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Pacnpez[e.nelme YaC0B THCHHUIIMHBI 110 KypcaM

Kypc 1 2 3
— Hroro
Bup 3anaruii VII | PII | viI | P | vII | PII

Jlexmum 12 |12 |12 |12 |10 |10 |34 |34
[IpakTuueckue 18 (18 |16 |16 [10 |10 |44 |44
WunuBunyanbHble 3 3 3 3
KOHCYJIbTaIlH
Uroro ayna. 30 |30 |28 |28 (20 |20 |78 |78
KonrakTnas padora |30 (30 |31 |31 (20 |20 |81 |81
Cam. pabota 177 | 177 | 156 | 156 |79 |79 |412 | 412
Yacsl Ha KOHTPOJIb 9 9 29 (29 |9 9 47 |47
Uroro 216 1216 | 216 | 216 | 108 | 108 | 540 | 540




[Iporpammy cocraBui(n):
Kano. neo. Hayk, ooy. bopuc Upuna Braoumuposna

Pabouas mporpamma IUCHUTUIMHBI
Opranu3aums ¥ TeXHOJIOTHS JOKYMEHTAIIMOHHOI0 o0ecrieYeHns yIpaBJIeHUsI

paspabotana B coorBercTBun ¢ ®I'OC BO:
®denepanbHbIl TOCYIAPCTBEHHBIN 00pa30BaTENIbHBIA CTaHAAPT BBICIIEr0 0Opa3oBaHMs - OakajaBpuar IO

HanpasieHuto noarotoBku 46.03.02 JlokymeHTOBeieHHEe U apxuBoBeneHHe (mpuka3 MunoOpnayku Poccun
ot 29.10.2020 r. Ne 1343)

CoCTaBJICHA HA OCHOBaHNH y‘IC6HOFO IIaHa

«/lokymMeHTOBeiecHHE U apXMBOBEICHUE», YTBEP)KICHHOIO YYEHBIM COBETOM By3a, npotokos Ne 11 or
24.04.2024 1.

Pabouas mporpamma oj00peHa Ha 3acefaHMM Kadeapbl OMOIMOTEYHO-UH(OPMAIIMOHHON JIeSTeNbHOCTH,
JOKYMEHTOBEICHHSI U apXUBOBEICHHS

npotokoa Ne 9 ot 15.05.2024 r.
3aB. kadenpoit Kauanora Enena IOpreBHa



BusupoBanue PIIJI 1151 ucrioiHeHUsI B 04epeHOM y4eOHOM roay

Pabouast mporpamma repecMoTpeHa, oocykIeHa 1 0400peHa uis
ucrionHeHus B 2025-2026 y4eOHOM roy Ha 3aceJaHUH Kadeapsl

6H6JIPIOTe‘lH0-I/IH(l)OpMalIHOHHOﬁ AeATCIbHOCTH, JOKYMEHTOBECACHHUS U aPXUBOBEACHUA

ITpoTokon ot 2025r. Ne
3aB. kadpenpoit Kauanosa Enena FOpbeBHa

Buzuposanue PII/] niis1 ucnoJIHEHUSI B 04epPeTHOM Y4eOHOM roxy

Pabouast mporpamMmMa repecMoTpeHa, 00cykaeHa 1 0100peHa I
ucnonHeHus B 2026-2027 yueGHOM rofy Ha 3acegaHuu Kadeapbl

010JIM0TEeYHO-UH(POPMALIMOHHOM 1eATEIHLHOCTH, JIOKYMEHTOBE/ICHUSI U ApXHBOBEICHUS

ITpoTokon ot 2026r. Ne
3aB. xaenpoit Kauanosa Enena FOpreBHa

BusupoBanue PIIJI 1iis1 ucrioiHeHUsI B 04epeHOM y4eOHOM roay

Pabouast mporpamma repecMoTpeHa, oocykIeHa 1 0J00peHa s
ucrionHeHus B 2027-2028 yueOHOM roy Ha 3aceJaHUH Kadeapsl

6H6JIPIOTe‘lH0-I/IH(l)OpMalIHOHHOﬁ AeATCIbHOCTH, JOKYMEHTOBECACHHUS U AaPXUBOBEACHUA

ITpoTokon ot 2027r. Ne
3aB. kadenpoit Kauanosa Enena FOpbeBHa

Buzuposanue PII/] i1 ucno/IHEHUSI B 04epPeTHOM y4eOHOM roxy

Pabouast mporpamMmMa repecMoTpeHa, 00cykaeHa 1 0100peHa I
ucnonHeHus B 2028-2029 yueGHOM rofy Ha 3acegaHuu Kadeapbl

010JIM0TEeYHO-UH(POPMALIMOHHOM 1eATEIHLHOCTH, JOKYMEHTOBE/ICHUSI U ApPXHBOBEICHUS

ITpoTokon ot 2028 1. Ne
3aB. xaenpoit Kauanosa Enena FOpreBHa




1. IEJIX OCBOEHU JUCHUITJIMHBI (MOAY JIST)

Iens mucruminHBL - (GOPMHPOBAHME CHUCTEMBI 3HAHWH M yMEHHI IO OpPTaHHM3AIl[MH M TEXHOJOTHH JOKYMEHTALMOHHOTO
obecrieyeHus yrpapaeHuUsI.

2. MECTO JUCHUIIVIMHBI MOAYJIsl) B CTPYKTYPE OBPA3OBATEJIBHOM TPOI'PAMMBbI
Luxx (pazpen) OIT: |

2.1 | TpeGoBaHus K NpeABAPUTEIbLHOH IIOATOTOBKE 00y4arolierocs:

2.2 | JucuunianHbl (MOLYJIU) U NPAKTHKH, AJI8 KOTOPbIX OCBOCHHE JAHHON JMCUMIJIMHBI (MO1YJIsl) HEOOX0OAUMO KaK
npeauecTByioLee:

2.2.1| Cranpapruzanust JJOY v apXuBHOTO Jeja

2.2.2| Pa3pa0oTKa JOKaJbHEIX HOPMATHBHBIX aKTOB 110 JIOY ¥ apXUBHOMY JENY

2.2.3| TloAroToBKa K MpOLELyPE 3alIUTHI U 3aIMTa BBITYCKHON KBATHM(DUKALMOHHONW paboThl

2.2.4| TloaroroBka K cliaye M cllada ToCyAapCTBEHHOTO dK3aMeHa

2.2.5| IlpousBoaCcTBEHHAs IPAKTHKA (IPEAIUILIOMHAS)

2.2.6| KaapoBoe IeNonpOu3BOICTEO U APXUBBI JOKYMEHTOB 110 JINYHOMY COCTaBY

2.2.7| TokyMeHTaIMOHHOE 0OeceUeHHEe TOCY IaPCTBCHHOTO U HErOCYIapCTBEHHOTO YIIPaBICHHUSI

2.2.8| KoH}puaeHIHaabHOE JET0NPOU3BOACTBO

2.2.9| Opranusanust paboTel ¢ oOpamieHusMu TpakaanlloAroToBka K TNPOLEAypEe 3alIMTBl M 3allMTa  BBITYCKHOM
KBaTH(UKAITUOHHON paObOThI

2.2.10| TToaroroBka K cia4e U caua rocyapcTBEHHOTrO dK3aMeHa

2.2.11| TIpoussoacTBEeHHAs TPAKTHKA (IPEITUILIOMHAs )

3. KOMOETEHIMU OBYYAIOLIETOCSI, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUSI JUCIATIINHBI
(MOJLY.JIsT)

IIK-1: Branenune 3aKoHonaTeI1bHOM U HOPMAaTHBHO-MeTOANYeCKOi 0a30ii HHGOPMALMOHHO-10KYMEHTALMOHHOI'O
obecnevyeHHs yNpaBJeHHs U APXUBHOIO Je/1a, CIOCOOHOCTHIO OPUEHTHPOBATLCA B MIPABOBOH 0a3e CMeKHBIX ofacTeii

3HaThb:

- 3aKOHOJATEeNbHBIE W HOPMAaTHBHO-NIpaBOBBIE akKTHI Poccuiickoit Pemepammu B cdepe NOKyMEHTAIIMOHHOTO OOCCHEUCHUS
yIIpaBJIEeHHs, APXUBHOTO JieJla ¥ CMEXKHBIX 00JIacTel;
- HOPMAaTHBHO-METOANYECKUE JOKYMEHTHl M HAI[MOHAJIbHBIC CTaHIAPThl B c(epe IOKYMEHTAMOHHOTO OOECIICUCHUs YIpaBICHHUS,
ApXUBHOTO JIeNIa ¥ CMEXXHBIX 00TacTel.

Ymern:

- OpI/IeHTI/IpOBaTBC}I B HOpMaTI/IBHO-HpaBOBOﬁ nu MeTOI[H‘leCKOﬁ 6336 B CMCIKHBIX C ,I[OKyMeHTaHI/IOHHLIM o6ecnequHeM

YIPaBIICHUS,

- aHaTM3UPOBATh HOPMATHBHO-TIPABOBYIO 0a3y B COOTBETCTBUH C 33Jla4aMH JJOKYMEHTAIIMOHHOTO 00ECIICUeHUs YIIPaBIICHUSI.
Baanernb:

- HaBbIKAMHM IIOHMCKA, aHAJIN3a, TOKOBAaHMA M IPHUMEHEHMS IIPaBOBBIX HOPM B cdepe JOKYMEHTAILMOHHOTO O0O0CCIeUeHHUs
YIpaBlIeHUs;

- HaBBIKAMH TNIPHMCHEHHS HOPMATHBHO-TIPABOBBIX AKTOB M METOJMUYCCKHUX JOKYMEHTOB AN PEIICHUS 3a4ad MpoQecCHOHANBHOI
JIeTalbHOCTH B chepe JOKYMEHTAlMOHHOTO 00ECIICUeHUs YIIPaBICHUsL.

IIK-2: CniocodeH pa3padaTbiBaTh M BHEAPATH JIOKAJbHbIe HOPMATHBHbIEC AKThl  HOPMATHBHO-METOAMYeCKHe JOKYMEHThI
10 Be/IeHHI0 MH(OPMAINIMOHHO-TOKYMEHTAIIMOHHOI0 00ecrevyeHns1 yPaBJjieHHs] U apXUBHOIO J1eJia
3HaThb:

- 3aKOHOJAaTCJIBHBIC 1 HOpMaTI/IBHO-HpaBOBHC AKTBbI P(D B C(bepe l[OKyMeHTaI_II/IOHHOI‘O 06CCHC‘ICHI/I$I praBJICHI/Iﬂ;
- MCTOOUYCCKUEC ,HOKyMeHTI)I 1 HATUOHAJIBHBIC CTaHI[apTBI B cq)epe I[OKyMCHTaHI/IOHHOFO o6ecnequ1/1;1 praBHeHI/IH;
- pacnpeneneHue QyHKIUA U BOIIPOCOB JCATEIBHOCTH MEXKAY CTPYKTYPHBIMH MOPa3ICICHHSME OpraHU3allHu;
- COCTaB JIOKAJIbHBIX HOpMaTI/IBHLIX aAKTOB opraHmauI/m;
- TpaBWJIAa COCTAaBICHHUS M O(GOPMIICHHS JIOKATHHBIX HOPMATHBHBIX aKTOB, PErYJHPYIOIMHX MOPAAOK PadOTHI C JOKyMEHTAMH B
OpraHH3alHu;
- METOIbI pETrJIaMEHTAIINHN ACTONPOU3BOACTBEHHBIX MPOIIECCOB;
- TpeOOBaHMS OXpaHBI TPya.
Ymers:

- aHAJIN3UPOBATH JIOKAIbHBIE HOPMATHBHEIE aKThI IO NHPOPMAITMOHHO-TOKYMEHTAIIMOHHOMY OOECIICUCHHIO YIIPABICHHS,
- aKTyaJIM3UPOBATh JIOKAJTBbHBIE HOPMATHBHBIC aKThl OPTaHU3ALUH M0 JOKYMEOHTAIMOHHOMY 00ECIIEUeHHIO €€ YIPaBIeHUS;
- MPUMEHSATH METO/IbI PEriIaMEHTAIMH JIEIIONPOU3BOICTBEHHBIX ITPOIIECCOB,
- BECTH KOHCYJIbTAIIHOHHYIO IEATSILHOCTD MO BOTIPOCaM pabOTHI ¢ YIPaBICHICCKHUMHU TOKYMEHTAMH.
Baanernb:

- TOATOTOBKOW TPOEKTOB JIOKAJIHHBIX HOPMATHBHBIX aKTOB OPTaHHM3ALNH, PETYIHPYIOINX IOPSAAOK padOTHl ¢ TOKYMEHTaMH B
OpraHu3alNY;




- HaBBIKAMHM OKa3aHMS METOJUYECKOW MOANEPKKH M TIOMOLIM paOOTHHKAM OpraHM3aldi IO BONPOCAM JTOKYMEHTAIlHOHHOTO
olecrieueHrs yIpaBICHUS OpraHu3alel 1 padoTe ¢ JOKYMCHTaMU.

IIK-3: CnocodeH HCcnoib30BATh IPABUJIA OPraHU3ALUM BCeX 3TANoB PadoThl ¢ JOKYMEHTAMH Pa3HbIX JOKYMEHTAIIHOHHBIX
CHCTeM, B TOM YHCJIe AaDXUBHBIMH 10KYMEHTAMH

3HaThb:

- 3aKOHOJIaTeJIFHBIE M HOPMATHBHO-TIPaBOBEIe akThl P® B obacTr paboThI ¢ MOKyMeHTanweil 1 HHpOopManuei;

- mpaBHJIa paboThI ¢ JOKyMEHTaMH OpPTaHU3alii, YCTAHOBICHHBIC €¢ JIOKaJIbHBIMU HOPMAaTHBHBIMH aKTaMU;

- TEXHOJIOTUYECKHUE HTalbl pabOThI C Pa3INYHBIMU KaTETOPHSIMH JIOKyMCHTOB OpPraHU3alHy;

- IOPSIOK M COZIePKaHUE MPOLETYP TEXHOIOTHIECKUX ITANOB pabOTHI C Pa3TMIHBIMHU KaTETOPHUAMH JOKYMEHTOB OpTaHU3AIINH.
Ymern:

- CTPYKTYPHUPOBATH, CHCTEMAaTH3NPOBATh 1 KJIACCH(HUIIUPOBATH JOKYMEHTHI 110 ONPEIeIEHHBIM KPUTEPHSIM;

- BBIIOJIHATH PabOTy ¢ JOKYMEHTaMH B paMKax IPOLENyp, YCTAHOBICHHBIX B OPTaHU3ALUH.
Baagern:

- TEXHOJIOTUSIMH M OTICPAIMAME PAOOTHI C Pa3IUYHBIMU KATETOPUSIMU TOKYMEHTOB OpTraHH3aIiH;
- OpraHM3alMOHHOI 0(PUCHOM TEXHUKOH B paMKax CBOeH IMPO(eCcCHOHATIBHON IESTEITbHOCTH.

