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1 Hesn 1 3a7a4M U3yYeHU S TUCHMILUIUHBI (MOTYJIA)

1.1 e TUCHMILINHBI

YueOHblld  KypC «J/lokymMeHTOBeIeHHE»  ABJISETCA  OAHOM M3 BEAYIIMX
oOuenpodecCHoOHaNbHBIX ~ AUCHMILIAH, HEOOXOAMMBIX IIpU  TMOATOTOBKE OakaiaBpoB,
paboTaIIMX B TOKYMEHTHO-KOMMYHHKAIIMOHHBIX CUCTEMAX.

N3ydyenne kypca ©OasupyeTcss Ha TEOPETHUYECKMX U MPAKTUYECKUX OCHOBAX,
NPEACTABICHHBIX B  pPaMKax CIEIYOUMX JUCHMIUIMH: JTOKYMEHTHOM JIMHTBHCTHKH,
JOKYMEHTAallHOHHOTO  MEHEJDKMEHTa, apXUBOBEICHUs, MpaBa, MeHemkMmeHTa. Llemsamu
JTUCUHUILTMHBI SIBISIOTCS CIACAYIOIINE:

1) chopmupoBaTh y CTYIEHTOB IIEJIOCTHOE IPEICTAaBICHHE 00 OOIIETEOPETUYECKHX,
HUCTOPUYECKHX, METOJMYECKUX M OPraHU3alMOHHBIX MPoOIeMax JOKYMEHTOBEICHUS;

2) naTh CTyA€HTaM CHUCTEMHOE MPEACTaBIEHUE O CYIIHOCTH, CTPYKType, QYHKIHIX, U
MHOT000pa3uu JOKYMEHTOB, COCTaBIISIOIIMX OCHOBY JOKYMEHTHOM JOKyMEHTallud U (POHJIIOB
OubmmoTrek, NHMOPMAIMOHHBIX IIEHTPOB, APXUBOB, MY3€CB;

3) 03HAKOMUTH CTYJIEHTOB C MIPOLIECCOM CO3JaHUs TOKYMEHTOB, UX 00paOOTKU, XpaHEHUS
Y UCIIOJIb30BaHUS;

4) 03HAKOMUTH CTYJIEHTOB C OCHOBHBIMH HOBEUIIUMH O(DUIIHAIBHBIMUA, HOPMATUBHBIMH U
WHCTPYKTUBHO-PETIAMEHTUPYIOIUMH  JIOKYMEHTAMH, JEHCTBYIOIIMMH HAa  TEPPUTOPUU
Poccuitckoit denepanuu;

OOBEeKTOM M3Y4YEeHHUS Kypca SBISIOTCS JOKYMEHTBI, KOTOPbIE CIEIHATIbHO CO3/1at0TCS IS
XpaHeHUs] M Tepeaddl COIMaTbHON CEeMaHTHYEeCKOW HMH(POpMAIMK B MPOCTPAHCTBE U BO
BpPEMEHH, a TaK)Ke CIIOCOOBI IOKYMEHTUPOBAHUS.

[IpenMeTom M3ydeHHsl SABISIOTCS: 3aKOHOMEPHOCTH 00pa30BaHUs JOKYMEHTOB; CIIOCOOBI
UX CO3/laHus; (YHKIIMHU, CBOWCTBA, CTPYKTypa JOKYMEHTA; MPHUHIMIBI OpraHU3aIuu
JIOKyMEHTOO0O0pOTa; CTAaHOBJIEHUE W Pa3BUTHE CUCTEM JOKYMEHTAIMH, a TaKKe KOMIUIEKCOB
JIOKYMEHTOB; TTYTH COBEPIICHCTBOBAHUSI JIOKYMEHTAIIMOHHBIX MPOIIECCOB B OOIIECTRE.

Copepxanrie yueOHOW AMCHUIIMHBI HAMpPaBIEHO HAa WCHOJIB30BaHUE MpeAsiaraeMod B
M3y9aeMOM Kypce TEOpPETHYECKOW 0a3bl, 4epe3 CHUCTEMHOE PACCMOTpPEHHE JOKYMEHTa — €ro
CYIIHOCTH, CTPYKTYpbI, CBOWCTB, (YHKIMHA, KiIacCUPUKAIIUK, POJIM M MeCTa B CHCTEME

JOKYMEHTHON KOMMYHHUKAIINH.

1.2 3agauu ocBOoeHUSA TUCIHUIIINHBI.

JInst OCTHKEHUS 1ENEN PEeIatoTCs CICIYIOINE 3a/1a41 U3YYCHUS TUCIIUTUINHBIL:



T€0p€mull€CK(lﬂ KOMNOHeHma

1) u3ydeHHe KJIACCHUYECKUX W COBPEMEHHBIX TEOPHH JTOKYMEHTOBEICHHS, CBOWCTB,
MIPU3HAKOB U BUJIOB JIOKYMEHTOB;

2) OCBOCHHE COBPEMECHHBIX MOJICJICH U METOJIOB OpraHU3aI[|K JETONMPONU3BOJICTBA;

llo3nasamenvHnasn komnonenma

3) nproOpeTeHre 3HaHUI U HABBIKOB, HEOOXOIUMBIX JUIsl KBATH(DUIIMPOBAHHOH PabOTHI C
Pa3ITMYHBIMH BUAAMU JOKYMEHTOB, () YHKIIMOHUPYIONINX B OOIIECTBE;
IIpakmuueckas KomMnonenma

— (opmupoBaHUE y CTYIEHTOB OIBITa HEMOCPEICTBEHHOW pabOThl C JOKYMEHTaMH Ha
BCEX dTanax JOKyMEHTO0000poTa;
- pa3BUTHE y CTYJCHTOB HABBIKOB KOMITbIOTEPHOU MOATOTOBKH JOKYMEHTOB U pabOTHI B

CUCTEME aBTOMAaTU3UPOBAHHOTO JI€JIONPOU3BOJICTBA.

JucuumiauHa cocTout u3 18 Tem, BKIIIOYaKOUX JUIsl OYHOrO o0OyueHus 36 JIEKIIMOHHBIX
yaca ¥ 54 NpaKkTUYECKUX 3aHITUS, PACCUUTAHHBIX HA 2 ceMecTpa; JUIsl 3a04HOro oOydeHus — 8
JEKIIMOHHBIX Yaca 1 16 4acoB MPaKTHUUYECKUX 3aHATHH.

OT14yeTHOCTD:

- JUIsl OYHOT'O OTJIENEHUS B 3 U 4 ceMecTpax — 3K3aMeH;

- I 3a09YHOI'O OTACIICHUA — B 4 CEMECTPEC — DK3aMCH.

1.3 MecTO AUCHUIIMHBI B CTPYKTYPe OCHOBHOI 00pa3oBaTe/IbHOM NPOIrpaMMbl

HucnuruimHa «J{oKyMEHTOBEEHHE» OTHOCUTCA K 0a30BOH 4acTH MPO(ECcCHOHAIBHOTO
mukina OOIl GakanaBpuara «OpranuzanuonHoe mpoektupoBanue JIOY B opraHuzanum»
(b.1.b.12).

N3ydyeHne NUCHUIUIMHBI MPEANONAaracT MEXIUCUUIUIMHAPHBIE CBSI3U M OasupyeTcs: Ha
3HAHUM  CTyJE€HTaMH JUCHUIUIMH: «OCHOBBI TEOpUM  yIpaBieHHs», «JloKyMeHTHas
JUHTBUCTHKAY, «McTOUHMKOBEIeHHE (CTIPAaBOYHO-TIOMCKOBBIE CUCTEMBI)», «HpOopMaTHKay.

N3yuenne AUCHUIUIMHBI 00€CIIeYnBAET BO3MOXKHOCTh YCIIEIIHOTO OCBOEHHSI CTYAEHTaMH
CIEIYIOIINUX JUCHUUIUIMH OCHOBHOM 00pa3oBaTeNbHOM MpOrpaMMbl: JTOKYMEHTALMOHHBIN
MEHEIKMEHT, HH(popManMoHHble TexHonoruu B JIOY u apXxuBHOM Jelie, 3J€KTPOHHBIE apXUBbI
U opraHu3anusi paboThl ¢ 3JEKTPOHHBIMH JOKyMEHTaMmM, opraHuzanus u texHojorus 1OV,
apXMBOBEJICHUE, OPraHU3allMOHHOE TMPOEKTUPOBAHUE  CIYXKObl  JIOKYMEHTOBEACHUS W

JOKYMCHTOIIOTOKOB.

1.4 IlepevyeHns MUIaHNPYEMBbIX Pe3yJIbTATOB 00y4YeHHs 10 IUCIUILIHHE,

COOTHECEHHBIX C INIAHUPYEMbIMH Pe3y/JIbTATAMH OCBOCHHS 00pa30BaTeJbHOH NPOrPaMMBbI



N3ydenue yueOHON TUCIUILTMHBI «/{oKyMeHTOBeIeHE» HapaBiIeHO Ha (OPMUPOBAHKE

y 00ydaronuxcsi HEOOXOAMMBIX JUIsl (PaKTHUECKOTO MPOSBICHUS 3asBICHHBIX KOMITETCHIIUI

npeCTaBICHNH, 3HAHUI, yMEHUI U HaBbIKOB. B Tabnuue 1 npeacrasiaensl TpeOoBaHUs

(KOMHGTCHHI/II/I) K U3YYCHHUIO CTYACHTOM JUCHUIIIINHBI.

