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Pabouas nporpamma auciurmmael b1.B.01.02 «Cuctema pokymeHTauuu
OpraHW3alii» COCTaBJICHAa B COOTBETCTBHH C (pemepanbHBIM TOCYIapPCTBEHHBIM
oOpa3oBaTelbHBIM ~ CTaHJApTOM Bbicmiero obpazoBanusi (OI'OC BO) 1o

HAIPaBJICHUIO TIOATOTOBKK / crenuanbHOCTH 46.03.02 JIOKyMEHTOBENICHUE U

APXUBOBCACHHUC

[IporpaMmy cOCTaBWIIM:

Tonuka Mapuna BsiuecnaBoBHa,
JOIIEHT Kadeaphl,

KaHIUJAT UCTOP. HAyK, JOLECHT

Jlanckas Jlapesa BnagumuposHa,
3aBenyromuii kadeapou,
KaHJ. 9KOH. HayK, JOLICHT
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Pabouyast mporpamMma JUCHMILIMHBI yTBEPAKI€HA Ha 3acelaHnu Kadeapbl 0011ero,
CTPATEruH4ecKoro, MH(HOPMALIMOHHOTO MEHEIKMEHTA U OU3HEC-TIPOLIECEOB -
rpotokost Ne 18 ot «16» anpensa 2024 . ¢ ~/ g%
3aBenytomuid kadeapoii(pazpaboTunka),
KaHJ. 9KOH. HayK, JOLIEHT

VYTBepkIeHa Ha 3acelaHni Y4eOHO-METOMYECKOM KOMUCCUU (aKyJIbTeTa

YIOPABJICHUSI U ICUXOJIOTUU ;
npotokoi Ne 4 ot «22» anpens 2024 . //7/
[Ipencenarens YMK dakynsreta [mo0yns E.FO. e

ITOJIHCH

PenienseHTsr:
Heryna Cepreii AjleKceeBUY - PYKOBOAMTEIND [ 0Cy1apCTBEHHOTO Ka3€HHOTO
yupexaeHnus: Kpacnonapckoro kpast «l ocynapCTBEHHBIN apXUB
KpacHomapckoro kpasp».

Knouko Enena HukomaeBHa - JOKTOp JKOHOMHUYECKHUX HaykK, Ipodeccop
kadenper menemxmenta DPI'BOY BO «Kybanckuifi rocymapCTBEHHBIN
arpapHbI YHUBEPCUTET), JOLECHT.



1 Hdesan v 3ap1aum U3y4YeHUs JUCUMILIMHBI (MOTYJIA)

1.1 Heab ocBOEHUS TUCHTUILIHHBI

Hens mucummumnbl: «CucTteMa JTOKyMEHTAllUM OpraHU3aluu» — CHOPMHPOBATH Y CTYACHTOB
LEJOCTHOE TMPEACTaBICHUE O HAMpaBJI€HUHU, OCBOUTH BIAJCHUE TEHACHIUSAMU Pa3BUTHUS
WH()OPMAITMOHHO-TOKYMEHTAIIMOHHOTO OO0ECIICUCHUs YIPaBJICHUS M apXUBHOTO Jejia, JaTh
HABBIKM COBEPIICHCTBOBAHUS OPTaHU3AIMH XPAHEHUS JOKYMEHTOB, ChOPMUPOBATH CIIOCOOHOCTH
COBEPIIICHCTBOBATH JIOKYMEHTAIIMOHHOE O0ECIICYCHHE YIIPABICHUS.

Lenu n3ydeHust TUCUMILIAHBIL:

1) hbopMupoBaHrE HAYYHOTO MIPEACTABICHHUE O CTPYKTYPE i OCHOBAX (DYHKIIMOHUPOBAHUS CUCTEM
JIOKyMEHTAI[MX OpraHU3alllK, UX COBPEMEHHOM COCTOSIHUM U MEPCIIEKTUBAX Pa3BUTHS;

2) npuoOpeTeHWe 3HAHMK O KOHICMIMAX, JIeKAIIMX B OCHOBE CHCTEMbBl JTOKyMEHTAIIUU
OpraHu3alluy;

3) oBiajieHHE MHCTPYMEHTAMH M TEXHOJOTHUSMH CO3JIaHMsI, MAPIIPYTHU3AIUU U apXHUBUPOBAHUS
JIOKyMEHTOB B OpTaHU3alIUH;

4) npuoOpeTeHNE MPAKTUYECKUX HABBIKOB PA0OTHI C CHCTEMAaMH JIOKYMEHTAIIMKM OPTaHU3aI1H.
JucuuriuHa paccMaTpuBaeT JBOJIIOIMIO PA3BUTUS CHUCTEMBI JIOKYMEHTAIlUM OpTraHU3allNH,
METO/bl cOOpa, CUCTeMAaTU3allud U XpaHeHUs MHPOpPMAIMH, a TaKXKe yIpaBlieHUue HU(POBBIMU
nokymeHtamu. (Oco0oe BHHMaHWE yACNSETCS M3YyUEHUIO KOHIENMIUH  0e30yMa)KHOTO
JEJIONPOU3BO/ICTBA U TMEpexofa K JJIEKTPOHHOMY JOKYMEHTAllMOHHOMY COIPOBOXKICHUIO
MIPOLIECCOB YIPABJICHUS OpraHU3AIIH.

1.2 3agauu AUCHMIINHBI

JU1st TOCTHKEHUS LIeJIel pelaroTes CIeAyOLHe 3a1a41 U3yYeHUs TUCHMIUIMHBL: Teopemuyeckast
KOMNOHeHma

1) u3ydyeHne OCHOBHBIX TEXHOJIOIMI CHCTEM IOKYMEHTHPOBAaHUS;

2) u3y4eHue TEPMUHOB B 00JIACTH CUCTEMBI JOKYMEHTOOOOPOTA U JI€JI0IPOU3BO/ICTBA;

3) u3ydeHHe METOIOB aHaiM3a LUQPPOBBIX JOKYMEHTOB M IMPOrPaMMHBIX IUIATGOpPM A HUX
peanu3anuu.

Ilosnasamenvhas komnonenma

4) wu3yuyeHue OSBONIOIMHU PA3BUTHS CUCTEMBl JOKYMEHTALlMM OPTraHM3allUd W KOHILENIUN
JIOKYMEHTUPOBAHUS YIIPaBICHYECKON JEATEIBHOCTH;

5) ¢opmupoBaHuE NPEICTABIECHHUS O METONOJIOTHYECKUX OCHOBAaX CO3JaHMsl IMOACHCTEMBI
JIeNIOTIPOU3BO/ICTBA Ha 6a3e HU(PPOBBIX TEXHOJIOTHIA;

IIpakmuueckas komnonenma

6) ymeHue chopMyIupoBaTh TPeOOBaHHS K CUCTEME IOKYMEHTAIlUU OpTraHU3aliH;

7) npuoOpeTeHHue OmbITa PelIeHUs] MPAKTUYECKUX 3a/ad CPeACTBAMHU CHUCTEM JOKyMEHTAIUH
OpraHH3aI|Hy.

1.3 MecTo aucuuiuinHbl (MOAYJIsl) B CTPYKTYpe 00pa3oBaTeIbHOM NPOrpaMMbl
Juctumimaa «CucreMa JOKyMEHTAllMM OpraHu3aluu» OTHocuTcs K broky JlucuumnianHbl
(Momynu), hopMHpyeMOH y4acCTHUKOM 0Opa3oBaTenbHbIX oTHOeHniH Moayns 1 "HopmarusHo -
METOMYECKOe OOecCledeHnue yNpaBleHus TOoKyMeHTarued B Poccum 3a pyoOexxkom" ydeOHOTO
riaHa. M3ydaercs oHa B 3 cemecTpe ouHON (opMbI 00yueHus1, 6a3upyercss Ha 3HaHUAX, YMEHUIX
U HaBbIKaX, MOJYYEHHBIX Ha MEPBBIX ABYX Kypcax IOATOTOBKM. B cBoro ouepeab oOHa
oOecrieynBaeT H3y4eHHUE CIEAYIOMUX JAUCHUIUIMH: OJIEKTPOHHbIE AapXWBBI W apXUBHBIN
aytrcopcutr, LludpoBble TexHONOrMH B JOKYMEHTOBEACHMM M apXuBoBeneHUH, (OCHOBBI
AIEKTPOHHOTO JJOKYMEHTO000OpOTa B OpraHu3aluy, TeXHOIOTUU OIU(PPOBKH U PETPOKOHBEPCHUS
JIOKYMEHTOB U JIp.

VYyebHast nporpamMma JTUCHMITIMHBI «CHCTeMa JOKYMEHTAI[MM OpraHu3alyny MpelycMaTpUBaeT
MpPOBEICHUE 3aHATUH B GopMe JEeKIHi, NpakThdeckux 3aHsaTui. OHa TMOATOTOBIEHA B
COOTBETCTBUM TPeOOBAHUSAMHU, NPeabsBICHHBIME ¢ TpeboBaHusiMu @I'OC BO 3++.



JlocTrkeHme 1eTu COPOBOXKIACTCSI PACKPBITUEM Tepe] CTyAeHTaMu (GyHIaMEHTaIbHBIX 3HAHUN
B 00NacTsSX, CBA3aHHBIX C CHUCTEMaMH JOKYMEHTAIIMM OPTraHWU3allid, KOTOPHIC BCIIEICTBUE
HENPEPHIBHOTO OOHOBJICHHSI U M3MEHEHHUS B allllapaTHBIX CPEJICTBAX HAXOISAT BaXXHOE MECTO B
dbopmMupoBaHUN MHPOPMAITTOHHO-TEXHOJIOTMYECKOTO TIOTEHIINAA MPEIIPUATHS, YTO 00CCIICUUT
IIPOYHOE U CO3HATEJIBHOE OBJIAJCHHUE CTYJACHTAMU OCHOBAMHU 3HAHUW O MPOLECCAX IMOITYYEHUs,
XpaHeHHs, Tmepeaaun u npeolOpasoBaHus HH(PoOpManMu. 3HAHUS TOCTPOSHHUS CHCTEMBI
JOKYMEHTAIlMM OpraHM3allly, pa3padO0TKH, aJMHUHUCTPUPOBAHUS U TEXHOJOTHMH JOCTyIa
HEOOXOIUMBI JUIsl ycliexa JII00O0ro CIeruaiucTa Mo JoKyMeHToBeneHuro. Ilepen crymentamu
PacKpbIBAIOTCA 3HAYEHUS] CHUCTEM JOKYMEHTAllMM OpPraHU3allMM B Pa3BUTUU COBPEMEHHOIO
obmectBa. Bxoze oOydeHHS CTYOEHTHI JOJDKHBI HaydaTcs CO3HATENIbHO W palMOHAIBHO
HCIIOJIB30BaTh BO3MOXKHOCTH, IPENOCTABISEMbIE KOMIIBIOTEPHOW TEXHUKOHM, [UISl pEUICHUs
pa3HOOOpPa3HBIX YIPABIEHUYECKUX 3a/1au.

1.4 IlepedyeHb IUIAHHUPYEMBIX Ppe3yJbTaTOB O0y4YeHHUS] 1O JAWCHMILIMHE (MOAYJIIO),
COOTHECEHHBIX C INIAHUPYEMbIMH Pe3Y/JIbTATAMH OCBOCHHs 00pa30BaTEJbHOH IPOrPaMMBbI
W3ydenue naHHOW Y4eOHOH TUCHUIUIMHBI HAIPABICHO Ha (QOPMHUPOBAHUE y OOYYArOIIMXCS
YHHMBEPCAJIbHBIX U 00IIEeNPOPECCHOHAIBHBIX KOMITETEHIIN:

Koa n HammeHoBaHue Pe3ynbrarbl 00y4yeHus 0 JMCUMILIAHE (3HAET, yMeeT,
HHAMKaTOpa® BJaJeeT (HABbIKH M/WJIM ONBIT AeATeJIbHOCTH))

IIK — 2. CnocobeH K OpraHuzaluy JOKYMEHTHPOBAHHUS YIPABICHYECKOH AEATENbHOCTH B

OpraHu3aIMu

NIIK-2.1. Opranusyer | 3HaeT, Kak  JOKyMEHTHPOBAaTb  YIIPaBJICHUYECKYIO

JIOKYMEHTHUPOBaHUE JeSITENIbHOCTh

YIPaBJIEHYECKOW AEATENBHOCTH B | YMEET IPUMEHSTh CUCTEMbI JJOKYMEHTHPOBAHUS

OpraHu3anuu Biageer HaBbIKaMu TOKyMEHTUPOBAHUS YIIPABIECHUYECKON
JeSITEJIbHOCTH B OPraHu3aluu

NIIK-2.2. [Tpumensier | 3Haer  WHPOPMALMOHHBIE  CHUCTEMBI  PabOTBI ¢

MH(OPMAIMOHHBIE CUCTEMBl B | JOKYMEHTAMHU
YIPaBJIEHYECKOM JEATENBHOCTH B | YMeEeT NPUMEHATh HH(OPMALIMOHHBIE CUCTEMBI B pabOTe C
OpraHu3anuu JOKYMEHTaMH
Bnaneer ombiToM paboTel ¢ MHGOPMALMOHHBIMU
CUCTEMaMHU B  YINpPaABICHYECKOM  JEATEIbHOCTH B
OpraHu3aIMu

PesynbraTel 00yueHHs MO JUCHMIUIMHE JOCTUTAIOTCS B paMKaX OCYIIECTBJIECHHS BCEX BHUJIOB
KOHTaKTHOM M CaMOCTOATEIbHOW paboThl 00yYaroIIMXCS B COOTBETCTBUU C YTBEP)KICHHBIM
y4eOHBIM IIJIAHOM.

