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[Iporpammy coctaBuii(u):
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PaGouast mporpamma JUCIUILTAHBL
Opranu3aums ¥ TeXHOJIOTHS JOKYMEHTALIMOHHOTO o0ecnieyeHnsl ynpaBJeHus

paspaborana B coorBetcTBuu ¢ PI'OC BO:
denepanbHBIA TOCYJAPCTBEHHBIN 00pa3oBareIbHbIN CTaHAAPT BBICHIETO 00pa3oBaHUs - OakaiaBpwar IIo

Harpasienuto noarotoBku 46.03.02 JlokymeHTOBeneHHE M apXuBoBeleHHE (mpuka3 MuHoOpHayku Poccun
0T 29.10.2020 r. Ne 1343)

COCTaBJICHAa HAa OCHOBaHNH y‘IG6HOFO I1aHa

« JlokyMeHTOBe/eHUE W apXMBOBEJCHHUE», YTBEP)KICHHOIO YUYEHBIM COBETOM By3a, mpoTokosn Ne 11 or
24.04.2024 r.

Pabouas mporpamma omoOpeHa Ha 3aceqaHuM Kadeapbl OMOINOTEYHO-UH(OPMALMOHHOW JEATETBHOCTH,
JOKYMEHTOBEICHHSI U apXUBOBEICHHS

npotokon Ne 9 ot 15.05.2024 1.
3aB. kapenpoii Kauanosa Enena FOpreBHa
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1. IEJIX OCBOEHUS JTNCHUITJIMHBI (MOAYJIS)

@DopMHpOBaHNE CHCTEMBl 3HAHWH M YMEHHH 10 OpraHW3alud U TEXHOJOTMH IOKYMEHTAIIMOHHOTO OO0eCHeueHUs
yIPaBJICHUS.

2. MECTO JJUCIHUILITAHBI (MOJYJISA) B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI'PAMMBI
Hukn (paszen) OIT: | F1.B

2.1 | TpeGoBaHusi K IpeIBAPUTEILHON OATOTOBKE 00y4aI0LErocs:

2.2 | JucuuminHbl (MOAYJIM) M NPAKTHKH, VI KOTOPbIX OCBOECHHME JAHHON AUCUMIIMHBI (MOAYJIs1) HEOOX0AUMO KaK
npealecTByolee:

2.2.1| Cranpapruzaunust JOY 1 apXMBHOTO j€na

2.2.2 | Pa3paboTKa JOKAIbHBIX HOPMATUBHBIX akToB 1o JJOV 1 apXxMBHOMY A€y

2.2.3 | TloaroToBKa K MPOLEAYPE 3aAMTHI ¥ 3alMTA BBITYCKHOM KBATH(PUKAIMOHHON paboThI

2.2.4| TloaroToBka K cliaue M cjiaya rocy1apCTBEHHOTO K3aMeHa

2.2.5 | TIpon3BoACTBEHHAS PAKTHKA (TPELAUILIOMHAs )

2.2.6 | KanpoBoe Ae0npor3BOICTBO U aPXUBBI JOKYMEHTOB [0 IHYHOMY COCTaBY

2.2.7| MokymeHTalMOHHOE 0OECIIEUCHUE TOCYIapCTBEHHOTO W HETOCYIapCTBEHHOTO YIIPABICHUS

2.2.8 | KoH(puaeHIHATLHOE IeI0IPOU3BOICTBO

2.2.9( Opranuszanus paboThl ¢ oOOpameHusMd rpakaadlloAroToBKa K MNPOLEAYPE 3aMMTHI M 3allUTA  BBINYCKHOM
KBATU(UKAITHOHHON pabOThI

2.2.10| TToaroroBka K ciaue ¥ caada rocy1apCTBEHHOrO K3aMeHa

2.2.11 | IpousBoaCcTBEHHAs NPAKTHKA (TIPEATUILIOMHAS)

3. KOMIOETEHIMY OBYYAIOILETOCSI, ®OPMUPYEMBIE B PE3YJILTATE OCBOEHUS JUCHUTLTAHBI
(MOJYJIST)

ITIK-1: BiageHue 3aK0HOJATeIbHON 1 HOPMAaTHBHO-MeTOAUYecKO0il 0a30ii HHGOPMALMOHHO-10KYMEHTALUOHHOIO
o0ecrneyeHus ynpaBJeHHsl H ADXUBHOIO €13, CIIOCO0OHOCTBI0 OPHEHTHPOBATLCS B IIPABOBOI1 0a3e cMeKHBIX 001acTel

3HaTh:

- 3aKOHOJATENbHBIE W HOPMAaTHBHO-TIPaBOBBIE akThl Poccmiickoit ®emepammu B chepe MTOKyMEHTAMOHHOTO OOeCIICUeHHs
yIIpaBICHUS, QpXUBHOTO JIeJIa ¥ CMEXKHBIX o01acTeid;
- HOPMAaTHBHO-METOJMYECKHE ITOKYMEHTHl M HALMOHAIbHBIC CTaHIapThl B cepe NOKyMEHTAIMOHHOTO OOECIICUCHUs YIIPaBJICHUS,
apXHMBHOTO JIeJIa M CMEXHBIX o0acTeit.

Ymerts:

- OpI/IeHTI/IPOBaTBCH B HOpMaTHBHO-HpaBOBOﬁ n MGTOHHHCCKOﬁ 68.36 B CMCXKHBIX C }Z[OKyMCHTaHI/IOHHLIM o6ecnequI/IeM
YIPaBICHUS;
- aHATM3UPOBATh HOPMATUBHO-TIPABOBYO 0a3y B COOTBETCTBHH C 3a/lauaMH JJOKYMEHTAIIMOHHOTO 00ECTICUEHUS YIIpaBICHHUS.

Baanerb:

- HaBbIKAMM IIOWCKa, aHAIM3a, TOKOBAaHWS W TPUMEHECHHUsS IPaBOBBIX HOPM B cdepe MOKyMEHTAMOHHOTO oOecnedeHus
YIPaBICHHUS;

- HaBBIKAMH INPUMEHEHHS HOPMATHBHO-TIPABOBBIX AKTOB M METOAMYECKHX ITOKYMEHTOB IUIS PEIICHHS 3a7a4 NPOoQeCcCHOHATHHOH
JEeTaNbHOCTU B cdhepe JOKYMEHTAIMOHHOTO 00ecTIeueH s YIPaBIeHHs.

IIK-2: CnocobeH pa3padaTbIBaTh U BHEAPATH J10KAJIbHbIe HOPMATUBHbIE AKThI H HOPMATUBHO-METOAMYeCKHeE JOKYMEHThI
1o BeIeHNI0 HH(POPMALHOHHO-TOKYMEHTAIIMOHHOTO 00eceueHsl YIPABJIeHUs]  apXHUBHOTO jea
3HaTh:

- 3aKOHO/IaTeNIbHBIE 1 HOPMAaTHBHO-TIPaBOBEIE akThl PD B cdepe JOKyMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPABICHS;
- METOMYECKUE JOKYMCHTHI M HAIIMOHATBHBIE CTAHIAPTHI B Chepe JOKYMEHTAIMOHHOTO 00eCTIeueHHs YIPaBICHHS;
- pacupezenenne GYHKIUH 1 BOIPOCOB AEATEILHOCTH MEX/LY CTPYKTYPHBIMH MOAPA3IEICHUSIMH OpraHU3alnH;
- COCTaB JIOKATHFHBIX HOPMATHBHBIX aKTOB OPTaHU3AIIH;
- TpaBWJIa COCTAaBIEHHUA W O(QOPMIICHHS JIOKATHHBIX HOPMATHUBHBIX aKTOB, PETYIHPYIOIINX IOPSIOK pabOTHI C JOKyMEHTaMH B
OpraHu3aluy;
- METO/IBI peTJIaMEHTAIUH JeTIONPOU3BOICTBEHHBIX TIPOLIECCOB;
- TpeOOBaHNS OXPaHBI TPYAA.
Ymers:

- aHATM3UPOBATH JIOKATbHBIE HOPMAaTHBHEIE aKThI 10 WHPOPMAITMOHHO-TOKYMEHTATHOHHOMY 00ECIIEYCHHUIO YIIPABICHMS,
- aKTyaIM3UPOBATh JIOKATbHBIE HOPMATUBHBIE aKThl OPraHU3aLUH M0 JOKYMEOHTAIMOHHOMY 00€CIIEUeHHIO €€ YIIpaBIeHHS;
- MPUMEHSATHh METO/IbI PErJIAMEHTAILIMH JICTIOTNPOU3BOJICTBEHHBIX ITPOIIECCOB;
- BECTH KOHCYJIbTAI[HOHHYIO ICATSIHLHOCTD MO BOMIPOCaM pabOTHI C YIPABICHYSCKHUMH JIOKYMEHTaMHU.
Baanerb:

- TOATOTOBKOW IIPOEKTOB JIOKAIBHBIX HOPMAaTHBHBIX aKTOB OPTaHU3AIlMH, PETYIHUPYIOUIUX IMOPSIOK PabOTHl C JOKyMEHTaMH B
OpraHU3alKH;




- HaBBIKAMHM OKAa3aHUS METOAMYECKOH MOJAEPKKA M MOMOINM PabOTHWKAM OpraHu3allid MO BOIMPOCaM JTOKYMEHTAllMOHHOTO
obecrieueHHs yIpaBIeHHs OpraHu3areil u padoTe ¢ JOKYMEHTaMU.

IIK-3: CnocofeH HCno/Ib30BAThL NPABUJIA OPraHU3ALMM BCeX 3TAN0B PA00ThI ¢ JOKYMEHTAMHU Pa3HbIX JOKYMEHTALMOHHbBIX
CHCTeM, B TOM 4HcJie AaDXHUBHBIMHM 10KYMEHTAMH

3HaTh:

- 3aKOHO/IaTeNIbHBIE 1 HOPMAaTHBHO-TIPaBOBEIE akThl PD B o0macTy paboTHI ¢ JOKyMeHTanue! u nHdopmanmeii;

- mpaBuIa paboTHI ¢ JOKYMEHTaMU OPTaHM3allUH, YCTAHOBICHHbIE €€ JIOKATbHBIMU HOPMATUBHBIMU aKTaMU;

- TEXHOJIOTMYECKHUE ATaMbl pabOThI C Pa3IMYHBIMHU KaTETOPUAMH JOKYMEHTOB OpraHU3alUH;

- IOPSJIOK M COAEPIKaHHE TIPOIIEAYP TEXHOJIOTHIECKHIX ITAIIOB PabOTHI ¢ PA3TMIHBIMA KaTeTOPHSAMH TOKyMEHTOB OpPTaHM3aliy.
Ymers:

- CTPYKTYpHpPOBaTh, CHCTEMAaTH3UPOBATh M KIACCH(HUIHPOBATh TOKYMEHTHI TI0 ONPEAeIEHHBIM KPUTEPHSM;

- BBIIIOJHATH PabOTy ¢ JOKYMEHTAMH B paMKax MPOIEAYp, YCTaHOBICHHBIX B OPTaHU3AIUH.
Baagersn:

- TEXHOJIOTHSMU M OTEpalsiMU pabOThI C Pa3TUYHBIMU KaTeTOPUSAMU JOKYMEHTOB OpraHU3alliH;
- OPraHM3alMOHHOM O(PHCHOM TEXHUKOHN B paMKax CBOSH MPodeCcCHOHATBHOM NesITeTbHOCTH.

ITK-4: Biageer HaBbIKAMM OPTAHU3ALMHM JAOKYMEHTHPOBAHUSI YNIPABJICHYECKOM e TeJbHOCTH B OPraHu3alluu
3HaTh:

- TUIBI U BUABI JOKYMEHTAMOHHBIX CUCTEM, COCTaB U MOPSAAOK UX PYHKIIMOHHUPOBAHUS B CUCTEME YIIPaBJICHUs OpraHU3allei;

- HOpMaTHBHO-TIPABOBYIO H METOINYECKYIO 0a3y, peryIHpYONyIo paboTy ¢ JOKyMEHTaMH Pa3HBIX JOKYMEHTAIIHOHHBIX CHCTEM;

- IpaBUJIA COCTABJICHUS U 0POPMIICHHUST YIPABICHYECKHX TOKYMEHTOB Pa3HBIX THIIOB M BUIOB;

- IpaBUJIa OPTaHU3ANY JOKYMEHTAIIMOHHOTO COTIPOBOKACHUS YIIPaBICHHS U OPTraHU3aluH apXUBHOTO XpaHEHHS JOKYMEHTOB.
YMmeTh:

- TNPUMEHATb HOPMAaTHBHO-NIPABOBbIE aKThl W HOPMATHMBHO-METOAMYECKHE MOKYMEHTHl IPU COCTaBICHUH U O(OpMIEHUH
YIPaBICHYECKUX JOKYMEHTOB;
- MPOBOJIUTH YHU(UKAIUIO POPM JOKYMEHTOB, IPUMEHSIEMBIX B YIIPaBICHUSCKON IEATEITLHOCTHA OPTraHN3allny;
- IPUMEHSTh KOHKPETHBIE BUIbI JOKYMEHTOB JJISl peanu3ainuy GyHKIUI yIpaBiIeHUs] B OpraHN3aluH;
- COBEpILEHCTBOBATh CUCTEMY JOKYMEHTHPOBAHHUS YIIPABIEHUECKON AESTENbHOCTH OPraHU3alHH.
Buaners:
- HaBBIKaMH pa3pabOTKH TpeOOBaHMI K HH(OPMAIIIH, BKITFOUYAEMOI B JOKYMEHTHI OpTaHU3aIlHH;
- OpTaHM3AIMOHHOM OPHCHON TEXHUKOH B paMKax CBOCH NPOQeCCHOHATBHO e TeNbHOCTH;
- OpraHu3allMOHHBIMH M TEXHHYECKHMMM CpEICTBAMU JUIsl NEpeBOAa B JJICKTPOHHBIA BHJ JOKyMEHTOB M JOKYMEHTHPOBAHHOU
HH(pOpPMAIMK OPraHHU3alUH.

