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1 Hesau u 3a1a4u M3y4YeHHsl JUCHUTLTHAHbBI

1.1 Heab npenogaBaHusi AMCIUATIIAHBI

[Iporpamma yueO6HOTO Kypca «JloKyMEeHTallMOHHOE 00eCIieYeHUE yIipaBiie-
HUSD» TIOJIFOTOBJIEHA B COOTBETCTBUM C TPEOOBAHUSIMHU TOCYAapCTBEHHOTO 00pa3o-
BaTEJIBHOTO CTaHAapTa cpeaHero npodeccuoHanbHoro oopazoBanus. [Iporpamma
npeaHa3HavYeHa JJIsl CTYJIEHTOB OUHOM (hopMbl 00ydeHus creruanbHocTh 38.02.04
Kommeprus (1o otpaciisam).

JIoKyMeHTaIlMoHHOe 00eclieYeHre yMpaBieHHsI B CTPYKType obiernpodec-
CUOHAJIBHBIX JUCIUIUIMH HAMPABJICHO HA OBJAJECHUE TEOPETUUYECKUMHU 3HAHUSIMU,
YMEHUSMH ¥ HaBBIKAMU MPAKTHUECKOW pabOTHI B MOJTHOM 00BEME MO0 TeMaM, Tpe-
JYCMOTPEHHBIM Y4eOHOM MporpamMMoin.

Ilenv oucuunaunol:

- WU3y4YeHHUE BUJIOB O(UIIMATBHBIX JOKYMEHTOB M TPEOOBAHMUI K UX COCTABJICHUIO
1 0(pOPMJIICHUIO;

- OCBOCHHE MPaBWJI OpraHU3alud pabOThl C JOKYMEHTAMH CIY>KObl TOKYMEHTa-

IIMOHHOTO O0ECIICYECHHUS YIIPABIICHUS;

npUOOpETeHNE HABBIKOB OPraHU3alluy paboT MO JIETOMPOU3BOJICTBEHHOMY

00CITy>)KUBaHUIO;

OBJIaJICHUE NTPUEMAMH COBPEMEHHOIO JIETONPOU3BOICTBA.

1.2 3agaum u3y4yeHus: AMCHUTIIHHBI

K ocHOBHBIM 3aayam M3y4deHUs AUCIUIUIMHBI «JlOKyMEHTaIlMOHHOE oOec-

MEYEHUE YIIPABIICHUS» OTHOCSTCS:

- (opmupoBaHHE y CTYIAEHTOB Kak OYIyIIMX CHEIUAIMCTOB TOTOBHOCTH K yd4a-
CTHIO B TOCYAapCTBEHHO-OOIIECTBEHHOM YIIPABJICHUU B CUCTEME SKOHOMUKH,
KyJbTYPBI COIMATILHOTO B3aUMOJICHCTBUSI U KOMMYHUKAITUHU, PA3BUTHE CIIOCO0-
HOCTH K TIOCTOSIHHOMY CaMOOOpa30BaHUIO U CAMOBOCITUTAHUIO;

- (QopmupoBaHue COUMAIBHOM W MPO(ECCHOHATBHON aKTUBHOCTH CTY/ACHTOB,
JUYHON OTBETCTBEHHOCTU 3a MPECTHXK U JEJIOBYIO PEMyTalUi0 MPEINpUITHS,
OEpEKHOTO OTHOIICHUSI K €r0 UMYIIIECTBY;

- pa3BUTHE MO3HABATEIHLHOMN JCSATEILHOCTH, BOCIUTAHUE KYJIbTYPhl U aKKypaTHO-
CTH B pabOTe CO CIYy>KEOHBIMU JJOKYMEHTaAMH;

- ofecreuyeHre U OCYIIECTBIECHHWE KOHTPOJS 3a COOJIIOJCHUEM YCTaHOBJICHHBIX
TpeOOBaHUIM HOPMATUBHBIX U TEXHOJOTUUECKUX JTOKYMEHTOB;

- (opmupoBaHHE HABBHIKOB COCTABJICHHS W O(DOPMIICHHS JOKYMEHTOB IO OCHOB-
HBIM BUJIaM CBOEH MPO(EeCCHOHABLHOMN AESITEIBHOCTH, BEJICHUS JIEJIOBOU Tepe-
MHCKHU.



1.3 IlepedyeHb IUIAHMPYEMBIX Pe3yJbTATOB 00yYeHUS MO AMCIHUIIAHE
(MOy110), COOTHECEHHBIX € IUIAHMPYEMbIMHU pe3yJbTATAMH OCBOCHUS 00pa-
30BaTeJbHON MPOTrPaMMbI

[Ipouecc uM3y4yeHUs] MUCIHUIUIMHBI HampaBieH Ha (OPMUPOBAHUE CIIEAYIO-
IIMX KOMITETSHIIH:

OK 1. [loHuMath CymiHOCTh M COLIMAJIBHYIO 3HAYMMOCTh CBOEH Oymymiei
npodeccuu, MPOSBIISTh K HEM YCTOMUYNBBIA UHTEPEC.

OK 2. Opranu3oBbIBaTh COOCTBEHHYIO ACSTENbHOCTb, BHIOMPATh THUIIOBBIE
METO/Ibl ¥ CIOCOOBI BBHITIOJHEHUS MPOQPECCHOHANIBHBIX 3aJ]a4, OICHUBATh UX 3(-
(EKTUBHOCTH M KaYECTBO.

OK 3. [IpyHuMaTh perieHus B CTaHJapTHBIX U HECTAHAAPTHBIX CUTYalUsIX U
HECTH 32 HUX OTBETCTBEHHOCTb.

OK 4. OcyuiecTBisTh MOUCK M UCIIOJIB30BaHUE MH(OpMaAuU, HEOOXO0AUMOU
JUTst 3 PEKTUBHOTO BBINOJHEHUS MTPOPECCUOHATBHBIX 3a/1a4, NPOPECCUOHAIBHOTO
Y JIMYHOCTHOT'O Pa3BUTHSL.

OK 6. PaGoTaTh B KOJUIEKTHBE U B KOMaHAE, YPHEeKTUBHO 00IIATHCS C KOJI-
JIEraMH, pyKOBOJICTBOM, ITOTPEOUTEISAMHU.

OK 12. Cobmonath AeHCTBYIOIIEE 3aKOHOIATENLCTBO U 00s13aTEIbHBIE Tpe-
OOBaHMSI HOPMATHUBHBIX JIOKYMEHTOB, a Tak)Ke TPEOOBaHUS CTaHAAPTOB, TEXHHUYE-
CKHUX YCJIOBUH.

B pe3ynbTaTe u3y4eHHs IUCUUILIMHBI CTYACHT JI0JKEH:
ymemy:

- 0opMIIATH JOKYMEHTAILIMIO B COOTBETCTBUU C HOPMATUBHON 0a30i, B T.4. C
UCITIOJIb30BaHUEM WH(OPMAITMOHHBIX TEXHOJIOTHH;
- OCBaWBaTh TEXHOJOTUU aBTOMATU3UPOBAHHON 00paOOTKHU JOKYMEHTAIINH;
- HUCIOJIb30BaTh YHU(PHUIIMPOBAaHHBIE ()OPMBI JOKYMEHTOB;
- OCYULIECTBJISTh XPAHEHUE U NTOUCK JOKYMEHTOB;
- HMCIOJIb30BaTh TEJIEKOMMYHHUKAIMOHHBIE TEXHOJIOTUH B 3JIEKTPOHHOM JIOKY-
MEHTO000pOTE;
3Hamo:
- TIOHSTHE, LIeNU, 33JJa41 U IPUHLUIIBI 1€TONPOU3BO/ICTBA;
- OCHOBHbIE IOHATHUS JOKYMEHTAILIMOHHOTO 00€CTIeueH s YIIPABJICHHUS ;
- CHCTEMBbI IOKYMEHTAIMOHHOTO 00ECIIEYeHHs YIIPABICHUS;
- KJaccUu(UKaIUIO JOKYMEHTOB;
- TpeOOBaHUA K COCTABICHUIO B 0(DOPMIICHUIO TOKYMEHTOB;
- OpraHu3alMI0 JOKYMEHTO000pOTa: MpueM, 00paboTKy, perucTpaIuio, KOH-
TPOJIb, XpPaHEHHUE JOKYMEHTOB, HOMEHKJIATYPY JEl.



