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1 Hesan u 3a1a4u M3y4YeHN s JUCUMTLTUHbBI

1.1 Heab npenogaBaHusi AMCIUATIIAHBI

[Iporpamma yueb6HOro Kypca «JlokymMeHTallmoHHOE oOeclieyeHue yrpaBiie-
HUS» MOJTOTOBJIEHA B COOTBETCTBUHU C TPEOOBAaHUSIMU TOCYAAPCTBEHHOIO 00pa3o-
BaTEJIBLHOTO CTaHJapTa cpeaHero npodeccuoHanbHoro odbpasoanus. I[Iporpamma
npeaHa3HavYeHa I CTYJEeHTOB O4YHOM (hopMbl 00yueHus crienranibHocTH 43.02.01
Opranuzarus o0cay>KUBaHUS B OOIIIECTBEHHOM MTUTAHUH.

JIoOKyMeHTaIlMOHHOEe 00eclieYeHre yNpaBieHHsI B CTPYKType obiernpodec-
CUOHAJBHBIX JUCIUIUIMH HAMNPABICHO HA OBJAJEHUE TEOPETUUECKUMH 3HAHUSIMU,
YMEHUSMHA W HAaBBIKAMU TMPAKTHUECKOW padOTHl B IMOJTHOM OO0BEME IO TEMaM,
PELYCMOTPEHHBIM y4€OHON POrpaMMON.

Ilenv oucuunaunoi:

- WU3y4YeHHUE BUJIOB O(UIIMATBHBIX JOKYMEHTOB U TPEOOBAHMI K UX COCTABJICHUIO
1 0(pOPMIICHUIO;

- OCBOCHHE MPaBUWJI OpraHU3alud pabOThl ¢ JOKYMEHTaMHU CIy>KObl JIOKYMEHTa-

IIUOHHOTO O0ECIICYCHHS YIIPABIICHUS;

pUOOpETeHNE HABBIKOB OPraHU3alluy paboT MO JIETOMPOU3BOJICTBEHHOMY

00CITy>KUBaHUIO;

OBJIaJICHUE MTPUEMAMH COBPEMEHHOIO JIETONPOU3BOJICTBRA.

1.2 3apaum u3y4eHusi AMCHUATIIHAHBI

K ocHOBHBIM 3amayamM WM3ydeHUs AMCIMIUIMHBI «JlOKyMEHTAIlMOHHOE o0ec-

TICYCHUE YIIPABIICHUS» OTHOCSATCS:

- (opmupoBaHHE y CTYACHTOB Kak OYIyIIMX CIEIHAIMCTOB TOTOBHOCTH K yd4a-
CTHIO B TOCYAapCTBCHHO-OOIIECTBEHHOM YIIPABJICHUU B CHUCTEME SKOHOMUKH,
KyJbTYPBI COIMATILHOTO B3aMMOJICHCTBUSI U KOMMYHUKAITUHU, Pa3BUTHUE CITOCOO-
HOCTH K TIOCTOSIHHOMY CaMOOOpa30BaHUIO U CAMOBOCITUTAHUIO;

- (opmupoBaHue conMaNIbHOW M TPO(EecCHOHATHFHON AKTUBHOCTH CTYJEHTOB,
JMYHOW OTBETCTBEHHOCTU 3a TMPECTHXX M JCIOBYIO PEIyTaIUio MPEIIPUITHS,
OepeKHOTO OTHOIIEHUS K €r0 UMYIIIECTBY;

- pa3BUTHE MO3HABATEIILHON JIEITEIbHOCTH, BOCIIUTAHUE KYJIBTYPhl U aKKypaTHO-
CTH B pabOTe CO CIY)KEOHBIMH JIOKYMEHTAMU;

- olecreuyeHre U OCYIIECTBIECHHWE KOHTPOJS 3a COOJIFOJCHUEM YCTaHOBJICHHBIX
TpeOOBAHMI HOPMATUBHBIX U TEXHOJOTHYECKHUX JOKYMECHTOB;

- (opmupoBaHHE HABBIKOB COCTABJICHHS W O(DOPMIICHUS TOKYMEHTOB IO OCHOB-
HBIM BHJIaM CBOEH Npo(eCCHOHANBLHOM JESITCIIBHOCTH, BEJECHUS JEJI0BOU Tepe-
TTUCKH.
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1.3 IlepeyeHb MIaHMPyeMbIX Pe3yJbTATOB O0y4YeHHMs MO JMCLHHUILINHE
(MoayJI10), COOTHECEHHBIX € INIAHUPYEMbIMHM pPe3yJIbTATAMH OCBOCHHUSI 00pa-
30BaTEJbHOU NMPOTrPaAMMbI

[Ipouecc m3ydeHHsl TUCUUIUIMHBI HamlpaBieH Ha (OPMUPOBAHUE CIIEAYIO-
MIMX KOMIETEHLINH:

[Tpouecc n3ydyeHust AUCUUIUIMHBI HAIIPaBJIEH Ha (OPMUPOBAHUE CIEIYIOIINX KOM-
HEeTEHINHN:

OK 1. IloHnMaTh CyIIHOCTh M COLMAJIbHYIO 3HAUMMOCTb CBOEH Oymyuieit
npodeccuu, MPOosIBISATH K HEW yCTONYMBBINA UHTEpEC.

OK 10. CoOmroaTe AeicTByOIIEE 3aKOHOAATEIBCTBO U 00s13aTENbHBIE TPE-
OOBaHMSI HOPMATUBHO-NPABOBBIX JOKYMEHTOB, a TAK)KEe TPEOOBAHMS CTaHAAPTOB U
UHBIX HOPMATUBHBIX JOKYyMEHTOB.

[1K 2.4. OcymecTBisaTh WHGOPMAIIMOHHOE O0ECIedeHre mporecca o0Cy-
YKUBAHUS B OPraHU3aLHUAX OOUIECTBEHHOTO MTUTAHUS.

B pe3ynbrate uzyueHuss AMCUUILIIMHBI CTYJEHT JTOJIKEH:
ymemy:

- o(hopMIIATH JOKYMEHTBI W/WIIK MPOBEPATH NPABUIBHOCTh O(hOPMIICHUS, XpaHe-
HUS U y4yeTa UX B COOTBETCTBUU C TPEOOBAHUSIMH CHCTEMBI JOKYMEHTAIL[HIOHHOTO
00ecIIeYeHHS;
3Hamb:

- LeNH, 3a/layd, Ha3HAueHHEe, CHUCTEMbl JIOKyMEHTALIMOHHOIO OOecreueHus
YIPABIICHHUS;

- cnocoObl cO3/1aHusl, (PYHKIIMU U KJIaCCU(PHUKALINIO JOKYMEHTOB;

- YHU(UUMPOBAHHBIE CUCTEMBI JOKYMEHTOB, ITpaBUjia UX COCTaBJICHUS;

- OpraHu3aluio padoT ¢ JOKYMEHTAMH, KOMIIBIOTEPU3AINIO TOKYMEHTAMOHHOTO
oOecrieueHus: yIpaBJICHHUS.

1.4 MecTo AuCHMIUINHBI (MOAYJIsl) B CTPYKTYype 00pa30BaTe/IbHON MPo-
rpamMMbl

Kypc «JlokymeHTalnmonHoe o0ecreyeHue yrnpaBiaeHus» OTHOCUTCS K o0ie-
npodeccruonabHbIM guctiuiuinaam (OI1.04), yctanapnuBaeT 6a30Bble 3HAHUS JJIs
OCBOEHUS CTEIUATbHBIX TUCITUTLINH.

