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JOKYMEHTOBEICHHSI U apXUBOBEICHHS
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Buzuposanue PII/] niis1 ucnoJIHEHUSI B 04epPeTHOM Y4eOHOM roxy

Pabouast mporpamMmMa repecMoTpeHa, 00cykaeHa 1 0100peHa I
ucnonHeHus B 2027-2028 yueGHOM rofy Ha 3acegaHuu Kadeapbl
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BusupoBanue PIIJI 1iis1 ucrioiHeHUsI B 04epeHOM y4eOHOM roay

Pabouast mporpamma repecMoTpeHa, oocykIeHa 1 0J00peHa s
ucrionHeHus B 2028-2029 yyeOHOM roy Ha 3aceJaHUH Kadeapsl

6H6JIPIOTe‘lH0-I/IH(l)OpMalIHOHHOﬁ AeATCIbHOCTH, JOKYMEHTOBECACHHUS U AaPXUBOBEACHUA
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010JIM0TEeYHO-UH(POPMALIMOHHOM 1eATEIHLHOCTH, JOKYMEHTOBE/ICHUSI U ApPXHBOBEICHUS
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1. IEJIX OCBOEHU JUCHUITJIMHBI (MOAY JIST)

@DopMHpOBaHHWE CHUCTEMbl 3HAHHA ¥ YMEHHI 10 OpraHM3alMM M TEXHOJIOTMH JOKYMEHTAIlHOHHOTO O0eCTedeHHs
yIpaBIICHUS.

2. MECTO JUCIHUILJIUHBI (MOAYJISI) B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI'PAMMBI
Hukn (paznen) OIT: | F1.B

2.1 | TpeGoBaHus K NpeABAPUTEIbLHOH IIOATOTOBKE 00y4arolierocs:

2.2 | JucuunianHbl (MOLYJIU) U NPAKTHKH, AJI8 KOTOPbIX OCBOCHHE JAHHON JMCUMIJIMHBI (MO1YJIsl) HEOOX0OAUMO KaK
npeauecTByioLee:

2.2.1| Cranpapruzanust JJOY v apXuBHOTO Jeja

2.2.2| Pa3pa0oTKa JOKaJbHEIX HOPMATHBHBIX aKTOB 110 JIOY ¥ apXUBHOMY JENY

2.2.3| TloAroToBKa K MpOLELyPE 3alIUTHI U 3aIMTa BBITYCKHON KBATHM(DUKALMOHHONW paboThl

2.2.4| TloaroroBka K cliaye M cllada ToCyAapCTBEHHOTO dK3aMeHa

2.2.5| IlpousBoaCcTBEHHAs IPAKTHKA (IPEAIUILIOMHAS)

2.2.6| KaapoBoe IeNonpOu3BOICTEO U APXUBBI JOKYMEHTOB 110 JINYHOMY COCTaBY

2.2.7| TokyMeHTaIMOHHOE 0OeceUeHHEe TOCY IaPCTBCHHOTO U HErOCYIapCTBEHHOTO YIIPaBICHHUSI

2.2.8| KoH}puaeHIHaabHOE JET0NPOU3BOACTBO

2.2.9| Opranusanust paboTel ¢ oOpamieHusMu TpakaanlloAroToBka K TNPOLEAypEe 3alIMTBl M 3allMTa  BBITYCKHOM
KBaTH(UKAITUOHHON paObOThI

2.2.10| TToaroroBka K cia4e U caua rocyapcTBEHHOTrO dK3aMeHa

2.2.11| TIpoussoacTBEeHHAs TPAKTHKA (IPEITUILIOMHAs )

3. KOMOETEHIMU OBYYAIOLIETOCSI, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUSI JUCIATIINHBI
(MOJLY.JIsT)

IIK-1: Branenune 3aKoHonaTeI1bHOM U HOPMAaTHBHO-MeTOANYeCKOi 0a30ii HHGOPMALMOHHO-10KYMEHTALMOHHOI'O
obecnevyeHHs yNpaBJeHHs U APXUBHOIO Je/1a, CIOCOOHOCTHIO OPUEHTHPOBATLCA B MIPABOBOH 0a3e CMeKHBIX ofacTeii