Tabnuma 1 — TpeGoBaHus K pe3yIbTaTaM OCBOCHHUS 00yJaromuMucs JUCIATIIIUHBI

Ne Wupexe Copneprxanne B pesynprate m3ydeHns ya1eOHOH TUCIUIUTHHEI 00yJaromnecs TOIDKHBI
KOMIIETCHIIUN KOMIIETCHIIUN 3HATh YMETh BIJIAZIETh
(um ee wacTh)
1 CIIOCOOHOCTBIO 3HaTh HCTOPUYECKOE Brnangets ciocoOHOCTBIO
HaclieJue U KyJIbTYpHbIC BOKHUTEIBHO U
YB2XUTCIBHO U YIRTYP VYMeTh yBaXXUTEIbHO U Y
TpaJHLHN GepeKHO OTHOCUTHCS K
OeperHO OTHOCUTBCS K P OepeIKHO OTHOCUTHCS K P
HCTOPHYECKOM
OK-11 HACTOPUYECKOMY HCTOPHUYECCKOMY p Y
HACIEMIO U
HacIEequIo U HACIeHIO U
KyJIbTYPHBIM
KYJIBTYPHBIM KYyJBTYPHBIM TPAULUSIM
TpaIULHAM
TpaguLusAM
2 CIIOCOOHOCTBIO 3HATh HCTOPHIO U Bnagers criocoOHOCTHIO
OLICHUBATH HCTOPHIO H COBPEMEHHOE COCTOSIHHE | YMEThb OLICHHBAaTh OLICHHBATh UCTOPHIO
COBPEMEHHOE 3apy0eKHOTO OIbITA UCTOPHIO U COBPEMEHHOE
yIPaBICHU COBPEMEHHOE COCTOSIHUE | COCTOSIHHE
COCTOSIHUE
JOKYMEHTaMH U 3apy0eKHOTO OTIbITa 3apyOeKHOTO OIIbITa
K-7 3apy0OeKHOTO OMbITa
OpraHu3aluy uX yIPaBICHU yIpaBJIeHUSL
YIIpaBICHUA
XpaHEHUs JOKYMEHTaMH U JOKYMEHTaMH H
AOKyMEHTAMH 1 OpraHHU3aluK HX OpraHu3aluK HX
OpraHusaluy ux XpaHEHH XpaHEHHUSI
XpaHeHUs
3 3HaHUEeM TPeOOBaHUil K | 3HATh TPEOOBaHHSA K YMeTh NpHMEHATh BrnaneTs 3HanuAMHI
OpraHM3aIun OpTaHM3aInI TpeboBaHHS K TpeboBaHMIt K
K-35 CeKPETapCKOTro CEKpPETapCKOro OpraHu3anuu OpraHu3aIum
o0CITyKUBaHHS CEKPEeTapcKoro CEKPETapCKOro
o0cCITyKUBaHHs Y perap perap
00CITyKHBaHUS o0cCITy)KBaHUS
4 3HaHHEM TpeOoBaHuil Kk | 3HaTh TPeOOBAHHSA K Bragets TpeOoBaHUSIMU
OpraHu3anu Opransaliy VMeTh obecrieunBaTh K OprafHsatuH
IK-40 oOecrieucHHs obecneTeHns COXPaHHOCTh obecneserms
XPaHHOCTH XpPaHHOCTH
COXpaHHOCTH COXpaHHOC JOKYMEHTOB B apXuBax COXpaHHOC
JOKYMEHTOB B apXuBax JOKYMEHTOB B apXHUBax
JIOKYMEHTOB B apXH1Bax
5 3HAaHUEM IPUHIUIIOB 3HaTh NPHHIUIIBI Braners npHHIUIIAME
Opranu3anuu u OpTaHH3altii 1 VYMeTh OpraHu30BbIBATH OpraHusannu u
K-41 (O YHKITMOHUPOBAHUS (byHKIHOHHDOBAHNA (GYHKIIMOHUPOBAHHUE byHKIHOHHPOBAHHA
ApXUBHOTO apXHBHOTO aYTCOPCHETA | oy yuoro ayreopeunra | APXMBHOTO ayTCODCHETa
ayTCOpCHHIa

2. CTpyKkTypa H coep:kaHue TUCHUTITHHBI




2.1. Pacnpeesienne TPy10eMKOCTH JTUCUUIJIMHBI 10 BUAAM padoT

OO01mmast Tpy10eMKOCTh TUCIUIUTHHBI COCTaBsIeT 6 3ad.e/1. (216 gacoB), ux
pacipeneneHye Mo BujaaM padoT (715 CTYICHTOB OYHOU 1 3a09HOM opM 00ydeHU)

MPEICTABJICHO B TaOHIIC 2.

Tabnuna 2 — PacnipeneneHue TpyJ0eMKOCTH IO BCEM BUaM aYAUTOPHON U CAaMOCTOSTEIHHON

paboThI CTYJIEHTOB 10 CEMECTpaM

Cemectpsl
. Bcero
Bun yue6HOI paboTs (gacer)
4acoB
3 4
AynuTtopHble 3aHATHSA (BCET0): 24
3aHATHS JEKIIMOHHOTO THTIA 8 8 -
JlaGopaTopHblie 3aHATHS ) } }
3aHATHS CEMHHAPCKOTO TUMA (CEMUHAPBI, TPAKTUYECKUE 3aHSITHUS) 16 16 -
HNuasa konTakTHas padora:
KonTtpons camocrosrensroit padoter (KCP) 3,7 - 3,7
IIpomexxyrounas arrectanus (UKP) 0,3 - 0,3
CamocTosiTeIbHasi padoTa, B TOM YHCJIe: 188 84 104
Kypcosas pabora - - -
[IpopaboTka yueOHOTO (TEOPETUIECKOT0) MaTepuaa 78 34 44
BrinonHenne HHIUBUYadbHBIX 3a1aHUN (TIOJTOTOBKA COOOIIEHUIH,
60 30 30
MIpe3eHTaINH)
Pedepar 20 20 -
[ToaroroBka K TeKylieMy KOHTPOJIIO 30 - 30
KoHntpoasb:
IMoaroToBka K 5K3aMeHy / 3aueTy 3,7 - 3,7
OO61mas TPyA0eMKOCTh qac. 216 108 108
B TOM YHCJIe KOHTAKTHasl
24 24 0,3
padora, yac.
3a4. efl. 6 3 3

2.2. CTpyKTYypa AUCHUITHHBI

Pacnipenenennie BU10B yueOHOM paObOThI U UX TPYJOEMKOCTH O pa3fiesiaM U TeMaM
JUCLUTUIMHBI JUIs CTY/IGHTOB OYHOW M 3a04HOM (opM 00yueHHsI TpeICTaBIeHO B TabuuIe 3.

Tabmuua 3 — CopepkaHue U CTPYKTYpa AUCIUIUIMHBI (MOTYJIs)




N pasjieia,

TEMBI

HaumenoBanwue pa3nenos (Tem)

KoauuecrBo uacos, O®O

KoauuecrBo vacos, 30O

Bcero

AynutopHas

pabota

I1P

JIP

CPC

Bcero

AynutopHas

pabora

JI | IIP

JIP

CPC

2

5

10

11

12

CEMECTP 3

108

18

18

36

207

16

183

Paznen 1.
Teopernyeckue 0CHOBBI

AOKYMECHTOBCACHUA

Uctopus pa3Butus
JIeIIONPOU3BOJICTBA B

Poccun

12

3akoHOJaTeNbHas U
HOPMAaTUBHO-
MeToauyeckas 0a3a B
obacTu
JOKYMEHTUPOBaHUs
YIIPaBJIECHYECKON

nHpopmauu

16

TpebGoBanus k
0(pOPMJIIEHUIO PEKBU3UTOB
yIpPaBIECHUYECKUX

HAOKYMCHTOB

TpebGoBanus k 61aHKamM
YIIPaBIEHICCKUX

HAOKYMCHTOB

[Topsaiok cocraBieHus U
oopmMIIeHUS
OpraHU3alMOHHO-

IPaBOBLIX TOKYMCHTOB

10

[Topsanok cocraBieHus 1
oopmMIIeHUS
paciopsSANTENbHBIX

HAOKYMCHTOB

12

[IpaBuna cocraBneHus




CIIpaBOYHO-
MH(POPMALMOHHBIX

JOKYMCHTOB

OK3aMeH

36

CEMECTP 4

108

18

36

18

Paznen 2.
JoxkymeHTALIMOHHOE
odecmeueHue

ylnpaBJieHHue

Jlenonpon3BOACTBO KaKk
IpEAMET U3Y4CHHUS.

OCHOBHBIE TOHATHA.

CoBpemeHHas
OpraHuzarus
JIEJIOTIPOU3BO/ICTRA.
Cmyx0a
JOKYMEHTAIMOHHOTO
obecrieueHus

yIpaBJICHUS.

MeToabI ¥ CIIOCOOBI

AOKYMCHTHUPOBAHUA

PeFI/ICTpaHI/IH JAOKYMCHTOB.

KonTpose ucnonnenus

AOKYMCHTOB.

Opranuzanus
JIEJIOTIPOU3BO/ICTBA 10

oOpanieHusIM TpaXkaH.

®opMupoBaHue U
XpaHEHHE [ B

ACIOMMPOU3BOJACTBE.

[TonroroBka u nepemnada
JIeNT B apXUB. DKCIEepPTU3a
LIEHHOCTH JOKYMEHTOB B

ACJIOMMPONU3BOJACTBE.