«JlokymMeHTallMOHHOE OO0€CTeUYeHUE YIPABICHUS» HMMEET MEKAUCIUTLIN-
HapHbIE CBS3U C TAaKUMHU TPEAINICCTBYIOIIUMHU AUCIUIUIMHAMUA Y4€OHOrO IulaHa
cnenuanbHocTH, Kak «IIpaBoBoe obecnieueHre mpoPecCHOHATBHOMN ASSITEIIbHOCTI
U TIOCIICAYIONIMMHU JUCIMIUIMHAMHA Y49€OHOTO TUTaHa CHeIHalbHOCTH, Kak «Kowm-
MYHUKAIIMOHHO-UH(POPMAIIMOHHBIE TEXHOJIOTUH B MPO(HECCUOHATBHOU JACSATEIBHO-
cTm», «byxrantepcku yuer», « MEHEI)KMEHT U yIIPaBJIICHUE MIEPCOHATIOM B Opra-
HU3AIMIX 0OIECTBEHHOTO MUTAHUS.

1.5 OcobOeHHOCTH peau3anuu AU CIUTIIUHBI

JlucuumuirHa peaau3yeTcsl Ha pyCCKOM S3bIKE.



2 O0beM TMCIHUIIMHBI (MOTYJIA)

Buapl pabot ®dopma oOydeHus
Ounas
CemecTtp
10Y
A 1
Jlextun 28
[Tpaktuueckue 3austus (I13) 20
Cemunapckue 3auatus (C3) -
JlabopaTopHbie 3aHATHUS -
(13)
CamocrosiTenpHast paboTa 24
Kypcosas pabora -
KoHtposbHas pabora +
Pedepar -
3auer +
DK3aMeH -
Bcero yacos: 72




3 Conep:xanue IMCHUAINIAHBI (MOIYJIs1)

3.1 Pa3geJibl JUCUMIIVIMHBI U BUABI 3AHATUHN (TeMAaTHYeCKUM MJIAH 3aHIATHI)

3aHATHUSI CEMUHAPCKOTO TUIIA

3aHsaTus
CamocrosiTenbHast
Ne JIEKIIMOHHOT' O JlaGopatopHsbie dopmMmupyemsbie
Mopynu, Tembl (pa3aenbl) TUCIUTLUTHHBI CeMuHapbI u/unn pabora,
n/a THIIA ' paboTel W/Unu KOMIIETEHIINHU
paKkTU4ecKue 3a- (axan.yac),
(axanm.yac) [TpakTUKyMBbI
HATUS (aKaJ1.4ac)
(akam.gac)
1 2 3 4 5 6 7
1 JloKyMEHTHpOBaHUE YIPABICHUECKON AEATENEHOCTH 18 12 - OK-1;
OK-10;
[1K-2.4
2 Opranun3zanust paboThI C JOKYMEHTaMH 10 8 - OK-1;
OK-10;
[K-2.4
Hroro 28 20 - 24




3.2 3aHATHA JeKINOHHOT0 THIIA

/o

Ne paznena
TUCIUILINHEI

o1
HaunmenoBanue 3ausatuii

O0BeM B akajg.uyacax

BCETO

B TOM YHCIIC, B
WHHOBAILIMOHHON

dbopme

Pazoen 1
Jlokymenmuposa-
Hue ynpasienye-
CKOU OesimeibHO-
cmu

Bseoenue. Jlokymenmul u cnocodbl 00KYMEeHMUPOBAHUS.

[Tpenmer, nenu 1 3aJauu AUCUUIUIMHBL U €€ MEKIIPEAMETHBIE CBSA3H C APYTUMHU JTUCHUILIHU-
HaMmu. VcTopust pa3BUTHSI JOKYMEHTAIIMOHHOTO obOecrieueHus ynpasieHus. OCHOBHBIE TO-
HATHUS: JOKYMEHT, JOKYMEHTAIlMOHHOe oOecrieueHue yrpasienus. Hasnauenue ['ocynap-
CTBEHHOW CHCTEMBI JIOKYMEHTalMOHHOTO obOecneuenus ymnpasienus (I'CHOVY); tunosas
WHCTPYKIUS 1O JEJIONPOU3BOJICTBY B (hefiepaibHbIX OpraHax UCIOJIHUTEIbHON BIACTH.

Ponp mH(OpManuu B conmanbHO-3KOHOMUYECKHUX mporeccax. DexepanbHbiii 3akoH «O0
uHpopmanuy, nHGoOpMaTU3aLUU U 3aiuTe uHpopmauuny». OyHKIMU TOKyMEHTOB. J[oky-
MEHTHPOBAaHUE: OCHOBHBIE crtocoObl. Kitaccudukanus u BUIpl JOKYMEHTOB. Binsinue Hayd-
HO-TEXHUYECKOT0 Iporpecca Ha JOKyMEHT U JoKyMeHTHpoBaHue. PenepanabHblil 3akoH «O0
AIEKTPOHHOU MOJITHCHY.

Yuugpurayua u cmanoapmusayus doxymenmos. Cucmemovl OOKyMeHMAaAYUU.
O6mepoccutickue kinaccudpukaropsl (OKY I, OKIIO, OKOHX, OKYH), ux kpartkas xa-
pakTepucTUKa. YHUDUKAIMS U CTAHAAPTU3AINS JOKYMEHTAUU: oHsTHe. CUCTEMBI TOKY-
MEHTAIINH: IOHSATUE, TPU3HAKHA. MEKOTpaCIeBbIe CUCTEMBI JJOKYMEHTAIMH. Y HUDHUITUPO-
BaHHAas CUCTeMa JOKyMeHTaluu: nousatue. CoctaB yHUPHUIIMPOBAHHBIX CUCTEM JOKYMEHTA-
[IUU: OPTAaHU3AIMOHHO-PACTIOPSIUTEIbHAS, OTYCTHO-CTATUCTHUYECKAS, TICPBUYHAS, YICTHAS,
¢dbunaHcoBas u ap. ['ocynapcTBeHHbIE CTaHAAPTHI HA YHU(DUIIMPOBAHHBIE CHCTEMBI I0OKY-
MEHTAIIHH.

Pexeusumul u 6nanku 0oKymeHmos.

PexBuzut, popmynsip 1oKyMeHTa, TUIIOBOM GopMyJsip, popmyssp-odpasern, Tabens popm
JIOKYMEHTOB, alb00M (hopM YHUDHUIIMPOBAHHBIX TOKYMEHTOB: IOHATHE, XapaKTEPUCTHKA.
[TpaBuna opopmiieHHsI peKBU3UTOB OJIAHKA M UX PACIIONIOKEHHE Ha CTaHIapTHOM (opmare

' B ciryuae npumenenus D0 u JJOT mociie HAMMEHOBAHHS 3aHATHS CTABUTCA 3BE3J0UKA «*» C yKa3aHMEM MeCTa IpoBeeHHs 3aHsThs: (A) — B ayauropu, (O) — OHIAIH 3aHsATHE B

OHOC.




