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MHUHHCTEpCTBO HAYKHU U BhICIIEro oOpazoBanus PO

o o Dopma
VIIBSAHOBCKUH TrOCYIapCTBEHHBII YHHBEPCUTET

®-Pabouyas mporpamma JUCHUIUTAHBI

1.IHEJIM U 3AJAYU OCBOEHUSA JUCIUIIJIMHBI:

Lenu ocBOCHMS AUCHUIJIMHBI:

- 0OPMIIATH TOKYMEHTAIIUIO B COOTBETCTBUU C HOPMATHBHOU 0a30id, UCTIOIB3Ys
nH(}OpPMaLMOHHbIE TEXHOJIOTUHU U CPEICTBA OPITEXHUKH;

- HCIIOJIb30BaTh YHU(PUIIMPOBAHHBIE CUCTEMBI IOKYMEHTAIINH;

- OCYILECTBJIATh XPAaHEHUE, IOUCK JOKYMEHTOB;

- ACIIOJIb30BATh TEJIEKOMMYHHUKAIIMOHHbBIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKyMEHTOO00pOTE;

3aga4u 0CBOCHHMS JMCUHUIIIMHBI:

- M3yYUTh OCHOBHBIE NTOHATHUS JOKYMEHTAIIMOHHOTO 00ECIeYeH s YIIPABICHNUS;

- paccMOTpeTh OCHOBHBIC 3aKOHOJATENbHbIE M HOPMATUBHBIE AKTHI B OOJTACTU JOKYMEHTAI[HOHHOTO
obecreueHus 1eATEIbHOCTH OPraHU3allnN;

- OCBOUTH I1CJTH, 3a/1a4M U MPHUHITUIIBI JOKYMEHTAIIMOHHOTO 00ecIeueHus ICATEIbHOCTH OpFaHHBaHHﬁ;
- 03HAKOMHTHCS C CUCTEMOU JOKYMEHTAI[MOHHOI0 o0ecneueHus: ACATEIIbHOCTH opraHmauHﬁ;

- M3y4HUTh TPEOOBAHUS K COCTABICHUIO X O(OPMIICHHIO Pa3IMYHBIX BHJOB JOKYMEHTOB;

- M3y4YHTh OOIIHE NPaBHIAa OPraHU3aIUH PaOOTHI C JOKYMEHTAMH;

- OCBOWUTH COBPEMEHHBbIC HH(MOPMALOHHBIE TEXHOJOTMH CO3JaHMS JOKYMEHTOB M aBTOMAaTH3ALUU
JIOKyMEHTO000POTa;

- OpraHU3aLHI0 PAOOTHI C AMEKTPOHHBIMU JOKYMEHTAMH;

- pacCMOTPETh BUABI OPITEXHUKH U CIIOCOOBI €€ HCITONL30BAHUS B JOKYMCHTAIMOHHOM obecreueHnn
JIeATEIbHOCTH OpraHU3aLHM.

2.MECTO JUCHUIIVIMHBI B CTPYKTYPE OIIOII:

Ounas dopma oOyueHust

JlucummiauHa BXOAUT B 0a30BYIO YacTh Y4eOHOTO IJIaHa.
Jlo u3ydyeHuss  JAHHOW JUCIHUIUIMHBI CTYAEHT JOJDKEH OCBOMUTH COJEp)KaHHE
MPEIIIECTBYIOUINX AUCIUIIINH:
byxranrepckuii yuet (OI1K-3)
JIMCLUIUIMHA U3YYaeTCsl B OTHOM CEMECTPE C AUCHUIUIMHAMMU:
[TpaBooxpanutenbHbie opranbl (OT1K-3)
[TpakTrKa MO MONYYEHHUIO MEPBUYHBIX MPO(ECCHOHATBHBIX YMEHUN M HAaBBIKOB, B TOM YHCIIE
NePBUYHBIX YMEHHUI M HABBIKOB HAy4HO-UCCIe0BaTeNbckol nesitenbHoctH (OTTK-3)
JlcuuIuinHa sBISeTCs NPeAECTBYIONIeH JUCIUIUINHAM:
Aynaur (OIIK-3)
Kontpous u peBusus (OITK-3)
Cynebnast sxoHoMu4eckast sxkcreprusa (OITK-3)
[Mpecrymnenus B chepe sxkoHomuku (OTTK-3)
AntukoppynunonHas nonmutuka (OITK-3)
DkoHomuyeckas 6e3omacHocTh (OITK-3)
OcHOBBI IIpeANpUHUMaTENbeKol nestensHocTH (OITK-3)
HanoroBoe anMuHUCTpHpOBaHKe U onTuMm3anus Hanorooonoxenus (OI1K-3)
Opranusanus 1 METO/IMKa MPOBEICHHs HATOTOBBIX poBepok (OITK-3)
Kpumunanmucruka (OITK-3)
YronosHoe npaso (OITK-3)
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VYronosusiii mporece (OITK-3)

OcHoBbl nHHOBaIMOHHOTO OM3Heca ([TK-44)

WunoBanuonusiii Menemxment (ITK-44)

a TaKKe MPOXOKICHUIO NPeAUIIIIOMHON npakTuku u ['MA.
3aounHas popma

Jlo w3ydeHHWss  JaHHOW JHMCHMIUIMHBI CTYACHT JIOJDKEH OCBOUTH COJEPIKaHHE

MPEAIIECTBYIOMUX TACITUTUIAH:
Bbyxranrepckuii yuet (OI1K-3)
JlMCcUUIUIMHA U3YYaeTCsl B OTHOM CEMECTPE C AUCHUIUINHAMH:
[TpaBooxpauureasHbic opranbl (OITK-3)
[TpakTHKa MO MOTYYEHUIO TEPBUYHBIX MPOPECCHOHATBHBIX YMEHHA W HABBIKOB, B TOM YHUCIIC
MICPBUYHBIX YMEHHUI U HABBIKOB HAyYHO-HCCIIEA0BATEILCKOM aesteapHocTH (OIIK-3)
JlucuuiinHa SIBJISIETCS TIPEIICCTBYIOMICH TUCIUTUTHHAM:
Aynaur (OITK-3)
Kontpous u pesusus (OITK-3)
Cynebnast sxonoMuueckast sxcreprusa (OITK-3)
[Mpecrymienus B chepe sxkoHomuku (OITK-3)
AntukoppynuuonHas nonutuka (OITK-3)
DxoHomuyeckas o6e3omnacHocTh (OITK-3)
OCHOBBI NIPeANPUHUMATENBCKOM AesTenbHocTh (OITK-3)
Hasnorosoe aqtMHUHUCTPHPOBaHKE M ONTUMH3AIUS Hanorooooxenus (OITK-3)
Opranu3anus ¥ METOIMKa MPOBEICHHS HAIOTOBBIX MpoBepok (OITK-3)
Kpumunanucruka (OITK-3)
VYronosHoe npaso (OITK-3)
Vromnosusii nporiecc (OITK-3)
OcHoBbl HHHOBaIMOHHOTO Ou3Heca ([TK-44)
NunoBanuonusiii MenemxmenT (ITK-44)
a TaKKe MPOXOKACHUIO NPeIUIIIIOMHON npakTuku u ['MA.

3.IEPEYEHbD IINTAHUPYEMBIX PE3YJIbTATOB OBYYEHMUS 11O
JUCHUIIVIMHE (MOAYJI0), COOTHECEHHBIX C
MJIAHUPYEMBIMU PE3YJbTATAMM OCBOEHUSI OCHOBHOM
MPOPECCHUOHAJIBHOMN OBPA3OBATEJBHOM ITPOTPAMMBbBI

Konx n naumenoBanme IlepeyeHb MUIaHUPYEMBIX Pe3yJbTATOB 00yUYeHHS 110
peanusyemoi AMCUUIJIMHE (MOAYJII0), COOTHECEHHBIX €
KOMIIETEHUMH HHAUKATOPAMU JOCTHKEHHUS] KOMIIETeHIH

OIIK -3 3HaTh:
CIIOCOOHOCTBIO -- IIOHATHS, €M, 3a1a4i U IPUHIUIIBLI AEJIOIPOU3BOJICTBA; -
NPUMEHSTH OCHOBHBIC OCHOBHBIE MOHATHSI JOKYMEHTAIIMOHHOTO 00eCTIeYeHUs
3aKOHOMEPHOCTH yIIPaBJICHHS;
CO3aaHus U IPUHIUIIBI - CUCTEMbI JOKYMCHTALIMOHHOT'O oOecrieueHust YIIpaBJICHUS,
(GYHKIIHOHUPOBAHUS - KIaccuPpuKaIuo TOKyMEHTOB;
CHCTEM 3KOHOMHUYECKON - TpeOOBaHMA K COCTABICHHUIO U OQOPMIICHHIO JOKYMEHTOB;
0e3onmacHoOCTH - OpraHu3alyio JOKYMEHTOO0OpoTa: TmpueM, o0paloTKy,
XO03HCTBYIOIUX pETUCTpani0, KOHTPOJIb, XpPAHEHNE JOKYMEHTOB
CyOBEKTOB YMmerth:
- 0(pOpMIISITH TOKYMEHTALIMIO B COOTBETCTBUH C HOPMAaTHBHON
0a30M, B T.U. C UCIIOJIb30BaAHUEM MHPOPMAITHOHHBIX
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TEXHOJIOTHi;