8 Opranu3zanus apxuBHOTO
8 2 4 2
XpaHEHHs JIOKYMEHTOB.
9 ABTOMaTH3aIUS
8 2 4 2 2
JEJIONPOU3BO/ICTBA.
Dk3aMeH 36 9
UTOTO 216 | 36 | 54 54 | 216 | 8 | 16 183
2.3 Conepxxanue pa3/ie/ioB AUCHUNIHHBI:
2.3.1 3auaTusa JeKIMOHHOI0 THIIA
Tabmuna 4 — Coneprkanue JEKIUH
s ®dopma
g 2 | HaummenoBanue
g = Coneprxanue pazzeina (TeMbl) TEKyIIEero
o, F| pasgena (TeMbl)
& = KOHTPOJIA
CEMECTP 3
Paszpen 1
TEOPETUYECKWE OCHOBBI JOKYMEHTOBEJIEHI A
1 | Ucropus Jenonpoun3BoacTBo B JpeBHEPYCCKOM IrOCYAapCTBeE.
[Ipukaznoe nenonpousBoactso B XV-XVII B. Cucrema
pa3BUTHUS
KOJIJIEKCKOTo Jestonpon3BocTBa XIX — Hau. XX B.
nenonpousBoact | Opranusanus nenonpousoacTsa B 1971-1941 rr.
Hcropus ynpaBineHus U Jen0Npou3BoACTBa B 1945-
Ba B Poccun
1990 rr. JlenonpousBoactBo B Hau. X X| B.
2 | 3akonomarenpHa | HopMmatuBHO-paBoBas 6a3a JIOY: mpaBoBbIe aKTHI,
U W3/1aBa€Mbl€ BBICIIMMHU OpTraHaMy rOC.BJIACTU U
HOPMAaTUBHO- YIPABJICHMS, IPABOBBIE AKThI, U3/1aBAEMbIE
METOANYECKast (henepalbHBIM OpraHaMy UCTIOTHUTEIHHON BIIACTH;
0a3a B 00ylacT | IPaBOBBIE aKThl, N3/IaBa€Mble OpraHaMH
JOKYMEHTUPOBa | MPEACTaBUTEIHHON BIacTH CyOhekTOB PD; mpaBoBbIe
HUSA aKThl HOPMAaTUBHOTO M MHCTPYKTUBHOT'O XapakTepa.
yrnpasieHdecko | HopmaTuBHBIE TPaBOBBIC aKThl U METOAMYECKHUE
it unpopmanuu | tokymeHtsl [IpaBurensctBa PD u denepanbHbIx
OpraHOB UCIOJIHUTENbHOMN BiacTH. JIokanpHbIE
HOpPMATHBHBIE aKThl OPTaHU3AIMU B 00JIACTH
JIOKYMEHTUPOBAHUS YIPABIEHYECKON AESITENbHOCTH.
3 | TpeboBanus x [TonsaTne pexBusnta nokymeHTa. Pacnonoxenue

oopmienuro

PCKBU3HUTOB Ha JOKYMCHTC. XapaKTepI/ICTI/IKa




PEKBU3UTOB pexBuzutoB. [OCT P 6.30-2003.
yIPaBIEHYECKU
X JIOKyMEHTOB

4 | TpeboBaHus K brank nokymenTta. Buapl 6s1ankoB. O0mumii O1aHK.
OnmaHkKaMm biiank KOHKpETHOroO BUIa TOKYMEHTA. JlOJKHOCTHOM
yIrpaBiieHYeckd | O6maHk. braHk ams nucem.

X JIOKyMEHTOB

5 | Iopsmok Opranu3alvoOHHO-TIPaBOBbIE TOKYMEHTHI. Bubl
COCTaBJICHHSI I | OpraHU3alMOHHO-TIPABOBBIX JOKYMEHTOB. VX 1enu u
oopmnenus 3aauu co3ganus. JJoKyMeHTBI, peryaupyromune
OpPraHM3aIOHH | JESATENIbHOCTh OPraHU3allui U CTPYKTYPHOTO
O-TIPaBOBBIX noapaszaenenus: Ycras, [lonoxenus, [Topsnoxk,
JTOKYMEHTOB HITarHoe pacriucanue. JJOKyMEHTBI, peryIHpyrOIne

JeSITeIbHOCTh COTPYAHHUKOB.

6 | Ilopsaok Henu u 3amaun U31aHUs PACTIOPSIUTEIbHBIX
COCTaBJICHHUS U | TOKYMEHTOB. JJOKyMEHTHI, U3/1aBaeéMbI€ Ha OCHOBE
oopmienus KOJUICTHAILHOTO MPUHSTHUS PEIICHHMSI.
pacropsauTenb
HBIX
JTIOKYMEHTOB

7 | IlpaBuna CrnyxeOHble TOKYMEHTBI, 00€CIIeurBaOIINe
COCTaBIICHUS MH(OPMALIMOHHBIA 00MEH MEXY CTPYKTYPHBIMU
CIPaBOYHO- MO/Ipa3IeNIeHUs MU U opranuzanusmMu. CocTaBieHne
WH(OPMALIMOHH | JIETOBBIX MUCEM.

BIX JJOKYMEHTOB
CEMECTP 4
Pasnen 2

JOKYMEHTAIIMOHHOE OBECITIEYEHUE YIIPABJIEHUE

8

HenonpousBo/ic
TBO KakK
peaMeT
A3Y4ECHUSL.
OcHOBHEBIE

ITIOHATHA.

[TonsTHE MENONPON3BOCTBA U JOKYMEHTAITHOHHOTO
obecrnieueHus ymnpasieHus. JJokyMeHTHpOBaHHUE.
JlokyMeHT0060poT. OCHOBHBIE PO ECCHOHATBHBIE
TEPMUHBI 10 JIEIONPON3BOACTBY. [loHsATHE
FOPUANYECKON CHIIBI TOKYMEHTOB. [loHnManue

nponecca CTaHaapTu3alnu JOKYMCHTOB. IlonnMmanue




nporecca yHu(UKaIui JOKYMEHTOB.

9 | CoBpemennas HopMmatuBHO-1paBoBas 6a3a 1e10mporu3BOJICTBA.
OpraHu3aus Pa6ora ¢ noxymeHTamu. OCOOEHHOCTH BEIOMCTBEHHOT'O
JeJIONIPOU3BOAC | AETI0Npou3BoaAcTBa. OCOOCHHOCTH JEI0NPOU3BOACTBA
TBa. Cimyx0a 3a pyoexoM. 3aiaun U QYHKIUU CITYKObI
JOKYMEHTAIIOH | JOKYMEHTAIIMOHHOTO 00ECIIeUeHUs YIIPABICHHUS.

HOTO Crpyktypa cinyx0bl. [IpaBa 1 OTBETCTBEHHOCTh CITyKOBbI
obecrieueHus JOY. Ilpumep opranmzaruu ciayxos [JOVY.
yIIpaBJICHUS.

10 | Merons! u [TonsTHE MeTOIa JOKYMEHTUPOBaHUS, criocoba
CIOCO0BI JNOKyMeHTupoBaHus. CpencTBa JOKyMEHTHPOBAHUS.
nokymentupoBa | KonupoBanue nnpopmanuu. 3HaKOBBIH METOJ
HUs ¢bukcupoBanus nHpopmanuu. JJOKyMEHT KaKk 3HaKOBast

cucrema. CriocoObI M CpeCTBa 3aMMCH HH(OPMAITHH.

11 | Perucrpanus 3HavyeHue U 33J]a4u PEerucTpauuu 10kyMmeHToB. O0mue
JOKYMEHTOB. IIpaBUJIA U TIOPSIIOK PETUCTPALM JOKYMEHTOB. DOpPMBbI
KonTpo:is perucrpanuy J0KyMEeHTOB. ABTOMaTH3alus
HCIIOJIHEHUS perucrpanuu J0KyMeHTOB. OCOOEHHOCTH perucTparnuu
JOKYMEHTOB. JOKYMEHTOB B Pa3JIMYHbIX OPraHU3aIUIX.

WNudopmannonHo-cripaBoyHas paboTta. 3HaUeHUE U
BUJIbI KOHTPOJIS. OTOOP KOHTPOJIUPYEMBIX TOKYMEHTOB.
CpoKu HCTIONHEHHUs, OpraHU3alMsl U IPOBEpKa
UCTIOJHEHUSI. ABTOMAaTU3UPOBAHHBIE CHCTEMBbI
KOHTPOJIS 32 UCIIOJTHEHUEM JIOKYMEHTOB.

12 | Opranuzanus Texnonorus paboThl ¢ TUCbMEHHBIMU OOpALLIEHUSIMU
NeNIONPOU3BOCT | rpakaaH. Peructpanius nucCbMEHHBIX 0OpaleHH.

Ba 110 JInunslit npuem. MHpoOpMupoBaHue rpaxiaH.
oOpalieHusM OOpareHus 1 3apockl 0COO0T0 KOHTPOJISL.
rpaxaaH.

13 | ®opmupoBanue | [lonsTue aena B nenonpousBozcTse. Homenknarypa
U XpaHeHue fen | aena. OCHOBHbIE IPU3HAKU TPYIITUPOBKU JTOKYMEHTOB B
B nena. ®opmuposanue nen. OdopmiieHue aen.
nenonpou3BoAcT | OnepaTUBHOE XpaHEHUE.

BE.
14 | IloarotoBka u IIpouenypa npoBeneHNs SIKCIIEPTU3BI IEHHOCTU




nepeaaya Jen B
apXuB.
DKcrneprusa
LEHHOCTHU

JIOKYMEHTOB B

IoKyMeHTOB. PaboTa skcriepTHoi komuccuu. Kputepun
[IEHHOCTH TIPH OIICHUBAHUH TOKyMEeHTOB. OdopmiieHue
nen. Cocrabinenue onuceit nen. [lopsgok nepenayuun nen

B apXUB.

JIEJIONPOU3BO/IC
TBE.

15 | Opranuzauus ITonroToBka HCHOIHEHHBIX TOKYMEHTOB K XpaHEHUIO.
apXUBHOT'O OdopmiieHre JOKYMEHTOB, CaBAEMBIX B apXHB.
XpaHeHus [Topsanok nepenauu Aen B apXuB.

JOKYMEHTOB.

16 | ABromaruszauusa | XpaHeHHE JOKYMEHTOB B 3JIEKTPOHHOMU (opMme.
nenonpousBoAct | Cucremarusanusi JOKyMEeHTOB. [IOHATHE 3JIEKTPOHHOTO
Ba. nokyMeHTa. [IpeumyiecTBa 1 HEJOCTaTKU

ANEKTPOHHOTO JJOKYMEHTO000pOTa. DINEKTPOHHAs
noura. ObecreyeHre COXpaHHOCTU TIOKYMEHTOB B
AJIEKTPOHHOHU (hopMe. ABTOMATH3AIMS COCTABICHUS
JOKYMEHTOB. ABTOMaTU3UPOBaHHbIE paboUyne MecTa.
DnekTpoHHbIe 0dUCHBIE CUCTeMBI. IHpopMaIoHHbIe
pecypcrl UnTepHeta. TexHuueckue cpeacTBa padbouux

MCECT.

2.3.2 JIaGopaTopHbIe 3aHATHS

JIaGopaTopHble 3aHATHS HE TPEyCMOTPEHBI.