ITIK-4: Brajgeer HaBbIKAMU OPraHU3allMH JOKYMEHTHPOBAHMS YIPABJECHYECKOMH AeITeIbHOCTH B OPTaHU3AIUH
3HaThb:

- TUIBI ¥ BUABI JOKYMEHTAIIMOHHBIX CUCTEM, COCTAB U MOPAJOK UX QYHKLIMOHUPOBAHUS B CUCTEME YIIPABJICHUS OpraHu3aLueii;

- HOPMaTHBHO-TIPABOBYIO H METOAMYECKYIO 0a3y, PeryIMPYIONIYI0 padOTy C TOKYMEHTaMH Pa3HbIX TOKYMEHTAIMOHHBIX CHCTEM;

- MPaBUJIa COCTABICHHUS U OOPMIICHHSI YIIPABICHYECKHUX JJOKYMEHTOB PAa3HBIX TUIIOB M BUJIOB;

- IpaBUJIa OPraHU3AIMU JOKYMEHTALMOHHOTO COMIPOBOXKIECHHSI YIIPABIEHHUS U OPTaHU3alUuN apXUBHOTO XPaHEHHsI JOKYMEHTOB.
YMmerh:

- TPUMEHATH HOPMATHBHO-IPABOBBIE aKThl M HOPMAaTHBHO-METOJMYECKHE JOKYMEHTHl IPH COCTaBICHHMH M O(OpMIEHUH
YOPaBIEHYECKUX JTOKYMEHTOB,;
- MPOBOJUTH YHU(UKAIIIO (OPM TOKYMEHTOB, TPUMEHSIEMBIX B yIIPABICHUECKON JIEATEILHOCTH OPTaHU3aIlHH;
- IPUMEHATHh KOHKPETHBIE BUBI JOKYMEHTOB JJIsl peanu3anuu GyHKUUI yIpaBleH:s B OpraHU3allu;
- COBEpPILEHCTBOBATh CUCTEMY JOKYMEHTHPOBAHHS YIIPaBICHUECKON AEATEIILHOCTH OpraHU3aliy.
Buaaners:
- HaBBIKaMH pa3pabOTKH TpeOOBaHUH K HH(POPMAIIHH, BKII0OYaeMOH B JOKYMEHTHI OpraHU3aINH;
- OpraHU3aIMOHHOHN OPHCHON TEXHUKOH B paMKax CBOEH MpodhecCHOHATLHOMN eI TeTbHOCTH;
- OpraHU3allMOHHBIMM M TEXHHYECKMMH CpEACTBaMHU JJIs IEepeBOJa B AJIEKTPOHHBINM BUJ OKYMEHTOB U JIOKYMEHTHPOBAHHOM
nHpOpMALUHY OPraHH3AIHH.

IIK-5: Biaageer HaBbIKaMH 00pa0d0TKHU IOKYMEHTOB Ha BCeX 3TANaX JOKYMEHT0000poTa
3HaThb:
- METO/IbI peTJIaMEHTALMH JIeJIONPOM3BOICTBEHHBIX ITPOLIECCOB;
- IPUHIINIBI X METOABI YHOPSAI0YEHHS COCTaBa JOKYMEHTOB M HH(OPMAIIMOHHBIX II0Ka3aTeNei OpraHu3alny;
- IpaBHJIa OPTaHMU3AIMH JIETIONPOU3BOICTBEHHBIX IIPOIIECCOB B OPTraHMU3AINN;
- TIOPSIIOK W COJEpKAHUE MPOIenyp Mo paboTe ¢ JOKyMEHTaMu opraHuzaiuu (00paboTKH, perucTpanuu, UCIIONHEHHS, KOHTPOJI,
TEKYILETO ¥ apXUBHOTO XPaHEHHs IOKyMEHTOB).
Ymern:

- MPOBOJUTH YHUGHUKAIMIO (GOPM TOKYMEHTOB, MPUMEHICMBIX B yIIPABICHUECKON ICATSILHOCTH OPTaHU3aIHH;
- OCYIIECTBISITH MPOIEIyphl 1O paboTe C JOKYMEHTaMH oOpraHu3anuu (0O0pabOTKH, pPErHCTpalliy, HCIONHEHHs, KOHTPOJI,
TEKYILEro U apXUBHOTO XpaHEHHS JOKYMEHTOB).

Baagern:

- TEXHOJIOTUSIMU PAabOThI ¢ JOKyMEHTaMH U HH(pOpMaLUeH, B TOM YHCIe OTPAaHUYEHHOTO JOCTyMa.

B pe3ysibTare ocBOeHHS TUCHHUILIMHBI (MOAYJIA) 00y4aAKOUIHIICA 10JKEH
3.1 3uats:

- 3aKOHOJATENbHYI0O M  HOPMATHBHO-METOAMYECKYI0 0a3y  HH(OPMaUMOHHO-IOKYMEHTALMOHHOTO  OOECICUCHUs
YIIPaBIICHUSI U apXUBHOTO JIeNa, a TAKXKE MPaBOBYI0 0a3y CMEXHBIX 00IacTel;

- CHCTEMy JIOKaJbHOW HOpMAaTHBHOW 0a3pl, oOecrednBaromell 3¢dekTinBHOe  (QYHKIHOHHPOBAHUE  CHCTEMBI
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUs YIIPaBICHUS;

- TUNBl W BUJABl JOKYMCHTAI[MOHHBIX CHCTEM, COCTaB M TOPSINOK HX (DYHKIIMOHWPOBAHUS B CHUCTEME YIPaBICHUS
opraHusauet;

- MpaBMJIa PabOTHI M TEXHOJIOTHYECKHE ITAIBI C PA3IMBHBIMU KaTETOPUSIMU IOKYMEHTOB,
- IOPSJIOK M COAEpKaHUe MPOLeRyp Mo paboTe ¢ JOKYMEHTaMH OpTaHH3aIIH.



3.2 Ymerhb:
- TPUMEHATh 3aKOHOAATENILHYI0O ¥ HOPMAaTHBHO-METOAMYECKYIO0 0a3zy HH(OPMAIMOHHO-TOKYMEHTAIIIOHHOTO OOECIIeYCHUS
yIPAaBJICHHUS U apXUBHOTO JENa, a TAKKE OPUCHTUPOBATHCS B IPABOBOM Oa3e CMEXKHBIX 00IaCTIX;

- AaHAJIM3UpOBATh, AKTYAJIU3UPOBAThb U TMPUMCHATH JIOKAJIbHBIC HOPMATUBHBIC AaKTbl CHUCTEMBI JOKYMCHTAIIMOHHOI'O
obecrieyeHus yYHpaBJICHUSA

- CTPYKTYpHUPOBATh, CUCTEMATU3UPOBATH U KJ'IaCCI/I(bI/II_II/IPOBaTb IOTOKHU JOKYMEHTOB I10 OHpCHeHéHHBIM KpUTEPpUAM;

- TPOBOAWUTh yHUGHKALUIO (OPM TOKYMEHTOB, INPUMEHAEMBIX B YIPaBICHYECKOH MEATENbHOCTH OpraHH3alUH, U
HMPUMEHATh KOHKPETHBIE BUABI IOKYMEHTOB IS PEIICHUsI IPO(EeCCHOHATBHBIX 33/1a4;

- OCYIIECTBJIATH IMPOLUECAYPHI 11O pa60Te C JOKYMCHTaMH OpraHu3aluu.



3.3 UMeTh HABBIKM M (MJIH) ONBIT AeATEJIbHOCTH:

- TIOWCKa, aHalM3a, TOKOBAaHWSA W NPHMEHEHHUS IIPABOBEIX HOPM IIPH pEImIeHMH TNpoQecCHOHANBHBIX 3amad B cdepe
JIOKyMEHTAI[HOHHOTO 00€ecIedyeH s YIIPaBIeHUs U apXHUBHOTO JIeNa;

- HOATOTOBKH JIOKAJIIEHBIX HOPMATHBHBIX aKTOB, PETYIUPYIOIIIX CHCTEMY JOKYMEHTAIlUOHHOTO O0ecIieueH s YIpaBICHNUS;

- OKa3aHu:Aa MeTOHH‘ICCKOﬁ oMo pa6OTHHKaM opranm3anui 10 BOIIpOCaM JOKYMCHTAIIMOHHOI'O obecrneueHus

ynpaBJI€HHUA Opl"aHI/I?:aL[I/Ieﬁ u pa60Te C JOKYMCHTaMU;

- pabOoTBHI ¢ pa3IUUHBIMU KaTETOPUSIMU JOKYMEHTOB IIPU IIOMOIIY OPTaHU3aI[MOHHON O(HUCHON TeXHUKY;

- pa3paboTkH TpeOoBaHMIl K HHPOPMANNH, BKIIOYaEeMOIl B JOKYMEHTHI OpraHU3aIIH;

- paboTHI ¢ TOKYMEHTaMH U HH(POPMANXeH, B TOM YHCIEe OTPAHUYEHHOTO TOCTyMa.

4. CTPYKTYPA U COJIEP’)KAHUE JUCHUILTAHBI (MOLY.JI5T)

HaumeHoBaHue pa3jiejioB U TeM /BU/I 3aHSTHS/ C/elnca)e’lc)zp Yacos Komnerenuuu Jlutepatypa
Pa3nen 1. JlokymeHTallMOHHOE OOecrieyeHue YNnpaBJIeHHUs:
HCTOKH, CTAHOBJIEHHE H COBPEMEHHOE COCTOSIHHE CHCTEMBI
/Paznes/
Tema 1. HcxonHsle TNOHATHS U INPEACTaBICHUS O
JIeTIONPON3BOJICTBE. CoBpeMeHHOe COCTOSIHHE 1
JienonpousBojcTsa B Poccun
HcxonHble NOHATHA U NIPEACTABICHUS O IENONPOU3BOACTBE. JI1.5J11.6 JI1.2 JI1.4
CoBpeMEHHOE COCTOSIHME Jelonpou3BoAcTBa B Poccun 3 3 3 JI1.3 J11.1J12.2 J12.5
(nmexuus) /Jlex/ 2 TTK-3 TIR-4 TIK-5 JI2.8 J12.4 J12.1 JI2.3
J12.7 J12.6
HcxonHble TIOHATHS M MPEACTABIEHHS O JIETIONPOU3BOJICTBE. JIT.5 JI1.6 J11.2 J11.4
CoBpeMEHHOE COCTOSIHME Jelonpou3BoAcTBa B Poccuu 18 IIK-3 I1K-4 I1K-5 JI1.3 JI11.1J12.2 J12.1
(camocrosiTenbHas padota) /Cp/ 2.7
Tema 2. MHpOpMAIMOHHO-TOKYMEHTAIIMOHHOE O0eCIIeUeHne |
paboThI anmapata ynpaBIeHHUs
HudopMannoHHO-TOKyMEHTaIIMOHHOE o0ecIieueHne padoThI 18 MK-2 TIK-3 [1K-4 TIK- | JI1.5 JI1.6 JI1.2 JI1.4
ammapaTta ynpaBleHns (camocrosaTenbHas pabdora) /Cp/ 5 JI1.3 J11.1J12.1 J12.7
Tema 3. 3akoHonaTeNnbHbIE W OPraHU3aLUOHHBIE OCHOBBI
CHCTEMBl JOKyMEHTAI[HOHHOTO OO0ECICUYCHUS YIPaBICHUS B 1
PO
3aKoHOJATENbHbIE U OPraHU3ALIOHHBIE OCHOBBI CHCTEMBI 1.5 1.6 J11.2 J11.4
JIOKYMEHTAIHOHHOTO ~ oOecrieueHnss ympamieHuss B PO 2 IIK-1 T1K-2
JI.3 J11.1J12.1 J12.7
(mpaxTuueckoe 3austue) /Ip/
3aKoHOJATENbHbIE U OPraHU3ALMOHHBIE OCHOBBI CHCTEMBI
JIOKYMEHTaI[MOHHOTO ~ obecrieueHnss ympaBieHuss B PO 20 TIK-1 TIK-2 JI1.5 J11.6 JT1.2 1.4
JI1.3 JI1.1J12.1 J12.7
(camocrositenbHas padota) /Cp/
Tema 4. OOmme HOpMBI W TpaBwia OGOPMIICHUS |
YIpaBIEHIECKUX TOKYMEHTOB
OOme HOpMBI M TpaBmWiIa OGOPMIICHHS YIPABICHYCCKUX JI1.5J11.6 JI1.2 JI1.4
JIOKYMEHTOB (J1ekims) /JIex/ 4 TIK-1 I1K-2 JIT.3 JI1.1J12.1 JI2.7
J12.6
OOmue HOPMBI W MpaBHiIa O(GOPMIEHHS YIPABICHUCCKUX J1.5J11.6 J11.2 J11.4
JOKYMEHTOB (camocTosiTenibHas padora) /Cp/ 21 ITK-1 TIK-2 JI1.3 JI1.1J12.1 J12.7
J2.6
Tema 5. KoMnproTepHast TOATOTOBKA JOKYMEHTOB 1
KoMmnbloTepHass MOATOTOBKa JIOKYMEHTOB (CaMOCTOSTENIbHAs J1.5J11.6 JI1.2 J11.4
pabora) /Cp/ 20 TTK-4 TTIK-5 1.3 7111121 J12.7
HaumeHnoBaHue pa3/iesioB U TeM /BU/I 3aHATHS/ C/ell?;;zp Yacos Komnerenuun Jlutepatypa
Paznen 2. JlokyMeHTHpOBaHHe U  opopMmieHuUe
noxymenToB /Paznen/
Tema 6. [Toaroroska u odopmienue