- ACTIOJIb30BaTh YHUDUIIMPOBAHHBIE (JOPMBI JIOKYMECHTOB;
- HCIIOJIb30BaTh TEIEKOMMYHHUKAIUOHHBIE TEXHOJIOTUU B
AJIEKTPOHHOM JIOKYyMEHTOO0OPOTE;

- OCYLIECTBIIATh OPraHU3alUI0 XPaHEHUU

Baanern:
- HaBBIKAMH ohopMITeHUS OpraHU3alHOHHBIX,
PaCHOPSIUTENBHBIX, CIPAaBOYHO- HH(DOPMAIMOHHBIX U JIp.
JTOKYMEHTOB.
TIK-44 3HaTth
CIIOCOOHOCTBIO TEOPETUYECKHE OCHOBBI JICJIONPOU3BOJICTBA, HOPMAaTHBHO-
OCYIICCTBIIATh METOJIMYECKYI0 0a3y HelOoNmpou3BOACTBA U TpeOOBaHHS K
JIOKYMEHTAIIHOHHOE COCTaBJICHHIO OCHOBHBIX JOKYMEHTOB
obecneyenue YMmerh
YIPABJICHYECKOU MPUMEHSTh OCHOBHI MPAaBOBBIX 3HAHWW B Pa3lWYHBIX cdepax
JCATCIIBHOCTHU NCATCIIBHOCTHU

Baagern:
HOJIy‘ICHHI)IMI/I TCOpCTI/I‘ICCKI/IMI/I 3HAHUSIMHU HpI/I COCTaABJICHHUHU
OCHOBHBIX CUCTEM ILOKYMGHTEI]_[I/II/I nu HOMCHKJIaTypI)I pi(SAlE

4. ObIAA TPYAOEMKOCTD INCHUITJIMHBI

4.1. O0beM IMCIHHUILIAHBI B 3a4€THBIX eTHHHUIAX (Bcero) - 3

4.2. O0beM TUCHUILIUHBI 10 BUAAM y4eOHO# padoThl (B 4acax)

Bup yueOnoi
padoThI

KoJinuecTBo 4acoB (popma oGyuennsi ouHasi )

Bcero no B 1.4. mo cemecrpam

IVIAHY 1 2 3

1

2 3 4 5

KonrtakTHas padota
oOyJaromuxcs ¢
nperoaBaTesieM B
coorBercTBuU ¢ YII

48

AynuropHble
3aHITHSL:

JICKIINH

16

CemMuHapsl U
NPaKTUYECKHE
3aHATUS

32

KoHTpoub

CamocTosTenpHast
pabora

60

dopma TeKyIIero
KOHTPOJISI 3HAHUU U
KOHTPOJIA
CaMOCTOSITEJIBHOU
paboTHI:

TECTUPOBAHUEC, KOHTDP.

pa60Ta, KOJUIOKBUYM,

pedepat u np.(ae
MeHee 2 BUJIOB)

TectupoBanue,

OIpoc OTpoc

[opJIE~N

TectupoBanue,
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KypcoBas pabora [IpoBepka
KOHTPOJIBHOU
paboTHI,
penieHus 3a1a4y
Bunsi [IpoBepka 3a4eT
MIPOMEKYTOUHOMU KOHTPOJIbHOU
aTTecTanuu (3K3amMeH, | paboTHI,
3a4er) penieHus 3a1a4y
Bcero yacos no 108 108
JTUCHHUTIIINHE

O0bem IMCUMIVIMHBI IO BUAAM Y4eOHoil padoThl (B yacax)

Bup yueoHoi
padoThI

KoandecTBo yacoB (dpopma o0yueHnus 3a04Has )

Bcero o
IJIAHY

B 1.4. mo cemecTpam

1

2

3

1

2

3

4

5

(op}

KonrtakTHas padota
oOyJaromuxcs ¢
Mperno/iaBaTeyieM B
cooTBeTcTBUU ¢ YII

12

12

AynuropHble
3aHATUS:

JICKIIUHU

N

CemuHapsl 1
MPaKTUYECKHE
3aHATHS

o

o

KoHTpoub

4

4

CaMmocTosTenbpHast
pabota

92

92

dopma TEeKyIIero
KOHTPOJISI 3HAaHUM U
KOHTPOJIS
CaMOCTOATENIbHON
paboTHI:
TECTUPOBAHUE, KOHTP.
paboTa, KOJUIOKBUYM,
pedepar u ap.(He
MeHee 2 BUIOB)

TectupoBanue,
oIpoc

TectupoBanue,
oIpoc

Kypcosas pabota

Bunnl
IIPOMEKYTOUHON
aTTecTanuu (dK3ameH,
3a4er)

3a4€CT

3a4€T

Bcero yacos o
MUCLIAIIINHE

108

108

*KommyectBo uyacoB pabotsl IIIIC ¢ oOywarommmucss B JUCTAaHIMOHHOM (opMaTe C NPUMEHEHHEM

JJICKTPOHHOI'O 06yq€HI/I$I




MHUHHCTEpCTBO HAYKHU U BhICIIEro oOpazoBanus PO
VY IIbSHOBCKHI rOCY1apCTBEHHbIH YHUBEPCUTET

Dopma

®-Pabouyas mporpamma JUCHUIUTAHBI

4.3. Coaep:xxaHue THCUMILTHHBI (MoaYyJisi.) PacnpenesieHue 4acoB 1o TeMaM M BHIaM

y4eOHoi1 padoThI:

®opma 00ydyeHus - ouHas

Buabl yueOHBIX 3aHATHH dopma
AyJIMTOpHBbIE 3aHATHUSA TEeKyIIero
Jladop 3aunn Kour | Camoc KOHTPOJIsi
Hassanue pasznenos | Be Mpakruue | * OPH TWILB | POIL | TORTE | 3pammii
U TeEM ero | Jlekn CKHe bie HiTep e
un e padort aKTli[B Hasl
S —— bl, HOW padot
npaktu | ¢popme a
KYMBI
1 2 3 4 5 6 7
Paszoen 1. JlokyMeHTHpOBaHHE NESTEILHOCTH OpraHU3alluy,
NPEINPUATHS, YIPEKICHUS
1.OcHoBHBIE TIOHATHS | 9 1 2 - - - 6 TectupoBa
JOKYMEHTAI[HOHHOTO HUE,
obecrieyeHust orpoc
YIIPaBICHUS
2.Cucrembl 9 1 2 - - - 6 TectupoBa
JOKYMEHTAI[HOHHOTO HUE,
obecrieyeHust OIpocC
YIIPaBICHUS
3.Opranuzanuonssie u | 12 2 4 - - - 6 Tectupona
pactopsAuTEIbHbIC HHE,
JIOKYMEHTBI onpoc
4. popmarimoHHO- 13 2 4 - - - 7 TectupoBa
CIIpPaBOYHbIC HUE,
JAOKYMCHTBI OHpOC
5. JIOKyMEHTBI 110 13 2 4 - - - 7 TectupoBa
JMYHOMY COCTaBY HUE,
onpoc
6. lenoBas nepenucka | 13 2 4 - - - 7 TectupoBa
HHUE,
onpoc
Pa3zoen 2. Opranuzaius paboThl ¢ JOKYMEHTaMHU
7. Opranusanyst 13 2 4 - - - 7 TectupoBa
JIOKyMEHT0000pOTa HUE,
onpoc
8. DIeKTPOHHBII 13 2 4 - - - 7 TectupoBa
JIOKyMEHTO000POT HUE,
onpoc
9.TernexommyHukammo | 13 2 4 - - - 7 Tectuposa
HHBIC TEXHOJIOTHHU B HUC,
SJICKTPOHHOM OIpocC
JIOKyMEHT0000pOTE.
Hroro 108 16 32 - - - 60 -
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®dopma 00yueHus - 3a04HasL
Buabl yueOHBIX 3aHATHIH dopma
AyJIMTOpHBbIE 3aHATHUSA TEeKyIIero
Jladop 3aunn Kour | Camoc KOHTPOJIsi
HasBanue pasznenos | Be Mpakruue | * OPH TWLB | POIL | TORTE | 3pammii
U TeM ero | Jlekn CKHe bie uirep T
un e padort AKTHB Hasl
S —— bl, HOI padot
npaktu | ¢popme a
KYMBI
1 2 3 4 5 6 7
Pazoen 1. JlokymeHTHpOBaHUE ACATEIBHOCTH OpPraHU3aIiH,
NPEAIPUATHS, YUPEKICHUS
1.OcHoBHble ToHsATHA | 10 - - - - - 10 | TectupoBa
JIOKYMEHTAI[HOHHOTO HUeE,
obecrieueHus ompoc
YIpaBICHHS
2.Cucrembl 13 1 2 - - - 10 | Tectupona
JIOKYMEHTAI[HOHHOTO HUeE,
obecrieyeHust orpoc
YIpaBICHHS
3.0pranuzarmonssie u | 13 1 2 - - - 10 | Tectupona
pacrhopsiuTeNbHEIE HUeE,
JIOKYMEHTBI orpoc
4. ihopMaImoHHO- 13 1 2 - - - 10 Tectupona
CIIPaBOYHBIC HUE,
JIOKYMEHTBI orpoc
5. JIOKYMEHTBI 10 10 - - - - - 10 | Tectupona
JUYHOMY COCTaBYy HUE,
OIpoc
6. lenosast nepemucka | 10 - - - - - 10 TectupoBa
HUE,
OIpoC
Pa3zoen 2. Opranuzanus paboThl ¢ JOKYMEHTaMHU
7. Opranusanyst 10 - - - - - 10 TectupoBa
JIOKyMEHT0000poTa HUE,
OIpoc
8. DIeKTPOHHBIH 13 1 2 - - - 10 | TectupoBa
JIOKYyMEHTO000POT HUE,
OIpoC
9.TenexommyHuKamuo | 12 - - - - - 12 | Tectuposa
HHBIE TEXHOJIOTHHU B HUE,
SJICKTPOHHOM OIpocC
JIOKyMEHT0000pOTE.
Uroro 108 4 8 - - 4 92 -
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5.COJIEP)KAHUE JUCIHUJIAHBI (MOIY.JIST)

