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1 ]_Ie.]'l](l H 3aJa94 H3YyYCHUA JTUCHUILIMHBI

1.1 Heab npenogaBaHusi AMCIUATIIAHBI

[Iporpamma  ydeOHOro kypca  «JlokyMeHTallMOHHOE  OOecrieueHue
YIPABJICHUS MOATOTOBJICHA B COOTBETCTBUU C TPEOOBAHUSAMH TOCYIaAPCTBEHHOTO
00pa30BaTeNbHOTO CTaHAApTa CpPEAHEro MpOQECCHOHAIBHOIO 00pa30BaHUS.
[Iporpamma mnpegHa3HaueHa [UJIi  CTYACHTOB O4YHOM  (QopMBI  00yuyeHUs
cneruanbHocTh 38.02.01 DkOHOMUKA U OyXTaJITEPCKUM y4eT (110 OTpacisim).

JIOKyMEHTAIIMOHHOE obecrnieueHue YIIPaBJICHUSA B CTPYKTYpE
o01enpoQeccHoHaTbHBIX TUCLUIUINH HaIpaBJICHO Ha OBJIAJICHUE
TEOPETUYECKUMHU 3HAHUSIMHU, YMEHUSIMU U HaABBIKAMHU MPAKTHYECKOW palbOThI B
MOJIHOM 00BEME IO TEMaM, MPETyCMOTPEHHBIM YUYEOHOU MPOrpaMMOii.

Ilenv oucuyunnunol:

- WU3y4YeHHUE BUJIOB O(UIIMATBHBIX JOKYMEHTOB M TPEOOBAHMI K UX COCTABJICHUIO
1 0(hOPMIICHUIO;

- OCBOCHHE TMpaBWJI OpraHu3anud  paboThl C  JOKYMEHTaAaMH  CIIY>KObI
JIOKYMEHTAIIMOHHOTO 00ECTICUECHHUS! YIIPABIICHUS;

- npuoOpeTeHne HaBBIKOB OpraHU3aIlK padoT M0 JAEIONPOU3BOICTBEHHOMY
00CITy>)KUBaHUIO;

- OBJIAJICHHE MPHUEMaMU COBPEMEHHOTO AEIONPOU3BOICTBA.

1.2 3agaum u3y4yeHus: AMCHUTIIHHBI

K ocHOBHBIM 3ajauaM U3Yy4YeHHS JUCHUIUIMHBI «JlOKyMEHTallMOHHOE
oOecrieueHue yrnpaBlIeHUsD OTHOCATCS:

- (opmupoBaHMe y CTYJAEHTOB Kak OYyIyIIMX CIEIHAIMCTOB TOTOBHOCTH K
y4acTUI0 B  TOCYJapCTBEHHO-OOIIIECTBEHHOM  YIPABIEHWH B  CHCTEME
SKOHOMHKH, KYJIbTYpPbl COLMAIBHOTO B3aWMMOJECUCTBUS W KOMMYHHKAIIUH,
pa3BUTHE CIIOCOOHOCTHU K MOCTOSTHHOMY CaMOOOPa30BaHUIO M CAMOBOCIIUTAHHIO;

- (opmupoBaHue comMaNIbHOW M TPO(EeCcCHOHATHFHON AKTUBHOCTH CTYJEHTOB,
JUYHON OTBETCTBEHHOCTU 3a MPECTHK U JEJIOBYIO PEMyTalUi0 MPEINpUITHS,
OEpEKHOTO OTHOIICHUSI K €r0 UMYIIIECTBY;

- pa3BUTHE T[O3HABATEJBHOW  NESATEIBHOCTH, BOCIUTAHHE KYJIbTYphl U
aKKypaTHOCTH B pabOTe CO CIYKEOHBIMH IOKYMEHTAMU;

- ofecreuyeHre U OCYIIECTBIEHHWE KOHTPOJS 3a COOJIFOJCHHWEM YCTaHOBJICHHBIX
TpeOOBaHUIM HOPMATUBHBIX U TEXHOJOTUUECKUX JTOKYMEHTOB;

- (opMmupoBaHuE HABBIKOB COCTaBJIICHHS MW O(OPMJICHUS JTOKYMEHTOB IO
OCHOBHBIM BHJaM CBOCH NMPOGEeCCHOHAIBHOM ACATEILHOCTH, BEACHUS JCIOBOM
MEPEIUCKHU.



1.3 IlepeyeHb MIaHUpPyeMbIX Pe3yJbTATOB O0y4YeHHMs 1O JMCHHUILIAHE
(MOxyJIl0), COOTHECEHHBIX ¢ IUIAHUPYEMBIMHM Ppe3yJIbTATAMH OCBOCHHUA
00pa3oBaTe/IbHOI MPOrPaAMMBbI

[Ipomiecc wu3ydeHUss AUCHUIUIMHBI «JlOKyMEHTallMOHHOE OOecreueHue
YIPABJICHH HAMpaBJieH Ha (OPMHUPOBAHUE CICAYIOMNUX KOMIIETEHITUH:

OKO0l. BseiOupate cmnocoObl pemieHuss 3agad  OpodeccuoHaIbHON
JEATEIIbBHOCTH, IPUMEHUTEIBHO K PA3JIMYHBIM KOHTEKCTAM.

OK 02. OcymiecTBisTh MOUCK, aHAJIM3 M HHTEPHpETaInio HUHGOpMAaIHH,
HE0OXOAMMOM ISl BBIMOJTHEHUS 3a/1a4 Mpo(decCUOHATBHOM EeATeTbHOCTH.

OK 03. [InanupoBaTh U peaan3oBbIBaTh COOCTBEHHOE ITPOQEeCcCHOHATIEHOS U
JUYHOCTHOE PA3BUTHE.

OK 04. PaGoTaTh B KOJUIEKTUBE U KOMaH/Ie, 3¢ heKTUBHO
B3aMMOJIEMCTBOBATh C KOJIJIEraMH, pyKOBOACTBOM, KIIMEHTAMH.

OK 05. OcymiecTBisiTh  YCTHYKO W IHCBMEHHYIO KOMMYHMKAIIMIO Ha
TrOCYJapCTBEHHOM SI3BIKE C YYETOM OCOOEHHOCTEW COLMAIBbHOTO U KYJIbTYPHOTO
KOHTEKCTA.

OK 09. Ucnonp3oBaTh MH(pOpMaMOHHBIE TEXHOJIOTUU B
npo¢eCCUOHATIBHON JIEATEIIbHOCTH.
OK 10. ITons30BaThCs npodeccruoHaIbHOM JIOKYMEHTALUEN Ha

roCyJapCTBEHHOM U MHOCTPAHHBIX SI3bIKAX.
B pesynbTaTte u3ydeHusi TUCUUILTMHBI CTYJCHT JTO0KEH:
ymemb:
- oOopMIISITH JOKYMEHTAIIMIO B COOTBETCTBIHM C HOPMATUBHOM 0a30i, B T.4. C
UCITOJIb30BAaHUEM WH(OPMAITMOHHBIX TEXHOJIOTHI;
- OCBaWBaTh TEXHOJOTUM aBTOMATU3UPOBAHHOW 00PAOOTKU JOKYMEHTAIIHH;
- HUCIOJIb30BaTh YHU(PHUITUPOBAHHBIE (HOPMBI JOKYMEHTOB;
- OCYUIECTBJISTH XpaHEHUE U TIOUCK JOKYMEHTOB;
- HUCIOJIb30BaTh TEJIEKOMMYHUKAITMOHHBIC TEXHOJIOTUU B DJICKTPOHHOM
JIOKYMEHTO000pOTE;
3HAMb:
- TIOHATHE, IEJIH, 33JIa4M ¥ MPUHIIATIBI JCIIONPOU3BOICTBRA;
- OCHOBHBIC MTOHATHS JOKYMEHTAIIMOHHOTO O0SCIICUCHUS YIIPaBIICHNUS,
CHUCTEMBI IOKYMEHTAITMOHHOTO 00ECTICUCHUS YIIPABIICHNUS;
KJIacCCU(UKAIIUIO TOKYMEHTOB;
TpeOOBAHKS K COCTABJICHHIO U O(POPMIICHUIO JOKYMEHTOB;
OpraHU3aIMI0 JOKYMEHTO000poTa: mprueM, 00paboTKy, peTUCTpaIuio,
KOHTPOJIb, XpaHEHHUE JOKYMEHTOB, HOMEHKJIATYPY JEI.