3HaThb:

- 3aKOHOJATEeNbHBIE W HOPMAaTHBHO-NIpaBOBBIE akKTHI Poccuiickoit Pemepammu B cdepe NOKyMEHTAIIMOHHOTO OOCCHEUCHUS
yIIpaBJIEeHHs, APXUBHOTO JieJla ¥ CMEXKHBIX 00JIacTel;
- HOPMAaTHBHO-METOANYECKUE JOKYMEHTHl M HAI[MOHAJIbHBIC CTaHIAPThl B c(epe IOKYMEHTAMOHHOTO OOECIICUCHUs YIpaBICHHUS,
ApXUBHOTO JIeNIa ¥ CMEXXHBIX 00TacTel.

Ymern:

- OpI/IeHTI/IpOBaTBC}I B HOpMaTI/IBHO-HpaBOBOﬁ nu MeTOI[H‘leCKOﬁ 6336 B CMCIKHBIX C ,I[OKyMeHTaHI/IOHHLIM o6ecnequHeM

YIPaBIICHUS,

- aHaTM3UPOBATh HOPMATHBHO-TIPABOBYIO 0a3y B COOTBETCTBUH C 33Jla4aMH JJOKYMEHTAIIMOHHOTO 00ECIICUeHUs YIIPaBIICHUSI.
Baanernb:

- HaBbIKAMHM IIOHMCKA, aHAJIN3a, TOKOBAaHMA M IPHUMEHEHMS IIPaBOBBIX HOPM B cdepe JOKYMEHTAILMOHHOTO O0O0CCIeUeHHUs
YIpaBlIeHUs;

- HaBBIKAMH TNIPHMCHEHHS HOPMATHBHO-TIPABOBBIX AKTOB M METOJMUYCCKHUX JOKYMEHTOB AN PEIICHUS 3a4ad MpoQecCHOHANBHOI
JIeTalbHOCTH B chepe JOKYMEHTAlMOHHOTO 00ECIICUeHUs YIIPaBICHUsL.

IIK-2: CniocodeH pa3padaTbiBaTh M BHEAPATH JIOKAJbHbIe HOPMATHBHbIEC AKThl  HOPMATHBHO-METOAMYeCKHe JOKYMEHThI
10 Be/IeHHI0 MH(OPMAINIMOHHO-TOKYMEHTAIIMOHHOI0 00ecrevyeHns1 yPaBJjieHHs] U apXUBHOIO J1eJia
3HaThb:

- 3aKOHOJAaTCJIBHBIC 1 HOpMaTI/IBHO-HpaBOBHC AKTBbI P(D B C(bepe l[OKyMeHTaI_II/IOHHOI‘O 06CCHC‘ICHI/I$I praBJICHI/Iﬂ;
- MCTOOUYCCKUEC ,HOKyMeHTI)I 1 HATUOHAJIBHBIC CTaHI[apTBI B cq)epe I[OKyMCHTaHI/IOHHOFO o6ecnequ1/1;1 praBHeHI/IH;
- pacnpeneneHue QyHKIUA U BOIIPOCOB JCATEIBHOCTH MEXKAY CTPYKTYPHBIMH MOPa3ICICHHSME OpraHU3allHu;
- COCTaB JIOKAJIbHBIX HOpMaTI/IBHLIX aAKTOB opraHmauI/m;
- TpaBWJIAa COCTAaBICHHUS M O(GOPMIICHHS JIOKATHHBIX HOPMATHBHBIX aKTOB, PErYJHPYIOIMHX MOPAAOK PadOTHI C JOKyMEHTAMH B
OpraHH3alHu;
- METOIbI pETrJIaMEHTAIINHN ACTONPOU3BOACTBEHHBIX MPOIIECCOB;
- TpeOOBaHMS OXpaHBI TPya.
Ymers:

- aHAJIN3UPOBATH JIOKAIbHBIE HOPMATHBHEIE aKThI IO NHPOPMAITMOHHO-TOKYMEHTAIIMOHHOMY OOECIICUCHHIO YIIPABICHHS,
- aKTyaJIM3UPOBATh JIOKAJTBbHBIE HOPMATHBHBIC aKThl OPTaHU3ALUH M0 JOKYMEOHTAIMOHHOMY 00ECIIEUeHHIO €€ YIPaBIeHUS;
- MPUMEHSATH METO/IbI PEriIaMEHTAIMH JIEIIONPOU3BOICTBEHHBIX ITPOIIECCOB,
- BECTH KOHCYJIbTAIIHOHHYIO IEATSILHOCTD MO BOTIPOCaM pabOTHI ¢ YIPaBICHICCKHUMHU TOKYMEHTAMH.
Baanernb:

- TOATOTOBKOW TPOEKTOB JIOKAJIHHBIX HOPMATHBHBIX aKTOB OPTaHHM3ALNH, PETYIHPYIOINX IOPSAAOK padOTHl ¢ TOKYMEHTaMH B
OpraHu3alNY;




- HaBBIKAMHM OKa3aHMS METOJUYECKOW MOANEPKKH M TIOMOLIM paOOTHHKAM OpraHM3aldi IO BONPOCAM JTOKYMEHTAIlHOHHOTO
olecrieueHrs yIpaBICHUS OpraHu3alel 1 padoTe ¢ JOKYMCHTaMU.

IIK-3: CnocodeH HCcnoib30BATh IPABUJIA OPraHU3ALUM BCeX 3TANoB PadoThl ¢ JOKYMEHTAMH Pa3HbIX JOKYMEHTAIIHOHHBIX
CHCTeM, B TOM YHCJIe AaDXUBHBIMH 10KYMEHTAMH

3HaThb:

- 3aKOHOJIaTeJIFHBIE M HOPMATHBHO-TIPaBOBEIe akThl P® B obacTr paboThI ¢ MOKyMeHTanweil 1 HHpOopManuei;

- mpaBHJIa paboThI ¢ JOKyMEHTaMH OpPTaHU3alii, YCTAHOBICHHBIC €¢ JIOKaJIbHBIMU HOPMAaTHBHBIMH aKTaMU;

- TEXHOJIOTUYECKHUE HTalbl pabOThI C Pa3INYHBIMU KaTETOPHSIMH JIOKyMCHTOB OpPraHU3alHy;

- IOPSIOK M COZIePKaHUE MPOLETYP TEXHOIOTHIECKUX ITANOB pabOTHI C Pa3TMIHBIMHU KaTETOPHUAMH JOKYMEHTOB OpTaHU3AIINH.
Ymern:

- CTPYKTYPHUPOBATH, CHCTEMAaTH3NPOBATh 1 KJIACCH(HUIIUPOBATH JOKYMEHTHI 110 ONPEIeIEHHBIM KPUTEPHSIM;

- BBIIOJIHATH PabOTy ¢ JOKYMEHTaMH B paMKax IPOLENyp, YCTAHOBICHHBIX B OPTaHU3ALUH.
Baagern:

- TEXHOJIOTUSIMH M OTICPAIMAME PAOOTHI C Pa3IUYHBIMU KATETOPUSIMU TOKYMEHTOB OpTraHH3aIiH;
- OpraHM3alMOHHOI 0(PUCHOM TEXHUKOH B paMKax CBOeH IMPO(eCcCHOHATIBHON IESTEITbHOCTH.

ITIK-4: Brajgeer HaBbIKAMU OPraHU3allMH JOKYMEHTHPOBAHMS YIPABJECHYECKOMH AeITeIbHOCTH B OPTaHU3AIUH
3HaThb:

- TUIBI ¥ BUABI JOKYMEHTAIIMOHHBIX CUCTEM, COCTAB U MOPAJOK UX QYHKLIMOHUPOBAHUS B CUCTEME YIIPABJICHUS OpraHu3aLueii;

- HOPMaTHBHO-TIPABOBYIO H METOAMYECKYIO 0a3y, PeryIMPYIONIYI0 padOTy C TOKYMEHTaMH Pa3HbIX TOKYMEHTAIMOHHBIX CHCTEM;

- MPaBUJIa COCTABICHHUS U OOPMIICHHSI YIIPABICHYECKHUX JJOKYMEHTOB PAa3HBIX TUIIOB M BUJIOB;

