CPOKH HCIIOJIHEHUS

[ToHsITHE KOHTPOJIS 32 UCIIOTHECHUEM JOKYMEHTOB H €r0
1estb. CpOKOBBIN KOHTPOJIb U KOHTPOJIb UCTIOJIHEHHUSI 110
CYIIECTBY. 3a/la4yd JEIONPOU3BOJICTBEHHON CITYKObI
IIPH CPOKOBOM KOHTpOJIe uctonHenus. [locrpoenue
KOHTPOJIbHOU KapToTeku. OCHOBHEIC 33191
CTCIUATM3UPOBAHHON CITY>KOBI KOHTPOJISI UCTIOJTHEHUSI.
Cucrema HalIOMUHAHUH, e QYHKIIMOHUPOBAHKE U

3 PEKTUBHOCTB.

TunoBbkie ¥ HHIUBUAYATbHBIC CPOKU UCTIOTHEHUS
JOKYMEHTOB. TUIOBBIC IPUYMHBI HEUCTIOTTHCHUS
JOKYMEHTOB B CPOK. AHAIIN3 TAHHBIX O XOC U
pe3ybTaTax KOHTPOJIS 32 HCIIOJTHEHUEM JIOKYMEHTOB.
Opranu3zanys KOHTPOJIS 32 MPOXOKICHUEM U
WCTIOJTHEHUEM JJOKYMEHTOB B YCIIOBHSIX KOMILJICKCHOM
ABTOMATH3AIMH YIIPABICHUS.

Koncnexr
JIEKITUH,
3KCIpecc-
ompoc

IIpoexTupoBanue
CUCTEM
JIOKYMEHTO000pOoTa.
Opraauzanus
PalMOHATILHOTO
JBUKCHUS
JIOKYMEHTOB BHYTPH
OpraHu3aluu

OO6paboTka JOKYMEHTOB, MMOCTYIAIONIUX B
opranu3zaiyio. OCHOBHBIE ATAITbl, TOHSATHE
«IKCIIEAULIMOHHAs 00pabOTKa» JOKYMEHTOB.
[IpenBapuTensHOE PACCMOTPEHUE TOKYMEHTOB B
clty’k0e JOKYMEHTallMOHHOT0 00ecreueH sl, OCHOBHAs
eJTb U TEXHOJIOTHUS JIOBEICHUS JI0

KOHKPETHBIX ucnoimHuTeneid. Opranuzanus
PaIMOHATFHOTO JABIKEHHUS JOKYMEHTOB M UX MTPOEKTOB
BHYTpH opraHu3auuu. [lepenaua 10KyMEeHTOB BHYTpH
opranuzanuu OO0pabOTKH UCTIOJTHEHHBIX U
OTIPABISAEMBIX JJOKYMEHTOB. Posb
JIeJIONPOU3BOJICTBEHHOH CITy>KObI B 00paboTKe
NoKyMeHTOB. [locTpoeHue TOKyMeHTOrpamMmM,
OTeporpamMM M MapHIPYTHO-TEXHOJIOTHYECKUX KapT,
TEXHOJIOTUYECKUX LIENO0YeK, IpauKOB, CXeM IS
HATJISTHOTO TPENICTABICHHS, OBICTPOTO N3YUEHUS
MOpsiIKa COCTABJICHUS U 00pabOTKH OTEIbHBIX
JOKYMEHTOB, HCIIOJTHEHUS JIOKYMEHTOB. MeTo/IbI 1
LeNM y4yeTa JoKyMeHToobopoTa. [Tytn ontumusanuu u
COKpalieHusi 00beMa JOKYMEHTO000pOTa.

Koncmext
JIEKIUH,
JKcIpecc-
ompoc

. |Benenue maccuBoB
KaJIpOBBIX JOKYMEHTOB,
UX y4eT, perucTpanus,
OlepaTUBHOE XpaHEHUE.

CocraB kaapoBoOi JOKyMEHTalMu opranu3zanuu. Ee
kiaccudukanus. KagpoBbie TOKyMeHTHI B
yHupuupoBanHoit cucteme OPJl 1 oT4ueTHO-
CTaTUCTUYECKOHN NOKyMeHTanuu. HopmaTtuBHO-
[IPaBOBOE PETYJIMPOBAHUE COCTABA KaIPOBBIX
JIOKYMEHTOB ¥ 0()OpMJIEHUS TPYAOBbIX OTHOIIECHUH.
TpynoBbIe TOTOBOPBI, PE3IOME, AHKETHI U JIP.

KoHncmext
JIEKIUH,
JKcIpecc-
ompoc




JNOKYMeHThI. CrcTeMa perucTpaluu 1 MoCcTpOeHUs
MH(POPMAaLMOHHO-TIOMCKOBBIX CHCTEM KaJpOBOii
uHpopMaMy U TOKyMeHTOB. [IpaBuiia u cpoku
XpaHEHUsS U YHUUTOXKCHHS Pa3IMYHbIX JOKYMEHTOB,
coJiepKalIX HHPOPMALIMIO IO JIMYHOMY COCTaBY.

. |OcobennocTH

00paboTku,

perucTpanuu, XpaHeHus

oOpallleHul TpakJiaH.

3aKOHOAATEILCTBO, PETIIAMEHTHPYIOIIEE OPTaHNU3AIHIO
paboThI ¢ MUCHMaMH, 3asIBJICHUSMH U Kato0aMu
rpaXkaaH. AHAJIM3 MOCTYIAIONIUX 3asBICHUMN,
MPeUIOKEHUH U %kano0 1 3PPEKTUBHOCTH pabOTHI ¢
HUMU — JIeCTBeHHAst popMa 0OpaTHOM CBsI3M arrmapara
ynpapieHus. Tpaauiuy U mpaBuia COCTaBICHUS U
odopmIIeHHs 00pallleHui TpaXkIaH, JIMYHBIX 3asSBICHHM,
OOBSICHUTENIBHBIX U JTOKJIAIHBIX 3aTMCOK. OCOOEHHOCTH
00pabOTKH M y4eTa ITUX KaTeropHil IOKyMEHTOB.
Opranu3zanys JMYHOTo npuema nocerureneil. [lpasuna
CHUCTEMAaTH3allMK U XpaHCHHUS OOpAICHUI rpak/IaH,
CPOKH X XPAHCHHUSI.

Koncmext
JIEKIIUH,
JKCIpecc-
onpoc

. I[OKyMeHTaI_II/IOHHOC

oOecnieueHne paboThbl
KOJUIETHaJIbHBIX
opraHoB. Pabora c
JOKyMEHTaMHU
KOH(HICHIIHATHHOTO
Xapakrepa.

Oco0eHHOCTH OpraHu3aIiK KOJUIETHAIBHBIX (hopM
ynpasieHus. Opranusanusi J0KyMEHTallnOHHOIO
oOecrnieueHus MPOBEICHUS COBELIaHUI, CEMUHAPOB U JIP.
MEPOIPUATHI KOJUIETHAIIBHOTO XapaKTepa.
Oco0eHHOCTH CTPYKTYPhI TOKyMEHTOO00pOTa B paboTe
KOJUIETHaJIbHOTO OpraHa YIpaBJICHHUS.

[TonsiTHE rocy1apCTBEHHOM TailHBI U
KOH(UIEHIIMATIHOCTH YUPEXKIEHYECKON

uHdopmanuu. 'ocy1apcTBEHHOE peryanpoBaHue
CUCTEMBI OTPaHUYEHHMSI IOCTyIa K JOKYMEHTaM.
OpranuzanroHHoe opopMIICHHE COCTaBa CBECHHI,
coJIeprKalIuX KOMMEPUYECKYIO WIIK UHYIO TalHY (UPMBI,
MOPSAAOK 3aUTHI JOCTYIA K KOH(PUIECHIUATBHOM
nH(popManuy, IpaBuiia ee UCroib30BaHus. TpedoBaHus
K BEJICHUIO JIeNIONIPOU3BO/ICTBA, 00ECIIEUNBAIOLIETO yUeT
1 COXPAHHOCTb KOH(PUIEHIINATbHBIX U CEKPETHBIX
JNOKYMEHTOB. Opranusanus y4era, XpaHeHHs U
o0ecrnevyeHns COXpaHHOCTHU JIOKYMEHTOB
OTrPaHUYEHHOIO IOCTYyINa.

Koncmext
JIEKIIUH,
JKCIpecc-
ompoc

. |[KomniiekcHas u

JIOKanbHas
aBTOMAaTHU3aIHS.
Bnenpenue
KOMITHIOTEPHBIX
TEXHOJIOTUI
OpraHu3aIu
JIOKYMEHTO000pOoTA.

[IpumeneHne cpencTB BBIYUCIUTEIBHON U
OpPTraHMU3aIMOHHON TEXHUKHU B JOKYMEHTAIIHOHHOM
obecrieueHnn ypaBieHHUs. 3aBUCUMOCTh COCTaBa
KOMILJIEKCOB TEXHUUYECKHUX CPEACTB OT KOHKPETHBIX
ycioBH# paboThl ¢ JokymMeHTamu. [lonroroBka u
00paboTKa JOKYMEHTOB Ha aBTOMATU3HUPOBAHHBIX
pabounx mMecTax.

B3auMocCBsI3b BEIUMCIUTEIBHBIX IICHTPOB U CITYXKO
JOYV. IlonsTue 3mekTpoHHOrO AoKyMeHTa. [IpaBuiia
ydeTa, XpaHeHUs, aHHYJIUPOBaHUS U HCIIOIh30BAHUS
AJIEKTPOHHBIX JOKYMEHTOB. Y CJIOBUSI 0OMEHa
JOKYMEHTHOU nH(popmanmen Ha 3IeKTPOHHBIX
HOCHUTENSIX TAHHBIX, SJICKTPOHHAS TI0YTa B CHCTEME
JIOKYMEHT0000pOoTA.

Koncnexr
JICKIIUH,
3KCIpecc-
onpoc

10

Opraau3zanus

JJOKYMEHTOB B TEKYUIIEN

Opranu3anus CUCTeMaTH3aIluy U XPaHESHUSI
JJOKYMEHTOB COTPYIHUKAMH B IPOLECCE UX

Koncniext
JICKITHH,




NEeATEILHOCTH
noapa3ieICHU 1
COTPYAHUKOB.

ucnoiHenus. TpeGoBaHus K OPMHUPOBAHUIO, YUETY U
XPaHEHUIO JIe B TEKYIIEM JICIONPOU3BOJICTBE.
LlenTpanu30BaHHOE U JICLIEHTPATIN30BAHHOE XPAaHEHUE
ToKyMeHTOB. [Topsiiok nepenaun emn 1 JOKYMEHTOB
pu CMeHe ucnonHuTeneil. OTBETCTBEHHOCTh
COTPYJHHMKOB M UX PYKOBOJUTENEH 32 COXPAaHHOCTh
JOKYMEHTOB B II€PHOJ UX UCIIOJTHEHHUS M OMIEPATUBHOTO
XpaHEHHUsL.

AKCIpecc-
OTpoc

11

Knaccudukanus
JOKYMEHTaJIbHOTO
donma, pazpaboTka u
pUMEHEHHE
KJ1accu(hUKaTopoB
JIOKYMEHTHOMH
uHpOpMaLnH.

[ToHsiTHE ONIEPATUBHOTO U JOJITOBPEMEHHOTO XPAHEHHUS
JTOKyMEeHTOB. CucTeMaTtu3alus JOKyMEHTOB,
LHUPKYJIUPYOUIMX B opranu3aunu. [lonstue «aemno»,
«CIUHHIIA XPAaHEHUS», «IAIKay, «ham u Jp.
Howmenxkiarypa aen, ee posip 1 3HaUEHUE IS
OpraHu3allK, XPaHEHUS U MOUCKA JJOKYMEHTOB.
[Topsaiok coctaBieHus, COTJIaCOBaHMS U YTBEPHKIACHUS
HOMEHKJIATyPbl, TUIIOBBIE U IPUMEPHbIE HOMEHKIATYPBI
nen. OnpeneneHne CpoKOB XPAHEHUS JOKYMEHTOB.
TurnoBsie U BEJOMCTBEHHBIE IEPEYHU U UX TPUMEHEHUE
MPY COCTABJIICHUM HOMEHKJIATYPhI U ONPEEICHUE
CPOKOB XpaHEHMSI KOHKPETHBIX KOMILJIEKCOB
JIOKYMEHTOB. BeieHue HoOMeHKIaTypbl B TECUEHUE CPOKa
ee JelCTBUS.

Koncnekr
JIEKITUH,
3KCIpecc-
onpoc

12

DopMHUpOBaHHE
apXUBHOTO (oHIa
OpraHu3anuu

Apxusnbiit pona Poccuiickoit denepanuu,

€ro COCTaB U CTPYKTypa. XpaHEHHE U yUeT apXUBHBIX
nokymeHToB. @onmoobpazoanue. KoMmriekropanue
apxuBa. [loaroToBka u nopsioK nepeaayu JOKyMEHTOB
B apXWUB.

[lonsiTHE «IKCTIEPTU3A LIEHHOCTU JOKYMEHTOBY.
TunoBoe nosoxeHue o paboTe NOCTOSHHO
JeNCTByIOLEN KcnepTHOM komuccun. Cocras
CHEIHAIMCTOB, IPUBJIEKAEMbIX K MIPOBEICHUIO OLIEHKU
[IEHHOCTU WH(GOPMAITMOHHOHN 0a3bl U TOKYMEHTAILHOTO
dbonna opranuzanuu. Opranusaius padoThl
HKCHEPTHBIX KOMUCCHUI M 0OpPMIICHHE €€ pe3yIbTaToB.
dopMUpoOBaHUE apXUBHOTO (POHA YUPEKICHUS:
MOHATHE «IKOHOMUYECKUI apXHB» WM apXUB
KOMMEpUYEeCKOU (pUpMBI.

Koncnexr
JIEKIIUH,
3KCIpecc-
onpoc

13

Jlenonpon3BoACTBEHHbBIE
CILyKOBbI, UX CTPYKTYypa
U OpraHu3anus padoThl.

ITonsaTue cay»0bl TOKYMEHTALIMOHHOTO 00eceueHHsI
yIpaBiieHus (J1€710MPOU3BOICTBEHHON CITyXOBbl), €€
Ha3zHaueHue U ocHOBHbBIE (pyHKIMH. [TpuHIMn
pas3zeneHus Tpyaa B POLEcCe yIpaBIeHUs
nokyMeHTaruei. OCOOEHHOCTH YIIpaBIEeHUECKUX
CTPYKTY], OTIPENENSIONINX TOCTPOCHHE M OPTaHU3AIHIO
paboThI 1eIONMPOU3BOACTBEHHOM Ci1yk0bl. O0s3aHHOCTH
Ci1yKObI 10 OPMUPOBAHUIO U BEJICHUIO
JOKYMEHTAIMOHHON 6a3bl OpraHu3anuu. 3a1a4u
CITY>KOBI TIO YIIPAaBICHHUIO TOKYMEHTAINEH,
(dbopMHpPOBaHHIO U 00ECTIeYeHUIO (PYHKIIMOHUPOBAHUS
JOKYMEHTAIMOHHOTO ()OH/Ia OpTaHHU3aIINH,
palMoHaIBFHOTO JOKYMEHTO000pOTa, KOHTPOJIb
WCTIOJTHEHUS IOKyMEHTOB. B3anMmoieiicTBre ¢ npyrumu
MH(GOPMAIMOHHBIMH CITYKOaMH.