OpPraHn3allMOHHO-TIPABOBLIX JOKYMCHTOB




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
IlogroroBka ¥ odopMieHHE OpraHW3alMOHHO-TIPABOBBIX JI1.5J11.6 JI1.2 JI1.4
JIOKYMEHTOB (Jexuus) /JIex/ 1,5 [K-3 [TK-4 [IK-5 JIT.3 JI1.1J12.5 J12.8

J12.1J12.7
ITonrotoBka © O(QOPMIICHHE OPTraHU3AIlMOHHO-TIPABOBBIX JI1.5J11.6 JI1.2 JI1.4
JIOKYMEHTOB (Tipaktuieckoe 3ansatue) /I1p/ 4 TK-3 ITK-4 TIK-5 JIL.3 JI1.1J12.5 J12.8
J12.1 J12.7 J12.6
IMogroroBka u odopmieHHE OpraHU3alUOHHO-IIPABOBBIX JI1.5J11.6 J11.2 J11.4
JIOKYMEHTOB (caMOCTosATebHas pabora) /Cp/ 20 [IK-3 [1K-4 TIK-5 JI1.3 JI1.1J12.5 J12.8
J12.1 J12.7 J12.6
Tema 7. IlomroroBka m odopMIIEHHE PACHOPSAUTEIHHBIX
JIOKyMEHTOB 1
IToarotoBka U ohopMIICHHE PACTIOPSAUTEIBHBIX JOKYMCHTOB JIT.S JI1.6 J11.2 J11.4
(mexmms) /JIex/ 1,5 IK-3 TIK-4 I1K-5 JI1.3 JI1.1J12.5 J12.8
J12.1 J12.7 J12.6
IToxroroBka u oopmiieHHE PACTIOPSAUTENHLHBIX JOKYMEHTOB JI1.5J11.6 J11.2 J11.4
(npaktuueckoe 3austue) /IIp/ 4 TK-3 [TK-4 TIK-5 JIL.3 JI1.1J12.5 J12.8
J12.1 J12.7 J12.6
IToaroroBka m oopMIICHHE PACIIOPSIIUTENBHBIX JTOKYMEHTOB J1.5J11.6 JI1.2 JI1.4
(camocTosttensHas pabota) /Cp/ 20 IK-3 TTIK-4 I1K-5 JI1.3 J11.1J12.5 J12.8
J12.1 J12.7 J12.6
Tema 8. [TogroroBka u odopmicHHe
WH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB !
ITonrotoBka u odopmieHrHe HHOOPMAIIMOHHO-CITPABOYHBIX JI1.5J11.6 JI1.2 JI1.4
JIOKYMEHTOB (J1ekims) /JIex/ 1,5 TIK-3 T1K-4 TIK-5 JIT.3 JI1.1J12.5 J12.8
JI2.1 J12.7 J12.6
IMonroroBka n odopmiaeHne HHPOPMAITMOHHO-CIIPABOYHBIX J1.5J11.6 J11.2 J11.4
JIOKYMEHTOB (IIpaktuueckoe 3ansitue) /I1p/ 4 IK-3 TIK-4 I1K-5 JI1.3 JI1.1J12.5 J12.8
JI2.1J12.7 J12.6
IMogroroBka w odopmieHHe HHGOPMAIIMOHHO-CIIPABOYHBIX JITS JI1.6 JI1.2 JI1.4
JIOKYMEHTOB (camocTosiTenbHast padora) /Cp/ 20 IK-3 [TK-4 TIK-5 JI1.3 JI1.1J12.5 J12.8
J12.1 J12.7 J12.6
Tema 9. Opranuzauusi W BeACHUE JAEJOBOW IEPENUCKH. 1
IMToaroToBka u oopMIICHHE NETOBOTO MHChMa
Opranuzanus 1 BeieHUe 1eNoBoil nepenucku. [loaroroska u JI1.5 J11.6 J11.2 J11.4
odopmMieHHE 1eT0BOr0 MUchMa (Jiekiust) /JIex/ 1,5 TIK-3 T1K-4 I1K-5 JI1.3 JI11.1J12.5 J12.8
J12.4J12.1 J12.7 J12.6
Opranuzanus U BeieHue AeNoBod nepernuckd. [loaroroska u JIL.5 JI1.6 J11.2 J11.4
odopmIIeHHE 1eTOBOTr0 MHchMa (TpakTudeckoe 3ansrue) /TIp/ 4 IK-3 [TK-4 TIK-5 JI1.3 JI1.1J12.5 J12.8
J12.4J12.1 J12.7 J12.6
OpraHuzanus ¥ BeJieHHue AesoBod nepenucku. [loaroroska u JI1.5J11.6 J11.2 J11.4
odopMIICHHE JEIOBOTO MUChMa (caMocTosATeNbHas pabora) 20 TIK-3 T1IK-4 TIK-5 JI1.3 J11.1J12.5 J12.8
/Cp/ J12.4 J12.1 J12.7 J12.6

HaumeHoBaHue pa3fiesioB U TeM /BUJI 3aHSTHS/ C/elnca;lc):p Yacos Komnerenuuu Jlutepatypa

9x3amen (1 kypc) /Paznen/

Tema 10. ITpomeKyTOUHBIH KOHTPOJIb 1

TIpoMexyTOUHBIN KOHTPOJb /DK3aMeH/ 9 TIK-1 [IK-2 [IK-3 TIK- | JI1.5 JI1.6 JI1.2 JI1.4
4 TIK-5 JI1.3 J11.1J12.1 J12.7

HanmeHoBaHUe pa3ieioB U TeM /BHJ 3aHATHS/ C/elnca;[c)zp Yacos Komnerenunn Jlutepatypa

Paznen 3. Opranuzanus padoTbl € JAOKYMEHTAMH.

TexHosorun aejonpoussoacrsa /Paznen/

Tema 11. JlokyMeHTOOOOPOT opranu3anuu. OpraHu3aius

paboTHI C TOKyMEHTaMH 2

JokymeHnTtoobopor opranuszanuu. OpraHuzanus paboThl ¢ JI1.5J11.6 JI1.2 JI1.4
JoKyMeHTamu (Jieknus) /JIex/ 2 ITK-3 [TK-4 TIK-5 JIL.3 JI1.1J12.5 J12.8

J2.1 J12.7




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
JlokymeHToo60poT opranuzarnmu. OpraHuzarus padoThl ¢ JIL.S JI1.6 J11.2 J11.4
JIOKyMeHTaMH (npaktuaeckoe 3anstue) /T1p/ 2 [K-3 [TK-4 [IK-5 JIT.3 JI1.1J12.5 J12.8

J12.1J12.7
JlokymMeHT0000poT opranusaiuu. OpraHuzaius paboThl ¢ JI1.5J11.6 JI1.2 JI1.4
JOKyMeHTaMH (camMocTosTeNsHas padora) /Cp/ 30 IK-3 TIK-4 ITK-5 JI1.3 J11.1J12.5 J12.8
JI2.1 J12.7
Tema 12. Homenknatypa gen opranmsanuu. OnepaTuBHOE U )
TEeKyIllee XpaHeHHe JOKYMEHTOB
Homenknarypa nen opranmsanuu. OmnepaTHBHOE U TeKylee 3 3 3 [ JILSJIL6 JI1.2 JT1.4
XpaHeHue JOKyMeHTOB (Jexuust) /JIex/ 4 TIK-2 TIK 35HK 4TIK JI1.3 JI1.1J12.5 J12.8
J12.1J12.7
Homenknarypa nen opranuzanuu. OnepaTHBHOE W TEKylee 3 3 3 | JILS JI1.6 J11.2 JI1.4
XpaHEeHHe TOKYMEHTOB (IpakTadeckoe 3ausrue) /IIp/ 6 TTR-2 113 TTK-4 TTK JI1.3 J11.1J12.5 J12.8
5
J12.1J12.7
Homenknarypa men opranuzauuu. OnepaTHBHOE M TEKyllee 3 3 3 | JIL.S JI1.6 J11.2 J11.4
XpaHeHUe JOKYMEHTOB (caMocTosTeNnbHas padoTa) /Cp/ 32 TK-2 TK 35HK 4 TIK JIT.3 JI1.1J12.5 J12.8
J2.1J12.7
Tema 13. OneHka 3HaYMMOCTU JOKYMEHTOB M CPOKOB HX )
XpaHCHUS
OneHka 3HAYUMOCTH JOKYMEHTOB M CPOKOB HX XpaHEHHUs 3 3 3 | JILS JI1.6 J11.2 JI1.4
(nexcuus) T/ 4 | E2IK 35HK AT Ty 3110125 12.8
J12.1J12.7
OrneHKa 3HAYUMOCTH IOKYMEHTOB M CPOKOB HUX XpaHEHHUS 3 : : | JIL.S JI1.6 J11.2 JI1.4
(npakTrueckoe 3austue) /Ip/ 4 TIK-2 TIK 35HK 4 TIK JIL.3 JI1.1J12.5 J12.8
J2.1J12.7
OneHka 3HAUYUMOCTH IOKYMEHTOB U CPOKOB HUX XpaHEHUs : 3 3 [ JILSJIL6 JI1.2 JT1.4
(camoctositenbHas padota) /Cp/ 32 T2 TTK 35HK 4TIK JI1.3 J11.1J12.5 J12.8
J12.1J12.7
Tema 14. OdopmireHre TOKYMEHTOB M JIeN K YHHUTOKCHHIO, )
Ha JUTUTENHFHOE U Ha TIOCTOSIHHOE XPaHCHHE
OdopmiieHre JTOKYMEHTOB M Jel K YHHUYTOXKCHHIO, Ha JIL.5 JI1.6 J11.2 J11.4
IIUTENSHOE M HA MOCTOSHHOE XpaHeHHe (JIeKIMOHHOE 1 TK-2 HK-SSHK-4 K 1 3 11.012.5 712.8
3ansTue) /Jlex/ JI2.1 J12.7
OdopmiieHre JTOKYMEHTOB M el K YHHUYTOXCHHUIO, Ha JIT.S JI1.6 J11.2 J11.4
IIUTENbHOE U HAa IIOCTOSHHOE XpaHeHHe (IPaKTHYeCcKOe 2 TK-2 HK_35HK_4 K 1 3 11.012.5 712.8
3ansTue) /Ilp/ J2.1J12.7
OdopmiieHre JTOKYMEHTOB M eI K YHHUYTOXKCHHUIO, Ha JIT.5 JI1.6 J11.2 J11.4
JUINTENILHOE M HA TIOCTOSIHHOE XpaHEHHE (CaMOCTOSTETbHAs 32 TK-2 HK_35HK_4 Tk JI1.3 J11.1J12.5 J12.8
pabora) /Cp/ J2.1J12.7
Tema 15. ApxuBHOE XpaHEHUE JOKYMEHTOB 2
ApXHBHOE XpaHEHHE JJOKYMEHTOB (yiekuus) /Jlex/ 3 3 3 | JIL.S JI1.6 J11.2 J11.4
P | MR TS T 3 mam 5 2.8
J2.1J12.7
ApXnBHOE XpaHEHHE MOKYMEHTOB (IIPAKTHYECKOE 3aHSATHE) 3 3 3 J1.5J11.6 J11.2 J11.4
Mp/ 2 TK-2 TIK 35HK AT Ty 3110125 12.8
J12.1J12.7
ApXHMBHOE XpaHCHHE JOKYMEHTOB (CaMOCTOSITEIbHAs paboTa) 3 3 : JIT.5 JI1.6 J11.2 J11.4
/Cp/ 30 | MK2TIK 35HK AT Ty 3110125 12.8
J12.1J12.7
HaumeHnoBaHue pa3iesioB U TeM /BU/1 3aHATHS/ C/ellscl;lc;p Yacos Komnerenuun Jlutepatypa
Jx3ameH (2 kypc) /Pasnen/
Tema 16. [IpoMexyTOUHBIH KOHTPOIb 2
ITpoMexxyTOUHBIH KOHTPOIb /DK3aMeH/ K1 TIK-2 TIK-3 [TK- J1.5J11.6 J11.2 J11.4
9 4TIKS5 JI1.3 J11.1J12.8 J12.1
J2.7
HanmeHoBaHWe pa3ieioB U TeM /BHJ 3aHATHS/ Cemectp Yacos Komnerenunn Jlutepatypa

/ Kype




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
KypcoBasi padora /Paznen/
Tema 17. [ToaroroBka KypcoBoii paboThI 2
ITonroroBka kypcoBoit padotsl /KP/ 3 3 3 [ JILSJIL6 JI1.2 JT1.4
20 K- Hi(é}g;( 3 TK JI1.3 JI1.1J12.5 J12.8
JI2.1 J12.7
MNupuBuayanpbHOE KOHCYJNBTHPOBAaHHE IO KYpCOBOH padore 3 : 3 | JIL.S JI1.6 J11.2 JI1.4
M/ 3 K1 Hffélg? 3 1K JI1.3 J11.1J12.8 J12.1
J2.7
HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/ell\g;:;p Yacos Komnerenuun Jlutepatypa
Paznen 4. Oprannzanus JOKYMEHTALHOHHOI0
o0ecnieyenus: ynpasJienus /Paznen/
Tema 18. OcHOBBl  oOpraHm3allii W  TEXHOJOTHH 3
JOKYMEHTAI[MOHHOTO 00eCIIeYeH s yIIPaBICHHs
OCHOBBI OpraHu3allMd ¥ TEXHOJOI'MU JOKYMEHTallMOHHOTO 6 TIK-2 TIK-3 TTK-4 T1K- | JI1.5 JI1.6 JI1.2 JI1.4
obecrieuenus ynpapnenus (ekius) /Jlex/ 5 JIT.3 JI1.1J12.1 JI2.7
OCHOBBI OpraHM3alid U TEXHOJOTHUU IOKYMEHTAI[HIOHHOTO 6 TTK-2 TIK-3 TIK-4 T1K- | JI1.5 JI1.6 JI1.2 JI1.4
obecrieueHus yripapieHus (TpakTudeckoe 3ausatue) /I1p/ 5 JI1.3 J11.1J12.1 J12.7
OCHOBBI OpraHu3aliid ¥ TEXHOJOTMU JOKYMEHTAIIMOHHOTO 40 K-2 [TIK-3 [TIK-4 TIK- | JI1.5 JI1.6 JI1.2 JI1.4
obecrieueHUs yIpaBieHus (camocTosTenbHas padota) /Cp/ 5 JI1.3 JI1.1J12.1 J12.7
Tema 19. Opranmsamus pa®oTel PYKOBOTUTENS CIy>KOBI 3
JIOKYMEHTAIIMOHHOTO 00ecIieueH s yIpaBIeHUs
Opranuzanus paboTsI PYKOBOJUTENS CITyKOBI T2 TIK-3 T1K-4 TIK- | JT1.5 JT1.6 JT1.2 T1.4
JOKYMEHTAIMOHHOTO O0eclieueHus] yHpaBieHUs (JEeKIHs) 4 5 13 71 1T2.1 J12.7
/JTex/ ’ T ’
;| memameine [ nsaena
(npakTuueckas padota) /I1p/ > JL3 LR 1127
Oprasusanys paboTsI PYKOBOIUTENS CITyKOBI K2 TIK-3 TIK-4 TIK- | JT1.5 JT1.6 J11.2 1.4
JIOKYMEHTAILIHIOHHOT O obecnieueHus yIpaBlIeHUs 39 5 13 71 1T2.1 J12.7
(camocrosiTenbHas padota) /Cp/ ’ R ’
HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/ell\g;:;p Yacos Komnerenuun Jlutepatypa
Ix3ameHn (3 kype) /Pazgen/
Tema 20. [IpoMexyTOUHBIH KOHTPOIb 3
IIpomexxyTOUHBIH KOHTPOJIb /DK3aMeH/ 9 MK-2 [IK-3 [IK-4 [IK- | JI1.5 JI1.6 JI1.2 JI1.4