Pazgen 1. JlokyMeHTHpOBaHHe /esITeJIbHOCTH OPraHU3alMH, MpeAnpUsTHSA,
yupexRaeHust

Tema 1. OcHOBHbIE NOHATHS JOKYMEHTAIMOHHOTO 00ecredeHus1 ynpaBJeHus1

[Monstue «/lokymeHTanlmoHHOE OOecmeueHue ymnpapieHus». OCHOBHBIE IIETH, 3aTa4H,
OPUHLMIIBI  JTIOKYMEHTAllMOHHOrOo  ofecriedeHusi  ympasieHus.  HopmaTtuBHO-IpaBoBOE
obecnieueHne «J/lokymeHTanmuoHHOrO0 oOecredeHust ynpaBieHUs». (OCHOBHBIC TOHSTHUS:
«uH(pOpMalHL), «IOKYMEHTUPOBAHHAs HHGPOpPMAIUL» <«JOKYMEHTUPOBAHHUEY, IOKYMEHTY,
«peKkBH3UTY, «OmaHk», «hopmymsap». IlpaBuia odopMIeHHS TEKCTa C HCHOJIB30BaHUEM
MH(OPMALIMOHHBIX TEXHOJIOT U
Tema 2. CucTemMbl JOKYMEHTALMOHHOTO o0ecriedeHsl yIpaBJIeHusl

OcHOBHbIE TOJOXEHUS 1O JOKYMEHTHUPOBAHUIO YIPABICHUYECKOW JESITEIbHOCTH.
Yuudukanuss ¥ CTaHAApPTH3AIUS YIPABICHUYSCKUX JOKYMEHTOB. llepeueHh HOPMAaTHUBHBIX
TOKYMEHTOB i BeaeHus aenornpousBojactBa. ['OCT P 6.30-2003. Ilonartue o OnaHke
JOKyMeHTa, BUIbI O:1aHKoB. [IpaBuna opopmienns pexkBuszntoB B cootBeTctBuu ¢ ['OCT P 6.30-
2003 VYrnoBoil U MPOJOIBHBIA CIOCOOBI PACIIONOKEHHS] PEKBHU3UTOB Ha JOKYMEHTE.. Buibl
JOKYMEHTOB ¥ uX Kiaccudukarus. [lonsTue 6aHKOBCKOW JOKYMEHTAIIMH U BUJIBI IOKYMEHTOB.
Tema 3. Opranu3anuoOHHbIE H PACTIOPSIAUTENbHbIE JOKYMEHTbI

Bunel opraHu3anoHHBIX JOKYMEHTOB M WX 3HadeHHEe. TpeOOoBaHHS K COJEPIKAHUIO U
npaBuiia opopMIICHHUS JOKyMeHTa J{OJbKHOCTHas MHCTpYKUuUA. TpeGoBaHMS K COACpX)aHUIO U
npaBuia opopMIICHUS JOKYMEHTOB: IITATHOE PaclUCaHue, MOJI0KEHHE, YCTaB.
PacnopsimuTenbHble TOKYMEHTHI: KiaccH(UKalMs, ompeiesieHue, Ha3HaueHue. TpeOoBaHUS K
0hOpMIICHHUIO JOKYMEHTOB: TIpUKa3, paclnopsbKeHHe, yKa3zaHue, moctaHoBiieHue. I[lopsaox
0o(OpMIICHUS PACTIOPSAUTEIBHBIX TOKYMEHTOB.
Tema 4. UpopmannoHHO-CIPABOYHBIE JOKYMEHTHI

NudopmannoHHo-cripaBoYHbIe JOKYMEHTHI: Kiaccudukalys, onpeneieHue, Ha3HauYeHHe.
TpebGoBanusi k 0OPMIICHUIO IOKYMEHTOB: MPOTOKOJ, aKT, 3alMCKH, CIIPaBKU. BUJbI 3amUCOK:
oOBsiCHUTENbHAsA, CciyxkeOHas, gokmagHas. llopsgok odopmienus uHOOPMALMOHHO-
CIIPaBOYHBIX JJOKYMEHTOB.
Tema S. JIoKyMeHTBI 110 JINYHOMY COCTABY

OcHoBHbIE TpeOoBaHUs K 0)OPMIIEHUIO TOKYMEHTOB IO JINYHOMY COCTaBY: 3asBJIEHUE O
npueMe Ha paboTy; MpUKa3 O MpHEeMe Ha paboTy; 3aloJIHEHHE TPYAOBBIX KHIDKEK W JIMYHBIX
KapTouyeK padourx M CIyXKalluX; XapaKTepUCTHKa, aBToOnorpadus, KOHTPAKT.
Tema 6. [le10Bast nepenucka

[Tepenucka. OOmass xapakTepUCTHUKA CIY)KEOHOW TEpenucKd. Pa3HOBHUIHOCTH
CIIy’)keOHBIX MUCEM (COMPOBOAUTENHHOE MUCHMO, MUCHMO-TIPOCKOA, MUCHEMO- 3aMpoc, MUCHEMO-
OTBET, MHCHMO-COOOIIEHNe, WH()OPMAIMOHHOE TMHUCHMO, MHUCHMO-TIpUTIANICHUE | T.1.).
JlokyMeHTBl —TepefaBaeMble MO KaHalaM CBs3uW  (Telerpamma, Tenekc, (pakcorpamma,
TenedoHOTpaMMa, JIEKTPOHHOE TTUCHEMO).

Pa3nen 2. Opranusanus paéoTsl ¢ JOKyMEeHTaAMHI

Tema 7. Opranusanusi 10KyMeHT0000poTa

[Tonstne «1oKkymMeHTO000pOT». [IpHMHLIMIBI OpraHu3amUu  JOKYMEHTOoOOpoTa. DopMbl
opraHu3ani  paboThl C JOKyMeHTamH. Tabemb ¢(opM TOKYMEHTOB, TNPHUMEHSEMBIX B
opranuzaiuu. PabGora ¢ KoHQHUAEHIMATBHBIMU JOKyMeHTaMH. OcoOeHHOCTH 00paboTKu
BXOJSIIUX JOKYMEHTOB. TpeOoBaHMS K pErHCTpalil JOKYMEHTOB. KOHTpOIb HCIOTHEHHS
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nokymeHToB. IlpaBuna cocraBieHusi HOMEHKIATypbl aen. PopmupoBanue nein. Iloaroroska
JIOKYMEHTOB K apXHUBHOMY XPaHEHHIO. DKCIIEPTU3a IIEHHOCTH JIOKYMEHTOB.

Tema 8. DIeKTPOHHBIH T0KYMEHT0000POT

ABTOMAaTU3UPOBaHHBIC CHUCTEMBI JIeIONPOU3BO/ICTBA. Cucrema JIEKTPOHHOI'O
nokymeHToobopota (CD]1), ee ctpykTypa, HacTpoiika cucteMbl. [ludpoBas moamnuce.

Tema 9. Te1leKOMMYHUKAIIMOHHBbIE TEXHOJIOTHH B 3JIEKTPOHHOM JIOKYMEHT0000poTe.
OO0mass xapakTepuCTUKa OPraHU3AIMOHHBIX TEXHHUYECKHUX CpPEICTB B «JlOKYMEHTAI[MOHHOM
obecrieueHun  ympasieHus».  KommbloTepHble  CpelIcTBa  MOATOTOBKH  JIOKYMEHTOB.
UzroroBneHue, KONMMpPOBaHHE M TUPaXUpOBaHHME JOKyMeHTOB. CpeactBa 00pabOTKu
noKyMeHTOB. [IpaBmia Oe3omacHOi paboTel ¢ oprrexHukoi. Ilopsnok —opraHuzanuu
JIOKYMEHTO000pOTa C UCTIOJIb30BAHUEM CPEACTB TEIECKOMMYHUKAIIUH.