KoHncmiexkt
JIEKIIUH,
JKcIpecc-
ompoc




14Metoauueckoe OobmerocynapcTBeHHbIE MeTOANYECKHE pa3paboTku o |KoHcmekT
o0ecrieueHue JOY. TunoBele U YaCTHBIE UHCTPYKIIUH 10 JIEKITUH,
OpraHu3aIiu JIeTIOTIPOU3BOCTBY, UX COCTaB U CTpyKTypa. CocTas JKCIIpecc-
JOKYMEHTALlMOHHOTO  |IPHJIO’KEHUH K MHCTPYKIMHU IO AEJIONPOU3BOACTBY Ul | ONpOC
oOecrnieueHus Pa3JIMYHBIX OpraHu3anuil. JJoJKHOCTHBIE HUHCTPYKIIMU
yIpaBJIeHUs B PYKOBOJUTEIISAM M CEKpPETapsiM KaK 4acTb €AUHOM
OpraHu3aIuHy. CHCTEMBI METOAMYECKOTO 00EeCTICUECHUS
JIeJIONPOU3BOICTBA OPraHu3ay. Posb nosoxeHui o
CTPYKTYPHBIX HOJpa3IeCHHUsIX B OPraHU3aIMHA CHCTEMBI
JIOKyMeHTooOopoTa. Opranusanus Tpyaa B ciyxoe
JOKyMEHTaIMoHHoro obecneyenus. [lonoxenue o
city’K0€ 1 JOJKHOCTHBIE MHCTPYKIUH. O0s13aHHOCTH
COTPYAHHUKOB 10 paboTe ¢ JOKYMEHTaMH.
15/HopmupoBanue IloHATHE HOPMATHBOB IO TPYAY U OXpaHE TPYJa. Koncnekr
opranuzaiys Tpyaa B |MexoTpaciieBble yKpyITHEHHbIE HOPMAaTHUBBI BPEMEHHU JeKIHH,
paboTe ¢ TOKyMEHTaMH. |Ha pabOThl O JJOKYMEHTALUOHHOMY 00€CIIeUEeHUI0 JKCIpecc-
ynpasieHusi. HopMbl BpeMeHU Ha CO3/1aHUe, CBEPKY, orpoc
OJI00PKY IK3EMIUISIPOB U JIp.
paboThI 1O TOKYMEHTAIMOHHOMY 00€CTIC€YCHHUIO
OpraHOB yIpaBJIECHUs, HOPMUPOBaHHE PadOT 1O
MPOBEICHUIO IKCTIIEPTHU3BI IICHHOCTU JIOKYMEHTOB,
MOJIIIMBKE JIEJ1 U IPYTUM apXUBHBIM T€XHOJOTHSIM.
KonTtpons 3a cobrogennemM HoOpM B 00J1acTu
JIeJIONPOU3BOICTRA.
16|Ocobennoctn 3apyOeKHbIi ONBIT OPraHU3aLMH PALIIOHATbHBIX Koncnekr
OpraHu3aluu cucTeM JI0KyMeHToo0opoTa. OcobeHHOCTH JeKIHH,
JOKYMEHTOOOOpOTa M |aMEPHUKAHCKON OpraHu3aluy TPy | AKCTpecc-
00pabOTKH JOKYMEHTOB |IeJIONPOU3BOACTBA. ONBIT pabOThI ¢ JOKYMEHTAaMH B oTpoc

3a pyOeKoM.
3aKIroYeHne

€BpOMNEICKUX CTpaHax. MexXayHapoaHbIe CTaHAAPTHI Ha
JOKYMEHTBI; 1E€JI0IPOU3BOICTBEHHBIE U
nH(popMaloOHHbIE TIpoliecchl. BinsHue 3apy0OexHoro
OIBbITA HA PA3BUTUE POCCUNCKUX
JIEJIONPOU3BOICTBEHHBIX TEXHOIOTUH. [lepcriekTuBbI
Pa3BUTHUS TEXHOJIOTHH JOKYMEHTALMOHHOTO
oOecrnieuyeHus yIpaBIeHusl.

2.3.2 3aHATHS CEMUHAPCKOT0 TUNA (MPAKTHYeCKHe / CEMUHAPCKHE 3aHIITHS)

No Haumenosanue pasnena Temarvxa sansTaii / pabor ®dopma TeKy1ero
(Temsr) KOHTPOJIA

1.|BBenenne. INoustue Beenenue. [lonarue nokymeHTOo000pOTa, ero | BBeaenwue. [lonsitue
JIOKyMEHTO000pOTA, KOJMYCCTBCHHBIE M KAUECTBECHHEIC JIOKyMEHTO000pOTAa,
€ro KOJIMYECTBEHHBIE U ([TAPAMETPBI. ero
KadecTBEHHBIE KOJIMUECTBEHHEIE U
[apaMeTpBbl. KaueCTBEHHBIC

MapaMeTpBhl.

2. |Peructparus Perucrpanus 10KyMeHTOB: LI€lb, 3a7a4H, Perucrpanus
JIOKYMEHTOB: 11€JIb, BHJIBI M ()OPMBI PETUCTPAIIUN OTIETHHBIX JIOKYMEHTOB: 1I€JIb,
3a/1a4¥, BUJIBI U (DOPMBI [TPYTII TOKYMEHTOB. 3aJauM, BUJILI U
perucTpanuun dbopMBI perucTpanuu
OTAENBHBIX TPy OTAEJBHBIX TPYII
JIOKYMEHTOB. JIOKYMEHTOB.




.|OcHoBHBIE POPMBI U
BU/IBI PETHCTPALIH
JIOKYMEHTOB B

OcHoBHBIE (OPMBI M BUJIBI PETHCTPALUU
JOKYMEHTOB B OpraHU3aliu.

OcHoBHBIE GOPMBI U
BU/IBI PETHCTPAIH
JIOKYMEHTOB B

OpraHH3aIHH. OpraHM3aIHH.

. |Opranu3anust KoHTpoJist [(OpraHnu3anys KOHTPOJIS 3a UCTIOJHEHUEM Opranuzanus
3a UCMIOJIHEHUEM JOKYMEHTOB. THUIIOBBIE U MHAUBU Iy aJIbHbIC KOHTPOJIS 3a
JIOKyMEHTOB. TUIIOBBIE |CPOKHU HCITOJTHEHHUS. WCIIOTHEHUEM
Y MH/IMBHTyaJIbHbIC JOKYMEHTOB.
CPOKH UCIIOJIHEHHUS. Tunosele u

WHUBUIyaJIbHbIE

CPOKHU HCHOJIHEHMUSL.

. [KonTpoib cpokos
WCIIOTHEHUS
TOKyMeHTOB. [lepeuenp
TUTIOBBIX CPOKOB

KOHTpOHB CPOKOB HMCITIOJIHEHUA JOKYMCHTOB.
Hepequb THUITOBBIX CPOKOB HUCIIOJITHCHUSA
JOKYMCHTOB.

KonTpons cpokos
WCIIOTHEHUS
JOKYMEHTOB.

[Tepeuenb TUITOBBIX

UCTIOJTHEHUS CPOKOB UCIIOJTHEHUS
JTIOKYMEHTOB. JOKYMEHTOB.

. |Benenue maccruBoB Pa3paboTtka kanpoBoi JOKyMEHTAINH Brinonnenue
KaJpOBBIX JOKYMEHTOB, lopranu3anuu. OpopmiieHHe TpyI0BOTO NPaKTUYECKUX
WX y4eT, perucTpanusi, |I0roBopa, TPyAOBON KHUXKKH, PE3IOMeE, 3a/laHui
OIEPATUBHOE aBToOMOrpaduu.

XpaHeHHue.

.|OcobenHocTH Ocobennoctr 00pabOTKH, PETUCTPALIHH, OcoGenHoctu
00paboTKH, XpaHEeHMs OOpalleHUi TpakaaH. AHAIU3 00paboTKH,
perucTparmm, denepanpHOTrO 3aK0HA OT 2 Mast 2006 r. Ne 59- perucTparmm,
xpanenus oOpamenuit (@3 «O nmopsiike paccCMOTPEHHs 0OpaIeHHA XpaHeHus
rpaxnaaH. AHanus3 rpaxnaan PDy oOpareHui
(benepaabHOro 3aKoHa rpaxkaaH. AHanu3
ot 2 mas 2006 r. Ne 59- benepanbHOTrO

texauku B JIOVY.

@3 «O nopsiake 3aKOHa OT 2 Mas
paccMOTpeHHs 2006 1. Ne 59-®3 «O
oOparteHuit rpaxaan MOpAIAKE
PD» pPaccMOTpEHHUS
oOparteHuit
rpaxaaH POy
. |BeImoTHEHNE BrinosiHeHNE MPAKTUYECKUX 3aJaHUI Brimonnenue
MPAKTUYECKUX 3aJaHUN MPAKTUYECKHUX
3aJaHuu
.|KommnekcHas u KowmrmekcHas 1 JIOKaTbHAs aBTOMAaTH3aIIH. Kommekcnas u
JIOKaJIbHas BHenpeHnne KOMIIBIOTEPHBIX TEXHOJIOTUI JIOKaJIbHAas
aBTOMAaTH3alIM. OpraHu3aIyy JOKyMEHTO000poTa. aBTOMAaTH3aIlH.
Buenpenue XapaKTepUCTUKA CPEACTB BBIUUCIUTEIBHON U Buenpenue
KOMITBFOTEPHBIX opranu3anoHHoi TexHuku B JIOY. [IpaBuna | KOMIBIOTEPHBIX
TEXHOJIOT Uit paboThI ¢ ANIEKTPOHHOM MOYTOM. TEXHOJIOTUH
OpraHu3aIuu OpraHu3aIuu
JIOKYMEHTO000pOoTA. JOKYMEHTO000pOoTA.
XapakTepucTHKa XapakTepucTruka
CpENCTB CPEACTB
BBEIYHCIIUTENLHON U BBEIYHCIIUTETLHON 1
OPraHU3alMOHHOMN OpPraHu3alMOHHOMN

texauku B JIOY.
[TpaBusa paboThl ¢




[IpaBuna paboTsI ¢ 3JIEKTPOHHOU
3JIEKTPOHHOM MOYTOM. MIOYTOM.
10|Opranuzanus Opranu3zanus J0OKYMEHTOB B TEKYyLIEH Opranuzanus
JIOKYMEHTOB B TEKYILEH [IESITEIbHOCTH TOAPA3ACIICHUN U JIOKYMEHTOB B
JESTEIIbHOCTH COTpYAHUKOB. OpraHu3zanus cucTeMaTu3alun TeKyIIeH
NOpa3JeJICHuN U U XpaHEHUS TOKyMEHTOB COTPYJIHUKAMU B JESTEIIbHOCTH
COTPY/IHUKOB. IIPOLIECCE UX UCTIOTHEHMS. 1oJipa3iesieHui U
Opranuzanus COTPYHUKOB.
CUCTEMATU3aLNU U Opranuzanus
XpaHEHUs JOKYMEHTOB CUCTEMAaTU3ALNH U
COTPYJHUKAMHU B XpaHeHus
IIpoLeCcCe UX JIOKYMEHTOB

VCIIOJTHEHMUSI. COTPYJHUKaMU B
polecce ux
HCIIOJIHEHUSI.
11|Knaccuduxarus Howmenxknarypa nen. [lopsigok coctaBnenus, | Ompoc, TUCKyCCHS
JIOKYMEHTaJIbHOTO COTJIACOBAHUS U YTBEPKJICHUS
donna, pa3paboTka U  |HOMEHKJIATYPHI.
IPUMEHEHNE
KJIaCCU(PUKATOPOB
JIOKYMEHTHOH
nHpopmanuu.
12|®opmupoBanme dopmupoBaHUE apXUBHOTO PoHIA dopMupoBaHue
apXUBHOTO QoHJa opranuzanuu. AHanu3 ¢eaepalbHOro 3aKoHa | apXWBHOTO GoH/Ia
opranuzaruu. AHaimu3 |oT 22 okTs0pst 2004 . N 125-03 «O6 OpraHu3aluu.
denepanbHOrO 3aKOHa |apXuBHOM jene B Poccuiickoii @eneparium» AHanus
ot 22 okTs0ps 2004 r. |IlepeyeHb TUMOBBIX YNPaBICHYECKUX benepanbHOTO

N 125-®3 «O0
apXHBHOM JIeJie B

apXMBHBIX JOKYMEHTOB, 00pa3yIomxcs B
MIpOLIECCe IEATENbHOCTH YUPEKACHUM,

3aK0Ha OT 22
okTs10ps 2004 r. N

Poccuiickoi OpraHM3aIuiu. 125-®3 «O06
®enepauun» [lepeueHn apXVBHOM JIEJIE B
TUIIOBBIX Poccuiickoi
YIPaBICHYECKUX denepanun»
ApXUBHBIX JOKYMEHTOB, Ilepeuenp TUIOBBIX
oOpa3yromuxcs B YIPaBIEHYECKUX
rporecce apXUBHBIX
JeSITEIbHOCTH JIOKYMEHTOB,
YUpEXKIECHUH, 00pa3yIomxcs B
OpraHu3aIuu. npouecce
JESTEIBHOCTH
YUpEKICHUHN,
OpraHu3alui.
13|Meroanyeckoe Meroandeckoe obecrieueHruEe OpraHu3aluu Metoanueckoe
oOecrieyeHue JOKYMEHTAIMOHHOTO 00eCcTIeYeHNs o0ecrieueHue
OpraHu3aluu yIpaBiieHusl B opranuzanuu. MHcTpyKuus mno OpraHu3aIuu
JOKYMEHTAllMOHHOTO  |J€JIONPOU3BOJCTBY: OCHOBHBIE NIPABUIIH JOKYMEHTallMOHHOI'O
obecrnieyeHus cocraBienus. [lonoxenue o cinyx6e JI0Y u o0ecrnieuyeHus
yIpaBIEHUS B JOJDKHOCTHBIE MHCTPYKLIMH. yIpaBIEHUS B
OpraHH3aIiH. OpraHH3alHH.
WNHcTpykius 1o HNuctpykuus no
JIEJIONPOU3BO/ICTBY: JIeNIONPON3BOCTBY:

OCHOBHBIC ITPaBHUJIN

OCHOBHBIC ITPABUJIN




COCTaBJICHUS. COCTaBJICHUS.
[Tonoxxenue o ciyxoe [Tonoxxenue o
JOY u 10mKHOCTHBIE ciyxx6e 10Y u
UHCTPYKIIHUU. JOJIKHOCTHBIE

MHCTPYKIIUH.

14|HopmupoBanue Me:xoTpacneBble yKpYITHEHHbIE HOPMAaTUBbI Brinonnenue

OpraHu3aiys TpyJa B [BpeMEHH Ha paObOThl IO JOKYMEHTAI[HOHHOMY PaKTUYECKUX

paboTe ¢ JOKYMeHTaMu. [00eCIeYeHUI0 YIIPABICHUS 3a/laHui
15|0cobennoctu Me:xyHapoaHbIE CTaHJApThl HA JOKYMEHTHI; | Ompoc, 1ucKyccus

OpraHu3aIuu JIeJIONPOU3BOJICTBEHHBIE  HH(OPMALIMOHHBIE

JOKYMEHTOOOOpOTa U [IIPOIIECCHI.

00pabOTKH JOKYMEHTOB

3a pyOexoM.

3akaroueHue

3amuTa naboparopHnoit padotsl (JIP), Bemonnenue kypcoBoro npoekra (KII), kypcoBoit
paboter (KP), pacuerno-rpadpuueckoro 3amanus (PI'3), mamucanme pedepara (P), acce (D),
kosutokBuyM (K), rectuposanue (T) u T.1.

[Ipy wW3y4YyeHWUW  OUCHUIUIMHBI ~ MOTYT  TPUMEHSTCS  JJEKTPOHHOE  OOyYCHHE,
JTUCTaHIIMOHHBIE 00pa3oBaTeNbHble TeXHOIO0ruH B cooTBeTcTBUU ¢ DI'OC BO.

2.3.3 IIpumepHasi TeMaTHKA KypPCOBBIX padoT (IPOEKTOB)
1o y4eOHo# qucuunjanue «Opranu3anus U TEXHOJIOTUSI JOKYMEHTAIHOHHOT0 o0ecnevyeHus

yHpaBJIeHUsD)

Ne

- HanmeHoBaHMe TeMbl

1. | SI3BIK OpraHM3alMOHHO-PACHOPSAUTENBHBIX JOKYMEHTOB. (Oco0eHHOCTH  O¢HUIMAILHO-
JIEJIOBOTO CTHJISL.

2. | ®opmupoBanue nen. Homenknatypa Jien B Kopropamuu: TpeboBaHusl, MOPAI0K pa3paboTKH U
oopMmIIeHHUs JIeJ1 Ui [Tepe/laul B BEIOMCTBEHHbIN apXUB.

3. | Cucrema uWHAEKCAlMM JOKYMEHTOB;, CTPYKTypa 0a3 MaHHBIX 1O JOKYMEHTHOH cHcTeMe
opraHu3zaiuy (Ha MaTepuajax KOHKPETHOW OpraHu3alim).

