MUHHUCTEPCTBO HAYKHU U BBICIIIET'O OBPA3BOBAHU ST POCCUMCKOM ®EJIEPALINN
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Pabouas nporpamma nucuurmiivibel «HopMmaTuBHO-MeTonMuYecKkas 0a3a JOKYMEHTHOU
NESATETPHOCTH B OPTaHHW3aIllMW» COCTaBJIEHA B COOTBETCTBUU C (emepabHBIM
rOoCyJIapCTBEHHBIM 00pa3oBaTEIbHBIM CTaHIApTOM BbIciiero oOpaszoBaHusi (PI'OC
BO) mno wHampaBieHWIO TIOATOTOBKM 10 HampaBieHuio moarotoBku 46.03.02
JIOKyMEHTOBEICHUE U apXUBOBEJCHUE

[Iporpammy coctaBumiu:

CenuanoBa Enena IlerpoBHa, .
JOLIEHT Kadeapbl 00LIEro, CTPATETUYECKOTO, /;’r"“ |
UHGOPMAITMOHHOTO MEHE/KMEHTA U OM3HEC-TIPOIIECCOB %. Lot y

/
/

noAInCh

Jlanckas Jlapea BnagumupoBHa,
3aBenyromuii kadenpoi,
KaHJI. ’KOH. HayK, IOI[EHT

Pabouas nmporpamMmma JUCITUTIIIAHBI

yTBEPIKJICHA Ha 3ace/laHuu Kadeapbl O0IIEro, CTpaTerndecKoro, MHGOPMAIIMOHHOTO
MEHEPKMEHTa U OM3HEC-TPOIIeCCOB
npotokoi Nel8 ot «16» anpesns 2024 r.
3aBenyromuii kadenpoi,
KaHJ. DKOH. HayK, JOLICHT \

noAIucCh

YTBepkaeHa Ha 3aceaHNH Y4eOHO-METOANYECKON KOMUCCUU
(akynpTeTa yrnpaBieHHUs U TICUXOJIOTUN

poTokoJ Ne 4 ot «22» anpens 2024 r. //7/
[Ipencenarens YMK ¢akynbrera Hno6yns E.1O. i

oAU Ch

Peniensentsl:
Heryna Cepreil AnekceeBud - pyKoBoJaUTENb ['0Cy1apCTBEHHOTO Ka3€HHOTO
yupexaenns Kpacnonapckoro kpast «I'ocynapcteennbiit apxus KpacHomapckoro
Kpasi».

Knouko Enena HukomaeBHa - JTOKTOP ASKOHOMHMYECKHUX HayK, Ipodeccop
kadenpsl meHemxkmenta GI'BOY BO «KybaHckuii rocy1apcTBEHHBIN arpapHbii
YHUBEPCUTET», TOLEHT



1 Hesn v 3a1auM U3y4YeHUs JUCUMILIHHBI (MOXYJISA)

1.1 Hear ocBoeHMs IHCHUILIMHBI — cQOpMHpPOBaTH y CTYAECHTOB LIEIOCTHOE
npeicTaBieHne 00 OpraHu3alui JOKyMEHTOOOOpOTa, a Takke O €ero METOAMYECKOM
obecneuenuu. CdopmupoBaTh HaBBIKM B HCIOJb30BAaHUM JOKYMEHTOB B apXHBax C
COOJTIO/IEHHEM HOPMATHBHO-TIPABOBBIX HOPM.

1.2 3agauu M CHUILTHHEI

Jlnist focTHKEeHUs LeJied peIaroTCs CaelyoIue 3a1a4l U3yYeHUs TUCIUILIIHbL:

Teopemuueckas KOMNOHEHMA:

1) u3yueHre HOpMaTUBHOM 0a3bl JOKYMEHTOB, PErYIMPYIOLUX PAOOTy € JOKYMEHTaMU;

2) u3yueHre OCHOBHBIX TEPMHUHOB B 00JIACTH JOKYMEHTOOOOPOTA U JICIIOIPOU3BO/ICTBA.

Ilosnasamenvuas KomMnonenma:

1) wu3ydyeHHE OTEUECTBEHHOTO U 3apyOEKHOrO OIbITa B O0JAaCTH NPUMEHEHHS
JIOKYMEHTO000pOTa.

IIpakmuueckas komnonenma:

1) ymenue copmynupoBath TpeOOBaHHS K IIOTOKaM JOKYMEHTOB;

2) 3aKkperyieHue y CTYACHTOB YMEHHUU I10JIb30BAaThCS IMOJYUYEHHBIMH TEOPETHUYECKUMHU
3HAHUSMM [IPU PELICHUN MPAKTUUYECKUX 3a/]1a4;

3) ymeHue pabotaTh C CHCTEMaMH JOKyMEHTOOOOpOTa B HH()OPMALMOHHO-
TEJIEKOMMYHUKAIIMOHHOH ceTu «VIHTepHeT».

1.3 MecTo AucuunanHbl (MOAYJIs) B CTPYKTYype 00pa3oBaTeibHOM MPOrpaMMbl

Hucuunnuna «HopmaTtuBHO-MeToaMYeckass 0a3a JOKYMEHTHOH [1esiTeIbHOCTH B
OpPraHM3allMu» [PUHAMISKUT K dYacTd, (OpPMUPYEMOHl yuyaCTHHKaMU 00pa3oBaTeIbHbBIX
oTHouieHui Osioka b1 "Jlucuumausasl (Moayiu)" ydeOHoro miuaHa JuCUMIUIMHBL (MOAYJIM) IO
BeIOOpPY 2 (IB.2).

Jljig yCcHemHOro yCBOGHMsI TUCLUIUIMHBI HE0OXO0IMMO, YTOOBl OakajaBp MMeN 3HaHMS,
YMEHUs, BIAJIeHHE U HaBBIKM B 00beMe TpeOOBaHMM JUCHUIUIMH: «J{OKyMEHTOBEACHUE» WU
«MHpopMalMOHHBIE TEXHOJIOTMW» U3y4YaeMbIX B OaKkalaBpuare.

B cBoro ouepenp, u3yueHHe IUCHMIUIMHBI O0ECHEYHMBAaET BO3MOXHOCTh YCHEIIHOTO
OCBOEHHUSI CTYJIEHTaMH CIEAYIOIUX JUCHUIUIMH OCHOBHOM 0Opa30oBaTeIbHOM IpOrpaMMbl:
DJEeKTPOHHBbIE JOKYMEHTHI B KaJapoBoil pabore, OCHOBBI 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa B
OpraHu3aiuy, YIpaBjieHue KOPIIOPAaTUBHBIM KOHTEHTOM.

1.4 Ilepeyens maaHMpPyeMbIX Pe3yJbTATOB O00YYeHHUS] MO JUCHUILIMHE (MOAYJIO0),
COOTHECEHHBIX C INIAHUPYEMBIMH Pe3yJIbTATAMH OCBOCHHA 00Pa30BaTEJbHOM IPOrPaMMBbI

WN3yuyenne naHHOW y4yeOHOM JAMCLUMIUIMHBI HampaBieHO Ha (OpMUPOBAaHUE Y
00yYaromuxcs CIeTYIOIUX KOMIETEHIIHA:



Kox n HaumeHOBaHuE
WHJUKaTopa™

PesynbTaTel 00yueHus 10 AUCIHUILTUHE

IIK-1. Cnocoben paspa
AOKYMEHTAIIHOHHOMY 00

0aTpIBaThL M BHE/APATH JIOKAJBbHbBIC HOPMATHUBHBIC aAKTbI II0
C€CIICYCHUIO YIIPABJICHUSA opram/nauneﬁ

