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1 Hesau u 3a1a4u M3y4YeHHsl JUCHUTLTHAHbBI

1.1 Heab npenogaBaHusi AMCIUATIIAHBI

[Iporpamma yueb6HOTO Kypca «JlokymMeHTallmoHHOE oOeclieueHue yIpaBie-
HUS» MOJTOTOBJIEHA B COOTBETCTBUHU C TPEOOBAaHUSIMU TOCYAAPCTBEHHOTO 00pa3o-
BaTEIBHOTO CTaHJapTa cpeaHero npodeccuoHanbHOro odpazoanus. [Iporpamma
npeaHa3HavYeHa JijIsl CTYJEHTOB O4YHOM (hopMbl 00yueHus crienraibHocTH 43.02.01
Opranuzarus o0CIy>KUBaHUS B OOIIECTBEHHOM MTUTAHUH.

JIoKyMeHTaIlMoHHOe 00eclieYeHre yMpaBieHHsI B CTPYKType obiernpodec-
CHUOHAJBHBIX JUCIUIUIMH HAMNPABICHO HA OBJAJEHUE TEOPETUUECCKUMH 3HAHUSIMU,
YMEHUSMH U HaBBIKAMU MPAKTHYECKONW paOOTHI 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 OpraHU3aluu pabOThl ¢ JOKYMEHTaMH CIy>KObI JIOKYMEHTa-

IIMOHHOTO O0ECIICYECHHUS YIIPABIICHUS;

npUOOpETeHNE HABBIKOB OPraHU3alluy paboT MO JIETOMPOU3BOJICTBEHHOMY

00CITy>)KUBaHUIO;

OBJIaJICHUE NTPUEMAMH COBPEMEHHOIO JIETONPOU3BOICTBA.

1.2 3apaum u3y4eHusi AMCHUATIIHHBI

K ocHOBHBIM 3amayamM HM3ydeHUs AWCIUIUIMHBI «JlOKyMEHTAIlMOHHOE o0ec-

TICYCHUE YIIPABIICHUS» OTHOCSATCS:

- (opmupoBaHHE y CTYACHTOB Kak OYIyIIMX CIEIHAIMCTOB TOTOBHOCTH K yd4a-
CTHIO B TOCYAapCTBCHHO-OOIIECTBEHHOM YIIPABJICHUU B CHUCTEME SKOHOMUKH,
KyJbTYPBI COIMATLHOTO B3aMMOJICHCTBUSI U KOMMYHUKAITUHU, Pa3BUTHUE CIIOCO0-
HOCTH K TIOCTOSIHHOMY CaMOOOpa30BaHUIO U CAMOBOCITUTAHUIO;

- (opmupoBaHue CcoOIMAIBHOW M TPO(EecCHOHATHFHON AKTUBHOCTH CTYJEHTOB,
JMYHOW OTBETCTBEHHOCTU 3a MPECTHXXK M JCIOBYIO PEMyTaIUio MPEIIPUITHS,
OepeKHOTO OTHOIICHHS K €0 UMYIIIECTRY;

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

- ofecreuyeHre U OCYIIECTBIECHHWE KOHTPOJS 3a COOJIIOJCHUEM YCTaHOBJICHHBIX
TpeOOBAHMI HOPMATUBHBIX U TEXHOJOTHYECKHUX JOKYMCHTOB;

- (opmupoBaHHE HAaBBIKOB COCTABJICHHS W O(DOPMIICHHUS TOKYMEHTOB IO OCHOB-
HBIM BUJaM CBOCH NPOo(eCCHOHABLHOM JESITCIIBHOCTH, BEJECHUS JIEJI0OBOU Tepe-
TTUCKH.
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1.3 IlepeyeHb MIaHUpPyeMbIX Pe3yJbTATOB O0y4YeHHMs 1O JMCHHUILIAHE
(MoayJII0), COOTHECEHHBIX € INIAHUPYEMbIMHM pPe3yJIbTATAMH OCBOCHHUSI 00pa-
30BaTEJbHOU NMPOTrPAMMbI

[Ipouecc m3ydeHHs] TUCUUIUIMHBI HamlpaBieH Ha (OPMUPOBAHUE CIIEAYIO-
MIMX KOMIETEHLINH:

[Tpouecc n3ydyeHust AUCUUIUIMHBI HAIIPaBJIeH Ha (OPMUPOBAHUE CIEIYIOIINX KOM-
MHEeTEHINH:

OK 1. IloHnMaTh CyIIHOCTh M COLMAJIbHYI0 3HAUYMMOCTb CBOEH Oymyuieu
npodeccuu, MPosIBISATH K HEW yCTONUMBBINA HHTEpEC.

OK 10. Cobnronath IeMCTBYIOIEE 3aKOHOJATEIBLCTBO U 00s13aTENIbHBIE Tpe-
OOBaHMSI HOPMATUBHO-IPABOBBIX JOKYMEHTOB, a TAK)KEe TPEOOBAHMS CTaHAAPTOB U
UHBIX HOPMATUBHBIX JOKYMEHTOB.

[1K 2.4. OcymecTBisaTh WHGOPMAIIMOHHOE OOECIedeHne mporecca o0Cy-
YKUBAHUS B OPraHU3aLUAX OOUIECTBEHHOTO MUTAHUS.

B pe3ynbrate u3yueHuss AMCUUILIMHBI CTYJEHT JTOJIKEH:
ymemy:

- o(hopMIIATH JOKYMEHTBI /WK MPOBEPATH NPABUIBHOCTh OOPMIICHUS, XpaHe-
HUSl U y4yeTa UX B COOTBETCTBUU C TPEOOBAHUSIMH CHCTEMBI JOKYMEHTAI[HIOHHOTO
o0ecIIeYeHHS;
3Hamb:

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

- cnocoObl co3/1aHusl, (PYHKIIMU U KJIaCCU(PHUKALNIO JOKYMEHTOB;

- YHU(UUMPOBAHHBIE CUCTEMBI JOKYMEHTOB, ITpaBUjia KX COCTaBICHUS;

- OpraHu3aluio padoT ¢ JOKYMEHTAMH, KOMIBIOTEPU3AINIO TOKYMEHTAlMOHHOTO
oOecrieueHus: yIpaBJICHHUS.

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

Kypc «JlokymeHTalmonHoe o0ecrieyeHue yrpaBiaeHus» OTHOCUTCS K oO1ie-
npodeccruoHabHbIM guctuiuinaam (OI1.04), yctanapnuBaeT 6a30Bbie 3HAHUS JJIs
OCBOEHUS CTEIUATbHBIX TUCIUTLINH.