IIK-5: Baageer HaBbIKaMH 00pa00TKHU JOKYMEHTOB Ha BCeX 3TaNax JOKyMeHT000opoTa
3HaTh:
- METOJbI pETJIAMEHTAIMH JeJIONPOU3BOACTBEHHBIX IIPOLIECCOB;
- IPUHIINIBI X METOABI YIOPSIOYEHHS COCTaBa IOKyMEHTOB M MH()OPMAIIMOHHBIX MOKa3aTeNeil OpraHu3alny;
- IPaBMJIA OPTaHM3AINH JIEIOMPOU3BOJICTBEHHBIX MIPOIIECCOB B OPraHHU3AIINH;
- TIOPSIIOK U COJAepIKaHHe IpOoUeAyp MO padoTe ¢ JOKyMEHTaMHu opraHu3anuu (00paboTKH, perucTpaluy, UCHOIHEHUS, KOHTPOJI,
TEKYILEro U apXUBHOTO XPaHEHUsI JOKYMEHTOB).
Ymers:

- MPOBOJUTH YHUGUKAUIO POPM JOKYMEHTOB, IPUMEHIEMBIX B YIIPaBICHUSCKON NEATSILHOCTH OpPTraHN3alliH;
- OCYIIECTBIATH MPOIENypHl IO padoTe ¢ JOKYMEHTaMH OpraHu3aindd (00paboTKH, pETHCTpAMy, HWCIIONHEHHs, KOHTPOJIS,
TEKYILET0 U apXUBHOTO XPaHEHUs TOKYMEHTOB).

Baangersn:

- TEXHOJIOTUAMH PabOTHI ¢ JOKYMEHTaMHU U HH(OpMaLuel, B TOM YHCciIe OrPaHUIEHHOT0 JOCTyIIa.

B pe3yabTaTe 0CBOEHUS TUCHUILIMHBI (MOIYJIs1) 00Y4aAIOUIHIACA T0/TKEH
3.1 3uarb:

- 3aKOHOJAATeNbHYI0 M  HOPMAaTHBHO-METOAMYECKYl0  0asy  MH(OpPMALMOHHO-TOKyMEHTAHOHHOTO  oOecreueHus
YIpaBIICHHS ¥ apXHBHOTO JIeJIa, a TAK)Ke TIPaBOBYIO 0a3y CMEXHBIX 00JIacTei;

- CHCTEeMy JIOK&TBHOM HOpMarmBHOW ©0a3pl, obOecneumBaromiell d(p¢eKTHBHOC  (QYHKIMOHHPOBAaHHE  CHCTEMBI
JIOKYMEHTAIIMOHHOTO 00ECTICUCHNUS YIIPaBICHHS,

- THNBI W BUJIBl JOKYMEHTAIMOHHBIX CHCTEM, COCTaB W TMOPSIOK WX (YHKIMOHUPOBAHWS B CHCTEME YIIPABJICHHS
opraHuzanuet;
- MpaBmJIa PabOTHI ¥ TEXHOJIOTUYECKHUE ITAMBI C PA3IMBHBIMU KaTerOPHsIMHA JOKYMEHTOB;
- IOPSIIOK M COJIEpKAHKE MPOIIEYP MO paboTe ¢ TOKYMEHTaMH OpraHU3allny.
3.2 Ymern:

- NIPUMEHATH 3aKOHOAATSNIFHYI0 M HOPMATHBHO-METOIMYECKYI0 0azy HH(OPMAannOHHO-JOKYMEHTAI[IOHHOTO OOecIieueHus
YIpaBJICHHS ¥ apXUBHOTO JIeJIa, a TAKXKE OPUCHTHPOBATHCS B IIPABOBOI Oa3e CMEKHBIX 001acTsIX;



- AHAIM3UPOBATh, AKTYATH3UPOBATH
obecrieueHus yrpaBIeHuUs

U TOPUMCHATH JIOKAUIBHBIC HOPMATUBHBIC AKTHI

CUCTCMBI

JIOKYMEHTALKOHHOT'O

- CTPYKTYypHUpOBaTh, CHCTEMAaTH3UPOBATh U KIaCCU(PHUIIUPOBATh IOTOKU JOKYMEHTOB IO ONPEIeNEHHBIM KPUTEPHUSIM;

- TPOBOAWUTh YyHUPUKAIUIO (GOPM HTOKYMEHTOB, HPUMEHSEMBIX B YIPaBICHUYECKONH MAEATENBHOCTH OpraHM3alluH, U
HMPUMEHATH KOHKPETHBIC BUJIBI JOKYMEHTOB JUIsl pELICHHS TPO(ECCHOHATBHBIX 3a/1a4;

- OCYILIECTBIIATH NMPOLEAYPBI IO paboTe ¢ JOKYMEHTaMU OPTaHU3aLlUH.

3.3 Hmerhb HABBIKH U (MJIH) ONBIT JESITETLHOCTH:

- TIOWMCKa, AaHAIM3a, TOKOBaHMA W INPUMECHEHHS MPABOBBIX HOPM IIPU pEIICHHHM NPOo(pecCHOHATBHBIX 3amad B cdepe
JIOKyMEHTAlHIOHHOTO 00€CIIeYeH sl yIIPaBICHUS U apXUBHOTO JeNa;

- DOATOTOBKH JIOKAIbHBIX HOPMATUBHBIX aKTOB, PETYJIHNPYIOIIUX CUCTEMY JOKYMCHTATHOHHOT'O obOecreYeHU YIpaBJICHUA,

- OKa3aHUs METOJMYECCKOW TIMOMOLIM pabOTHHKAaM OpraHM3allid [0 BONPOCAM JOKYMEHTAMOHHOTO OOecreueHuUs

YIpaBJICHHS OpraHU3aluei U padoTe ¢ TOKyMEHTaMHU;

- paﬁOTLI C pa3JIMYHbIMU KaTCropusiMnu JOKYMCHTOB IIPpHU ITOMOIITH Opl"a.HI/BaI.II/IOHHOﬁ Oq)HCHOﬁ TEXHUKH,

- pa3paboTKK TPeOOBaHMI K MH(POPMAIHH, BKIFOYACMOl B IOKYMEHTHI OPTraHH3allHH;

- paboTHI ¢ JOKYMEHTaMHU 1 HH(OpMaLKel, B TOM YHCIe OrPaHUYEHHOT0 JOCTYIIA.

4. CTPYKTYPA Y COJIEP)KAHUE JUCHUILIMHBI (MOLYJIS)

HanmeHoBaHue pa3/iesioB U TeM /BU 3aHATHS/ C/elnca;[c)zp Yacos Kommnerennun Jluteparypa
Paznen 1. JlokymMeHTallHOHHOE o0ecrieyeHUe YNIPABJICHHUS:
HCTOKHM, CTAHOBJEHHEe M COBPeMeHHOe COCTOsSIHHe
cucreMsl /Pazgen/
Tema 1. UcxonHele TOHATHS W TPEACTaBICHUS O
JIeTIONPOU3BOJICTBE. CoBpeMeHHOE COCTOSIHHE 1
JenonpousBoacTBa B Poccuu
HcxonHble NOHATUS U IPEACTABICHUS O AEIONPOM3BOJCTBE. J1.3J11.6 JI1.1 JI1.5
CoBpeMEeHHOE COCTOSIHME JeNoNpou3BojACTBa B Poccun g 3 3 JI1.4 J11.2J12.7 J12.6
(mexust) /JTex/ 8 TTK-3 TTK-4 TTK-3 JI2.8 JI12.1 J12.2 JI2.5
J12.3J12.4
McxonHple TOHATUS M TIPENCTABICHUS O JEJIONPON3BOJICTBE. JI1.3 JI11.6 JI1.1 JI1.5
CoBpeMeHHOE COCTOSHHE [elONpou3BojACTBA B Poccun 2 IK-3 [TK-4 TIK-5 JI1.4 J11.2J12.7 J12.2
(npakTrueckoe 3ansitue) /Ilp/ J12.3
McxonHple TOHATUS M MIPENCTaBICHUS O JEIONPON3BOJICTBE. JI1.3 JI1.6 JI1.1 JI1.5
CoBpeMEeHHOE COCTOSIHME JeNoNpou3BoACTBa B Poccun 2 IK-3 [TK-4 TIK-5 J1.4 J11.2J12.7 J12.2
(camocTosiTenbHast pabora) /Cp/ 2.3
Tema 2. MHPOPMAITIOHHO-TOKYMEHTAMOHHOE O0ecIeueHne 1
paboTHI anmapara yrnpaBJIeHHs
HHadopManmoHHO-TOKyMEHTaIMOHHOEe  00ecIedeHne paboTH 6 IIK-3 T1K-4 I1K-5 IIK- | JI1.3 JI1.6 JI1.1 JI1.5
armapara ynpasieHus (nekius) /Jlex/ 2 J1.4J11.2J12.2 J12.3
HudopManmoHHO-T0OKyMEHTAHOHHOE 00ecTiedeHIe PadoThI | IK-3 TIK-4 T1K-5 TIK- | JI1.3 JI1.6 JI1.1 JI1.5
anmapara ympasieHHs (camocTosTenbHas pabora) /Cp/ 2 JI1.4 J11.2J12.2 J12.3
Tema 3. 3akoHOHAaTeNbHBIE M OPraHH3ALUOHHBIC OCHOBBI
CHCTEMBI ITOKYMEHTAIIMOHHOTO OOeCTIeYeHHs YIpPaBICHUSI B 1
PO
3aKOHO/ATeNIPHBIC W OpPraHW3AlMOHHBIE OCHOBBI CHCTEMBI
JOKyMEHTAI[HIOHHOTO ~ OOecrie4eHus ympasieHus B PO 6 TIK-1 TIK-2 JI1.3 JI1.6 JIL.1JIL.5
JI1.4J11.2J12.2 J12.3
(mexuust) /JTex/
3aKOHO/MATeNIPHBIC W OpPTaHW3AMOHHBIE OCHOBBI CHCTEMBI 1.3 JTL.6 JIL1 JILS
JIOKYMEHTAlTMOHHOTO ~ O0ecriedeHust ympasieHuss B PO 6 TIK-1 T1K-2
JI1.4J11.2J12.2 J12.3
(npaktuueckoe 3ausitue) /Ip/
3aKoOHOMATeNPHBIE W OpPTaHW3AlHOHHBIE OCHOBBI CHCTEMBI 1.3 1.6 JTL.1 JILS
JNIOKYMEHTAllMOHHOTO ~ o0ecredyeHust ympaeieHuss B PO 1 TIK-1 I1K-2
J1.4J11.2J12.2 J12.3
(camocrositenbHas pabota) /Cp/
Tema 4. OOmume HOpMBI W TIpaBmina  O(OPMIICHHUSL |
yIpaBICHYECKUX JOKYMEHTOB
OO6mue HOPMBI W TIpaBHiIa OGOPMIICHUS YIPaBICHYSCKUX JI1.3 JI1.6 JI1.1 JI1.5
JokyMeHTOB (yekiusi) /Jlex/ 8 TIK-1 [TK-2 JI1.4 J11.2J12.2 J12.3

2.4




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
OO6mue HOPMBI W TIpaBHiIa OGOPMIICHHUS YIPaBICHYECKUX JI1.3 JI1.6 JI1.1 JI1.5
JIOKYMEHTOB (mpaktuieckoe 3ansartue) /IIp/ 6 TIK-1 [IK-2 JI1.4 J11.2J12.2 J12.3

2.4
OOmne HOpMBI W TIpaBWiIa O(GOPMIICHHUS YIPaBICHUECKHX JI1.3 JI1.6 JI1.1 JI1.5
JOKyMEHTOB (camocTosiTenbHast pabota) /Cp/ 1 [K-1 TIK-2 JI1.4 J11.2J12.2 J12.3
2.4
Tema 5. KomnbroTepHas MNOATOTOBKA JOKyMEHTOB 1
KommbroTepHasl mOAroToBKa JOKyMEHTOB (Jiekiusi) /JIex/ JI1.3 JI1.6 JI1.1 JI1.5
8 T4 TS JI1.4 J11.2)12.2 J12.3
KommpioTepHast MOATOTOBKA JTOKYMEHTOB (TIPaKTHUECKOE 6 K4 TIK-5 JI1.3 J11.6 JI1.1 JI1.5
sansitue) /Ilp/ R JI1.4 J11.2J12.2 J12.3
KommproTepHas MmMoAroToBka JTOKYMEHTOB (CaMOCTOSITEIbHAs 5 K4 TIK-5 JIT.3 JI1.6 JI1.1 JI1.5
pabora) /Cp/ ) ) JI1.4 J11.2J12.2 12.3

HanmeHoBaHue pa3iesioB 1 TeM /BU/L 3aHATHS/ C/elnca;lc;p Yacos KoMmnerenuun Jlutepartypa

Ix3amen (1 cemectp) /Pazmen/

Tema 6. [IpoMexyTOUHBII KOHTPOIIb 1

ITpoMexxyToYHbBIN KOHTPOJIb /DK3aMeH/ 9 TTK-1 TK-3 [TIK-4 TIK- | JI1.3 JI1.6 JI1.1 JI1.5
5TIK-2 JI1.4J11.2J12.2 J12.3

HaumeHnoBaHue pa3iesioB U TeM /BU 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuuu Jlutepartypa
Pazpen 2. JlokymeHTHpOBaHHe U  odopMiieHHe
nokymenToB /Pazneit/