1.4 MecTo nucuMnvHbl (MOAYJIsl) B CTPYKType 00pa3oBaTeibHOM MPoO-
rpaMmbl

Kypc «JlokymenTarmornsoe obecrieueHre yrpaBaeHUs» OTHOCUTCS K 00IIe-
npodeccuonanbHbM nuctuminHaM (OI1.04), ycranaBnmuBaeT 6a30BbIC 3HAHUS IS
OCBOEHUS CEIUATbHBIX TUCIUTLINH.

«JloKyMEeHTallMOHHOE OOECIEUCHUE YIPABICHUS» HUMEET MEXKIUCIUILIU-
HapHBIC CBSI3UM C TaKUMHU TPEANMICCTBYIONMMH IUCIUIUIMHAMHE Y4eOHOTO IIIaHa
crenuanbHOCTU, Kak « MHpOopMalnoHHbIE TEXHOJOTHH B MPOGECCUOHANIBHON €S-
TEJILHOCTH» U MOCIHEAYIOIMHUMH AUCIUIUIMHAMHM y4e€OHOTO IJIaHa CIEeHUaTIbHOCTH,
kak «[IpaBoBoe obOecneueHrne npodecCUOHATBHOU AESATENbHOCTHY, «MeHemxK-
MEHT.

1.5 OcobOenHoCTH peau3anuu AU CIUTIIAHBI
JlucrumirHa peaanu3yeTcsl Ha pyCCKOM SI3BIKE.

2 O0beM QM CHUILTHHBI (MOIYJIs1)

Bunbr padot dopma 00ydeHus
Ounas
Cemectp
1T
1 2 3
Jlexmn 34
ITpakTuueckue 3anstus (I113) 14

Cemunapckue 3anstus (C3) -

JlabopaTopnsie 3anstus (JI3) -

Koncynbranuu 4
CamocTosiTenbHas paboTa 20
Kypcosas pabora -
KoHtposibHas pabota +
Pedepar -
JnbdepennmpoBaHHbIif 3a4eT +
DK3aMeH -

Bcero gacos: 72




3 Conep:xanue IMCHUAIIMHBI (MOIYJIs1)

3.1 Pa3geJibl JUCUMIIVIMHBI U BUABI 3AaHATUHN (TEeMAaTHYECKUM MJIAH 3aHIATHI)

3aHATHA CCMHHAPCKOI'O THUIIA

3aHaTus
CamocrosiTenpHas
Ne JIEKIIMOHHOT' O JlaGopatopHsbie dopmupyemble
Mopynu, Tembl (pa3aenbl) AUCIUTUTHHBI CemuHapbl U/UIU pabora,
n/a THIIA paboTel W/Umu KOMIIETEHIINHU
[IpakTuueckue 3a- (akam.gac),
(akajm.gac) [IpakTuKymbl
HATUS (aKaJ1.4ac)
(akajm.gac)
1 2 3 4 5 6 7
1 JIOKyMEHTHpPOBAHHUE YIIPABICHUECKON EITEIbHOCTH 24 8 - 10 OK-1; OK-2;
OK-3; OK-4;
OK-6;
OK-12
2 Opranwusaiyst paboThl ¢ TOKyMEHTAMH 10 6 - 10 OK-1; OK-2;
OK-3; OK-4;
OK-6;
OK-12
Hroro 34 14 - 20




3.2 3aHATHA JEeKIHOHHOI0 THIIA

/o

Ne paznena
TUCIUILINHEI

o1
HaunmenoBanue 3ausatuii

O0BeM B akajg.uyacax

BCETO

B TOM YHCIIC, B
WUHHOBAILIMOHHON

dbopme

Pazoen 1
Jloxymenmuposa-
Hue ynpaeienye-
CKOU 0esimelbHO-
cmu

Beeoenue.

[Tpenmer, nenu U 3aJa4u AUCUUIUIMHBL U €€ MEXKIIPEAMETHBIE CBSA3H C APYTUMHU JTUCHUILIHU-
Hamu. VIcTopust pa3BUTHS JOKYMEHTAIIMOHHOTO obOecrieueHus yrpaiieHus. OCHOBHBIE MO-
HATHUS: TOKYMEHT, IOKyMEHTallMOHHOe o0ecrnieueHue ynpasinenus. Haznauenue ['ocymapcr-
BEHHOW CHCTEMBI JIOKyMEHTalMOHHOTO oOecneuenus ynpasienus (I'CHOY); tunosas un-
CTPYKIHS MO JIETOMPOU3BOJICTBY B (heJIepaabHBIX OpraHax MCIOJIHUTEIbHON BIACTH.

Lokymenmul u cnocodvl OOKYMEeHMUPOSAHUSL.

Ponp uHbopManuu B coumambHO-3KOHOMHUYECKUX Mpoueccax. denepanbHpiii 3akoH «O0
uHpopManuu, HHPOPMATH3ALUHU U 3aIuTe WHPopManuny. OyHKIUKA TOKyMEHTOB. J[oky-
MEHTHPOBaHUE: OCHOBHBIE criocoObl. Kitaccudukanus u BuAbl JOKyMEHTOB. BiusiHue Hayy-
HO-TEXHMUYECKOT'0 IIporpecca Ha JOKYMEHT U JoKyMeHTupoBaHue. OenepanbHeblii 3akoH «O0
JIEKTPOHHOU NOJITUCH.

Yuugurayua u cmanoapmuzayus ookymenmos. Cucmemobl OOKyMEHMAYUU.
O6mepoccuiickue knaccudukaropsl (OKY /], OKITIO, OKOHX, OKYH), ux kparkas xa-
pakTepucTHKa. Y HU(DUKANNS U CTAaHIAAPTH3AIMS TOKYMEHTAUN: ToHsITHE. CHCTEMBI TOKY-
MEHTAIINH: IOHSATHE, TPU3HAKUA. MeXOTpacieBble CUCTEMBI TOKYMEHTAUU. Y HUPHUITPO-
BaHHAas CUCTeMa JOKyMeHTaIuu: mousatue. CoctaB yHU(PHUITMPOBAHHBIX CHCTEM JIOKYMEHTA-
[IUU: OPTaHU3AIMOHHO-PACTIOPSIIUTEIbHAS, OTYETHO-CTATUCTHYECKAsl, IEPBUYHAS, YUETHAS,
¢duHaHcoBas u Jp. ['ocynapcTBeHHBIC CTaHAAPTHI HA YHH(DHIIMPOBAHHBIC CUCTEMBI JIOKY-
MEHTAIIIH.

Pexesuzumut u 61anxu 0okymenmos.