«JlokymMeHTallMOHHOE OO0€CTeYeHUE YIPABICHUS» HMMEET MEKAUCIUTLIN-
HapHbIE CBS3U C TAKUMHU TPEAIICCTBYIOIIUMH JUCIUIUIMHAMUA Y4eOHOTo IlaHa
cnenuanbHocTH, Kak «IIpaBoBoe obecnieueHre mpoPecCUOHATbHOMN ASITEIIbHOCTI
¥ TIOCIICAYIONIMMH JTUCIMIUIMHAMHA Y49€OHOTO TUTaHa CHeIUaibHOCTH, Kak «Kowm-
MYHUKAIIMOHHO-UH(POPMAIIMOHHBIE TEXHOJIOTUH B MPO(HECCUOHATHHOU JACSATEIBHO-
ctm», «byxrantepckui yuet», « MEHEI)KMEHT U yITPaBJIICHUE MIEPCOHATIOM B Opra-
HU3AIMIX OOIIECTBEHHOTO MUTAHUS.

1.5 OcobOeHHOCTH peau3anuu AU CIUTIIUHBI

JlucuumuirHa peaau3yeTcsl Ha pyCCKOM S3bIKE.



2 O0beM TMCHUIIMHBI (MOTYJIA)

Buapl pabot ®dopma oOydeHus
Ounas
CemecTtp
vV
A 1
Jlexmn 28
[Tpaktuueckue 3anstus (I13) 20
Cemunapckue 3auatus (C3) -
JlabopaTopHbie 3aHATHUS -
(13)
Koncynpranmmn 4
CamocTosiTenbHas paboTa 20
Kypcosas pabora -
KontposnbHas paborta +
Pedepar -
3auer +
DK3aMeH -

Bcero gacos:




3 Conep:xanue IMCHUAIIMHBI (MOIYJIs1)

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

3anarTus

3aHATHUSI CEMUHAPCKOTO TUIIA

CamocrosiTenbHas
Ne JIEKIJUOHHOI'O JlaGopatopHsie dopmMmupyembie
Monynu, Tembl (paszienbl) TUCHUTUTHHBI CeMHHAPBI U/WIH pabora,
/o THIIA i paboTel W/Umu KOMIIETEHIINHU
paKkTUYecKue 3a- (akam.gac),
(axam.yac) [TpakTUKyMBbI
HATUS (aKaJ1.4ac)
(akam.gac)
1 2 3 4 5 6 7
1 JIOKyMEHTHPOBAHUE YIIPABICHUCCKON IEITEIbHOCTH 18 12 - 10 OK-1;
OK-10;
[1K-2.4
2 Opranusanust paboThl ¢ JOKYMEHTaMH 10 8 - 10 OK-1;
OK-10;
[1K-2.4
Uroro 28 20 - 20




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
Lloxymenmuposa-
Hue ynpaeienye-
CKOU OessimeibHO-
cmu

Bseoenue. Jlokymenmul u cnocodbl 00KYMEeHMUPOBAHUS.

[Tpenmer, nenu U 3aJa4u AUCUUIUIMHBL U €€ MEXKIIPEAMETHBIE CBSA3H C APYTUMHU JTUCHUILIHU-
Hamu. VIcTopust pa3BUTHSI JOKYMEHTAIIMOHHOTO obOecrieueHus ynpapienus. OCHOBHBIE T10-
HATHUS: TOKYMEHT, IOKyMEHTallMOHHOe oOecrnieueHnue ynpasnenusi. Haznauenue ['ocynapcT-
BEHHOW CHCTEMBI JIOKyMEHTalMOHHOTO oOecneuenus ynpasienus (I'CHOY); tunosas un-
CTPYKLHSA O JIETOMPOU3BOJICTBY B (heJiepaabHbIX OpraHax MUCIOJIHUTEIHHON BIACTH.

Ponp mH(OpMammu B conmanbHO-3KOHOMUYECKHX mporeccax. DexepanbHbiii 3akoH «O0
uHpopmanuy, nHoOpMaTU3aLUU U 3aluTe uHpopMmauuny». OyHKIMU TOKyMEHTOB. Jloky-
MEHTHPOBaHUE: OCHOBHBIE crtocoObl. Kitaccudukanus u BUIpl JOKYMEHTOB. Binsinue Hayd-
HO-TEXHUYECKOT0 Mporpecca Ha IOKyMEHT M JOKyMeHTHpoBaHue. PenepanabHblil 3akoH «O0
AIEKTPOHHOU MOJITHCHY.

Yuuguxayusa u cmanoapmuzayus ooxymenmos. Cucmemuvl OOKyMenmayuu.
O6mepoccutickue kinaccudpukaropsl (OKY I, OKIIO, OKOHX, OKYH), ux kpartkas xa-
paKkTepuCTUKA. YHUDUKALUA U CTaHJAPTU3ALMS JOKYMEHTaluu: noHsTHe. CUCTeMbI JOKY-
MEHTAIUH: TIOHTHE, TPU3HAKH. MeXoTpacieBble CHCTEMBI IOKyMEHTAINH. Y HU(DUITHPO-
BaHHasl CUCTEMA JIOKyMEHTaluu: noHsaTre. CoctaB yHU(UIIUPOBAHHBIX CHCTEM JIOKYMEHTa-
[IUH: OPTaHU3aMOHHO-PACTIOPSAANTEIbHAS, OTIETHO-CTATUCTHYECKAs, IEPBUYHAS, yUETHAa,
¢unancoBas u ap. ['ocynapcTBeHHbIe CTaHIAPTHI HA YHU(PHUIIMPOBAHHBIE CUCTEMBI JI0KY-
MEHTAIUH.

Pexeusumul u 61anku 00KymMeHmos.

PexBu3ut, popmyssip JOKyMeHTa, TUTIOBOI Gopmyisp, hopmysip-oOpasen, Tadens Gpopm
JOKYMEHTOB, aTb00M (popM YHH(DUIIMPOBAHHBIX JOKYMEHTOB: TIOHSTHE, XapaKTePHUCTHKA.
I[paBwia opopMIIeHUS] PEKBH3UTOB OJIaHKA U MX PACIIONIOKEHHE HA CTaHIApTHOM (opmare

' B ciyuae npumenenus D0 u JJOT mocie HAHMEHOBAHUS 3aHATHS CTABUTCA 3BE3J0UKA «*» C yKa3aHHEM MECTa IpoBeeHus 3ausTus: (A) — B ayauropu, (O) — OHIAIH 3aHsATHE B

OHOC.




Oymaru, pazmepsl moseil. @opmynsap-o0paser] rpynisl JOKyMEHTOB, IPUHAIISKAIIUX K O~
Holi cucteme. [IpoekTupoBanre OJIaHKOB JOKYMEHTOB opraHu3anuu. Coctas, opopMmIICHHE,
U3rOTOBJICHHE. XpaHeHHE OJaHKOB OpraHu3aiuy. biank ToKyMeHTa: MOHATHE, HA3HAUYCHUE,
BHJIbI OJTaHKOB (00IIMIA O1aHK, OJIAaHK MUChMAa, OJIAHK KOHKPETHOTO BUJA JOKYMEHTa (Kpome
nuceMa). CocTtaB, 0pOpMIICHHE PEKBU3UTOB OJIaHKA.