Tema 7. [Toaroroska u odopmicHre )
OPTaHU3AIMOHHO-TIPABOBEIX JTOKYMEHTOB
IlonrotoBka W oGOpMIIEHHE OPraHU3alMOHHO-TIPABOBBIX JI1.3 JI1.6 JI1.1 JI1.5
JIOKyMeHTOB (Jexuus) /JIex/ 6 IK-3 TIK-4 ITK-5 JI1.4 J11.2J12.6 J12.8
J12.2J12.3
IoaroroBka u o¢hopMIEHHE OPraHU3alMOHHO-IIPABOBBIX JI1.3 J11.6 JI1.1 JI1.5
JOKYMEHTOB (mpakTudeckoe 3anstue) /IIp/ 8 [IK-3 [1K-4 TIK-5 JI1.4 JI1.2J12.6 JI2.8
JI22J123J12.4
IogrotoBka u ohoOpMIICHHE OPraHU3aMOHHO-TIPABOBBIX JI1.3 JI1.6 JI1.1 JI1.5
JIOKYMEHTOB (camocTosiTenbHas paborta) /Cp/ 18 MK-3 [TK-4 TIK-5 JI1.4 J11.2J12.6 J12.8
J12.2J12.3J12.4
ITonrotoBka W oGhOpMIIEHHE OPTraHU3a[MOHHO-TIPABOBBIX JI1.3 JI1.6 JI1.1 JI1.5
JOKyMeHTOB (TeKyruii KoHTpois) /TK/ 3 IK-3 TIK-4 ITK-5 JI1.4 J11.2J12.6 J12.8
J22J123J12.4
Tema 8. IlogroroBka u 0oGhOPMIEHHE PACTIOPSAUTENBHBIX )
JIOKyMECHTOB
ITonroroBka u oopmnerne pacnopsIIUTEIbHBIX JI1.3 JI11.6 JI1.1 JI1.5
JIOoKyMeHTOB (nekuusi) /Jlex/ 6 IK-3 [TK-4 TIK-5 JI1.4 J11.2J12.6 JI12.8
J122J12.3J12.4
[Toxroroska u odopmieHne PpacropsIMTeNIbHBIX JIT.3 JI1.6 JI1.1 JI1.5
JOKyMEHTOB (TIpakTHdeckoe 3ansatue) /IIp/ 8 IK-3 TIK-4 I1K-5 JI1.4 J11.2J12.6 J12.8
227123 712.4
IMoxroroBka u odopmienue pacnopsiANTEeTbHBIX J1.3J11.6 JI1.1 JI1.5
JIOKYMEHTOB (camocTosTenbHas paborta) /Cp/ 16 TIK-3 [1K-4 IIK-5 JI1.4 J11.2J12.6 J12.8
J227123J12.4
ITonroroBka u oopmnerne pacnopsIIUTEIbHBIX JI1.3 JI11.6 JI1.1 JI1.5
JIOKYMEHTOB (TeKyIui KoHTpoib) /TK/ 3 IK-3 [1K-4 TIK-5 JI1.4 J11.2J12.6 J12.8
J12.2J12.3J12.4
Tema 9. IToaroroBka u odopmicHHe )
MH()OPMAITMOHHO-CITPaBOYHBIX JTOKYMEHTOB
IoaroroBka U odopmicHre HHOOPMALHOHHO-CIPABOYHBIX JI1.3J11.6 JI1.1 JI1.5
JIOKyMeHTOB (Jiekius) /JIex/ 8 ITK-3 [TK-4 TIK-5 JI1.4 J11.2J12.6 J12.8

JI22J12.3J12.4




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
[MoaroroBka u odopmieHne HHHOPMAIHOHHO-CIPABOYHBIX JI1.3 JI1.6 JI1.1 JI1.5
JIOKYMEHTOB (mpaktuieckoe 3ansartue) /IIp/ 10 [K-3 [TK-4 [IK-5 JI1.4 J11.2J12.6 J12.8

J122J12.3J12.4
ITonrotoBka u oQopmicHHe HHPOPMAIMOHHO-CIPABOYHBIX JI1.3 JI1.6 JI1.1 JI1.5
JOKyMEHTOB (camocTosiTenbHast pabota) /Cp/ 16 IK-3 TIK-4 ITK-5 JI1.4 J11.2J12.6 J12.8

227123 712.4
IMoaroroBka u odopmieHne HH(HOPMALUOHHO-CIPABOYHBIX JI1.3 J11.6 JI1.1 JI1.5
JOKyMeHTOB (Tekyruuii koHTpoins) /TK/ 4 [IK-3 [1K-4 TIK-5 JI1.4 J11.2J12.8 J12.2

J12.3J12.4
Tema 10. Opranuzauuss M BeJCHHE [EJIOBOH NEPENUCKU. )
IMoxroToBka u opopmIIeHHE IEIOBOTO MHChMa
OpraHuzanusi ¥ BeJeHHE JeyoBoi mepenucku. lloaroroBka JIT.3 JI1.6 JI1.1 JI1.5
1 oopMIIeHHE JeTI0BOT0 TchMa (Jekmus) /Jlex/ 8 IK-3 [TK-4 TIK-5 JI1.4 J11.2J12.6 J12.8
J12.1J12.2J12.3 J712.4

Opranuzanysi W BeJeHHE NeJNOBOM mepenucku. [loaroroBka J1.3J11.6 J11.1 JI1.5
U odopMIIeHHE IENOBOrO MHUChbMa (TMPAKTHUECKOE 3aHSATHE) 10 T1K-3 T1K-4 TIK-5 JI1.4 JI1.2J12.6 JI2.8
/Mp/ J12.1J12.2J12.3 J12.4
Opranuzanusi W BeJeHHE NeJIOBOM mepenucku. [loaroroBka JI1.3 JI1.6 JI1.1 JI1.5
1 ohOpMIICHHE NIENIOBOTO MHChMa (CaMOCTOSATENIbHAs PadoTa) 14 TIK-3 T1K-4 TIK-5 JI1.4 J11.2J12.6 J12.8
/Cp/ J12.1J12.2J12.3 J12.4
OpraHuzanuss ¥ BeJeHHE JEJOBOM mepenucku. IloaroroBka JI1.3 JI1.6 JI1.1 JI1.5
1 oopMIICHHE NeTIOBOTO MUChMa (TeKymmuii KoHTpois) /TK/ 4 IIK-3 I1K-4 IIK-5 JI1.4 J11.2J12.6 J12.8

J2.2J12.3J12.4

HaumeHoBaHMe pa3iesioB M TeM /BHJ 3aHATUS/ C/elnca;lc)zp Yacos Komnerenuun Jlutepartypa

3auér (2 cemectp) /Paznen/
Tema 11. IIpoMexxyTOUHBIH KOHTPOJIb 2
IIpomexxyTOuHBIH KOHTPOIH /3auéT/ JI1.3 JI1.6 JI1.1 JI1.5
4 IK-3 TIK-4 I1K-5 J11.4 J11.2J12.6 J12.8
J22J123J12.4

HaumeHoBaHuHe pa3/iesiOB U TeM /BUJ 3aHATHS/ C/elnca;lc)zp Yacos KoMmmnereHnun Jluteparypa

Paznen 3. Opranmsanusi padoTrsl € JAOKYMEHTAMH.

TexHosoruu aenonpoussojacrsa /Paznen/

Tema 12. [lokymeHTo00OpOT oOpranuzauuu. OpraHuzanus )

paboTHI ¢ TOKyMEHTaMHU

JokymeHTo000poT oOpraHu3anuu. OpraHuszanus paboTel C J1.3J11.6 JI1.1 JI1.5

JokyMeHTaMu (yekitusi) /JIex/ 8 TIK-3 [1K-4 TIK-5 JI1.4 J11.2J12.6 J12.8
J12.27J12.3

JokymeHToo00poT opranm3anuu. OpraHuszanusi paboThl ¢ JIT.3 JI1.6 JI1.1 JI1.5

JIOKyMeHTaMH (Tpaktudeckoe 3ansitue) /IIp/ 12 IK-3 [TK-4 TIK-5 JI1.4 J11.2J12.6 J12.8
J12.2J12.3

JlokyMeHTOo00OpOT opranu3anuu. OpraHu3aius pabdoThl € JI1.3 JI1.6 JI1.1 JI1.5

JOKyMEeHTaMH (caMocTosTeNnsHas padota) /Cp/ 10 IK-3 TIK-4 I1K-5 JI1.4 J11.2J12.6 J12.8
J12.2J12.3

JokymeHTOo000poT oOpraHu3anuu. OpraHuszanus paboTel C J1.3J11.6 JI1.1 JI1.5

JIOKyMeHTaMH (TeKyInui KoHTposn) /TK/ 4 TIK-3 [1K-4 TIK-5 JI1.4 J11.2J12.6 JI2.8
J12.27J12.3

Tema 13. Homenkiarypa aen opranuzauuu. OnepaTruBHOE U 3

TEKYIIEC XPAaHCHUEC JTOKYMEHTOB

Homenknarypa men opranuzanuu. OnepaTMBHOE M TEKyLliee
XpaHeHHe JTOKyMeHTOB (iekiwms) /Jlex/

IK-3 TIK-4 ITK-5 TIK-

JI1.3J11.6 JI1.1 JI1.5
JI1.4 J11.2J12.6 J12.8

2 J12.2J12.3
Homenknarypa nmen opranusanuu. OnepaTHBHOE U TEKyllee 3 3 3 | JI1.3 J11.6 JI1.1 JI1.5
XpaHeHHe JTOKYMEHTOB (mpakTudeckoe 3aHstue) /IIp/ 12 T3 TTK 42HK > TK JI1.4 J11.2J12.6 JI2.8
J2.2J12.3
Homenknarypa nen opranmsanuu. OnepaTMBHOE U TEKyllee 3 3 3 [ JIL3JI1.6 JI1.1 JIL.S
XpaHeHHe JTOKyMEHTOB (camocTosTenbHas pabota) /Cp/ 23 TTK-3 TIR-4 TIR-5 TIK JI1.4 J11.2J12.6 J12.8

2

J12.2J12.3




HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/

Cemectp

Yacos

Kommnerenunu

JlutepaTtypa

/ Kype
Tema 14. OueHka 3HaYMMOCTU JOKYMEHTOB U CPOKOB HX 3
XpaHeHUsI
OneHka 3HAYUMOCTH JOKYMEHTOB W CPOKOB WX XpaHEHUs 3 3 3 | JIL.3 J11.6 JI1.1 JI1.5
(mexrms) /JIex/ 6 TTK-3 TIK 42HK > TIK JI1.4 J11.2J12.6 J12.8
J12.2J12.3
OneHka 3HAaYMMOCTH JOKYMEHTOB M CPOKOB HX XpaHEHHS S 3 3 | JIL.3 J11.6 JI1.1 JI1.5
(npaktuueckoe 3ausatue) /TIp/ 6 TIK:=3 TIK 42HK > K JI1.4 J11.2J12.6 J12.8
J2.2J12.3
OLeHKa 3HaYMMOCTU JOKYMEHTOB M CPOKOB WX XPaHCHHS 3 3 3 [ JIL3JI1.6 JI1.1 JIL.S
(camocrosiTensHas pabota) /Cp/ 23 TK-3 TIK 42HK > TK JI1.4 J11.2J12.6 J12.8
J12.2J12.3
Tema 15. OhopmiieHHE JTOKYMCHTOB U JIe] K YHHUTOXXCHHIO, 3
Ha JINTEIFHOEC U Ha MOCTOSIHHOE XPaHCHHE
OdopmieHre IOKYMEHTOB M Jel K YHHUYTOXKEHHIO, Ha JI1.3 JI1.6 JI1.1 JI1.5
IIUTENFHOE M HAa IIOCTOSHHOE XpaHeHWe (JIEKIMOHHOE 6 k-3 HK-42HK-5 K 1 4 11.20m2.6 12.8
3ansarue) /Jlex/ J12.2J12.3
OdopmieHre TOKYMEHTOB M Jel K YHHYTOXKCHHIO, Ha JIT.3 JI1.6 JI1.1 JI1.5
IUTENFHOE ¥ HAa TOCTOSHHOE XpaHeHHe (MPakTHIecKoe 8 TIK-3 HK-42HK-5 K 1 4 11.2012.6 12.8
3ansarue) /IIp/ J12.2J12.3
OdopmieHre TOKYMEHTOB M Jel K YHUYTOXKCHHIO, Ha JIT.3 JI1.6 JI1.1 JI1.5
IIUTENFHOE U HA MOCTOSHHOE XpaHeHHE (CaMOCTOATEIbHAT 23 | TIK3 HK_42HK_5 K 1 4 11.2012.6 12.8
pabora) /Cp/ J2.2712.3
Tema 16. ApxuBHOE XpaHEHHE JOKYMEHTOB 3
ApXuBHOE XpaHEHHE JAOKYMEHTOB (Jekums) /Jlex/ g 3 3 [ JIL3JIL.6 JIT.1 JIL.S
4 TIK:=3 TIK 42HK > TK JI1.4 J11.2J12.6 J12.8
J12.2J12.3
ApXWBHOE XpaHEHHE JIOKyMEHTOB (IIPAaKTHUYECKOE 3aHATHE) 3 3 3 | JIL.3 JI1.6 JI1.1 JIL.5
Mp/ 6 TTK-3 TIK 42HK > TK JI1.4 J11.2J12.6 J12.8
J12.2J12.3
ApXHWBHOE  XpaHEHHE  JIOKyMEHTOB  (CaMOCTOSATENbHAST 3 3 3 | JIL.3 JI1.6 JI1.1 JI1.5
padora) /Cp/ 23 TIK-3 TIK 42HK > TK JI1.4 J11.2J12.6 J12.8
J12.2J12.3
HaumeHnoBaHue pa3/ies0B U TeM /BUJ 3aHATHS/ C/ellvg;[cjzp Yacos Komnerenuuu Jlutepartypa
Kypcosas patora /Pa3nen/
Tema 17. IlogroroBka KypcoBoi paboThl 3
IoaroroBka xypcosoi pabotsr /KP/ 3 3 3 [ JIL.3 1.6 JI1.1 JIL.S
20 MK H?élgg 4 TIK J11.4 J11.2J12.6 J12.8
J12.2J12.3
WanuBuayatsHOE KOHCYIBTHPOBAaHHE IO KypcOBOH pabote 3 3 3 | JIL.3 JI1.6 JI1.1 JIL.5
W 3 |HKLIKS T4 TR Ty 1 om s 122
5TIK-2
2.3
HaumeHoBaHue pa3neioB U TeM /BHJ 3aHATUS/ C/ellscd;lc;p Yacos Komnerenuun Jlutepartypa
Jx3amen (3 cemectp) /Paznen/
Tema 18. IIpoMexyTOUHBIH KOHTPOJIb 3
TIpoMeXyTOUHBIN KOHTPOJb /DK3amMeH/ : : : | JIL.3 J11.6 JI1.1 JI1.5
9 MR- H?élgg 4 TIK JI1.4 J11.2J12.8 J12.2
2.3
HaunmenoBaHue pa3iesioB U TeM /BUJ 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuuu Jlutepartypa
Paznen 4. Opranuzanus AOKYMEHTALUOHHOTI'O
obecneyeHns ynpasjieHus /Pasnen/
Tema 19. OcHOBBI  OpraHM3allid U  TEXHOJOTHH 4
JOKyMEHTAI[IOHHOTO OOECIIeueH s YIpaBICHHS
OCHOBBI OpraHM3allMd M TEXHOJIOTUM JOKYMEHTALHOHHOI'O 19 IIK-3 [1K-4 TIK-5 TIK- | JI1.3 JI1.6 JI1.1 JI1.5

obecrieueHust ynpasneHus (Jexmus) /JIex/

2

1.4 J11.2J12.2 J12.3




Cemectp

HaumeHnoBaHue pa3/iesioB U TeM /BU 3aHATHS/ / Kype Yacos Komnerenuuu Jlutepartypa
OCHOBBI OpraHU3allUd M TEXHOJIOTUM JOKYMEHTALIOHHOI'O 30 TIK-3 I1K-4 I1K-5 IIK- | JI1.3 JI1.6 JI1.1 JI1.5
obecmieueHus ynpasineHus (mpakTudeckoe 3anstue) /IIp/ 2 JI1.4J11.2J12.2 J12.3
OCHOBBI OpraHu3allid W TEXHOJOTHMH JTOKYMEHTAllMOHHOTO 5 TIK-3 T1K-4 T1K-5 TIK- | JI1.3 JI1.6 JI1.1 JI1.5
obecrieyeHns1 ynpaBlieHus (caMocTosTeNbHas padbota) /Cp/ 2 JI1.4 J11.2J12.2 J12.3
Tema 20. Opranuzanusi paboThl PYKOBOAUTENS CIYXKObI 4
JIOKYMEHTAITMOHHOT'O 00ECIIeUeHHsI yIPaBICHUS
z([)oplf aigi?rL;EﬁOHHorga6(0)T6I:cnequf1z: OB?H;ZZ’;HH (;Ziflf; 13 | MK TIR-A TIK-S T J1L.3 116 T 1T S