6. TEMbI IPAKTUYECKHAX U CEMUHAPCKHUX 3AHATUN

Paznen 1. JlokyMeHTHpOBaHHEe JeSITEJILBHOCTH OpPraHU3alMM, MpeInpusiTHsi,
yUpexKIeHust

Tema 1. OcHOBHbIE NOHATHS JOKYMEHTAIMOHHOT0 00ecneyeHUs1 YIPaBJIeHus: (CeMHHAap).
Bonpocsl o teme:

1. [Tonstue «/{oxkymeHTalinoHHOE 0OeCrieueHre yIPaBICHUS.

2. OCHOBHI)IG neiau, 3aaadu, HpI/IHIlI/IHBI I[OKYMGHTaIII/IOHHOI‘O O6€CH€‘I€HI/I$I ynpaBJIeHI/IH.
HopmatuBHO-IpaBOBOE 0OECIICUCHHE.

3. IIpaBuiia opopmiteHHUsT TEKCTA ¢ UCITOJIb30BAaHUEM UH(OPMAITMOHHBIX TEXHOIOTHIA

Tema 2. CucremMbl IOKYyMEHTAIIHOHHOTO O0eceYeH sl yIpaBJIeHusI

Bomnpocskl mo Teme:

1. OCHOBHBIE MOJIOKEHUS 110 JOKYMEHTHPOBAHHIO YIPABICHYECKOW JCATSIbHOCTH.

2. Omnpenenenne yHU(UKAIMS ¥ CTAaHJAPTHU3ALMS YIIPABICHYECKUX JOKYMEHTOB.

3. llepeueHb HOPMATUBHBIX JTIOKYMEHTOB Ul BEJCHHUS JEIONMPOM3BOACTBA. [loHATHE O OllaHKe
JIOKYMEHTa, BH/IbI OJTaHKOB.

4. TlpaBuia opopmienus pekBu3uToB B coorBercTBru ¢ ['OCT P 6.30-2003

5. Buapl TOKYMEHTOB U MX KIIaCCU(PHUKALIUS.

6. [TonsTHe GaHKOBCKO# JOKYMEHTAIIUH U BHIIbI IOKYMEHTOB.

Tema 3. Opranu3zanMoHHbIE U PACTIOPSAIUTETbHbIE TOKYMEHTBI

Bonpocel o reme:

1. BI/II[BI OpraHnu3allMOHHBIX JOKYMCHTOB U UX 3HAYCHHUC.

2. TpeOoBaHMs K COAEPKAHUIO U MpaBuia ohopmieHUs JoKyMeHTa JI0MKHOCTHAS HHCTPYKITHS.
3. TpeboBanus K coOAep>KaHUIO W TpaBmia OQOPMIICHHS JOKYMEHTOB: IITATHOE DPACIHCAHUE,
MOJIOKEHHE, YCTaB.

4. PacniopsinuTeNbHbIE TOKYMEHTHI: KJIacCu(UKaIMs, OTpe/ie]ieHre, Ha3HaYeHHE.

5. TpeboBanust K OG(OPMIIEHHIO JOKYMEHTOB: TIpUKa3, paclopsbKeHHe, YKaszaHue,
MIOCTaHOBJICHHUE.

6. [Topsmox oopmiieHuUs: pacioOpsIUTENBHBIX JOKYMEHTOB.

Tema 4. UpopmaninoHHO-CTIPABOYHbIE JOKYMEHTbI

Bomnpocsl o teme:

1. UadopmanimoHHO-CIIpaBOYHbIE JOKYMEHTHI: Kiaccu(uKalus, onpeeneHe, Ha3HaueHHe.
2. TpeboBanus kK 0(hOPMIICHHIO JOKYMEHTOB: MPOTOKOJI, aKT, 3aITMCKH, CITPABKH.

3. Busibl 3anucok: 00bsICHUTENbHASL, CITy)KeOHas1, TOKIaIHAasl.
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4. ITopspok oopmieHHus HUHPOPMALMOHHO-CITPABOYHBIX JOKYMEHTOB.
Tema S. JIoKyMeHTBI 110 JINYHOMY COCTABY
Bonpocskl no reme:

1. OcHoBHbIe TpeOOBaHUA K OPOPMIICHHUIO TOKYMEHTOB I10 JINYHOMY COCTaBY: 3asBICHUE
0 IIpueMe Ha paboTy; MpHUKa3 O IpueMe Ha paboTy.

2. IIpaBuia 3amosHEHUE TPYAOBBIX KHIDKEK U JIMUYHBIX KaPTOUEK pab0vMX U CIIY)KaIIHX;
XapakTepUCTHKa, aBTOOHOrpadusi, KOHTPAKT.

Tema 6. lesioBasi nepenucka

1. O01as xapakTepuCTHKA CITy>KEOHON MEPETTUCKH.
2. Pa3HOBHUIHOCTH CITY)KEOHBIX ITUCEM.
3.JlokyMeHTHI TiepejaBaeMble 110 KaHajgaM CBSI3H.

Pa3nesa 2. Opranusanus padoTsl ¢ JOKyMeHTAMH

Tema 7. Opranun3anusi J0KyMeHT0000poTa

Bonpocsl mo Teme:

1. [ToHsiTHE «IOKYMEHTOOOOPOT».

2. IlpuHLIHUIIBI OpraHU3aluu JOKYMEHTO000pOTA.

3. OcobenHocTH 00pabOTKH BXOISAIINX TOKYMEHTOB.

4. TpeOoBaHUS K PETUCTPALIUU JOKYMEHTOB. KOHTPOJIb HCIIONHEHUSI JOKYMEHTOB.
5. IlpaBuna coctaBieHHss HOMEHKNATyphl Aen. DopMupoBaHue aen.

6. [TonroroBka JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

7. DKcnepTU3a HEHHOCTHU IOKYMEHTOB.

Tema 8. D1eKTPOHHBIH T0KYMEHT0000POT

Bomnpocsl mo Teme:

1. ABTOMaTH3MpPOBAHHBIE CUCTEMBI JETONPON3BOICTBA.

2. Cucrema 371€KTpoOHHOro JokymeHTooOopora (C3OJI), ee cTpykTypa, HAcTpoiKa CHCTEMBI.
[Mudposast moAnuCH.

Tema 9. TesleKOMMYHUKALIMOHHBIE TEXHOJIOTHHU B 3JIeKTPOHHOM J10KYMEHT0000poTe.
Bonpocel o reme:

1. O6mas xapakTepuCTHKa OPraHU3ALMOHHBIX TEXHUYECKUX CPEACTB B «JlOKYMEHTAllMOHHOM
o0ecreyeHn! yrpaBIeHUsI.

2. KoMnptoTepHbl€ CpeCcTBa MOATOTOBKU JOKYMEHTOB.

3. IlpaBuia 6e30nmacHoOil pabOTHI C OPITEXHUKOM.

4. Ilopsnok opraHu3anuy JOKYMEHTOO0OPOTa C UCIIOIb30BAHUEM CPEJICTB TEIEKOMMYHUKAIUH.

7.JIABOPATOPHBIE PABOTHBI, IPAKTUKYMBbI
Jlannslit Bug paboTsl He peaycMoTper YII.
8. TEMATHUKA KYPCOBBIX, KOHTPOJIbHBIX PABOT, PE®GEPATOB

KypcoBbie paboTsl He iperycMoTpens! YII.
Heabo Hanucanus pedepara sABJAAETCH 3aKPCIUICHHE W paClIUPEHUE 3HAHUU
M3y4aeMOW TUCIUTLINHBIL.
TemarTuka Pedeparos
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1. Opranu3annoHHble JOKYMEHTBI, UX Ha3HaueHHe U poiib. OCHOBHBIE BU/IbI M OOIIME [TpaBUIIa
oopmieHus.

2. O0wiast xapakTepUCTHKa JOJDKHOCTHOM MHCTpYKIMU. Onpenienenue, CTpyKTypa CoaepKaHus,
nopsiI0K 0(pOpMIICHUSI M OCHOBHBIE PEKBH3HUTHI IOKYMEHTA.

3. llItatHoe pacnucanue. O0Imas XxapakTepucTUKa J0KyMeHTa; (hopMa HCIIOIHEHHs, CTPYKTYpa
COJIepKaHUs, TOPSIOK OOPMIICHUS U PEKBU3UTHI IOKYMEHTA.

4. PacniopsiiuTenibHbIE TOKYMEHTBI, X Ha3HAYEHUE U POJjb B ylpaBieHUU. OCHOBHBIE BUbI
pacropsaUTeNbHBIX JOKYMEHTOB U 00IIME TpaBuia ohopMIIeHHUS.