Opeanu3ayuoHHo-pacnopsaoumenbHas 00KyMeHmayusl.
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, 0COOCHHOCTH O(pOpPMIIEHUS U TOPSIIOK YT-
BEPKACHUS UHCTPYKIIUH, MPaBHII, CTPYKTYPBI U IITATHON YUCIIEHHOCTH, IITATHOTO Paciu-
CaHMs OpraHU3aIiH.

Pacnopsaoumenvnas doxymenmayus.
PacnopsimuTenbHble JOKYMEHTHI: TOHATHE, BU/IbI, XapaKTEPUCTUKA, 0COOEHHOCTH OhopmIe-
HUSI TOCTAHOBJICHUI, IPUKA30B 110 OCHOBHOM JEATEIBbHOCTH, PACTIOPSIKCHUH, YKAa3aHUN.

Cnpasouno-ungopmayuonnas 0OKyMeHmayusi.

CrnipaBouHO-UH(POPMAIIMOHHBIE JOKYMEHTHI: CIy>KE€OHbIE MIChbMa, CIIPABKH,
OOBSICHUTENIbHBIE U JIOKJIAHbBIE 3alUCKU, IIPOTOKOJIBI, AKThI, X XapaKTEPUCTUKA 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 OPOPMIIEHHUS U BbIJIa4M KOMUH, TyOJIMKATOB 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 KaJApPOBOIl paboTe U Ui OTpaskeHHsI TPYA0BON
JeSITeIbHOCTH pabOTHUKOB, TpeboBaHus k odopmienuro. [lopsinok opopmiieHns U BblIauH
KOIMIA, 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 NPUHINIIBI OPraHU3aIMU JTOKYMEHTO000pOTa, €r0 CTPYKTYpa, HEOOXOAUMOCTD
yueTa o0bemMa JOKyMeHToo0opoTa. HopmaTuBHbBIE JOKYMEHTHI, periIaMEHTHPYIOIIUE Opra-
HHU3aLHUIO TOKYMEHT0000poTa. Perucrparst JOKyMEHTOB: ONpe/ieieHue, IeH, 3a/1a49y,
MecTa PEeruCTPALUU Pa3IHYHBIX KaTeropui JOKyMeHTOB. CUCTEMBI U (POPMBI PETHCTPALIUH.
KoHTposs ucnonHeHus JOKyMEHTOB: MTOHATHE, 3HAYeHUE, BUIBL. [IpHHIIUIIBI OpraHu3am
KOHTPOJIS,, CPOKU MCTIOTHEHHSI TOKYMEHTOB.

Opeanuszayus onepamueHo20o XpaneHus, NOUCKa u nepeoayu OOKYMeHmMo8 8 apxus.
Homenknarypa nen: nonstue. 3HaueHHEe HOMEHKIIATYPBI T IS KITaCCU(PUKAINH JOKY-
MEHTOB, OIIEPATUBHOI'O XPaHEHHs U UX NPEAapXUBHOM MOArOTOBKH. BUIbl HOMEHKIATYpPBI
e, TIOPSIOK COCTaBJIeHUs, 0(hOpMIICHUS, YTBEpKIeHHsI U ipuMeHenus. [lopsanok Gpopmu-
poBanus jen. Opranu3anus XpaHeHUs! UCIIOJHEHHBIX T0KyMeHTOB. OCHOBHBIE 3Tallbl Iiepe
Jlauy JOKYMEHTOB B apXMB WJIM HA YHUYTOXKEHHE. DKCIIEPTH3a LIEHHOCTH IOKYMEHTOB: 10-
HATHE, Ha3HAYCHMeE, 3Tanbl IpoBeeHus. [lepeuHn JOKyMEHTOB: UX BH/Ibl, HA3HAYCHHUE.
TpeboBanust kK 0pOpMIIEHUIO J€]1 TOCTOSTHHOTO, BpEMEHHOT'O CPOKOB XpaHEHHS U 110 JINY-
HOMY COCTaBY.

Asmomamuzayusi npoyeccos OOKYMeHmMayuoHH020 obecnedenus ynpasieHus.
KomneroTepusanus 10KyMEHTAIIHOHHOTO 00eCTIeYeH s YIIPaBICHUs: 3HaUECHUE, TePCIIeKTH-
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

28




3.3 3aHATHS CEMHHAPCKOI0 THIIA

10

O0bpeM B akajg.uacax

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

Paspabomxa (npoexmuposarnue) branka opeanuzayuu.

O3HakoMIIEHHE C BUIaMH OJIAHKOB CITYy»KEOHBIX TOKyMEHTOB. Pa3zpaboTka 61aHKOB OpraHu- 2 -

3anuu: o0miero, O1aHKa nucbMa, 6J1aHKa KOHKPETHOTO JOKYMEHTA.

Ogopmnenue pacnopsoumenvHo OOKYMeHMAayuu.

OdopmieHne npuka3oB M0 OCHOBHOMU AESITENFHOCTH, PACIOPSIKEHUH, YKa3aHUN, BBIMTUCOK 2 -

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

Odopmienue ciaykeOHbIX UCEM, CIIPABOK, OOBSCHUTENBHBIX U TOKJIaIHbIX 3aMUCOK, PO- 6 -

TOKOJIOB, aKTOB.

Hoxymenmol no npogeccuonanbHoll desmenbHOCmu.

OdopmiteHne JOKYMEHTOB 110 NPO(eCcCHOHANBHOM esITeIbHOCTH Ha O1aHKax YHU(DULIUPO- ) i

BaHHOU (DOPMBI: aKTa O CIIMCAHUH MAaTepUATIbHBIX IIEHHOCTEH, JOBEPEHHOCTH, HAKJIATHOM,

cueTa-(haKkTypsl.

Opeanuzayus pecucmpayuu, onepamuHo20 XpaHenus,, NOUCKa u nepeoayu 00KyMeHmo8 8

apxue u Ha YHUUmModiceHue.

Odopmitenne perucTpaiMoHHbIX (HopM 10KyMeHTOB. CocTaBlIeHUE aKTa HA YHUUTOXEHHE 4 -

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

2 Paszoen 2

Komnwvromepuzayusa ookymenmayuonno2o obecneyenus ynpaeieHus.

OdopmiteHre OCHOBHBIX BUJIOB OpTaHU3alMOHHO-PACTIOPSIUTEIBHON TOKyMEHTALUU Tpe/-

MIPUATHUS B SJIEKTPOHHOM BHJIE. 4 4
HUTOIo 20 4

3.4 JlabopaTopHble 3aHATHA Y UYEOHBIM IJIAHOM HE MPETyCMOTPEHO.
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4 IlepeyeHb y4eOHO-METOAUYECKOTr0 ol0ecmeveHHUs Il CAMOCTOSATE I b-
HOW padoThI 00y4YaKOIIUXCH N0 JUCHUILIHHE (MOAYJII0)

1. JlokyMeHTaIlMOHHOE O0EeCIeYeHHe YMIPaBICHUS: METOJAMYECKHE yKa-
3aHMS I CaMOCTOATENbHON paboTsl cTyneHtoB / ®I'AOY BO COVY Toproso-
AKOHOMHUYECKUN MHCTUTYT; cocT. W.I1.JlenucoBa. — Kpacnosipck, 2017. — 30 c.

