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[Iporpamma cocraBieHa B cooTBeTcTBUU ¢ TpeboBanusmu GI'OC BO mo nHampasie-
HUIO MoAroToBku 46.04.02 JlIokyMEeHTOBEIEHHE U apXUBOBEICHUE.

ABrop-coctaButenb: A. B. Illtonep, moneHT kadeapbl HCTOPUM, MY3€0JOTHH U
JIOKYMEHTOBEACHUS, KAaHIUAAT MeAarorndyeckux Hayk, JOLEHT.

Paboyas nmporpamma nucnmrmuinHbl Kak coctaBHas yacth OIIOIT Ha 3acemannm coBeTa
dakynpTeTa JOKYMEHTAIBHBIX KOMMYHUKAIIUN U TypU3Ma PEeKOMEHIOBaHA K PACCMOTPEHUIO
AKCIIEpTHOUN KoMuccuel, mpotoko Ne 7 ot 17.04.2023

Okcneptusa nposeneHa 15.05.2023 , akt Ne 2023 / V]|

PaGouast mporpamma nucuurinHbl kak coctaBHas yacth OIIOIT yTBepxkaeHa Ha 3ace-
JJaHUK YYeHOro coBeTa MHCTUTYTa PoTokoa Ne 8 ot 29.05.2023

Cpoxk aeiicTBusa paboyeil nmporpaMmbl JUCHUILIAHBI IPOJUICH HA 3aceJaHUH Y YeHOTO
COBETA MHCTUTYTA:

Y4yeOHLIi roa Ne npoToKo0J1a, 1aTA YTBEPKIAEHHS
2024/25 ITpoTtokos Ne 11 ot 27.05.2024
2025/26 ITpoTtokous Ne 8 ot 26.05.2025
2026/27 ITporokois Ne 10 ot 25.05.2026
V67 VYnpasiienre JOKyMEHTaMH: OpraHu3allis U TEXHOJIOTHH: padoyasi mporpaMmma Jiiuc-

LUIUTMHBI 110 HANPaBJIEHUIO MOAroToBKU 46.04.02 JlokyMeHTOBEICHHE U apXUBOBEIE-
HUE, HaMpaBJICHHOCTb (NMpOQwib) «YTpaBlieHHE ITOKYMEHTaAMW», YPOBEHb BBICIIIETO
00pa3oBaHus: MarucTparypa, mporpamma MOATOTOBKH: aKaJeMHUUYECKas Marucrparypa,
kBaymukarys: Maructp / aBr.-cocT. A. B. Illtonep; UYensOUHCKUI TOCyIapCTBEHHBIM
MHCTUTYT KyIbTypbl. — Yensaounck, 2023. — 38 c. — (PI'OC BO Bepcust 3++). — Teker :
HEMOCPE/ICTBEHHBII.

PaGouas nmporpamMma JMCIMILIMHBI BKITIOYACT: TIEPEUCHb IUIAHUPYEMbIX PE3yJIBTaToB 00y4e-
HUSI 110 TUCLMIUIAHE, COOTHECEHHBIX C IUIAHUPYEMBIMH PE3yJIBTaTaMH OCBOCHHMSI 00pa30BaTeb-
HOH TIPOrpaMMBI;, YKa3aHHe MeCTa TUCITUILIMHEL B cTpykType OITOIL; 00beM AUCIMIUIMHEI B 3a-
YCTHBIX CAMHHUIAX C YKA3aHHMCM KOJIMYCCTBA aKaJICMUYCCKHX 4YaCOB, BBIJICJICHHBIX HA KOHTAKT-
HyI0 paboTy 00ydaroIIMXcs ¢ TperoxasareneM (1Mo BuiaM y4eOHBIX 3aHSTHII) U Ha CaMOCTOsI-
TENIbHYI0 paboTy OOyYarOIIMXCS; COICpIKaHUE MMCLHIUIMHBL, CTPYKTYPUPOBAHHOE IO TEMaMm
(pazzenam), ¢ yKasaHUEM OTBEICHHOIO HA HUX KOJIMYECTBA aKaJIEMUICCKUX YaCOB U BHIIOB yueO-
HBIX 3aHATHUIA; TEPEYCHb YUCOHO-METONMYECKOrO 00eCIIeYeHHUsI VISl CaMOCTOSITEILHON paboThI
O0yYarOIIMXCs MO AUCUHILTUHE; (DOH/I OLICHOUHBIX CPEICTB VIS POBE/ICHHS TEKYIIETO KOHTPOIIS
Y TIPOMEXKYTOYHOM arTecTariui 00y9aroIuXxcs 10 JUCIUIIINHE; TIepedeHh OCHOBHOM M JIOTIOTHH -
TeJIbHOM Y4eOHOH JTTepaTypbl, HEOOXOAMMOMN A1 OCBOSHUSI TUCIMILIMHBL, TIepeueHb PECYPCOB
MH(OPMAIMOHHO-TEJIEKOMMYHHUKAIIMOHHOM ceTH VIHTepHeT, HeOOXOIMMBIX Ui OCBOCHUS JUC-
LUIUTMHBL;, METOIMYECKHE YKa3aHUs JUTs OOyYarOIIMXCsl [0 OCBOCHHIO JMCIMILIMHBL, MEPeUeHb
WH(OPMAIMOHHBIX TEXHOJIOTHH, HCIIONB3yeMbIX TPH OCYILIECTBICHUH 00pa30BaTebHOro
npolecca 1o AUCIUILIHE, BKIIF0Yas TIepeueHb TPOrPaMMHOIO OOCCIICYCHUS; OITMCAHUE MATePH -
QJIBHO-TEXHMYECKOM 0a3bl, HEOOXOAMMOI JUTS OCYIIECTBICHHsI 00pa30BaTEeIbHOIO Mpolecca o
IOUCIATIIAHE.

© YensOMHCKUH TOCYAapCTBECHHBIN
MHCTUTYT KyJIbTypbl, 2023
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AHHOTanUs

1 | Maaexc v Ha3BaHUE b1.B.01 VYmpaBneHue TOKyMEHTaMU: OpTraHU3alMsI U TEXHOJIOTUU
TIACITUTUTIHBI o
y4eOHOMY IIJIaHy
2 | Lenas TUCIUTLTAHEL chopMupoBaTh y 00YyYaIOIIUXCS TMPEACTaBICHHE 00 OpraHM3alud U
TEXHOJIOTUSAX (OPMUPOBAHUS W Pa3BUTUS CHCTEM YIPaBICHHS
JOKYMEHTaMH
3 | Bagaum  MCHHIUIH- — HM3YYCHHUH JCATCIBHOCTH IO OpPraHM3allM¥ W TEXHOJIOTMHU IPOCKTHU-
HBI 3aKJIIOHAIOTCA B! | poBaHUS U BHEAPEHUS JOKYMEHTHON CUCTEMBI;
— packpbeITHH TPeOOBaHMA K OTBETCTBEHHOCTH, TOJIUTUKE, MPOIEIY -
paM, cucTeMaMm M MpoLEccaM, CBSI3aHHBIM C JOKYMEHTaMU OpraHu3a-
M,
— W3YYEHWW TPHHIUINOB pa3pabOTKH TpOrpaMM  YIpaBICHHS
JIOKYMEHTaMH;
— M3YYEeHHW XapaKTePUCTHK, COCTaBa, MOPSIKA pa3padOTKH, BHEApE-
HUS ¥ IPUMEHEHUS IOKYMEHTHBIX CUCTEM;
— U3YYEHUU METOJOJOTUU NPOEKTUPOBAHUS U BHEAPEHUS TOKYMEHT-
HBIX CHCTEM;
— XapakTEepUCTHUKE MPOLEAYP AOKYMEHTUPOBAHMS MPOLECCOB YIIPaB-
JICHUS TOKYMEHTaMH;
— M3YYEHHH TIPOIECCOB W TMPOLEAYpP MOHHTOPHHTA W ayJauTa
JIOKyMEHTHBIX CHCTEM;
— (opMupoBaHUH OOIIEr0 YPOBHS MPOPECCHOHATHEHON KOMITETCHT-
HOCTHU Y€pe3 YCTaHOBJIEHHE MEXIPEIMETHBIX CBA3EH C TUCHMITTIMHAMU
JOKYMEHTOBEAYECKOTO MPODHUIISL.
4 | [Inanupyemsblie I1K-2, TIK-3, I[1K-4, TIK-6
pe3yibTaTel  OCBOE-
HUSA
5 | Oo6wmas Tpyl0EM- B 3aUETHLIX €QUHUILAX — 5
KOCTh JIMCLHUIIJIUHBI B aKaJleMH4YecKux yacax — 180
COCTAaBIISIET
6 | PaspaboTumku A. B. lllronep, morneHT kKadempsl HCTOPHH, MYy3€OJOTUHA B JTOKYMCH-

TOBEJICHMS], KAHJIUJAT NeJJarOrMYeCKUX HayK, JOLIEHT




1. [IEPEYEHD IINIAHUPYEMBIX PE3YJLTATOB OBYUEHUS 11O JUCIHUILIIUHE,
COOTHECEHHBIX C INTAHUPYEMBIMMU PE3YJbTATAMU OCBOEHHUA
OBPA3OBATEJILHOM ITPOI'PAMMBI

B pe3ynbrate 0cBOeHUS OCHOBHOM MPO(hecCHOHATLHOM 00pa30BaTEIbHON
nporpammsl (nanee — OITOIT) oOyuaromumiics TOKEH OBJIAJIETh CIASAYIONTUMH PE3yJIbTaTaMu
00y4eHUS IO TUCIUILIHHE:

Taoauna 1

IlepeyeHb NJIAHMPYEMBIX Pe3YJIbTATOB 00yYeHUs!

ILianupyemble (MHIUKATOPBI TOCTUKEHHS KOMIIETEHIIN )
Pe3yJabTaThl Kon DJIeMeHTbI 10 KOMIIETEHI[UH M0 AUCHMIJIMHE
OCBOEHUS HHIUKATO | KOMIIETEH- B I€JIOM
onoiI pa Mt
1 2 3 4 5
[IK-2 Cnocoben | I1IK-2.1. 3HaTh CHCTEMY CHCTEMY
COBEPIIICHCTBOBA JIOKYMEHTAI[HIOHHOTO JIOKYMEHTAI[HIOHHOTO
Th cucTeMy obecrnieueHust obecnieueHust
JIOKYMEHTAIIHOH YIIpaBIICHHS YIIpaBIICHHS
HOTO OpraHH3al|y OpraHH3alfy
obecrnieueHus IIK-2.2. YMethb CTPOUTH CHCTEMY CTPOUTH CUCTEMY
YIpaBJICHHSI JIOKYMEHTAI[HOHHOTO JIOKYMEHTAI[HOHHOTO
OpraHMu3aIuu obecrniedeHus obecrnieueHus
YIpaBJICHUSI YIpaBJICHUSI
OpraHH3aIuy OpraHH3aIuu
T1IK-2.3. Biangers HaBBIKAMU HABBIKAMU
TUIAaHUPOBAHUS, TUIAaHUPOBAHUS,
KOHTPOJIS KOHTPOJIS
(YHKIIMOHUPOBAHUS (YHKIIMOHUPOBAHMS
CHUCTEMBI CHUCTEMBI
JIOKyMEHTAI[HOHHOT O JIOKyMEHTAI[HOHHOT O
obecrieueHHs obecrieueHHs
yIpaBJICHUS yIpaBJICHUS
OpraHu3aIyu OpraHu3aIyu
[IK-3 Crmocoben | ITK-3.1. 3Haer METOABI PYKOBOJICTBA METOIBI PYKOBOJICTBA
PYKOBOJUTH JIESITEIIbHOCTBIO 0 | JACSATEIbHOCTHIO o
JIESITETBHOCTRIO JIOKYMCHTAIIHOHHOMY JIOKYMCHTAIIHOHHOMY
mo obecrieueHnIo obecreueHunIo
JIOKYMEHTAI[MOH yIpaBICHHUS yIpaBICHHUS
HOMY OpraHu3aIlvy, ec | opraHusanum, ee
obecreueHuIo noapasneneauiit JI0Y u | mompaznenenmii JIOY u
yIpaBICHHS apXUBHOTO  XPAHCHUS | apXUBHOTO  XPaHEHUs
OpraHu3anun JIOKYMEHTOB JIOKYMEHTOB
I ee | [1IK-3.2. YMmeer PYKOBOJIHTH PYKOBOJIHUTH
o ipa3aeacHHsI JICATEIIbHOCTBIO JIESITENBHOCTRIO
nojpa3ieeHu 1o | moApaseneHuin o
JIOKYMEHTAI[HOHHOMY JIOKYMEHTAI[HOHHOMY
obecrnieueHuo obecrneueHuIo
YIpaBJICHUSI YIpaBJICHHSI
OpraHu3aIuu U | OpraHu3aiuu u
apXMBHOMY XPaHCHUS | apXUBHOMY  XPaHCHUS
JIOKYMCHTOB JIOKYMCHTOB
T1K-3.3. Bnageer METOJAMU METOJaMU
PYKOBOJICTBA PYKOBOJICTBA

7
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https://profstandart.rosmintrud.ru/obshchiy-informatsionnyy-blok/natsionalnyy-reestr-professionalnykh-standartov/reestr-trudovyh-funkcij/index.php?ELEMENT_ID=67365&CODE=67365

JIeSITENIEHOCTBIO 0 | AESATEIHHOCTHIO o
JIOKYMEHTAIIHOHHOMY JIOKYMEHTAIIHOHHOMY
o0ecre4eHuno o0ecre4eHunIo
yIpaBIeHHS yIpaBIeHHS
OpraHu3aIuy, ee | opranmzanum, ee
noapasnenenuit IOY u | monpaznenennii IOV u
apXUBHOTO  XPaHEHUs | ApXMBHOTO  XPaHEHUS
JTOKYMEHTOB JTOKYMEHTOB

[IK-4 Cmocoben | I1K-4.1. 3Haet CHCTEMY CHCTEMY

CTPOHTH JIOKyMEHTAIIFIOHHOTO JIOKyMEHTAIIFIOHHOTO

CUCTEMY o0ecrieyeHysl YIIpaBieHUsT | OOCCTICUCHHUST YITPABIICHHS

JIOKYMEHTAIMOH OpraHM3alIu OpraHu3alIu

HOTO [IK-4.2. YMmeer CTPOUTH CUCTEMY | CTPOUTH CUCTEMY

obecrieueHust JIOKYMEHTAI[HOHHOTO JIOKYMEHTAI[HOHHOTO

yIpaBJICHUS obecrieueHust obecrieueHust

OpraHm3anud | yIpaBICHHUS YIpaBJICHUS

OCYIECTBIISITh OpraHH3aIlNH, OpraHH3aIlNH,

KOHTPOJIb ee OCYIIECTBIISTH OCYIIECTBIISTH

(yHKIIHOHHPOBA KOHTPOJIb ee | KOHTPOIb ee

HUS (YHKIIMOHUPOBAHUS (YHKIIMOHUPOBAHUS

T1K-4.3. Bnaneer METOJaMH TOCTPOCHHUS | METOJIaMU TIOCTPOCHMSI
" KOHTPOIIS | U KOHTPOJIA
(O YHKITMOHUPOBAHUS (O YHKITMOHUPOBAHUS
CUCTEMBI CUCTEMBI
JOKYMEHTAllMOHHOTO JOKYMEHTAIlMOHHOTO
obecrniedyeHus obecrniedyeHus
YIpaBJICHUS YIpaBJICHUS
OpraHu3aluy, OpraHu3aluy,
apXUBHOTO  XPaHEHUs | ApXUBHOTO  XPaHEHUS
JTOKYMEHTOB JTOKYMEHTOB

[IK-6 Cmocoben | I1K-6.1. 3HaeT OCHOBBI OCHOBBI

MPOCKTUPOBATH MPOCKTHPOBAHUS MPOCKTHPOBAHUS

CHUCTEMBI CHUCTEMBI CHUCTEMBI

JIOKYMEHTAINH U JIOKYMEHTAIHH U | TOKyMEHTAIHH u

s pexTuBHYIO s pexTuBHON cUCTEMBI | 3D(HEKTHBHOW CHCTEMBI

CUCTEMY JIOKYMEHTAIIMOHHOTO JIOKYMEHTAIIUOHHOTO

JOKYMEHTAIMOH oOecrieueHust oOecrieueHust

HOTO yIpaBIeHHS U | yIOpaBIeHHS u

obecrieueHust apXMBHOTO  XPaHEHHUs | apXHUBHOTO  XpaHEHUs

yOpaBlIeHHS U JIOKYMEHTOB JIOKYMEHTOB
apXUBHOTO OpraHH3aIuu OpraHH3aIuu

XpaHEHUs [1K-6.2. YmMmeer [JIaHUPOBATh U | IUIAHUPOBATh u

JIOKYMEHTOB PYKOBOAHTH PYKOBOAHTH

KOHKPETHOH IIOCTPOEHUEM  E€IUHOW | HIOCTPOCHUEM  €IUHOU

OpraHM3alid B CHUCTEMBI  YIMPABJICHUS | CUCTEMbl  YIIPAaBJICHUS

Ka4yecTBe JIOKyMEHTarmen U | TOKyMEHTaIeH u

PYKOBOIUTENSA H apXUBHOTO  XPaHEHHWS | ApXUBHOTO  XpaHEHUS

qJieHa JIOKYMEHTOB JIOKYMEHTOB

KOJIJICKTHBA OpraHH3alNH; OpTraHH3aINH;

MIPOEKTa 1IK-6.3. Baageer HaBEIKAMU HaBEIKAMU
MPOEKTUPOBAHUS MPOEKTUPOBAHUS
CHCTEMBI CHUCTEMBI
JIOKYMEHTAIUN U | TOKyMEHTAIuH u
s pekTrBHON cUCTEeMBI | 3PPEKTUBHON CHCTEMBI
JTOKYMEHTAIIHOHHOTO JTOKYMEHTAI[HOHHOTO
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obecrieyeHust obecnieueHust
YIIpaBIE€HUS U | yIpaBJICHUsA 51
apXUBHOTO  XPaHCHUs | ApXMBHOTO  XPaHCHUS
JIOKYMCHTOB JIOKYMCHTOB
OpFaHI/I3aHI/II/I B OpFaHI/I3aHI/II/I B
KayecTBe Ka4yeCcTBe
PYKOBOAMTENSI U YJCHA | pYKOBOJIUTEINS U YJICHA
KOJUICKTHBA MPOEKTA KOJUICKTHBA MPOEKTA

2. MECTO JUCHUIIIAHBI B CTPYKTYPE OBPA3OBATEJILHOM MPOTPAMMBI'

JucuumimnHa «YIpaBieHue JOKyMEHTAMU: OpPraHu3alysl U TEXHOJIOTHU» BXOJIWT B Ba-
PHATHUBHYIO YacTh y4eOHOTO IUIaHa.

JlucuuimHa JIOTHYECKU U COJEP KAaTEeNIbHO-METOAMYECKH B3aMMOCBSI3aHA C JIUC-
mumuHaMu: «CoBpeMeHHbIe MPOoOJeMbl apXMBOBEIEHHUS U apXUBHOro Jenay», «l'ocymap-
CTBEHHOE YIIpPaBJIEHUE: YCIYI'M M HPOLEAYpPb», «YIpaBleHUE CIIyk 00N JOKYMEHTAl[MOH-
HOTO 00eCTeYeHUs YIIPABICHUD.