2. CTpyKTYypa M coiep:KaHHe JMCIHIIIHMHbI

2.1 PacnpeaesieHue TPyA0€MKOCTH JUCHUILIMHBI 110 BUAAM padoT

OO6mast TpyIo€MKOCTh TUCHUILUIMHBI cocTaBiseT 3 3a4. ea. (108 uwaca), ux pacmpenereHue mo
BUJaM paboT MpPEJCTaBICHO B Ta0IuLe



Bunsi pador Bcero yacos

®opma 00ydeHus1

oYHas
1 cemecTp 2 cemecTp
KonrakTHas pa6oTa, B TOM uncJje: 50,3 50,3
AyauTopHBIe 3aHATHS (BCero):
3aHATHA JIEKIIMOHHOTO THIIA 16 16
JlabopaTopHbIe 3aHATHS
3aHATHS  CeMHWHApCKOro  Tuma  (ceMuHaphl, | 34 34
MTPAKTHYECKUC 3aHSTHUS)
HNnas xoHTakTHAsA padora:
Kontpons camoctosTensroit padotsl (KCP) 2 2
IIpomeskyrounas arrecrarus (MKP) 0,2 0,2
CamocTosiTejibHasi padoTa, B TOM Yncie: 55,8 55,8
Kypcosas paboma/npoexm (KP/KII)
(noozomoska)
Koumponwvnas paboma
Pepepam/scce (noocomoska)
Camocmoamenvhoe uzyyeHue pazoenos,
Ccamono02omosKka (npopabomka u NnOGMoOpeHue
JIEKYUOHHO20 MAMepUuala U Mamepuana y4eOHuKos
u VueOHbIX nocobuil, no020MmoeKa K
1a00pamopHbIM U NPAKMUYECKUM  3AHAMUAM,
KOJLIOKSUYMam U m.o.)
[ToaroToBKa K TEKyIeMy KOHTPOITIO
Koutpoan:
IToaroroBka K 3auety
O0mas TPy10eMKOCTh Jac. 108
B TOM 4YHCIe 52,2
KOHTaKTHAas
pabora
3a4. el 3

2.2 CTpyKTypa IMCUHIIIHHBI
Pacnpenenenue Bu10B yueOHON pabOThI M UX TPYJOEMKOCTH MO pa3jiesiaM JAUCIUIITUHBI.
Pazpnensl (TeMbl) TUCHUIUIMHBI, U3y4aeMble BO 2 cemecTpe (ouHasi popma)

KonnuecTBo yacos

Bueaynur
AynutopHast
Ne HaunmenoBanwue pa3zuenos (Tem) OpHast
Bcero paborta
pabora
JI 113 JIP CPC
1. |BBenenue. MeTosibl M CIOCOOBI JIOKYMEHTHPOBAHUSI. 22 4 8 10
5 OpraHu3aiuoHHOE MPOEKTUPOBAHUE CITYIKOBI 3 4 3 20
] JIOKYMEHTOBEICHHUS M JIOKYMEHTOIIOTOKOB.
3 Opranu3zaius 1 TEXHOJIOTUS TOKyMEHTAIHOHHOTO 31 4 10 20
o0ecrieueHus! ypaBJIeHHS.
WndopmanmoHHble TEXHOIOTUH B JOKYMEHTAHOHHOM
4. |obecrieueHnH yrpaBJieHus 1 apxuBHOM jeine. Opranumsarms | 17.8 | 4 8 58
CEKPETapCKOTo 00CITyKHBAHHUSI
HUTOI'O no pazdenam oucyuniunol 105,8| 16 34 55,8
KonTpouns camocrosrensHoi paborsr (KCP) 2
IIpomexyrounas arrectamus (M1KP) 0,2
IMoAroToBKa K TEKyLIEeMy KOHTPOIIIO
OO61mas TpyI0eMKOCTh TIO JUCIUTLTHHE 108




[Tpumeuanne: JI — nmekmuu, [13 — mpaktudeckue 3ansatus / cemuHapsl, JIP — maGopartopHbie
3anatusi, CPC — camocrosTenbHas paboTa cTyieHTa
2.3 Coaep:xanue pas3iesioB (TeM) AU CHUININHbBI
2.3.1 3aHATHSA JEeKIMOHHOTO THIIA

Ne HaumenoBanue Conep:xanue pasaena (TemMbl) dopma
paszaena (TemMbl) TeKyLlero
KOHTPOJIsAA

1 Beenenne. Meroasl u | XapakrepucTuka y4eOHOW AMCHUIUIMHBI, ee | P
CIoco0bI MECTO M pOJIb B CHUCTEME 3HAHUM, CBS3b C
JOKYMEHTUPOBAHMS. | IPYTMMH  JUCUUIUIMHAMHU. JIOKyMEHT Kak

cucrema. CBoiicTBa W (QPYHKIMH JOKYMEHTOB.
Knaccudukanus JIOKyMEHTOB. Cucremsl
JOKYMEHTALUU.

2 OpranuzanoHHOe ®opmupoBaHuEe M XpaHeHue ge1 B [ O
IIPOEKTUPOBAHUE nenornpouspojctse. [loaroroBka u nepenaya aen
CITYKOBI B apXuB. DKCHEPTU3a LIEHHOCTH JOKYMEHTOB B
JOKYMEHTOBEACHHUS U | IenonpousBojacTse. OpraHusanuss apXUBHOTO
JOKYMEHTOIIOTOKOB. | XpaHEHUs1 JOKYMEHTOB. /[[el10BOM JOKYyMEHT.

Meroasl npoektupoBanHusi cucrembl  JIOVY.
[IpoexTnpoBanue UHPOPMAIMOHHON
MOJACUCTEMBI YIIpaBJICHUS

3 Opranu3zanus u | [IpoextupoBanue cucrem IgOKymMeHTOOOOpoTa. | P
TEXHOJIOT s Opranuzanus  palMOHAJIBHOIO  JBUXKCHMUS
JOKYMEHTAllHOHHOTO | JIOKYMEHTOB BHYTPH OPraHU3aLlUH.
obecrnieueHus
yIIPaBJICHUSL.

4 HNudopmannoHHble OcHoBHbIE 00BEKTHI U IPUHLHAIEL | D
TEXHOJIOTHH B | aBTOMaTHU3alllH B yIIpaBJICHUHU.
JNOKyMeHTalmoHHoM | [IpoekTupoBaHre O(QHUCHBIX CHCTEM Ha OCHOBE
obecrieyeHnn JOKyMEHTaJIbHBIX KOpHOpaTuBHBIX b/l.
yIpaBIECHUS U
apXUBHOM nene.

Opraauzanus
CEKpETapCKOro
00CITy’)KUBaHUS

2.3.2 3aHATHA CEMHHAPCKOIO THIA (MIPAKTHYECKHEe / CEMHMHAPCKHE 3aHATHA/1a00paTopHbIe

a0o0ThI)
Ne HaumenoBanue Conep:xanue pasjaena (TeMbl) DopMa TeKyLIero
pa3naesa (TemMbl) KOHTPOJIA
1 Bsenenne. Metoasl n | OpranusanioHHO-pacnopsauTensssle u | Omnpoc o
CIoco0bI MH(OPMALIMOHHO-CITPABOYHbBIE BOIpocaMm TeMsl. P
JOKYMEHTHPOBAHMsS. | TOKyMEHTHI. Jlemonpou3BOACTBO  Kak
npeIMeT  U3Y4YeHHs. Perucrpanus
JNOKYMeHTOB. KOHTponp ucCnosHeHUs
JIOKYMEHTOB. ABTOMaTH3aIUs
JIEJIONPOU3BOJCTBA.
2 OpranuzannoHHoe Pabota c nokyMmeHTamu | Ompoc 1o
MIPOEKTUPOBAHHE KOH(DUIEHIINAIbHOTO XapakTepa. | BOIpocaM TeMBbL. D
CITY>KOBI Jlenonpon3BOACTBEHHBIE  CITYKOBI, HUX

CTpYKTypa ¥ OpraHusaius paOoThl.




JOKyMeHToBeieHHus U | HopmupoBaHue u opranusanus Tpyaa B
JIOKYMEHTOIIOTOKOB. | paboTe ¢ TOKYMEHTaMH.

3 Opranuzanus u | Benenue MacCHUBOB KaJpoBbIX | Omnpoc 1o
TEXHOJIOTHS JOKYMEHTOB, HX Y4YeT, perucrpaunus, | Bompocam TeMsl P
JIOKYMEHTAllMOHHOI'O | ONIEPATUBHOE XpaHEHUe.
obecrnieueHus JIoKyMeHTaluoOHHOE obecrnieueHue
yIpaBJIEHUSI. paboThI KOJUIETHATIbHBIX OPTAaHOB.

4 Opranuzanus AJIMUHUCTpPATUBHBIE ¢bynknun | KonTponbHas
CEKPETAPCKOT0 CEeKpeTapsl. Pernamenranus | padota. T
o0cyKUBaHUs JIOJKHOCTHBIX 00SI3aHHOCTEH CeKpeTaps.

[Ipy wu3yyeHHH IUCHUIUIMHBI MOTYT MPUMEHSTCS DJIEKTPOHHOE OO0Yy4YeHHE, AUCTAHLUOHHBIC
oOpa3oBareiibHble TeXHOJ0TUU B cooTBeTcTBUU ¢ PI'OC BO.

2.3.3 JIaGopaTopHbIe 3aHATHS He NPeLyCMOTPEHbI

2.3.4 KypcoBbie padoThl He IPeAyCMOTPEHbI

2.4 TlepeyeHb Y4YeOHO-METOIUYECKOT0 oOecnmevyeHHs] /sl CAMOCTOSITEJIbLHON PadoOThI
00yJalIIHXCS M0 JHCHHUILTHHE (MOLYJTIO)

No Bux CPC [lepeueHs yueOHO-METOANIECKOTO 00ECTICUCHNS TUCIUTUIHHBI IO BHIIIOJIHEHUIO
B CaMOCTOATEILHON PabOTHI
1 Pedepar, acce Meronndeckue peKOMEHIaMH 110 TOArOTOBKE IMMCHhbMEHHBIX PadOT CTYACHTaMH:

yue6HOo-MeToamdeckoe mocodue / B.B. Epmonenko, M.P. 3akaps, J[.B. Jlanckas,
M.A. Mupomamgenko, A.Il.  Capuenko, J[.A. [lerkuna. KyOaHckwuii
TOCYNapCTBeHHBIN yHUBepcuteT. 2022. — 73 c., yTBepXkIeHHbIE Kadempoit
00IIIero, CTPaTernyeckoro, WHPOPMAIMOHHOTO MCHE/PKMEHTa U OHW3HEC-
nporeccoB, mpotokos Ne2 ot 22.02.2022r.
2 Pedepar, acce. Jlanckass [I.B. IIpoOmeMbl MOKYMEHTAIIHOHHOTO MEHEKMEHTa |
KoutponbHas pabota. | jokyMeHTHPOBaHHUS JEATENBHOCTH KOPIIOpauu: Xpectomarus / M-Bo
Tecr obpazoBanusi W Haykum Poc. ®Denmepanum, KybOaHckuii roc. yH-T. -
Kpacuonap: [Ky6I'Y], 2013. 347 c.
3 Konrponenas padora | Comoryo O.I1. Jlenompou3BoacTBO: COCTaBICHHE, PEAAKTUPOBAHUE U
00paboTKa TIOKYMEHTOB: yueOHoe. 8-¢ u3fl., crep. M.: Omera-JI, 2013. 207
C.

Y4eOHO-MeTOINYeCKHe MaTepualibl JUIsl CaMOCTOSITEIbHONM pPabOThl OOYYaIOIIMXCS M3 4YHCIa
WHBAJIUIOB U JIMI[ C OTPAHUYEHHBIMH BO3MOKHOCTSIMU 370poBbsi (OB3) mpenocraBisitorcs B
dopmax, afanTUPOBAHHBIX K OTPAHUYECHUSAM MX 370POBbS M BOCIPUATHS HH(POPMAIIHU:

Jlist mun ¢ HapyIIEeHUSIMU 3pEHUS:

— B 11e4aTHOM (hopMe yBETMUYEHHBIM HIPUDTOM,

— B (hopMe JIEKTPOHHOT'O JTOKYMEHTA,

— B opme ayauocaiina,

— B mieyaTHoOU opme Ha si3bike bpaiins.

JUnist U1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOU opme,

— B (popMe PIIEKTPOHHOTO IOKYMEHTA.

Jlist mun ¢ HapyIeHUsIME OIIOPHO-/IBUTaTENILHOTO arnapara:

— B 1e4atHoi opme,

— B (hopMe IIEKTPOHHOT'O TOKYMEHTA,

— B opme ayauocaiina.



JlaHHBI TepeYeHb MOXET ObITh KOHKPETH3MPOBAaH B 3aBUCHMOCTH OT KOHTHHI'CHTA
00yJaromuxcs.

3. OOpa3oBaresibHbIe TEXHOJIOTMH, NPUMEHsieMble NPH OCBOEHHHW IMCUMILIUHBI
(MomyJin)

B npenogaBanuu Kypca HCHOIb3YIOTCSI COBPEMEHHBIE 00pa30BaATEIIbHBIE TEXHOIOTHUU:

- MyJIBTUMEIUNHBIE JIEKIIUH C AIEMEHTAaMU JIUCKYCCHUHU;

- JIEKIUU-TUCKYCCHUH;

- UH()OPMAIIMOHHO-KOMMYHHKATUBHBIE TEXHOJIOTHH, MCCIE0BATEIbCKUE METONbI B
00ydeHnH, MpobdIeMHOE O0yUeHHE.

KoMIeTeHTHOCTHBIN MOAXOA B paMKax IPENojaBaHUs JUCHMIUIMHBL peanusyercss B
UCIIOJIb30BaHUM MHTEPAKTUBHBIX TEXHOJOTMH M AKTUBHBIX METONOB (IIPOEKTHBIX METONUK,
MO3TOBOTO INTYypMa, pa300pa KOHKPETHBIX CHUTyallud, aHalW3a TIeJaroruyeckux 3ajad,
[eIaroru4ecKoro IKCIepUMEHTa, HHBIX (JOPM) B COUETAHUU C BHEAYIUTOPHOU pabOTOM.

Ha nexuusix m3nararoTcs OCHOBHBIE TEOPETUYECKHE IOJIOKEHUS M KOHLENLUHU Kypca,
JIaroIlye CTyAeHTaM HH(OpMaIHIo, COOTBETCTBYIOIIYIO IIPOrpaMMe.

3ajaua CEMHHApPCKUX 3aHATHI — pa3BUTUE Y CTYACHTOB HAaBBIKOB IO MPUMEHEHUIO
TEOPETUYECKUX MOJOKEHUM K peleHHIo MpakTuyeckux npodnem. C 3Toi 1enbio pa3paboTaHbl
3a/laHus JJIs BBIIIOJIHEHUS Ha ceMuHapax. OHU COCTOAT U3 U YIPAKHEHUI, OPUEHTUPOBAHHBIX HA
YCBOCHHE TEOPETUYECKOIO MaTepuala U yMEHHs €ro UCIOJIb30BaTh )i PEIICHUS TPAKTUYECKUX
3a/1au.

Ha cemunape orBoputcs Bpems I JUCKYCCHM, B KOTOPOM Y4YacTBYIOT AOKJIAIUUK,
MOATOTOBUBIIHIA COOOIIEHHE IO KAaKOW-THO0 MpakTHYecKoi mpodieme, ero onmoneHTs! (1 i 2
4eJI0BEKa), MOATrOTOBUBIINE KOHTPAPI'YMEHTBI, U IPyTUe CTYAEHTHI IPYIIIHL.

Eme omna ¢opma opranmzanuu pabOThl CTyAEHTOB — IOATOTOBKA YCTHBIX JOKJIAJIOB,
KOTOpBbIE IpeAcTaBiIsieT co00il HeOobIIoe HCCIeJOBaHUE 10 3aJaHHON Teme. [l oTBETOB Ha
MHUBUyaJIbHbIE BOIPOCHL, a TAKXKE JJIs IIOMOILIHU B OJrOTOBKE JTOKJIAI0B U UHIANBUYaJIbHBIX
3a/laHui IPELyCMOTPEHBI HHIUBUAYAIbHBIE KOHCYJIBTALUH MIPENoJaBaTers.

WNHupopmalinoHHble TEXHOJIOTUH, TPUMEHSIEMbIE IPU U3YUYEHUN JUCIUILIINHBL:
UCTOJIb30BaHHEe  HMH(OPMAIMOHHBIX  pPECypcoB,  JOCTYNHBIX B HH(OPMALMOHHO
TEJIEKOMMYHHKAI[MOHHOW ceTH MIHTepHeT.

Pemienue ropuanyeckux, SJKOHOMHUUECKUX (IPYTuX) 3a/1a4 ¢ IPUMEHEHHUEM CIIPaBOYHBIX
cucreM «l'apanT», « KOHCYIBTaHT +».

AnanTuBHBIE 00pa30BaTelIbHbIE TEXHOJIOIMH, TIPUMEHSIEMbIE IPU U3YUYEHUH JUCLIUIUINHBI
— JUId JIMI C OTPaHUYEHHBIMM BO3MOXHOCTSIMHU 3JI0pPOBbSl IPEIyCMOTPEHA OpraHu3alus
KOHCYJIBTALIMI C UCIIOJIb30BAHUEM IEKTPOHHOM MOYTHI.