2. JlokyMeHTaIlMOHHOE 00eCTeueHne yIpaBiIeHUs: METOIUYECKHE PEKO-
MEHJAIMKU 1o TmpakThuyeckum padoram / OPI'AOY BO COY Toproso-
SKOHOMUYECKNU UHCTUTYT; cocT. W.I1./lenucoBa. — Kpacnosipck, 2017. — 22 c.

S ®oHa OUEHOYHBIX CPEeACTB ISl MPOBEACHUS NMPOMEKYTOUYHON aTTe-
cTanuu

B cooTBercTBUM € y4eOHBIM IJIAHOM, (POPMON MUTOTOBOTO KOHTPOJIA I10
IUCHMILIMHE «JIOKyMEHTAIlMOHHOE 00ecrieueHre yIpaBIeHUs» ABISeTCS AUP-
(epeHLIPOBAHHBIN 3aYeT.

[{enpro 3auera ABISIETCS IPOBEPKA YCBOEHUS CTYACHTaMHU TEOPETUYECKOTO
MaTepuasa 1o TeMaM Kypca, TOTOBHOCTH IIPUMEHHUTH 3TH 3HAHUS U YMEHUS B
COOTBETCTBUH C U30paHHON UMH MPOPECCUOHATBHOMN AESITENBHOCTHIO.

3aueT no aucHUIUIMHE «J{OKyMEHTAalMOHHOE 00€CIIeYeHNUE YIIPaBICHUSI»»
MOKET ITPOBOIUTHCA:

- B NHUCbMEHHOW (hOpME — B BHUJE€ NMUCBMEHHOI'O OTBETA CTYAEHTA COTJIACHO
IIPEJIOKEHHOMY 3aJaHMUIO,
- B MCbMEHHOW (popMe — B BUJIE TECTUPOBAHHUSI.

Kpumepuu OYEHUBAHUA.

«OTJIHYHO» CTABUTCS, €CIIA IAaH MOJHBIA, pa3BEPHYTHIM OTBET HA NOCTABJICH-
HBII BOIIPOC; MOKa3aHa COBOKYITHOCTh OCO3HAHHBIX 3HAHUI 00 00BEKTE M3YUEHHUS,
JI0Ka3aTeJIbHO PAaCKPBITHI OCHOBHBIE MOJIOKEHUSI (CBOOOIHO ONEPUPYET MOHITHS-
MU, TEPMUHAMHU, IEPCOHATMSAMU U JIP.); B OTBETE OTCIEKUBACTCS YETKAs CTPYKTY-
pa, BBICTPOEHHAsI B JIOTUYECKON MOCIIEIOBATEIBHOCTH; OTBET U3JI0KEH JIUTEPATyp-
HBIM I'PaMOTHBIM SI3bIKOM; Ha BO3HUKILKE BOIPOCHI MPEMOJABATENS CTYAEHT JaBall
YETKHE, KOHKPETHBIE OTBETHI, MOKA3bIBasi YMEHUE BBIIECIATh CYIIECTBEHHBIE U HE-
CYILIECTBEHHbIE MOMEHTBI MaTEpHAIIA.

«XO0po1Io» CTaBUTCS, €CIU AaH IOJHBIM, PA3BEPHYTHIA OTBET HA ITOCTABJICH-
HBIW BOITPOC, MOKa3aHO YMEHUE BBIJICIIATH CYIIECTBEHHBIE U HECYIIECTBEHHBIE MO-
MEHTBl MaTe€puayna; OTBET YETKO CTPYKTYPHUPOBAH, BBICTPOEH B JIOTMYECKOW MO-
CJIEIOBATEILHOCTH, U3JIOKEH JTUTEPATYPHBIM T'PAMOTHBIM SI3LIKOM; OJTHAKO OBLIH
JIOMYIIEHbl HETOYHOCTH B OMNPECIICHUU MOHITUNA, IEPCOHANINI, TEPMUHOB, JaT U

Ap.
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«YI10BJIETBOPUTEJIBHO» CTABUTCS, €CJIM JlaH HEMOJHBI OTBET HAa MOCTaB-
JICHHBIM BOMPOC, JIOTMKA W TMOCJEI0BATEIbHOCTh M3JI0KEHUS MMEIOT HEKOTOpbIe
HapyILIEHUs, TIONYIIEHbI HECYIIIECTBEHHBIE OIMOKHA B U3JI0KEHUU TEOPETHUECKOTO
MaTepuaia U ynoTpeOJIeHHH TEPMUHOB, NIEPCOHANIMN; B OTBETE€ HE MPUCYTCTBYIOT
JIOKa3aTelibHbIE BBIBOBI, CHOPMHPOBAHHOCTh YMEHUMN MOKa3aHa ciabo, peyb He-
rpaMoTHasl.

«HeyoBJ1€TBOPUTEJIBbHO» CTABUTCS, €CJIM JIaH HEMOJIHBIA OTBET HAa MOCTAaB-
JIEHHBIN BOIPOC, JIOTUKA U MOCIE0BATEIbHOCTh U3JI0KEHUSI UMEIOT CYIIIECTBEH-
HbIC HAPYIIICHHUSI, TOMYIIEHBI CYITIECTBEHHBIE OMMMOKHA B TCOPETHYECKOM MaTepra-
ne (pakrax, MOHATUSIX, IEPCOHATHUSX ); B OTBETE OTCYTCTBYIOT BBIBOJIbI, CHOPMU-
POBaHHOCTh YMEHH HE MOKa3aHa, peyb HErpaMoTHasl.

[Ipu npoBeneHUU 3a4eTa C UCMOJIB30BAaHUEM 0a3 TECTOBBIX MaTEPUATIOB IO
KypCy PEKOMEHIyETCS MCIOJIb30BATh CIEAYIOIINE KPUTEPUH OLICHUBAHUS 3HAHUU
CTYJICHTOB:

YPOBEHb 3HaHHI CTYJICHTOB

Onenka

OT1nnyHO Xopouio VY oBi. Heynosi.

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

6 IlepeyeHb OCHOBHOI U IOMOJHHUTEJIbHON Y4e0HOI JIUTEPATYPbI, HEOO0-
XOUMOH JIJIsl OCBOEHMSI JUCHUILIMHBI (MOIYJIs1)

OcHosenas numepamypa

1. JIokyMeHTaIlmoOHHOE OOCCIeueHe YIpaBJICHUs: YdeOHOEe I0Co-
oue/I'maguitE.B. - M.: ULl PUOP, HUL] UHD®PA-M, 2016. - 249 c.: 60x90 1/16. -
(ITpodeccuonansuoe obpazoranue) (Ilepennér) ISBN 978-5-369-01042-6 Pexum
noctymna: http://znanium.com/catalog.php?bookinfo=468335

2. brikora, T. A. JlokymeHTanmoHHoe obecrieueHue ynpasiaeHus (Aemno-
npou3BoJicTBO) [TekcT] : yuebHnoe mocodue / T. A. boikoBa, T. B. Ky3nernosa, JI.
B. Cankuna ; mox o6ul. pen. T. B. Kysnenosoii.- Mocksa : UHOPA-M, 2017. -
304 C. Pexxum JOCTyTA:
http://znanium.com/bookread2.php?book=762591

Jononnumenvnas numepamypa

1. Kysunenos, U. H. JlokyMeHTanmoHHOE OOECIEYCHUE YIpaBICHUS U
nenornpon3BoACTBO [Tekct] : yueOHUK aiisi 0akajaBpoB MO YKOHOMHUYECKUM CIie-
nmansHoCcTsM / Y. H. Ky3nenos.- Mocksa : FOpaiit, 2015. - 576 c.

