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1 Hean u 3axa4y u3y4eHus AU CUMILIMHBI (MOLYJIs)
11 Iean ocBoeHUs TUCHHUILINHBI

Meau TUCUUIJINHBI:

- 3HaTh OCOOEHHOCTH YIIPaBJICHUS JOKYMEHTAIUN B OPTaHU3alMH U €r0 COCTAaBIISIOIINE;

- BIIQJICTh OCHOBAMHU KOHTPOJIBHOH AestenbHoCTH B cdhepe 1OV,

- chopMUpOBaTh NEPBUYHbIC HABBIKM YIPABJICHUS ONEPATHUBHBIM U APXHUBHBIM XpaHEHHEM
JIOKYMEHTOB;

- chopMupoBaTh IEPBUYHBIC HABBIKH YITpaBieHUs cinyxooit JJOY.

OOBEeKTOM H3y4YeHHS IUCIHILTUHBI SIBISICTCS NEATEIbHOCTh cinyxO0bl JIOY mo ympaBieHHIO
JIOKYMEHTOIIOTOKOM B OpraHU3allu.

[TpenMeToM u3yueHus ABISAIOTCSA JOKYMEHTOIIOTOKH B OpraHU3aluy, ypasieHue ciayxooi JJOY
OpraHU3alllu.

1.2 3agaun TUCIHUILINHDI

Jlia noctrkeHus 1ened penaroTcs CIeAYOIUE 3a1a4i U3yYEeHU JUCLIUILINHBL:
Teopemuueckas KOMNOHEHMA.:

- 3HaHME COBPEMEHHBIX NPOOJIEM JOKYMEHTOBEICHHMS M apPXUBOBEJCHMS M COBPEMEHHBIX
TEXHOJIOTMH MX pa3pelIeHusl B OpraHu3aluiy;

Tlosnasamenvras komMnonenma:

- CXEMbl M QITOPUTMBI YIPABICHUS IOTOKAMU JOKYMEHTOB B OpPraHU3allMM U METOJbl HX
ONTUMU3ALINY;

1.3 MecTo qucuuIuinHbl (MOaYJisl) B CTPYKType 00pa3oBaTe/IbHON NPOrpaMMBbl.

VYuebnast aucuuiuinHa —«lleHTpbl XpaHeHHMS JOKyMEHTanWW (QyTCOPCHHT)»  SIBIISCTCS
00s3aTeNbHOM TUCHUIUIMHON BapuaTuBHOM dYacTu broka 1 ydeOHOro muiaHa HampaBlieHUs
noarotoBku 46.03.02 JlokyMeHTOBEICHHE M apXHMBOBEACHHE Mporpammbl «OpraHU3alOHHOE
MPOEKTUPOBAHKE JOKYMEHTAIIMOHHOTO O0ECTICUeHHs YIIPaBICHHS B OPraHU3alun».

Ee uzydenue Oa3zupyercs Ha 3HAHUSAX, YMEHHUSAX U HaBbIKaX, MOJIYYEHHBIX B XOJI€ HU3YUYCHHS
CJEeNYIOLIMX JAUCIMILUIMH: BBEJCHUE B HANPABIEHUE, OCHOBBI TEOPUU YIPABIICHUS, TEXHUUECKUE
cpeactBa B JIOY u apxuBax, IOKyMEHTOBe[eHHWE, opraHuzauus u TexHonorus B JOVY,
apxuBoBeJieHHe. B cBoro ouepenp, H3ydeHHE AUCHUILUIMHBI 00€cledrnBaeT BO3MOXKHOCTh
YCHEIHOM claud ToCyJapCTBEHHO aTTeCTalud, a TakKe [MOATOTOBKY  BBIMYCKHOMN
KBAJTM(PHUKAIIMOHHOMN paboTBhI.

1.4 IlepedyeHbp IUIAHHPYEMBIX Pe3yJbTaTOB O0y4YeHHs] MO AMCHMILIMHE (MOAYJIIO),
COOTHECEHHBIX C IVIAHUPYEeMbIMH pe3y/JIbTATAMH 0CBOECHHS 00pPa30BaTeIbHOI MPOrpaMMbl
N3yuenune naHHON y4eOHOM TUCHMIUIMHBI HAIpaBiIeHO Ha (OpMHUpOBaHHE Yy OOydaroIIMXCs
xomneteHuuit (OIIK u 1K), npeacraBnenHsix B Tabmuie 1.

Ta6mmma 1 — TpeboBaHus K pe3ynbTaTaM OCBOCHHS O0YYAIOIIMMUCS AUCITUTUITHHBI

Ne | Hupexc Copnepxanue B pesynbrare u3ydeHus yaeOHOM JUCIUTUINHBI
KOMIIECTECH KOMIIECTCHIIUHN O6yanOIIII/ICC$I JOJIZKHBI
005040 (I/IJ'II/I €C I‘IEICTI/I) 3HATb YMCThb BJIaACTh

1 IK-29 CriocoOHOCTB CO3/IaBaTh U | CUCTEMEI CO3/1aBaTh U BECTU CIOCOOHOCTBIO
BECTU CHUCTEMBI JIOKYMEHTALIMOHHOT | CHUCTEMBI c03/71aBaTh U BECTU
JIOKyMEHTaLMOHHOT'O 0 obecrieucHUS JIOKYMEHTALIMOHHOT | CHUCTEMBbI
oOecrieueHns yrpaBieHNUs B | YIPaBJICHUS B 0 obecnieueHHA JIOKYMEHTAIHOHHOT
OpraHu3aiyy Ha 0aze OpraHu3aIiy Ha YIOpaBJIeHUS B 0 obecnieueHHA
HOBEHIIINX TEXHOJOTHI OpraHu3aIuy HA YOpaBJICHUS B




0aze HOBEHMIINX 6aze HOBeHIIMX OpraHM3alyy Ha
TEXHOJIOT Uil TEXHOJIOT Uil 0a3e HOBEHWIIIHX
TEXHOJIOTUI
2 [K-41 3HaHUe MPUHITUIIOB TIPUHITUITEL OpTraHN30BBIBATh TIPUHITUIIAMA
OpTaHM3aINH U OpTaHM3aIH U (YHKIIMOHNPOBAHU | OpPTraHM3AINU U
(hYHKIMOHUPOBAHUS (hyHKIMOHMPOBAHK € apXHUBHOTO (YHKINOHUPOBAHH
apXMBHOTO ayTCOPCHHTa ApXHUBHOTO ayTCOPCHHTA s apXUBHOTO
AyTCOpPCHHIA AyTCOPCHHTa
3 T1IK-42 Bnanenue JOrucTHUECKUMH | JIOTUCTHYECKHE HCIIOJIB30BAaTh JIOTUCTUYECKUMU
OCHOBaMHM OpraHU3aluu OCHOBBI JIOTHCTUYECKUE OCHOBaMH
XpaHeHHs JOKYMEHTOB OpraHu3aIyu OCHOBBI OpraHu3aIu
XpaHeHHs OpraHM3aIiu XpaHeHHs
JIOKYMEHTOB XpaHeHHs JIOKYMEHTOB
JIOKYMEHTOB

2. CTpyKTYypa U copep:KaHue TUCHHILTHHbI

2.1 PacnipeaesieHne TPYA0EMKOCTH AUCUMILIMHBI IO BUaM padoT

OO011ast TpyI0EMKOCTh TUCIUIUIMHBI COCTaBIsIeT 2 3a4.e/1. (72 4ac.), uX pacupeeneHue mno
BUJaM padoT (715 CTYACHTOB 3a04HON (hOpMBI 00YUeHHsI) TPEICTaBICHO B TabmuIe 2.