4. OneHo4YHbIe CPeACTBA ISl TEKYILIEro KOHTPOJISl yCIIeBaeMOCTH U NPOMEKYTOYHOM
arrecTauuu

OneHouHble cpelicTBa MpeAHA3HAYCHBl JJIi KOHTPOJIS M OIEHKHM 00pazoBaTeNbHBIX
JOCTH)KEHUH 00yuarolMxcs, OCBOMBIIMX Iporpammy yueOHOM mucuuiuinabl «Cucmema
OOKYMEHMayuy Op2aHu3ayuu .

OneHouHbIE CpeCTBA BKIIOYAET KOHTPOJIbHBIE MaTEpHaibl JUIsl IPOBEACHUS TEKyLIero
KOHTpoJsA B (opme pedepata 1mo mpoOIEMHBIM BONPOCAM, PAa3HOYPOBHEBBIX MPAKTUUYECKUX
3aJJaHMi, IUCKYCCUU Y MPOMEKYTOYHOI aTTecTanuu B popme 3auera

CTpyKTypa OlleHOUYHBIX CPEACTB /JIsl TeKYIleil U MPOMEeKYTOUHOI aTTecTaluu



Ne Kon n Pesynbrarsl 00yueHUs HanmeHnoBaHue OLIEHOYHOIO
HalMEHOBaHHE cpeacTBa
MHJUKATOpa Texymui IIpomesxxyTounas
KOHTPOJIb arTecTauus
1 NIIK-2.1. 3HaHMs JOKyMeHTHpoBaHHus | Bonpocsl nns | Bompoc Ha
Opranuzyer YIIPaBJICHYECKON YCTHOTO 3auere 1 - 4
JOKYMEHTUPOBAHUE | IEATEIBHOCTH (MMCbMEHHOTO)
yIpaBJIE€HYECKOM orpoca o
NESTEIbHOCTH B TEeME, pazJeiny.
OpraHu3aluu HaBbiku poxymenTHpoBaHus | Pedepar, Bompoc Ha
YIPaBIEHYECKON JIOKJIA, 3agere S - 8
JeSITEIbHOCTH B OpPraHU3aluy | COOOLIEHNE,
Jcce
2 HIIK-2.2. 3nHanus  uHpopmarmoHHBIX | Pedepar, Bomnpoc Ha
[Ipumensier CUCTEM JJOKYMEHTUPOBaHUS JIOKJIA, 3agere 9 - 19
nH(pOpMaITMOHHBIC COOOIIIEHHE,
CUCTEMBbI B Jcce
yIpaBlieHYE€CKOH HaBbiku paboThI c | Konrponsnass | Bompoc Ha
JEATENbHOCTH B | HHPOPMAIMOHHBIMHU pabora Nel- o | 3agere 20 - 36
OpraHu3aILuu CHUCTEeMaMHU B OpraHU3aluu TEME, pasleny.
Tect

4.1. Tems! pedepaTon

4.1.1. K nepBomy pa3neny «Beenenue. MeToabl ¥ crioco0bI JOKYMEHTHPOBAHUS»

1. loxymeHTHpOBaHHE HHPOPMALIUHU KaK (PYHKIUS COBPEMEHHOTO MEHEDKMEHTA.

2. Wcropus pa3BUTUS CUCTEMBI JI€JI0NIPOU3BOACcTBA B Poccuu.

3. JlokyMeHTalus M0 OCHOBHOM JEATEIbHOCTH MPEANPUATHS (JOKYMEHTHI MPEANPUATHS
OTpacim).

4. Opranuzanus
IPEIIPUATHH.

5. IIpaBoBO€ 3HaUEHUE YITPABICHUYECKOTO TJOKYMEHTA.

6. YHu(uuupoBaHHbIe CUCTEMBI JOKyMeHTaluu B PO.

7. YaupuupoBaHHble (JOPMbI IEPBUYHON YUETHON TOKYMEHTALIUU IO YUETy TpyZa U ero
OIuIaTe.

8. KnaccudukaTopsl TEXHUKO-3KOHOMHUYECKOHN U COLIMAIbHON HH(OpMAaLIHH.

9. TpebGoBanus 0a30BbIX MEXIYHApOAHBIX CTAaHAAPTOB K O(OPMIICHHIO JeTOBOM
JIOKYMEHTal1H.

10. SI3bIK ¥ CTHIIB YIIPABIEHYECKOTO JOKYMEHTA.

11. OcobeHHOCTH UCTIOIB30BAaHUS (PAKCUMUIIE B JESATEILHOCTH MPEAIPUSATHSL.

12. TIpaBuna ucnpaBaeHHs OIMOOYHBIX 3aIICEN B TOKYMEHTE.

13. Ponb snekTpoHHON IUPPOBON MOANMKUCH B OOCCTICYCHUH FOPUANYECCKON 3HAYMMOCTH
YIPaBIEHYECKOIO JOKYMEHTA.

14. JloxymMeHTBHI, HEOOXOIWMBbIE JUIsi OOpa3OBaHMS IOPUIUYECKOTO JHulla B ¢opme
XO03sICTBEHHOT0 O0IIIECTBA.

15. JlokyMeHTbI, HEOOXOAUMBIE JIJIsl TOCYJApCTBEHHOM perucrpanuu (pu3snieckoro JMia B
KaueCTBE MHIMBUYAJILHOTO NPEATIPUHUMATES.

16. CoctaB makera JOKYMEHTOB JUIsl pErMCTpallM MPEeANpUsATHS B KauecTBe CyOBbeKTa
MaJioro 6u3Heca.

17. Tlopsimok co3nanusg M OGOPMIICHHS] YUYPEAUTEIbHBIX JTOKYMEHTOB XO3SHCTBEHHBIX
0011eCTB.

CIIy’KObl ~ JJOKYMEHTAIlHOHHOTO OOECleYeHMs] yNpaBiIeHHUs Ha



18. JlokyMeHTbI, HeOOXOUMBIE JIJIsl OTKPBITHS OAHKOBCKOTO cueTa IOPUANYECKUM JTUIIOM
U MHIUBUIYaJTbHBIM IPEANPHHUMATENIEM.

19. Texnomnorus pa3paboTku GopM NPUKA30B 110 JINYHOMY COCTaBY.

20. JIoBepeHHOCTH: BUBI 1 O(OPMIICHHE.

21. OcoOGeHHOCTH JIETIOBOM MEPEIUCKH C 3apyO0eKHBIMHU TapTHEPAMH.

22. JlenoBoe o0IIeHHE TOCPEACTBOM BU3HTHBIX KAPTOUEK.

23. JlokymeHTbI, HEOOXOIWUMBbIE MJii OpPraHMU3allMH BBHIIUIATHI 3apabOTHOM IUIATHI C
UCTIOJIb30BAHUEM IIJIACTUKOBBIX KapT.

24. JlokyMeHTBI IO UCIIOJIb30BaHUIO pabovyero BpeMeHu U oruiaTe Tpyza.

25. Metozp! uccaenoBanus 00beMa U CTPYKTYPBI JOKYMEHTO000POTa MPEIIPUSATHSL.

26. OnTuMH3aIUs MapUIPyTOB JBUKEHUS IOKYMEHTOB Ha MPEANPUSTUH.

27. Kputepuu BbIOOpa METOJI0B YHUUYTOKEHHUSI OYMa)KHBIX M AJIEKTPOHHBIX IOKYMEHTOB C
UCTEKIIUMH CPOKaMH XPaHEHHUS.

28. Oco0eHHOCTH YCTaHOBJIEHUS] CPOKOB XPaHEHUS KaJAPOBBIX JOKYMEHTOB.

29. IlpeumymiectBa M MpOOJIEMBbI JOJITOBPEMEHHOI'O XpaHEHUS JIOKYMEHTOB B
AIIEKTPOHHOM BHJIE.

30. ABTOMATHU3MpPOBAHHBIC TEXHOJOTHMH JAOKYMEHTHPOBAHUS M JOKYMEHTOOOOpOTa Kak
KOMITOHEHT CHCTEMBI KOMIUIEKCHON aBTOMAaTH3alUH JAEATEIILHOCTH TPEATIPUATHSI.

31. Cneunanu3upoBaHHBIE MPOTPAMMBI ABTOMATH3AI[MM CHCTEMbI JOKYMEHTHPOBAHUS
YIPaBICHYECKOH IEATETLHOCTH.

32. Konuenmust 3JeKTpOHHOTO oduca.

33. TIloaroroBka ¢opM TEKCTOB JJOKYMEHTOB M TMPE3CHTAUUi C IOMOIIBIO
MHTETPUPOBAHHOTO MakeTa nmporpamMm Microsoft Office.

34. CoznmaHue CHCTEMBbI YIPABICHUS JOKYMEHTAMH KakKk (YHKIUS MEHEIKMEHTa
COBPEMEHHOTO MPEANPUSATHSI.

35. Hcnons3oBanue WHGOPMAIMOHHBIX TEXHOJIOTUH KaK WHCTPYMEHT TOBBIIICHHS
s dexTrBHOCTH HYHKITMOHUPOBAHUS CUCTEMBI YIPABICHUS IOKYMEHTaAMU Ha TPEIIPUSITUH.

4.1.1. K tperbemy pasgeny «OpraHusanusi M TEXHOJOIHsl JOKYMEHTALMOHHOIO
olecrieyeHus1 ynpaBJieHHUs

1. OCHOBHBIE OHATHS U TEPMHUHOJIOTHS JOKYMEHTAILIHOHHOT'O O0ECTIEUEeHNUs YIIPaBICHHS.

2. CymHOCTh ¥ OCHOBHOE Ha3HAUCHHE JOKYMEHTAI[HOHHOTO OOECTICUCHHUS YIIPABIICHHUSL.

3. 3akoHopaTeNbHOE M HOPMATHUBHO-IIPABOBOE pPETYIUPOBaHHME JIOKYMEHTALlMOHHOTO
oOecrnieueHus ynpaBaeHUs.

4. VicTopusi CTAHOBJIEHUS U PA3BUTUA JOKYMEHTAIIOHHOTO 00ECTIEUEeHHUs YIIPaBICHHUS.

5. Opranuzanusi paboThl C JOKYMEHTaMH.

6. PerucTpanus 1 yueT JOKYMEHTOB.

7. Opranuzanus JeJ0NpOU3BOACTBA Ha MAJIBIX MIPEINTPHUATHSIX.

8. BO3MOXHOCTH HCIOJIb30BaHUSI COBPEMEHHOW O(MUCHON TEXHUKHU Ui ONTUMHU3ALUU
JIOKYMEHTOO0O0pOTa B OpraHU3alNH.

9. HdpopMalmOHHO-TTOMCKOBAs CHUCTEMA.

10. Cnenudurka TOKYMEHTAIIMOHHOTO 00€CTIeUeHUsI YIIPaBICHUS B KJPOBBIX CITyK0ax.

11. IlepcnekTHBHbBIE HaNpaBieHHs B PAa3BUTUU JOKYMEHTALMOHHOTO OOecreueHus
YIIpaBJIECHUA.

12. CoctaB M mpenHa3HaYeHHWE BHYTPEHHHUX OPraHU3ALMOHHO-PACTIOPSIUTEIbHBIX
JOKYMCHTOB B OpraHu3alnlu.

13. IIpuMeHeHHE TOCYAapCTBEHHBIX CTaHJAPTOB B OPraHU3aIMM JOKYMEHTAIlMOHHOTO
oOecrnieueHus ynpaBaeHUs.

14. Hcnonp3oBaHue 3apyOeXHOTO ONbITA B OpraHU3alMM JOKYMEHTO0OOpOoTa Ha
POCCUICKHX NPEANPUATHSIX.

15. Opranusanus XxpaHeHus JOKYMEHTOB.

16. Opranu3anusi KOHTPOJIS 32 UCIIOJHEHUEM JIOKYMEHTOB. BUIbI KOHTPOJISL.



17. Homenkiarypa nen, ee npeaHazHaueHue. CoctaBieHre HOMEHKIIATYPHI JIE]T.

18. ®opmuposanue aen. O6ume npasuia GopMUpPOBAHUS JIEI.

19. ®yHKIMUH U BUJBI JOKYMEHTOB.

20. ITpaBuna oopmiieHUs yIPaBICHUYSCKON TOKYMEHTAIIHH.

21. PexkBU3UT JOKyMEHTA: ITOHATUE PEKBU3UTA, €r0 pOJib B JOKyMEHTUpOoBaHuU. IIpaBuna
0(pOpMIICHHS PEKBU3HUTOB.

22. BueapeHue aBTOMATH3UPOBAHHOM CHCTEMbl JTOKYMEHTALIMOHHOIO oOOecreueHus
yIpaBIEHUS.

23. OcobeHHOCTH pabOTHI C OOpAIICHUSAMH TPaXK/IaH.

24. OmpeneneHue CTPYKTYpPhl W YHUCICHHOTO COCTaBa CIIYKObI JOKYMEHTAllMOHHOTO
o0ecrieueHus ynpaBIeHUs.

25. S13BIK U CTHITb CITY’KEOHBIX IOKYMEHTOB.

26. Odopmienue 3asiBIeHUs, aBTOOMOTrpaduu, XapaKTePUCTUKH, PE3IOME.

27. TpynoBast kamwxka. [IpaBuna opopmieHHs TPYAOBBIX KHIKEK.

28. JlokymenTtoo60pot. OCHOBHBIE ATamlbl AOKYMEHTOOOOpoTa. TexHomorus padoThl C
BXOJISIIIIMMH IOKYMEHTAMH.

29. Texnonorus 00pabOTKK BHYTPEHHUX U UCXOMASIINX TOKYMEHTOB.

30. Perucrpauust JOKyMEHTOB U KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB.

31. HomenknaTypa zien Ha npeanpusTin, GopMupoBanue u opopmiIeHue Aed.

32. IloaroToBKa JOKYMEHTOB Ha apXUBHOE XpaHECHHUE.

33. Opranuzanus 1 0COOEHHOCTH MpUéMa OCETUTENEH PYKOBOAUTEIEM.

34. Ilopsnok paboThl C TUCbMEHHBIMU OOPALLIEHUSIMU TPaXKIaH.

35. IloaroroBka 1 0OCITy>KMBaHHE COBEIIAHUH.
4.2. Tembl 3cce KO BTOpoMy pasgely «OpraHu3allioHHOe NPOEKTHPOBAHME CJIYKObI
AOKYMEHTOBeIeHUSI M IOKYMEHTOIOTOKOB)

1. PermameHTanus [eJONpPOM3BOACTBA B 3aKOHOAATENIBHBIX aKTaX JOPEBOJIOLMOHHOM
Poccun.

2. CayxOBblI 1eoNpOU3BOJICTBA B YUPEXKACHUAX JOPEBOMIOLIMOHHOM Poccun.

3. TexHoznorust 06paboTKH JOKYMEHTOB B yupexaeHusax Poccuu (16-1788.,188.,198.)

4. Paunonanu3anus JelI0npon3BoAcTBa B yupexkaeHusax Poccun B 19 - Hau. 20 BB.

5. Hanpanenus: panuoHaiIu3aluy JI€JIONPOU3BOACTBA B IIEHTPAJIbHBIX M MECTHBIX
yupexaenusax B 1920-e — 2009 rogpr.

6.Pa3BuTHe 3akoHOAATENbHON pernaMeHTauuu paboTel ¢ JoKyMeHTamu B Poccuiickoit
®enepaunn B 2010-e -2022rr.

7. O030p COBPEMEHHOM OTEUECTBEHHOW JIUTEPATYpPhI IO MpodIeMaM JeI0NPOU3BOCTRA.

8. AHanM3 OpraHM3alMOHHO-TIPABOBOM JOKYMEHTAllMU (HAa TpUMEpe KOHKPETHOTO
YUpEeXKJIEHUs).

9.0pranm3anus pabOThl KaHLUEISApUU YUYpexXIeHHs (Ha MpUMepe KOHKPETHOTO
YUpEeXKJIEHUs).