HIIK 1.1 — CnocobeHn | 3HaeT GyHKIMH JOKyMEHTOOOOpPOTAa; HOPMATHBHBIC JTOKYMEHTHI,
pa3pabarbIBaTh HOPMAaTHBHYIO  0a3y,  perjJaMeHTUPYIOIIYI0  BJIEKTPOHHBIN
JIOKaJIbHbIE JIOKYMEHTO000pOT
HOPMATHUBHBLIE aKThl II0 | YMEET OMNpeneNniarTh MpaBUIbLHOCTh O(OPMIICHUS PEKBU3UTOB
JIOKYMEHTallHOHHOMY JIOKYMEHTa
00€CIIEYEHHIO Brnaneer MMOHUMaHUEM MIPaBIWIBHOCTH odopmiteHUS
yIpaBiIeHUs JOKYMEHTallMW; 3HAHUAMHU B  O0JIaCTU  CHCTEMAaTH3alluH
OopraHu3anuen; JIOKYMEHTOB
UIIK 1.2 - Bueapser | 3HaeT GyHKIUU JOKYMEHTOOOOpPOTa; HOPMATHUBHBIC JTOKYMEHTHI,
JIOKaJIbHBIE HOPMAaTHBHYIO  0a3y,  perjJaMeHTUPYIOIIYI0  DIIEKTPOHHBIN
HOPMAaTUBHBIE aKTHl MO | JOKYMEHTOOOOPOT IEHCTBYIONIME MEXIyHApOAHbIE CTaHAAPTHI,
JIOKYMEHTaIlMOHHOMY crenupUKaUd ¥ TEXHHYECKHUE OTYETHI, HCIIOJIb3yeMbIe B chepe
00ecrneveHuto yIOpaBlIeHUs JOKyMEHTaIuen u nH(GOPMaIMOHHBIMU
yIpaBICHUS TEXHOJIOTUSIMU YITPABJICHHUS
OopraHu3alei YMeeT omnpenensTe MNPaBWIBHOCTH OGOPMIICHHS PEKBU3UTOB
JTOKYMEHTa; (QopMynupoBaTh oOmue TpeOOBaHUS K TEKCTY
AJIEKTPOHHOTO JJOKYMEHTA
Brnaneer MMOHUMaHHEM MIPABIWIIBHOCTH odopmiteHUS
JOKYMEHTAllMW; 3HAHUAMHU B  O0JIaCTU  CHCTEMAaTH3alllH
JOKYMEHTOB; 3HAHHUSAMH O TIOAXOAaX K BHEIPCHHUIO CHCTEM

9JICKTPOHHBIX JOKYMCHTOB

PesynbraTel 00yueHUs] MO TUCHMIUIMHE JOCTUTAIOTCS B paMKaX OCYIIECTBJICHHS BCEX
BUJIOB KOHTAaKTHOM U CaMOCTOSITENbHOM paboThl OOyyarommxcs B COOTBETCTBUU C
YTBEPKJICHHBIM YU€OHBIM IIJIAHOM.

WuaukaTtopbl  TOCTMXKEHUS  KOMIETEHIMH  CUUTAIOTCS
JOCTH>KEHUH COOTBETCTBYIOIIUX UM PE3yJIbTaTOB O0YUYEHHUS.

@OyHIaMEHTANbHOCTh  MOJATOTOBKM  CTYJEHTOB MO JAMCLHUILIMHE
U3y4eHHEM MOHATHUI, KaTeropuu 3JIEKTPOHHOTO JOKYMEHTOO00pOTa.

[IpuknanHas HampaBJIEHHOCTb JUCUUIUIMHBI Oa3upyeTrcs Ha W3YYEHHM OpraHU3aluu
JIeNIOTIPOU3BO/ICTBA B OpraHax BJACTH, YUYPEXKJIEHUH, MPUMEHEHHUH HH(OPMAIIMOHHBIX
TE€XHOJIOTMIl B CO3/1aHUU JOKYMEHTOB, mpuHUMNOB DJ[0, a Taxke Ha MPUOOPETEHHUU HABBIKOB
NPaKTUYECKOH pabOTHI C CUCTEMOM JOKYMEHTOB B YUPEKICHUU.

JUis  pa3BUTHS HaBBIKOB CAMOCTOSITENIBHOM pabOTBhl CO CTYIAEHTaMH BO BpeMs
CaMOCTOSITENIbHOW PabOThl BBIMOJIHAIOTCS TBOpYECKHE pabOThl, 3CCe, CBsA3aHHbIE C Oolee
yT1yOIeHHBIM U3ydYeHHuEeM HH(POPMAIMOHHOTO 00ecTieueHus 3JIEKTPOHHOTO IOKYMEHTO000pOTA.

VYcBoenue yuyeOHOro mMarepuana CTyIEeHTaMU OCYLIECTBISIETCS MPEroiaBaTesieM B X0Je
TEKYIIEro U UTOrOBOTO KOHTPOJIS:

MmeKywuti KOHMpoab 3HAHWM, YMEHHI M HaBBIKOB IIPOBOJUTCSA IIPU BBINOJIHEHUH
MPAKTUYECKUX PabOT Ha CEMUHAPCKUX 3aHATHUSX, a TAKXKE IIyTeM YCTHOT'O OIPOCa, BHICTYIICHUS
C Hay4HBIMHU COOOIIEHUsMH, pedepaTaMu 1 dcce.

UMo206blli KOHMPOb 0 TUCLMIIIIMHE OCYIIECTBISETCS Ha 3a4eTe B TEKYIIEM CEMECTpe,
KOTOPBII MPOBOJIUTCS B YCTHOM MM MUCHBMEHHOW (OpME C y4eTOM pEe3yJlbTaTOB TEKYIIETO
KOHTPOJISI B X0J1€ 00yUEeHUsl.

c(OpPMUPOBAHHBIMH  TIpU

obecrieunBaeTcsa



2. CTpyKTypa U cofep:KaHHue TUCIHUIITHHBI

2.1 Pacnipenesienne TPYA0EMKOCTH IMCHUILJIMHBI 110 BUIaM padoT
OOmiast TpyA0EMKOCTh JIUCHUIUIMHBI cocTaBisieT 3 3adeTHbIX eauHuibl (108 yac.), ux
pacripeielieH|e 1Mo BuaaM padoT MPeCTaBICHO B Ta0JIUIIE

Bunsr pador Bcero ®opma o0yuyeHus
4acoB OYHasl
3 4
ceMecTp ceMecTp
(gachl) (108)
KonTtakTHasi pa6oTa, B TOM YHcCJIe: 68,2 68,2
AyauTopHBbIe 3aHATHS (BCEro):
3aHATHA JCKIIMOHHOTO THUIIA 30 30
1a0opaTOpHbIE 3aHATHUS
NPAaKTUYECKHUE 3aHSATHS 30 30

CCMHHAPCKUC 3aHATHUA

HNnas koHTaKTHas1 padora:

KoHnTtpoisb camocTositenpHOM padoTel (KCP) 8 8
[Tpomexyrounas arrectauus (MKP) 0,2 0,2
CamocTosiTesibHasi padoTa, B TOM YHCJIe: 39,8 39,8
Pedepar/acce (moaroropka) 10 10
CamocrosTenbpHOe U3yYeHUe paszuenos,

CaMONOJTrOTOBKAa  (IIpOpabOTKa H  MOBTOPCHHE

JIEKIIMOHHOTO MaTepualia U MaTepualia yueOHHUKOB 15,8 15,8

1 y4eOHBIX TTOCOOMH, TOATOTOBKA K JIA0OPATOPHBIM
Y IPAKTHYECKUM 3aHSATHUSAM, KOJUDIOKBUYMAaM U T.]I.)

IToaroroBka K TEKyIIEMY KOHTPOJIIO 14 14

KoHnTtpoJs:

[TonroroBka k 3aueTy

O0mas yac. 108 108

TPYAOEMKOCTH | B TOM YMcJle KOHTAKTHasA 68.2 68.2
padota ' '
3a4. el 3 3




2.2 Copep:xanuve TUCUMUIIIMHBI
Pacrnipenenenne Bu10B yaeOHOM paOOThI U UX TPYJOEMKOCTHU IO pa3/iesiaM AUCIUILTUHBL.
Pasnenbl (TeMbl) IUCHUILINHBI, H3ydaeMble B 4 cemectpe (OakamaBpuar) (ounas (opma

o0yueHwsI)
KonnuectBo yacos
Bueayn
Ne HaumenoBanue pa3aenos (Tem) AyRITOpHAS UTOpHas
Bcero pabora
pabota
J | 113 JIP | CPC
1 [TonsiTHe 1 HOPMATUBHO-METOANYECKast Oa3a 24 6 6 12
JIJIIONPOU3BOJICTBA
ABTOMAaTH3aIMs TOCYIaPCTBEHHBIX MTPOIECCOB.
2. 2 26 8 8 10
MeXBeIOMCTBEHHBIN JOKYMEHTOOOOPOT.
DNEKTPOHHBIN JOKyMEHTOOOOPOT B OpraHax
3. . 26 8 8 10
MCIOJHUTENBbHOM BiacTu KpacHogapckoro kpas
4 DnekTpoHHbIe apxuBbl. KoHpuaeHunanpHoe 238 5 8 7.8
JIEJIONPOU3BOICTBO.
UTOI'O no pazdenam oucyuniumsl 99,8 30 30 39,8
KoHnTtposb camocTositenpHOM padoTel (KCP) 8
[Tpomexyrounas arrectauus (MKP) 0,2
[ToaroTroBKa K TEKylIeMy KOHTPOJIIO
OO0m1ast TpyJ0OEMKOCTh 1O IUCHUILINHE 108

[Tpumeuanue: JI — nekmuwm, 113 — mpaktudeckue 3aHsatus / cemuHapsl, JIP — maGopaTopHbie
3anatus, CPC — camocrosiTenbHas paboTa cTyneHTa

2.3 Copaep:xanue pa3iesioB (TeM) THCHUNTHHBI

2.3.1 3aHaTHA JEeKIIHOHHOI0 THIIA

®opma
Ne Hanveropariie Copneprxanue paszzena (TeMbl) TEKYIIETo
pasnena (Tembl)
KOHTPOJISI

1. |IlousTue n Tepmunocucrema nenonpousBoictsa. Cocras T
HOPMAaTHUBHO- HOPMAaTUBHO-METOANYECKOI 0a3bl
MeToAuYecKas 6a3za | JeONpPOU3BOJICTBA. Oransl CTaHOBJICHUS
JIEJIONPOU3BOJICTBA | OTEUYECTBEHHOTO JIeJIONPOU3BOICTBA.