PexBusur, popmynsp 10KyMeHTa, TUIIOBOH (hopMyIsip, popmyisp-oopaser, Tabens popm
JOKYMEHTOB, alb00M (hopM YHUDHUIIMPOBAHHBIX TOKYMEHTOB: TIOHSTHE, XapaKTEPUCTHKA.
ITpaBuia opopmiieHHsI peKBU3UTOB OJIAHKA M UX PACIIONIOKEHHE HAa CTaHJIapTHOM (dopmare

' B ciyuae npumenenus D0 u JJOT mocie HAMMEHOBAHHS 3aHATHS CTABUTCS 3BE3J0UKA «*» C yKa3aHMEM MECTa IPOBECHHs 3aHaTHs: (A) — B ayauTopui, (O) — OHIAIH 3aHATHE B

OHOC.




Oymaru, pazmepsl moseil. @opmynsap-o0paser] rpynisl JOKyMEHTOB, IPUHAIISKAIIUX K O~
Holi cucteme. [IpoekTupoBanue 6JIaHKOB TOKYMEHTOB opranu3amnuu. Cocras, oopMIICHHE,
U3rOTOBJICHHE. XpaHeHHE OJaHKOB OpraHu3anuu. biaHk ToKyMeHTa: MOHATHE, HA3HAUYCHUE,
BHJIbI OJTaHKOB (00IIMIA O1aHK, OJIAaHK MUChMAa, OJIAHK KOHKPETHOTO BUJA JOKYMEHTa (Kpome
nuceMa). CocTtaB, 0pOpMIICHHE PEKBU3UTOB OJIaHKA.

Opeanu3ayuoHHo-pacnopsaoumenbHas O0KyMeHmayusl.
Opranu3anroHHO-PaCTIOPAIUTEIbHBIC TOKYMEHTHI: MIOHATHE, KIIacCH(pHUKaNs, Ha3HAYCHHE.
OpranuzanvoHHbIe JOKYMEHTBI: TOHITHE, BUbI, XapaKTEPUCTUKA, TpeboBaHUs K odopmiie-
HUIO, c(hepa MpUMEHEeHHUs. 3aKperyIeHne PAaBOBOT0 CTaTyca YUPEXKICHHS B YCTAaBE HIIH 110-
JIOKeHUH, uX oopmiieHue. XapakTepucTuka, 0COOEHHOCTH OPOPMIICHHUS U OPSAOK YT-
BEPKACHUS UHCTPYKIIUH, MPaBHII, CTPYKTYPBI U IITATHON YUCIIEHHOCTH, IITATHOTO Paciu-
CaHMs OpraHU3aIiH.

Pacnopsaoumenvnas doxymenmayus.
PacniopsimuTenbHble JOKYMEHTHI: TOHSATHE, BU/IbI, XapaKTEPUCTUKA, OCOOEHHOCTH odopmIie-
HUSI TOCTAHOBJICHUM, IPUKA30B 110 OCHOBHOM JEATEIbHOCTH, PACTIOPSIKCHUH, YKA3aHUM.

Cnpasouno-ungopmayuonnas 0OKyMeHmayusi.

CrnipaBouHO-UH(POPMAIIMOHHBIE JOKYMEHTHI: CIy>KE€OHbIE MIChbMa, CIIPABKH,
OOBSICHUTENIbHBIE U JIOKJIQJHbIE 3alIUCKU, IPOTOKOJIBI, aKThI, UX XapaKTEpPUCTHKA U COCTaB,
3HauUEHUE JIJIsl pEeLIeHHs ONIEPaTUBHBIX BOIPOCOB U 0OMeHa nHpopMalueil, 0cOOeHHOCTH
HOJTrOTOBKH, TpeOOBaHMs K OPOpMIICHHIO. THIIBI TJOKYMEHTOB: MOJIMHHUK, TyOJIUKaT, KO-
nusl, BBINKMCKA, UX Ha3HaYEHUE, MOPSI0K OQPOPMIICHHUS U BbIJIa4M KOMUH, TyOJIMKAaTOB U BbI-
IIMCOK JIOKYMEHTOB.

Hokymenmayus no 1uuHoMy cocmagy.

JlokyMeHTaIus 1o JUYHOMY COCTaBY: PE3IOME, 3asiBJICHHUE, TPYAOBOM 10T0OBOP, TPYLOBOE
corJalieHue, MpuKasbl o JMYHOMY COCTaBY, TPYI0Basi KHUXKKA, IMYHAS KAPTOUKA, XapaK-
TEPUCTHKA, TUYHOE JIE0, UX 3HAYCHHE B KaJPOBOH paboTe U JUIsl OTpaXKEHUS TPYAOBOM
JeSITeIbHOCTH pabOTHUKOB, TpeboBaHus k odopmienuro. [lopsinok opopmiieHns U BblIauH
KOIMIA, TyOJIMKAaTOB M BBIMHCOK JIOKYMEHTOB.




Paznen 2
Opeanuszayus pa-
bomol ¢ OOKyMeH-

mamu

Opeanuzayus 0okymenmoooopoma. Opeanuzayus pecucmpayui U KOHMpoib UCNOTHEHUs
O0OKYMEHMO8.

Cayx06a JIOY B opranu3zanusx: Ha3Ha4eHUE, 3a/1a4d, QyHKIUHU. JIOKyMEeHTOOOOPOT: MOHSI-
THE, O0IIME MPUHIUITH OPTaHU3AIHUU JOKYMEHTO000pOTa, €ro CTPYKTYpa, HEOOX0IMMOCTh
ydera o0bemMa JOKyMeHToo00poTa. HopMaTHBHEIE TOKYMEHTHI, pETJIaMEHTHPYIOIIHUE Opra-
HU3AIHMIO IOKYMEHTO00O0poTa. Perucrpanus JOKyMEHTOB: ONpeIeICHNe, I , 3a1a4H,
MecTa PeruCTPallK PA3IMYHbIX KaTeropuil TOKyMeHTOB. CHCTEMbI U POPMBI PErUCTPALIKH.
KoHTpoJbh HCIIOTHEHUST JOKYMEHTOB: MTOHATHE, 3HAYCHUE, BUIIBL. [[pUHITUITBEI OpraHu3anun
KOHTPOJISI, CDOKU MCIOJHEHHSI JJOKYMEHTOB.

Opeanuzayus onepamueHo20o XpaneHus, NOUCKa u nepeoayu OOKYMeHmMos 8 apxus.
Homenknarypa nen: nonstue. 3HaueHHEe HOMEHKIIATYPBI T IS KITaCCU(PUKAINH JOKY-
MEHTOB, OIIEPATUBHOI'O XpPaHEHHsI U UX IPEAAPXUBHONM MOArOTOBKU. Buabl HOMEHKIIATYpPbI
e, TIOPSIOK COCTaBJIeHuUs, 0(hOpMIIEHUS, YTBEpKIeHHsI 1 ipuMeHeHus. [lopsanok Gpopmu-
poBanus jen. Opranu3anus XpaHeHUs! UCIIOJHEHHBIX T0KyMeHTOB. OCHOBHBIE 3Tallbl Iiepe
Jlauy JOKYMEHTOB B apXMB WJIM HA YHUYTOXKEHHE. DKCIIEPTH3a LIEHHOCTH IOKYMEHTOB: 10-
HATHE, Ha3HAYCHME, 3Tanbl IpoBeeHus. [lepedHn JOKyMEHTOB: UX BHJIbl, HA3HAUCHHE.
TpeboBanust kK 0pOpMIIEHUIO J€]1 TOCTOSTHHOTO, BpEMEHHOT'O CPOKOB XpaHEHHS U 110 JINY-
HOMY COCTaBY.