10.CoBpemeHHbIe TPOOIEeMbl HOPMATUBHON perviaMeHTalMU AETI0NPOU3BO/ICTBA.

11. Opranuzanus JOKYMEHTOOOOpOTa YUpexIeHHs (Ha KOHKPETHOM IIpUMeEpe) U
OCHOBHBIE HAIIPABJIEHUS €TI0 COBEPILIEHCTBOBaHMUS.

12. AHanu3 TOKyMEHTOO00pOTa YUpEKAeHU (Ha TPUMEPE KOHKPETHOTO YUPEIKICHHUS ).

13. Opranuszanus perucTpaluuy J0KyMEHTOB (Ha IPUMEpPE KOHKPETHON OpraHU3alH).

14. ABromarn3anusi perucTpaluy JOKyMEHTOB.

15. ABTOMaTn3upoBaHHBIE CUCTEMBI KOHTPOJISI 3@ UCIIOJIHEHUEM JIOKYMEHTOB.

16. Opranusanus paboTsl ¢ 00palleHUus MU TPaXk1aH B TOCYAAPCTBEHHBIX YUPEKICHUSAX.

17. Meronuka cocTaBiaeHUsI HOMEHKJIIATYPbI 1€ YUPEXKICHUS.

18. [IpoGnembl SKCIIEPTH3HI IIEHHOCTH JOKYMEHTOB B JICJIONTPOU3BOICTBE.

19. OmnbIT opranu3zaiuu paboThl ¢ JOKyMEHTaMHU 32 PyOeKoM.

20. JIokyMeHT Kak cpeCcTBO peanu3auuu GyHKIUHA yIpaBIeHUs.



21. CniocoObl 1 0COOCHHOCTH IOKYMEHTHPOBAHMS.

22. BO3HUKHOBEHUE U PAa3BUTHE CUCTEM JOKYMEHTALUU.

23. YHuduImpoBaHHbIC CUCTEMBI IOKYMEHTAIIUH.

24. Yauukanus TeKcTa TOKyMeHTa (TUTIOBBIC, TpadapeTHbIC TEKCThI, TAOIHIIbI, AaHKETHI,
rpaduKH, TuarpaMmabl).

25. CpasuaurenpHblii anann3 'OCT P 6.30-2003 u panee neiicTBOBaBIIMX HOPMAaTHBHBIX
aktoB B obnactu OP/I.

26. TekcToBBIE TOKYMEHTBI: CITIOCOOBI CO3aHNUs, PUAAHUE FOPUANYECKOIN CHITBI.

27. Wcnonb3oBaHME HOBBIX, COBPEMEHHBIX TEXHOJOTUA B JOKYMEHTHPOBAHHUU
JESTEIIbHOCTH OPTaHU3AINH, TIPEAIPUITHS, GUPMBI.

28. JIoOKyMEeHTBHl Ha HOBEHIIMX HOCHUTENSX HH(popManuu: o01acTb MPUMEHEHUS U
NpUAaHUE IOPUANUYECKON CUITBIL.

29. IlpaBoBoe perynrupoBaHue ynorpedieHus repoboBoii CHUMBOIMKY Ha TOKYMEHTaX.

30. PermamenTanus nporeccoB JOKYMEHTUPOBAaHUS.

31. IIpaBoBoe perynupoBaHue apxXuBHOTO Jiesia B Poccun

32. IIpaBoBOE peryianupoBaHue TOKyMEHTHPOBAHMS KaJAPOBOH JACSITEIBHOCTH.

33. IlpaBoBoe perynupoBaHUE JIOKYMEHTHPOBAHHUS CSITENBHOCTH TOCYIapCTBEHHBIX
YUPEKICHUN.

34. IlpaBoe perynupoBaHHe JAOKYMEHTHPOBAHHS JCSITEIBHOCTH HEKOMMEPUYECKHUX
OpraHu3aIuu.

35. IlpaBoBoe peryiupoBaHH€ JIOKYMEHTUPOBAHUS JAEATEIbHOCTH KOMMEPYECKUX
OpraHu3aIuu.

36. [IlpaBoBoe peryiupoBaHHE JOKyMEHTUPOBAaHHUS JEATEIbHOCTH OOIIECTB C
OTPAaHUYEHHOUN OTBETCTBEHHOCTHIO.

37. IIpaBoBOE peryaupoBaHue JOKYMEHTHPOBAHUS ACSITENIbHOCTH aKIIMOHEPHBIX OOIIECTB.

38. IlpaBoBoe peryinupoBaHHE ITOKYMEHTHPOBAHUS JAEATEIBHOCTH TOCYAAPCTBCHHBIX U
MYHULUIATbHBIX YHUTAPHBIX IPEANTPUSITHIL.

4.3. IlepeyeHb KOHTPOJIBHBIX 3a/laHMHl K 4YeTBePTOMY pazieay AUCHUILINHBI
«Opranmu3anus CeKpeTapcKoro 00cIy:KuBaHHUsD)

Bapuaum 1 1.

1. YkaxuTe peKBU3UTHI 3ar0JIOBOYHON YaCTH JOKYMEHTA.

2. U3o0pasute (kpome repba Poccuiickoit denepanui) U KpaTKO OMMILNTE CIEAYIOIINE
PEKBU3UTBHIL:

2.1. Tocynapcteennslii rep6 Poccuiickoit ®denepanuuy;

2.2. HauMeHOBaHUE BUIa JOKYMEHTA;

2.3. I'pud cornmacoBaHus JOKYMEHTA,

ITpu onucanuu HEOOXOAMMO YKa3aTh: B KAKOM 4acTH JOKYMEHTa MPOCTaBISAEeTCs TaHHBIN
PEKBH3UT, €r0 LeNb, CTPYKTYpa, 0COOEHHOCTH 0(opMiIeHHs (KPATKO), IPUBEAUTE IPUMED.

Bapuanm 2 1.

1. Vkaxxute peKBU3HUTHI COAEP/KATEIBHON YaCTH JOKYMEHTA.

2. N300pa3uTte u KpaTKO OMUILIUTE CIETYIONNE PEKBU3UTHI:

2.1. HauMeHOBaHUE OpraHu3alny;

2.2. Bu3sbl cormacoBaHus JOKYMEHTA;

2.3. OTmeTKka 00 MCTIONHEHUH JOKYMEHTA U HalpaBJI€HUH €ro B JEII0.

[Ipu onucanuy HEOOXOAMMO yKa3aTh: B KAKOW YacTH JOKYMEHTa MPOCTaBISAETCS JaHHBIN
PEKBU3UT, €T0 11eJIb, CTPYKTYpa, 0OCOOCHHOCTH 0pOpMIICHHS (KPATKO), IPUBEIUTE IPUMED.

Bapuanm 3 1.

1. VkaxxuTe peKBU3UTHI 0pOPMIISIONIEH YacTh JOKyMEHTa.

2. N3o06pa3ute (kpome SMOJIEMBI OpraHM3aIlii, TOBAPHOTO 3HAKa) U KPATKO OIMHUIIUTE
CJIENYIOIINE PEKBU3UTHI:

2.1. Ombnema opraHu3alyy WIK TOBAPHBINA 3HAK (3HAK OOCITY)KUBAHUS);



2.2. Jlata noKyMeHTa;

2.3. I'pud yTBepKaeHUS TOKyMEHTA.

[Ipu onucanuu HEOOXOAMMO yKa3aTh: B KAKOW YaCTH JOKYMEHTa MPOCTABISAETCS JaHHBIN
PEKBU3UT, €T0 LeJIb, CTPYKTYpa, 0OCOOCHHOCTH 0hOopMIICHHS (KPAaTKO), IPUBEIUTE IPUMED.

Bapuanm 4 1.

1. YkaxuTe peKBU3UTHI 3ar0JIOBOYHON YaCTH.

2. N300pa3ute 1 KpaTKko OMUIINTE CIETYIOIINE PEKBU3UTHI:

2.1. Ccblka Ha perucTpallMOHHBIN HOMEp U J1aTy JOKyMEHTa;

2.2. Anpecar;

2.3. Ilopnuce.

[Ipu onucanuu HEOOXOAUMO yKa3aTh: B KAKOW YaCTH JOKYMEHTa MPOCTABISAETCS JaHHBIN
PEKBU3UT, €T0 LeJIb, CTPYKTYpa, 0COOCHHOCTH 0hopMIICHHS (KPAaTKO), IPUBEIUTE IPUMED.

Bapuanm 5 1.

1. YkaxuTe peKBU3UTHI COAECPKATEIBLHON YacTH JOKYMEHTA.

2. N300pa3ute 1 KpaTKko OMUIINTE CIETYIOIINE PEKBU3UTHI:

2.1. CopaBouHble JaHHbIE 00 OpraHU3aluy;

2.2. OT™MeTKa 0 HaIU4HUH MIPUIIOKEHUS;

2.3. OTmeTKa 00 HCTIONTHUTETIE.

[Ipu onrcanuu HEOOXOAUMO yKa3aTh: B KAKOW YaCTH JOKYMEHTa MPOCTaBISAETCS JaHHBIN
PEKBU3HUT, €T0 IIeJb, CTPYKTYPa, 0COOEHHOCTH 0(opMIIeHHS (KPATKO), IIPUBETUTE TPUMED.

Bapuanm 6 1.

1. VkaxxuTe peKBU3UTHI 0POPMIISIOIIEH YacTh JOKyMEHTA.

2. N300pa3ute 1 KpaTKko OMUIINTE CIETYIOIINE PEKBU3UTHI:

2.1. PeructpaniioHHbI HOMEp JOKYMEHTA,

2.2. Pe3omonus;

2.3. 3aroioBOK K TEKCTY.

[Tpu onrcanuu HEOOXOAUMO yKa3aTh: B KAKOW YaCTH JOKYMEHTa MPOCTaBISAETCS JaHHBIN
PEKBH3UT, €T0 1eJIb, 0COOCHHOCTH 0POpMIICHUS (KPaTKO), IPUBEIUTE IPUMED.

4.4. OueHOYHBIC CpEACTBA JJIS TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH U MPOMEKYTOUHOH
attectaniud OlLIEHOYHBIE CPEACTBa MpEeJHA3HAUYEHBI JJI1 KOHTPOJS U OIEHKH 00pa3oBaTeIbHBIX
JOCTIDKCHUH  OOyYaronuxcsi, OCBOMBIIMX TporpaMmy y4yeOHOW nucuumuinHbl  «Cucrema
JOKYMEHTallui opranuzanum». OIEeHOYHbIE CPEACTBA BKIIKOYAET KOHTPOJIbHBIE MaTepHUAIIbl AJis
MPOBEICHUS TEKYIIEro KOHTPOJiA B (OpME TECTOBBIX 3aJaHuM, MOKIaAa-TPe3eHTAIMU IO
MpOOJIEMHBIM BOIPOCAaM, PAa3HOYPOBHEBBIX 3a/laHUM, POJEBOM HUIPhI, CUTYallMOHHBIX 3a7ad
(Yka3aTb UHOE) ¥ POMEKYTOYHOM aTTecTallui B JOpMeE BOIIPOCOB U 3aJaHUH K 3aUeTy.

TunoBbie KOHTPOJIbHBbIE 3aJaHUS WJIN HHBbIE MATePHAJIbl, He00X0AUMBbIe 1JIsl OLleHKH
3HAHMI, YMeHHUil, HABLIKOB U (MJIM) ONBITA AeATEIbHOCTH, XapPAKTEPU3YIOIIMX 3Talbl
(popMupoOBaHUS KOMIIETEHIMI B NpoLecce 0CBOeHHUs 00pa30BaTeIbHONH MPOrpaMMbl: TEMbI
scce, pedeparoB, mepedeHs 1a00paTOPHBIX 3aJaHUH U KOHTPOJIBHBIX PabOT XpaHATCs Ha Kadepe.

3ayeTHO-IK3aMeHALMOHHbIE  MaTepHaybl  (BONPOCHI) JAJIsl  NPOMEKYTOUHOM
arrecTamnuu (3a4er)

1. Meronsl U crocoObl JOKyMeHTHpoBaHUs. [loHsTHE MeTona JOKyMEHTHpPOBAaHMS,
croco0a JOKyMEHTHPOBAHHUS, CPEACTBA JOKyMEHTHPOBaHUS. JJOKYMEHT Kak 3HaKOBasl CHCTEMA.
Cnioco0sI 1 cpecTBa 3anucu nHOpMaITum.

2. JlokymeHT kak cuctema. CpoiictBa M ¢yHKIMH JokyMeHTOB. Kiaccudukarus
nokyMeHTOB. [loHsiTHe O cBoicTBax, MNpu3HaKax, (QyHKUUAX JOKyMmMeHTa. Knaccudukanus
NOoKyMeHTOB. COOTHOIIIEHHE BUAOBOW M THIOJIOTHYeckoi kinaccudukanuu. Knaccuduxanus no
nH(pOpMaTUBHON cocTaBisitolel nokymeHTa. Knaccuduxkanus no marepuanbHoU ((uznyeckoii)



cocTrabsrolei JokymeHnTa. Kinaccuukanus JOKyMEHTOB 110 00CTOSATENILCTBAM UX OBITOBAHUS BO
BHeIHel cpene. Tumonornueckas kKiaccu(puKaus T0OKyMEHTOB.

3. CucteMbl JOKyMEHTalUUU. YHU(PHUUHUPOBAHHAs CUCTeMa JOKyMeHTauuu. OCHOBBI U
IPUHIUIBI Pa3pabOoTKH YHUDHUIIMPOBAHHON CUCTEMBI YIIPABICHYECKOH JOKyMeHTanuu. PaboTa mo
yHU(UKAIUU JOKyMEHTOB. OOs3aTeibHble U JONOJHUTEIbHbIE PEKBU3MTHI I CUCTEM
JOKYMEHTAI[MM B COOTBETCTBUU C [OCynapcTBEHHBIM cTaHmapToM. Tabenb yHH(PHIHPOBAHHBIX
(bopM JOKYMEHTOB.

4. OpraHu3allMOHHO-PACTIOPSIUTENbHBIE U HH()OPMAIIMOHHO-CIIPABOYHbBIE JJOKYMEHTHI.

JlokyMeHTHpOBaHUE yIpaBiIeHYECKOI JESITEIbHOCTH. [Tonsitue
OPTaHU3AIMOHHOPACTIOPSTUTEIBHBIX JOKYMEHTOB. THUIIBI U OCOOCHHOCTH OpPTaHH3AI[MOHHBIX
JOKYMEHTOB.  XapakTepUCTUKAa  pacHOpPSAUTENBHBIX  JOKYMEHTOB.  XapaKTepHUCTUKa

UH(POPMALMOHHOCTIPABOYHBIX JIOKYMEHTOB.

5. Jlenompous3BOACTBO Kak mpeaMer wusydeHus. OcHoBHble mnoHATUA. [lonsaTue
JIEJIONPOU3BO/ICTBA M JOKYMEHTAI[MOHHOIO oOeclieueHus yrpasieHus. JlOKyMEHTHpOBAaHHUE.
JlokymMeHT0000poT. OCHOBHBIE MPO(ECCHOHANBHBIE TEPMUHBI IO AEIONPOU3BOACTBY. IloHsATHE
IOpUAMYECKOM cuibl  JoKyMeHTa. [loHmManue rmpolecca CTaHAApTU3ALMM JOKYMEHTOB.
[Tonumanue nporecca yHU(UKALUN JOKYMEHTOB.

