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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
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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

Homep

pasgena CO[J,Gp)KaHVIe NEKUMOHHbIX 3aHATUI

Mogaynb

CywHocTb coBpeMeHHoro genonpouseoactea. ObLias xapakTepucTuka
Aenonpon3BoacTea U UCTOPUS ero BO3HUKHOBEHUSI. OCHOBHbIE
NOSIoXKEeHMS NO LOKYMEHTUPOBAHMIO YNPaBEHYECKON AesTENbHOCTMY.

1 1 3HadeHne OoKyMeHToBeaeHUs aAns apeKTUBHOCTM yNpaBneHus,
3KOHOMWKN BPEMEHW N PECYPCOB, ONEPaATUBHOCTY NPUHATUS
ynpaBneH4yecknx peweHnin. OCHOBHbIE KOMMOHEHTbI JOKYMEHTUPOBAHUS.
dakTopbl, BAMSAIOLWME HA CUCTEMY AOKYMEHTUPOBAHUS.

COBpeMeHHOG 3akoHoaaTernbHoe N HopMaTUBHO-MeToAn4YecKoe
obecneyeHune B C(bepe aenonpounsBoacTtBa. Cucrtema opraHoB BJf1aCthn B
3 ccpepe aenonpoun3soacTBa. 3akoHogaTtenbHoe pernameHTnposaHune
genonpoun3BoacTtBa. HOpMaTI/IBHO-MeTOD,I/I‘-IeCKI/Ie OCHOBbI
genonpou3BoacTtBa.
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HopmaTuBHble TpeboBaHMSA K COCTaBMEHUIO AOKYMEHTOB. bnaHk
AoKkymeHTa. Popmynap ynpaBneH4Yeckoro okymeHTta. CTpykTypa
OOKyMmeHTa. PekBuant gokymeHTa n obme TpebosaHns K ero
ocbopmnenuto. Jlekumna-npeseHTaums

[oKyMeHTMpOBaHMe OpraHn3aLMOHHO-PacnopsiAMTENbHON OEATENBHOCTY.
OpraHnzaumoHHast oKyMeHTaums (ycTaBbl, UHCTPYKLNK, NOSNOXEHNS).
PacnopsigutenbHble JOKYMEHThI: OCHOBHbIE TPebOoBaHMS K 0OPMITEHNIO
(mocTaHOBNEHUS, PELUEHMS, PACTIOPSKEHUS, YKasbl, Npukasbl). Jlekuyms-
npeseHTaums.

[lokyMeHTMpoBaHe NHHOPMAaLMOHHO-CPABOYHbIX MaTeprarnos.
Pa3HoBMOHOCTM MHOPMALIMOHHO-CMPABOYHbIX AOKYMEHTOB, X
cocTaBreHue n opopmreHne. Cripasku, akTbl, AOKNaAHbIE,
NOSICHUTENbHbIE Y 0O BbACHUTENbHbIE 3aMWUCKW, JOBEPEHHOCTH,
cnyxebHble nucbma. Jlekums-npeseHTaums.

JokymeHTauusa no TpyaoBbIM OTHOLEHUAM. [NepBUYHbIE OKYMEHTHI
Tpygooyctponctea. Tpygosoun gorosop. JInyHoe Aeno cotTpyaHuka
opraHusaumu. TpyaoBas KHUXKKA: Bbldada, 0popMIieHne, XpaHeHue.
PaboTta ¢ NMMCbMEHHbIMW 0OpaLLEHMSMU TpaXXaaH.

OpraHusaumst n TexHonornm paboTbl ¢ AoKymeHTamu. MNMopsaok
NPOXOXAEHMS U UCTIONHEHNS BXOASALLMX LOKYMEHTOB. Mopsigok
NPOXOXAEHMUS UCXOASILLUMX U BHYTPEHHUX LOKYMEHTOB B NPOLIECCE UX
noaroToBku. MNopsaok npyema v nepegayn AOKyMEHTOB OpraHu3aLmu.
Pernctpaums n yyet gokymeHToB. OpraHnsaumns KOHTporns 3a
NCMNONHEHMEM OOKYMEHTOB.
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ApXUMBHOE XpaHeHue JOKYMEHTOB. [MoHATME apxuBa 1 ero QyHKLMK.
Bugbl apxmBoB. OpraHnsaums apXuBHOro gena Ha CoBpeMeHHOM aTare.
OkcnepTnsa LEHHOCTU JOKYMEHTOB 1 KOMMNIEKTOBaHNE apXMBOB. YUeT U
XpaHeHne OOKYMEHTOB B apXMBax.

3ao4Has dhopma

Moaynb

Homep
pasgena

Co,u,epmaHme NEKUMOHHbIX 3aHATUI

1

2




CoBpeMeHHOe 3aKoHoAaTeNbHOE U HOPMATUBHO-METOANYECKOE
obecneyeHune B chepe aenonponssoactea. Cuctema opraHoB Bnactvi B
cdhepe genonpounsBoAcTBa. 3akoHoAaTenbHoOe pernaMmeHTUpoBaHme

3 Aenonpoussoactea. HopmaTMBHO-MeTOANYECKNE OCHOBBI
aenonpou3soacTea. 'ocygapcTBeHHble (HaUMOHanbHbIE) CTaH4apThl Ha
OOKYMEHTALMIO, pErnaMeHTUpYHLLIME COCTaB U 0hopMIieHne PEKBUNTOB

5 Cnyeb6HbIX LOKYMEHTOB.
HopmaTtunBHble TpeboBaHUA K COCTaBNEHMIO JOKYMEHTOB. bnaHk

4 OokymeHTa. Popmynap ynpaBneH4Yeckoro JokymeHTa. CTpykTypa
OOKyMeHTa. PekBuant gokymeHTa n obme TpeboBaHus K ero
0hopMAEHNIO.