Oymarw, pazmepsl nojeit. DopMysp-o0paser rpymibl JOKyMEHTOB, MPUHAIEKAIIUX K O
Holi cucteme. [IpoekTupoBanue OJIaHKOB JOKYMEHTOB opraHu3amnuu. Coctas, opopMIICHHE,
U3rOTOBIICHHE. XpaHeHHE OJaHKOB OpraHu3aiuy. biank ToKyMeHTa: MOHATHE, HA3HAUYCHUE,
BHJIbI OJTaHKOB (00IIMIA O1aHK, OJIAaHK MUChMA, OJIAHK KOHKPETHOTO BUJA JOKYMEHTa (Kpome
nucema). CocTtaB, 0pOpMIICHHE PEKBHU3UTOB OJIaHKA.

Opeanu3ayuoHHo-pacnopsaoumenbHas 00KYMeHmayusl.
Opranu3anroHHO-PACTIOPAIUTEIbHBIC TJOKYMEHTHI: MIOHATHE, KIIacCH(pHUKaNs, Ha3HAYCHHE.
OpranuzanvoHHbIe JOKYMEHTBI: TOHITHE, BUJIbI, XapaKTEPUCTHKA, TpeOoBaHUs K oopmiie-
HUIO, chepa mpUMEHEeHH. 3aKperyIeHHEe IPaBOBOIO CTATyca YUPEKICHHUS B YCTaBE MIIU T10-
JIO’)KeHUH, UX oopmiieHue. XapakTepucTruka, 0COOEHHOCTH O(pOpMIIEHUS U TTOPSII0K
YTBEPXKJICHHSI HHCTPYKIIHMH, MPAaBUII, CTPYKTYPBI U IITATHOW YUCICHHOCTH, IITATHOTO pac-
MUCaHUs OPraHU3alNH.

Pacnopsaoumenvnas doxymenmayusi.
PacnopsimuTenbHble JOKYMEHTHI: TOHATHE, BU/IbI, XapaKTEPUCTUKA, 0COOEHHOCTH OhopmIe-
HUSI TOCTAHOBJICHUM, IPUKA30B 110 OCHOBHOM JEATEIbHOCTH, PACTIOPSIKCHUH, YKAa3aHUN.

Cnpasouno-ungopmayuonnas 00KyMeHmayusi.

CripaBo4HO-HH(OPMAIIIOHHBIE TOKYMEHTBI: CITy>K€OHbIE TUChMA, CIIPABKH,
OOBSICHUTEJIbHBIE U JIOKJIQHbIE 3alIUCKU, IIPOTOKOJIbI, AKThI, X XapaKTEPUCTUKA U COCTaB,
3HaUEHUE JJIsl pELICHHs ONIEPaTUBHBIX BOIPOCOB U 0OMeHa nHpopMalueil, 0COOEHHOCTU
HOJTrOTOBKH, TpeOOBaHMS K OpOpMIICHHIO. THIIbI TIOKYMEHTOB: MOJIMHHUK, TyOJIUKaT, KO-
nusl, BBIIKMCKA, UX Ha3HAYEHUE, MOPSI0K OQPOPMIICHHUS U BbIJIa4M KOMUH, TyOJIMKATOB U BbI-
IIMCOK JIOKYMEHTOB.

Hoxkymenmayus no 1uuHomy cocmagy.

JlokyMeHTanus 1o JUYHOMY COCTaBY: PE3IOME, 3asiBICHHE, TPYAOBOH 10T0OBOP, TPYLOBOE
corJalleHue, MpuKasbl o JMYHOMY COCTaBY, TPY10Basi KHUXKKA, IMYHAS KAPTOUKA, XapaK-
TEpUCTHKA, TUYHOE /110, UX 3HAYCHHE B KaJApOBOIl paboTe U Ui OTpaskeHHs TPYA0BOH
JeSITeIbHOCTH paOOTHUKOB, TpeOoBaHus K opopmieHuto. [lopsiiok opopmiieHns 1 Bbl1auu
KOMMA, TyOJIMKAaTOB M BBIMHCOK JIOKYMEHTOB.




Pasznen 2
Opeanuzayus pabo-
mol C OOKyMeHmaMM

Opzanusayus doxymenmoobopoma. Opeanusayus pecucmpayuil U KOHMpPOb UCHOHEHUs
O0OKYMEHMO8.

Cayx06a JIOY B opranu3zanusx: Ha3Ha4eHUE, 3a/1a4d, QyHKIUHU. JIOKyMEeHTOOOOPOT: MOHSI-
THE, O0IIIEe NPUHINIBI OPTraHU3aIMU JTOKYMEHTO000pOTa, €r0 CTPYKTYpa, HEOOXOAUMOCTD
ydeTa o0bemMa JOKyMeHTooO0opoTa. HopmaTuBHbBIE JOKYMEHTHI, periIaMEHTHPYIOIIUE Opra-
HHU3ALHUIO TOKYMEHT0000poTa. Perucrparus JOKyMEeHTOB: OnpeaeieHue, ey, 3a/1a4u, Me-
CTa PETUCTPALMU PA3TUYHBIX KATETOPH JOKYMEHTOB. CHcTeMBbI M (POPMBI pETUCTPALIHH.
KoHTposs ucnonHeHns JOKyMEHTOB: MTOHATHE, 3HAYCHUE, BUIBL. [I[pHHIIUIIBI OpraHu3aim
KOHTPOJIS,, CPOKU MCTIOIHEHHSI TOKYMEHTOB.

Opeanuzayus onepamueHo20 XpaneHus, NoUcKa u nepeoayu OOKyMeHmo8 6 apxue.
Homenknarypa nen: nonstue. 3HaueHUEe HOMEHKIIATYPBI eI ISl KITaCCU(PUKAIIIH JOKY-
MEHTOB, OIIEpaTUBHOI'0 XpPaHEHHs U UX NPEAapXUBHOM MOArOTOBKH. BUIbl HOMEHKIATYpPBHI
e, TIOPSIOK COCTaBJIeHuUs, 0(hOpMIICHUS, YTBEpKIeHHsI U ipuMeHenus. [lopsanok popmu-
poBanus jen. Opranu3anus XpaHeHUs! UCIIOJHEHHBIX 10KyMeHTOB. OCHOBHBIE 3Tallbl Iiepe-
Jlauy JOKYMEHTOB B apXUB WJIM HA YHUUTOXKEHHE. DKCIEPTU3a HEHHOCTHU JTIOKYMEHTOB: I10-
HATHE, Ha3HaYCHMeE, 3Tanbl IpoBeeHus. [lepeuHn JOKyMEHTOB: UX BH/Ibl, HA3HAYCHHUE.
TpeboBanus K 0(OPMIICHUIO JIE]T TOCTOSTHHOTO, BPEMEHHOT'O CPOKOB XPaHEHHS U 110 JINY-
HOMY COCTaBYy.

Aemomamuzayus npoyeccos OOKYMEeHMAayUOHHO20 obecnedenus ynpasieHus.
KomneroTepusaius 10KyMEHTAIIHOHHOTO 00eCTIeueHHs YIIPaBICHUS: 3HAUCHUE, TIEPCIIEKTH-
BbI pa3BUTHA. HWcnonp3oBanne NEPCOHATIBHBIX KOMIIBIOTCPOB B OPraHu3aluu pa6OTI>I C O0-
kymeHTamMu. COCTaBHBIE YAaCTH KOMITBIOTEPHOTO JEJIONPOU3BO/ICTBA: ABTOMATU3UPOBAHHBIN
cbop, oOpaboTKa, XpaHEHHE JOKYMEHTAIINH, PEIOCTaBICHUE pa3HOOOpa3Hoi nHpopma-
Y. DIEKTPOHHAS [0YTa: TUIIBI, XpaHEHHE TOKYMEHTOB B 3JIEKTPOHHOI moute. MHpopMma-
IMUOHHO-CITpaBOYHaA pa60Ta B YCJIOBUAX MMPUMCHCHHU A KOMITBIOTCPHBIX TEXHOJIOTHH.