Tabnuna 2 — Pacnpenenenue TpyAO€MKOCTH AUCHMILTUHBI 110 BUAAM padboT, oOydaromuxcs mo

cemMecTpam
Cemectpbl
Bun yuebHoit paboTbl Beero (uacel)
9acoB 7 3
AyauTOpHBIE 3aHATHS (BCEro): 14 6 8
3aHATUA JTEKIIMOHHOTO TUIIA 6 4 2
JlabopaTopHbIe 3aHATHS
3aHATHS] CEMUHAPCKOTrO TUIIA (CEMUHAPBHI, 3 5 6
NPaKTUICCKHE 3aHSTHS)
HNuas konTakTHas padora:
KonTpoas camoctositensHoi padoTsl (KCP)
[Tpomesxyrounas arrecranus (MKP) 0,3 0,15 0,15
CamocrosiTesibHas padoTa, B TOM 4ncIe: 85 30 55
Kypcosas pabota - -
[TpopaboTka yueOHOTo (TEOPETUIECKOr0) MaTepuaa 61 10 20
BrImonHenne HHAMBHU Ty IbHBIX 33JJaHAN (TIOATOTOBKA 20 10 10
COOOIIEHUH, TPe3eHTAIHi1)
Pegepar 24 10 10
IloaroroBka K TeKyIeMy KOHTPOJIIO - 15
KonTtpoJs:
[ToxaroroBka k sk3aMeny / 3auery 35,7 35,7
OO0mas Tpy10eMKOCTh yac. 108 108
B TOM YHCJI€ KOHTAKTHAsA 8.3 8.3
padora, 4yac.
3a4. efl. 3 3




2.2 CTpyKTypa AMCUMILIMHbI:

Pacnpenenenne BuaoB y4ueOHOW pabOTBI M HMX TPYJOEMKOCTH MO paszzaenaMm (Temam)
JUCLHUIUIMHBI JUIs CTYIEHTOB OUYHOU (hopMBbl 00yUEHHMSI IPEACTABICHO B Tabuuue 3.

Tabmuua 3 — Pazfenbl IUCHUIUIMHEL, U3y4aeMble B cemecTpe /- 8 3a04H0i (popmMbl 00yueHust

HaunmenoBanue pasienoB (Tem)

3aoyHas Gpopma

KommuecTBo yacos

No AyauTopHas BueaymuropHas
Bcero pabora PO
J I3 | JIp CPC
1 2 3 4 5 6 7
BBEJIEHUE 8 1 7
1 | YnpaBieHue 1oKyMeHTaM el
OpraHu3anuu
2 | IokyMEHTOOOOPOT U €ro COCTABIISIOIINE.
OcoOeHHOCTH YyIIPaBICHHS BXOSAIINMH, 10 1 1 8
UCXOJAALIMMU U BHYTPEHHUMHU
JOKYMEHTaMHU
3 | KoHTposb HCIIONHEHHS JOKYMEHTOB 12 1 1 10
4 | YopaBneHue ONEpaTUBHBIM XpaHEHHEM 12 1 1 10
JOKYMEHTOB
5 | Yopasinenue  apXWBHBIM  XpaHEHHUEM 11 1 10
JOKYMEHTOB
2 | YopaBieHue caay:k0o0it A0Y
OpraHu3anuu
1 | Cayxo6a IOY opranuzainuu 11 1 10
2 | ®opmupoBanue ciayxosl JJOY 12 1 1 10
3 | Opranusanus paboyux MecT U YCIOBHM
11 1 10
TpyJa nepconana ciyx0sl JJOY
4 | YupaBneHue NOBCEAHEBHON 11 1 10
JeSTEeILHOCTHIO CTy»)O0b1 [IOY
5 | BAKVIIOYEHHUE 1 1
Hmozo no oucuyunnune 6 8 85

[Tpumeuanue: JI — nexmuu, [13 — nmpaxtuueckue 3aHsaTHs / cemuHapsl, JIP — nmaGopatopHble
3anstusa, CPC — camocrosTensHas paboTa CTyIeHTa



2.3 Conepxanue pa3iesioB (TeM) TMCHUILIHHBI
2.3.1 3aHsATHS JIEKIITMOHHOTO THIIA

Tabmuna 4 — Coaeprkanue JeKIun

®dopma

Ne Haumenosarne Conepxanue pasaena (Tembl) TEKYILETO
pazzena (Tembl)

KOHTPOJIA

1 | BBEJAEHUE ITopsnok M3ydeHus: TUCLMIUIMHBI, OTYETHOCTH, BblAada

9K3aMEHAalMOHHBIX BOIIPOCOB, nuTeparypa u | Obcyxnenue
WH()OPMAIIMOHHBIE HWCTOYHUKU. AKTYaJIbHOCTh TEM | BOIPOCOB
yueOHOW gaucuuruinHbl. CBsi3b € MOCJHEAYIOIIMMHU TEMBbI
quciurimHaMu. @opMupyeMble KOMITETSHIINH.

2 | Hoxymentoobop | Texuomoruu JOY. OcHoBHBIE 3amauu, pemiaembie B | OOCykaeHue
OT U €ro mpouecce ynpasjieHuss JokymeHTauue. CylHOCTb | BOIIPOCOB
cocrapistonie. | nokymenroobopora mo ['OCT P 51141-98 wu ero | Temsl
Ocobennoctu pernamenTtanusi. CpencTBa ABHKEHUS IOKYMEHTOB U UX
YIPABICHUS XapakTepucTuka. Buibl nOTOKOB JOKyMeHTOB. BuioBoii
BXOSIINMH, COCTaB JJOKYMEHTOB.

HCXOJSIIUMU U Bxopsmue nokymentel. TumoBasi cxema ynpaBieHUs
BHYTPECHHUMU BXOSIIMMH JOKYMEHTaMH, XapaKTEePUCTUKA JEHCTBUM.
JOKYMEHTaMU OcoOeHHocTH  TpueMa  BXOISIIMX  JOKYMEHTOB,
MIOCTYHAIOLIEH 110 KaHaJlaM JIEKTPOHHON IOYTHI.
Hcxonsmue nokymeHTsl. Tumoas cxema ynpaBieHUs
HCXOSIIIUMH JOKYMEHTAMH, XapaKTePUCTUKA JICHCTBUM.
BuyTtpennue nokymeHTsl. TunoBas cxema yrpaBieHUs
BHYTPECHHUMU JIOKYMEHTaMHU, XapaKTepUCTHKA
IIEHUCTBUIA.
Opranuzanust  JBIDKCHHS  JOKYMEHTOB  MEXKIY
MO/IPa3AEIICHUSAMH.
[Toncuer u onTUMH3AIMS TOKYMEHTOOOOPOTA.
Crpykrypa b/l JOKYMEHTAJIBHOT O donma
OpraHH3aIMH.

3 | KonTponb CylmHOCTP KOHTPOJSI HCHOJHEHUs JOKyMEHTOB. | OOcyxaeHue
HCTIOJIHEHUS OOBEKTHI KOHTPOJSI MCIOJHEHUSI TOKyMEHTOB. CpOKH | BOIPOCOB
JOKYMEHTOB ucronHenusi.  OO6beM  uCHONHEHHS.  PEeKBU3WTHI | TEMbI

perucTpanuu

4 | YopasieHnue MeponpusiTusi onepaTUBHOTO XpaHEHHsI JOKyMEHTOB. | O0cyxaeHue
OTepaTUBHBIM Homenxknarypa nen. Benenue nen. BOIIPOCOB
XpaHEHUEM TEMBI
JIOKYMEHTOB

5 | Yopasnenue OnpeneneHue  CyIIHOCTH — apXMBHOro  xpaHeHus | OOcyxaeHue
apXUBHBIM JNOKYMEHTOB opranuszanuu. Co3gaHue M NOJIEpKaHHUE | BOIPOCOB
XpaHEeHUuEeM pallMOHANBHBIX ~ YCIIOBUM  apXWUBHOTO  XPAHEHHS. | TEMBI
JOKYMEHTOB PanmronansHoe pa3smenieHue JTOKyMEHTOB. Brbinaua

JOKYMEHTOB W3 apxuBa. KOHTpoib 3a HanuuueM H
COCTOSIHUEM  JIOKYMEHTOB.  YYe€T  JIOKYMEHTOB.
KommiekToBanue apxusa

6 | Ciyxb6a 10Y Ha3nauenwue, 1enp, 3a/1a4u, OpraHu3alioHHas

OpraHu3alu CTPYKTYypa M YUCIIEeHHbII cocTaB. OCHOBHbIE (PYHKIINU Omnpoc
CTPYKTYPHBIX ToJpa3aeneHuit cnyxosl J1OY




7 | ®opmupoBanue | [Topsgox dbopMHUpOBaHUS CITYKOBI JOY. Pemenue
ciyx0s1 JIOY KopnoparuBHbie fokyMeHTHI 10 cinyxk0e JIOY. KEeMCOBBIX
3a/1a4
8 | Opranu3zamnus TpeboBanus K TOMEIIEHUSM, KOMITBIOTEPHBIM pabouum
pabounx mecT u | MmectaM. HopMbl BpeMeHH Ha BBINIOJIHEHHE PabOT IO Pemenue
yciouit Tpyna | 1OVY. KEeMCOBBIX
nepcoHaa 3a1a4y
ciyx0s1 JIOY
9 | YopaBnenue [TpunIUIIB yIpaBJICHUS CITyX)00i JOYVY.
nosceqHeBHOU | IlocnenoBarenbHbIi, HapajuleIbHbII u Onpoc
NEeSITeNIbHOCThIO | KOMOMHUPOBAHHBIN METO/IBI YIIPABICHHUS. ’
pedepar
ciyx0s1 JIOY [TnaaupoBanue nesaTenbHOCTH cIyKObI JIOY.
3AKJIYOYEHHME | Tloka3aTenu 1 KpUTEPUH OLEHKHU AESITENbHOCTHU Ci1yk0bl | KoHTpOabHAs
JOV. pabora