- IpaBUJIa OPraHU3AIMU JOKYMEHTALMOHHOTO COMIPOBOXKIECHHSI YIIPABIEHHUS U OPTaHU3alUuN apXUBHOTO XPaHEHHsI JOKYMEHTOB.
YMmerh:

- TPUMEHATH HOPMATHBHO-IPABOBBIE aKThl M HOPMAaTHBHO-METOJMYECKHE JOKYMEHTHl IPH COCTaBICHHMH M O(OpMIEHUH
YOPaBIEHYECKUX JTOKYMEHTOB,;
- MPOBOJUTH YHU(UKAIIIO (OPM TOKYMEHTOB, TPUMEHSIEMBIX B yIIPABICHUECKON JIEATEILHOCTH OPTaHU3aIlHH;
- IPUMEHATHh KOHKPETHBIE BUBI JOKYMEHTOB JJIsl peanu3anuu GyHKUUI yIpaBleH:s B OpraHU3allu;
- COBEpPILEHCTBOBATh CUCTEMY JOKYMEHTHPOBAHHS YIIPaBICHUECKON AEATEIILHOCTH OpraHU3aliy.
Buaaners:
- HaBBIKaMH pa3pabOTKH TpeOOBaHUH K HH(POPMAIIHH, BKII0OYaeMOH B JOKYMEHTHI OpraHU3aINH;
- OpraHU3aIMOHHOHN OPHCHON TEXHUKOH B paMKax CBOEH MpodhecCHOHATLHOMN eI TeTbHOCTH;
- OpraHU3allMOHHBIMM M TEXHHYECKMMH CpEACTBaMHU JJIs IEepeBOJa B AJIEKTPOHHBINM BUJ OKYMEHTOB U JIOKYMEHTHPOBAHHOM
nHpOpMALUHY OPraHH3AIHH.

IIK-5: Biaageer HaBbIKaMH 00pa0d0TKHU IOKYMEHTOB Ha BCeX 3TANaX JOKYMEHT0000poTa
3HaThb:
- METO/IbI peTJIaMEHTALMH JIeJIONPOM3BOICTBEHHBIX ITPOLIECCOB;
- IPUHIINIBI X METOABI YHOPSAI0YEHHS COCTaBa JOKYMEHTOB M HH(OPMAIIMOHHBIX II0Ka3aTeNei OpraHu3alny;
- IpaBHJIa OPTaHMU3AIMH JIETIONPOU3BOICTBEHHBIX IIPOIIECCOB B OPTraHMU3AINN;
- TIOPSIIOK W COJEpKAHUE MPOIenyp Mo paboTe ¢ JOKyMEHTaMu opraHuzaiuu (00paboTKH, perucTpanuu, UCIIONHEHHS, KOHTPOJI,
TEKYILETO ¥ apXUBHOTO XPaHEHHs IOKyMEHTOB).
Ymern:

- MPOBOJUTH YHUGHUKAIMIO (GOPM TOKYMEHTOB, MPUMEHICMBIX B yIIPABICHUECKON ICATSILHOCTH OPTaHU3aIHH;
- OCYIIECTBISITH MPOIEIyphl 1O paboTe C JOKYMEHTaMH oOpraHu3anuu (0O0pabOTKH, pPErHCTpalliy, HCIONHEHHs, KOHTPOJI,
TEKYILEro U apXUBHOTO XpaHEHHS JOKYMEHTOB).

Baagern:

- TEXHOJIOTUSIMU PAabOThI ¢ JOKyMEHTaMH U HH(pOpMaLUeH, B TOM YHCIe OTPAaHUYEHHOTO JOCTyMa.

