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dopma 0byyeHnsa oyHas, 3ao4vHas



1. OpraHu3auMoOHHO-MeToANYEeCKUI pa3gen
1.1 Uenb 1 3agauu gucumnnuHbl (moayns)
Llenb nayyeHust aucunnnmHbl;

0CBOEHME 00y4aLWMMNCa TEOPETUYECKMX 3HAHMI B 06acT opraHmsaumm paboTbl €
OOKYMeHTaMu, OPMUPOBAHNE MPAKTUYECKMX HAaBbIKOB OOPMITEHNS AOKYMEHTOB,
opraHM3auumn JOKYMeHTO000poTa B opraHm3aunn, y4pexxaeHnm uim opraHe Bractu,
MeXaHWYECKUM W INEKTPOHHbIM cnocobam ob6paboTkn JOKYMEHTOB, cornacHo TpeboBaHMAM
OCTa.

3agayum nsyyeHus AUCUUNIUHBIL:

— N3yYeHne coBpeMeHHbIX Npobnem OKYyMEHTUPOBaHWUS MHpOpMaLIMK, 3aKOHOMEPHOCTEN
00pa3oBaHNS AOKYMEHTOB, CUCTEM AOKYMEHTALMN 1 €€ KOMMIIEKCOB, OpraHu3aunm paboTsl €
OOKYMEHTaMK, a Takke HanpaBfieHN COBEPLLUEHCTBOBAHNSA AOKYMEHTALMOHHOIO obecneyeHuss;
- paccMoTpeTb nNpasuna 1 HOpMbl OTEYECTBEHHOMO AenonponsBoacTBa no Hanbonee
pacnpocTpaHeHHoun 1 obleynoTpebutensHoOm kKaTeropmm OenoBbiX AOKYMEHTOB;

— Hay4nTb CTyOeHTa, UCNOSb3ys COBPEMEHHYIO0 3aKOHOAATErNbHY N HOPMaTUBHO-
meToamdeckyto 6a3y no Bonpocam AOKYMeHTauuoHHOro obecnevyeHns ynpasneHus, COCTaBnsTb
1 ohopMnATb opuLManbHble AOKYMEHTbI, pa3bupaTtbecs B Npuemax u Mmetoaunke opraHmsauum
paboThl, Kak ¢ TPaANLMOHHBIMU JOKYMEHTaMU, Tak U AOKYMEHTaMu, CO34aHHbIMU C MOMOLLIbHO
HOBENLLMX NH(POPMALMOHHBIX TEXHOSOMMN.

1.2. MecTo aucuunnuHbl (Moayns) B cTpyktype Ol

OucuunnuHa «OcHoBbI genonpom3BoacTBa» OTHocuTcs K basosom vactu (B.1. B.25) nu
nsyyaetcsa B 6 cemecTtpe. Kypc GasupyeTcss Ha npefBapuUTENbHOM YCBOEHUW CTyAEeHTamu
ancunnnuHel «MHpopMaLMoHHbIe TexHonorun B ynpasneHmn» (basosas vyactb 6 1. .10 - 1,2
cemectphl), 6 1.613 AgmuHuctpatmeHoe npaeo, b6 1.614 [paxpaHckoe npaso, b 1.624
Tpynosoe npaeo, 51.B.0O[.3 OcHoBbl npasa, b1.6.12 NocygapcTtBeHHad u MyHUUMNanbHas
cnyx6a. OQucumnnuHa « OCHOBbI OENONPOM3BOACTBA» JTOMMYECKU U COAEPXKATENBHO CBSA3aHa C
TakuMmu Kypcamu, npenogaBaeMbiMuM B nocrnegylowmx cemectpax kak: b.16.22 «[enosble
KOMMYyHUuKaummy», 51.B.0[0.13 «CBs3n ¢ 06LECTBEHHOCTBIOY.

1.3. O6bem gucumnnuHbl (Moaynsa) ¢ ykazaHueM TpygoeMKOCTU BCeX BUAOB
y4yeOHOM paboTbl

O6Lwasn TpyAoeMKOCTb AUCLMNMHBI (MOAyNs) cocTaBnseT 2 3a4eTHbiX(ble) eanHuL(bl), 72
4acos.

OuHasa ¢opma

PacnpefgeneHue no cemectpam

Buabl 3aHATUI 6 Bcero yacos
cemecTp

O6wasa TpyaoeMKoCTb 72
AyOuTOpHbIE 3aHATUS, B 36 36

T.u.

nekumoHHsble (J1K) 18 18
npakTnyeckue 18 18
(cemuHapckue) (M3, C3)

na6opatopHbie (J1P) 0 0




CamocTtoarenbHas

paboTta ctygeHtoB (CPC) 36 36

dopma NPoMeXyTOYHOWA
aTTecTtauum B cemecTpe

3avet 0

KypcoBasi paboTta
(kypcosow npoekT) (KP,
KI)

3aouHas dopma

PacnpegeneHue no cemectpam

Buabl 3aHaTUI 6 Bcero yacos
cemecTp

OOwas TpyaoeMKOCTb 72
AyOuTOpHbIE 3aHATUS, B 8 8
T.u4.
nekuyunoHHsle (1K) 4 4
npakTuyeckme 4 4
(cemuHapckue) (M3, C3)
na6bopatopHbie (J1P) 0 0
CamocTosTenbHas
paboTa ctygeHToB (CPC) 64 64
dopma NpoMeXyTOYHOMN 3auer 0

artTectauum B cemMmecTpe

KypcoBasi paboTta
(kypcoBow npoekT) (KP,
KIT)

2. Tpe6oBaHuA K pe3ynbTataM OCBOEHUA AUCLUNIIUHbI

I'Ipou,ecc N3yvyeHna ancunniinHbl HarnpassiieH Ha (*)OpMI/IpOBaHI/Ie cnepyrowmx KOMMETEHUWIA:

NHpekc
CogepxaHue KoMneTeHunn
KoMneTeHuun
OMK-1 BNageHneM HaBbIKaMu Nouncka, aHanmsa n Mcnosfib3oBaHUs HOPMaTUBHLIX U
NpaBOBbLIX JOKYMEHTOB B CBOEW NpogeccMoHanbHon AeaTerbHOCTU
OMK-4 CMOCOOHOCTb OCYLLECTBMATL AEMNOBYHO NEPENUCKY U NOAAEPXKMBATb
3NEKTPOHHbIE KOMMYHUKaLNK

ﬂnaHMpyeMble pe3ynbTaTthl O6y‘-IeHI/IF| no ancuunninunHe gna nocnenoBaTtesibHOro JOCTUXeHUsA

3



YPOBHEN ChOPMUPOBAHHOCTM KOMMNETEHLUM

PesynbTaTt 06yyeHus

3HaTb

Moporosbli:

1) nepeuncnsaeT NCTOYHMKM NOSTyYEeHUS UHOPMALMM O HOPMATUBHbLIX U
NpaBoBbIX AOKYMEHTaXx;

2) hopmMynmMpyeT OCHOBHbIE NMOHATUSA U TeOpeTMYECKME OCHOBBI
0enonpon3BoACTBa;

CraHgapTHbIN:

1) HasbIBaET TEXHOMNOMMM U METOAbI aHanM3a n cucTtemMmaTmusaLmm JOKYMEHTOB U
WMHopmaLmm;

2) nepeyncndaeT BMAbl AOKYMEHTOB, HEOOX0AMMbIE B KOHKPETHON
yrnpaBrieH4YeCKON CUTyaLuu;

OTanoHHbIN:

1) HasbIBaeT U hopMynupyeT HOPMbI, 3aKpenseHHbIe B 3aKOHO4ATENLCTBE U
HOPMaTMBHO-METOANYECKNX JOKYMEHTAX, pernaMmeHTUpyoLwmx
OOKYMeHTaLMoHHOe obecneveHne AeaTernbHOCTM OpraHoB BNacTu, opraHn3aLmn
N yupexaneHun;