3 6

7

4
8
9
5
10

3.3. MpakTnyeckne (ceMnHapcKme) 3aHATUSA

Ou4Hasna hopma

Moaynb

Homep
pasgena

CopepxaHme npakTN4eCKUX(CEMUHAPCKNX) 3aHATUN

[okymeHTMpoBaHHasa nHopmaums. [JokyMeHT: NOHATUE, COOTHOLLEHWE
MOHATUI «MHGOPMaLNSA» N «AOKYMEHT». [JoKyMeHTbl odhuumarnbHble
(cnyxebHble), NIMYHbIE (NEPCOHANbHbIE) U IMYHOIO NPOUCXOXOEHUS.
®yHKUMKM aokyMeHTa. CBOWCTBA M NPU3HAKN AOKyMeHTa. ABTOPCTBO
AoKyMeHTa. Buabl JOKyMeHTOB, onpeaensemble COBpEMEHHbIMU
3aKkoHogaTenbHbIMU U HOPMATUBHBIMU aKTaMu.

HopmaTtunBHble TpeboBaHNs K COCTaBNEHUIO AOKYMEHTOB. PekBM3nNT
AOoKyMeHTa. HopMmaTuBHbIE TpeboBaHUsi K COCTaBy OCHOBHBIX PEKBU3UTOB
N nx opopmnenunto. MNMocTosiHHasi, NnepemMeHHas YacTb PEKBU3NTOB.

WHdopmaLnoHHO-A0KYMeEHTaLMOHHOe obecneveHue paboThl annaparta
ynpasneHus. CylHOCTb JOKYMEHTALMOHHOrO obecnevyeHns ynpasneHus.
3agaumn n dyHkummn cnyxosl JOY. Ctpyktypa cnyx6el JOVY. MNpaBa 1
OTBETCTBEHHOCTb CcryX6bl [JOY. [JOMmMKHOCTHON U TEXHMYECKUA COCTaB
paboTHNKOB. PyHKUMOHArbHbLIE 0653aHHOCTN paboTHUKOB cnyxobl JOY.




,D,OKyMGHTI/IpOBaHI/Ie OpFaHVI3aLI,VIOHHO-paCFIOpﬂD,VITeJ'IbHOIZ DeATeNnbHOCTW.
OpFaHVI3aLI,VIOHHbIe OOKYMEHTbI U UX BUAObI. PeweHne CUTYaUUOHHBbIX
3aay un O(*)OpMJ'IeHVIe pacnopAaanTenbHbIX JOKYMEHTOB.

[okymeHTMpoBaHue nHPOpPMaLNOHHO-CNPaBOYHbIX MaTepunanos.
PelleHne cutyaumMoHHbIX 3a4a4 U odhopmreHme MHPOPMaLMOHHO-
CMpaBoOYHbIX JOKYMEHTOB.

[okymeHTaumnsa no TpyAoBbIM OTHOLWEHUAM. CTpyKTypa 3akoHoAaTernbHOM
1 HopMaTuBHO-MeToAnYeckon 6asbl 4enonpon3BOACTBA B OpraHn3aLumm
paboTbl ¢ o6paleHnamu rpaxkgaH. ObpalleHns rpaxkaaH Kak NpaBoBON U
NONMUTUYECKMIN MHCTUTYT. [opaaoK pacCMOTPEHNs 1 pa3peLleHuns
obpaLlleHui rpaxaaH. JIMYHBIN NpUeM rpaxgaH v NopsiaoK ero
npoeedeHus

Oprannszaumsa n TexHonorum paboTbl ¢ JOKyMeHTaMn. Peructpauus u
yyeT gokymeHToB. OpraHmM3auuns KOHTPOns 3a UCNOMHEHNEM OOKYMEHTOB.
MHdopMaunoHHbIe TEXHOMNOMN B 4EeNONPOon3BOACTBE.
KoHtmngeHumansHoe 4enonpomsBoAcTBoO.
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ApX1MBHOE XpaHeHne OOKYMeHTOB. MNpeaHasHayeHne apxmBoB U UX TUMbI.
OpraHu3aums ICnonb30BaHNst apXMBHbLIX JOKYMEHTOB. TexXHomorus
XpaHeHWs JOKYMEHTOB B apxuBax. [puMeHeHe COBPEMEHHbIX
NHOPMALMOHHBIX TEXHOMOMMIA B apXMBHOM aere. TeopeTunko-npaBoBble
acnekTbl MeXAyHapoaHOro nepemMeLLeHms apXmMBHbIX JOKYMEHTOB.

3aoyHas dopma

Homep .
Mogaynb CopepxaHme npakTN4eCKUX(CEMUHAPCKNX) 3aHATU
pasgena
[ OKyMEHTMpPOBaHME OpraHN3aLMOHHO-PaCNoPAANTENBHON AEATENBHOCTHU.
3 6 OpraHn3aumoHHble JOKYMEHTbI U UX BUAbl. PelleHne cuTyauuoHHbIX
3agadv 1 opopmMneHne pacnopsamTenbHbIX JOKYMEHTOB.
[okymeHTMpoBaHue nHPoOpMaLNOHHO-CNPaBOYHbLIX MaTepunanos.
4 7 PeweHne cutyaumoHHbIX 3a4a4 U odhopmreHme MHPoOpMaLNOHHO-

CnpaBOYHbIX OOKYMEHTOB.