1.4 Mecro aucuMIUIMHBI (MOAYJI) B CTPYKType 00pa3oBaTebHOI
NPOrpamMMmblI

Kypc «/lokymMeHTanmoHHOE OO€CreYeHrue YIPaBJICHUS» OTHOCUTCA K
obmemnpodeccnonansubiM - guctuuimHaM  (OI1.06), ycranaBnmBaeT 0a30BbIC
3HAHUS JI1 OCBOCHUS CTIICITUATBHBIX JUCIIUILINH.

«JlokymeHTanmoHHoe obecrieueHue YIPABJICHUS uMeeT
MEXIUCITUTUTHHAPHBIE CBSI3U ¢ TAKUMH TOCISTYIOIIMMH TUCITUTIIMHAMA YIeOHOTO
T1aHa CHEIUATBHOCTH, KaK «MadpopManoHHbIC TEXHOJIOTHH B
npohecCuoHaNbHOM JESITeIbHOCTIY, «[IpaBoBoe o0ecrnieueHne
npodeccuoHanbHON JeSATEIbHOCTI, «MeHemKMEeHT, «AynuT,

((I[OKYMCHTI/IPOBaHI/Ie XO3SIMCTBECHHBIX onepauﬂﬁ Hn BCIACHUC 6YXFaJITepCKOFO
Y4uc€Ta aKTHBOB OPIraHU3alIuN)).

1.5 OcobOenHocTH peau3anuu AU CIUATIIAHBI

JlucuumuirHa peaanu3yeTcsl Ha pyCCKOM S3BIKE.

2 O0beM QM CHUILTHHBI (MOIYJIs1)

Bunpr pabot ®opma 00ydyeHus
Ounas
Cemectp
I
A 1
Jlexmn 34
ITpakTuueckue 3austus (I113) 14
Cemunapckue 3anastus (C3) -
CamocrosiTenbHast paboTa -
KypcoBas pabota -
KoHtposibHas pabota +
Pedepar -
HuddepenunpoBaHHbIi +
3a4er
DK3aMeH -
Bcero 4acos: 48




3 Conep:xanue IMCHUAIIMHBI (MOIYJIs1)

3.1 Pa3aesibl JUCHUILUIMHBI M BUAbI 3aHATHH (TeMaTHYeCKUI NJIaH 3aHSITHH)

3aHATHA CEMHUHApPCKOI'0 TUIIa

Ne Monynu, TeMbl (pa3aesnsl) SausTis Camoctosrebas dopmupyembie
- ’ nekimonnoro tuna | Cemunapsl w/umu  [JlabopaTopHbie paboThI pabora,
/1 JTUCIUTUTAHBI KOMIICTCHITHH
(axam.yac) [Tpaktnyeckue  |u/mmm [IpakTHKyMBI (akan.gac),
3aHATHUSA (aKaj.Jac) (akam.gac)
1 2 3 4 5 6 7
1  |HoxymeHTHpOBaHHE 24 8 - - OK 01-OK 05,
yIPaBJICHYECKOM JIEATENLHOCTH OK 09-OK 10
2 |Opranusamus paboThI c 10 6 - - OK 01-OK 05,
JIOKyMEHTaMHU OK 09-OK 10
Hroro 34 14 - --




3.2 3aHATHA JEeKIHOHHOI0 THIIA

/o

Ne paznena
TUCIUILINHEI

o1
HaunmenoBanue 3ausatuii

O0BeM B akajg.uyacax

BCETO

B TOM YHCIIC, B
WHHOBAILIMOHHON

dbopme

Pazoen 1

Jokymenmupoeanu

€ YNpaeieHueckou
oessmebHoCmuy

Beeoenue.

IIpenver, menu M 3aJayd OUCLMILUIMHBL W €€ MEXIPEAMETHBIE CBSI3U C JIPYTMMH
quciumuinHamMu.  Mctopust pa3BUTUSL JTOKYMEHTAllMOHHOIO OOECIIEYEHHs yIpPaBJICHMUS.
OCHOBHBIE  MOHATHS: JOKYMEHT, JOKYMEHTALlMOHHOE OOECleYeHUe YIpaBJICHHUS.
Haznauenue I'ocymapCTBEHHOH CHCTEMBI JOKYMEHTAIIHOHHOTO OOECTeUCHHs YIpPaBICHUS
(I'CAOY); TtunoBas UMHCTPYKLHUS IO JAEJIONPOU3BOJACTBY B (enepalbHbIX OpraHax
VICITOJTHUTEJIBHON BIIACTH.

Hoxymenmsi u cnocobbl OOKyMeHmMuposanus.

Ponp mH(OpManmu B conmanbHO-3KOHOMUYECKHUX mporeccax. DexepanbHbiii 3akoH «O0
uHpopMmauuy, HHpopMaTH3aUMUW M 3amuTe uHGopMmauum». DOYHKIUM TOKYMEHTOB.
JlokyMeHTupOBaHue: OCHOBHBIE criocoObl. Knaccudukanus v BUabI TOKyMEHTOB. BiusiHue
Hay4YHO-TEXHUUYECKOTO IIpOorpecca Ha JOKYMEHT U JOKyMeHTUpoBaHue. denepanbHblil 3aKOH
«O0 3JIEKTPOHHON TOJITUCH.

Yuuguxayusa u cmanoapmuzayus ooxymenmos. Cucmemvl OOKyMenmayuu.
O6mepoccuiickue kinaccudpukaropel (OKY], OKIIO, OKOHX, OKVYH), ux xkparkas
XapakTepucTHKa. YHU(UKaIMUA U CTaHAapTU3alus JOKyMEHTauuu: mnoHstue. Cucremsl
JNOKYMEHTAIlUM: TIOHSATHE, NpPHU3HAKH. MEXOTpacieBble CHUCTEMBI JIOKyMEHTAIIHH.
YHuduurpoBanHas cucreMa JoKyMeHTauuu: nouarue. CocraB yHU(PHUIIMPOBAHHBIX CUCTEM
JOKYMEHTAIUH: OpraHU3aIMOHHO-PACTIOPSIIUTENbHAS, OTYETHO-CTAaTUCTHYECKAS,
nepBUYHAsA, YydeTHas, (¢HuHaHCOBas M  JAp. locyaapcTBeHHblE CTaHAApPTHl  Ha
YHADUIIMPOBAHHBIE CHCTEMBI TOKYMEHTAIINH.