OcBoeHue AUCIUIUTMHBI OyIeT HEOOXOIUMO TP U3yUEHUH JAUCIUILTNH: «/lokyMmeH-
Tal[MOHHOE Oo0ecleyeHne yNpaBlieH!s] B OpraHax rocyJJapCTBEHHOM BJIACTH U MECTHOT'O CaMo-
yopasieHus», J{oKyMEHTHpOBaHME YIpPaBIEHUYECKOW JesTeNbHOCTH «COBpEMEHHBIE IPO-
OneMbl apXMBOBEACHUS U apXMBHOTO JieNa», MPOXOXKAECHUU NPOEKTHOM, MpPEeIAUIIOMHON
MPaKTUKH, K TIPOLIEAYPE 3aLIUTHI U 3aIIMTA BHITYCKHON KBATU(UKAIIHOHHON pabOTHI

3. OFBEM JUCHUTNJIUHBI B 3AYETHBIX EJJUHULIAX C YKASAHUEM
KOJIMYECTBA AKAJEMHUYECKHUX YACOB, BBIAEJTEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIMUXCS C MPEMNOJABATEJEM(ITO BUJAM YUYEBHBIX
3AHSATHIN) 1 HA CAMOCTOSITEJIbHYIO PABOTY OBYYAIOIIUXCS

OO0mias TpyI0EMKOCTh JAMCHUIUIMHBI B COOTBETCTBUU C YTBEPXKIECHHBIM YUYEOHBIM
IUTAHOM COCTAaBJISIET 7 3a4ETHBIX €IUHHUIL, 252 yaca.

Tadauua 2
. Bcero uacos
Bi yuebuoit pagorer o4yHas popma | 3a0yHas popma
OO011as TPyI0EMKOCTh JUCIUILIMHBI [0 YIeOHOMY ILIaHy 252 252
— KonrakTtHas pabora (Bcero) 110,3 50
B TOM YHCIIE:
JIEKIIUA 26 10
CEMUHAPEI 36 8
IPAaKTUYECKUE 3aHATUS 46 14
8 m. 4. 8 hopme nPaKmuueckoli NOO20MOBKU 4 4
KOHCYJIBTALIUS 8 PAMKAX NPOMENCYMOUHOU ammecmayuy 2 2
(KoncllA)
nHas koHTakTHa pabdora (MKP) ¢ pamxax npomescymournou 0,3 2
ammecmayuu
KCP 15 % ort nex. 4
KOHCYJIbTAIUN yac. 10
— CamocrosTenbHas pabora oOyJarommxcs (BCero) 115 195
— [IpomexyTouHas aTTecTanusl 00y4aroLerocs — 3K3aMeH: 26,7 7

! [To 3a0unOl (hopMe 0O0yUIEHUS BO3MOKHBEI KOPPEKTUPOBKH, B COOTBETCTBHHU ¢ TpadhuKoM yueGHOro Iporecca u
Yy4eOHBIM IIaHOM.



| KOHTPOIIB

4. COAEP)KAHUE JUCHUIINHBI, CTPYKTYPUPOBAHHOE IO TEMAM
(PA3JEJAM) C YKABAHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA
AKAJTEMUYECKHX YACOB M BUJIOB YYEBHBIX 3AHATHUI

4.1. CTpyKTypa npenosaBaHus AUCHUIIJINHbI

Tabauna 3
Ounasi gopma 00yueHust
2 Bunnbl yueOHoii padoThl, BKJIIOYasi caMo- ®opma
] § g CTOATEJBHYIO pa0oTy 00y4aroumuxcsa u TPOMEKYTO'I-
HanMeHoBaHme g § :: Ii?yHOQMKOCTb (B akajeM. 4ac.) HOIi aTTecTaAllUU
Tem S 22 OHTaKTHasi padora (o cemecTpam)
C =3 BT.4.C
z & ceM | MpakKT c/p N
B JIeK. HH]. KOHTAKTHOI
paboToii
1 2 3 4 5 6 7 8
Tema 1. OcHOBBI 36 4 8 6 - 18
Kypca «YIpaBieHue
JOKyMEHTaMH: Opra-
HU3anusa U TEXHO-
JIOTHI
Tema 2. Konuermnusa 32 4 10 - — 18
YIPaBJICHUS
JIOKYMEHTaIUEen:
OTIBIT Pa3BUTHIX
CTpaH
Tema 3. MexnyHa- 40 2 8 12 - 18
POIHBIIA OMBIT B ce-
pe ynpaBieHHs
JIOKYMEHTaMH
Hmoeo 60 2 cem. 108 10 26 18 - 54
Tema 4. 28 4 10 - - 14
MexayHapoaHas
CTaHIapTH3aLUs B
chepe ympaBleHHUs
JIOKYMEHTaMH
Tema 5. Hopmatus- 30 4 - 10 - 16
HOE peryJIupoBaHHE
B cepe ympaBieHus
JOKYMEHTaMH: OTe-
YECTBEHHBIN OTBIT
Tema 6. TpeboBanus 29 4 - 10 - 15
K yIPaBIICHUIO
JIOKYMEHTaMH
Tema 7. IlpoexTupo- 28 4 - 8 - 16
BaHHE M BHEApECHHE
JIOKyMEHTHOU cH-
CTEMBI
Ok3ameH 3 ceMm. 29 Kowutp. —26,7 wac.,

UKP - 0,3 uyac.
KoncITA-2 uac.
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Hmozo 60 4 cem.

144

16

10

28

(=]

61

29

Bcero mo gucuumin-
He

252

26

36

46

115

29

3aounas popma 00yueHus1

HaunmenoBanmne
TeM

Oomasn
TPYI0EeMKOCTh

Buanbl yueOHoi padoThl, BKIIOYAS CAMOCTOSA-
TeJBHYI0 padoTy 00y4aIOIMXCsl U TPYAOEM-
KOCTb (B aKajieM. 4ac.)

KontakTHas padoTa

(Bcero 4ac.)

JIEK.

CceM.

MpAaKT.

KCP
Konc

c/p

®opma
MPOMEKYTOY-
HOIl aTTecTaAllUU
(mo cemecTpam)
BT.Y.C
KOHTAKTHOM
paboToii

1

(]

w

4

5

6

8

Tema 1. OcHOBBI
Kypca «YTpasiie-
HUE TOKYMEH-
TaMU: OpraHu3a-
LM ¥ TEXHO-
JIOTHIH

(98]
(@)

2

Tema 2.
Konnenmus
yIpaBIeHHS
JIOKYMEHTAaIuen:
OTIBIT Pa3BUTHIX
cTpan

32

28

Tema 3. Mexny-
HapOJHBIN OMbBIT
B cepe yrnpas-
JIEHUs! JOKYMEH-
TaMH

34

28

KCP
Konuc

HToro Bo 3 cem.

108

[N EE N\

88

Tema 4.
MexayHapoaHas
CTaHIapTH3AIIHS
B chepe
yIpaBIeHHS
JIOKyMEHTaMH

34

26

Tema 5. Hopwma-
TUBHOE pEryJju-
poBaHue B cdepe
YIpaBIeHUS
JIOKYMEHTaMHU:
OTEUYECTBEHHBIN
OTIBIT

28

26

Tema 6. Tpebo-
BaHUA K YIIpaB-
JICHUIO JIOKYMEH-
TaMH

32

28

Tema 7. Ilpoek-
TUPOBAHUE Hu
BHEJIpEHUE
JIOKYMEHTHOU

31

27
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CHUCTEMBI
KCP 8 2
Komnc. 6
11 HKP — 2 yac.
KonTtp. — 7 4ac.
Jx3ameH KoulIA — 2 gac
Hroro Bo 4 cem. 144 6 4 8 8 107 11
Bcero no auc- 252 10 8 14 14 195 11
HMIJIHHE
Taoauna 4

4.1.1. MaTpuua KoMneTeHumn

HaunmeHnoBaHue o e < ©

pasiesioB, TeM é Eﬁ ﬁé ﬁé

1 2 3 4 5

Tema 1. OcHOBBI Kypca « YTIpaBiIeHHE + + + +
JIOKYMEHTaMH: OPraHU3alusl U TEXHOJIOTHID)
Tewma 2. Konnenuus ynpaBieHus JOKyMeEH- + + + +
TaIMe: OIBIT Pa3BUTHIX CTPAH
Tema 3. MexxayHapOIHBIHOIBIT B chepe + + + +
YIPaBJICHUSI TOKYMEHTaMU
Tema 4. MexayHapoaHasi CTaHIAPTH3AIUS B + + + +
cdepe ynpasieHUs JOKYMESHTAMHU
Tema 5. HopmaTuBHOE peryiMpoBaHuE B + + + +
chepe ympaBiIeHHS TOKYMEHTaMH: OTede-
CTBEHHBIH ONBIT
Tema 6. TpeOoBaHus K YHpaBJICHHIO + + + +
JIOKyMEHTaMH
Tema 7. IlpoexTupoBaHHE W BHEIPEHHUE + + + +
JIOKYMEHTHOU CUCTEMBI
Dx3ameH 4 ceM. + + + +

4.2. CoaeprxkaHue JUCLHMILJIMHBI

Tema 1. OcHOBBI Kypca «YnpaBjeHHMe [JOKYMEHTAMHM: OpraHu3anusi H
TexHoJorum». [lpenmer, 3amaun u conep:kanue Kypca. TpeOoBaHUS K YPOBHIO OCBOCHHUS
qucuuIuivHel.  [IoHATHA — «JOKyMeHTauumoHHoe obecnedeHue ynpasieHus»  (JOVY),
«yHnpaBlieHUE JOKyMeHTamu». JloKkyMeHTallMOHHOE oOecrieyeHre Kak (QyHKIUS yIpaBiIeHMUs,
€ro MeCTO CpeJH JAPYIuxX YIpaBieHUeCKUX (PyHKIMHA. 3HaUueHne JOKYMEHTOB JUIsl peau3aliu
YIIPaBICHYECKUX PEIICHUN.

Tema 2. KoHumenmuusi ynmpaBjeHHsI JOKYMEHTAllHeil: ONBIT Pa3BHTHIX CTPaH.
DOBOMIONMS TOHATHUSA «yHpaBlIeHUE JOKyMEHTaluei». ba3oBble NPHUHIUIBI YIPaBICHUS
JIOKyMEHTalMe. YTpaBlieHHE AOKyMEHTaluedl kak oOmas ¢yHkuus ynpasienus (O.
Xopton, K. Jlenon, A. Mopaemn, A. Pukc, K. Xaap, /I. Makneon, Ix. Cammepsuin, /.
Credenc). VYmpaBiaeHue MOKYMEHTAIMEW Kak oOOJAcTh TPAKTUYECKON JIESITEIBHOCTH
opranm3anuu (M. bakknenn, 1. O. Credenc).

Pa3zpabotka MTOHSTHUSA YIPaBJICHHUE JIOKYMEHTaIuei MEXTyHApOTHBIMU
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OpraHu3alMsIMUA. YTIPaBJIEHUE JJIEKTPOHHBIMU JIOKyMEHTaMH. YHHU(DUKAIUS TOHATHS
«yIpPAaBJICHUE JOKyMEHTALMEH» HAa MEXAYHapoOHOM YypoBHE. (OCHOBHBIE DIIEMEHTHI
yhpaBieHus JoKkyMeHTanuei. O0Imue MOIeIH YIPaBICHUS SJICKTPOHHBIMU JOKYMEHTAMH.

Tema 3. MesxxayHapoaHblii onbIT B cepe ynpaBiaeHus AOKymMeHTamu. OOmue
TEHJCHIIMM HOPMATHUBHO-IIPABOBOTO PETYJIMPOBAHUSA JIOKYMEHTALMOHHOTO oOOecreyeHus
yOpaBlieHUsT B pPa3BUTHIX 3apyOexHbIx cTpaHax u CHI. OcHOBHBIC TOJOXCHUS
MEXIYHApOAHBIX  HOPMAaTUBHO-TIPABOBBIX ~ aKTOB IO  BompocaM uHGOpMauu |
JIOKYMEHTaL1H.

Pons OOH, IOHECKO B BbIOOpE NPHOPUTETOB MEXIAYHAPOJAHOW M HAIIMOHAIBLHOMN
MH(POPMALIMOHHON MOTUTHKH, B T. 4. B c(hepe ymnpaBieHUs TOKyMEHTaMU. MexTyHapoIHbIe
OpraHu3aluy, 3aHUMAOLIUeCcs npobiemMaMu yIpaBJi€HUs JOKyMEHTaMU u
MH(POPMALIMOHHBIMUA pecypcamu. MexayHapoansiii coBer apxuBoB (MCA). EBpaswmiickoe
perunonansHoe otaeneane MCA (EBPA3MKA). Komurer mo aenonpou3BOACTBEHHBIM
JOKyMeHTaM B 3nekTpoHHoM cpene npu MCA. [lestensHocts crpykryp CHIT mo
COBEPILECHCTBOBAHUIO YIIPABJICHUS IOKYMEHTAMH.

dopmupoBanue, crenuuka W Pa3BUTHE HANMOHAIBHBIX CHUCTEM yIPaBICHUS
JIOKyMeHTanue pa3Buthix crpaH, crtpadn CHI'. Ilpuopurtersl npaBoBOTO peryJupoBaHUS
JIOKYMEHTAllMOHHOT0 o0ecreueHus ynpasieHus. KoMneTeHus rocy1apcTBEHHbIX OpPraHOB B
chepe HOPMATHBHO-NPABOBOTO PEryJIMPOBAHUS MPOLECCOB JOKYMEHTOOOPAa30BaHUS H
OpraHu3anuu paboThl C JOKYMEHTAMH.

Bompocsl ynpaBnenus gokymeHtarein Ha ¢denepanpbHoMm ypoBHe CIIIA. Cdepa
BeneHuss HarmumonanpHoro apxuBa CIIIA w VYmpaBnenus ciyk0 oO0mero HasHaueHUS.
OcHoBable 3akoHozarenpHble akThl CIIA. Pasmenst Csoma 3akomoB CIIA u Csoga
denepanpablx HOpMaTUBHBIX akToB CIIA 1o Bompocam yIpaBieHHS JOKYMEHTAIUCH.
Bomnpocs! ynpaiieHus JOKyMEHTalMEd B HAJIOTOBOM 3aKOHOATENIbCTBE, 3aKOHO/IATEIbCTBE
0 TpYyLy, OXpaHE OKpYXaroulell cpeapl M JIpyrMX HOPMATHBHBIX JIOKyMEHTAX.
3akoHOAATENbHBIE AaKThl [0 YIPABJICHUIO JOKYMEHTalueil: 3akoH o ¢eaepanbHbIX
JOKYMEHTaX, 3aKOH O COKpAalleHHHW pPaboThl ¢ OyMaXHbIMH JOKyMEHTaMH, 3aKOH 00
HCKITFOYCHHH OyMaKHOUW pabOTHI.

Pernamenranus npoueccoB yrpaBieHHs AOKyMeHTanuel HanumonanbHeIM apXuBom
ABcTpanuu. DJIIEKTPOHHOE TPABUTEILCTBO ABCTPAIMH. 3aKOHBI O IOKYMEHTAllUH ABCTpaJIUU.

Pons u 3nauenne HammonaneHoro apxuBa BenmukxoOpurtanuu. IIpaBoBbIe aKTbI
BenukoOputanuu 1O yOpPaBIEHUIO JOKYMEHTaMH M HWH(GOPMALMOHHBIMU pecypcamu.
Hanmonaneusle  cranmapTel  BemukoOputanuu. CraHmapThl  J1€IONPOU3BOJCTBEHHBIX
MeTagaHHbIX BenmukoOpuranuu, ABctpanuu, Kanassr.

[IpaBoBeie u HOpmatuBHBIE akThl cTpaH CHI' B cdepe MTOKyMEHTaMOHHOTO
oOecrieueHus ynpapieHus, 00IIKe TeHACHIIMU U Pa3TUYHbIC TOAXO/bI.

Tema 4. MexayHapoaHasi cTaHAapTU3anus B cepe ynpaBJieHUsI JOKYMEHTAMM.
MexyHapO/JHbIE HOPMATHUBHBIE aKThl B cdepe CTaHgapTU3aluHd JOKYMEHTAlMH |
yopaBiieHus: JokyMeHTaMu. OCHOBHbBIE MEXAyHapOAHbIE OpraHHU3aliH, pa3padaThIBAOLINE
CTaHZapTHI B cepe JOKYMEHTAIMH U yIpaBieHus JoKkymenTamu. CtaTyc, CTpYKTypa, [elId |
OCHOBHBIE HAIpPAaBIICHUS JIEATEIbHOCTH MexayHapOAHONW OpraHu3alus MO CTaHIapTU3AlHUH
(UCO). Oynkuuu paznuunbix komutetoB UCO. TloHsTie, Ha3HaueHHWE U BUIBI CTaHIAPTOB
HCO. Tlopsnok pazpadorku crangaptoB UCO. Texunueckuii komuteT Ne 46 «ubopmarus
U JIOKyMEHTalus» U ero noaxomuteTsl. JlesrensHocts cTpykryp CHI' mo cranpaptuzanuu
JIOKYMEHTAIIMU ¥ YIPABICHUS JOKYMEHTaMH.

OO6mas xapaxkrtepuctuka ocHoBHbIX cTaHaaptoB MCO. IlpeanasHaueHue cranaapra
NCO 15489-2001 «HMuadbopmamuss W JOKyMEHTAIuss — YIpaBiICHUE JOKYMEHTaMM).
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OcHoBHBIE Tmpomecchl paboThl C JOKYMEHTAaMHU B CcHUCTeMe ympaBieHus. OOmas
XapakTeprucTrKa MexayHapoaaoro cranaapra MCO 23081 «Muadopmanms 1 TOKyMEHTAIHS —
[Iporuiecchl ympaBieHusi TOKyMEHTaMH — MeTalaHHble JOKYMEHTOB. THIIBI METaJaHHBIX).
CocTtaB 1 Ha3HaYEHUE METAJaHHBIX 3JICKTPOHHOTO TOKYMEHTA.

MexayHapoaHbIE ATHYECKHE W MPOQPECCHOHATBHBIE TPEOOBAHHS K YIPABIISIOIIAM
JIOKYMEHTAIUECH.

OTKpBITBIE CTaHIAPTHI B cepe qokyMeHTanuu 1 naopmanuu. [Ipaktuka BHEAPEHUS
MEXIyHAPOAHBIX CTAHAAPTOB B OTEUECTBEHHOM MPAKTUKE yIPABICHUS TOKyMEHTALIUEH.

Tema 5. HopmaTtuBHOe peryjmpoBaHue B cdepe ynpabiieHHsI JOKYMEHTAMU:
oTedeCTBeHHbIN omnbIT. OpraHu3anuy, ydacTBYIOLIME B IpOLIECCE CTaHAApTHU3ALMU
ynpaieHus: fokymentamu B Poccun. Texnuueckue komuretsl Poccrangapra, ydacTByronme
B IIPOLIECCE CTAaHAAPTU3ALMU YIIPABJICHUS JOKYMEHTaMM, U UX cTaHapThl. HanuoHanbHbIE
CTaHJIapThl, UCIIOJIb3yEMbIE B YIIPABJICHUHU JOKYMEHTaMH B cOBpeMeHHOH Poccuu.

I'OCT P UCO 15489-1-2007 CUBU/I. Yupasnenune nokymeHTamu. Obmue TpedboBa-
Husa. 'OCT P UCO 22310-2009 CUBU/. PykoBoacTBO mjisi pa3pabOTUYUKOB CTaHIAAPTOB,
yCTaHaBIMBaOUIMX TpeOoBanus K ympasieHuto gokymentamu. 'OCT P UCO 303002015
CUBU/. Cucrembl ympaieHus gokymeHTamu. OOmue mosioxeHuss u cioBapb. 'OCT P
NCO 30301-2014 Uudopmanus u gokymeHnrtanus. CucreMbl MEHeDKMEHTa 3anuceid. Tpebo-
Banms. ['OCT P 55681-2013 Nudopmanus u nokyMeHTanus. AHaJIU3 MPOILECCOB pabOTHI ¢
TOUkH 3peHus ynpasieHus gokyMeHtamu. I'OCT P MCO 23081-1-2008 CUBU/L. IIpoueccht
yIpaBlieHUs] JOKyMeHTamu. Metanannbie Juisi fokymMeHToB. Yacte 1. Ilpunnunel. 'OCT P
54989-2012 ObGecneueHue IOJITOBPEMEHHONW COXPAaHHOCTH JJIEKTPOHHBIX JIOKYMEHTOB.
I'OCT P 53898-2013 CucreMsbl 2JIEKTPOHHOTO IOKyMEHTO00OpoTa. B3auMopeicTBrue cucrem
yIpaBiIeHus: ToOKyMeHTaMu. TexHudyeckre TpeOOBaHUs K MeKTpoHHOMY coobmeHuo. [OCT
P 54471-2011CucreMbl 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa. YIpaBieHUE JTOKYMEHTAIIMCH.
Wudopmanusi, coxpaHsemas B DJIEKTPOHHOM BHAE. PexoMeHmanuu 1mo o0ecredyeHuio I0-
croBeproctu u HaaexHoctu. [[OCT P UCO 13008:2016 — Mudopmanust U TOKyMEHTAIIHS.
IIpoueccel KOHBEPCUM U MUTPALIUU 3JIEKTPOHHBIX JOKYMEHTOB.