2.3.3 3aHATHSA CEMHHAPCKOI0 THIIA

Tabmuma 5 — ConepxaHue CEMUHAPCKUX 3aHITHI

Ne
HaumMenoBanue pasjena (TeMbr) TeMaTHKa NPaKTHIECKUX 3aHITHH (CEMUHAPOB)
1 | Uctopus pa3BuTus Aenonpou3BoacTBa B Poccun
2 3aKOHOI[aTCJ'IBHa${ 1 HOPMATUBHO-MCTOJUYICCKAA 68.38. B O6J'IaCTI/I JOKYMCHTHUPOBAHUA

yrpaBiieH4ecKoi nHpopManuu




3 | TpebGoBanus Kk 0hOpMIICHUIO PEKBU3UTOB YIIPABICHUECKUX JOKYMEHTOB

4 | TpeGoBanus Kk OJ1aHKaM YIPaBICHYECKUX JOKYMEHTOB

5 | [lopsanok cocraBienus U 0OpMIIEHUS OPraHU3allMOHHO-TIPAaBOBBIX JOKYMEHTOB

6 | [lopsinok cocraBieHus: 1 0(OPMIICHHUS PACTIOPAIUTEIBHBIX JOKYMEHTOB

7 | IlpaBuna cocTaBieHHsI CIIPAaBOYHO-UH(DOPMAIIMOHHBIX TOKYMEHTOB

8 | enmomponu3BoACTBO KaK nmpeaMeT u3ydeHus. OCHOBHBIC TOHSTHS.

9 | CoBpemeHHas opranu3anus Aea0npon3BoacTBa. Ciyx6a JOKYMEHTAIIHOHHOTO
o0ecrieyeHus yrpaBaeHHs.

10 | MeTobl ¥ CIOCOOBI TOKYMEHTHPOBAHUS

11 | Peructpanus nokymeHToB. KOHTpOJIb UCTIOIHEHHS JOKYMEHTOB.

12 | Opranuzanus 1eI0IPOU3BOJICTBA IO OOPAIICHHSIM IPaXKIaH.

13 | ®opmMupoBaHue U XpaHEHUE JIeJ1 B 1€IOIPOU3BOJICTBE.

14 | IloaroroBka u nepejaya A€ B apXuB. DKCIEPTH3a LIEHHOCTH IOKYMEHTOB B
JeTOTIPOU3BO/ICTBE.

15 | Opranu3anuust apXuBHOI'O XpaHEHHS! JIOKYMEHTOB.

16 | ABTomaru3auus AEIONPOU3BOICTBA.

2.3.4 llpumepHasi TeMaTHKa KYpCOBBIX padoT (IIPOEKTOB)

KypcoBbie paboThl (TPOEKThI) HE MPETYCMOTPEHBI

2.4. [lepeyeHb y4eOHO-METOAMYECKOT0 00ecTeYeHusl 1JIsl CAMOCTOATEIbHOH PadoThl

00y4YaIIHUXCS M0 TUCHHUILINHBI (MOYJII0)

Tabnuia 6 — Buzsl 1 nepedeHb y4eOHO-METOANYECKOTO 00eCTIeUeHUsT TUCIUTITUHBI 10

BBIMIOJTHEHUIO CAMOCTOSATEIbHONU PadOThI

No

[TepeueHsb yueOHO-METOUUECKOTO 00eCTIeUeHUS
Bug CPC
JTUCITUILIMHBI 110 BBIMOJTHEHUIO CAMOCTOSITENIbHON pabOThI

Pedepar Jlanckas JI.B. [Tpo6ieMbl JOKyMEHTAIIMOHHOTO
MCHCPKMCHTA U JOKYMCHTHUPOBAHUA ACATCIIBHOCTU

Kopropanuu: xpectomatus Kpacuonap: Kybanckuii roc. yH-

T, 2013. 347 c.

KonTtposnsHas pabora OpranuzanoHHOE TPOEKTUPOBAHNE CUCTEMBI YITPaBJICHUS

opranuzamuu: xpecromatus / coct. B.B. Epmonenko, M.P.




3akapsH. Kpacnonap: Ky6anckuii roc. yu-t, 2012. 128 c.

Y4eOHO-METOIMYEeCKHE MaTepHalibl Uil CaMOCTOSTEIbHONH pPabOThl OOydYalOMIMXCS M3
Yycila UHBAJIMJIOB U JIUL C OTPaHMUYEHHBIMHU BO3MOKHOCTAMHU 3710poBbs (OB3) npenocrasistorcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYCHUSAM UX 37J0POBbS U BOCHPUATHS HH(OPMAITIH:

Jlst L ¢ HapyIIeHUSIMU 3pEHUS:

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

— B (hopMe 3JIEKTPOHHOI' O TIOKYMEHTA,

— B (opme ayamodaiina,

— B IIeyaTHOM opMe Ha s3bike bpaiis.

JIyist 5L ¢ HapyIeHUsIMU CIIyXa:

— B IIe4aTHOM opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

Jlnist a1 ¢ HapyIeHUsIMU OTIOPHO-/IBUTATEIBHOTO allapaTa:

— B mieyaTHoOU hopme,

— B (hopMe 3JIEKTPOHHOI 0 IOKYMEHTA,

— B (popme ayamnodaiina.

JlaHHBII IEpeYeHb MOXET OBITh KOHKPETU3UPOBAH B 3aBUCHMOCTH OT KOHTUHTE€HTA

o0yJarouuxcsi.

3. O6pa3oBare/ibHbIE TEXHOJIOTHHU

OOpa3oBarenbHBIE TEXHOJIOTUH, HCIOIB3yEMbIE IMPH pPEANHU3alUU Pa3IHYHBIX BHUJIOB
y4eOHOIl e TeTbHOCTH:

— JIEKIIMW: WHTEPAaKTHUBHBIE (IUAJIOTOBBIE) W TPOOJIEMHBIE C KOMIBIOTEPHBIMHU
NPE3CHTAIHSIMU;

— MPaKTUYECKHUX paboT.

B xoxe oOydeHUs CTyIEHTBl JOJDKHBI HAYYUTBCS CO3HATENIbHO W PAlMOHAIBHO
UCTIOJIB30BaTh BO3MOXKHOCTH, IPEIOCTABISIEMbIe MAaTEMaTHYECKUMH METOJIAMH, JUISl PEIIeHUs
pa3sHOOOpa3HBIX YIPaBIEHUYECKUX 3a]1ay.

TexHonorus mnpoOIeMHOro OOy4YeHHS: JIEKIMS — JUCKYCCHUs, NpoOjemMHasl JEeKLHs,
KOMIIbIOTEpHAs Mpe3eHTanus. Ha ekuusx u3nararorcs OCHOBHbIE TEOPETUUYECKHE MOJI0KEHUS U
KOHIICTIIIUST Kypca, Jalollue CTyAeHTaM HH(OpMAIH, COOTBETCTBYIOIIyI0 mporpamme. Ha
KaX/IOM TNPaKTUYECKOM 3aHATHHM OTBOAMTCS BpeMs JUIsl JUCKYCCHU, B KOTOPOM y4YacTBYIOT
JOKJIAAYUK, TOJATOTOBUBIINMA COOOIIEHWE TIO0 Kakod — JM0O0 TMPaKkTHYECKOW mpobdiieme
MH(POPMALIMOHHBIX CUCTEM U 0a3 JaHHBIX, €ro ONMoHEeHTHI (1 uiam 2 yenoBeka), HOArOTOBUBIINE
KOHTPapTyMEHTHI, U IPYTHE CTYACHTHI TPYIIIIHL.

prrﬂblﬁ CTOJI - OLCHOYHBIC CPEACTBA, IO3BOJIAIOIIMEC BKIIHOYHUTH 06yqafoumxcs; B Iporuecc
O6CY)K}_'[€HI/I$I CIIOPHOT'O BOIIpOCA, HpO6J’ICMLI U OHCHUTb UX YMCHUC APryMCHTHUPOBATH CO6CTB€HHyIO
TOYKY 3pEHHUSL.

Pedepar - mpomykr camocTosiTensHOW pabOTBI CTYIEHTA, HPEIACTABISIONMNA COOOM KpaTKoe
U3JI0KEHUE B NMHUCBMEHHOM BHJE MOJYYEHHBIX PE3YyNbTaTOB TEOPETUYECKOTO AaHAIM3a ONPEAEICHHON
Hay4dHOH (y4eOHO-MCCIIeJ0OBATeNbCKON) TEMBI, TJIe aBTOP PACKPHIBAET CYTh HCCIEAYyEeMOH MPOOIEMBI,
NPUBOJUT Pa3IMUHbIE TOUKU 3PEHUS, & TAKKE COOCTBEHHBIE B3IJISABI HA HEe.

[enoBasg urpa - coBMecTHasl AEATEIBHOCTh TPYIIbI OOYYAIOIIUXCS W MpErojaBaTelis I0]
YIOpaBJIeHUEM TpENoaBaTeNsi C I[ENbI0 pelmeHUs] y4eOHBIX M MPOoQeCcCHOHAIFHO-OPUEHTHPOBAHHBIX
3aJad IyTeM HIPOBOIO MOZEIMPOBAaHUS peajbHON mnpobiemHol curyauuu. llo3BonseT oueHUBATh
YMEHHUE aHAJIM3UPOBATh U peliaTh TUIIMYHbIE IPOoQecCHOHATBHBIE 3a1a4UH.



[Ipaktuueckoe 3amganue (keiic) - IIpoGnemHOe 3amaHue, B KOTOPOM OOydYaroIIeMycs
npeaiarartoT OCMBICIIUTL PCAIbHYIO HpO(1)60CI/IOHaJ'H:HO-OpI/ICHTI/IpOBaHHyIO CUTYyalulIo, H€06XO,Z[I/IMYIO
JUTSI pEIICHUS TaHHOM TTPOOJIEMBI.

Tect - cucrema cTaHIAPTH3MPOBAHHBIX MPOCTBIX M KOMILUICKCHBIX 3aJaHUii, MO3BOJISIOLIAS
ABTOMAaTH3UPOBATH MPOLEIYPY U3MEPEHHUS YPOBHS 3HAHUI, YMEHHH U BIaIeHUH 00yYaromerocs.