2.3.2 3aHATHS CEMHHAPCKOI0 TUIA

Ta6muma 5 — ConepxaHue CEMUHAPCKUX 3aHATHI

HanmenoBanue o
No Temartuka 1a60paTOPHBIX 3aHATHIA dopma TeKyIIero KOHTPOJs
pasnena (Tembl)
1 | Joxymentoobopo | JJokyMeHTOOOOpOT U ero Omnpoc, pedepar
T U €0 cocrapisrone. Oco6eHHOCTH
COCTaBJISIIOLIHE. yIpaBiIeHUS BXOISAIIUMHU, UCXOASAIIUMU
¥ BHYTPCHHUMH JJOKyMEHTaMHU
2 | Kontpounb KoHTpob ucnonHenus J0KyMEHTOB Omnpoc, pedepar
WCTIOTHEHUS
JOKYMEHTOB
3 | Yopasnenue VYnpasieHue onepaTUBHBIM XpaHeHueM | Ompoc, pedepar
OTIepPaTUBHBIM JIOKYMEHTOB
XpaHEeHUuEM
JOKYMEHTOB
4 | Yopasnenue VYrpasieHnrue apXuBHbIM XpaHEHUEM Omnpoc, pedepar
oTepaTUBHBIM JTIOKYMEHTOB
XpaHeHUEM
JOKYMEHTOB
5 | Yopasnenue Cnyx6a 10Y opranuzaruu PazpaboTka npoekra
apXUBHBIM «ITonoxxenus o cimyxoe
XpaHEHUEM JAOVY»
JOKYMEHTOB
6 | Coyxba I0Y dopmupoBanue ciyxos [JOY Pa3zpaboTtka o60ocHOBaHMS
OpraHu3aIu HE00X0AMMOCTH
(hopMupoBaHUS CITYKOBI
JOVY B opranuzamumn
7 | ®opmupoBaHue Opranuzanus padbounx mect u yciaoBuil | OOcyKIeHHe BOIIPOCOB
ciyx6s61 JIOY Tpyaa nepconana ciyxosr 10Y TEMBI
8 | Opranmu3zamnus VYrpasneHne moBceIHEBHON OO6cyxaeHne BOpocoB
pabouux MecT U | IesTeNbHOCThIO ciyxkOb1 JIOY TEMBbI




YCJIOBUM TpyAa
nepcoHaa
ciyx0s1 [IOY
9 | YnpaBnenue JIoKyMeHTOO0O0pOT U ero KonTponbras pabora
MOBCETHEBHOM cocrapnsitone. OcoOEHHOCTH
JEeSTEIbHOCTHIO yIpaBIeHUS BXOISIIMMH, UCXOISIIUMU
cyx0sb1 [IOY Y BHYTPEHHUMH TOKYMEHTaMU

2.3.3 JlaGopaTopHbIe 3aHATUS

JlaboparopHble 3aHATHS HE IPELYCMOTPEHbI

2.3.4 IlpumepHasi TeMATHKA KypPCOBBIX PadoT (IIPOEKTOB)

KypcoBsie paboThI (IPOEKTHI) HE MPETyCMOTPEHBI.

2.4 IlepeyeHb y4eOHO-METOAMYECKOI0 O0eceYeHUs AJIsi CAMOCTOATEIbHONH padoThl
00y4YaroIuXCcsl M0 JUCHUILIMHE (MOTYJIIO)

Tabmuna 8 — Bunbl 1 mepedeHsb y4eOHO-METOAMIECKOT0 00eCIeUeHUsT TUCITUTUINHBI 110
BBIMIOJTHEHUIO CAMOCTOSTEIbHOU paboThI

B CPC [TepeueHsb y4eOHO-METOAMICCKOTO 00SCTICUCHUS JUCIIUILTAHBI 10
BBITIOJTHEHUIO CAMOCTOSITEIbHOM PadOThI

z

1|CamocrositenbHoe|Jlanckas J[.B. [IpoGiembl JOKYMEHTAllMOHHOTO MEHEIKMEHTa U

U3y4YEHUE TEM JNOKYMEHTUPOBAHMS I€ATEIHOCTH KOpIriopanuu: xpecrtomatus Kpacnonap:
Ky6anckwuii roc. yu-t1, 2013. 347 ¢

2 [llogrotoBka Jlanckas JI.B. IlpoOiemMbl [OKYMEHTAlUOHHOTO MEHEKMEHTa W

pedepara JOKYMEHTUPOBaHUs IE€ATEIbHOCTU Kopriopauuu: xpecromatust Kpacnonap:

(nayunoii craten) |KyOanckuii roc. yH-T, 2013. 347 c.
OpraHu3alnoOHHOE NMPOEKTUPOBAHUE CUCTEMBI YIPABIEHHUs OpraHU3alMu:
xpecromatust / coct. B.B. Epmonenko, M.P. 3akapsu. Kpacuomap:
Kyb6anckuit roc. yu-1, 2012. 128 c.

JUid nu1 ¢ HapyIIEHUSMH 3pEHUS:

— B (popMe dJIEKTPOHHOTO IOKYMEHTA,

— B reyatHoi (opme Ha si3bike bpaits.

JIist L ¢ HapyIIeHUsIMM CITyXa:

— B I1e4aTHOM (opme,

— B (popMe 3JIEKTPOHHOTO IOKYMEHTA.

JUig au1 ¢ HapyIIeHUsAMH OIIOPHO-JBUTAaTEIBHOTO almapara:
— B ieyaTHo opme,

— B (popMe 2IEKTPOHHOT O TOKYMEHTA,

— B (hopme ayauodaiina.



3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

OOpa3oBarenbHble TEXHOJIOIMH, HCIOIb3YEMbIE IPHU pealu3alMd pPA3JIMYHBIX BUJOB
y4eOHOI IesATeTbHOCTH:

— JIeKUMHU: WHTEPAKTUBHBIC (AMAJOroBble) M TNPOOJIEMHBIE C KOMIIBIOTEPHBIMH
IPE3CHTaLUSMU;

—  CEMHUHapCKHE 3aHATHS: KOMIIBIOTEPHOE MOJEINPOBAHNUE.

Tpaauunonneie 00pa30BaTENbHBIC TEXHOJIOTHH: JTA00PATOPHBIC 3aHATHUS H JICKIIHH.

TexHonorust npoOaeMHOro oOyuyeHMs: JEeKIMs — AMCKYCCHs, NpoOieMHas JeKIus,
KOMIIbIOTEpHasl Ipe3eHTanus. Ha nekuusx nsiaratoTcsi OCHOBHbIE TEOPETUUYECKUE MTOJIOKEHUS U
KOHIIENIUS Kypca, Jaollie CTyAeHTaM HH(OpMaIiK, COOTBETCTBYIOLIYIO IIPOrpaMMe.

3ajaya CEMMHAPCKUX 3aHATUW — pa3BUTUE y CTYACHTOB HAaBBIKOB 110 IMPUMEHEHHUIO
TEOPETUYECKUX IIOJOXKEHUH K pPELIeHHI0 INMpakTHYeckux 3agad. OHM cocToAT W3 3ajad u
yIpaXHEHUM, OPUEHTUPOBAHHBIX HA YCBOEGHUE TEOPETHMUECKOIO MaTepuaia M YMEHHUS €ro
UCIIOJIb30BaTh JUIsl pellieHusl Ja00paTOPHbIX 3aJaHUH.

Ha xaxaom mnpakTU4ecKOM 3aHATUU OTBOJAUTCS BpeMs JJsl JUCKYCCUH, B KOTOPOH
y4YacTBYIOT JOKJIAaJ4MK, TIOATOTOBUBILUI COOOIIEHNE O KaKoi — 1100 MpakTHUECKOol mpobiieme
MH(OPMALIMOHHBIX CUCTEM U 0a3 JAHHBIX, €r0 ONNOHEHTHI (1 miM 2 yenoBeka), MOArOTOBUBIINE
KOHTPapryMEHTbI, U IPYTHe CTYACHTHI IPYIIIBL.