Tema 6. TpeGoBaHusi K yHpaBJeHHIO JOKyMeHTaMH. [IpuHiunsl pa3paboTKu
IpOrpaMM YIpaBJIEHUS JOKyMEHTaMH. XapaKTepUCTUKU JOKYMEHTAa: ayTeHTUYHOCTb, JO-
CTOBEPHOCTb, 1IEJIOCTHOCTD, IPUTOAHOCTH JIJIS1 UCTIOIb30BaHUS

Tema 7. IIpoekTHpoBaHKMe U BHEAPEHUE JOKYMEHTHOH CHCTEMBbI. XapaKTEpUCTUKH
JIOKYMEHTHBIX CHCTEM: HaJI€KHOCTb, LIEJIOCTHOCTh, COOTBETCTBHE, KOMIIJIEKCHOCTh, CUCTEM-
HOCTb. [IpoexkTrpoBaHue 1 BHEIpEHUE JOKYMEHTHBIX CUCTEM. JJOKYMEHTUPOBAHUE ONEPALIAIA.
MarepuanbHble HOCUTENM MHPOPMALUU U UX (pu3nueckas 3amuTa. PacnpeneneHHoe ynpas-
nenue. Konseprauusa u murpanus. JlocTyIl, IOUCK U UCIIOJIb30BaHUE. XPAaHEHUE U YHUUTOXKE-
HUE IOKyMEHTOB.

Merononorus NpOeKTUPOBAHUSA U BHEIPEHUS NOKYMEHTHBIX cucteM. [Ipekpaienue
IIPUMEHEHNs JTOKYMEHTHBIX cucTeM. IIponeccsl ynpasieHus JOKyMEHTaMH U KOHTPOJIb. JKC-
neptu3a uHpopMmalyy, 3apUKCUIPOBAHHON HAa MaTepUAIbHOM HOCHUTENIE, MOUIKAIICH BKITIO-
YEHUIO B IOKYMEHTHYIO cucteMy. OnpeneneHue CpoKOB XpaHEHUs TOKyMEHTOB. BritoueHne
JIOKYMEHTOB B cuctemy. Peructpanus. Knaccudukanus. Xpanenue u odpaiieHue ¢ JOKyMeH -
tamu. Jloctyn. Kontpons. OT60p M nepenaya JOKyMEHTOB Ha MOCIEYIOLIEe XpaHEHUE WU
YHUYTOKEHHUE. JIOKyMEHTUPOBAaHKE IIPOLIECCOB YIIPABIECHUS JOKYMEHTAMU.

5. IIEPEYEHb YYEBHO-METOJUYECKOI'O OBECIIEYEHUS
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JJISI CAMOCTOSITEJABHOM PABOTHI OBYYAIOIIUXCS MO JUCIHUILJIMHE

5.1. O6mue noJ10:KeHus

CamocrosiTenpHas paboTa 00yJaroIIMXCsi — OCOOBIM BUJ MO3HABATEIHLHOU JIESITEIIb-
HOCTH, B IIpoIiecce KOTOPOH MPOUCXOAUT (HhOPMUPOBAHHE ONTHUMAIBHOTO Il JAHHOTO MH/IU-
BUJa CTUJIS TIOJTY4YeHUs, 0OpaOOTKHU U yCBOEHUS yuyeOHON MH(pOpMAIMi Ha OCHOBE MHTETpa-
IIUH €r0 CyObEKTUBHOTO OIBITA C KYJIbTYPHBIMU 00pa3IiaMu.

CamocTosiTenbHast paboTa MOXKET ObITh ayAUTOPHOMN U BHEAYAUTOPHOM.

AynutopHas caMOCTOsITeTTbHasl paboTa OCYIIECTBIACTCS HA JIEKIHIX, MPAKTUIECKUX
U CEeMUHAPCKUX 3aHITHSAX, MPH BBITIOJTHEHUN KOHTPOJIGHBIX M JTAOOpAaTOPHBIX paboT W jp.
BHeaynutopHas camocTosiTenbHast paboTa MOXKET OCYIECTBIISATHCS:

— B KOHTakTe C MpernoJiaBaTeieM: Ha KOHCYJbTAlUAX M0 y4yeOHBIM BOIpoOcaMm, IO
MOJITOTOBKE BBIMYCKHBIX KBANIU(PHUKAIIMOHHBIX pabOT, B XO0Jié TBOPUECKUX KOHTAKTOB, MpPH
JMKBUIALUH 32/I0JDKCHHOCTEH, TTPH BHIMIOJIHEHUH WHAWBUYaTbHbIX 33JaHUH H T. 1T.;

— 0e3 KOHTaKTa C MpenojaBaTesieM: B ayIUTOPUU ATl MHIWBUIYalbHBIX 3aHSATUH, B
oubimoreke, 10Ma, B OOMICKUTHH U JIPYTHX MECTax MPHU BHIMOJHEHUH YYeOHBIX M TBOpUE-
CKMX 3aJaHUM.

BueayauropHas camocrosiTenbHas paboTa, MPEKIe BCEro, BKIKOYAET MOBTOPEHHE
MaTepHala, U3y4eHHOIO B XO/i€ ayJUTOPHBIX 3aHATUH; pabOTy ¢ OCHOBHOM U JIOTOJIHUTEIb-
HOU JTUTEpaTypoil U MHTEPHET-UCTOYHUKAMU; TTOJATOTOBKY K CEMUHAPCKUM, PAKTUIECKUM H
WHAWBUAYAIbHBIM 3aHATHSAM; BBIIIOJIHEHUE 3a/IaHUH, BEBIHECEHHBIX MPETNoJaBaTeieM Ha caMo-
CTOSATENbHOE U3yUEHUE; HAYYHO-UCCIIEIOBATENbCKYIO U TBOPUECKYIO pab0oTy 00ydaromerocs.

Lenbto caMOCTOSATENIbHONM PabOThl 00yUaIOIIEerocs sBISETCs:

— (opmupoBaHue MPUBEP>KEHHOCTH K Oytymiei npopeccuu;

— CHCTeMaTHu3alys, 3aKpeIuieHue, yriyoJeHne U paciiupeHue MoyuYeHHBIX 3HAHUH
YMEHHH, HAaBBIKOB U (WJIH) OTIBITA I€ATETbHOCTH;

— ¢dopMUpOBaHUE YMEHUI UCIIOJIB30BATh PA3IMYHbIC BU/IbI H3AaHUN (OPHUIIHATBHBIE,
Hay4YHbIC, CIPABOYHbIE, HH(GOPMAIIMOHHBIE U JIP.);

— pa3BUTHE MO3HABATEIBHBIX CIOCOOHOCTEN U aKTUBHOCTH OOyuatolierocs (TBopye-
CKOW MHHUIIMATHBBI, CAMOCTOSITEIIHBHOCTH, OTBETCTBEHHOCTH M OPTraHU30BAaHHOCTH);

— (opMHUpOBaHKE CAMOCTOSITEIIbBHOCTH MBIIIUICHHS, CIIOCOOHOCTEN K CAMOPAa3BUTHIO,
CaMOCOBEPILLIEHCTBOBAHHIO, CAaMOpPEaIN3aluy;

— pa3BUTHE HUCCIIEN0BATENBCKOIO U TBOPUECKOTO MBIILITIEHHUS.

CamocrodrenbHas paboTa sBIseTca 0043aTeIbHOM A KaXJI0ro 00ydarouerocs, u
ee 00beM MO KaX10H AUCLMILIMHE ONpeaenseTcss yueOHbIM MIaHoM. MeTo/lnKa ee opranusa-
IIUU 3aBUCUT OT CTPYKTYPHI, XapakTepa U 0OCOOCHHOCTEH M3ydaeMoW AUCIMILTUHBI, UHAUBH-
JyaJbHBIX Ka4eCTB M YCIOBHI yUeOHOU JesITeTbHOCTH.

Js1 3¢ deKTUBHOM OpraHU3aluKl CaMOCTOSITEIbHON paboThl 00yUarOINics T0KEH:

3Hamv:

— cucteMy (GOpM U METOZIOB O0y4EHHS B BY3€;

— OCHOBBI HAyYHOH OpraHU3aIyy TPyAa;

— METOAMKH CAMOCTOSATENILHOM padoThI;

— KpPUTEPHH OIICHKH KAaueCTBa BBIMOJIHIEMON CaMOCTOSATENILHON PadoTH;

ymems:

— TPOBOJUTH MOUCK B PA3TUYHBIX TOMCKOBBIX CHCTEMAX;

— HCIIONIb30BATh PAa3IMYHbIC BUIBI H3/1aHUH,

— NPUMEHATh METOJUKA CAMOCTOSITENILHOM pPabOTBl C Y4YE€TOM OCOOCHHOCTEH
M3y4aeMOM JUCIUIUINHBL,

umems cnedyroujue HA8bIKU U ONbIM 0eslMeNbHOCHU:
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— IJTAHUPOBAHUE CAMOCTOSITEIILHON pabOTHI;

— COOTHECEHHUE TJIAaHUPYEMBIX 1I€JIEH 1 MOJIYYEHHBIX PE3yJIbTaTOB B XOJI€ CAMOCTOSI-
TEIbHOU pabOTHI;

— MPOEKTHPOBAHUE W MOJICTUPOBAHHE PA3HBIX BUAOB M KOMIIOHEHTOB MpO(dheccHo-
HaJILHOH JIeSTCIILHOCTH.

Meroauka CaMOCTOSITEIIBHOW padOThl TPEABAPUTEIBLHO PA3bsICHACTCS Mpernoja-
BaTeJIeM M B IMOCJICAYIOIIEM MOXKET YTOUHSATHCS C YUSTOM WHIMBUAYATBHBIX OCOOCHHOCTEH
obOyuaromuxcs. BpeMs 1 MecTo caMoCTOATENIbHON PabOThl BRIOUPAIOTCS O0YUYaIOIIUMHUCS 110
CBOEMY YCMOTPEHHIO, HO C YYETOM PEKOMEHIALMI IPENOAaBaTEeIs.

CamocrosTenbHyl0 paboOTy HaJ AUCHMIUIMHOW CJeAyeT HadyuHaTh C HW3Y4YeHUs
pabodeil mporpaMMbl JUCIUIUIMHBI, KOTOPasi COACPKUT OCHOBHBIC TPeOOBaHUS K 3HAHHSM,
YMEHUSM W HaBblKaM oOy4aembix. OO0s3aTeNBHO CIIEIYET IOMHUTHh PEKOMEHAAINH
MIpeno/iaBaTelis, JaHHbIE B X0JI¢ YCTAHOBOYHOI'O 3aHATHUSA, a 3aT€M — MPUCTYIATh K U3YUYEHUIO
OT/ENBHBIX pa3/ieJioB W TeM B TOPSJKE, MPEIyCMOTPEHHOM pabodeil mporpamMmoi
JMCIUATIINHEL

5.2. Y4ye6HO-MeTOANYECKOE 0O0ecrieYyeHre CAaMOCTOATE/IbHOM pa6oThI

Tabauna 5
5.2.1. CogeprkaHue CaMOCTOATE/IbHOM paGOThl
HaumenoBanue Conep:xkanue dopma
pasaeio CaMOCTOSITeJIbHOM paGoThl KOHTPOJIsI
Tema 1. OcHOBBI Kypca «YTIpaBIcHUE Camocmosmenvhas paboma ITucemenHast pabota
JOKYMEHTaMHM: OPTaHU3aLus U TEXHO- MNe 1. VY4acTtue B ceMUHape
JIOTHI
Tema 2. Konnenus ynpasienust JokyMeH- | Camocmosmenvhas paboma VYyactue B ceMuHape
TaLUEH: OIBIT PA3BUTHIX CTPAH Ne 2
Tema 3. MexxayHapOIHBIHOIBIT B chepe Camocmosmenvras paboma [MucemenHast pabora,
yIpaBJIeHUs TOKYMEHTaMU Ne 3 y4acTHE B CEMUHape
Tema 4. MexayHnapoauas ctagmpaptusanus | Camocmosamenvras paboma IIucemennast pabora
B cepe ynpaBiieHHs JOKYMEHTaMU Ne 4 YdacTtue B ceMUHape
Tema 5. HopMaTuBHOE peryianpoBaHue B Camocmosmenvras paboma [Mucemennas pabota
cthepe ynpaBiaeHUS TOKYMECHTaMHU: OTeUe- Ne 5
CTBEHHBIH ONBIT
Tema 6. TpeOoBaHuSs K YIPABICHHIO Camocmosmenvhas paboma [Mucemennast pabota
JIOKYMEHTaMHU MNo 6
Tema 7. [IpoexkTupoBaHKE U BHEIPEHUE Camocmosamenvuas paboma IIncemennast pabora
JIOKYMEHTHOH CHCTEMBI Ne 7

5.2.2. MeToau4yecKHe YyKa3aHUA M0 BbINIOJIHEHUIO
CaMOCTOATE/IbHON PaboThI

Camocmosamenvhas paboma Ne 1. Tema «I[lo0comoska mepmMunoI02U4eCcK020 Clo8aps.
«Ynpaenenue ookymenmamu 6 cucmeme ynpasnenus»
Lenv pabomvl — N3y4eHNE IOHATUIHOTO amapara 1mo JUCIUTUTHHE.
3aoanue u memoouxa 6vinonHeHus: WCHONb3Ysl UCTOUHUKH, YKazaHHbIe B pasaene 7 «llepe-
YeHb OCHOBHOM W JOTIOJIHATEIHLHON YIEOHOMH THTEepaTyphl, HEOOXOAMMON TSl OCBOSHUS JUCITUTUIHHEI,
B TIPOIIECCE U3YUCHHUS AUCIUIUIMHBI CTYACHT BEJEeT paboTy HaJ| CIOBapeEM.
Hywmepanus TepMuHOB B peenax TeMbl CKBO3Has. B ciyuae, ecny TepMHUH HMEET HECKOJIBKO
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oTpeieNieHHH, BCe BApUAHTHI YKa3bIBAIOTCS TOA OAHUM HoMepoM. B rpade «McTounnk» HeoOXoanumo
yKa3aTh Oubnuorpaduyeckoe onucanue u3ganus. B ciaydae, eciu aBTOp OnpeneneHns: 1 aBToOp U3ja-
HUS HE COBIAJAIOT, HEOOXOIUMO AOIOIHUTEIBHO yKa3aTh aBTopa caMmoro onpeneneHus. CioBapb Be-
JIETCSl B PYKOIIMCHOM BUJIE B TETPAJU HA Pa3BOPOTE JIUCTA.

OdopMuTh ciioBapsb 10 cieayromei popme:

Paznen 1. HazBanue pa3jaena

Tema 1. Ha3zBauue TeMsbl

MNenm | Jedunuyus Onpedenenue HUcmounux

Pa3nen 2. Ha3panue pa3aena

Tema 1. Ha3zBanue TeMbl

Camocmosmenvras paboma Ne 2. Tema «Konyenyus ynpasnenust 0oKymeHmayuetl:
ONbIM pPaA36UMBIX CIPAH»
[enp paboOTHI: MOATOTOBKA K CEMHHAPY IO TEME.
3aJjaHue U METO/IMKA BBIMOJHEHUS: IO3HAKOMHUTHLCSA C PEKOMEHIYEMOM JTUTEpaTypOon
0 TeMe, BBISIBUTH JOTIOJTHUTEIHHO JIUTEPATYyPy MO TEME CEMHHApA.

Camocmosmenvras paboma Ne 3. Tema «Meocoynapoouwiiionsim 6 cghepe
VApaegnenus 0OKyMeHmamu»
1. Lenps paboTHI: XapaKTEPUCTUKA CYIIIHOCTH U CO/ICPKaHUsI HOPMAaTHBHOTO PETYIINPO

BaHUs BOIPOCOB YIIPABJIECHUS JOKyMEHTAIMEH 3a pyOekoM

Bompocs! k Teme:

1. Paznenst CBona 3akoHoB CIIIA u CBona denepanbHBIX HOPMATUBHBIX aKTOB
CIIIA 1o BompocaM ynpaBieHHs JOKyMEHTalel. 3aKOHOIaTENbHbIE AKTHI, PErYJIUPYIOLIIE
MCIOJIb30BaHNE MHPOPMAIIMOHHBIX TEXHOJIOTUN B opraHu3anusax. KoHienuus 31eKTpoHHOro
MPaBUTEIHCTBA.

2. Hanbonee BakHbIE MPEAMETHI IPABOBOTO PErYIMPOBAHUS TOKYMEHTAIIMOHHOTO
oOecrieueHHs ynpaBlIeHUs B 3apyOS)KHBIX CTpaHaX.

3. HanmonanbHble cTaHAapTHl 3apyOeKHBIX CTpaH B cepe yrnpaBlieHus: JOKyMEHTa-

LUEH.
4. OcoOeHHOCTH pean3aluy PaBOBOIO PEryJINPOBAHMS UCIOIb30BAHUS IICKTPOH-
HBIX JOKYMEHTOB B PAa3JIMYHbIX I'OCY1apCTBAX.
3ajaHMe M METOJIMKA BBINOJIHEHUSA:M3YyUUTh COJCpKAHUE BOIPOCOB, YUEOHYIO
JUTEpaTypy Mo TeMe; B paboueil TeTpaau AaTh NTUCbMEHHBIN OTBET Ha KaXKJIbIiA BOTIPOC.

2. Lenp pa®oThl: MOATOTOBKA K CEMUHAPY 10 TEME.
3ajaHUe U METO/IMKA BBIMOJHEHUS: IO3HAKOMUTHLCSA C PEKOMEHTYEMOM JTUTEpaTypOon
0 TeM€, BBISIBUTH JOIMOIHUTEIIBHO JIUTEPATYPY MO TEME CEMUHAapa.

Camocmosmenvras paboma Ne 4. Tema «Meacoynapoonas cmanoapmusayus 8 cghepe
YNpasieHust OOKYMEeHmMAamuy
Lenb paGoThI: XapaKTepUCTHKA OCHOB CTaHAAPTH3AIMHN JOKYMEHTAIIMU U YIPaBJICHUS
JIOKyMEHTaMH 3a pyOeKkoM.
Bomnpocs! k Teme:
1. OCHOBHBIC HOPMATUBHBIE AKTHI 110 MEKTYHAPOIHON U HAIMOHAJIBHOW CTaHJIapTU3Aa-
LUH.
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2. MexayHapoiHble HOPMAaTUBHBIC aKThI B cpepe cTaHAapTU3ALUHU TOKYMEHTALUU 1
YIPAaBIEHUS TOKYyMEHTAMM.