Y yip 2 1.4 J11.2012.2 12.3

/JTex/

O 6 (i

z[é);;;zig2§OHHorro)a o OGecgliEZflzlimem ynp:;lgg:m]; 22 TIK-3 TTR-4 [TK-5 TTK=\ JI1.3 JT1.6 JIL.1JIL.5
2 JI1.4 J11.2J12.2 J12.3

(mpaktuueckas padota) /TIp/

Oprauuzanus a0OThI KOBOJUTEJIS CITyKOBI

HEKyMeHiL;HHOHHOFg o6ec§l}e]:quHi ynpaBJZ/eHm{ 10 TIK-3 TTR-4 TTK-5 TTK= | JT1.3 JT1.6 JIL.1JI1.5
2 JI1.4 J11.2J12.2 J12.3

(camocTositenpHas pabora) /Cp/

HaumeHoBaHMe pa3/iesioB U TeM /BU] 3aHATHUSI/ C/elnca;c;p Yacos Komnerenuuun Jlutepatypa
Ix3amen (4 cemectp) /Pazmen/

Tema 21. IIpoMexyTOUHBIH KOHTPOJIb 4
TIpoMexyTOUHBIA KOHTPOJb /DK3amMeH/ 9 IIK-3 [1K-4 IIK-5 TIK- | JI1.3 JI1.6 JI1.1 JI1.5

2

JI1.4 J11.2J12.2 JI2.3

5. ®OHJ OIIEHOYHBIX CPEICTB

5.1. KoHTpoJibHBIE BONPOCHI U 3a1aHUS

1. Bonpock! A caMOKOHTPOJIS:
Bompocs! o pasneny 1. JlIokyMeHTarmoHHOE 00eCcTIeYeHIe YIIPABICHHUS: HCTOKU, CTAHOBIICHHE U COBPEMEHHOE COCTOSIHIE CHCTEMBI

1. Kakxvie BUIBI IEATENBHOCTH OXBATBIBAIOTCS MOHSATHEM «JETIOINPOU3BOJCTBON?

2. Pacumdpyiire ab6peBuarypy HOVY.

3. Kak cooTHOcATCS Mexay coOOH TepMHH «ZICJIONPOU3BOJACTBO» W TEPMHH «IOKyMCHTAlMOHHOE O0ECICYCHUC
YIIPaBICHAN.

4. Omnpenenure MOHATHSA: JOKyMEHT, O(HIUATEHBIN JOKyMEHT, CIyKeOHBIH JOKYMEHT, JJICKTPOHHBIA JOKYMEHT.

5. Omnpenenure GpyHKIUH TOKYMCHTA.

6. Kakue sTanbl cBOEro CTaHOBJIEHUS MEPEXUIIO Aenonpous3BoacTso B Poccun?

7. Oxapakrepusyite stansl cranosiaeHus ['CHOY B ctpane.

8. [epeuncnure nMpu3HAKU, MO KOTOPBIM KJIACCU(PHUIUPYIOTCS HOKYMEHTHI, UCIOIb3yEMbIEe B OpraHU3aI[HH.

9. Pacumndppyiite abopeBuarypy OPJ, mpuBemute nmpuMepsl COOTBETCTBYIOIIUX TOKYMEHTOB.

10. Packpotiite copmepxaHne TMOHATHH «CHCTeMa JTOKyMEHTAllNN», «yHHU(DHUIIMPOBaHHAS CHCTEMa TOKYMEHTAIIHI.

11. IMpuBenure npumMeps! YHU(UIUPOBAHHBIX CUCTEM IOKYMEHTALUU.

12. B uem 3akmiovaercss CyTh YHH(HKAMU W CTaHAAPTU3AUUHN B JEJIONPOU3BOACTBE?

13. OxapakTepu3yiiTe HOPMaTHBHO-IIPAaBOBOE OOECIICUeHHE POCCHICKOTO AETOIPOU3BOACTBRA.

14. IMpencTaBeTe OCHOBHBIE 3aKOHOIATENBHBIE AKTHI, PETIAMEHTHUPYIONIME JAEATENBHOCTh 110 JTOKYMEHTAIIHOHHOMY

00eCTeyeHnIO yIpaBIeHusl.

15. OxapakTepu3yiiTe OCHOBHbIE 3Tarbl (JOPMHUPOBAHUS 0a3bl JTOKAIBHBIX HOPMATUBHBIX aKTOB B OpPTaHHM3aLlUH.

Bomnpockt o pazaeny 2. JlokyMeHTHpOBaHUE U 0)OpMIICHUE TOKYMEHTOB

16. Kakne obmrue TpeOOBaHMSA MPEIBABIAIOTCSA K YIPABICHYECKOMY JOKYMEHTY?

17. [Jaiite ompeneneHue MOHATHS «OPraHU3aLUOHHO-PACIIOPSAUTENBHBIA TOKyMeHT». IlpuBeaurte KiacCUUKAIUIO 3TOTO
BUJIa JOKYMEHTOB.

18. KakoBbl HazHauenue u obmacte mpumeHenus ['OCT P 7.0.97-2016?

19. IMepeuncaure coctap pexBusutoB OPJ] mo I'OCT P 7.0.97-2016.

20. Yro Takoe OJaHK JOKYMEHTAa M Kakhe BHIbI OJAHKOB BBI 3HaeTe?

21. Kaxme BapmaHTHI pa3MemieHUs Ha OJIaHKe TOCTOSHHBIX PEKBH3HMTOB BHI 3HaeTe?

22. KakoBer obmme TpeboBaHms K O(GOPMICHHIO TEKCTa MOKYMEHTOB U MOPSJOK HCIIONB30BAHUS S3BIKOB B O(QHIUATEHOM
nenonpousBojacTse B Poccun?

23. Yro Takoe ¢opmar Oymarn u Kakue (HopMarbl MPUMEHSIOTCS ISl OQOPMIICHUS CITy’KE€OHBIX TOKYMEHTOB?
24. Uznoxwure o6mpie HOPMBI 0GOPMIICHHS TIEUYaTHOTO TEKCTA.

25. Kakue cmocoObl v pa3sHOBUAHOCTH OQOPMIICHHUS IaT B JOKyMEHTaxX BBl 3HaeTe?

26. W3noxunTe N3BECTHBIC BaM BHIbI COKPAICHUH CIIOB CH CIIOBOCOYETAHUH, MPHUBEIUTE PUMEPBI.

27. Kax ocymecTisiercst B CiTy’KeOHBIX TOKyMEHTax HalHMCaHWE YUCeT M (QU3MUECKUX BEIMIHH?

28. W3noxure ocHOBHBIE TpeOOBaHMSA K O(OPMIICHHIO B JOKYMEHTAaX MaTeMaTHYeCKUX (OpMyII.

29. Yro Takoe TabNHUIA U KaK OCYLICCTBISICTCS OQOpMIICHHE TaOJHI B JTOKYMEHTaX?



30. INepeunciaure BUABI OPraHU3ALMOHHO-NIPABOBBIX HOKyMEeHTOB. OmpeaenuTe UX MECTO U Ha3Ha4Y€HHE B YIPABICHUH
OpIaHM3ALMH.

31. OrnmmuTe OCHOBHBIE TPeOOBaHHS K OGOPMIICHHIO YUPEIUTEIHHOTO JOTOBOpA M yCTaBa OpraHW3alldy.

32. Wznoxwure xparko coaepikaHue (cTpykrypy Tekcra) ITomosxenmss o6 oprammsanmu u IlpaBun BHYTPEHHETO TPYZOBOTO
pacropsiika.

33. JlaiiTe XapakTepuCTUKY NOKyMEHTaM, XapaKTEePU3YIOUIMM CTPYKTYpY M IITaTHYIO YHCIEHHOCTb OPraHM3aLlUH.

34. OmmmuTe TpeOOBaHUS K O(GOPMIICHHIO IOJOXKEHHS O CTPYKTYPHOM IIOAPA3ACIEHHH, CTPYKTYpPY TEKCTa, PEKBH3UTHI
TUTYJIBHOTO JIUCTA.

35. W3noxute TpeOOBaHMS K OQOPMIICHHIO JTOJKHOCTHOH MHCTpYKIMH. OXapakTepu3yiiTe HasHa4eHHE TaHHOTO JOKyMEHTa.
36. [epeuncnaure BUABI PACTIOPSIUTENBHBIX TOKyMEHTOB. OXapakTepm3yiiTe WX MECTO W HasHaYeHWE B YIPaBICHUU
OpTaHU3alHu.

37. Onumure 3Tansl HOATOTOBKH PAacTIOPSIIUTENbHBIX JOKYMEHTOB.

38. OmyunTe CTPYKTYpy HPHKa3a MO OCHOBHOW JIEATENBHOCTH, COCTaB PEKBU3UTOB, TPEOOBaHUS K O(OpMIICHHIO.

39. OxapakTepu3yiTe MECTO M Ha3HAuU€HHE pPACHOPSHKEHHMS KaK pacHOpsAUTENIbHOTO JOKYMEHTa, COCTaB pPEKBH3UTOB,
TpeboBaHUS K 0OPMIICHHUIO.

40. JlaiiTe KpaTKyl0 XapakTepUCTHKY yKa3aHHMs Kak paclopsiIUTENbHOTrO JOKYMEHTa, €ro Ha3HaueHUeE.

41. OxapakTepu3yiTe MOCTAaHOBJICHHE KaK MPaBOBOTO aKTa, €r0 HAa3HAYCHHE W MECTO B YIIPaBJICHHH.

42. UYro coboif mpeacTaBIgeT peIICHNe KaK YHpaBIeHUYSCKHH TOKYMEHT, ero Ha3HaueHHe, TpeOOBaHUSI K O0(OPMIICHHIO.

43. [epeuncnure BUABI MHPOPMALMOHHO-CIIPABOUYHON AOKyMeHTauuu. Jlaiite nx KpaTKylo XapakTepUCTHUKY.

44. KakoBo HazHaueHHE MH(OPMAINOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPABICHUCCKON AESATEIBLHOCTU?

45. KaknuMy HOpMATHBHBEIMH JTOKyMEHTaMH pETJIaMEHTHPYETCsS COCTaBJIeHHE W odopmileHHe MH(OPMAINOHHO-CIPABOYHBIX
JIOKYMEHTOB?

46. KakoBo Ha3HaueHHE M OCOOCHHOCTH O(POPMIICHHS aKTOB M MPOTOKOJA 3aceqaHus?

47. Kakxne (opMBI IPOTOKOJIOB MCHONB3YIOTCS B TIPAKTHKE YIIPABICHUSA?

48. KakoBbl ocobeHHOCTH 0OpMITEHUS TOKIAMHOM, CITy)eOHOW M OOBSICHUTEFHON 3aUCKH?

49. Wznoxwure npencrtaBieHne o ciykeOHoM nucbMe. [lepednciante U3BecTHBIE BaM BUABI CIIY)KEOHBIX THCEM.

50. OmunnTe CocTaB PEeKBU3UTOB M CTPYKTYPY CIy>K€OHOrO NMHCHMA.

51. Kaxne oOmmie TpeOOBaHMS MPEIBABISAIOTCA K 0(OPMIICHHIO CIYKEOHBIX MHCeM?

52. Oxapaxtepusyiite 0coO€HHOCTH O0(OPMIICHUS IHCEM, MepPeaaBacMbIX IEKTPOHHOW MOYTOH.

53. Kakne TpeGoBaHMS NPEIBSBISIIOTCS K COCTaBICHUIO M O(OPMIICHHIO TEJIETpaMM, TEJICTaHIOB, TeneoHorpamM, (hakcoB?
Bompocst o pasneny 3. Opraanzanust padoTsl ¢ JOKyMEeHTaMH TeXHOJIOTHH JeJIOIPON3BOJICTBA

54. Uro Takoe MOKYMEHTOOOOPOT M KaKOBBI IPUHIUIIEI €T0 OpPTaHU3AINU?

55. Kakue moToku TOKYMEHTOB MOXKHO BBIIEJIUTH B JOKYMEHTOOOOPOTE OpraHu3auu?

56. KakoB nopsaok MpoxoxaeHHs U UCHONHEHUS BXOAALIUX JOKYMEHTOB?

57. B uewm 3aximrouaeTcss mepBOHAYaNbHAT M IIpeABapHTENbHAs 00pabOTKa BBICTYMAOIICH TOKYMEHTAINH?

58. KakoB moOpsmoK MOATOTOBKU M MPOXOXKICHUS UCXOMAIIUX JOKYMEHTOB?

59. Onuiure NOPAAOK MPOXOXKAEHUS BHYTPEHHUX JOKYMEHTOB.

60. KakoB mopsiiok mprema W rnepeadd JTOKYMEHTOB Ha 3Tanax ux o0padoTku?

61. Kax yunThIBaeTcst B opraHm3anusax o0bEM NOKyMeHTooOopoTa?

62. IMoyuemy ueHTpamusanus TpHeMa U OTIPAaBKM KOPPECHOHICHIUM — BaKHEHIIee yCIOBHE ONTUMU3ALUH
JOKyMeHTooOopoTa?

63. Uro Takoe perucrpamys JOKYMEHTOB, Kakhe MOKYMEHTHI IOAJIEXKAT PETUCTPAaldM M KaKhe CHCTEMBl PErHCTPAln{
HaxoJAT NpUMEHEHUE Ha MPAKTUKe?