2) nsnaraet TpeboBaHus, npeabsBnaemble K 0OPMIEHNIO yNpaBneH4YeCcKom
OOKyMeHTauuu;

YmeTb

MoporoBbli:

1) nonb3yeTcsa cneumanbHbIMU UCTOYHUKaAMK MHdopMaumn: UHTepHeT—
pecypcamu, CrpaBOYHO-NPaBOBLIMWN CUCTEMAMU;
2) onepupyeT NOHATUAMU U TEPMUHAMKN OEN0ONPOM3BOACTBA;

CTaHpapTHbIN:

1) NpoBOANT KOMMNIIEKCHbINA MOUCK U CUCTEMATM3ALNI0 HOPMATUBHO-NPaBOBOMN U
MeToamnyeckon nHopmMmauum B cpepe AeNonpomM3BOACTBa;

2) nsnaraet 0COGEHHOCTM AOKYMEHTALWUOHHOIO CONPOBOXAEHUSA ynpaBneH4YeCcKom
0eATenbHOCTN, NPUBOANT NPUMEPHI;

OTanoHHbIN:

1) ncnonb3yeT HOpMaTMBHbIE NPABOBbLIE AOKYMEHTbI NPY peLleHnm
CUTYaLMOHHbIX 3afa4, CBSA3aHHbIX C MPOJEeCCUOHANbHON AEATENbHOCTLIO;
2) pellaeT cUTyaLMOHHbIE 3a4a4ym, 0OObSICHAS OCHOBHbIE HOPMbI, MPaBMa 1
TpeboBaHMsA JOKYMEHTMPOBAHMS OpraHn3aLMOHHO-pacnopsANTENbHONM U
MHOPMaLMOHHO-CNPaBOYHONM AOKYMEHTaLUUM U opraHmM3auumn paboTbl ¢
OOKyMeHTaMu;

Moporosbli:

1) cuctemaTnsmpyeTt MHopmaLmio, NONyYaeMyto U3 pasnmnyHbIX MCTOYHUKOB;
2) 0ObACHSAET TEOPETMYECKME OCHOBbI AENONPOM3BOACTBA, AeNaeT BbiBOAb;




Bnapetb

CTaHpapTHbIN:

1) NpMMeHSeT OCHOBHbIE METOAbI, CNOCOOLI U CpeacTBa MOMyYEHUs, XpaHEHNST 1
nepepaboTkn nHdopmauum;
2) coctaBnseT n 0opMnseT opraHM3aLMOHHO-PacnopsaaNTENbHYIO 1
WMHPOPMAaLMOHHO-CNPAaBOYHY0 AOKYMEHTALMIO, yunTbIBast TpeboBaHmns
COBPEMEHHOIO 3aKOHOA4ATENbCTBA, HAXOAUT HETOYHOCTU B 0ChOpMIIeHM
AOKYMEHTOB;

OTanoHHbIN:

1) o60oCHOBbLIBaET NPMMEHEHNE HOPM 3aKOHOOATENBCTBA U HOPMATUBHO-
MeToaNYECKUX OKYMEHTOB B YrNpaBrieHYeCKUX CUTyaLmsXx;
2) 06bAcHAET nocrenoBaTenbHOCTb PACNONOXeHUs PEKBU3UTOB, BXOASALLUNX B
COCTaB ynpaBneHYeCcKknX JOKYMEHTOB N pacckasbliBaeT O cogepxaHuu
CTPYKTYPHbIX YacTen;

3. CopepxxaHue gUCLMUNIINHDI

3.1. Pasgensl gucumnnuHbl U BUAbI 3aHATUN

Ou4Hasna chopma

Howme Bcero AyAuTOpHbIe
Moaynb pasn,errlja HanmeHoBaHve pasgena 4ACOB 3aHATUSA CPC
JIK |M3(C3)|NP
1 1 CyLHOCTb COBpPEMEHHOro AenonpomM3BoaCTBa 4 2 - 2
2 [lokymeHTMpoBaHHasa nHgpopmauus 4 - 2 2
CoBpemeHHoe 3akoHogaTenbHoe U
2 3 HOpMaTMBHO-MeToau4eckoe obecneveHne B 4 2 - 2
cthepe genonponssoacTea
4 HopmaTusHble TpeboBaHWS K COCTaBEHWNIO 16 | 4 4 8
OOKYMEHTOB
3 5 NHdopmMaLMOHHO-A0KYMEHTaUNOHHOE 4 ) 9 )
obecneveHune paboTbl annaparta ynpasneHus
6 [okymeHTMpoBaHMe opraHu3aunoHHO- 8 > > 4
pacnopsauMTensHON AeAaTenbHOCTH
4 7 [okyMmeHTMpoBaHWe HOPMaLMOHHO- 8 2 2 4
CMpaBOYHbIX MaTepuanos
8 [lokymeHTaums No TpyAOBbIM OTHOLLEHUSAM 8 2 2 4
5 9 OpraHusaumsa n TexHonorum paboTbl ¢ 8 2 2 4
OOKYyMeHTaMu
10 ApXUBHOE XpaHeHne JOKYMEHTOB 8 2 2 4
Utoro 72 | 18 18 (0] 36




3aouHas dopma

Howme Bcero AyAuTOpHbIe
Mogaynb pa3/:|,erF|)a HanmeHoBaHve pasgena 4BCOB 3aHATUSA CPC
JIK|N3(C3)|NP
1 1 CyLHOCTb COBpPEMEHHOro 4enonpomM3BoaCTBa 4 - - 4
2 [lokyMeHTMpoBaHHasa nHgpopmauus 4 - - 4
CoBpeMeHHOe 3akoHoAaTesbHoE U
2 3 HOpMaTMBHO-MeToau4eckoe obecneveHne B 10 |2 - 8
cthepe genonponssoacTea
4 HopmaTueHble TpeboBaHUSA K COCTaBNEHUIO 10 |2 ) 8
OOKYMEHTOB.
3 5 MHopmMaLMOHHO-A0KYMEHTaUNOHHOE 4 ) ) 4
obecneveHune paboTbl annaparta ynpasneHus
6 [lokymeHTMpoBaHWe opraHn3aunmoHHO- 10 | - > 8
pacnopsguTenbHON OeaTeNbHOCTU
4 7 [okyMmeHTMpoBaHWe HPOPMaLMOHHO- 10 | - 2 8
CNpaBOYHbIX MaTepuanoB
8 [lokymeHTaums no TPyAOBbIM OTHOLUEHNSAM 8 - - 8
5 9 OpraHusaumsa n TexHonorum paboTbl ¢ 6 ) ) 6
OOKYyMeHTaMu
10 ApXUBHOE XpaHeHne JOKYMEHTOB 6 - - 6
Ntoro 72 | 4 4 0] 64

3.2. JleKUMOHHbIe 3aHATUA

OuHas copma

Mogaynb

Homep
pasgena

CO[J,Gp)KaHVIe NEKUMOHHbIX 3aHATUI

CywHocTb coBpeMeHHoro genonpouseoactea. ObLias xapakTepucTuka
Aenonpon3BoacTea U UCTOPUS ero BO3HUKHOBEHUSI. OCHOBHbIE
NOSIoXKEeHMS NO LOKYMEHTUPOBAHMIO YNPaBEHYECKON AesTENbHOCTMY.
3HadeHne OoKyMeHToBeaeHUs aAns apeKTUBHOCTM yNpaBneHus,
3KOHOMWKN BPEMEHW N PECYPCOB, ONEPaATUBHOCTY NPUHATUS
ynpaBneH4yecknx peweHnin. OCHOBHbIE KOMMOHEHTbI JOKYMEHTUPOBAHUS.
dakTopbl, BAMSAIOLWME HA CUCTEMY AOKYMEHTUPOBAHUS.