Hpyras ¢opma opranuzamusi pabOTBI CTYIEHTOB — HamucaHue pedepaTroB, KOTOpoe
npezcTaBisieT co0oi HeOO0IbIIOe UCCIIeJOBaHUE KaKol — 100 MpobieMbl Kacaroleecst TEOpUH U
NPaKTUKA MHPOPMAIMOHHBIX CHUCTEM M 0a3 JaHHBIX C TPEAIOKECHHEM BapUAHTOB PEUICHHUS
JAaHHOH MpO6JIEMBI.

s oTBETOB Ha MHIMBUIYyaJdbHbIE BOIPOCHL, a TaKXKe s IMOMOLIM B IOJITOTOBKE
pedepaToB npeaycMOTpEHbl HHANBUYaJIbHbIE KOHCYJIBTALIMM [IPEIo1aBaTels.

VY nenbHBIN Bec 3aHATUH B YacaX, IPOBOJUMBIX B HHTEPAaKTUBHBIX Gopmax mist 3P0 (6 u.
JEKIMIA U 8 4. CEMUHAPCKHX 3aHATHIA).

Peanuzanus akTUBHBIX, HMHHOBAallMOHHBIX OOPA30BATEIbHBIX TEXHOJOTUM, KOTOpBIE
CHOCOOCTBYIOT ~ Pa3BUTHIO  OOLIEKYIBTYPHBIX M NPO(ECCHOHAIBHBIX  KOMIIETEHLUH
oOyJaromuxcsi, MpUBEACHBI B TabHIe 9.

Tabmuna 9 — @opMbI OpraHu3anuy JEKIIMOHHBIX 3aHATHI

Hcnonp3yemele KomnnuecTtso
Ne Tema nexunn o0Opa3oBaTeybHbIE 4acoB
TEXHOJIOTUU

1 | JI1 (YopaBieHue apXuBHBIM XpaHEHUEM Jlexuus mpobiieMHasl.

JTOKYMEHTOB). KomnbrotepHas 1

MIpe3eHTalMsl.

2 | JI3 (Cyx0a J0OY opranuzanuu. | Jlekuust — quckyccusi.

Opranuzanus pabounx MecT u ycioBuil | KommnberorepHas 1

Tpyaa nepconaina ciyxoet JJOY). npe3eHTalus

Bcezo 2

I[J'I}I Jiany ¢ OTpaHUYCHHBIMH BO3MOXHOCTAMHU 3J0POBbA MPCAYCMOTPCHA OpraHu3alunsd
KOHCYJ’IBT&HI/Iﬁ C UCITIOJIb30BaHHEM 3J'I€KTpOHHOI\/'I IIOYTHI.

4. OueHo4HbIe CpeACTBA IJIsl TeKYIero KOHTPOJISl yCIieBaeMOCTH U MPOMeKYTOYHOM
aTTecTaluu

4.1 ®oHA OLEHOYHBIX CPeICTB A5 MPOBe/IeHHs TeKYIero KOHTPOJIA

Tabmuua 11 — TemaTuka pedepaToB MO AUCHUILINHE



No TemaTtuka pedeparoB 1Mo AUCIUTUTHHE

Pa3pabotka anroputma paboThI ¢ BXOASIIUMU JOKyMeHTamu B ciryx0e JIOY opranuzanmm

Pazpabotka anroputmMa pabOThl ¢ HCXOAAIIMMH JIOKyMeHTaMu B ciayxkbe JIOY
OpraHu3aIyu

3 |Pa3zpaborka anroputma pabOTBI C BHYTPEHHUMH JOKyMeHTamu B ciayxbe [J10OY
OpraHu3aiuu

Pa3paborka IDEF O gquarpammsl pabotsl ciyx0st JIOY opranuzanuu

MonenupoBanue padotsl cinyx0b1 JIOY cpencrBamu ARIS

Pa3pa60TKa Ta6J'II/II_I yd€Ta JMHaAMHUKHW JOKYMCHTOIIOTOKA B OpTraHHU3allui

AHanu3 MaTeMaTHYecKUX METO/I0B ONTUMHU3ALINU JOKyMeHTonoToka (rpadgos, CMO u np)

ol o

Pa3paboTka mporpamMmbl AEHCTBHI OTIENIOB M CIIy)KO OpraHu3aliy 110 MUHHMH3AIUU
JOKYMEHTOIIOTOKA
9 |BJl nokyMeHTaIbHOTO (OHAA OPraHU3ALUN

10 |BJ - apxuBuct

11 |Ananus cucremsl JIEJIO xoHcanTuHroBoit komnanuu Tepmuka

12 |Ha3HnaueHue, 1ienb, 3ajayd, OPraHM3AlMOHHAs CTPYKTypa W (YHKIUU CTPYKTYPHBIX
nospaszenenuit ciyxosl JJ0Y

13 |I[lopspok dopmupoBanus ciayxk0sl JJOY. Pa3paborka cereBoro rpaduka paboT B
KOOPJMHATHOU opme

14 |KopnopatuBHble 1okyMeHTHI 110 ciyxoe JJOVY. Ilonoxenue o ciyxoe J10Y

15 |KopnopaTtuBHble 10KyMeHTHI 110 ciyx0e JIOY. J1omKHOCTHBIE HHCTPYKLIUU

16 |KopnoparuBHbie TOKyMEHTHI 110 ciryx0e JJOY. MHcTpyKIus 1o AeI0nponu3BOACTBY

17 |KopnopatuBHble a0KyMeHThl 1o ciayx0e JIOY. CkBo3Has HOMEHKJIATypa [Jell
YHUBEPCUTETA

18 |KopnoparuBHbie HOKyMeHTHI 1o ciyxOe JJOY. ObopynoBaHue M au3ailH MOMEIICHHUI
apXuBa OpraHU3aIiu

19 |XapakTepuctuka OCHOBHOTO 000pyaoBaHus Cayk0bl JJOY

20 |/[Iu3aitH — npoekT nomereHuit ciayx0el IOY opranuzamuu co crneruduxanmei

21 |Anp0OoM THUIIOBBIX (OPM JOKYMEHTOB Ka(eapsl [0 MArUCTEPCKON Iporpamme

22 |Anp00M TUIIOBBIX (DOPM TOKYMEHTOB YHUBEPCUTETA IO MarucTpaType

23 |Aytcopcunr B JIOY — LleHTphI TOKyMEHTalUN

24 |Tembl IO IPEAJIOKEHUIO CTYJEHTOB, COTIACOBAHHBIE C IIPENOIaBaTeIeM

Pedepar npesacrasnser co6oif HayuHyr0 pabOTy CTYJEHTa WIN CTYACHTKHU, CBSI3aHHYIO C
aHaM30M 3-4 TOueK 3pEeHMs pa3IMuYHBbIX HCCIeAoBaTeled M MPakTUKOB (aBTOpoB) mo Bamwu
BBIOpPAHHON TeMe ¢ BBIBOJIAaMH, OTPAXKAIOIIMMH Bally JUYHOCTHYIO MO3ULNIO. BBIBOIBI JOIKHBI
OBITh OpPUTMHAIBHBI M OCHOBaTeNbHbl. CTYIEHT WM CTYIEHTKa i1 MOATOTOBKU pedepara
JIOJDKHBI JIMYHO mMono0parek B OMONIMOTEKe HEOOXOJMMble COBpeMeHHble He cTapiie 10 ser
u3siaHus (yueOHUKH, HaydHble CTaThU B KypHaJIaX, MHTEPHET HCTOYHUKHU U T.JI.) 110 TEME.



3a TpH NOCJIETHUX roja MPOCMOTPETh CIEAYIOIINE XKypHalbl B OMONIHOTEKe (aKyabTeTa
ynpasnerus u ncuxonornn wim KyOol'Y, manpumep: MenemxmeHnT B Poccun u 3a py0Oexom;
[TpoGiieMbl TEOpUU U IPAKTUKU YIIpaBJICHUS; Y IpaBiIeHUe nepcoHaioM; KpeaTuBHas 5KOHOMUKA;
B ynTanbHOM 3aie Kyol'Y MeToibl MEHEDKMEHTa KayecTBa.