2. JlokymeHTaImoHHOe obecrieueHrue ymnpaBieHus: YdyebHoe mocodue /
E.B. I'maguii. - M.: U1l PUOP: HULl Uudpa-M, 2013. - 249 c.: 60x90 1/16. -
(ITpodeccuonansuoe obpazoranue). (nepemier) ISBN 978-5-369-01042-6 Pexum
noctymna: http://znanium.com/catalog.php?bookinfo=304633

3. JlokyMeHTaImoHHOe oOecTieueHue ympaBieHUs [DJIEKTPOHHBIN pe-
cypc] : yue6. mocodbue / HoBocu®. roc. arpap. yH-T, koH. dak.; coct. C.I'. UepHo-



http://znanium.com/catalog.php?bookinfo=468335
http://znanium.com/bookread2.php?book=762591
http://znanium.com/catalog.php?bookinfo=304633
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Ba. — HoBocubupck: 3omotoii komoc, 2014. - 106 c. - Pexum pocryma:
http://znanium.com/catalog.php?bookinfo=516760

Hopmamuenas numepamypa

l. ®3 «O06 unpopmanyu, HHGOPMATU3AIUHU U 3alTUTe HHDOpMaIum» Ne
24-@3 ot 20.02.1995.

2. @3 «O0 anexktponHoit mudposoit moanucu» Ne 1-d3 ot 10.01.2002.

3. ['OCT P 6.30-2003 «YuuduuupoBaHHbIE CHUCTEMbI JOKYMEHTAIWH.
YHupumpoBanHas CHUCTEMa OPraHU3AIMOHHO-PACHIOPSAAUTEIFHON JTOKyMEHTa-
mun. TpeboBanus k ohopMICHHIO JOKYMEHTOB». BBeneH BmepBwie, oT 3 mapra
2003 r. Ne 65-CT. - 17 c.

1. bacakop M. U. [enonpou3BoactsBo : [[lokyMeHTaIMOHHOE obecmede-
HUE
yrnpasienus| : yaeOHuK s cpea. npod. odpazoBanusa / M. U. baca-
koB, O. 1.
3ambInkoBa. - U3n. 9-e. - PocroB H//l : @enukc, 2009. - 376 c. - (Cpen-
Hee
npodeccuonanbHoe odpazoBanue) bubmamorp.: c. 369-370.

AKypnanoi:
Jlemonpon3BoOICTBO
Cexkperapckoe 1eno

7 IllepeyeHb pecypcoB HHPOPMAIUOHHO-TEJIEKOMMYHUKALIMOHHOM CETH
«/HTEpHET», He0OXOAUMBIX [IJISI 0CBOCHHS TUCIUIIINHBI

http:// www.edou.ru/ - [EeHTp KOMIETEHIIMH II0  BOIpOcCaM
JIOKYMCHTAITMOHHOTO 0OCCIICUCHHMS YIIPABICHUS U apXUBHOIO Jieiia
http://delo-ved.ru/ - Bce 0 ACIONPOU3BOJICTBE



http://znanium.com/catalog.php?bookinfo=516760
http://www.edou.ru/
http://delo-ved.ru/
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8 Meroauuyeckne YyKazaHusi sl OOYyYAKOIIUXCHA 1O OCBOEHHMIO
TUCHHUILIAHBI (MOIYJIs1)

VYyebnblii nporecc o kypey «JloxkymentanmonHoe oOecrieueHue yrpaniie-
HUSD» TPOXOJIUT IO KJIACCUYECKOM I CpeAHUX Y4eOHBIX 3aBEJICHUN CXeMe: JIeK-
LMY, TPAKTUYECKHUE 3aHATHSA, CAMOCTOSITENbHAs paboTa CTyIEHTOB, IPOMEXYTOY-
HbIE (DOPMBI KOHTPOJIS, 3a4eT (IK3aMEH).

[lepBocTenenHoe 3HaUeHKE B y4eOHOM Tporiecce amst Jr6oi Gopmbl o0yue-
HUS UTpaIloT Jiekyuu. Jlannas Gopma npeacTaBiser coboit nepenady uHbopMauu
OT IpenojaBarens cryaeHTaMm. JIeKIMM UMEI0T BaKHEIIee 3HaueHue 11 popmu-
POBaHUS LIEJIOCTHOM CUCTEMBI 3HAHUW CTYJIEHTA W YCIIECIIHOM CAAaYu 3a4eTa.

JlexuuonHnast gopma paboOThl MO3BOJISIET POPMUPOBATH CUCTEMHBIC 3HAHMS
CTYACHTOB. B nekuusax BHUMaHuE yJaensercs 0co00 CII0KHBIM U HaUMEHEE OCBE-
IICHHBIM B Y4eOHOI1 tuTeparype npobdiemam Kypca, ¢ KOTOPbIMH CaMOCTOSITENIBHO
CHPaBUTHCA CTYJCHTY, 3a4acTylo, KpailHe CJI0KHO. B TeueHue nexkuuu CTyAeHTy
PEKOMEHIYETCSI BECTH KOHCIIEKTUBHBIE 3allMCH, KOTOPbIE 3aKIIIOYAIOTCS B KPATKOM
U3JI0’)KEHUU KJIIOUEBBIX MPOOJIEM OCBEUIAEMON TEMBI.

Ilpakmuueckue 3anamusa CTPOSITCS 110 MHOMY NpuHLHUIy. OHH OPUEHTUPO-
BaHbI Ha OOJIBLIYIO B3aUMOCBSI3b MPENOJABATENS CO CTYJEHTOM, IIPU 3TOM aKLIEHT
JIeNaeTCsl HA CaMOCTOSITENbHYIO pabOTy CTYJEHTOB, KOTOPBIE MTPEABAPUTEIBHO I'O-
TOBUJIUCH T10 3apaHee U3YyYEHHBIM TEOPETHUYECKUM BOMPOCaM (B XOJI€ MPOBEACHUS
JEKIIMOHHBIX 3aHsATUM). [IpakTuueckue 3aHsTHE — 3TO 0cobas Gopma TEKyieu
MPOBEPKH 3HAHMIA, YTO MO3BOJIAET Oojiee OOBEKTUBHO OLEHUTh YPOBEHb MOJIO-
TOBJIEHHOCTH CTYAECHTOB.