4. | DnextpoHHas nu@poBasi oANUch B opranu3anuu: Ilopsaok BBeIeHUs U UCIIOIb30BaHUSI.

5. | Opranu3zanys ¥ HOpsI0K YHUUTOKEHHsI JOKYMEHTOB B OpraHe BJIACTH M yIpaBJICHUS.

6. | OOpareHus TpaKIaH B OPTaHbl BJIACTH M YIIPABJICHUSI.

7. | lmarHocTHKa CHUCTEMbI JOKYMEHTAI[MOHHOI'O oOecreueHusl yrpaBiieHUs (Ha Marepuanax
KOHKPETHOH OpraHu3allHt).

8. | TpeHnOoB W cojepKaHWE HANpaBlIEHUH palMOHATU3AMM CUCTEMbl JTOKYMEHTALMOHHOTO
oOecrieyeHHs yNOpaBlIeHUS B KPYIMHBIX KOMMEpPYECKMX OpraHu3anusx (Ha wMarepuanax
KOHKPETHON OpraHMU3aliH).

9. | OpranuzanuonHsle (HOpMBI CIYKOBI JTOKYMEHTAIIHOHHOTO OOECIIeYeHHsT YNIpaBJieHUs (Ha
MaTepHajax KOHKpPETHON OpraHu3alyum).

10. | MeToapl TPOEKTHUPOBAHUS CHUCTEMBI JOKYMEHTAIMOHHOTO OO0ecledyeHusi ympaBieHus (Ha
MaTepuaiax KOHKPETHON OpraHu3altHn).

11. | loKyMEeHTallMOHHOE CONPOBOXAECHUE OIpe/eNeHHoW cdepbl JesTenbHOCTH  (y4eOHOH,
HAy4YHOU, TOProBOH, MO YHpPaBJIEHUIO MEPCOHAIOM U Npod.) (Ha MaTepuanax KOHKPETHOMN
OpraHu3alvx).

12. | JokyMeHTaIMoHHOE COIIPOBOX/ICHUE YIPaBIE€HYECKOTO nporecca (npuHATHUSA

YIPaBJIEHYECKOT0 PELIeHUs, aTTeCTAlUH IIEpCOHAIIa, Pa3paboTKU MPOrPaMMHOT0 00ecTieyeHus,
caiiTa, MpUJIOXKEHHUS U TIpo4.) (Ha MaTepuaiax KOHKPETHOM OpraHu3aluu).




13.

BcTpoeHHOCTh  JJOKYMEHTAIMOHHOTO oOOecredeHus: B OM3HEC-TIPOIECChl KOopropauuu (Ha
MaTepHajax KOHKpPETHON OpraHu3alyu).

14. | CoBepiieHCTBOBAHME  3aKOHOJATEIbHOM W HOPMAaTUBHOM -  METOAMYECKOM  0a3bl
JIeJIONPOU3BOICTBA (Ha MaTepragaX KOHKPETHON OpraHu3alyu).

15. | Okcneptusza npoexkrtos JIOVY: nenu, HampaBieHUs, METO/bl, KDUTEPUH OLIEHKM KadecTBa (Ha
MaTepHajaX KOHKpPETHON OpraHu3alyu).

16. | TexHONMOTHS U AITOPUTMBI PAOOTHI C BXOSIIUMHE JIEKTPOHHBIMHU U OYMaKHBIMH JIOKYMEHTaMH
B ciryk0e JIOY u 10JKHOCTHBIMM JIMLIAMHU aIMUHUCTPALIMU: COAEPIKAHUE ITAIOB U IPOLEAYP.

17. | Uactutryt TaitH B 3akoHonarensctBe P® (rocynmapcTBeHHas, KOMMepYeckas U Jp.):
0COOEHHOCTH KOH(UACHIMAIBHOTO JeJI0NPOU3BOACTBA B OPraHax BJIACTH U KOPHIOpaIMsX.

18. | JokymeHTanmoHHOE COIIPOBOKACHUE OTIPEeJICIIEHHOTO YIPaBICHYECKOTO 170171
TEXHOJIOTUYECKOT0 Ipoliecca (IPUHATHUS YIIPABICHUECKOrO pelleHus], aTTeCTalluy IepcoHala,
pa3paboTKK MPOrpaMMHOTO OOECTeUYeHus, caiTa, NPUIOKEHUs W Mpody.) (Ha Marepuanax
KOHKPETHOW OpraHu3alyu).

19. | TexHosmorust M Q@IrOPUTMBl PAaOOTBl € MCXOSAIIMMHU 3JEKTPOHHBIMU M OyMaKHBIMH
nokyMeHTaMu B ciyx0e JIOY u A0IDKHOCTHBIMY JIMIIAMH KOPIIOPALIMK: COJEPKAHUE ITAIIOB U
npolenyp (Ha Mmarepuaiax KOHKpPETHOM OpraHu3aluu).

20. | JlokyMeHTaIMOHHOE 00eCIIeUeHIE roCyIapCTBEHHOM ci1y)0bl B Poccuiickoii denepanum.

21. | JlokyMeHTaloHHOEe obecreueHne MyHUIIUMIAIbHON ciiy>kObl B Poccuiickoit @enepanuu (Ha
MaTepuaiax KoHkpeTtHoro MO).

22. | Opranuzanyst W BEJICHHE KaJpOBOrO JIEJIONPOM3BOJACTBA B  YCIOBHAX LHU(POBOI
TpaHcopmalu (Ha MaTepuantax KOHKPETHON OpraHu3aluu).

23. | [lopsanok xpaHeHus /i€ B OpraHu3alMy U ee CTPYKTYPHBIX HNOJpa3esieHusX (Ha MaTepuanax
KOHKPETHOH OpraHM3aliH).

24. | Opranuzanust paOoThl ¢ OOpaIlleHUSIMU TpaXK1aH B TOCYJapCTBEHHBIX YUPEXKICHUAX (HA
MaTepHrajax KOHKPETHOW OpraHu3alyHn).

25. | OT 7Aenompou3BOACTBAa K YIPABICHUIO JOKYMEHTAaMH B OpraHu3alMu (Ha Marepuanax
KOHKPETHON OpraHM3allH).

26. | OGecriedeHrEe JOITOBPEMEHHON COXPAaHHOCTH JOKYMEHTOB JIMYHOTO TIPOMCXOXKICHUS Ha
NEPCOHATBHOM YPOBHE (Ha MaTepuaiax KOHKPETHOM OpraHu3alun).

27. | 3akoHOmATENBHOE " HOpPMaTHBHO-METOIUIECKOE obecrieyeHne AJIEKTPOHHOTO
JIOKYMEHT0000poTa (Ha MaTepuanax KOHKPETHON opraHu3alun).

28. | OGnayHple TEXHOJOTMH W WX HKCIIONB30BaHHE B cdepe YIpaBlIeHUS JTOKYMEHTHPOBAHHOM
uHpopmanueil (Ha MaTepuanax KOHKPETHOW OpraHu3alum).

29. | AxtyasibHBIE TPOOJIEMBI JIOKYMEHTAIIMOHHOTO OOeCreveHHs yTpaBieHUS (Ha Marepuaax
poccuiickoi )KypHaIbHOM MEPUOAUKH).

30. | [lepconanpHble JaHHBIE COTPYJAHUKOB W KIHUEHTOB (HOPMAaTHBHOE pETYJIHpPOBAHHE,
opranu3zaius paboTbl, 0cOOEHHOCTH 00paIleHHs C TEPCOHATBHBIMHU JJAHHBIMU Ha AJIEKTPOHHBIX
HOCHUTEJISIX MH(OpMAIu 1 T.11.).

31. | [IpoGiiema COXpaHHOCTH W pa3rpaHUYEHUs JIOCTyNa K JJIEKTPOHHBIM JIOKyMEHTaM (Ha
MaTeprajax KOHKPETHOW OpraHu3alyHn).

32. | Kommutaenc B cpepe AOV: nenu, pyHKINY, 3aa41, OpraHu3anus (Ha MaTepragax KOHKPETHON
OpTaHU3aINH).

33. | TexHOMOTHST W aNTOPUTMBI PabOTHI C BHYTPEHHHMH OJIEKTPOHHBIMH W OyMa)KHBIMHU
JOKyMeHTaMu B ciryx0e JIOY U 10/KHOCTHBIMU JTUIIAMU TIPEJICTABUTEIBHOTO OpraHa BIIACTH:
coJiepkaHne (Ha MaTeprasax KOHKPETHOH OpraHu3alim).

34. | CucrteMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpPOTa M3 peecTp POCCUHCKOrOo MPOrpaMMHOTO
oOecTieyeHns: CPaBHUTENbHBI aHATN3 10 AaKTyallbHBIM KPHUTEPHSIM U IIOKa3aTellsiM Ha
COOTBETCTBUE TPEOOBAHHUSIM.

35. | Poccwmiickue moOmibHBIe perienus COJ1: cpaBHEHHE MOJIETICH.




36. | Meton BHeapenus CDJI: BHYTpeHHHUH ayAWT, TEXHHYECKOE 3aJaHUE, OIOKET, JTarbl
BHEPEHUs

37. | Konuenuus 37eKTpOHHOTO MPABUTEIBCTBO: PEIIaeMbIE 3a/1a41, CPAaBHEHHE MO, CTPYKTYpa
MOJTYJICH.

38. | [IpoGiieMbl MEXBEJOMCTBEHHOTO JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa W HANpaBlICHUS WX
pa3pelieHusl.

39. | EnunHas Omomerpudeckas cucTeMa — ToCyAapcTBeHHas IudpoBas rmiaTrdopma: MPaBOBOE
pEryJIUpOBaHKe, CYIHOCTh, UCIIOIb30BAHUE, PUCKHU.

40. | CrangapTu3anmsi YIpaBJIeHUs TOKyMeHTanued B Poccuu: COBpeMEHHBIM 3Tal W3MEHECHUI
I'OCT.

41. | EBpomneiickuii npoekt MoReq2010 u ero BnusiHHE Ha CTAaHAAPTU3ALMIO B 00JIACTH TPeOOBAHUI
K CUCTEMaM YIPaBJICHUS JJICEKTPOHHBIMU JTOKYMEHTAMH.

42. | JJIOKyMEHTUPOBAaHUE 3HAHUN: OT CUCTeMbl HU(POBOrO JOKYMEHTOOOOpPOTa K YHPaBICHHUIO
3HaHMSIMHU (HA MaTepualax KOHKPETHON OpraHu3alun).

43. | CpaBuutenbubiit ananus COJ[0 u ECM: tpeGoBanus, npoOieMbl 1 HallpaBICHUs Pa3BUTHUS
XapakTtepuctuka pazpadboTok GupM B 001acT MUGPOBHU3AIMH JOKYMEHTOO00POTA, BXOISIINX
B POCCUICKHUU peecTp MPOrpaMMHOI0 00eCeUeHHUS.

44. | HopMaTUBHO-TIpaBOBasi © HOPMATHUBHO-METOIUYECKas 0a3a B cepe ynpaBiIeHUs TOKyMEHTaMU
U ee CojIepIKaHue.

45. | YpOoBHU JIOJKHOCTEH B CTAaHAAPTHOM OPICTPYKTYpE «YINpaBICHHME JI€NaMM aJMUHUCTPALUU
pPErHOHaY.

46. | Db heKTUBHOCTH JOKYMEHTAIIMOHHOTO 00eCIIeYeH s yIpaBIeHus, ToKa3aTesnn ) (HEeKTHBHOCTH
nesitenbHOoCcTH (KPI) cnyx6 JIOY.

47. | CucreMa MHOTOYPOBHEBOTO KOHTPOJSL B CIY»KO€ JIOKYMEHTAallMOHHOTO oOecreueHus
yOpaBIeHUSI.

48. | Ciyx6a JIOY: nenu, pyHKIMH, TOTHOMOYHS U 33729 ICATESIHHOCTH, H3MCHCHHS B CTPYKTYpe
B niepuoA nudpoBoii Tpanchopmanmu (Ha MaTepuaiax KOHKPETHON OpraHu3alnu).

49. | JlokyMeHTOOOOpOT B  OpraHM3alUd C TEPPUTOPUATBHO-PACIPEIETICHHON  cHCcTeMOn

yIpaBJICHUS.

2.4 IlepeyeHb y4eOHO-METOAUYECKOTO oDecTeYeHHUsl IJIsi CAMOCTOSITEIbHOI PaGoThI

00y4YarOIIKUXCS M0 JUCHUILIMHE (MOTYJIIO)

[Tepeuenb yueOHO-METOAMUECKOTO 00eCIeYeHHsI JUCIUIUIMHBI IO
Ne | Bug CPC BBITIOJTHEHUIO CAaMOCTOSITEIbHOU paboThl

1 |Pedepar, scce| MeTonuueckre peKOMEHAAIIMHU 10 MPOBEACHUI0 CEMHUHAPCKUX 3aHITHH,
KPYIJIBIX CTOJIOB, TUCKyCCUI: MeToJl. pekomeHnauu / B.B. Epmornenko,
J.B. Jlanckas, M.A. Mupomnnyenko, M.P. 3akapsH, M.B. Toauxka, A.IL
Capuenko, [I.A. [letkuHa. MUHHCTEPCTBO HAayKM M  BBICLIETO
oOpazoBanus Poccuiickoii ®denepanuu, KybaHckuil rocynapcTBeHHbIN
yauBepcuteT. - Kpacnonap: Kybanckuii roc. yu-T, - 2022. - 87 c.

2 |[MoaroroBka k |[loponnHa, JI. A. OpraHu3aius ¥ TEXHOJIOTHS JOKYMEHTAIIHOHHOTO

YCTHBIM  |00€cIieUeH sl YIIPaBICHHUs : yUeOHHUK U MPAKTUKYM /st By30B / JI. A.
omnpocam, |loponuna, B. C. UputnkoBa. — Mocksa : U3gatensctBo FOpaiit, 2021. —
muckyccun (233 c. — (Boicmiee o6pazoBanue). — ISBN 978-5-534-04568-0. — Tekcr :
anexTpoHHbid // OOpa3oBarenbHas miaatdopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/468850

3 | Bemonaenue |[llyBanoa, H. H. Opranu3saiws 1 TeXHOJIOTHS JOKYMEHTAIHOHHOTO

NPaKTUYECKUX|00ecreueHus yIpaBieHus | ydeOHUK U MpakTUKyM s By30oB / H. H.
samanuii  (lllyBanoBa. — 2-e u3j., mepepad. u gon. — Mocksa : M3maTenbcTBo

HOpaiit, 2021. — 265 c. — (Bricmiee o0pazoBanue). — ISBN 978-5-534-




12358-6. — Texkcr : anexTpoHHbIH // OOpa3oBarenbHas iatdopma KOpaiit
[caiit]. — URL.: https://urait.ru/bcode/469831

Y4eOHO-MeTOIUYECKHUE MaTepuasbl ISl CaMOCTOSITENIbHOM pPadOThl 0OyYaroImIUXCs U3
YKCJIa UHBAIKMJIOB U JIUI] C OTPAaHUYCHHBIMHU BO3MOXKHOCTAMH 3710p0Bbs (OB3) npegocrapnstorcs
B (hopMax, aTanTHPOBAHHBIX K OTPAHUYEHUSIM HX 3[JOPOBBS U BOCIIPUATHS UH(DOpMALIUU:

JUist U1 ¢ HApyIIEHUSIMH 3PEHHSL:

— B MieyaTHOM (popme yBeIHMUEeHHBIM HIpUPTOM,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina,

— B reyatHoi (opme Ha s3bike bpaits.

Jjig U1 ¢ HapyUIeHUSIMU CITyXa!

— B mieuaTHoM hopme,

— B popMe IIEKTPOHHOTO TIOKYMEHTA.

JUiist 1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATEIBHOTO armapara:

— B IIeYaTHOM opme,

— B (popMe 3JIEKTPOHHOTI'O IOKYMEHTA,

— B ¢popme ayauodaiina.

JlaHHBIN TepedeHb MOXET OBITh KOHKPETH3HPOBAH B 3aBUCHMOCTH OT KOHTHHICHTA
00y4aromuxcs.