64. JlaiiTe cpaBHUTENBHYIO XapaKTEPUCTUKY CYLIECTBYIOUIMM (OpMaM PErucTpalud AOKYMEHTOB?

65. Kak oueHuTh creneHb MCIONHEHUS JOKyMEHTa?

66. KakoBbl 3amaun U BBl KOHTPOJISL UCIIOJIHEHHS JOKYMEHTOB?

67. Wznoxure mopsAaoK aHaIM3a JaHHBIX 00 MCTIIONIHEHHH JOKYMEHTOB?

68. JlaiiTe ompezeneHue, 4To Takoe€ HOMEHKIIATypa JIEll, MOSCHUTE €€ Ha3sHAueHHUE.

69. HazoBuTe BHIBI HOMEHKIIATYp I M KaKOB MOPSIOK MX COCTABICHUS M O(QOopMIICHHS?

70. UYro BBI 3HaeTe 0 (hopMHUPOBaHUU AET U MOPSJKE PACHOIOKEHUs TOKYMEHTOB BHYTpH jena?

71. Pacckakute O TekylleM M ONEpaTMBHOM XpaHEHUW eIl

72. Uro Takoe 3KcrepTu3a LEHHOCTH JOKYMEHTOB?

73. HazoBute 3amaun, (yHKINH U MpaBa SKCIIEPTHOH KOMUCCHHU OpPTaHU3AIlHH.

74. KakoB nopsiiok nepegayu Aen B apXuB OpraHu3aluu.

75. KakyM J0KYMEHTOM yCTaHOBJIEHBI CPOKH XPaHEHHs NOKYMEHTOB B apXWUBE OpraHM3aluu?

76. KakoBbl 11€71b ¥ IPUYKMHA YHUUYTOXKEHUS TOKYMEHTOB?

77. JlaliTe KpaTKyl0 XapakT€pUCTHUKY KaKIOMY U3 JTaloOB IIpolecca IMOATOTOBKM M OCYIIECTBICHUS YHHUYTOXKCHHS
JOKyMEHTOB.

78. Kakxwe opraHM3amMy MMEIOT MPaBO Ha OCYIIECTBICHUE TOCYIAPCTBEHHOTO XPAaHEHHS JOKYMEHTOB?

79. KakoB mopsmok M TOKyMeHTanbHOE O(OpMIICHHE Iepefadl JOKyMEHTOB Ha XpaHEHHE B TOCYNapCTBEHHBIN apXuB?

Paznen 4. Opranuzanus JOKyMEHTAIMOHHOTO 00eCTieueH s yIIpaBIeHUs

80. HazoBure (opMbl TOCTPOCHNS CITy>KOBI JISTIONPOM3BOJICTBA OPraHU3AlNH, JaliTe UM KPaTKyl0 XapaKTePHCTHUKY.

81. Omumure KpaTko OPraHM3alMOHHYIO CTPYKTYypY HeJIONPOW3BOJCTBCHHON CIIyOBI M (DyHKINH, BBIIONHSEMEIC ¢
HoApa3AeIeHUSIMH.

82. KakuM HOpMAaTHBHBIM JIOKYMEHTOM OIpENEstoTes PYHKIUK pykKoBoauTes ciyk0bl JJOY u KakoBO uX cojaepikaHue?

83. Uro coboii mpecTaBiIsieT HHCTPYKIUS 10 TOKYMEHTUPOBAHUIO, €¢ Ha3HAuUeHWE U CTPYKTypa?

84. KakoBo HazHawueHme Tabens (opM TOKyMEHTOB?

85. Oxapakrepusyiite TpeOoBaHUs, NpeABIBIIEMbIe K padoueMy MecTy pyKoBoAuTels ciyx0sl JJOY.



86. KakyMu 11e10BBIMU U THYHBIMH Ka4eCTBaMH JIOJDKEH 00JafaTh pyKOBOIUTENb CiIyxO0b JJOV?

I1.3amanus k 5K3aMeHy / 3a4eTy:
Teoperuueckue BOIPOCH

L. VicToku CTaHOBNEHHS W Pa3BUTHS JOKYMEHTAI[HIOHHOTO OOecleueHMs YIpaBIeHHUS.

2. CoBpeMEHHOE COCTOSIHHE Pa3BUTHS JOKYMEHTAllMOHHOTO OOCCIIEUEHHUS yIPaBICHHUSI.

3. Knaccnguxanus nenoBoi TOKyMeHTAnWH. YHU(DUKAIWA W CTAaHIAPTU3AMS YIPaBICHUECKON TOKYMEHTAIHH.

4. HopMaruBHO-TIpaBOBBIE aKTHI, PETyIHPYIOIIHE JOKYMEHTAIMOHHOE O00ECHEeUCHUE yIpaBICHUSI.

5. [Mopsiok pa3pabOTKU JIOK&IBHBIX HOPMAaTHBHBIX aKTOB.

6. VYupasneHueckas DOKyMeHTalus. TpeOOBaHUS K YIPaBICHYECKOMY JOKYMEHTY.

7. Brankn nOKyMEHTOB U UX O0(OpMIEHHE.

8. OdopmieHre peKBU3UTOB OPraHU3aHOHHO-PACTIOPSAUTENBHBIX JTOKYMEHTOB.

9. Oomiue TpeOboBaHUs K 0(POPMIICHHIO TEKCTa TOKYMEHTOB.

10. KoHnTponp kauecTBa MOATOTOBKH JOKYMEHTOB.

1. KomnbroTepHble cpeacTBa MOANOTOBKU JOKYMEHTOB.

12. Busl opraHu3anioHHO-IIPAaBOBBIX JJOKYMEHTOB. [loAroToBka M oopmieHHe OpraHU3alliOHHO-IIPABOBBIX JJOKYMEHTOB.

13. Bunsr pacnopsauTensHEIX JOKyMeHTOB. [lonaroToBka u odopMiIeHHe pacHOPSIUTEIBHBIX JTOKYMEHTOB.

14. Bunsl  mH(MOPManIMOHHO-CIPaBOYHBIX  JOKyMeHTOB. IloarotoBka u  odopmieHne WH(GOPMAINOHHO-CIPABOYHBIX
JOKyMEHTOB.

15. ®opmer nenoBoit nepenucky. TpeGoBanus K 0GOpPMIIEHHIO [IEIOBOrO MUCHMA.

16. [TonsTHE HOKYMEHTOOOOPOTa, €ro KOJIMYECCTBEHHBIE M KadeCTBEHHBIC XapaKTePHCTHKH. IIpHHIMIEI (GopMHUpOBaHUS
JOKyMEHT0000pOoTA.

17. Perucrtpanys JOKYMEHTOB Kak TEXHOJNOTHs JOKYMEHTAlIOHHOrO o0ecrnedeHus YyrpabieHus. POpMbl PErucTpanuu
JIOKyMEHTOB.

18. KoHTpons 3a HCHONHEHWEM MOKYMEHTOB M TPHHATHIX PEHICHHH KaK TEXHOJIOTHS IOKyMEHTAMOHHOTO oOecreueHus
ynpaBieHHs. 3aauy U BUABI KOHTPOJIS UCTIOTHEHHS JOKYMEHTOB.

19. JlokanmbHBIE CHCTEMBI JIOKYMEHTOO0OpOTA.

20. OrneHKa 3HaUUMOCTU JJOKYMEHTOB U CPOKOB MX XPaHEHUS.

21. OnepaTuBHOE U TEKyIlee XpaHEeHHE TOKYMEHTOB.

22. CocraBneHre HOMEHKIATyp Aed. TUnoBble U BeAOMCTBEHHbIE IlepeuHn TOKyMEHTOB U MX 3Ha4YeHHE.

23. OdopmiteHre TOKyMEHTOB U JIeNl K YHHUTOXKEHHIO M Ha JUTHTEIHHOE M Ha MOCTOSHHOE XpaHCHHE.

24. ApXUBHOE XpaHEHUE JOKYMEHTOB.

25. OpraiuzaioHHas CTPYKTypa CIIy>KObI TOKYMEHTaMOHHOTO obecnieueHus ynpasieHus (JOY).

26. OyHKIMOHATBHOES Ha3HAYCHUE, LIeNb, 3a1a4n ciryx0b1 JJOY.

27. HopmarmBHas periameHTanust padbots! cimyx0sr JJOY.

28. JIOMKHOCTHOM U YHMCIEHHBIH cocTaB mepcoHana ciayxosl JJOVY.

29. Ynpasnenue ciyx6oii JIOY npennpusitus (OpraHu3aluu, YYpeKICHHs).

30. Ponp pykoBomutenst ciayx0br JIOY B opranu3zanuu 3QQEKTUBHONW CHCTEMBI JOKYMEHTAIIMOHHOTO 00CCIICYCHUSI.

IIpaxkTrueckue 3anaHus
[IpakTHyeckoe 3amaHue B OHIIETE OMPEACISICTCS TNPErNojaBaTesieM B 3aBHCUMOCTH OT COJCpPXaHWs TEpPBOro (TEOPETHYECKOTO)
BOIIpOCA.

II1. TTpumepHBIE TEMBI KypCOBBIX paboT:

L. PermamenTanms 1eonpon3BOACTBA B COBPEMEHHBIX HOPMAaTHBHO-IIPAaBOBBIX akTax Poccmiickoit ®eneparium.

2. Texromorun oOpabOTKHM MOCTYMAIOIINX U OTIPABISIEMBIX JTOKYMEHTOB.

3. Peructparys HOKyMEHTOB: OT TPaAUIMU K MHHOBAIUH.

4. TexHOmOrMM KOHTPOISL MCHONHEHHS JOKyMEHTOB M TPHHATHIX peElIeHu (BO3MOXHO Ha MpUMeEpPEe KOHKPETHOH
OpTaHH3allVH).

5. JIoKyMEHTOO0OPOT U ITyTH €r0 ONTHMHU3AIHH.

6. JIoKyMEeHTOOOOPOT UCTIOTHUTETIS.

7. Haznagenne m MeTonuka pa3pabOTKH WHCTPYKIUH IO JOKYMCHTAIIMOHHOMY OOCCHECYCHHIO YNpAaBICHHUS (BO3MOXHO Ha
npuMepe KOHKPETHOH OpraHHu3aIliH).

8. PernameHTanusa JedTeIbHOCTH CIIy>KObI JOKYMEHTAMOHHOTO O0ECHeUYeHus yNpaBIeHUsI B HOPMATUBHO-IIPABOBBIX aKTaX.
9. [Nonoxenne o ciyx0e JTOKyMEHTAMOHHOTO OOECIICUCHUs! YNPaBICHUS: METOAMKA Pa3pabOTKH (BO3MOXHO Ha IpHMeEpe
KOHKPETHOW OpTaHW3allHH).

10. IMpumeHeHne B JOKYMEHTAal[HOHHOM OOCCIICUCHMH YIPAaBICHUS aBTOMATH3HPOBAHHBIX TEXHOJIOTHH paboOTBl ¢
JOKyMEHTaMH.

11. Homenkmarypa nein, MeToJuKa pa3padoTKu (BO3MOKHO Ha MPHUMEPEe KOHKPETHOW OpraHH3aIiH).

12. Cucremarusanuss U OIEPaTUBHOE XPAHEHHE JOKYMEHTOB.

13. XapakTepucTUKa TEXHOJIOTHH padOThl ¢ MUCbMEHHBIMH OOpalleHHsIMH TpakIaH (BO3MOXHO Ha MpHUMEpe KOHKPETHOU
OpraHu3alIyH).

14. Opranms3arss  WHOOPMAIMOHHO-TIONCKOBBIX CHCTEM II0 JIOKyMEHTaM OpTaHW3alW{: NPHHIUIEL CO3MAHUS, BHBI
(BO3MOXKHO Ha IpUMepe KOHKPETHOH OpraHH3alky).

15. MexayHapoHble CTaHIapThl B (OPMUPOBAHUU TEXHOJIOTUH PAOOTHI C JOKYMEHTaMH Ha COBPEMCHHOM JTarle.

16. Ciyx0a JTOKyMEHTAalMOHHOTO O0ECIeYCeHUs YIpaBiIeHU: (yHKINOHANEHOS Ha3HAadYeHHeE, IeITb, 3a0aqH, CTPYKTypa.

17. OTHKa TpyAa ceKkpeTaps PyKOBOIUTEINS OpraHW3anui (YIpPEerKACHHS).

18. Opraiuzanusi 1eJ0BOH Mepenucky (BO3MOXKHO Ha IPUMeEpPEe KOHKPETHOH OpraHu3aLum).



5.2. ®oH/1 OLIEHOYHBIX CPEICTB

@DOH/1 OLIEHOYHBIX CPEJCTB CM. IO CCBIIKE

(DOH,Z[ KOHTPOJIbHO-U3MCPUTCIIBHBIX MAaTCPUATIOB CM. ITIO CCBHIJIKE

5.3. IToka3aTeu U KPUTEPUHU OLEHUBAHUS KOMIIETEHIHit

Jns oueHWBaHUS pe3yJbTaTOB OOYYEHHS B BUJAC 3HAHUIH HCIONB3YIOTCS CICAYIONIME MPOLEAYPhl M TEXHOJOTHMH: TECTHPOBAHHE;
MHIVBHIyaTbHOE coOece0BaHNe, MICEMEHHBIE OTBETHI Ha BOTIPOCHI (B BUIE TEKYIIET0 KOHTPOIIS).

OcCHOBHOH 3amadel TEKyIIer0 KOHTPOJIS YCIEBAGMOCTH OOYYAIOIIMXCS SIBJISCTCS MOBBIINICHHE KauecTBa 3HAHMI, MpUOOpETeHHE U
pPa3BUTHE HMMH HaBBIKOB CaMOCTOATENLHOW pPaboThl. TeKyluii KOHTPOJb 3HAHMK OOYyYalolMXcs MO JUCIMIUIMHE MOXET HMETh
CIIEYIOUIME BUJBl: YCTHBIH ONpPOC HAa JIEKUMAX, NPAKTUUECKUX 3aHATUAX; [IPOBEPKA BBIIOJIHEHUS HMUCHMEHHBIX CaMOCTOSTEIbHBIX
paboT 1 TOMAITHHX 3aaHWH; TECTHPOBAHHUE.