6. Perucrpanus noxkymenTtoB. KoHTponb ucnonmHeHuss pokymeHtoB. OOmue mnpasuia,
HOPSiIOK UM (OPMBI  PErHCTPAaLUU JIOKYMEHTOB. ABTOMAaTH3allusl PErucTpalyy JOKYMEHTOB.
[TouckoBas cucrema. MHpopmanmonHo-cripaBouHasi paboTa 1Mo JOKyMEeHTaM. 3HaY€HUE W BHJIBI
koHTposs. Cpoku wucnonHenus. Opranuzanus ucnonHeHusa. IIpoBepka Xona HCIIOJIHEHUS.
ABTOMaTH3UPOBAHHBIE CUCTEMBI KOHTPOJIS 32 UCIIOJTHEHUEM JJOKYMEHTOB.

7. @opmupoBaHME U XpaHEHME Jel B JenonpousBoicTse. Ilonstue gema B
nenonpousBojactse. Homenknarypa aen. OCHOBHbIE IPU3HAKU I'PYNIIUPOBKY IOKYMEHTOB B JI€Ja.
®dopmupoBanue u opopmiieHue aen. OneparuBHOE XpaHEHUE JEll.

8. IlogroroBka M mnepegaya JAel B apXuB. OKCIEPTH3a LEHHOCTH JOKYMEHTOB B
nenonpousBoactse. OpraHusanus apXUBHOIO XpaHEHHs AOKyMeHTOB. [Ipouenypa mposeneHue
AKCHEPTU3bI LIEHHOCTH JOKyMEeHTOB. Pabora skcnepTHoi koMuccuu. Kputepuu LEHHOCTH NpU
olileHuBaHUU JOKyMeHTOB. Odopmienue nen. CoctaBieHue onucei aedi.

9. llopsanox nepenayn en B apxuB. [[0Ar0TOBKa UCTIOHEHHBIX JOKYMEHTOB K XPaHEHUIO.
OdopmieHre JOKYMEHTOB, ClaBaeMbIX B apxuB. llomelieHne BeIOMCTBEHHOIO apXHBa
opranuzaruu. OyHkiu apxuBoB. MaTepuaibHO-TeXHHUYECKas 0a3za apxuBoB. Tonorpaduaeckuit
yKaszaTelb M pa3MElICHHE IOKYMEHTOB B apxuBe. DakTopbl CTapeHMs] JTOKYMEHTOB. YUeT
JIOKYMEHTOB B apXHBax U OLEHKA UX (PU3HUECKOTO COCTOSTHUSI.

10. ABromaru3anus A€JIONPOU3BOJACTBA. XpaHEHHE JOKYMEHTOB B AJIEKTPOHHOH (opme.
[TonsiTve 71eKTPOHHOTO ToKyMeHTa. [IpenMyIiecTBa 1 HEAOCTATKU 3JIEKTPOHHOTO JOKYMEHTA.

11.06ecnieueHne COXpaHHOCTU JIOKYMEHTOB B JJIEKTPOHHOM (opme. ABTOMaTH3AIUSA
COCTaBIIEHUSI JIOKYMEHTOB. ABTOMAaTH3allsg pabOThl € JOKyMEHTaMU. ABTOMaTH3HpPOBaHHbIE
pabouue mecTa.

12. DnextpoHHble o¢ucHele cuctemsl. HWHpopmanmonusie pecypcsl HWHTepHera.
TexHnueckue cpenacraa pabounx mect B JJOV.

13. JlemoBoit nmokymeHT. Knaccudukamusi IeI0BBIX JTOKYMEHTOB. TEKCT I€TIOBOTO
JIOKyMEHTa. PeKBU3UTHI U 0(OpMIIEHHE JIeTIOBOTO JOKYMEHTA. XapaKTepUCTHKA OT/IETbHBIX BUIOB
JIEJIOBBIX JOKYMEHTOB.

14. Metonsl npoektupoBanusi cuctembl JIOY. IlpuHumnel kinaccupukanus METOIOB
MPOEKTUPOBaHUS. MeTobl TUIIOBOTO MPOEKTUpOoBaHUs. ['papuueckue MeTOIbl IPOEKTUPOBAHUS.
CereBble METO/BI.

15. Mertoasl mMpoeKTHPOBaHUS Ha 3Tare (opMaiu3ally MPOEKTHBIX pemieHui. Teopus
MaccoBOT0O 00CITy>KUBaHHUA. MaTpU4YHbIE METO/BI B OPIIPOEKTUPOBAHUH.

16. Knaccuduxauust Monenei, UCHOIb3yeMbIX B OPraHU3AIlMIOHHOM MPOEKTUPOBAHUU.
OKCIIEPUMEHT U €r0 POJIb B IPOEKTUPOBAHUU.



17. TlpoexktupoBanne MHPOPMAIMOHHOW TMOJICHUCTEMBI ympaBlieHus. MHTerpupoBaHHBIC
UH(POPMALIMOHHBIE CHUCTEMbl KaK YacTh OPraHMU3ALMOHHOTO IIPOEKTAa COBEPUICHCTBOBAHUS
CHCTEMBI yIIpaBICHHUS.

18. Metonpl ananmu3a WHGOPMAIMOHHBIX MNOTOKOB. Pa3zpa®oTka mNpemayioKeHHUH s
rapaHTUHU JOCTOBEPHOCTH HH(GOPMALMOHHOIO OOECHEeYeHHUs U 3allUThl HH(QOpPMALMH OT
HECAHKIIMOHUPOBAHHOTO jAocTyna. OObeKTHUBHAas HEOOXOAMMOCTH YIPABICHUS CHCTEMHOMN
JIOKyMEHTAI1H.

19. Ananu3 KoIUYecTBa M BHUJIOB BXOSIICH U UCXONAIIEH JOKYMEHTALMM B IEJIOM IO
O00bEKTYy IPOEKTUPOBAHUA U KaXKIOMY CTPYKTYpHOMY mojpaszieneHuto. TpeGoBaHus K
JIOKyMeHTaM ¢ yuetoM EfuHoli rocynapcTBeHHOM cucteMsl nenomnpoussozcTsa, 'OCTos, OCTos
Ha CUCTEMBbI JOKYMEHTALIUH.

20. ITpoextuposanue noacucreMsl JJOY. [IpoekTupoBanye OpraHu3alluOHHON CTPYKTYpPbl
U paclpeleleHle IOJHOMOYMM M OTBETCTBEHHOCTHM B ammapare yrpasieHus. DyHKUuu
coTpynHUKOB ciyk0b1 JIOY. O6si3anHOCTH COTpYAHHKOB. OmpenencHue 0Os3aHHOCTEH U IpaB
COTPYJHMKOB.

21. Metonsl oneHkH 3(PQGEKTHBHOCTH Ha PA3IUYHBIX CTAIHsIX OPTIPOSKTHPOBAHUS.
MeTo/1b! KOMITJIEKCHOM OLIEHKH OpraHU3allMOHHbIX IPOEKTOB COBEPILIEHCTBOBaHMs cucTeMsbl JJOY
opranuszanuu. Pacuer oxxuaaeMbIX TEXHHUKO-3KOHOMUYECKUX PE3YJIbTaTOB COBEPLIEHCTBOBAHUS
cuctemsl JIOVY.

22. IlpoexTUpoBaHHE CHUCTEM JIOKyMeHTooOOpora. OpraHuszanus paluoHaJIbHOTO
JIBYDKEHUS! JTOKYMEHTOB BHYTpPHU opranu3aiuu. OCHOBHBIE 3Talbl, HMOHATHE «IKCIEAUIIMOHHAS
o0paboTkay JOKyMeHTOB. lIpenBapuTenbHOE pacCMOTPEHHE JOKYMEHTOB B  CIIyKOe
JIOKYMEHTAI[MOHHOTO 00ecreueHusl, OCHOBHAsl LeJIb U TEXHOJIOTUs JIOBEICHHS 10 KOHKPETHBIX
WCITOJIHUTEIICH.

23. OpraHu3anus palMOHAJIBHOIO IBM)KEHHMS JOKYMEHTOB U HX IPOEKTOB BHYTPH
opranmzamuu. Ilepenada MOKyMEHTOB BHYyTpH opranm3anud OOpabOTKM HCIIOJHEHHBIX |
OTIIPABIISIEMbIX JOKYMEHTOB. PoJib 1€70MPON3BOCTBEHHOM CiTyK0bl B 00pabOTKE JOKYMEHTOB.

24. BepneHue MaccHBOB KaJIpOBBbIX JOKYMEHTOB, MX YY€T, pErucTpalus, olnepaTUBHOE
xpaHeHue. CocTaB KaJIpoBOH JOKyMeHTaluu opranuzanuu. Ee kmaccudukauusa. Kanpossie
JIOKYMEHTHI B yHUpHUIMpoBaHHOU cucteme OPJ] 1 0T4eTHO-CTaTUCTUYECKON TOKYMEHTALINH.

25. TpynoBsle nOroBopa, pe3roMe, aHKETBl M Jp. AOKyMEHTbl. HopmaTuBHO-paBOBOE
peryiupoBaHUe COCTaBa KaJIpOBBIX JTOKYMEHTOB U 0(OpMIIEHUS TPYIOBBIX OTHOIIEHUH. Cuctema
perucTpanyy U MOCTPOCHUS HH(POPMAIIMOHHO-IOMCKOBBIX CHCTEM KaJpoBOW HMHpOpMalMu U
JOKyMeHTOB. [IpaBuia u cpoku XpaHeHUsl U YHUUTO)XKEHHUS Pa3IMYHbIX JOKYMEHTOB, COJEPKAIINX
MH(OPMALIUIO TI0 JINYHOMY COCTaBY.

26. JlokyMeHTallMOHHOE obecrieueHrne pabOThl KOJUIETHANIbHBIX opraHoB. Paborta c
JIOKyMEHTaMH KOH(UACHIMAIbHOTO XapakTepa. Opranu3anus JOKyMEHTAMOHHOTO 00ecreueH s
IPOBEJCHHUS] COBEIIAHUN, CEMHUHApOB M JIp. MEPOIPHUATHI KOJIJIETHAJbHOIO XapakTepa.
OCOOEHHOCTH CTPYKTYPBI JOKYMEHTO000pOTa B pabOTE KOJIETHAILHOTO OpraHa yrnpaBJIeHus.

27. lloHATHe TOCYIapCTBEHHOMW TaillHBl M KOH(QUICHIHMAIBHOCTH YUPEXKIECHUECKON
uHpopmarun. ['ocynapcTBeHHOE peryaIupoBaHie CUCTEMBI OTPaHUUYEHHS JOCTYIIA K JIOKYMEHTaM.
OpranuzanronHoe oGopMJIeHHE COCTaBa CBEACHUN, COIEPKALIMX KOMMEPYECKYIO0 WM HHYIO
TaliHy (QHUPMBI, MOPSAIOK 3alIMTHI JAOCTyNa K KOH(UICHUIMATbHOM MHGOpMaIUH, NpaBuiIa ee
UCIONB30BaHUs. TpeboBaHUS K BEIEHUIO JEJONPOU3BOJCTBA, O0ECIEUMBAIOIIETO YYEeT U
COXPaHHOCTh KOH(PHJICHIIMATIBHBIX U CEKPETHBIX JJOKYMEHTOB.

28. Jlenonmpou3BOACTBEHHBIE CIYXObI, UX CTPYKTypa W opraHuzauus pabotsl. [lonarue
CITy>KOBI JIOKYMEHTAIIMOHHOTO 00eCHeueH sl yIpaBlIeHus (JeT0NpOU3BOICTBEHHOMN cIykO0bl), ee
Ha3HaueHWe W OCHOBHble (yHKUMHU. [IpuHIMNO pa3geneHus Tpyaa B Mpolecce YIpaBiIeHUS
noKyMeHTane. OCOOEHHOCTH YIPABIEHYECKHX CTPYKTYp, OIPEENSIONIMX MOCTPOECHUE H
opraHu3amuilo paboTel  ACIONMPOU3BOACTBEHHOW  Cly)Obl. OO0S3aHHOCTH  CIyKOBI 1O
(OopMHUPOBAHUIO U BEACHUIO JOKYMEHTAIIMOHHOM 0a3bl OpraHu3aluy.



29. 3agaun cay>KOBI MO yIpaBICHUIO JTOKyMEHTaIuel, GOpMUPOBaHUIO U 00€CTICUECHUIO
(YHKIMOHUPOBaHUS JIOKYMEHTAI[MOHHOTO donna OpraHu3alui, PalMOHAILHOTO
JIOKYMEHTO000pOTa, KOHTPOJb HCIIOJIHEHHs JOKyMEHTOB. B3aumoneiictBue c¢ napyrumu
UH(POPMALMOHHBIMU CITyKOaMHu.

30. HopMupoBaHue 1 opranuzans Tpyaa B padore ¢ JokymeHnTamu. [loHsTHe HOpMaTuBOB
1o TPyAY M OXpaHe Tpyna. MexoTpacieBble YKpYITHEHHbIE HOPMAaTHUBBI BPEMEHH Ha pabOTHI 110
JIOKyMEHTAllMOHHOMY obecrieueHuto ynpasiaeHus. Hopmsl Bpemenu. KoHTposb coOitoeHuss HopMm
B 00J1aCTH JI€JIONPOU3BOJICTBA.

31. OcHoBHbIE OOBEKTHl M NPHUHLMIIBI ABTOMAaTHU3allUU B ympaBieHUH. OpraHuzarus
JUYHOTO M KOPHOPATUBHOTO HMH(POPMAIIMOHHOTO oOOecreueHusl B 3ajadax YIpaBICHHS.
Oco0eHHOCTH BHEPEHUS aBTOMAaTU3UPOBAHHBIX CUCTEM B c(epe ynpasieHus. HpopmannonHas
HNoJJepKKa 3a7aud  KOHTpOJds wucrosHeHud. CpeacTBa CTPaTErHMyecKoro IUIAHWPOBAHUS
BBINOJIHEHMS 3a/1a4 M MPOBEACHUS MeponpusaThil. Peanusanus cucreMsl JOKyMEHTO000pOTa Ha
IIpuMepe co31aHus pernsiuuoHHon b/ «PerncrpanoHHbIE KapThl JOKYMEHTOBY.

32. IlpoektupoBanue 0UCHBIX CUCTEM Ha OCHOBE JIOKYMEHTAJIbHBIX KOpriopatuBHbEIX B/I.
KopniopatusHbie 6a3b1 JaHHBIX. OCOOEHHOCTH TEXHOJIIOTHU «KIMEHT-CEPBUCH.

33. CnpaBounas mnpaBoBas cucrema «Koncynprant-Ilmoc»: cocraB, cTpykTypa, MOMCK
naHHbIX. MIHpOpMaIMOHHO-TIONCKOBas cucTeMa «ApxuBapuycy». JJokymeHTaapHble 0a3bl TaHHBIX
cucteMsbl «ApxuBapuyc». Kitaccsl 10KkyMeHTOB. ATpuOyThl TOKYMEHTOB. DYHKIIUU CUCTEMBI.

34. AnmvunuctparuBHble (yHKIHHM cekperaps. Poib cekperaps B COBPEMEHHOM
yIpaBIEHYECKOM ammapare ¥ B CTPYKTYpe CIy>KObl JOKyMEHTAI[MOHHOIO OOecrneueHus
ynpasieHus. Opranuzanusi paboTbl IPUEMHOM: PErylIMpoBaHHUE MOTOKA MMOCETUTENEH, IPUEM U
peructpanust noceruteneil. Tumbel coBemaHuii M NpaBuiIa TOATOTOBKM M OpraHU3aLUM.
CocraBnenne ¥ o¢pOpMIECHHE NPOTpaMM, 3asBOK, MOBECTKH aHA. llOpAoOK coCTaBIeHHS,
o(opMiIeHHs U XpaHEHUs! TPOTOKOJIOB.