[IpakTHyeckue 3aHATUS CUCTEMATU3UPYIOT padOTy MO H3YyUEHUIO KaXKAOH
TEMbl Ha OCHOBE JIEKIIMOHHOTO MaTepuaia, MPOYUTAHHOM y4yeOHOW U JOMOIHU-
TEJIBLHOW JIUTEPaTypPhl, MO3BOJISIOT (POPMUPOBATH METOIOJIOTMYECKUE U TPAKTHYIEC-
CKH€ HaBbIKU. B 3aBUCHMOCTH OT ypOBHS pabOThI CTY/ICHTOB U CTEIICHU BJIAJICHUS
MaTepHaIoM IO U3y4aeMOMY KypCy Ha MPaKTUYECKUX 3aHATHUSIX WHOTJA Mpernoja-
BaTeJb OCYLIECTBIISET MO3TAIHYIO Cady 3a4€Ta B TEUEHUE CEMECTA.

[ToAroToBKa K MPaKTUYECKUM 3aHATUSAM IIPEANOIATAET CAMOCHOAMETbHYIO
padomy CTYyJEHTOB, KOTOpasi HEBO3MOXHA 0€3 COBMECTHOM JEATEIbHOCTH IMPEIo-
JaBaTessl U CTyJIEeHTa Ha JIEKIHUSAX W MpPaKTHYecKuX 3aHsATusX. Kpome toro, cTy-
JIEHT UMEET MPABO HA MHIUBUIyAIbHbIE KOHCYJIbTAIlMU MPENOAaBaTesl B TCUCHHUE
cemecTpa.

Jlnst camocToATeNnbHOM pabOThl CTYJEHTOB BaKHO MCIOJIb30BAaHUE HE TOJIBKO
y4eOHbIX MocoOuit Mo Kypey «/lokyMeHTalmoHHOe o0ecriedeHre yrnpaBieHUs», HO
1 0011Iel TUTepaTyphl IO CMEXHBIM TUCHUTUINHAM, TipenoaaBaembiM B OCIIO, Ta-
Kkux Kak «/HbopManroHHbIE TEXHOJIOTHH B MPO(ECCHOHATBHON JESITEIIbHOCTHY,
«IIpaBoBoe obecrnieueHre MPoPeCCHOHATIBHOMN JACSITEIIBHOCTIY.

CamocTosiTenbHast paboTa o AUCUUILIHHE «J[OKyMeHTaIlMOHHOE obecreye-
HUE YIpaBJIEHUS» MpelyCMaTpUBAET pa3BUTHE TPYIOII00Us, T0OPOCOBECTHOCTH,
HAaCTOWYMBOCTH, YCHUAUYMBOCTH, CAMOCTOSITEILHOCTH, TBOPUYECKOI'O MBILIUICHUS U
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HEOPJIMHAPHOTO MOAXO0a CTYJACHTOB K PEIICHUIO YIeOHBIX 3a/1a4, YTO COCTABIISICT
OCHOBY OyJy1iero npoheccuoHaIbHOTO POCTa.

CopeprkaHrue CaMOCTOSITENIBHOM paboOThI CTyJEHTa Mo Kypcy «JlokymeHra-
[IMOHHOE 00eCIeueHre YIPABICHUS» 3aKITI0YAETCS:

- B TIOBTOPEHUU W JOMOJHEHUU TEKCTOB JIEKIMI MO TeMaM, OCBOCHHH CIie-
aJIbHOW TEPMUHOJIOTHH, POPMYJIUPOBAHUN OCHOBHBIX BOTIPOCOB IO TEMaM Kypca;

- B MOJTrOTOBKE K MPAKTUYECKUM 3aHATUAM (M3yUYEHHH TECOPETUYECKOTO Ma-
Tepuaja 1Mo TeMaM Kypca ¢ HCIOJIb30BaHUEM TEKCTa JEKIUH M PEKOMEHyeMOMn
JUTEPATYPHI;

- B OCBOCHHH YHU(DHUIIMPOBAHHBIX MTPUEMOB U METOOB HAIMCAHMS TPABIICH-
YECKHUX JOKYMEHTOB B COYETAHHWH C JAPYTMMH HaBBIKAMH JTOKYMEHTHPOBAHUS KaK
3ajore ycrnexa Oyaymieit mpodecCHOHaIbHON AesITebHOCTH;

- B U3YYCHUU OCHOBHOM W JOIIOJTHHUTEIIEHOMN JIUTEPATYPHI;

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

CamocrosiTenbHas paboTa SBISIETCS BaKHON UTOTOBOM (popMoit paboThI, 1mo-
3BOJISIOLIEH OLEHUTH CIIOCOOHOCTH CTYJIEHTA.

B cooTBercTBUM C y4yeOHBIM TUIaHOM, (POPMOM KOHTPOJS MO AUCIUIUIMHE
«JlokyMeHTalmoHHOE 00O€ecIeueHre yNpaBIeHUs» JJisd CTYJEHTOB SIBIsSETCS AUQ-
(bepeHIIMpOBaHHbBIN 3a4eT.

[lenr 3aueTa — MpoBEpKa ypOBHA YCBOCHUS CTYJEHTAaMU y4yeOHOTO maTe-
puana, mpelyCMOTPEHHOIO MPOTPaMMOM, U CTOCOOHOCTH aJallTUPOBATH MOTYUCH-
HBIC 3HAHUS K MPOPECCUOHATBHON JAEATEIHPHOCTA B COBPEMEHHBIX YCIOBHSX.

3ader MO AWCHUIUIMHE «J{OKyMEHTAallMOHHOE OOCCIICUCHHE YIPABIICHHS
MOXET MPOBOJAUTHLCS B TCUCHHE YUEOHOTO CEeMECTpa B CICAYIOMINX (opmax:

v’ B BHJIE TECTUPOBAHMS 110 OCHOBHBEIM T€MaM Kypca;
v B IIMCbMEHHOM BHJI€E (IMCHMEHHBINM OTBET CTYIECHTOB Ha IMOCTaBJIEHHEIE Mpe-

Mo/IaBaTeJIeM BOIIPOCHI U 3aJ]aHus).

B xone u3ydeHusi TUCIUIIIMHBI TIO OT/ACNBHBIM TeMaM MOTYT TakKe MpumMe-
HATHCA Takue (POPMBI TEKYIIETO KOHTPOJISI KaK HalMCAHUE CTYJEHTAMH KOHTPOJIb-
HBIX (CAaMOCTOATENBHBIX) paboT; MOATOTOBKA JOKJIAA0B (pedepaToB), Mpe3eHTAIIHIMA
1o HanboJiee UHTEPECHBIM BOMIPOCaM Kypca.