3. HestensHocTh cTpykTyp CHI o cTangapTu3anuu JOKyMEHTAIUH.

4. OcHOBHBIE IIPOIIECCHl PA0OTHI C JIOKYMEHTaMH B CUCTEME YIIPABIICHHUS.

5. CocTaB 1 Ha3HaYEHUE METAJAHHBIX 3JIEKTPOHHOIO JOKYMEHTA.

6. OCHOBHOE coJiep:KaHue 3apyOeKHBIX CTAaHIApTOB B c(epe YIpaBICHUs TOKYMEH-
TaMH.

3ajaHMe W METOAMKA BBINOJHEHUS: H3YyYUTh COAEP)KaHUE BOIIPOCOB, YUEOHYIO
JUTEpaTypy 110 TEME; B pabouell TeTpaau 1aTh NUCbMEHHBIN OTBET HAa KaX/Iblil BOIIPOC.

Camocmosmenvnas paboma Ne 5. Tema «Hopmamusnoe pezynuposanue 6 cghepe
YApasnenuss O0OKyMeHmMamu: OmeyecnmeeHHblli ONbImy

Lenb paboThl: XapaKTepUCTUKA HALIMOHAIBHON CHCTEMbl HOPMATUBHOTO PETYJIHPOBA-
HUS B chepe yrnpaBiieHUs] JOKYMEHTaMU.

Bomnpocs! k Teme:

1. Oprannsanuy, y4acTBYIOIIME B IPOLECCE CTAaHAAPTU3ALUN YNPABICHUS TOKyMEH-
Tamu B Poccun.

2. TexHnyeckue xkomureTsl PoccTanmapra, ydacTBYIOIIME B IPOLIECCE CTaHAAPTH3A-
LMY yIPABJICHUS JTOKYMEHTAMM, U UX CTAaHAAPTHI.

3. HauuoHnanbHble CTaHOApThl, HCIOJB3yEMBbIE B YIPAaBICHUHM JOKYMEHTaMH B
coBpeMeHHOU Poccun.

3ajaHMe W METOAMKA BBINOJHEHUS: H3YyYUTh COJAEP)KaHUE BOIIPOCOB, YUEOHYIO
JUTEpaTypy 110 TEME; B pabouell TeTpaau 1aTh NUCbMEHHBIN OTBET Ha KaX/Iblil BOIIPOC.

Camocmosmenvras paboma Ne 6. Tema « Tpebosarnus Kk ynpagieHuo 0OKyMeHmamu»
Llenb paboOTHI: XapaKTepUCTHKA TPEOOBAHUI K CUCTEME YIIPABICHHS JOKYMEHTaMHU.
Bomnpocs! k Teme:

1. IlpuHImIIbEl pa3paboTKU IPOTrpaMM YIIPaBICHHS TOKYMEHTAMHU.

2. XapaKTepUCTHKHN JOKYMEHTA: ayTEHTUYHOCTbD, JOCTOBEPHOCTb, IIEIOCTHOCTH, MPH-
TOJIHOCTD JIJIsl MCTIOJIb30BAHMS.

3amaHue W METOAMKA BBINOJHEHUS: HW3YyYUTh COAEP)KaHUE BOIPOCOB, YUEOHYIO
JUTEpaTypy IO TeMe; B paboueii TeTpaau 1aTh MTUCHBMEHHBIA OTBET Ha KaXKIIbIA BOIIPOC.

Camocmosmenvras paboma Ne 7. Tema «lIpoekmuposanue u eneoperue
OOKYMEHMHOU CUCTEeMbl»

Llenb paboThl: XapaKTepUCTUKA MOJXO0J0B, TPEOOBAHUN U MPUHIUIIOB MPOEKTUPOBA-
HUS U BHEJIPEHUSI JJOKYMEHTHOW CHUCTEMBI.

Bomnpock! k Teme:

1. lokxyMeHTUpOBaHHUE OIEpaInil.

2. MatepuanbHble HOCUTENHN HH(OPMALIUY U UX (U3HYECcKas 3aluTa.

3. PacnpenienieHHOE yIIpaBiIeHHUE.

4. KonBepTanus 1 MUTpaLusl.

5. JocTyn, NOMCK U UCIIOJIb30BaHUE.

6. XpaHeHre U YHUUTOKEHHE JOKYMEHTOB.

3amaHue W METOJWKA BBITIOJHEHUS: HM3YYUTh COJEP)KAHUE BOMPOCOB, YUCOHYIO
JUTEpaTypy Mo TeMe; B paboueil TeTpaau 1aTh TUCbMEHHBINA OTBET Ha KaX/IbIil BOIIPOC.
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5.2.3.IlepeyeHb y4eOHOM JIUTEPATYPHI, HEO6GXO0AUMOM

AJIs CAMOCTOATEIbHOM PadOThI

Cwm. Paznen 7. IlepeueHb neyaTHbIX U 3JIEKTPOHHBIX 00pa3oBaTeNbHBIX U HH(pOpMA-
IIUOHHBIX PECYPCOB HEOOXOIUMBIX JJISi OCBOCHUS AUCIUTITUHBL.

http://fgosvo.ru/ — Ilopran @enepanbHbIX TOCYAAPCTBEHHBIX 00pa30BaTEJIbHBIX
CTaHJapTOB BHICILIETO 0Opa30BaHUS.

http://gramota.ru/ — CnpaBouHO-UHPOPMALMOHHBIA mopTan [pamora.py — pycckuii
A3BIK JJI51 BCEX.

https://openedu.ru — OTkpbITOE 0Opa3zoBaHUE.

https://npe3unenTckuerpanThl.pd — GoH NPE3UAEHTCKUX I'PAHTOB.

https://rsv.ru — Poccust — cTpana BO3MOXKHOCTEH.

6. ®OH]T OLIEHOYHBIX CPEJICTB JI/IsI IPOBEJEHMSA ITPOMEXYTOYHOMN ATTECTAIIUHA
OBYYAIOHIUXCH IO AUCHUITJIMHE

6.1. [lepeyeHb KOMNIETEHL M C YKa3aHMEM 3TANoOB UX GOpMUPOBAHUSA B
npouecce

OCBOEHHUS 06pa30BaTe/IbHOM IPOrpaMMbl

Tabaunua 6
IHacnopT ¢oHIa OLIEHOYHBIX CPEACTB IS TeKylleH ()0pMbl KOHTPOJISI
HanmenoBanue | Pe3dysbTathbl ocBoe- IlepeuyeHb MUIAHUPYeEMBbIX HaumenoBanue
TeMbl Hust OIIOII (conep- pe3yJIbTaTOB 00yUeHHs 10 OLIEHOYHOI0 CpeacTBa
JKaHHEe KOMIIe- JAUCIHUIIIHHE
TeHIUIl M KOL) (TIOpPOroBBIN YPOBEHB)
1 2 3 4

Tema 1. Ocno- | [IK-2  Cnocoben | [1K-2.1. — Cemunap Ne 1. Tema
BBI Kypca | COBEpILICHCTBOBATh «OcHOBBI Kypca
«YTpaBiieHne cucTeMy 1K-2.2. "VnpapneHue
JIOKyMEHTaMH: | JIOKyMEHTalMOHHO JOKyMEHTAMU: OpraHU-
opranmzanus u | o  obecmeuenus | [1K-2.3. 3a1us ¥ TEXHOJIOTUU'»
TEXHOJIOTUM» YIIpaBJICHUS — IlpakTtuueckas pa-

OpraHu3alAH 6ora Ne 1. Tema «IIpo-

I[IK-3  Cnocoben | TTK-3.1. OnemaTHKa  yrpaBlie-

PYKOBOIHUTH HUA JOKYMEHTaMH B

NEATEABHOCTBIO MO | [TK-3.2. npoeccHoHaNBHOM

JIOKyMEHTALUOHHO rneyaTuy;

[IK-3.3.

My oOecre4yeHuIo —  CamocrosTtenbHas

YIIpaBJICHUS pabota Ne 1.

OpraHu3allid WU

€€ NOoAPA3ACIICHUs

[NIK-4  Cmoco6en | [IK-4.1.

CTPOUTh  CHCTEMY

JIOKyMEHTAI[MOH- [IK-4.2.

HOrO oOecreveHus

yIIpaBJIeHUs] oOpra- TK-4.3.
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HanmeHoBanue | PesyabTarni ocBoe- IepeyeHb NIAHUPYEMBIX HaumeHoBaHue
TeMbl Hust OIIOII (copep- pe3yJabTaToB 00y4eHHs 1o OLICHOYHOI0 CpeacTBa
KaHHue KOMIIe- JUCHUIIJIMHE
TeHUHH U KOI) (IoporoBbIl YpOBEHB)
HU3allMU W OCY-
IIECTBISTh
KOHTPOJTb ee
($YHKIMOHUPOBa-
HUS
[IK-6  Cmocob6en | I1IK-6.1.
MIPOEKTUPOBATH
CHUCTEMBI JOKYMEH- | [TK-6.2.
Tammun w3 dek-
THUBHYIO  CHCTEMY [K-6.3.
JIOKyMEHTAI[MOH-
HOTO O0ecTieYeHHs
VIIpaBJICHUSI U ap-
XUBHOTO XpaHEHUS
JIOKyMEHTOB ~ KOH-
KpEeTHOM opraHusa-
UMM B KayecTBe
PYKOBOAUTENSL U
e
Tema 2. | Te xe Te xe — Cemunap Ne 2. Tema
Konnenius «Konnenmus ympasie-
yIpaBIeHHS HUA  JOKYMEHTALIMEH:
JIOKYMEHTAIH- OTIBIT Pa3BUTHIX
eii: ONBIT pa3- CTPaH»;
BUTBIX CTPaH —  CawmocrosiTenbHast
pabora Ne 2.
Tema 3. | Te xe Te xe — Cemunap Ne 3. Tema
MexnyHapon- «HopmaTtusHOE per.
HBIAOTIBIT B BOIIPOCOB  YIIPABJICHUSA
chepe ympas- JTOKyMEHTaruen 3a
JICHHS pyOeKOMY;
JIOKyMEHTaMH — IlpakTtuueckas pa-
bota Ne 2. Tema
«MexayHapoHas
nmomuTHKa B cdepe
YOPABICHUA JOKYyMEH-
TaMu»,
— IlpakTnueckas pa-
6ora Ne 3. Tewma
«HopmaruBHOE  per.
BOIIPOCOB  YIIPABJICHUS
JIOKyMEHTAaIuen 3a
pyOexom»;
—  CamocrosTenpHas
pabora Ne 3.
Tema 4. | Te xe Te xe — Cemunap Ne 3. Tema
MexayHapoH «MexayHapoaHast
ast cTaHmapTu3anus B ce-
CTaHaapTHU3aLu pe YIIpaBJICHUS
1 B cdepe JTOKYMEHTaMU»;
YIIPaBJICHUS — Cemunap Ne 5. Tema
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HaumeHoBaHue | Pe3ynbTaThl 0cBOe- IlepeueHb MIAHUPYEMBIX HaumeHoBaHue
TeMbl Hust OIIOII (copep- pe3yJabTaToB 00y4eHHs 1o OLICHOYHOI0 CpeacTBa
KaHHue KOMIIe- JUCHUIIJIMHE
TeHUHH U KOI) (IoporoBbIl YpOBEHB)

JOKYMEHTaMH «MexayHapoaHbIe
CTaHAapTHl B  cdepe
yHpaBiIeHUS JOKyMeEH-
TaMm»;

—  CamocrosrenbHas
pabota Ne4.,

Tema 5. | Te xe Te xe — [IlIpaktuueckas pa-

HopmarusHoe 6ora Ne 4. Tema

peryaupoBaHue «HopmaruBHoe pery-

B cdepe ympas- nupoBaHue B cdepe

JIEHUA yIpaBiIeHHUS JOKyMEH-

JOKYMEHTaMH: TaMm»;

OTEYECTBEHHBIN —  CamocrosrenpHas

OTIBIT pabora Ne 5.

Tema 6. Tpebo- | Te xe Te xe — IlpakTtnueckas pa-

BaHUS K yIpaB- 6ora Ne 5. Tewma

JICHUIO «TpeboBanus K yrmpas-

JIOKyMEHTaMH JICHUIO TOKyMEHTaMI»;
—  CamocrosTenpHas
pabota Neb.

Tema 7. Ilpoek- | Te xe Te xe — IlpakTtuueckas pa-

TUPOBaHUE U 6ora Ne 6. Tema

BHEZIpEHUE «IIpoexTupoBanne u

JIOKYMEHTHOH BHEJJPEHUE JOKYMEHT-

CUCTEMBI HOW CHUCTEMBD»;

—  CamocrosrenbHas
pabota Ne7.
Tabamna 7
IHacnopT ¢oHaa OLIEHOYHBIX CPEICTB JJIsl IPOMEKYTOUYHOM ATTeCTAIUMN
Hanmenonanue Pe3yabTaThl 0cBOCHHA Ilepeuenns HaunmenoBanue
TeMbt OINOII (conep:kanue IJIAHUPYEMBIX OLEHOYHOT'0
KOMIIETEHIUI U KO/) pe3yJIbTaTOB cpeacTBa

00yueHus Mo

AUCHHIIIMHE

(moporoBslii

YPOBEHB)
1 2 3 4

Tema 1. OcHoBbl Kyp- | TIK-2 Cmoco0en | ITK-2.1. — Bompocksl k 3x3ame-

ca «YnpaBlieHUE | COBEPILEHCTBOBATh [IK-2.2. HY (4 cemectp)

JOKYMEHTaMH: oOpra- | CUCTEMY T1K-2.3. Ne TeopeTndeckunx

HU3aMsl H  TEXHO- | JOKYMEHTAIIMOHHOTO BOIPOCOB: 1, 2

JIOTUI» oOecriedeHus1  ynpaBliCHUS Ne npakTnyeckux 3a-

OpraHu3aluu Januii: 1
I1K-3 Crnocoben | I1K-3.1.
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PYKOBOAUTH [K-3.2.
JIESITENBHOCTBIO o
JIOKYMEHTAIIHOHHOMY K-3.3.
00eCreueHuI0 YIpPaBICHHS
OpraHM3allii  WJIM €€
0Ipa3AeIeHHsI
[IK-4 Cnocoben ctpouts | [IK-4.1.
CUCTCMY JOKYMCHTAllMOH- | TTK-4.2.
HOro o0ecIieueHus ympaB-
JICHHsl OPraHU3alUh U 0CY- T4 3.
IIECTBIATh KOHTPOJIb  €e
(YHKIMOHUPOBAHUS
[IK-6 Cnocoben mpoektu- | [1K-6.1.
pOBaTh CHCTEMBI JOKYMEH- | [TK-6.2.
Taruu ¥ 3QPeKTUBHYIO CH-
cremy pokymenranuontoro | 11K-6.3.
obecrniedeHus yIpaBlIeHUS 1
ApXUBHOTO XpaHeHUs
JIOKYMEHTOB ~ KOHKPETHOM
OpraHu3allid B KayecTBe
PYKOBOAMTENSI W  WIEHA
KOJJIEKTHBA TPOEKTa
Tema 2. Konnenmus | Te xe Te xe — Bonpock! k 3k3ame-
yIpaBIeHHs JOKYMEH- Hy (4 cemectp)
TalMel: OMbIT pa3BU- No TeopeTnueckux
TBIX CTpaH BONpocoB: 3-9
Ne mpakr. 3ax. 2
Tema 3. MexnyHa- | Te xe Te xe — Bompockl k 3x3ame-
POIHBIMOMEBIT B cdepe Hy (4 cemectp)
YIpaBIeHUs JOKYMEH- Ne TeopeTnuecknx
TaMu BonpocoB: 10-21
Ne mipakT. 3an.: 3
Tema 4. | Te xe Te xe — Bomnpocs! k 3k3ame-
MexnyHaponHas Hy (4 ceMecTp)
CTaH/IapTHU3ALHUS B Ne Teopernueckux
chepe yIIpas. BOIIPOCOB: 2226
JIOKyMEHTaM# No mipakrT. 3ax.: 4
Tema 5. HopmartusHoe | Te xe Te xe — Bompocsl k 3x3ame-
perynupoBaHue B ce- Hy (4 cemecTp)
pe yHpaBiIeHUS Ne Teopernuecknx
JIOKyMEHTaMH: OTeYe- BOIPOCOB: 27-29
CTBEHHBIH OIBIT Ne npakr. 3a4.5
Tema 6. TpeboBanms k | Te ke Te xe — Bomnpoch! k 3k3ame-
YIIPaBJICHHUIO Hy (4 cemecTp)
JOKYMEHTaMH Ne Teopernueckux
Bonpocos: 30, 31
No ipakrT. 3am1.: 6
Tema 7. Ilpoexrtupo- | Te xe Te xe — Bompocsl k 3x3amMe-

BaHWE M BHEJpPEHUE
JIOKyMEHTHOU cu-
CTEMBbI

Hy (4 ceMecTp)

No TeopeTuyeckux
BOMpocoB: 3240
Ne mpakr. 3an.: 7
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6.2. OnucaHue nokKa3sarejied v KpUTEPHUEB OLL€CHUBAHUA KOMHETEHHI/lﬁ Ha
PAa3/IMYHBIX 3TAlldX UX (l)OpMPlpOBaHI/Iﬂ, OIMMCaHH € IIIKAJI Ol€EHUBAHUA

6.2.1. [loka3aTe/jiu U KPUTEPUH OLleHUBAHUS KOMIIETEHLIUH

Ha pa3/IMYHbIX 3Tanax ux ¢popMupoBaHuU

Tabauna 8
Ioka3zaTesiu 1 KpUTEPUH OLIEHUBAHMSI KOMIIeTEHIM i
Ilnanupyemsie IHoka3zarean
pe3yabTaThl copmupoBaHHOCTH Kpurtepuu oueHuBanus
O0CBOCHUS KOMIIeTeHH i
O11011
1 2 3

T1K-2 — MOHMMAaeT CUCTeMY JOKyMeHTanuoH- | OOydatommiics oOnamaer Heo0Xo-
HOTO OO€ecCIieYeHHsl yNMpaBJICHUS Opra- | JUMOW CHCTEMOU 3HAaHWH, JOCTHT OCO-
HU3AIINY; 3HAHHOTO BIIAJCHUS YMEHUSMH, HABHI-
— YMEEeT CTPOUTh CUCTEMY JIOKyMEHTa- | KAMH W CII0CO0aMH TPOQecCHOHATh-
[MUOHHOTO OOECTIeueHNs] yTpaBIEeHUS | HOW JesATeNbHOCTH. JleMoHcTpupyer
OpraHH3allNy; CMOCOOHOCTh ~ aHAJIM3UPOBATH, IPO-
— CIOCOOCH WCIIONIb30BaTh HABHIKU | BOJUTh CpaBHEHHWE U OOOCHOBaHUE
TUTAHUPOBAHUS, KOHTPOJS (PYHKIIMOHH- | BEIOOpPAa METOMOB PEIICHUs 3aJaHuil B
pOBaHUS CHCTEMBI JIOKYMEHTAITMOH- | MMPaKTUKO-OPUEHTHPOBAHHBIX  CHTYya-
HOTO OOCCIICUCHHUS YNPABJICHUS Opra- | LHUsX.
HU3ALHU

IK-3 — TIOHMMAaeT METOMbI JOKyMeHTaruoH- | OOydatommiics  oOnamaeTr Heo0Xo-
HOTO O0ecriedeHus yIpaBleHHs Opra- | TUMOH CHCTEMOH 3HaHHM, JOCTHUT OCO-
HU3AIINY; 3HAHHOTO BJIAJCHUS YMEHUSMH, HABBI-
— cnocoOeH TIOCTPOUTh CHUCTEMY | KAMH W CIIOCOO0aMH TPOQecCHOHATh-
JIOKYMEHTAIIHOHHOTO obecrieucHus | HOM AEATEIBHOCTH. JleMOoHCTpHpyeT
YIPABICHUS OPraHU3alNN CIOCOOHOCTh  aHAIM3UPOBATh, IPO-
- WCIIONIb3YET HABHIKM IUIAHUPOBAHHS, | BOAUTH CpaBHEHHE H OOOCHOBaHHE
KOHTpONsI  (YHKIIMOHMWPOBAHUS  CH- | BEIOOpAa METO/OB pEIIeHUs 3aJaHuil B
CTEMBI JIOKYMEHTAIIMOHHOTO O0ecreye- | MPaKTHKO-OPUCHTUPOBAHHBIX — CHUTYa-
HUs YOPABICHUS OpraHU3aluu LHUSX.