35. PernamenTanus 1OKHOCTHBIX 00s13aHHOCTEH cekpeTaps. HopmaruBHo-MeTonnyeckas
06a3a kBanuM(UKALMOHHBIX TpeOOBaHMI K Mpodeccun cekperapb, JEJIONPOU3BOAUTEINb.
Oco0OeHHOCTH MOJrOTOBKH JIEIOBBIX BCTPEY M NEPEroBopoB pykoBoauTens. llpaBuna Benenus
JIeNIoBOM Oecebl.

36. ApxuBoBeneHue. BenoMmMcTBeHHbIE M TOCYIAapPCTBEHHBIE AapXHBBI; OpraHU3alus
apxuBHOM ciry>kObl B Poccuu; OCHOBHBIE 3ajaun apxuBa: cOop, 00paboTka, OpraHu3anus
XpaHEHUs U UCIOJIb30BaHUS JOKYMEHTOB; apxeorpaduueckas 00padoTka JOKYMEHTOB.

Kpurtepun oueHnBaHus 10 324€Ty:

«3aUTE€HO»: CTYICHT BIIAJCET TEOPETUUYECKUMU 3HAHUAMM 110 JaHHOM JUCLUIIIMHE, 3HACT
KOMIIJIEKC MHCTPYMEHTOB BHEIPEHMSI U Pa3BUTHUSL OEpEXIIMBOIO YIpaBJIEHUS U IPOU3BOJCTBA,
JIONyCKAaeT HE3HAYUTENbHbIE OLIMOKM; CTYAEHT yMeeT NpaBUIbHO OOBSICHATH Marepuan Io
METO/IMKE OLICHKHU U YJIyUILIEHHS pe3yJbTaTUBHOCTH (PYHKLIIMOHUPOBAHUS CUCTEMbI MEHEI)KMEHTA
Ka4eCTBa KOMIIAHUH, WIIJIIOCTPUPYS €ro IpUMeEpamH.

«HE 3a4TEHO». MaTepuaJl HE YCBOEH WM YCBOEH YacCTHUYHO, CTYACHT 3aTPyIHSAETCS
IPUBECTH MPUMEPHI MO KOMIIETEHLUSAM U TEOPETUYECKOMY MaTepHaly, yuyeOHble 3a/JaHusl He
BBITIOJHII, IPAKTHUYECKHE HaBBIKK HE C(OOPMUPOBAHBI, TOBOJIHHO OIPaHUYEHHBIN 00beM 3HAHUI
IIPOrpaMMHOI0 MaTepHaa.

OneHouHbIE CpeICTBA I MHBAIUAOB M JIUL C OTPAaHUYEHHBIMH BO3MOXKHOCTSIMHU 37J0POBBS
BBIOMPAIOTCS C YUETOM UX MHIUBHUIYAJIbHBIX MCUXO(U3NIECKUX 0COOEHHOCTEH.

— IIPU HEOOXOTUMOCTH UHBAJIH]IAM U JIULIaM C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI
[IPENOCTABIIACTCS TONOJHUTEIBHOE BPpEMS I IOATOTOBKU OTBETA HA DK3aMEHE;

— MpU MPOBEACHUU IPOLENYPHI OLEHUBAHUS PE3yJabTaTOB 00yUYeHUs MHBAIMJIOB U JIHUI] C
OTPaHUYEHHBIMU BO3MOXKHOCTSAMHM 30POBbs IIPEAYCMATPUBAETCA UCIOJIB30BAHUE TEXHUYECKUX
CPEICTB, HEOOXOIMMBIX UM B CBSI3U C UX MHAMBHUIyaJIbHBIMH OCOOEHHOCTSIMH;



— IpU HEOOXOAMMOCTH JJIsl OOYHAIOIIUXCS C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH 3/10POBBS
U UHBAIKAOB TMpOLEAypa OICHUBAHHUS pe3yJbTaToOB OOY4YEHHs 10 JAUCHUUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO JTAIlOB.

[Tponienypa oleHHBaHUSI PE3yabTaTOB OOYYEHHS WHBAIUIOB U JIMIl C OTPaHUYCHHBIMHU
BO3MOXKHOCTSIMH 3/I0POBbSl 110 JAWCIHMIUIMHE (MOMYJIIO) MpEIyCMaTpHBacT MpPEAOCTaBICHUE
uHpopmManuu B (opMmax, aJanTHPOBAHHBIX K OTPAHUYEHHUSM HUX 3JI0POBbS M BOCHPUATHUS
uHGopmanuu: s U1 ¢ HApYIICHUSIMH 3PSHUS:

— B [1€YaTHOH (popMe YBEITMUYCHHBIM HIPUPTOM,

— B (hopMe ITEKTPOHHOTO TOKYMEHTA.

Jnist a1 ¢ HapyIIEHUSIMU CITyXa!

— B IIe4aTHOM opme,

— B (popMe 3IEeKTPOHHOTO TOKYMEHTA.

Jlns mun ¢ HapyIIeHUSMH OIOPHO-ABHUIaTENIHOTO ammapaTa: — B Ie4aTHOH (opMme, — B
dopme D3IEKTPOHHOTO JOKyMeHTa. JlaHHBI mepeuyeHb MOXKET OBITh KOHKPETH3UPOBaH B
3aBUCHMOCTH OT KOHTHHTEHTa 00yYarOIIIXCS.

5. llepeyeHb y4eOHOI JuTEPATYPhl, HHPOPMALIMOHHBIX PECYPCOB  TEXHOJIOTHi

[Teuatnbie uznanus, BrioyeHHble B PIIJ[, oTpaxkeHbl B aeKTpOHHOM KaTtanore Hayunoii
6ubmuorexu Ky6I'Y no agpecy: http://megapro.kubsu.ru/MegaPro/Web u cooTBeTcTBYI0T HOpMam
obecnieueHHoctu auTeparypoit coracno ®I'OC BO 3++.

B mnepedeHp BKJIIOUEHBI TOJIBKO HEOOXOAMMBIE i H3y4deHHs AucuUIInHbl DbC,
npodeccuoHabHble  0a3bl  JaHHBIX, HWH()OPMALIMOHHBIE CIPABOYHBIE CHCTEMBI, PECYpCHI
CBOOOJIHOTO JIOCTyIa, COOCTBEHHBIE 3JIEKTPOHHBIE 00pazoBaTeNbHbIE M HHPOPMAIIMOHHBIC
pecypcst KyoI'V.

5.1 YueOHas JquTeparypa

1. Joponuna, JI. A. Opranuzauus ¥ TEXHOJOTHsS JOKYMEHTALMOHHOIO o0OecredyeHus
yIpaBieHus: y4eOHUK U TpakTUKyM aiist By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3n.,
nepepadb. u gon. — Mocksa: WzmarensctBo IOpaiit, 2024. — 270c.— (Bricuiee
oOpazoBanue). — ISBN 978-5-534-16016-1. — Tekct: anexrpoHHbii // OOpazoBarenbHas
iardopma FOpaiit [caiiT]. — URL: https://urait.ru/bcode/536404

2. Kysuneyos, M. H. JlokyMeHTallMOHHOE OOecrieueHue yrpasieHus. JJokyMeHTo000poT U
JIEJIONPOU3BO/ICTBO: YUYEOHUK M MPAKTUKYM JJI CpPEJHEro npodeccruoHaibHOro oOpa3oBaHus /
W. H. Ky3neuoB. — 4-e usz., nepepab. u gon. — Mocksa: M3znarensctBo HOpaiit, 2024. —
545 c.— (IlpodeccuonanbHoe obOpazoBanue). — ISBN 978-5-534-16004-8. — Tekcr:
AIIEKTPOHHBII /l ObpazoBarenpHas mwiardopma FOpaiit [caiT]. —
URL: https://urait.ru/bcode/537146.

3. Maptiomes, M. A. Cranmaptusanust JOKyMEHTALMOHHOTO OOECIEUCHUS YIPABICHUS U
apxuBHoro gena B Poccuiickoit ®enepammu: ydebHoe mocobue [16+] / W. A. Mapriomes;
ChIKTBIBKAapCKMI rocynapcTBeHHbI yHuBepcureT MM. Ilutmpuma Copokuna. — ChIKTBIBKap:
ChIKTBIBKapCKMI rocyaapcTBeHHbl yHuBepcureT umeHu Ilutupuma Copokuna, 2022. — 74 c.:
URL: https://biblioclub.ru/index.php?page=book&id=699708 (nara obpamenus: 04.06.2023). ISBN
978-5-87661-726-2.

4. Jlanckas JI.B. IlpoGneMbl JOKYMEHTAallMOHHOTO MEHEKMEHTa M JOKYMEHTHUPOBaHMS
JeSTeIbHOCTH Kopriopauuu: xpectomarus / M-Bo oOpa3zoBanus u Hayku Poc. @enepanuu,
Ky6anckwuii roc. yu-T. - Kpacnonap: [Ky6I'Y], 2013. 347 c. (5 mwt.).

5. Tonuka, M.B. Aynut B cdepe AOKYMEHTOOOOpOTa, JCIOMPOU3BOACTBA M apXUBHOU
NesTeabHOCTH: yuebHoe nocodue / M. B. Toauka; MUHUCTEPCTBO HayKU U BBICILIETO 00Pa30BaHUS
Poccuiickoit @enepannu, Kybanckuii rocynapctBeHHbli yHuBepcuTeT. - Kpacnomap: KyOGanckuit
rocyznapcTBeHHbIN yHuBepeuTet, 2022. - 170 c. - bubnuorp.: c. 166-169. - ISBN 978-5-8209-2207-
7.
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6. 3akapssn M.P., 3akapsan P.M. /luanektuueckass CUCTEMOJIOTHS: Hay4YHasi METOJOJIOTUS
o0mieit Teopun cucreM. Monorpadus / Kpacnomap, 2017. — 277 c. ISBN: 978-5-8209-1441-6. 7.
JlokyMeHTOO00pOT u  Je’onpou3BoACTBO. CHCTEMBbl 3JEKTPOHHOTO JIOKyMEHTOO0O0pOTa.
http://www.doc-online.ru/

5.2. Ilepuoanyeckasi JuTepaTypa
IleuatHble nepuoguueckue u3gaHus BXOIAT B «llepedeHb meyaTHBIX NEPHOANYECKUX

U3JaHui, XpaHALUXCS B bonne Hayunoit Ooubnuorexu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WTW  DJIEKTPOHHBIC TEPUOIWYCCKHE W3IAHHSA, C
yKa3aHUEM aJipeca caiTa 3JIEeKTPOHHON BEpPCUM XKypHana, U3 0a3 JaHHBIX, JOCTYN K KOTOPHIM
umeet KyoI'VY:

1. baser gansHbix kommanuu «MBUHC» https://eivis.ru/ 2. DnekrpoHHas OuONMHOTEKA
GREBENNIKON.RU https://grebennikon.ru/

5.3. UHTepHeT-pecypchbl, B TOM 4YHCJe COBPeMEHHbIe MNpo(eccHOHAJIbHbIE 0a3bl
AAHHBIX U HHPOPMAHOHHBIE CIPABOYHbIE CHCTEMbI
OnexTpoHHO-O0nbMMoTednsie cuctemsl (ObC):
1. O6pasoBarensHast mwiarhopma «FOPAWIT» https://urait.ru/
2. 9BC « YHUBEPCUTETCKA S BUBJIMOTEKA OHJIAVIH» 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
IIpodeccuonanbubie 6a3bl JTAHHBIX
1. BuprtyanbHbIi unTambHEIH 3271 Poccuiickoit rocymapcTBennoi onommorexu (PI'B) https:/Idiss.rsl.ru/;
2. Kypnan «Ycnexu puzndecknx Hayk» (3JeKTpoHHast Bepcus) https://ufn.ru/;
3. MUAH. [TomHoTeKCTOBas KOJUICKIIMS MaTeMaTnIeCKuX )ypHaJloB http://www.mathnet.ru/;
4. XKypnan «KBanToBast 3eKTpoHHKa» (dIeKTpoHHAas Bepcus) https://quantumelectron.lebedev.ru/arhiv/
5. Hayunas smekrponnas onbnmmoreka eLIBRARY.RU (HOB) http://www.elibrary.ru/;
6. HattmonaneHas snektponHast Ondnmnoreka https://rusneb.ru/;
7. llpe3unentckas 6ubmuoreka um. b.H. Enpriuna https://www.prlib.ru/;
8. B CSD-Enterpris KemOpumxkckoro uentpa kpucramwiorpapuueckux ganaeix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;
9. BA xypHaloB 1O  pa3nuuHBIM  oTpaciusiM  3HaHudi  Wiley  Journals  Database
https://onlinelibrary.wiley.com/;
10. BJ1 eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;
11. [TomHOTEKCTOBAs KOJIJICKITUS JKyPHAIOB KOMIAaHUH AMEPUKaHCKOTO (PU3NYECKOTo 001IecTBa American
Physical Society (APS) https://journals.aps.org/about;
12. b/ marentHoro moucka Orbit Premium edition (Questel) https://www.orbit.com/;
13. Pecypcwl Springer Nature (kypHansl, kHuru): https://link.springer.com/ https://www.nature.com/
https://experiments.springernature.com/sources/springer-protocols http://materials.springer.com/
14. ApxuBbl HayuHBIX >XypHasioB Ha Poccuiickoil miardopme HayuHbix >KypHamoB HOMKOH
http://archive.neicon.ru/;
15. YauBepcurerckas uadopmanuonnas cuctema POCCUSA (YUC Poccus) http://uisrussia.msu.ru/;
16. "Jlexkropuym TB" - Buneonekuu Bexymmx ekropoB Poccun http://www.lektorium.tv/;
17. BJl SciFindern (CAS) (onnaiiH-cepBUC a1l TIoMcka MHGOpMaLuK B OONAacTH XUMHH, OMOXUMMHU,
XUMHAYECKOW WH)KEHEPUH, MaTEePUAIOBEICHHS, HAHOTEXHOJOTHIA, U3UKH, T€OJIOTHH, METAJUTYpTHUH U JIp.)
https://scifinder-n.cas.org/;
18. Freedom Collection — NOIHOTEKCTOBAs KOJUIEKLUS SIEKTPOHHBIX KYPHAJIOB 110 Pa3IMYHBIM OTPacisiM
3HaHui nnarensctea Elsevier https:/www.sciencedirect.com/;
19. B/l Academic Reference (CNKI) (equnas momckoBas ruratgopma MO HAyYHOHCCIIEHIOBATEIHCKUM
paboram  KHP. Temaruka  TOKpBIBa€T  BC€  OCHOBHBIE  JMCLUUILIMHApPHBIE  00JacTH
https://ar.cnki.net/ ACADREEF.
HNudopmannonnbie cipaBoYHbIe CHCTEMbI
1. Koncynsrant Ilmoc - cnpaBoyHas mpaBoBasi cucteMa (JIOCTYN IO JIOKaJbHOM CETH ¢ KOMIIBIOTEPOB
OMOIHOTEKH)
Pecypcel cBoboHOTO JOCTYNA
1. KubepJlennnka http://cyberleninka.ru/;
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2. AMepurKaHCKas IaTeHTHas 0a3a JaHHBIX http://www.uspto.gov/patft/

3. MuHUCTEPCTBO HayKH u BBICIIIETO obpazoBaHuUs Poccuiickoit ®denepanuu
https://www.minobrnauki.gov.ru/;

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

5. Enunas xomnexius mudpoBeIx 06pazoBaTenbHBIX pecypcoB http://school-collection.edu.ru/ .

6. Ilpoext locymapcrBeHHOro MHCTUTYTa pycckoro s3bika mMmenn A.C. Ilymxwmaa "OOpa3oBanune Ha
pycckoM" https://pushkininstitute.ru/;

7. CripaBoyHO-HH(pOpMAITMOHHBIN TTopTain "Pycckuit s3p1k" http://gramota.ru/;

8. Cnyx0a TeMaTHIeCKHUX TOJIKOBBIX CIOBapei http://www.glossary.ru/;

9. CnoBapu u sHIMKIonenuu http://dic.academic.ru/;

10. O6pa3oBarenbHbIi mopTan "Yuebda" http:/www.ucheba.com/.

CoOcTBeHHbIE )1eKTPOHHBbIE 00pa3oBaTebHble M HH(popMannonHbie pecypesl Kyol'y

1. DnekrponHHsbIii Karanor Hayunoit 6ubnuoreku KyOI'Y http://megapro.kubsu.ru/MegaPro/Web

2. DOnexTpoHHas OubanoTeka TpynoB yueHbix Kyol'yY
http://megapro.kubsu.ru/MegaPro/UserEntry?Action=ToDb&idb=6

3. OTkpsITas cpeaa MOTYIbHOTO quHaMu4deckoro ooyuenus Kyol'yY https://openedu.kubsu.ru/

4. baza yueOHBIX TUIAHOB, Y4E€OHO-METOAWYECKHX KOMIUIEKCOB, NYOJIMKAaUi © KOH(EepeHIHH
http://infoneeds.kubsu.ru/

5. OnexrponHsbIii apxuB qokymeHToB KyOI'Y http://docspace.kubsu.ru/

6. Meroguueckune yKazaHus 1JI1 00y4AOUIUXCH 10 OCBOCHHIO TN CHUILIMHBI (MOLYJI5)

IIo xypcy npexyCMOTPEHO NpPOBEICHUE JIEKIMOHHBIX 3aHATHUH, Ha KOTOPBIX AAETCs
OCHOBHOUM CHCTEMaTH3UPOBAHHBIN MaTepuall, MPAaKTUUYECKUX 3aHATHH, KOTOPBhIC HAIIPaBJICHBI Ha
(dopMupoBaHuE 3HAHUI U YMEHUH, IPETyCMOTPEHHBIX KOMIIETEHIIUSIMHU.