Buner CPC ®dopma KOHTpOJIS Cpoku CPC, uac
N3y4YEHUE TEOPETUYECKOTO TectupoBanue no I cemectp 10
kypca (TO) pazaenam
pedepar, npesentarus (P) 3acnymuBaHue JOK- I cemectp 10
JaJI0B U BBICTYIUICHUH
Ha NMPaKTHYECKUX 3a-
HATHSIX

Htoro 20
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9 IlepeyeHb HMH(MPOPMALMOHHBLIX TEXHOJOTMHA, MCHOJb3YeMbIX MpPH
OCYyIIECTBJIEHMH 00Pa30BaTEJILHOIO MpoIecca no JUCHUIINHEe (MOAYJI10) (Mpu
He00XO0IUMOCTH)

9.1. IlepeyeHb HEOOXO0AMMOI0 MPOTPAMMHOIO OOeceYeHUs!

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

— OducHplii MaKeT: Microsoft® Office Professional Plus 2007 Russian
Academic OPEN No Level Jlun ceprudpukar 43164214 ot 06.12.2007,
OeccpouHbIi

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

— Kaspersky Endpoint Security Jlun ceptudukar 2462170522081649547546
ot 22.05.2017

9.2 IlepeyeHb HEOOXOAUMBIX HHPOPMAIUMOHHBIX CMIPABOYHBIX CHCTEM

- DIIeKTpOHHO-0MOnoTeyHas cuctemMa «CDOY» [DnekTpoHHBIH pecypce]: Oa-
3a JIAaHHBIX COJIEPKUT CBEJICHUS O BCEX BUJAX JIMTEPATYphl, OoCTymnaromen B GpoHg
COY wu Oubmuorek-naptHepoB. — Kpacnosipck, [2006]. — Pexum mocty-
na http://bik.sfu-kras.ru/

- DNeKTpoHHO-OuOMMoTeyHas cucteMa M3narenbcTBa «Jlauby [DiekTpoH-
HBI pecypc|: 0a3a NaHHBIX COAEPKUT KOJUIEKLMIO KHUT, XypHaioB u BKP. —
Cankr-IletepOypr, [2011]. — Pexum noctyna: http://e.lanbook.com/

- OnexktpoHHo-0mOMmoTeunass cucrtema ZNANIUM.COM (MH®PA-M)
[DnexTpoHHBIN pecypc]: 6a3a JaHHBIX COACPKHUT yUCOHbIC U HAyYHBIC M3JAHUS. —
Mockga, [2011]. — Pexum goctyna: http:// www.znanium.com/

- DnektponHas Oubnmoreka muccepranuii PI'b [Daexrponnsiit pecypc]:
OBJI conmepxut okosio 800 ThIC. MOJHBIX TEKCTOB KAHAMAATCKUX U JTOKTOPCKUX
JMCCEepTalMii Ha PYCCKOM SI3bIKE O BCEM OTpacisiM Hayk. — Mocksa, [1999]. —
Pexum noctyna: http://diss.rsl.ru

- DNeKTpoHHO-O0nbIMoTeuHas cucrema elibrary [DnexktponHbiit pecypc]: 6a-
3a JJAHHBIX COJICPKUT CBEJICHUS O HAyYHBIX MyOJUKAIMAX HAa PYCCKOM SI3BIKE. —
Mockaga, [2000]. — Pexxum noctyna: http://elibrary.ru/defaultx.asp

- DneKTpoHHO-O0MOMoTeuHas cucteMa «HanronanbHbii M poBoi pecypc
«PykoHT» [DneKTpOoHHBIN pecypc]: 6a3a JaHHBIX COAEPKUT YueOHbIC U HAYYHBIC
u3aanus. — Mocksa, [2011]. — Pexxum goctymna: http://rucont.ru

- baza mannbix «OOmecTBeHHble U TyManutapHbie Hayku / EASTVIEW»
[DnexTpoHHBIN pecypc]: 6a3a CoepKUT NEPUOANICCKHAE U3TaHUS 110 OOIICCTBEH-
HBIM ¥ TYMaHUTapHBIM HayKaM, KypHAJIbI TI0O BOIPOCAM TEJIaroruku U oOpa3oBa-



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/
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HUSL. — Mockaa, [2006]. — Pexum JNOCTyTa:
http://www.ebiblioteka.ru/newsearch/basic.jsp

10. MartepuaabHo-TexHUYeCKasi 0a3a, HeoOXoauMasi JJisl OCyLeCTBJIe-
HHs1 00Pa30BaTEJbLHOI0 MPOIECCa MO JUCHMUILIMHE (MOXYJIIO)

OCTIO pacnonaraetT MaTepHaIbHO-TEXHUYECKOW 0a30ii, 00ecreunBaromIeH
IIPOBEICHHE BCEX BHUJIOB JAMCIMUIUIMHAPHON W MEXIUCUMIUIMHAPHON MOATOTOBKH,
IPaKTUYECKON M HAYyYHO-HCCIIEIOBATEIBCKON pabOThl CTYyI€HTOB, IPELYCMOTPEH-
HBIX YYEOHBIM IUITAHOM CIIEHHUAILHOCTH U COOTBETCTBYIOUIEH JEHCTBYIOLIMM CAHH-
TapHBIM U MMPOTHBOMOXKAPHBIM MPABHUIIaM U HOPMaM.

B ydyeOHOM mporuecce mo IUCHUUIUIMHE JUIsl TIPOBEACHUS 3aHATUMN JEKIUOH-
HOTO THIA, 3aHSITHH CEMHUHAPCKOTO THUIIA, TPYNIOBBIX W UHJWBHUIYAIbHBIX KOH-
CyJbTallMH, TEKYIIEr0 KOHTPOJS M MPOMEXKYTOUHON aTTeCTaliyd HMCIOJIb3YIOTCS
y4eOHbIE ayTMTOPUU B COOTBETCTBUHU C PACTIICAHUEM 3aHATUIA.

JIJist 3aHSATUM JIGKITMOHHOTO THUIA MCHOJB3YIOTCS HAOOPHI JI€MOHCTPAIMOH-
HOro 000pyaoBaHMs (HOYTOYK, SKpaH, IPOEKTOp) U yueOHO-HarIsiAHbIE TOCOOUs,
o0ecreunBaoIIe TeMaTHYECKHE WIITIOCTPALUY, COOTBETCTBYIOLINE paboueil mpo-
rpaMme AUCUMIUIMHBL. CrienuanbHble TOMEIIEHNUs] YKOMIUIEKTOBAHBI CIIEHHUaIn3H-
pPOBaHHOW MEOEIbI0 U TEXHUYECKUMH CPEACTBAMU OOYYEHHS], CIYX AIIUMHU IS
IpeCcTaBlIeHUs Y4eOHOU nH(pOpMauu O0NBIION ayTUTOPHH.

[TomenieHus 1yisi CaMOCTOSITENIbHOM PaOdO0ThI CTYI€HTOB OCHALIEHbI KOMITbIO-
TEPHOU TEXHUKOW C BO3MOXXHOCTBIO MOAKIIIOUEHUS K ceTh «HTEepHEeT» U noctyna
B DJICKTPOHHYIO HMH(pOpMaIMOHHO-00pa3oBaTelbHyl0 cpeny yHuBepcutera (DU-
00).