HcTopuueckre HCTOYHUKH TPABOBOTO XapakTepa,
CBSI3aHHBIE C JICJIONPOU3BOACTBOM.

2. |TpeboBanus x bnanku 10KyMEHTOB M TpeOOBaHHS K HHUM. P
odopMmIIeHHIO Crpykrypa nokymenta. IloHsiTue pekBHU3uUTA.
yTpaBIEHYECKUX CocraB PEKBU3UTOB OpraHU3alOHHO-

JIOKYMEHTOB pacnopsiAMTEIbHON JOKYMEHTAIUH.

3. |Cucremsl OpraHu3anoOHHOE-TIPaBOBbIE  JOKYMEHTHI KakK P
JOKYMEHTaIu1 MpaBoBasi OCHOBA JI€ATEIbHOCTU OpraHU3alUU.

Cucrema pacnopsAUTENbHON  JOKYMEHTalUH.
Cucrema MH(}OpPMaIMOHHO-CIIPABOYHON
JOKYMEHTAIUH.

4. |Opranuzanus Kontpouns VICITOJTHEHUS JIOKYMEHTOB. T

JTIOKYMEHT0000pOoTA.

OpTaHI/ISaLII/ISI XpaHCHUS TOKYMCHTOB.




JlabopaTopHbie padoThbl)

2.3.2 3aHATHSA CEMHUHAPCKOT0 TUNA (MIPAKTHYeCKHE / CEMUHAPCKUE 3aHATHS/

®dopma
No Hauvenoanne Temaruka 3aHsATHII/paboT TEKYILIEro
pasnena (Tembl)
KOHTPOJISI
1. llousitue n HopMatuBHO-TIpaBOBBIE  aKThl, PETYJIUPYIOIIHE Ormpoc no
HOPMaTHUBHO- JeJIONPOU3BOICTBO. BOIPOCAM TEMBI.
MeTtoandeckas 06asa T
JICJIONPOU3BOJICTBA
2. |TpeboBanus x [lonatue pexBU3UT, GOPMYISIp TOKYMEHTa, HX Omnpoc no
0(OPMIICHHUIO COOTHOIIEHHE. Bubl peKBU3UTOB: MOCTOSIHHBIE U | BOIIPOCAM TEMBI.
YIpPaBIEHYECKUX MIePEMEHHEIE, 1upoBbIe u TEKCTOBBIC Huckyccus.
JIOKYMEHTOB pexBu3uTHl U Ap. CoBpeMeHHbIe TpeOOBaHUS K T
0 OPMIICHHIO JIEIIOBBIX JOKYMEHTOB.
3. |Cucremsl OyHKIMOHATbHBIE U aTPUOYTUBHBIE CHCTEMBI Omnpoc no
JIOKYMEHTAIU! nokymeHrtaruu.  CucTtemMa  OpraHU3alMOHHO- |BOIPOCAM TEMEI.
pacnopsauTensHO  JokyMeHTanuu. Cucrema T
IJIAHOBOM JokymeHTanuu. Cucrema OTYETHOM
JOKYMEHTALUH. Cucrema KaJpoBOi
JTIOKYMEHTAITUH.
4. |Opranuszanus dopMHUpOBaHUE U ONEPATUBHOE XpaHEHHE . Omnpoc no
JTOKyMeHTOoOOOopoTa. | OpraHu3aius MpoOBEACHUS IKCIIEPTH3BI IEHHOCTH | BOIIPOCAM TEMBI.
JOKYMEHTOB, OQOpMIICHHE €€ pe3yJbTaToB. Huckyccus.
OdopmieHue ena Ha XpaHeHHeE. T

3amuTa nabopatopHoi padotsl (JIP), Beimonnenue kypcosoro npoekra (KII), kypcosoit
pabotsl (KP), pacuerHo-rpaduyeckoro 3amanust (PI'3), manmcanue pedeparta (P), scce (D),
kosokBuyM (K), rectuposanue (T) u T.x1.

IIpy  uW3yyeHMM  JAUCUMIUIMHBI  MOTYT  HIPUMEHSATCA  DJIEKTPOHHOE
JTUCTaHIIMOHHBIE 00pa3oBaTesibHble TexHOoJIoruu B coorBercTBUM ¢ PI'OC BO.

oOyueHue,

2.3.3 lIpumepHasi TeMATHKA KYPCOBBIX PadoT (MPOEKTOB) — He MPEAyCMOTPEHbI

2.4 TlepedyeHb y4eOHO-METOAMYECKOro odecneyeHUs VI CAMOCTOATEIbHON PadoThl
o0yyaromuxcs Mo JMCHUIIHHE (MOYJII0)

HepequL yqe6HO'MeTOI[I/I‘IeCKOl"O obecneueHUs JUCHUIIIINHBI 11O

Ne Bun CPC BBITIOJTHEHUIO CAaMOCTOSITENILHON paboThI

1 | Pedepar, occe |Metoauyeckue peKOMEHIAIMH IO MPOBEICHUIO CEMHUHAPCKUX 3aHSTHM,
KPYIJIBIX CTOJIOB, IUCKYCCHI: MeToJl. pekoMeHaauuu / B.B. Epmonenko,
J.B. Jlanckasa, M.A. Mupomnnuenko, M.P. 3akapsn, M.B. Tonauka,
A.Il. CaBuenko, [I.A. JletkuHa. MMHHCTEPCTBO HAayKH M BBICIIETO
oOpazoBanus Poccuiickoit ®denepannn, Kybanckuil rocynapcTBeHHbIN

yauBepcureT. - Kpacnonap: Kybanckuii roc. yu-, - 2022. - 87 c.

Y4eOHUK. HNudpopManinoHHO-T0KYMEHTAllMOHHOE obecrieueHne
JEeSITeTbHOCTH pernoHanbpHoro mapiaamenta / [loa pea. B.B. Epmonenko /
Epmonenko B.B., 3akapsn M.P., Jlanckas /I.B., Mupomnanuenko M.A.,
Casuenko A.Il. Kpacnonap, Ky6anckuii roc. yH-1. 2021.




Y4eOHO-METOAMYECKUE MaTepuajbl I CaMOCTOATEIBHONW pabOThl OOYYaIOIIUXCS W3
YKCJIa UHBAIKMJIOB U JIUI] C OTPAaHUYEHHBIMHU BO3MOKHOCTSIMH 3/10poBbsi (OB3) npenocrasistorcs
B (hopMax, aTanTHPOBAHHBIX K OTPAHUYEHUSIM HX 3JOPOBBS U BOCIIPUATHS UH(DOpMALIUU:

JUis 11 ¢ HapyIICHUSIMH 3PEHUS:

— B MieyaTHOM popme yBeIHMUEHHBIM HIpUPTOM,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA,

— B (hopme ayauodaiina,

— B re4atHoi (hopme Ha si3bike bpaiins.

Jjig U1 ¢ HapyLIeHUSIMU CTyXa:

— B mieyaTHoi opme,

— B popMe IIEKTPOHHOTO TIOKYMEHTA.

Jist 11 ¢ HapyIICHUSIMHA OTIOPHO-JIBUTATEIILHOTO arnmapara:

— B IIeYaTHOM ¢opme,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA,

— B ¢popme ayauodaiina.

JlaHHBIN TepedeHb MOXET OBITh KOHKPETU3MPOBAH B 3aBUCHUMOCTH OT KOHTHHTCHTA
00y4aromuxcs.