CoBpeMeHHOe 3aKoHoAaTeNbHOE U HOPMAaTUBHO-METOANYECKOE
obecneyeHue B chepe aenonponssoactea. Cuctema opraHoB Bnactv B
cdhepe genonpounsBoAcTBa. 3akoHoAaTenbHoOe pernaMmeHTUpoBaHme
AenonpovssoacTea. HopmaTUBHO-MeToaAMYECKNe OCHOBbI
[enonpov3BoacTBa.

HopmaTuBHble TpeboBaHMs K COCTaBMEHUIO AOKYMEHTOB. bnaHk
AokymeHTa. Popmynap ynpaBneH4eckoro AokymeHTa. CTpykTypa
OOKymeHTa. PekBuant gokymeHTa u obume TpeboBaHms K ero
ocbopmnenuto. Jlekunsa-npeseHTaums

[lOKyMeHTMpPOBaHNe opraHM3aLNOHHO-PACNOPSANTENBHON AEATENBHOCTY.
OpraHu3aumoHHas AoKyMeHTauus (yCTaBbl, MHCTPYKLUW, NMOMOXEHNS).
PacnopsigntenbHble JOKYMEHTbI: OCHOBHble Tpe6oBaHMs K 0OpPMIIEHUIO
(NocTaHOBNEHWS, PELLEHUS], pacropPshKeHWs], ykasbl, Npukasbl). Jlekyus-
npeseHTauus.

[lokymMeHTMpoBaHe NHHOPMAaLMOHHO-CPABOYHbIX MaTeprarnos.
Pa3HoBMOHOCTM MHGOPMALMOHHO-CMPABOYHbIX 4OKYMEHTOB, UX
cocTaBrneHve u ogopmreHune. Cnpasku, akTbl, AOKNAAHbIE,
NOSICHUTENbHbIE N O0bACHUTENbHbBIE 3aMNNCKX, JOBEPEHHOCTH,
cnyxebHble nucbma. Jlekums-npeseHTaums.

JokymeHTauus no TpyaoBbIM OTHOLIEHUAM. [epBUYHbIE OKYMEHTHI
TpygoyctponcTea. Tpyaoson gorosop. JInyHoe geno coTpyaHuka
opraHunsaumun. TpyaoBas KHUXKKa: Bblaada, ohopMIieHne, XpaHeHue.
PaboTa ¢ nMcbMeHHbIMN ObpalLeHNsIMA FpaXKaaH.

OpraHusauust u TexHonornm paboTbl ¢ AokymeHTamu. Mopsaok
NPOXOXAEHMUS U UCTIONHEHNS BXOAALLMX OKYMEHTOB. Mopsigok
NPOXOXAEHMS UCXOAALLUMX U BHYTPEHHUX JOKYMEHTOB B NpoLecce nx
nogrotoBku. Mopsigok npueMa u nepeaayn 4OKYyMEHTOB OpraHu3aLum.
Peructpaums n yyet gokymeHToB. OpraHn3aumust KOHTpors 3a
NCMNOMNHEHMEM AOKYMEHTOB.
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Apxu1BHOE XpaHeHue JOKYMeHTOB. [ToHATMe apxmnBa 1 ero yHKLMK.
Buapbl apxmeoB. OpraHnsaums apXxuBHOro ena Ha COBPEMEHHOM JTare.
3KcnepTnsa LLEHHOCTN JOKYMEHTOB U KOMMNIIEKTOBAHNE apXMBOB. YYeT 1
XpaHeHne OOKYMEHTOB B apXMBax.

3aoyHas dopma




Homep

Moaynb CopgepxaHue NeKUMOHHbIX 3aHATUI
ay. pasgena aep L
1
1
2
CoBpeMeHHoe 3akoHoAaTeNnbHOe U HOpMaTMBHO-MeToauYecKoe
obecneyeHune B chepe genonpomssoacTea. Cucrema opraHoB Bnactu B
cepe AenonponsBoAcTBa. 3akoHoAaTeNnbHOe pernameHTupoBaHme
3 aenonpoussoacTtsa. HopmaTuBHO-MeTOANYECKME OCHOBBI
AenonpoussoacTtea. ['ocygapcTBeHHble (HaUMOHanbHble) cTaH4apThl Ha
OOKYMEHTaLMI0, pernaMmeHTUpyoLLmne cocTaB U ohopMreHme peKBU3NTOB
2 cny>ebHbIX JOKYMEHTOB.
HopmaTuBHble TpeboBaHMSA K COCTaBMEHUIO AOKYMEHTOB. bnaHk
4 AokymeHTa. Popmynap ynpaBneHdYeckoro JokymeHTa. CTpykTypa
OOKyMeHTa. PekBuant gokymeHTa n obwme TpebosaHns K ero
ochopmMneHuto.
5
3
6
7
4
8
9
5
10

3.3. MpakTu4yeckune (ceMmHapckue) 3aHATUSA

OuHas copma

Homep o
Moaynb CogaepxaHue nNpakTN4ecknx(CeEMMHAPCKMNX) 3aHATUI
pasgena
1
[okymeHTupoBaHHaga nHgopmaund. JJokyMeHT: NOHATUE, COOTHOLLEHME
1 MOHATUI «MHGOPMaLNSA» U «AOKYMEHT». [JoKyMeHTbl odhuumarnbHble
> (cnyxebHble), NIMYHbIE (NEPCOHAMNBHbIE) U IMYHOIO NPONCXOXOEHUS.
®yHKunn gokymeHTta. CBONCTBA M NPU3HaKN AOKYMeHTa. ABTOPCTBO
OOKyMeHTa. Bugbl AokymeHTOB, onpegensemblie COBPEMEHHbLIMM
3aKOHOZATENbHLIMU U HOPMATMBHBIMU aKTaMMu.
3




HopmaTtuBHble TpeboBaHUS K COCTaBNEHMIO AOKYMEHTOB. PekBuanT
AokymeHTa. HopmaTtumBHble TpeboBaHMS! K COCTaBy OCHOBHbLIX PEKBU3UTOB
N nx opopmnenunto. MNMocTosiHHasi, NnepemMeHHast YacTb PEKBU3UTOB.

MHdpopmaunoHHO-A0KYMeHTaLMOHHOe obecneveHue paboThl annapata
ynpasneHus. CyLWHOCTb JOKYMEHTaLMOHHOro obecnevyeHns ynpasneHus.
3agaumn n dyHkummn cnyx6sl JOY. Ctpyktypa cnyx6bl JOVY. MNpasa u
OTBETCTBEHHOCTL cnyX6bl [JOY. [JOIMKHOCTHOM N TEXHWYECKUIA COCTaB
paboTHUKOB. PYHKLUMOHArbHbLIE 0653aHHOCTN paboTHUKOB cnyxobl [JOVY.

[lOKyMEeHTMPOBaHNE OpraHM3aLNOHHO-PACNOPSANTENBHON AEATENBHOCTY.
OpraHun3aLMoHHblEe AOKYMEHTbI M UX BUAbI. PelleHne cuTyaumoHHbIX
3agay 1 ohopMIieHne pacnopsanTeNnbHbIX 4OKYMEHTOB.

[okymeHTMpoBaHne NHpOpMaLMOHHO-CNPAaBOYHLIX MaTepumanos.
PelwleHne cutyaumoHHbIX 3a4ay u odhopmreHme MHPoOpPMaLMOHHO-
CMpaBoOYHbIX JOKYMEHTOB.