5

JI1.3 J11.1J12.1 J12.7

5. ®OHJ ONEHOYHBIX CPEACTB

5.1. KoHTpo/1bHBIE BOIPOCHI U 32JaHHS

I. Bonpochl U1t CAMOKOHTPOJIS:
Bomnpocs! no pazgeny 1. JlokyMeHTaMOHHOE 00eCIIeUeHNE YIPABIEHHUs: HCTOKH, CTAHOBIEHHE U COBPEMEHHOE COCTOSIHHE CUCTEMBI

1.

Kakwe BHIBI OeATEILHOCTH OXBATBIBAIOTCS ITOHATHEM <<Z[eJ'IOHp0PI3BOZ[CTBO»?

CAOKYMCHTAIITUOHHOEC obecreueHne

2. Pacmmugpyiire ab6pesuarypy JOVY.

3. Kak cooTHOCATCS Mexay coOOH TEpMHH «IETIONPOU3BOACTBO» U TEPMHUH

yIpaBICHUS».

4. Omnpenenure MOHATH: JOKYMEHT, O(QHITHATBHBIN TOKYMEHT, CIIyKeOHBIH TOKYMEHT, SJICKTPOHHBIN TOKYMEHT.
5. Omnpenenure GyHKINH JOKyMEHTA.

6. Kakue atambl cCBOEro CTaHOBJICHHUS EPEXUIIO AETONPOU3BOACTBO B Poccun?

7. Oxapaxrepusyiite stansl ctanosienus [ COY B ctpane.

8. INepeuncaure MpU3HAKH, 0 KOTOPHIM KJIACCU(HUIUPYIOTCS JOKYMEHTHI, HCIOB3yEeMbIE B OPTaHU3AIHH.

9. Pacmm¢pyiite ab6pesuarypy OPJI, mpuBeanTe mpuMeps! COOTBETCTBYIOIINX JOKYMEHTOB.

10. PackpoiiTe coaeprxaHue MOHATUN «CHCTeMa JOKYMEHTAIUN, «yHU(PUIIMPOBaHHAS CUCTEMA JOKYMEHTALUI».
11. [puBenuTe npuMeps! YHHPUIMPOBAHHBIX CHCTEM JOKYMEHTAIINH.

12. B gem 3akmrouaercst cyTh YHH(UKAINT U CTAaHAAPTHU3AINN B JICIOMPOU3BOICTRE?

13. OxapakTepu3yiiTe HOpMaTUBHO-IIPABOBOE OOecIeueHre POCCUICKOTO JIEIONPOU3BOICTRA.

14. IIpenctaBpTe OCHOBHBIE 3aKOHOJATEIBHBIE aAKTBI, PEMIaMEHTHPYIOIIUE JAEATENBHOCTh M0 JOKYMEHTaMOHHOMY




00€eCICUCHUIO YIIPaBICHUSI.

15. OxapakTepu3syiiTe OCHOBHbIE 3Talbl (POPMUPOBAHNUS Oa3bl JTOKAIBEHBIX HOPMATHBHBIX aKTOB B OPraHU3aIUH.

Bompock! o pazneny 2. JlIokyMeHTHpOBaHUE U 0)OpMITIEHUE TOKYMEHTOB

16. Kakne obmue TpeOoBaHHS MPEABSIBISAIOTCS K YIPABICHIECKOMY JOKYMEHTY?

17. Jaiite ompeneneHue MOHATHA «OPraHU3aLMOHHO-PACHOPSIMTENbHBIN NOKyMeHT». [IpuBeauTe KiacCU(PHUKALNIO 3TOTO
BHUJIa JOKyMEHTOB.

18. KakoBel HazHaueHue u obmacts mpumeHenuss [OCT P 7.0.97-2016?

19. [epeuncnure coctaB pexBusuroB OP/] mo TOCT P 7.0.97-2016.

20. Uro Takoe O1aHK IOKyMEHTA U KaKhe BHJIbI OJaHKOB Bbl 3HaeTE?

21. Kakne BapmaHTHI pa3MelieHus Ha OJJaHKe TIOCTOSIHHBIX PEKBH3UTOB BHI 3HaeTe?

22. KaxoBel obmue TpeOoBaHUS K O(QOPMICHHIO TEKCTa JOKYMEHTOB M HOPAIOK HCIIOIB30BAHUS S3BIKOB B O(HIIMATHHOM
nenonpousBojacTse B Poccun?

23. Yo Takoe dopmar Oymaru v kakue GopMaThl IPUMEHSIOTCS Tl O)OPMIICHHS CIIY>KEOHBIX JOKYMEHTOB?

24, Nznoxwure 00mue HopMbl 0QOPMITEHUS TTIEYaTHOTO TEKCTA.

25. Kakune criocoOsl 1 pa3sHOBUAHOCTH O(OPMIICHHS AT B JOKYMEHTAX BbI 3HaeTe?

26. W3nosxure U3BECTHBIE BaM BHJIbl COKPAILEHHI CJIOB CU CIOBOCOYETaHUI, IPUBEUTE IPUMEDHI.

27. Kak ocymmecTBiseTcs B CIIyKeOHBIX JOKyMEHTaX HAITMCAHHe YHCeT U PU3NIECKIX BETHINH?

28. W3noxure oCHOBHBIE TpeOOBaHUS K O(OPMIIEHHIO B JOKYMEHTaX MaTEMaTHIECKUX (popMyII.

29. Uro Takoe TabaMIa ¥ KaK oCyliecTBIseTcs ohopmiieHre Tabauil B JOKyMEHTax?

30. Ilepeuncaure BUIBI OPraHU3aLMOHHO-NIPABOBBIX HOKYyMeHTOB. Ompejenure UX MECTO U Ha3HAuY€HHE B YIPaBIECHHU
OpTaHM3aIIHH.

31. OnummuTe OCHOBHBIE TPeOOBaHHS K 0()OPMICHUIO YyUPEIUTEIFHOTO JOT0BOPA U YCTaBa OPraHU3ALUH.

32. W3noxure kparko coxepxanue (cTtpykrypy Tekcra) Ilosmoxennst o6 opranuszanuu U IIpaBui BHYTPEHHETO TPYJIIOBOTO
pacnopsaxa.

33. JaiiTe XapaKTepUCTUKY JOKYMEHTaM, XapaKTE€PU3YIOIUM CTPYKTYpPy U IITATHYIO YUCIEHHOCTh OPraHU3alUH.

34, Onummre TpeOoBaHUS K OGOPMIICHHIO MOJOXKEHUS O CTPYKTYpHOM IIOAPa3ACiCHUH, CTPYKTYPY TEKCTa, PEKBU3UTHI
TUTYJIBHOTO JIUCTA.

35. W3noxwure TpeOoBaHMS K 0(OPMIICHHIO JOJDKHOCTHON MHCTPYKIMH. OXapakTepHu3yiiTe Ha3HaUeHHE JTaHHOTO JOKYMEHTA.

36. Iepeuncnaure BUABI PACHOPAOMTENBHBIX MOKyMEHTOB. OXxapakTepu3yiTe HX MECTO M Ha3Hau4eHHE B YIPaBICHUH
OpraHM3aI1H.

37. OnumuTe 3TAB MOTOTOBKH PACTIOPSAUTEIBHBIX JOKYMEHTOB.

38. OnumuTe CTPYKTYpy MpHKa3a Mo OCHOBHOH JEATENLHOCTH, COCTAB PEKBU3UTOB, TPEOOBaHMUS K 0(pOPMIICHHIO.

39. OxapakTepuszyiTe MeCTO U Ha3HAUCHUE pPACHOPSKEHHs KaK paclOpsAUTENBbHOIO JOKyMEHTa, COCTaB PEKBU3UTOB,
TpeOOBaHUS K 0(OPMIICHHIO.

40. JlaliTe KpaTKyt0 XapaKTepUCTUKY YKa3aHUS KaK paclopsIUTENIbHOTO TOKyMEHTa, €ro Ha3HauYeHNe.

41. OxapaxTepusyiTe IOCTAaHOBICHUE KaK IPAaBOBOTO aKTa, €ro Ha3HAYECHUE U MECTO B yIIPaBICHUN.

42. Yro coboii IpecTaBiseT PelIeHIEe KaK yIpaBIeHUYeCKUH JOKYMEHT, ero Ha3HaueHue, TpeOOBaHHs K O(OPMIICHHIO.

43. INepeuncanre BUABI HHGOPMATMOHHO-CIIPABOYHOM TOKYMEHTAINH. JlaliTe HX KPaTKyIO XapaKTePUCTHKY.

44. KakoBo Ha3zHaueHHE MHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPaBICHIECKON AEATEIBHOCTH?

45. KakuMu HOpPMAaTHBHBIMH JOKyMEHTAaMH PETJIaMEHTHPYETCS COCTaBleHHe U odopmieHHe HH(OPMAIHOHHO-CIPABOYHBIX
JIOKyMEHTOB?

46. KakoBo HazHaueHHE U 0COOSHHOCTH 0()OPMIICHUS aKTOB M MMPOTOKOJIA 3aceIaHus?

47. Kakune (hopMbI TPOTOKOJIOB UCTIONB3YIOTCA B IIPAKTUKE YIPABICHUS?

48. KakoBbl 0cOOEHHOCTH OPOPMIICHHUS HOKIaTHOMN, CYKEOHOH 1 00BICHUTEILHON 3aTHCKH?

49. W3noxwure npeacrasieHne o cayxeOHoM nrchMe. [lepednciure H3BeCTHBIE BaM BHIBI CIy)KEOHBIX ITHCEM.

50. OnumuTe COCTaB PEKBU3UTOB U CTPYKTYPY CIYyKEOHOTO MHChMA.

51. Kakue o6mue TpeGoBaHus NPEABIBISIOTCS K O)OPMIICHHUIO CITYKEOHBIX UceM?

52. OxapakTepu3yiite 0COOCHHOCTH 0pOPMIICHHS MTHCEM, NEPEIaBAEMBIX 3JIEKTPOHHON ITOYTOH.

53. Kakne TpeOoBaHUS MPEABIBIIOTCS K COCTABICHUIO M 0()OPMIICHHUIO TEJIETPaMM, TEIeTalIoB, TeleoHOTpaMM, (haKcoB?
Bompocs! no pazzaeny 3. Opranuzanus paboThl ¢ JOKYMEHTaMu TeXHOIOTUH IETONPOU3BOICTBA

54. UYro Takoe JOKyMEHTOOOOPOT U KaKOBBI IPHHIIUIIBI €70 OPraHU3aluu?

55. Kakne moTokH TOKYMEHTOB MOYKHO BBIJICITUTE B IOKYMEHTOOOOPOTE OpraHU3aIiH?

56. KakoB mOps0K IPOXOKICHNS U UCIIOJIHEHUS BXOIAIIUX JOKyMEHTOB?

57. B yem 3akitodaeTcs nepBoHavalbHas U MpeBapUTeIbHas 00padOTKa BEICTYHAIOMIEH TOKYMEHTaUK?

58. KakoB nopsok MOArOTOBKH U MPOXOXKIEHUS UCXOJAINX JOKYMEHTOB?

59. OnumuTe NOPSIOK IPOXOXKICHNS BHYTPEHHHX TOKYMEHTOB.

60. KakoB mopsok nmprema 1 nepeaadu JOKyMEHTOB Ha 3Talax ux oopadborku?

61. Kak yunThIBaeTCs B OpraHu3anusix o0bEM T0KyMeHTO000poTa?

62. ITowemMy meHTpanm3amms TpHeMa H  OTIPaBKHM KOPPECIOHIACHIMM — BaXKHEHINEe YCIOBHE  ONTHMH3AIUU
JIOKyMeHTOO000opoTa?

63. Uro Takoe perucrpanus IOKYMEHTOB, KakHe IOKYMEHTBHI MOAJEkKAT PErucTpallid M KaKHe CHCTEMbl PEerucTpaluu
HaXoJAT IPUMEHEHNE Ha NIPAKTUKE?