4. OueHOYHbIE CPEICTBA ISl TEKYLEr0 KOHTPOJISl YCIIeBAeMOCTH U MPOMeKYTOYHOM
aTTecTalHH.

4.1 ®donx OLIEHOYHBIX CPEACTB I MPOBeAeHHs] TEKYIero KOHTPOJIsI.

[Ipumepsn! KEMCOBBIX 3alaHUM AJIs IPOBEACHUSI IPAKTUUECKUX (CEMMHAPCKUX ) 3aHATHH

3aganue 1. CocTaBUTh 1 OPOPMUTH IPUKA3bI 10 OCHOBHOW AEATENbHOCTH, U JPYyTUe
pacnopsAUTeNbHbIE JOKYMEHThI, HEOOXOJUMbIE B JAHHBIX YIIPABICHUECKUX CUTYALUAX:

Curyanus 1.

A.H.Iunos, npeacenaresib POCCUCKOTro areHTCTBa MEXYHAPOJIHOTO COTPYITHHYECTBA
U pa3BUTHs (rocynapcTBeHHas opranuzanus npu [Ipasurenscrse PD), 24 ¢epans Tekyiero
roJia Mopy4yu CTPyKTYPHBIM ITOAPA3ACICHUSIM areHTCTBA COBMECTHO C IIPEICTABUTEISIMU
I'ockomumymectBa Poccnn k 10 anpesnst oAroTOBUTH MIPOEKT NPOTrPAMMBI IIPUBIICYEHHUS
MHOCTPAHHBIX UHBECTULIUI K IPOLIECCY AaKLIMOHUPOBAHHUS I'OCYIapCTBEHHBIX MPEAPUATUH.
[Topydenue ObuU10 JaHO BO UcHONHeHUe noctaHoBieHus IlpaButensctBa PD ot 24 deppains
Tekyiiero roga Ne 246 I'naBHOMy ynpaBJIEHHIO OTPACIIEBbIX MHBECTULIMOHHBIX POTPAMM,
I'maBHOMY JOrOBOPHO-IIPABOBOMY YIIPABJIECHUIO U | TaBHOMY YIIpaBJIEHHUIO CTPATETUU U
MHBECTUPOBAHUS.

IIpoekT npukasza npejaceaarTess areHTCTBa ObUT 3aBU3HUPOBAH €TI0 MEPBBIM 3aMECTUTENIEM
J.H.®enopoBbiM 1 HadyaIbHUKOM [ 71TaBHOTO 1OrOBOPHO-IIPaBOBOIO yrpasieHus M.B.MinbuHbim.
KonTposns 3a ucnonnenueM npukasza o0bu1 BosnosxeH Ha [{.H.denoposga.

Curyanus 2.

JIMpeKTOp peMOHTHO-3KCILTyaTalliOHHOI'0 MyHUIIUTIadbHOTO yrpaBiaeHus Ne 15 30ToB
N.T. 5 oxts0ps TEKyIIero roja u3ai Mpuka3 o MNOArOTOBKE K YOOpKe TEpPUTOPUN B 3UMHHIA
nepuo Tekymiero roja. I'nasusiii nnxenep Hukonaes b.B. k 15 okTsa0ps q0mKeH mpoBecTu
3aKperuieHue yOupaeMbIx TEpPUTOPHUM 32 TEXHUKAMH-CMOTPHUTEISIMUA U IBOPHUKAMHU, COCTaBUTh
rpaduk IByXCMEHHOH paboThI 10 YOOpPKE TPOTYapOB U JBOPOBBIX TEPPUTOPHIL, pazpaboTarh 1
COIJIacOBATh B MpeQeKType OKpyTra IIaH YOOPKH TEPPUTOPUI C IPUBIICUEHUEM JIIOACH U
TEXHHUKHU BEJOMCTBEHHBIX MPEANPUITUN, PACIIONIOKEHHBIX HA TEPPUTOPUU OKpYTa.

ITpuka3 u3naH Ha OCHOBaHUU MOCTaHOBIEeHUS [IpaBuTenbcTBa MOCKBBI OT 8 ceHTSOPs
tekyiero rojga Ne 908 «O roToBHOCTH Ci1y>k0 TOPOJCKOT0 X0341iCTBa K YOOpKe TeppUTOpUit
r.MOCKBEI B 3UMHHI IIEPUOLI.

3amanue 2. CoctaBUTh 1 0QOPMUTH CIYKEOHBIE MMUChMa, HEOOXOIMMBIE B JaHHBIX
YIPaBIECHYECKUX CUTYaLUsAX:

Curyanus 2.

MocKOBCKUH paJuOTEXHUYECKUN KOJUIEK NMEHU akageMuka A. A. Pacruietnna
MunucrepcTa oopazoBanust PO (Mocksa, yi. b.Jlekabprckas, 5, 124000, Tern.: 252-11-84,
daxc: 253-32-36) pazocnan HHPOPMALMOHHBIE TUCbMa AUPEKTOPAM IIKOJ TOpoja ¢
coo0111eHneM 00 OTKPBITUH B HOBOM y4eOHOM oy JBYX (haKyJIbTETOB: COBPEMEHHBIE
UH(POPMAaLMOHHbIE TEXHOJIOTHH U I0pUIUecKuil. B nmrcbMe coo0Ianocs Takke O TOM, YTO
IpaBuJia IpUeMa Ha yKa3aHHble ¢akynbTeThl oomue. [1ncbMo ObIII0 COCTaBIEHO UCIIOHUTENIEM
CrenanoBoii u noanucano aupexkropoM JI.b.MapteiHtokoM 15 mapra Tekymiero roga.

3amanue 3. CoctaBUTh 1 0QOPMUTH JOKIJIATHBIE, H OOBSICHUTEIHHBIC 3aITUCKH,
HEOO0XO0/IMMBIE B CIEAYIOMIUX YIPABICHYECKHX CUTYallUsX:

Curyanus 2.



Kypoep 3A0 «®apmay C.C.CoMOB perysipHO onaszpiBal Ha paboTy, YeM HapyIal
TPYAOBYIO TUCHMIUIMHY. 3aBeayromas kanuenspueit M.B.11lymunuaa HEeOMHOKpATHO Aenaia eMmy
3ameuaHus (B ycTHOU hopme), a 12 WIOHS TEKyIIero rojia ObuIa BEIHYKICHA OOPATUTHCS C
JTaHHBIM BonipocoM Kk ['enepanbHOoMy aupektopy A.B.CenoBy ¢ JoKIaaqHON 3aIMCKOM, B
KOTOpOM Ipocuia NpUHATh Mephl JuciuiuinHapHoro xapakrepa k C.C.ComoBy.

Y4eOHO-MeTOIUYECKHUE MaTepuasbl JUIsl CaMOCTOSTENIbHOM pPadoThl 00ydaromuxcs U3
YKCJIa UHBAIMJIOB U JIUI] C OTPAHUYEHHBIMUA BO3MOKHOCTSIMHU 3710poBbs (OB3) npeaocraBistoTcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHUYEHHSIM UX 3JOPOBBS U BOCIIPUATHS UH(DOpMALIUU:

JUig au1 ¢ HapyLIEHUSIMU 3pEHUS:

— B MieyaTHOM popme yBeTMUEeHHBIM HIpUPTOM,

— B (popMe 3IIEKTPOHHOTO TOKYMEHTA,

— B (hopme aynuodaiina,

— B re4atHoi (opme Ha s3bike bpaits.

Jjig U1 ¢ HapyLICHUSIMH CITyXa:

— B mieyaTHoM hopme,

— B popMe PIEKTPOHHOTO IOKYMEHTA.

JUig au1 ¢ HapyLIeHUsIMU OIIOPHO-JBUTaTEIbHOTO anmnapara:

— B IIeYaTHOM ¢opme,

— B (popMe 3JIEKTPOHHOT'O IOKYMEHTA,

— B ¢popme ayaunodaiina.

4.2 ®oHJ OLIEHOYHBIX CPEJCTB /ISl IPOBEICHUSI POMEKYTOYHOM aTTecTaluu

Ilepeyens BONPOCOB, BBLIHOCUMBIX HA JK3aMeH MO0 Y4eOHOIl JUCHUILINHE
«JlokymeHTOBe/1eHH .

Paznen 1.

1. TloHsATue O MAOKYMEHTOBEIEHHWH KaK HaydyHOH aucuumiauHe. OCHOBHBIE 3Tallbl

pa3BUTHUSA JOKYMEHTOBEICHHUS.

2. CymHOCTh TOHATUS «UH(DOpPMAIUA» U «IOKYMEHT». ['€He3uC M pa3BUTHE TOHATHUS
«IOKyMeHT». IHpopMalloHHasl COCTaBISIONIas TOKYMEHTA.

3. llonartue wMeToAa JOKYMEHTHpPOBaHHUS, cHoco0a JOKYMEHTUPOBAHHs, CpeiCTBa
nokyMeHTrupoBanus. Koauposanue nupopmanmu.

4. ITonsaTtue o s3pIKax. 3HAKOBBIM MeTO| pUKCHpOBaHUS MH(OPMAIUH.

5. JlokyMeHT kak 3HakoBas cucteMa. CriocoOsl M cpe/icTBa 3aucu HHPOpMAIUH.

6. XapakTepucTHKa JOKyMEHTa Kak CHCTeMHoro oObekta. CBoiicTBa, NpU3HAKU U
(GYHKLINU TOKyMEHTA.

7. Knaccudukanuss JOKyMEHTOB: IO MH(POPMATUBHOW M MaTepUaibHOW COCTABJIAIOIIEH
JIOKYMEHTA, 110 00CTOSITENILCTBAM MX OBITOBaHMS BO BHELIHEH cpejie.

8. Tunonoruueckas Kiaccupukanus J0KyMEHTOB.

9. Obmas xapakTepUCTHKa CTPYKTYpbl JOKYMeHTa. BHYTpeHHssI CTpyKTypa IOKyMEHTa.
Bremnss cTpykTypa JOKYMEHTA.

10. Ilepeuenb pekBU3UTOB JokyMeHTa. [IpaBuna odopMieHus] peKBU3UTOB.

11. branku 1oKymMeHTOB. Bubl 6J1aHKOB M MX PEKBU3UTHL. TpeGoBaHMs K MU3TOTOBJIEHUIO
JNOKyMeHTOB. COCTaBIE€HUE TOKYMEHTOB.