3.4. NabopaTopHbIe 3aHATUA




3.5. OpraHusaums camoCToATeNIbHOW pPaboThbl

Ou4Hasna hopma

M Howmep CogepxaHme maTepmana BbIHOCMMOrIO Ha Bunel y
oaynb CaMOCTOSITENbHOM
pasgena CaMOCTOSITENbHOE U3y4eHue
paboThbl
CyLWHOCTb COBPEMEHHOTO Aenonpon3BoaCcTBa.
[enonpon3BoAcTBO Kak Hayka 1 y4ebHas paboTa c
1 1 avcuunnuHa. Mictopus passuTtns CUCTEMBI 3NEKTPOHHbBIMMU
aenonpoussogcTea B Poccun. Criyxba obpasoBaTenbHbIMU
OOKYMeHTaLMOHHOro obecneyeHns yrnpaBneHus: pecypcamu
dopMbl, CTPYKTYpa 1 3agauyun.
[okymeHTupoBaHHasa nHdgopmaund. MHgopmaums | noarotoska
B YNpaBliEHYECKOWN AeSATENbHOCTU. YNpaBneHne OOKNazoB U
AokymeHTaumen. Cnocobbl u cpeacTea npeseHTaunm;
1 2 OOKYMeHTMpoBaHua. MaTepuanbHble HocuTenm paboTa c
OOKYMEHTMPOBaHHOW MHopmauuun. BnvsHme Tuna | anekTpoOHHbIMU
HoCUTENsl MHpOPMaLMK Ha JONTOBEYHOCTb U obpasoBaTenbHbIMU
CTOMMOCTb JOKYMEHTa. pecypcamu
noaroToBKa K
Aanckyccuu; pabota
CoBpeMeHHoe 3aKoHOA4aTENbHOE U HOPMATUBHO- C 3NEKTPOHHbBIMM
mMeToanyeckoe obecreyeHue B cpepe obpasoBaTenbHbIMU
aenonpoussoactea. ObLepoccumckme pecypcamu;
KnaccudumkaTopbl TEXHUKO-9KOHOMMUYECKON 1 CoCTaBrieHue
2 3 coumanbHou nHdopmMaunn: NnpeaHasHayvyeHue u Te3ncos
xapaktepuctukm (OKY, OKATO, OKIO, OI'PH, (xapakTepucTuka
OKOTY, UHH/KTIM). TunoBasi MHCTPYKUMS MO 00LLEepoCCUNCKNX
Aenonpoun3BoAcTBY B (pefepanbHbIX opraHax KnaccudukaTopos);
WCMONHUTENbHOW BriacTu. aHanus
HOPMAaTMBHBbIX
OOKYMEHTOB
paboTa c
3NEKTPOHHBIMU
obpasoBaTenbHbIMA
HopmaTuBHble TpeboBaHWSA K COCTaBMEHUIO pecypcamu; aHanus
OOKyMeHTOB. CTpyKTypa AOKYMEHTa U PEKBU3UTLI, | HOPMaTUBHbIX
> 4 OTHOCSILLMECS K CTPYKTYPHbIM YacTsaM OOKYMEHTa. | AOKYMEHTOB;
OcHoBHble TpeboBaHMst K 0OOPMIEHUNIO pelueHne
pekBn3nToB AokyMeHTa B cooTBeTcTBUM ¢ [OCT P | cuTyaumnoHHbIX

6.30-2003.

3agay; nogroTtoska
K KOHTPOMbHON
paboTe no Temam 1-
4
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WHopMaLnoHHO-A0KYMEHTaLNOHHOEe
obecneyveHune paboTbl annaparta yrnpasneHus.
OcHoOBHbIe BUAbI AOKYMEHTHOW AeATEeNbHOCTU.
WHpopmauusa B ynpaBneH4eckon AesaTenbHOCTU.
YnpaBsneHue gokymeHtaumen. OpraHmsaums
WHOPMALMOHHO-MOUCKOBLIX CUCTEM MO
AOKyMeHTaM yupexaeHus. Crnyxobi
OOKYMEHTaLMOHHOro obecnevyeHns ynpaBneHus:
3agauun u pyHKUUK, NpaBa 1 OTBETCTBEHHOCTb,
cTpykTypa. Cnctembl JokyMmeHTaumn. Llenn,
3aJa4yn, OCHOBHbIE NPUHLMMbI, METOAbI
YHUMKaLumMm n ctaHgaptusaumn. HanpasneHns
YHUpMKaLMK. YHUMDUKaLNA TEKCTa AOKYMEHTA,
OCHOBHbIE METOAbI.

paboTa c
SMNEKTPOHHbLIMU
obpasoBaTenbHbIMU
pecypcamu; aHanm3
HOPMAaTMBHbIX
OOKYMEHTOB

[lokyMeHTMpOBaHWE OpraHN3aLMOHHO-
pacnopsanTenbHON AesTENbHOCTH.
OpraHun3auUMoHHO-NPaBoBbIE OKYMEHTbI — YCTaBbl,
MONOXEHWS, LUTATHbIE PacnMcaHNUs, pernaMmeHTbl,
[0roBopbl. TpeGoBaHMs K UX COCTABIEHUIO.
CTpyKTypa TEKCTOB, NOPSIAOK YAOCTOBEPEHMS

paboTtac
3NEKTPOHHbLIMM
obpasoBaTenbHbIMK
pecypcamu; aHanus

HOPMaTMBHbIX
OpraHM3aLMOHHO-NPaBOBbLIX JOKYMEHTOB. [IOKYMEHTOB:
PacnopsaguTtenbHble JOKYMEHThI, u3faBaemble B euilel-wle '
YCNOoBUSX KONMernansHoCT! 1 eANHONUYHOIo P
CUTYaLUNOHHBIX
NPUHATUSA peLlleHud. STanbl NOAroTOBKM sanay
pacnopsaguTerbHbIX JOKYMEHTOB. [opaaok nx
cocTaBneHns n oopMneHns
paboTa c

J[lokyMeHTMpOBaHME MHOPMAaLMOHHO-CMPABOYHbIX
maTepuanos. [JokyMeHTUpoBaHue
NHOPMALIMOHHO-CMPABOYHbIX MaTepuanos.