Pexeusumul u 61anku 00KymMeHmos.
PexBuzut, hopmynsap nokymeHTta, TUOBOW (opmyssap, Gopmysip-oopaser, Tabens dopm
JIOKYMEHTOB, ab00M (GopM YHH(DHUIIMPOBAHHBIX JOKYMEHTOB: TOHSTHE, XapaKTEPUCTHKA.

1 Ny
B cnyuae npumenenus 30 u JIOT mocie HaMMEHOBaHUSL 3aHATHS CTABUTCS 3BE3[I0UKA «*» C YKa3aHHEM MecTa IpoBeeHus 3auaTus: (A) — B ayauropuu, (O) — OHJIAlH 3aHATHE B

OHOC.




[TpaBmiia oopMIICHHS PEKBU3UTOB OJIaHKA U UX PACIIOJIOKECHHE Ha CTaHJIApPTHOM (hopmare
Oymaru, pa3mepsl mojieil. Dopmymnsp-oOpaszen rpynmnbl JOKYMEHTOB, MPUHAIICKANINX K
onHoit cucreme. IIpoekTHpoBaHMe OJIAHKOB JOKYMEHTOB opranm3anuu. Cocras,
opopMIICHHE, W3TOTOBJIICHHWE. XpaHEHHWE OJIAHKOB OpraHm3alu. bIaHKk JTOKyMeHTa:
MOHSATHE, HA3HAYCHHE, BUIBI OJTaHKOB (00muMi OnaHK, OJaHK MUChbMa, OJJaHK KOHKPETHOTO
BUJA TIOKyMeHTa (KpoMe nuckMa). Cocrtas, ohopmiieHne peKBU3UTOB OJaHKa.

Opeanu3ayuoHHo-pacnopaoumenbHas OOKYMeHmayus.
OpranuzalvoHHO-PACTIOPIUTENbHbIE TOKYMEHTHI: MOHATHE, Kilaccu(uKalys, Ha3HauYCHHeE.
OpranuzalvoHHbIE JOKYMEHTBHI: TIOHATHE, BH[bI, XapaKTEpUCTHKA, TpeOOBaHUSI K
odopmienuto, chepa mpuMeHeHHs. 3aKpEIUICHHE TIPABOBOTO CTaTyca YUPEKICHHUS B YCTaBe
WM TIOJI0OXKEHUH, NX 0dopMiIeHHE. XapaKTEePUCTUKA, OCOOCHHOCTH O(OPMIICHUS U TOPSI0K
YTBEPXKJICHHUSI MHCTPYKUUM, TPaBUI, CTPYKTYpPbl W INTATHOW YHCICHHOCTH, IITATHOTO
pacnucaHus OpraHu3aluy.

Pacnopaoumenvuas ooxymenmayus.

PacnopsimuTenbHple  TOKYMEHTBI: TOHSTHE, BHIBL, XapaKTEPUCTUKA, OCOOCHHOCTH
oopmileHHS TTOCTAaHOBIICHHH, NPUKA30B IO OCHOBHOH JESATEIBHOCTH, PaCHOPSDKCHHH,
YKa3aHUM.

Cnpasouno-ungopmayuonnas 0OKyMeHmayusi.

CrnipaBo4HO-UH(POPMAIIMOHHBIE JOKYMEHTHI: CIy>K€OHbIE MIChbMa, CIIPABKH,
OOBSICHUTENIbHBIE U JTOKJIAQJHbIE 3alIMCKHU, TPOTOKOJbI, aKThl, UX XapaKTEepUCTUKA U COCTaB,
3Hau€HUe JJIs PEIICHUs] ONEepaTHUBHBIX BOMPOCOB U OOMeHa MH(popmanuel, 0COOEHHOCTH
HNOJATrOTOBKM, TpeOoBaHMs K o¢opMiIeHHIO. THIbI JOKYMEHTOB: IMOJJIMHHUK, TyOJIMKAaT,
KOIUs, BBIMKMCKA, X Ha3HAY€HHUE, MOPSIA0K 0(QOpMIIEHUS U BbIAYU KONUM, AyOJIHMKATOB U
BBINMCOK JOKYMEHTOB.

Hoxkymenmayus no 1uyHomy cocmagy.

JlokyMeHTanus 1Mo JIMYHOMY COCTaBy: PE3IOME, 3asBICHHUE, TPYAOBOM JIOTOBOp, TPYIOBOE
corjalieHue, MPHUKa3bl IO JIMYHOMY COCTaBy, TpYyIOBas KHMKKA, JMYHAs KapTOuKa,
XapaKTepUCTHKa, JUYHOE 10, UX 3HaueHHe B KaJpoBOM paboTe M A OTpaXKEeHHUs
TPYJOBOM N1€ATEIbHOCTH pabOTHUKOB, TpeboBaHus K odopmiienuto. Ilopsaok opopmienus
U BBLIAYM KOIUH, TyOJMKATOB U BBIITUCOK JOKYMEHTOB.




Pa3zgen 2
Opeanuzayus
pabomul ¢
0OKyMeHmamu

Opeanuzayus dokymenmoobopoma. Opeanuzayus pecucmpayuu U KOHMPONb UCNOJHEHUs
O0OKYMEHmMO8.

Cnyx6a JIOY B opraHmzanusx: Ha3HadeHHe, 3anaud, (QyHKIUU. J[oKymMeHTOOOOpOT:
MOHSITHE, OONMEe TPUHIMIBI OpPTraHM3alUd JOKYMEHTOOOOpOTa, €ro CTPYKTYpa,
HEOOXOIUMOCTh  yueTa o0bemMa JOKyMeHTooOopoTa. HopMaTuBHBIE  JOKYMEHTHI,
perIaMeHTHPYIOLIMEe OpraHu3alMi0  JTOKyMeHTooOopoTa. Perucrpamust TOKYMEHTOB:
onpezeNieHue, eI, 3a/Jadd, MeCTa PErucTpaluu pa3IMYHbIX KaTeropuil JOKYMEHTOB.
Cucremsl u popmbl peructpanuu. KoHTpoIIb UCTIOTHEHHSI IOKYMEHTOB: TIOHITHE, 3HAYCHHE,
BUJbL. [IpyHIIMIIBI Opranu3anuy KOHTPOJIsl, CPOKH UCTIOJHEHUS JOKYMEHTOB.

Opzanuzayus onepamuéHo20 XpaneHus, NOUCKa u nepeoaiu OOKYMeHmos 6 apxus.
Homenknatypa pen: mnoHsThe. 3Ha4eHHWE HOMEHKJIATYyphl Jel JAis  Kiaccudukauuu
JOKYMEHTOB, OIIEPATHMBHOIO XPAaHEHUS M MX MNPEIapXUBHOM NOATOTOBKH. Buuel
HOMEHKJIATyphl JIeN, MOPAJOK COCTaBICHMS, OQOPMIICHUS, YTBEPXKIECHUS U IPUMEHEHHUS.
[opsimox  popmupoBanuss aen. OpraHu3anus XpaHEHUS WCIOJIHEHHBIX JIOKYMEHTOB.
OcHoBHBIE 3Tanbl Nepefadyd JOKYMEHTOB B apXUB MM HA YHMUYTOXKEHHE. OKCIEPTH3a
LIEHHOCTY JOKYMEHTOB: IIOHATHE, HA3HAYEHUE, ATalbl NIpoBeAeHus. [lepeuHn TOKyMEHTOB:
UX BHJIbI, Ha3HaueHue. TpeGoBaHus K 0(hOPMIIEHHUIO JIeNl TOCTOSTHHOTO, BPEMEHHOTO CPOKOB
XpaHEHMs U 10 JUYHOMY COCTAaBY.