Asmomamuzayusi npoyeccos OOKYMeHmMayuoHH020 obecnedenus ynpasieHus.
KomneroTepusanus 10KyMEHTallMOHHOTO 00eCTIeYeH sl YITPaBICHUS: 3HAUEHUE, TEPCTIEKTH-
BbI pa3BUTHA. Hcnonp3oBanne NEPCOHATIBHBIX KOMITBIOTCPOB B OPraHu3aluu pa6OTI>I C 10-
kymeHTamMu. COCTaBHBIE YAaCTH KOMITBIOTEPHOTO JEIONPOU3BO/ICTBA: ABTOMATU3UPOBAHHBIN
cbop, oOpaboTka, XpaHEHHE JOKYMEHTAIINH, PEIOCTaBICHUE pa3HOOOpa3Hoi nHpopma-
[[UU. DIEKTPOHHAS [0YTa: TUIIBI, XpaHEHHE JOKYMEHTOB B 3JIEKTPOHHOM mourte. MHpopma-
IMUOHHO-CITpaBOYHAaA pa60Ta B YCJIOBUAX MMPUMCHCHHA KOMITBIOTCPHBIX TEXHOJIOTHH.

HTOI'O

34




3.3 3aHATHS CEMHUHAPCKOI0 THIIA

10

O0BeM B akajg.gyacax

Ne Ne paznena . B TOM 4YHCIIE, B
HammMenoBanue 3aHITHI .
n/n JVCLIATUTHHEI BCEr0 | MHHOBAI[MOHHOU
dbopme
Paspabomxa (npoexmuposanue) b1anka opeanuzayuu.
O3zHakoMJIeHHE ¢ BUaMH OJJaHKOB CITYy>K€OHBIX TOKYMEHTOB. PazpaboTka 651aHKOB OpraHu- 2 -
3anuu: o01ero, O1aHka MIcbMa, OJTaHKa KOHKPETHOTO JJOKYMEHTA.
Ogopmnenue pacnopsaoumenvHol OOKYMeHmMayuu.
OdopmieHne NpuKa3oB [0 OCHOBHOM AESITEIbHOCTH, PACHOPSKEHUH, YKa3aHUMH, BBIITUCOK 2 -
Pazoen 1 13 X, -

1 Oghopmnenue cnpagouHoO-uHGOPMAYUOHHOU OOKYMEHMAYUU.
Odopmrnenne cayKeOHbIX MHCEM, CIIPABOK, OOBSICHUTENBHBIX U TOKJIAIHBIX 3aUCOK, MPO- 2 -
TOKOJIOB, aKTOB.
Lokymenmul no npogeccuonanvbHol oesamenrbHOCM.
Odopmienune 10KyMEHTOB 110 TPO(PECCHOHATLHOM ACSITEIILHOCTUA HA OJIaHKaX YHUDHUITPO- ) i
BaHHOM ()OPMBI: aKTa O CIIUCAHUU MaTepHUaIbHbBIX LIEHHOCTEH, IOBEPEHHOCTH, HAKJIAIHOM,
cuera-(pakTypsbl.
Opeanuzayus pecucmpayuu, onepamueHo20 XpaHenusl, NOUCKa u nepeoayu 00KyMeHmo8 8
apxue u Ha YHUUmModiceHue.

2 Paszoen 2 Odopminenue perucTpallioHHbIX (GopM JOoKyMeHTOB. CoCTaBlIeHHE aKTa HA YHUUTOXKEHHE 2 )
NoKyMeHTOB. PopMHpoBaHUE 1€ U TOArOTOBKA UX K ApXUBHOMY XPaHEHHUIO.
Komnvromepuzayus doxymenmayuonnozo obecneuerus ynpagieHus.
OdopmiteHre OCHOBHBIX BHJIOB OPTaHU3aIIMOHHO-PACTIOPSIUTEIHHON TOKYMEHTAIINHN TIPE/I- 4 4
NPUATHUS B 2JIEKTPOHHOM BUJIE.

HUTOIO 14 4

3.4 JlaGopaTopHbIe 3aHATHS

Y4eOHBIM MIIAHOM HE MPETyCMOTPEHO.
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4 IlepeyeHb y4eOHO-METOAMYECKOr0 oOecmevYeHHsl JJIA CAMOCTOSITE Ib-
HOI padoThl 00YYAKIIMXCS MO JUCHHUIINHE (MOTYJIIO)

1. JlokyMeHTallMOHHOE 00ecTeueHUEe YIIPABICHUS: METOAMUYECKUE YKA3aHUS
JUIsL  camocTosiTebHOM paboTel cryaeHtoB / ®I'AOY BO C®Y Toproso-
AKOHOMHUYECKUM MHCTUTYT; cocT. W.I1.JIenucoBa. — Kpacnosipck, 2017. — 30 c.

2. JIOKyMEHTaIlMOHHOE OO0EeCIedYeHHe YMPABICHUS: METOJAMYECKHE PEKO-
MEHJAIMU 10 TnpakTuueckum padoram / DIAOY BO COY Toproso-
sKOHOMUYECKHU UHCTUTYT; cocT. W.I1./lenucoBa. — Kpacnosipck, 2017. — 22 c.

5 ®oHa OLEHOYHBIX CPEACTB /JJIfl NMPOBeJAeHHs] NMPOMEKYTOYHOIl aTTe-
CTaluHu

B cooTBercTBHM € y4eOHBIM IJIAHOM, (POPMOM UTOTOBOTO KOHTPOJIS MO JHUC-
mUIUIMHE «JloKyMeHTalmoHHOEe oOecrieueHue ynpasieHUs» siBiseTcs nuddepen-
LIUPOBAaHHBIN 3aYET.

Ilenpro 3auera SABJIAETCA IPOBEPKA YCBOEHHUs CTYIAEHTAMH TEOPETUYECKOTO
MaTepuaja 1o TeMaM Kypca, TOTOBHOCTU IIPUMEHUTH 3TH 3HAHWUS U YMEHUA B CO-
OTBETCTBUU C U30paHHON NMHU NPO(ECCUOHATIBHON AE€ATENbHOCTBIO.

3aueT Mo NUCUUIUIMHE «JlOKyMEHTallMOHHOE OOECHEeUYEeHUE YIPABICHUSI
MOXET IIPOBOJUTHCH:

- B NUCBMEHHOH (hopMe — B BHJI€ MMCbMEHHOTO OTBETA CTYJ€HTA COTJIACHO IPei-
JIO’KEHHOMY 3aJ1aHMUIO,
- B IMCbMEHHOU opMe — B BUJE TECTUPOBAHUS.

Kpumepuu oyenusanus:

«OTJIHYHO» CTaBUTCS, €CIU J1aH IOJIHBIA, PA3BEPHYTHIA OTBET HA NOCTAaB-
JICHHBIH BOIPOC; MOKa3aHa COBOKYIHOCTh OCO3HAHHBIX 3HAHUN 00 00BEKTE U3yue-
HUS, JOKa3aTEeIbHO PACKPHIThl OCHOBHBIE MOJIOKEHHSI (CBOOOIHO ONEpUpPYET MO-
HATUSIMU, TEPMHHAMU, TEPCOHAIMSAMHU U JIp.); B OTBETE OTCIEKHUBACTCS YeTKas
CTPYKTYpa, BBICTPOCHHAs B JIOTUYECKOU IOCIIENOBATENILHOCTH; OTBET U3JIOXKEH JIH-
TEpaTypHbIM I'PAMOTHBIM S3BIKOM; Ha BO3HHMKILIHE BOIPOCHI MPENOAaBaTENs CTY-
JICHT J1aBajl YETKHUE, KOHKPETHBIE OTBETHI, IIOKA3bIBasi YMEHHUE BBIIECIATH CYIECT-
BEHHBIE U HECYIIIECTBEHHBIE MOMEHTBI MATEPHAJIA.

