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1 Hdesan v 3ap1aum U3y4YeHUs JUCUMILIMHBI (MOTYJIA)

1.1 Heab ocBOEHUS TUCHTUILIHHBI

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

Lenu n3ydeHust TUCUMILIAHBIL:

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

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

3) oBiajieHHE MHCTPYMEHTAMH U TEXHOJOTHUSIMH CO3IaHHS, MapIIPyTH3AIMd U apXUBHUPOBAHUS
JIOKyMEHTOB B OpTaHU3alIUH;

4) npuoOpeTeHNE MPAKTUYECKUX HABBIKOB PA0OTHI C CHCTEMAaMH JIOKYMEHTAIIMKM OPTaHU3aI1H.
JucuuriuHa paccMaTpuBaeT JBOJIIOIMIO PA3BUTUS CHUCTEMBI JIOKYMEHTAIlUM OpTraHU3allNH,
METO/bI cOOpa, CUCTEeMAaTU3allud U XpaHeHUs MHPOPMAIMH, a TaKKe yIpaBlieHUue MU(POBBIMU
nokymeHtamu. (Oco0oe BHHMaHWE yACNSETCS M3YyUEHUIO KOHIENMIUH  0e30yMa)KHOTO
JEJIONPOU3BO/ICTBA M TMepexofa K JJIEKTPOHHOMY JOKYMEHTAIIMOHHOMY COIPOBOXICHHUIO
MIPOLIECCOB YIIPABJICHUS OpraHU3AINH.

1.2 3agauu AUCHMIINHBI

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

1) u3ydyeHne OCHOBHBIX TEXHOJIOIMI CHCTEM IOKYMEHTHPOBAaHUS;

2) u3y4eHue TEPMUHOB B 00JIaCTH CUCTEMBI JJOKYMEHTO000POTa U JIEI0IPOU3BO/ICTBA;

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

Ilosnasamenvhas komnonenma

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

5) ¢opmupoBaHUE NPEICTABICHUS O METONOJIOTUYECKUX OCHOBAaX CO3JaHHsSl MOACHCTEMBI
JIeNIOTIPOU3BO/ICTBA Ha 6a3e HU(PPOBBIX TEXHOJIOTHIA;

IIpakmuueckas komnonenma

6) ymeHue chopMyIupoBaTh TPeOOBaHHS K CUCTEME IOKYMEHTAIlUU OpTraHU3aliH;

7) npuoOpeTeHHne OMbITa PEIIeHUsl MPAKTUYECKUX 3a/ad CPEeICTBAMH CHUCTEM JOKYMEHTAluu
OpraHH3aI|Hy.

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

VYyebHast nporpamMma JTUCHMITIMHBI «CHCTeMa JOKYMEHTAI[MM OpraHu3alyny MpelycMaTpUBaeT
MPOBE/ICHUE 3aHATHH B (GOpMe JEKIHK, NpakTHUYEeCKUX 3aHATHi. OHa TOATOTOBIICEHA B
COOTBETCTBUM TPeOOBAHUSAMHU, NPeabsBICHHBIME ¢ TpeboBaHusiMu @I'OC BO 3++.



JlocTrkeHme 1eTu COPOBOXKIACTCSI PACKPBITUEM Tepe] CTyAeHTaMu (GyHIaMEHTaIbHBIX 3HAHUN
B 00NacTsX, CBS3aHHBIX C CHUCTEMaMH JOKYMEHTAIlMM OPTaHU3alluH, KOTOpPHIE BCIEICTBUE
HENPEPHIBHOTO OOHOBJICHHSI U M3MEHEHHUS B allllapaTHBIX CPEJICTBAX HAXOISAT BaXXHOE MECTO B
dbopmMupoBaHUN MHPOPMAITTOHHO-TEXHOJIOTMYECKOTO TIOTEHIINAA MPEIIPUATHS, YTO 00CCIICUUT
MIPOYHOE U CO3HATEJIBHOE OBJIAJICHUE CTYIEHTAMH OCHOBAaMH 3HAaHUM O MPOLECCax IMOIy4YEHUs,
XpaHeHHs, Tmepeaaun u npeolOpasoBaHus HH(PoOpManMu. 3HAHUS TOCTPOSHHUS CHCTEMBI
JOKYMEHTAI[MM OpraHu3aliy, pa3paboTKu, aAMHUHUCTPUPOBAHUS W TEXHOJIIOTMU JIOCTyMa
HEOOXOIUMBI JUIsl ycliexa JII00O0ro CIeruaiucTa Mo JoKyMeHToBeneHuro. Ilepen crymentamu
PacKpbIBAlOTCA 3HAYEHUS] CHUCTEM JOKYMEHTALlMM OpPraHU3allMM B PAa3BUTUHU COBPEMEHHOIO
obmiectBa. Bxome oOydeHHS CTYyIeHTHI JOJDKHBI Haydyarcs CO3HATEIbHO W PALMOHAIBHO
HCIIOJIB30BaTh BO3MOXKHOCTH, IPENOCTABISEMbIE KOMIIBIOTEPHOW TEXHUKOHM, [UISl pEUICHUs
pa3HOOOpPa3HBIX YIPABIEHUYECKUX 3a/1au.

1.4 IlepedyeHb IUIAHHUPYEMBIX Ppe3yJbTaTOB O0y4YeHHS] 1O JAWCHMILIMHE (MOAYJIIO),
COOTHECEHHBIX C INIAHUPYEMbIMH Pe3Y/JIbTATAMH OCBOCHHs 00pa30BaTEJbHOH IPOrPaMMBbI
W3ydenue naHHOW Y4eOHOH TUCHUIUIMHBI HAIPABICHO Ha (QOPMHUPOBAHUE y OOYYArOIIMXCS
YHHMBEPCAJIbHBIX U 00IIEeNPOPECCHOHAIBHBIX KOMITETEHIIMHI:

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

IIK — 2. CnocobeH K OpraHuzaluy JOKYMEHTHPOBAHHUS YIPABICHYECKOH AEATENbHOCTH B

OpraHu3aIMu

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

JIOKYMEHTHUPOBaHUE JeSITENIbHOCTh

YIPaBJIEHYECKOW AEATENBHOCTH B | YMEET IPUMEHSTh CUCTEMbI JJOKYMEHTHPOBAHUS

OpraHu3anuu Biageer HaBbIKaMu TOKyMEHTUPOBAHUS YIIPABIECHUYECKON
JeSITEJIbHOCTH B OPraHu3aluu

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

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

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

2. CTpyKTYypa M coiep:KaHue JMCIHIIIHHbI

2.1 PacnpeaesieHue TPyA0EMKOCTH JUCHUILIMHBI 110 BUAAM padoT

OO6mast TpyIo€MKOCTh TUCHUILUIMHBI cocTaBiseT 3 3a4. ea. (108 waca), ux pacmpenerneHue mo
BUJaM paboT MpPEJCTaBIEHO B Ta0IuLe



Bunsi pador Bcero wacop | ®opma o0ydeHust

OYHas 3a09Has

1 cemectp | 2 3 Kypc
ceMecTp

KonrakrtHas paboTta, B TOM YHCIeE:

AynuTopHble 3aHATHS (BCEro):

3aHATHS JIEKIIMOHHOTO TUIIA 16 4

JlabopaTopHbIe 3aHATHS

3aHATHS ~ CeMHHApCKOro Tuma  (CeMUHapHl, 34 10
MPaKTUUECKUE 3aHATHSI)

HMHuast KOHTaKTHas1 padoTa:

Kontpons camoctosTensHoit padotsl (KCP) 2

[Tpomexxytounas arrectauus (MKP) 0,2 0,2

CamocrosiTeibHas paboTa, B TOM YHCIe: 55.8 90

Kypcosaa paboma/npoexm (KP/KII)
(noozomoska)

Koumponvnas paboma

Pechepam/acce (nodcomosxa)

CamocmosmenvHoe uzyuenue pazoenos,
€camono02omosKka (npopabomka u noOGMoOpeHue
JIeKYUOHHO20 MAMEPUATA U MAMEPUATA YHeOHUKO8
u VueOHbIX nocobuil, no020moeKa K
1ab6OpamopubiM U NPAKMUYECKUM  3AHAMUSM,
KOJIOKBUYMam U m.o.)

[ToaroroBka K TeKyleMy KOHTPOJIIO 3,8

Koutpoan:

[ToaroroBka Kk 3auery

O0miast Tpy10€eMKOCTH qJac. 108 108

B TOM 4YHCIe 52,2 14,2
KOHTAKTHAs
pabora

3a4. e 3 3

2.2 CTpyKTypa IMCOHILIHHBI
Pacnipenenenuie Bu1oB yueOHOM pabOThI M UX TPYIOEMKOCTH IO pa3jienaM JUCIUIINHBL.
Paznens! (TeMbl) TUCIUILIMHBL, M3y4aeMble Ha 3 Kypce (3aouHas ¢popma oOydeHus)

KonnuecTBo yacoB
AyautopHas Breaynn
Ne Haumenosanue pasnenos (Tem) Bceer TOpHast
pabota
0 pabora
J 113 JIP CPC
11. |BBenenue. MeToapl U cliocOOBI JOKYMEHTHPOBAHUSI. 26 1 2 22
OpraHu3aiioHHOE TPOSKTUPOBAHUE CITYKOBI 2 1 5 2
JTOKYMEHTOBEICHUS U IOKYMEHTOIIOTOKOB.
Opranuzanys 1 TEXHOJIOTHsI JOKyMEHTAllMOHHOTO 26 1 ) 2
oOecrieueHus1 yrpaBieHHs..
MNudopmarimoHHbIe TEXHOIOTHH B TOKYMEHTAIIHOHHOM
o0ecrieueHuN ynpasieHus 1 apxuBHoM enie. Opranuzanus | 29 1 4 24
CEKPETapCKOTO 00CITyKHBAHHUS
HUTOI'O no paszoenam oucyuniunol 104 | 4 10 90
Kontpons camocrostensHoi pabotsl (KCP)
IIpomexyrounas arrectanus (MKP) 0,2
[TonroroBka K TEKyIIEMY KOHTPOJIIO 3,8
O01mas TpyA0eMKOCTb 0 JUCIHUILINHE 108




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

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

1 Beenenne. Meroasl u | XapakrepucTuka y4eOHOW AMCHUIUIMHBI, ee | P
CIoco0bI MECTO M pOJIb B CHCTEME 3HAHUW, CBA3b C
JOKYMEHTUPOBAHMS. | IPYTMMH  JUCUUIUIMHAMHU. JIOKyMEHT Kak

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

2 OpranuzanoHHOe ®opmupoBaHUE M XpaHeHue jaea1 B [ O
IIPOEKTUPOBAHUE nenornpouspojctse. [loaroroBka u nepenaya aen
CITYKOBI B apXuB. DKCHEPTU3a LIEHHOCTH JOKYMEHTOB B
JOKYMEHTOBEACHHUS U | IenonpousBojacTse. OpraHusanuss apXUBHOTO
JOKYMEHTOIIOTOKOB. | XpaHEHUs1 JOKYMEHTOB. /[[el10BOM JOKYyMEHT.