B pe3ysibTare ocBOeHHS TUCHHUILIMHBI (MOAYJIA) 00y4aAKOUIHIICA 10JKEH
3.1 3uats:

- 3aKOHOJATENbHYI0O M  HOPMATHBHO-METOAMYECKYI0 0a3y  HH(OPMaUMOHHO-IOKYMEHTALMOHHOTO  OOECICUCHUs
YIIPaBIICHUSI U apXUBHOTO JIeNa, a TAKXKE MPaBOBYI0 0a3y CMEXHBIX 00IacTel;

- CHCTEMy JIOKaJbHOW HOpMAaTHBHOW 0a3pl, oOecrednBaromell 3¢dekTinBHOe  (QYHKIHOHHPOBAHUE  CHCTEMBI
JIOKYMEHTAITMOHHOTO 00eCIIeUeHUs YIIPaBICHUS;

- TUNBl W BUJABl JOKYMCHTAI[MOHHBIX CHCTEM, COCTaB M TOPSINOK HX (DYHKIIMOHWPOBAHUS B CHUCTEME YIPaBICHUS
opraHusauet;

- MpaBMJIa PabOTHI M TEXHOJIOTHYECKHE ITAIBI C PA3IMBHBIMU KaTETOPUSIMU IOKYMEHTOB,
- IOPSJIOK M COAEpKaHUe MPOLeRyp Mo paboTe ¢ JOKYMEHTaMH OpTaHH3aIIH.



3.2 Ymerhb:
- TPUMEHATh 3aKOHOAATENILHYI0O ¥ HOPMAaTHBHO-METOAMYECKYIO0 0a3zy HH(OPMAIMOHHO-TOKYMEHTAIIIOHHOTO OOECIIeYCHUS
yIPAaBJICHHUS U apXUBHOTO JENa, a TAKKE OPUCHTUPOBATHCS B IPABOBOM Oa3e CMEXKHBIX 00IaCTIX;

- AaHAJIM3UpOBATh, AKTYAJIU3UPOBAThb U TMPUMCHATH JIOKAJIbHBIC HOPMATUBHBIC AaKTbl CHUCTEMBI JOKYMCHTAIIMOHHOI'O
obecrieyeHus yYHpaBJICHUSA

- CTPYKTYpHUPOBATh, CUCTEMATU3UPOBATH U KJ'IaCCI/I(bI/II_II/IPOBaTb IOTOKHU JOKYMEHTOB I10 OHpCHeHéHHBIM KpUTEPpUAM;

- TPOBOAWUTh yHUGHKALUIO (OPM TOKYMEHTOB, INPUMEHAEMBIX B YIPaBICHYECKOH MEATENbHOCTH OpraHH3alUH, U
HMPUMEHATh KOHKPETHBIE BUABI IOKYMEHTOB IS PEIICHUsI IPO(EeCCHOHATBHBIX 33/1a4;

- OCYIIECTBJIATH IMPOLUECAYPHI 11O pa60Te C JOKYMCHTaMH OpraHu3aluu.



3.3 UMeTh HABBIKM M (MJIH) ONBIT AeATEJIbHOCTH:

- TIOWCKa, aHalM3a, TOKOBAaHWSA W NPHMEHEHHUS IIPABOBEIX HOPM IIPH pEImIeHMH TNpoQecCHOHANBHBIX 3amad B cdepe
JIOKyMEHTAI[HOHHOTO 00€ecIedyeH s YIIPaBIeHUs U apXHUBHOTO JIeNa;

- HOATOTOBKH JIOKAJIIEHBIX HOPMATHBHBIX aKTOB, PETYIUPYIOIIIX CHCTEMY JOKYMEHTAIlUOHHOTO O0ecIieueH s YIpaBICHNUS;

- OKa3aHu:Aa MeTOHH‘ICCKOﬁ oMo pa6OTHHKaM opranm3anui 10 BOIIpOCaM JOKYMCHTAIIMOHHOI'O obecrneueHus

ynpaBJI€HHUA Opl"aHI/I?:aL[I/Ieﬁ u pa60Te C JOKYMCHTaMU;

- pabOoTBHI ¢ pa3IUUHBIMU KaTETOPUSIMU JOKYMEHTOB IIPU IIOMOIIY OPTaHU3aI[MOHHON O(HUCHON TeXHUKY;

- pa3paboTkH TpeOoBaHMIl K HHPOPMANNH, BKIIOYaEeMOIl B JOKYMEHTHI OpraHU3aIIH;

- paboTHI ¢ TOKYMEHTaMH U HH(POPMANXeH, B TOM YHCIEe OTPAHUYEHHOTO TOCTyMa.