3. Oo0pa3oBaTe/ibHbIe TEXHOJIOTMH, NPUMeEHsieMble NPU OCBOCHHH IMCHUIIHHBI
(MmonxyJis)

OOpa3zoBarenbHble TEXHOJIOTUHU, MCIOJIb3YEMblE IPU peaau3alluyd pPa3IM4YHbIX BHJOB
y4eOHOU JesATEeTbHOCTH:

— JIEKIIMM: MHTEPAaKTUBHbIE (IMAJOroBble) M MPOOJIEMHBIE C KOMIIBIOTEPHBIMU
NPE3CHTAIHSIMU;

— TPaKTHYECKHUE 3aHATHUS;

— J1abopaTOpHbIE 3aHATUS: KOMIIBIOTEPHAsI MOAEIUPOBAHUE.

TpaauunonHele 00pa3oBaTeNbHbIE TEXHOJIOTHUHU: JIAOOPATOPHBIE, TPAKTUUECKUE 3aHATUS U
JIEKIUU.

TexHonorust npobaeMHOro oOyueHMs: JEeKIMs — AMCKyCCHsl, MpoOJeMHas JeKIus,
KOMIIbIOTEpHasl pe3eHTanus. Ha nekuusx usnararoTcsi OCHOBHbIE TEOPETUUECKUE TTONOKEHUS U
KOHIIETILUS Kypca, Jatolle CTyJeHTaM HH(OpMaIiK, COOTBETCTBYIOILYIO IPOrpaMMe.

3anaya 1a00OpaTOPHBIX 3aHATUN — pPa3BUTHE y CTYJEHTOB HABBIKOB 110 INPUMEHEHHIO
TEOPETUYECKUX IOJIOKEHUH K peIIeHUI0 MpakTHueckux 3aaad. C 3Toi 1enbro pa3paboTaHbl
3aIaHUsST JIJI BBITIOJIHEHHS JIa00OpaTOpHBIX paboT. OHU COCTOAT W3 3a7a4 W yHPaKHEHUH,
OpPUEHTHPOBAHHBIX HAa YCBOEHHE TEOPETHUECKOT0 MaTepuala U YMEHHUs €ro MCIOJIb30BaTh IS
penieHus JT1abopaToOpHBIX 3aIaHUM.

Ha kaxaoM NpakTHYecKOM 3aHATUM OTBOJAUTCS BpeMs JUIsl JAMCKYCCHM, B KOTOPOM
Y4acTBYIOT JOKJIQJUUK, IOATOTOBUBIINN COOOIIEHNE MO KaKOi — IO0 nmpakTuiyeckoi npodieme
UH(POPMALIMOHHBIX CUCTEM U 0a3 JaHHBIX, €ro onmoHeHTH! (1 niM 2 yenoBeka), HOArOTOBUBIINE
KOHTPapTyMEHTHI, U IPYTHE CTYACHTHI TPYTIITHIL.

Jpyras ¢popma opranuzanusi paboThl CTYJCHTOB — HalMCAHUE CCe, KOTOPOE MPEICTABISAET
co0oi1 HebombIIOe HCCleA0BaHNEe Kakoi — Ju00 MpoOieMbl Kacarolleecss TEOpUU M MPaKTUKU
UHPOPMALIMOHHBIX CHCTEM M 0a3 JNaHHBIX C NPEAJOKEHHEM BapUAHTOB pELICHHS ITaHHOU
pOOJIEMBI.

J11s OTBETOB Ha MHIUBUAyalIbHBIE BOIPOCHI, a TAKKE JJIs1 IOMOILHU B ITOATOTOBKE pedepaToB
Y HalMCaHUA 3CCe NMPEAYCMOTPEHBI MHANBUAYATbHBIE KOHCYJIbTALUY IIPETIOAaBaTeIsl.



JUig Ui ¢ OrpaHUYeHHBIMH BO3MOXKHOCTSIMU 3/10pPOBbS MPEIYyCMOTpPEHA OpraHU3alus
KOHCYJIbTAI[U} C UCIOJIB30BAHUEM JIEKTPOHHOM MOYTHI.

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

aTTecTAlH

OrneHouHbIE CcpelcTBa IpPEJHA3HAYeHbl U1 KOHTPOJIA M OLEHKH 0O0pa30BaTeNbHBIX
JOCTIKEHUH 0Oy4YarolIMXCsi, OCBOMBLIMX MNpPOTpaMMy Y4eOHOW AucHUIUIMHBI «BBenenue B
UH(POPMALIMOHHBIE TEXHOJIOTHM.

OneHouyHbIE CpPECTBA BKIIOYAET KOHTPOJIbHBIE MaTEpUaibl JUIsl IPOBEACHUS TeKylIero
KOHTPOJIsI B (hopMe TeCTOBBIX 3aJaHUM, NOKJIaJa-NPe3eHTallMK MO NPOOJIIEMHBIM BOIIPOCAM,

Pa3HOYpPOBHEBBIX 3aJIaHU,

pOJIEBOM  UTDBI,

NMPOMEKYTOUHOI aTTecTalMu B (hOpMe BOIIPOCOB U 3a/1aHUM K DK3aMEHY.

CUTyallMOHHBIX 3aja4 (yKa3aTb HWHOE) |

Kon n Pe3ynbTarsl 00yueHus no HanmenoBanue oieHOYHOTO
HAaUMEHOBAaHHE JTUCITUTLINHE CpelcTBa
MHJIHUKATOpa Tewymuit IIpomexxyTounas
JOCTUKEHUS aTTecranus
KOMIIETEHIINH KOHTPOIb

NVYK-3.2. ITonumaer | 3naer OCHOBHBIE acrekTsl | [uckyccus, Bonpoc Ha
OCHOBHBIE  aCIIEKTbI | MEXKJIMYHOCTHBIX U TPYMIOBBIX | ONpOC 9K3ameHe
MEXJIMYHOCTHBIX U | KOMMYHHKAIIUI U HOPMBI
TPYIIIIOBBIX YMmeeT opraHu3oBaTh IpynIoBble
KOMMYHHKAI; KOMMYHHKAIIUU
coOmoaeT HOpMBI U | Biameer  HaBbIKAaMH — TIpaBUI
YCTaHOBJICHHBIE MOBE/ICHUS B OpraHU3aluu
MpaBWiia TOBEIEHUs
B OpraHu3aluu
OIIK-2.1. Cnocoben | 3naer  mpouenypy pemenus | Juckyccus, Bonpoc Ha
pemiath 3aJadyd B | 3a4a4 B OpraHu3alMd U | onpoc 9K3aMmeHe
OpraHu3anuu U | JOKYMEHTAallMOHHOM
JOKYMEHTAIHOHHOM | 00eCrieuyeHUH yTpaBJIeHUsS
o0ecrnieueHnu YMmeer pemare 3agaud = B
yIPaBJICHUS OpraHu3alu u
JIOKYMEHTallMOHHOM
o0ecreyeHn yrpaBaeHHs
Biameer HaBblkamMu penieHus
3a7ady B OpraHu3aluu u
JIOKYMEHTallUOHHOM
o0ecreyeHnH yIpaBIeHHs
OIIK-2.2. YyactByeT | 3HaeT  Kak  pa3palaTeiBaTh | PeweHue Bonpoc Ha
B pa3paboTKe | OpraHu3aluOHHO- NPAKMuyeckux | sK3amene
OpraHU3aIOHHO- YOpaBJIEHYECKHE pelIeHUs B | 3a0ay
YIPaBIECHYECKUX chepe cBOEH
pemenuit B cdepe | nmpodeccuoHaATbHON
CBOEH JEATEIIbHOCTH
npodeccuonanbHoit | Ymeer pa3pabatbIBaTh
JESTEIbHOCTH OpraHHU3alIOHHO-
YIOpaBJIEHYECKUE pElIeHHUs B
chepe CBOCH
npodecCuoHaATbHON
JESITEIbHOCTH




Brnaneer HaBbikamMu pa3paboOTKH
OpPraHHU3alOHHO-
YIPABJICHUYECKUX PpELICHUW B

chepe cBoeH
npodeccroHabHOM
JeSITeNIbHOCTH
OIIK-3.1. CrmocobeH | 3HaeT  anroput™  pemieHus | Pewenue Bonpoc Ha
peuiarb MOCTABJICHHBIX 3a]la4 B OOJACTH | npakmuueckux | sK3ameHe
[IOCTABJICHHBIE JIOKYMEHTOBEICHHUSI u | 3a0au, onpoc
3aJaud B 0O0JIACTH | apXUBOBEACHUS
JOKYMEHTOBEICHUS | YMEET  HaxoOuTb  pELICHUS
Y apXUBOBE/ICHUS MIOCTaBJICHHBIX 3aJla4 B 00JacTu
JIOKYMEHTOBEICHHUSI u
apXUBOBEICHUS
Biameer HaBblkamMu penieHus
MOCTABIICHHBIX 3aJla4 B 00JacTu
JIOKYMEHTOBEICHUSI u
apXUBOBEICHHUSI
OIIK-3.2. YuactByeT | 3HaeT Kak pa3pabarbiBaTh W | OUCKYCCUS Bonpoc Ha
B pa3paboTKe U | pealu30BbIBaTh IOCTABIICHHBIC 9K3ameHe
pea3anuu 3a/1a4n B obnactu
MOCTABIICHHBIX 33/1a4 | JOKYMEHTOBEICHUS u
B 00J1aCTH | apXUBOBEIACHUS
JOKYMEHTOBEICHUS | YMeeT pa3pabaThiBaTh u
U apXUBOBE/ICHUS peain30BbIBaTh  [1OCTaBJIECHHbIE
3a/1a4u B obnactu
JIOKYMEHTOBEICHHUSI u
aApXUBOBEICHUS
Bnageer HaBbIkaMu pa3pabOTKH
U pealu3aly TOCTaBICHHBIX
3a1a4 B oOnactu
JOKYMEHTOBEACHHUS u
aApXUBOBEJICHHUS
OIIK-4.1. Ilonumaer | 3HaeT  mpuHUMIBL  paboThl | Juckyccus, Bonpoc Ha
MPUHIUIIBI  PaOOTHI | COBPEMEHHBIX onpoc 9K3ameHe
COBPEMEHHBIX MH()OPMALIMOHHBIX TEXHOJIOTHMA
MH(OPMAITMOHHBIX B OpraHu3aIuu
TEXHOJIOT U1 B | YMeeT  HacTpoUTb  paboTy
OpraHu3anuu MH(POPMAITMOHHBIX TEXHOJIOTUH
B OpraHu3aIun
Brnaneer waBbikamu pabOTHI ¢
nH(OPMAMOHHBIMU
TEXHOJIOTHSIMU B OpTraHU3AINHI
OIIK-4.3. 3Haer KakK MPUMEHATH | [{uckyccus, Bonpoc Ha
[Tpumensier COBpEMEHHBIE onpoc 9K3ameHe
COBPEMEHHBIE nH()OPMALIMOHHBIE TEXHOJIOTHH
nH(pOpMaITMOHHBIE e pelieHus 3a1a4
TE€XHOJIOTUH s | IpodeccnoHaIbHOM
pelieHus 3a/1a4 | AeATeIbHOCTU
npodeccuoHaIbHON | YMeeT IPUMEHATh COBPEMEHHbIE
NeSITeIbHOCTH MH(OPMALIMOHHBIE TEXHOJIOTHH

IS peLIeHus 3a7a4




npodeccroHanbHOM
JEATeIbHOCTH

Bna,neeT HaBbIKaMU IIPUMCHCHU
COBPEMEHHBIX
MH()OPMAIIMOHHBIX TEXHOJIOTHIA

yIpaBJICHUS] OpraHU3aluu
Brnaneer waBbikamu pabOTHI ¢

CUCTEeMaMHU ANEKTPOHHOTO
JTOKyMeHToOOOpoTa B  cepe
JOKYMEHTAIMOHHOTO

YIIpaBJIEHUs] OpraHu3aluu

e peLeHus 3aja4
npodeccrnoHabHOM
JesITeNbHOCTH
IIK-4.1. YuactByer B | 3HaeT Kak HpOEKTUpOBaTh W | Pewenue Bonpoc Ha
pabote 10 | BHEAPATH CUCTEMBI | NpAKMU4ecKux | dK3amene
MPOEKTUPOBAHUIO U | JIEKTPOHHOTO 3adad,
BHEIPEHMIO CUCTEMBI | JIOKyMEHToo0opoTa B cdepe | duckyccus
AJIEKTPOHHOTO JOKYMEHTAIUOHHOTO
JOKYMEHTOO00pOTa | ynpaBiIeHUs! OpraHu3aluu
B cdepe | Ymeer POEKTHPOBATH U
JOKYMEHTAIUOHHOTO | BHEAPSATH CHCTEMBI
YIpaBJICHUS AJEKTPOHHOTO
OpraHu3aluu JOKyMeHTooOopoTa B  cepe
JOKYMEHTAIHOHHOTO
yIpaBJIeHUs] OpraHu3aluu
Buaneer HaBbIKAMU
IPOEKTUPOBAHUA U BHEJPEHUS
CHCTEMBI AJEKTPOHHOTO
JIOKyMeHTOoOOopoTa B  cdepe
JOKYMEHTAIMOHHOTO
ynpaBJIeHUs] OpraHu3aluu
[IK-4.2. CnocoOeH | 3HaeT KaKk NPUMEHATb CUCTEMBI | Pewenue Bonpoc Ha
IPUMEHSATh CHUCTEMBI | 3JIEKTPOHHOTO NpaKmu4eckux | IK3amene
3JIEKTPOHHOTO JTOKyMeHTOoOOOpoTa B  cdepe | 3a0ay,
JOKYMEHTO000pOTa | JOKYMEHTAI[HOHHOT'O ouckyccus
B cdepe | ynpaBlieHUsI OpraHU3aliu
JOKYMEHTAIMOHHOTO | YMEeT MNPUMEHATh  CHUCTEMbI
YIpaBJICHUS AJEKTPOHHOTO
OpraHu3aIu JOKyMeHTooOopoTa B  cepe
JTOKYMEHTAIHOHHOTO

TunoBble KOHTPOJIbHbIE 3aJAHUS UJIM UHbIE MAaTePUaJIbl, HEOOX0AMMbIe /ISl OLlEHKHU
3HAHMH, YMEHHUH, HABBIKOB M (MJIH) ONbITA [EATEJbHOCTH, XapPAKTEePHU3YIIIUX ITANbI
(popMupoBaHNs KOMIIETEHUMI B NPoLecce 0CBOEHUsI 00Pa30BATEILHON MPOrpaMMbl: TEMBI
acce, pedeparos, epeueHb 1a00paTOPHBIX 3aJaHU U KOHTPOJIBHBIX padoT XpaHATCs Ha Kadeape.

Bonpocs! 111 IOATOTOBKH K 3a4eTy:
1. CoBpemeHHasi CUCTeMa HOPMATUBHBIX U METOJIMUECKUX TOKyMEHTOB B chepe IOV
2. [loHsiTHE TOKYMEHTOOOOPOTA, €r0 COCTaB U 00BEM.

3. O01re NpUHLHKIIBI OpraHU3alu T0KyMEHTO000poTa U UX 3aKpeIUIeHne B HOPMAaTUBHBIX U

MCTOANYCCKUX NOKYMCHTAX.




4. OCHOBHBIE XapaKTEPUCTUKHU 00BbEMA U CTPYKTYPhl JOKYMEHTOOO0POTA.

5. JIOKyMEHTOIIOTOKH 1 UX onucanue. [IoHATHS MII0THOCTH, TUKITMYHOCTH, UHTEHCUBHOCTH
JIOKYMEHTOIIOTOKOB.

6. BiusHue npuMeHeHus] TEXHUYECKUX CPEJICTB CO3aHMsI, KOIIMPOBAHUS M TPAHCIIOPTUPOBKH HA
0COOEHHOCTH OpraHU3aluyU JT0KyMEHTO000pOTa U €r0 0ObEMBI.

7. llpaBuia mprueMa U 00pabOTKH MOCTYTAOIIEH KOPPECITIOHACHIINH, UX BIUSHUE HA
OpraHu3alMIo0 IBUKEHUS JOKyMEHTOB. HanpaBieHue 10KyMEHTOB Ha UCIOJIHEHHUE.