T1K-4 — MOHMMAaeT CUCTEMY NOKyMeHTanuoH- | OOydatommiics oOnamaer HeoOXo-
HOTO OOeCITeUeHHs YMpaBJIeHUs Opra- | AMMOW CUCTEeMOW 3HAHUH, TOCTHUT OCO-
HU3AIINY; 3HAHHOTO BJIAJCHUS YMEHUSMH, HABHI-
— CHOCOOEH IIOCTPOMTH CHCTEMY | KAMH M CIIOCOOaMH HPO(ECCHOHAIb-
JOKYMEHTAIlHOHHOTO obecrieuenus | HOM  JedTenbHOCTH. JleMoHcTpHupyeT
yIIpaBJIeHUsI OpraHu3aluu, ocy- | CHOCOOHOCTh ~ aHAIM3HPOBATh, MPO-
IECTBIATh KOHTPOJIb €€ (DYyHKIMOHH- | BOMXMTH CPaBHEHME H OOOCHOBAaHHE
pOBaHMS; BEIOOpa METO/IOB pEIIeHUs 3aJaHuil B
— BIaJeeT METOJaMU IIOCTPOCHUS U MMPAKTUKO-OPUECHTUPOBAHHBIX curtya-
KOHTpONIE  (DYHKIMOHUPOBAHUS  CH- | LHAX.
CTeMBI JTOKYMEHTaIlMOHHOTO o0ecriedye-
HUS YIPaBJICHUS OPTaHU3AINH, apXUB-
HOTO XpaHEHUS! JOKYMEHTOB

[IK-6 — NOHUMAET : OCHOBBI IpoekTupoBanus | OOyuaromuiicas obnamaer  HeoOXo-

CHUCTEMBI TOKYMEHTAIMu U 3()(HEKTHB-
HOH CHCTEMBI JOKYMCHTAlIMOHHOT'O
oOecrieueHus yIpaBJICHUS U apXHUBHOTO
XpaHEeHUs IOKYMEHTOB OpTaHU3allHH;

— 3HAET METOJAbI INIAHUPOBAHUA U PY-

JIMMOM CUCTEMOM 3HAHWM, JOCTHUT OCO-
3HAHHOTO BIAJICHUS YMEHHSIMH, HABBI-
KaMd ¥ crnoco0aMu mpodeccHoHallb-
HOH JesITeNbHOCTH. JleMOHCTpUpYyeT
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KOBOJICTBA IIOCTPOCHUCM GHHHOﬁ CH-
CTCMbI YIIPABJICHUA }_IOKyMCHTaL[I/ICf/i n

CIOCOOHOCTh  aHAJIM3UPOBATH, IPO-
BOJHUTh CpaBHEHHE H OOOCHOBAaHHUE

apXUBHOTO XpaHEHHWs JOKYMEHTOB | BEIOOpa METOMIOB PEIICHUsS 3aJaHuil B
OpraHu3auvy;, IIPAaKTUKO-OPUEHTUPOBAHHBIX  CHUTYya-
— CHOCO6CH HCIIOJIb30BATh MMOJYUCHHBIC | IUAX.
3HAHUSA, YMEHHS B MPOpECCHOHATEHOM
JCATCIIBHOCTH.

Taoauuma 9

Jransbl GopMUPOBAHUA KOMIIETeHUMI

HaunMeHnoBaHmue 3Tamna

XapakTepHCTHKA Tana

DopMbl KOHTPOJISI

1

2

3

Havaneapiii  (BXogHOW) 3Tam
(hopMUpOBaHUS KOMITETCHIIUN

JlmaraHocTrka BXOJIHBIX 3HAHUMN
B paMKax KOMIIETEHIUH.

YcrHbli ompoc.

Texymuii 3Tan (HOpMHUPOBAHUS

Brinmonnenue O6y‘laIOH_II/IMI/IC$I

AxTuBHas yqe6Ha;1 JICKIIUA,

KOMIIETEHIIUH

[TpomexyTouHbIid (aTTecTalu-
OHHBIN) J3Tanm (QOPMHUPOBAHHA

KOMITETEHITUIA

3a/laHWil, HaIlpaBIIEHHBIX Ha | CEMUHAPHI; MIPaKTHYECKHE;
(dbopMupoBaHHEe KOMIICTCHIIMN | caMOCTOsSITeIbHast padoTa:
OcyIecTBIeHUE  BBISBJICHUS | YCTHBIM OIMPOC IO JAHArHOCTH-
MPUYUH MPETATCTBYIOIINX | YECKUM BOIIPOCAM

3 dexTuBHOMY OCBOCHHIO

KOMIIETEHIIUH.

OneHuBanre CPOPMHUPOBAHHO- | HK3AMEH:

CTH KOMIETEHIIMH IO OTAEIh- | — OTBETHI HA TEOPETUYECKHE
HOM dYacTu JUCHUIIIMHBL WJIN | BOIIPOCHI;

JUCHUIIJINHBI B IICJIOM. — BbIIIOJTHEHHUEC IMPAKTHUKO-

OPHUCHTUPOBAHHBIX 3aILaHHﬁ.

6.2.2. OnucaHue MKaJ OlleHUBaHUS

Taoauna 10

6.2.2.1. Onucanue MKAaJbl OIICHUBAHUA OTBETA HA DK3aMeHe

(msaTHOAIbHAS CHCTEMA)

OneHka o HoMH-
HAJIBLHOH IIKaJIe

Onucanue ypoBHeil pe3yibTaTOB 00y4eHHs

OTJIMYHO

OOyJaromuiicss TTOKa3bIBaeT TITyOOKHE, MCYCPITHIBAIONTNC 3HAHUS B 0ObEME
IIPOMIEHHON NPOrpaMMBbl, YBEPEHHO JEHCTBYET IO NMPUMEHEHUIO IOyYEHHBIX
3HAaHUW Ha TPAKTUKe, NEMOHCTPUPYS YMEHHS M HaBBIKM, ONpeeleHHbIE
MPOrpaMMOi.

I'paMOTHO M JOrMYEecCKH CTPOMHO M3NaraeT Marepuall IPH OTBETE, YMEET
(opMyaHpoBaTh BBIBOABI U3 HM3JIOKEHHOTO TEOPETUUECKOrO0 MaTepuaja, 3HaeT
JIOTIOTHUTEFHO PEKOMEHIOBAHHYO JINTEPATYPY.

OOyyaroruiics croco0eH JIeHCTBOBATh B HECTAHIAPTHBIX MPAKTUKOOPHEHTH -
POBAaHHLIX CUTyallUAX. OTBeyaeT Ha Bce JOIOJHHUTCIIBHBIC BOIIPOCHI.

Pesynbrar 00yueHus MoKas3bIBaeT, YTO JOCTUTHYTHIH YPOBEHb OLICHKU PE3yJbTa-
TOB OOyYeHHS IO IWCITUIDIMHE SIBJIIETCS OCHOBOHM I (popMHpOBaHMS OOIIe-
KYJIBTYPHBIX U IPO(ECCHOHATBHBIX KOMITETEHIINIA, COOTBETCTBYIOIINX TPeOOBaHHU-
sim OI'OC.
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Xopowo

Pesynbrar 0OydeHHMs IMOKa3bIBAaCT, YTO OOYHYaIOUIMICS TPOIEMOHCTPUPOBAT
pe3yabTar Ha YpOBHE OCO3HAHHOTO BJIAJICHUS YYEOHBIM MarepuajioM U y4eOHBIMU
YMEHUSAMH, HaBBIKAMH U CII0CO0aMU JESTENBHOCTH 110 AUCLMILIMHE.

Jlomnyckaer He3HAYUTEIbHBIE OIIMOKH IPU OCBEIICHUHN 33/IaHHBIX BOIIPOCOB.

OOyuaromuiicss CHoco0eH aHalM3UpOBaTh, NPOBOAWTH CpPaBHEHHE W
000CHOBaHHE BHIOOpPAa METOOB PELICHUS 3aJaHUi B NPAKTUKOOPUEHTUPOBAH-
HBIX CUTYalHsX.

YaoBaersopureJib-
HO

Pesynprar 00y4eHUs] MOKa3bIBaeT, YTO oOydaromuiics obiamaeT HeoOXo-
JUMOM cMCTeMOH 3HaHUH U BiIaJieeT HEKOTOPHIMU YMEHHSIMHU 110 JUCLUILTHHE.

OTBeTHI M3NaraeT XoTsd U ¢ OMHMOKaMH, HO UCIIPABISIEMBIMHU TIOCJIE JTOTION -
HUTEJBHBIX H HABOSIIIX BOMPOCOB.

OObyuatomuiics cnocoOeH MOHMMAaTh W HMHTEPIPETHPOBATH OCBOCHHYIO
MH(OPMAIHIO, YTO SBISETCS OCHOBOHM YCIICITHOTO (pOPMHPOBAHUS YMECHUH U
HaBBIKOB JUISl pEIICHUS] IPAaKTHKOOPHEHTHPOBAHHBIX 33/1a4.

Heynosaersopu-
TeJbHO

Pesynbrar oOy4ueHusi 0Oydaromierocst CBHUACTEIBCTBYET 00 YCBOGHHHM UM
TOJIBKO 3JIEMEHTAPHBIX 3HAHUH KITIOUEBBIX BOMPOCOB IO AUCLUILIMHE.

Jlony1ieHnbie OmMOKN W HETOYHOCTH B XOJI€ TIPOMEXKYTOUYHOTO KOHTPOJIS TI0-
Ka3bIBAIOT, YTO OOYYAIOIIMICS HE OBJIAJeNl HEOOXOMMMOHN CHCTEMON 3HAHWMA H
YMEHU 10 TUCUUILIMHE.

OOyuaromiuiicst TOIMycKaeT rpyoble OIIMOKH B OTBETE, HE IOHUMAET CYLIHOCTH
M3J1araeMoro BOMpoca, He yMeeT IIPUMEHSTh 3HaHUS Ha MPAKTHKE, TAeT HETIOTHBIE
OTBETHI Ha JIOTIONHHUTEIbHBIC U HABOJSIINE BOIIPOCHL.

6.2.2.2. Onucanue MKAaJbl OHEHNBAHUSA NIPH HCIOJIb30BAHUHU

0aJJIbHO-PEHTUHIOBOM CHCTEMBI

BaHHBHO-pef/'ITI/IHFOBaSI CUCTCMA OLICHUBAHUS IO AUCHUITIIMHE HE UCIIOJIb3YyCTCA

Taoauua 11

6.2.2.3. Onucanue MKAJbI OUEHUBAHUSA PA3JIMYHBIX BUJA0B Y4eOHOM pa-

00ThI
Ycemmuoe evicmynnenue (cemunap, 0oxnao)
Jeckpunropsl O0pa3zuoBbli, 3axoHYeHHBIH, H3n0xeHHbIH, MunumanbHblii 0T- | Ouen-
NPUMePHbIIi; TOJIHBIA OTBET | PACKPBITHIA OTBET | BeT (HEYI0BJIETBO- Ka
JAOCTOMHBIN MOJ- (xopomo) (yaoBieTBopu- PUTEIBHO)
pa:kaHus 0TBeT TeJbHO)
(0TJIM4HO)

Packpertue mpo- | IIpobmema  pac- | IIpobnema pac- | IIpoGiaema pac- | IlpoGema He pac-
6membI KpplTa ~ TIONHO- | KppiTa. IlpoBe- | KpblTa HEe MONHO- | KpbiTa. OTCYyTCTBYIOT

cti0. IlpoBenen
aHAJN3 po-
OrneMbl ¢ mpuBIe-

JIeH aHaJIN3 Ipo-
Omemer Oe3 TIpH-
BIICUCHHMSI JOTION-

CcTbI0. BpIBOABI HE
CIIETIaHb] nwm
BBIBOIBI HE 00OCHO-

BBIBOJBI.

YeHHWEM  JIOTON- | HUTEIbHOW  JIM- | BaHBL
HUTENBHOW  JIU- | TepaTypsbl. He
TepaTypbl. BBI- | Bce BBIBOJBI Cie-
BOJLI OOOCHOBA- | JIAHBI W/Mnn
HBL 000CHOBaHEI.
IIpencrasnenue | IlpencraBnsiemass | IlpencraBnsiemas | IlpencraBnsiemas [IpencraBnsemas
uHpopMarmsa uHpopMAarHs HHpOpMAITHS He | mHpOpMAIHS JIOTHYe-
CHUCTEMATU3UPO- CHUCTEMATU3UPO- | CUCTEMAaTU3HPOBaHA | CKU HE CBS3aHA.

He HCITI0JIb30BaHbI
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BaHa, TMOCJIE/NO- | BaHA W MOCJENO- | WHIN He TOoCieno- | NpoecCHOHANIbHBIE
BaTeNbHA M JIOTH- | BarensHa.  Vc- | BaremsHa. [Ipodec- | TepMHUHEL

YeCKH  CBs3aHA. | ITOJB30BAaHO CHOHAITbHAS

Hcronp3oBaHbl OOJBIIITHCTBO TEPMUHOJIOTHS  HC-

BCE HE00X0- | HEOOXOIUMBIX TI0JIb30BaHa MaJIo.

IMbIe  TIpodec- | mpodeccuoHab-

CHOHAJIbHBIC HBIX TCPMHHOB.

TEPMHUHBI.

Odopmireane Iupoko ucnons- | Mcnons3oBaHbl Hcnonb3oBanel He WCIIOJIb30BAHBI
30BaHBI nHpOopMaIoH- WHQOPMAIMOHHBIE | WH()OPMAIMOHHEIE
nHpOpMaIoH- HBIC TEXHOJIOTHUH | TEXHOJOTHH TEXHOJIOTHH
Hele TexHonorum | (PowerPoint). (PowerPoint) (PowerPoint).
(PowerPoint). He Gosee 2 omm- | 9acTU4HO. Bonpme 4 ommbok B
OTCyTCTBYIOT 0ok B mpencraB- | 3-4  ommOKA B | IPEICTaBISIEMO
OmMOKM B TIped- | JIeMOi IIPEACTABISIEMON nuHhOpMaIHH.
CTaBIIsIeMON nHpOpMAIHH. uH(bOpMAIIHH.

MHGPOPMAITHIH.
OtBeTHI Ha | OTBETHI Ha | OTBETHI Ha | Tomeko otBerhl Ha | Her  oTBeToB  Ha
BOIPOCHI BOIPOCHI TIOJIHBIC | BOMPOCHI MOJIHBIE | 3JIEMEHTapHbIC BOIIPOCHL.

C TPUBEACHUEM | W/WIM YaCTHYHO | BOIIPOCHL

MPHMEPOB. TIOJIHEIE.

Ymenue CBo60THO CBo601HO CkoBan, oOpatnas | CkoBaH, obparHas

JepKaTeCd  Ha | JEPIKHUTCA Ha | JCPXKHUTCA Ha | CBS3b C ayJJUTOPHEH | CBSI3b C ayaUTOpUEH

AyIUTOPHH, AyAUTOPHH, ayAUTOpHH, TIOA- | 3aTpPyAHCHA. OTCYTCTBYET, HE CO-

KOMMYHHKATHB- | CIIOCOOEH K | Jep>XHUBacT OJrOIaeT HOPMBI pedH

HBIC HABBIKA HMITPOBH3AIINH, 00paTHyIO CBS3b B TIPOCTOM BBICKA3bI-
YUHTHIBAET C ayIUTOpHEH. BaHUH.

00paTHyIO CBsI3b
C ayauTOpueil.

Hror

Hucvmennasa paboma (pechepam u m. 0.)

Kpurepun onenkn

OT1iu4HO
Xopowo
'Y 10BJ1€TBOPUTEIb-
HO

HeynoBiaerBopu-

TEJIBHO

O60ocHOBaHNE AKTYaJIbHOCTH TEMBI

KauecTBO OIlEHKH CTENEeHH pa3paOOTAaHHOCTH TEMbI B CICIHMATIBHON JIH-

TepaType

CrerneHpb peaim3anuu IIOCTaBJICHHOM OCJIN U 3aaa4

O0beM U T1yOrHa PacKpPBITHS TEMBI

Hanuuue Marepuajia, Opu€HTUPOBAHHOI'O Ha MPAKTUYCCKOC HCIIOJIb30Ba-

HHC

JlocToBepHOCTh B 000CHOBaHHOCTD MOJTYYEHHBIX PE3YJILTATOB U BHIBOJIOB

CrerneHb OPUTMHAJIBHOCTH TCKCTa

DpyAuIs, HCIIOTH30BAaHNE MEKIUCITUTIIMHAPHBIX CBSI3ei

Cobaronenne TpeboBaHUH K CTPYKTYpe paboThI

KauectBo odopmienus paboTsl ¢ yaeToMm TpeOOBaHHUN

Wudopmanuionnas KyiabpTypa (IHTHpoBaHWE, O(OpMIICHHE CITMCKA HC-

M0JIb30BaHHOM JIUTEPATYPHI)

OO0mas omeHka
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Ilpakmuueckoe 3a0anue

OneHka mo HOMMHAJIb-
HOWH 1IKAaJIe

XapaKTepHCTHKH 0TBETA 00y4AIOLIErocst

OT1an4Ho

OOy4JarIUiACsS CaMOCTOSATEIIBHO M MPABUIILHO PEInil y4eOHO-TIpodec-
CHOHAIBHYIO 3aJauy, YBEPEHHO, JIOTHYHO, TMOCICAOBATEILHO WU
apryMEHTHPOBAaHHO H3JIaraJl CBOE pEIIeHHe, HCIOJb3ys Mpodeccro-
HAJIBHYIO TEPMHHOJIOTHIO.

Xopowo

OOyuaromuiicss caMOCTOATEIFHO W B OCHOBHOM TPABHJIBHO PEIIHT
yueOHO-POPECCHOHANTLHYIO 3a/1a4y, YBEPEHHO, JIOTHYHO, TMOCIIEH0-
BaTEJIbHO M aPTYMEHTHPOBAHO H3JIarajl CBOE PEIICHUE, UCIIOb3Ys MPO-
(hecCHOHANIBHYIO TEPMHUHOJIOTHIO.

YaoBiersopuresbHO

OOyuatomuiics B OCHOBHOM pEIIWI y4eOHO-MPOPECCHOHATBHYIO 3a1a-
4y, IOMYCTHJ HECYIECTBEHHBIC ONIMOKH, c1ab0 apryMEHTHPOBAT CBOE
pellieHHe, MyTasich B MPOPEeCCHOHAILHBIX MOHSATHSIX.

HeynoBieTBOpHTEIBbHO

OO0OyyaroIuiics He penw yueOHO-Npo(ecCHOHATBHYIO 33/1a4y.

Onucanne MKAaJbl OLIEHUBAHUS Ipu TECTUPOBAHUU HA 0a3e TeCTOBBIX

MATEePHATOB HHCTUTYTA

OueHka 10 HOMUHAJIBbHOM IKade | % NpaBUJIbHBIX OTBETOB, NOJYYEeHHbIX HA TECTUPOBAHUM
OTnuaHO ot 90 o 100
Xoporio ot 75 no 89,99
Y 10BIETBOPUTENHHO ot 60 o 74,99
HeynoBnerBopurensHo meHee 60

6.3. TunoBble KOHTPOJIbHBIE 33JaHMS UM MHbIEe MaTepHUaJibl, HEOGX0AUMbIE
JJIS1 OLleHKM 3HaHM i, yMeHM i1, HABbIKOB M (MJI4) ONbITA AEeSITE/JIbHOCTH, Xa-
PaKTepHU3yWIIHMX 3Tanbl OPMUPOBAHUA KOMIIETEHIMH B IIpoLecce 0cBoe-
HHUA 06pa30BaTeJIbHOM MPOrpaMMbl

6.3.1. MaTepuasibl AJi NOATOTOBKHU K 3a4eTy M (M/IM) 9K3aMeHY

Taoauma 12
Martepuanbl, He00X0AUMBbIE /sl OLEHKH 3HAHUI
(mpuMepHbIe TeopeTHYECKHE BONPOCHI)
K IK3aMEeHY

Ne
n/ IIpumepHbie GOpMYJINPOBKH BOIIPOCOB Kon N
I KOMIIeTeHIUii
1. | IoHsATUS «IOKYMEHTAIMOHHOE oOecreueHue ynpanienus» (J10Y), TIK-2, IT1K-3,

«YTIPaBJICHUE IOKYMCHTaAMMIY. [1K-4, [IK- 6

2. | JoxymeHTanuonHoe o0ecriedeHue Kak (PyHKUUS YIPABICHUs, €r0 MECTO
CpeH APYTHX YIPaBICHUYCCKUX DYHKIIUH.