4. CTPYKTYPA U COJIEP’)KAHUE JUCHUILTAHBI (MOLY.JI5T)

HaumeHoBaHue pa3jiejioB U TeM /BU/I 3aHSTHS/ C/elnca)ellc)zp Yacos Komnerenuuu Jlutepatypa
Pa3nen 1. JlokymeHTallMOHHOE OOecrieyeHue YNnpaBJIeHHUs:
HCTOKH, CTAHOBJIEHHE H COBPEMEHHOE COCTOSIHHE CHCTEMBI
/Paznes/
Tema 1. HcxonHsle TNOHATHS U INPEACTaBICHUS O
JIeTIONPON3BOJICTBE. CoBpeMeHHOe COCTOSIHHE 1
JienonpousBojcTsa B Poccun
HcxonHble NOHATHA U NIPEACTABICHUS O IENONPOU3BOACTBE. JI1.1J11.2 J11.3 JI1.4
CoBpeMEHHOE COCTOSIHME Jelonpou3BoAcTBa B Poccun 3 3 3 JI1.5 J11.6J12.1 J12.2
(nmexuus) /Jlex/ 8 TTK-3 TIR-4 TIK-5 JI2.3 J12.4 J12.5 J12.6
J12.7J12.8
HcxonHble TIOHATHS M MPEACTABIEHHS O JIETIONPOU3BOJICTBE. JIT.1JI1.2 J11.3 J11.4
CoBpeMEHHOE COCTOSIHME Jelonpou3BoAcTBa B Poccuu 2 ITK-3 [TK-4 TIK-5 JI1.5 JI1.6J12.1 JI2.5
(npaktuueckoe 3austue) /I1p/ 2.7
Hcxonnple MOHATHA W TPEICTABICHUS O JEIOMPON3BOJICTBE. JIT.1JI1.2 J11.3 J11.4
CoBpeMEHHOE COCTOSIHHE JENONpOM3BOACTBA B Poccum 2 IK-3 [TK-4 TTK-5 JI1.5 JI1.6J12.1 JI2.5
(camocrositenbHas padota) /Cp/ 2.7
Tema 2. NudopmanmoHHO-TOKyMEHTAaIIHOHHOE O0ecIeueHne 1
paboThI anmapata ynpaBieHHs
HudopMannoHHO-TOKyMEHTaIIMOHHOE o0ecIieueHne padoTHI 6 IIK-3 TIK-4 T1K-5 TIK- | JI1.1 JI1.2 JI1.3 JI1.4
ammapata ynpasieHus (Jexnus) /JIex/ 2 JI1.5 JI1.6J12.5 J12.7
HHbopManmOHHO-OKYMEHTAIIMOHHOE O0ecTeueHne padoThl 1 TIK-3 T1K-4 T1K-5 TIK- | JI1.1 JI1.2 JI1.3 JI1.4
ammapaTta ynpaslieHns (camocTosTenbHas pabdora) /Cp/ 2 JI1.5 J11.6J12.5 J12.7
Tema 3. 3akoHoIaTeNbHbIE W OPraHU3aLUOHHBIE OCHOBBI
CHCTEMBI JOKyMCHTAI[HOHHOTO OOECICUCHUS YIPABICHUS B 1
PO
3aKoHOJATENbHbIE U OPraHU3ALIOHHBIE OCHOBBI CHCTEMBbI 11112 JT1.3 J11.4
JIOKYMCHTAIMOHHOTO ~ oOecrieueHns ympamieHuss B PO 6 IIK-1 T1K-2
JI1.5 J11.6J12.5 J12.7
(mexnms) /JIex/
3aKoHOJATEIbHbIE U OPraHU3ALIOHHBIE OCHOBBI CHCTEMBI 110112 JT1.3 J11.4
JIOKYMEHTAIHOHHOTO ~ oOecrieueHns ympamieHuss B PO 6 IIK-1 T1K-2
JI1.5 JI1.6J12.5 J12.7
(mpaxTuueckoe 3austue) /Ip/
3aKoHOJATENbHbIE U OPraHU3ALIOHHBIE OCHOBBI CHCTEMBI
JOKyMEHTAIlMOHHOTO  O0ecHedeHust ympapieHus B PO 1 TIK-1 TIK-2 J1.1J11.2 JT1.3 JI1.4
JI1.5 JI1.6J12.5 J12.7
(camocrositenbHas padota) /Cp/
Tema 4. OOmme HOpMBI ¥ TpaBwia O(OPMIICHUSL |
YIPaBIEHYECKHUX JTOKYMEHTOB
OOme HOpMBI M TpaBmWiIa OGOPMIICHHS YIPABICHYCCKUX JI1.1J11.2 J11.3 J11.4
JIOKYMEHTOB (J1ekims) /JIex/ 8 TK-1 ITK-2 JIL.5 JI1.6J12.5 J12.7
J12.8
OOmue HOPMBI W MpaBHiIa O(GOPMIEHHS YIPABICHUCCKUX J1.1J11.2J11.3 J11.4
JIOKYMEHTOB (mipakTuieckoe 3ausatue) /T1p/ 6 ITK-1 I1K-2 JIT.5 JI1.6J12.5 J12.7
J2.8
OOmue HOPMBI W TpaBmia OQGOPMIICHHS YIPAaBICHUCCKUX JI1.1J11.2 J11.3 JI1.4
JIOKYMEHTOB (camocTosiTenbHast padora) /Cp/ 1 TIK-1 [IK-2 JI1.5 JI1.6J12.5 J12.7