Meroasl npoektupoBanHusi cucrembl  JIOVY.
[IpoexTnpoBanue UH(POPMALIMOHHOM
MOJACUCTEMBI YIIpaBJICHUS

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

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

Opraauzanus
CEKpETapCKOro
00CITy’)KUBaHUS

2.3.2 3aHATHA CEMHHAPCKOIO THINA (MIPAKTHYECKHEe / CEMHHAPCKHE 3aHATHA/1a00paTOPHBIE

padoThI)
Ne HaumenoBanue Conep:xanue paszjaena (TeMbl) dopMa TeKy1Iero
pazaeJia (TemMbl) KOHTPOJIA
1 Brenenne. Meroasl n | OpraHu3alimoOHHO-pacnopaauTeNnbHbie U | Omnpoc 1o

CIOCOOBI

MH(POPMAIMOHHO-CIIPABOYHbIE

BOIIPpOCaM TCMBI. P

CITYKObI

Jlenonpon3BOACTBEHHBIE CIYXKObI, HUX

JIOKYMEHTUPOBAHMS. | JOKYMEHTHI. Jlenonpou3BOACTBO  Kak
mpeIMeT  U3Y4YeHUS. Perucrparnus
JOKYMCHTOB. KOHTpOJ'IB HUCITOJIHCEHU S
JTIOKYMEHTOB. ABTOMaTH3aIUS
JIeTIOTIPOU3BOJICTBA.
2 Opraan3anuoHHOe Pabota c nokymeHntamu | Ompoc o
MPOEKTUPOBAHHE KOH(UIEHITNATIEHOTO XapakTepa. | BOMPOCcaM TEMBL. D




JOKYMEHTOBE/ICHUS M | CTPYKTypa W OpraHu3anus paboThl.
JIOKYMEHTONOTOKOB. | HopMupoBanue u opraHusanus Tpyaa B
paboTe ¢ TOKYMEHTaMHU.

3 Opranuzanust u | Benenue MAacCHBOB KaapoBsix | Onpoc o
TEXHOJIOT s JOKYMEHTOB, WX Y4YeT, perucrpauus, | Bonpocam TeMsl P
JOKYMEHTALMOHHOTO | OTlepaTUBHOE XpaHEeHHE.
oOecrnieueHus JIoKyMeHTallMOHHOE oOecrieueHue
yIpaBJIeHUsl. paloThI KOJUIErHaJIbHBIX OPTaHOB.

4 Opranuzanus AMUHUCTpPAaTUBHBIE ¢yukuuu | KonrponbHas
CEKPETapCcKoro cekperaps. Pernamenranus | padota. T
00cIyKUBaHUs JIOJDKHOCTHBIX 00sI3aHHOCTEH CeKpeTapsl.

[Ipy W3y4YeHWH TUCHUIUIMHBI MOTYT MPUMEHSTCS DJEKTPOHHOE OOY4YeHHE, IMCTAHIIMOHHBIC
obpazoBarenbHble TeXHOJ0oTHH B cooTBeTcTBUM ¢ PI'OC BO.

2.3.3 JlaGopaTopHbIe 3aHATHS He NPeIyCMOTPEHbI

2.3.4 KypcoBbie padoThl He PeAyCMOTPEHbI
2.4 TlepeueHb Yy4eOHO-MeTOAMYECKOro o0ecmeyeHHsl /JIsi CAMOCTOSATEJbHOH PpadoThI
o0yyarmuxcs 1o AUCUMILINHe (MOLYJII0)

Ne Bung CPC

Ilepeuenp yueOHO-METONNYECKOTO 00ECIIEUeHUS JUCIUTIIIMHBI IO BBHITTOTHEHHUIO
CaMOCTOSTENFHON pabOTHI

1 Pedepar, acce

Meronndeckue peKOMEHIaMH 110 TOArOTOBKE IMMCHhbMEHHBIX PadOT CTYICHTaMH:
yue6HO-MeToamdeckoe mocodue / B.B. Epmonenko, M.P. 3akaps, JI.B. Jlanckas,
M.A. Mupomamgenko, A.Il.  Capuyenko, J[.A. [lerkuna. KyOaHckwuii
TOCyNapCTBeHHBIN yHUBepcuteT. 2022. — 73 c., yTBepXkIeHHbIE Kadempoit
00IIero, CTpaTeruyeckoro, MHGOPMALMOHHOTO MEHEIKMEHTa W Ou3Hec-
mponeccoB, Npotokon Ne2 ot 22.02.2022r.

2 Pedepar, acce.

KonTponsHas pabora.

Jlanckas J[.B. IIpoGiempl JOKYMEHTAIIMOHHOTO MEHEIKMEHTa U
TIOKYMEHTHPOBAHUS JESITENbHOCTH KopHopamuu: xpecroMmarus / M-Bo

Tecr obpazoBanusi W Haykum Poc. ®Denmepanum, KybOaHckuii roc. yH-T. -
Kpacnonap: [Ky6I'Y], 2013. 347 c.
3 Konrponenas padora | Comoryo O.I1. Jlenonmpou3BoaCTBO: COCTaBICHHE, PENAKTHPOBAHUE M

00paboTKa TIOKYMEHTOB: yueOHoe. 8-¢ u3fl., crep. M.: Omera-JI, 2013. 207
c.

Y4yeOHO-MEeTOANYECKNE MaTepuaibl I CaMOCTOATEIBHONW pabOThl O0YYAIOIIUXCS W3 YHCIa
UHBAJIUIOB U JIMIl C OIPaHMYEHHBIMH BO3MOXKHOCTAMHU 3710poBbsi (OB3) mpenocraBistoTcst B
dopmax, amanTHpPOBaHHBIX K OTPAHUYCHUSM HX 370POBBS 1 BOCTIPUSATHS WH(POPMAIIHH:

Jlist U1 ¢ HapyIIeHUSIMH 3PEHUS:

— B IIe4yaTHOM (popme yBeIMUEHHBIM HIpUPTOM,

— B (popMe 3IIEKTPOHHOT'O IOKYMEHTA,

— B ¢popMe ayauodaiina,

— B r1e4aTtHoOM (hopMme Ha si3bIke bpaiins.
Jlns i ¢ HapylIeHHUsIMH cltyXa:

— B 1e4atHoi opme,

— B (popMe PIIEKTPOHHOIO TIOKYMEHTA.
Jlnist a1 ¢ HapyIIEHUSIMH OTIOPHO-/IBUTATENIBHOTO anmapara:

— B IIeYaTHOU opme,

— B (hopMe IIEKTPOHHOT'O TOKYMEHTA,

— B opme ayaunodaiina.



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

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

B npenogaBanuu Kypca HCHOIb3YIOTCSI COBPEMEHHBIE 00pa30BaATEIIbHBIE TEXHOIOTHUU:

- MyJIBTUMEIUNHBIE JIEKIIUH C AIEMEHTAaMU JIUCKYCCHUHU;

- JIEKIUU-TUCKYCCHUH;

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

KoMIeTeHTHOCTHBIN MOAXOA B paMKax NpPENojaBaHUs JUCLMIUIMHBL peanu3yercss B
UCIIOJIb30BaHUM MHTEPAKTUBHBIX TEXHOJOTMH M AKTUBHBIX METONOB (IIPOEKTHBIX METONUK,
MO3TOBOTO INTYypMa, pa300pa KOHKPETHBIX CHUTyallud, aHalW3a TIeJaroruyeckux 3ajad,
[eIaroru4ecKoro IKCIepUMEHTa, HHBIX (POPM) B COUETAHNU C BHEAYIUTOPHOU pabOTOM.

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

3ajaua CEMHHApPCKUX 3aHATHI — pa3BUTUE Y CTYACHTOB HAaBBIKOB IO MPUMEHEHUIO
TEOPETUYECKUX MOJOKEHUM K peleHHIo npakTuyeckux npodnemM. C 3Tol 1enbi0 pa3paboTaHbl
3a/laHus JJIs BBIIIOJIHEHUS Ha ceMuHapax. OHU COCTOAT U3 U YIPAKHEHUI, OPUEHTUPOBAHHBIX HA
YCBOCHHE TEOPETUYECKOI0 MaTepuala U yMEHMsI €r0 UCIIOJIb30BaTh AJIS PEIIEHUS TPAKTUYECKUX
3a/1au.

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

Eme omna ¢opma opranmzanuu pabOThl CTYyJEHTOB — IOATOTOBKA YCTHBIX JOKJIAJIOB,
KOTOpBbIE IpeAcTaBiIsieT co00il HeOobIIoe HCCIeJOBaHUE 10 3aJaHHON Teme. [l oTBETOB Ha
MHUBUyaJIbHbIE BOIPOCHL, a TAKXKE JJIs IIOMOILIHU B OJrOTOBKE JTOKJIAI0B U UHIANBUYaJIbHBIX
3a/laHuil IPEyCMOTPEHBI HHAUBUAYAIbHBIE KOHCYJIBTALMH IPEN01aBaTels.

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

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

AnanTuBHBIE 00pa3oBaTeIbHbIE TEXHOJIOTHH, TIPUMEHSIEMbIE TPU U3yUYE€HUH TUCIUIUTMHBI
— JUId JIMI C OTPaHUYEHHBIMM BO3MOXHOCTSIMHU 3JI0pPOBbSl IPEIyCMOTPEHA OpraHu3alus
KOHCYJIBTALIMI C UCIIOJIb30BAHUEM IEKTPOHHOM MOYTHI.

4. OneHo4YHbIe CPeACTBA ISl TEKYILIEro KOHTPOJISl yCIIeBaeMOCTH U NPOMEKYTOYHOM
arrecTauuu

OneHouHble cpelcTBa MNpeAHA3HAYEHBl JJIS KOHTPOJIS U OLEHKM 00pa3oBaTeNbHBIX
JOCTH)KEHUH 00yuarolMxcs, OCBOMBIIMX Iporpammy yueOHOM mucuuiuinabl «Cucmema
OOKYMEHMayuy Op2aHu3ayuu .

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

CTpyKTypa OlleHOUYHBIX CPEACTB /JIsl TeKYIleil U MPOMEeKYTOUHOI aTTecTaluu



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

4.1. Tems! pedepaTon

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

1. loxymeHTHpOBaHHE HHPOPMALIUHU KaK (PYHKIUS COBPEMEHHOTO MEHEDKMEHTA.

2. Wcropus pa3BUTUS CUCTEMBI JI€JI0NIPOU3BOACcTBA B Poccuu.

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

4. Opranuzanus
IPEIIPUATHH.

5. IIpaBoBO€ 3HaUEHUE YITPABICHUYECKOTO TJOKYMEHTA.

6. YHu(uuupoBaHHbIe CUCTEMBI JOKyMeHTaluu B PO.

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

8. KnaccudukaTopsl TEXHUKO-3KOHOMUYECKOH U COLIMATIbHON MH(OPMALIUH.

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

10. SI3bIK ¥ CTHIIB YIIPABIEHYECKOTO JOKYMEHTA.

11. OcobeHHOCTH UCTIOIB30BAaHUS (PAKCUMUIIE B JESATEILHOCTH MPEAIPUSATHSL.

12. TIpaBuina ucrpaBaeHHs OINOOYHBIX 3aIIUCEN B TOKYMEHTE.

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

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

15. JlokyMeHTbI, HEOOXOAUMBIE JUIsl TOCYJapCTBEHHOM perucrpauuu Gpu3nueckoro Jivua B
KaueCTBE MHIMBUYAJILHOTO NPEATIPUHUMATES.

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

17. Tlopsinok co3naHus U OGOPMIICHHUS YUYPEAUTEIbHBIX JTOKYMEHTOB XO3SIIICTBEHHBIX
0011eCTB.

CIIy’KObl ~ JJOKYMEHTAallMOHHOTO OOecleyeHus] yIpaBlIeHUs Ha



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

19. Texnomnorus pa3paboTku GopM NPUKA30B 110 JINYHOMY COCTaBY.

20. JIoBepeHHOCTH: BUBI 1 O(OPMIICHHE.

21. OcoOeHHOCTH JIeTIOBOM MEPEIHUCKU C 3apyOeKHBIMU TaPTHEPAMH.

22. JlenoBoe o0IIeHHE TOCPEACTBOM BU3HTHBIX KAPTOUEK.

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

24. JlokyMEeHTBI IO UCIIOJIb30BaHUIO pabovero BpeMeHH U OIuIaTe Tpyza.

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

26. OnTuMH3aIUs MapUIPyTOB JBUKEHUS IOKYMEHTOB Ha MPEANPUSTUH.

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

28. Oco0eHHOCTH YCTaHOBJIEHUS] CPOKOB XPaHEHUS KaJAPOBBIX JOKYMEHTOB.

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

30. ABTOMATHU3MpPOBAHHBIC TEXHOJOTHMH JAOKYMEHTHPOBAHUS M JOKYMEHTOOOOpOTa Kak
KOMITOHEHT CHCTEMbI KOMIUICKCHON aBTOMATH3AIUU ACATEIbHOCTH TPEATPHSTHS.