«XO0po1Io» CTaBUTCS, €CIU JaH IIOJHBbIMA, Pa3BEPHYTHIM OTBET Ha IOCTAB-
JIEHHBIM BOIIPOC, MOKA3aHO YMEHHE BBIIEIATH CYIIECTBEHHBIE U HECYIICCTBCHHbIC
MOMEHTBI MaTepHUana; OTBET YETKO CTPYKTYPHUPOBAH, BEICTPOEH B JIOTUYECKOU I1O-
CJIEI0BATEIbHOCTH, U3JI0KEH JUTEPATYPHBIM I'PAMOTHBIM SA3BIKOM; OJHAKO ObLIH
JONYILIEHbl HETOYHOCTH B ONPEACICHUMN MOHATHI, NEPCOHAINM, TEPMUHOB, JaT U
Ap.

«Y10BJIETBOPHUTEIBHO» CTAaBUTCS, €CIIM JaH HEIOJIHBIM OTBET HA ITOCTaB-
JICHHBIM BOIIPOC, JIOTHKA U IIOCIEA0BATEIBbHOCTh M3JI0KEHUS MMEIOT HEKOTOPbIE
HapyIICHUs, TOMYIIEHbl HECYILIECTBEHHBIE OUIMOKHN B M3JI0KEHUH TEOPETUUYECKOTO
MaTepuaiga U ynoTpeOJeHHUH TEPMUHOB, NEPCOHANNIA; B OTBETE HE NMPUCYTCTBYIOT
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J0Ka3aTeNbHbIE BBIBOJIbI; COOPMHUPOBAHHOCTh YMEHMI MOKa3aHa ciiabo, pedb He-
rpaMOTHas.

«Heyn0B1€TBOPUTEIbHO» CTABUTCS, €CJIM JIJaH HEMOJIHBIN OTBET HA IO-
CTaBJICHHBIN BOIPOC, JIOTHUKA U MOCIEI0BATEIbHOCTh U3JI0KEHUSI UMEIOT CYIIECT-
BEHHbIC HAPYIICHUS, JOIYIICHBI CYIlIECTBEHHbIE OIMOKH B TEOPETUUECKOM MaTe-
puaie (paxrax, MOHATUAX, IEPCOHATMAX ); B OTBETE€ OTCYTCTBYIOT BBIBOIbI, CPOP-
MHUPOBaHHOCTh YMEHUI HE MTOKa3aHa, pedb HerpaMOTHasl.

[Ipu mpoBeneHnn 3auera ¢ UCHOIb30BaHUEM 0a3 TECTOBBIX MaTEPHUATIOB IO
KypCY PEKOMEHJIYETCsI UCIOJIb30BaTh CIEAYIOIINE KPUTEPUU OLICHUBAHUS 3HAHUN
CTYJEHTOB:

YPOBEHb 3HaHHUU CTYJICHTOB

Onenka

OTanyHO Xopouo Y 10BII. Heynos.

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

6 IlepeyeHb OCHOBHOI U IONOJHHUTEJIbHON Y4e0OHOI JIUTEPATYPbI, HEOO0-
XOAUMOH /IVIsl OCBOCHM S JUCHUILIMHBI (MOIYJIs1)

OcHosHnas numepamypa

1. JoxyMeHTalluoHHOE oOOecledYeHUe yMpaBjieHus: YueOHOe TOCo-
oue/I'maguitE.B. - M.: U1l PUOP, HUL] UHD®PA-M, 2016. - 249 c.: 60x90 1/16. -
(ITpodeccuonansuoe obpazonanue) (Ilepernér) ISBN 978-5-369-01042-6 Pexum
noctymna: http://znanium.com/catalog.php?bookinfo=468335

2. beikoBa, T. A. JlokymMmeHTalMOHHOE OOECIICUCHHE YIMpaBieHUs (Ie0-
npousBocTBO) [Tekcr] : yuebnoe mocodue / T. A. boikoBa, T. B. Ky3nernona, JI.
B. Cankuna ; mox o6mr. pen. T. B. Kysuenosoii.- Mocksa : UHOPA-M, 2017. -
304 C. Pexum JOCTyIA:
http://znanium.com/bookread2.php?book=762591

Jlononnumenvnas numepamypa

1. Ky3uenos, 1. H. JlokyMeHTallMOHHOE 0OeCieueHHEe YIPaBIEHUS U 110~
MPOU3BOJICTBO [TeKCT] : yueOHUK Jjisi OaKagaBpOB MO AIKOHOMUYECKUM CIIeHAITb-
HocTsim / W. H. Ky3nenoB.- Mocksa : FOpaiit, 2015. - 576 c.

2. JlokymeHTanmoHHOE obecrnieueHre yrpanieHus: YueoHoe nocooue / E.B.
['manpumii. - M.: U1 PUOP: HUILL Uudpa-M, 2013. - 249 c.: 60x90 1/16. - (Ilpodec-
cuoHasibHOEe oOpasoBanue). (mepermiet) ISBN 978-5-369-01042-6 Pexum gocryna:
http://znanium.com/catalog.php?bookinfo=304633

3. JloKyMeHTalMOHHOE 00eCTICUeHHE yIpaBiieHus [ DIeKTPOHHBIN pecypc] :
yuae0. mocobue / HoBocuO. roc. arpap. yH-T, JkoH. dak.; coct. C.I'. UepHoBa. —
HoBocubupck: 3omnortoir komoc, 2014. - 106 c. - Pexum pgocryma:
http://znanium.com/catalog.php?bookinfo=516760



http://znanium.com/catalog.php?bookinfo=468335
http://znanium.com/bookread2.php?book=762591
http://znanium.com/catalog.php?bookinfo=304633
http://znanium.com/catalog.php?bookinfo=516760
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Hopmamuenas numepamypa

1. ®3 «O6 undopmaiuu, uHGOpMaTU3AMKU U 3anuTe uHbopmarum» 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 JIOKYMCHTAIIUU.
YHuduupoBanHas cucTteMa OpraHU3alMOHHO-PACIOPAIUTEILHON JOKYMEHTa-
nuu. TpeOoBaHus K OQOpMIICHUIO IOKYMEHTOB». BBeneH BmepBbie, OT 3 Mapra
2003 1. No 65-CT. - 17 c.

AKypnanoi:
Jlemonmpoun3BoaCTBO
Cexperapckoe J1eo

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

http://www.edou.ru/ - LEeHTp KOMIETEHIMH IO  BOIpOcCaM
JIOKYMEHTAIMOHHOTO 00ECTICUCHHMSI YIIPABJICHUS U apXUBHOTO Jieja
http://delo-ved.ru/ - Bce 0 ACIONPOU3BOICTBE

8 Meroauyeckne YyKazaHusli IS OOyYAKOIIUXCHA IO OCBOCHHIO
AUCHUILIMHBI (MOIYJIs1)

VY4eOHblil nponecc no Kypcy «JokymMeHTaunoHHoe oOecrieueHue yrpasie-
HUS» TPOXOJUT IO KJIACCUYESCKOM I CpeaHMX YUYeOHBIX 3aBEIICHUN CXeMe: JICK-
IIUU, TTPAKTUYCCKUE 3aHATHS, CAMOCTOSTENbHAs paboTa CTYyICHTOB, MMPOMEXKYTOYU-
HbIE OPMBI KOHTPOJISI, 3a4€T (PK3aMEH ).