HTOI'O

28




3.3 3ansATHsI CEMUHAPCKOI0 THIA
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O0bBeM B akajg.uacax

Ne Ne paznena . B TOM YHCJIE, B
HaunmenoBanue 3anstuii .
n/m JUCIUTIAHBI BCEro | MHHOBALIMOHHOMN
dopme

Paspabomka (npoexmuposanue) oranxa opeanuzayuu.

O3HakoMIIEHHE C BHIaMH OJIAHKOB CITYy»KEOHBIX TOKyMEHTOB. Pa3zpaboTka 6J1aHKOB OpraHH- 2 -

3anuu: o0uiero, O1aHKa nucbMa, 6J1aHKa KOHKPETHOTO JOKYMEHTA.

Ogopmnenue pacnopsaoumenvHol OOKYMeHMAayUl.

OdopmineHne npuKka3oB MO OCHOBHOMU AESITENTbHOCTH, PaCOPSIKEHUH, YKa3aHUN, BBIMTUCOK 2 -

Pazoen 1 13 HUX. .
1 Ogopmaenue cnpasouHo-uHGOPMAYUOHHOU OOKYMEHMAYUL.

Odopmienue ciykeOHbIX MUCEM, CIIPABOK, OOBSICHUTENBHBIX U JOKJIAJAHBIX 3allUCOK, IIPO- 6 -

TOKOJIOB, aKTOB.

Hoxymenmoli no npogeccuonanbHoll OesmenbHOCmL.

OdopmineHne TOKyMEHTOB O MpodecCHOHABHOM IeATENbHOCTH Ha OJlaHKax yHU(UIUPO- ’ i

BaHHOU (POPMBI: aKTa O CIIMCAHUU MATEPUATBHBIX [IEHHOCTEH, JIOBEPCHHOCTH, HAKJIATHOM,

cuera-(pakTypsbl.

Opeanuzayus pecucmpayuu, onepamuHo20 XpaHenusl, NOUCKa u nepeoayu 0OKyMeHmo8 8

apxue u Ha YHUUmModiceHue.

Odopmnenue perucTpaioHHbIX (opM JoKyMeHTOB. COCTaBIeHHE aKTa HA YHUUTOXKECHHE 4 -

NOKyMeHTOB. DopMupOBaHKE /1€ U IOJrOTOBKA UX K apXUBHOMY XPaHEHHIO.

2 Pa3zoen 2

Komnwvromepusayus 0okymenmayuonno2o obecneyeHus ynpasieHus.

OdopmieHre OCHOBHBIX BHJIOB OPTaHU3AIIMOHHO-PACTIOPSAUTEILHON JOKYMEHTAIUH Mpe]I-

IIPUATHUS B SJIEKTPOHHOM BHJIE. 4 4
HUTOIo 20 4

3.4 JlaGopaTopHble 3aHATHA YUeOHBIM TJIAHOM HE TIPETYCMOTPEHO.
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4 IlepeyeHb y4eOHO-METOAUYECKOT0 ol0ecmevYeHHUs Il CAMOCTOSATE]b-
HOW padoThI 00y4aKOIIUXCH N0 JUCHUILIHHE (MOAYJII0)

1. JloxymeHTanmoHHOE OOecleueHre YMPaBICHUS: METOJUYECKUE YKa3aHUS
JUIsL caMoCToATeNbHOM padoThl cryaeHToB / ®I'AOY BO COY Toproso-
SKOHOMUYECKU UHCTUTYT; cocT. W.I1.JlenucoBa. — Kpacnosipck, 2017. — 30
C.

2. JlokyMeHTallMOHHOE o0ecleueHre yNpaBlICHU: METOUYECKUE PEKOMEH1a-
MU 10 TmpakTuueckum paboram / OI'AOY BO COY Toproso-
DKOHOMMYECKUN UHCTUTYT; cocT. M.I1.JlenucoBa. — Kpacnosipck, 2017. — 22
C.

S ®oHx OUEHOYHBIX CPEACTB /IS NMPOBEACHHUS NPOMEKYTOYHON arTe-
CTalMHU

B cootBeTcTBUM ¢ y4eOHBIM TUIAaHOM, (POPMOM HTOTOBOTO KOHTPOJIS IO
JTUCHUIUIMHE «J[oKyMeHTaIlmoHHOe 00eCIIeUeHHE YIIPABICHUS» SBIICTCS AUQ-
(dbepeHIIMPOBaHHBIN 3aYeT.

[{enpro 3auera ABJISIETCS IPOBEPKA YCBOEHUS CTYACHTAMHU TEOPETUYECKOTO
MaTepuasia 1o TeMaM Kypca, TOTOBHOCTH IIPUMEHHUTH 3THU 3HAHUS U YMEHUS B
COOTBETCTBUM C U30paHHON UMH MPOPECCUOHATBHOMN AESITENBHOCTHIO.

3ader no AUCHUIUIMHE «J{OKYMEHTAllMOHHOE 00ECIIEUEHHUE YIPABICHUSIM
MOKET MPOBOJAUTHCS:

- B NHUCbMEHHOW (hOpME — B BHUJIE€ NMUCBMEHHOI'O OTBETA CTYAEHTA COTJIACHO
MPEAJIOKEHHOMY 33JIaHUIO,
- B UCbMEHHOW (popMe — B BUJE TECTUPOBAHHUSI.

Kpumepuu oyenusanusi:

«OTJMYHO» CTABUTCS, €CJIN J1aH MOJIHBIA, Pa3BEPHYTHIM OTBET HA NOCTABJICH-
HBIM BOIIPOC; MOKa3aHa COBOKYITHOCTh OCO3HAHHBIX 3HAHUU 00 00BEKTE N3yUEeHUS,
JTIOKA3aTeJIbHO PACKPBITHI OCHOBHBIE MOJOKEHUSI (CBOOOJHO OMEPUPYET MOHATHSI-
MU, TEPMUHAMHU, IEPCOHATMUSAMU U JIp.); B OTBETE OTCJIECKUBACTCS YETKAsA CTPYKTY-
pa, BBICTPOEHHAS! B JIOTUYECKOW MOCIIEIOBATEIIBHOCTH; OTBET U3JI0KEH JIUTEpaATyp-
HBIM I'PaMOTHBIM SI3bIKOM; Ha BO3ZHUKILIKAE BOIIPOCHI MPENOJABATEINS CTYIEHT JaBall
YEeTKHE, KOHKPETHBbIE OTBETHI, MOKA3bIBasi YMEHHUE BBIJEIATH CYLIECTBEHHbIE U HE-
CYILLECTBEHHBIE MOMEHTBI MaTepHUaa.

«XO0po1o» CTaBUTCS, €CJIU JaH IOJHBIMA, PAa3BEPHYTHIA OTBET HA ITOCTABJICH-
HBIW BOITPOC, MOKa3aHO YMEHUE BBIJICIIATH CYIIECTBEHHBIE U HECYILIECTBEHHBIE MO-
MEHTBHl Marepuana; OTBET YETKO CTPYKTYPUPOBAH, BBICTPOECH B JIOTMYECKOU TO-
CJIEIOBATEILHOCTH, U3JI0KEH JIMTEPATYPHBIM T'PAMOTHBIM SI3BIKOM; OJTHAKO OBLIH
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AOMYIICHBI HCTOYHOCTU B OIIPCACIICHUHA HOHHTHﬁ, HepCOHaHHﬁ, TCPMHUHOB, 14T U
zp.