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

32. Konuenmust 3JeKTpOHHOTO oduca.

33. TIloaroroBka ¢opM TEKCTOB JJOKYMEHTOB M TMPE3CHTAUUi C IOMOIIBIO
MHTETPUPOBAHHOTO Makera mporpamMm Microsoft Office.

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

35. Hcnons3oBanue WHGOPMAIMOHHBIX TEXHOJIOTUH KaK WHCTPYMEHT TOBBIIICHHS
s dexTrBHOCTH HYHKITMOHUPOBAHUS CUCTEMBI YIPABICHUS TOKYMEHTAMH HA MPEANPUSITHH.

4.1.1. K tperbemy pasgenay «OpraHmsanusi M TEXHOJOTHsl JOKYMEHTALMOHHOIO
olecrieyeHus1 ynpaBJieHHUs

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

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

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

4. VicTopusi CTAHOBJIEHUS U PA3BUTUA JOKYMEHTAIIOHHOTO 00ECTIEUEeHHUs YIIPaBICHHUS.

5. Opranu3zanusi paboThl C JOKYMEHTaMH.

6. PerucTpanus 1 yueT JOKYMEHTOB.

7. OpraHu3anusi 1eI0NpOU3BOJICTBA HA MAJIBIX MPEIIPUATHSIX.

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

9. HpopMalmOHHO-TTOMCKOBAs CHCTEMA.

10. Cnienn¢uka JOKyMEHTAIIHOHHOTO 00ECIIeYeHUs YITPABICHHS B KaJPOBBIX CITyK0ax.

11. IlepcnekTHBHbBIE HaNpaBieHHs B PAa3BUTUU JOKYMEHTALMOHHOTO OOecreueHus
yTpaBJICHUSI.

12. CoctaB M mpenHa3HaYeHHWE BHYTPEHHHUX OPraHU3ALMOHHO-PACTIOPSIUTEIbHBIX
JOKYMEHTOB B OpraHH3aIlHH.

13. IIpuMeHeHHE TOCYAapCTBEHHBIX CTaHJAPTOB B OPraHU3aIMM JOKYMEHTAIlMOHHOTO
oOecrnieueHus ynpaBaeHUs.

14. Hcnonp3oBaHue 3apyOeXHOTO ONbITA B OpraHU3alMM JOKYMEHTO0OOpOoTa Ha
POCCHIICKHX TIPEATIPHATHSIX.

15. Opranusanus XxpaHeHus JOKYMEHTOB.

16. Opranu3zanusi KOHTPOJIS 32 UCIIOJHEHUEM JIOKYMEHTOB. BUIbI KOHTPOIISL.



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

18. ®opmuposanue aen. O6ume npasuia GopMUpPOBAHUS JIEI.

19. ®yHKIMUH U BUJBI JOKYMEHTOB.

20. ITpaBuna oopmiieHUs yIPaBICHUYESCKON TOKYMEHTAITHH.

21. PekBU3UT JOKYMEHTA: IOHATHE PEKBU3HTA, €r0 POJIb B JOKyMeHTHpoBaHuu. [IpaBuiia
0(pOpMIICHHS PEKBU3HUTOB.

22. BueapeHue aBTOMATH3UPOBAHHOM CHCTEMbl JTOKYMEHTALIMOHHOIO oOOecreueHus
yIpaBIEHUS.

23. OcobeHHOCTH pabOTHI C OOpAIICHUSAMH TPaXK/IaH.

24. OmpeneneHue CTPYKTYphl W YHCICHHOTO COCTaBa CIIYXObI JOKYMEHTAIIMOHHOTO
o0ecrieueHus ynpaBIeHUs.

25. S13BIK U CTHITb CITY’KEOHBIX IOKYMEHTOB.

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

27. TpynoBast kamwxka. [IpaBuna opopmieHHs TPYAOBBIX KHIKEK.

28. JloxymeHntoo6opot. OCHOBHBIEC 3Tambl JOKYMEHTOOOOpoTa. TexHomorus padoThl C
BXOJISIIIIMMH IOKYMEHTAMH.

29. Texnonorus 00pabOTKK BHYTPEHHUX U UCXOMASIINX TOKYMEHTOB.

30. Perucrpauust JOKyMEHTOB U KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB.

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

32. IloaroToBKa JOKYMEHTOB Ha apXUBHOE XpaHECHHUE.

33. Opranuzanus 1 0COOEHHOCTH MpUéMa OCETUTENEH PYKOBOAUTEIEM.

34. Ilopsnok paboThl C TUCbMEHHBIMU OOPAILIEHUSIMU TPaXKIaH.

35. IloaroroBka 1 0OCITy>KMBaHHE COBEIIAHUH.
4.2. Tembl 3cce KO BTOpoMy pasgely «OpraHu3allioHHOe NPOEKTHPOBAHME CJIYKObI
JAOKYMEHTOBeIeHHUS U JOKYMEHTOIOTOKOB)

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

2. CayxOBblI 1eoNpOU3BOJICTBA B YUPEXKACHUAX JOPEBOMIOLIMOHHOM Poccun.

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

4. Pannonanu3anus JelI0npon3BOACTBa B yupexaeHusax Poccun B 19 - Hau. 20 BB.

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

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

7. O030p COBPEMEHHOM OTEUECTBEHHOW JIUTEPATYpPhI IO MpodIeMaM JeI0NPOU3BOCTRA.

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

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

10.CoBpemeHHbIe TPOOIEMbl HOPMAaTUBHON peryiaMeHTalMK JAeJI0NPOU3BOJICTBA.

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

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

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

14. ABromarn3anusi perucTpaluy JOKyMEHTOB.

15. ABTOMaTn3upoBaHHBIE CUCTEMBI KOHTPOJISI 3@ UCIIOJIHEHUEM JIOKYMEHTOB.

16. Opranusanus paboThl ¢ 00OpallleHUus MU T'paX/1aH B FOCyIapCTBEHHBIX YUPEKACHUSIX.

17. Meronuka cocTaBiaeHUsI HOMEHKJIIATYPbI 1€ YUPEXKICHUS.

18. [IpoGnembl SKCIIEPTH3HI IIEHHOCTH JOKYMEHTOB B JICJIONTPOU3BOICTBE.

19. OmnbIT opranu3zaiuu paboThl ¢ JOKyMEHTaMHU 32 PyOeKoM.

20. JIokyMeHT KakK Cpe/ICTBO peanu3aluuu GyHKIUNA ypaBiIeHHs.



21. CniocoObl 1 0COOCHHOCTH IOKYMEHTHPOBAHMS.

22. BO3HUKHOBEHUE U PAa3BUTHE CUCTEM JOKYMEHTALUU.

23. YHuduImpoBaHHbIC CUCTEMBI IOKYMEHTAIIUH.

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

25. CpasuaurenpHblii aHasin3 [OCT P 6.30-2003 u paHee neiicTBOBaBIIMX HOPMAaTHBHBIX
aktoB B obnactu OP/I.

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

27. Wcnonb3oBaHME HOBBIX, COBPEMEHHBIX TEXHOJOTUA B JOKYMEHTHPOBAHHUU
JESTEIIbHOCTU OPTaHU3AINH, TIPS PUSTUS, (PUPMEI.

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

29. IlpaBoBoe perynrupoBaHue ynorpedieHus repoboBoii CHUMBOIMKY Ha TOKYMEHTaX.

30. PermamenTanus nporeccoB JOKYMEHTUPOBAaHUS.

31. IIpaBoBoe perynupoBaHue apxXuBHOTO jesia B Poccun

32. IIpaBoBOE peryianupoBaHue TOKyMEHTHPOBAHMS KaJAPOBOH JACSITEIBHOCTH.

33. IlpaBoBoe perynupoBaHUE JIOKYMEHTHPOBAHHUS CSITENBHOCTH TOCYIapCTBEHHBIX
YUPEKICHUN.

34. IlpaBoe perynupoBaHHe JAOKYMEHTHPOBAHHS JCSITEIBHOCTH HEKOMMEPUYECKHUX
OpraHu3aIuu.

35. IlpaBoBoe peryiupoBaHH€ JIOKYMEHTUPOBAHUS JAEATEIbHOCTH KOMMEPYECKUX
OpraHu3aIuu.

36. [IlpaBoBoe peryiupoBaHHE JOKyMEHTUPOBaHUS JEATEIbLHOCTH OOIIECTB C
OTPAaHUYEHHOUN OTBETCTBEHHOCTHIO.

37. IIpaBoBOE peryaupoBaHue JOKYMEHTHPOBAHUS ACSITENIbHOCTH aKIIMOHEPHBIX OOIIECTB.

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

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

Bapuaum 1 1.

1. YkaxuTe peKBU3UTHI 3ar0JIOBOYHON YaCTH JOKYMEHTA.

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

2.1. Tocynapcteennslii rep6 Poccuiickoit ®denepanuuy;

2.2. HauMeHOBaHUE BUIa JOKYMEHTA;

2.3. I'pud cornmacoBaHus JOKYMEHTA,

ITpu onucanun HEOOXOAMMO YKa3aTh: B KAKOM 4acTH JOKYMEHTA MPOCTABIAETCS JaHHBINA
PEKBH3UT, €r0 LeNb, CTPYKTYpa, 0COOEHHOCTH 0(opMiIeHHs (KPATKO), IPUBEAUTE IPUMED.

Bapuanm 2 1.

1. Vkaxxute peKBU3HUTHI COAEP/KATEIBHON YaCTH JOKYMEHTA.

2. N300pa3uTte u KpaTKO OMUILIUTE CIETYIONNE PEKBU3UTHI:

2.1. HauMeHOBaHUE OpraHu3aluy;

2.2. Bu3sbl cormacoBaHus JOKYMEHTA;

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

[Ipu onucanuy HEOOXOAMMO yKa3aTh: B KAKOW YacTH JOKYMEHTa MPOCTaBISAETCS JaHHBIN
PEKBU3UT, €T0 11eJIb, CTPYKTYpa, 0COOEHHOCTH 0hOpMIIEHHS (KPAaTKO), IPUBETUTE IPUMED.

Bapuanm 3 1.

1. VkaxxuTe peKBU3UTHI 0pOPMIISIONIEH YacTh JOKyMEHTa.

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

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



2.2. Jlata noKyMeHTa;

2.3. I'pud yTBepKaeHUS TOKyMEHTA.

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

Bapuanm 4 1.

1. YkaxuTe peKBU3UTHI 3ar0JIOBOYHOM YaCTH.

2. N300pa3ute 1 KpaTKko OMUIINTE CIETYIOIINE PEKBU3UTHI:

2.1. Ccblka Ha perucTpallMOHHBIN HOMEp U J1aTy JOKyMEHTa;

2.2. Anpecar;

2.3. Ilopnuce.

[Ipu onucanuu HEOOXOAUMO yKa3aTh: B KAKOW YaCTH JOKYMEHTa MPOCTABISAETCS JaHHBIN
PEKBU3UT, €T0 L1eJIb, CTPYKTYpa, 0COOCHHOCTH 0hopMIIeHHS (KPAaTKO), IPUBEIUTE IPUMED.

Bapuanm 5 1.

1. YkaxuTe peKBU3UTHI COAECPKATEIBLHON YacTH JOKYMEHTA.

2. N300pa3ute 1 KpaTKko OMUIINTE CIETYIOIINE PEKBU3UTHI:

2.1. CopaBouHble JaHHbIE 00 OpraHU3aluy;

2.2. OT™MeTKa 0 HaIU4HUH MIPUIIOKEHUS;

2.3. OTmeTKa 00 HCTIONTHUTETIE.

[Ipu onrcanuu HEOOXOAUMO yKa3aTh: B KAKOW YaCTH JOKYMEHTa MPOCTaBISAETCS JaHHBIN
PEKBHU3HUT, €TO0 IeJb, CTPYKTYpa, 0COOEHHOCTH 0(hopMIIEHHS (KPATKO), IPUBEIUTE TPUMED.