ITepBocTenieHHOE 3HAUeHHE B Y4eOHOM mpoliecce I 000k Ghopmbl 00Y-
YCHUS UTparoT Jexkyuu. Jlanaas ¢popma npenacrapiseT codboi nepeaaqay uHdopma-
MKW OT TpernojaBateis cTyAeHTaMm. JIekiuu UMEIOT BaKHEWIee 3HAYCHHUE IS
dhopMUpOBaHUS IIEIIOCTHOM CUCTEMBbI 3HAHUM CTYJICHTA M YCIICIIIHOW C/Iauy 3a4eTa.

Jlexunonnas opma paboThl MMO3BOJSET (HOPMHUPOBATH CUCTEMHBIE 3HAHMUS
CTYJEHTOB. B nekiusx BHUMaHUE yAENsIeTcsl 0CO00 CIIOKHBIM U HAMMEHEE OCBE-
IICHHBIM B YYCOHOU JTUTEpaType mpodaemMaM Kypca, ¢ KOTOPBIMH CaMOCTOSTEIIEHO
CIIPAaBUTBLCS CTYJEHTY, 3a4acTylo, KpaiiHe CIIO)KHO. B TedeHHe JEKIHMH CTyICHTY
PEKOMEHTyeTCS BECTH KOHCTICKTHBHBIC 3aITMCH, KOTOPHIC 3aKIF0YAIOTCS B KPATKOM
W3JI0KCHHUH KJTFOUYEBBIX MPOOJIEM OCBEIIACMOM TEMBI.

Ilpakmuueckue 3anamus CTPOSTCS 10 WHOMY TpuHIHAITY. OHH OPUEHTUPO-
BaHBI Ha OOJIBIITYIO B3aHMMOCBSI3b MPEMOABATENSA CO CTYICHTOM, IPH 3TOM aKIICHT
JIeNaeTCsl HA CaMOCTOSITENIbHYIO PabOTy CTYJEHTOB, KOTOPHIE MTPEABAPUTEIHLHO TO-
TOBUJIUCH TI0 3apaHee U3YyYEeHHBIM TEOPETHUYECKUM BOMPOCcaM (B XOJI¢ TPOBEICHUS
JCKIIMOHHBIX 3aHATHi). [IpakTudeckue 3aHaTHe — 3TO ocobas gopma TeKymien
MIPOBEPKHU 3HAHMI, YTO TIO3BOJIIET O0jiee OOBEKTUBHO OIEHUTH YPOBEHb MOJTO-
TOBJICHHOCTH CTYCHTOB.


http://www.edou.ru/
http://delo-ved.ru/
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[IpakTrueckue 3aHATUS CHCTEMATH3UPYIOT padOTy MO U3YUYEHHUIO KaxKIOU
TEMbl Ha OCHOBE JIEKIIMOHHOTO Marepuaia, MPOYUTAaHHOW Y4EOHOW M JIOTMOJIHU-
TEJIBHOU JIUTEpaTyphl, MO3BOJSAIOT POPMUPOBATH METOIOJIOTMYECKUE U TIPAKTUYE-
CKH€ HaBbIKU. B 3aBUCHMOCTH OT ypOBHS pabOThI CTY/IEHTOB U CTEIICHU BJIaICHUS
MaTepHaioM IO U3y4aeMOMY Kypcy Ha MPaKTUYECKHUX 3aHATHUSIX WHOTJA Mpenojaa-
BaTeJb OCYIIECTBIISET MOATAIMHYIO C/Iavy 3a4eTa B TEUEHUE CEMECTpa.

[ToaroToBKa K MPAKTUYECKUM 3aHSITHUSIM MPEATIONATacT CAMOCHOAMETbHYIO
padomy CTyIEHTOB, KOTOpasi HEBO3MOKHA 0€3 COBMECTHON AEATETbHOCTU MPETo-
JaBaTessl M CTYJCHTA Ha JIEKUUSAX U IpakTUdeckux 3aHsaTusx. Kpome Toro, cry-
JIEHT UMEET NIPaBO HAa MHAWBHUAYaJIbHbIE KOHCYJIBTALIMY MTPENOIaBATEIS B TEUCHUE
ceMecTpa.

JU1st caMoCTOATENBHOM pabOThI CTYIEHTOB BaKHO MCIIOJIb30BAHUE HE TOJIBKO
y4eOHBIX MOCOOuH 1Mo Kypey «JlokyMeHTallMoHHOE 00ecTieYeHUE yIIpaBICHUs», HO
¥ 0o01Iel TuTepaTypsl 0 CMEKHBIM AUCHUILIIMHAM, penojgaBaeMbiM B OCIIO, ta-
KuX Kak «MH(popMalmoHHbIE TEXHOJIOTHMH B MPOPECCHOHATIBLHON EATEIbHOCTH,
«OCHOBBI OyXTaJITEPCKOTO YUETa.

CamocTosTenbHas paboTa 1Mo IUCHUIUIMHE «/[oKyMeHTalnoHHOe obecreue-
HUE YIPaBJIEHUS» IMPelyCMaTpUBAET pa3BUTHE TPYIOJIO0Us, 100pPOCOBECTHOCTH,
HAaCTOMYHUBOCTH, YCHIUYUBOCTH, CAMOCTOSITENIBHOCTH, TBOPYECKOI'O MBIIUICHUS U
HEOPANHAPHOTO MOJX0/a CTYICHTOB K PEIICHUI0 YYEOHBIX 3a]a4, YTO COCTABIISET
OCHOBY OyAyIero mpogeCcCUOHaIbHOr0 POCTa.

ConepxaHue caMOCTOSITENIBHOM pabOThl CTyAeHTa Mo Kypcy «JlokymeHTa-
UOHHOE 00ECTIeUeHHE YIPABICHUS» 3aKITI0YAETCA:

- B IIOBTOPEHUH U JOTMOJHEHUHU TEKCTOB JIEKLIUIA MO TeMaM, OCBOCHHH CIIe-
AJIbHOW TEPMUHOJIOTHH, POPMYJIMPOBAHUN OCHOBHBIX BOMPOCOB IO TEMaM KYypcCa;

- B NOJATOTOBKE K MPAKTUYECKUM 3aAHIATUSAM (M3yUYEHHUU TEOPETUYECKOTO
MaTepuaia o TeMaM Kypca ¢ UCIIOIb30BaHUEM TEKCTA JICKUUH U PEKOMEHAYEMOMN
JUTEpaTyphl;

- B OCBOCHHUU YHU(DULMPOBAHHBIX MPUEMOB U METOJOB HANKCAHUS TPaB-
JIEHUYECKHUX JIOKYMEHTOB B COYETAHWHU C APYTMMHU HaBBIKAMH JOKYMEHTHUPOBAHMS
KaK 3ajiore ycrnexa Oynyiiei npodeccnoHaIbHON JesTeIbHOCTH;

- B U3YYEHUU OCHOBHOM U JOIOJHUTEIIBHOM JINTEPATYPHI;

- B COCTaBJICHMHU IIJITAHOB-OTBETOB, CTPYKTYPHO-JIOTUYECKUX CXEM, TaOJIULI.

CamocrosiTenbHas padboTa BJISETCS BaXXHOM UTOroBO# (hopMoid paboThI, MO-
3BOJISIIOIIEH OLEHUTH CITIOCOOHOCTH CTYEHTA.

B cooTBercTBUM € y4eOHBIM IJIaHOM, (JOPMON KOHTPOJIA MO JUCHUIUIMHE
«/lokymMeHTallmoHHOE OO€ecreueHrue ynpaBieHUus» A CTyJACHTOB sIBIAeTCS TuQ-
(dbepeHIMPOBAHHBIN 3aYeT.