Pedepar cocTout u3 Cieayonmx CTPYKTYPHBIX 3JIEMEHTOB (BCE 3J€MEHThI HAYMHAIOTCS C
HOBOTO JINCTA):

—  TUTYJBHOTO JHcTa (TI0 ycTaHoBIeHHOH dopme) (1 mucT);

—  cojaepskaHus B BBe[ieHueE (Ha 1 nucTe);

— 2-3 OCHOBHBIX BOIIPOCOB (CTYAEHT CaMOCTOSITEJIbHO WX OIpEAeNsieT, UCXOAS U3
HEOOXOJUMOCTH PAaCKpbITUSL TeMbl pedepara), KaxAbli BONPOC 3aKaHUYMBAETCS BbBIBOJIAMH,
OTpaKAIOIIKUMHU JIUYHOCTHYIO TIO3ULUIO aBTOPA;

— 3aKJIIOYEHUST U CIHCKA HCIOJIb30BAHHBIX HCTOYHUKOB (7-12 HauMeHOBaHMIA,
opopmiennbix mo 'OCTy, cm. caiit kubsu.ru, nanee VHUBEPCUTET, nanee BUBJIMOTEKA,
odopmienue cnucka auTeparypsl) (Ha 1 nucre).

Kaxxaplii myHKT 3aBepluaeTcsi KpaTKuM, COAEpKaTelbHbIM, HO €MKHM BBIBOJOM B 2-3
cTpouku. Pedepar 3aBepmiaeTcst o0muM BBIBOIOM (3aKiroueHueM) o 1/3 crpanunel. B pedepare
MPUBETCTBYIOTCS 1-2 pucyHka, 1-2 auarpammsl (Ta0Onuiibl), pa3paboTaHHbIE TUYHO aBTOPOM U Ha
KOTOpBIE JTAaeTCs CChUIKA MO TEKCTy. TekcT mpoBepsercs Ha omuoOku (opdorpaduyeckue u
ctunuctudeckue). Oo6wvem pedepara ot 5000 3HakoB 10 9-10 nucros. [lons: BBepXy, BHU3Y, cleBa
— 20 mm, crpaBa — 15 mm, mpudt 14, Times New Roman, orcryn 10 MM, BbIpaBHUBaHHE 110
HIMpUHE.

Pedepat odopmisiercs B cooTBeTcTBHM ¢ TpeOoBaHusMU creayronmx [[OCTos:

— ['OCT 7.32-91: OtueT 0 HayYHO-UCCIEeI0BATENLCKON padoTe;

— 'OCT P 7.0.5 — 2008: Odopmnenue 6udiuorpadhudeckiux CChUIOK.

Pedepar cpaercs nuuHO mpemojaBaTeNt0 Ha 3aHATHH B CKopociuuBarene. Pedepar
NpeCTaBIsieTCss B pacrieuaTaHHOM Ha Oymare gopmara A4 u B 21eKTpoHHOM Buje. [ledaTHbrit
BapHaHT JOJKEH OBITh MACHTUYEH 3JIeKTpoHHOMY. [lnaruar B pedepare He 1omycKaercs.

Y4eOHO-METOIMYEeCKHE MaTepHallbl Ui CaMOCTOSTEIbHONH Pa0bOThI OOydYaIOIIMXCS M3
qrclia MHBAIKU/IOB | JIUI] C OTPAaHUYEHHBIMH BO3MOXXHOCTAMHU 3/10poBbs (OB3) mpenocTaBnstoTcs
B (hopMax, aJanTHPOBAHHBIX K OTPAHWYCHHSM HX 3JJOPOBBS M BOCIIPHUSITHS HH(POpMAIIHH:

4.2 ®OoH/ OLIEHOYHBIX CPEACTB /IS MPOBeIeHHs MPOMEKYTOUHOMH aTTeCTAMI

Ta6n1z1ua 12 - OI_IGHO‘IHBIG CpeacTBa, HANPABJICHHBIC HA OTTIPCACIICHHUEC CTCIICHU C(I)OpMI/IpOBaHHOI\/'I
KOMIICTCHII M

Komneren- | Kypcoas KoHnTponbHas ITnceMeHHBIH
Pegepar Tecr
1007071 pabota pabota onpoc
IIK - 29 + +
IIK - 41 + + +
IIK - 42 + +

OueHouHble CpelncTBa Uil MHBAIMAOB W JIMI C OTPAaHUYEHHBIMH BO3MOKHOCTSIMU
3I0POBBSI BEIOMPAIOTCS C YIETOM MX WHIUBUIYATBHBIX TICUXO(DH3NIECKUX OCOOEHHOCTEH.

— IIpY HEOOXOMMOCTH UHBATUIAM H JIUIIaM C OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/I0POBbSI
MPEIOCTABIIAECTCS JOTOJHUTEILHOE BPEMSI ISl MOATOTOBKU OTBETA HA SK3aMEHE;

— MPU MPOBEICHUU MPOLETYPHI OLICHUBAHUS PE3yIbTATOB O0YyUEHUSI MHBAIUIOB U JIUIL C
OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 370POBbSI MPEyCMATPUBAETCA MCIOIb30BAaHUE TEXHUYECKHUX
CPEICTB, HEOOXOAUMBIX UM B CBS3H C UX MHIUBUIYaTbHBIMA OCOOCHHOCTSIMU;



— IIpU HEOOXOAUMOCTH JJIs1 00yHarOIIUXCs ¢ OTPAHUYCHHBIMU BO3MOKHOCTSIMH 37I0POBbSI
U MHBAIUAOB IpOLEAYpa OLEHUBAHUSA pE3YyJbTaTOB OOydYeHHMs] MO JAUCLUUIUIMHE MOXET
IPOBOJUTHCS B HECKOJIBKO ATAIIOB.

IIponienypa oneHMBaHUS PE3yJIbTAaTOB OOYYEHMsS MHBAJIUIOB U JIUI C OrPaHUYEHHBIMU
BO3MOXHOCTSIMH 3JI0OPOBbSl 0 JMCLUUIUIMHE (MOJIYJIO) IpeayCMaTpUBaeT IPeI0CTaBICHUE
uHpopmauuu B (opMmax, aJalNTUPOBAHHBIX K OTrPAHUYEHUSM HUX 3/10pOBbSI M BOCHPUATHS
uHpOpMaLUu:

Jlist 11 ¢ HapyIEHUSIMU 3pEHMSL:

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

— B (hopMe 3JIEKTPOHHOI O TIOKYMEHTA.

JIyist 5aL ¢ HapyIIeHUsAMU CIIyXa:

— B IIeYaTHOM opme,

— B (hopMe 2IEKTPOHHOTO TOKYMEHTA.

JUist 11 ¢ HapyIEeHUsIMUM OTIOPHO-/IBUTATENIBHOTO amapaTra:

— B mieyaTHo opme,

— B (hopMe 3JIEKTPOHHOT0 IOKYMEHTA.

@oH/1 OIICHOYHBIX CPENICTB XPAHUTCS Ha Kadeape.

TpeGoBaHusl K yPOBHIO OCBOEHUS IPOrPAMMBI.

Yceoenue yueonozo mamepuana cmyoenmamu ocynmecTBisieTcs IpenojaBaTesieM B X01€
TEKYILEro U UTOrOBOI0 KOHTPOJISL.

Texymmii KOHTPOJIb 3HaHUH, YMEHUI U HAaBBIKOB ITPOBOJIUTCS B CIIEAYIOIIUX (hopMax: IyTeM
YCTHOTO OTIPOca, 00CYXICHHUS OTYETOB IO JIA00OPATOPHBIM paboTaM, OLEHUBAHUS BBICTYIUICHUH C
pedeparamu, BHIIOIHEHNS KOHTPOJIBHBIX PA0OT M TECTOBBIX 3aaHUM.

JI1s1 OLIeHKM 3HAaHMM, YMEHUN U HAaBBIKOB CTYIEHTOB IPUMEHSETCS PEUTHHIOBasl CUCTEMA
OLICHKH.

NTOroBeIii KOHTPOJIb OCYHIECTBIISIETCS B XOJ€ AK3aME€HA, KOTOPBIM MPOBOAUTCA B YCTHOM
WY IUCBMEHHOM (pOpMe C yUeTOM pe3yJIbTaTOB PEUTUHIOBOM OLIEHKH TEKYILEr0 KOHTPOJIS B X0/1€
cemecrpa.

OtuetHOCTB B cemectpe 7-8 1t 3P0 - sK3aMeH.

B xone u3ydenus yueOHOU AUCHMILTUHBI peuiaromes ciedyloujue 80CnumamenbHvle
3a0avu:

— (opMHpOBaHME U PA3BUTHE Y CTYAEHTOB aHAIIUTUYECKOTO U TBOPUYECKOTO MBIIICHUS;

—  (dopmMupoBaHue HH(YOPMALIMOHHON U YIIPaBIEHYECKOUN KYIbTYpBI;

— npuoOIIeHHEe K IIEHHOCTSAM YIPABIEHYECKOIO HCKYCCTBA, JOCTHXKEHUSAM
MHUPOBOU YIIPaBICHYECKON HAYKHU;

—  (QopMupoBaHue HEOOXOJUMBIX MOPATBHO-ITHYECKUX U MPOdhecCHOHATBHBIX
Ka4eCTB IOKYMEHTOBE/A.