5. Ilpukas no ocHOBHOM JiesTenbHOCTH. CTpYKTypa TeKcTa pUKasa, MOopsI0K ero pa3paboTKu U
npaBuiIa OPOPMIICHHUS PEKBU3UTOB. BhINucka u3 npukasa.

6. Pacniopsixenue. CTpyKTypa TeKcTa, npaBuiia 0hOpMIIEHUs PEKBU3UTOB.

7. Ykazanue. OOmias XxapakTepuCTHKa JOKYMEHTA, CTPYKTypa €ro TeKCTa, MOPSIOK U
0c00eHHOCTH 0(OPMIICHUS], PEKBU3UTHI YKa3aHU.

8. MudopManoHHO-CIIpaBOYHBIE TOKYMEHTHI, X Ha3HAYCHUE U POJIb B yrpaBieHun. [lepeyeHp
OCHOBHBIX BHUJIOB HH(OPMALIMOHHO-CIIPABOYHBIX JOKyMeHTOB. OO111e TpeOoBaHus K
0hOpMIICHHUIO.

9. AxTt. O611as XapakTepUCTHKA TIOKYMEHTa, CTPYKTYpa TEKCTa, MOPSIOK pa3paboTKu U
odopMIIeHUS PEKBU3UTOB aKTa.

10. I[IpoToko:n. Ob1as xapakTepUCTHKA IPOTOKOIA, CTPYKTYpa TEKCTa, MOPSI0K pa3paboTKU U
oopmIIeHHS PEKBU3UTOB IIPOTOKOJIA.

11. JoknanHasi, 00bscHUTENbHAS 3amucKa. O0Ias XapakTepuCcTUKa J0KyMEHTOB, OPSI0K

o opMIIEHUSI PEKBU3UTOB CITY>KEOHBIX 3aITUCOK.

12. Cnpaska. Bunel cipaBok OO11as xapakTepucTiKa JOKYMEHTa, pEKBU3UTHI CIIPABOK,
0coOeHHOCTH 0(OPMIICHUSI.

13. CiyebHoe nucbmo. Bunel nucem. CTpykTypa, MopsaoK opopmiIeHHs, TpeOOBaHU K
NUCHMY, PEKBU3UTHI TICHMA.

14. Tenerpamma u tenegonorpamma. O011as XapaKTEPUCTUKA JOKYMEHTOB, IOPSI0K
odopMIIEHUS PEKBU3UTOB.

15. JIokyMeHTBI 110 TUYHOMY cocTaBy. [lepeuenb 1okyMeHTOB. OCOOEHHOCTH 3THX IOKYMEHTOB.
16. OpopmieHre KaapoBbIX MPUKA30B, BBIIHUCKA U3 IPUKA3a.

17. Odopmienue 3asBieHus, aBToOOMOrpaduu, XapaKTEPUCTUKH, PE3IOME.

18. TpynoBas kumxka. [IpaBuna oopmieHUs TPyIOBbIX KHHUXKEK.

19. lokyMeHT0060pOT. OCHOBHBIE ATAIBl JOKYMEHTOO0O0pOTa. TexHomorus padboTsl ¢
BXOJISIIIIUMH TOKYMEHTAMH.

20. TexHosorust 00pabOTKU BHYTPEHHHUX M UCXOASAIINX JOKYMEHTOB.

21. Perucrpanus JOKYMEHTOB U KOHTPOJIb UCTIOJTHEHUS JTOKYMEHTOB.

9.MIEPEYEHBb BOITIPOCOB K 3AYETY

1. I[TonsiTie TOKyMeHTa, CBOMCTBA U (PYHKIIMH TOKYMEHTA.

2. Bunpl ynpaBineH4ecKUX JOKYMEHTOB. CHCTEMBI YIIPaBJIEHYECKOM TOKYMEHTALIUH.

3. JlokyMeHTBI O JIMYHOMY cocTaBy. COocTaB JOKYMEHTOB I10 JINYHOMY COCTaBY, TpeOOBaHHUS K
HUM.

4. PexBusnut nokymeHTa. [lepeueHb peKBU3UTOB JOKYMEHTOB.

5. ®opma JOKyMeHTa, OJaHK JOKyMEHTa M TpeOoBaHMS K HUM. YHHU(UIMPOBaHHBIE (OPMBI
JIOKYMEHTOB 110 JINYHOMY COCTaBY.

6. OCHOBHBIE TOKYMEHTHI, PErVIAMEHTUPYIOLINE YIIPABIECHUE IIEPCOHATIOM.

7. OpranuzauroHHbIe JOKYMEHTbl. OpraHu3alMOHHbIE JOKYMEHTHI 110 YIIPaBICHHUIO IIEPCOHATIOM
U TpeOOBaHUS K HUM.
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8. PacniopsaurensHbie AOKYMEHTHI. [Iprka3bl o IMYHOMY COCTaBy U TPeOOBAHUS K HUM.

9. IuopmManmoHHO-CIIPaBOYHBIE TOKYMEHTHI UX TPYIIIBI U XapaKTEPUCTUKA.

10. CinyxeOHble 3alUCKH, UX BUBI, IpaBuiia 0GOpMIICHHS CITy>KEOHBIX 3aITUCOK.

11. Ciy>xeOHble (HeTOBBIE) MUChbMA, PA3HOBUAHOCTU JeNoBbIX nuceM. [IpaBuna odopmiieHus
JIEJIOBOTO MHChMA.

12. AKTBI ¥ IPOTOKOJIBI, TPEOOBAHMSI K HUM, ITPaBHJIa COCTABJICHHUS.

13. JlokymMmeHTHpOBaHUE TPYIOBBIX OTHOIICHUH. JIOKyMEHTBI, oopMiIsieMble TIPH TIPHEME Ha
paboty, TpeOOoBaHUS K HUM.

14. JloxymeHTbI, odopmiIieMble MPU TIEPEeBojie pabOTHUKA Ha JPYryr0 padoTy (IOJDKHOCTB),
TpeOOBaHUS K HUM.

15. JlokyMeHTHUpOBaHUE TPYIOBBIX OTHoOWIEeHUH. JlokyMeHThl, odopmiseMble Ui
IPEOCTaBICHUS OTITYCKA pAaOOTHUKY M HAlIPaBJICHHUS B KOMaHIUPOBKY.

16. JlokymeHTHpOBaHWE TPYAOBBIX OTHOIICHUH. JIOKYMEHTHI, 0OpMIIIEMbIC TIPH YBOJbHCHUH
paboTHHKA.

17. TpynoBble KHH>KKH paOOTHUKOB U MPaBUJIa UX BEACHUS.

18. Jluynble nena M JIMYHBIE KapTOYKM pabOTHUKOB, COCTaB JIMYHOIO JeJa, I[paBuia
o(opMIIeHHUS, BEJICHHS U XPaHEHUSI.

19.I1onsiTHE JOKYMEHTOOOOPOTA, €r0 OCHOBHBIC XapaKTEPUCTUKU M OOIIHME OTIEpAIIH PAOOTHI C
JIOKyMEHTaMH.

20. IMopsimok paboThI ¢ BXOISAIIMMH JOKYMEHTAMHU.

21. Ilopsaok paboThl ¢ BHYTPEHHUMH JIOKYMEHTaMU OpTaHU3aIiH.

22. opsinok paboThl ¢ HCXOIAIIMMHU TOKYMEHTAMHU.

23. Perucrtpauus JOKYMEHTOB, MpaBHJIa PETUCTPALMU PA3TUYHBIX TPYII JOKYMEHTOB.
KoHTposnb ucnosnHeHus: J0KyMEHTOB.

24. CucremaTu3anusi JOKYMEHTOB M COCTaBJICHHE HOMEHKIATYphI Aell. [lonroroBka 1OKyMEHTOB
JUISL JUTUTETIbHOTO XPAHEHUS.

25. KomrieKCHbIE CHCTEMbI aBTOMAaTH3AIUU JIETIONPOU3BOJICTBA.

10. CAMOCTOSTEJBbHASA PABOTA OBYUYAIOLIIUXCS

®opma o0yuyeHus - ouHas

HasBaHue pa3iesioB u Bua camocrosiTesibHOI padoThI Oo0bem dopma
TeM (npopabomka yuedonozo mamepuana, | B 4acax KOHTPOJIA
peuwienue 3aoay, pepepam, 00K1ao, (nposepka
KOHmMPpONbHAA padoma, n0020mMoeKa K pewienus
coaue 3auema, IK3amena u op.) 3a0au,
peepama u
op.)
Paszoen 1. JlokyMeHTHpOBaHHE AESITENLHOCTH OpPTraHU3aIluu, MPEANPUITHS, YIPEKICHUS
1.OcHOBHEBIE HOHATHA | o [IpopaboTka yueOHOTO MaTepHuaa ¢ 6 TECTUPOBAHUE,
AOKYMCHTallHOHHOI'O HCITOJIh30BAaHUEM PECYPCOB yUeOHO- YCTHBIN OIPOC

obecrieyeHus YIPABICHUA | \ero/iuecKoro 1 HHYOPMALIHOHHOTO
oOecreueHns TUCITUTIIAHEL
e II0AroTOBKA K TECTUPOBAHMIO,