3. Oopa3oBaTejibHbIe TeXHOJOIMH, NPHMeHsieMble NPH OCBOCHHH JAUCUHMILIUHBI
(Mmonmy.Jist)

B xome wu3yueHMs OUCHMIUIMHBI IPEIyCMOTPEHO MCIIOJIB30BaHME CIIEAYIOIIUX
00pa30BaTEeNbHBIX TEXHOJOTHH: JIEKIMH, MPAKTUYECKHE 3aHATHA, NpoOJieMHOe oOyueHwue,
MOJyJIbHasi TE€XHOJIOTHUS, MOJAIOTOBKA NMUCHbMEHHBIX AHAJIMTUYECKMX PabOT, CaMOCTOSATENIbHAs
paboTa CTyJeHTOB.

KoMmneTeHTHOCTHBII MOAX0J B pamKax MpernojaBaHHs IUCHUIUIMHBI peaju3yercs B
UCIIOJIb30BAaHUN HWHTEPAKTUBHBIX TEXHOJOTHMH M AaKTHBHBIX METOAOB (IIPOEKTHBIX METOJIUK,
MO3rOBOIO INTypMa, pa30opa KOHKPETHBIX CHUTyalldil, aHaiM3a IeJarornyeckux 3ajad,
MEearorn4eckoro SKCIepuMEHTa, MHBIX ()OpPM) B COYETAHUU C BHEAYTUTOPHOU pabOTOM.

NHpopmMalMOHHbIE  TEXHOJOTMM, TPHUMEHSEMble TpPH HU3YyYEHUM JAUCHUILIUHBL:
UCIIOJIb30BaHWE  HMH(MOPMALMOHHBIX  PECYpcoB,  JOCTYNHBIX B HH(OpPMalMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTH MIHTepHeT.

AnantuBHble 00pa30BaTeNIbHbIE TEXHOJIOTUH, IPUMEHSAEMbIE TPU U3YUEHUN JUCIUILTUHBI
— Uil JMIl C OrPaHMYEHHBIMH BO3MOXKHOCTSMHU 3I0POBbsl IPEIYCMOTPEHAa OpraHU3alus
KOHCYJIbTAIMH C NCIOJIb30BaHUEM 3JIEKTPOHHOM MOYTHI.

4, OneHovHble CpeacTBa AJisl TEKYIIEro KOHTPOJIA YCII€EBACEMOCTH U l'lpOMe)KyTO‘-lHOﬁ
aTTeCTalluu

O1lcHOYHBIC CpENICTBA MpEIHA3HAUCHBl Ui KOHTPOJIS M OILEHKH 00pa30BaTEelbHBIX
JOCTI)KEHUI  00yYaroImuxcst, OCBOMBIIMX MPOrpaMMy Y4eOHOW TUCHHMIUIMHBI «HA38AHUE
OUCYUNTIUHBLY.

Or1ieHOYHBIE CPEJCTBA BKIIIOYACT KOHTPOJIbHBIE MaTepHAIIbl IS MPOBEACHUS TEKYIIero
KOHTPOJISA B (hopMe mecmosvix 3a0anuti, 00K1ada-npe3eHmayuu no npooieMHbM 80NPOCAM,
PA3HOYPOGHEBbIX  3A0AHULl, PONEGOU USPbl, CUMYAYUOHHBIX 3a0ay (yKazamev uHoe) W
NMPOMEKYTOYHOM aTTecTaluu B popMe BOIPOCOB U 3aJaHul (YKa3amsb uHoe) K 3a4eTy.



CTpyKTypa OlEHOYHBIX CPEICTB AJIS TEeKylIel U MPOMeKYTOYHOM aTTecTalluu

No Kon u HanmeHoBaHMe OLIEHOYHOT'O CPE/ICTBA
I /;1 HalMEHOBAaHUE PesynbTarsl 00yueHus Tekymmit [IpomexxyTouHas
WHIMKaTOpa KOHTPOJIb aTTecTauus
UIIK 1.1 — Criocoben | 3nanus QyHKIui Bonpocwt ons Bonpoc na 3aueme
pa3pabaTsiBaTh JIOKYMEHTO000pOTa; VCMHO20 1-4
JIOKaJIbHbBIE HOPMAaTUBHBIX (nucomenHozo)
HOPMATHUBHBIE AaKTHI | IOKyMEHTOB, onpoca no meme,
o HOPMaTUBHOM 0a3bl, pasoerny.
JTOKYMEHTAIMOHHOMY | perJIaMeHTHPYOIEei
obecrieueHuno JTIOKyMEHTOOOO0POT,
yIIpaBICHUS JENCTBYIOIUE
OpraHu3aluei; MEXIyHapOAHbIE
CTaHJapTHI,
cnenudukanuy u
TEXHUYECKHUE OTYETHI,
1 UCIOJIb3yeMbIe B chepe
yTpaBJICHUS
3JIEKTPOHHOU
JIOKYMEHTalHUen 1
nH(OPMALIMOHHBIMU
TEXHOJIOTHSMHU
yIpaBIeHUs
Haswiku npaBunbHOCTH | Peghepam, Bonpoc na 3aueme
odopmIIeHUS 00K1a0, 5-8
PEKBU3UTOB JOKYMEHTA; | cOOOujeHue, scce
bopmyarpoBaHus
00mux TpedoBaHUs K
TEKCTY 3JIEKTPOHHOT'O
JTIOKYMEHTa
NIIK 1.2 - BHenpsier | 3HaHUSA COBPEMEHHBIX Pegpepam, Bonpoc na 3aueme
JIOKAJIbHBIE TEHICHIINIA Pa3BUTHUS 00K1a0, 9-19
HOPMAaTUBHBIE aKThI WH(OPMALIMOHHBIX coobweHue, rcce
o TEXHOJIOTHI B 00J1aCcTH
JOKYMEHTAIlMOHHOMY | yTpaBICHUS
o0ecrneveHuno JIOKYMEHT0000pOTOM
yIIpaBIECHUS HaBbIku npueMoB u Koumponvnas Bonpoc na zaueme
OpraHH3aIuen METOJIOB BHEIPSHUS paboma Nel- no 20-25
2 cucTeM meme, pasoerny.

JIOKyMEHTO0000pOTa,
PYKOBOJUTES
MPOCKTHPOBAHUEM H
BHE/IPEHUEM
KOpPIOPAaTUBHOU
CHCTEMBI
JIOKYMEHTO0000poTa
OpraHu3aIu

Tecm

TunoBbie KOHTPO/IbHBbIC 32JaHUS] MM HHbIE MaTePHAJIbl, HEOOX0AMMBIE VISl OLCHKH
3HAHMH, YMEHH, HABBIKOB H (MJIM) ONBITA AESITEIbHOCTH, XapaKTePU3yOIIHX ITAlbI
(opMupoBaHUA KOMIIETEHINI B MpoLiecce 0OCBOeHUs 00pa30BaTeIbHOM NPOrPaMMBbI:




IlepeuyeHb TUIIOBBIX TEM 3CCe K ceMHUHapaM 1o y4eoHoi qucuuminue «HopmarusHo-
MeToAMuYecKas 0a3a JOKYMEHTAIMOHHOI 1eATeJIbHOCTH B OPraHU3alum»

1. 3akoHOaTeNBbHOE M HOPMATUBHO-TIPABOBOE PETYJIMPOBAHUE JOKYMEHTAITMOHHOTO
o0ecrieueHus ynpaBIeHUs.

2. Ucropus cTaHOBIIEHUS U PAa3BUTHS JOKYMEHTAIIMOHHOTO OOECIIeUeHUs YIIPaBICHHUS.
3. Opranu3zanus paboTsl C TOKyMEHTAMHU.

4. Peructpanuus ¥ y4eT IOKyMEHTOB.

5. Opranu3anus AeJ0MpOU3BOICTBA HA HEOOIBIINX MPEANPHUITHIX.

6. BO3MOXHOCTH MCTIOIH30BAHUSI COBPEMEHHOW O(PUCHOM TEXHUKH TSI ONITUMHU3AIIH
JIOKyMEHTOO0OPOTa B OpraHu3aIHH.

7. NadhopManinoHHO-TIOMCKOBAsI CUCTEMA.
8. Cnenn¢urka JOKyMEHTAIIHOHHOTO 00ECIIeYeHHs YIIPABICHHS B KaJJPOBBIX CITyKO0ax.

9. HepCHGKTI/IBHI)IG HaIpaBJICHUA B pa3BUTUU JOKYMCHTAIMOHHOT'O obecreycHus
YHpaBJICHUA.

IlepeuyeHb BONpPOCOB, BLIHOCUMBIX HA 3a4eT M0 yueOHoi nucuuniude «HopmaTuBno-
MeToAuYecKasi 0a3a JOKYMEHTHOI /1esiTeJIbHOCTH B OPraHU3alum»

1. JIOKyMEHT M €ro MecTo B CUCTEME YIIPABJICHHUS.

2. CoBpeMeHHBIE  3aKOHOJATENIbHBIE M HOPMATHBHBIE  IPAaBOBBIE  aKTHI,
periiaMeHTHpYIOLe Co3Aanue U 0pOpMIICHHE JOKYMEHTOB.