Llens 3aueTa — MpoOBEpKa YPOBHS YCBOEHHUS CTyIEHTaMH y4eOHOTO mate-
puala, MpeaycCMOTPEHHOIO MPOrpaMMOii, 1 CIOCOOHOCTH aJaNTHPOBATh MOIy4EH-
HbIE 3HaHUA K MPO(ecCHOHATBHOMN 1eATEIbHOCTH B COBPEMEHHBIX YCIOBUSX.

3auer mnoO aucHUIUIMHE «JlOKyMEHTalMOHHOE 00ecredYeHHe YIPaBICHUS
MOJKET MPOBOJUTHCS B TEUEHHE YUEOHOTO CEMECTpA B CIEAYIOMHUX popMax:

v’ B BHJI€ TECTUPOBAHHUS 110 OCHOBHBIM TEMaM Kypca;
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v B NUCHMEHHOM Bujie (IIMCHbMEHHBIA OTBET CTYAEHTOB Ha MOCTABIEHHBIE
IpEeroaaBaTesieM BOPOCH! U 3a/1aHNs).

B xozae u3ydeHus AUCHIUIUINHBI 110 OTACTHHBIM TEMaM MOTYT TaKKe TIpUMe-
HATBHCS Takue (GOPMBI TEKYIIETO KOHTPOJIS KaK HaMMCaHUE CTYJICHTaMH KOHTPOJIb-
HBIX (CaMOCTOSITEIBLHBIX) pabOT; MOATOTOBKA JOKIAI0B (pedepaToB), Mpe3eHTaAIUMA
10 HanOoJIee MHTEPECHBIM BOIPOCAaM Kypca.

Buner CPC ®dopma KOHTPOJIS Cpoku CPC, uac
H3y4YEHUE TEOPETUYECKOTO TectupoBanue 1o IT cemectp 10
kypca (TO) pasnenam
pedepar, npe3enranus (P) 3acnymuBaHue JOK- IT cemectp 10
Ja10B U BBICTYIUICHUHI
Ha MPaKTHUYECKUX 3a-
HATHUSX

Htoro 20

9 IlepeyeHb HMH(MPOPMALMOHHBLIX TEXHOJOIMH, MCIOJb3yeMbIX MpPHU
OCYyILIeCTBJICHMH 00Pa30BaTeILHOIO Mpouecca no AMCHUILINHEe (MOAYJI10) (Ipu
HE00X0AUMOCTH)

9.1. IlepeyeHb HEOOXOAMMOI'0 POTrPAMMHOI0 O0ecIeYeHU s

— Onmnepanuonnas cucrema: Microsoft® Windows® Vista Business Russian
Upgrade Academic OPEN No Level Jlun ceptudukar 45676576, ot
02.07.2009, 6eccpoUHbBIi.

— Oducupiii maket: Microsoft® Office Professional Plus 2007 Russian Aca-
demic OPEN No Level - Jlun ceprudukar ceprucduxar 4316214, or
06.12.2007, 6eccpoUHBIil.

— AwntuBupyc: Kaspersky  Endpoint  Security Jluiy  ceptudukar
2462170522081649547546 ot 22.05.2017.

— 1C: npeanpustue 8.2 — JluuensnonHoe cornamenue 8922406, 9334111 ot
03.02.2015.

— Audit Expert 3 JIuig 17143N.

— Project Expert JIuigy PE6T11450N.

— Audit Expert 4 JIum 21157N.
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9.2 IlepeyeHb HE0OXOAUMBIX HHPOPMAIHMOHHBIX CIIPABOYHBIX CHCTEM

- DnexkTpoHHO-0MOMMoTeyHas cucreMa «COY» [DnekTpoHHBIN pecypc]: 6a-
3a JIAaHHBIX COJIEPKUT CBEJICHUS O BCEX BUJAX JIMTEPATYphl, OoCcTynaromen B GpoH
COY u Oubnuorek-naptHepoB. — Kpacnosapck, [2006]. — Pexum nocty-
na http://bik.sfu-kras.ru/

- DIeKTpoHHO-OubMMoTeyHas cucteMa M3narenbcTBa «Jlaub» [DieKTpoH-
HBI pecypc|: 0a3a NaHHBIX COJEPKUT KOJUIEKLIHIO KHUT, XypHaioB u BKP. —
Cankr-IletepOypr, [2011]. — Pexum nocryna: http://e.lanbook.com/

- OnekTpoHHO-O0uMOMoteunas cucrema ZNANIUM.COM (MH®PA-M)
[DneKTpOHHBIN pecypc]: 6a3a JaHHBIX COAEPKUT y4eOHbIC U HAYUHbIC U3TAHUS. —
Mockga, [2011]. — Pexum noctyna: http:// www.znanium.com/

- DnektponHas Oubnuoreka muccepraumii PI'b [Daextponnsiit pecypc]:
OB/l conepxut okono 800 ThIC. MOJHBIX TEKCTOB KAaHIWJATCKUX M JOKTOPCKUX
JMCCEpPTalMii Ha PYCCKOM SI3bIKE MO BCEM OTpacisM Hayk. — Mocksa, [1999]. —
Pexxum noctyma: http://diss.rsl.ru

- DNeKTpoHHO-O0nbIMoTeuHas cucrema elibrary [DnexkrponHnsiit pecypc]: 6a-
3a JAHHBIX COJIEPXKUT CBEJICHUS O HAYYHBIX MyOJIMKAIUAX HA PYCCKOM SI3BIKE. —
Mockaa, [2000]. — Pexxum nocrtyna: http://elibrary.ru/defaultx.asp

- DneKTpoHHO-0MOMMoTeuHas cucteMa «HanronanbHbii iudpoBoii pecypc
«PykoHT» [DneKTpoHHBIN pecypc]: 0a3a JaHHBIX COAEPKUT YueOHbIC U HAYYHBIC
u3aanus. — Mocksa, [2011]. — Pexxum gocryna: http://rucont.ru

- baza mannbix «OOmecTBeHHble U ryManuTapHbie Hayku / EASTVIEW»
[D5IeKTpOHHBIN pecypc]: 6a3a COAEPKUT NEPUOJNUYECKUE U3IaHUS IO OOIECTBEH-
HbIM U T'yMaHUTapHBIM HayKaM, >KypHaJIbl IO BOIIpOcaM MEeJaroruku U oopa3oBa-
HUSL. — Mockaa, [2006]. - Pexum JOCTYTIA:
http://www.ebiblioteka.ru/newsearch/basic.jsp

10. MarepuajibHO-TeXHUYECKasA 0a3a, He0OX0oaMMAas JJs1 OCylIeCTBJIe-
HHUS 00Pa30BaTEIbLHOIO MPOLECCa MO AUCHUIINHE (MOLYJII0)

OCITIO pacnonaraer mMaTepuaabHO-TEXHUYECKONW 0a30ii, oOecneunBaroIei
MIPOBEICHUE BCEX BUJIOB JWCIUIUIMHAPHON W MEKIUCIMIUIMHAPHOW MOATOTOBKH,
MPaKTUYECKON M HAYYHO-HMCCIICIOBATEIBCKON pabOThI CTYICHTOB, IPEIYCMOTPCH-
HBIX YUCOHBIM IJIAHOM CITCIIHAJILHOCTH U COOTBETCTBYIOIICH JACHCTBYIOIIIMM CaHH-
TapHBIM U MMPOTHBOIMOKAPHBIM MPABHUJIaM U HOPMaM.

B ydeOGHOM mpoliecce Mo IUCHUTUIMHE IS MMPOBEACHUS 3aHATHI JICKIIMOH-
HOTO THIIA, 3aHITHH CEMHUHAPCKOTO THUIIA, TPYNIOBBIX W HWHIWBHIYAIbHBIX KOH-
CyJbTallii, TEKYIIEr0 KOHTPOJS W MPOMEKYTOUHON aTTeCTalliyd HMCIOIb3YIOTCS
y4eOHbIE ayTMTOPUU B COOTBETCTBUM C PACTIICAHUEM 3aHATHIA.