(98]

OBOJIONUS MTOHATHS «YIIPaBIE€HUE JOKYMEHTaHen».

o

bazoBrie IIPUHOUIIBI YIIPABJICHUA HOKYMCHTaHHGﬁ.

5. | Ynpasnenue nqokymeHTanuei kak oomas ¢pynkius ynpasieHus (D.
Xoptow, K. JIenon, A. Mopaemnn, A. Pukc, K. Xaap, [I. Maxneon, JIx.
Cammepsu, JI. Credenc).

6. | YmpasieHue noKyMeHTAITEH Kak 00J1aCTh TPAKTUIECKON EATETHHOCTH
opranmzanuu (M. bakkienn, /1. O. Ctedenc).
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Pa3paboTka moHATHS yHpaBieHHE JOKYMEHTAUEH MEKIYHAPOIHBIMU
opraHm3anusMu. Y HU(hUKanuys MOHSATHUS «yTpPaBICHNAE JOKyMECHTAIUEH» Ha
MEXIYHAPOJIHOM YPOBHE.

Pa3paboTka NOHATHS yIIpaBICHUE JOKYMEHTAIMEH MEKIYHAPOIHEIMHU
opraHu3anusMu. Y HU(DUKaIs OHATHS «yTPaBICHUE JOKyMECHTAIUCH» Ha
MEKIYHAPOJIHOM YPOBHE.

YmpasneHne dIeKTPOHHBIME JOKyMeHTamu. O01ie MoIeT! yIpaBIeHHs
DJIEKTPOHHBIMH JIOKYMEHTaMH.

10.

OO0ure TeHICHIUA HOPMAaTUBHO-TIPABOBOTO PETYJIHPOBAHHS
JIOKYMEHTAIIHOHHOTO 00eCTIeueHUs YIIPABIEHUS B Pa3BUTHIX 3apyOeIKHBIX
crparax u CHI'.

1.

OCHOBHBIE TTOJIOKEHUS MEKIYHAPOIHBIX HOPMATHBHO-TIPABOBBIX aKTOB TI0
BOMpocaM WHPOPMAIMH U JOKYMEHTAIIHH.

12.

Posis OOH, JOHECKO B BbIOOpE NpHOPUTETOB MEXTYHAPOIHON M HAIMO-
HaJIbHOH MH(OPMALIMOHHON TIOJINTHKH, B T. 4. B c(hepe YIpaBICHUSI
JIOKYMEHTaMH.

13.

MesxayHapoAHbIe OpTaHU3alKH, 3aHUMAIOIIIEcs: TPoOIeMaMy YIIPaBICHUS
JOKYMEHTaMH ¥ HH(GOPMALMOHHBIME pecypcaMu. MexxayHapoJHbIi COBET
apxuBoB (MCA). EBpasuiickoe pernoHanpHOe otnencane MCA
(EBPA3UKA). KomuteT 1o 1e100pon3BOICTBEHHBIM TOKYMEHTaM B 3JIEK-
TpoHHOH cpeae npu MCA.

14.

HesrensHocTh cTpykTyp CHI' Mo coBepLIEHCTBOBAHUIO YIIPABICHHUS
JIOKYMEHTaMH.

15.

®dopmupoBanue, cnenruKa U pa3BUTHE HAITHOHATIBHBIX CUCTEM
yIpaBIeHHs JOKYMEHTaluel pa3BUThIX cTpaH, crpad CHI'.

16.

[TpropuTeTH MPABOBOTO PETyIHMPOBAHMS TOKYMEHTAIIHOHHOTO
obecrniedeHus yrpaBieHusl.

17.

KomneTteHIus rocy1apCTBEHHBIX OPraHoB B chepe HOPMATUBHO-TIpa-
BOBOTO PETyJIMPOBaHUS MPOIIECCOB IOKYMEHTOOOpa30BaHUsI U OPTaHU3a-
ITUH paboTHI C IOKYMEHTaMH.

18.

Cucrema u monuTHKa ynpasieHus fokymenTanueid B CLIA.

19.

PermamenTanus mporeccoB ynpasieHus JoKyMeHTanuei HarmonaibHbIM
apXUBOM ABCTpaIHH.

20.

Cucrema ¥ OJUTHKA YIIPABISHHS JOKYMEHTanuel B BenukoOpruTaHum.

21.

HpaBOBI;Ie U HOPMATHUBHBIC aKThI CTPAH CHI' B ccpepe JAOKYMCHTAIMOHHOT'O
obecrnieueHus YIIPaBJICHUA, 06IJ_II/I€ TCHACHIMU U PA3JIMYHBIC IIOAXOAbI.

22.

Texamaecknii komuteT Ne 46 «MHGOpMAITHSI U TOKYMEHTAITHSD» M €T0 IO~
komuTeThl. TexHmueckuil komuteT Ne 46 «HpopManms U TOKyMEHTAIHsD
1 €T0 NMOJAKOMUTETEHI.

23.

O0mas xapakTepucTHKa MexxayHapoaHoro cranzapra MCO 15489-2001
«MHpopmanus u JOKyMeHTaLus: — YIIPaBICHUE JOKYMEHTaMU».

24.

OO01mas xapakTepucTHKa MexayHapoaHoro cranaapra MCO 23081
«udopmanus u nokymenrais — [Ipormecchl ynpaBieHus JOKYMEHTaMU —
Mertananubie ToKyMeHTOB. THITbI MeTaaaHHbIX». COCTaB M HA3HAUCHHE
METaIaHHBIX JICKTPOHHOI'O JJOKYMEHTA.

25.

MeskayHapoaHbIe dTHYEeCKUe U podeccHoHaATbHBIE TPeOOBaHHS K
YIPaBJISIONINM TOKYMEHTAILHEH.

26.

OTKpBITHIE CTAaHAAPTHI B chepe JOKYMEHTAIUU U HHPOPMALHIH.

27.

Opranuzanuy, y9acTBYIOIINE B MIPOIIECCE CTAHAAPTU3AINH YIIPABICHUS
JoKkyMeHTamu B Poccun.

28.

TexHMYECKHE KOMUTETHI POCCTaHI[apTa, Y4aCTBYIOIIHE B IIPOLIECCE
CTaHAapPTU3AWN YIIPABJICHUA JOKYMCHTAMU, U UX CTAaHIAPTHI.

29.

HaHI/IOHaHBHBIe CTaHAapThl, UCIIOJIE3YEMBIC B YIIPABJICHUN JOKYMCHTaAMU B
coBpemenHor Poccun.
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30. | [Ipunnumne! pa3paboTKu MPOrpaMM yIpaBIeHUs] JOKYMEHTaMH.

31. XapaKTCpI/ICTI/IKI/I AOKYMCHTA: ayTCHTHUYHOCTb, TOCTOBCPHOCTD, LICJIOCT-
HOCTB, IPUT'OJJHOCTH JJISI MCIIOJIb30BAHUA.

32. | XapaKTepuCTUKU JOKYMEHTHBIX CUCTEM: HaJIe)KHOCTb, 1IEJIOCTHOCTh, COOT-
BETCTBUE, KOMIUIEKCHOCTb, CUCTEMHOCTD.

33. | [IpoexTupoBaHye U BHEAPCHNUE TOKYMEHTHBIX CUCTEM.

34. | Merononorust IpOEKTUPOBAHUS U BHEAPEHUS JOKYMEHTHBIX CHCTEM.

35. | Ilpekpamienue npuMEHEHUsT JOKYMEHTHBIX CHCTEM.

36. | IIpomeccel ynpaBieHus: JOKyMEHTaMU U KOHTPOJIb.

37. | Okcneprusa undopmaiuu, 3apUKCUPOBAHHON Ha MaTePUAILHOM HOCHUTE-
Jie, MOJyIeKaleil BKIIOYEHHUIO B JOKYMEHTHYIO CUCTEMY.

38. | Onpenenenre CPOKOB XPAHEHUSI TOKYMEHTOB.

39. | BkimtoueHrue TOKYMEHTOB B CUCTEMY.

40. | JJokyMeHTHpOBaHHUE MIPOLIECCOB YNPABICHUS JOKYMEHTAMH.

Taoauua 13
MarepuaJibl, He00X0AUMBbIE /1JIsl OLlEHKH YMeHH i, HABBIKOB M (IJIM) ONbITA
JAesITeJIbHOCTH (IpUMepHble MPAKTUKOOPHEHTHPOBAHHBIE 32/1aAHMST)

Ne

o/ Tembl IpUMepPHBIX ) Kon )

I NMPAKTUKOOPUEHTHPOBAHHBIX 3aJaHUI KOMIEeTEeHI Ui

1. XapakTepucTuKka NPEIMETHOrO0 TOJIA MOHATHH: «AeIonpou3BOACTBOY», | [IK-2,  TIK-3,
«JIOKYMEHTAlIMOHHOE 00ECIIeUCHHE YNPABICHUA», «yIIpaBiIeHUue AOKyMeH- | [TK-4, [IK- 6
TaMI»

2. | DneMeHTHl KOHUEMIUU YIPaBICHUS JOKYMEHTaMU

3. | HopmaTuBHBIC aKThI B CyOBEKTHI MIX NMPUHSBIINE: YCTAHOBJICHHE COOTBET-
CTBUS

4, | XapakTepucTHKa MPOLEAYPHl pa3pad0TKH MEKIYHAPOIHOTO CTaHIapTa

5. | OcHOBaHHSI CHCTEMBI YIIPaBICHUS JOKYMEHTAMHU

6. | TpeboBaHuUs K JOKYMEHTaM B CUCTEME YITPABIICHUS JIOKyMEHTAMHU

7. | OpraHu3anyioHHbIe AacMeKTHl IPOEKTUPOBAaHUS YIPABICHHUS CHUCTEMBI
JIOKyMEHTaMH

6.3.2. Tembl 1 MeTOANYECKHME YKAa3aHMA 110 NIOATOTOBKe pedepaTos,

3cce ¥ TBOPYECKHUX 3aJaHUH MO0 JMCHUIJIMHE
Hamnncanue pedepaToB (3cce, TBOPUSCKUX 33/1aHUI) HE TIPETYCMOTPEHO.

6.3.3. MeToagu4ecKue yKa3aHHUA 10 BbINIOJIHEHUI0O KypPCOBOM pa6b0ThbI
Kypcosas pabota no aucuuIuinHe y4eOHbIM IIJIAHOM HE IIPEAYCMOTpPEHA.
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6.3.4. TunoBbie 3aJaHUA AJIA IPOBEJEHUA TeKyLUero KOHTPOJIA

dopMHupoBaHUA KOMNIETEH UM

6.3.4.1. [11anbl cCeMUHAPCKUX 3aHATHI

Cemunap Ne 2. Tema « OcHogvl Kypca

"Vnpaenenue ooxymenmamu: opeanuzayusi u mexrHoao2uu'»

Bonpocwi ona obcyscoenus:

1. [Ipenmer, 3axa4un U coaepxkanue Kypca. TpeOoBaHUs K YPOBHIO OCBOE-
HUS TUCUUTUIINHBL.

2. TloHaTus «IOKyMEHTalMOHHOE obOecrnieduenue yrpasieHus» (JOY),
«yTpaBJeHUE TOKYMEHTAMU.

3. lokymeHTaIlMOHHOE obecreueHrne Kak (PyHKIUS yrpaBlieHUs, €ero Me-
CTO CpPEeIH JIPYTUX YIPaBIECHYECKUX (QYHKIIUH.

4. 3HaueHune TOKYMEHTOB JUIsl pealIu3allii YIIPABICHUECKUX PEIICHHUIA.

Pexomenoyemas numepamypa:

Marepuans! 11 IOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb meyaTHBIX U DJIEK-
TPOHHBIX OOPAa30BaTENIbHBIX U HUH(MOPMALMOHHBIX PECYpPCOB HEOOXOJUMBIX IJII OCBOCHUS
JCLUTIIINHBL

JlononHuTENBbHBIE MATEPUANIBI K CEMUHAPY BBIABIETCS B PAMKaxX CaMOCTOSITCIIBHON
paboThI 10 TeMe.

Cemunap Ne 2. Tema «Konyenyus ynpaenern us 0okymenmayueii. onvlm pazeumsix CIpany
Bonpocut ons obcyscoenus:
1. DBomonus TMOHATHA «yIpaBlIieHHUE JOKyMeHTanuei». ba3oBble NPUHIMIIEI
yIOpaBieHUs TOKyMEHTalUEH.
2. YnpaBineHnue JOKyMeHTauued kak oOmas ¢yHkuus ynpasieHus (P. Xopron, K.
Jlenon, A. Mopnenn, A. Puxkc, K. Xaap, JI. Makneon, . Cammepsui, J[. Ctedenc).
3. YnpaBieHue JOKyMeHTalue kak 00JacTh MPakKTUYECKON NesITeIbHOCTH OpraHu3a-
nuu (M. bakknenn, 1. O. Credenc).
Pexomenoyemasn numepamypa:
OcHoBHas nuTeparypa K ceMuHapy (cm. 1. 7.1).
JlonoJHUTENbHAS JINTepaTypa K CeMHHApY (cM. 1. 7.2).

Cemunap Ne 3. Tema «Hopmamuenoe pe2ynupoganue 60npocos ynpaeieHus
JoKymernmayuetl 3a pyoexcom»
Bonpocwl 0na 0b6cyacoenus:
1. TTonuTHka ¥ npakTUKa ynpasieHus nokymeHntauueit B CIIA.
2. IlonuTuKa M paKkTUKa yIpasiieHus JokyMeHTanueil B EC.
3. [TonuTrka u mpakTUKa yrpaBieHus: JOKyMeHTaluel B BenmukoOputanuu.
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4. IlonuTrkKa 1 IpaKTHKa yIpaBleHUs JoOKyMeHTanuel B ctpanax CHI'.

Pexomenoyemas numepamypa:

Marepuansl 11 IOATOTOBKU ceMuHapy cM. Pasznen 7. IlepedeHb neyaTHBIX U dJIEK-
TPOHHBIX OOPa30BaTENIbHBIX U HMH(POPMALMOHHBIX PECYpPCOB HEOOXOJUMBIX IJIi OCBOCHUS
JCLUTIIINHBL

JlonoJIHATENBHBIE MAaTEPHAIIBI K CEMUHAPY BBIABIIACTCSA B PAMKaX CAMOCTOATEIbHOU
paboThI IO TEMeE.

Cemunap Ne 4. Tema «Meoswcoynapoonas cmanoapmuzayust
6 cqhepe ynpasnenuss OOKYMEeHMamu»

Bonpocwl 01 0b6cyacoenus:

1. MexayHapojHble HOpMaTUBHBIE aKThl B cepe CTaHIapTU3ALMU TOKyMEHTALUN U
YIpaBlIeHUS TOKYMEHTAMH.

2. OcHOBHBIE MEXAyHApOAHbIE OpraHU3alluy, pa3padaThIBaIOIINE CTaHIAPTHI B cde-
pe TOKyMEHTAIIUU U YIIPABJICHUS JOKYMEHTaMHU.

3. Ilonsitue, HazHaueHue U BUbI ctangapToB NCO.

4. Tlopsmox pa3pabotku crangaptoB MCO. Texuuueckuii komurer Ne 46
«MHdopmanust 1 JOKYMEHTAIUS» U €r0 MOJKOMHUTETHI.

5. HesarensHocTh cTpykTyp CHI' 1o cTanmapTuzanuu JOKyMEHTAllUU U yIPaBICHUS
JIOKYMEHTaMHU.

Pexomenoyemas numepamypa:

Martepuassl s MOArOTOBKH ceMuHapy cM. Paznen 7. IlepeueHb neyaTHBIX U 3JIEK-
TPOHHBIX 00Pa30BaTENBHBIX U MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX IJISi OCBOCHUS
JTUCIUTUTAHBL

JIONOJTHUTENBHBIE MaTepPHalIbl K CEMUHAPY BBIABIISETCS B paMKaxX CaMOCTOSTEIbHON
paboTHI IO TEME.

Cemunap Ne 5. Tema «Meowcoyrnapoouvie cmanoapmol
6 cghepe ynpasnenus OOKyMeHMAMU»

Bonpocul ons ob6cyocoenus:

1. O6was xapakrepucTuka ocHOBHbIX ctanaapTos MCO.

2. Ilpennaznavenue cranaapra MCO 15489-2001 «Mudbopmarus u 1oKyMeHTaIUs —
VYmpasnenue aokymeHTamu». OCHOBHBIE MPOIECCH pabOThI C JOKYMEHTAaMH B CHCTEME
yIpaBlIeHUs.

3. O6mas xapaktepucTtika MexayHapoanoro cranmapra MCO 23081 «Uudopmanus
u gokyMeHnTanus — [Ipoueccel ynpaBieHust JokyMeHTaMu — MeTalaHHble IOKyMEeHTOB. THIbI
METaIaHHBIX».

4. MexayHapoHble STHYECKHE U MpodeccCHOHaNbHbIE TPeOOBaHUS K YHPABISIOLIUM
JIOKYMEHTALUECH.

5. OTKpBITHIE CTAaHAAPTHI B chepe TOKyMEHTALUN U HHPOPMAIIIH.

6. IIpakTka BHEAPEHUS MEXIYHAPOIHBIX CTAHIAPTOB B OTCUECTBEHHOW MPAKTUKE
yOpaBlIeHUs TOKyMEHTAlUEH.

Pexomenoyemas numepamypa:

Martepuaisl s MOArOTOBKH ceMuHapy cM. Paznen 7. IlepeueHb neyaTHBIX U 3JIEK-
TPOHHBIX 00pa30BATEIbHBIX UM HH(POPMAIIMOHHBIX PECYpPCOB HEOOXOIMMBIX IS OCBOCHHS
JTUCIUTUTAHBL

JlomoJTHUTETbHBIE MaTepPHAIIbI K CEMUHAPY BBISBIICTCS B paMKax CaMOCTOSTEIHHOU
paboTHI IO TEME.
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6.3.4.2. 3ananus 1Jis1 NPAKTUYECKUX 3aHATHI

Ipaxmuuecroe 3anamue Ne 1. [Ipobremamuka ynpasieHusi OOKyMeHmamu
6 npogeccuonanvrou nevamu (B GopMe TBOPUYECKOTO 3aIaHUSA)

Llenv pabomel — 0O3HAKOMIIEHUE C CUCTEMOU MPOPECCHOHATBHBIX MEPUOIMUECKUX H3-
JaHui  (kypHanbl «JlenonpousBoacTBO», «/lenonpon3BoACTBO M JTOKYMEHTOOOOpOT Ha
npeanpusTany», «Cexperapckoe neno», «CipaBoYHHUK ceKpeTaps 1 opuc-MeHepKepay ).
3a0anue u memoouxa 6vinonHenus: MPOCMOTPEB 2-3 HOMepa, CTYAEHT JOJDKEH AaTh
0OLIYI0 XapaKTEPUCTUKY MEPUOINIYECKOTO U3/IaHuUs 0 CIEAYIOLIEH cxeme:
. HazBanue xypHaia
. I'ox ocHOBaHus
. IllepponruHOCTH
. U3paroniast opranu3anus
. Yupenurenu
. lleneBoe u unTaTeNnbcKOe Ha3HAUCHHE
. OcHOBHBIE PYOpUKHU
. bubnmorpaduueckoe ocHameHre W3IaHUS: OJACTPOYHBIE CCHUIKH, MPUCTATEHHBIE
CIMCKU JINTEPaTypbl, PELIEH3UU HOBBIX U3JaHUM, peKiiamMa HOBBIX M3JaHUHN (IO TeMe M31a-
HUs).