3. CoBpeMeHHBIE HOPMATHBHO-METOJMYECKUE JOKYMEHTBI, ONPEACISIOMHNE HOPSI0K
co3/1aHus U 0POPMIICHHS JOKYMEHTOB.

4. Tlonarue «uHpoOpManus» U «IJOKYMEHT» M ero pasButue. Csi3p nHpOpManuu u
nokymeHTta. O0mue 1 yacTHble (YHKIMU JOKYMEHTA.

5. Cnoco0Obl JOKYMEHTUPOBAaHUS U UX PA3BUTHE.

6. TekcToBOEe TOKYMEHTHPOBAHME M 3Talbl €ro pa3BUTHA. MarepHuaiabHble HOCHUTEIH
JUISL TOKyMEHTHPOBaHHUS.

7. TlopnmuHHUKHM, KOOMUM U AyOnukaTtel JOKyMeHTOB. Buael komuii. [lopsmox
YIAOCTOBEPEHU KOTTUI.

8. ®opmymsip nokymenta. TumoBoil dopmynsap. CocTraBuTh THUNOBOH (Gopmyiisip
IpUKa3a 10 OCHOBHOM JesATenbHOCTH. [loHATHS «yHuUUKAUMs» M «CTaHAAPTU3ALUD»
nokymeHToB. 'OCT P 6.30-2003. Ero conepxaHnue, 3HaUEHUE.

9. Ha3nauenume ONaHKOB B COBPEMEHHBIX oOpraHu3anusx. Buasl OmankoB. CocTaB
PEKBU3UTOB OJ1aHKOB. biiaHku npennpuaTuil pa3nuyHbXx GopM COOCTBEHHOCTH.

10. PexBH3HT «HaMMEHOBAaHWE OPTaHM3ANMHU-ABTOPA TOKYMEHTa», TPEOOBAHMS K HEMY.
PexBu3HT «cripaBoYHbIe JaHHbIE 00 OPraHU3aIMH-aBTOPE TOKYMEHTa», €0 COCTAB.

11. PekBusuT «aapecary», €ro 3HAaYCHUE U COBPEMEHHbIE TpeOoBaHus K opopmieHuto. Ha
KaKHUX YIPaBJICHYECKUX JOKYMEHTaX 0053aTeNIbHO MPOCTABISAETCS PEKBU3UT “anpecar’?

12. Jlatel Ha nOKyMeHTax, TpeOOBaHUs K MX opopmieHH0. /laTa Kak cocTaBHAs 4acTb
IpPYTMX PpEKBU3UTOB. PEKBU3UT «pPETUCTPALlMOHHBI HOMEpP JOKYMEHTa», €ro 3Ha4yeHHE.
PekBU3UT «CChIIKa Ha PETUCTPALIMOHHBIM HOMEpP M JaTy JOKyMEHTa», KOrja U TIe OH
IIPOCTABIISIETCS.

13. Tlopsmok corjacoBaHHst JOKYMEHTOB W OGOpPMIICHHSI BHYTPEHHErO W BHEIIHETO
cornacoBaHus. Ilopanok yTBEp)KIEHMS JOKYMEHTOB, BUABI yTBEpxkAcHHs. Kakue BuUabI
JIOKYMEHTOB TPeOYIOT yTBEPKACHUS?



14. CoctaB ynoctoBepeHus JOKyYMeHTOB. IIpaBwia odopmieHuss pEeKBU3HUTOB,
yIOCTOBEPSIOUINX JOKyMeHT. [lopsiok mommucanusi JOKyMEHTOB. lleyarh Kak pPEKBH3HT
JToKyMeHTa. Ha kakux TOKyMEHTax MpOoCTaBIsieTcsl TepOoBas revarh Wil neyarb OpraHu3ainuu’?

15. OrMerku Ha JAOKyMeHTe, UX 3HadeHue U odopmiienue. Peszomonms. E€ 3naueHue.
TpeGoBanusi, MpeabsABIsEMbIEC K PE3OJIIOLIUH.

16. IlonsaTHe “ropuauyeckas cuiia JOKyMEHTa . PeKBU3WTBHI, MPHIAIOMIAE JOKYMEHTY
IOPUAMYECKYIO CHITY.

17. O6mue TpeOOBaHMUS K TEKCTy JOOKYMEHTa. AJTOPUTM MOATOTOBKH JOKYMEHTA.
DNeMEeHTHI TEKCTa: 3aroJIoBOK, MpuiiokeHus. TpedoBaHus K 0(hOpMIICHHUIO 3arojIoBKa U OTMETKHU
0 HAJIMYUU IIPUIOKEHUHN.

18. IlonsiTue «cucrema AOKyMEHTALlMM», Pa3BUTHE CUCTeM JoKyMeHTaruu. [loHsTue
«yHHUHUIUPOBAaHHAsI CUCTeMa JOKyMeHTanuu». Haznauenue, omnpenenenue u cocraB Y COP/I.
CnocoObl mpencTaBieHUs] YHUGUIUPOBAHHBIX TEKCTOB (aHKEThl, TaOMuUIbl, TpadapeTHbie
TekcThl). TpadaperHbie TeKCTHL. MeToauKa pa3padOTKH.

19. TpebGoBaHus Kk cocTaBieHHIO U OGOPMIICHHIO OPraHU3AIMOHHBIX JOKYMEHTOB (Ha
nprUMepe TOJI0KEHUs, HHCTPYKIUH, periiaMmenTa). HazHaueHue 3TuX JOKyMEHTOB.

20. TpeOGoBaHHUs K COCTABJIICHHIO U O(OPMIICHHUIO IMPUKA30B U PACTIOPSIKEHU.

21. TpeGoBaHUS K COCTABJICHUIO U O(DOPMIICHHIO OOBSICHUTENBHBIX 3aITUCOK, JOKJIATHBIX
3aMHCOK U CIY>KEOHBIX 3aMCOK. VX Ha3HaueHue B I1eATeIbHOCTH OPraHU3alluH.

22. TpeboBaHUS K COCTABICHHUIO U OPOPMIICHHIO CITPABOK, PA3HOBHIHOCTH CIIPABOK.

23. TpeboBanus k coctaBieHuio U odopmieHuto akTa. HazHaueHne u pa3HOBUIAHOCTHU
aKTOB.

24. TpeboBaHus K COCTaBICHUIO U 0OPMIICHHIO ciykebHoro nuchbma. Kinaccuduxarms
CITyKCOHBIX TTHUCEM.

25. ANropuT™ MOArOTOBKH M MPOBEIEHUS cOBelIaHus. JJOKyMEHThI, CO3/1aBaeMbI€ B
nporiecce MOATOTOBKY COBEIIaHus. TpeOoBaHUs K COCTaBICHHIO U O(POPMIICHHIO MTPOTOKOJIA
JIOKYMEHTOB; apxeorpaduueckas o0paboTka JOKYMEHTOB.

Kpurtepun onenuBanus mo 3avery:

«3aumerno»: CTyACHT BJIaJIe€T TEOPETUYECKUMU 3HAHUAMMU 110 JaHHON NUCLMILIMHE, 3HACT
KOMIUIEKC MHCTPYMEHTOB BHEIPEHHUS U Pa3BUTHA OEpEeXIIMBOIrO YIpaBJICHHUS U NPOU3BOJICTBA,
JIONTyCKaeT HE3HAaYMTEeNbHblE OLIMOKH; CTYIEHT yMEeT NpPaBWIbHO OOBSACHATH MaTepuai Io
METOJUKE OLEHKM M  YyIJIY4YIIEHUS pe3yJbTaTUBHOCTH (YHKIHMOHHUPOBAHUSI  CHUCTEMBI
MEHEDKMEHTA KaueCTBa KOMIIaHUH, WLTIOCTPUPYsL €r0 IIPUMEPAMH.

«He 3aumeHOo». MATepuajg HE YCBOEH WM YCBOEH YAaCTUYHO, CTYIEHT 3aTpyIHSAETCS
NPUBECTH TPUMEPHI MO KOMIETEHLHUSAM U TEOPETHUECKOMY Marepuaiy, yueOHble 3aJaHMs He
BBITNIOJIHWI, IPAKTHUECKHE HABBIKU HE CPOPMHUPOBAHBI, JOBOJIBHO OIPaHUYEHHBIN 00BEM 3HAHUI
IIPOrpaMMHOI0 MaTepHraa.