[okymeHTaumsa No TpyAOBbIM OTHOLWEHUAM. CTpyKTypa 3akoHo4aTeNbHOM
1 HopMaTuBHO-MeToAnYeckon 6asbl 4eNONPOM3BOACTBA B OpraHn3aLumm
paboTbl ¢ o6paleHnamu rpaxkgaH. ObpalleHns rpaxkaaH Kak NpaBoBOW U
NONNTUYECKUIA MHCTUTYT. [OPAOOK PAaCCMOTPEHUA U pa3peLLEeHNs
obpalleHui rpaxaaH. JIMYHBIN NpUeM rpaxaaH v NopsiaoK ero
npoeedeHus

OpraHunzaums n TexHonorun paboTsl ¢ JOKyMeHTaMn. Peructpaums um
yyeT AokymeHToB. OpraHm3auuns KOHTPOns 3a UCMOMHEHNEM JOKYMEHTOB.
WHopMaUnoHHbIe TEXHONOMMKN B AENONPON3BOACTBE.
KoHdunoeHumansHoe 4enonpon3BoAcTBO.
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ApX1MBHOE XpaHeHne JOKYMeHTOB. MNpeaHa3HayeHne apxmBoB U UX TUMbI.
OpraHu3aums CNonb30BaHNst apXMBHbLIX OKYMEHTOB. TexXHoorus
XpaHeHWs1 LOKYMEHTOB B apxuBax. [pUMeHeHne COBPEMEHHbIX
NHOPMALMOHHBIX TEXHOMOMUIA B apXMBHOM aerne. TeopeTunko-npaBoBble
acnekTbl MeXayHapoaHOro nepemMeLLeHns apXmMBHbIX JOKYMEHTOB.

3ao4yHas dhopma

Moaynb

Homep
pasgena

CopepxaHne npakTN4eCKUX(CEMUHAPCKNX) 3aHATUI

1

2




~
4
5
3 [okymeHTMpoBaHWe opraHu3aLnoHHO-pacnopaanTenbHON AeaTeNbHOCTU.
6 OpraHnzaLumnoHHble JOKYMEHTbI U UX BUAbl. PelueHne cutyaunoHHbIX
3agay u odhopmreHre pacnopsaanTensHbIX JOKYMEHTOB.
[okymeHTMpoBaHne NH(pOopMaLMOHHO-CNPAaBOYHLIX MaTepmanos.
7 PelleHne cutyaumMoHHbIX 3a4a4 u ochopmreHme MHPOPMaLMOHHO-
4 CrpaBOYHbIX JOKYMEHTOB.
8
9
5
10

3.4. NabopaTopHbIe 3aHATUA

3.5. OpraHusaumsa camocToATeNnbHON paboThbl

OuHas popma

Buabl
Homep CopepxxaHme matepuana BbIHOCMMOrO Ha A y
Moaynb CaMOCTOSAATENbHOW
pasgena CaMOCTOSTENbHOE U3yYeHne
paboThl
CyLWHOCTb COBPEMEHHOTO AEeMNOonpon3BoACTBa.
[enonpon3BoACTBO Kak Hayka 1 y4ebHas paboTa c

1 1 ancunnnuHa. Mictopus passuTnst CUCTEMBI
aenonpoussogcTtea B Poccun. Cnyx6a

9NEKTPOHHbLIMN
obpasoBaTenbHbIMU

OOKYMEHTALMOHHOro obecnevyeHns ynpaBneHus: pecypcamu
dhopmbl, CTPYKTYpa U 3agauun.
[okymeHTupoBaHHasa nHgopmauma. MHdopmaumss | NOAroToBKa
B yNpaBneHYeckon AesaTenbHOCTU. YnpaBneHune OOKNazaoB U
AokymeHTaumen. Cnocobbl n cpeacTea npeseHTauuni;,

1 2 OOKyMeHTMpoBaHusA. MaTtepuansHble HocuTenu paboTa ¢
OOKYMEHTMPOBaHHOW MHopmauun. BnngHue tnna | aneKkTpoHHbIMU
HocuTenst MHpopMaLmm Ha AONTOBEYHOCTb U obpasoBaTenbHbIMU
CTOMMOCTb AOKYMEHTa. pecypcamu
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CoBpeMeHHOoe 3aKOHOaTeNnbHOe N HOPMAaTUBHO-
meToamyeckoe obecnedeHune B cepe

NnoaroToBKa K
anckyccum; pabota
C 9NEKTPOHHbIMMU
obpasoBaTenbHbIMA

aenonpoussoacTtea. O6Lepoccunckue pecypcamu;
KnaccudmkaTopbl TEXHUKO-3KOHOMUNYECKOW U cocTaBneHue
coumarnbHoi MHpopMaumK: NpeaHasHavYeHne n Te3ncoB
xapakrepuctukm (OKYI, OKATO, OKIO, OrPH, (xapakTtepucTuka
OKOr'Y, UHH/KTII). Tunosast MHCTPYKUMS NO 00LLEepPOCCUNCKNX
OENoNpou3BOACTBY B cheaeparbHbIX opraHax KnaccudmkaTopoB);
NCMNONHUTENbHOM BNacTu. aHanus
HOpPMaTMBHbIX
OOKYMEHTOB
paboTa c

HopmaTuBHble TpeboBaHMSA K COCTaBMNEHUIO
OOKYMeHTOB. CTpyKTypa OOKYMEHTA U PEKBU3UTDI,
OTHOCSALLMECS K CTPYKTYPHBIM YacTAM JOKYMEHTA.
OcHoBHble TpeboBaHUst K OOPMIEHNIO
pPEKBU3NTOB AOKymeHTa B cooTBeTcTBMM ¢ [OCT P
6.30-2003.

9NEKTPOHHBLIMMN
obpasoBaTenbHbIMU
pecypcamu; aHanus
HOPMAaTMBHBbIX
AOKYMEHTOB;
pelleHne
CUTYaLMOHHbIX
3agay; nogroToeka
K KOHTPOJTbHOM
paboTe no Temam 1-
4

WHopMaLnoHHO-A0KYMEHTaLNOHHOEe
obecneyeHmne paboThl annaparta yrnpasneHus.
OcHoBHbIe BUAbl AOKYMEHTHOW AeATeNbHOCTU.
MHdopmauusa B ynpaBneH4Yeckon AeaTenbHOCTH.
YnpaBneHue gokymeHTaumen. OpraHmsaums
NHOPMAaLMOHHO-MOUCKOBBIX CUCTEM MO
OOKyMeHTaM yudpexaeHus. Cnyxobi
OOKYMEHTaLMOHHOro obecnevyeHns ynpaBneHus:
3aga4um 1 PyHKUMK, NpaBa U OTBETCTBEHHOCTb,
cTpykTypa. CncteMbl JOKyMeHTaumu. Llenn,
3afayn, OCHOBHbIE NPUHLMMbI, METOAbI
yHUdUKaUMM 1 cTaHgapTM3auun. HanpaeneHus
YHUpMKaLMK. YHUMDUKaUNA TeKCTa AOKYMEHTA,
OCHOBHbIE METOpI.

paboTa c
SNEKTPOHHbLIMU
obpasoBaTenbHbIMU
pecypcamu; aHanm3
HOPMaTMBHbIX
AOKYMEHTOB