3NEKTPOHHbLIMM
obpasoBaTenbHbIMK
pecypcamu; aHanu3

CnpaBku, akTbl, AOKNaaHble N 06bACHUTENbHbIE HOpPMaTMBHbIX
3anunckn, 4OBEPEeHHOCTH, criyebHble NMcbma, OOKYMEHTOB;
TenedgoHorpammel, Tefierpammel, hakcorpammei. pelleHne
OcobeHHoCTH cocTaBneHns n opopmneHns CUTYaUMOHHBIX
3agad
noaroToBka
[okymeHTaumsa No TPYAOBbIM OTHOLLEHUSAM. OOKNaaoB U
Cuctema v KoMnnekcbl KagpoBOW AOKYMEHTaLUN. 3MNEKTPOHHBIX
[okymeHTauus no NMYHOMY COCTaBy — TpyAOBble npeseHTaumm;
A0roBopbl, NpuKasbl N0 NMIMYHOMY COCTaBY, paboTa ¢

TPYLOBbIE KHUXKN. YHUPULMPOBAHHbIE (hOPMbI
NepBUYHON YY4EeTHOW JOKYMeHTauuu rno Tpyay v ero
onnare. [Nopagok 3anonHeHNs YHUPULIMPOBaHHbIX

dopm.

3NEKTPOHHbLIMM
obpasoBaTenbHbIMU
pecypcamu; aHanm3
HOpMaTMBHbIX
AOKYMEHTOB

OpraHusaums n TexHonornm paboTbl ¢
AokymeHTamu. OpraHnsaunsa 4oKyMeHToobopoTa U
€ro OCHOBHbIe 3Tanbl. OpraHnsaums onepaTuBHOIO
XpaHeHUs AOKYMEHTOB. DKCNepTu3a LLeHHOCTU
AoKymMeHTOB. PaboTta ¢ JoKyMmeHTamu,
cogepXalmmm KoHaeHUnanbHble CBEAEHMS.

noaroToBka K
anckyccum; paboTta
C 9NEKTPOHHBLIMM
obpasoBaTenbHbIMU
pecypcamu; aHanu3
HOPMaTUBHbIX
[OKYMEHTOB
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ApXI/IBHOG XpaHeHne OOKYMEHTOB. MogrotoBska

aHanu3
HOpMaTUBHBbIX
[OKYMEHTOB;
NMoAroToBKa K

5 10 OOKYMEHTOB K Nepefaye Ha apXMBHOE XpaHeHue. i
Aanckyccum; paboTta
Oco6eHHOCTM apXMBHOIO XpaHeHUS1 OKYMEHTOB.
C 3NEKTPOHHbIMU
obpasoBaTenbHbIMU
pecypcamu;
3ao4Has dopma
Buabl
Homep CopepxaHne matepuana BbIHOCMMOro Ha .
Mogaynb CaMOCTOATENbHOM
pasgena CaMOCTOSITENIbHOE U3y4eHue
paboTbl
CyLHOCTbL COBPEMEHHOIO 4ENONPOM3BOACTBA.
[enonpon3BoacTBO Kak Hayka 1 yyebHas
ancumnnuHa. Nctopus pasButnsa CUCTEMBI
aenonpoussoacTtea B Poccuun. Cniyxba
AOKYMEHTaLMOHHOro obecneyeHuns ynpaBneHus:
dopMbl, CTpyKTypa 1 3agavn. OCHOBHbIE paboTa c
1 1 NOMoXeHMs N0 4OKYMEHTUPOBAHMIO 3NEKTPOHHbLIMMN
yrnpaBrneH4Yeckon 4esaTenbHOCTU. 3HavyeHne obpasoBaTenbHbIMU
AOKyMeHToBeaeHus ans 9pdekTUBHOCTH pecypcamu
yrnpaBneHusi, 3KOHOMUN BPEMEHN N PECYPCOB,
0onepaTMBHOCTY MPUHATUS yNpaBrieHYEeCKUX
peweHuin. OCHOBHbIE KOMMOHEHTLI
OOKYyMeHTMpoBaHunA. ®akTopbl, BNUSAOLWNE Ha
CUCTEMY OOKYMEHTMPOBAHUS.
[okymeHTupoBaHHasa nHpopmauus. JokyMeHT:
NOHATUE, COOTHOLLEHWE MOHATUN «MHdOPMaLS»
N «OOKYMEHT». [JoKyMeHTbl opmumanbHble
(cnyxebHble), NIMYHbIE (NEPCOHANbHbIE) U TMYHOTO
npouvcxoxgeHns. PyHkumm gokymeHTa. CBoncTBa U
NpU3HaKkn 4OKyMeHTa. ABTOPCTBO AOKYMEHTA. a6oTa G
Buabl 4OKYMEHTOB, onpefensieMmble P
3MEKTPOHHbLIMMN
1 2 COBPEMEHHBLIMW 3aKOHOA4ATENbHbLIMM U

HopMaTUBHbIMK akTamn. MHdopmauna B
yrnpaBneH4Yeckon gesaTenbHOCTU. YnpasneHune
AokymeHTaumen. Cnocobbl u cpeacTea
OOKyMeHTMpoBaHusA. MatepuanbHble HocUTeNn
OOKYMEHTMpOBaHHOW nHopmauuun. BnvsHue tuna
HocuTens nHopmMaunn Ha JONrOBEYHOCTb U
CTOMMOCTb JOKYMEHTA.