01N N W~

9. OCHOBHBIE TEMBI, aBTOPHI (C yKa3zaHHeM 2-3 cTaTell KOHKPETHBIX aBTOPOB).

Ilpakmuuecxoe 3auamue Ne 2. Meaxcoynapoonas noiumuka
8 chepe ynpasneHnusi OOKyMeHmamu

Llenv pabomel: 3aKpenuTh 3HAHHME OCHOBHBIX MEXIyHAPOJHBIX OpraHU3alMi,
PEryJupyrOIIUX OTHOILIEHHs B 00JaCTH YIIPAaBICHUS JOKYMEHTAIUEH.

Bonpocwi k meme:

1. OcHOBHbBIE MONOXKEHUSI MEXAYHApPOAHBIX HOPMATHUBHO-NPABOBBIX AaKTOB 11O
BOTIpOCaM MH(POPMAIUH U JOKYMEHTAIHH.

2. Pors OOH, FOHECKO B BbIOOpE NPUOPUTETOB MEXKIYHAPOJHON U HALMOHAIBHOM
MHPOPMALMOHHON MOJUTHKH, B T. 4. B c)epe yIpaBIeHUs JOKYMEHTAMH.

3. MexayHapoAHble OpraHu3alMM, 3aHUMAlOLIMecs MpoOJieMaMH YIIpaBJICHUS
JIOKYMEHTaMU ¥ UHQOPMAaIlMOHHBIMU PECYPCAMH.

4. Mexnaynapoanslii coBet apxuBoB (MCA). EBpasuiickoe pernoHaabHOe OTAEICHHE
MCA (EBPA3MKA). Komurer no aenonpou3BOJACTBEHHBIM JOKYMEHTaM B 3JIEKTPOHHOM
cpene npu MCA.

5. HearensHocTh cTpykTyp CHI' o coBepiieHCTBOBaHMIO YIIPABIEHUS JOKYMEHTaMH.

3ajaHMe W METOAMKA BBINOJHEHUS: H3YyYUTh COJAEp)KaHUE BOIPOCOB, YUEOHYIO
TUTEpATYypy MO TeMe; B paboued TeTpaau JaTh THUCHMEHHBIA OTBET Ha KaXIbIid
BOIPOC;OJITOTOBUTH coo0IIeHre Ha 10 MUHYT IO OTHOMY U3 BOIIPOCOB.

Ilpaxmuueckoe 3anamue Ne 3. Hopmamuenoe pe2ynupogéanue 60npocos ynpaeieHus
JoKymenmayueu 3a pyoexrcom
Llenv pabomwl: 3aKkpenuTh 3HaHME B cdepe OpraHu3all CHUCTEMbI YIPABICHUS
JOKYMEHTAIUEH B pa3BUTHIX 3apyOeKHBIX cTpaHax u B CHI .
Bonpocuvl k meme:
1. ®opmMupoBaHuEe HAIMOHAIbHBIX CHUCTEM YIPAaBJICHMSI JOKYMEHTaLUEH pPa3BUTBIX
3apy0OexxHbIX cTpad 1 CHI'.
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2. PernameHrtanus MNpoOLIECCOB YIPABICHUS [TOKYMEHTalMed W HalHWOHAJIbHBIMU
apxuBamu ABctpanuu, Auriuu, EC u CIIA.

3. IlpaBoBrie u HOpMaTuBHBIE akThl cTpaH CHI' B cdepe DOKyMEHTAIMOHHOTO
oOecrieyeHus ynpapieHus, 00IIKe TeHACHIIMU U Pa3IUYHbIE TOAXO/bI.

3amaHue W METOAMKA BBINOJIHEHUS: HW3YyYUTh COAEP)KaHUE BOIPOCOB, YUEOHYIO
auTepaTypy IO TeMe; B pabouedl TeTpaad JAaTh NUCHBMEHHBIH OTBET Ha KaKIbli
BONPOC;TIOJITOTOBUTH cOo0IIeHre Ha 10 MUHYT IO OTHOMY U3 BOIIPOCOB.

Ipaxmuueckoe 3ansamue Ne 4. Hopmamuenoe pe2yrupoganue
6 chepe ynpasneruss OOKyMeHmamu

Llenv pabomovi: 3aKpenuTh 3HAHWE CTPYKTYpPhl M HA3HAYCHUS HAIMOHAIBHBIX
CTaHJIapTOB B cepe ynpaBlieHUs: JOKYMEHTAIHEH.

Bonpocul k meme:
1.TOCT P UCO 15489-1-2007 CUBU/I. Ynpasnenue nokymentamu. O01ue TpeOoBaHuUs,.
2. TOCT P HUCO 22310-2009 CUBM/. PykoBoncTBO UIsi pa3pabOTUYMKOB CTaHIAPTOB,
YCTaHABIIMBAIOIIUX TPEOOBAHUS K YIPABICHHUIO TOKYMEHTAMH.
3. TOCT P HUCO 30300-2015 CUBUJ. Cucremsl ynpaBieHus aokymeHtamu. OOiue
MOJIO’KEHUS U CIIOBAPb.
4. TOCT P HCO 23081-1-2008 CHUBUJ. IIpoueccel ympaBieHUs JOKYMEHTaMHU.
Mertanannbie At 1okymMeHToB. Yacte 1. [IpuHuumnsl.

3amaHue W METOJWKA BBITIOJHEHUS: HM3YYUTh COJEP)KAHUE BOMPOCOB, YYCOHYIO
JUTEepaTypy Mo Teme; B paboueil TeTpaau JaTh MUCHMEHHBIM OTBET Ha KaXKIblii BOMPOC;
MOJATOTOBUTH cooOmIeHue Ha 10 MUHYT IO OTHOMY U3 BOIIPOCOB.

Ipaxmuueckoe 3ansmue Ne 5. Tpebosanusi Kk ynpasieHuro 0OKyMeHmamu
3aHsaTHEe MPOXOAUT B (OpME MPAKTUUECKON MOArOTOBKH Ha Mmarepuanax YOV [I1O
«Kagposslit neHtp — Tpy».

Llenv pabomwl: 3aKkpenuTh 3HaAHHE OOMIMX TPEOOBaHM K IMOJJMHHBIM JTOKYMEHTaM
KaK 00bEKTaM yIpaBIICHUS.

Bonpocul k meme:

1. [TpuHUMIIBI pa3pabOTKU MPOrPaMM yIPABICHUS TIOKYMEHTAMHU.

2. XapakTepUCTUKU JOKYMEHTA: ayTEHTUYHOCTh, JI0CTOBEPHOCTD, LIEJIOCTHOCTD, MpPU-
TOJTHOCTH JJIs1 UCIIOJIb30BaHUSI.

3ajaHue U METOAMKA BBIIIOJHEHUS: Ha OCHOBE H3ydeHus nokymeHnro YOV 10
«Kanpossiii nieutp — Tpyn» (opraHM3alMOHHO-PACHIOPSIUTENBHBIX: YCTaBa, MOJOXKEHHIH,
JOJDKHOCTHBIX WHCTPYKIMHA, TMPHKA30B; JOKYMEHTOB II0 OpraHu3aluu 00pa30BaTEIbHOTO
mpouecca: MporpaMMbl, paclucaHus, (GOpPMbl OTYETHOCTH, HWTOTOBBIE JIOKYMEHTHI),
HE0OXO0UMO BBISIBUTh U OIIUCATh:

1. TpeboBanus k mokymeHntupoBanuto aestenbHoctd YOV 1O «KampoBsiid eHTp —
Tpya», 3adukcupoBaHHble B (eACpaTbHBIX U JIOKAIBHBIX HOPMATHBHBIX aKTax B
COOTBETCTBHUH C BUJIAMU JIeATEIHHOCTH (0Opa3oBaTenbHast, KaJipoBas, (PMHAHCOBAs U Ip.);

2. TpeOoBaHMs K ayTEHTUYHOCTH, TOCTOBEPHOCTH, LIEIOCTHOCTH, MPUTOAHOCTH IS
ucnonb3oBanusa gokymeHToB HOY 1O «Kampossiii nieHTp — Tpym» (BHAOBOW COCTaB IO
KaXIOMY HAaIllPaBICHHUIO MACATEIbHOCTH, TpeOOBaHUSA K HUX OQOPMIICHHIO, TOPSIKY
COIJIACOBAHUS M YAOCTOBEPEHUS, CHCTEMATU3allUU U ONEPATUBHOIO XPAHEHUS).

Ipakmuueckoe 3anamue Ne 6. [Ipoexmuposanue u nedperue 0OKYMEeHMHOU CUCTEMbl

3aHsATHEe MPOXOIUT B (hopME MPAKTUUECKOH MOAroTOBKM Ha MaTtepuanax YOV 1O
«Kanposbiii neHTp — Tpym»
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Llenv pabomwi: 3aKkpenuTh 3HaHUE OOIIMX TPeOOBaHMM K NPOEKTUPOBAHUIO U
BHEJJPEHUIO JOKYMEHTHBIX CUCTEM.

3ajaHMe W MeTOJMKa BbINOJHEHUs: Ha ocHOBe BBISABIEHHBIX TpeOOBaHMH K
JokyMeHTupoBaHuto U gokymeHtaM YOV JIIO «Kagposeiii nientp — Tpya» onpenenuth
OCHOBHBIE ITapaMeTPhl IOCTPOCHMSI TOKYMEHTHON CHCTEMBI yUPEXKICHUS.

1. XapakTepuCTUKHU JOKYMEHTHBIX CUCTEM: HAa/IEXKHOCTh, LIEJIOCTHOCTh, COOTBETCTBHE,
KOMIUIEKCHOCTb, CUCTEMHOCTb.

2. MeTtoonorust IpoeKTUPOBAHUS U BHEJPEHUS JOKYMEHTHBIX CHCTEM.

3. IIpoueccsl ynpaBiaeHs JOKyMEHTAMH U KOHTPOJIb.

4. Dxcmneptuza wuHpopManyM, 3a(QUKCHUPOBAHHONW HAa MaTEpUAIBHOM HOCHTEIE,
MOJJIC)KAIIECH BKIOYEHHIO B JOKYMEHTHYIO CUCTEMY.

5. IOKyMEHTUPOBAHKE IIPOLECCOB YIIPABICHUS JOKYMEHTAMU.

CocraButh mpoekT WMucTpykumu 10 ympaieHuto jgokymeHtamu YOV IO
«Kagposslit neHtp — Tpy».

6.3.4.3. TeMbl 1 3a1aHUS 1151 MEJIKOTPYNIIIOBbIX/MHAMBUAYAJIbHBIX 3AHATHH

MenkorpynnoBble/MHIUBUyaIbHbIE 3aHATHS MO AUCLUUIUINHE YY€OHBIM IJIAHOM HE
IIPEyCMOTPEHBI.

6.3.4.4. Tunospie TEMbI U 321aHUA KOHTPOJIbHBIX padoT
(KOHTPOJILHOTO YPOKA)

KonrtponbHas pabora B yueOGHOM MpoLIecce HE UCTIONIb3YETCH.

6.3.4.5. TecToBbIC 3a1aHUA

TecToBbIe 3aaHUsT BKIIOYEHBI B (DOHJ OIICHOYHBIX CPeACTB. MCmonb3yoTes TecTo-
BbIe 3a7aHus B ¢opMe: BHIOOP OJHOTO, ABYX M O0Jiee MPaBUIBHBIX OTBETOB U3 MPEIJIOKEH-
HBIX, YCTAHOBJICHHE COOTBETCTBUS (ITOCIIEIOBATEILHOCTH ), KEHC-3aJaHusI.

6.4. MeToau4YeCKH e MaTepHUaJIbl, ONIpeAe/isollue Npoueayphbl OlleHUBAHUA
3HAaHUU, YyMEHU I, HABbIKOB U (UJIHU) ONbITA AEeATE/IbHOCTH, XapaKTepu3y-
IOIIMX 3Talbl

dopMHUpOBaHUA KOMIIETEHIUU

1. HopmaTuBHO-METOIMYECKOE OOECIeUYeHHEe TEKYIEro KOHTPOJS YCIEBAEMOCTH U
MIPOMEKYTOYHON aTTECTAIIMU 00YUAIONIUXCS OCYIIECTBIISETCS B COOTBETCTBUU C JIOKATHHBIMH
aKTaMH BY3a..

KonkpeTtnsie GopmMBbI 1 TPOIIEYPHI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTHUIIPOMEKYTOY-
HOMaTTeCTALIMUIIOTUCIUITMHEOTpaXKeHbl B 4 paznene «ConepkaHue NUCHMIUIUHBI, CTPYKTY-
pUPOBaHHOE IO TeMaM (pa3jesiaM) ¢ YKa3aHHEeM OTBEICHHOTO Ha HUX KOJMYECTBA aKaJeMU-
YECKUX YacOB U BUJIOB YUEOHBIX 3aHSATHI.

AHamM3 1 MOHUTOPUHT MPOMEKYTOYHONW aTTECTAI[MU OTPaXeH B COOPHUKE CTATUCTH-
yecKuxX MatepuanoB: « UToru 3uMHel (JIeTHeH ) 3a4eTHO-IK3aMEHAIIMOHHON CECCHM.

2. JIng moAroTOBKM K MPOMEKYTOYHOM aTTECTAallMM PEKOMEHIYETCSl MOJIb30BATHCS
(OHIOM OIEHOYHBIX CPEJICTB:
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— MepedYeHb KOMIIETCHLIMH C yKa3aHHUEeM 3TanoB MX (OPMUPOBAaHUS B IpoLEcCe
OCBOCHHS 00pa3oBaTebHON IporpamMmel (cM. 11. 6.1);
— OIMCaHME TMOKa3aTeJe U KPUTEPUEB OLCHUBAHUS KOMIICTEHIIMA Ha Pa3IUYHBIX
sTanax ux (OpMUpPOBaHMsI, ONMCAHKE IIKAJ OLEHUBAHUSA (CM. I1. 6.2);
— TUNOBBIE KOHTPOJBbHBIC 3alaHHsl WIM HHbIE MaTepHalibl, HEOOXOIMMBbIE st
OLIEHKU 3HaHMH, YMEHUH, HaBBIKOB U (WJIM) OMbITA AEATEIBHOCTH, XapaKTePU3YIOIINX ITAIIbI
(dbopMHpOBaHUS KOMIIETCHLIMH B MPOLIECCE OCBOSHHS 00pa30BaTENbHOW MPOrpaMMBbl (CM. II.
6.3).
3. TpebGoBaHus K MPOXOXKACHUIO MPOMEXKYTOUHOM arrecTanuu (3adera, HK3aMeHa).
OOyuaromuiics T0JKEH:
—MPUHUMATh Y4aCTUE B CEMUHAPCKUX 3aHATHSX;
—CBOEBPEMEHHO U KaUeCTBEHHO BBITIOJIHATH NPAKTUYECKHUE PaOOTHI;
—CBOEBPEMEHHO BBITIOJIHATH CAMOCTOSITEIHLHBIE 3a/IaHHS.
4. Bo BpeMs IpOMeXyTOYHOHM aTTECTallul UCTIOIBb3YIOTCA: (8blOpams u 000asums)
— OnaHkKu 6ueToB (YCTaHOBJIEHHOIO 00pasua);
— CHHMCOK TEOPETHYECKHX BOIPOCOB U 0a3a MPAaKTUYECKUX 3aJaHUN, BBIHOCUMBIX Ha
9K3aMEH;
— OINMCAHUe IIKaJ OLICHUBAHUS;
— CIIPaBOYHBIC, METOAMUYECKUE U MHBIC MATEPUAIIBI.
5. J11s ocyuiecTBICHUs IPOLEyp TEKYIIEro KOHTPOJIS YCIEBAeMOCTH U TIPOMEXKYTOY -
HOUW aTTeCTaIMH [T HHBAJIHIOB | JIUI] C OTPaHMYECHHBIMI BO3MOKHOCTSIMHU 3JI0POBBS (POHIBI
OLIGHOYHBIX CPEJCTB AJANTUPYIOTCS 332 CUET UCIOJIb30BAHUS CHELHMAIM3UPOBAHHOTO 000PYI0-
BaHUS U1l MHKIIO3UBHOrO 00y4eHus. dopma MpoBeieHusl TeKylleld U UTOrOBOW aTTecTaluu
JUIS CTYJIEHTOB-MHBAJIUIOB YCTAHABIMBACTCIAC YUETOM HHIUBUAYAIbHBIX MCUXO(DU3UYECKHX
ocoOeHHocTel (YyCTHO, MUCbMEHHO Ha OyMare, MUCbMEHHO Ha KOMIIbIOTEpE, B (pOpMe TeCTH-
poBaHus U T. 11.). [Ipy HEOOXOAUMOCTH CTYAECHTY-UHBAIUAY [IPEJOCTABIAETCS JONOIHUTENb-
HOE BpeMs ISl TIOATOTOBKU OTBETA HA SK3aMEHE.

7. IIEPEYEHb TEYATHBIX W DJJEKTPOHHBLIX OBPA3OBATEJIbHBIX U HH®OPMAIIMOHHLIX
PECYPCOB HEOBXOJUMBIX JJIs1 OCBOEHUSA JUCHUIIIUHBI

7.1. lleyaTHble U (UIH) 3JIEKTPOHHBbIE OOpa30BaTe/IbHbIE peCypChl

1. Anamnkas, A. I'. 3ammra 3J€KTpOHHOTO IOKYMEHTO000pOTa : yaeOHoe mocobue / A.
I'. Anankas. — Owmck : CubAJIU, 2019. — 87 ¢. — TekcT : anexTpoHHbIi // JIaHb : d5ek-
TpoHHO-OMOmMoTeuyHas cuctema. — URL: https://e.lanbook.com/book/149493 (nata o6parie-
Hus: 27.05.2024). — PexuM goctyna: uist aBTOPU3. MOJIb30BaTENEH.

2. bproxanoBa, E. A. Ynpasnenue nokymentamu : yaeonoe nocodue / E. A. bpro-
XaHoBa. — 2-€ u3l., aon. — bapuayn : Antl'Y, 2020. — 172 c. — ISBN 978-5-7904-2479-
3. — TekcT : anekTpoHHBIH // JIaHb : dneKTpoHHO-O0MOMoTeyHas cuctema. — URL:
https://e.lanbook.com/book/194866 (mata obpamenus: 27.05.2024). — Pexxum qoctyna: s
aBTOPH3. MOJIb30BATEIICH.

3. OpI‘aHI/I?;aI_II/ISI N TCXHOJIOTHUA JOKYMCHTAIIUOHHOI'O O6€CH€‘-I€HI/ISI YHOpaBJICHUA :
ydyebHnoe nocodue / coctaButenb C. E. Mumennn. — Kemeposo : KemI['Y, 2017. — 478 ¢. —
ISBN 978-5-8353-2149-0. — TekcT : a5eKTpoHHbIH // JIaHb : 31eKTpOHHO-OMOIHOTEYHAs CH-
crema. — URL: https://e.lanbook.com/book/103098 (maTta ob6pamenus: 27.05.2024). —
Pexxum poctyna: uist aBTOPHU3. MOJIb30BaTENEH.