Asmomamuzayus npoyeccos 0OKYMeHmMayuoHH020 0becnederus YnpasieHus.
Komnbrotepusanus  AOKYMEHTAllMOHHOTO  OOECTEeYEeHHs  YIpaBleHHs:  3HAYECHHUE,
NEepCIEeKTUBBl pa3BUTHs. lcmonp3oBaHuE NMEPCOHAIBHBIX KOMIIBIOTEPOB B OpraHU3alMU
pabotel ¢ JokyMeHTamMH. CoOCTaBHbIE 4YacTH KOMIBIOTEPHOI'O JIEJONPOU3BOACTBA!
aBTOMATHU3UPOBAaHHBI cOOp, 00padoTKa, XpaHEHUE JIOKYMEHTAllUH, IPEJOCTaBICHHUE
pasHOOOpa3HOM HMH(pOpMaLUU. DJIEKTPOHHAsl I04YTa: THIbI, XpaHEHHE JOKYMEHTOB B
anekTpoHHOW moute. WHpopmannoHHO-clipaBoyHas paboTa B YCIOBHUSX NPUMEHEHUS
KOMIBIOTEPHBIX TEXHOJIOTHH.

HTOI'O

34

34




3.3 3aHATHS CEMHHAPCKOIO THIIA

O0bpeM B akajg.uacax

Ne Ne paznena . B TOM YHCJIE, B
HaunmenoBanue 3anstuii .
n/n JVCIIATUTHHBI BCEr0 | MHHOBAIMOHHOU
dopme
Paspabomxa (npoexmuposarnue) branka opeanuzayuu.
O3nakomiieHHE C BUAAMU OJAHKOB CIY)XEOHBIX JIOKyMEHTOB. Pa3paborka OyiaHKOB 2 -
OpraHu3alm: ooiero, 6JlaHKa MUChMa, OJIAHKa KOHKPETHOTO JIOKYMEHTA.
Ogopmnenue pacnopsoumenvHo OOKYMeHMAayuu.
OdopmileHre MPUKA30B IO OCHOBHOM JIESATEILHOCTH, PACIIOPSHKCHHUN, YKa3aHHM, BBIMMCOK 2 -
Pazoen 1 13 HUX. .

1 Ogopmaenue cnpasouHo-uHGOPMaAYUOHHOU OOKYMEHMAYUL.
OdopmieHne Ciy)XeOHBIX IHCEM, CIPABOK, OOBSCHUTEIBHBIX M JOKJIQJHBIX 3aIUCOK, 2 -
IIPOTOKOJIOB, AKTOB.
Hoxymenmol no npogeccuonanbHoll desmenbHOCmu.
Odopmnenne JTOKYMEHTOB MO MNPOPECcCCHOHANIBHON JeATeIbHOCTH Ha  OJaHKax ) i
YHAUPUITUPOBAHHOW (HOPMBI: aKTa O CIUCAHWHM MAaTEPHAILHBIX IICHHOCTEH, JOBEPCHHOCTH,
HAKJIAJHOH, cueTa-PaKTyphl.
Opeanuzayus pecucmpayuu, ONepamusHO20 XPaHeHusl, NOUCKA U nepeoayu 0OKYMeHMO8 8
apXus u Ha YHUUModCeHue.

2 Pazoen 2 Odopmnenne perucTpaiioHHbIX (HopM TOKyMeHTOB. CocTaBlIeHHE aKkTa Ha YHUYTOKCHHE 2 -
JTOKyMEHTOB. DOpMHUpOBaHUE JIE)T U TIOJITOTOBKA WX K ApXHUBHOMY XPaHCHHIO.
Komnvromepu3zayus 00KymMeHmayuoHHo2o obecneyeHus: ynpaeieHus.
OdopmMieHne OCHOBHBIX BHJIOB OPTraHU3AIMOHHO-PACTIOPSAUTEIBLHON JAOKYMEHTAIIMH 4 4
MPEIIPHUATHS B 3JICKTPOHHOM BHJIE.

UToro 14 4

3.4 J1abopaTopHbIe 3aHATHS
Y4yeOHBIM MJIAHOM HE MPEyCMOTPEHO.
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4 Ilepeuenn Y4eOHO-MeTOIN4eCKOro o0ecnevyeHunst IS
CaMOCTOSITeIbHOM PadoThl 00yYAOIIUXCS 110 JUCHUILIHHE (MOAYJII0)

1. JlokymeHTallMOHHOE o0ecTieueHre YIPABICHHS: METOIMYECKHUE YKa3aHUs
JUIsL  camocTosiTenbHOM paboTel cryaeHtoB / G®I'AOY BO C®Y Toproso-
AKOHOMHUYECKUU MHCTUTYT; cocT. W.I1./lenucoBa. — Kpacnosipck, 2017. — 30 c.

2. JIOKyMEHTAaIlMOHHOE  OOecreYeHue  YNpaBlCHUS:  METOJUYECKHE
peKOMeHJaMu 1o npaktudeckuM padoram / OI'AOY BO COY Toproso-
sKOHOMUYECKHU UHCTUTYT; cocT. M.I1.JIenucoBa. — Kpacnosipck, 2017. — 22 c.

5 ®oHa OUEHOYHBIX CPEACTB /JH MNPOBEJACHUS NPOMEKYTOYHOI
arrecTaluu

B coorBercTBUM C yueOHBIM IUIaHOM, (OPMON HTOTOBOTO KOHTPOJIS IO
TUCHUTUINHE  «JIOKYMEHTAIlMOHHOE  OOEeCIeYeHHe  YIPABJICHHS»  SBISACTCS
mudpepeHIupOBaHHBIN 3a4eT.

[enpro 3auera SBIAETCS MPOBEPKA YCBOCHUS CTYyACHTAMU TEOPETHYECKOIO
Marepuajia 1Mo TeMaM Kypca, TOTOBHOCTH MPUMEHHUTh 3TH 3HAHUS U YMEHHS B
COOTBETCTBHUM C U30paHHON UMU IPO(HECCHOHATIBHOM 1€ TEIBHOCTHIO.

3ader Mo AUCHUIUIMHE «/[OKyMEHTalMOHHOE O0ECHeYeHHUE YHPABICHUSIN)
MOKET MPOBOJAUTHCS:

- B NHUCBMEHHOW (opMe — B BUJIE NMUCBMEHHOTO OTBETa CTYJEHTA COTIJIACHO
IIPEIOKEHHOMY 3a/1aHUIO;
- B IIMCbMEHHOU (hopMe — B BUJI€ TECTUPOBAHMUSI.

Kpumepuu oyenusanus:

«OTJAUYHO» CTAaBUTCA, €CJIM JaH T[OJHBIM, pPa3BEepHYTHIH OTBET Ha
MOCTaBJICHHBIA BOMPOC; TTOKa3aHa COBOKYIMTHOCTh OCO3HAHHBIX 3HAHUN 00 00BEKTE
U3YYCHUS, JOKA3aTEeILHO PACKPBITHI OCHOBHBIC MOJIOKEHUS (CBOOOIHO Onepupyer
MOHATUSIMU, TEPMUHAMU, MIEPCOHATUSMH U Jp.); B OTBETE OTCIICKUBAETCA YETKas
CTPYKTYpa, BBICTPOCHHAsI B JIOTMYECKOM IOCIEI0BATEIbHOCTH; OTBET H3JI0KEH
JUTEPATypHBIM TPAMOTHBIM $I3BIKOM; Ha BO3HHUKIIME BOIMPOCHI MPENOAABATEIIS
CTYJICHT JaBajl YETKHE, KOHKPETHBbIC€ OTBEThI, MOKAa3biBasi YMEHUE BBIACISIThH
CYILIECTBEHHBIE U HECYLIECTBEHHBIE MOMEHTHI MaTepraIa.