obpasoBaTenbHbIMU
pecypcamu

12




CoBpeMeHHOe 3akoHoAaTenbHoe U HopMaTUBHO-
MeToamnyeckoe obecreyeHue B cpepe
aenonpoussoactea. CUCTEMbl JOKYMEHTaLUN.
YcTraHoBneHne HoOpM agMUHUCTPATUBHON,
rpaXkaaHCKOW M YronoBHOW OTBETCTBEHHOCTU 3a
paboTy ¢ AokymMeHTaumen. Cuctema opraHoB
BNacTu B chepe AenonponssoacTsa.
3akoHogaTenbHoe pernameHTUpoBaHne
AenonpowussoacTtsa. HopmaTtneHo-meToanyeckue
OCHOBbI [enonpon3BoAcTBa. [ocyaapCTBEHHbIe
(HaunoHanbHbIE) cTaHA4APThLl HAa AOKYMEHTauuto,
pernameHTMpyoLLne coctas u opopmMneHme
PEKBU3NTOB CIYXEOHbIX JOKYMEHTOB.
'ocypapcTBeHHast cucteMa AOKYMEHTaLUUOHHOMO
obecneyeHus ynpasnenus (FCCOOY).
Obwepoccunckue knaccnmkaTopbl TEXHUKO-
3KOHOMMYECKOM 1 couunarnbHOW MHopmauuu:
npegHasHadvyeHne n xapakrepuctuku (OKY[,
OKATO, OKMNO, OIrPH, OKOT'Y, UHH/KTIIM).
TunoBasa MHCTPYKUUA NO 4enOonNpon3BOACTBY B
heaeparnbHbIX OpraHax UCMONHUTENBHOW BracTu.

paboTtac
3NEKTPOHHbLIMM
obpasoBaTenbHbIMA
pecypcamu; aHanm3
HOpMaTMBHbIX
AOKYMEHTOB

HopmaTuBHble TpeboBaHMSA K COCTABMNEHUIO
AOKyMeHTOB. BnaHk gokymeHTa. Popmynsp
ynpaBrieH4YecKoro AokyMeHTa. PekBnaunt
OOKyMeHTa u obime TpeboBaHus k ero
ogopmnieHnto. CTpyKTypa AOKYMEHTa U

paboTa c
3NEKTPOHHbLIMM
obpasoBaTenbHbIMU
pecypcamu; aHanus

HOpPMaTUBHbIX

PEKBU3NTLI, OTHOCALLMECH K CTPYKTYPHBIM YacTaM i
OOKYMEHTOB;

AokymeHTa. OCHOBHble TpeboBaHus K DeLIGHNE

0hOpPMIEHNIO PEKBM3UTOB AOKYMEHTA B CUTYALIMOHHbIX

cootBeTcTBUM ¢ TOCT P 6.30-2003. MNocTosiHHas u 3a;:|,¥aq

nepeMeHHas YacTb PEKBM3UTOB.

WNHdopmMaumoHHO-0OKYMEHTaUMOHHOE

obecneveHmne paboTbl annaparta yrnpaBreHus.

Cwuctembl gokymeHTauun. Llenu, 3agaum, paboTa ¢

OCHOBHbI€ NPUHLMNbI, METOAbI YHUMKaLMn 1
cTaHgapTmMsaumn. HanpasneHusa yHudukaumm.
YHugUKaumnsa Tekcta JOKyMEHTa, OCHOBHbIE
mMeToabl. OCHOBHbIE BUObI JOKYMEHTHOMN
aearensHocTU. IHdopMaums B ynipaBneH4YecKom
OeATeNbHOCTU. YnpaBneHne JOKYMEHTaUNeN.
Cnyx6bl genonponssoacTea.

3NEKTPOHHbLIMM
obpasoBaTenbHbIMU
pecypcamu; aHanm3
HOPMaTMBHbIX
[IOKYMEHTOB

[oKyMeHTMpOBaHMe OpraHn3aunoHHO-
pacrnopsigMTenbHOM OeATENbHOCTY.
OpraHu13aLMoHHO-NPpaBoBbIE AOKYMEHTbI — YCTaBbl,
NOSOXXEHWS, LUTATHbIE pacnMcaHuns, perfnameHThl,
AoroBopbl. TpeboBaHMsA K UX COCTaBMNEHMIO.
CTpyKTypa TEKCTOB, NOPSAOK yOOCTOBEPEHUS
OpraHn3aLMoHHO-NPaBOBbIX JOKYMEHTOB.
PacnopsigMTenbHble JOKYMEHTbI, U3gaBaeMbIe B
yCNOBMSIX KOMNernanbHoCTU U eQUHONMYHOMO
NPUHATUS pelleHnsi. ATanbl NOArOTOBKM
pacrnopsigMTenbHbIX JOKYMEHTOB. Mopsaok nx
cocTaBneHus n oopmneHus. PelleHne
CUTYaLMOHHBIX 3aaa4 1 obopMieHme
pacnopsiaMTenbHbIX JOKYMEHTOB.

paboTa ¢
3NEKTPOHHBIMU
obpasoBaTenbHbIMU
pecypcamu; aHanms
HOpPMaTMBHbIX
OOKYMEHTOB
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[okymeHTMpoBaHne NHpopMaLNOHHO-CNPaBOYHbIX
mMaTepuanos. [IokymeHTMpoBaHue
NMHPOPMaLMOHHO-CNPAaBOYHbIX MaTepuanos.