64. JlaiiTe CpaBHUTEIBHYIO XapaKTEPUCTHKY CYIIECTBYIOINM (GopMaM pPerucTpamniy JOKyMeHTOB?

65. Kak oneHuTh CTeneHb UCTIONHEHNS JOKYMEHTa?

66. KaxoBbl 3a71aul ¥ BUABI KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB?

67. W3noxuTe MOpsIOK aHAI3a JAHHBIX 00 UCITOTHEHHH JTOKYMEHTOB?

68. JaiiTe onpenenenue, 4To TaKoe HOMEHKIJIATypa Jiell, IOACHUTE ee Ha3HauYeHHe.

69. Ha3zoBute BUIIBI HOMEHKJIATYP /€1 U KaKOB MOPSAIOK UX COCTaBIeHUs U opopMieHus?



70. Uro BBI 3HaETE 0 (HOPMUPOBAHUHU A€ U MOPSIKE PACIION0KEHUS JOKYMEHTOB BHYTpH Aena’?

71. PacckaxxuTe 0 TEKyIleM U OIEPaTUBHOM XpPaHEHUH JIEN.

72. Uro Takoe sKCIepTH3a LIEHHOCTH JOKYMEHTOB?

73. HasoBure 3a1aun, (yHKINK U IIpaBa SKCIEPTHON KOMHUCCHU OPTaHU3aLUH.

74. KakoB nopsiok nepenauu e B apXuB OpraHu3aluu.

75. KakuMm 1OKyMEHTOM YCTaHOBJIEHBI CPOKU XPAHEHUSI JOKYMEHTOB B apXHBE OpPraHMU3aluu?

76. KakoBbI 11e7h ¥ IPHYMHA YHUYITOKECHHUS TOKYyMEHTOB?

77. JaiiTe KpaTKyr0 XapaKTepUCTUKY KaKAOMY U3 53TaloB IIpoLiecca IHMOArOTOBKA M OCYILECTBICHHS YHHUYTOXKEHHS
JOKYMEHTOB.

78. Kakue opranusanuu UMeIOT IPaBo Ha OCYLIECTBIEHUE IOCYIapCTBEHHOTO XpaHEHUs JOKYMEHTOB?

79. KakoB mopsok 1 JOKyMEHTaJIbHOE 0(OpMIICHHE IePEeAadr JOKYMEHTOB Ha XpaHEHHE B TOCYIapCTBEHHBIA apXuB?

Paznen 4. Opranuszanus JOKyMEHTAlMOHHOTO 00eCTIeYeH s YIIpaBIeHUs

80. HazoBute opMbl HOCTPOEHHUS CITyKOBbI IETONPOU3BOACTBA OPraHU3alMii, JaiiTe UM KPaTKyl0 XapaKTePUCTHUKY.

81. OmumuTe KpaTKO OPTraHW3AIMOHHYIO CTPYKTYpY HeJIONPOW3BOJACTBCHHON CIIyOBl M (YyHKIMH, BBIIONHSIEMBIC ¢
HOApa3IeICHUSMH.

82. KakiM HOpMaTHUBHBIM JJOKYMEHTOM ONpeensoTcs: QyHKIMU pykoBoauTels cinyx0b1 JIOY U kakoBo UX conepxanue?

83. Uro coboii mpecTaBiIsieT HHCTPYKITUS 110 TOKYMEHTUPOBAHHIO, €¢ Ha3HAUeHUE U CTPYKTypa?

84. KakoBo Ha3zHauenue tabens Gpopm JOKyMeHTOB?

85. Oxapakrepusyiite TpeGoBaHUsl, MpeabiBsieMble K paboueMy MecTy pykoBoauteis ciayx0er JOY.

86. KakyMu 1€oBbIMH M JTMYHBIMU Ka4eCTBaMH JJOJDKEH 00J1aJ1aTh PyKOBOIHUTENb CiryxObl JJOY?

I1.3amanns K 2K3aMeHy / 3aUeTy:
Teopernueckue BOPOCH

1. VicToku cTaHOBIIEHHS M Pa3BUTHA JOKYMEHTAIIMOHHOTO 00eCTIeYeHHs YIIPaBICHHUS.

2. CoBpeMeHHOE COCTOSIHHE PAa3BUTHS JOKYMCHTAIIMOHHOTO 00ECTICUeHHS YIIPaBICHNUS.

3. Knaccudukanus nenoBoil 1okyMeHTanuy. YHU(PUKALUS U CTaHIAPTH3ALKS YyIIPaBIeHYECKON JOKyMEHTALIUH.

4. HopmaTtuBHO-IIpaBOBBIE aKThl, PEryJIHPYIOINE JOKYMEHTAIIMOHHOE 00eCIICYeHHE YIIPABICHUSL.

5. [Mopsimox pa3pabOTKH JTOKANEHBIX HOPMATHBHBIX aKTOB.

6. Ynpasnendeckas JokyMeHTarus. TpeGoBaHUS K yIPaBICHYECKOMY JOKYMEHTY.

7. brnanku 10KyMEeHTOB 1 HX 0(OpPMIICHHE.

8. OdopMIireHre PeKBH3UTOB OPTraHU3AIIMOHHO-PACTIOPSTUTENBHBIX JOKYMEHTOB.

9. Oobmue TpeboBaHUS K 0(POPMIICHHIO TEKCTA JOKYMEHTOB.

10. KonTponb kauecTBa HOATOTOBKH TOKYMEHTOB.

1. KommnbroTepHele cpefcTBa MOArOTOBKU JOKYMEHTOB.

12. Bupbr opraHu3animoHHO-TIPABOBBIX JOKYMEHTOB. [10/Ir0TOBKA M 0hOpMIIEHHE OPTraHN3aHOHHO-IIPABOBEIX TOKYMEHTOB.

13. Bunsl pacnopsanTenbHBIX JOKyMeHTOB. I1oAroToBKa 1 0 opMIIeHHE PacTIOPSAUTENbHBIX JOKYMEHTOB.

14. Bunel  uH(bOpManMOHHO-CIPaBOYHBIX  JOKyMeHTOB. IloxroroBka u odopmieHne HHPOPMALMOHHO-CIIPABOYHBIX
JIOKyMEHTOB.

15. Dopmsl fenoBoii nepenucku. TpeOoBaHUSA K 0OOPMIICHHIO IEIOBOTO MICHMA.

16. IlonsATHe OOKYMEHTOOOOPOTa, €ro KOJMYECTBEHHBIE M KAaueCTBEHHBIE XapaKTEepUCTHKH. [IpuHIMIBI (HOpMHUpPOBaHUS
JOKYMEHTO00OpOTa.

17. Perucrpamus HDOKYMEHTOB KaK TEXHOJIOTHS JOKyMEHTAI[MOHHOTO oOecredeHus yrpaBieHusa. DOpMBI perucTpanuu
JOKYMEHTOB.

18. KoHTpons 3a HCHONHEHHEM MOKYMEHTOB U NPHHATHIX PELIEHHH KaK TEXHOJOIMs IOKYMEHTALHOHHOTO oOecreueHus
yIpaBieHus. 3a/1a91 M BHIBI KOHTPOJIS HCIIOTHEHNS IOKYMEHTOB.

19. JlokapHBIE CHCTEMBI JOKYMEHTO00O0POTA.

20. OrneHka 3HaYMMOCTH IOKyMEHTOB U CPOKOB MX XPaHEHHUS.

21. OrnepaTuBHOE M TEKylllee XpaHEHUE JOKYMEHTOB.

22. CocrapneHne HOMEHKIIATyp Jiell. THIToBEIe M BeToMCTBEeHHbIE [IepedHn JOKyMEHTOB M MX 3HA4YCHHE.

23. OdopmieHne TOKyMEHTOB U A€l K YHHYTOXKCHHIO U Ha [UIUTENBHOE U Ha IOCTOSIHHOE XpaHEHHE.

24, ApXUBHOE XpaHEHUE JIOKYMEHTOB.

25. OpraHu3aioHHas CTPYKTYpa CIyKOBI JOKyMEHTAIIMOHHOTO obecrieueHus ynpasierus (JJ0VY).

26. OyHKIIMOHANEHOE HAa3HAYCHHE, 11eTTh, 3a1auu ¢y 0br 1OY.

27. Hopmartusnas pernamenTauus pabotsl ciyx0b1 JJOY.

28. JIOOKHOCTHOM ¥ YMCIICHHBIH COCTaB MepcoHana ciyxosl JJOVY.

29. VYnpasnenne ciyxooi JOY npeanpusaTus (OpraHU3aIiiy, YIpeKICHHU).

30. Poxs pykoBoguresns ciyx0s! JJOY B opranusanun 3pQpekTHBHON CHCTEMBI JOKYMEHTAIMOHHOTO 00ECIICUCHHUSI.

IMpakTHyeckne 3amaHus
IIpakTHueckoe 3amaHue B OmieTe ONpenersieTcss IMPENoAaBaTeleM B 3aBUCHMOCTH OT COIEPXKaHUS IIEPBOTO (TEOPETHYECKOTO)
BOIpOCA.

I11. ITpuMepHBIE TEMBI KypCOBBIX paboT:

1. PernamenTanuys 1ea0npon3BoACTBa B COBPEMEHHBIX HOPMAaTUBHO-IIPAaBOBLIX akTax Poccuiickoit denepanun.

2. TexHonornu 06pabOTKH MOCTYIAIOIIMX U OTHPABISIEMbIX JOKYMEHTOB.

3. Perucrpanust TOKyMEHTOB: OT TpaJuLM1 K MHHOBALUU.

4. TexHONOTHH KOHTPOJIA HCHONHEHHS [OKYMEHTOB M TIPHHATHIX pEHmIeHHH (BO3MOXHO Ha NpHUMepe KOHKPETHOH

OpraHu3alyn).



5. JIoKkyMeHTO000OPOT U IMyTH €T0 ONTHMHU3ALIUH.

6. JloKyMeHT0000POT HCIIOIHUTENS.

7. Hasnagenme n Meromuka pa3paboTKH WHCTPYKIWH 1O JOKYMEHTaIMOHHOMY OOCCHEUCHHIO YIpAaBICHHS (BO3MOXHO Ha
npuMepe KOHKPETHOH OpraHu3aIiyn).

8. PernamenTanus qesTeNbHOCTU CIy>KObI JOKYMEHTAI[HOHHOTO 00eCIedeH s yIIpaBlIeHus B HOpPMaTUBHO-MIPABOBBIX aKTaX.

9. [Nonoxenne o ciyx0e NTOKyMEHTALIOHHOTO OOECICUCHUs yNpaBieHHs: METOAWKa pa3paboTKH (BO3MOXHO Ha IpHUMEpe
KOHKPETHOH OpraHU3aIliN).

10. IlpumeHeHne B JOKyMEHTAI[MOHHOM OOECIICUCHMH YIPaBIEHHS AaBTOMATU3UPOBAHHBIX TEXHOJOTHH paboTHl ¢
JOKYMEHTaMH.

11. Homenkiarypa nen, Mmetonuka pa3paboTku (BOZMOXKHO Ha MpHMepe KOHKPETHON OpraHU3aInm).

12. Cucremaru3anus U OlepaTUBHOE XPAHCHNE JOKYMEHTOB.

13. XapaKTepuCTUKa TEXHOJOTHMH paboThl ¢ MUCbMEHHBIMH OOpallleHHsSMHU TpaxkaaH (BO3MOXHO Ha IMpHUMepe KOHKpPETHOM
OpraHH3allyH).

14. Opranm3amyst WHPOPMAIIMOHHO-TIONCKOBBIX CHCTEM II0 JOKYMEHTaM OpTaHM3alli{: NPHHIUIEL CO3IAHHA, BHIBI
(BO3MOXKHO Ha TIPHMepe KOHKPETHOW OpraHu3anu).

15. MesxyHapoiHble CTaHIapThl B (POPMUPOBAHMU TEXHOJIOTHH PabOTHI C JOKyMEHTaMH Ha COBPEMEHHOM 3Tarle.

16. Ciyx0a JOKyMEHTalMOHHOTO 00eCIIeueHNs yIpaBieHns: (yHKIHOHATFHOE Ha3HAYCHHE, [1eJTh, 3a1a4H, CTPYKTypa.

17. OTHKa TpyJa CeKpeTaps PyKOBOAUTEIS OpraHM3aluy (YIPEKICHNU).

18. Opranuzanus 1eJ10BOH Nepenucky (BO3MOXKHO Ha MpUMepe KOHKPETHOW OpraHu3alvn).

5.2. ®oHJ OLICHOYHBIX CPEACTB
DOHJT OIIEHOYHBIX CPEJICTB CM. TTO CCHUTKE

DoHn KOHTPOJBHO-U3MCPUTECIBbHBIX MAaTCPUAJIOB CM. 11O CCBIJIKE

5.3. Iloka3aTenu u KPpUTEPUH OLICHUBAHUSA KOMIIEeTEeHIIM A

Jis oueHWBaHUST Pe3yNbTaTOB OOYyYeHUS B BUAE 3HAHWHA HCIONB3YIOTCS CIEAYIONINE MpPOLEAYPhl M TEXHOJOTHH: TECTHPOBAHUE,
WHAWBUAYyalbHOE coOece10BaHne, MMChbMEHHBIE OTBETHI Ha BOIPOCHI (B BUIE TEKYIIETO KOHTPOJIS).

OCHOBHOH 3ajjayell TEKyIIero KOHTPOJS YCIEBaeMOCTH OOYYAIOIIMXCS SIBIACTCS ITOBBINICHUE KAadecTBa 3HAHMM, IMPHOOpETCHHE U
pa3sBUTHE HMMH HABBIKOB CaMOCTOATENbHOW paboThl. Tekymuii KOHTPOIb 3HAHWK OOYYAIOMIMXCSA IO JUCHUIUIMHE MOXET HMETh
CIIEIYIOUINe BUIBI: YCTHBIM OMPOC HA JIEKIUSIX, MPAKTUYECKUX 3aHITUAX; MPOBEPKA BBHIMOTHEHHS MHCHMEHHBIX CaMOCTOSTENBHBIX
paboT U TOMaIIHUX 33/1aHUI; TECTHPOBaHUE.

Jis 3 peKkTHBHON MOATOTOBKH K TEKYIIEMY KOHTPOJIO MO JHUCIHUILIHHE HEOOXOJUMO HCIOIBb30BaTh PEKOMEHIIOBAHHYIO OCHOBHYIO
W JIOTIONHUTENBHYIO JIUTEPATYpy, KOHCIIEKTHI JIEKIMH, pa3pabOTKH CTYJEHTOB, BBIIIOJHEHHBIE B pE3yJIbTaTe IOATOTOBKH U
BBITOJIHEHUS IPAKTUYECKUX 3aHATUH.