2.Cucremsl e IIpopaGoTka y4eOHOr0 MaTepHaa ¢ 6 TECTUPOBAHUE,
AOKYyMCHTalITHOHHOT'O HCIIOJIb30BaHUEM PECypCoOB y4eOHO- YCTHBIH 0NPOC
obecnieuenns ynpaBieHus | vie1oqiueckoro n HHGOPMALHOHHOTO
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obecneyeHus JUCIUIUINHEI;
e [loaroroBka K TECTUPOBAHHUIO;

3.0Opranu3anuoHHbIC u
paciopsIUTENbHEIC
JIOKYMEHTBI

e [IpopaboTka yuyeOHOTO MaTepuaia ¢
UCIIOJIb30BAaHUEM PECypCOB y4eOHO-
METOIMYECKOr0 U HH(HOPMAITMOHHOTO
o0ecneUYeHNS JUCIUILINHEI;

e [loaroroBka K TECTUPOBAHUIO,

TECTUPOBAHHUE,
YCTHBIN OIIPOC

4. bopmanmmoHHO-
CIIPABOYHBIC IOKYMEHTBI

e [IpopaboTka yuyeOHOTO MaTepuaia ¢
UCIIOJIb30BAaHUEM PECypCOB y4eOHO-
METOINYECKOr0 U HH(HOPMAITMOHHOTO
o0ecneUYeHNS JUCIUILINHEI;

e [loaroroBka K TECTUPOBAHUIO,

TECTUPOBaHHUE,
YCTHBIN OIIPOC

5. JJOKyMEHTBI 10 TUYHOMY
COCTaBy

e [IpopaboTka yueOHOTO MaTepuaa ¢
HCIIOJIb30BaHUEM PECypCoOB yueOHO-
METOIUIECKOT0 U HH(POPMAITMOHHOTO
obecneyeHns JUCIUIUINHEI;

e [loaroroBka Kk TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

6. JlenoBas nepemnucka

e [IpopaboTka yuyeOHOTO MaTepuana ¢
HCIIOJIb30BaHUEM PECypCoOB y4eOHO-
METOIMIECKOT0 U HH(POPMAITMOHHOTO
obecreueHns TUCIUILINHBI,

e [loaroTroBka K TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

Pasoen 2. Opranu3zaius paboThl ¢ JOKYMEHTaMHU

7. Opranusanyst
JIOKYMEHTO000pOTA

e JIpopaboTka yueOHOro Marepuaia ¢
UCIOJIb30BAaHUEM PECYPCOB YUE€OHO-
METOAMYECKOTO M HH()OPMAITHOHHOTO
o0ecreyeHns JUCHUIUINHBL;

e [loaroroBka Kk TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

8. DNeKTpOoHHBII
JIOKyMEHTO00OPOT

e JIpopaboTka yueOHOro Marepuaia ¢
UCIIOJIb30BAaHUEM PECYPCOB YUE€OHO-
METOAMYECKOTO M HH()OPMAITHOHHOTO
o0ecrneyeHus JUCUUIUINHBL;

e [loaroroBka Kk TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

9.TenekoMMyHHUKAITHOHHBIE
TEXHOJIOTHUU B
3IIEKTPOHHOM
JIOKyMEHTO000POTE.

e [IpopaboTka yuyeOHOTO MaTepuana ¢
HCIIOJIb30BaHUEM PECypCOB yIeOHO-
METOIUYECKOTO U HH(HOPMAITMOHHOTO
oOecreueHns TUCITUTIIAHEL

e [loaroroBka K TECTUPOBAHUIO;

TECTUPOBAHUE,
YCTHBIA OIIPOC

®dopma 00ydeHus - 3a09HAS
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Ha3sBanue pasjiesioB u Bua camocrosTeIbHOM PadOThI Oo0bem dopma
TeM (npopabomka yuedonozo mamepuana, | B4acax KOHTPOJIf
peuienue 3aoau, pepepam, 00K1ao, (nposepka
KOHmMPObHAA padoma, n0020Mo6Ka K peuienusn
coaue 3auema, IK3amena u op.) 3aoau,
pehepama u
op.)
Pa3zoen 1. JlokymMmeHTUPOBaHUE AESITEILHOCTH OpTraHU3AINH, IPEIIPUITHS, YUPEIKICHUS
1.OcHoBHBIE noHATHsL | e [IpopaboTka yd4eGHOro Marepuana ¢ 10 TECTUPOBaHUE,
AOKYMEHTAIIHOHHOT'O UCIIOJIb30BAaHUEM PECypCOB yueOHO- YCTHBIN OIPOC
obecrieueHns yNpaBaCHUA | vie1on4eckoro n HHGOPMALOHHOTO
o0ecneUYeHNS JUCIUILINHEI;
e [loaroroBka K TECTUPOBAHHMIO;
2.Cucrembl e IIpopaboTka yuyeOGHOrO MaTepuaa ¢ 10 TCCTHPOBAHUE,
JIOKYMEHTallHOHHOT O HICIIOJIB30BaHUEM PECYPCOB y4EOHO- YCTHBIN OIPOC
00eCIIeueH s YIPABICHHA | \o1011UeCKOTO 1 UH(POPMALIMOHHOTO
o0ecneYeHH JUCITUILINHEI;
e [loaroroBka K TECTUPOBAHHMIO;
3.Oprauu3anoHHbIC v | o IIpopaboTka y4eOHOro MaTepuana ¢ 10 TECTHPOBAHUE,
pacropAInTEIbHBIC HCIIOJIb30BaHUEM PECypCoOB y4eOHO- YCTHBIH 0npoc
AOKYMCHTBI METOIUYECKOT0 ¥ HH(POPMAIIMOHHOTO
obecreueHus TUCIUIUINHBI;
e [loaroTroBka K TECTUPOBAHUIO;
4. UopmarnoHHO- e [IpopaboTka yuyeOHOTO MaTepuana ¢ 10 TECTUPOBAHUE,
CIPaBOHBIC TOKYMCHTBI HCIIOJIb30BaHUEM PECypCOB y4eOHO- YCTHBIH 0IPOC
METOANYECKOT0 U HHGOPMAIIMOHHOTO
obecreueHus TUCIUIUIAHBI;
e [loaroroBka Kk TECTUPOBAHUIO;
5. JIokyMeHTSI 110 TH4HOMY | e [IpopaboTka ydeGHOTO MarepHaa ¢ 10 TECTHUPOBAHUE,
coCTaBy YICTIONIL30BAHUEM PECYPCOB yIEOHO- YCTHBIN OIPOC
METOIUYECKOTO U HH(POPMAITMOHHOTO
obecreueHus TUCIUIUIAHBI;
e [loaroroBka Kk TECTUPOBAHUIO;
6. [lenosas nepenucka ° Hpopa60TKa yqe6H0r0 Marepuaa ¢ 10 TECTUPOBAHMUE,
HCIIOJIb30BAaHUEM PECYPCOB yueOHO- YCTHBIA OIIPOC
METOIUYECKOTO U HH(HOPMAITMOHHOTO
oOecreueHns TUCITUTIIAHEL
e [loaroroBka K TECTUPOBAHHUIO;
Pa3zoen 2. Opranuzanmsi paboThl C JOKYMEHTaAMHU
7. Opranusauus e [IpopaboTka yueOHOTO MaTepuana ¢ 10 TECTUPOBAHUE,

,I[OKYMCHTOO60pOTa

UCIIOJIb30BAHUEM PECYPCOB yueOHO-
METOAMYECKOT0 U HH(HOPMAIIHOHHOTO

YCTHBIA OIIPOC
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obecneyeHus JUCIUIUINHEI;
e [loaroroBka K TECTUPOBAHHUIO;

8. DIIeKTPOHHBIH
JOKYMEHT0000pOT

e JIpopaboTka yueOHOrO Marepuaia ¢
UCIIOJIb30BAHUEM PECYPCOB YueOHO-
METOAMYECKOTr0 U HH(POPMALUOHHOTO
obecreueHus TUCIUILINHEL

e [loaroToBka K TECTHPOBAHUIO;

10

TECTUPOBAHHUE,
YCTHBIN OIIPOC

9.TenekoMMyHUKaIMOHHbIE
TEXHOJIOTHH B
3NEKTPOHHOM
JTOKyMEHTO000pOTE.

e JIpopaboTka yueOHOTO MaTepuaia ¢
UCIIOJIb30BAHUEM PECYPCOB YueOHO-
METOAMYECKOTr0 U HH(POPMALUOHHOTO
obOecreueHUs TUCIUILINHEL

e [loaroToBka K TECTHPOBAHUIO;

12

TECTUPOBaHHUE,
YCTHBIN OIIPOC
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11. YYEBHO-METOJAUYECKOE U UH®OPMALIMOHHOE OBECIIEYEHUE
JUCHUIINHBI

a) CniMcok peKoMeH1yeMoii JIuTepaTypbl

OcHoBHasi iUTEpaTypa:

1. I'myxoBa, O. B. JlokymeHTarimoHHOE oOecrieueHue yrpasiaeHus : Kypc jekiui / O. B. ['myxoBa.
— Bourorpan : Bonrorpaackuii uHCTHTYT OM3Heca, 2013. — 72 ¢. — ISBN 2227-8397. — Tekct
. DJEKTPOHHBIM // DnekTpoHHO-OMOMMoTeuHas cuctema IPR BOOKS : [caiit]. — URL:
http://www.iprbookshop.ru/19177.html

2/IlyBanoBa, H. H. Opranusaius u TeXHOJIOTUS JOKYMEHTAIIMOHHOTO 00eCIIeYeHHsI YIIPaBICHUS
: yaeOHUK U mipakTuKyM s By30B / H. H. IllyBanoBa. — 2-e u3a., nmepepad. u gon. — MocCKkBa :
UznatensctBo FOpaiit, 2019. — 265 ¢. — (Bsicuiee o6pazoBanue). — ISBN 978-5-534-12358-6.
— Texkcr : anexkrponnslii / OBC FOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/447396
JlonoIHUTeIbHAS JUTepaTypa:

1. JIy3una, T. B. OcHOBBI JOKYMEHTOOOOPOTA B TAMOKEHHBIX OpraHax B 2 4. Yacte 1 : yuebHOE
nocobue ans By3oB / T. B. Jlysuna, C. C. PemernukoBa. — Mocksa : U3natensctBo FOpaiir,
2019. — 291 ¢. — (Cneumamuct). — ISBN 978-5-534-02588-0. — Tekcr : anexTponHbii / DbC
FOpaiit [caiiT]. — URL: https:/biblio-online.ru/bcode/437341

2. Poxnsarosckas, M. P. JlokymeHTarmoHHoe oOecrieueHue : ydeOHoe mocobme / U. P.
PoxusitoBckas. — Cumdeponons : YHUBEPCUTET IKOHOMUKH U yrpasienus, 2016. — 104 ¢. —
ISBN 2227-8397. — Tekcrt : 25eKTpOHHBIH // DnekTpoHHO-0nbmnorednas cuctema IPR BOOKS
: [catiT]. — URL.: http://www.iprbookshop.ru/73265.html

Y4yeOHo-MeToAMYeCKAas] JIUTEpaTypa:

1. HyperaunoBa lO. B.MeTtoauueckue yka3aHus JUisl CAMOCTOSATEIbHONW pabOTHI CTYACHTOB IO
nucturinHe “JlokyMeHTallmoOHHOE O0ecrieYeHne ACSTENHbHOCTH OPraHU3aluid” SKOHOMUYECKHUX
HampaBlieHUH U chenuagbHOCcTe Bcex ¢opMm oOyueHus [OnekTpoHHbIH pecype] / FO.
B. HyperaunoBa; Yal'V, HUOub. - Vaegnock : VYal'V, 2019. — 3arn. c 3kpaHa;
Heony6nukoBaHHbI pecypc. - OaekTpoH. TekcToBble AaH. (1 dain : 296 Kb). - Tekcr :
anekTpoHHbId. - URL: http:/lib.ulsu.ru/MegaPro/Download/MObject/2104

CoracoBaHoO:
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@) Mporpammuoe nbecnevenne
1. OC Windows
2. Micresoft Office
3. «iC:HIpennpuarre 8. Kommrexr nis ofyyenns a BLICTIHN 1 CPeAHHX y1eOHbIX
FABCUACHHAX
4. Statistica Academic for Windows
5. Komnaexr 110 "Vausepean" ("®uuancosuii anatms + Onenxke Gp3ncca’,
"MusecTrunoaREE a3’ "bomker" 1 “"Ouenxa wempmsxmocta")
6. Anrtunnarmar BY3
8) lpopeccaonantirie fazur sanneix, HIOpPMALNOHNO-CIPABOYHBIC CHCTEMbI

L Dnexrponno-éndanorenneic cneremne:

I.l. IPRbaoks [Jnexrpormnii pecype]: anertponmo-Gubmmoreunan cucroma / Tpyna
komnase# A ITw 9p Menma | - Jmexrpos. aan. - Caparor , [2019). - Pencam .vmcr'yna:
http:www.iprbookshop.ru.

1.2. KOPAWT [Dnexrponmwii pecype]:  anexrponno-Gnbamorevsax  cucrema / Q0O
nexrponsoe winarenscrao  JOPAWT. - Baertpow.aan. — Mocksa | [2019]). - Peucu
Aocryna: htps://www, biblio-online, n,

L.3. Koneyanraur erysenta [Dnexrpomnmsiit pecype]: 31ex1p0nno-GuBakOTe Hs CHETEWa |
QUO  Mommrexpecype. - Dmexrpomgas. — Mockns, [2019] - Peasnm aoeTyna:
hupwww siadentlibrary.ru‘pages'catalozue btml.

3. Bpa ABUMLIX HEPHOANYCCRHX H3xanuil [DICKTPOHHLIA Pecype] : JICKTPOHHEIE KYPHATH
f 000 WUBHC. - OSnexrpoman. - Mocksa, [2019]. - Pexam  mocryna:
hups//dlibesstview.com’browsaudh/1 7.

4 l;laumma.lulau AeKIponnast  OudANOTeRa [IMEKTPOHHLIA  pecype]:  IEkTDoKHAT

) butnroTexs, - Duexrpon.man. — Mocwoa, [2019]. - Peum aocrymna: hitps /120, pd.

3. Jnexrponnas Gudamorexa muecepramuit PTB [Daexrpommit pecypel: amertponsa
Oulimotexa / ®IBY PTB. - Jnextpon.gak. — Mocksa, [2019], - Pemwv nocryna:
https://dvs.msl.oa, .

6. Denepankunie HRGOPMALNOHHE-06pATENATEILULIC TOPTATLY

6.1. Hupopyaunorsas cucrema Eopoe OREHO JIOCTYIE K ODPAIORATCALKEM pecypeas, Pescun
aocryna: htip/'window.edu sy

6.2, MenepareHLii nopran Poccniickoe obpanonarme, Pencin gocryna: http:/'www.edwru

7.OfipazoBaTenbueie pecypem Yl y:

7.1. Dackrponnan Gubarorexa Y'Y, Peamm aoctyne hip:/Jib,ulsuuMegalro/Weh

7.2. Obpasoparensuuidt nopran Yal'V. Pesav nocryns hitp:Yeduulsaay

Coragconario:
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12. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCIUIIJINHbI

Aynuropun Uil TPOBEIACHMS JIEKIUM, CEMMHAPCKUX 3aHATUN, U BBIOJIHEHUS
71a00paTOpHBIX pabOT U MPAKTUKYMOB, JUIS MPOBEJCHUS TEKYILEro KOHTPOJIS U MPOMEKYTOUHON
aTTecTalllu, KypCOBOTO MPOEKTUPOBAHUS, TPYNIOBBIX U MHAUBUAYAIBHBIX KOHCYJIbTALIUM.

AyIuTOpHM YKOMIUIEKTOBAaHbI CIEIUATU3UPOBAaHHON MeOenblo, Y4eOHOH JIOCKOM.
Aynuropun Ans NPOBEACHUS JEKUUN 000pYyAOBaHbl MYJIbTUMEIUWHBIM 00OpYAOBaHUEM JUIS
npefocTaBlieHus] UHpopMauuu Oonblioid aynutopuu.  IlomemeHus ans camMOCTOSATENbHOM
paboThl OCHAIIEHbl KOMIIBIOTEPHOM TEXHUKOH C BO3MOYKHOCTBIO TOJKIIOYEHHS] K CETH
«HTepHeT» M obecnedyeHHueM JOCTyNa K 3JIEKTPOHHOM HH(OpMarmoHHO-00pa30BaTeIbHOM
cpene, 2JIeKTpOHHO-OuOnmuoTeuHoit cucreme. [lepedeHbp 000pyIOBaHMS, HCIIOJIB3YEMOTO B
y4eOHOM Tpoliecce, YKa3bIBAa€TCs B COOTBETCTBUU CO CBEJCHUSAMHU O MaTepHAbHO-TEXHUUYECKOM
00€CIeYeHNN U OCHAIIEHHOCTH 00pa30BaTeIbHOIO MpoLiecca, pa3MEIEeHHBIMU Ha O(UIIMAIbHOM
caiire Ynl'V B paznene «CBenenus 00 00pa30BaTeNbHON OpraHU3aIIM».