OcBoeHue OUCHUIUIMHBI MPEAyCMATPUBAET MPOCIYLUIMBAHUE JIEKIUA U IPOBEACHHUE
MPAKTUYECKUX padoT.

J1 ri1ry60KOro U3y4eHus AUCHUILTUHBI HACTOATEIHbHO PEKOMEH Ty eTCS:

— CHCTEMATHUYCCKHN TOTOBUTHLCI K HpaKTI/ILIeCKI/IM 3aHATHUAM 110 yqe6HI>IM HOCO6I/I$IM,
HAYYHBIM CTaThsIM B )KypHaJlaX, a TaKKe C UCIOJIb30BaHUEM pecypcoB MHTepHET;

— CBOGBpeMeHHO BBIITOJIHATH HpaKTI/ILICCKI/Ie 3aJaHus, TOTOBUTH pe(bepaTLI U 3CCC.

BaxneiimuM sTanmoM Kypca SBIsSIETCS CaMOCTOsATENbHas paboTa MO AMCHUIIIMHE
«Cucrema TOKyMEHTAIIUU OPTaHU3AIHI).

KoHTponbs camocTosITeNnsHOM pabOThI OCYIIECTBISIETCS:

a) TEKYIIUHA KOHTPOJIb OCYIIECTBISETCS €KEHEACIHHO B COOTBETCTBUE C TPOrPAMMOA
3aHATHUH;

0) TMPOMEXYTOUHBIM KOHTPOJIh TIO HWTOTaM OCBOCHHUS pa3[eioB JIUCIUILIAHBI
ocyuiecTBisercs B hopMe 3adera.

Ha cemunapckux 3aHSATHUSAX W NpPU MOATOTOBKE K HHUM (caMocCTosATeNbHas paboTa)
MPUMEHSIOTCSI HHTEPaKTHUBHBIE 00pa30BaTeIbHbIE TEXHOIOTHH.

MeTtoauyeckue peKOMEHAAIUM 110 HATUCAHUIO KOHCIIEKTA HA JIeKIIMOHHOM 3aHSATHH

Pexkomenaanuu cTyieHTy MO HAallMCAHUIO KOHCIIEKTA Ha JICKIIUOHHOM 3aHSTHU:

—  HeoOXOAMMO TMOJHOCTBIO MPOCHIYIIaTh HEOOJNBIION HMH(OPMALMOHHBIA ONOK U3
OJTHOTO WJIM HECKOJIBKHUX MPENJIOKEHUM, KOTOPbIE PACCKa3bIBAET MPENOABATENb B PAMKAX TEMBbI;

—  HEOOXOAMMO COKpAaTHTh €ro, OCTaBMB HAMOOJEee CYIIECTBEHHBIC JIIEMEHTHI, HE
3aIMChIBasl BBOAHBIC CJIOBA U M30BITOUHBIC ITOSCHEHUS,

—  peKOMEHJayeTCs 00s3aTeIbHO HCIOJIB30BaTh MEPEUeHb COKPAIICHWH MO JTaHHOU
JHUCIUILINHE;

— H606XO,ZII/IMO OTMCYATh B KOHCIICKTC HaI/I6OJ'Iee CJIOKHBIC IJI1 ITOHUMAaHHUusA MOMCHTHI,
Ha KOTOpPbIE, B TOM YHCIIE, YKa3bIBAET U MPENOIaBaATENb;

— 10 OKOHYaHNUU JICKIINU peKOMeH}IyeTCSI 3a1aTb YTO‘—IHSIIOI]_[I/IG BOHpOCBI
MPENOJABATENI0 U TMOIYYUTh Pa3bICHEHHUS] O TOJOKEHUSAM MPOUJIEHHON JEKUUU, KOTOPHIE
BBI3BIBAIOT HEITIOHMMaHUEC UJIM COMHEHUS,
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—  CUeNblo JopabOTKU TeKCTa He0OX0IUMO B IIEPHO/ May3 Ha JIEKIUHU WIH TOCTE JEKIUU
BOCCTAaHOBHUTh TEKCT B IaMSTH, WCHPABUTh OIIMOKHM, paclM(poBaTh HE NPUHATHIC paHeEe
COKpAIIEHUS U 3aIl0JHUTH MPOMYIIEHHbBIE MECTa

—  OKOHYAHMH JICKIMH PEKOMEHIYETCS BBLACIHTH MAPKEPOM OMpPEICNCHHS KIFOUEBBIX
TEPMUHOB, Ha3BaHUS TEOPHUI U MOJXOJI0OB, AEMEHTHI KJIacCU(UKALIUU U T.1I.

MeToauuyeckne peKOMeHAalMH M0 MOAr0TOBKe YCTHOIO 10KJIa1a

Pedepar kak Bua caMocTOsTEeNbHON paboOThl B ydyeOHOM IIpolecce CIOCOOCTBYET
(opMHUPOBAaHUIO HABBIKOB MCCIIEIOBATEIBCKONW pabOTHI, PACIIMPSET O3HABATEIbHBIE HHTEPECHI,
pa3BUBAET HABBIKM KPUTUYECKOTO OCMBICICHHUS MOJTy4aeMoil HHPOpMaLIHU.

[Ipu moxroroBke pedepara 1Mo 3aJaHHON TeMe CTYICHT COCTaBJseT IUJIaH, MoJAOupaer
OCHOBHBIE MCTOYHHKU. B mporecce paboThl ¢ UCTOUHHKAMU CHUCTEMATU3HUPYET MOIYUYCHHbIE
CBENIEHUS, JieTlaeT BBIBOJIBI M 0000meHus. K 1okmany mo TemMe MOTyT MpHUBIEKAThCs HECKOJIBKO
CTYJIEHTOB, MEX/1y KOTOPBIMU PACIIPEAEISIOTCS BOMPOCHI BHICTYIUICHHUS.

Bri6op Temsl.

Tematuka nokiana oObIYHO OMpeneNsieTcs MpernoaaBareieM, HO B ONPECIICHUN TeMbl
WHUIIMATHBY MOKET IPOSIBUTH CTyEHT. [Ipexkie ueM BEIOpaTh TeMy, aBTOpY HEOOXOAMMO BHISIBUTH
CBOIl MHTepec, OMpeeNuTh, HaJ Kakoil mpobieMoit oH xoten Obl paboTarh, Oonee IIyOOKo ee
U3YYUTh.

Dransl paboThl CTyeHTa HaJl pedepaTom:

1) dopmynupoBaHue TEMbI, IPUYEM OHA JIOJIKHA ObITh HE TOJIBKO aKTyaJbHOU IO CBOEMY
3HAYEHUIO, HO U OPUTHHAIILHOM, UHTEPECHON IO COJEPIKAHUIO;

2) mox0op M U3yYCHHE OCHOBHBIX HCTOYHUKOB IO TeMe (KaK MPaBHIILHO, TPH pa3paboTKe
UCIIONB3YeTCs HEe MeHee 3-5 pa3IMyHbIX HICTOUHUKOB);

3) cocraBiieHHE CHUCKA UCIOJIb30BaHHBIX MCTOYHMKOB. OOpaboTKa M cucTeMaTu3alus
uHpopmauu;

4) pa3paboTka maHa pedepara;

5) moaroroBka pedepara U Mpe3eHTalUY;

6) myOIMYHOE BBICTYIIJICHHE;

7) OTBET Ha BOIPOCHI CiTylIaTeneil u 00Cyk/1eHHe JUCKYCCUOHHBIX MOJI0XKEHUH.

Cooeporcanue pegpepama:

1) BBeneHHME — ATO BCTYNHUTEIbHAs YacTh HAYyYHO-HCCIEI0BATENBCKONH paboThl. ABTOD
JIOJDKEH TI0Ka3aTh aKTyallbHOCTh TEMBI, PACKPBITh MPAKTHYECKYI0 3HAUUMOCTh €€, OMpPEICITUTh
LeJIU 1 33]]a4M SKCIIEpUMEHTa WK ero ()parMeHTa;

2) OCHOBHas 4acTh — B HEH pacKpbIBaeTcs copepkanue. Kak mpaBuiio, OCHOBHAs 4acTh
COCTOUT M3 TEOPETHUECKOro M MPAaKTUYECKOro pas3fenoB. B Teopernyeckom pasnene
PaCKpBIBAIOTCS HWCTOPUST M TEOPHS HCCIEIyeMO MpoOJIeMbl, TaeTcs KPUTHYECCKHA aHau3
JUTEPATYphl U MOKa3bIBAIOTCA MMO3UIUH HccieqoBaTeneil. B mpakTuueckoM pasielne uziararTcs
METOIBI, XOJA, M PEe3yJbTaThl CAMOCTOSTEIBHO IPOBEACHHOTO WCCIEJOBaHUS (€CIH OHO
npeanonaraercs). B oCHOBHOI yacTu MOTYT OBITh TakKe MPEACTABIEHBI CXEMbI, TUATPaAMMBbI,
TaOJHIIBI, PUCYHKH, KOTOpbIE Ha MYyONWYHOM BBICTYINICHMH MOTYT OBITH TIPEICTABICHBI B
KaueCcTBE MIUTIOCTPALIMOHHOIO MaTepuaa;

3) 3aKIOYEeHUE — CONEP)KUT HTOTH PaOOTHI, BBHIBOABI, K KOTOPHIM IPHIIEN aBTOp, W
peKoMeHJaluuu. 3aKIoYeHHe JOJDKHO OBbITh KpaTKUM, OOS3aTelIbHBIM M COOTBETCTBOBATH
MIOCTaBJICHHBIM 33]1a9aM;

4) 0030p KUCIOIB30BAHHBIX HCTOUHUKOB.

[TpumepHas nporeaypa myOIMIHOTO MPEACTABICHHUS JOKIa a;

— BBICTYIUICHUE JTOKJIAIUUKa (JIOKIATYUKOB);

— CIIYIIATENN M MPEToIaBaTelb 3aJal0T YTOYHSIOIINE BOIIPOCKHI HA IIOHNMaHUE,

— JTOKJIAJUUK (JIOKJIaJUUKN) OTBEYarOT Ha BOIIPOCHI;

— CIIyIIaTeN! 337af0T JUCKYCCHOHHBIE BOIPOCH! M BEICKAa3bIBAIOT OIICHOUHBIC CYKICHHS,

— JTOKJIAJUUK (JIOKJIaJUUKH) OTBEYarOT Ha BOIIPOCHI;

— MpeToiaBaTesb MOIBOANT UTOTH U BHICKA3bIBAET OI[CHOUHBIC CY)KJICHHS O TOKIIAJIE.



[To ycmoTpeHnuto npernoaaBaTess A0KJIaAbl MOTYT OBITh IIPEICTABICHBI HA CEMUHAPAX,
HayYHO-IIPAKTUYECKUX KOH(PEPEHIHIX, a TAKXKe UCTIOJIb30BaThCs KaK ()OPMbI TEKYILETO
KOHTPOJISl IO MTPOHICHHBIM TEMaM.

[TpumepHbIe KpUTEPUH OLICHKH pedepara:

— aKTyaJIbHOCTb TEMbI UCCIIEJIOBAHNUS;

— COOTBETCTBHE COJIEP/KAHUS TEME;

— myOuHa nmpopaboTKKU Marepuaia; coOoaeHne TpedoBaHul K 0(pOpMIICHHIO; YMEHHE

JIeJ1aTh BBIBOBI.

Kpurepun oneHku:

O1eHKa «OTIAMYHO» — BBIITOJHEHBI BCe TPEOOBAaHUS K HAITMCAHUIO U 3aIIUTe pedepara:
o0o3HaueHa mpobiemMa U 00OCHOBaHA €€ aKTyaJdbHOCTb, CIENIaH KpaTKUil aHallu3 pa3IudHbIX
TOYEK 3pEHHS Ha paccMaTpUBaeMylo MpoOieMy M JIOTUYHO U3JI0KEeHa COOCTBEHHas MO3UIIHS,
copMynupOBaHbl BBIBOABI, TEMa pPACKpPbITA IOJHOCTHIO, BBIAEPKAH OOBEM, COOIIOIEHBI
TpeOoBaHUSI K BHEIIHEMY OG(OPMIICHHUIO, JaHbl NPABHIbHbIE OTBEThl Ha JOMOJHUTEIbHBIC
BOIIPOCHI.

OrneHka «XOpoIIo» — OCHOBHBIE TpeOOBaHUs K pedepary U €ro 3alluTe BBITOIHEHBI, HO
[P ATOM JOIYIIEHbI HEI0ueThl. B 4aCTHOCTH, HMEIOTCS HETOUHOCTH B M3JIOKEHUU MaTepuana;
OTCYTCTBYET JIOTHYECKasl MOCIIEOBATEIbHOCTh B CYXKICHHIX; HE BbAepkKaH o0beM pedepara;
UMEIOTCS yIyIIeHuUsl B 0OPMIICHUH; Ha JOMOIHUTENIbHBIE BOMPOCHI IPU 3aIIUTE IaHbI HEMOIHbIC
OTBETHI.

OrneHka «yI0OBIETBOPUTEIHLHO» — UMEIOTCS CYIIECTBEHHBIE OTCTYIUICHUS! OT TPpeOOBaHUN
K pedepupoBanuto. B yacTHOCTH, TeMa OCBEIICHA JIUIIb YaCTHYHO; JOMYIICHBI (haKTHUECKUE
OMMOKH B COZCpKaHUM pedepara WM MPU OTBETE HA JOMOJHHUTEIbHBIE BOIPOCH]; BO BpeMs
3alUThl OTCYTCTBYET BBIBOI.

OneHka «HEYIOBIETBOPUTEIBHO» — TeMma pedepara HE pacKpbiTa, OOHApYKUBAETCA
CYIIECTBEHHOE HETIOHMMAaHHUE TPOOJIEMBI.