[okymMeHTMpoBaHue opraHn3aumoHHO-
pacnopsauTenbHON OeATeNbHOCTH.
OpraHn3aLmoHHO-NPaBOBbIE JOKYMEHTbI — YCTaBhl,
NONOXEHUS, WTaTHbIE pacnucaHus, perfnaMmeHThbl,
aorosopbl. TpeboBaHWs K UX COCTaBMNEHUIO.
CTpyKTypa TEeKCTOB, NOpAAOK yOOCTOBEPEHNS
OpraHM3aLMOHHO-NPaBOBbLIX JOKYMEHTOB.
PacnopsaguTtenbHble JOKYMEHThI, U3faBaeMble B
YCMOBUSAX KOMNernansHOCTN N €ANHOSNTMYHOIO
NPUHATUSA peLlleHud. Tanbl NOAroTOBKM
pacnopsguTenbHbIX JOKYMEHTOB. Mopagok mx
cocTaBneHns n oopMneHns

paboTa c
9NEKTPOHHbIMMN
obpasoBaTenbHbIMA
pecypcamu; aHanus
HOpMaTMBHbIX
AOKYMEHTOB;
pelleHne
CUTYaLMOHHbIX
3agad
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J[lokyMeHTMpOBaHME MHOPMAaLMOHHO-CNPABOYHbIX
maTepuanoB. [JokyMeHTupoBaHue
NHOPMALMOHHO-CPABOYHbLIX MaTepuanos.

paboTa c
3MEKTPOHHbLIMU
obpasoBaTenbHbIMU
pecypcamu; aHanm3

4 7 CnpaBku, akTbl, AOKNaAHbIE N OOBbACHUTENbHbIE HOPMAaTUBHbIX
3anuncKkn, 4OBEPEHHOCTU, CrykebHble NMcbMa, OOKYMEHTOB;
TenedoHorpammbl, TenerpaMmmbl, pakcorpammbl. pelleHune
OcobeHHoCcTU cocTaBneHms n oopmMneHus CUTYaLMOHHbIX

3agau

NnoAaroToBka
[okymeHTaumsa No TPYAOBbIM OTHOLLIEHUSAM. OOKNaaoB U
CwncTtema 1 kKoMnnekcbl KagpoBON JOKYMEHTaLUN. ANEKTPOHHbIX
[okymeHTaums no fIMYHOMY COCTaBy — TPyAOBble npeseHTauni;

4 8 OOroBOpbI, NpMKa3bl NO JIMYHOMY COCTaBy, paboTa ¢
TPYAOBbIE KHVXKW. YHUULMPOBaHHbIE (HOPMBbI SMNEKTPOHHbLIMU
NepBUYHON y4EeTHOW AOKYMEHTaLMKN No Tpyay n ero | obpasoBaTtenbHbIMU
onnate. Nopsagok 3anonHeHUs yHUOULUPOBaHHbIX | pecypcamu; aHanm3
dopm. HOPMaTUBHbIX

OOKYMEHTOB

noaroToBKa K
Oprannszaumsa n TexHonorum paboTbl ¢ _

anckyccum; paborta
AokymeHTamu. OpraHunsaumsa JOKyMeHToo6opoTa u

C 3NEKTPOHHbBIMMU
€ro oCHoBHble aTanbl. OpraHnsaums onepaTUBHOIO

5 9 obpasoBaTenbHbIMU
XpaHeHUsa AOKYMEHTOB. QKCNepTu3a LLeHHOCTU ;

pecypcamu; aHanus
OOKymMeHTOB. PaboTa ¢ fokymeHTamu,
HOPMaTMBHbIX
coaepxalmmmn KoHuaeHumarnbHble CBeeHs.
OOKYMEHTOB
aHanus
HOPMAaTMBHbIX
OOKYMEHTOB;
ApxvnBHOe XpaHeHue JOoKyMeHTOB. [MoaroToBka NOArOTOBKA K
5 10 OOKYMEHTOB K nepefaye Ha apXMBHOE XpaHeHue. i
auckyccum; pabota
OcobeHHOCTU apXMBHOMO XpPaHEHUS AOKYMEHTOB.
C 3NEKTPOHHbIMU
obpasoBaTenbHbIMA
pecypcamu;
3ao4Hasa popma
Buabl
Homep CogepxaHme maTepmana BbIHOCMMOrIO Ha .
Moaynb CaMOCTOSATENBHOM
pasgena CaMOCTOSITENIbHOE U3yYeHne
paboTbl
CyLWHOCTb COBPEMEHHOTO AEeMNonpon3BoACTBa.
[enonpoun3BoACTBO Kak Hayka 1 yyebHas
ancuunnuHa. Victopus passutng cUCTeMbl
Aenonpoussoactea B Poccun. Cniyxba
OOKYMEHTaLMOHHOro obecnevyeHns ynpaBneHus:
dopMbl, CTPYKTYpa 1 3agavnm. OCHOBHbIE paboTa ¢

NOMnoXeHns No 4OKYMEHTUPOBaHMIO
yrnpaBneH4yeckon AeaTenbHOCTU. 3HavyeHue
OOKyMeHToBeaeHUs Ans 3pekTUBHOCTH
ynpaBneHusi, 3KOHOMUN BPEMEHN N PECYPCOB,
onepaTUBHOCTU NPUHATUS YNpaBreHYeCcKnx
pelteHnin. OCHOBHbIE KOMMOHEHTbI
OOKYMeHTMpoBaHus. dakTophbl, BNUSOLNE Ha
cUCcTeMY JOKYMEHTMPOBaHUS.

3NEKTPOHHBLIMM
obpasoBaTenbHbIMU
pecypcamu
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[okymeHTupoBaHHasa nHopmauns. JoKkyMeHT:
NOHATNE, COOTHOLLEHUE MOHATUMA «MHOPMaLIUS»
N «QOKYMEHT». [IoOKyMeHTbl ohmumanbHble
(cny>xebHble), NYHble (NepCcoHarnbHbIE) U IMYHOTO
npouncxoxaeHuns. yHKuun gokymeHta. CBoncTea u
Nnpu3Hakn AOKyMeHTa. ABTOPCTBO AOKYMEHTa.
Buabl fokymeHTOB, onpegensemMble
COBPEMEHHbLIMU 3aKoHoAATENbHBIMU U
HOopMaTUBHbIMKU akTamn. MHdopmauna B
yrnpaBneH4Yeckon gesaTenbHOCTU. YnpasneHne
AokymeHTaumen. Cnocobbl n cpeacTtea
OOKyMeHTMpoBaHus. MaTepuanbHble HoCcUTenu
OOKYMEHTMpOBaHHOW nHopmauuun. BrnvsHue tuna
HOCMTEnNs MHopMaLMn Ha AONTOBEYHOCTb U
CTOMMOCTb JOKYMEHTa.

paboTa c
SNEKTPOHHbLIMU
obpasoBaTenbHbIMU
pecypcamu

CoBpeMeHHoe 3akoHoaaTenbHOe U HOPMaTUBHO-
MeToanyeckoe obecrneyeHne B cepe
aenonpoussoacTea. CUCTeEMbl JOKYMEHTALNN.
YcTaHOBMEHME HOPM aaAMUHUCTPaTUBHOM,
rpakaaHCKoW 1 YyronoBHON OTBETCTBEHHOCTU 3a
paboTy ¢ AokymeHTaumen. Cuctema opraHoB
BnacTu B cdyepe Oenonpom3BoacTBa.
3akoHogaTenbHOe pernaMmeHTUpoBaHNe
aenonpoussoacTea. HopmatuBHo-meToANYECKNE
OCHOBbLI Jenonpon3BoacTea. [ocyaapcTBeHHbIe
(HaunoHanbHbIE) CTaHAAPThLI HA AOKYMEHTaUMto,
pernameHTMpyrLIne coctaB U ocpopMieHue
PEKBU3NTOB CIY)XEOHbIX JOKYMEHTOB.
ocynapcTBeHHasi cuctema AOKYMEHTaLUMOHHOMo
obecneyeHus ynpasneHus (FTCOOY).
OObwepoccunckune krnaccnmkaTopbl TEXHUKO-
3KOHOMWYECKOM 1 coumnanbHOM MHopmauunu:
npegHasHaveHne n xapakrepuctuku (OKY[,
OKATO, OKMNO, OrPH, OKOI'Y, UHH/KIM).
TunoBasa MHCTPYKUUS MO 4ENONpOn3BOACTBY B
deneparnbHbIX opraHax UCNONTHUTENBLHOW BAcTU.