«Xopouo» CTaBUTCS, €CIM JaH T[OJHbIA, pPa3BEPHYTHII OTBET Ha
MOCTABJICHHBIM BOMPOC, MOKAa3aHO YMEHUE BBIICIATh CYIIECTBEHHBIE U
HECYILIECTBEHHBIE MOMEHTBI MaTEPHUala; OTBET YETKO CTPYKTYpPUPOBAH, BHICTPOCH
B JIOTHYECKON TOCIEIOBATENbHOCTH, W3JI0KEH JINTEPATYPHBIM T'PaMOTHBIM
S3BIKOM; OJIHAKO OBLIM JOMYIIEHbl HETOYHOCTH B OMNPEACIICHWU TOHATUMA,
NepCOHAINM, TEPMUHOB, AaT U JIp.

«YI0BJIETBOPUTEJIBbHO» CTABUTCS, €CJIM JIaH HENOJHBIM OTBET Ha
MOCTABJICHHBIA BOMPOC, JIOTMKA M TOCJIEA0BATEIbHOCTh HW3JI0KEHHUS HMEIOT
HEKOTOpbIE HAPYIICHUSI, JOMYIICHBl HECYIIECTBEHHBIC OIMMOKH B U3JIOKEHUU
TEOPETUUYECKOT0 MaTepualia U ynoTpeOJIeHNH TEPMUHOB, IIEPCOHANIHI; B OTBETE HE
MPUCYTCTBYIOT JOKA3aTelIbHbIE BBIBOJIBI; CHOPMHPOBAHHOCTh YMEHHM IOKa3aHa
ci1a0o, peyb HErpaMOTHasl.
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«Hey10BJI€ETBOPUTEJIBHO» CTABUTCS, €CJIM JIaH HETIOJIHBIA OTBET Ha
MOCTaBJIEHHBINA BOIIPOC, JJOTUKA U MOCIEI0BATENbHOCTh U3JI0KEHUSI UMEIOT
CYILIECTBEHHbBIC HAPYIIIEHUS, JOMYIICHBI CYIlIECTBEHHBIE OITMOKU B TEOPETUYECKOM
Matepuaine ((akrax, MOHSATHUSAX, IEPCOHANMSIX); B OTBETE OTCYTCTBYIOT BBIBOJIBI,
chOpMHPOBAHHOCTH YMEHHI HE MOKa3aHa, peub HErpPaMOTHAS.

[Ipu mpoBeneHnn 3a4yeTa ¢ UCIOJIb30BaHUEM 0a3 TECTOBBIX MATEpUAJIOB IO
KypCY PEKOMEH]IyeTCsl UCIOJIb30BaTh CIEAYIONINE KPUTEPUU OIICHUBAHMS 3HAHUN
CTYJICHTOB:

YPpOBEHb 3HAHHUU CTYJICHTOB

OueHka

OTiIN4HO Xopo1o Y noBiI. Heynogi.

100-90% 89-75% 74-60% Memnee 60%

6 IlepeyeHb OCHOBHOW H JONMOJHUTEJbHOW Y4eOHOW JHUTepaTypsbl,
He00X0UMOi1 1JI1 OCBOECHHUSA TUCIMILIMHBI (MOLYJIA)

OcHosHnas numepamypa

1. JJoxyMeHTarmoHHOE obecrieueHue yIpaBJIeHUS: YuebHoe
nocooue/I'mamuiiE.B. - M.: UL PUOP, HUIl UH®PA-M, 2016. - 249 c.: 60x90
1/16. - (Ilpodeccuonanbuoe obpazopanue) (Ilepennér) ISBN 978-5-369-01042-6
Pexxum nocrtyna: http://znanium.com/catalog.php?bookinfo=468335

2. beikoBa, T. A. JloKyMeHTallMOHHOE OOECIIEUCHUE YyIpaBJICHUS
(menmompounsBoyictBo) [Tekcr] : yue6noe mocobue / T. A. breikoa, T. B.
Ky3nemnoBa, JI. B. Cankuna ; mox o6mi. pea. T. B. Kysuenosoii.- Mocksa :
NHOPA-M, 2017. - 304 C. Pexum JIOCTYyTIA:
http://znanium.com/bookread2.php?book=762591

Jlononnumenvnas numepamypa

1. JoxyMeHTalmoHHOE obecrnieueHue ynpasieHus: YueoHnoe nocooue / E.B.
Imagmit. - M.: UL PUOP: HULl Uudpa-M, 2013. - 249 c.: 60x90 1/16. -
(ITpodeccuonansuoe odpazopanue). (nepemier) [SBN 978-5-369-01042-6 Pexum
noctymna: http://znanium.com/catalog.php?bookinfo=304633

2. JlokymeHTanMoHHOE oOecIieueHne ynpaBieHus [DIeKTpOHHBIN pecypc] :
yue6. mocobue / HoBocuO. roc. arpap. yH-T, OkoH. ¢ak.; coct. C.I'. YUepHoBa. —
HoBocubupck: 3omnotoir  komoc, 2014. - 106 c. - Pexum pgocryma:
http://znanium.com/catalog.php?bookinfo=516760
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Hopmamuenas numepamypa

1. ®3 «O6 undopmainuu, nHGOpMaTH3AMKU U 3amuTe WHPopMarm» No
24-®3 ot 20.02.1995.

2. @3 «O06 snexTponHOi 1 posoit noamucu» Ne 1-d3 ot 10.01.2002.

3. TOCT P 6.30-2003 «YHudbunupoBaHHbIE CHCTEMbI JOKYMEHTAIUU.
Yuuduimposannas cucrema OpraHu3aluOHHO-PACTIOPSAUTEIILHON
nokymeHTanuu. TpeboBaHus K oQOpMIICHUIO TOKYMEHTOBY. BBeseH BrepBbie, OT
3 mapta 2003 r. Ne 65-CT. - 17 c.

AKypnanoi:
- Jlenonpou3BOACTBO;
- CekpeTapckoe Jeno

7 IlepeveHb pecypcoB HHPOPMAUOHHO-TEJIEKOMMYHUKAIIMOHHON CEeTH
«/HTEpHET», HEOOXOAMMBIX /IJI51 OCBOEHMS M CIIUTIIUHbI

http://www.edou.ru/ - LEHTp KOMIETEHUMH IO  BOIpOcam
JIOKYMEHTAIMOHHOTO 00ECTICUEeHHMSI YIIPABJICHUS U apXUBHOTO JIejia
http://delo-ved.ru/ - Bce 0 ACIONPOU3BOICTBE

8 Meroauyeckne YyKazaHusl s OOyYAKOIIUXCHA 10 OCBOCHHMIO
AUCHUILIMHBI (MOIYJIs1)

VYuebHblit mporecc 1O  Kypcy «JlokymeHTanMmoHHOe —oOecredyeHue
YOPABJICHUS» MPOXOAUT MO KIACCUYECKOM I CpPEeAHUX YYEOHbIX 3aBEJICHUMN
CXeMe: JIeKIIMH, MPAKTHUUYECKHE 3aHSATHS, CaMOCTOATENIbHas paboTa CTYNIEHTOB,
MPOMEKYTOUHBIE (POPMBI KOHTPOJIS, 3a4eT (IK3aMEH).