«Y10BJIETBOPHUTEJIBHO» CTAaBUTCS, €CIM JaH HEMOJHBIA OTBET HAa IOCTaB-
JIEHHBI BOIPOC, JIOTHMKA W IOCJIEI0BATEIbHOCTh U3JI0KEHHUSI UMEIOT HEKOTOPbIE
HapYIICHUS, TOMYIICHbl HECYIIECTBEHHBIE OLUINOKH B M3JI0KEHUH TEOPETUYECKOTO
MaTepuaia U ynoTpeOJIeHHH TEPMHUHOB, IEPCOHANIMI; B OTBETE€ HE MPUCYTCTBYIOT
J0Ka3aTeNbHbIE BBIBOJIBI;, COOPMUPOBAHHOCTh YMEHUMU MOKa3aHa ciabo, pedb He-
rpaMOTHas.

«HeynoB/1eTBOPHUTEJIBHO» CTABUTCS, €CJIM JJaH HETIOJIHBII OTBET Ha I1OCTaB-
JIEHHBIN BOIIPOC, JIOTHKA U IOCJIEI0BATEIbHOCTD U3JI0KEHUS UMEIOT CYLIECTBEH-
HbIE€ HapYIICHHUs], JOMYIIEHbI CYIIECTBEHHbIE OIIMOKH B TEOPETUUECKOM MaTepra-
ne (pakrax, MOHATUSIX, IEPCOHAMSAX ); B OTBETE OTCYTCTBYIOT BBIBOJIbI, CPOPMU-
POBaHHOCTh YMEHHUI HE MTOKa3aHa, pedb HErpaMOTHasl.

[Ipy mpoBeneHUH 3a4eTa C HUCIOJIb30BAaHUEM 0a3 TECTOBBIX MAaTEPUATIOB IO
KypCY PEKOMEHJIyeTCsl UCIOJIb30BaTh CIEAYIOIINE KPUTEPUN OLICHUBAHMS 3HAHUN
CTYZECHTOB:

YPOBGHI) 3HAHUU CTYyACHTOB

OneHka

OTauyHO Xopouo Y noBi1. Heynosi.

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

6 IlepeyeHb OCHOBHOW U IONOJHHUTEJbHON Y4e0HOH JIUTEPATYPbI, HEO0-
XOUMOH /IVIsl OCBOEHM S JUCHUILINHBI (MOIYJIs1)

OcHognas numepamypa

1. JloKyMEeHTallMOHHOE obecriedyeHue  YNpPaBJICHUS: VYuebHoe 1oco-
oue/I'mamuitE.B. - M.: U1 PUOP, HUL] UH®PA-M, 2016. - 249 c.: 60x90
1/16. - (IIpodeccuonanpHoe oOpazoBanme) (Ilepermér) ISBN 978-5-369-
01042-6 Pexxum noctyna: http://znanium.com/catalog.php?bookinfo=468335

2. beixoBa, T. A. JlokyMeHTallMOHHOE OOCCIIEUEHHE YIpaBICHUS (JICTOTPOU3-
BoJicTBO) [Tekcr] : yuebHoe mocobue / T. A. beikora, T. B. Ky3nenosa, JI. B.
Cankuna ; mon oo6m. pea. T. B. Ky3uenosoii.- Mocksa : UTHOPA-M, 2017. -
304 C. Pexum JOCTyTIA:
http://znanium.com/bookread2.php?book=762591



http://znanium.com/catalog.php?bookinfo=468335
http://znanium.com/bookread2.php?book=762591
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HononnumenvHnas rnumepamypa

Kysnuenos, U. H. [lokymeHTanimoHHOE OOecreueHue yrnpaBiIeHUs U JETIONpO-
u3BOACTBO [TekcT] : yueOHUK /i OakasaBpOB IO SKOHOMHUYECKHM CIEIIUATb-
Hoctsim / U. H. Ky3nenos.- Mockga : FOpaiit, 2015. - 576 c.
JlokymeHTallmoHHOe obecrieyeHune ynpasienus: YueoHoe nocooue / E.B. ['na-
muit. - M.: U1 PUOP: HUL| Uudpa-M, 2013. - 249 c.: 60x90 1/16. - (ITpodec-
cuoHalibHOE oOpazoBanue). (neperiet) [ISBN 978-5-369-01042-6 Pexum no-
ctymna: http://znanium.com/catalog.php?bookinfo=304633

JlokyMeHTaITMOHHOE 00eCTICUeHNE yIIpaBiIeHUs [ DIEKTPOHHBIN pecypc] : yueo.
nocobue / HoBocub. roc. arpap. yH-T, OkoH. (dak.; coct. C.I'. UepHora. — Ho-
BocuOMpck: 3ojorod  konoc, 2014. - 106 c. - Pexum pocryna:
http://znanium.com/catalog.php?bookinfo=516760

Hopmamuenas numepamypa

1. @3 «O6 undopmanuu, naGopMaTU3auu U 3ammre uHGopmarumu» Ne 24-
@3 ot 20.02.1995.

2. @3 «O06 snexrponHou 1udposoit moamucu» Ne 1-O3 ot 10.01.2002.

3. T'OCT P 6.30-2003 «YHuduimpoBaHHbIe CUCTEMbI JOKyMEHTAIIUU. Y HUDU-
LIMPOBAaHHAS CUCTEMa OPTraHU3aLMOHHO-PACIOPSAUTEILHON JOKYMEHTALINH.
TpeGoBanus Kk 0OpMIIEHUIO TOKYMEHTOBY». BBeneH BmepBwie, OT 3 mapra
2003 r. Ne 65-CT. - 17 c.

1. bacakoB M. U. JlenonpousBoAcTBO : [JlokyMeHTallUOHHOE 0OecTieYeHUE
yIpaBiieHus | : ydeOHUK AJid cped. npod. oopazosanus / M. U. bacakos, O. W.
3ambinkosa. - M3a. 9-e. - PoctoB H//l : ®enukc, 2009. - 376 c. - (Cpennee
npodeccruoHanbHOE 00pa3zoBanue) bubauorp.: ¢. 369-370.

Kypnanot:
JlenonpounsBoICcTBO

CexkpeTapckoe A€o

7 llepeveHb pecypcoB HHPOPMAUOHHO-TEJIEKOMMYHUKAIIMOHHON CeTH

«HTEpHET», HEOOXOAMMBIX /1151 OCBOCHUS M CIUTIIUHBI

http://www.edou.ru/ - HEHTp KOMIETEHUMH MO BOIPOCAM JIOKYMEHTALMOHHOIO

oOecrieueHus: yIpaBieHUs U apXUBHOTO JieJia
http://delo-ved.ru/ - Bce 0 1eI0MPOU3BOACTBE



http://znanium.com/catalog.php?bookinfo=304633
http://znanium.com/catalog.php?bookinfo=516760
http://www.edou.ru/
http://delo-ved.ru/
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8 Meroauyeckne yKazaHusi JIs1  O0y4YalOUIUXCH IO OCBOEHHUIO
TUCHHUILIAHBI (MOIYJIs1)

VY4ebnblii mporecc Mo kKypey «JloxkymeHnTanmoHHoe obOecrieueHue yrpaniie-
HUSD» TPOXOJUT MO KIACCUYECKOM I CpeAHUX Y4eOHBbIX 3aBEJICHUN CXeMe: JIeK-
UM, MPAKTUYECKUE 3aHATUSA, CAMOCTOSTENbHAs paboTa CTYJEHTOB, MPOMEKYTOY-
HbIE (DOPMBI KOHTPOJIS, 3a4eT (IK3aMEH).