13. CIIEHUAJIBHBIE YCJIOBUA AJI51 OBYYAIOHIUXCSI C OTPAHUYEHHBIMU
BO3MOXHOCTSIMU 310POBbS
B cnydae wneoOxoammocTH, OOyYarOmIMMCS U3 YHCIA JHI[ C OTPAaHUYCHHBIMHU
BO3MOXXHOCTSIMU 37I0pOBbsSI (II0 3asBJICHUIO OOYYaIOMIErocs) MOTYT TpearaTbCsi OJHH W3
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CIICAYIOIINX BAapUAaHTOB BOCHPUATHA HWHPOpPMAIMKM C y4EeTOM UX HHIUBHIYAIbHBIX
NCUXO(PHU3MUECKUX 0COOEHHOCTEH:

— JI7Is1 JIMIL C HapyIICHUSMU 3pEHHS: B TIeYaTHOU (opMe YBEIIMYEHHBIM MIPU(PTOM; B hopme
AIIEKTPOHHOTO JIOKyMeHTa; B (opme ayauodaiina (mepeBon ydeOHBIX MaTepHAOB B
aynnodopmar); B medyatHoW (opme Ha s3bike bpaiiist; MHIMBHIyalbHBIE KOHCYJIBTALMH C
NpUBJICUYCHUEM TH(IOCYPIOTIEPEBOAUNKA; HHIUBUAYAIbHBIC 3aaHUs U KOHCYJIbTALIUY;

— JUIA JIMI C HAapyHNICHUSIMH CIyXa: B MeYaTHOW Qopme; B ¢GopMe 3IEKTPOHHOTO
JOKYMEHTa; BUIEOMATEPHAJIbI C CYOTUTpAaMK; MHIUBHIyalbHbIE KOHCYIBTAIIUU C IPUBJICYCHUEM
CypAOINICpCBOAYMNKA, MHAWBUAYAJIbHBIC 3aJaHUS U KOHCYJIbTalluH,;

— JUIA JUMI ¢ HApYIICHWSIMH OIOPHO-ABHUIATENIFHOTO ammapara: B HeYaTHOW ¢opme; B
dbopMe SIEKTPOHHOTO JOKyMeHTa; B Qopme aynuodaina; WHANBUAYAIbHBIC 3aJaHUS |
KOHCYJIbTaIHH.

PazpaboTunk / Hypernunosa 10.B.



MI/IHI/ICTepCTBOVHayI(H U BBICLIETO f)6pa3013a1-[m{ PO Dopma
VIIbSHOBCKHI TOCYAapCTBCHHBIN YHUBEPCUTET
®-Pabouyas mporpamma JUCHUIUTAHBI
JUCT U3MEHEHMI
Ne Coaep:xanue U3MeHEHHS WJIHM CChLIKA HA ®UO 3aBenyrouero IMognucek JlaTta
n/n NpHJIaraemMblii TEKCT U3MEHEHUs! kadenpoi,
peajusyomei
AUCHUILIUHY/BbI-
nmyckawuei
kageapoi

1 Buecenne n3menenuii B m.m. B) IIpodeccnonansusie | Pomanosa 1.b.

0a3bl JIaHHBIX, HH(POPMAIIMOHHO-CITPABOYHBIC

cuctemMpl 1. 11 «YdeOHO-MeTOOWYECKOE U /57

HHPOPMAIMOHHOE O0eCIeYeHne IUCHUIUIMHBD» C s 17.06.2020

opOopMIICHHEM IPIIIOKEHUS |

IIpunoxenue 1

B) IlpodeccuonasibHbie 6a3bl JaHHBIX, HHPOPMALMOHHO-CIIPABOYHbIE CHCTEMBbI

1. DJIeKTPOHHO-0UOIHOTEYHbIE CHCTEMbI:

1.1. TPRbooks : anmexTpoHHO-OMOMHOTEUHAsT cucTeMa @ calT / rpymnma kommanuii Ai I[lu Ap Menua. -
Caparos, [2020]. — URL: http://www.iprbookshop.ru. — Pexxum noctyma: Asst 3aperucTpup. moss3osarenei. - Tekct
: DJIEKTPOHHBIN.

1.2. FOPAT : anekTponHo-6MG1HOTeyHas cucTeMa : caift / OO0 DiekTporHOe u3aatensctBo FOPAMT. —
Mockaa, [2020]. - URL: https://www.biblio-online.ru. — Pexwum goctymna: s 3aperucTpup. mojb3oBateseil. - TekcT
: DJIEKTPOHHBIN.

1.3. KoHcympTaHT CTyICHTa :@ 3JCKTPOHHO-OMONmoTeyHas cuctema : caiit / OOO Ilommtexpecypc. —
Mockaa, [2020]. — URL: http://www.studentlibrary.ru/catalogue/switch_kit/x2019-128.html. — Pexxum mocryna: mis
3apETHCTPHUP. MOTb30BaTeNeH. — TEKCT : 3EeKTPOHHBIH.

1.4. Jlanb : snexTpoHHO-OMONMMoTeYHas cuctema : caliT / OO0 OBC Jlans. — Cankr-IlerepOypr, [2020]. —
URL: http://www.studentlibrary.ru/pages/catalogue.html  https://e.lanbook.com. — Pexum mocryma: s
3apEerucTpup. MoJb30BaTeNIed. — TeKCT : 3JEKTPOHHBIN.

1.5. Znanium.com : sneKTpoHHO-OMOMHOTeYHass cuctema : cait / OO0 3nanmym. - Mocksa, [2020]. -
URL: http://www.studentlibrary.ru/pages/catalogue.html http://znanium.com. — Peskum moctyma : ajist 3aperucTpup.
oJib30Baresel. - TEKCT : ANeKTPOHHBIN.

2. KoucyabranrIliaroce [DnekTpoHHBIA pecypc]: crnpaBodHas mpaBoBas cucrema. /OO0 «KoHCynbTaHT
ITmocy» - DnexTpoH. aad. - Mocksa : Koncynsrantllotoc, [2020].

3. ba3pl JaHHBIX NEPHOAMYECKUX U3JAHUI:

3.1. ba3a maHHBIX MMEPHOAWYECKUAX M3IaHUH : 3NeKTpoHHBIe xypHaIEl / OO0 UBUC. - Mocksa, [2020]. —
URL: https://dlib.eastview.com/browse/udb/12. — Pexum moctyma : ansi aBTOpH3. Moib3oBaTeneil. — TekcT :
3JIEKTPOHHBIH.

3.2. eLIBRARY.RU: wnayunas osiexkrpoHHas Oubnmoreka : cadt / OOQO Haywynas OnekrpoHHas
bu6mnoreka. — Mocksa, [2020]. — URL: http://elibrary.ru. — Pexxum mocTyma : [uisi aBTOpPH3. TOJIb30BATEICH. —
TekcrT : 3J1eKTPOHHBIH

3.3. «Grebennikon» : snextponnas 6ubmmoreka / NJ] TI'pebennmkoB. — Mocksa, [2020]. — URL:
https://id2.action-media.ru/Personal/Products. — Pexxum mocTyma : JuUis aBTOpH3. MoOJb3oBareiedl. — TeKCT :
9JIEKTPOHHBIN.

4. HauuonajibHasi JJIeKTPpOHHasi OuOaMOTEeKa : DJIEKTpOHHas Oubinuoreka :  deaepaibHAs
rocyAapcTBeHHass HHPOPMaIMOHHas cucteMa : caiit / MunucteperBo KynsTypsl P® ; PI'b. — Mocksa, [2020]. —
URL:http://www.studentlibrary.ru/pages/catalogue.html https://u36.pd. — Pesxxum goctyma : jyisi mosib30Batelneit
Hay4HOH OnOmmoTexku. — TeKCeT : 37IeKTPOHHBIN.

5. SMART Imagebase /1 EBSCOhost : [mopTan]. — URL:
https://ebsco.smartimagebase.com/?TOKEN=EBSCO-1a2ff8c55aa76d8229047223a7d6dc9c&custid=s6895741. —
Pexum noctyna : Ui aBTOpH3. MOIb30BaTeneil. — M300pakeHue : 2IeKTpOHHEIE.

6. ®enepanbuble HHPOPMAIMOHHO-00Pa30BaTEIbHBIE MOPTAJIbI:

6.1. EnuHoe OKHO JiocTyma K 00pa3oBaTesbHBIM pecypeaM : (emepanbHbiii moptai / yapeautens PILAOY
JITIO LPT'OIT u UUT. — URL: http://window.edu.ru/. — TekcT : 31eKTPOHHBIH.

6.2. Poccuiickoe oOpaszoBanue : peaepanbubiii moptan / yupeauntens ®I'AOY II10 LIPI'OIT u UT. — URL:
http://www.edu.ru. — Tekct : 3JIeKTPOHHBIA.
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7. O6pa3oBareibHble pecypebl Yal'y:

7.1. DnektponHas Oubmuorexka Ynl'Y : moayne ABUC Mera-ITPO / OO0 «Jlata Dkcmpecc». — URL:
http://lib.ulsu.ru/MegaPro/Web. — Pexum goctyma : s TOJb30Batelici HaywHoW OuOmmoreku. — TekcT :
3IEKTPOHHBII.

7.2. ObpasoBarenshbiii mopran Yal'yY. — URL: http://edu.ulsu.ru. — Pesxxum moctyma : ajist 3apeructp.
0JIb30BaTene. — TEKCT : 3IEKTPOHHBIH.

CornacoBaHo:
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