OneHouHble CcpeAcTBa JUIsl MHBAJIMAOB M JIMII C OrPAaHUYEHHBIMH BO3MOXHOCTSMU
3JI0pOBBSI BEIOUPAIOTCS C YYETOM MX UHAMBHUAYAIbHBIX CUXO(U3NUECKUX 0COOEHHOCTEH.

— NpU HEOOXOAMMOCTH HHBAJIMAAM M JIMIAM C OrPAaHUYEHHBIMH BO3MOXXHOCTSIMHU
310pPOBbS IPENOCTABISAETCS JOTOJHUTEIBHOE BPEMS IS TOATOTOBKH OTBETA HA 3a4€TE;

— IIpU MPOBEJICHUH TPOLEAYPHI OIICHUBAHUS PE3YyIbTaTOB 00yUEHHs] MHBAIUIOB U JIUIL C
OTPAaHWYEHHBIMU BO3MOYKHOCTSIMU 370POBBS MPENYyCMATPUBAETCS MCIIOIb30BAHUE TEXHUUYECKHUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX WHAWBUIYAIbHBIMA OCOOEHHOCTSIMH;

— IIpU HEOOXOAUMOCTH JJIsl 00YyHAIOIIKXCS C OTPAHUYEHHBIMUA BO3MOXHOCTSIMU 3/10POBbS
U MHBAJIUAOB TpOILEaypa OLEHHMBAHUS pPE3yJbTaTOB OOYYEHHS IO JUCHUIUIMHE MOXKET
IIPOBOJIUTHCS B HECKOJIBKO 3TAIOB.

[Iponienypa oneHMBaHUsI Pe3yJIbTATOB OOYUYEHMsS WMHBAJIUIOB U JIUI] C OrpPaHUYEHHBIMHU
BO3MOXXHOCTSIMU 37I0POBbSl 1O JUCHMUILIMHE (MOAYNIO) MpEeAycMaTpUBAaeT IPEOCTaBIEHUE



uHpopManuu B (opMax, aTaNTUPOBAHHBIX K OTPAHHUYEHHUSM WX 370POBbS W BOCIPHUSITHS
uHpOpMaLUu:

J1J1st JIUT C HApYIICHUSIMH 3PEHHSL:

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

— B (popMe 3IIEKTPOHHOTO TIOKYMEHTA.

JUist a1 ¢ HapyIIEHUSIMH CITyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 2IIEKTPOHHOTO TOKYMEHTA.

J1J1st JI1 ¢ HApyIICHUSIME OTIOPHO-JIBUTATEIBHOTO arapara:

— B mieyaTHoi opme,

— B (hpopMe 3JIEKTPOHHOTO IOKYMEHTA.

JlaHHBIN TIepeYeHb MOXKET OBITh KOHKPETU3MPOBAH B 3aBUCHMOCTH OT KOHTHHTEHTA
oOyyJaronuxcs.

5. Ilepeyenb y4eOHOM JJUTEPATYPbI, HHPOPMAITMOHHBIX PECYPCOB M TEXHOJIOTH A

5.1. YueOnas auteparypa

1. Ky3uenos, . H. JlokymeHTanmonnoe obecrneuenue ymnpasieHus. JJokyMeHTO000pOT U
JEJIONPOU3BOJCTBO [DNEKTPOHHBIA pecypc] : Y4eOHMK M TPAKTHUKYM MJis TPUKIATHOTO
OakamaBpuata / U. H. Ky3nenos. — 3-¢ u3., nepepad. u gon. — Mocksa : FOpaiir, 2018. — 461 c.
— Pexxum pmoctyna: https://biblioonline.ru/viewer/dokumentacionnoe-obespechenieupravleniya-
dokumentooborot-i-deloproizvodstvo431759#page/1

2. VYuebnuk. HHpopMaIMOHHO-TOKYMEHTAIIMOHHOE OOecleueHnue JAeITeIbHOCTU
peruonanbHoro napiamenrta / [lox pex. B.B. Epmonenko / Epmonenko B.B., 3akapsa M.P.,
Jlanckas J[.B., Mupomnnuenko M.A., CaBuenko A.Il. Kpacnomap, Kybanckuii roc. yu-t. 2021.

3. Jlanckas M.B., CemmBanoBa E.Il. HopmatuBHO-MeTOAHUYECKOE oOOECICUCHUE
3JIEKTPOHHOI0 JOKyMeHTooOopoTa. Yuebnuk. [Tox pea. B.B. Epmonenxo. r. Kpacnonap. 2023. —
188 c.

JlononHUTENBHAS IUTEPATYpA:

1. Poroxxun, M. FO. Jlenompou3BOACTBO [DIEKTPOHHBIA pecypc] : Kypc JEKIHi :
yueOnoe mocodue / M. FO. Poroxun. — Mocksa; bepnun: Hupekr-Menua, 2014. — 229 c¢. —
Pexxum noctyna: https://biblioclub.ru/index.php?page=book_red&id=2

2. Nemun, 0. M. [emonpou3BoAcTBo. JIOKyMEHTallMOHHBIH  MEHEIKMEHT
[DnexTpoHHBI pecypc] : yueOHoe mocobue / FO. M. Jlemun. — Mocksa; bepnun: Jupexrt-
Menua, 2014. 205 c. — Pexxum nmoctyma: https://biblioclub.ru/index.php?page=book_red&id=
25365 7&sr=1

3. Poroxun, M. 1O. JlokymeHTanmmoHHOE oOecreueHne YIpaBiIeHUs [DIIEKTPOHHBIN
pecypc] : mpaktuueckoe nocodue / M. FO. Poroxun. — Mocksa; bepnun: {upekrMenua, 2014. —
398 c¢. — Pexxum moctyma: 1-4 3 DBC https://biblioclub.ru/index.php?page=book red&id=25370
S5&sr=1,

5.2. Ilepuoanyeckasi JuTepaTypa

[TevaTHble TepuoaMUYecKHe H3MaHUS BXOAAT B «llepedeHb TICUATHBIX TEPHUOTUICCKUX
U3JaHui, XpaHALUXCS B ¢donme Hayunoit o6ubnuorexu KyoI'Y»
https://www.kubsu.ru/ru/node/15554, W/WMW  DIEKTPOHHBIC TEPUOIWYECKHE W3IAAHUS, C
yKa3aHHUEM aJipeca caiTa 3JIeKTPOHHON BEpCUM XypHana, U3 0a3 JaHHBIX, JOCTYN K KOTOPHIM
umeet KyoI'VY:

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

5.3. UHTepHeT-pecypchbl, B TOM 4MCJIe COBpeMeHHble NnpodeccuoHaNbHbIe 0a3bl
JTAHHBIX 1 HHGOPMAIHOHHBIE CIIPABOYHbIE CHCTEMBI



https://biblioonline.ru/viewer/dokumentacionnoe-obespechenieupravleniya-dokumentooborot-i-deloproizvodstvo431759#page/1
https://biblioonline.ru/viewer/dokumentacionnoe-obespechenieupravleniya-dokumentooborot-i-deloproizvodstvo431759#page/1
https://biblioclub.ru/index.php?page=book_red&id=2
https://www.kubsu.ru/ru/node/15554
https://grebennikon.ru/

OnexkTpoHHO0-0nbmuoTeunbie cuctemsl (ObC):

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

2. 9bC «YHUBEPCUTETCKA Sl BUBJIMOTEKA OHJIAMH» 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

IIpodeccuonabHble 0a3bl JAHHBIX

1. BupryanbHblii unTanbHbiid 3a1 Poccuiickoit rocynapcrBenHoi Oubmuoreku (PI'B)
https://ldiss.rsl.ru/;

2. Kypnan «Ycnexu Gpusnueckux Hayk» (deKTpoHHas Bepeus) https://ufn.ru/;

3. MHWAH. ITonHoTEeKCTOBAS KOJUICKIUS MAaTeMaTu4eCKuX JKypHaJIOB
http://www.mathnet.ru/;
4. Kypnan «KBanToBas AIIEKTPOHUKA» (anexTpoHHas BepCHsl)

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

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

6. HanmonanbHast snexkTpoHHas 6ubmmoreka https://rusneb.ru/;

7. llpe3uaentckas o6uonuoreka uM. b.H. Enpriuna https://www.prlib.ru/;

8. BJ] CSD-Enterpris KemOpumkckoro nentpa kpucrammiorpadpudeckux manasix (CCDC)
https://www.ccdc.cam.ac.uk/structures/;

9. B/l xypHamoB mO pa3nuuHbIM oTpaciasiM 3HaHuil Wiley Journals Database
https://onlinelibrary.wiley.com/;

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

11. TlomHOTEKCTOBAsl KOJUIEKIUSI KYPHAJIOB KOMIIAHUM AMEPUKAHCKOTO (PH3HUECKOrO
obmectBa American Physical Society (APS) https://journals.aps.org/about;