[lepBocTeneHHoe 3HaYeHHWE B Y4YEOHOM mporecce sl JH0O00H (QOopMBI
oOydeHHsi WrparoT Jaexkyuu. Jlannas ¢dopma mpeacraBisieT coOoi mepenady
uHdopMaIuu OT TpernojaBarensi cryAeHTam. JIeKIMM UMEIOT BaKHEHIee
3HaueHue 7151 POopMUPOBAHUS LIETOCTHON CUCTEMbI 3HAHUH CTYICHTA U YCIICIIHON
C/layy 3ayera.

JlexunronHas gopma padOThl MO3BOJISIET (POPMUPOBATH CUCTEMHBIE 3HAHMS
CTYJIEHTOB. B I5ekuusix BHUMaHUE YJIEIsSeTCs O0C000 CIOXKHBIM M HaWMEHee
OCBEIICHHbIM B Yy4eOHOW JuTeparype mpoOjeMaM Kypca, C KOTOPBIMH
CaMOCTOATENLHO CIPABUTHCS CTYNIEHTY, 3a4acTylo, KpailHe cioxkHo. B Teuenue
JEKIUU CTYACHTY PEKOMEHIYETCS BECTH KOHCHEKTHMBHbBIE 3allHMCH, KOTOpPbIE
3aKJII0YAIOTCA B KPATKOM M3JI0’KEHUU KIIFOUEBBIX MPOOJIEM OCBELIAEMOI TEMBI.

Ilpakmuueckue 3anamua CTPOATCA 1O WHOMY npuHuumy. OHu
OPUEHTHPOBAHbI Ha OOJIBIIYI0O B3aUMOCBS3b IPENOJABaTENsd CO CTYJIEHTOM, NpHU
TOM aKIEHT JeNaeTcs Ha  CaMOCTOATEIbHYIO pPabOTy CTYAEHTOB, KOTOpHIC
IpeIBapUTEIbHO TOTOBMJIMCH MO 3apaHee M3YYEHHBIM TEOPETUYECKHUM BOIIPOCAM
(B X0/€ MPOBEACHUA JIEKIIMOHHBIX 3aHATUH). [IpakTHueckue 3aHsaTHEe — 3TO 0co0as
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dbopma Tekyiel MpPOBEpKH 3HAHWN, YTO TO3BOJISIET O0jee OOBEKTUBHO OICHUTH
YPOBEHb MOJTOTOBICHHOCTU CTY/I€HTOB.

[IpakTUueckue 3aHATUS CUCTEMATU3HUPYIOT PabOTy MO U3YYEHHUIO KaKIOM
TEMbl Ha OCHOBE JIEKIIMOHHOTO MaTepuaja, IMPOYUTAaHHONW y4yeOHOH U
JOTIOJTHUTEIBHOM JIUTEPATyphl, MO3BOJSIOT (POPMUPOBATH METONOJIOTUYECKUE U
MPaKTUYECKUE HaBBIKU. B 3aBUCHUMOCTH OT ypOBHSI pabOThI CTYJIEHTOB U CTEIICHU
BJIAJICHUSI MATEPUAJIOM TI0 U3y4aeMOMY KypCy Ha MPAKTUUYECKUX 3aHATUSX WHOTA
IpenoAaBaTellb OCYIIECTBISET MOATANHYIO CJauy 3a4eTa B TCUCHHE CEMECTpa.

[TonroroBka K MPakTHUYECKUM 3aHATUSAM MPEIONIATACT CAMOCHOAMETbHYI0
padomy CTyIEHTOB, KOTOpash HEBO3MOXHa O€3 COBMECTHON [eATEIbHOCTH
mpernojaBaTelisi U CTyJCHTa Ha JEKIUAX M MpakTUYecKuX 3aHsaTHsX. Kpome toro,
CTYJACHT HMMEET MpaBO Ha HWHAMBUAYAJIbHbIE KOHCYJIbTALIMM IMPENOJaBaTeNsd B
TEUYECHHE CEMECTPA.

Jliis camocTOoATEIbHON pabOThl CTYIEHTOB BaXKHO MCIOJIb30BAHUE HE TOJIBKO
yueOHbIX TTocoOuii 1o Kypcey «JlokyMeHTalmoHHOe 00ecrieueHre yIpaBIeHUs», HO
U oOwIieil nuTepatypbl MO CMEXHBIM AMCLHUILIMHAM, npenojgaBaeMbiM B OCIIO,
Takux  kKak  «MH(popmannoHHBIE ~ TEXHOJOTMM B  Mpo(eccHOHATbHOM
JESATENbHOCTH», « OCHOBBI OYXTaJITEPCKOTO yUeTay.

CamocrosiTenbHast ~ paboTa 1[0  JUCHUIUIMHE  «JlOKyMEHTAIMOHHOE
o0ecrieueHUe  yOpaBlICHUS»  MpeAycMaTpUBaeT  pa3BUTHE  TPYHOJOO0uS,
T0OpPOCOBECTHOCTH,  HACTOMYMBOCTH,  yCHUIYHBOCTH,  CAMOCTOSITEIHHOCTH,
TBOPYECKOTO MBIIUICHUS W HEOPAWHAPHOTO TMOJXOJa CTYACHTOB K PEIICHHIO
y4eOHBIX 3a/1a4, YTO COCTABJISIET OCHOBY OyayIIero nmpodecCUOHAIBHOTO POCTA.

ConepkaHue  CaMOCTOSITENIbHOW ~ paboOThl  CTyJA€HTa MO  Kypcy
«/loxymMeHTalmoHHOE 00ecTieueHre YIPaBICHUS 3aKIII0UaeTCs:

- B TOBTOPEHWUH U JOMOJHEHUH TEKCTOB JIEKIMH IO TEeMaM, OCBOCHHUH
CHELAIbHOM TEPMHUHOJIOTHH, (HOPMYIMPOBAHUH OCHOBHBIX BOIIPOCOB IO TeMaMm
Kypca;

- B TOATOTOBKE K MPAKTUYECKUM 3aHATUAM (M3yUYE€HUU TEOPETUYECKOTO
MaTepuasa o TeMam Kypca ¢ UCIOJb30BaHUEM TEKCTa JIEKIIMHA U PEKOMEHyeMOi
JUTEPATYPHL;

- B OCBOCHHM YHUPUIMPOBAHHBIX MPUEMOB M METOJOB HaNHCAHUSA
MPaBJICHYECKUX  JIOKYMEHTOB B  COYETaHMM C  JIPYyTUMH  HaBBIKAMU
JOKYMEHTUPOBAHMS  Kak 3ajore ycmexa Oyaymed mnpodeccuoHanbHOU
JIeSITEIBHOCTH,

- B M3yYEHUU OCHOBHOMW W JOMOJHUTEIBHON TUTEPATyPHI;

- B COCTaBJICHHH IJIAHOB-OTBETOB, CTPYKTYPHO-JIOTUYECKUX CXEM, TAOIHII.

CamocrosiTenbHas paboTa SIBISETCS BaXXHOW HUTOroBoil (opMol paboThl,
MO3BOJISIONIEH OLIEHUTh CIIOCOOHOCTH CTY ICHTA.