Bapuanm 6 1.

1. VkaxxuTe peKBU3UTHI 0POPMIISIOIIEH YacTh JOKyMEHTA.

2. N300pa3ute 1 KpaTKko OMUIINTE CIETYIOIINE PEKBU3UTHI:

2.1. PeructpaniioHHbI HOMEp JOKYMEHTA,

2.2. Pe3omonus;

2.3. 3aroioBOK K TEKCTY.

[Ipu onucanuu HEOOXOAUMO yKa3aTh: B KAKOW YacTH JIOKYMEHTa MPOCTABISAETCS TaHHBIH
PEKBH3UT, €T0 1eJIb, 0COOCHHOCTH 0POpMIICHUS (KPaTKO), IPUBEIUTE IPUMED.

4.4. OueHOYHBIC CpEACTBA JJIS TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH U MPOMEKYTOUHOH
attectaniui OlLIEHOYHBIE CPEACTBA MPEAHA3HAUYEHBI JJII KOHTPOJS M OLIEHKH 00pa30BaTeNIbHBIX
JOCTIDKCHUH  OOyYaronuxcsi, OCBOMBIIMX TporpaMmy y4yeOHOW nucuumuinHbl  «Cucrema
JOKYMEHTallMuu opranuzanum». OIEHOUHbIE CPEICTBAa BKIIIOYAET KOHTPOJIbHBIE MAaTepUabl s
MPOBEICHUS TEKYIIEro KOHTPOJiA B (OpME TECTOBBIX 3aJaHuM, MOKIaAa-TPe3eHTAIMU IO
MPOOJIEMHBIM BOIPOCAaM, Pa3HOYPOBHEBBIX 3a/laHUN, POJEBOM HUIPHI, CUTYallMOHHBIX 3a7ad
(Yka3aTb UHOE) ¥ POMEXKYTOYHOM arTecTau B OpMe BOIIPOCOB U 3aJaHUH K 3aUeTy.

TunoBbie KOHTPOJIbHBbIE 3aJaHUS WJIN HHBbIE MATePHAJIbl, He00X0AUMBbIe 1JIsl OLleHKH
3HAHMI, YMeHHUil, HABBIKOB U (MJIM) ONBITA AeATEJbHOCTH, XapaKTEPHU3YIOUIUX 3TANbI
(popMupoOBaHUS KOMIIETEHIMI B NpoLecce 0CBOeHHUs 00pa30BaTeIbHONH MPOrpaMMbl: TEMbI
scce, pedeparoB, mepedeHs 1a00paTOPHBIX 3aJaHUH U KOHTPOJIBHBIX PabOT XpaHATCs Ha Kadepe.

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

1. Meronsl U crocoObl JOKyMeHTHpoBaHUs. [loHsTHE MeTona JOKyMEHTHpPOBAaHMS,
croco0a JOKyMEHTHPOBAHHUS, CPEACTBA JOKyMEHTHPOBaHUS. JJOKYMEHT Kak 3HaKOBasl CHCTEMA.
Crnioco0sI 1 cpeacTBa 3anrucu nHpopmaIum.

2. JlokymeHT kak cuctema. CpoiictBa M ¢yHKIMH JokyMeHTOB. Kiaccudukarus
nokyMeHTOB. [loHsiTHe O cBoicTBax, MNpu3HaKax, (QyHKUUAX JOKyMmMeHTa. Knaccudukanus
NOoKyMeHTOB. COOTHOIIIEHHE BUAOBOW M THIOJIOTHYeckoi kinaccudukanuu. Knaccuduxanus no
nH(pOopMaTUBHON cocTaBisitolel nokymeHnTa. Kinaccudukanus no marepuaabHOU (pu3nyeckoi)



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

3. CucteMbl JOKyMEHTalUUU. YHU(PHUUUPOBAHHAs cUCTeMa AOKyMeHTanuu. OCHOBBI U
IPUHIUIBI Pa3pabOoTKH YHUDHUIIMPOBAHHON CUCTEMBI YIIPABICHYECKOH JOKyMeHTanuu. PaboTa mo
yHU(UKAIUU JOKyMEHTOB. OOs3aTeibHble U JONOJHUTEIbHbIE PEKBU3MTHI I CUCTEM
JOKYMEHTAI[MM B COOTBETCTBUU C l'OCymapCTBEHHBIM cTaHIapToM. Tabenb yHH(HUIMPOBAHHBIX
(bopM JOKYMEHTOB.

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

JlokyMeHTHpOBaHUE yIpaBiIeHYECKOI JESITEIbHOCTH. [Tonsitue
OPTaHU3AIMOHHOPACTIOPSTUTEIBHBIX JOKYMEHTOB. THUIIBI U OCOOCHHOCTH OpPTaHH3AI[MOHHBIX
JOKYMEHTOB.  XapakTepHCTHKAa  pacHOPSAUTENBHBIX  JOKYMEHTOB.  XapaKTepHUCTHKa

UH(POPMALMOHHOCTIPABOYHBIX JIOKYMEHTOB.

5. Jlenompous3BOACTBO Kak mpeaMer wusydeHus. OcHoBHble mnoHATUA. [lonsaTue
JIEJIONPOU3BO/ICTBA M JOKYMEHTAI[MOHHOIO oOeclieueHus yrpasieHus. JlOKyMEHTHpOBAaHHUE.
JlokymMeHT0000poT. OCHOBHBIE NTPO(ECCHOHANIbHBIE TEPMHUHBI 110 AEIONPOU3BOIACTBY. [loHsATHE
IOpUAMYECKOM cuibl  JoKyMeHTa. [loHumaHue mpouecca cTraHzapTU3alMM JOKYMEHTOB.
[Tonumanue nporecca yHU(UKALUN JOKYMEHTOB.

6. Perucrpanus noxkymenTtoB. KoHTponb ucnonmHeHuss pokymeHtoB. OOmue mnpasuia,
HOPSiIOK UM (OPMBI  PErHCTPAaLUU JIOKYMEHTOB. ABTOMAaTH3allus PErHCcTpalyy JOKYMEHTOB.
[TouckoBas cucrema. MHpopmanmonHo-cripaBouHasi paboTa 1Mo JOKyMEeHTaM. 3HaY€HUE W BHJIBI
koHTposs. Cpoku wucnonHenus. Opranuzanus ucnonHeHusd. I[IpoBepka Xona HCIIOJNHEHUS.
ABTOMaTH3UPOBAHHBIE CUCTEMBI KOHTPOJIS 32 UCIIOJTHEHUEM JJOKYMEHTOB.

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

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

9. llopsanox nepenayn en B apxuB. [[0Ar0TOBKa UCTIOHEHHBIX JOKYMEHTOB K XPaHEHUIO.
OdopmieHre JOKYMEHTOB, ClaBaeMbIX B apxuB. llomelieHne BeIOMCTBEHHOIO apXHBa
opranuszanuu. yHKIUM apxuBoB. MarepuanbHO-TeXHUYeCKas 0a3a apxuBoB. Tonorpaduyeckuit
yKazaTelb M pa3MElICHHE JOKYMEHTOB B apxuBe. DakTopbl CTapeHHs IOKYMEHTOB. YueT
JIOKYMEHTOB B apXHBax U OLEHKA UX (PU3HUECKOTO COCTOSTHUSI.

10. ABromaru3anus A€JIONPOU3BOJACTBA. XpaHEHHE JOKYMEHTOB B AJIEKTPOHHOH (opme.
[TonsiTve 71eKTPOHHOTO T0KyMeHTa. [IpenmMyIiecTBa 1 HEAOCTATKU EKTPOHHOTO TOKYMEHTA.

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

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

13. JlemoBoit nmokymeHT. Knaccudukamusi IeI0BBIX JTOKYMEHTOB. TEKCT I€TIOBOTO
JOKyMEHTa. PeKBU3UTHI U 0(OPMIICHHE JIEIIOBOTO JOKYMEHTA. XapaKTepUCTHKA OT/IEIbHBIX BUJIOB
JIEJIOBBIX JOKYMEHTOB.

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

15. Metoapl MpoeKTHPOBaHUS Ha 3Tare (opMaau3alli MPOEKTHBIX perieHuid. Teopus
MaccoBOT0O 00CITy>KUBaHHUA. MaTpU4YHbIE METO/BI B OPIIPOEKTUPOBAHUH.

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



17. TlpoexktupoBanue WHGOPMAIMOHHON TOICHUCTEMBI yIpaBieHus. VHTerpupoBaHHbBIC
UH(POPMALIMOHHBIE CHUCTEMbl KaK YacTh OPraHMU3ALMOHHOTO IIPOEKTAa COBEPUICHCTBOBAHUS
CHCTEMBI yIIpaBICHHUS.

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

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

20. ITpoextuposanue noacucreMsl JJOY. [IpoekTupoBanye OpraHu3alluOHHON CTPYKTYpPbl
U paclpeleleHle IOJHOMOYMM M OTBETCTBEHHOCTHM B ammapare yrpasieHus. DyHKUuu
corpynHUKoB ciyk0bl JJOY. O6si3anHOCTH COTpYTHHKOB. OmpenencHue 0Os3aHHOCTEH U IMpaB
COTPYJHMKOB.

21. Metonsl oneHkH 3(PQGEKTHBHOCTH Ha PA3IUYHBIX CTAIHsIX OPTIPOSKTHPOBAHUS.
MeTo/1b! KOMITJIEKCHOM OLIEHKH OpraHU3allMOHHbIX IPOEKTOB COBEPILIEHCTBOBaHMs cucTeMsbl JJOY
opranuzanuu. Pacuer oxujgaembIX TEXHHKO-3KOHOMUYECKUX PE3YIbTaTOB COBEPLIEHCTBOBAHUS
cuctemsl JIOVY.

22. IlpoexTUpoBaHHE CHUCTEM JIOKyMeHTooOOpora. OpraHuszanus paluoHaJIbHOTO
JIBYDKEHUS! JTOKYMEHTOB BHYTpPHU opranu3aiuu. OCHOBHBIE 3Talbl, HMOHATHE «IKCIEAUIIMOHHAS
o0paboTkay OKyMeHTOB. IIpenBapuTenbHOE pacCMOTPEHHE JIOKYMEHTOB B  CIIyKOe
JIOKYMEHTAI[MOHHOTO 00ecreueHusl, OCHOBHAs 1IeJIb U TEXHOJIOTUS JIOBEJEHMS /10 KOHKPETHBIX
WCITOJIHUTEIICH.

23. OpraHu3anus palMOHAJIBHOIO IBM)KEHHMS JOKYMEHTOB U HX IPOEKTOB BHYTPH
opranmzamuu. Ilepenada MOKyMEHTOB BHYTpH opranuzanmuu OOpaOOTKH WCIIONHEHHBIX U
OTIIPABIISIEMbIX JOKYMEHTOB. PoJib 1€70MPON3BOCTBEHHOM CiTyK0bl B 00pabOTKE JOKYMEHTOB.

24. BepneHue MaccHBOB KaJIpOBBbIX JOKYMEHTOB, MX YY€T, pErucTpalus, olnepaTUBHOE
xpaHeHue. CocTaB KaJIpoBOM JOKyMmeHTanuu opranuzaiuu. Ee xmaccuduxanus. Kanposbie
JIOKYMEHTHI B yHUpHUIMpoBaHHOU cucteme OPJ] 1 0T4eTHO-CTaTUCTUYECKON TOKYMEHTALINH.