Jnsa >pdexkTHBHON MOATOTOBKM K TEKyIIEMy KOHTPOIIO MO TUCHUILIMHE HEOOXOIUMO HCIIOIB30BaTh PEKOMEHIOBAHHYIO OCHOBHYIO
U JIOTIONHUTEIBHYIO JIUTEPATypy, KOHCIEKTBHI JICKIWH, pa3pabOTKH CTYJCHTOB, BBIIIOJIHCHHBIC B pE3yJbTare IOArOTOBKU U
BBITIOJTHEHHS TIPAKTHIECKIX 3aHATHH.

IIpoMexxyTOUHBI KOHTPOJIb PEATM3yeTcsl B XOJNle CAaud OoOydJaromuMmucs odHOH (opmbl oOyueHus sk3amena (1, 3 ,4 cemectpsi),
3aueTa (2 cemecTp) M KypcoBoil paboTsl (3 cemectp).

Ok3ameH TpoBoauTcs B (opMe cobeceoBaHHS MO OmiIeTaM. DK3aMEHAIIOHHBIH OWJIET COIEP)KUT OJHMH TEOPETHYESCKHH BOIPOC U
OIMH crenuanbHbIi. Ha monrotoBky orBetoB otBomuTcs 45 MuHyT. OlieHKa 3HAHWI Ha dK3aMEHE MPOM3BOAMTCS IO 4-X OaUTbHOM
mKage, Ha 3adeTe mo 2-x OanbHOW. B ciydae HEyHOBICTBOPUTEIBHOM OLEHKH CTYJSHT HMeEeT IIpaBO IepeciaTh 3K3aMeH B
YCTaHOBJIEHHOM IOPSIZIKE.

3au€T MPOBOJWTCS B BHJE TECTHPOBAHMS /WU 110 PE3YJIbTaTaM BEIITOTHEHHs pabOTHl B TEUCHHUH CEMECTpa.

Ha "oTnuuno" / 3ayTeHO OLIEHMBAeTCsS OTBET, €CIHU CTYACHT HMEET CHCTEeMHbIE IOJIHbIE 3HAHUS U yYMEHHUS 10 IOCTaBIEHHOMY
Bonpocy. CoJepxaHUe BOIPOCA W3JIAracT CBSI3HO, B KParkoi (opMe, pacKpblBaeT MOCIEIOBATENLHO CyTh W3YUYEHHOI'O Marepuaa,
JIEMOHCTPHPYS NPOYHOCTh M NPHKIANHYIO HAIPABICHHOCTh IIOJyYCHHBIX 3HAHWH M yYMEHHH, HE IOMyCKaeT TEPMHHOJIOTMYECKUX
OIMOOK U (PaKTUUECKUX HETOUHOCTEH.

Ha "xopomro" / 3a4TeHO OLIEHWBAECTCS OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUMTEIBHBIC BJIEMEHTHI COJCPXKAHUSI WM NPUCYTCTBYIOT
BCC HEOOXOMUMBIC DJIEMEHTH COJCPIKAHWs, HO JOMYIICHHI HEKOTOpHIE OINMOKH, HMHOT/IA Hapyllatachk MOCIIETOBaTeIbHOCTh
U3JIOKCHUSL.

Ha "ynoBneTBoputensHO" / 3a4TEHO OLIEHUBAETCS HETOJIHBIA OTBET, B KOTOPOM OTCYTCTBYIOT 3HAYHTENbHBIE DJIEMEHTHI COJEepIKaHUS
WIM TPHUCYTCTBYIOT BCE BBIIICH3JIOKCHHbBIC 3HAHWS, HO JIOMYIIECHBI CYLIECTBEHHbIE OIIMOKHM, HEJIOTMYHO, MPOCTPAHHO H3II0KEHO
OCHOBHOE COJIeprKaHIe BOIpoca.

Ha "weynoBnerBopuTenbHO" / HE 3aYTEHO OLEHHBAETCS OTBET, MNPH KOTOPOM CTYACHTHl JEMOHCTPUPYIOT OTPBIBOUHBIE,
OeccucteMHbIE 3HaHVs, HEYMEHHE BBIIACIUTH INIABHOE, CYIIECTBEHHOE B OTBETE, OITYCKAIOT IPyObIe OILIMOKH.

IIpouenypa 3amuTel KypcoBOif PabOTH M KPUTEPHUH OLIEHUBAHUS KypCOBOH pabOTHI

3ammra KypcoBoil paboThl MPOBOAMTCS IyONUYHO, HA HEH MMEIOT MpaBO NPUCYTCTBOBaTh HAYyUYHBIH PYKOBOAUTENb, PEICH3EHT,
JpyTHE CTYJIEHTHI, IPEICTaBUTENN APYTUX OpraHU3aLuil.

3amuTa IPOXOIUT TI0 CIIHCKY, 3apaHee COCTABICHHBIM Ka(eapoit.

3amuTa KypcoBOi pabOThI BKIIOYAET B ceOs:

- BBICTYNJIEHHE CTYJECHTAa C UCIOIb30BAHHEM DIIEKTPOHHON INpe3eHTauuH B TedeHHH 7-10 MUHYT, B paMKax KOTOPOro HEOOXOAUMO
03HaKOMHTH C OCHOBHBIMH PE3yJIbTaTaMH COOCTBEHHOTO MICCIICIOBAHNS;

- COBMECTHOE O0CyKIEHHE KypcOBOIl pabOThI, B paMKaX KOTOPOTO CTYJCHTY HPENOCTABISACTCS BO3MOXKHOCTH OTBETUTH HA BOIPOCHI,
3aMe4YaHusl, COrJalasich C HUMH MM HE COTJIAIIAACh, IPUBOAS IPH TOM 0OOCHOBAHHBIE BO3PAKEHUS,;

- IpeJICTaBIICHUE OT3bIBA PELIEH3EHTa Ha PaboTy.

OO1mast MPOTOILKATETHHOCT 3AIIUTHI HE JTOJDKHA IpeBhImars 10-15 MuHyT.

OueHkn OOBSBIAIOTCA B JEHb 3alllUTBl KypcOBOM paboThl OakamaBpoB 1mociae OGOPMIEHHS B YCTAaHOBICHHOM IOpPSIKE
9K3aMEHallMOHHOM BEIOMOCTH.

IMocre 3amuTe! KypcoBble paboOTHI IepearoTes Ha kadenpy. Kadenpa Bemet yder KypcoBBIX paboT.

Tema KypcoBoif paboTsI GakanaBpa M €€ OLCHKA 3aHOCATCA B 3aUCTHYIO KHIKKY CTYACHTA.

HanbGonee wuHTepecHble B TEOPETHYECKOM U TIPAKTUYECKOM OTHOIIEHMH KypCOBbIe pabOTBI MOIYT OBITh PEKOMEHAOBAaHBI K
OITyOJIMKOBaHMIO B II€YATH, a TAKXKE MPEJCTABIICHBI K YYaCTUIO B KOHKYPCE Hay4YHBIX padOT WM MPEJICTaBICHUH Ha KOH(EPeHINH.

KagecTBo KypcoBoii pabOThI OLIEHUBAETCS MO PALY KPUTEPHUEB:

— aKTYaJIbHOCTb U HOBU3HA HCCIIEJOBAHUS;

— TeopeTHdecKas ¥ MPakTHYecKas 3HAYUMOCTh pabOTEI;

— 000CHOBAaHHOCTB TEOPETHKO-METOJHIECKON Oa3bl;

— CTPYKTYPHPOBAaHHOCTb pa0OTHI, CTHJIb ¥ JJOTHYHOCTD U3JI0KEHHUS;

— niryOMHa aHATH3a;

— COOTBETCTBHE MEXy IIETSIMH, 3aa9aMH, COAepKaHIeM U pe3yIbTaTaMH paboTEI;

— CTeNeHb CaMOCTOATEIFHOCTH U TBOPUYECTBA OaKaIaBpa;

— IpejAcTaBlIeHue paboThl K 3alllUTe U Ka4YeCTBO 3ALUTHI.

ITpu onpeneneHn OKOHYATETBHOH OIIEHKH 10 3alIUTe KYpPCOBOH PabOTHI YUUTHIBAIOTCS:
— JIOKJIaj CTyJeHTa IT0 KypcoBoii pabore;

— HaIMYKMEe KAYeCTBEHHOM JIEKTPOHHOM MPE3eHTAIlH, OTPAKAIOLIE OCHOBHbIE MOMEHTBI HCCIICA0OBAHUS U BBIBOJIBI;
— OTBETHI Ha BONPOCHI;



— OT3bIB PCIICH3CHTA.

6. METOJUYECKHE YKA3AHHS 1151 OBYYAIOIINXCSI IO OCBOEHUIO JUCIHUAILIMHBI (MOIYJIST)

OcBoeHne Marepuana JaHHOM JUCIUIUIMHBI Ha JIEKIMAX, CEMHMHApax, MPAKTUYECKUX 3aHATHUAX, BBIIONHEHUS KypcOBOH pabOThHl U B
pe3ynbTare CaMOCTOSTEIbHON IOATOTOBKM M H3Y4YEHHs OTACNIBHBIX BOIPOCOB AUCLHIUIMHBI, IO3BOJIIT CTYACHTY MOJOHTH K
MPOMEXYTOYHOW  aTTecTallid  MHOATOTOBICHHBIM. 3HAHWS, HaKalUIMBacMble IIOCTCTIEHHO M B  Pa3iWYHBIX paKypcax, C
UCTIONB30BAaHNEM HPOTHBOIIOJIIOKHBIX MHEHHH M B3IJIS0OB HA Ty WIM HHYIO IMPOOJIEMy SBISIOTCS TTTyOOKMMH M KAaueCTBCHHBIMH, U
HO3BOJISIIOT (JOPMUPOBATH COOTBETCTBYIOIIHE MPO(ECCHOHATBHBIE KOMIIETCHIMH KaK UTOT 00pa3oBaTeIbHOro IpoLecca.

Jnst cucremarnzanyy 3HaHME 1O AWCHUIUIMHE IIEPBOHAY&IbHOE BHUMAHHME CIEAyeT OOpaTHTh Ha padOdyl0 HpOorpamMMmy Kypca,
KOTOpasl BKJIFOYACT B CeOS OCHOBHBIC MPOONEMBI AMCIMIUIMHBI (TEMaTHKy 3aHATHI), B paMKax KOTOPBIX M (OPMHUPYIOTCS BOIPOCHI
JUIsL KOHTpOJIs U arrectaiuu. I1o3TOMy CTyJEHT, 3apaHee O3HAaKOMHBLIMCH C IPOTrPaMMON Kypca, MOJKET JIydllle COPHEHTUPOBATHCS B
HOCIIEZIOBATEILHOCTH OCBOCHHUS Kypca C MO3UIUIA OpraHU3aluy CaMOCTOSTEIbHOM paboTEI.

ITpu oprarm3aryy nporecca OCBOSHNS TUCIUILIHHEI CIICYeT YIUTHIBATD:

1. ITnanupoBaHKe BpeMEHH, OTBEAEHHOTO Ha OCBOCHUE JIHUCIIUILINHEL.

[lpy 1uUIaHUPOBaHWM BPEMEHM HA OCBOCHUE MCLMIUIMHBI ClIEyeT pPYKOBOJCTBOBATbCS: CTPYKTYpPOHl JHMCLMIUIMHBI, B KOTOPOM
yKa3aHbl KOJMYECTBO aKaA€MHYECKHX YacoB B pa3pe3e KaKIOH TeMbl, BHIA 3aHATHH (JICKIMOHHOE, MPAaKTUYeCKOe) M Yachl Ha
CaMOCTOSITENIFHYIO pa0doTy; (OpPMOIH TEKyIIero KOHTPONIS YCIEBAGMOCTH (TECTHI, BBHINOJHEHHE WHAWBUIYATBHBIX H IPAKTHISCKIX
3aHATUH U Ap.); GOPMOH MPOMEXKYTOUHON aTTeCTalMHU (3a4€T; IK3aMeH; KypcoBas paboTa).

2. TlocneoBarenbHOCTD ACHCTBUI IIPU OCBOCHUY JUCIUIIIMHBL.

V3ydeHue Kaxmod TeMbl TUCHUIDIMHBI I1e7Ieco00pa3sHO HAadMHATBH CO 3HAKOMCTBA C COJAEPKAaHWEM JWCHUIUIMHBI B paspe3e TeM;
3aTeM CclexyeT JTalml MoA0Opa HMCTOYHUKOB M3 YHCJIA PEKOMEHIYEeMBIX M MOAZOOPAaHHBIX CAMOCTOSITENBHO (HAy4HBIC CTarbH;
uHpopMmaus ¢ OQUUHUAILHBIX CaliTOB TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO caMmoOympaBieHus W ap.). H3yudenue
HCTOYHHKOBOH 0a3bl MOXET COIPOBOXKIATHCS KOHCIIEKTHpOBaHHEM. llenmecooOpa3sHO BecTH IepedeHb NMPOOJIEMHBIX BOIPOCOB Kak
M0 CYIIECTBY TEMEBI, 00YCIIOBIICHHBIX NMPOOEIaMH B HAy9HOM W IIPABOBOM IIOJIE M IPOOJIEMaMM MPAaKTUYEeCKOTO XapakTepa, Tak U B
cllydae 3aTpyJHEHHMH C YSICHEHHEM CMBbICIa M3JI0KEHHOTO B MCTOYHHMKax Marepuaita (yKa3aHHbBIC BOIPOCHI MOTYT OBITh pa3pelleHbI
CaMOCTOSITEIILHO, BO BPEMsl CECCHOHHBIX 3aHSATHI WK HAa KOHCYJIbTAlIMH C IIPEIIOIaBaTEeIICM).

Jns TOATOTOBKM CTYNEHTOB K TNPAKTHYCCKUM 3aHATHSAM pPEKOMEHIyeTcs TMOApOOHO W3YYWTh KOHCIIEKT JIeKIHH.. Tarke
PEKOMEHIyeTCS O3HAKOMHUTBCA C TEXHOJOTHMEH MPOBEACHHUS MPAKTHYSCKUX 3aHATUH, KOTOpas BKIIOYAaeT CIEIYIOIINE STaIlbl:
OOBSICHEHUE 3a[aHUsI U HABBIKOB (KOMIICTEHLIMH), KOTOpBIC 3aKPEIUIIOTCS B XOJE €ro BBINOJIHCHUS; 3HAKOMCTBO C KOHKPETHBIMH
UCTOYHMKAaMH WH(OpPMalUK My BBINOJHEHUS 3aqaHus; OOCYXICHHE M YTOYHEHHE BOIPOCOB B XOIE AaHAIM3a HCTOYHHKOB
nH(pOpMAIMK; COBMECTHBIH IPOCMOTP IMEPBHYHBIX pPE3yIbTaToOB, OICHKA MX COOTBETCTBHSA IO ()OPMATBHBIM M COJCP)KATeIIbHBIM
TpeOOBaHUSIM.