paboTa c
SMNEKTPOHHbLIMU
obpasoBaTenbHbIMU
pecypcamu; aHanm3
HOPMaTMBHbIX
OOKYMEHTOB

HopmaTuBHble TpeboBaHMSA K COCTaBMNEHUIO
OokymeHToB. bnaHk gokymeHTta. ®opmynsp
yrnpaBneH4Yeckoro JOKyMeHTa. PekBuaunT
OOKyMeHTa u obLime TpeboBaHUs K ero
opopmneHnto. CTpyKTypa AOKYMeHTa U

paboTtac
3NEKTPOHHbIMM
obpasoBaTenbHbIMA
pecypcamu; aHanus

HOPMaTMBHbIX

PEKBM3UTLI, OTHOCALLMECS K CTPYKTYPHbLIM YacTsam .
OOKYMEHTOB;

AokymeHTa. OCHOBHbIE TpeboBaHMS K LLEHE

0POPMIEHNIO PEKBM3UTOB JOKYMEHTA B EMT ALIMOHHBIX

cootBeTcTBUMM ¢ TOCT P 6.30-2003. MNocTosiHHasA u 3ap,3::1q

nepemMeHHas YacTb PEKBU3UTOB.

WHopMaLnoHHO-A0KYMEHTaLUOHHOEe

obecneyeHmne paboThl annaparta yrnpasneHus.

Cuctembl gokymeHTauuu. Lienu, sagaun, paboTa c

OCHOBHbIE NPUHLNMbI, MEeTOAbl YHUdUKaLUN n
cTaHgapTusaumn. HanpasneHus yHudukaumm.
YHudmkauusa Tekcta JOKYMEHTa, OCHOBHbIE
mMeToabl. OCHOBHbIE BUAbI JOKYMEHTHOMN
aeatenbHoCTU. MHdopmaums B ynpaBfieHYeCcKomn
OeATenbHOCTU. YrpaBneHue JOKYMEHTaUnen.
Cnyx0bl 4enonpon3BoACTBa.

3MNEKTPOHHbLIMU
obpasoBaTenbHbIMA
pecypcamu; aHanm3
HOpPMaTUBHBbIX
AOKYMEHTOB
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[okymeHTMpoBaHWe opraHn3aumoHHO-
pacnopsauTenbHON OeATeNbHOCTH.
OpraHn3aLMOoHHO-NPaBOBbIe JOKYMEHTbl — YCTaBhl,
NONOXEHUS, WTaTHbIe pacnucaHus, perfnaMmeHThbl,
Aoroeopbl. TpeboBaHWs K NX COCTaBMEHUIO.
CTpyKTypa TEKCTOB, NOPSIAOK YyOOCTOBEPEHUS
OpraHn3aLMoHHO-NPaBOBbIX AOKYMEHTOB.
PacnopsigutensHble JOKYMEHTbI, U3gaBaemble B
YCMOBUAX KONMNernansHOCTN N eANHONUYHOIO
NPUHATUS peLleHnd. ATanbl NoAroToBKU
pacnopsaguTenbHbIX JOKYMeHTOB. [Mopagok ux
cocTaBneHunsa n ogopmreHmns. PelleHne
CUTYaUWOHHbIX 3a4a4v 1 opopMneHune
pacnopsguTenbHbIX JOKYMEHTOB.

paboTa c
SNEKTPOHHbLIMU
obpasoBaTenbHbIMU
pecypcamu; aHanm3
HOPMaTMBHbIX
OOKYMEHTOB

[loKyMeHTMpOBaHNe MHHMOPMALIMOHHO-CNPABOYHbIX
maTtepuarnos. [JokyMeHTUpoBaHue
NH(OPMAaLMOHHO-CMNPABOYHbIX MaTeprarnos.
CnipaBku, akTbl, AOKNaAHble U 06bACHUTENbHbIE
3anuckun, JOBEPEHHOCTU, CNyXebHble NMCbMa,
TenedgoHorpaMMbl, Tenerpammel, pakcorpammei.
OcobeHHoCcTU cocTaBneHms n 0POPMITEHNS.

paboTa c
SNEKTPOHHbLIMU
obpasoBaTenbHbIMU
pecypcamu; aHanm3
HOPMAaTMBHbIX
OOKYMEHTOB;

[okymeHTaumsa No TPYAOBbIM OTHOLLEHUSM.
CTpyKkTypa 3akoHogaTenbHOn 1 HOpMaTUBHO-
mMeToamnyeckon 6asbl 4enonpomssoacTsa no
opraHunsaumm paboTbl ¢ 0OpaLLeHnAMU rpaxaaH.
O6palleHus rpaxaaH Kak NpaBoBON U
NONNTUYECKUIA MHCTUTYT. MopsAoK paccMoTpeHUs
N paspeLueHms obpalleHnin rpaxaaH. JIndHbin
NpyeM rpaxkagaH v NopsaoK ero NpoBedeHus.

noaroToBKa K
Aanckyccum; pabota
C 3NEKTPOHHbIMY
obpasoBaTenbHbIMU
pecypcamu; aHanu3
HOPMaTUBHbIX
[OKYMEHTOB

Oprannszaumsa n TexHonormm paboTbl ¢
AokymeHTamu. OpraHmnsaums JOKyMeHToo6opoTa U
€ro OCHOBHble 3Tanbl. [lopsaok NpoxoXxaeHus u
NCMNOMHEHMs BXOASALWMNX JOKYMeHTOB. Mopagok
NMPOXOXAEHMS UCXOOALLNX N BHYTPEHHMX
OOKYMEHTOB B npoLiecce nx noarotoku. Mopsgok
npuvemMa v nepegayn JOKYMEHTOB OpraHusauum.
Pernctpaumsa n yyet gokymeHToB. OpraHusauus
KOHTPONS 32 UCMOJSTHEHNEM JOKYMEHTOB.
Oprannszaums onepaTUBHOIO XpaHeHUs
OOKYMEHTOB. JKCnepTM3a LEeHHOCTU JOKYMEHTOB.
PaboTta ¢ gfokymeHTamu, cogepalimmm
KOHUAeHUManbHble CBEOEHUS.
WHopMaUnoHHbIE TEXHONOMNN B
Oenonpou3BoacTBe.

paboTa c
3NEKTPOHHbLIMM
obpasoBaTenbHbIMU
pecypcamu; aHanus
HOpMaTUBHbIX
[OKYMEHTOB
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ApXUBHOE XpaHEHNe JOKYMEHTOB.
MpenHasHayYeHne apxmMBoB U UX TUMbl. MoHsATUE
apxuBa 1 ero pyHkuMK. Buabl apxmeos.
MoaroToBka AOKYMEHTOB K Mepeaaye Ha apxvBHOe | aHanu3

XpaHeHune. OpraHusaumsi MICNosb30BaHMs HOPMAaTMBHBbIX
ApPXMBHBIX JOKYMEHTOB. TEXHOMNOMMsS XpaHeHus OOKYMEHTOB;

5 10 OOKYMEHTOB B apxuBax. QKCnepTm3a LLeHHOCTH paboTa c
AOKYMEHTOB M KOMMIEKTOBAHWE apXMBOB. YUeT U 3NEKTPOHHbLIMM
XpaHeHne JOKYMEHTOB B apxuBax. [pumeHeHne obpasoBaTenbHbIMU
COBPEMEHHLIX MH(POPMALIMOHHBIX TEXHOMOIMIA B pecypcamu;

apxvBHOM Jene. TeopeTuko-npaBoBble acnekTbl
MeXAYyHapOAHOro NepeMeLLeHNs apXUBHbIX
[OKYMEHTOB.