12. TpeboBanus k TeKCcTy JoKyMeHTa. [loaroToBka JOKyMEHTOB Ha KOMIIBIOTEPE.

13. Hopmbl o¢unmanbHo-gem0BOro0  CTUiis. Pemakropckas TpaBKa — CIIy>KEOHBIX
JIOKYMEHTOB.

14. YuuduuupoBanHas cucreMa JoKyMeHTauuu. OCHOBbI W NPUHIUIBI Pa3pabOTKU
YHU(DUIIUPOBAHHOMN CUCTEMBbI YIPABICHYECKON TOKYMEHTAIIUH.



15. JIokyMEeHTHpPOBAHHE YIPABICHYCCKOW NEATENLHOCTH. YHUDUIIMPOBAHHAS CHCTEMa
OpraHU3alMOHHO-PACHIOPAAUTENBHON TOKYMEHTALIUH.

16. Tunsl 1 0COOEHHOCTH OpPraHU3AIMOHHBIX JOKYMEHTOB.

17. XapakTepucTuka pacropsIuTeIbHbIX JOKYMEHTOB.

18. Xapakrepuctuka HHPOPMAIIHOHHO-CIIPABOYHBIX JOKYMEHTOB.

19. JloxymeHTHas KOMMYHHUKAlMsl KaK TIOJICUCTEMa COLUAIbHON KOMMYHUKAIUU.
COOTHOIIIEHHE  JIOKYMEHTHOM W HEJOKYMEHTHOM  KOMMYHUKauuu.  JlOKyMeHTHas
KOMMYHUKAI[MOHHAs CUCTEMA.

20. HokymeHTHas aesaTebHOCTh. [Iporiecc co3manus nokyMeHnTa. JlIokyMeHTHBIH (QOHI.

Pazpea 2.

1. Tlonsitue nAENONMPOU3BOACTBA U JIOKYMEHTALIMOHHOTO OOECIeueHusl yIpaBiIeHUS.
OcHoBHbIe NpodhecCHOHaIbHbIE TEPMUHBI 110 IJIONPOU3BOJICTBY.

2. Tlomatme ropuanyeckod cuibl JokyMmMeHta. Cranpmaptuzamus © - yHAUKaIUsA
JIOKYMEHTOB.

3. JenompousBonctBo B JlpeBHepycckom rocyaapctBe (X — X1 BB.) u B mepuon
beonanpHOM pazapodbaeHHoctu (X1 — XV BB.).

4. Ilpukasnoe nenonpoun3BoAcTBo (XY 1 — XVII BB.).

5. Henonpou3BoactBo B yupexaenusx Poccun XIII B. (koiexcKoe AeT0MPOU3BOICTBO).

6. HdenonpousBoactBo B yupexaeHusx Poccum X1X — nHagana XX BB. (MHHHCTEPCKOE
JIEIIONPOU3BOJICTBO).

7. 'ocygapcTBEHHOE J1€0MPOU3BOJICTBO B COBETCKYIO 3IIOXY.

8. Jlenonpou3BoICTBO B KOHIIE XX BEKa.

9. HopmaTuBHO-TIpaBoBast 6a3a J1eI0IpOU3BOJICTBA.

10. OcoGeHHOCTH JeNOPON3BOICTBA 32 PyOSIKOM.

11. 3amaun u ¢GyHKIMM CAyKObl JOKYMEHTAlMOHHOTO OO0ECIeUYeHusl YIpaBlIeHHs.
CrpykTypa ciayxOBbl.

12. 3HayeHwe M 3a4aydl perucTpauuu JoKyMeHToB. OOIMe MpaBuiIa perucTpanuu
JOKyMEHTOB. DOpMBI perucTpanuu J0KyMEHTOB.

13. ABromaruzanusi peructpauuu JokyMeHToB. llouckoBas cucrema. OcoOeHHOCTH
perucTpanyy JOKyMEHTOB B Pa3JIMYHbIX opraHuzanusx. VHpopmannoHHO-cIipaBoyHas paboTa
10 TOKYMEHTAaM.

14. 3nauenue u BUIBl KOHTpoJiA. OTOOpP KOHTPOJIMPYEMBIX JAOKyMEHTOB. Cpoku
VICITOJIHEHHSL.

15. TexHonorust paboThI C MMCbMEHHBIMH OOpAICHUSIMU TPAXKIAH.

16. IlonsiTue aena B nenonpoun3BojicTee. Homenknarypa nen.

17. OcHOBHBIE IPU3HAKU IPYIIUPOBKU JOKYMEHTOB B JI€Na.

18. ®opmupoBanue nen.

19. OnepaTuBHOE XpaHEHHUE JEN.

20. IIpouenypa npoBeaeHNE HKCIIEPTU3BI HEHHOCTH JTOKYMEHTOB.

21. Odpopmnenue aen. CocraBieHue onucen aes.

22. Ilopsinok mepegadu 1€ B apXHUB.

23. IloaroroBka UCIOJIHEHHBIX JOKYMEHTOB K XpaHEHMUIO.

24. IToMenieHre BEJOMCTBEHHOIO apX1Ba OpraHU3aliH.

25. BO3HUKHOBEHHE U pa3BUTHE apXUBOB. DYHKIIMU apXUBOB. MaTepHallbHO-TEXHUYECKAsS
0a3a apXHBOB.

26. Y4eT TOKyMEHTOB B apXMBax M OIIEHKA UX (PU3NUECKOTO COCTOSTHUSI.

27. XpaHeHue TOKYMEHTOB B 3JIeKTpOHHOH popme. CrcremaTn3anus J0KyMEHTOB.



28. IloHsTHE BIEKTPOHHOrO IOKyMeHTa. IIpenmymiecTBa M HEJOCTATKH 3JIEKTPOHHOTO
JIOKYMEHTA.

29. DnektpoHHas nmovra. O6ecrnedyeHue COXpaHHOCTH IOKYMEHTOB B JICKTPOHHOU (opme.

30. ABromMaTu3alus COCTaBICHUs TOKYMEHTOB. I10AroTOBKa TOKYyMEHTOB HAa KOMIIBIOTEPE.

31. ABTtomaru3zanus paboOTBHl C JOKyMEHTaMH. ABTOMAaTH3MPOBAaHHBIC paboOyHe MecTa.
DJEeKTPOHHBIE OPHCHBIE CHCTEMBI.

32. Texauueckue cpeactsa pabouux mect B JJOVY.

Kpurepun onpeeJeHust OLICHOK HA JIK3aMeHe no AUCHHUILINHE
«JlokyMeHTOBEeIeHH )

OneHka «OTJIMYHO» BBICTABIISETCS CTYACHTY, €CIIU:

1. ITosHO packpsITO cofepxkaHue MaTepralia B 00bEMe MPOrpaMMBl.

2. YETKO M mpaBUWIBHO JJAaHBI OMIPEACIICHUSI U PACKPBITO COACPIKAHUE.

3. OTBeT CaMOCTOSITENBHBI, TPU OTBETE UCIIOJIb30BAHBI 3HAHUS, TPUOOPETEHHBIE paHee.

4. TBEpble NPAKTUUECKHE HABBIKHU.

OueHka «X0po1I0» BBICTABIISIETCS CTYJAEHTY, €CIIU:

1. PackpbITO OCHOBHOE COZIEp)KaHNUE MaTepraa.

2. B OCHOBHOM MpaBUJIbHO JAaHbl ONPEIECICHUS, TOHSATHS.

3. OTBeT CaMOCTOSITEIbHBIM.

4. Marepuan u3JI0KEH HEMNOJHO, NpU OTBETE JOMYLIEHbl HETOYHOCTH, HapylleHa
[I0CJIEI0BATEIBHOCTD U3JI0KEHUS.

5. ITpakTueckre HaBbIKK HETBEPBIE.

OneHka «yJA0BJIETBOPUTEIbHO)» BbICTABIIAETCS CTYJCHTY, €CIIU:

1. YcBOEGHO OCHOBHOE COZIepKaHKe MaTepuaa, HO U3JI0KEHO GparMeHTapHO.

2. OnpeneneHust ¥ TOHATHUS AaHbI HE YETKO.

3. HeyMeHue ncnonb30BaTh 3HaHUS MOJIYYEHHbBIE PaHee.

4. [IpakTuyeckue HaBbIKU cialble.

Ouenka «Hey10BJIETBOPHUTEIbHO» BBICTABIIAECTCS CTYACHTY, €CIIU:

1. OcHoBHOE cojiep)kaHue Y4eOHOTr0 MaTepuaa He pacKphITo.

2. He nanbl OTBETHI HA JOMOJHUTEIBHBIE BOIPOCHI IIPENOIABATENA.

3. HomyuieHsl rpyOble OMMOKH B ONIPEICTICHUSX.

4. Het npakTM4ECKUX HABBIKOB B UCIOJIb30BAHUN MaTepHaa.

[Ipn w3ydyeHnn paUCIMIUIMHBL «J[OKYyMEHTOBENECHHME)» HCIOJB3YIOTCS  CIEAYIOLINE
WHHOBAIIMOHHBIE TEXHOJOTHH: 3JIEKTPOHHBIE MPE3CHTAIlUH, PEIIeHHe MPOOJIEMHBIX CUTYalluid B
COCTaBE€ MaJbIX T'PYMI, MOJArOTOBKAa WHIUBUIYaJIbHBIX MUCHbMEHHBIX AaHAJIUTUYECKHX paboOT B
dopme pedepatoB, 3¢cd, MIPAKTUYECKUX U KOHTPOJIBHBIX PadoT.

@DOH/J| OLIEHOYHBIX CPEJICTB XpaHUTCS Ha Kadepe.