[lepBocTenenHoe 3HaUe€HKE B y4eOHOM Tporiecce ajst Jr0oi Gopmbl 00yde-
HUS UTparoT iekyuu. Jlannas Ggopma npeacTaBiser coboit nepenady uHbopMauu
OT MpenojiaBaTens CTyAeHTaM. JIeKnu UMEIoT BaxkHeiee 3HaueHue st GopMu-
POBaHUS LIEJIOCTHOM CUCTEMBI 3HAHUM CTYJAECHTA U YCIIEITHOM C/Ia4d 3a4eTa.

JlexuuonHnasi opma pabOThl MO3BOJIIET POPMUPOBATH CUCTEMHBIC 3HAHMUS
CTYACHTOB. B nekuusax BHUMaHuE yaensercs 0co00 CII0KHBIM U HAaMEHEE OCBE-
IICHHBIM B Y4eOHOI1 tuTeparype npodiaemam Kypca, ¢ KOTOPBIMU CaMOCTOSITENIBHO
CHpPaBUTbCA CTYJCHTY, 3a4acTylo, KpailHe CJI0KHO. B TeueHue nekuuu CTyAeHTy
PEKOMEHIYETCSI BECTH KOHCIIEKTUBHBIE 3aIMCH, KOTOPBIE 3aKJIFOYAIOTCS B KPATKOM
U3JI0’)KEHUU KJIIOUEBBIX MPOOJIEM OCBEIIAEMOM TEMBI.

Ilpakmuueckue 3anamusa cTpoSTCA 0 UHOMY IpUHLIUITY. OHU OPUEHTUPO-
BaHbI Ha OOJIBIIYIO B3aMMOCBSI3b MPEMOABATENS CO CTYJAECHTOM, MPU 3TOM aKIICHT
JIeNaeTcsl Ha CaMOCTOSITEIbHYIO pad0Ty CTYACHTOB, KOTOPBIE MPEABAPUTEIHHO T'O-
TOBWJINCH TIO 3apaHee M3yuYeHHBIM TEOPETHUECKUM BOMpOcaM (B X0JI¢ POBEACHUS
JEKIIMOHHBIX 3aHATUM). [IpakTuueckue 3aHsTHE — 3TO ocolas popma Tekyiieu
MPOBEPKM 3HAHWM, YTO TO3BOJSIET O0jiee OOBEKTHBHO OIIEHUTH YPOBEHB MOJIO-
TOBJICHHOCTH CTYJICHTOB.

[IpakTHyeckue 3aHITUS CUCTEMATU3UPYIOT pabOTy MO M3YyUEHUIO KaKIOU
TEMbl Ha OCHOBE JICKIIMOHHOTO Marepuaia, MPOYUTAaHHOW Y4eOHOW M JIOTIOJIHU-
TEJIBLHOUW JIUTEPaTypPhl, MO3BOJISIOT POPMUPOBATH METOIOJIOTHUYECKUE U TPAKTHYE-
CKH€ HaBbIKU. B 3aBUCHMOCTH OT ypOBHS pabOThI CTYy/ICHTOB M CTEIICHU BJIaICHUS
MaTepHaioM M0 U3y4aeMOMY Kypcy Ha MPaKTUYECKHUX 3aHATHUSIX MHOTJA Mpenoaa-
BaTeJb OCYLIECTBIISET MO3TAIIHYIO C/layy 3ayeTa B TEUEHUE CEMECTpa.

[TonroroBka K MPakTUUECKUM 3aHATUSAM IPEINONIATAECT CAMOCHOAMENbHYIO
padomy CTYyJEHTOB, KOTOpasi HEBO3MOXHA 0€3 COBMECTHOM JEATEIbHOCTH MPEIo-
JaBaTeNisd M CTyJeHTa Ha JIEKIHUIX U MPaKTHUYECKUX 3aHaATusx. Kpome toro, cTy-
JICHT UMEET MPaBO Ha MHIWBUyaJbHbIC KOHCYJIBTALUU MPEMOIaBaTeNsl B TCUCHNE
cemecTpa.

Jlyis caMocToATeIbHON PaboThl CTYIEHTOB BaXKHO HCIIOJIb30BaHNE HE TOJIBKO
yueOHBIX TTocobuii o Kypey «JlokymeHTanmonHoe obecredeHne ynpaBieHus», HO
1 00111ei TUTepaTyphl IO CMEXHBIM IUCIUIUINHAM, npenoaaBaeMbeiM B OCIIO, Ta-
kux Kak «HbopmarmoHHble TEXHOJIOTHH B MPO()ECCHOHATBLHON JAeSATETLHOCTI,
«IIpaBoBoe obecrnieueHre MPoPECCHOHATBHOMN ACSITEIIBHOCTH.

CamocTosiTenbHast paboTta o AUCUUILINHE «J[OKyMeHTallMoHHOe obecreye-
HUE YIPaBJIEHUS» MpPEyCMAaTPUBAET pa3BUTHE TPYIOII00Us, T0OPOCOBECTHOCTH,
HAaCTOWYMBOCTH, YCUAUYMBOCTH, CAMOCTOSITEIbHOCTH, TBOPUYECKOIO MBILUICHUS U
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HEOPJIMHAPHOTO MOAXO0a CTYJACHTOB K PEIICHUIO YIeOHBIX 3a/1a4, YTO COCTABIISICT
OCHOBY OyyIiero npogeccuoHaIbHOTO POCTa.

CopnepkaHue CaMOCTOSITENIBHONW pabOThI CTyJIEHTa MO Kypcy «JlokymeHTa-
IIMOHHOE 00ECIIeUeHUE YIIPABICHUSD» 3aKITI0YACTCS:

- B MOBTOPEHUU U JOTIOJHEHUHM TEKCTOB JICKIIMH IO TeMaM, OCBOCHHH CIIe-
ATBHON TEPMUHOJIOTHH, POPMYTUPOBAHUU OCHOBHBIX BOIIPOCOB IO TEMaM Kypca;

- B MOJATOTOBKE K MPAKTUYCCKUM 3aHATUSAM (M3YYCHHH TEOPETUYECKOTO Ma-
Tepuaja 1Mo TeMaM Kypca ¢ HCIOJIb30BaHHUEM TEKCTa JEKIUH M PEKOMEHIyeMOn
JUTEPATYPHI;

- B OCBOCHHMH YHU(DHUIIMPOBAHHBIX MIPUEMOB U METOJIOB HAIKMCAHUS TPABIICH-
YECKUX JOKYMEHTOB B COYETAHHH C JAPYTMMH HaBBIKAMH JTOKYMEHTHPOBAHUS Kak
3ajore ycrnexa Oyaymiei mpoecCHOHaIbHON AesITeIbHOCTH;

- B U3YYCHUU OCHOBHOU U JIOTIOJTHUTEIILHOMN JIUTEPATYPHI;

- B COCTaBJICHUH IJIAHOB-OTBETOB, CTPYKTYPHO-JIOTHYECKUX CXEM, TAOJIHII.