4. YrpaieHne TOKyMEHTaMU B IU(PPOBON YKOHOMUKE: OpPTaHHU3aIlUs, PerilaMeHTa-
s, peanusani : yueonoe nocodbue / M. B. Jlapun, H. I'. Cyposuesa, E. B. Tepentsena, B.
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@. SuxoBas ; noxa pepaxuueit M. B. Jlapuna. — Mocksa : PITY, 2019. — 272 ¢c. — ISBN
978-5-7281-2557-0. — TekcT : 3neKTpOHHBIH // JIaHb : 3IEKTPOHHO-OMOINOTEYHAS CHCTEMA.
— URL: https://e.lanbook.com/book/384881 (mara oopamenus: 27.05.2024). — Pexum no-
CTyma: JUIsi aBTOPH3. MOJIb30BATEIICH.

7.2. UHpopMaLMOHHBIE PeCypChl
7.2.1. Ilpogpeccuonanvuvie 6a3zpl OAHHBIX U UHPOPMAYUOHHBIE CHPABOYHbBIE CUCHEMbL

ba3bl JaHHBIX:

Enunoe okHO Joctyma K UWHGOpPMAIMOHHBIM pecypcaM.— PexuMm gocrtyma:
http://window.edu.ru

«Kubepnenunka» Hayunas snexkrponHas 6ubnmoreka.— Pexxum gocryma:
https://cyberleninka.ru

HNudopmanuonnbie cipaBoYHble CHCTEMbI:
['apant, KoHcynbraTHT+

7.2.2. Pecypcol unghopmayuonno-meneKommynuxayuonnou cemu Humepnem
http://e.sekretariat.ru/ — DnexkTpoHHas Bepcus xypHaia «CrpaBOUYHUK CEKpeTaps U
oduc-MeHeKepay;

http://www.gostinfo.ru/ — ®I'VII «Poccuiickuii Hay4YHO-TEXHHYECKHH LEHTP
uHpOpMAaLlMM 1O  CTaHAApTH3allMM,  METPOJOTMH M OLEHKE  COOTBETCTBHSD)
(«Crangaptundopm»);

http://www.gsnti.ru/standards/ — T'ocynapcTBeHHast cucTeMa Hay4HO-TEXHHUYECKOM
uHpopmanuu (I'CHTH) (TekcThl cTanaapTOB);
http://www.sekretarskoe-delo.ru/ — Odunmansupiii callT xypHana «Cekperapckoe

TIeTION;

http://www.top-personal.ru/ — OduuuanbHblii caliT )XxypHana «YTpaBiieHUE Mepco-
HAJIOM»;

http://www.top-personal.ru/officeworks.html — opunuansHsiif caiit xxypHana «Jlemno-
MIPOM3BOJICTBOY.

8. METOANYECKHUE YKA3AHUS JIJISI OBYYAIOLUXCS
IO OCBOEHUIO JUCHUIIJINHBI

KommiekcHoe wn3ydeHue oOydaromuMucs Yy4eOHOM IHUCUHUIUIMHBI «YIIpaBlIeHHE
JOKYMEHTaMHU: OpraHM3alysi M TEXHOJIOTMM» IIPEAIOJaraeT: OBJIAJEHUE MaTepHalaMu
JIEKIHM, Y4eOHOW U JOTIOTHUTEIBLHON JIUTEepaTypol, YKa3aHHOW B paboueil mporpamme JIuc-
LUIUTUHBI; TBOPYECKYIO paboTy 00ydaroIMXCsl B X0J€ MPOBEIECHUSI CEMHUHAPCKUX (IpaKkTHye-
CKHX, MHJIMBUYaJIbHBIX ) 3aHATHUI, a TAK)KE€ CUCTEMATHUECKOE BBIMOJIHEHUE TECTOBBIX M MHBIX
3aJJaHUi 1711 CAaMOCTOSITEIbHOM paboThl 00YYarOIUXCS.

B xonme nexuumii packpbIBarOTCS OCHOBHBIE BOIPOCHI B PaMKax pacCMaTpHUBAEMOU
TEMBI, JIeJal0TCs aKIEHThl Ha HauboJsiee CIOKHBIE M MHTEPECHBbIE MOJO0KEHUS H3y4yaeMOro
MaTepuasa, KOTOpble JOKHBI ObITh IPUHATHI OOydaroluMuUcs Bo BHUMaHue. OCHOBOM AJis
MOJTOTOBKM OOYYaIOLIerocss K CEMUHAPCKUM 3aHSATHSIM SIBIISIOTCS JIGKIMU U M3JaHUS, pe-
KOMEHJTyeMbI€ mpernoaaBaTesnaeM (cM. 1. 6.3. TUnoBbie KOHTPOJIBHBIC 38/ IaHHS WJIM UHBIE MaTe-
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pHaibl, HEOOXOJUMBIE JUIS OLIEHKM 3HAHWM, YMEHUI, HAaBBIKOB M (WJIM) OIBITA JEATEIHHO-
CTH...).

OCHOBHOH LEJIbI0 CEMMHAPCKUX 3aHATHI SIBIISIETCA KOHTPOJIb 3a CTENEHbIO YCBOEHUS
IPOIIEHHOT0 MaTepyaga U XOIOM BBINOJIHEHUS 00y4aroLUIMMHUCS CaMOCTOSTENIbHON paboTHl,
o0cyxieHre HanOoJiee CIOKHBIX U CIIOPHBIX BOIIPOCOB B paMKaX TeMbl CEMUHAPCKOTO 3aHs-
tus. Ilpn oOcyxaeHnn Ha ceMHHapax CI0XKHBIX U TUCKYCCHOHHBIX BOIPOCOB U MPOOJIEM HUC-
MOJIB3YIOTCS METOJMKH MHTEPAKTUBHBIX ()OpM OOY4YEHHMS, YTO TO3BOJIAET MOTPYyKaTh 00Yy-
YAIOLUXCSA B peaslbHyl0 aTMoc(epy [elI0BOro COTPYIHMUYECTBA IO PA3pEIICHUI0 MpoOIeM,
ONITUMAJIBHYIO JJIs1 BBIPAOOTKH YMEHUH U BJIaJICHHA.

Jlns ycnemHoi NOArOTOBKY K CEMUHAPCKUM 3aHATUAM oOydaroluecs B 00s13aTelb-
HOM IIOpSIIKE, KpPOME PEKOMEHAYEMOM K H3YYEHUIO JUTEPATYPBI, IEKTPOHHBIX HU3JIAHUN U
UHTEPHET-PECYPCOB, JOKHBI UCIOIB30BATh ITyOIMKALMK [0 U3Y4aeMOM TeMe B XKypHajax:
«/lemonpon3BoacTBO», «J1eIonpon3BOJACTBO U JOKYMEHTOOOOPOT Ha mpeanpustumny», «Kan-
poBUK MpakTUK», Cekperapckoe neno», «CHpaBOYHHMK ceKpeTaps U O(HUC-MEHEIKepay,
«CrpaBOYHMK yTpaBieHUs NepcoHaom», «CIIpaBOYHUK KaJpOBHKa», «YIpaBIE€HUE IEPCO-
HaJIOM).

OCHOBHOM IIETBIO MPAKTHUECKUX 3aHATHH SABISIETCS OTpabOTKa MPO(ecCHOHATBHBIX
YMEHUH U HaBBIKOB. B 3aBUCHMMOCTH OT cOZep)KaHUS MPAKTHYECKOTO 3aHSATHS MOTYT OBITh
UCTIOJIb30BaHbl METOJIMKU MUHTEPAKTUBHBIX (opM o0yueHHs. OCHOBHOE OTIMYUE aKTHBHBIX U
WHTCPAKTUBHBIX YIPAKHEHUM M 3aJaHUi B TOM, YTO OHU HAIpPaBIEHBl HE TOJIBKO U HE
CTOJIBKO Ha 3aKPEIUICHUE YK€ U3YYEHHOI0 MaTepHalla, CKOJIbKO Ha U3y4EHHUE HOBOTO.

Jlisi BBINOJHEHMS 3aJaHUH CaMOCTOSATENIbHOW paboThl B NMUCBMEHHOM (opme 1o
TeMaM o0ydarolecs, KpoMe PeKOMEHIyeMOM K U3yUSHHIO JTUTEPaTypbl, SJE€KTPOHHBIX U3/~
HUM U HHTEPHET-PECYPCOB, JOJDKHBI UCIOIB30BATh IyOJUKALMM 110 U3y4aeMOil TeMe B Kyp-
Hanax: «JleaonpousBoacTBo», «/leaonpon3BoACTBO U TOKYyMEHTOOOOPOT Ha IPEAIPUITUNY,
«KanpoBuk npaktuk», Cexperapckoe neno», «ClpaBoyHUK cekpeTaps U opuc-MeHeKepay,
«CrpaBOYHMK yTpaBieHUs NepcoHaom», «CIIpaBOYHUK KaJpOBHKa», «YIIpaBIE€HUE IEPCO-
HaJIOM» (3aJlaHusl Ul CaMOCTOATENbHOM paboThl cM. B Pa3zaene 5. Ilepeuens yueGHO-MeTO U -
YEeCKOTo 00eCIeYeHus 115l CAaMOCTOSITEIbHOM paboThl 00YYaIOLINXCS 110 TUCIUILIHHE).

IIpenycMoTpeHo mnpoBeJeHHE HHIUBUAYaIbHOW paboOThl (KOHCYJbTaLUH) ¢ 00y-
YaIOLUMUCA B XOJ1€ U3yYEHHs MaTeprasa JaHHOW JUCLUTIIINHEI.

Bri6op MeTonoB 00yueHMs Ul MHBAIMJOB U JIMIl C OFPAaHUYEHHBIMH BO3MOXKHO-
CTSIMU 3/IOPOBbS OTIPENIEISIETCS C YI€TOM 0COOEHHOCTEH BOCTIPUATHS UMHU Y4eOHON HHPOpMa-
LM, COZIEePKaHMsI 00yUEeHHUs, METOAUYECKOTO U MaTepHalIbHO-TEXHHUUECKOro obecnedeHus. B
00pazoBaTENTLHOM IPOIIECCE MCIONB3YIOTCS COLUANBHO-aKTUBHBIE U PE(IIEKCUBHBIE METOMIbBI
00yuyeHMsI, TEXHOJOTHH COLMOKYJIbTYPHOH peadMIMTaluK C LENbI0 OKa3aHUs IOMOIIM B
YCTaHOBJICHHH TOJTHOIICHHBIX MEXJIMYHOCTHBIX OTHOIIEHUH C JPyruMHU 00ydaroUMHUCs, CO-
31aHUs. KOM(POPTHOTO NICUXOJIOTHYECKOT0 KJIMMaTa B CTYAECHYECKOU IpyIIIe.

Taoauna 14
OueHoOYHBbIE CPEACTBA MO JUCIHHUIJIMHE C Y4€TOM BH/Ia KOHTPOJIsI
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HaumenoBanue
OLICHOYHOI'0 Cpen-
CTBa

Kpartkas xapakrepucTuka
OLIEHOYHOT'0 CPeICTBA

Buabl koHTpPOJIS

Atrecrarus B pam- | CpenacTBo obdecriedeHusl 0OpaTHOM CBsI3M B yueOHOM| TeKyTmmii
KaX TeKYIIeTro npoiiecce, opMa OLEHKH KauecTBa OCBOeHHUs1 00pa{ (aTrecTamus)
KOHTPOJIS 30BaTEJIbHBIX MPOTrPaMM, BBIIOJHEHUS Y4eOHOTO|
raHa u rpaduka ydeOHOro mporecca B TEPHO]
00y4YeHHs CTYICHTOB.
OKk3ameH OK3aMeH CIOyXHT [ OIECHKH pPaboTel 00y- [IpomexyTouHbiit

YaIOMIEroCss B TEUCHHE CpoKa OOydYeHHs 1O JIUCH
UIUIMHE (MOMYJIO) W TPU3BaH BBIIBUTH YPOBEHb,
MPOYHOCTh M CHUCTEMATHYHOCThH IMOJIYICHHBIX WM|
TEOPETHUECKUX W TMPAKTUYCCKUX 3HAHUMN, MPHOO-
PETeHUsI HABBIKOB CaMOCTOSITEIIHHON pabOTHI, pa3-
BUTHS TBOPYECKOTO MBINUICHHS, YMECHHE CHUHTE3M
poBaTh TOMYYCHHBIE 3HAHUS W TPUMEHITh HX B
pEIICHUH NMPAKTUIECKUX 3a/1a4.

Kpyrmsrii croxn,
TUCKyCCHs, TIO-
JIeMUKa, TUCTIYT,
e0aTel

OmeHOUHBIE CPECTBA, ITO3BOJIIOIINE BKITIOUUTH
o0yJarommxcsi B Mporecc 0OCYXIEHUS CIOPHOIQ
BOMpOCa, MpoOJeMbl M OLEHUTh HX YMEHHUE
apryMEHTHUPOBATh COOCTBEHHYIO TOUKY 3pPEHHS.

Texymuii (B paMKax ceMH-
Hapa)

[IpakTrueckas pa
oora

OneHoYHOE CPEeACTBO IS 3aKPEIJICHUs TEOPETHYE
CKHMX 3HaHMA W OTPaOOTKM HABHIKOB W yMEHHH,
CIOCOOHOCTH TPUMEHATh 3HAHUS TPU PELICHUH
KOHKPETHBIX 3aJa4.

Texymuii (B paMKax Ipax-
THYCCKOI'0 3aHATHUA, CaM.
paboThI)

IIpoekTt

Kommnekc ydeOHBIX M HCCIEIOBATEIbCKUX 3afa-
HUM, TMTO3BONIAIOMINX OIEHUTh YMEHHS 00YyYaromnx-
Cs1 CaMOCTOSITEIIbHO KOHCTPYUPOBATh CBOU 3HAHUS B
IIpoLECCE PEIICHUs] MPAKTHUYECKUX 3a1ad W IIpo-
O5ieM, OpHEHTHPOBATHCS B WH(POPMAIIMOHHOM TIPO-
CTpaHCTBE M YPOBEHb C(HOPMHUPOBAHHOCTH aHATTUTH
YECKUX, HCCIIEOBAaTENIbCKUX HABBIKOB, HABBIKOB
MIPAKTHYECKOTO U TBOPYECKOIO MBIIUIEHUS. MoxXeT]
BBIIOJIHATECA B HMHJUBHIYAJILHOM IOPSAKE WY
rpynmnoi 00y4arouIuxcsl.

Texymuii (B paMKax ceMHu-
Hapa, MPaKTUIECKOro 3a-
HSTUS WU caM. pa0OThI),
MPOMEXKYTOUYHBIH (4acThb
aTTEeCTaIIH)

CeMmuHap

OnuH U3 OCHOBHBIX METOIOB OOCYXACHHUS y4eO-
HOTO MaTepuaga i HHCTPYMEHT OLIEHKU CTETIEHH €To
ycBoeHusl. CeMUHapbl TPOBOMSATCS MO Hanbosee]
CIIO)KHBIM BoOIIpocaM (TeMaMm, pasjenaM) y4eOHOH
IPOTPaMMBI C LEJIBI0 YIITyOJICHHOTO W3yYEeHUS JHCH
[UIUTHHBL, TPUBUTHS 00YYarOIIHMCsl HABBIKOB CaMO-
CTOSITETILHOTO TIOMCKa M aHaiu3a HHGOpMaluH,
(opMHUpOBaHHS M Pa3BUTHS HAYYHOTO MBIIIICHHSL,
YMEHHS aKTHBHO y4YacTBOBAaTh B TBOPYECKOW MMCA
KyCCHH, JeNaTh BBIBOJBI, apTyMEHTHPOBAHO W3-
jarath ¥ OTCTauBaTh CBOE MHEHHE.

Texymmit

CuryauuoHHbIE
3aIaHns

3amaHus, BHIMONHAEMBIE  OOYYaIONIMMHCA — TI0
pe3yJibTaTaM MpOUJIEeHHON TEOpHH, BKIIOYAIOIINUE B
ce0st He BOIIPOC — OTBET, a OIMCAHUE OCMBICIIEHHOTO
OTHOIIGHUS K  I[IOJIyYeHHOW  TEOpHH, T. €|
pedaexkcuto, MO0 MPUMEHEHHE JAHHBIX TCOPETHIC

CKMX 3HaHHUH HA IPAKTHUKE.

Texymuii (B pamMKax mpak-
THUYECKOTO 3aHSTHUS, CEMH-
Hapa WM caM. paboThI)
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9. ONUCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOJIUMOM 115
OCYIIECTBJIEHUS OBPA3OBATEJILHOI'O IMTPOIECCA MO JUCIHUIIINHE

VY4eOHble ayIUTOPUH AJIs NMPOBEACHUs YYEOHBIX 3aHATHH MO JHUCUUIUIMHE OCHAIICHBI
obopynoBanueM (ydaeOHas MeOellb) U TEXHUYECKUMH CPEJICTBAMU O0y4YeHHs (KOMIBIOTEPHAS
TEeXHHKA, MyJIbTUMEIUITHOEe 000pyA0BaHKE, IPOBOIHON UHTEPHET).

3amaHua TpakTU4YecKux 3amaHuii Ne 5, 6 BemonHAIOTCS B (opMe NpaKkTHUECKOM
MOJTOTOBKU Ha MaTepuanax npoduibHONW OpraHu3alii Ha OCHOBE IOTOBOpA O MPaKTUYECKOU
MOATrOTOBKE C JAHHOW OpraHu3auuen

[TomereHust Al caMOCTOSITENIbHOM pabOThl 00YYarOIIUXCSl OCHAIICHBI KOMIBIOTEPHOM
TEXHUKOW ¢ BO3MOXKHOCTBIO TOJIKIIFOUeHUS K cetu «HTepHeT» M 00ecredeHbl JOCTYIOM B
AIIEKTPOHHYIO HH(OPMALIMOHHO-00Pa30BaTENbHYIO CpEy HHCTUTYTA.

— JMLIEH3MOHHOE M CBOOOHO paclpocTpaHsieMoe nporpaMMHoe odecrieuenue: Microsoft
Windows, Microsoft Office 2007, Google Chrome, Internet Explore
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JIuCcT U3MeHeHU B pab0o4yl0o NporpaMmMy AMUCHUNIUHBI

B pa60qy10 nporpamMmmy AUCHUIUIMHBI BHECCHBI CJICAYIOMUC U3MCHCHUA U OOIIOJHC-

HUS:
PexBu3zuThI Homep
Y4eOHblii MPOTOK0J1a pasaeda, . .
ConepixkaHue u3MeHeHUi U I0TOJTHEHUIt
o/ Yu4eHoro coBe- | moapasjue-
Ta Ja
2024/25 ITpotokom  Ne bes n3menennit
11 oT
27.05.2024
2025/26 [Tpotokon Ne 8 | P.7., Jononnena 6a3zaa qaHHBIX WH(OOPM. pecypcoB
o1 26.05.2025 | m.7.1.2
2026/27 [Iporokon Ne | P.7., JononHena 6a3aa qaHHBIX WH(OPM. pecypcoB
10 or | m.7.1.2
25.05.2026
2027/28 [TpoTokoi Ne
JUT.MM.ITIT
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ABTOpP-COCTaBUTEIb
Anapeit Bnagumuposuu L Tosep

YIIPABJIEHUE JOKYMEHTAMM: OPTAHU3ALWA U TEXHOJIOI'NU

Pabouas nporpaMmMa JUCHUIIMHBI
Hanpasjennocts (mpoduib) «YnpapJieHre JOKYMEeHTAMID)
10 HATIPABJICHUIO

noaroroBku 46.04.02 lokymeHTOBeIeHHEe U APXHMBOBeEIeHHUE

KBanudpukanusi: MarucrTp

IleuaTaercs B aBTOPCKOﬁ p€aakunuunu

IlodnucaHo k neuamu
®opmam 60x84/16 O6wvem 2.4 n. a.
3akas Tupaxc 100 5k3.

UenssOMHCKUM rOCyJapCTBEHHBIN MHCTUTYT KYJIbTYPBI
454091, Yensbuuck, yi. OpmkoHuknaze, 36a

Otneyarano B tTunorpadun YI'MK. Puszorpad
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