Ilepeyenb BONpPOCOB, BBIHOCHMBIX Ha 3K3aMeH MO Yy4eOHoil aucuuninHe «LleHTpsbI
XPaHeHHUs1 JOKYMEHTAlNH (AyTCOPCHHI)»

1. Texnonorum JIOVY. OcCHOBHBIE 3a/a4u, pENIaeMbIE B IIPOLECCE YIPABICHHS
JIOKYMEHTaluen

2. Cymmocts gjokymMenToo6opoTa no TOCT P 51141-98 u ero pernaMeHTanpus.

3. CpencTBa IBUKEHHUS JOKYMEHTOB U MX XapaKTEPUCTHKA

4. Buybl TOTOKOB JIOKYMEHTOB. BH10BOI1 cOCTaB JOKYMEHTOB.

5. Bxogsmue goxkyMeHThl. THUIOBas cxeMa YIpPaBJIe€HUS BXOISAIIMMHU JOKYMEHTAMH,
XapakTepucTuka naercTBuil. OCOOEHHOCTH MpHUEeMa BXOSANIUX JOKYMEHTOB, MOCTYIAIOIICH IO
KaHajaM 3JI€KTPOHHOM MOYThI

6. Ucxonsamue moxkyMenThl. THIOBass cxeMma yIpaBIeHHS MCXOIAINIMMH JOKYMEHTAMH,
XapaKTepUCTHKA AEUCTBUI



7. Bayrpennue n0KyMeHTHI. THIIOBas CXeMa yNpaBleHHs] BHYTPEHHUMH JOKYMEHTAMH,
XapaKTePUCTUKA ACHCTBUI

8. Opranuzanus ABUKEHUs JOKYMEHTOB MEXTY MOpa3AeIeHUsAMH
9. Moxcuer u onTUMHU3aLKS JOKYMEHTOO60POTA
10.  Crpyxrypa BJI 10KyMeHTanb5HOro (OHIa OpraHU3aluy

11. CymmHocTh KOHTPOIS HCHIOIHEHHS JOKYMEHTOB. OOBEKTHI KOHTPOIIS HCHIOTHEHHS
nokyMeHToB. Cpoku ucnonHenus. O0beM NCHOTHEHUs. PeKBU3UTHI peructpanuu

12. Meponpusatsi ONEepaTUBHOTO XpaHEHUsS JOKyMEHTOB. HomeHknaTypa nein.
Benenue nen

13. Hasnauenue, nenb, 3aqauy, OpPraHM3alMOHHAsS CTPYKTYpAa U YMCJICHHBINA COCTaB.
OcHoBHbIE QYHKIIMH CTPYKTYPHBIX MOJpa3aencHuil ciryxon1 JJIOY

14. Tlopsmox dpopmuposanus ciyx6s1 JJOY. KopropaTuBHble TOKyMEHTHI 110 CIIyKOE
A0V

15. TpeboBanus Kk MOMeNIEHUSIM, KOMIILIOTEPHBIM pabounmM mMectam. HopMbl BpemeHu
Ha BbITIOJIHEHKE padot 1o JJOY

16. Ilpunuuner ynpasnenus ciyx6oit JJOY. IlocnenoBaTenbHbli, MapaiielbHbIA U
KOMOWHUPOBAHHBIN METOJIbI YIIpaBICHUS

17. [TnanupoBanue nesTeNbHOCTH ciyk0b1 IOY
18. Tlokazarenu u KPUTEPUU OLIEHKH JIEATENbHOCTH ciyk0b1 JIOY

Kputepuu onieHuBaHus HA IK3aMeHe MO AUCHUILIMHE
HOEHTPbI XPAHEHUSA JOKYMEHTAIUUU (AYTCOPCHUHT):

OlICHKAa 5 BBICTABISETCS TIPU OTIMYHOM OTBETE HA KaXKABIH BOmpoc (3anaHue)
9K3aMEHAI[MOHHOTO OMIeTa.

JIJ1s1 moJTy4eHusl OLeHKH «OTJINYHO». B 0TBeTe pacKphiTa CYIIHOCTh OCHOBHBIX KaTETOPUIA
n HOHﬁTHﬁ, COACPpIKAIINXCA B BOIIPOCC, OMPCACIICHBI BCC HCO6XOI[I/IMBIG JIOTUYCCKHUEC CBsA3U U
OTHOIICHUWA MCXKIAY HUMH IMMOJTHOCTBIO PAaCKPBIBAIOIIIEC CMBICII OTBETA HA IIOCTaBJIICHHEIN BOIIpOC,
U TMPUBCACHbBI TPHUMEPBI U3 HpaKTquCKOﬁ ACATCIIBHOCTH, WJUIIOCTPUPYIOIIHUE OTBET HaA
MOCTaBIIEHHBIN BOMPOC.

1)  oreHka 4 BBICTaBJISIETCSI TIPH OTBETE Ha KaXK /Il BOTIPOC (3a1aHKE ) SK3aMEHAITHOHHOTO
OuIieTa ¢ OIEHKOM «XOpPOIIO».

JIJ1s1 mOJTy4eHH sl OLIEHKH «XOPOIIo». B 0TBeTe pacKphITa CYIIIHOCTh OCHOBHBIX KaTETOPUIA
U TIOHSTUMH, COJEpKalINXCS B BOMPOCE, U OMpeAeNieHbl BCE JIOTUYECKUE CBSI3M U OTHOIICHHS
MEXTy HUMH, 00€CTICYHBAIOIIHE TTOJIHOE PACKPBITHE CMBICIIA OTBETA HA MTOCTABICHHBIA BOIIPOC.

2) oOlEeHKa 3 BBICTABISCTCSA MPU YIOBJIETBOPUTEILHOW OIEHKE Ha KXl BOIMPOC
(3amaHue) SK3aMEeHAIIMOHHOTO OUJIeTa.

Jsi moJiyuyeHUsl OLEHKHM «Y/AOBJIETBOPUTENbHO». B o0TBeTe packphiTa CYIIHOCTh
OCHOBHBIX KaTe€ropuil M MOHATUH, COAepallluXcsi B BOMpPOCE, TAaKUM 00pazoM, 4yTOObI B HEM
MPOCMATPUBAJICS OTBET HA MOCTABJICHHBIN BOMPOC.

3)  oreHKa 2 BBICTABIIAETCS MPH HEYIOBIECTBOPUTEIHHON OIEHKE HA JBA WM HA KaXKIbIH
BOMPOC (3a/1aHue) SK3aMEHAIIMOHHOTO OuyeTa.



5. IlepedyeHb OCHOBHO¥ U IONOJHHUTEJIbHOH YU4eOHOI JTUTepaTypbl, HCOOXOAMMOM 115
OCBOCHUS IMCHHUIUIMHBI (MOAYJIs1).

5.1 OcHoBHas1 IuTEpaTYpAa:

Ne

ABTOp, Ha3BaHNE, MECTO U3/IaHUS, U31ATEIbCTBO,
TOJ U3JaHKs YIeOHOU TUTepaTyphl, K-BO CTPAHHUII,
BU/JI M XapaKTEPUCTUKA UHBIX HHPOPMAIIHOHHBIX

pecypcoB

Kom-Bo 3K3. B
ouoIIMoTEKE
(dakynpTera

DJIEKTPOHHBIN
pecypc pa3MeleH
Ha

JlokyMeHTalMoHHOEe O0OeclieYeHre YIpaBICHUS U
JEIONPOU3BOJCTBO: Y4EOHUK i OakaJaBpOB:
y4eOHUK JUIsl CTYACHTOB BY30B, OOy4YarOIIUXCs IO
PKOHOMHYECKUM crHenuanbHocTsM /  Ky3Henos,
Urops Hukomaesuu; . H. Ky3nenos. - Mockaa:
FOpaiir, 2014. - 576 c.

12

Jlanckas JI.B. IlpoGnemMbl AOKyMEHTAI[MOHHOTO
MEHE/KMEHTA U JOKYMEHTHUPOBAHUS JCATEIHHOCTH
KOopropanuu : xpectomatus / M-Bo oOpa3oBaHUs H
Hayku Poc. ®enepauuu, Kybanckuii roc. yH-T. -
Kpacnonap: [Ky6I'V], 2013. - 347 c.