[TpoMexyTOUHBII KOHTPOJIb pEaIU3yeTCs B XOJI€ clauu 00yJarImuMucs 3k3ameHa (Ha 1, 2, 3 kypcax) u KypcoBoid paboTsl (3 Kypc).
DK3aMeH TpOBOAMTCS B Gopme cobecenoBaHus mo Owiretam. JK3aMEHAIIMOHHBIA OWIIET CONEPIKUT OJUH TEOPETHUYECKHH BOMPOC U
OIIMH cnenuanbHeld. Ha moarotoBky oTBeToB oTBOAUTCS 45 MuHYT. OlEHKa 3HAHWN Ha 2K3aMEHE MPOU3BOIUTCA MO 4-X OanabHOM
miKaje, Ha 3a4dere mo 2-Xx OanpHOH. B ciydae HEyJOBICTBOPUTENHHON OIICHKM CTYIACHT HMMEET IpaBO MepecAaTh SK3aMEH B
YCTaHOBJICHHOM IOPSIJIKE.

Ha "oTnuuHo" / 3auTe€HO OLIEHUBAETCS OTBET, €CIAM CTYJCHT HUMeeT CHUCTEMHBbIE IOJHBIE 3HAHUS M YMEHHS IO TOCTAaBICHHOMY
Borpocy. ConepykaHue BOIpOca HM3JIaraeT CBA3HO, B KPaTKoil (hopme, pacKphIBaeT IIOCICIOBATEIBEHO CYTh W3yYCHHOTO MaTepHaa,
JIEMOHCTPHPYS TPOYHOCTh M NPHUKIAAHYIO HANPABICHHOCTh MOJTYYCHHBIX 3HAHWH W YMEHUH, HE IOMYyCKaeT TEPMHHOJIOTHYECKHX
oIIMOOK U (haKTUIECKUX HETOUHOCTE.

Ha "xopomo" / 3a4TeHO OLICHWBAETCsI OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUHTEIBHBIC DJIEMEHTHI COICPIKAHHS WIHA MPUCYTCTBYIOT
BCC HEOOXOIMMBIC O3JICMEHTHI COJEp)KaHWS, HO JIONMYyIICHB HEKOTOpBIC ONMIMOKWM, WHOTJIA Hapyllanach IOCIEIOBATEIBHOCTD
M3JIOKCHUSL.

Ha "ypoBnerBoputenbHO" / 3a4T€HO OILICHWBAETCS HEMOJIHBIM OTBET, B KOTOPOM OTCYTCTBYIOT 3HAYHTEJIbHBIC JIEMEHTHI COACPIKaHHS
WM TIPHCYTCTBYIOT BCE BBIIICH3JIOKCHHBIC 3HAHHS, HO JIONMYIICHBI CYIICCTBCHHBIC OINMOKH, HEJIOTHYHO, MPOCTPAHHO H3JIOKCHO
OCHOBHOE COJIep>KaHHE BOTIPOCA.

Ha "weynonerBopuTenpHO" / HE 3aYTEHO OIIGHWUBAECTCS OTBET, MNpPU KOTOPOM CTYACHTHl JEMOHCTPUPYIOT OTPBIBOUHBIE,
OeccrcTeMHbIC 3HAHUS, HEYMCHUE BBIACIHUTH [TIABHOE, CYLIECTBEHHOE B OTBETE, JOMYCKAIOT IPYObIC OUIHOKH.

IIpouenypa 3amuTs KypcOoBOH pabOTHI M KPUTEPHHU OLIEHUBAHHS KypCOBOIT pabOTHI

3amuTa KypcoBOH pa®OThl IMPOBOAUTCS IyONMYHO, Ha HEH HMEIOT IIPaBO MPUCYTCTBOBATH HAayUHBII PYKOBOIUTENb, PELEH3CHT,
JpyTHEe CTYJEHTBI, MPEACTABUTEIN APYTUX OpraHU3aLHH.

3amura IpOXOAUT MO CIHCKY, 3apaHee COCTABICHHBIM Ka(eapoi.

3amuTa KypcoBoil paboTHI BKIIOYAET B CEOSI:

- BBICTYIJIGHHE CTYJIEHTa C UCIIONB30BAHMEM JIIEKTPOHHOM Mpe3eHTauuu B TeueHuu 7-10 MHHYT, B paMKax KOTOPOTro HEOOXOIMMO
03HAKOMHTB C OCHOBHBIMH Pe3yJIbTaTaMH COOCTBEHHOT'O MCCIICAOBAHYI;

- COBMECTHOE O0CYyKIeHHEe KypcOBOI paboTEI, B paMKaX KOTOPOTO CTYAEHTY NPEIOCTABIISCTCS BOSMOXHOCTh OTBETHUTH Ha BOIIPOCHI,
3aMeJaHusl, COIallasch C HUMH WM HE COTJIAIIasACh, IPUBOAS IIPH TOM 00OOCHOBAHHBIE BO3PAKEHHUS;

- IpeCTaBIEHUE OT3bIBA PELIEH3EHTA Ha PaboTy.

O0mas MpoXOIDKUTENEHOCTD 3aIUTH He JOJDKHA MpeBbImath 10-15 MuHYT.

OneHKH OOBSBIAIOTCA B JEHb 3allUTHI KypcOBOM paboThl OakamaBpoB Mocie O(GOPMIICHHS B YCTAHOBICHHOM MOPSIKE
9K3aMEHAIMOHHOHN BEIOMOCTH.

I[Tocne 3amuThI KypcoBble paboThI nepenatoTes Ha kadenpy. Kadenpa Bener yuer KypcoBbIX paboT.



Tema KypcoBoit paboTsl OakanaBpa 1 ee OLleHKa 3aHOCSTCS B 3a4ETHYIO KHIXKKY CTY/ACHTA.
Hanbonee wuHTEepecHbIE B TEOPETHYECKOM M MPAKTHYECKOM OTHOIICHUM KypCOBbIe pabOThI MOTyT OBITH PEKOMEHJOBAHBI K
OITyOJINKOBAHMIO B [IEYaTH, a TAK)XKE MPECTaBICHHI K YIaCTHIO B KOHKYpCE HayYHBIX padOT WX MPEICTABICHUN Ha KOH(EpeHINH.

KauecTBo KypcoBoif pabOTHI OLIEHUBAETCS MO PSITy KPUTEPHEB:

— aKTYaJIbHOCTh M HOBU3HA MCCIIEOBAHMS;

— TeopeTHUecKas ¥ NpaKTHIecKasi 3HAUMMOCTh pabOTEHI;

— 000CHOBAaHHOCTh TEOPETHKO-METOIUUECKOIT 6a3bI;

— CTPYKTYPHUPOBAHHOCTH Pa0OTHI, CTUIIb M JIOTUYHOCTD M3JI0KCHHS

— riTyOMHa aHAIN3a;

— COOTBETCTBHUE MEXy IETSIMH, 331a4aMH, COACPKAHIEM U pe3yIbTaTaMu pabOTEI;

— CTeIeHb CaMOCTOSATENIFLHOCTH U TBOpUecTBa OakanaBpa;

— IpeJCTaBICHUE PA0OTHI K 3aIIUTE M KAaYECTBO 3AIUTHI.

IIpu ompeneneHur OKOHYATENBHOM OIIEHKH T10 3aIUTE KypCOBOH PabOThI yUUTHIBAIOTCS:
— JIOKJIaJ] CTYZEHTa M0 KypcoBoi pabore;

— HaJIMYMe KauyeCTBEHHOM 3JEKTPOHHON MPE3EHTALNH, OTPAXKAIOLIEH OCHOBHbIE MOMEHTBI HCCIIEJOBAHUSI U BHIBOJIBI;
— OTBETHI HA BOIIPOCHI;

— OT3bIB PELIEH3CHTA.

6. METOJJUYECKHUE YKA3ZAHUSA JJI1 OBYYAIOIIKUXCA IO OCBOEHUIO JUCIUIIVIMHBI (MO Y JIS)

OcBoeHHe MaTepuana JaHHOW TUCIHUIDIMHBI HAa JIEKIUSIX, CEMHHApPaX, MPAaKTHYECKUX 3aHATHAX, BHIIOIHEHHS KypPCOBOH pabOTHI U B
pe3ysbpTaTe CaMOCTOSATENbHOW IOATOTOBKM M H3Y4YEHHUs] OTHENBbHBIX BOMPOCOB AWUCIMIUIMHBI, TO3BONAT CTYIEGHTY MOJOHTH K
NPOMEKYTOYHOH aTTeCTAllMd MNOATOTOBIEHHBIM. 3HaHMsA, HaKalMBaeéMble IIOCTEIIEHHO M B Pa3IMYHBIX paKypcax, ¢
HCTIONIH30BaHNEM MPOTUBOIIOJIOKHBIX MHEHMII M B3MVIOB HAa Ty WIM MHYIO NPOOJIEMy SBISIOTCS TIyOOKHMH M Ka4eCTBEHHBIMH, U
MO3BOJISIOT (POPMHUPOBATH COOTBETCTBYIOIIHE NMPOGHEeCCHOHATBHBIE KOMIIETEHIINN KaK UTOT 00pa30BaTeNIbHOrO IIponecca.

Jnsa cucreMaTH3alMM 3HAHMH MO JUCLHUIIMHE IEpPBOHAYaIbHOE BHUMaHHE cIedyeT OOpaTHTh Ha pPabouylo NporpamMmy Kypca,
KOTOpasi BKJIFOYAeT B ce0s OCHOBHBIC NMPOOJIEMBI MUCIUIUIMHBI (TEMAaTHKy 3aHATHH), B paMKaxX KOTOPBIX W (POPMHPYIOTCS BOIIPOCHI
JUISL KOHTPOJIS M aTrectanuu. [1o3ToMy CTyAeHT, 3apaHee 03HAaKOMUBIINCH C MIPOTPaMMOM Kypca, MOXET JIydIlle COPHEHTUPOBATHCSA B
MOCJIeI0BAaTENBHOCTH OCBOEHHS Kypca C MO3UIIMI OpraHU3al[ii CaMOCTOSTENbHON pabOoTHI.

ITpu opranu3anuu npouecca 0OCBOCHHs AUCIUILUIUHBI CIEAYET YUUTHIBATh:

1. IInaHMpOBaHNE BPEMEHH, OTBEACHHOTO Ha OCBOCHHE TUCIIUTIINHEL

IIpu nmaHupoBaHMM BPEMEHHM HAa OCBOEHHE IMCIMIUIMHBI CIEAyeT PYyKOBOJCTBOBAThCSA: CTPYKTYPOH MUCIHIUIMHBI, B KOTOpPOH
yKa3aHbl KOJIMYECTBO aKaJeMHYECKUX 4YacOB B paspe3e KaKHAOM TeMbl, BUAA 3aHATHH (JIEKIMOHHOE, NMPAaKTHYECKOE) M 4achl Ha
CaMOCTOATENBHYI0 paboTy; (OpPMOH TEKyIIero KOHTPOJIS YCIIEBAEMOCTH (TECTHI, BBINONHCHHWE WHIMBHIYAIBHBIX M TIPAKTHIECKHX
3aHATHH U [Ip.); HOPMOH IPOMEKYTOTHON aTTeCTalUH (3a4eT; 3K3aMeH; KypcoBas pabora).

2. ITocnenoBaTenbHOCTD JEMCTBUIM PU OCBOCHUH TUCLUIUIAHBL.

N3yueHne Kakaol TeMbl AWCHUIUIMHBI IEIeCO00pa3HO HAauMHATH CO 3HAKOMCTBA C COAEPKAHMEM JAUCLUIUIMHBI B pa3pese TeM;
3aTeM CIemyeT 3Tam IMoa0opa HCTOYHWKOB M3 UHCIA PEKOMEHIYEMBIX M IIOJOOpaHHBIX CaMOCTOATENBHO (HAay4dHBIE CTaThH;
uHpopManus ¢ O(QUIMANBHBIX CAlTOB TOCYJAPCTBEHHBIX OpPraHOB, OPTaHOB MECTHOTO CaMOYMpaBlIeHHS H Jp.). M3yueHue
HCTOYHMKOBOW 0a3bl MOXET COIPOBOXKIAThCS KOHCHEKTHpoBaHHEM. LlenecooOpa3HO BecTH IepedeHb MPOOJIEMHBIX BOIPOCOB Kak
M0 CYIIECTBY TEMBI, 0OYCIIOBICHHBIX NpoOeraMyu B HAYyYHOM M IPaBOBOM IIOJ€ M MpoOJIeMaMd MPAaKTHYECKOTO XapakTepa, Tak M B
Cilydae 3aTpyIHEHHH C ySICHEHHEM CMBICIA M3JI0KEHHOTO B MCTOYHHKAX Marepuana (yKa3aHHBIE BOIPOCHI MOTYT OBITH Pa3peIIeHBI
CaMOCTOSITENIBHO, BO BPEMSI CECCHOHHBIX 3aHATHI MM HAa KOHCYJIBTALUH C IIPEIOAaBaTENEM).

Jnst TOATOTOBKM CTYNEHTOB K TIPAKTHYECKHM 3aHATHSAM PEKOMEHIYETCS IMOAPOOHO M3YyYHTh KOHCIEKT Jekimil.. Taroke
PEKOMEHAYETCSI O3HAKOMUTBCSA C TEXHOJOTHWEH TIPOBEACHMS TPAKTHUECKUX 3aHATHH, KOTOpas BKIIOYAeT CICAYIOIIHE JTaIbl:
OOBACHEHHE 3aJaHUs U HAaBHIKOB (KOMIIETEHIIHH), KOTOpBIC 3aKPEIUIIOTCS B XOAE €ro BBHIMOTHEHUS;, 3HAKOMCTBO C KOHKPETHBIMHU
UCTOYHMKAaMHM WH(OpPMAIMU ISl BBIIOJHEHMS 3aiaHMs; OOCYXKICHME M YTOYHEHHE BOIPOCOB B XOJE aHalIM3a HCTOYHHKOB
nH(pOpMAUK; COBMECTHBIH HPOCMOTP IEPBHYHBIX PE3yNbTAaTOB, OIEHKAa WX COOTBETCTBHSA IO (OPMAIBHBIM H COJCPIKaTEIbHBIM
TpeOOBaHMSIM.