8. OcHOBHBIEC HANIPABJICHUS COBEPILICHCTBOBAHMS JOKYMEHTOO0OPOTA.

9. llenu 1 3aauu perucTpaluy JOKYMEHTOB, €€ OpraHu3aLysl.

10. Buasl peructpanuu: EHTpaIU30BaHHasl, JELEHTPAIN30BaHHAs U CMEIIaHHAsl PETUCTPaLUs.
11. ®opmsl peructpanuu. CpaBHUTEIbHbBIE XapaKTEPUCTUKHN (POPM perucTpanuu 10KyMEHTOB.
12. Unpexcanust 1oKyMeHTOB. L{ndpoBsie 1 cMemanHble CTPYKTYpPbl HHACKCOB.

13. Opranusanyst ”HGOPMALMOHHO-TIOMCKOBBIX crcTeM. Pa3nuuHble BUbI KIacCU(PUKATOPOB.
14. TloHsATHE KOHTPOJIS 32 UCIIOJHEHUEM JIOKYMEHTOB U €r0 11ejb. CpOKOBBII KOHTPOJIb U
KOHTPOJIb UCIIOJTHEHUS IO CYLIECTBY.

15. OcHOBHBIC 32/1a4¥ CIICIUATU3NPOBAHHOMN CITY>KOBI KOHTPOJISI HCITOJTHCHUS.

16. Opranusanusi KOHTPOJIA 3a IPOXOXKIAECHUEM U HCIIOJHEHHEM JOKYMEHTOB B YCIOBUSAX
KOMIUIEKCHOW aBTOMATHU3allUU yIIPABICHHUSL.

17. O6paboTKa 10KyMEHTOB, IOCTYIAIOIIUX B OPraHU3ALUIO

18. Opranusanus paluoOHAIBLHOTO IBUKEHUS TOKYMEHTOB BHYTPU OpraHU3aliu.

19. O6paboTKH MCTIOJIHEHHBIX U OTIPABIISIEMBIX TOKYMEHTOB.

20. IlyTu pannoHanu3alyuy U COKpalieHusi 00beMOB JOKYMEHTO000POTA.

Kpurtepun oneHuBanus pe3yibTaToB 00y4eHus:

IToporu oneHok BapuanTtsl napameTpos
BBICTABIISICTCS. IIPU HECOOTBETCTBMM OTBETA 3aJaHHOMY BOIIPOCY, OTBET
HE 3a4TEHO MpeCTaBIsIeT cO00i pa3po3HEHHbIE 3HAHUS C CYIIECTBEHHBIMHU OIIMOKaMHU

o Bompocy. [IpucyTcTBytoT pparmMeHTapHOCTh, HEIOTUYHOCTh U3JI0KEHUS.
OTCyTCTBYIOT BBIBOJIbI, KOHKPETH3ALUsI W JIOKA3aTE€IbHOCTh H3JI0KEHUS.
JIONOIHUTENBHBIE U YTOYHSIOIIME BONPOCHI MPENOAaBATEINI HE NPUBOIST K
KOPPEKIIMU OTBETa 00YYarOIIerocs.

BBICTABIISICTCSl CTYJIEHTY, €CJIM CTYJICHTOM JIaH IOJIHBIA, pa3BEPHYTHII OTBET
3a4TEHO Ha IIOCTaBJICHHBIN BONPOC, IOKA3aHO YMEHUE OIUCATh U UHTEPIIPETUPOBATH
CUTYAIHIO WM COBOKYITHOCTh ()aKTOB, OOHAPYKUTh UX CBSA3H, 3aBUCUMOCTH
n T.0. OTBET Y4EeTKO CTPYKTYpUpPOBaH, JIOTHYEH, U3JIOKEH JUTEPATypPHBIM
SI3BIKOM C HCIOJIb30BAaHHUEM COBPEMEHHOW TEPMHUHOJIOTHH. MOTyT OBbITh
JOMYIIEHbI 2—3 HETOYHOCTH MM HE3HAUYUTENIbHbIE OUIMOKHU, UCIIPaBICHHbIE
00y4JarolMcs ¢ IOMOLIBIO NIPENOIaBaTeIsl.

BOHpOCbl AJIA MOATOTOBKH K 9K3aMCEHY:
1. praBJ’ICHI/IC KaK 00BbEKT AOKYMCHTAITUOHHOT'O obOecrnieueHUs.

2. YrpaBieHue TOKyMEHTaJIbHBIMHU pecypcaMu Kak O7jHa U3 (POpM TUIOBBIX (DYHKIIHHA
yIpaBiIeHUS.

3. HopmaTtuBHO-TIpaBoBast 6a3a J1eJ10NpOU3BO/ICTBA.
4. TlonsiTue TOKyMeHTO000pOTa, €ro COCTaBa U 00beEMa.

5. HOKYMGHTOHOTOKI/I u ux onmcanue. Iloasarus INIOTHOCTH, IUKIIMYHOCTH, UHTCHCHUBHOCTHU
JAOKYMCHTOIIOTOKOB U IP.

6. [lonsTre, nenu u 3aga4n perucrpann. Popmsl perucTpanum.
7. KnaccugukaTopsl 10KyMEHTHON HH(DOpMAIUH.



8. npekcanust TOKyMEHTOB KaK 3JIEMEHT MPHUIaHUS UM IOPUIUUYECKON CHIIbI U BBEJICHUS B
UH(POPMALMOHHBI MAaCCUB OpTaHU3aLINH.

9. IloHsiTHE KOHTPOJIS 32 UCIIOJIHEHUEM JIOKYMEHTOB U €ro 11ejib. CPOKOBBIN KOHTPOIIb U
KOHTPOJIb UCIIOJIHEHUS IO CYILIECTBY.

10. TunoBble ¥ UHAUBUAYAIbHBIE CPOKH HCIIOTHEHUS JOKYMEHTOB. THUIIOBbIE TPUUUHBI
HEUCIIOJHEHUS IOKYMEHTOB B CPOK.

11. Opranuzanus KOHTPOJIA 3a MPOXOXKJICHUEM U UCIIOJIHEHUEM JIOKYMEHTOB B YCIIOBUSIX
KOMIUIEKCHOW aBTOMATHU3allUK yIIPABICHHUSI.

12. O6paboTKa TOKyMEHTOB, IIOCTYNAIOIINX B OPraHU3aLHIO.

13. TlpeaBapurenabHOE paCCMOTPEHUE JOKYMEHTOB B CIYK0€ TOKYMEHTAllMOHHOTO
oOecrieyeHus.

14. Opranusanus paroHaIbHOTO IBUKEHUS JOKYMEHTOB U UX IPOEKTOB BHYTPH OpTaHU3AIUH.
15. Ilepenadya TOKYyMEHTOB BHYTPU OpraHU3aIMU.

16. O6paboTKa HCIIOIHEHHBIX U OTIPABISIEMBIX JTOKYMEHTOB.

17. MeToibl M 11eJIH y4eTa TOKYMEHTO000poTa.

18. IlyTu pannoHanu3aluy U COKpalieHusi 00beMOB JOKYMEHT0000poTa.

19. CocTaB KaapoBoii JOKyMeHTauK oprann3anuu. Ee kmaccudurarms.

20. HopmaTHBHO-TIPaBOBOE PETyJIUPOBAHUE COCTAaBA KaPOBBIX JOKYMEHTOB M O()OPMIICHHS
TPYIOBBIX OTHOIIEHUIA.

21. IIpaBuiia ¥ CPOKM XpaHEHUS M YHUUYTOXKECHUS Pa3IMUHBIX JOKYMEHTOB, CO/ICPIKAIINX
UH(OPMALIHIO IO TUYHOMY COCTAaBY.

22. TexHomorus pabOTHI C OOPAIICHUSIMH TPAKIaH.

23. IlpaBuna cocTaBicHHs 1 OPOPMIICHHS OOpAIICHHIA TPaXKIaH.

24. 3aKOHO/IaTEeNbCTBO, PETJIAMEHTUPYIOIIEE OPTaHU3alUI0 pabOThI ¢ 0OpaIlleHUsIMHU TPaXK/IaH.
25. IlpaBuna cucreMaTu3aly U XpaHEHUs 0OpallleHUid IpaXaaH, CPOKU UX XPaHEHUS.

26. Opranu3zanus TOKyMEHTAIlMOHHOTO 00eCIieueHus TPOBEACHHS COBEIIAHUI, CEMHUHAPOB U JIp.
MEPOMPHUITHIA KOJUIETHAILHOTO XapakTepa.

27. OcoOEHHOCTH CTPYKTYPHI JOKYMEHTOOO0pOTa B pabOTe KOJIETHAJIbHOTO OpTraHa
yIpaBIeHUS.

28. [lonsiTe TOCyAapCTBEHHOM TafHBI U KOH(UICHIIMAILHOCTH YUPEXKICHUECKONU NH(POpMaITUH.
KonunennuansHbie JTOKyMEHTHI.

29. 'ocynapCcTBEHHOE PETryIMpPOBaHUE CUCTEMBI OTPAaHUUEHUS JOCTYTA K IOKyMEHTaM.

30. OpranusaionHoe opopMJIEHHE COCTaBa CBEJIEHUH, COAEpKAIIUX KOMMEPUYECKYIO MU UHYIO
TaifHy (pUPMBI, TOPSAIOK 3AIIUTHI TOCTyMA K KOHGUACHIINATLHOU HH(OpMAIIH, paBUIa e
MCIIOJIb30BaHUS.

31. TpeboBaHUs K BEJICHUIO JICIONPOU3BO/ICTBA, 0OECTIEUMBAOLIETO YUET U COXPAHHOCTh
KOH(UICHIIMATLHBIX M CEKPETHBIX JOKYMEHTOB.

32. IlpumeHeHUE CPEACTB BHIYUCIUTEIBHON 1 OPraHU3allMOHHON TEXHUKU B
JIOKYMEHTAllMOHHOM O0O€CTIeUEeHUH YIIPaBICHHUS.

33. IloarotoBka n 06pabOTKa JOKYMEHTOB Ha aBTOMAaTU3WPOBAHHBIX Pab0YMX MECTax.

34. TlonsTre >NMEeKTPOHHOTO ToKyMeHTa. [IpaBuna yueTa, XxpaHeHus, aHHYJIUPOBAHUS U
MCIIOJIb30BaHUS AJIEKTPOHHBIX JOKYMEHTOB.

35. YcnoBust oOMeHa TOKYMEHTHOUM nH(opMaIreld Ha 2IEeKTPOHHBIX HOCUTENSIX JaHHbBIX,
AIIEKTPOHHAsSI [10YTa B CUCTEME JOKYMEHTOO0O0pOTA.

36. Oprann3anus cucTeMaTu3aluy U XpaHEeHNs TOKYMEHTOB COTPYIHUKAMHU B IPOLECCE UX
UCTIOJTHEHUS.

37. TpeGoBanus kK GOPMHUPOBAHUIO, YUETY U XPAHCHHIO €I B TEKYIIIEM JEIOMPON3BOICTBE.
38. LleHTpan30BaHHOE U JELIEHTPAIN30BAHHOE XPaHEHHE JOKYMEHTOB.

39. OnepaTuBHOE U T0JATOBPEMEHHOE XPAHEHUE JOKYMEHTOB.



40. CuctemaTusanus 10KyMEHTOB, IUPKYJIUPYIOIIUX B OpraHU3aLNH.

41. Homenkiarypa Jief1, HOpsIJIOK €€ COCTABJICHHS], COTJIACOBAHMS M YTBEPKIACHHUSI.

42. ApxusHbiii hona Poccuiickoit deneparyu, ero coctaB U CTpyKTypa.

43. Cucrema rocyJapCTBEHHBIX U BEZJIOMCTBEHHBIX apXUBOB M UX B3aHMOOTHOIIICHUSI.

44. DxcnepTu3a HEHHOCTH I0KYMEHTOB.

45. OcobenHocTr 0QOPMIICHHUS Je]1 B 3aBUCUMOCTH OT CPOKOB MX XpaHEHHUSI.

46. [Tonsarue «onuchk aenay. [lopsaaok cocraBieHuss 1 opopMIICHHUS OMTUCEH Ha Jeria
IIOCTOSIHHOT'O, BPEMEHHOI'O CPOKOB XpaHEHUs, Ha JIEIa 110 INYHOMY COCTaBY.

47. Ilopsnok, cpoku v opopMIICHHE MTEpeladu I B apXUB OpraHu3aluu.

48. ITonsTHe Ci1y’Obl JOKYMEHTALIMOHHOTO 00ECIIEYEHMsI YIIPABIICHUS, €€ Ha3HAUEHUE U
OCHOBHbIE (DYHKIIHU.

49. Oco0eHHOCTH YNPABICHUECKUX CTPYKTYP, OMPEIEISIIOIINX TOCTPOSHUE U OPraHU3alHIo
paboThI AETOTPON3BOACTBEHHOMN CITYKOBI.

50. UHCTpYKIMS MO JOKYMEHTAIIHOHHOMY OOECIICUYEHHUIO YIIPABIEHUS, €€ COCTaB U CTPYKTYypa.
51. CocraB npuI0KeHUH K MHCTPYKLUU 0 JJOKYMEHTALMOHHOMY 00€CIIEUEHHIO YIIPABIICHUS
JUTSL pa3JIUYHBIX OpraHu3aIuil.

52. JIomKHOCTHBIE HHCTPYKIIMU PYKOBOJHUTENEH U ceKpeTapel Kak 4acTh €IMHON CUCTEMBI
METOAMYECKOTO 00ECTICYCHHUS AETOTPON3BOICTBA OPTraHU3AIHH.

53. Ilonoxenuii o ciyx6e JI0Y, ero cocraB u cTpykrypa.

54. Hopmbl BpeMeHH Ha CO3JIaHHE, CBEPKY, MOJA00PKY SK3EMIUISIPOB U Jp. pabOTHI 1O
JIOKYMEHTAllMOHHOMY O0€CIIEYeHHIO OPTaHOB YIPaBJICHUsI, HOPMUPOBaHUE PadOT MO
IIPOBEJCHUIO IKCIEPTU3bI IIEHHOCTH JIOKYMEHTOB, IIOJIIMBKE A€ U IPYTUM apXUBHBIM
TEXHOJIOTHSIM.

55. 3apyOeskHbIil ONBIT OpraHU3aluU PAMOHABHBIX CHCTEM JOKYMEHTO000pOTA.

56. OnbIT paboThI ¢ JOKYMEHTaMH B €BPOINEHCKUX CTpaHAX.

57. MexayHapo/iHble CTaHJapThl Ha TOKYMEHTBHI; JIeJIONPOU3BOJICTBEHHbIE U MH()OPMAIIMOHHBIE
IPOLIECCHI.

58. BausiHue 3apy0eKHOTo OIbITa Ha pa3sBUTHE POCCUMCKUX JIEJIONPOU3BOICTBEHHBIX
TEXHOJIOTHH.

Kputepuu onieHuBaHus pe3yabTaTOB 00y4eHuUs!