JIOKyMEHTallMOHHOE ~ 00€CII€YEeHUE  yIpaBJICHUS:
yueOHUK 715 CTyIeHTOB By30B. — M.: 2015.—391 c.

10

5.2 JlonosiHUTeIbHASI JINTEPaTypa:

ABTOp, Ha3BaHME, MECTO U3/IaHUS, U3AATEIBCTBO,
roJl U3/1aHus y4eOHOM JIMTepaTyphbl, K-BO CTPAHULI,
BUJ U XapaKTEPUCTHUKA UHBIX WH(POPMAIIMOHHBIX

pPeECypCcoB

Komax-Bo 3Kk3. B
onbarorexe
¢dakynpTeTa

DIIeKTPOHHBII
pecypc pa3MerieH
Ha

Jlapur M.B. JlokyMeHTallmoHHOE OOeCIeYCHHE
yIOpaBlIeHUS] NPOEKTaMU: yueOHO-METOIUYECKOe
nocoou / M.B. Jlapun, M.M. Jlapun. — M.:
BHUNJA/, 2011. — 187 c.

3

VYnpasnenue nokymeHTamu: y4yeOHuk / Kopnees,
Urops Koncrantunosuu, A. B. [lmenko, B. A.
Mamypues; N.K. Koprees, A. B. Ilmenko, B. A.
Mamrypres. - M.: UTHOPA-M, 2009. - 299 c.

10

JlokyMeHTalMoHHOe ~ oOecrieyeHue  yrnpaBiIeHUs
HErocyJapCTBEHHBIX OpraHu3aIui: yuebHoe
nocoOue 1 cTyaeHToB By30B / T. A. beikosa, JI. B.
Cankmaa; T. A. beixoBa, JI. B. Cankmna. - M.:
NHOPA-M, 2011. - 288 c.

10

OpranuzallioHHOE  IPOEKTUPOBAHHE  CUCTEMBI
yIpaBJIeHUS OpraHu3alum: Xpecromarus / coct. B.B.
Epmonenko, M.P. 3akapsin. Kpacuonap: Kybanckuii
roc. yH-T, 2012. 128 c.

Jl7is OCBOCHMS AUCIUILTUHBI HHBAJUAAMH U JIMIIAMU C OTPaHUYCHHBIMU BO3MOYKHOCTSIMU
300pOBbA HMCIOTCA H3AaHWA B JJICKTPOHHOM BHJC B BJ'IGKTpOHHO-6I/I6J'H/IOTe‘-IHBIX CUCTEMAX
«/lanvy u «FOpatim»y.

5.3. llepuoauyeckue u3IaHus




Hayunble »XypHansl B YHTaJbHOM 3aie OuOMMOTeKH (akyiabTeTa YIpPaBICHUS MU
IICUXOJIOTUH U (WJIN) Ha caiiTaX UX 3JIEKTPOHHBIC BEPCUH:

1. Bectnuk apxusucra
2. Jle0npoOr3BOICTBO
3. CekpeTapckoe Je1o
4, Jle0pOU3BOICTBO M JOKYMEHTOOOOPOT Ha MPEANPUATUH

6. Ilepeyenb pecypcoB HH(POPMANMOHHO-TEJEKOMMYHUKALUMOHHOH  CeTH
«HTepHeT», HEOOXOAMMBIX JISi 0CBOEHHSI AMCUUIJIMHBI (MOIYJIs1)

. AIIMUHHCTpaTHBHO-yMpaBieHueckuii moprai - URL: aup.ru.
Ku6epJlenunka - URL.: http://cyberleninka.ru.
Hayunas snexkrponnast 6udaunorexa URL: http://elibrary.ru.
OopasoBarenbHblie pecypesl MaTepHera: menemkment URL: http://www.alleng.ru.
. OTkphITHIE KypCchI On3Heca 1 skoHomuku - URL: www.college.ru.
ITonckoBas cucrema «Akamemus google» - URL: http://scholar.google.com -
[Topran Koprioparushsiii Mmerepxkment - URL: www.cfin.ru.
. Ilopran Hayunbix myOaukanuit - URL: www.management.ua.com.
. Poccuiickoe oOpazoBanme, denepanpubiid mopran [Odunuaneaeii caiit] — URL:
http://www.edu.ru
10. denepanpHbIii 00pa3zoBaTeNbHBIN TOpTal "DKoHOMUKA, Connonorus, MeHePKMEHT"
- URL: www.csocman.edu.ru.
11. BOkcneprhsrii caitt BIID — 'Y URL: www.OPEC.ru.
12. DnaekrponHO-OubIMOTeYHas cuctema URL: www.iprbooksshop.ru.
13. Dnekrponusie yueoHbIe ocobus - URL: www.biblio-online.ru.

©CEONOOAWNE

7. MeTtoanueckue yKazaHus JJisi 00y4alomMXcs M0 0CBOECHUIO JUCHUIIMHBI (MO1YJIs1)

OcBoeHMe UCUUIUIMHBI TIPEAYCMATPHBAET MPOCIYIIMBAHUE JIEKIMA W TPOBEACHUE
1a00paTOPHBIX PadoT.

Jist TIy0OKOTO M3y4YEeHUsT AUCIUTUINHBI HACTOSITETTHHO PEKOMEH TyeTCsI:

— CHCTEMAaTUYEeCKH TOTOBUTHCSA K JIAOOPATOPHBIM 3aHATHAM IO Y4YeOHBIM MOCOOUSIM,
HAYYHBIM CTaThsIM B )KYpHaJax, a TAaKXKe C HCIIOJIb30BaHHEM pecypcoB MHTepHeT;

— CBOEBPEMEHHO BBINOJIHATH JJAOOpAaTOPHBIE 3a/1aHUs], TOTOBUTH pedepaThl.

CamocrosiTennbHass paboTa CTyA€HTa - OAMH W3 BAXKHEWIIMX JTarmoB B IMOATOTOBKE
cnenuanuctoB. OHa MPHOOIIAET CTYACHTOB K MCCIE0BATENbCKOM paboTe, 00oraiaeT onsITOM U
3HAHUSMH, HEOOXOAMMBIMH JUIS TATBHEHIIIEro MX CTAHOBJICHUS KaK CIEIHAJNCTOB, PUBUBACT
HaBBIKU PAOOTHI C INTEPATYPOH, CTATUCTUYECKUMU JTAHHBIMH.

[lens camMOCTOATENBHON pabOTBl - CHUCTEMaTH3allMsl, 3aKpeIUICHHE W pPacHIMpeHHe
TEOPETUYECKUX U MPAKTUYECKHX 3HAHUHU C MCIHOJIb30BAHUEM COBPEMEHHBIX MH(pOPMAIMOHHBIX
TEXHOJIOTUH ¥ JINTepaTyPHBIX MCTOYHHUKOB. JIJI1 pa3BUTHSA HABBIKOB CAMOCTOSITEIBHON pabOTHI
CTYZICHTaMH BO BPEMS CAMOCTOSITENIbHON PaOOThI BBIMOIHSAIOTCS:

— pedeparbl, CBSI3aHHBIE C PACCMOTPEHHEM CTPYKTYpPHl W TPHUHIIMIIOB OPTaHU3AINH
UH(POPMALIMOHHBIX PEeCYpCcoB B ceTu MHTepHET;

— pedepatrsl, CBsA3aHHBIE C 0030pOM COBPEMEHHOTO pBHIHKA CIIEIHATN3APOBAHHBIX
CIPAaBOYHBIX CUCTEM, KOHKYPEHTHOM OOPHOBI MEX/y UX CO3/IaTENIIMU 32 BJIQJICHUE PHIHKOM;

— ZIOMAaIlTHUE 3aJaHus 0 TIOUCKY B MIHTepHETe MHPOPMAIIMU Ha 33/1aHHYI0 HAYYHYIO0 TEMY
U TIOATOTOBKE JIOKJIa/Ia.