CamocrosiTenbHasi paboTa SBISETCS BaKHOW HWTOTOBOM (hopmoil padoThI,
MO3BOJISIOIIEH OLIEHUTh CIIOCOOHOCTH CTYJIEHTA.

B cooTBercTBUM C yueOHBIM TUTAHOM, (POPMOI KOHTPOJISL MO JAUCIUIUIMHE
«JlokyMeHTalmoHHOE 00O€eCIeueHrEe YNpaBIeHUs» JJisd CTYJEHTOB SIBISETCS AUQ-
(bepeHIIMpOBaHHbBIN 3a4eT.

[{enp 3auera — mpoBepKa YPOBHS YCBOCHUSI CTY/IEHTaMHU Y4eOHOTO MaTepu-
aJjia, IpeIyCMOTPEHHOTO IPOrPaMMOM, U CTOCOOHOCTH aaNTUPOBATh MOTyYCHHBIC
3HAaHHS K TPO(PECCHOHATLHOM IESITEIBHOCTH B COBPEMEHHBIX YCIIOBHSIX.

3ader MO AWCHUILUIMHE «J[OKYMEHTAIIMOHHOE OOCCICUYCHHE YIIPABICHUS
MOXET MPOBOJUTHCS B TEUCHHE YU4EOHOTO CEMECTpa B CICAYIOMINX (opmax:

v’ B BHJIE TECTUPOBAHMS 110 OCHOBHBEIM T€MaM Kypca;
v B IIMCbMEHHOM BHJIE (IMCHMEHHBIM OTBET CTYAEHTOB Ha IOCTAaBJIEHHBIE TIPe-

Mo/IaBaTeJIeM BOIIPOCHI U 3aJJaHus).

B xone u3ydenusi TUCIUIIIMHBI TIO OT/ACJIbHBIM TeMaM MOTYT Tak)Ke MpumMe-
HATHCSA Takue (POPMBI TEKYIIETO KOHTPOJISI KaK HAIMUCAHUE CTYJEHTAMU KOHTPOJIb-
HBIX (CaMOCTOSATENBHBIX) PabOT; MOATOTOBKA MOKIAA0B (pedepaToB), Mpe3eHTAINI
1o HanboJIee MHTEPECHBIM BOMIPOCaM Kypca.

Buner CPC dopma KOHTPOJIs Cpoku CPC, uac
HA3YYEHHUE TEOPETUIECKOTO TectupoBanue o I cemectp 12
kypca (TO) pazzenam
pedepar, npesentanus (P) 3acnymuBaHue J0- I cemectp 12
KJIa/I0B U BBICTYTLJIE-
HUW Ha IPaKTUYECKHUX
3aHATHUIX

Hroro 24
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9 IlepeyeHb HMH(MPOPMALMOHHBLIX TEXHOJOTMHA, MCHOJb3YeMbIX MpPH
OCYyIIECTBJIEHMH 00Pa30BaTeJILHOIO Mpoecca no AMCHUIUInHEe (MOAYJI10) (Ipu
He00XO0IUMOCTH)

9.1. IlepeyeHb HEOOXOAMMOI0 MPOTPAMMHOIO OOecHeYeHust

— OmnepanuonHas cucrema: Microsoft® Windows® Vista Business Russian
Upgrade Academic OPEN No Level (Microsoft® Windows® XP) Jlu cep-
tudukat 45676576 ot 02.07.2009, 6eccpounbIit

— OducHplii MmMaKeT: Microsoft® Office Professional Plus 2007 Russian
Academic OPEN No Level Jlun ceprudukar 43164214 ot 06.12.2007,
OeccpoUHbI

— AHTHUBHpYC: ESET NOD32 Antivirus Business Edition for 2750 users
JIur ceprudukrar EAV-0189835462 ot 10.04.2017;

— Kaspersky Endpoint Security Jlun ceptudukar 2462170522081649547546
ot 22.05.2017
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9.2 IlepeyeHb HEOOXOAMMBIX HH(POPMALMOHHBIX CIIPABOYHBIX CHCTEM

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

- DnekTpoHHO-OMOnnoTeyHast cucrema M3narensctBa «Jlaub» [DIeKTpoH-
HBI pecypc|: 0a3a JaHHBIX COAEPKUT KOJUIEKLIHIO KHUT, )XypHainoB u BKP. —
Cankr-lletepOypr, [2011]. — Pexum nocryna: http://e.lanbook.com/

- OnekTpoHHO-O0uMOnoteunas cucrema ZNANIUM.COM (MHO®PA-M)
[DneKTpOHHBIN pecypc]: 6a3a JaHHBIX COAEPKUT yUeOHbIC U HAYUHBIC U3TAHUS. —
Mockga, [2011]. — Pexum goctyna: http://www.znanium.com/

- DOnektpoHHas Oubnunoreka aucceprauuii PI'B [Dnextponnsiit pecypc]:
OB/l conepxut okono 800 ThIC. MOJHBIX TEKCTOB KAaHIUJIATCKUX U JOKTOPCKUX
JUCCEPTALU HAa PYCCKOM SI3BIKE IO BCEM OTpacisiM Hayk. — MockBa, [1999]. —
Pexxum nocrtymna: http://diss.rsl.ru

- DNeKTpoHHO-O0nbIMoTeuHas cucrema elibrary [DnexkTponHsbIit pecypc]: 6a-
3a JJAHHBIX COJICPKUT CBEJICHUSI O HAYYHBIX MMyOJMKAIUMAX HA PYCCKOM S3BIKE. —
Mocksa, [2000]. — Pexxum noctyna: http://elibrary.ru/defaultx.asp

- DnekTpoHHO-O0ubMMoTeuHas cucreMa «HarmonanbHbIN 1MPOBOIL pecypce
«PykoHT» [DneKTpoHHBIN pecypc]: 0a3a JaHHBIX COAEPKUT YueOHbIC U HAYYHBIC
m3ganus. — Mocksa, [2011]. — Pexxum goctymna: http://rucont.ru

- baza nmannbix «OOmiecTBeHHbIe U TyManuTapHbeie Hayku / EASTVIEW»
[21eKkTpoHHBIN pecypc]: 6a3a COACPKUT MEPUOANICCKUE U3AaHUS 110 OOIIECTBEH-
HbIM U TYMaHUTapHBIM HayKaM, >KypHaJIbl IO BOIIpOcaM MEeJaroruku u oopa3oBa-
HUSL. — Mockaa, [2006]. — Pexxum JIOCTyTIA:
http://www.ebiblioteka.ru/newsearch/basic.jsp

10. MarepuajibHO-TeXHUYECKas 0a3a, He0OX0AMMAas JJs1 OCyIIeCTBJIe-
HHUS 00Pa30BaTEIBLHOI0 MPOLECCA MO AUCHHUIINHE (MOLYJII0)

OCIIO pacnoyiaraer mMaTepuaibHO-TEXHUYECKONW 0a30li, obecneunBaromiei
MPOBEICHUE BCEX BHUJIOB JAWCIIUIUIMHAPHON W MEXIUCIMILUTMHAPHOW MOATOTOBKH,
MPAKTUYCCKONH M HAYYHO-HMCCIICIOBATEIBCKON pabOThI CTYICHTOB, IPEIYCMOTPCH-
HBIX YUCOHBIM IJIAHOM CITCIIHAJILHOCTH U COOTBETCTBYIOIICH JACHCTBYIOIIIMM CaHH-
TapHBIM U MMPOTHBOMOXKAPHBIM MTPAaBHUIIaM U HOPMaM.