25. TpynoBsle nOroBopa, pe3roMe, aHKETBl M Jp. AOKyMEHTbl. HopmaTuBHO-paBOBOE
peryiupoBaHUe COCTaBa KaJIpOBBIX JTOKYMEHTOB U 0(OpMIIEHUS TPYIOBBIX OTHOIIEHUH. Cuctema
perucTpanyy U MOCTPOCHUS HH(POPMAIIMOHHO-IOMCKOBBIX CHCTEM KaJpoBOW HMHpOpMalMU U
JOKyMeHTOB. [IpaBuia u cpoku XpaHeHUs: U YHUUTOXKEHUS Pa3IMYHbIX JOKYMEHTOB, COJEPKaIINX
MH(OPMALIUIO TI0 JINYHOMY COCTaBY.

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

27. lloHATHe TOCYIapCTBEHHOMW TaillHBl M KOH(QUICHIHMAIBHOCTH YUPEXKIECHUECKON
uHpopmarun. ['ocynapcTBeHHOE peryaIupoBaHie CUCTEMBI OTPaHUUYEHHS JOCTYIIA K JIOKYMEHTaM.
OpranuzannoHHoe o(opMiIeHHE COCTaBa CBEACHMM, COAEpkKalluX KOMMEPUECKYI0 HIIM HHYIO
TaliHy (HUPMBI, MOPSAIOK 3AIIUTHI JOCTyNa K KOH(GUACHUMAIbHOW HH(OpMAIMH, NMpaBUiia €e
UCIONB30BaHUs. TpeboBaHUS K BEIEHUIO JEJONPOU3BOJCTBA, O0ECIEUMBAIOIIETO YYEeT U
COXPaHHOCTh KOH(PHJICHIIMATIBHBIX U CEKPETHBIX JJOKYMEHTOB.

28. Jlenonmpou3BOJACTBEHHbIE CIYXObI, UX CTPYKTypa U opranusauus padotel. [Tonstue
CITy>KOBI JIOKYMEHTAIIMOHHOTO 00eCHeueH sl yIpaBlIeHus (JeT0NpOU3BOICTBEHHOMN cIykO0bl), ee
Ha3HaueHWe W OCHOBHble (yHKUMHU. [IpuHIMNO pa3geneHus Tpyaa B Mpolecce YIpaBiIeHUS
noKyMeHTane. OCOOEHHOCTH YNPABIEHYECKUX CTPYKTYp, OINPENENSIONMX MOCTPOCHUE H
opraHu3amuilo paboTel  ACIONMPOU3BOACTBEHHOW  Cly)Obl. OO0S3aHHOCTH  CIyKOBI 1O
(OopMHUPOBAHUIO U BEACHUIO JOKYMEHTAIIMOHHOM 0a3bl OpraHu3aluy.



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

30. HopMupoBaHue 1 opranuzans Tpyaa B padore ¢ JokymeHnTamu. [loHsTHe HOpMaTuBOB
10 TPYZy U OXpaHe Tpyna. MexoTpacieBble yKPYITHEHHbIE HOPMATHBbl BPEMEHHU Ha pabOThI 110
JIOKyMEHTAllMOHHOMY obecrieueHuto ynpasiaeHus. Hopmsl Bpemenu. KoHTposb coOitoeHuss HopMm
B 00J1aCTH J1€JIONPOU3BOJICTBA.

31. OcHoBHbIE OOBEKTHl M NPHUHLMIIBI ABTOMAaTHU3allUU B ympaBieHUH. OpraHuzarus
JUYHOTO ¥ KOPHOPATUBHOTO HMH(POPMAIIMOHHOTO oOOecreueHus] B 3ajadax YIpaBICHHS.
Oco0eHHOCTH BHEPEHUS aBTOMAaTU3UPOBAHHBIX CUCTEM B c(epe ynpasieHus. HpopmannonHas
NoJ/IepKKa 3a7aud  KOHTpoJis ucnoiHeHuil. CpeacTtBa CTPaTernyeckoro IUIAHUPOBAaHUS
BBINOJIHEHMS 3a/1ad ¥ MPOBEACHMsI Meponpuatuil. Peanusanus cucteMsl TOKyMEHTOOOOpOTa Ha
IIpuMepe co31aHus pernsiuuoHHon b/ «PerncrpanoHHbIE KapThl JOKYMEHTOBY.

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

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

34. AnmvunuctparuBHble (yHKIHHM cekperaps. Poib cekperaps B COBPEMEHHOM
yIpaBIEHYECKOM ammapare ¥ B CTPYKTYpe CIy>KObl JOKyMEHTAI[MOHHOIO OOecrneueHus
ynpasieHus. Opranuzanusi paboTbl IPUEMHOM: PErylIMpoBaHHUE MOTOKA MMOCETUTENEH, IPUEM U
peructpanust noceruteneil. Tumbel coBemaHWii M NpaBUiIa TOATOTOBKM M OpraHU3aILUM.
CocraBnenne ¥ o¢pOpMIECHHE NPOTpaMM, 3asBOK, MOBECTKH aHA. llOpAoOK coCTaBIeHHS,
o(opMiIeHHs U XpaHEHUs! TPOTOKOJIOB.

35. PernamenTanus 1OKHOCTHBIX 00s13aHHOCTEH cekpeTaps. HopmaruBHo-MeTonnyeckas
06a3a kBanuUKALMOHHBIX TpeOoBaHUMM K mpodeccun cekperapb, JAEIONPOU3BOAUTENb.
Oco0OeHHOCTH MOJrOTOBKH JIEIOBBIX BCTPEY M NEPEroBopoB pykoBoauTens. llpaBuna Benenus
JIeNIoBOM Oecebl.

36. ApxuBoBeneHue. BenoMmMcTBeHHbIE M TOCYIAapPCTBEHHBIE AapXHBBI; OpraHU3alus
apxuBHOM ciy>kObl B Poccum; OCHOBHBIE 3ahaud apxuBa: cOop, oOpaboTka, OpraHu3alus
XpaHEHUs U UCIOJIb30BaHUS JOKYMEHTOB; apxeorpaduueckas 00padoTka JOKYMEHTOB.

Kpurtepun oueHnBaHus 10 324€Ty:

«3aUTE€HO»: CTYICHT BIIAJCET TEOPETUUYECKUMU 3HAHUAMM 110 JaHHOM JUCLUIIIMHE, 3HACT
KOMIIJIEKC MHCTPYMEHTOB BHEJIPEHMSI M pPa3BUTHs OEpexJIMBOIrO YIpaBJIEHHS U IPOU3BOACTBA,
JIONyCKAaeT HE3HAYUTENbHbIE OLIMOKM; CTYAEHT yMeeT NpaBUIbHO OOBSICHATH Marepuan Io
METO/AMKE OLICHKHU M YIyULICHUS pe3yJbTaTUBHOCTH (PYHKLMOHUPOBAHUS CUCTEMbI MEHEI)KMEHTA
Ka4eCTBa KOMIIAHUH, WIIITFOCTPUPYS €ro IpUMEPAMH.

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

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

— IIPU HEOOXOTUMOCTH UHBAJIH]IAM U JIULIaM C OTPAaHUYEHHBIMU BO3MOKHOCTSIMU 3/10POBbSI
[IPENOCTABIIACTCS NOMOJHUTEIBHOE BpEMS ISl IOATOTOBKU OTBETA HA DK3aMEHE;

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



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

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

— B [1€YaTHOH (popMe YBEITMUYCHHBIM HIPUPTOM,

— B (hopMe ITEKTPOHHOTO TOKYMEHTA.

Jnist a1 ¢ HapyIIEHUSIMU CITyXa!

— B IIe4aTHOM opme,

— B (popMe 3IEeKTPOHHOTO TOKYMEHTA.

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

5. llepeyeHb y4eOHOI JuTEPATYPhl, HHPOPMALIMOHHBIX PECYPCOB  TEXHOJIOTHi

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

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

5.1 YueOHas Jquteparypa

1. Conory6 O.II. Jlenompou3BOICTBO: COCTaBIEHUE, pPEIaKTUpoBaHUE U 00paboTKa
JIOKYMEHTOB: yueOHoe. 8-¢ u3f., crep. M.: Omera-JI, 2013. 207 c. (5 wrt.)

2. Myxun, H. II. KommbroTepHble CHCTEMBI YIpaBIEHUS TOKYMEHTOOOOPOTOM
[Onexktponnusiii  pecypc] / H. II. Myxun. M.: Jlaboparopuss Kuuru, 2013.
http://biblioclub.ru/index.php?page=book&id=87235.

3. Maptromes, U. A. Crapmaprusanus TOKYMEHTALMOHHOTO OOECIICUCHHUS YIPABICHHUS U
apxuBHoro nemna B Poccuiickoii ®enepanuu: yueOHoe mnocodume [16+] / WM. A. Mapriomes ;
CBIKTBIBKApCKHUH rocynapcTBeHHbIH yHuBepcuTeT UM. Ilutupuma CopokunHa. — CBIKTBIBKAp:
ChIKTBIBKapCKMI rocyaapcTBeHHbl yHuBepcureT umeHu Ilutupuma Copokuna, 2022. — 74 c.:
URL: https://biblioclub.ru/index.php?page=book&id=699708 (nara obpamenus: 04.06.2023). ISBN
978-5-87661-726-2.

4. loxymeHTanimoHHoe obecrneuenue ynpasienus [ Tekct]: yueOHuUK 1y1s cTyaeHToB By30B / [A. C.
['punGepr u ap.]. - Mocksa : [OHUTU-JAAHA], 2015. - 391 c. (10 wr.).

5. Jlanckas /I.B. IIpoOneMbl JOKYMEHTAIIMOHHOTO MEHEIKMEHTA U JIOKyMEHTHPOBAHUS
JESTENIbHOCTH Kopriopanuu: xpectomarus / M-Bo oOpaszoBanuss u Hayku Poc. Deneparum,
Ky6anckwuii roc. yH-T. - Kpacaogap: [Ky6I'Y], 2013. 347 c. (5 mt.).

6. 3akapsan M.P. Beenenue B oOIIyl0 TEOPUIO CHCTEM JOKYMEHTAIMH: y4eOH. mocodue.
Caparos, 2018. — 218 c. ISBN: 978-5-4486-0049-4.

7. 3akapsan M.P., 3akapssu P.M. /luanexktuueckass CUCTEMOJIOTHS: HayuyHas METOAOJIOTHUS
obmeii Teopuu cucteM. Monorpadus / Kpacunomap, 2017. — 277 ¢. ISBN: 978-5-8209-1441-6. 7.
JlokyMeHTOO0OpOT U J1enonpou3BoACTBO. CHCTEMBI  3JEKTPOHHOIO  JIOKYMEHTOOOOpOTa.
http://www.doc-online.ru/

5.2. llepuoanyeckasi JuTepaTypa

[leuatHble nepuoguueckue u3AaHus BXOIAT B «llepedyeHp meyaTHBIX MEPHOANYECKUX
W3JaHMH, XPaHSIIIXCS B dbonme Hayunoit OnOIMoOTEKN Ky6I'Y»
https://www.kubsu.ru/ru/node/15554, W/WIN  DJIEKTPOHHBIE TEPUOJUYECKHE M3JIaHHs, C
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yKa3aHHEM aJipeca caiTa 3JeKTPOHHOH BEepCUM KypHana, U3 0a3 JaHHBIX, JOCTYN K KOTOPBHIM
umeet KyoI'V:

1. baser pamaeix kommanum «HMBUC» https:/eivis.ru/ 2. DnekTpoHHas OuOIHOTEKa
GREBENNIKON.RU https://grebennikon.ru/