B cootBercTBUM ¢ y4yeOHBIM IIaHOM, (POPMON KOHTPOJIS MO JUCIUILIAHE
«/lokymMeHTallMOHHOE oOOecnedeHrue YNpaBiICHUs» [UIsl CTYACHTOB SIBISIETCS
nudepeHInpOBaHHBIN 3a4eT.

[lenp 3auera — mpoBEpKa YPOBHS YCBOEHHUS CTYJEHTaMH Y4eOHOTO
MaTepuaia, MpPeIyCMOTPEHHOrO MpOrpaMMoOil, UM CIOCOOHOCTH aJanTHpPOBATh
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MOJTydEeHHBIC 3HAHUS K MNPOPECCHOHAIBHONH JEATCIIBHOCTH B COBPEMEHHBIX
YCIIOBHUSIX.

3aueT TO AWCHMIUIMHE «J{OKyMEHTaIMOHHOE OOECIeUYeHUEe YIPABICHUS

MOYKET MPOBOJIUTHCS B TEUCHUE YIEOHOTO CEMeCTpa B ClIeayomuX hopmax:
v’ B BHUJI€ TECTUPOBAHUS 10 OCHOBHBIM TEMaM Kypca;
v/ B NHCbMEHHOM BHE (IIMCHMEHHBIM OTBET CTYJIEHTOB Ha ITOCTABIICHHBIE

IperoIaBaTesIeM BOIIPOCHI U 3aJIaHUs).

B xome uW3y4YeHHs IWCIUIUIMHBI TI0 OTACIBHBIM TEMaM MOTYT TaKXke
MPUMEHSITBCS Takue (OPMBI TEKYIIEr0 KOHTPOJIS KaK HAaIMCaHUE CTYJICHTaMH
KOHTPOJIBHBIX (CaMOCTOSITENIBHBIX) paboT; MOATOTOBKA JOKIAIOB (pedeparon),
MPe3CHTAIMIA 1T0 HauboJiee HHTEPECHBIM BOTIPOCaM Kypca.

9 IlepeyeHb MHPOPMALUOHHBIX TEXHOJIOT Ui, HCII0JIb3yeMBbIX MPHU
OCYIIECTBJIEHHMH 00Pa30BaTEJIbHOI0 NMPoLecca Mo TUCHUIINHE (MOAYJI10) (MPH
HEe00X0UMOCTH)

9.1. IlepeyeHp HEOOXOAMMOI0 POTrPAMMHOI0 O0ecIeYeHH s

—  Microsoft® Windows® Vista Business Russian Upgrade Academic
OPEN No Level JIunr ceptudukar 45676576, ot 02.07.2009, 6eccpoyuHblif;
—  Microsoft® Office Professional Plus 2007 Russian Academic OPEN No
Level - Jlun ceprtudpukar ceptudukar 4316214, or 06.12.2007,
OeCcCpOUHBI;

— 1C: npennpusitue 8.2 — JlnneHnsnonnoe cornamenue 8922406, 9334111
ot 03.02.2015;

— Audit Expert 3 JIu 17143N;

—  Project Expert Jluit PE6T11450N;

— Audit Expert 4 JIur 21157N;

— Kaspersky Endpoint Security Jlun ceptudukar 1B08-200629-052411-
253-462 ot 29.06.2020 mo 07.07.2021.

9.2 IlepeyeHb HEOOXOAMMBIX HHPOPMANMOHHBIX CIIPABOYHBIX CHCTEM

- DnekTpoHHO-OMONMHMoTeuHass cucrema «CDY» [DnaekTpoHHBIH pecypc]:
0a3a JaHHBIX COJICPKUT CBEACHHS O BCEX BUIAX JIMTEPATyphbl, TMOCTYNAIOMECH B
bonng COY wu Oubnuorek-nmaptHepoB. — KpacHospck, [2006]. — Pexum
noctymna http://bik.sfu-kras.ru/

- DnekTpoHHO-OMOnMoTeuHass  cucrema  M3matenbctBa  «JlaHby»
[DnexkTpoHHBIN pecypc]: 0a3a MaHHBIX COJAEPIKUT KOJUICKIUIO KHUT, KYPHAJIOB U
BKP. — Cankr-IlerepOypr, [2011]. — Pexxum noctymna: http://e.lanbook.com/

- OnexktpoHHo-0mOmmoTeunass cucrema ZNANIUM.COM (MH®PA-M)
[DnekTpoHHBIN pecypc]: 6a3a TaHHBIX COACPKUT YUCOHBIC M HAYUHBIC U3JIAHUS. —
Mocksa, [2011]. — Pexxum goctyna: http://www.znanium.com/
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- DnekTtpoHHas Oubnmuoteka muccepranuii PI'b [DnexTponnsiii pecypc]:
OB/l conepxkut okono 800 ThIC. MOJHBIX TEKCTOB KAaHIUIAATCKUX M JOKTOPCKUX
JIACCEPTALUM HAa PYCCKOM SI3BIKE IO BCEM OTpacisiM Hayk. — MockBa, [1999]. —
Pexxum noctyma: http://diss.rsl.ru

- DnexTpoHHO-OMOIMOTeUHast cuctema elibrary [DnexkTpoHHBIM pecypc]:
0a3a JTaHHBIX COJECPKUT CBEJCHUS O HAYUHBIX IMyOJIMKAIUSAX Ha PYCCKOM SI3bIKE. —
Mockaga, [2000]. — Pexxum noctyna: http://elibrary.ru/defaultx.asp

- DnekTpoHHO-O0uOMoTeuHas cuctema «HarmonansHbii 1indpoBoii pecypce
«PykoHT» [DneKTpoHHBIN pecypc]: 0a3a JaHHBIX COAEPKUT YUeOHbIC U HAYYHbBIC
u3nanusi. — Mocksa, [2011]. — Pexxum gocryna: http://rucont.ru

- baza mannpx «OOmiecTBeHHble U TyManutapubie Hayku / EASTVIEW»
[OnexTpoHHBI pecypc]: 0a3a COAEPKUT NEPUOAMYECCKHC H3JAHUSA 110
OOIIECTBEHHBIM M TYMaHUTApPHBIM HayKaM, KyYpHaJIbI TI0 BOIIPOCAM TIEIarOTUKH H
oOpa3oBaHUsI. — Mockaa, [2006]. — Pexum JIOCTYyTIA:
http://www.ebiblioteka.ru/newsearch/basic.jsp

10. MartepuajibHO-TeXHUYECKAs 0a3a, HeoOXoauMas IS
OCyIlleCTBJIEHHsI 00pa30BaTEeJILHOI0 MpoLecca Mo AUCHUIINHE (MOYJII0)

OCIIO pacnosiaraer mMaTepuaibHO-TEXHUYECKOU 0a30li, oOecneunBaronien
MPOBEJICHUE BCEX BUJOB JAUCIUIIMHAPHON M MEXIAUCIUIIMHAPHON MOJITOTOBKH,
MPaKTUYECKON u Hay4YHO-UCCJIEI0BATEIbCKOM paboThI CTYJICHTOB,
MPEAYCMOTPEHHBIX YYEOHBIM TUIAHOM CHEIUAIBHOCTA U COOTBETCTBYIONIEH
JEUCTBYIOIIUM CAaHUTAPHBIM U POTUBOMOKAPHBIM MTPABUIIAM U HOpMaM.