paboTa c
3NEKTPOHHbLIMM
obpasoBaTenbHbIMA

4 7 CnpaBku, akTbl, AOKNaAHbIE N OOBbACHUTENbHbIE ;
pecypcamu; aHanus
3annCcKn, JOBEPEHHOCTU, CriykebHble NMCbMa,
HOPMaTMBHbIX
TenedoHorpammbl, TernierpaMmmel, pakcorpammbl. )
OOKYMEHTOB;
OcobeHHocTU cocTaBneHns 1 0popPMITEHNS.
OKyMeHTaUWsi No TPYAOBbIM OTHOLUEHUSM.
Roky 4 pyA . noaroToBKa K
CTpykTypa 3akoHogaTeENbHON N HOPMATUBHO- ,
- anckyccum; pabota
mMeToan4veckon 6asbl 4enonpom3BoacTsa no
C 3NEKTPOHHbIMMU
opraHusaummn paboTbl ¢ o6paLLeHnAMU rpaxaaH.
4 8 . obpasoBaTenbHbIMU
O6palueHuns rpaxaaH kak NpaBoBON U ;
. pecypcamu; aHanus
NOMNNTUYECKUIA MHCTUTYT. OpSAOK paccMoTpeHus HODMATUBHIX
N paspeLueHus odpalleHnii rpaxaaH. JIMYHbIN p,oE MEHTOB
npyveM rpaxgaH v nopsagoK ero NpoBedeHus. y
OpraHusaums n TexHonornm paboTbl ¢
AokymeHTamu. OpraHunsaums JOKyMeHToobopoTa u
€ro OCHOBHbIe 3Tanbl. [lopsaoK NPOXOXOEHNS U
MCMNOMHEeHMs BXoAaLWMUX JOKYMeHTOB. [opsaaok
NPOXOXAEHMS NCXOOALNX N BHYTPEHHMX paboTa ¢
OOKYMEHTOB B npoLiecce nx noarotosku. Mopsgok
3ANEKTPOHHbIMU
nprvemMa v nepegayun JOKYMEHTOB OpraHu3auum.
obpasoBaTenbHbIMA
5 9 Peructpaums n yyet gokymeHtoB. OpraHmsaums -
pecypcamu; aHanms
KOHTPONSA 32 UCNOSNIHEHNEM AOKYMEHTOB.
HOPMAaTMBHBbIX
OpraHnzaumsa onepaTMBHOIO XpaHeHus [IOKYMEHTOB
OOKYMEHTOB. JKCNepTM3a LEeHHOCTU JOKYMEHTOB. y
PaboTa ¢ fokymeHTamu, cogepkaLiumm
KOHUAeHUManbHble CBeeHUS.
MHdopMaunoHHbIe TEXHOMOMN B
OEeNonpou3BOACTBE.
ApX1BHOE XpaHeHWe OOKYMEHTOB.
MpeaHasHayeHne apxmMBoB M UX TUMbI. [MoHATHE
apxusa u ero oyHKumn. Bugbl apxmseos.
MoaroToBka JOKYMEHTOB K Nepefayve Ha apxMBHOe | aHanu3
XpaHeHue. OpraHusaumsi MICNosnb30BaHNs HOPMAaTMBHBbIX
apXUBHbIX AOKYMEHTOB. TeXHOMNorMsa XxpaHeHus OOKYMEHTOB;
5 10 OOKYMEHTOB B apxmBax. QkCnepTm3a LLEeHHOCTH paboTa c
OOKYMEHTOB U KOMMJIEKTOBAHME apXUBOB. YYeT n 3NEKTPOHHbBIMY
XpaHeHne OOKYMEHTOB B apxuBax. [lpumeHeHne obpasoBaTenbHbIMU
COBPEMEHHbIX MH(POPMALIMOHHbBIX TEXHOMOMN B pecypcamu;
apxuBHoM gene. TeopeTuko-npaBoBble acrnekTbl
MEXAYHapOOHOro NepemeLLeHNs apXUBHbIX
OOKYMEHTOB.
4. UHTepaKTUBHbIe (POpMbl 0Opa3oBaTeNnbHbIX TEXHONOIMMN
Bu
Homep A KonunyecTteo
Mogaynb Yy4EOHBbIX O6pa3soBaTenbHble TEXHONOrMu
pasgena y Yyacos
3aHATUN
2-4 46,7 N3 NeKumMm ¢ UCnosib3oBaHNEM MNpe3eHTaunm 6
2-4 46,78 N3 CUTYaUUNOHHbIE 3a4a4m 8
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2,5 9,10 n3 y4yebHble gMcKyccun 4

paboTa C 31eKTPOHHbIMU 06pa3oBaTeNbHLIMU
pecypcamu

1-5 1-10 CPC 20

2-5 3-10 CPC | aHanu3 HOpMaTUBHbIX JOKYMEHTOB 16

5. ®DoHA OLEHOYHBbIX CPeACTB ANsl NPOBeAEHUS TeKYLLEero KOHTPONA u
NPOMeXyTOYHOM aTTecTaumMm oby4alolWmxca No gucuuninHe (Mmoayno)

PoHO OLIEHOYHbIX CPeacTB

6. Yye6GHO-MeTOANYECKOE U NH(hpOPMALMOHHOE obecnevyeHne QUCLUMNNMUHDI
6.1. OcHoBHas nuTepartypa
6.1.1. NeyvyaTHble UsgaHus

1. Bacakos M.N. lenonponssoacTteo. [lokyMeHTauuoHHoe obecneyeHre ynpasneHns: y4ebHuk
- 13-e u3a., ctep. - PoctoB-Ha-[oHy: ®eHukc, 2014. - 376 c.

2. Makapoea O.A. [lokymeHTauMoHHOe obecnedeHune ynpaeneHus: ydeb. nocobue - Yura :
3ably, 2012. - 110 c.

6.1.2. U3paHua us 3B6C

1. KysHeuoB W.H.. JokymeHTaumoHHoe obecneyeHve ynpaBreHusi NepcoHanom: y4ebHuK u
npaktukym /- Mockea: WapatensctBo HOpant, 2017. — 520 c. Ccbinka Ha pecypc:
http://www.biblio-online.ru/book/BDE14AC8-BFC6-4C18-BBDF-ADOG6E453A417

2. [HopoHuHa JI.A. [dokymeHTOBeOeHMEe: Y4ebHMK W npakTMkym - 2-e u3g. - Mocksa:
N3patenbctBo Opant, 2017. — 309 <c. Ccbinka Ha pecypc. http://www.biblio-
online.ru/book/DEO6DE28-E4E5-49FB-A620-EEFAA357421B

3. Kabawos C.HO. [Jenonpon3BoaCcTBO M apXUBHOE S0 B TEpMUHAxX U onpegeneHusx: ydeb.
nocobwue - Mockea, OJINHTA, 20009. 296 C. Cchbinka Ha pecypc.
http://www.studentlibrary.ru/book/ISBN9785976507845.html

6.2. [lononHuTenbHasa nutepartypa
6.2.1. MNevyaTHble U3gaHus

1. Kocbix B.W. ApxuBoBeaeHue: y4eb. nocobue - Yuta : 3ably, 2015. - 139 c.

2. KysHeuoB W.H. [lenonponseoacTteo. [JokyMeHTauuoHHoe obecrneyeHne yrnpaeneHus: cnpas.
nocobue ansa By3oB - PoctoB-Ha-[loHy: ®eHukc, 2014. - 396 c.