3. Ucnonb3oBanue y4eOHO-METOIMUECKUX MAaTEPUAIOB U PabOTY C IUTEPATypOi.

Crenyer IPUMEHATh CHEAYIOIIYI0 MOCIEA0BATENbHOCTh MCTOYHHUKOB JUIl W3Y4YEHHs TeM AUCLUILIMHBL: HOPMATHBHBIE IPABOBbIE
aKTHI 10 AUCIUIUIMHE; KOMMEHTAPHHU K 3aKOHOIATEIbHBIM aKTaM; HAyJHYIO H YIeOHYIO TUTEePaTypy, a TAkKe IPyTHe HCTOYHUKH.

4. IToAroToBKY K TeKyIIeMy KOHTPOIIO yCIEeBAEMOCTH.

ITpouenypa Tekymiero KOHTPOJs BKIIOUYAET: PETYJIPHOE MOCELIEHUE CTYAECHTOB 3aHATHH KOHTAKTHOTO BUJAA (ayIUTOpHBIE 3aHATHA);
BEICHWE CTYyJICHTAaMH KOHCIIEKTOB M WX IIepHOAMYEcKas OIeHKa IIperoiaBaTeleM; YCTHBIH WM IHCBMEHHBIH ONpOC II0
HNpOWAEHHBIM TeMaM; HOATOTOBKA K MPAaKTHIECKUM 3aHATHSAM U UX YCIICIIHOE BHITOTHEHHE.

5. IloaroroBka KypcoBoit pabotsl (cM. [Tpunoxenus).

7. YYAEBHO-METOAUYECKOE U UTH®OPMALINMOHHOE OBECIHEYEHHUE JUCHUIIJINHBI (MOAY JIsI)
7.1. Pexomenayemas Jiureparypa

7.1.1. OcHoBHas JuTepaTypa

ABTOpBI, COCTaBUTEIH 3arnaBsue W3narenbCcTBO, TOJI, KOJI-BO

JI1.1 | Eroposa JI. B., HUcropus aenonpousBoctea B Poccun: yueOHnK Mocksa, bepnun: {upekt-
Poroxosa H. A. https://biblioclub.ru/index.php?page=book&id=602451 Memua, 2021. - 330 c.




ABTOpBI, COCTaBUTETH 3arnaBue W3naTenbCcTBO, roj1, KOJI-BO

JI1.2 | Mensenesa O. B. OdopmiteHre OpraHN3annOHHO-PACIOPIAUTEIBHBIX Mocksa, bepnun: Jlupexr-
JOKYMEHTOB: KypC JIEKLUi1 Menua, 2018. - 79 c.
https://biblioclub.ru/index.php?page=book&id=480166

JI1.3 | Kysuenos 1. H. Jlenonpou3BoICTBO: y4eOHOE ocobue Mocksa: Jlamkos u K°, 2020.
https://biblioclub.ru/index.php?page=book&id=572967 - 406 c.

J1.4 | Mumenus C. E. OpraHu3anys ¥ TEXHOJIOTHS TOKYMEHTAIMOHHOTO 00SCIIeYCHUS Kemeposo: Kemeposckuit
YIpaBJIeHUS: dIEKTPOHHOE YaeOHOe mocoone: yueOHoe rOCYyIapCTBEHHBIN
mocobue yHuBepcurtert, 2017. - 478 c.
https://biblioclub.ru/index.php?page=book&id=481592

J1.5 | Cemxo 1. A., OCHOBBI I€JIOIPOU3BO/CTBA: YueOHOe IT0cobue Crasponons: CTI'AY, 2018. -

Anryxosa JI. A. https://e.lanbook.com/book/141613 119 c.
JI1.6 JlOKyMEHTaIHOHHOE 0Oecrede e yIpPaBIeHHUs: TIPAKTUKYM noc. Kapasaeso: KTCXA,
https://e.lanbook.com/book/171712 2020.-44 c.
7.1.2. JlonoiHUTEeIbHAS JIUTEPATYpPa
ABTODBI, COCTaBUTENHN 3ariaBue W3nmarenscTBO, IO, KOJI-BO
JI2.1 | Ka6amos C. IO., Jlenonpou3BoICTBO M apXUBHOE JIEJI0 B TEPMHUHAX U Mockgsa: ®JIMHTA, 2018. -
Actanmusposa . T. OTIpE/ICIICHUSIX: YIeOHOe Imocoone 295 c.
https://biblioclub.ru/index.php?page=book&id=69168

JI2.2 | Mourym B. 4. HUcropus opranuzanuu aenonpou3Bojctea B Poccun. Kezbur: Tysl'Y, 2018. - 67 c.
[pakTuKyM: yaeOHO-METOINYECKOE ITOCOOHE JUTSI CTYICHTOB
HamnpasJIeHus NOATOTOBKH 46.03.02. 1oKyMeHTOBEICHUE U
apXHBOBEIICHUE
https://e.lanbook.com/book/156272

JI2.3 | WBanosa H. 10., Cocrasnenue 1 oopMIeHHe JOKYMEHTOB: yueOHO- Canxr-IletepOypr:

Pomanosa E. b. METOANYECKOE Imocodue Yuusepcurer U'TMO, 2019. -
https://biblioclub.ru/index.php?page=book&id=564013 78 c.
JI2.4 | Tpopumosa O. B., OCHOBBI JIENIOBOTO NUCHMA: y4eOHOE TTocoOHe Mocksa: ®JIMHTA, 2019. -
Kymuuxk E. B. https://biblioclub.ru/index.php?page=book&id=57968 305c.

JI2.5 | Jeomnosa C. B. JloKyMeHTHUpOBaHUE YIIPABIEHYECKON JeSTEIbHOCTHU: Mocksa: PTY MUP3DA, 2021.
[pakTukym -46c.
https://e.lanbook.com/book/171535

JI2.6 | Apacnanosa B. A., CiryxeOHBIE JOKYMEHTHI: (QOPMYIIAPHI U IPHUMEPHI Mocksa, bepnun: Jlupexr-

Bypmuctposa E. C. odopmienus. Anb00M: yueOHO-IIPAKTUIECKOE Tocodue: Menua, 2020. - 108 c.
yueOHoe rmocobue
https://biblioclub.ru/index.php?page=book&id=578396

JI2.7 | Apacnanosa B. A. JlokyMeHTalMoHHOe obecrieyeHne ypaBieHus: yaeOHo- Mocksa, bepnun: JJupekrt-
MpaKTUIECKOe MocoOue B cxeMax, Tabiuiax, oopasmax: Menma, 2020. - 266 c.
yaeOHoe mocobue
https://biblioclub.ru/index.php?page=book&id=578394

J2.8 Jleronpon3BOACTBO H TOKYMEHTOO0OPOT: TIPAKTUKYM moc. KapasaeBo: KI'CXA,
https://e.lanbook.com/book/171710 2020. - 44 c.

7.3.1 IlepevyeHnb MpOrpaMMHOro odecrevdeHust

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




6.3.1.1

Steinberg Cubase Pro 8

6.3.1.1

Finale 2014E Academic

6.3.1.1

SunLight Suite

6.3.1.1

Open Broadcaster Studio

7.3.2 llepevyenb HHGOPMALTHOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1

DenepanbHBIN HEHTP HHGOPMATMOHHO-00pa30BaTEIBHBIX PECYPCOB

6322

Enunoe okHO nocTyna kK 00pa3oBaTeIbHBIM pecypcaM. DIEKTpOHHAs OHOIHOTeKa

6.3.2.3

eLIBRARY .ru — Hayunas snexTponHas 6nbinmorexa

6324

denepanbHbIA HEHTP HHPOPMALMOHHO- 00pa3oBaTeNbHBIX pecypcoB, DI'AY 'HUU UTT «Mubopmuka»

6.3.2.5

Enunoe okHO gocTyma k oOpa3oBaTelIbHBIM pecypcaM. OnekTporHas oubmmorexka. ®I'AY T'HUM UTT «Mudopmukay,
MunucrepcTBo 00pa3zoBanus U HayKu PD

6.3.2.6

OnextponHo-6ubmmoreunas cuctema @I'BOY BO «XT'UK». ®TBOY BO «XTUK»

6.3.2.7

B/ Onexrponnas Cucrema «Kynbrypa»

6.3.2.8

9BC «M3narenbctBo [lnanera My3bIkmn»

6.3.2.9

Web NPBUC XabapoBckuii rocy1apCTBEHHBIH HHCTUTYT UCKYCCTB H KyIbTYPHI (JIEKTPOHHBIHA KaTauor)

6.3.2.1| DBC «YuuBepcutTeTcKas OHOIMOTEKA OHIANH
0
6.3.2.1| 5BC JIAHb
1
6.3.2.1| TTonroTekcToBas Gaza nanubx Web of Science u Scopus
2
6.3.2.1| Tapant
3
8. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JUCIHUIIJIMHBI (MOJAYJIS)
Aypuropus Hasnauenue Ob6opynoBanue IIporpammuoe
obecrieueHHe
ITomerenue ass XxpaHeHUs U CrnenmammupoBanHas Mebenbr Ha 1 | Microsoft Windows
PO UIAKTHIECKOTO pabouee Microsoft Office
00CITy)KUBaHUS Y4EOHOTO MecTo (mkagsl 2 mT., cTe/uiaxu 3 wrt., | 2010
03 00opyI0BaHUs CTYJIBS, Kaspesky Endpoint
cron). Ilepconampubnii kommbrotep (1 | Security
IIT.)
ITomerenue as XxpaHeHus U CrnenuanmupoBanHass Mebenbr Ha 1 | Microsoft Windows
MPOGUITAKTHIECKOTO pabouee Microsoft Office
00CITy)XKUBaHUS yaeOHOTO Mecto (mKkag, cremwmax, cTymss, | 2010
o0opynoBaHHs CTOJIBI). Kaspesky Endpoint
[epconanbHbII KOMIIBIOTED B | Security
122 Konuyectse 1 mT.
C TIOIKITIOYCHHEM K ceTH «lIHTepHET»
u
JOCTYIIOM B ANIEKTPOHHYIO
HHGOPMAMOHHOOOPa30BaATEIEHYIO
cpeny By3a.




Aynuropus Ha3nauenue O6opynoBanne IIporpammuoe
obecrieyeHre
IMomemienne st CrenmanmsupoBanHas MeOens Ha 25 | Microsoft Windows
CaMOCTOSITETbHON paboTHI IIOCal04YHBIX AIMP
(uuTanbHBIN 321 OUOIUOTEKH) Mect  (crombl, cTymbs, KHiDkHBIe | Kaspesky Endpoint
mKader), Security
TEJIEBU30D, KHIUKHBIH n | OpenOffice
209 JOKYMEHTAJIbHBIN ¢doua. | Acrobat Reader
ITepcoHanbHbIe KOMIBIOTEPHI (9 MIT.) € NVDA
MOJKIIIOYEeHHEeM K ceTn «UHTepHEeT» H
JOCTYTIOM
B OJJIGKTPOHHYIO  HMH()OPMALMOHHO-
00pa3oBaTeIbHYIO Cpelry By3a.
YueGHas ayIuToOpust IIst CrnenuanusupoBanHass mebenb Ha 26 | Microsoft Windows
TIPOBEICHUS 3aHATHI MOCaJI0YHBIX Microsoft Office
JIEKIIMOHHOTO TUTIA, 3aHITHN MeCT (CTOJIBI KOMITBIOTEPHEIE, CTOJBI 2010
CEMMHAPCKOI'0 TUIA, IPAKTUYECKUX 3aHATUH, MUCBMEHHBIE, CTYIIbSI, pabouee MecTo Kaspesky Endpoint
IPYIIOBBIX X HHAWBUY aTbHBIX IperoAaBaTes, mkad, JIockd | Security
KOHCYJIBTAIHH, TEKYIIIETO HaCTCHHBIE,
KOHTPOJISI U IPOMEXYTOTHOM ayAUTOPHBIE).
aTTecTaluuy (KOMIbIOTEPHBIH [lepconanbHble KOMIBIOTEPHI (B
KJI1acc) KoJm4ecTBe 9
mMT.) C TOAKIIOUYCHHEM K  CETH
«HTepHET» U
JOCTYIIOM B JNIEKTPOHHYIO
HHPOPMaANOHHO-00pa30BaTEIHHYTO
cpeny By3a, UQpoBast
303 HHTEPAKTHBHAS JIOCKa
TRACEBOARD (B
KOMIUIEKTE c MPOTPaMMHBIM
obecneueHueM).  J[eMOHCTpAI[HOHHOE
00opymoBaHue

(MyTBTUMETUHHBIN  TIPE3eHTAMOHHBIN
KOMILIIEKC

B COCTaBe  IIPOEKTOpa,  JKpaHa,
aKTUBHOM

aKyCTHYECKOH CHCTEMBI,
NI€PCOHAIBHOIO

KOMIIbIOTEpPAa) M yueOHO-HarJsiiHbIe
mocoous (B

T.4. B 9JICKTPOHHOM BHJIE)




Aynuropus Ha3nauenue O6opynoBanne IIporpammuoe

obecrieyeHre
VYdaeOHast ayUTOPHS JUIS CnennammupoBanHas Mebens Ha 28 | Microsoft Windows
TIPOBEICHUS 3aHATHHI MOCAJIOYHBIX Microsoft Office
JICKIIMOHHOTO THIA, 3aHATUH MeCT (CTOJIBI KOMITBFOTEPHBIE, CTOJIBI 2010
CEMUHAPCKOTO THITA, TPAKTHICCKUX 3aHATHH, ITICEMEHHBIE, CTYIIBSI, pabodee MecTo Kaspesky Endpoint
IPYIIOBBIX U HHIUBUIYATbHBIX IIperoAaBaTens, mKad, JocKH | Security
KOHCYJIbTAIMi, TEKYIIETO HACTCHHBIE,
KOHTPOJISL K TIPOMEKYTOYHON ayAUTOPHBIE).
aTTeCTaIHN. IepconansHbIE KOMITBIOTEPHI (®
JlabGoparopus Konuuectse 11
HH(POPMAMOHHBIX TEXHOJIOTHI T.) C TOAKIIOYCHHEM K  CETH
(;maboparopwsi, ocHaICHHAS «WHaTepHeT N
11a00paTOPHEIM JOCTYTIOM B IEKTPOHHYIO
000pyI0BaHHEM) “H(POPMALIMOHHO-00Pa30BaTEIbHYIO
309 (KOMITBIOTEPHBIH KITacc) cpeny By3a, DU(poBasdt
HHTEpakTHBHas  jgocka  PolyVision
Webster TS

600 (B KOMIUIEKTE C IPOrPAMMHBIM
obecrieuernem). JleMOHCTpaIHOHHOE
obopynoBaHHe (MyTbTHMEANIHBIN

IPE3CHTALMOHHbIN KOMILIIEKC B
cocraBe

IIPOEKTOpa, 9KpaHa, AKTHBHOH
aKyCTUYECKOU

CHCTEMBI, NIEPCOHAILHOTO

KOMITBIOTEpA) U
y4eOHO-HarIsIHbIe TOCOOHS (B T.4. B
9IEKTPOHHOM BH/IE).