4. UHTepaKkTuBHbIe (POpMbl 0Opa3oBaTeNnbHbIX TEXHONOIMM

Homep Bun Konunyecteo
Mogaynb y4eOHbIX O6pa3oBaTerbHble TEXHOOMMK
pasgena y yacos
3aHATUN
2-4 46,7 N3 NeKumm ¢ Ucnosib3oBaHNEM Npe3eHTaunm 6
2-4 46,78 N3 CUTYaUUOHHbIE 3a4a4m 8
2,5 9,10 N3 y4ebHble gnckyccum 4
1-5 1-10 CPC paboTa C 3NeKTPOHHbIMU 06pa3oBaTENbHbIMU 20
pecypcamu
2-5 3-10 CPC | aHanu3 HopMaTUBHbIX JOKYMEHTOB 16

5. ®oHA OLEHOYHbIX CPEACTB ANsl NPOBEAEHUA TEKYLLEro KOHTPONsA u
NPOMEXYyTOYHOM aTTecTauum obyyarowmxcs no gucuuniimHe (moaynio)

doHO oLIeHOYHbIX CpeacTB

6. Yue6GHO-MeTOAUYECKOE U NH(pOPMALMOHHOE obecnevyeHne AUCLMNNUHDI
6.1. OcHOBHas nuTepaTypa
6.1.1. MNeyvyaTHble U3gaHusa

1. bacakos M.WN. [lenonpon3soacteo. [JokyMeHTaumoHHoe obecnedeHne ynpaBneHus: y4ebHuk
- 13-e n3a., ctep. - PoctoB-Ha-[loHy: PeHukc, 2014. - 376 c.

2. Makaposa O.A. [lokymeHTauMoHHOe obecnedeHune ynpaerneHus: ydeb. nocobue - Yura :
3a6bly, 2012. - 110 c.

6.1.2. UspaHna n3 36C

1. KysHeuoB W.H.. [lokymeHTaumoHHoe obecrneveHvne ynpaBneHus nepcoHanom: yy4yebHuK u
npaktmkym /- MockBa: WapatenbctBo HOpant, 2017. — 520 c. Ccbinka Ha pecypc:
http://www.biblio-online.ru/book/BDE14AC8-BFC6-4C18-BBDF-ADOG6E453A417

2. OoponuHa J1.A. [dokymeHTOBedeHue: y4ebHMK W MpakTukym - 2-e wu3ga. - Mocksa:
UzpatenbctBo tOpant, 2017. — 309 c¢. Ccbinka Ha pecypc. http://www.biblio-
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http://work.zabspu.ru/fos/18/187/%D0%A4%D0%9E%D0%A1 38.03.04 %D0%9E%D1%81%D0%BD%D0%BE%D0%B2%D1%8B %D0%94%D0%9F 2015-2017.pdf

online.ru/book/DEO6DE28-E4E5-49FB-A620-EEFAA357421B

3. Kabawoe C.HO. [lenonpon3BoacTBO U apxXxMBHOE AENO B TEPMUHAX U onpedeneHusx: y4eo.
nocobwue - Mockea, OIINHTA, 2009. 296 C. Ccblinka Ha pecypc.
http://www.studentlibrary.ru/book/ISBN9785976507845.html

6.2. lononHuTenbHaa nuTepaTtypa
6.2.1. MNeyvyaTHble U3gaHusA

1. Kocbix B.. ApxnBoBeaeHue: y4eb. nocobue - Yuta : 3abl'y, 2015. - 139 c.

2. KysHeuoB W.H. Jenonpounssoacteo. [JokyMeHTaUNoOHHOEe obecneveHne yrnpaBreHus: cnpas.
nocobue ans By3oB - PocTtoB-Ha-[loHy: ®eHunkc, 2014. - 396 c.

3. Hekpaxa A.B. OpraHmsauus KoHMAEHUMANbHOIO Oenonpou3BoAcTBa W 3awuTa
nHdopmaLmm: y4eb. nocobue - Mockea: Akagemuyeckun MNpoekt, 2007. — 224 c.

4. Makaposa O.A. OcHOBbI 4eMNONPOoM3BOACTBA: MeToaMYeckne ykasaHusa - Yuta; 3a6ly, 2015.
-116 c.

6.2.2. U3paHua us 36C

1. Wysanoea, Hatanua HwukonaeBHa. OpraHmsaumss M TEXHOMOrMs AOKYMEHTaLUOHHOrO
obecnedeHns ynpaBneHusa: YyebHuuk u npaktukym / LlyeBanoBa Hatanus HwukonaesHa;
LWysanosa H.H. - M.: M3pgaTtenbcTtBo KOpawnT, 2017. - 221. - (bakanaBp. AkagemMn4eckui Kypc). -
ISBN 978-5-9916-5843-0: 73.71. http://www.biblio-online.ru/book/B621F068-A574-4630-BCD1-
0D785C133657

2. KopHeeB, Uropb KoHcTaHTMHOBMY. [JoKyMeHTaUMOHHOe obecneyeHne ynpaeneHns + TecTbl B
36¢: YuebHuk n npaktukym / KopHeeB Uropb KoHctaHTMHOBUMY; KopHeeB W.K., MweHko A.B.,
MawypueB B.A. - 2-e n3g. - M.: NagatensctBo KOpawnt, 2017. - 384. - (MpodeccnoHanbHoe
obpasoBaHue). - ISBN 978-5-534-05022-6: 1000.00. http://www.biblio-
online.ru/book/5E6B838B-E208-4360-84ED-33406B23FDD9

6.3. ba3bl AaHHbIX, UH(PhOPMaLUMOHHO-CNPABOYHbIE U MOUCKOBbLIE CUCTEMBI

1.06pasoBaTernbHble pecypchbi:

- https://e.lanbook.com/ OnekTpoHHO-6MBNnoTeyHasn cuctema «M3pgatenbcTBo «JlaHby.

- https://lwww.biblio-online.ru/ 3nekTpoHHO-O6MbNMoTeyHasn cucrema «HKOpanT»

- http://www.studentlibrary.ru/ OnekTpoHHo-6uGNMoTeyHasa cuctema «KOHCYyNbTaHT CTyaeHTa»
- http://www.trmost.com/ SnekTpoHHO-6MONMnoTeYHasn cuctema « TPOULIKAIA MOCT»

2. HayuyHble pecypcbl:

- http://diss.rsl.ru/ OnekTpoHHass GubnuoTeka amcceptaumi Poccuinckon rocyaapCTBEHHOM
onbnunoTtekn.

- https://elibrary.ru/ HayuHas anektpoHHasi bmbnmoTeka eLIBRARY.RU

7. NMepeyeHb NporpaMMHOro o6ecneyeHus

MporpammHoe obecneveHne obulero HasHaveHusi: OC Microsoft Windows, Microsoft Office,
ABBYY FineReader, ESET NOD32 Smart Security Business Edition, Foxit Reader, AUBC
"Merallpo".

MporpammHoe obecneyenne cneymnanbHoro HasHadveHus: CrC "KoHcynbtaHT MNntoc”

8. MaTepuanbHO-TeXHU4YeCKoe obecneyeHne AUCLUNNNHbBI

672039, r. Yuta, yn. bapryauHckas, 49a, ayg. 02-107.

YyebHaa ayguTopust N NpoBeAEHMS 3aHSATUI JIEKLUMOHHOIO TWUMa, 3aHATMI CEMMHAPCKOro
TMNa, rpynnoBbIX U MHAMBUAYANbHbBIX KOHCYNbLTALMWA, TEKYLLEro KOHTPONS U NPOMEXYTOYHON
aTTectaumm.