Ouenka Kputepuu onieHuBaHus 10 3K3aMEHY
Bhicokuit OLEHKY «OTINYHO) 3aCHYKUBACT CTYJCHT, OCBOMBIITUH 3HAHMUS, yMeHHus,
YPOBEHB «5» KOMIIETEHIINH ¥ TEOPETUUECKUI MaTepuai 6e3 MpoOeIoB; BHITOIHUBIINT
(oTIHuHO) BCE 3aJaHus, MPEIyCMOTPEHHBbIE YyYeOHBIM IIJJAHOM Ha BBICOKOM
KaueCTBEHHOM YPOBHE; MPAaKTHUYECKHE HAaBBIKH MPO(HECCHOHATHLHOTO
MIPUMEHEHHUS OCBOEHHBIX 3HAHUI C(HOPMHUPOBAHBI.
Cpennuit OIIEHKY «XOpPOLIO» 3aCIy>KMBA€T CTYJEHT, MPAKTUYECKHU IMOITHOCTHIO
YPOBEHB «4» OCBOMBIITUH 3HAHUS, YMEHHSI, KOMIIETCHIINH U TEOPETHUECKUI MaTepura,
(xoporti0) yueOHBIC 3a/laHdsl HE OIICHEHbl MAaKCHUMAJIbHBIM YHCIOM OajioB, B
OCHOBHOM C()OPMHUPOBAIT MPAKTUIECCKUE HABBIKH.
[Toporossiii OIIEHKY «YyJOBJIETBOPUTEIILHO» 3aCIIy’KUBAET CTYJEHT, YacTUYHO C
YPOBEHB «3%» nmpoOenaMyd  OCBOMBIIMK  3HAHUS, yMEHHS, KOMIIETEHIIUH W
(ymoBneTBOpH- TEOPETUYECKHI MaTepuana, MHOTHE Y4eOHble 3alaHusi IMOo He
TEJHHO) BBITIOJIHWI, JIMOO OHU OICHEHBI YHCJIOM OaIOB OJNM3KUM K
MUHUMAJIBHOMY, HEKOTOPBIEC TPAKTUYECKHE HABBIKU HE CPOPMHUPOBAHBI.
MuHUMAITBHBIA | OLIEHKY «HEYJIOBJIETBOPUTEIBHOY 3aCIyKUBAET CTYJEHT, HE OCBOUBIINI
YPOBEHb «2) 3HAHMS, YMEHHUS, KOMIIETEHIINA U TEOPETHYECKUN MaTepual, ydcOHbIe
(HeYTOBIETBO- 3aJJaHuUs HE BBITTOJHUII, TPAKTUYECKUE HABBIKK HE CDOPMHUPOBAHBIL.
PUTEIBHHO)




OneHouHbIC CpeACTBA JUIsi WHBAJIWAOB M JIMII C OTPAaHUYCHHBIMH BO3MOXHOCTSMU
3JI0POBbSI BEIOUPAIOTCS C YIETOM MX UHAWBUAYAIBHBIX IICUXO(QU3NIECKUX OCOOCHHOCTEH.

— IIpY HEOOXOJMMOCTH MHBAJIUIAM | JIUIIaM C OTPAaHUYCHHBIMU BO3MOXXHOCTSIMU 3I0POBbSI
NPEJOCTABIISICTCS TOTIOJIHUTEIILHOE BPEMSs JIJIsl IIOATOTOBKU OTBETA Ha 3K3aMCHE;

— MPU MPOBEICHUU MPOIETYPHl OIICHUBAHUS PE3yJIbTATOB 00yYCHUS MHBAIHUIIOB U JIUII C
OTrPaHUYCHHBIMH BO3MOXHOCTSIMH 3/I0POBBS TPEIyCMATPUBACTCSI UCIIONIB30BAHUE TEXHHUYECKUX
CPEICTB, HEOOXOAUMBIX UM B CBSI3H C UX MHIUBUIYATbHBIMA OCOOCHHOCTSIMHU;

— TIpU HEOOXOAUMOCTH JIJISl 00YYAFOIIUXCSI ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 370POBBS
U UWHBAJIWIOB IIpOLEypa OICHUBAHUS PE3yIbTaTOB OOYYECHHUS 10 JUCIHUILUIMHE MOKET
MPOBOJUTHCS B HECKOJIBKO ATAIIOB.

[Ipouienypa oleHUBaHUsI PE3yIbTATOB OOYYCHHS WHBAIUAOB U JIMI[ C OTPAHUYCHHBIMH
BO3MOXKHOCTSIMH  3JIOPOBbSI 10 JTUCHUIUIMHE (MOIYJIIO) MpeIyCMaTpUBaeT IPEIOCTABICHUE
uHpopManuu B QopMmax, aJanTHPOBAHHBIX K OTPAHUYCHHSIM HUX 3J0POBbS M BOCIIPHUSATHUS
uHpopMmanuu:

JUts 11 ¢ HapyIICHUSIME 3PCHUS:

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

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

J1J1st U1 ¢ HApYIICHUSIMH CITyXa:

— B mieyaTHOU hopme,

— B (hpopMe 3IIEKTPOHHOTO IOKYMEHTA.

JUtst 11 ¢ HapyIICHUSIMHA OTIOPHO-IBUTATEIILHOTO arapara:

— B IIeYaTHOM opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

JlaHHBII TEpeYeHb MOXET OBbITh KOHKPETH3MPOBAH B 3aBUCHMOCTH OT KOHTHHI'CHTA
oOyyJaroumxcsi.

5. [lepeyeHb yueOHOM JIUTEPATYPbl, HHPOPMANMOHHBIX PECYPCOB U TEXHOJIOT Uit

[Teuarnsie n3nanus, BkioueHHbie B PI1JI, oTpa)keHsl B 31eKTpOHHOM Karayiore HayuHnou
oubmmorekn KyoI'Y mo anpecy: http://megapro.kubsu.ru/MegaPro/Web u cootBeTcTByIOT
HOpMaM oOecrnieyeHHOCTH JuTeparypoii cornacHo @I'OC BO 3++.

B mnepeuenb BKIIOYEHBI TOJIBKO HEOOXOAMMBIC ISl W3ydeHHUs AUCHUIUIHHBI OBC,
npodeccuoHanbHble 0a3bl JAaHHBIX, WH(DOPMAIIMOHHBIE CIIPABOYHBIE CHUCTEMBI, PECYPCHI
CBOOOJIHOTO JIOCTYIa, COOCTBEHHBIE DJIEKTPOHHBIE OOpa3oBaTelbHbIE U WH(OpPMAIMOHHBIC
pecypcsl KyoI'Y.

5.1 Y4eOnas mTeparypa:

1) Jlanckas 1.B., CenuBanoBa E.I1. HopmatuBHO-MeTOqMYECKOE 0OECIIEUEHUE DIICKTPOHHOTO
nokymeHtoobopora. Yueonuk. [Tox pen. B.B. Epmonenko. r. Kpacnogap. 2023. — 188 c.

2) Noponuna, JI. A. Opranu3saius 1 TEXHOJOTHS JOKYMEHTAI[MOHHOTO 00eCIIeUeHH s YITPaBICHUsI

: yueOHMK W mpaktukym Juist By3oB / JI. A. Jloponuna, B. C. HputukoBa. — Mocksa :
WznatenberBo FOpaiit, 2021. — 233 ¢. — (Briciee oOpazosanue). — ISBN 978-5-534-04568-0.
— Teker : osnextpoHHbii // OOpasoBarenpHas 1uatgopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/468850

3) llysanora, H. H. Opranuzaius u TeXHOJIOTHUS TOKYMEHTAIIMOHHOTO O0ECTIeUeHUs YIIPaBICHUS
: yueOHUK 1 npakTukyM st By30B / H. H. IllyBanmoBa. — 2-e u3f., nmepepad. u jgon. — Mocksa :
WznatenbctBo FOpaiit, 2021. — 265 c¢. — (Boiciiee oOpazoBanue). — ISBN 978-5-534-12358-6.
— Tekcr : onexktponHwid // OOpaszoBarenbHas tatdopma FOpait [caiit]. — URL:
https://urait.ru/bcode/469831

4) Kysuenos, U. H. [doxymeHTanmmonHoe oOecnedeHue ympaBieHus. J[oKkymMeHTooOOpoT u
JIEIIONPOU3BOJICTBO : YUeOHHK U MpakTUKyM 11t By30B / M. H. Ky3nenos. — 3-e u3zg., nepepad. u
non. — Mocksa : UznarensctBo IOpaiit, 2021. — 461 c. — (Bricmiee oopazoBanue). — ISBN



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

978-5-534-04275-7. — Tekcr : anexTpoHHsIid // O6pa3oBarensHas miaTdopma Opaiit [calT]. —
URL: https://urait.ru/bcode/468462

I[JISI OCBOCHHA OUCHUIUIMHBI HMHBAJIHWAAMW W JIMIAaMHU C OTpaHUYCHHBIMH BO3MOXHOCTAMU
300pPOBbA UMCIOTCA U3JaHUA B 3JICKTPOHHOM BHU/IC B 3HeKTpOHHO'6I/I6HI/IOTC‘lHBIX CHUCTEMaAXx.

5.2. Ilepuoauyeckas Jureparypa
Ileyarnsie NEpUOAUICCKUC HU3JAHUA BXOLAT B <<HepequL NEYATHBIX MNEPHUOANYCCKUX

W3JIaHUH, XPaHAIIUXCS B dhonae Hayunoit OnOIMOTEeKH Ky6I'Y»
https://www.kubsu.ru/ru/node/15554, W/WIA  DIEKTPOHHBIC TEPHOAMYECKHE U3TaHMs, C
yKa3aHHEM aJipeca caiiTa 3JCKTPOHHOW BEpCUU XKypHaia, U3 0a3 NaHHBIX, JOCTYN K KOTOPBIM
umeet KyoI'VY:

1. baser ganubix kommanuu «MBUC» https://eivis.ru/ 2. DnexrpoHHas OMOIMOTEKA
GREBENNIKON.RU https://grebennikon.ru/

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJe COBPeMEHHbIe MNpo(eccHoOHAJIbHbIE 0a3bl
JAAHHBIX U HHGOPMAIHOHHBIE CIIPABOYHbIE CHCTEMBI

DnexTpoHHO0-01baroTeuHbIie cuctemsbl (IBC):

1. O6pazoBarenshas miardopma «FOPANT» https://urait.ru/

2. 95C «YHUBEPCUTETCKA I BUBJIMOTEKA OHJIAWH» http://www.biblioclub.ru/

3. OBC «BOOK.ru» https://www.book.ru

4. 9bC «ZNANIUM.COM» www.znanium.com

5. OBC «JIAHb» https://e.lanbook.com

IIpodeccuonanbHble 0a3bl JAHHBIX

1. Bupryanbsblii uuTanbHblii 3an1 Poccuiickoil rocynapctBeHHoit O6ubnuorexku (PI'b)
https://ldiss.rsl.ru/;

2. Kypnan «Ycnexu Gpusnueckux HayK» (dNeKTpoHHas Bepcus) https://ufn.ru/;

3. MMUAH. ITonnoTrekcroBas KOJUIEKIHS MaTeMaTu4eCKUX KypHaI0B
http://www.mathnet.ru/;
4. Kypnan «KBanTOBas IEKTPOHUKA» (anexTpoHHas Bepcus)

https://quantumelectron.lebedev.ru/arhiv/

5. Hayunas snexrponHas 6ubnuoreka eLIBRARY.RU (H3B) http://www.elibrary.ru/;

6. HanimonaneHas anexkTpoHHast Oubnuoteka https://rusneb.ru/;

7. Ipe3unentckas oubnuoreka uM. b.H. Exsruna https://www.prlib.ru/;

8. BJI CSD-Enterpris KemOpumxckoro nenTpa kpucramiorpapudeckux nanaeix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;

9. B/l xypHamoB mo pa3nuuHbM oTpacisMm 3HaHuii Wiley Journals Database
https://onlinelibrary.wiley.com/;

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

11. TlomHOTEKCTOBas KOJUIGKIMS KYPHAJIOB KOMIIAHUM AMEpPUKAHCKOTO (U3UYECKOTO
obmectBa American Physical Society (APS) https://journals.aps.org/about;

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

13.  Pecypcst Springer Nature (kypHanbel, kHuUru): https:/link.springer.com/
https://www.nature.com/ https://experiments.springernature.com/sources/springer-protocols
http://materials.springer.com/

14. ApxuBbl Hay4yHBIX XypHaJIoB Ha Poccuiickoil muardopMe HaydHBIX KYpPHAJIOB
HDUKOH http://archive.neicon.ru/;

15. VYuuBepcurerckas uHpopmanmonnas cuctema POCCUA (YUC Poccus)
http://uisrussia.msu.ru/;

16.  "Jlekropuym  TB" -  Bugeonekuuum  Beoymmux  JekTopoB  Poccunm
http://www.lektorium.tv/;
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17. BJ1 SciFindern (CAS) (onnaitH-cepBuC A 1morcka WHGpopMaIuu B 00JaCTH XHUMUH,
OMOXMMHH, XUMUYECKON WHKCHEPUH, MATCPUAIOBEICHUS, HAHOTEXHOJIOTUH, (DU3UKH, T€OJIOTHH,
MeTaJuTypruu u 1p.) https://scifinder-n.cas.org/;

18. Freedom Collection — HOTHOTEKCTOBAs KOJUIEKIHS SJIEKTPOHHBIX >KYypHAJIOB II0
Pa3IMYHBIM OTpaciIsIM 3HaHUM nu3narenbcTBa Elsevier https://www.sciencedirect.com/;

19. BJI Academic Reference (CNKI) (emunas mouckoBas 1uiargopMa 1O
Hay4yHouccienoBarenbckum — padoram  KHP.  Temarnka  mokpsiBaeT BCE€  OCHOBHBIC
nucuurunHapHelie obmactu https://ar.cnki.net/ ACADREF.

HNudopmanuoHHbIe CIPABOYHbIE CHCTEMBI

1. Koncynprant Ilmtoc - cipaBodHasi mpaBoBasi cucTeMa (JOCTYII MO JIOKAJILHOW CETH C
KOMITBIOTEPOB OUOIMOTEKH )

Pecypchl ¢cBOGOAHOTO J0CTYNA

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

2. AmepukaHckas nareHTHast 6a3a TaHHbBIX http://www.uspto.gov/patft/

3. MuHuctepctBO HaykM M Bbiciiero oOpaszoBanusi Poccuiickoii ®enepanuu
https://www.minobrnauki.gov.ru/;

4. ®enepanpubiii moptan "Poccuiickoe oopazoanue” http:/ www.edu.ru/;

5. Enunas komtekums IUQPPOBBIX 00pa3oBaTeNbHBIX pecypcoB  http://school-
collection.edu.ru/

6. Ilpoexkr IocymapcTBeHHOro HHCTUTyTa pycckoro si3bika uMmeHu A.C. Ilymkuna
"O6pa3oBanue Ha pycckoM" https://pushkininstitute.ru/;

7. CipaBouHO-UH(pOPMAMOHHBIN TopTai "Pycckuit s3p1k" http://gramota.ru/;

8. Cinyx0a TeMaTHYeCKHUX TOJIKOBBIX clioBapei http://www.glossary.ru/;

9. Cnosapu u >na1ukIonenuu http://dic.academic.ru/;

10. OGpazoBarenbHblit optan "Yuebda" http://www.ucheba.com/.

CoOcTBeHHbIE JJIEKTPOHHBbIE 00pa3oBaTe/ibHble M HH(OPMAIMOHHbIE pecypChl
KyoI'y

1. DNEeKTPOHHBIN KaTajor Hayunon oubnuorexu Kyol'y
http://megapro.kubsu.ru/MegaPro/Web

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

3. OTtkpbITas cperna  MOAYJBHOTO  JUHAMHUYECKOTO oOyuenuss  Kyol'Y
https://openedu.kubsu.ru/

4. baza yuyeOHBIX TIUIaHOB, Y4YE€OHO-METOAMYECKHUX KOMIUIEKCOB, MyOIMKalui U
KoH(pepenuuit http://infoneeds.kubsu.ru/

5. DnextpouHbIi apxuB qokymMeHTOB KyOI'Y http://docspace.kubsu.ru/

6. MeToanueckue ykazaHus /Jisi 00y4al0UIUXCs MO0 OCBOEHUIO TUCHMILTUHBI (MOIYJIA)

OCBO@HI/IG JUCIHUITIINHBI Hpe}IYCManI/IBaeT HpOCHYH_H/IBaHI/Ie J'IGKHI/Iﬁ W BBIIIOJIHCHHUC
3a/laHuil Ha MPAKTUYECKUX 3aHITHSIX.

21.]'[51 FJIY6OKOFO I/I3y‘—IeHI/I$I JUCHUIIIIMHBI HACTOATCIIBHO peKOMeHHyeTCﬂZ

— CHUCTEMATHYECKU TOTOBHUTHCA K MPAKTUYECKUM 3aHATUAM TO Y4eOHBIM TOCOOHSIM,
Hay4YyHBIM CTaThsIM B KypHaJax MNpOPecCHOHATbHOW TEMAaTHKH, a TakKe HCIOIb30BaTh
oduIMaTbEHBIe pecypchl HayyHOU nH(popMaluu B ceTu IHTepHET;

— CBOGBpeMeHHO BBITIOJIHATH HpaKTI/I‘-IeCKI/Ie 3aaHUA 1 pe(bepaT.