B yueOHOM mpoliecce MO JUCHUIUIMHE JJIsI TPOBEICHUS] 3aHSATUN
JIEKIIMOHHOTO THUIIA, 3aHITUI CEMHUHAPCKOTO THUIA, TPYIIIOBBIX U UHINBUIYAIbHBIX
KOHCYJIbTallMil, TEKYyIIero KOHTPOJSI W  TMPOMEKYTOYHOM  arrecTanuu
UCIIOJIB3YIOTCSl yueOHbIE Ay JUTOPUU B COOTBETCTBUU C PACTIMCAHUEM 3aHATUI.

s 3aHATUH JIEKLIUOHHOT'O TUIA VCIIOJIB3YHOTCS HaOOPBI
JIEMOHCTPAIIMOHHOTO 00O0Opy0oBaHusi (HOYTOYK, 9KpaH, MPOEKTOp) M Y4eOHO-
HarJIIHBIE ~ TOCOOMsA,  OOecCleuMBaIONIMe  TEMaTUYECKHe  HILTIOCTPAIUH,
COOTBETCTBYIOIIHUE paboyell mporpaMme AUCHUILUIUHBI. CreluaibHbIe TTOMEIICHUS
YKOMILIEKTOBAHbI CIEIUATU3UPOBAHHON MEOEIbI0 M TEXHUYECKUMHU CPEACTBAMHU
OoOy4YeHHMsI, CIyKAIlUMH JJIsl TPEACTaBlIeHUs] y4eOHOW HH(OpManuu OOJbIION
ayJIUTOPHHU.

[Tomemennss 118 caMOCTOSITEILHONM  pabOThl  CTYJACHTOB  OCHAILICHBI
KOMITBFOTEPHOM TEXHUKOM C BO3MOKHOCTBIO TOJKIOUYEHHS K ceTU «HTEpHET» U
JOCTynma B DJIGKTPOHHYHO  MH(OPMAIIMOHHO-O00pa30BaTebHYI0  CPeay
yHusepcuteta (QNOC).
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Ne | HaumeHoBaHue 000py10BAHHBIX Ilepeyennb 000pyI0BaAHUSA U
n/n Y4eOHbIX KAOMHETOB, TeXHUYECKHX CPeJICTB 00yUeHMsI
Jaboparopmuii
1. | KaOuneTt ocHOB Cnemnuanu3upoBaHHas MeOelb, J0CKa
peanpuHUMATETLCKON ydeOHasi, SKpaH HACTEHHO-TIOTOJIOYHBIN

nestenbHocT Ne505
ya. JIuger [pymmuckon, 34.2

240*200, mOTOJMOYHOE KPEIUICHHE st
npoekropa Wize WPA-S, mnpoekrop
Optoma DS211, HoytOyk Aser Aspire
E1-571G-53234G50Mnks,
KOHAMIIMOHEp HacTeHHoro Tuna LG
S24, woyroyk HP Pavilion dv6
Notebook PC.

Kommnrerotepnsiii kinacc Ne 631
yi. Jluger [pymackon, 31.2

Jlocka ydeOHas, »dKpaH HAaCTEHHO-
MOTOJIOYHBIHN Lumen 153*203,
npoekTop Optoma DS211, kommnbrotep
B coope Apek Buro — 12 mr., cereBoi
kommyTaTop D-Link Des-1016D 16
port, CIUIMT CHCTEMa  HAIIOJbHO-
MOTOJIOYHAS.
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I[MPUJIOXXEHUE A
llepeuens 6onpocos 05 3auema no OucyuniuHe
1. TloHsATHA: TOKYMEHT, TOKYMEHTAlIMOHHOE O0ECIICUeHHE YITpaBICHUSI.
2. OyHKIHMH JOKYMEHTOB, UX XapaKTEPUCTHUKA.
3. Ha3nauenwue rocyapcTBEHHOM CHCTEMBI JOKYMEHTAIIMOHHOT'O 00eCTIeueHUsI
ynpasinenus (I'CAOY).
4. OcHoBHBIE CITIOCOOBI IOKYMEHTUPOBAHUS.
Knaccudukaius 10KyMeHTOB.
Busibl JOKYMEHTOB (TEKCTOBBIE U T.I1.).
OO01epoccuiickue Ki1acCu(PUKaTOPbl, UX KpaTKas XapaKTepUCTUKA.
YHudukanus u CTaHgapTU3alus JOKyMEHTOB: TIOHATHE.
. IonsTus: pekBu3ut, GOpPMYJSIp TOKYMEHTA, TATIOBOUW GopMyIIsip, GopMyIsp-
oOpaszell.
10. IlpaBuna opopmieHUs] peKBUUTOB OJaHKA.
11. bnaHk 1okyMeHTa: MOHSATUE, HA3HAYEHUE, BUbI OJIAHKOB.
12. Opranu3almOHHO-PaCHOPSAIUTEIbHBIE TOKYMEHTHI: IOHATHE, HA3HAUYCHHE,
OCHOBHBIE BU/JIBI.
13. XapakTepucTuka OpraHU3aIlMOHHBIX IOKYMEHTOB.
14. XapakTepucTuka pacopsIuTEIbHBIX JOKYMEHTOB.
15. XapakTepucTuka CripaBOYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB.
16. XapaxrepucTuka JOKyMEHTALMH IO JINYHOMY COCTaBY.
17. Tumbl JOKYMEHTOB (TMOJJIMHHUK, KOTIUS U T.11.).
18. JIoKyMeHTOOOOpOT: MOHATHE, OOLIME TPUHIIUIIBI OpTraHU3ALNH
JIOKyMEHTO000pOTa, €r0 CTPYKTYpPa, HOPMATUBHBIE TOKYMEHTHI,
pErjlaMeHTUPYIOIINE OPTaHU3ALHUIO0 IOKYMEHTOO00pOTA.
19. Opranuzanust perucTpanuu JOKYMEHTOB: ONPEACIICHUE, LIEJIH, 3a/1a4H,
(GopMBbI peructpanuu, uX JOCTOMHCTBA U HEAOCTATKH.
20. OcoOeHHOCTH PErUCTPALUU BXOISIINX JOKYMEHTOB.
21. OcoOeHHOCTH PErUCTPALUU UCXOSIINUX TOKYMEHTOB.
22. OcoOEHHOCTH PErUCTPALUU BHYTPEHHUX TOKYMEHTOB.
23. KOHTpOJIb NCIIONHEHMS TOKYMEHTOB: [TIOHATUE, HA3HAYEHUE, BUIbI, CPOKH
VICITOJIHEHHSL.
24. OpraHu3aiiys OnepaTUBHOIO XPaHEHUS IOKYMEHTOB.
25. Howmenkiarypa Aen: NOHSATHE, 3HAYEHUE, BUIABl HOMEHKIIATYD, MOPAI0K
COCTaBJICHUS, 0(DOPMIICHHUSI, YTBEPKICHUS U IPUMEHEHUS.
26. Ilopspok popMupoBaHus Je.
27. llopsaok nepenayu TOKYMEHTOB B apXUB WJIM HA YHUUTOKEHUE: OCHOBHbIE
STaIbI.
28. DKcnepTusa LEHHOCTH JOKYMEHTOB: IMOHATHE, HA3HAUYCHUE.
29. Cpoxu xpaHEHUs IOKYMEHTOB.
30. TpebGoBanus k opopmienuto aein. [IpaBuna opopmMieHUs: U COCTaBICHUS
onucH. [Topsaok nepenayu 1en B apXuB.
31. ApxuB: NOHATHE, HA3HAYCHUE, BUJIBI.
32. Kommnbrorepuzamnus JOY.

© 0oL
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33. DnekTpoHHas MoYTa, TUIbI CUCTEM JIEKTPOHHOM MOYTHI.
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