3. Hekpaxa A.B. OpraHumsaumss KoHcmaeHUnanbLHOro AenonpouMsBoACTBa UM 3awmTta
uHcpopmaumm: yueb. nocobue - Mocksa: Akagemudeckun NMpoekt, 2007. — 224 c.

4. Makaposa O.A. OcHOBbI 4eNonpon3BOACTBa: METOOUYECKME YKaldaHus - YuTa: 3ably, 2015.
-116 c.

6.2.2. U3paHua u3 36C

1. WysanoBa, Hatanua HukonaesBHa. OpraHumsaumsi M TeXHOMNOrMs AOKYMEHTaLWOHHOro
obecneyeHus ynpaeneHus: Y4yebGHuMK un npaktukym /[ LlyBanoBa Hatanua HwukonaesHa;
LWysanosa H.H. - M.: UspaTtenbcTBo KOpanT, 2017. - 221. - (bakanasp. AkageMn4eckui Kypc). -
ISBN 978-5-9916-5843-0: 73.71. http://www.biblio-online.ru/book/B621F068-A574-4630-BCD1-
0D785C133657

2. KopHeeB, Nropb KoHcTaHTMHOBKUY. [lokyMeHTaumMoHHOoe obecneveHmne ynpaBreHnst + TecThbl B
36¢: YuyebHuk n npaktukym / KopHeeB Uropb KoHcTaHTuHOBUY; KopHeeB W.K., MuweHko A.B.,
MawypueB B.A. - 2-e n3g. - M.: NsgatenbctBo KOpawt, 2017. - 384. - (MpodeccnoHansHoe
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http://work.zabgu.ru/fos/18/18.5/%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

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(pOPMaLMOHHO-CNPaBOYHbIE U MOUCKOBbLIE CUCTEMBI

1.06pa3soBaTternbHbIe PECYPChI:

- https://e.lanbook.com/ OnekTpoHHO-6MbNMoTeYHas cuctema «M3pgatenbcTBo «J1aHby.

- https://www.biblio-online.ru/ OnekTpoHHO-6nbNMoTevHasa cuctema «HOpanT»

- http://www.studentlibrary.ru/ nekTpoHHo-6MbnnoTeyHasn cucrema «KoHCcynbTaHT CTygeHTa»
- http://www.trmost.com/ 3nekTpoHHO-6MbnnoTevHas cuctema «TPOULIKAA MOCT»

2. HayuyHble pecypcbl:

- http://diss.rsl.ru/ OnekTpoHHasi Gubnuoteka amccepTaumi Poccuiickon rocygapCTBEHHOWN
onbnunoTtekn.

- https://elibrary.ru/ Hay4Has anektpoHHast bnbnunoteka eLIBRARY.RU

7. NMepe4yeHb NporpaMmMHOro obecneyeHus

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

MporpammHoe obecneyeHne cneunanbHOrO Ha3HaYeHUs:

8. MaTepMaano-TeXHqucxoe obecnevyeHue AUCUUNIINHbBI

672039, r. YuTa, yn. baprysunHckas, 49a, aya. 02-107.

YyebHaa ayauTopus ANnd NpoOBEAEHMS 3aHSATUN NEKUMOHHOIO TWUMa, 3aHATMN CEMUHAPCKOro
TMna, rpynnoBbIX U MHAMBUAYANbHbBIX KOHCYMbTALMWA, TEKYLero KOHTPONsS U NpOMEXYTOYHON
aTTecTauun.

Komnnekr cneumanbHon y4ebHon mebenu. [ocka ayautopHass menoBasd. [Jocka MarHUTHO-
MapkepHas.

Komnnekt mobunbHoro o00OpyAoBaHWs, KOTOPbIA OpPraHuM3oBaH B Buge MOOWIBHOro
nepeaBuKHOrO MHOrOMYHKLMOHAIbLHOro KOMMMekca (yctaHaBnNuBaeTcs B ayauTopun no 3asiBke
npenogasartens): HOYTOYK, MynbTUMEOUNHbBIA NPOEKTOP, 3KpaH 1 ap.

672039, r. Yuta, yn. bapryaunHckas, 49a, ayg. 02-211.

KomnbloTepHbin knacc. YuebHasa ayautopusa Onsi NpOBEAEHUS 3aHATUA CEeMUHApPCKOro Tuna,
rpynnoBbIX W WHAUBMAOYaNbHbLIX KOHCYMbTaUWMWA, TEKYLWero KOHTPONS W MNPOMEXYTOYHON
aTTecTaumm, cCaMocTosaTeNbHON paboThl.

Komnnekr cneumanbHon y4ebHon mebenu. [ocka ayautopHass mernoBasd. [Jocka MarHWTHO-
MapkepHas. MK — 25 wr.

9. MeToaun4yeckue peKkomMmeHaaunn no opraHn3aunm ndyv4yeHmnsa gNCumMniinHbi

CamoctosiTenbHaa paboTta CTYAeHTOB 3aHMMaeT BaXHOe MecTo B y4ebGHOM npouecce U
SBNAETCS OAHUM M3 [MaBHbIX METOAOB rMYyGOKOro U BCECTOPOHHErO M3yYeHUs NPOrpamMmHOro
maTepuana no kypcy «OcHoBbl genonpoun3soactea». OHa cnocobcTeyeT rnybokomMy yCBOEHUIO
3HaHUR, passuBaeT CaMOCTOSITENBHOCTb MbILLUMNEHUS, OpraHN30BaHHOCTb,
LeneycTpemMrieHHOCTb,  CaMOKOHTPOSMb,  AUCLUMUMIMHUPOBAHHOCTb,  4YTO  crnocobecTByeT
OOCTMDKEHMIO NNaHUPyeMblX pe3ynbTaTtoB 00y4eHnst (KoMneTeHumn).