CaMocTtosiTenpbHasi paboTa CTyJIEHTa - OJWH W3 BAXKHEUIINX STAloB B MOJTOTOBKE
crienanucToB. OHA MPHOOIIAET CTYICHTOB K MCCIE0BATENHCKON paboTe, 00oTraiaeT OnsITOM 1
3HAHUSIMH, HEOOXOIUMBIMH JIJIsl JAIbHEHIIIET0 MX CTAHOBIIEHUS KaK CHEIHAMCTOB, MPUBHUBACT
HaBBIKU pabOTHI C TUTEPATYPOM, CTATUCTUYECKUMHU JAHHBIMH.

lenp camocTosiTENbHON pabOTBI - CUCTeMATHU3alls, 3aKpeIlUICHHEe U pacIIupeHHE
TeopeTquCKHX nu HpaKTI/I‘IeCKI/IX 3HaHI/II\/'I C UCIIOJIB30BAHUECM COBpeMeHHI)IX I/IHCbOpMaI_[I/IOHHBIX
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TEXHOJOTHI U JIUTEepPaTypPHBIX UCTOYHHUKOB. J[JI11 pa3BUTHSI HABBHIKOB CaMOCTOSITEILHOW pabOThI
CTYJ€HTaMH BBIIIOJIHSAIOTCS:

— pedepat, mOKIaA, CBSI3aHHBIA C aHAIM30M COBPEMEHHBIX TEHICHIMH B oOnactu
JIeTIOTIPOU3BOICTBA B COLTMANILHOM cdepe;

— 3a/laHuf, CBsI3aHHBIE C 0030pOM COBPEMEHHOTO pBIHKA CHEIHATU3UPOBAHHBIX
CHPAaBOYHBIX CUCTEM U CHCTEM 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTA;

— JIOMaIllHKE 33aJ]aHus 10 ToucKy B MIHTepHeTe nHpOopMaIMi Ha ONPEICIICHHYI0 HAyYHYIO
TEMY.

Pedepar roToBUTCS CTYJIEHTOM CaMOCTOSITEILHO, B HEM 0000INAIOTCA TEOPETHUECKUE
MaTepuabl 10 UCCIEAYEMOM TEME € UCIOIb30BAHUEM MAaTEPUAJIOB U3 CIEIUATIBHOMN JIUTEPATYPHI,
HOPMAaTHUBHO-TIPABOBBIX JIOKYMEHTOB, CTaHIApPTU3UPYIOUIMX paccMaTpuBaemyio cdepy. B
pedepare I0MKEH MPHUCYTCTBOBATh COOCTBEHHBIN aHAIN3 U KPUTHUECKUI MOJXOJA K PELICHUIO
po0OJieMbl 10 BEIOpPAHHOW TeMe UCCIIEIOBaHMS, TOJIKPEIUICHHbIN CTAaTUCTUYECKUMU JTAaHHBIMHU U
aKTyaJbHBIMH IIPUMEPAMHU U3 JAEATEILHOCTH OPraHU3aMi COLUAILHON CepHl.

OOyyeHue CTy/IEHTOB C OTPaHUYCHHBIMU BO3MOXKHOCTSIMH OPT'aHU3YETCSl B COOTBETCTBUU
¢ TpeboBaHUIMH «METOIUYECKUX PEKOMEHIANI IO OpraHu3aluu 00pa3oBaTeIHLHOTO IpoIecca
JUisi  OOy4eHHMs] HWHBAIWAOB U JIMIl C OrPAaHUYCHHBIMH BO3MOXKHOCTSMU 3JI0pOBbS B
00pa30BaTeNbHBIX OPTaHU3AIMIX BBICHIIETO MPO(ECCHOHAIBHOTO 00pa30BaHUM» OT «8» ampens
2014 r.

B ocBoeHuu IUCHUIUIMHBI MHBAJIMAAMM U JIMIAMH C OFPAaHUYEHHBIMU BO3MOXHOCTSMU
3I0pOBbsl OOJBIIOE 3HAUCHHWE HMEET WHIUBUIyajbHas ydeOHas paboTa (KOHCYJIbTallUU) —
JIOTIOTHUTEILHOE PAa3bsICHEHUE yUeOHOr0 MaTepuara.

KoHTpoJb caMocTosiTe/IbHON PadOThI OCYIIECTBJISIETCH

a) TeKyILIHI KOHTPOJIb OCYIIECTBIISIETCS €KEHENEIbHO B COOTBETCTBUE C POrpaMMOi

3aHSATHH;

0) MNPOMEXYTOYHBI KOHTPOJIb IO MTOTaM OCBOCHHS DAa3leNoB JUCIHUILTHHBI
ocylIecTBisieTcs B hopMme 3ayera.

Ha ceMuHapckux 3aHSATHSIX M IpU TMOATOTOBKE K HHUM (caMoCTOsITeNbHas pabota)
IPUMEHSIOTCS] UHTEpaKTUBHBIE 00pa30BaTeIbHbIE TEXHOJIOTHH.

MeTtoauyeckue peKOMeHAAIUM 10 HANIMCAHUIO KOHCIIEKTA HA JIEKUMOHHOM 3aHATHH
PekoMenaanuu cTyIeHTy 110 HaIIMCAHUIO KOHCIIEKTA Ha JIEKIIMOHHOM 3aHATUU!

—  HeoOXOJUMO TOJHOCTBIO MPOCIylIaTh HEOOIbIION HH(OPMALMOHHBIA OJOK U3
OJIHOTO WJIM HECKOJIBKMX IPEUIOKEHHM, KOTOPBIE paccKa3bIBacT MIPENOJaBATENb B pAMKaX TEMBI,

— HeoOXOJUMO COKpaTHTh €ro, OCTaBMB HauOoJiee CYIIECTBEHHBIE 3JIEMEHTHI, HE
3aIMMChIBasi BBOJIHBIE CIIOBA U U30BITOYHBIC MTOSICHEHUS;

—  PEKOMEHIyeTcs 00s3aTelIbHO MCIOIb30BaTh IEPEeYeHb COKpALIEHUH MO J1aHHOM
JUCLUIIIINHE;

—  HeoO0XO0JUMO OTMeYaTh B KOHCIIEKTE HauOOJee CII0KHBIE JUIsl TOHUMAHUS MOMEHTHI,
Ha KOTOpPBIE, B TOM YHCJIE, YKA3bIBAET U MIPENOJIaBATEND;

— 10 OKOHYaHMM JIEKUMU PEKOMEHIyeTcs 3a/laTh  YTOYHSIOIIME  BOIPOCHI
IIPENOAABATEN0 U IMOIYYUTh Pa3bACHEHUS IO TOJOKEHUSAM IPONIECHHON JEKIUH, KOTOPbIE
BBI3bIBAIOT HETIOHUMAaHUE UJTU COMHEHUS;

—  CIeTbIo J0pabOTKH TeKCTa HE0OX0AMMO B IEPUO/I Iay3 Ha JIEKLIUHU WK TTOCIIE JIEKIHH
BOCCTAHOBUTh TEKCT B IMaMSATH, WCIOPAaBUTh OMIMOKH, pacmiu@poBaTh HE NPUHATHIE paHee
COKpAILEHUS U 3all0JHUTH MIPOIYIIEHHbBIE MECTa

—  OKOHYAHUU JIEKLIHUU PEKOMEHAYETCS! BBLACIUTh MAPKEPOM OIpPEAETeHHUS KITIOUEBBIX
TEPMUHOB, Ha3BaHUsI TEOPHI U MOIXOI0B, FIEMEHTHI KIIACCU(PUKALIMU U T.1.

MeTtoauyeckue peKOMeHAAIMH 110 NOATOTOBKE YCTHOI0 J0KJIa1a

Pedepar kak BuA caMOCTOATENBbHOM paOOThHI B y4eOHOM Ipolecce CIHOCOOCTBYET
(OpMHUPOBAHNIO HABBIKOB HCCIIEIOBATENLCKOM pabOThI, pacHIMpsET MO3HABATEIbHbIE HHTEPECHI,
pa3BUBAET HABBIKM KPUTHUYECKOTO OCMBICICHUS MOTy4aeMoi HH(pOpMAaIHH.



IIpu moxaroroBke pedeparta Mo 3aJaHHOM TeMe CTYIEHT COCTaBIET IUIaH, MOJAOMpaer
OCHOBHBIC HMCTOYHHMKH. B mporecce paboThl ¢ MCTOYHMKAMU CHCTEMATHU3HPYET IOIy4YEeHHBIC
CBeJIeHUs, JiesaeT BbIBOAbI U 0000mmeHus. K noknany 1o tTeme MOryT MPUBIIEKATHCS HECKOJIBKO
CTYACHTOB, MEXy KOTOPBIMH PaCIIPEIENIAIOTCS BOIPOCH BHICTYTIICHHSL.

Br160op TeMsl.

TemaTtuka noxiaza oOBIYHO ONpENEeNsIeTcsl MPEroAaBaTesieM, HO B ONPEACICHUN TEMBI
UHUIMATUBY MOXXET IpPOSBUTH CTyAeHT. lIpexxae yeM BbIOpaTh TeMy, aBTOpYy HEOOXOIUMO
BBISIBUTH CBOMl MHTEpEC, OMpEAeiHNTh, HAJ KakoW mpoOieMoil oH XoTen Obl paboraTh, Ooisee
I1yOOKO €€ U3YUHTb.

Ortanbl paboTHl CTyIeHTa Haj pedepaTom:

1) dhopmynupoBaHUE TEMBI, IPUYEM OHA JIOJDKHA OBITh HE TOJIBKO aKTYaJbHOMU 110 CBOEMY
3HAYEHUIO, HO U OPUTMHAIBHON, HHTEPECHOM IO COJIEPIKAHMUIO;

2) moa0O0p M M3yYeHUE OCHOBHBIX HCTOYHHKOB I10 TeMe (KaK MPaBHIBHO, P pa3paboTKe
UCIIOJIb3YETCS] HE MeHee 3-5 pa3Iu4HbIX HCTOUYHUKOB);

3) cocTaBiieHHE CIUCKA HCIOJIb30BAHHBIX HCTOYHHKOB. OOpaboTKa M CHCTeMaTH3alMs
uH(popMaLuu;

4) paspaboTka miaHa pedepara;

5) moaroToBka pedepara u Mpe3CHTAIH;

6) myOaMYHOE BBICTYIUICHHUE;

7) OTBET Ha BOIMPOCHI CIIyIIATENCH U 00CYKICHHE AUCKYCCHOHHBIX TIOJIOKEHUH.

Cooepoicanue peghepama:

1) BBeaeHHME — 3TO BCTYIHTENbHAS YacTh HAYYHO-HCCIEIOBATEIBCKONH pabOTh. ABTOP
JIOJDKEH IOKa3aTh aKTYaJbHOCTb TE€MBI, PACKPBITh NMPAKTHUECKYI0 3HAUUMOCTh €€, OINpEeNeIUTh
ENTM M 3a]1a91 SKCTIEPUMEHTA WK ero ()parMeHTa;

2) OCHOBHas 4acTh — B HEHl pacKpbIBaeTcs coaepxkanue. Kak npaBuiio, OCHOBHAsI 4acTh
COCTOUT M3 TEOPETHYECKOT0 W NPAKTUYECKOTO pas3lenoB. B Teopermdyeckom paznerne
PAaCKpBIBAIOTCS HUCTOPUS U TEOpUs HUCCIeAyeMON NpoOJeMbl, JaeTcs KPUTUYECKHH aHalu3
JUTEPATypPhl M TIOKA3BIBAIOTCS TMO3UIIH HCCIIe0BaTeNel. B MpakTHUecKoM pasjiesie H3J1aratoTcs
METO/BbI, XOA, M PE3ylbTaThl CAMOCTOSTEIbHO IPOBEJCHHOTO HCCIEAOBaHUs (€cau OHO
npezmnonaraercs). B OCHOBHOI 4acTH MOTYT OBITh TaK)Ke IMPENCTAaBICHBI CXEMBI, JHArPaMMBI,
TaOJMUIIBI, PUCYHKH, KOTOpbIE Ha IyOJMYHOM BBICTYIUIEHMM MOTYT OBbITh MpPEJCTaBICHHI B
Ka4eCTBE WJUTFOCTPAIIMOHHOTO MaTepraa;

3) 3aKIIOUCHHE — COJACPKUT MTOTH PadOThI, BBIBOJBI, K KOTOPBHIM IPHIIET aBTOp, H
peKOMeHAanuu. 3aKIIoueHHe JOJDKHO OBITh KPAaTKUM, O0S3aTeNbHBIM H COOTBETCTBOBATH
MOCTaBJIEHHBIM 3ajayam;

4) 0030p HCIOJIB30BAHHBIX HCTOUHUKOB.

ITpumepHas npoueaypa myOIMYHOTO IPEACTABICHUS JOKIaIa:

—  BBICTYIUICHHE JIOKJIATINKA (JIOKJIaTIUKOB);

—  CHOyLaTeiH U IpenojaBaresb 3a/1al0T YTOUHSIOIME BOIIPOCH HA TOHUMAaHHE;

—  JTOKJIQYMK (JIOKJIATIMKN) OTBEYAIOT Ha BOMPOCHI,

— CcHOymarteiad 33JaloT JIUCKYCCHOHHBIE BOIPOCHI M BBICKAa3bIBAlOT OIICHOYHBIE
CYXKJICHUS;

— JOKJIQTYUK (JIOKJIQAUYUKN) OTBEYAIOT Ha BOIIPOCHI;

- NPEero/IaBaTelh MOIBOIUT UTOTH U BBICKA3bIBAET OIICHOYHBIC CY)KJICHHS O TOKJIAJIC.

ITo ycMoTpeHHIo npernoaaBaTenis J0KIa bl MOTYT OBITh ITPEJICTABICHBl HA CEMUHAPAX,
HAYYHO-TIPAKTHYECKUX KOHPEPEHIIHSX, a TAK)KE UCTIOIb30BaThCS KaK (JOPMBI TEKYIIIETO
KOHTPOJIS 110 MPONUICHHBIM TEMAaM.

[TpumepHBIe KPUTEPUH OIICHKH pedepara:

— aKTYyaJbHOCTb TEMbI UCCIIEIOBAHUS;

- COOTBETCTBHUE COJICPIKAHHSI TEME;

— riyOuHa mpopaboTKu Marepuaia; coOmojieHHue TpeOOBaHUM K 0(hOpMIICHHIO;
YMEHHUE JIeNaTh BBIBOJIBI.



Kpurepun oneHku:

O1eHKa «OTJIIMYHO» — BBITIOJIHEHBI Bce TPeOOBaHMS K HAITMCAHUIO U 3amuTe pedepara:

o0o3HaueHa MnpoOiemMa M OOOCHOBaHAa €€ AaKTyallbHOCTb, CJeJlaH KpaTKUW aHaiu3
Pa3IMYHBIX TOYEK 3PEHHUS Ha pacCMaTpUBAEMYIO MPOOJIEMY M JIOTUYHO M3JIOKEHA COOCTBEHHAs
no3uIHs, ChOPMYIIMPOBAHBI BEIBOJIBI, TEMA PACKPHITA IOJHOCTHIO, BBIEPKaH 00BEM, COOTIOICHBI
TpeOOBaHUSI K BHEIIHEMY O(OPMIICHHIO, TaHbl MpPAaBUJIbHBIE OTBETHl HA JONOJHHUTEIbHBIC
BOIPOCHI.

OreHka «XOpoIIo» — OCHOBHBIE TpeOOBaHUs K pedepary u ero 3aliuTe BHIIOJIHEHBI, HO
IPU ATOM JIOMYILIEHBI HEOUEThl. B 4acTHOCTH, UMEIOTCS HETOYHOCTH B U3JIOKEHUU MaTepHana;
OTCYTCTBYET JIOTHYECKasl MOCJIEOBAaTEIILHOCTh B CYXKACHUAX; HE BblIepkaH o0beMm pedepara;
UMEIOTCS YIyIIEeHUs B 0QOpMIICHUH; Ha IOMOJIHUTENIbHbBIE BOITPOCKI IIPH 3aLIUTE JaHbl HETIOJIHbIE
OTBETHI.