Konmpons camocmoamenvnon pabdomsi. Tekymuil KOHTPOJIb OCYILECTBISETCS
€XKCHENEIbHO B COOTBETCTBHE C pACIHUCAaHUEM 3aHATUH HAa CEMUHApPCKOM 3aHATHH;
MPOMEXKYTOUHBIH KOHTPOJIb O HMTOraM HU3yuY€HUs IUCUUIUIMHBI OCYLIECTBISIETCS B (opMme
OLICHKHM YCTHBIX WMJIM NMHCbMEHHBIX OTBETOB HA 3a4€T€ M MHCHbMEHHBIX WM YCTHBIX OTBETOB I10
BOIPOCHI OHIIETA.

WuauBuayanbHble KOHCYJAbTALMM IO TPEAMETY SBISAIOTCA BaXHBIM  (hakTopom,
CIOCOOCTBYIOUIMM MHAMBHUAYyAIN3allMM OOY4YEeHHs] M YCTAHOBJIEHHIO BOCIIMTATEIHHOIO KOHTAKTa
MEXIy MpenojaBareieM U OOy4arolMMCS WHBAIMJIOM MM JIMIOM C OTpaHUYEHHBIMU
BO3MOYKHOCTSMH 3/10POBBSI.

B ocBoeHMM AMCHMIIIMHBI HHBAJIUMIAMH U JIMIAMU C OTPAHMYEHHBIMH BO3MOXKHOCTSIMU
3I0pOBbsl OOJIBIIOE 3HAYEHHE HMEET WHAMBHAyalbHas ydeOHas paboTa (KOHCYJIbTAl[MH) —
JIOTIOJTHUTEIBHOE pa3bsiCHEHUE yUeOHOro MaTepHara.

Memoouueckue pekomenoayuu, onpeoenarujue npoyeoypvl OUeHUBAHUA OMEENO8 8
npouecce yCmHo20 uiu RUCbMEHHO20 ONPOCA:

Kpurepnn onenku:

«YIOBJIETBOPUTEIIBHO»/ «3aYT€HO» - CTYJIEHT UMeeT (parMEeHTapHbIE MPEJICTaBICHUS O
COJIEpKaHUM 3asABJICHHOW TeMbl MPOOJEMHOTO CEMHHapa, YacTMYHO OCBOWJ TOHSATHITHO-
KaTeropHalbHBIN anmnapar;

«XOpOLIO»/ «3aYT€HO» - CTYJEHT JEMOHCTPHUpPYET OOlIMe 3HaHUS MO 3asBICHHON TeMe
npoOJIeMHOTO CEMUHApa, YMEET YCTaHABIMBATh CBSI3U MEXJY TEOPETHUECKHMMHU MOHATHSIMU U
AMIUPUYECKUMHU (DaKTamu;

«OTIIUYHOY»/ «3aUTEHO» - CTYAEHT NEMOHCTPUPYET CHCTEMHbIE 3HAHUS I10 3asBICHHOM
TeMe NMPoOIEMHOTO CEMUHAPa, YMEET YCTaHABIUBATh CBA3H MEXIY T€OPETUUECKUMU OHATUIMU
U SMIIUPUYECKUMHU (hakTaMu, (GopMynHUpyeT aHAIUTHYEeCKHE 0000IIEHUS U BBIBOJIBI.



Memoouueckue pexomenoauuu, onpeoenaouiue npoueoypsl OUEHUBAHUA YUACHUS 8
ouckyccuu:

OCHOBHOM aKLIEHT MpU MPOBEACHUM JUCKYCCHU Ha CEMUHAPCKOM 3aHSTHUU JeaeTcsl Ha
MIOVMCKE HOBOTO aKTyaJIbHOTO MaTepuaia K CeMHUHApy W aKTHBHOCTH €ro OOCYXKICHHUS B XOJe
nuckyccud. Jluckyccus Ha ceMUHape MPaKTUKYeTCs B cliydae, Korjaa He0OX0AUMO TO3HAKOMUTD
CTY/ICHTOB C MPOOJIEMOM, IMEIOIIEH HEOJHOZHAYHOE OCBEILICHHE B HayKe U mpakTuke. [Ipu s3Tom
BaXHO, YTOObI MCTOYHUKH HWHGOPMALMM, KOTOPBIMH TOJB3YIOTCS CTYICHTHI, ObUIU
pa3sHOOOpa3HBIMH, TPEACTABISIN pPa3HBIE TOUKM 3peHust Ha mpodiemy. Ilpum mpoBeneHuun
TUCKyccMHu B Takod (opMe mpernonaBareib HAMpaBiIseT AUCKYCCHIO, 3aJaeT BOIPOCHI,
OKUBJISIIOIIME €€ X0/ M HAIlpaBJISIET B IIyOOKOE pyciIo.

Kpumepuu oyenku:

«OTJIMYHO» / «3a4TE€HO» - CTYINCHT AaKTUBHO YYacTBYeT B IUCKYCCHH, JIOTUYHO U
MOCJIEZIOBATEIbHO BBIPAXKAET CBOW OTBET, JEMOHCTPUPYET 3HAHUS, KOTOPHIE COOTBETCTBYIOT
00bEeMy MX PaCKpBITHS; MPABMWIHHO UCIIOJIB3YET HAYYHYI0 TEPMUHOJIOTHIO B KOHTEKCTE OTBETA;
JEMOHCTPUPYET YMEHHUS OOBICHITH NPUYUHHO-CIEICTBEHHbIE M (DYHKIMOHAIBHBIE CBSI3U HA
npuMepax; GopMyIupoBaTh COOCTBEHHBIC CYXKICHHS M apTyYMEHTHI.

«XOpomIo» / «3a4TeHO» - CTYIEHT JOIMYyCKaeT MaJjo3HaYUTENbHbIE OLIMOKH, WU
HEJ0CTAaTOYHO, MOJIHO PACKPBUI COJAEp’KaHUE BOIpOCA, a 3aT€M HE CMOr B Ipouecce Oecelsl
CaMOCTOSITENIFHO JIaTh HEOOXOAMMBIE MOMPABKU U IOTIOTHEHHUS.

«YIIOBJICTBOPUTEIHHO» / «3a4TCHO» - B OTBETE JOMYIICHBI 3HAYUTEIbHBIC OMNOKH, WIH
B HEM HE PACKPBITHl HEKOTOPBIE CYIIECTBEHHBIC ACIEKTHI COMACP>KAHUS, UM CTYJEHT HE CMOT
MO0Ka3aTh HEOOXOAUMbIE YMEHHUSI.

Memoouueckue  pekomenoayuu,  onpeoenarwiue  NPoueoypvl  OUCHUBAHUA
mecmupoeanus 3HaHUi:

Kpumepuu oyenxu:

OTIIUYHOY/ «3a4TEHOY» - TAaHO He MeHee 85% MpaBUIIbHBIX OTBETOB;

«XOpOLIOY»/ «3a4TEHO» - AJaHO He MeHee 75% MpaBHIbHBIX OTBETOB;

«YIOBJIETBOPUTEIILHOY» / «3aUTEHO» - IaHO HE MeHee 65% TpaBUIBHBIX OTBETOB.

Memoouueckue  pexomenoayuu, onpeoenarujue  nPoOUeOypvl  OUEHUBAHUA
UHOUBUOYAIbHO20 RUCOMEHHO20 3A0AHUA:

Kpumepuu oyenxu:

«OTJINYHO» / «3aYTEHO» BBICTABISIETCS CTYAEHTY, €CJIH CTYACHT OOHapyXWJ
BCECTOPOHHEE CHCTEMAaTMYECKOE 3HAHWE MPEAJIOKEHHBIX IMpenojaBaTesieM g aHajau3a
HAy4YHBIX TEKCTOB, MUCBMEHHO C(OPMYIHUPOBAJ OTBETHl Ha MOCTABJIEHHBIE BOMPOCHI, paboOTy
cAall B CPOK.

«XOpOULIO» / «3aY4TEHO» BBICTABIISIETCS CTYACHTY, €CIM CTYJEHT MPaBUJIbHO NPUMEHSET
TEOPETUUECKHUE MOJO0KEHUS NPU PEUICHUU MPAKTHUECKUX BOITPOCOB U 3a]1a4, OJJHAKO IPU OTBETE
Ha OTJIEJIbHBIE BOIIPOCHI JOMYCKAET HEKOTOPbIE HETOUHOCTH.

«YIIOBIIETBOPUTEIHHOY» / «3aYT€HO» BBICTABISETCS CTYACHTY, KOTOPHII MMeeT 3HaHUs
TOJIbKO OCHOBHOTO MaTepuajla, HO HE€ YCBOWJI €ro JAeTaju, JONYyCKaeT HEeTOYHOCTH,
HEJ0CTAaTOYHO MpaBUIbHBIE (OPMYITHPOBKU B MUCEMEHHOM OTBETE.

«HEYJOBJIETBOPUTENIBHO» / «HE3aYT€HO» BBICTABISIETCS CTYJIEHTY, JOMYyCTHUBILEMY
MPUHIMIHAIBHBIE OIUOKY B BBITIOJTHEHUH MTPETyCMOTPEHHBIX MTPOrpaMMO 3aJaHHIA.

Memoouueckue  pexomenoauuu,  onpeoenarouiue - npoueoypy - OUEHUBAHUS
npezenmayuu:

Kpumepuu oyenxu:

«OTJIMYHOY»/ «3a4TE€HO» - TMPE3CHTALUS aJICKBAaTHO OTPAXKAET COJCpPKAHUE U CTPYKTYPY
c(hOpMYIMPOBAHHOTO 33/IaHUS; CTYACHT TBOPUYECKM MOAOLIEN K BU3yalM3allMM MaTepuaia; B
MyOIUYHOMN 3aIUTE OTPAKEHBI aHATUTUYECKHE 0000IIEHNUS U BBIBOJIBI;

«Xopouio»/ «3a4yTeHO» - TPE3eHTalMsl YacTUYHO COOTBETCTBYET TpeOOBaHUSM,
NPEIbSIBISIEMBIM K COJEPKAHUIO U CTPYKTYpe 3a/laHus; B MYONWYHOM 3aIlUTe OTPaKeHbI
dbparMeHTapHbIC aHATUTHYECKHE 000OIICHUS U BHIBOJIBI;



«YIIOBJICTBOPUTEIBHO» / «3a4TEHO» - TPE3CHTAHUS YaCTHYHO COOTBETCTBYET
TpeOOBaHUSAM, TPEABSIBISIEMBIM K CONCPKAHUIO U CTPYKType 3aJaHus; OTCYTCTBYIOT
AHAIIUTHYECKUE 000OIIEHUS U BBIBOIBI.

7. MaTepuajibHO-TeXHHYECKOe oOecrevyeHne mo JuCuunianae (MoayJiio)

HO BCEM BHIAaAM yqe6H0171 OCATCIIBHOCTU B paMKax JOUCHUITIINHBI I/ICHOJIBSYIOTCSI
ayIuTOpUH, KAaOMHETHI M JIA0OPATOPHUH, OCHAIIICHHBIE HEOOXOAMMBIM CIEIUATU3UPOBAHHBIM W
1a00paTOpHBIM 000PYIOBAHUEM.

HanmeHnoBaHue cieniuanbHBIX OCHAIIEHHOCTH CIIEIHAIBHBIX ITepeyeHs TUIIEH3HOHHOTO
TTOMEIICHU I TIOMENICHUH MIPOrPaMMHOTO 00€CIICUSHISI

VYuaeOHbIe ayIUTOPUH i | MeGens: yaeOHast Mebeib Microsoft Office: Word; Excel;
TIPOBEICHHS 3aHATHH JICKIIMOHHOTO | TeXHMYecKue cpecTBa O0yIeHUS: PowerPoint.
THUIIA 9KpaH, IPOEKTOP, KOMIBIOTEP
VY4aeOHbIe ayIUTOPUH i | MeGens: yaeOHast Mebeib Microsoft Office: Word; Excel,
TIPOBE/ICHI 3aHATHIA CEeMUHAPCKOTO | TeXHMYEecKue cpeicTBa O0yIeHUS: PowerPoint.
THIIA, TPYIIIOBBIX U | 9KpaH, IPOEKTOP, KOMIIBIOTEP
HHAWBUIYaJIBHBIX  KOHCynbTauui, | OGopynoBaHue:
TEKYILETO KOHTPOJIS u
NIPOMEXKYTOYHOM arTecTaluu

JUia  camocTosITeNnbHOM  paboThl  OOydaroUUXCS  MPEAYCMOTPEHBbl  MOMEIIEHHUS,
YKOMILJIEKTOBaHHbIE CIIELUAIN3UPOBAHHON MeOelblo, OCHAIIEHHbIE KOMIIBIOTEPHON TEXHUKOM ¢
BO3MOXHOCTBIO IIOAKJJIKOYCHHUSA K CETHU ((I/IHTepHeT)) n obecrieyueHueM A0CTyIIa B 3JICKTPOHHYIO
UH(POPMALMOHHO-00Pa30BaTEIbHYIO CPEAy YHUBEPCUTETA.

HaumenoBanue nomenieHuit OcCHaIIeHHOCTh MOMEIIESHUHN IS IlepeyeHb NUIIEH3UOHHOTO
JUTSL CAMOCTOSATEIHHON CaMOCTOATEIILHON paOOTHI 00YYAIOIIAXCS IPOTPaMMHOTO 00ECTICUCHHS
paboThl 00YYAFOIIUXCS

ITomemenune st | MeOenb: yueOHast MmeOeib Microsoft Office: Word; Excel;

camocTosaTeNnbHoi  pabothl | Kommiekr — crnenuanusupoBaHHOM — Mmebenu: | PowerPoint.
obyyarommxcss (YUTaJbHBIN | KOMIBIOTEPHBIC CTOJIbI

3an Hay4roit 6nbnnorekn) O6opynoBaHme: KOMIBIOTEpPHAs TEXHHKAa C
HOIKITIOYSHUEM K UH(POPMALUOHHO-
KOMMYHHKallMOHHOW cetn  «MHTEepHeT» W
JOCTYIIOM B O3JIGKTPOHHYH HH(OPMAIIMOHHO-
o0pa3oBaTeNpHyI0  cpeny  00pa3oBaTelbHON
OpraHu3aluu, B66-KaMepI)I, KOMMYHUKAITUOHHOC
obopynoBanue, odbecrnednBaromiee J0CTy K CETH
uHTEepHeT  (TMPOBOJHOE  COEAMHEHHWE U
0ecrpoBOIHOE COCTUHEHUE MO TEXHOIOTUU Wi-

Fi)
ITomemenune st | Mebenb: yueOHast MmeOeib Microsoft Office: Word; Excel;
camocroaTeNibHOW  pabothl | Komiwiekr — cmemmammsupoBanHod — mebenn: | PowerPoint.
oOyuaromuxcs (ayg. H403) KOMIIBIOTEPHBIE CTOJBI

OOopynoBaHue: KOMIIBIOTEPHAs TEXHHKA C

MOZKITIOYEHUEM K nHpopMaMOHHO-

KOMMYHUKAIIMOHHON cetn  «UHTEepHET» U
JIOCTYIIOM B 3JCKTPOHHYIO HH(POPMAIHOHHO-
oOpasoBarenbHYI0 cpeny  oOpa3oBaTelbHOM
OpraHu3aluu, Be6-KaMepBI, KOMMYHHUKAITUOHHOE
obopynoBanue, ooecTednBaroIiee J0CTy K CETH
HHTEpHET  (IPOBOIHOE COe/IMHEHHEe U
OecnpoBOHOE COENMHEHHE 10 TeXHOIornu Wi-
Fi)