B yueOGHOM mporiecce Mo IUCHUTUIMHE JUTSl TPOBEACHHS 3aHIATHHA JICKITUOH-
HOTO THUTA, 3aHSITHH CEMUHAPCKOTO THUIIA, TPYNIOBLIX U WHIWBUAYATbHBIX KOH-
CyJbTallMN, TEKYIIEr0 KOHTPOJS M MPOMEKYTOUYHOM aTTeCTalliyd HCIOIb3YIOTCS
y4eOHbIE ayTMTOPUU B COOTBETCTBUM C PACTIICAHUEM 3aHATHI.

JIJist 3aHATUI JIGKITMOHHOTO THUIA MCTOJB3YIOTCS HAOOPHI JIEMOHCTPAIIMOH-
HOTO 00OpynoBaHus (HOYTOYK, 3KpaH, MPOEKTOP) U YUeOHO-HATIISIHbIE TTOCOOuS,
00eCIeunBaIINe TEMATHIECKUE NIUTFOCTPAIINH, COOTBETCTBYIONINE padoyeil Mpo-


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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rpamMMe JTUcHUIUIMHBL. CrielranbHble TOMENIEHUS YKOMIUIEKTOBAHbI CHEIUATU3HU-
POBaHHOI MeOEeNbl0 U TEXHUYECKHUMH CPEACTBAMU OOYYEHHMS, CIY>KalluMU Jis
npeacTaBieHus yaeOHoU nHpopmauu 00IbIION ayAUTOPHUH.

[TomernieHus yisi CaMOCTOSITENIbHOM pabOThI CTYIEHTOB OCHAIIIEHBI KOMITbIO-
TEPHOM TEXHUKOM C BO3MOKHOCTBIO MOJAKIIOUEHUS K ceTu «IHTepHeT» U JocTyna
B DJIGKTPOHHYIO HH(OPMAIMOHHO-00pA30BaATENbHYIO Cpely YHUBEpPCUTETa

(QUOC).
Ne HaumenoBanue o00pyno- Ilepeyenb 000py10BaHMSA U TEXHUYe-
n/n BAHHBIX Y4eOHbIX KaOHHe- CKMX CpeICTB 00y4eHHu s
TOB, JIa0opaTopui
1. KaOuneT rymaHUTapHBIX U O0opynoBanue:

COLUAIBHO-DKOHOMUYECKUX
nucuuruine Ne 821
yi. Jluaer [pymHckon, 31.2

1. mepcoHanbHBIM KOMITBIOTEP C MO-
HUATOPOM- | 1IIT;

2. npoektop -1mT;

3. sKpaH-lmr.

Mebens:

1. mocamouHble MecTa IO KoJnye-
CTBY O0YyYalOIIUXCs;

2. pabouee MeCTO MpernoaaBaTes;

. ydeOHas JT0CKa;

4. mkadpI-2mrT.

W
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I[MPUJIOXXEHUE A
llepeuenv 6onpocoe 0ns 3auema no OUCYUNIUHE

. IoHsTHS: JOKYMEHT, TOKYMEHTAIMOHHOE 00€CTIeUeHrE YIPABIICHHUS.

DYHKIIUU JOKYMEHTOB, UX XapaKTePUCTUKA.

Ha3nauenue rocy1apcTBEHHOM CHCTEMbI JJOKYMEHTAIMOHHOTO 00eCTICUeHHUSI

ynpasienus (I'CAOY).

OcHOBHBIE CTIOCOOBI JOKYMEHTHUPOBAHMUSI.

Knaccudukanus 10KyMEHTOB.

Bubl JOKYMEHTOB (TEKCTOBBIE U T.I1.).

Ob1epoccuiickue KaaccuPpUKaTOpbl, UX KpaTKas XapaKTepUCTHUKA.

YHudukanusa u cTaHgapTU3aIMs JOKyMEHTOB: TIOHSTHE.

[TonsTHs: peKBU3UT, GOPMYIISIP TOKYMEHTa, THIOBOU (popmyIisp, hopmy-

nsip-oOpaserl.

10. IIpaBuna opopmiieHUsT PpEKBU3UTOB OJIaHKA.

11. bank 1OKyMeHTa: MOHSATHE, HA3HAYEHUE, BU/IBI OJIAHKOB.

12. Oprann3allMOHHO-PACIIOPSANTENIBHBIE JOKYMEHTHI: IIOHATHE, HA3HAYCHHUE,
OCHOBHBIE BU/IBI.

13. XapakrepucTrKa OpraHM3alMOHHBIX JOKYMEHTOB.

14. XapakrepucTrka pacriopsiAuTENbHbBIX TOKYMEHTOB.

15. XapakTepuctuka crpaBoYHO-UH(POPMAIIMOHHBIX JOKYMEHTOB.

16. XapakTtepucTruka JOKYMEHTALUHU 10 JINYHOMY COCTaBY.

17. Tunel TOKYMEHTOB (MOIJMHHUK, KOMUS U T.1T.).

18. IokyMeHTOOOOpOT: OHATHE, OOIIME MPUHUUIIBI OPraHU3alnuU JOKYMEHTO-
000poTa, €ero CTPyKTypa, HOPMATUBHBIE IOKYMEHTBI, PETJIAMEHTHUPYIOLIUE
OpraHu3alxIo J0KYMEHTO000poTa.

19. Opranu3zanms perucTpanyu J0OKyMEHTOB: ONIPEACIICHUE, LIEH, 3a1a4H,
(dbopMBbI peructpanuu, uX JOCTOMHCTBA U HEAOCTATKH.

20. OcoOeHHOCTH PErUCTPAIMU BXOASIINX JOKYMEHTOB.

21. OcoOGEeHHOCTH PErUCTPAIIMHA UCXOISIINX JOKYMEHTOB.

22. OcoOEHHOCTH PErUCTpaIli BHYTPEHHUX JIOKYMEHTOB.

23. KoHTpOJIb HCTIOTHEHUS JOKYMEHTOB: IIOHATHE, HA3HAYECHHE, BUJIbI, CPOKU
VICITOJIHEHHS.

24. Opranu3aiys onepaTuBHOIO XPaHEHHUS IOKYMEHTOB.

25. HomeHnkunarypa zie: OHsITHE, 3HAaU€HHE, BUJIbI HOMEHKJIATYP, MOPSIO0K CO-
CTaBJeHUs, OPOPMIICHUS, YTBEPKACHUS U IPUMEHEHUSI.

26. Ilopsiiok ¢popmupoBaHus ae.

27. Ilopsiaok nepenayu TOKYMEHTOB B apXUB WJIM HA YHUUTOKEHUE: OCHOBHbIE
JTaIbI.

28. DkcnepTu3a HEHHOCTH TIOKYMEHTOB: MTOHATHE, HA3HAYCHHUE.

29. Cpoku XpaHEHHUS TOKYMEHTOB.

30. TpeboBanus k opopmieHuto aen. [IpaBuna opopMieHus u COCTaBICHUS
onucH. [Topsaok nepenayn 1ea B apXuB.

31. ApxuB: NOHATHE, HA3HAYCHHE, BUJIBI.

32. Komnbrorepuzanus JJOY.

33. DeKTpOHHAs MOYTa, TUIIbI CUCTEM BJIEKTPOHHOM MOYTHI.
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