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

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

14. ApxuBbl Hay4yHBIX XypHaioB Ha Poccuiickoil mmardpopMe HaydHBIX KYpPHAJIOB
HSUKOH http://archive.neicon.ru/;

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

16. "Jlexropuym TB" - BUACOJICKIINU BEIYLIUX JIEKTOPOB Poccun
http://www.lektorium.tv/;

17. B SciFindern (CAS) (onnaiiH-cepBuUC JUIsl TOMCKAa HHPOPMALMU B 00IAaCTH XUMHH,
OMOXMMHH, XUMUIECCKON WHKCHEPUH, MAaTePUAIOBEICHNS, HAHOTEXHOJIOTHH, (DU3HKH, T€OJIOTHH,
MeTaJuTypruu u ap.) https://scifinder-n.cas.org/;

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

19. B Academic Reference (CNKI) (emunas mnowuckoBas miatdhopma 10
Hay4YHOHUCclenoBarenbckuM — paboram  KHP. Temarwka  mokpeiBaeT BCE  OCHOBHBIE
TUCIUTITHHApHBIE 00macTu https://ar.cnki.net/ ACADREF.

HNudopmanuoHHbIe CIIPABOYHbIE CHCTEMBI

1. Koncynprant Ilntoc - cnpaBouHast mpaBoBasi cucTeMa (JOCTyN IO JIOKaJIbHOM CETH ¢
KOMITBIOTEPOB OMOTMOTEKHN)

Pecypchbl cBoOoaHOTO 10CTYNA

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

2. AmepukaHcKas rmareHTHas 0asza maHHbIX http://www.uspto.gov/patft/

3. MuHuctepcTBO HayKd M BbIcIiero oOpaszoBanusi Poccuiickoit Deneparuu
https://www.minobrnauki.gov.ru/;

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



https://urait.ru/
http://www.biblioclub.ru/
https://www.book.ru/
http://www.znanium.com/
https://e.lanbook.com/
https://ldiss.rsl.ru/
https://ufn.ru/
http://www.mathnet.ru/
https://quantumelectron.lebedev.ru/arhiv/
http://www.elibrary.ru/
https://rusneb.ru/
https://www.prlib.ru/
https://www.ccdc.cam.ac.uk/structures/
https://onlinelibrary.wiley.com/
https://sk.sagepub.com/books/discipline
https://journals.aps.org/about
https://www.orbit.com/
http://materials.springer.com/
http://archive.neicon.ru/
http://uisrussia.msu.ru/
http://www.lektorium.tv/
https://scifinder-n.cas.org/
https://www.sciencedirect.com/
http://cyberleninka.ru/
http://www.uspto.gov/patft/
https://www.minobrnauki.gov.ru/
http://www.edu.ru/

5. Enmunas xomneknus mUpPOBBIX  00pa3oBaTeNbHBIX  pecypcoB  http://school-
collection.edu.ru/

6. IIpoext T'ocymapcTBeHHOro uWHCTUTyTa pycckoro sa3bika umeHu A.C. Ilymkuna
"O6pa3oBanue Ha pycckoM" https://pushkininstitute.ru/;

7. CnpaBouHO-MH(POPMaMOHHBIN mopTan "Pycckmit si3b1k" http://gramota.ru/;

8. Cnyx0a TeMaTHYECKHUX TOJIKOBBIX ClIoBapei http://www.glossary.ru/;

9. CnoBapu u >HIMKI0oNennH http://dic.academic.ru/;

10. O6pazoBarenbHbIii mopran "Yueda" http://www.ucheba.com/.

CoOcTBeHHBIE 3JIEKTPOHHBbIE 00Opa3oBarejibHbie M HH(OPMALMOHHbIE PecypChl
KyoI'y

1. DNEKTPOHHBIN KaTajor Hayunoi OMOIMOTEeKH KyoI'y
http://megapro.kubsu.ru/MegaPro/Web

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

3. OtkpeiTass ~ cpega  MOAYJAbHOrOo  AuHamMuueckoro  oOyuenuss  KyOI'Y
https://openedu.kubsu.ru/

4. baza y4yeOHBIX TUJIAaHOB, Y4YE€OHO-METOAMYECKHX KOMIUIEKCOB, NyOIUKaNUi W
koH(epenuuii http://infoneeds.kubsu.ru/

5. DnextponHbii apxuB gokymeHTOB KyoI'V http://docspace.kubsu.ru/

6. Meroauyeckue yKa3zaHusl Jisi OOYYAIOIIMXCSl IO OCBOEHHMIO JUCHMILIMHBI
(Mmonxy.Jist)

OcBoeHME AUCHMILTUHBI TPEIyCMAaTPUBACT MPOCTYIIMBAHUE JIEKIUA U TMPOBEICHUE
CEMHHAPCKHUX 3aHATHI.

Jis riry60KOro U3y4eHus JUCIUILTUHBI HACTOATEIbHO PEKOMEHAYETCS:

- CUCTCMATHUYCCKH T'OTOBHUTLHCA K IMPAKTUYCCKHUM 3aHATUAM II0 yq€6HI>IM HOCO6I/I$IM,
HAyYHBIM CTaThsIM B )KypHaJlaX, a TaKKe C UCTIOIb30BaHUEM pecypcoB MHTepHET;

- CBOCBPEMCHHO BLIINIOJHATE MMPAKTUYCCKHUE 3a/laHUsL, TOTOBUTH pe(i)epaTI)I " 3CCE.

CamocTtosTenbHas paboTa CTyOeHTa - OJWH M3 BaXXHEWIIWX STamoB B IMOATOTOBKE
crienanuctoB. OHa MPUOOIIAET CTYIEHTOB K HCCIIE0BATENHCKON paboTe, 0o0oraiaeT onbITOM 1
3HAHUSIMH, HEOOXOIMMBIMH 7Sl JAIbHEHIIIET0 MX CTAHOBIIEHHUS KaK CIEIHAMCTOB, MPUBHUBAET
HaBBIKU pabOThI C TUTEPATYPOH, CTATUCTUYECKUMHU JAHHBIMHU.

[lenp camocTosITENbHON pabOTHI - CHCTEMAaTH3allks, 3aKperieHHe U paclIupeHue
TCOPCTUUCCKUX U MPAKTHUYCCKUX 3HAaHUN C HUCHOJIb30BaHUEM COBPECMCHHBIX I/IH(bOpMaIII/IOHHI)IX
TEXHOJOTHI U JTUTEepPaTyPHBIX UCTOYHHUKOB. {711 pa3BUTHUSI HABBHIKOB CaMOCTOSITENILHON PabOThI
CTyACHTaMU BO BpEMs CaMOCTOSITEIILHOMI pa6OTI)I BBITIOJIHAKOTCSA:

— pedepatrbl, CBA3aHHBIE C PACCMOTPEHHUEM CTPYKTYpPhl M MPHHIIMIIOB OPraHU3alUN
MH(OPMaLIMOHHBIX pecypcoB B cetu HTepHerT;

— pedeparhl, CBSI3aHHBIE C O0030pOM COBPEMEHHOTO pBIHKA CIENHUaTN3UPOBAHHBIX
CIIPaBOYHBIX CHCTEM, KOHKYPEHTHOW OOPHOBI MEXKTY WX CO3/IAaTEIISIMH 32 BIaJICHHE PHIHKOM;

— JIOMAIITHUE 3aJ]aHus 10 TOUCKy B MHTepHeTe MHpOpMAIUHU Ha 33JaHHYI0 HAYYHYIO TeMY
Y TIOATOTOBKE JIOKJIa/Ia.