5.3. UnTepHeT-pecypchbl, B TOM 4YHCJe COBPpeMeHHble NpodeccuoHaNbHbIE 0a3bl
AAHHBIX U MH(POPMAIHOHHBbIE CIIPABOYHBIE CHCTEMbI
OnexTpoHHO-0ubmMorednsie cuctemsl (OBC):
1. O6pasosarenshas mardopma «KKOPAMT» https://urait.ru/
2. 9BC « YHUBEPCUTETCKAS BUBJIMOTEKA OHJIAMH» http://www.biblioclub.ru/
3. 3BC «BOOK.ru» https://www.book.ru
4. 9BC «ZNANIUM.COM» www.znanium.com
5. OBC «JIAHDb» https://e.lanbook.com
IIpodeccuonasbHbIe 0a3bl JTAHHBIX
1. BupryanbHeiii unTansHbIi 3a01 Poccuiickolt rocynapctBennoii ouonuoteku (PI'B) https://Idiss.rsl.ru/;
2. Xypnan «Ycnexu puzndeckux Hayk» (3JeKTpoHHast Bepcus) https://ufn.ru/;
3. MHUAH. ITomHOTEKCTOBAS KOJUISKIIHS MaTeMaTHICCKUX JKypHAIIOB http://www.mathnet.ru/;
4. Kypnan «KBanToBast 251eKTpoHHKa» (3JEKTpOHHast Bepeus) https://quantumelectron.lebedev.ru/arhiv/
5. Hayunas snexkrponHas oubnuoreka eLIBRARY.RU (H3B) http://www.elibrary.ru/;
6
7
8

. HarmonanpHas snekrponHas Onbmuoreka https://rusneb.ru/;
. [Ipesnnentckas oubnmmuoreka uM. b.H. Enprinaa https://www.prlib.ru/;

Bl CSD-Enterpris KemOpumxkckoro 1eHtpa kpuctamwiorpadguueckux gaHueix  (CCDC)
https://www.ccdc.cam.ac.uk/structures/;
9. BJl xypHajioB 1O  pa3IMYHBIM  oTpaciuaM  3HaHuidi  Wiley  Journals  Database
https://onlinelibrary.wiley.com/;
10. BJ] eBook Collection (SAGE) — https://sk.sagepub.com/books/discipline;
11. IToaHOTEKCTOBAS KOJUICKITHS JKYPHAIOB KOMITAHHH AMEPHKAaHCKOTO (pu3ndeckoro odmecTBa American
Physical Society (APS) https://journals.aps.org/about;
12. BJ] narentHoro nmoucka Orbit Premium edition (Questel) https://www.orbit.com/;
13. Pecypcur Springer Nature (xypHansl, kHuTH): https://link.springer.com/ https://www.nature.com/
https://experiments.springernature.com/sources/springer-protocols http://materials.springer.com/
14. ApxuBbl HayuHBIX >KypHaloB Ha Poccuiickoii mmargopme HayuHbiX xypHaioB HOIWKOH
http://archive.neicon.ru/;
15. YuuBepcurerckas unpopmannonnas cucrema POCCHUS (YUC Poccus) http://uisrussia.msu.ru/;
16. "Jlexkropuym TB" - Bumeonekuuun Beqymmx gekropoB Poccun http://www.lektorium.tv/;
17. B SciFindern (CAS) (omnmaiiH-cepBuC JuIsl Toucka MH(OpMAaIuu B O0JACTH XUMHH, OMOXUMUH,
XUMHYECKOW HHXCHEPUH, MaTepUaIOBEICHNS, HAHOTEXHOJOTUH, PU3UKH, TEOIIOTHH, METAJUTyPTHH U JIp.)
https://scifinder-n.cas.org/;
18. Freedom Collection — HOJIHOTEKCTOBAsT KOJUIEKIHS AIIEKTPOHHBIX JKypPHAJIOB 10 PA3IMYHBIM OTPACIISIM
3HaHWi n3narenscrBa Elsevier https:/www.sciencedirect.com/;
19. B/l Academic Reference (CNKI) (eaunas mouckoBas mmardopma MO HayYHOHMCCIIEAOBATEIbCKUM
paboram KHP. Temaruka IIOKPBIBAET BCE OCHOBHBIE JUCLUILIMHAPHBIE obnactu
https://ar.cnki.net/ ACADREEF.
HNupopmannoHHbie CIPABOYHbIE CHCTEMbI
1. Koncynerant Ilmroc - cripaBodyHas mpaBoBasi cucTema (JOCTYII MO JIOKAJIBHOW CETH C KOMITbIOTEpPOB
OMOIMOTEKH)
Pecypcol cBoOOgHOTO HOCTYHA
1. KubepJlennnka http://cyberleninka.ru/;
2. AMepuKaHCKas maTeHTHas 0a3za JaHHBIX http://www.uspto.gov/patft/
3. MunncrepcTBo HayKHu U BBICIIIETO 00pa3zoBaHus Poccuiickoit ®denepaunn
https://www.minobrnauki.gov.ru/;
4. ®enepanbhbiii moprain "Poccuiickoe obpazosanue” http://www.edu.ru/;
5. Enunas xomnekius udpoBsix o0pa3oBareibHbIX pecypcoB http://school-collection.edu.ru/ .
6. IIpoext T'ocymapctBeHHOro MHCTUTYTa pycckoro ssbika mmenn A.C. Ilymxkumna "OOpa3oBaHue Ha
pycckom" https://pushkininstitute.ru/;
7. CpaBouHO-nH(MOPMAIMOHHEIH mopTan "Pycckuit s3e1k" http://gramota.ru/;
8. Cnyx0a TeMaTH4eCKHUX TOJIKOBBIX CIoBapei http://www.glossary.ru/;
9. CnoBapwu u sHIMKIONenuy http://dic.academic.ru/;
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10. O6pazoBarensHBI mopTan "Yueba" http:/www.ucheba.com/.

Co0cTBeHHbBIE YJIEKTPOHHBIE 00pa3oBaTebHble U HH(popMannonHblie pecypebl Kyol'y

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

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

3. OTkpsITas cpeaa MOIYIbHOTO quHaMmu4deckoro ooyuenus Kyol'yY https://openedu.kubsu.ru/

4. baza y4eOHBIX IUIAHOB, YYEOHO-METONWYCCKUX KOMIUICKCOB, IyOnuKamuii W KoH(pEpeHIUN
http://infoneeds.kubsu.ru/

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

6. MeTonuvecKue yKa3aHus JAJI51 00y4aroUUXcsi 0 OCBOECHUIO U CIUILUIHHBI (MOXYJIA)

[To xypcy mnpeaycMOTpEHO NpPOBEICHHE JEKUHUOHHBIX 3aHSATHH, Ha KOTOPBIX JAeTCs
OCHOBHOM CHCTEMAaTU3UPOBAHHBIA MaTepHuas, MPAKTUYECKUX 3aHITUH, KOTOPbIC HAMPABICHBI HA
dbopMupoBaHUE 3HAHUHN U YMEHHA, TPETyCMOTPEHHBIX KOMITETEHITUSIMHU.

OcBoeHUE JUCHUMIUIMHBI MPEeAyCMaTpUBAET MNPOCTYIIMBAHUE JICKIMI W IPOBEIACHUE
NPaKTUYECKUX padoT.

Jiis riry60KOro U3y4eHus AUCHUILTUHBI HACTOATEIHbHO PEKOMEH TyeTCS:

— CHCTEMAaTHYE€CKH TOTOBUTHCS K IMPAKTHUYECKUM 3aHATUSIM 10 YYEOHBIM MOCOOUSIM,
Hay4HbIM CTaThAM B JKypHaJIaX, a TAKXKE C UCIOJb30BaHUEM pecypcoB IHTepHET;

— CBOEBPEMEHHO BBITMOJHATH MPAKTUUECKHUE 3aJJaHus1, TOTOBUTH pedepaTsl U dcce.

BaxneiimuM sTanmoM Kypca SBISIETCS CaMOCTOsATENbHas paboTa MO AMCHUILIMHE
«Cucrema TOKyMEHTAIIUU OPTaHU3AIHI.

KonTtpons camocTosITensHO# pabOThl OCYILIECTBISIETCS:

a) TEKYIIUHA KOHTPOJIb OCYIIECTBISIETCS €KEHEACIBHO B COOTBETCTBUE C TPOrPAMMOIA
3aHATHUI;

0) TPOMEKYTOUHBI KOHTPOJIb IO WMTOTaM OCBOCHHUS Pa3/eloB JAWCIUILINHBI
ocyuiecTBisercs B (hopMe 3auera.

Ha ceMuHapckux 3aHATHSX W TPU TOATOTOBKE K HHUM (caMocTosATelIbHas paboTa)
MIPUMEHSIOTCS HHTEPAKTUBHBIE 00pa30BaTeIbHBIC TEXHOJIOTHH.

MeTtoauyeckue peKOMEHAAIUM 10 HATUCAHUIO KOHCIIEKTA HA JIEKIIMOHHOM 3aHSATHH

Pekomenaanum CTyieHTy MO HAallMCAHUIO KOHCIIEKTA Ha JICKIIUOHHOM 3aHSTHU:

—  HeoOXOAMMO TMOJHOCTBIO MPOCHIyIIaTh HEOONBbIION HMH(OPMALMOHHBIA ONOK U3
OJTHOTO WJIM HECKOJIBKHUX MPEIJIOKEHNUN, KOTOPbIE PACCKA3bIBAET MIPENOJABATENb B PAMKAX TEMBI;

—  HEOOXOAMMO COKpaTUTh €ro, OCTaBMB HAMOOJEe CYIIECTBEHHBIC JJIEMEHTHI, HE
3aIMChIBasl BBOAHBIC CJIOBA M M30BITOUHBIC ITOSCHEHUS,

—  peKOMEHJyeTCs O00s3aTeIbHO HCIOJIb30BaTh MEPEUeHb COKpAIIEHWH MO JTaHHOU
JHUCIUTLINHE;

—  HeoOXOIMMO OTMeYaTh B KOHCIEKTE HanOoJjiee CIIOXKHBIC JIJIS IIOHUMAaHUS MOMEHTEIL,
Ha KOTOpPbIE, B TOM YHCIIE, YKa3bIBAET U MPENOIaBaATENb;

— 1O OKOHYaHMM JIEKIIMM PEKOMEHIYeTCsl 3a/aTh  YTOYHSIOIIUE  BOIPOCHI
MPENOJABATENI0 U TMOIYYUTh Pa3bACHEHHS] MO TOJOKEHUAM MPOWJIECHHOM JEKUUU, KOTOPhIE
BBI3BIBAIOT HEITOHMMAHHUE WJIH COMHCHHUS,

—  CUeNbio JopaboTKU TeKCTa He0OX0IUMO B TIEPHO/ Tay3 Ha JEKIIUU WK TIOCTIE JTEKITUU
BOCCTAaHOBHUTHh TEKCT B TaMATH, HWCIPABUTH OIIMOKH, pacmmdpoBaTh HE TPHUHATHIE pPaHEE
COKpAIICHUS U 3all0JIHUTh MPOMYIIEHHBIE MECTA

—  OKOHYAHHH JICKIIMM PEKOMEHIYETCS BBIICIUTh MApKEPOM OMpPENeTeHUs KITFOYEBBIX
TEPMUHOB, Ha3BaHUS TEOPHUI U MTOJIXOJIOB, IEMEHTHI KIIaCCU(PUKAIIUU U T.1I.

MeTtoauyeckue peKOMeHIAMHU MO MOAr0TOBKE YCTHOIO IOKJIa/1a

Pedepar kak BuA caMOCTOSTENbHON pabOThI B y4eOHOM TIpoIlecce CIOCOOCTBYET
(GhOpMHUPOBAHNIO HABBIKOB MCCIICIOBATEIILCKON pabOThI, pacIIUpsIeT MO3HABATEIbHBIE HHTEPECHI,
pa3BHUBaET HABBIKM KPUTUYECKOTO OCMBICICHHUS MOJIy4aeMOoil HHPOpMAIIHH.

[Ipu moaroroBke pedepara mo 3agaHHOW TeMe CTYACHT COCTAaBISET IUIaH, MOAOUpaET
OCHOBHBIE HMCTOYHUKU. B mporecce paboThl ¢ MCTOYHHKAMH CHUCTEMATHU3HPYyeT MOTy4YeHHBIS
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CBEZICHHUS, JeNlaeT BhIBO/IbI U 0000meHus. K noknany mo reme MOryT MPHUBIEKATHCS HECKOJIBKO
CTYJCHTOB, MEX/y KOTOPBIMH PacIpeeNIIOTCsl BOIPOCHI BHICTYTICHHS.