Komnnekt cneuuwansHon yyebHon mebenu. [Jocka ayauTopHasi menoBad. [locka MarHuTHoO-
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MapKepHasi.
Komnnekt mobunbHoro o6opyaoBaHWs, KOTOPLIA OpraHn3oBaH B Buae MOBUNbHOro
nepeaBWKHOrO MHOrOGYHKLMOHANbLHOrO KOMMSiekca (yCTaHaBNMBaAETCA B ayaAMTOpPUN Mo 3asiBKe
npenogaeartens): HOYTOYK, MyfnbTUMEOUNHBIA NPOEKTOP, 3KpaH 1 ap.

672039, r. YuTta, yn. baprysuHckas, 49a, ayg. 02-211.

KomnbloTepHbin Knacc. YuebHaa ayautopusa Ons NpoBedeHUs 3aHATUA CeMUHApPCKOro Tuna,
rpynnoBbIX W MHOMBUAYANbHbIX KOHCYMbTAUWA, TEKYLLero KOHTPOMNs M MPOMEXYTOYHOM
aTTecTaumm, camocToaTenbHon paboTbl.

Komnnekt cneuwanbHon yyebHoli mebenu. [Jocka ayauTopHasi menoBasd. [locka MarHuTHoO-
MapkepHas. MK — 25 wr.

9. MeToaun4yeckue peKkomMmeHaaunmn no opraHn3aunm ndydyeHmna gncumniinHbl

CamocTtosTensHasa paboTta CTyQeHTOB 3aHMMaeT BaxHoe MecTo B yyebHOM npouecce wu
SABNAETCH OOHUM M3 FMaBHbIX METOOOB rNyOOKOro U BCECTOPOHHEro M3yYeHUst MPOrpamMmmMHOro
MaTepmana no kypcy «OcHoBbl genonpoussoacteay. OHa cnocobCcTBYeT rnMybGOKOMY YCBOEHUIO
3HaHWIA, pasBuBaeT CaMOCTOATENBHOCTb MbILLITEHUS, OpraHM3oBaHHOCTb,
LeneycTpeMneHHoCTb,  CaMOKOHTPOMb,  AUCUUMMMHUPOBAHHOCTb, 4YTO  cnocobcTByeT
OOCTMKEHUIO MNaHUPYEMbIX pe3ynbTaToB 00yYeHUs (KOMNETEHLUI).

CtyoeHT B npouecce obydeHMst OOMKEH He TOMbKO OCBOUTb y4ebHy nporpaMmy, HO U
NpMoOpecTn HaBblkM caMocToATeNbHOM paboTel. CamocTosiTenbHas paboTa CTyoeHTOB UrpaeT
BaXHYI0 pONb B BOCMUTAHMU CO3HaTENbHOMO OTHOLIEHUA CaMWX CTYOEHTOB K OBMafeHuio
TEOPETUYECKUMN N MPAKTUYECKMMU 3HAHUAMM, MPUBUTMM UM MNPUBBLIYKU K HanpasBreHHOMY
uHTennekTyanbHomy Tpyay. O4YeHb BaXHO, YTOObI CTyAEeHTbl HE MPOCTO NpMobpeTany 3HaHWS,
HO 1 oBnageBanu crocobamu nx AoObIBaHUS.

CamocTtosaTensHasa pabota NpoBoAMTLCSA C Lenbio yriybneHns s3HaHusa 1 npegycmaTpyBaert:

1. M3yyeHue oTAenbHbLIX pa3aenos TeM OUCLMNNUHBI;

2. JYTeHne CTyOeHTamMu pPEeKOMEHOOBAHHOW nuTepaTypbl U YCBOEHWE TEeOpPETUYECKOro
MaTepvana AUCUUNnHbI;

3. aHanu3 HOpPMaTMBHO-METOOUYECKUX [AOKYMEHTOB, perfaMeHTUPYIoWNX cocTaBneHve u
odhopMneHne JOKYMEHTOB, BeAeHVEe Aenonpon3BoaCcTBa U apXMBHOrO XpaHeHUst JOKYMEHTOB;
4. NOArOTOBKY K MPaKTUYECKMM 3aHATUAM (4oKnabl, OUCKYCCUW, SMNEKTPOHHbIE Npe3eHTauuu,
peLUeHne CUTyaumMOHHbIX 3aday);

5. paboTty ¢ IHTepHeT-UCTOYHUKaMK, 6asamun OaHHbIX;

6. MoAroToBKY K pasnuuHbIM opMaM KOHTpons (KOHTponbHas paboTa, pelleHue
CUTYaLMOHHbIX 3a4au)

lMocnepoBaTeENbHOCTL BCEX KOHTPOMbHBIX MEPOMPUATUA U3NOXEeHa B HacTosiwen pabouen
nporpamMme, KoTopas JOBOAMTCS 0O CBEAEHMS KaXOoro CTyAeHTa B Havarne cemMecTpa.
lMnaHMpoBaHMe BpeMeHM Ha caMoCToATeNnbHylo paboTy, HeobxooMMOro Ha Wu3y4veHue
HacTosWwen AMCUMMMMWHLI, CTydeHTam fyylle BCero OCyLecTBNATb Ha BeCb CeMecCTp,
npegycMaTtpuBas npyv 3TOM perynsipHoe MoBTOPeHWe npowaeHHoro martepuana. Matepwan,
3aKOHCMEKTUPOBAHHBIA Ha JNEKUMsX, HeoOXOOMMO perynspHO LOMOMHATb CBEAEHUSAMU U3
nuTepaTypHbIX UICTOMHUKOB, NpeacTaBneHHbIX B paboyen nporpaMmme.

Onsa pacwuvpeHns 3HaHM No AucumMniMHe Heobxoammo mcnonb3oBaTb WHTepHeT-pecypchbl U
crneunanuanpoBaHHble 0a3bl  AaHHbIX: NPOBOAUTL MOUCK B PasfuyHbiX CUCTEMAx MU
MCnonb3oBaTb Martepuanbl CaWTOB, PEKOMEHAOBAHHbLIX MNPEenofaBaTerieM Ha JEKUMOHHbIX
3aHATHSA.

MoarotoBka Kk ceccun. Kaxabii y4ebHbI cemecTp 3akaHuMBaeTCs aTTecTauMOHHbIMU
UCMbITAHUAMW: 3a4E€THO-3K3aMeHaLMOHHOW CECCUEN

lMogroToBka K 9K3aMEHAUMOHHOM ceccun (cava 3a4eTOB W 9K3aMEHOB) sBMsieTcA
OTBETCTBEHHENLUMM NepuMogoM B paboTe cTyaeHTa. Cepbe3HO MOAroTOBUTLCA K Ceccuu u
yCcrnewHo caaTb BCe 9K3aMeHbl — AOMr Kaxaoro cTtyaeHTa. PekomeHayeTcs Tak opraHusoBaTb
y4ebHyto paboTy, 4Tobbl Nepen NepBbiM OHEM Havana ceccum ObiNU caaHbl U 3alUULLEHBI BCE
npakTuyeckue paboThbl, MpegyCcMoTpeHHble rpadhmkoM y4ebHoro npowecca.

OcCHOBHOE B NMOArOTOBKE K CECCUM — 3TO NMOBTOPEHME BCEro MaTepmana, Kypca unv npeamera,
no KOTOPOMY Heobxoanmo caaTb 3a4erT.
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PaspaboTumk/rpynna paspaboTymkoB: Makaposa Onbra AnekcaHgpoBHa AOLUEHT

PaccmoTpeHa Ha 3acegaHum Kadeapbl
(npotokon ot 01.09.2017 r. N2 01)
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