3. Mcnonp3oBanue yueOHO-METOANUECKUX MaTepUaAIOB U paboTy C JINTEPaTypoil.

Crenyer NpUMEHSTH CIEAYIONIYI0 IOCIEeIOBAaTeFHOCTE HMCTOYHHKOB IS M3YYCHHS TeM IWCIWIUIMHBI: HOPMATHUBHBIC IPaBOBEIC
AKTHI 110 JUCIUIUINHE; KOMMEHTAPUH K 3aKOHOATEIBHBIM aKTaM; HAyYHYI0 U YIeOHYIO INTEepaTypy, a TakKe IPyTrHe HCTOYHUKH.

4. TToAroTOBKY K TEKYILEMY KOHTPOJIIO YCIIEBAEMOCTH.

I[porenypa TeKymero KOHTPOIs BKIIOYACT: PETYNSAPHOE MOCEHICHHUE CTYICHTOB 3aHATHH KOHTAaKTHOTO BHIA (ayAWTOPHBIC 3aHSATHS);
BEICHHE CTYJCHTAMHM KOHCIIEKTOB M WX MEPHOAMYECKas OIEHKAa MperojaBareyieM; YCTHBIM WM THMCBMEHHBIH Ompoc O
HIpOHIEHHBIM TeMaM; IOAr0TOBKA K IIPAKTUYECKUM 3aHATUSAM U UX YCIELTHOE BBIIIOIHEHUE.

5. [MoxroroBka KypcoBoii pabotsl (cM. [Ipunoxenus).

7. YAEBHO-METOJUYECKOE U TH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAYJIS)
7.1. Pexomenayemast 1ureparypa

7.1.1. OcHoBHasi iuTEpaTypa

ABTOpBI, COCTaBUTENHN 3armaBue W3znarenscTBO, TOM, KOJI-BO
JI1.1 | Mengenesa O. B. OdopmiieHHE OpPraHu3alnOHHO-PACTIOPSIUTEIEHBIX Mocksa, bepnun: Jlupekr-
JIOKYMEHTOB: KypC JIEKIIUI Menmua, 2018. - 79 c.
https://biblioclub.ru/index.php?page=book&id=480166
JI1.2 | Eroposall. B., HcTopus IeNonpou3BoicTBa B Poccuu: yueGHUK Mocksa, Bepnun: Jlupext-
Poroxxoea H. A. https://biblioclub.ru/index.php?page=book&id=602451 Menna, 2021. - 330 c.
J1.3 | Cemxo . A., OCHOBBI JICTIONPOU3BOJICTBA: yueOHOE Tocooue CraBponons: CTI'AY, 2018. -
Anryxosa JI. A. https://e.lanbook.com/book/141613 119 c.
JI1.4 | Kysuenos U. H. Jlenonpou3BOACTBO: yaebHoe mocodue Mocksa: Jamkos u K°, 2020.
https://biblioclub.ru/index.php?page=book&id=572967 - 406 c.
JI1.5 | Mumenun C. E. Oprasu3anyst ¥ TEXHOJIOTHS! TOKYMEHTAMOHHOTO 00ECTICUEHHUST Kemeposo: Kemeponckmit
yIpaBJICHUS: JIEKTPOHHOE YiueOHOe mocodue: yueOHoe rOCYy1apCTBEHHBIH
nmocooue yHuBepcuteT, 2017. - 478 c.
https://biblioclub.ru/index.php?page=book&id=481592
JI1.6 JlokyMeHTaloHHOe 00ecrieueHe yIpaBIeHus: IPAKTHKYM noc. KapaBaeBo: KI'CXA,
https://e.lanbook.com/book/171712 2020. - 44 c.




7.1.2. lonoHUTE/ILHASA JUTEPATYPA

ABTOpBI, COCTaBUTENH 3aryiaBue W3 narenscTBO, 0, KOJI-BO

JI2.1 | Tpopumosa O. B., OCHOBBI JIEJIOBOTO MUCHbMA: yuebHOE TTocobue Mockga: ®JIMHTA, 2019. -

Kymuuk E. B. https://biblioclub.ru/index.php?page=book &id=57968 305c.
JI2.2 | Ka6amos C. 10., Jlenonpou3BOACTBO U apXUBHOE JEJI0 B TEPMHUHAX U Mocksa: ®JIMHTA, 2018. -
AchanmuspoBa 1. I'. | ompenenenusx: yaeOHoe mocobue 295 c.
https://biblioclub.ru/index.php?page=book&id=69168

JI2.3 | ApacnanosaB. A. JIoKkyMeHTaIlIOHHOE 00ecTicueHre YIpaBIeHUs: YIeOHO- Mocksa, bepnun: Jlupekr-
MIPaKTHYECKOE MOcoOre B cXxeMax, Tabiuiax, oopasmax: Menua, 2020. - 266 c.
yuebHoe mocodue
https://biblioclub.ru/index.php?page=book&id=578394

JI2.4 | ApacnanosaB. A., CuryxeOHBIC TOKYMEHTHI: (POPMYIIAPHI U IPUMEPHI Mocksa, bepaun: Jlupexr-

Bypmuctposa E. C. odopmieHus. ATb00M: yaeOHO-TTPaKTHYECKOE MOcoOue: Menua, 2020. - 108 c.
yaeOHoe mocobue
https://biblioclub.ru/index.php?page=book&id=578396

JI2.5 | MBanosa H. 10., CocrapneHue 1 0popMIIeHHE TOKYMEHTOB: y4eOHO- Cankr-IlerepOypr:

PomanoBa E. b. METOAMYECKOE ITocoore Yuusepcurer UTMO, 2019. -
https://biblioclub.ru/index.php?page=book&id=564013 78 c.

JI2.6 | Jleonosa C. B. JIOKyMEHTHpOBaHHUE YTIPaBJICHYECKOH IeATEIIbHOCTH: Mocksa: PTY MUPOA, 2021.
IIpakTuxkym -46c.
https://e.lanbook.com/book/171535

JI2.7 | Monrym B. Y. Hcropus opranuzanuu aenonpoun3Bojactsa B Poccun. Kezbun: Tysl'Y, 2018. - 67 c.
[pakTHKyM: yueOHO-METOIMYECKOE TOCOONE IS CTYACHTOB
HarpasiieHus noAroToBku 46.03.02. 1oxyMeHTOBEeieHUE U
ApXHMBOBEJICHUC
https://e.lanbook.com/book/156272

J2.8 Jlenonpou3BoICTBO B JOKYMEHTOOOOPOT: MPAKTHKYM moc. KapaBaeBo: KI'CXA,
https://e.lanbook.com/book/171710 2020.-44 c.

7.3.1 IlepeyeHb NPOrpaMMHOI0 obecneyeHnst
6.3.1.1 | Microsoft Windows
6.3.1.2 | Microsoft Office 2010
6.3.1.3 | Adobe Creative Suite 6 Master Collection
6.3.1.4| Libre Office
6.3.1.5| AIMP
6.3.1.6 | Windows Media Classic
6.3.1.7| Chrome
6.3.1.8 | Kaspesky Endpoint Security
6.3.1.9 | OpenOffice
6.3.1.1 | Acrobat Reader
0

6.3.1.1 | NVDA
1

6.3.1.1 | Steinberg Cubase Pro 8
2

6.3.1.1| Finale 2014E Academic
3

6.3.1.1 | SunLight Suite
4

6.3.1.1 | Open Broadcaster Studio
5

7.3.2 IlepedyeHb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | ®enepansHbIil MIEHTP HHHOPMATHOHHO-06Pa30BATENBHBIX PECYPCOB

6.3.2.2 | EanHOE OKHO J0CTYIa K 06pa3oBarelbHBIM pecypcam. DIEKTpOHHas GHOIHoTEKa

6.3.2.3 | eLIBRARY .ru — HayuHas sieKTpoHHas Gubirorexa

6.3.2.4 | ®enepanbHbIi MEHTP HHHOPMAITHOHHO- 00pasoBarebHbIX pecypcos, PT'AY THUU UTT «MupopMuKay




6.3.2.5| ExnHOe OKHO JOCTyIa K 0Opa3oBareNbHBIM pecypcam. DnektpoHHas 6Guommoreka. ®TAY THUU UTT «Uubopmukay,

MunuctepcTBO 00pa3oBaHus 1 Hayku PO

6.3.2.6 | DnexrponHo-6ubHOTeuHast cuctema PI'BOY BO «XT'MK». ®TBOY BO «XTUK»

6.3.2.7| BJI Dnekrponnas Cucrema «KyabTypay»

6.3.2.8 | DBC «M3narensctBo IlnaneTa My3bIKi»

6.3.2.9 | Web UPBHC XabapoBCKHii rOCY1apCTBEHHBIN HHCTUTYT UCKYCCTB M KYJIBTYPbI (3JIEKTPOHHBIN KaTaior)

6.3.2.1 | BBC «YHuBepcuTeTCKas GUOINOTEKA OHIIAIE

6.3.2.1| 5bC JIAHb

6.3.2.1 | TlonnoTekcToBas 6asa naHHbIXx Web of Science u Scopus

2
6.3.2.1 | Tapant
3
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE JUCHUIIJIMHBI (MOAYJIS)
Aynuropus Haznauenue ObopynoBanue IIporpammHoe
obecrieueHne
[Tomemenne s XpaHeHUS U CnenmanmmsupoBanHast Mebens Ha 1 | Microsoft Windows
PO HUITAKTHIECKOTO pabouee Microsoft Office
o0cITy>KuBaHUs y4eOHOTO MecTo (mkadsl 2 mWr., cremiakd 3 wr., | 2010
03 00opyI0BaHuUs CTYJIbS, Kaspesky Endpoint
cton). Ilepconampubiii kommbioTep (1 | Security
IIT.)
[Tomemenne st XpaHeHUS 1 CnemmammsupoBanHast Mebenp Ha | | Microsoft Windows
IPO(UITAKTHIECKOTO pabouee Microsoft Office
o0cyKuBaHus y4eOHOTO mecto  (mkad, cremwtax, cryubs, | 2010
000pyIOBaHUS CTOITBI). Kaspesky Endpoint
IlepconanbHblit KOMIIBIOTED B | Security
122 Konpyectse 1 mrT.
¢ momkiroueHneM K cetn «MHTepHET»
u
JOCTYTIOM B IEKTPOHHYIO
HHPOPMAIIMOHHO00PA30BaATEIBHYIO
cpeny By3a.
TTomerenue s CneuunanusupoBanHas Mebenb Ha 25 | Microsoft Windows
CaMOCTOSATEILHON pabOTHI MOCaIOYHBIX AIMP
(uuTaNBHBIN 321 ONOIMOTEKN) Mect  (crombl, crynesa, kHIDkHBIE | Kaspesky Endpoint
mKagsr), Security
TEJEeBU30D, KHUYKHBIH u | OpenOffice
209 JOKYMCHTTbHBIH ¢doHa. | Acrobat Reader
[epconanpHble KOMIBIOTEPHI (9 MT.) € NVDA

noakiIoYeHneM K cetn «VHTepHeT™ U
JOCTYIIOM

B DIEKTPOHHYI0O  HWH(OPMAIHIOHHO-
00pazoBaTeNbHYIO Cpey By3a.




Aynuropus Haznauenue ObopynoBanue IIporpammuoe

obecrieyeHre

VYuebOHast ayauTOpus UIs CnenmanmmsupoBanHas MeOenb Ha 26 | Microsoft Windows
TIPOBEJICHUS 3aHATUIN IOCa0YHBIX Microsoft Office
JICKIIMOHHOTO THIIA, 3aHSATHH MecCT (CTOJIbI KOMIBIOTEPHBIE, CTOJIBI 2010
CEMUHAPCKOTO THITA, TPAKTUIECKUX 3aHATHH, ITICEMEHHBIC, CTYJIbsI, pabodee MecTo Kaspesky Endpoint
TPYIIIOBBIX ¥ HHIUBHIYATEHBIX IIperoaBarets, mKad, nocku | Security
KOHCYJIbTAIUH, TEKYIEro HacTEHHBIE,
KOHTPOJIS U TPOMEKYTOUHON ayJIMTOPHBIE).
arrecTauy (KOMITBIOTePHBIN [epconansHble KOMITBIOTEPHI ®
KJIacc) KOJIN4eCTBE 9

IIT.) C TOAKIIOYEHHEM K  CeTH

«MHTepHe™ 1

JOCTYTIOM B IEKTPOHHYIO

“HPOPMAIMOHHO-00Pa30BaTENbHYIO

cpeny By3a, Iu(poBas

303 UHTEpPaKTUBHAT JocKa

TRACEBOARD (8

KOMILJIEKTE c HPOrPaMMHBIM

obecnieueHueM).  JleMoHCTpanioHHOE

obopynoBanue

(MyTbTUMEIUIHBIA  TPe3eHTAMOHHBII

KOMILJIEKC

B COCTaBe  IIPOCKTOpa,  JKpaHa,

aKTUBHOM

aKyCTHYECKON CHCTEMBI,

MIEPCOHATHEHOTO

KOMITBIOTEpa) ¥  y4eOHO-HAarJsIHBIC

roco6us (B

T.4. B JJICKTPOHHOM BHJIE)
VYuebHas ayauTopus 1 CnenmanusupoBanHas Mebenb Ha 28 | Microsoft Windows
MPOBEICHUS 3aHATUI MOCaIOYHBIX Microsoft Office
JIEKIIMOHHOT'O TUIIA, 3aHATUN MecT (CTOJIBI KOMITBIOTEPHBIE, CTOJEI 2010
CEMMHAPCKOI0 TUIA, IPAKTUUECKUX 3aHATHH, IMUCEMEHHBIC, CTYJIbs, pabodee MecTo Kaspesky Endpoint
IPYNIIOBBIX U MHAUBUIYATBHBIX IIperoiaBarens, mkad, nocku | Security
KOHCYJIbTAIIUH, TEKYILETO HaCTCHHBIE,
KOHTPOJIS M IPOMEXYTOUHOM ayIUTOPHEIE).
aTTecTaluH. Iepconansuble KOMITBIOTEPBI ®
JlaGoparopust konuruectse 11
HH)OPMAITOHHBIX TEXHOJIOTHI mMT.) C TOJKIIOYEHHEM K  CeTH
(;maboparopusi, OCHAIICHHAS «HTepHET» N
1a00paToOpHBIM JOCTYIIOM B 3JIEKTPOHHYIO
000pyI0BaHUEM ) HHPOPMAIIMOHHO-00Pa30BaTEIBHYIO

309 (KOMITBIOTEPHBI KITacc) cpeny By3a, TuQpoBas
UHTEpaKkTHBHas1  Jocka  PolyVision
Webster TS

600 (B KOMITIIEKTE C IIPOTPaMMHBIM
obecriedeHreM). JleMOHCTpaTMOHHOE
obopynoBanue (MyJIbTUMEIUHHBINA

IIpE3EHTAMOHHBII KOMILJIEKC B
coCTaBe

MIPOEKTOPA, JKpaHa, aKTUBHOMH
aKyCTHUYECKOU

CUCTEMBI, [IEPCOHATILHOTO

KOMITBIOTEPA) U
yueOHO-HarIsAIHbIe TocoOus (B T.4. B
3JIEKTPOHHOM BHJIC).