— pedepaTsl, CBsI3aHHBIE C MPABOBBIMU ACMEKTAMU HCIIOJIb30BAHUS HH()OPMAIIMOHHBIX
pecypcoB UHTepHETa, OXpaHOW HHTEIIIEKTYaIbHOW COOCTBEHHOCTH;

Pedepar wumm oscce TOTOBATCS CTYIAEHTOM CaMOCTOSITENbHO, B HHUX 0000marTcs
TEOPETUYECKHE MaTepHallbl 10 HWCCIeIyeMO TeMe C HCIOJIh30BAHMEM MAaTepHajoB U3
CHEIMAlbHOM  JIUTepaTypbl, HOPMATUBHO-TIPABOBBIX JOKYMEHTOB, CTaHIAPTU3UPYIOIIHX
paccmatpuBaeMyio chepy. B comepxanun paboT gomkeH OBITh COOCTBEHHBIM aHAIU3 U
KPUTHYECKHA TOAXOA K PEIIEHUI0 TMpoOJieMbl TO BBIOpAaHHOW TeMe HCCIeI0BaHus,
HO}IerHHeHHBIfl CTAaTUCTUYCCKUMU HJAaHHBIMU U KOpHOpaTHBHOfI OTYCTHOCTBKO H3BCCTHBIX
Kopropanuii. Marepuanbsl AOKHBI OBITH M3JI0KEHBI Ha BBICOKOM TEOPETUYECKOM YpPOBHE, C
MMPUMCHCHUEM IMPAKTUYCCKUX TaHHBIX, IPUMECPOB.
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CryneHTaM pEeKOMEHIYeTCsl HENpEephIBHO MPOBOJUTh HAy4HbIE MCCIEIOBAHUSA [0
PYKOBOJICTBOM TpernojaBarens Kadeapsl MO H30paHHOW TeMe€ M TOTOBUTH COOOINEHHUS Ha
Hay4Hble KOH(pepeHUH, cTaTbu B COOPHUK MOJIOJBIX UCCIIE0BaTeNeH U HayYHbIE KYPHAJIBL.

OOyueHue CTyIEHTOB C OTPAaHUYEHHBIMU BO3MOYKHOCTSIMU OPTaHU3Y€ETCsl B COOTBETCTBUH C
TpeOoBaHUAMHU «MeTOJMUEeCKUX pPEeKOMEHJAlUN 110 OpraHu3aluu o0pa30BaTEIbLHOIO Mpolecca
JUlsi O0y4eHMs] HHBAIUAOB U JIML C OlPAaHUYEHHBIMH BO3MOYKHOCTSMU 3JI0pOBbS B
00pa30BaTeNIbHBIX OPraHU3aLMIX BBICIIET0 MPO(ECCHOHANIBHOIO 00pa3oBaHUs» OT «8» ampeis
2014 r.

B ocBoeHuu AMCUUMIUIMHBI MHBAIMJAMM M JIMIAMU C OIPAaHMYEHHBIMH BO3MOXXHOCTSMHU
3I0pOBbsI OOJIBIIOE 3HAYEHHWE HMMEET WHAMBHIyajbHas ydeOHas paboTa (KOHCYJbTAIlMH) —
JIOTIOJIHUTEIBbHOE pa3bsiCHEHNE Y4eOHOro MaTepHaia.

WunuBuayanbHble KOHCYJNBTAllMM IO IPEIMETY SIBISIOTCS BaXKHBIM  (DAaKTOPOM,
CHOCOOCTBYIOLIMM MHAWBUIYAIN3aLUU OOY4YE€HUS U YCTAHOBJICHUIO BOCIIUTATEIBHOTO KOHTAKTA
MEXIy IMpernojaBaTesieM U OOy4aroIlMMCs HMHBAJIUIOM WM JIMIOM C OrPaHUYECHHBIMU
BO3MOYKHOCTSIMH 3/10POBbSI.

7. MaTepuaibHO-TeXHHYECKOe o0ecrieyeHne 1o JUCIUIInHe (MOAYTI0)
I[lo Bcem Bugam yd4eOHOH [EATENBHOCTH B paMKax TUCIHUIUIMHBI HCIOJB3YIOTCA

ayJIMTOPUH, KaOMHETHI U JIA0OPATOPUH, OCHAIICHHBIC HEOOXOTUMBIM CHCIUAM3UPOBAHHBIM U
71a060paTOPHBIM 000PYIOBAaHUEM.

HaumenoBanue OCHAIIIEHHOCTh [TepeueHb JTUIIECH3MOHHOTO
CIIEIUATBHBIX IIOMENIEHUH CIIEIMATBHBIX IIOMEIIEHUH | MPOrpaMMHOT0 00eCIIeYEeHHSI
Y4ueOubie ayauropum i | MeGenb: yueOHas MeOennb [Taker nporpamma
POBEICHUS 3aHaTUN | TeXHUYECKHE cpeactBa | PowerPoint Microsoft Office,
JICKIIMOHHOTO THUTIA o0y4eHus: OC Microsoft Windows 10 ¢

JKpaH, IPOEKTOP, KOMIIBIOTEP

BBIXOJOM B I/IHTepHeT

VYyeOnble ayautopun g | MebGenb: yueOHas meOenb [Taker nporpamma
IPOBEICHUS 3ansaTuil | TexHuueckue cpencta | PowerPoint Microsoft Office,
CEMHHAPCKOT0 TUIA, | O0yUYCHHS: OC Miicrosoft Windows 10
IPYIIIOBBIX U | DKpaH, MPOEKTOp, KOMIBIOTEP | BHIXOJOM B IHTepHET
WHAUBU1YaJIbHbBIX O6opyoBanue:
KOHCYJIbTAIIH, TEKYIEro
KOHTPOJISI ¥ TTPOMEKYTOUHOM
aTTecTaluu

JIist  caMOCTOSATEeNbHOW  pabOThl  OOYYAOMIMXCSl  HPEIYCMOTPEHBI  MMOMEIICHUS,

YKOMILJICKTOBAHHBIC CHGHH&HH?;I/IPOB&HHOﬁ MG6€J’II)IO, OCHaIlICHHBIC KOMHBIOTepHOﬁ TEXHHKOH C
BO3MOXXHOCTBIO INOAKIOYCHHUA K CCTH «I/IHTCpHCT» U obecreyeHueM A0CTyIIa B 3JICKTPOHHYIO

nH(pOPMAITMOHHO-00Pa30BATENHHYIO CPEly YHHBEPCHUTETA.

HamMeHnoBaHnmne moMenieHHi
JIJISL CAaMOCTOSITEIIbHOM
paboThl 00YJAOIITXCSI

OcHaIeHHOCTh ITOMENTeHUH
JUTSL CAMOCTOSITETbHOM
paboThl 00YJAIOIITUXCSI

[TepeyeHb JIMIIEH3MOHHOTO
MPOrPaMMHOTO OOeCTIeUeHusI

ITomemenune JUISL
CaMOCTOSITENIbHOM ~ paboThI
oOyyaromuxcs  (YUTaJIbHBIN

3an HayuHolt 6u0arorexn)

Mebens: yuebHast MeOenb
Kommext
CHEIUAIM3UPOBAHHON
Mebenu: KOMITbIOTEpPHBIE
CTOJIBI

OGopynoBanue:

KOMIILIOTCPHAA TCXHHUKA C

ITaker nporpaMmma
PowerPoint Microsoft Office,
OC Microsoft Windows 10 ¢

BBIXOJ0M B UHTEpHET.




HOJKITIOYEHUEM K
nH(pOpMaIMOHHO-
KOMMYHUKAlMOHHOU ceTn
«/HTEepHET» U NOCTYNIOM B
AIIEKTPOHHYIO
nH(pOpMaIMOHHO-
00pa30BaTeNbHYI0
o0OpasoBarenbHON
OopraHuzaiuy, BeO-Kamepsl,
KOMMYHHKAI[MOHHOE
obopyioBaHue,
oOecrieynBaromiee JOCTyI K
CEeTM HUHTEpHET (IIPOBOJHOE
coeMHEHUE U OecIpoBOIHOE
COCIMHEHUE TI0 TEXHOJOTUU

Wi-Fi)

cpeny

I[Tomemnienue
CaMOCTOSITEIILHON

TUISt
paboThI

oOyuvaronmxcs (ayn. 415H)

Mebenn: yueOHast MeOeIb
Kommiekt
CIIENAJIN3UPOBAHHON
mebenu: KOMITBIOTEpHBIE
CTOJIBI
Ob6opynoBanue:
KOMITBIOTEpHAS
HOKJIIOYEHUEM
MH(}OpPMaLOHHO-
KOMMYHUKAIlHOHHOH  CeTH
«HTepHETY W JOCTYNOM B
AIIEKTPOHHYIO
MH(OpPMaLIOHHO-
00pa30BaTeNbHYIO
o0Opa3oBatenbHON
OpraHuzaliu, BeO-KaMmepsl,
KOMMYHHUKAIIHOHHOE
obopyaoBaHue,
o0ecreunBaroIee JO0CTyn K
CEeTHM HWHTEpHET (MIPOBOJHOE
coeZlMHeHue 1 0ecrpoBOJHOE
COCIMHEHUE TI0 TEXHOJOTUU

Wi-Fi)

TCXHHUKa C

cpeny

[Taker porpamMma
PowerPoint Microsoft Office,
OC Microsoft Windows 10 ¢
BBIXOJ0M B I/IHTepHeT