— pedeparsl, CBA3aHHBIE C TPABOBBIMH AacCIEKTaMH HCIIOJIb30BaHMs HH()OPMAIIHOHHBIX
pecypcoB MHTepHEeTa, OXpaHOW MHTEIUIEKTYyaIbHONH COOCTBEHHOCTH;


file:///C:/Users/Марина/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/ZRS9ZY0Y/aup.ru
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http://elibrary.ru/
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Pedepar wumm scee TOTOBATCS CTYAEHTOM CaMOCTOSITEIbHO, B HHX 0000mIaOTCA
TEOPETHUYECKHE MaTepuaibl IO MCCIEAYeMOW TeMe C HCIHONb30BAaHHEM MAaTEepHaloB W3
CHEeUMATbHON  JUTEpaTypbl, HOPMATUBHO-TIPABOBBIX JOKYMEHTOB, CTaHAAPTU3HPYIOLINX
paccmarpuBaemyro cepy. B comepkaHuM NHCEMEHHBIX pabOT JOHKEH OBITH COOCTBEHHBIH
aHaM3 UM KPUTUYECKHHA MOJXOJA K PEHICHUI0 MpoOjeMbl MO BHIOPAHHOW TeMe HMCCIEI0BaHUS,
NOJKPEIUICHHBI CTaTHCTHYECKUMH JaHHBIMH M KOPIOPATUBHOM OTYETHOCTBIO HM3BECTHBIX
Kopropanuii. MaTepuaiibl JTOJKHBI OBITh M3JI0KEHBI Ha BBICOKOM TEOPETUYECKOM YPOBHE, C
NPUMEHEHHEM MPAKTUYECKUX JaHHBIX, IPHMEPOB.

CryneHTaM pEeKOMEHAYETCS HENPEpPhIBHO NPOBOJUTH HAYYHBIE HCCIEIOBAHUS O]
PYKOBOJICTBOM IIpenoaBaTess KadeIpbl 1o N30paHHOW TeMe U TOTOBUTH COOOIICHNS Ha HAYYHBIE
KoH(pepeHIMH, cTaTbil B COOPHUK MOJIOBIX UCCIIE0BATENCH U HAYYHBIE KYPHAIBI.

OOyueHune CTyJJeHTOB C OTPaHUYEHHBIMUA BO3MOKHOCTSIMU OPTaHU3yeTCsI B COOTBETCTBUU C
TpeGoBaHUAMHU «METOIMUECKUX PEKOMEHJAIMK M0 OpTraHU3alli 00pa30BaTEIbHOTO Mpolecca
st oOydeHHs WHBAJIUIOB M JIMI] C OTPAaHMYCHHBIMH BO3MOXKHOCTSIMH  30POBBSI B
00pa30BaTeNbHBIX OPraHU3alUAX BBICIIETO MPO(PECCHOHATBHOTO 00pa30oBaHUs» OT «d»arpens
2014 .

B ocBOGHMHM MUCHMIUIMHBI MHBAIUAAMHU U JIUIIAMH C OTPaHUYEHHBIMH BO3MOKHOCTSIMHU
37I0pOBBsl OOJBIIOE 3HAUYECHHE HMMEEeT HMHIMBHIyalbHas y4deOHas paboTa (KOHCYJIbTALlUH) —
JIONOJTHUTEIBHOE PA3bsICHEHNE yI4eOHOTO MaTepHaa.

WunuBuyanbHple  KOHCYJIBTallMUM IO TPEAMETY SIBISAIOTCS BaXHBIM  (DaKTOpPOM,
CHOCOOCTBYIOIIMM MHIMBUAYATU3aUN OOyUeHHUS U YCTaHOBJICHHIO BOCIIUTATEIFHOTO KOHTAKTa
MEXAy IpernojaBareieM H OOy4JaroUIMMCS HMHBAIWIOM WM JIMIOM C OTrPaHUYECHHBIMU
BO3MOYKHOCTSIMH 3/I0POBBSI.

8. Ilepevenb MH(POPMALMOHHBIX TEXHOJIOTHI, UCIOJIb3YeMbIX MPH OCYIIECTBJIECHUHU
00pa30BaTe/ILHOIO MPOLECCa MO0 JUCHHUILIHHE (MOLYJIIO).

8.1 llepeuenb HHGOPMANUMOHHBIX TEXHOJIOT UM,

IIpoBepka JOMAIIHUX 3aJaHUN U KOHCYJIbTUPOBAHUE ITIOCPEACTBOM DJIEKTPOHHOM IIOYTHI.
Hcnons30BaHKe 27EKTPOHHBIX IPE3EHTALNN ITPU IIPOBEICHUH TPAKTUYECKUX 3aHATUH.

8.2 Ilepeuenb HEOOXOAUMOI0 MPOrPAMMHOI0 0O0eceYeHusl.

[TporpamMMmebI [T IEMOHCTpAIIMU U co3aanus npesentanuii («Microsoft Power Pointy).
B xoze 1abopaTopHBIX 3aHATHI UCTIONB3YEeTCS MMPOrpaMMHOE 0OecTieueHue:

1. DnexTponHas nHGOPMAIMOHHO-00pa3oBaTenbHas cpefa YHUBEPCUTETA.

2. DNEeKTPOHHO-OMOIMOTEYHAst CUCTEM YHUBEPCUTETA

8.3. IlepeyeHb HEOOXOAUMBIX HHPOPMAIHOHHO CIIPABOYHBIX CHCTEM
1. CnpaBouno-mpaBoBas cuctema «Koncynbrant [Tmroc» (http://www.consultant.ru)
2. DnextponHas oudnmoreunas cucrema eLIBRARY .RU (http://www.elibrary.ru)/



http://www.consultant.ru/
http://www.elibrary.ru)/

9. MarepuanbHo-TexHH4Yeckass 0a3a, HeoOXoaumMasi IA  OCYLIECTBJICHHS
00pa30BaTeJbLHOIO Mpolecca Mo AUCHUIJINHE (MOLYJII0).

No By o MatepuanbHO-TEXHUYECKOE 00eclIedeHne JUCIMIIIINHBI (MOIYJIs) U
OCHAIIICHHOCTh
1. Jlexyuornnvie Jlekimmonnass  aygutopus  417A - yueOHas  ;aGoparopust
3auamusl «Opranu3aliioHHOTO TPOCKTHPOBAHUS, CHCTEM JIOKyMEHTAIIUH,
nHbOpMalUY U 3HAHUI», OCHAIlEHHAs MPE3eHTAMOHHON TeXHUKON
(MynbTUMEIUIHBIA MPOEKTOP, 93KpaH, KOMIBIOTEP/HOYTOYK) W
COOTBETCTBYIOIIUM IIPOrPaMMHBIM 00€CIIEYEHUEM U CTEHIaMU:
- cren 1 — OpranuzalMoHHOE TPOESKTHPOBAHNUE;
- cred 2 — KoprnoparuBHas ceTb 3HaHMM Ha 0a3e OHTOJIOTMH:
CTPYKTYpa M TEXHOJIOTHUS pEeaIN3alnu.
2. [IpakTryeckue Jlekimmonnass  ayamtopuss  417A  -yueOGHas  ;aGoparopus
3aHATHS «Opranu3alioHHOTO  TPOCKTHPOBAHUS, CHCTEM JIOKyMEHTAIlUH,
uHbOpMalUY U 3HAHUI», OCHAIIEHHAs MPE3eHTAMOHHON TeXHUKON
(MyIbTUMEIUIHBIA MPOEKTOP, 93KpaH, KOMIBIOTEP/HOYTOYK) W
COOTBETCTBYIOLUM IPOrPaMMHBIM 00ECIICUEHUEM U CTEHaMHU:
- crer 1 — Opranu3anoHHOE TPOSKTHPOBAHNUE;
- credn 2 — KopropatuBHas ceTb 3HaHUIl Ha 0a3e OHTOJIOTHM:
CTPYKTYpPa ¥ TEXHOJOTHS PEeaTH3alHN.
3. ['pynnoBsie YuranbHbli 321 6ubIuoTeku (pakynprera
(MHIUBUIYaTbHBIC)
KOHCYJIbTallH
4. Texymuit Aymutopus 415A 1 417A
KOHTPOJIb,
IPOMEXKYTOUHAS
aTTecTanus
S5. CamocrostenbHas | Kabuner nis caMocTosTeIbHOM paboTh! (UM TaJIbHBIN 3271 OMOIUOTEKN
pabota ¢dakynpTeTa),  OCHAIIEHHBIH  KOMIIBIOTEPHOM  TEXHUKOH  C
BO3MOKHOCTBIO TMOJKIIOUYEHHUsI K ceTh «VHTepHer», mporpammoin
HKPAHHOTO YBEJIMYEHUS U 00ECTIEUEHHBINH JOCTYIIOM B 3JEKTPOHHYIO
nH()OPMaAIIMOHHO-00Pa30BATENHHYIO CPE/ly YHUBEPCHUTETA.

9.3. IIpe3enTanumu:

1. TIIpesenranus yueOHON AUCHUTIINHBI

2. OCHOBBI OpPTaHU3AINH CTPATETUIECKOTO aHAIH3a
3. TexHOOTHs CTPATETNYECKOT0 aHaIM3a

4. TexHoJIOTHS TIOJATOTOBKH pedepara u scce