CtyneHT B npouecce oOy4yeHusi OOMMKEH He TOMbKO OCBOUTHL Y4ebHyto nporpammy, HO U
nprnobpecTn HaBbIkM camocToATenbHON paboTbl. CamocToaTensHaa pabota CTyaAeHTOB urpaet
BaXHYIO pONb B BOCMWUTAHWU CO3HaTENbHOMO OTHOLLUEHUS CaMWX CTYOEHTOB K OBIafeHuio
TEOPETUYECKUMN N MPaKTUYECKUMWU 3HAHUAMM, MPUBUTUM UM NPUBBLIYKM K HanpabrieHHOMY
UHTennekTyanoHoMy Tpyay. O4YeHb BaXHO, YTOOLI CTyAeHTbl HEe MPOCTO NpuobpeTann 3HaHuS,
HO 1 oBragesanu crnocobamu nx 4obbIBaHMSA.

CamocTosiTensHasi paboTta NpoBOAUTLCA C LEeNbio YriybneHns 3HaHns u npegycMaTpyBaert:
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1. n3yyeHune oTAesnbHbIX pa3genoB TEM ANCUMMINHGI,

2. JTeHMe CTygeHTaMmuM peKOMEHOOBaHHOW nuTepaTtypbl U YCBOEHWE TEOPETMYECKOro
mMarepuvana auCcUMnIvHbl;

3. aHanu3 HOpPMaTMBHO-METOOUYECKUX [AOKYMEHTOB, PErfnaMeHTUPYIOWNX COCTaBlEHNE U
odhopMrieHNEe OOKYMEHTOB, BEAEHMNE AeNONPON3BOACTBA N apXMBHOMO XpaHEHNSA AOKYMEHTOB;
4. NoaroToBKy K NPakTUYECKUM 3aHATUAM (OOoKnadbl, ANCKYCCUWN, INEKTPOHHbIE Npe3eHTauumn,
peLLeHne CUTyaumoHHbIX 3aday);

5. paboTty ¢ IHTepHeT-UCTOYHUKaMn, 6asamun SaHHbIX;

6. noarotoBKy K pasnuMyHbiM - dopMaM  KOHTpons (KOHTpomnbHas paboTa, pelleHue
CUTYaLMOHHbIX 3a4au)

lMocnepoBaTeNbHOCTb BCEX KOHTPOMbHLIX MEPOMPUATUA U3NOXEeHa B HacToswen paboyen
nporpamMmme, KoTopas 4OBOAMTCS 0O CBEAEHMS KaXOoro CTyAeHTa B Havarne cemMecTpa.
lMnaHnpoBaHMe BpPEMEHM Ha caMoCToATeNbHy paboTy, HeobxoaMMOro Ha usydeHue
HacToAWEeNn AUCUMNIAWHBLI, CTydEeHTaMm Jfydlle BCEero OCYyLWEeCTBNATb Ha BeCb CeEMecCTp,
npegycmaTpueas nNpyu 3TOM peryrsipHoe MOBTOPEHME MporaeHHoro martepuana. Martepwuan,
3aKOHCMEKTUPOBAHHbIA Ha NEeKUMsX, HeoOXOoAMMO perynspHO LOMOMHATb CBEAEHUSAMU U3
nuTepaTypHbIX UCTOMHUKOB, NPeaCcTaBNeHHbIX B pabo4yer nporpaMme.

[na pacwumpeHus 3HaHUA NO AUCUMNIIMHE HeobBXoaMMO Mcnosnb3oBaTb NHTepHeT-pecypchbl U
cneumanuanpoBaHHble 0asbl  AaHHbIX: NPOBOAUTL MOMCK B PasfU4YHbIX CUCTEMAX W
ncrnonb3oBaTb Marepuanbl CaiTOB, PEeKOMEeHOOBaHHbLbIX MpernogaBaTeNieM Ha NeKUMOHHbIX
3aHATUA.

MogrotoBka K ceccun. Kaxabll y4eOHbIN CeMecTp 3akaH4YMBaETCsl aTTeCTaLWOHHBIMU
UCMbITAHUAMW: 3a4E€THO-3K3aMeHaLMOHHOW CECCUEN

lMogrotToBka K 9K3aMEHaAUMOHHOM ceccun (caya 3a4eTOB W 9K3aMEHOB) sABMsieTcH
OTBETCTBEHHENLIMM NepMogoM B paboTe ctyaeHTa. Cepbe3HO MOArOTOBUTLCA K CEeccur
yCrnewHo caaTbh BCE 9K3aMeHbl — OONT KaXAoro ctyaeHta. PekomeHayeTca Tak opraHmM3oBaTtbh
y4ebHyto paboTy, 4ToObl Nepen NepBbiM AHEM Havana ceccum GbiNn coaHbl U 3alUMLLEHbI BCE
npakTuyeckue paboThbl, NpegyCcMoTpeHHble rpadhmkoM y4ebHoro npowecca.

OCHOBHOE B NMOArOTOBKE K CECccum — 3TO NOBTOPEHME BCEro MaTepmana, Kypca unv npeamera,
Nno KOTOPOMY HeoBX0AMMO caaTh 3a4erT.

PaspaboTunk/rpynna paspaboTtunkoB: MakapoBa Onbra AnekcaHgpoBHa, AOLEHT

PaccmoTpeHa Ha 3acegaHum Kadeapbl
(npotokon ot 02.09.2020 r. Ne 1)
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