B xone usydyeHus: yueOHOM TUCHMILIMHBI PEIIAIOTCS CIEIYIOIINE BOCIIUTATEIbHbIE

3agavuu:

— (opmupoBaHue U pa3BUTHE Y CTYJEHTOB aHATUTHUYECKOTO U TBOPUECKOI'O MBILILICHHUS;
— (opmupoBaHue HHPOPMAIIMOHHON U yIIPaBIECHUECKON KYJIbTYpPHI;
— [OpuoOIIeHHWE K IIEHHOCTSIM YIPAaBJIEHYECKOTO HCKYCCTBA, JOCTHIKEHHSIM
MHUPOBOM YIIPaBICHYECKON HAYKH;
— (dopMupoBaHHE HEOOXOAUMBIX MOPAIBHO-3TUYECKUX M TMPOoecCHOHATbHBIX
Ka4ecTB JJOKyMEHTOBE/A.
OneHouHble CcpeAcTBa Ul MHBAIMAOB M JIMII C OTPAaHUYEHHBIMM BO3MOXXHOCTSIMHU
3JI0pPOBBS BEIOUPAIOTCS C YUETOM MX MHAMBHUIYAIbHBIX ICUXO(U3UYECKUX 0COOEHHOCTEH.
— NpU HEOOXOAMMOCTH HHBAJIMAAM M JIMIAM C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMHU
3JI0pOBBS IPEIOCTABIISAETCS JOMOJHUTEIBHOE BPEeMsI JUIsl TIOATOTOBKHM OTBETAa HA SK3aMEHE;
— IIpU MPOBEJICHUH MPOLEAYPhI OLICHUBAHUS PE3yIbTaTOB O0yUYSHHs MHBAJIUIOB U JIUI] C
OTpaHUYEHHBIMHU BO3MOXHOCTSIMHU 3/I0pPOBbS NPEAyCMAaTPUBAETCS UCIOJIB30BAHNE TEXHUYECKUX
CpeACTB, HEOOXOIUMBIX UM B CBSI3U C UX MHAUBUIYAIBHBIMUA OCOOEHHOCTSIMY,



— IIpU HEOOXOAUMOCTH JJIs1 00yHaIOIIUXCs ¢ OTPAHUYCHHBIMUA BO3MOKHOCTSIMH 37I0POBbS
M WHBAINAOB TPOIEIypa OLEHHBAHUS pE3YIbTaTOB OOYYEHHS MO AWCHHUIUIMHE MOXKET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.
[Tpouenypa oreHuBaHMS PE3yIbTATOB OOYYEHHsS MHBAJIHMIOB U JIMIl C OTPaHUYECHHBIMH
BO3MOXHOCTSIMH 3JI0OPOBbSl IO AMCLUUIUIMHE (MOJIYJIO) MpeaycMaTpuBaeT IMpeI0CTaBICHUE
uHpopManuu B QGopmMax, aJaNTHPOBAHHBIX K OTPAHUYEHHUSIM HUX 370POBbSI U BOCHPUSATHS
uHpOpMaLUu:

JInst UL ¢ HapyIIeHUSIMH 3PSHUS:

— B [1€YaTHOW (hopMe YBEIUYCHHBIM HIPUPTOM,
— B (hopMe PIEKTPOHHOTO JOKYMEHTA.

JIyist 5aL ¢ HapyIIeHUsAMU CIIyXa:

— B IIeYaTHOM opme,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

HJ’I?I JIMII C HAPpYIICHUAMU OIIOPHO-ABUI'aTCIIBHOI'O arlrapara:

— B mieyaTHoM hopme,
— B (hopMe IEKTPOHHOTO JOKYMEHTA.

HaHHHﬁ MNEPCUCHb MOXKCET OBITh KOHKPCTHU3UPOBAH B 3aBHCHUMOCTH OT KOHTHHICHTA

o0ydJarouuxcsi.

5. IlepevyeHb OCHOBHOM ¥ IONOJTHUTEJIbHOM Y4eOHOM JTUTEPATYPBbI, HEO0OX0AUMOM

JJIs1 OCBOCHMS M CUUILTHHBI (MOXYJIfA).

5.1 OcHoBHasi 1MTEpaTypa:

Tabnuna 7 — [lepeueHb OCHOBHOI TUTEPATYPHI

Ne

ABTOp, Ha3BaHWE, MECTO M3AaHUS, U3/IaTEINbCTBO, T'OJ U3/IaHHUS YIeOHOH
JMTEpaTyphl, K-BO CTPAHMUI], BUJ M XapaKTEPUCTUKA HHBIX
nH(pOpPMaMOHHBIX PECYpCOB

KoandgecTBo k3.
B OMOJIMOTEKE

DNEeKTPOHHBIHI
pecypc

KynsieB, Hukonait Hukomnaepuu.

HokymenroBenerue [ TekcT] : yueOHUK IS CTYJICHTOB BY30B,
oOyuaromuxcs 1o crnenuanbHocTH "JloKyMEeHTOBEICHHE U
JOKyMeHTalmoHHoe obecrnieuenue ynpasienus" / H. H. Kynses, 1. H.
VYpanos, A. I'. ®abpuunos ; nox pea. H. H. Kynsiesa. - 2-e u3z., crep. -
Mockaa: Jloroc, 2015. - 348 c. + 1 anektpow. omnr. auck (CD-ROM). -
(HoBast yauBepcuterckas 6ubanoreka). - budauorp.: c. 299-316.

15

JlokyMeHTOBeIeHHE : Y4eOHUK U IPAKTHKYM ISl aKaIeMHYECKOTO
6axanaBpuara / JI. A. Jloponuna [u np.] ; mox peaakuumeit JI. A.
JopoHuHO#. — 2-¢ u31., mepepad. u gom. — Mocksa : 3maTenscTBo
IOpaiit, 2019. — 309 c¢. — (bakanaBp. Akagemuueckuii kype). — ISBN
978-5-534-03053-2. — Teker : anexrponssli // OBC KOpaiit [caiT].

https://biblio-
online.ru/bcod
e/433067




5.2 lono/iHMTeIbHAS JIUTEPATYypa

Ta6muma 8 — [lepeyeHb AOMOTHUTEIHPHON JTUTEPATYPHI

Ne
n/

ABTOp, Ha3BaHUE, MECTO U3/IAHUS, U3AATEIBCTBO, O]
U3aHus y4eOHOM JUTEepaTyphl, K-BO CTPAHUIL, BUA U
XapaKTepUCTHKA MHBIX MH()OPMAIIMOHHBIX PECYpCOB

Koi-Bo
DK3. B
ounoIMoTeKe

DJIEKTPOHHBIN
pecypc

Kyzuenos C.JI. CoBpeMeHHbIE TEXHOJIOTUH
JIOKYMEHTAIMOHHOTO 00eCrieueHu s yIpaBICHUS :
yaeOHOoe mocoOue s CTYICHTOB BY30B / Ky3HernoB,
Cepreii JIbBoBUY ; C. JI. Ky3neuos ; noxa pen. T. B.
Ky3znenosoii. - M. : U3narensckuii njom MOU, 2010. -
231 c.

20

http://biznes-
knigi.com/avto
r-s-
kuznecov/2892

brikoBa T.A., Cankuna JI.B. JlokymeHTanimoHHoe
obecrieueHne yIpaBieHUs] B HEroCyAapCTBEHHBIX
opranmzaiusax. M.:, 2011 — 288 c.

10

Mupomnnuenko A.A., MupomHudenko ML.A.
DneKTpoHHOE NpaBuTeNbeTBO. [IpenocTaBnenue
rOCY/IapCTBEHHBIX M MYHHUIUIAIBHBIX YCIAYT. Y4YeOH.
nocobue. noxa pex. B.B. Epmonenko. Kpacnonap:
Ky6anckwuii roc. yu-t, 2014. 240 c.

3akapsH M.P. Beenenue B 0011yt0 TEOPHUIO CUCTEM
JOKYMEHTaIUH: yueOHOe ocoOue /i UCTIOIb30BaHUs B
yuebHOM Mpouecce. M-Bo oOpa3oBanust U Hayku Poc.
®enepanun, Kybanckuii roc. yu-t. — U3n. 2-e nom. —
Kpacnonap: (Kybanckuil rocygapcTBeHHBIH

yauBepcuteT). 2016. 239 c.

17

5.3 llepuoguveckne U3TaHUsA

1. YnpaBneHue nepcoHaiom

2. Cekperapckoe Jeio

3. Jlenonpoun3BoACTBO

4. J1enonpou3BOACTBO U JOKYMEHTOO00POT
5. KagpoBuk

6. Ilepevyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHHKAIMOHHOM CeTH

«HTEepHET», HEOOXOAMMBIX VISl OCBOCHUS JUCHUILIMHBI (MOAYJIS).

—URL: http://elibrary.ru - caiit Hay4HOH 7I€KTPOHHOIH OHOINOTEKH.
— URL: www.biblio-online.ru — snekrponnsie yueOHbIE TOCOOHS.
— URL: www.iprbooksshop.ru - snekrponto-6ubiroTeuHas cucrema.
— URL: www.bibliotekar.ru|biznes-60 — cnienikypc «Cekperapckoe aesiom.
— URL: www.advertology — ayanokypcsl 10 A€I0IMPOU3BOJICTRY.

— URL: www.edou.ru/enc - uenTp komnereHuuii o Bornpocam JJOY u apXuBHOTO Jiena.

7. MeToauyeckue yKazaHus JJisi 00y4aloUUXCsl M0 0CBOEHUIO JUCIIUINIMHBI

(Monmy.Jist).



http://elibrary.ru/
http://www.biblio-online.ru/
http://www.iprbooksshop.ru/
http://www.bibliotekar.ru|biznes-60/
http://www.advertology/
http://www.edou.ru/enc

OcBoeHME AMCUMILIUHBI TPEeIyCMaTpUBAET MPOCIYUIMBAHUE JIEKUUHA M IPOBEJIECHUE
NPaKTUYECKUX PadoT.