JIJist 3aHATUI JIGKITMOHHOTO THUIA MCTOJIB3YIOTCS HAOOPHI JEMOHCTPAIIUOH-
HOTO 00OpynoBaHus (HOYTOYK, dKpaH, MPOEKTOP) U YIeOHO-HATISIIHBIE TTOCOOUS,
00ecCIeunBaIINe TEMAaTHIECKUE UIUTFOCTPAINH, COOTBETCTBYIOIINE padoyeil Mpo-
rpamMMe TuctiIuiiHbl. CrienuaabHble TTOMEIIEHNUS YKOMIUIEKTOBAHbBI CIIEIUaTu3H-


http://bik.sfu-kras.ru/
http://e.lanbook.com/
http://www.znanium.com/
http://diss.rsl.ru/
http://elibrary.ru/defaultx.asp
http://rucont.ru/
http://www.ebiblioteka.ru/newsearch/basic.jsp
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POBAHHON MEOENbI0 U TEXHWYECKUMHU CPEACTBAMHU OOYUEHHS, CIYXKAIIUMH IJis
npejacTaBiieHus yueOHOM nHpopMauu 00IbIIONH ayTUTOPHH.

[TomenieHus 1y1si CaMOCTOSITENIbHOM PaObOThI CTYIEHTOB OCHAIIIEHBI KOMITbIO-
TEPHON TEXHHKON C BO3MOXKHOCTBIO MOAKIIOUEHHUS K ceTh «HTepHeT» U AocTyma

B DJIGKTPOHHYIO HH(OPMaIMOHHO-00pa3oBaTelibHyl0 cpeay yHuBepcurtera (DU-
00).

Ne HaumenoBanue o0opyaoBan- | IlepeyeHb 000py10BaHUS M TEXHHYE-
I/l | HBIX Y4eOHbIX KA0OMHETOB, Jia- CKHX CPeJACTB 00y4eHust
OopaTopuii
1. | KabuHeT 10KyMeHTallMOHHOTO Cneunanu3upoBaHHas MeOelb, 1€MOH-
oOecrnieuenus ynpasienust Ne 836 | crpanimoHHOE 000pyI0BaHUE: TOCKA
ya. JInger Hpymmnackon, 31.2 yuebHas, kadeapa HaCTOIbHAs

400*600*500, skpaH HACTEHHO-
noTosiouHbIi 240%200, mpoekTop
Optoma DS211, noyrOyx HP Pavilion

dv6 Notebook PC.
2. | Komnerorepnsiii knacce Ne 632 Crneunanu3upoBaHHas MeO€elb, 1€MOH-
ya. JInger [pymmHckon, 31.2 CTpalMoOHHOE 000PY/IOBAHUE: JOCKA

ydeOHasl, SKpaH HaCTEHHO-TIOTOJIOYHBIH
Lumen 153*203, npoektop Optoma
DS211; nepcoHanbHbII KOMITBIOTEP
ROSCOM AMD?2 — 14 mur.
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[MPUJIOXXEHUE A

Hepequb eonpocos 0714 3a4ema no OMCI/}MI/UZMHQ

[

. IoHsTHS: JOKYMEHT, TOKYMEHTAIIMOHHOE 00ECTICUeHUE YIIPABJICHHUS.

DYHKIIUU JOKYMEHTOB, UX XapaKTePUCTUKA.

Ha3nauenue rocyjapcTBEHHOM CHCTEMbI JJOKYMEHTAIMOHHOT'O 00EeCTIeUeHHUSI

ynpasienus (I'CA0Y).

OcHoBHbIE cIOCOOBI TOKYyMEHTUPOBAHHSI.

Knaccudukanus 10KyMEHTOB.

Bubl 1OKyMEHTOB (TEKCTOBBIE U T.I1.).

Ob1epoccuiickue KIaccuPpUKaTOPbl, UX KpaTKas XapaKTepUCTHKA.

YHubukanus u CTaHaapTU3AIMS TOKyMEHTOB: TIOHSTHE.

[TonsrTust: pekBU3UT, GOpMYIIsIp JOKYMEHTA, TUIIOBOUN GopmyIsip, hGopmy-

Jsip-00paszerl.

10. ITpaBuna opopmiieHUs: peKBU3UTOB OJIaHKA.

11. bnank gOoKyMeHTa: MOHATUE, Ha3HAUYEHUE, BU/IbI OJJAHKOB.

12. Opranu3alilnOHHO-PACTIOPSIUTENbHBIE TOKYMEHTHI: IOHATHE, HA3HAUYEHUE,
OCHOBHBIE BU/IBI.

13. XapakTepucTHKa OpraHu3allMOHHBIX TOKYMEHTOB.

14. XapakreprucTuka paciopsiAUTENBHBIX TOKYMEHTOB.

15. XapakTepucTika crpaBoYHO-UHGOPMAITMOHHBIX TJOKYMEHTOB.

16. XapakreprucTrka JOKYMEHTALMHU 110 JINYHOMY COCTaBY.

17. Tunbl TOKYMEHTOB (MOJJTMHHUK, KOTIUS U T.11.).

18. IokyMeHTOOOOpOT: MOHATHE, 00IIKME MPUHIUITBI OPTaHU3AUU TOKYMEHTO-
000pOTa, €ro CTPYKTypa, HOPMATUBHBIE TIOKYMEHTHI, pEriIaMeHTHPYIOIIHE
OpraHu3aluio JOKYMEHTO000poTa.

19. Opranuzanus perucTpaiu J0KYMEHTOB: ONpeAeICHUE, 1IEJIH, 3a/1a4H,
(GopMBbI peructpanuu, uX JOCTOMHCTBA U HEAOCTATKH.

20. OcoOeHHOCTH PErUCTPAIMU BXOASIINX JOKYMEHTOB.

21. OcoOGEeHHOCTH PErUCTPAIIMHA UCXOISIINX JOKYMEHTOB.

22. OcoOeHHOCTH PErUCTPallMd BHYTPEHHUX TOKYMEHTOB.

23. KOHTpoJIb UCIIOJIHEHUSI JOKYMEHTOB: MOHSTUE, Ha3HAUYEHUE, BUJIbI, CPOKH
VCITOJIHEHHS.

24. Opraau3zanys OnepaTuBHOIO XPaHEHHUs IOKYMEHTOB.

25. HoMeHnkunarypa Jien: OHsITHE, 3HAaY€HHE, BUJIbI HOMEHKJIATYP, MOPSIO0K CO-
CTaBJICHUs, OPOPMIICHUSI, YTBEPHKICHUS U TIPUMEHEHUSI.

26. [Topsaok popMupoBaHUs Je.

27. llopsanok nepeaadr JOKYMEHTOB B apXHB MU Ha YHUUTO)KCHHE: OCHOBHBIC
JTarbI.

28. DKcrepTu3a LEHHOCTH JOKYMEHTOB: ITOHSATHE, HA3HAYEHHUE.

29. Cpoku XpaHEHHUS TOKYMEHTOB.

30. TpeboBanus k opopmieHuto aen. [IpaBuna opopmMaeHuss U COCTABICHHUS
onucu. [lopsaok nepenaun ei B apXus.

31. ApxuB: NOHATHE, HA3HAYCHUE, BU/IBI.

W N
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32. Komnbrorepuzanus JJOY.
33. DaeKTpOHHAs TI0YTA, TUIIBI CUCTEM JIEKTPOHHOM MOYTHI.
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