9. BOCITMTATEJIBHASA PABOTA

Bocnuranue oOydaromuxcsi Npd OCBOCHUM MMM OCHOBHBIX NpPO(eCCHOHANIBHBIX 00pazoBaTenbHbIX mporpamMm (nanee — OIIOIT)
OCYIICCTBIICTCST Ha OCHOBE pabodeil NMpOorpamMMbl BOCHHTAaHHMS W KAICHOAPHOTO IUIaHA BOCIIMTATENHHON pPabOTHI, BKIIOYaeMBIX B
OIIOIT.

Lenp BocmuTarenbHOM pabOTBl — CO3JaHWE YCIOBHH Uil AKTUBHOM JKM3HEACATENBHOCTH OOYYaAIOIIUXCS, HX TPaKAAHCKOTO
CaMOOIIPEACICHHS, MPO(PECCHOHATBHOIO CTAHOBICHHAS W WHIWBHAYATRHO-THYHOCTHOM caMOpealn3allil B  CO3UIATCIBHOU




JEeATeNIbHOCTH Ul  YHOBICTBOPEHUS TOTPEOHOCTEH B HPABCTBCHHOM, KyIbTYPHOM, HHTEIUICKTyalbHOM, COIMAIbHOM U
npoheCCHOHATLHOM Pa3BUTHU.

3amagn  BOCHHUTATeIbHOW pPabOTHI: pPa3BUTHE MHPOBO33PCHMS W AaKTyalTW3alWsd CHCTEMBI 0a30BBIX IEHHOCTEH JMYHOCTH,
npuoOImeHHe K OOIIeYenoBedecKUM HOpMaM MOpATH, HANMOHATHHBIM YCTOSM U aKaJeMHYeCKUM TPAWIHAIM; BOCIHTAaHHE
YBOKEHHMS K 3aKOHY, HOpPMaM KOJUIEKTUBHOI JKH3HM, Pa3BUTHE TPaKNAHCKON M COLMATBHON OTBETCTBEHHOCTH; BOCIIHTAHUE
HOJIOXKUTENILHOTO OTHOLIEHHS K TPYyAy, (OPMHPOBAaHHE KyJbTYpbl M OITHUKH INpPO(ECCHOHATBHOrO OOIeHHs; (opMUpPOBaHHE
JUYHOCTHBIX KadecTB, HeoOXomamMbIX 1 dddexTnBHON npodeccHnoHaTbHON — IESATENPHOCTH; BOCHHTaHWE BHYTPEHHEH
HOTPEOHOCTH JMYHOCTH B 3J0POBOM 00pase >KU3HHM, OTBETCTBEHHOIO OTHOILICHUS K MPHPOIHOM U COIMOKYJIBTYPHOH Cpese;
MOBBIIIEHHE YPOBHS KYJIbTYypPbl 0€3011aCHOTO MOBEAEHHS.

OcoberHocTr W Tpamuimu VHCTHTYyTa OOYCIOBIMBAIOT —CIICAYIONIINE OCHOBHBIC HANPaBJICHUS BOCIHUTATEIILHOW  pabOTHI:
HaTPHOTUYECKOE, TPaXIAHCKOE, TyXOBHO-HPAaBCTBEHHOE, KyIbTYpPHO-TBOPYECKOE, HaydHO-00pa3oBaTelbHOE, NPOQGECCHOHATHHO-
TPYAOBOE, BOJIOHTEPCKOE (ZOOPOBOIBLYECKOE), IKOJIOTHUECKOE, pu3nueckoe. Buapl nesTeIbHOCTH O0YyYaromuXcs B BOCHHUTATEIbHON
cuCTeMe 00pa30BaTeIbHOM OpraHW3alMM: IPOEKTHas! [EATENbHOCTh (KaKk KOJUIEKTUBHOE TBOPYECKOE JIEN0), BOJIOHTEPCKasd
JeATeNFHOCTh, Y4EOHO-HCCIIEIOBATENECKAas W HAyJHO-HCCIICIOBATENIECKAs JIESTENBHOCTb, JOCYTOBas, TBOpYECKas M CONHAITbHO-
KyJIbTypHas AATEIbHOCTD H JP.

BocrnuTarenbHblii OTEHIMAT y4eOHO-MCCIEA0BATENbCKON U HAyYHO-MCCIIEJOBATEILCKOH AESTENLHOCTH pPealn3yeTcs B Ipolecce
pasBUTHS  HCCIIEOBATEIbCKON KOMIICTEHTHOCTH OOYYaloIIMXCS Ha MPOTSDKEHWHM BCEro Cpoka X oOydeHmss B MHcTHTyTe.
Pe3ynbTaThl CTyAEHUYECKOW HAyYHO-HCCIEHOBATENBCKON MEATENBHOCTH IIPOXOMAT ampoOaruio B paMKaX HAydHBIX W HaydHO-
MpPaKTHYECKUX KOH(GEPEHIUH pa3IMYHOro YpOBHs, B T.4U. KOH(GEPEHIUH, OpraHN30BaHHBIX HCTUTYTOM.

ColyanbHO-KyJIbTypHast M TBOPYECKas JEATEIBHOCTh OOYHYAIOIIMXCS PEaIU3yeTcss NMPU OpraHM3allid W IPOBEICHUH 3HAYMMbBIX
COOBITMII W MEpONPHATHH TPOKIAHCKO-TIATPHOTHUECKOH, HAYIHO-MCCICAOBATENECKOH, CONHOKYIBTYPHOH W  (H3KYIBTYpHO-
CIOPTUBHON HAMpaBICHHOCTH. Buapl TBOpueckod meATenbHOCTH oOydaromuxcs B MHCTHTyTe: My3bIKalbHOE TBOPYECTBO,
xopeorpapuaecKoe TBOPUECTBO, TeaTpaIbHOE TBOPUECTBO, HAYYHOE TBOPYECTBO, MEIMANPOCKTHI U JIP.

BonoHTepckas [eATENFHOCT OOYYaromIMXCS — IOHPOKHH KPYTr HampaBICHHH CO3MOATENFHON IEATeTBHOCTH, BKITIOYAFONTHN
paznmuuHble  (GopMBI TpakmaHCKoro ydacTus. [lo wWHHDmathBe OOydYalOIMMXCS WM IpH WX aKTUBHOM ydacTWH B IHcTHTyTe
OCYILIECTBIISIET CBOIO AEATEIILHOCTH JOOPOBOIBUECKHMA OTPS «MBI».

Peanmzaruio  PaGoueil mporpamMMbl  BOCHHMTAaHMSI IIOMOTaeT OOECIIEUMBATh B3aUMOJCHCTBHE C PA3IMYHBIMH  COLMAIBHBIMU
WHCTUTYTaMH, cyObekTamu BocmuTaHus. Ocoboe 3HaueHHWe sl BOCIUTATEIBHOTO IPOIECCa MMEET OpTaHW3alds IMPaKTHYeCKOH
JeITEIPHOCTH OOYYalOIIUXCA C IIENbI0 Pa3BUTUS TNPOGECCHOHATBHBIX KOMIIETEHIMH B ycnoBusix WHCTHTyTa ¥ THpO(MIIBHBIX
YUPEKJICHUN U OpraHu3auil.

10. OCOBEHHOCTH OBYYEHHUS MHBAJIUIOB U JIUL[ C OTPAHUYEHHBIMHM BO3MOKHOCTSIMH 3JOPOBBS
(OB3)

B mponecce n3yueHns AUCHUILUIMHBI M OCYILECTBICHHS MPOLEAYpP TEKYIEro KOHTPOJIS YCIIEBaeMOCTH M IIPOMEXKYTOUHOMH
arTecTaluy WHBAIMIOB M JIML C OTPaHUMYEHHBIMH BO3MOXHOCTSMHM 370POBbsSI NPHMEHSIOTCS aJalTHPOBaHHbIE (OPMBI OOYUYECHUS C
YYETOM MHIUBUAYATHHBIX IICHXO()U3HOIOTHYECKUX OCOOCHHOCTEH.

OOy4eHue JHI[ C OTrPaHWYCHHBIMH BO3MOXKHOCTSMH W WHBAIWAOB OPraHU3YeTCs Kak COBMECTHO C JPYTHMHU
00y4aroIMMKCsl Ha JIEKIMOHHBIX M NPAKTUYECKUX 3aHATUSX, TaK M 10 WHIMBHIYaIbHOMY y4deOHOMY IulaHy. Bo Bpems mpueMHOi
KaMIIaHHH, a TaKXKe BO BpeMs Cllaud Pa3IMYHBIX (OPM IPOMEKYTOUHOH M rOCYNapCTBEHHOH HMTOroBod arrectanuu B MHcTHTyTE
CO371aHBl HEOOXOIWMBIC YCIOBHSA JUIS OKa3aHWS TEXHWYECKOH ITOMOIIM WHBAIAAAM M JIMIAM C OTPAaHHYCHHBIMH BO3MOXKHOCTSIMH
370pOBbs (P HEOOXOAUMOCTH MOXET OBITh JOMYIIEHO MPUCYTCTBHE B ayJUTOPHU aCCHCTEHTOB, COIPOBOXKIAOIIMX JIUI, COOAKH-
MOBOJIBIPS  T.I1.).

OOyyJaroryiecss W3 YMCIIa WHBATUIOB W JIAI C OTPaHWMYCHHBIMH BO3MOXKHOCTSMH 3/IOPOBBS, IPH HEOOXOAMMOCTH, MOTYT
ObITH 00ecCTedeHB! 3JIEKTPOHHBIMHA M TEYaTHBIMH OOpa3OBATENBHBIMH PECypcaMd C y4eTOM WX WHIUBHIYaTbHBIX INOTPEOHOCTEH.
Jnst peanuzaniy JOCTYIHOM Cpelbl IIPH HEOOXOJMMOCTH B y4eOHOM IpOIlecce MOTYT OBITh 3a/eiCTBOBAHBI JOKYMEHT-KaMmepa Ui
YBEJIMYCHUSI TEKCTOBBIX ()ParMEHTOB W HM300paXeHHMH (Ui JIMII C HApYIICHUSMH 3pEHMS) W IEepPEeHOCHas WHIYKIMOHHas cHUcTeMa
qutst ciabocnpimamux «Mctok» A2 co BCTpOSHHBIM IIJIEepOM — 3BYKOBEIM HH(opMaTopom.

OBC «YHuBepcuTeTcKas OMOMMOTEeKka OHNAWH» INpefocTaBisieT obOyuaromumcs ¢ OB3 (mo 3peHHIO) psin BO3MOXKHOCTEH
st obecrieueHuss 3G QeKTUBHOCTH mpouecca oOydeHus. [Ipn ureHuMM MacmTad CTpaHMIBI caiiTa MOXHO YBEJIHYHTH C ITOMOIIBIO
CTEUATFHOTO 3HAaJYKa Ha TJIABHOM CTpaHMIle. MOXXHO HCIOJIB30BaTh ITOJHOIKPAHHBIA PEXHUM OTOOPKEHHS KHUTH WM BKITIOYHTH
03BYYMBAaHHE HETIOCPEACTBCHHO C CaliTa MpH IOMOINM IIPOrpaMM OJKpaHHOTo joctyma (Hampumep, Jaws , «Balabolkay).
CkaunBaemble (parMeHTHl B (opmare pdf, umeromue BBICOKOE Kaue€CTBO, MOTYT HCIIOJIB30BaThCcs THQIOMpOrpaMMamMu st
TOJIOCOBOTO O3BYYMBAHHUSI TEKCTOB, MOTYT OBITh 3arpy’KeHbl B THU(JIOIUIEEPHI, a TAK)Ke CKONHPOBAaHbI Ha JIt00OE YCTPOWCTBO IS
KOM(OPTHOTO YTEHHS.

CepBuc OBC «lluTaTHUK» TIOMOTaeT MONB30BATENI0 M3BICYb LUTATy U aBTOMAaTHUeCKd (opMHPyeT KOPPEKTHYIO
Onbnmorpaguueckyio CCbUIKY, YTO OCOOEHHO aKTyalbHO JUIsl JIMI C OrpaHMYEHHBIMM BO3MOXHOCTSAMM M OOJIETYaeT MpOLEce
HaIMCaHMs KypPCOBOH MM BBITYCKHON KBATH(QHUKAIMOHHOW pabOTHI.

Jns moarotoBku K 3aHATHAM oOydatommecss ¢ OB3 (o 3peHnio) MOTYT HCHOIBb30Bark MoOWIbHOE mpriioxenne DBC
«Jlanp», TmpenHAa3HAYEHHOE [UISI O3BYYMBAHMS TEKCTa KHHMIM. PexknM JocTyma: SJIEKTPOHHBIH, NPHIOKEHHE CKAaYuBaeTCs
00y4aroIMCsl CaMOCTOSITeNIbHO ¢ caifta e.lanbook.ru, HeoOxomumoe ycnoBue: ObITh 3apernctpupoBaHHbIM B OBC  «Jlauby.
Hcmronp3yeTcst cBOOOIHO paciipocTpaHseMas IporpaMma SKpaHHoro goctyna Nvda.

IMogpobuee 00 opraHu3anuy JOCTYNHONH Cpeasl CM. COOTBETCTBYIOIIMH pa3fed OCHOBHOM mpodeccroHambHON
00pa3oBaTeNnbHOM POTrPaMMBEL.
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