Br160p TeMsl.

Temaruka noxmaga oObIYHO ONpeENeNseTcs MpernoaaBareieM, HO B ONPEIACICHUH TEMbI
MHUIMATUBY MOXET MPOSIBUTH CTyNIEHT. [Ipeke uem BbIOpaTh TeMy, aBTOpY HEOOXOAUMO BBISIBUTH
CBOI MHTEpeC, ONpPEee/uTh, HaJ Kakoi MpobiaeMoil oH XxoTen Okl paboraTh, Ooiee rTyOoOKo ee
U3YYUTb.

Ortanbl paboThI CTy/IeHTa HaJl pedepaTom:

1) dopmynupoBanue TeMbl, MpUYEM OHA JIOJIKHA OBITh HE TOJIBKO aKTyaJbHOU MO CBOEMY
3HAYECHUI0, HO U OPUTMHAJIBHOW, UHTEPECHOM I10 COJEPKAHHUIO;

2) nonbop M U3y4eHre OCHOBHBIX HCTOYHHUKOB IO TeMe (KaK IPaBUIBHO, IPU pa3paboTke
UCIIOJIb3YETCS HE MEHEE 3-5 pa3IMYHbIX UCTOYHUKOB);

3) cocTaBiieHHE CIUCKA UCMOJIb30BAHHBIX MCTOYHMKOB. OOpaboTKa U cHUCTeMaTH3alus
uHpOpMaLUY;

4) pa3paboTka 1miaHa pedepara;

5) nmoarotoBka pedepara u mpe3eHTaIuH;

6) myOIMYHOE BBICTYIUICHUE;

7) OTBET Ha BOIPOCHI CIIyLIaTeNIed U 00CY ACHUE TUCKYCCUOHHBIX MOJIOXKEHHI.

Cooeporcanue pegpepama:

1) BBemeHHWE — ATO BCTYNHUTEIbHAS YaCTh HAYYHO-HCCIEIOBATENLCKONH pabOThL. ABTOD
JOJKEH TO0Ka3aTh aKTyallbHOCTh TEMbI, PACKPBITh MPAKTUYECKYI0 3HAUUMOCTh €€, OMpPEeIUTh
ENU ¥ 33]]a4H SKCIIEPUMEHTa MK ero ()parMeHTa;

2) OCHOBHas 4acTh — B HEll packpbiBaeTcs copepxanue. Kak mpaBuiio, OCHOBHasl 4acThb
COCTOMT M3 TEOPETHUECKOr0 U IMPaKTUYECKOTo pasjenoB. B TeopeTuueckoMm pazfele
PacKpBIBAIOTCS HUCTOPHUS M TEOpHUsS HUCCIEAYyeMOW NpoOieMbl, MaeTcsl KPUTUYECKUN aHaIN3
JUTEPaTypbl U MMOKA3bIBAIOTCS MO3ULUH UCcliefoBaTeNel. B mpakTnyeckoM paszzesne u3iaraorcs
METO/bI, XOJA, U pe3ydbTaTbl CaMOCTOSTENBHO TPOBEACHHOIO HCCIENOBaHUS (€CIH OHO
npearnonaraercs). B 0OCHOBHOM YacTH MOTYT OBITh TaKXKe IPEACTABICHBI CXEMBI, THArpaMMEl,
TaONMUIBl, PUCYHKH, KOTOpble HAa MyOIMYHOM BBICTYIUIGHHHM MOTYT OBITH TPEICTABICHHI B
KaueCTBE WJUIIOCTPALMOHHOTO MaTepuara;

3) 3aKJIIOYEHUE — CONEPXKUT UTOTM PalOThI, BBHIBOABI, K KOTOPBHIM IpPHIIEN aBTOp, U
peKoMeHJalMK. 3aKIueHUEe JOJDKHO OBbITh KpaTKUM, 00s3aTelbHBIM U COOTBETCTBOBATH
MOCTABIIEHHBIM 3a/1a4aM;

4) 0030p UCIOIH30BAHHBIX HCTOYHUKOB.

[TpumepHas npoueaypa myOJIMYHOro NpeACTaBICHUs JOKIaIa:

— BBICTYIUJICHUE JOKJIaIuuKa (JOKIaTYUKOB);

— CIIyLIaTeNIn U MPeroiaBareib 3aJal0T YTOYHSIOIIKE BOIIPOCHl HAa TOHUMaHUE,

— IOKJIJYUK (AOKJIAJUYMKH) OTBEYAIOT Ha BOIPOCHI;

— CIyLIaTeNn 3a7al0T AUCKYCCUOHHBIE BOIPOCHI M BHICKAa3bIBAIOT OLICHOUHBIE CY)KICHHS,

— IOKJIJYUK (AOKJIAJ4YMKH) OTBEYAIOT Ha BOIPOCHI;

— MpernojaBaresb MOABOAUT UTOTH U BHICKA3bIBAET OLEHOUHBIE CYKJICHHS O JIOKJIAJE.

[To ycmoTpeHuto npernoaBaTens J0OKJIaAbl MOTYT OBITh IIPEICTABICHBI HA CEMUHAPAX,
HAayYHO-IIPAKTUYECKUX KOH(PEPEHIHIX, a TAKXKe UCTIOJIb30BaThCs Kak (POPMbI TEKYILETO
KOHTPOJIS TIO TIPOMIECHHBIM TEMaM.

[TpumepHbIe KpUTEPUH OLIEHKH pedepara:

— aKTyaJIbHOCTb TEMbI UCCIIEJIOBAHNUS;

— COOTBETCTBHE COJIEPIKAHUS TEME;

— TmyOuHa mpopaboTKK Marepuana; coOmoaeHne TpedoBaHui K 0(hOpMIICHHIO; YMEHHE

JIENIaTh BHIBOBI.
Kpurepum ounenku:
O1eHKa «OTIAMYHO» — BBIIIOJHEHBI Bce TPEOOBAaHMS K HAIIMCAHUIO U 3allluTe pedepara:



ob6o3HaueHa mpobiema U 000OCHOBaHA €€ aKTyaJlbHOCTb, CIElaH KpPaTKWW aHallu3 Pa3IUYHbBIX
TOYEK 3pEHHs] Ha PAacCMaTpPUBAEMYIO MPOOJIEMY M JIOTHYHO H3JI0)KEHAa COOCTBEHHAs MO3MIIMA,
c(hopMyIupOBaHbl BBIBOABI, T€Ma pPACKpBITA IOJHOCTHIO, BBIIEPXKAH OO0BEM, COOIIOICHBI
TpeOOBaHUSI K BHEIIHEMY O(GOPMIICHHIO, JaHbl NPABWIbHBIE OTBETHl HAa JIOTOJHUTEIHLHBIC
BOIIPOCHI.

O1eHKa «XOpoIIo» — OCHOBHBIE TpeOOBaHUs K pedepaTy U ero 3aliuTe BBHIIOIHEHBI, HO
IIPY ATOM JOIyIIEHbl HEN0UeThl. B yacTHOCTH, HNMEIOTCS HETOUHOCTH B U3JI0KEHUU MaTepuala;
OTCYTCTBYET JIOTWUYECKasi TIOCIIEeI0BATEIIbHOCTD B CYX/ICHUSAX; HE BBIICpkKaH 00beM pedepara;
UMEIOTCS YIYIICHUS B 0)OPMIICHUHN; HA IOTIOJIHUTEILHBIE BOMPOCHI MTPH 3AIIUTE JaHbI HETIOJIHBIC
OTBETHI.

OneHka «y10BIETBOPUTEIBHO» — UMEIOTCS CYLIECTBEHHBIE OTCTYIUIEHUS OT TPeOOBaHUN
K pedepupoBanuto. B yacTHOCTH, TeMa OCBELIEHA JIMIIb YaCTUYHO; AOMYLIEHbI (PaKTUUYECKHE
OLIMOKM B COZEp)KaHUM pedepara WM NPU OTBETE HA JONOJHMUTENIbHBIE BOMPOCHI; BO BpeMs
3alIUThl OTCYTCTBYET BBIBO.

O1neHKa «HEYIOBJIETBOPUTENBHO» — TeMa pedepara HE pacKpbITa, OOHAPYKHBAETCS
CYLIECTBEHHOE HEMIOHUMAaHUE MPOOJIEMBI.

Konmponys camocmoamenwvnoit padomspl. Tekyminii KOHTPOJb OCYILECTBIISETCS
€XKEHENIEIbHO B COOTBETCTBHE C pACHUMCAaHUEM 3aHATUH HAa CEMUHApPCKOM 3aHSATHH;
IPOMEKYTOYHBIM KOHTPOJb 10 HTOraM H3y4YeHHUs IUCLUIUIMHBI OCyllecTBiseTcss B (opme
OLICHKHM YCTHBIX WJIM NMHCbMEHHBIX OTBETOB HA 3au€T€ M MHUCbMEHHBIX WM YCTHBIX OTBETOB I10
BOIIPOCHI OMIIeTa.

WupuBuayanpHble KOHCYJABTAIMM IO TPEAMETY SBISIIOTCS BaXHBIM  (hakTopom,
CHOCOOCTBYIOIIMM MHIMBUYaIU3alMU 00yUEHHs U YCTAaHOBJIECHUIO BOCIIMTATEIbHOIO KOHTAKTA
MEXJly TpernojaBaTesieM M OO0ydarolMMCS HWHBAJIMAOM WM JIMIOM C OrpPaHUYEHHBIMU
BO3MOXKHOCTSIMH 3710POBBSI.

B ocBoeHMM AMCUMIIIMHBI UHBAJIMAMHU U JIMLIAMU C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU
3710pOBbsl 0OJIBIIIOE 3HAUYEHHE MMEeT WHIUBHUAyajbHas ydeOHass paboTa (KOHCYJIbTallUU) —
JIOTIOJIHUTENBHOE PAa3bsSICHEHNE YUEOHOTr0 MaTepuara.

Memoouueckue pekomenoayuu, onpeoenauue npoueoypvl OUeHUEAHUA OMEECMOE 6
npoyecce yCmHO20 UlU NUCLMEHHO20 ONpoca:

Kpurepun onenku:

«YJIOBJIETBOPUTEIBHOY»/ «3aYTEHO» - CTYJEHT MMeeT (hparMeHTapHbIEC MPEJICTABICHUS O
COZIEp)KaHUM 3asBIEHHONW TeMbl MNPOOJIEMHOr0 CEMHHApa, YacCTUYHO OCBOMJ TOHSITUHHO-
KaTerOpHUAJIbHBIN armnapar;

«XOPOILO»/ «3aUTEHO» - CTYAECHT NEMOHCTPUPYET OOIIMe 3HAHUS MO 3asABIECHHOW TeMe
pOOJIEMHOT0 CEMHUHapa, YMEET YCTaHABIMBATH CBSI3U MEXIY TEOPETHUYECKHUMH MOHATHSIMH U
AMIIUPUUECKUMU (paKTaMu;

«OTJINYHOY»/ «3aYTEHO» - CTYJIEHT JEMOHCTPUPYET CUCTEMHbIE 3HAHUS MO 3asBJICHHON
TeMe MpOoOIEMHOT0 CEMUHApa, YMEET YCTaHABIUBATh CBSI3U MEX/Ty TEOPETUUECKUMHU MOHATHIMU
U OMIUPUYECKUMU (aKkTaMu, GOpMYIHPYET aHATUTHYECKHE 0000IIEHNS 1 BHIBOJIBI.