9. BOCITUTATEJIBHASA PABOTA

Bocrmranme o0yd9aromuxcst IPH OCBOCHHH HMMH OCHOBHBIX NPO(ECCHOHATIBHBIX 00pa30oBaTeNbHBIX mHporpamm (mamee — OIIOII)
OCYIIECTBISIETCS] HA OCHOBE paboueil ImporpaMMbl BOCIUTAHHMA M KaJlCHIAPHOTO IIaHA BOCHHTATEIbHON pabOTHI, BKIIOYAEMBIX B
OIIOII.

Ilenms BocmUTAaTETHHOW pPAabOTHI — CO3MAHME YCIOBHI JUIA aKTHBHOHM JKM3HEAEATEIHHOCTH OOYYaromMXCs, WX TPakAaHCKOTO
CaMOOIIpeNIeNICHNs, TMPO(PECCHOHANBHOTO CTAaHOBICHUS M WHAMBHIYAJIbHO-TMYHOCTHOM caMOpealu3allid B  CO3HJATeNbHOI
JEATeNbHOCTU Ul YJOBIETBOPEHUS TMOTpeOHOCTE! B HPAaBCTBEHHOM, KYJBbTYPHOM, MHTEIUIEKTyalbHOM, COLMAIBHOM U
MpoQeCCHOHATBHOM Pa3BUTHH.

3amaun  BOCHHUTATENbHONH pPa0OTHI: pa3BHTHE MHPOBO33PEHHMSA M aKTyalH3alds CHCTEMBI 0a30BBIX IIEHHOCTEH JIMYHOCTH,
OpuoOIIeHHe K O0OlIedeloBeYecCKUM HOpMaM MOpaid, HAalMOHAIBHBIM YCTOSIM M aKaJeMHUYeCKHM TpaJuLUsAM; BOCIHUTAHUE
yBaXX€HHs K 3aKOHY, HOpPMaM KOJJIEKTUBHOW JKU3HM, Ppa3BUTHE TIPakJaHCKOM U COLUAIbHOW OTBETCTBEHHOCTH; BOCHHTaHHE
TIOJIOKUTENFHOTO OTHOIICHHSA K TPyAy, (opMHpoBaHWE KyIbTypsl M JTHKH TPO(ecCHOHATBHOTO oOImeHus; (opMupoBaHUe
JUYHOCTHBIX Ka4eCTB, HEOOXOMUMBIX Ui JI(QQPEKTUBHOH MNpodecCHOHATBHON IEATeNbHOCTH; BOCIUTAHUE BHYTpEHHEH
HNOTPeOHOCTH JUYHOCTH B 3A0pOBOM 00pa3e >KHU3HHM, OTBETCTBEHHOIO OTHOIIEHMS K IPHUPOJHONM M COLMOKYIBTYPHOH Cpele;
TIOBBIIICHHUE YPOBHS KYJIBTYPHI O€30I1aCHOTO TIOBEICHHUSI.

OcobenHoctn W Tpaaumuu HMHCTHTYTa OOYCIOBIMBAIOT CIEAYIOIIME OCHOBHBIC HANpaBICHHWS BOCIHTATENBHON paboTHI:
HNaTPUOTUYECKOE, TPakIaHCKOE, JTyXOBHO-HPABCTBEHHOE, KyJIbTYPHO-TBOpYECKOE, Hay4yHO-00pa3oBaTelIbHOE, MPO(ECCHOHANBHO-
TPYZOBOE, BOJIOHTEPCKOE (IOOPOBOIBUECKOE), IKOJIOTHUECKOE, (U3HNUecKkoe. Buapl pesTesbHOCTH 00y4alOmMXCsl B BOCIHUTATEIBHOI
cucteMe 00pa3oBaTeIbHOW OpraHW3alMM: IPOEKTHAs JEATeNbHOCTh (KaK KOJUIEKTHBHOE TBOPYECKOE JIENO), BOJOHTEPCKas
JeSATeNIbHOCTh, Y4eOHO-HCCIeN0BaTeIbcKas U HayYHO-HCCIeNOBaTeNbcKass AEATeIbHOCTh, IOCYroBas, TBOpYECKas M COLHUAIBHO-
KyIbTypHas AEATEIbHOCTb U JIP.

BocruraTenbHBIN TOTEHIMAN y4eOHO-HCCIEe0OBATENbCKOW U HAayYHO-HCCIEIOBATEIBCKOW JEITEIFHOCTH peali3yeTcss B Ipolecce
Pa3BUTHA HCCIEIOBATEIECKONH KOMIIETCHTHOCTH OOYYalomMXCsl HA TPOTSHKEHHH BCETO Cpoka WX oOydueHms B HMHctutyTe.
Pe3ynpTaTel cTyaeHuUecKoil HaydHO-HCCIIENOBATEIbCKOM AEATEIBHOCTH MPOXOAAT ampoOalui0 B paMKaxX HAy4YHBIX U HAY4HO-
HPaKTHYECKUX KOH(EPEHINH pa3IMIHOTO YPOBHS, B T.4. KOH(QEPEHIMH, OPraHM30BaHHBIX FHCTHTYTOM.

CounanbHO-KyIbTypHas M TBOpYECKas EATENBHOCTh OOYYaIOIIMXCS peann3yercs IpH OpPTraHW3alliM M MPOBEACHHH 3HAYMMBIX
COOBITHII M MeponpHusATHil TI'pa’kAaHCKO-NATPHOTUYECKOH, HAYYHO-HCCIEAOBATEIBCKOM, COIMMOKYIBTYPHOH U  (PU3KYIBTYpHO-
CIOPTHBHON HAaNpaBIEHHOCTU. Buabl TBOpueckol JedTeNnpHOCTH oOydaromuxcss B MHCTUTyTe: My3bIKAIBHOE TBOPYECTBO,
xopeorpaduaeckoe TBOPYECTBO, TeaTpaIbHOE TBOPYECTBO, HAYYHOE TBOPUECTBO, MEIUANIPOCKTHI U JIp.

BonoHTepckas meATenbHOCTh OOyJaroONMXCS — MIIMPOKHA KPYT HAmpaBlIeHHH CO3MAATENBHOW JEATebHOCTH, BKIFOUYAFONIHI
pasnuuHble (GopMBI TpaknaHckoro ydactus. Ilo wuHuNmMaTHBe OOydYaromuXcs M TPH HX AaKTUBHOM Yydactuu B HHctutyte
OCYIIECTBIISIET CBOIO AEATENBHOCTh JOOPOBOIBYECKUIT OTPsAT «MbI».

Peammzarro  PaGouedd mporpaMMbl BOCIIUTAHHS IIOMOTaeT OOecIednBaTh B3aMMOJCHCTBHE C PA3NMUYHBIMH  COIHAJIBHBIMHU
UHCTHTYTaMH, CyOBekTamu BocmnuTaHui. Ocoboe 3HaueHHE I BOCIMTATENBHOTO IIpollecca MMEeT OpPTraHH3aIUs IPAKTUYECKOi
JEATeNIbHOCTH O00Y4YaloluXcsl € IEIbl0 pa3sBUTUS NpodeccCHOHANbHBIX KOMIETEHIMH B ycinoBusX HWHcTHTyTa M HpodMIBHBIX




YUPEKACHUN U OpraHu3aLui.

10. OCOBEHHOCTH OBYYEHHWSI NHBAJIAIOB U JTUL[ C OTPAHHYEHHBIMHY BO3MOKHOCTSMM 3/JOPOBbSI
(OB3)

B mpomecce m3yueHHs NUCIMIUIMHBI U OCYIIECTBICHHUS IPOIENYP TEKYIIETO0 KOHTPOJIS yCIEBaeMOCTH M MPOMEXYTOYHOH
aTTeCTallu MHBAIUIOB U JIUI C OTPAHUYEHHBIMH BO3MOXKHOCTSMH 3IOPOBBS IPUMEHSIOTCS aJalTHPOBaHHBIC (OPMBI 00ydeHHS C
YYETOM MHIUBUYalIbHBIX ICHXO(H3UOIOTHYECKIX OCOOCHHOCTEH.

OOydyeHHe JHI[ C OrPaHWYCHHBIMH BO3MOXKHOCTSAMH W HWHBAIMAOB OPTraHM3YyeTCs KaK COBMECTHO C JAPYTHMH
00yJalOIMMMHCS HA JICKIMOHHBIX M IPAKTUYECKUX 3aHATHAX, TaK W 0 WHANBHIyaJIbHOMY y4eOHOMy IUTaHy. Bo Bpems mpueMHOI
KaMIIaHUM, a TAaKXKe BO BPEMs CAAYM Pa3IMYHBIX (OPM NMPOMENKYTOYHOH M TOCYIAAapCTBEHHOH MTOroBOM arrectauuu B MHcTHTyTE
CO3/1aHBl HEOOXOJMMBIE YCIIOBHS JUISl OKa3aHWSI TEXHWYECKOW ITOMOIIM WHBAIMIAM W JIMIAM C OrPaHMYECHHBIMH BO3MOXXHOCTSIMU
3I0pOBbs (TIPH HEOOXOANMOCTH MOKET OBITh JOMYIICHO NMPHUCYTCTBHE B ayAWTOPHH aCCHCTEHTOB, CONPOBOXKHAIOMINX JIMI, COOaKH-
MOBOABIPS U T.IL.).

OOyuaronyecs M3 4ucCia WHBAJIMIOB U JIML[ C OrPaHMYECHHBIMH BO3MOKHOCTSMH 3JJ0POBbS, NP HEOOXOJUMOCTH, MOTYT
OBITH 00ECTeYeHB! 3JICKTPOHHBIMH M II€YaTHBIMH 00pa30BaTEeIbHBIMH PECypcaMH C Y4eTOM WX HHIMBHAYaJIbHBIX MOTPEOHOCTEH.
Jns peanm3anny JOCTYNHON CpeAbl IMPH HEOOXOAMMOCTH B y4eOHOM mpoliecce MOTYT OBITh 3aeHCTBOBAaHBI JOKyMEHT-Kamepa JUis
YBEJIMUECHUSI TEKCTOBBIX ()PAarMEHTOB M M300pakeHWH (M1 JMI] C HapyLICHUSMH 3pEHUs) M NEPeHOCHAs MHAYKLMOHHAs cucTeMa
Jutst cabocnbimamux «Mcrok» A2 co BCTpOSHHBIM IIIEEPOM — 3BYKOBBIM HH(OPMAaTOPOM.

OBC «YHuBepcureTckas OWOIMOTEKa OHJAWH» TpenoctaBisier obydarommmcs ¢ OB3 (1o 3peHHIo) psia BO3MOXHOCTEH
st obecriedeHus: 3G ¢eKTUBHOCTH mpouecca oOydeHus. [Ipu uTeHHMM MacITa®d CTpaHUIBI CaliTa MOXKHO YBEIHYHUTh C MOMOIIBIO
CIICMAJIbHOTO 3HauKa Ha TJaBHOM CTpaHMIe. MOXKHO HCIIONb30BaTh MOJHORKPAHHBIA PEXUM OTOOpa)KEHMS] KHUTH WM BKIIOYUTH
03BYYMBAaHUEC HEMOCPEACTBCHHO C caiiTa MpH TOMOINM TNPOrpaMM SKpaHHOTO JocTtymna (Hampumep, Jaws , «Balabolkay).
CkaunBaeMble (parMeHTs! B (opmare pdf, mMeromue BBICOKOE KadeCTBO, MOTYT HCIIOIB30BATHCS THUQIOMPOrpaMMaMH IS
TOJIOCOBOTO O3BYYMBAHMsI TEKCTOB, MOTYT OBITH 3arpykKeHbl B TH(IIOIUIEEphl, a TaKKe CKOIMPOBAaHbI Ha JI00OE YCTPOWCTBO JUISt
KOM(OPTHOTO YTCHUSL.

CepBuc OBC «lluraTHHK» TIOMOTaeT ITOJH30BATENI0 W3BICYh ITUTATy M aBTOMATHYECKH (DOPMHPYET KOPPEKTHYIO
6ubmorpaUUecKyro0 CChUIKY, YTO OCOOEHHO aKTyaldbHO IJISl JIHI C OTPAHHYCHHBIMH BO3MOXKHOCTAMH H OOJerdaer IMpoIecc
HaITMCaHUs KypCOBOMN MIIM BBIITYCKHOM KBaJIM(DMKALMOHHOI paOoTHI.

Jis moAroToBkM K 3aHATHAM oOydarommecss ¢ OB3 (10 3peHHI0) MOTYT HCIOJB30BaTh MOOHMIbHOE TpmiiokeHue IbC
«Jlanpy, mpemHa3HaYeHHOE JUIi O3BYYMBAaHMSA TEKCTa KHUTH. PeXWM JocTyma: OJIICKTPOHHBIM, TPHIOKCHHE CKAaYMBAaCTCS
o0yyaromumcsi caMoCTOATENIbHO ¢ caidita e.Janbook.ru, HeoOxomumoe ycioBue: ObITH 3aperucTpupoBaHHbIM B OBC «Jlauby.
Hcnone3yercst cBOOOIHO pacpocTpaHseMas MporpaMma 3KkpaHHoro fgocryna Nvda.

ITogpobHee 00 opraHW3amMM JOCTYHHOM CpeAbl CM. COOTBETCTBYIOUIMH pa3fell OCHOBHOHW NpodecCHOHATBHOH
00pa3oBaTeIbHON IPOTPAMMEL.
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