Ne HaumenoBanue 000pyno- IlepeyeHb 000py10BaHMSA U TEXHHYe-
n/n BAHHBIX y4e0OHbIX KaOuHe- CKHUX CpPeJICTB 00y4eHH s
TOB, J1a0opaTopuii
l. Kabunet noKyMeHTAIlMOHHOTO | CTICIIMAIM3UPOBaHHAs MeOeIb, T€MOH-
oOecrieyeHus: ypaBIeHUs CTpaLIMOHHOE 000pYAOBaHUE: JOCKA
Ne 836: yueOHast, kadeapa HacTONbHAas

400*600*500, skpaH HaACTEHHO-
noTtosounbiit 240*200, mpoekTop
Optoma DS211, noyroyk HP Pavilion
dv6 Notebook PC.

Microsoft® Windows Professional 7
Russian Upgrade Academic OPEN 1
Licence No Level Jluniceptuduxar
49394358 ot 05.12.2011, Ne 49420632
0109.12.2011, 6eccpouno; ESET
NOD32 Antivirus Business Edition for



http://www.ebiblioteka.ru/newsearch/basic.jsp
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3750 users JIuuieH3ust Ha MPOrpaMMHOE
obecnieuenue EAV-0275470002 ot
26.06.2020 no 26.06.2021; umeeTcs He-
OTpaHUYECHHBIN JOCTYN B UHTEPHET,
noctyn B OMMOC ynusepcurera, 9bC n

b1

Kommnrerorepnsiii knacc Ne
632:

crenuain3upoBaHHas MeOelb, JTeMOH-
CTpallMOHHOE  O0OpyJOBaHUE: JIOCKa
yueOHasi, SKpaH HACTCHHO-MOTOJOYHbBIN
Lumen 153*203, mpoektop Optoma
DS211, mnepcoHanbHBII KOMIIBIOTEP
ROSCOM AMD?2 — 14 .

Microsoft® Windows® Vista Business
Russian Upgrade Academic OPEN No
Level Jlun ceprudukar 45676576, ot
02.07.2009, O6eccpounsiii; Microsoft®
Office Professional Plus 2007 Russian
Academic OPEN No Level - Jlun cep-
tudukar ceprupukar 4316214, or
06.12.2007, Oeccpounslii; 1C: mnpen-
npusastie 8.2 — JIMIIEH3MOHHOE CcorJa-
IIICHUE 8922406, 9334111 oT
03.02.2015; Audit Expert 3 Jlunm
17143N; Project Expert JIun
PE6T11450N; Audit Expert 4 Jlun
21157N;

Kaspersky Endpoint Security Jlui cep-
tudurar 1B08-200629-052411-253-
462 ot 29.06.2020 1o 07.07.2021;
MMEEeTCS HEOTPAaHWYEHHBIN TOCTYII B
uHtepHet, noctyn B OMOC yHuBepcu-
teta, ObC u B]]
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I[MPUJIOXXEHUE A
llepeuens 6onpocos 05 3auema no OucyuniuHe

. IoHsTHS: JOKYMEHT, TOKYMEHTAIIMOHHOE 00€CTIeueHrE YIPABICHHUS.

@DYHKIIUU JOKYMEHTOB, UX XapaKTePUCTUKA.

Ha3nauenue rocy1apcTBEHHOM CHCTEMbI JOKYMEHTAIIMOHHOT'O 00eCTICUeHUS

ynpasienus (I'CAOY).

OcHOBHBIE CTIOCOOBI JOKYMEHTHUPOBAHMUSI.

Knaccudukanus 10KyMEHTOB.

Bubl 10KyMEeHTOB (TEKCTOBBIE U T.IL.).

Ob1epoccuiickue KaacCuPpUKaTOPhl, UX KpaTKas XapaKTepUCTHKA.

Yaudukanus v cTaHaapTA3AIUS JOKYMEHTOB: TTOHSTHE.

[TonsTUs: peKBU3UT, GOPMYJIISIP TOKYMEHTA, THTIOBOUW popMyIisip, hopmy-

asip-oOpaserl.

10. [IpaBuna opopmiieHus: peKBU3UTOB OJIaHKA.

11. briaHk nOoKyMeHTa: MOHsATHE, HA3HAYEHWE, BU/IbI OJIAaHKOB.

12. Opranu3aioHHO-PACIIOPSIAUTENbHBIE JOKYMEHTHI: TIOHSITHE, HA3HAYCHHE,
OCHOBHBIE BU/IbI.

13. XapaktepucTruka OpraHu3alMOHHBIX JOKYMEHTOB.

14. XapakTepucTuka pacropsIuTeIbHBIX JOKYMEHTOB.

15. XapakrepucTuka cripaBOYHO-UH(POPMAITMOHHBIX JOKYMEHTOB.

16. XapakrepucTuka JOKyMEHTALMHU 11O JINYHOMY COCTaBY.

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

18. IokyMeHTOOOOpOT: MOHATHE, 00IIKE MPUHIUITBI OPTraHU3aUU JOKYMEHTO-
000poTa, €ero CTPyKTypa, HOPMaTUBHBIE IOKYMEHTBI, PErJIaMEHTUPYIOLTUE
OpraHu3alxio JOKYMEHTO000poTa.

19. Opranusanus peructpanuu JOKYMEHTOB: ONPEACIICHUE, LIENIH, 3a/1a4H,
dbopMBI perucTpanuu, uX JOCTOMHCTBA U HEJIOCTATKHU.

20. OcoOEHHOCTH PETUCTPAIIMH BXOISIINX JTOKYMEHTOB.

21. OcoOGEHHOCTH PETUCTPAIIMH UCXOAIINUX JOKYMEHTOB.

22. OcoOeHHOCTH PErUCTPallMd BHYTPEHHUX TOKYMEHTOB.

23. KoHTpOJIb HCTIOJIHEHUS! JOKYMEHTOB: MOHITUE, HA3HAYEHUE, BUJIbI, CDOKH
WCIIOJTHEHUS.

24. Opranu3aius onepaTUBHOIO XPaHEHHUS IOKYMEHTOB.

25. Homenkinatypa zein: NOHsITUE, 3HAYEHUE, BUIbl HOMEHKJIATYP, OPSI0K CO-
CTaBJIeHUsI, OPOpMIICHHUSI, YTBEPKJICHHUS U TPUMEHEHHUS.

26. ITopsaok popMupoBaHUs Je.

27. lopsinok mepeaadn TOKYMEHTOB B apXUB WJIM HA YHUYTOKEHUE: OCHOBHBIE
JTaIbI.

28. DKcnepTu3a EHHOCTH JOKYMEHTOB: IMIOHATHE, HA3HAUYECHUE.

29. Cpoku XpaHEHHUS TOKYMEHTOB.

30. TpeboBanus k opopmieHuto aen. [IpaBuna opopMaeHUs U COCTABICHHUS
onucu. [Topsiiok nepegauu e B apXuB.

31. ApxuB: NOHATHE, HA3HAYCHUE, BUJIBI.

32. Komnbrorepuzamus JJOVY.

33. DeKTpoHHAas MOYTa, TUIIBI CUCTEM BJIEKTPOHHOM MOYTHI.
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