Memoouueckue pekomenoayuu, onpeoenarouiue npoyedypsvl OUEeHUGAHUA YUACMUS 6
ouckyccuu:

OCHOBHOH aKLEHT NpU NPOBEACHUM JUCKYCCUU HAa CEMUHAPCKOM 3aHSTHU JEJAaeTCs Ha
MOMCKE HOBOTO aKTyaJlbHOTO MaTepuaja K CEMHUHapy M aKTUBHOCTHU €ro OOCYXJEHHUS B X0l
nucKkyccud. JIuckyccust Ha cCeMHHAape MPaKTHUKYETCs B Cilydae, Korjaa HeoOX0JMMO O3HAKOMUTh
CTYZEHTOB C MpoOiIeMOi, UMEIOIIe HEOTHO3HAYHOE OCBELICHNE B HayKe U mpakTuke. [Ipu aTom
Ba)XHO, YTOOBl HMCTOYHUKM MH(MOpPMAIMM, KOTOPHIMH TIIOJIb3YIOTCS ~ CTYJEHTBHI, OBUIM
pa3HOOOpa3HBIMHU, MPEACTABISUIM pa3Hble TOYKM 3peHHus Ha mnpoliemy. llpu mnpoeaenun
JTUCKyCCHUM B Takod (opme ImpernojaBaTelb HaMpaBiseT TUCKYCCHIO, 3a/laeT BOIPOCHI,
OXKUBJISIIOIIME €€ X0/ M HallpaBJIsieT B IIyOOKoe pyciio.

Kpumepuu oyenxu:



«OTJINYHO» / «3aU4TE€HO» - CTYIEHT AaKTUBHO YYacTByeT B IUCKYCCHM, JIOTUYHO U
MOCJIEIOBATEIbHO BBIPA)KA€T CBOM OTBET, JAEMOHCTPHUPYET 3HAHHUS, KOTOPHIE COOTBETCTBYIOT
00BeMy UX PacKpbITHS; MPABUIBLHO UCIOIB3YET HAyUYHYI0 TEPMUHOJOTHIO B KOHTEKCTE OTBETA;
JEMOHCTPUPYET YMEHUS OOBSICHITh MPUYUHHO-CICICTBEHHbIC M (DYHKIIMOHAJIBHBIC CBS3U HA
npumepax; GopMynupoBatb COOCTBEHHBIE CYKICHHUS U apTyMEHTHI.

«XOpomIo» / «3a4TeHO» - CTYISHT JOIMYyCKaeT MaJO3HAYUTEIbHbIC OIIUOKH, WIH
HEJO0CTAaTOYHO, MOJIHO PACKPBUI COJEp)KaHUE BOIMpOCa, a 3aTeéM HE CMOT B Ipolecce Oecelsl
CaMOCTOATENLHO AaTh HEOOXOUMBIE TIOTPABKU U JOTIOTHEHHUSI.

«YIIOBIIETBOPUTEIBHOY» / «3aYT€HO» - B OTBETE JOMYIIECHBI 3HAYUTENbHbIE OIINOKU, WIN
B HEM HE PACKPBITHI HEKOTOPHIE CYIIECTBEHHbIE ACMEKThI COJIEPKAHUS, WU CTYJEHT HE CMOT
MOKa3aTh HEOOXOAUMbIC YMEHHUSI.

Memoouueckue  pekomenoayuu, onpeoenalujue  nPoueoypvl. - OUEHUBAHUA
mecmuposanus 3HAHW:

Kpumepuu oyenxu:

«OTJIMYHOY/ «3aYTEHO» - TaHO He MeHee 85% MpaBUIIbHBIX OTBETOB;

«XOpOIIOY»/ «3a4TCHO» - JaHO He MeHee 75% TpaBHILHBIX OTBETOB;

«YIIOBIIETBOPUTEIHHOY» / «3aYTEHOY» - TaHO HE MeHee 65% MpaBUIbHBIX OTBETOB.

Memoouueckue  pexomenoauyuu, onpeoenalouiue  nPoOUeoypvl - OUCHUBAHUA
UHOUBUOYAIbHO20 RUCbMEHHO20 3A0AHUSL:

Kpumepuu oyenxu:

«OTJIMYHO» / «3aYTEHO» BBICTABISETCA CTYACHTY, €CIM CTYACHT OOHApYyXHUJ
BCECTOPOHHEE CHCTEeMAaTHYECKOE 3HAHUE TMPEIJIOKEHHBIX IMpernojaBaTesieM JJis aHaau3a
HAy4YHBIX TEKCTOB, MUCHMEHHO C(HOPMYIHUPOBAT OTBETHl HAa MOCTABIEHHBIE BOMPOCHI, pabOTy
C/1aJl B CPOK.

«XOPOLIOY» / «3aY4TEHO» BBICTABIISIETCS CTYICHTY, €CIH CTYJIEHT MPaBUIbHO MPUMEHSET
TEOPETHUYECKUE MOJI0KEHHUS MPU PEIICHNUU MPAKTUIECKUX BOIIPOCOB U 3a/1a4, OTHAKO IIPU OTBETE
Ha OTJEJIbHBIE BOIIPOCHI JOMYCKAaeT HEKOTOPbIE HETOYHOCTH.

«YIIOBJICTBOPHUTEIHHO» / «3a4TCHO» BBICTABIISCTCS CTYACHTY, KOTOPBIH MMEET 3HAHUS
TOJIKO OCHOBHOTO Marepuajga, HO HE YCBOMJ €ro JAeTaiH, JOMYyCKAeT HETOYHOCTH,
HEJIOCTaTOYHO MPaBUIbHBIE (POPMYITHUPOBKHU B TUCHEMEHHOM OTBETE.

«HEYJOBIETBOPUTEIHHO» / «HE3aYTEHO» BBICTABISIETCS CTYIEHTY, AOMYCTHBIIEMY
MPUHIMITHATIEHBIE OMOKU B BBITMIOJTHEHUH MPETyCMOTPEHHBIX MPOTPaMMOM 3a/IaHUM.

Memoouueckue  pexomenoayuu,  onpeoenawuue  NpPoueodypy - OUEHUGAHUA
npezenmayuu:

Kpumepuu oyenxu:

COTIUYHOY»/ «3aYTEHO» - MPE3CHTAIMS aJeKBATHO OTPAXKAET COACpPKAHUE U CTPYKTYpYy
c(hOpMyIHPOBAHHOTO 33/JaHUS; CTYACHT TBOPUYECKH TMOAOIIEN K BU3yalIM3allMM MaTepuana; B
MyOIMYHON 3aIUTE OTPAKEHBI aHATUTHYECKHUE 0000IIICHHS U BHIBOJIBI;

«XOpomio»/ «3a4TeHO» - TPE3eHTAlMsl YacTHYHO COOTBETCTBYET TpeOOBaHUSM,
MPEABSIBISIEMBIM K COJIEPKAHUIO W CTPYKTYpe 3aJaHus; B IMyOJUYHOM 3aIIUTE OTPaKECHBI
dbparMeHTapHbIE aHATUTHYECKUE 000OIICHUS U BBIBOIBL;

«YIOBJIETBOPUTEIBHO» / «3auT€HO» - TPE3CHTAlUS YaCTUYHO COOTBETCTBYET
TpeOOBaHUSM, TPEABSIBIIEMBIM K COIEPKAHUIO U CTPYKType 3aJaHUs; OTCYTCTBYIOT
aHAJUTUYECKHAE 0000IIEHNS U BEIBOIDI.

7. MarepuajibHO-TeXHHYECKOe oOecrevyeHne mo JMcuunjiange (MoayJio)

I[To Bcem BumaM Yy4eOHOU [EATENHPHOCTH B paMKax TUCIUIUIMHBI HCIIOJIB3YIOTCS
ayIuTOpUH, KaOMHETHI W JIA0OPAaTOPHUH, OCHAIICHHBIE HEOOXOAMMBIM CIEIUATU3UPOBAHHBIM U
71a00paTOpHBIM 00OPYIOBAHUEM.

HanmeHnoBanue crienuaibHbIX OCHAaIIEeHHOCTh CHEeHAaIbHBIX [lepeuens JIMLIEH3UOHHOTO
OMEIIEHUI NIOMELLEHUI IPOTPAMMHOTO 00eCTIeUEeHHUs




VYuebOnbie ayAUTOPUH st | MeGenb: yueOHas MeOenb Microsoft Office: Word; Excel;
MPOBENCHUS 3aHIATHH JEKIHOHHOTO | TeXHHYeCKHe CPEACTBA OOyUCHHUSL: PowerPoint.
THMA 9KpaH, MPOEKTOP, KOMIBIOTEP
VYuebOHble ayAUTOPUH st | MeGenb: yueOHast MeOenb Microsoft Office: Word; Excel;
MPOBENCHUsI 3aHsITHI ceMUHapckoro | TexHudeckue cpeacTa oOyuenus: | PowerPoint.
THIA, IPYIIOBBIX U | DKpaH, MPOEKTOpP, KOMIBIOTEP
HHIMBUIYalbHBIX  KOHCynbTalmil, | O6opynoBaHue:
TEKyIEero KOHTPOJIS u
MPOMEXKYTOYHOM aTTecTalluu
Jnst  caMoCTOSATEIbHOM  paboThl  OOyYaromUXCsl  MPEAYyCMOTPEHBI  MOMEIICHHUS,

YKOMILIEKTOBAaHHBIE CIICIUAIN3UPOBAHHON MeOeNbio, OCHAIIEHHBIE KOMIBIOTEPHON TEXHHKOH ¢
BO3MO)KHOCTBIO HOAKIIOUEHUS K ceTH «MHTepHeT» U obecrnedeHneM JOCTyIa B HIEKTPOHHYIO
MH()OPMALMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

HanmeHoBanue nomemeHnit
JJISI CAaMOCTOSATEIIHLHOM
paboThI 00yYaIOITUXCS

OcHaleHHOCTh OMEILECHUH TS
CaMOCTOSATENFHON pabOTHI 00yJaIOMNXCS

IlepeueHp NULIEH3MOHHOTO
MIPOTPaMMHOTO 00eCTIeUeHNUS

ITomemmenue it
CaMOCTOATENIFHOW ~ paboTHI
oOyJaromuxcst  (YUTaIbHBII
3an HayuHoit 6ubnunorexu)

Meobenb: yaeOHas MeOenh
Kommexr  cnenuanu3upoBaHHON
KOMIIBIOTEPHBIE CTOJBI
O6opynoBaHue: KOMIbIOTEpHAs
MOAKITIOYEHUEM K nHpopMaMoHHO-
KOMMYHUKallUOHHON cetu  «MHTepHeT» U
JIOCTYIIOM B DJIEKTPOHHYIO HH(OPMAIMOHHO-
oOpa3oBaTenbHyl0  Ccpeay  0Opa3oBaTelbHON
OpraHM3aliy, BeO-KaMepbl, KOMMYHHKAI[HOHHOE
o0opynoBaHue, 00eCIIeINBAIOIICe TOCTYTI K CETH
HHTEPHET (mpoBomHOE COCIIMTHEHE u
OecrpoBOIHOE COCTUHEHUE IO TEXHOIOTUH Wi-
Fi)

MeOenu:

TCXHHUKAa C

Microsoft Office: Word; Excel;
PowerPoint.

ITomemmenue it
CaMOCTOSATENIEHOW ~ paboTHI
oOyuaromuxcs (ayg. H403)

Meobenb: yaeOHas MeOenb
Kommexr  cnenuanu3upoBaHHON
KOMIIBIOTEPHBIE CTOJBI
OO6opynoBaHue: KOMIIbIOTEpHAs
MOAKITIOYEHUEM K nHpopMaMoHHO-
KOMMYHUKalluOHHON cetu  «lHTepHeT» H
JIOCTYTIOM B 3JEKTPOHHYIO HH(OPMAIHOHHO-
obpasoBarenbHyI0 cpeay  o0pa3oBaTelbHOM
OpraHU3aINH, BeO-KaMephl, KOMMYHHUKAIIHOHHOE
o0opynoBaHue, 00eCIIEINBAIOIIEE TOCTYTI K CETH
HHTEpHET (mpoBomHOE COCIIHEHE u
OecrpoBOIHOE COSTUHEHUE IO TeXHOIOTHA Wi-
Fi)

Me0enu:

TCXHHUKA C

Microsoft Office: Word; Excel;
PowerPoint.