OneHka «yIOBIETBOPUTEIBHO» — UMEIOTCSI CYIIECTBEHHBIE OTCTYIUICHHS OT TpeOOBaHUM
K pedepupoBanuio. B yacTHOCTH, TeMa OCBELICHA JHIIb YAaCTUYHO; JOMYLICHBI (pakTHdYecKue
OIIMOKK B coJepKaHUU pedepaTa WM MPHU OTBETE HA JOMOJHHUTEIbHBIE BOMPOCHI; BO BpEeMs
3alUThl OTCYTCTBYET BBIBOI.

OneHka «HEYAOBIETBOPUTEILHO» — TeMa pedepaTta HE pacKpbiTa, OOHAPYKHUBAETCS
CYLLIECTBEHHOE HEIOHUMAaHNE IPOOJIEMBI.

Texkymmii KOHTPOJIb OCYIIECTBISIETCS €KEHEJEIbHO B COOTBETCTBHE C PACIHCaHUEM
3aHSATUA HA CEMHUHAPCKOM 3aHSITHHU; TMPOMEXYTOYHBIM KOHTPOJb IO MTOraM H3yYCHUS
JTUCIUIUIMHBI OCYIIECTBIsETCS B (POpME OLIEHKH YCTHBIX UM MUChMEHHBIX OTBETOB HA 3aueTe U
MMCbMEHHBIX WU YCTHBIX OTBETOB IO BOMPOCHI.

NuauBuayaibHble KOHCYJBTAIMH 110 TPEIMETY SBISIOTCA BaXXHBIM (DakTopoMm,
CIOCOOCTBYIOLIMM MHJMBUIyalU3aluyd O0yUYEHUSI U YCTAHOBJICHUIO BOCIIUTATEIbHOIO KOHTAKTa
MEXIy TMpernofaBaTeieM W OO0y4aroluMcs HWHBJIUIOM WM JIMIOM C OrPaHUYECHHBIMU
BO3MOXKHOCTSIMH 3710POBBSI.

B ocBoeHun aucHMIUIMHBI MHBAIUAAMU U JULAMU C OFPAHUYEHHBIMU BO3MOXHOCTSIMHU
3/10pOBbs OOJIBIIOE 3HAYEHHE HMEeT WHJMBHJyalbHas ydeOHas paboTa (KOHCYJIbTallUu) —
JIOTIOJTHUTEIBbHOE pa3bsiCHEHUE Y4eOHOro MaTepuara.

Memoouueckue pekomenoayuu, onpeoensioujue npoyeoypvl OUeHUBAHUL OMEEMOE 8
npouecce yCmHno20 uiu RUCbMEHHO20 OnRPoca:

Kpurepnn onenku:

«YIOBIETBOPUTEIHHO»/ «3aUT€HO» - CTYICHT UMeeT (hparMeHTapHbIE MPEICTABICHUS O
COJIEp’)KaHUU 3asBJICHHOM TEMbl MPOOJIEMHOIO CEMUHAapa, YaCTUYHO OCBOWJI IOHSATHUITHO-
KaTeropuaJibHbIN ammapar;

«XOpOIL0»/ «3a4TEHO» - CTYACHT JEMOHCTPHUPYET OOIIue 3HAHMS IO 3asBICHHON TeMe
MpoOJIEMHOTO CEMHHApa, YMEET YCTaHABIMBATh CBSI3U MEXKAY TEOPETHUECKUMHU MOHATHSIMH U
AMITUPUYECKUMH (PaKTaMU;

«OTJIMYHOY»/ «3aYTE€HO» - CTYACHT AEMOHCTPHUPYET CHUCTEMHBIC 3HAHUS IO 3asBICHHOMN
TeMe MPOOJIEMHOT0 CEMHUHApa, YMEET YCTaHABIMBATh CBSI3U MEXAYy TEOPETUUECKUMHU MOHITHIMU
U OMIAPUYECKUME PakTaMu, GOopMyTUPYET aHATUTHIECKIE 0000IIEHUS U BBIBOIBI.

Memoouueckue pekomenoauuu, onpeoenarouiue npouedypsl OUeHUBAHUA YUACmUs 6
ouckKyccuu:

OCHOBHOH akKIIEHT MPH MPOBEACHUU TUCKYCCHHM Ha CEMHUHAPCKOM 3aHATHUHU JelaeTcsl Ha
MOWCKE HOBOTO aKTyaJhbHOTO MaTepuaia K CEeMHHapy W aKTUBHOCTH €r0 OOCYXICHHS B XOJe
TUcKyccHud. Jluckyccusi Ha ceMHHape MpakTUKyeTCs B ciyyae, Korja HeoO0X0IuMO O3HAKOMUTD
CTYZCHTOB C MPOOJIeMOH, UMEIOLIEH HEOTHO3HAUYHOE OCBEIICHNE B HayKe U mpakTuke. [Ipu aTom
BOXHO, 4YTOOBI HMCTOYHMKH WH(POPMAIMK, KOTOPHIMU TOJB3YIOTCS CTYACHTHI, OBbUIA
pa3HoOOOpa3HBIMHU, TPEACTABISUIM pa3Hble TOYKM 3peHus Ha mpodnemy. llpu mnpoBeneHuH
JTUCKycCHMHM B Takod (opme mpernojaBareib HANpaBiseT IUCKYCCHIO, 3aJaeT BOIPOCHI,
OKUBJISIONINE €€ X0/, U HAIIPaBIIsieT B INTyOOKOe pycIo.

Kpumepuu oyenku:



«OTIAMYHO» | «3aUTEHO» - CTYJCHT AKTHBHO YYacTBYeT B IUCKYCCHH, JIOTUYHO W
MOCJIEIOBATEILHO BBIPAXKAET CBOM OTBET, JEMOHCTPUPYET 3HAHMS, KOTOPHIE COOTBETCTBYIOT
00BeMy UX PACKPBITHSI; MPABUIBHO HCIOJB3YET HAYYHYIO TEPMHUHOJIOTHIO B KOHTEKCTE OTBETA;
JEMOHCTPUPYET YMEHHS OOBSCHSTH MPUYUHHO-CICACTBEHHbIE U (DYHKIMOHAIBHBIC CBS3U HA
npumepax; GopMyIHpoBaTh COOCTBEHHBIE CYXKACHUS U apTyMEHTHI.

«xopomio» / «3auTeHo» - CTYJACHT JOIMYCKaeT MAaJIO3HAYUTEIIbHBIC OINMOKH, WU
HEJOCTAaTOYHO, IMOJIHO PACKPBUI COJAEpKaHHE BOIPOCa, a 3aTeM He CMOI' B Ipolecce Oeceibl
CaMOCTOSITENIbHO JaTh HE0OX0AUMbIE TONPABKU U JTOTIOTTHEHHUS.

«yIIOBJICTBOPUTEIBHO» / «3a4TEHO» - B OTBETE MOIMYIICHbI 3HAYNTEIbHBIC OUIMOKH, UK
B HEM HE PACKPBIThI HEKOTOPBIE CYIIECTBEHHBIE ACIEKTHI COACPNKAHUSA, WIH CTYJEHT HE CMOT
MOKa3aTh HEOOXOJUMbIE YMEHHUS.

Memoouueckue  pexomenoayuu,  onpeodenaloujue  NPoUeoypvl  OUCHUGAHUSA
mecmupoeanusn 3HAHUIL

Kpumepuu oyenxu:

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

«XOPOIIO»/ «3a4TEHO» - IaHO HE MeHee 75% NpaBUIIBLHBIX OTBETOB,;

«YIOBIETBOPUTEIBHO» / «3a4TEHO» - JAaHO HE MeHee 65% MpaBUIbHBIX OTBETOB.

Memoouueckue  pexomenoayuu,  onpeodenawuiue  npoueoypvl  OUCHUGAHUS
UHOUBUOYAIbHO20 RUCOMEHHO20 3A0AHUSL.

Kpumepuu oyenxu:

«OTJIMYHOY / «3aUTEHO» BBICTABIISIETCS CTYJCHTY, €CJIU CTYACHT OOHAPY> KU BCECTOPOHHEE
CHUCTEMAaTHUUYECKOE 3HAHHE MPEAJIOKEHHBIX MpErnojaBareyieM i aHajdu3a HAy4HBIX TEKCTOB,
MUCbMEHHO CHOPMYIIUPOBAJl OTBETHl Ha MOCTABIECHHBIE BOIMPOCHI, PabOTy CIal B CPOK.

«XOpOIIO» / «3aUTEHO» BBICTABIISICTCS CTYJCHTY, €CIU CTYJACHT MPABHIBLHO MPUMCHSCT
TEOPETUYECKHE MOJOKEHHS IIPU PEIICHUHU MTPAKTHUECKUX BOMPOCOB U 33/1a4, OJHAKO MPU OTBETE
Ha OT/IETIbHBIE BOIPOCHI IOMYCKAET HEKOTOPhIE HETOUHOCTH.

«YIOBIETBOPUTEIHHO» / «3aUTE€HO» BBICTABISETCS CTYJEHTY, KOTOPBIA MMEET 3HaHUS
TOJILKO OCHOBHOTO MaTepHalla, HO He YCBOMJI €r0 JIETalIM, JOMYyCKAaeT HETOUHOCTH, HE0CTAaTOYHO
MpaBUIIbHBIE (POPMYIUPOBKH B MUCEMEHHOM OTBETE.

«HEYJIOBIICTBOPUTEIbHO» | «HE3aUTEHO» BBICTABIIACTCS CTYACHTY, OMYCTHUBIIEMY
MPUHIMITUATBFHBIEC OMIMOKHY B BHIMOJIHEHUH MIPETYCMOTPEHHBIX MIPOTPAMMO 3aJaHH.

Memoouueckue  pexomenoayuu, onpedenaiouwiue - npoueoypy - OUEHUBAHUA
npezenmayuu:

Kpumepuu oyenxu:

COTJIMYHOY»/ «3aUTEHOY» - MPE3EHTAIMs aJeKBATHO OTPa)KaeT COAEpKaHHE U CTPYKTYPY
c(hopMyJIMPOBAHHOTO 3aJaHUsl; CTYJCHT TBOPUYECKH IMOJOIIE] K BHU3yalIM3allid MaTepHalia; B
myOJIMYHON 3aIIUTe OTPAKEHBI AaHATTUTHYECKHE 0000IIIEHUS U BBIBOIBI,

«XOpomIo»/ «3a4TEHO» - TMPE3CHTAIUs YaCTUYHO COOTBETCTBYET TPEOOBAHMSIM,
NPEeIbSBISEMBIM K COACPXKAHUIO U CTPYKType 3aJaHusi; B MyOIMYHON 3alUTe OTpPaKeHbBI
(dbparMeHTapHbIE aHATUTHYECKHE 000OIICHHS 1 BBIBOIBI;

«YIOBIETBOPUTENBHO» / «3aUTE€HO» - TPE3eHTAlMsl YacTHYHO COOTBETCTBYET
TpeOOBaHUSAM, TPEABSIBISIEMBIM K COJCPKAHUI0O H CTPYKTYpPE 3aJaHus; OTCYTCTBYIOT
AHATUTUYECKHE OOOOIIICHHS U BHIBOJIBIL.



7. MaTepuaibHO-TEXHUYECKOE oDecredeHne 1o JUCHUIInHE (MOIYTI0)

[To Bcem BuaaM y4yeOHOW MAEATENBHOCTH B paMKax TUCIMILIMHBI HWCIOJIB3YIOTCS
ayJIMTOpUH, KaOMHETHI U JIA0OPATOPUH, OCHAIEHHBIE HEOOXOTUMBIM CHEIUATU3UPOBAHHBIM U
71a00paTOPHBIM 000PYIOBAHUEM.

HaunmenoBanue cnienuanbHbIX | OCHAIIEHHOCTh cnenuanbHeix | Ilepedenn
OMENIECHUN HOMEIEHUHN JIMIEH3UOHHOI'O
IPOTPaMMHOTO
obecrnieueHus
VYueOHbIe ayIUTOPHU st | Mebenb: yuyeOHas MeOelb Microsoft  Office:
MIPOBEICHUS 3ansTuil | Texuuueckue cpenctpa ooydenus: | Word; Excel,
JIEKIIMOHHOI'O TUIIA 9KpaH, IPOEKTOP, KOMIIBIOTED PowerPoint.
YuebHbIe ayIUTOPHUU it | MeGenb: yueOHas meOeb Microsoft  Office:
MIPOBEACHUS sansTuil | Texuuueckue cpenctsa odydenus: | Word; Excel,
CEMHUHAPCKOT'O TUIIA, TPYIIIOBBIX U | 3KpaH, IPOEKTOP, KOMIBIOTEP PowerPoint.
UHIUBUAYAIbHBIX KOHCYNbTaluM, | O00pyaoBaHUeE:
TEKYIIETro KOHTPOJIS u
IPOMEKYTOYHOM aTTECTAINH
VueOHbIe ayJUTOPUU i | MeOenb: yaeOHas MmeOeb Microsoft Office:
MIPOBEACHUS npaktrueckux | TexHuueckue cpencrsa ooydenus: | Word; Excel,
3aHATHUH. 9KpaH, MPOEKTOP, KOMITBIOTED PowerPoint.
O6opyaoBanue:

JUis  caMocTOATENbHOW  paboThl  OOy4aroUIMXcs  MPEAYCMOTPEHbl  IOMEIIECHHUS,
YKOMIIJIEKTOBAaHHbBIE CIIEIIMATU3UPOBAHHOM MeOeblo, OCHAIEHHbIE KOMIIBIOTEPHON TEXHUKOH ¢
BO3MOXHOCTBIO MOJKIIOUEHUs K ceTu «lHTepHeT» U o0ecreueHueM J0CTyna B AIIEKTPOHHYIO
UH(POPMALMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

HaumenoBanue OcHaleHHOCTh TOMEIIEHHH JIJIs1 CAMOCTOATENbHON Ilepeuens
MTOMEILICHU N 1151 paboThI OOYHAFOIIMXCS JMLIEH3UOHHOTO
CaMOCTOSITENIbHOM POrPaMMHOTO
paboTsl obecrieueHus
00y4Jarmuxcs
ITomerenue it | MeOenb: yueOHas meOeb Microsoft
CaMOCTOSITEIILHOU Kommiekt CHeIHaTu3UPOBAHHON mebenu: | Office:  Word,
paboThl KOMIBIOTEPHBIE CTOJIBI Excel;
o0yyaromuxcs OOopymoBaHHe:  KOMIBIOTepHass  TexHuka ¢ | PowerPoint.
(unTanbHBIN 3aJ1 | MOJKIIFOYEHUEM K MH(OPMAaLIOHHO-
Hayunou KOMMYHUKAIMOHHOU ceTH «HTEepHET» 1 10CTynIOM
O1OIMOTEKH) B ANEKTPOHHYIO MH(OPMAaLIMOHHO-
00pa30BaTeNbHYIO cpeny o0pa3zoBaTenbHOU

OopraHu3alunu, Be6'KaMepI)I, KOMMYHHKAIIUOHHOC
obopynoBaHue, obecredynBaroiee JOCTYIl K CETH
UHTEPHET (MPOBOTHOE COSTMHEHUE U OECITPOBOIHOE
coeaunenue mo texuonoruu Wi-Fi)

ITomerenue it | Mebenb: yueOHas meOeb Microsoft
CaMOCTOSITEILHOMI Komrirext CHeIHATU3UPOBAHHON mebemu: | Office:  Word;
paboThI KOMITBIOTEPHBIE CTOJIBI Excel,

obOyuaromuxcs (ayn. | OOopynoBaHue:  KOMIIbIOTEpHass ~ TexHuka ¢ | PowerPoint.
413) MOAKIOYEHUEM K MH(OPMaLIMOHHO-




KOMMYHHUKAIIMOHHOU ceTH «HTepHEeT» U T0CTYIIOM
B AIEKTPOHHYIO nH(OPMAaLILOHHO-
00pa30BaTeNbHYI0 cpeny o0pa3oBaTenbHOU
OpraHu3anuy, BeO-KaMepbl, KOMMYHHUKAIIMOHHOE
obopyioBanue, oOecrneynBaroliee JOCTyl K CETH
MHTEPHET (IIPOBOJHOE COEAMHEHHUE U OECIIPOBOIHOE
coeaunenue mo texuonoruu Wi-Fi)