Ji1s ri1ry00KOTo M3yueHus: AUCUUILTMHBI HACTOATEIHHO PEKOMEHTyeTCs:

— CHCTEMAaTHYECKH TOTOBHUTHCS K MPAKTUYECKHX 3aHATUSAM IO y4eOHBIM IOCOOMSIM,
HAy4YHBIM CTaThsIM B )KypHaJlaX, a TAaKXKe C UCIOJIb30BaHUEM pecypcoB MHTepHeT;

— CBOEBPEMEHHO BBIMOJIHATH MPAKTHUECKUE 3a1aHHsI, TOTOBUTH pedepaThl U 3cce.

CamocrosTenbHass paboTa CTylIeHTa - OJMH U3 BaKHEHIIMX 3TaroB B IOJTOTOBKE
cnenuanuctoB. OHa MPHOOIIAET CTYACHTOB K MCCIIEI0BATEIbCKON paboTe, 000ramaeT OnsIToM U
3HAHUSAMHU, HEOOXOTUMBIMU ISl AAlbHEHIIEr0 UX CTAHOBJIEHHUS KaK CIELHMaIUCTOB, IPUBUBACT
HaBBIKUA PAOOTHI C INTEPATYPOH, CTATUCTUYECKUMH TAHHBIMH.

Lenp camocTosiTennbHOM pabOThl - CHUCTEMAaTH3alus, 3aKpelUIeHHe M paclIupeHue
TEOPETUYECKUX U MPAKTUYECKHX 3HAHUHU C MCIOIb30BAHUEM COBPEMEHHBIX MH(POPMALMOHHBIX
TEXHOJIOTHI U JUTEepPaTypPHBIX UCTOYHHUKOB. {11 pa3BUTHSI HABBHIKOB CaMOCTOSITEIBHON pabOThI
CTYZICHTAaMH BO BPEMS CAMOCTOSITEIbHON PaOOThI BBITTOJIHSIOTCS:

— pedeparbl, CBSI3aHHBIE C PACCMOTPEHHEM CTPYKTYPbl M MPHUHIMIIOB OpPraHHU3aINH
MH(OpPMaLIMOHHBIX pecypcoB B ceTu MHTepHerT;

— pedepaThl, CBsi3aHHBIE C 0030POM COBPEMEHHOTO pBIHKA CHEIHATU3UPOBAHHBIX
CIPABOYHBIX CHUCTEM, KOHKYPEHTHOU OOpPHOBI MEXTy UX CO3/1aTENISIMU 3a BJIAJEHUE PHIHKOM;

— JOMallHHie 3aJaHusi Mo MOUCcKy B MHTepHeTe mH(pOpMaluu Ha 33JaHHYIO HAYYHYIO
TEMY U IOJrOTOBKE JOKJIaja.

— pedepaTsl, CBSI3aHHBIE C MPABOBBIMU ACIEKTAMH HCIIOIb30BaHMS MHGOPMAIIMOHHBIX
pecypcoB MHTEepHETA, OXpaHOI MHTEIIEKTYaIbHOW COOCTBEHHOCTH;

Pedepar wunmum oscee TOTOBSATCS CTYAEHTOM CaMOCTOATEIbHO, B HHUX 0000IIa0TCA
TEOPETUYECKHE MaTepualibl IO HCCIEAyeMOH TEeME C HCIOJb30BaHUEM MAaTepUajoB U3
CHEIHMAIbHOM  JUTepaTrypbl, HOPMATHUBHO-NIPABOBBIX JOKYMEHTOB, CTaHIAPTHU3UPYIOIIUX
paccmarpuBaeMyro cdepy. B comepkaHWM NMHCBMEHHBIX Pa0OT JIOJDKEH OBITh COOCTBEHHBIN
aHaM3 U KPUTUYECKHH IMOJIXOJ K PELICHUI0 MpoOjeMbl MO BHIOPAaHHOM TeMme Hcciel0oBaHus,
MOJIKPEIJICHHBIN CTaTUCTUYECKMMM JaHHBIMU M KOPIOPATUBHOM OTUETHOCTHIO H3BECTHBIX
Kopropanuii. MaTtepuaiibl JTOJKHBI OBITh M3JIOKEHBI Ha BBICOKOM TEOPETHYECKOM YPOBHE, C
NPUMEHEHUEM IIPAKTUUECKUX JTaHHBIX, IPUMEPOB.

CryneHTaM pEKOMEHIYETCSI HENPEPBIBHO IPOBOJUTH HAy4YHbIE MCCIEAOBAaHUSA IOJ
PYKOBOJCTBOM IpenojaBatrenst kadeapbl Mo H30paHHOM TeMe M TOTOBUTh COOOIIEHHS Ha
Hay4Hble KOH(pepeHIH, cTaTbi B COOPHUK MOJIOJBIX UCCIIE0BaTENeH U HayYHbIE KYpPHAIbI.

B ocBOoeHMM TUCHMIUIMHBI MHBAJTUAAMH U JIMLIAMU C OTPaHUYEHHBIMU BO3MOKHOCTSIMHU
3[I0pOBbs OOJIBIIIOE 3HAUYCHUE UMEET HHMBUIyallbHasl yueOHas padoTa (KOHCYIbTAIMN) —
JIOTIOTHUTEIBHOE PAa3bsICHEHHE yUeOHOro MaTepuraa.

WuauBuyanbHble KOHCYJIBTALUH IO IPEIMETY SBIISIOTCS BaKHBIM (haKTOPOM,
CIOCOOCTBYIOLIUM MHAUBUIyalIu3allud OOyUY€HHUsl U YyCTAaHOBJIEHUIO BOCIIUTATEIbHOIO KOHTAKTa
MEX/y IpernojiaBaTenaeM 1 00yJaroluMCcsl MHBAJIUJIOM WM JIMLIOM C OTpaHUYEHHBIMHU
BO3MOXKHOCTSIMH 37I0POBBbSI.

8. [lepeyenb HHGOPMAITHOHHBIX TEXHOJIOTHIi, HCIOJIb3YEMBIX NPH OCYLIECTBJICHUH
00pa3oBaTe/ILHOIO MPoUEcca MO0 JMCUUILIHHE (MOTYJII0).

8.1 llepeyenb HHPOPMALMOHHBIX TEXHOJIOTHIA.

[IporpamMmMHoe obecrieueHue He MPeayCMOTPEHO

8.2 llepeyeHb HEOOXOAMMOT0 MPOrPAMMHOI0 00ecTedeHHus .

— [Iporpammsbl, eMOHCTpaIK BUieo Marepuanos (mpourpsiareib «\Windows Media
Playery).



— [Iporpammsl [t AEMOHCTpAIMU B co3aanus npe3enTanuii («Microsoft Power Pointy).

8.3. IlepeueHb HEOOXOAMMBIX HHGOPMALMOHHO CIIPABOYHBIX CHCTEM

1. CupaBouno-nipaBoBas cucrema «Koncynbrant [Tiroc» (http://www.consultant.ru)
2. Dnexrtponnas oubnuoreunas cucrema eLIBRARY.RU (http://wwwe.elibrary.ru)/

9. MaTepuajibHO-TEXHUYeCKasA 0a3a, He0OX0AUMAasI /IS OCYIeCTBJICHUS
00pa3oBaTeILHOIO NMPoLecca Mo JUCHUIIMHE (MOAYJII0).

Tabnuna 9 -MarepuanbHO-TEXHUUECKOE 00€CTICUeHNEe TUCITUTUTHHBI (MOIYJISI) U

OCHAILIICHHOCTh
No By o MarepuanbHO-TeXHUYECKOE 00ecIIedeHne JUCIUIIINHBI (MOAYIIS) U
OCHAIIICHHOCTh
1. JlekuuoHHBIE JleximmonHas ayautopus 426 -yueOHast 1abopaTtopus
3aHATHA «Opranu3aoHHOT0 MPOSKTUPOBAHUS, CUCTEM JOKYMEHTAIUH,
nHGbOpMalMY ¥ 3HAHUI», OCHALIICHHAs! TPE3EHTAllMOHHON TeXHUKON
(MyIBTUMEUITHBIA TPOSKTOP, IKPaH, KOMIIBIOTEP/HOYTOYK) U
COOTBETCTBYIOLUM IPOrPaMMHBIM 00ECIICUEHUEM U CTEHaMHU:
- cter 1 — Opranu3anoHHOE TPOSKTHPOBAHNUE;
- cteH 2 — KopriopaTuBHas ceTb 3HaHUHM Ha 6a3e OHTOJIOTUU:
CTPYKTYpa ¥ TEXHOJIOTHUS peaIn3alnu.
2. [TpakTHueckue JlexuuonHas ayautopus 426 -yueOHas 1abopaTtopusi
3aHIATHA «Opraau3anoHHOT0 MPOSKTUPOBAHUS, CUCTEM JOKYMEHTAIIHH,
nH(bOpMalUY ¥ 3HAHUI», OCHALIICHHAs! TPE3EHTAllMOHHON TeXHUKON
(MyIBTUMEUITHBIA TPOSKTOP, IKPaH, KOMIIBIOTEP/HOYTOYK) U
COOTBETCTBYIOLUM IPOrPaMMHBIM 00ECIICUEHUEM U CTEHaMHU:
- crern | — Opranu3anioHHOE POSKTHPOBAHUE;
- cteH 2 — KopriopaTuBHas ceTb 3HaHUI Ha 6a3e OHTOJIOTUH:
CTPYKTYpa ¥ TEXHOJIOTHUS peaIn3alnu.
3. I'pynnossie YuranbHbli 3271 OMOINOTEKH QaKyabTeTa
(MHAMBUAYaJIbHBIE)
KOHCYJIbTallUH
4. Texymuit Aynutopus 425 [ 426
KOHTPOJIb,
MIPOMEKYTOUHAS
aTTecTanus
5. CamoctositenbHas | KaOuHeT myist caMoCTOSATEIbHOM paOoThl (YMTATBHBIN 341
paboTta 6ubaroTexu (hakynbTeTa), OCHAICHHbBIH KOMIBIOTEPHON TEXHUKOH C
BO3MOKHOCTBIO IMOJKIIFOUEHHUs K ceTH «VHTepHeT»,IporpaMMon
HKPAHHOTO YBETUYEHUS U 00€CIIeUeHHBIH JIOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMaITMOHHO-00Pa30BaATEIBHYIO CPEly YHHBEPCHUTETA.
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