J2.8




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
Tema 5. KoMnbroTepHast TOATOTOBKA JOKYMEHTOB 1
KommbroTepHasi moaroToBka JOKyMEHTOB (Jekuusi) /Jlex/ 3 3 JI1.1 J11.2 J11.3 J11.4
8 TTK-4 TTK-5 JI1.5 J11.6J12.5 J12.7
KommproTepHass MOATOTOBKA JIOKYMEHTOB (IIPAKTUIECKOE 6 K4 TIK-5 JIT.1JI1.2 J11.3 J11.4
samsitue) /I1p/ ) i JI1.5 J11.6J12.5 J12.7
KommnproTepHasi moAroToBka JOKYMEHTOB (CaMOCTOSITENbHAS 5 TK-4 TTK-5 JIT.1JI1.2 J11.3 J11.4
pabora) /Cp/ ] ] JI1.5 J11.6J12.5 12.7
HaumeHoBaHue pa3je/ioB U TeM /BH/ 3aHATHS/ C/ellscl;lc;p Yacos Komnerenuuu Jlutepartypa
Jx3ameH (1 cemectp) /Paznen/
Tema 6. IIpoMexyTOUHBIH KOHTPOJIb 1
IIpoMexxyTOUHBIH KOHTPOJIb /DK3aMeH/ 9 IIK-1 [IK-3 T[1IK-4 [IK- | JI1.1 JI1.2 JI1.3 JI1.4
5TIK-2 JI1.5 J11.6J12.5 J12.7
HanmeHoBaHue pa3ienoB U TeM /BHJ 3aHATUS/ C/elnca;lc)zp Yacos Komnerenuun Jlutepatypa
Paznen 2. JloKyMeHTHpOBaHHe H  odopMieHHE
noKymeHTOB /Pa3nen/
Tema 7. IToaroroBka u oopmieHne )
OpraHMU3aIMOHHO-TIPABOBEIX JOKYMECHTOB
IMogroroBka u odopMmieHHE OPraHU3alUOHHO-IIPABOBBIX J1.1J11.2J11.3 J11.4
JIOKyMeHTOB (Jiekims) /JIex/ 6 TIK-3 [1K-4 TIK-5 JIT.5 J11.6J12.2 J12.3
JI2.5J12.7
IlogroroBka u odopMieHHE OpraHW3alHOHHO-TIPABOBBIX JI1.1J11.2 J11.3 J11.4
JIOKYMEHTOB (mipakTuieckoe 3ansitue) /I1p/ 8 IK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
J12.5J12.7 J12.8
ITonrotoBka # O(QOPMIICHHE OPTraHU3AIlMOHHO-TIPABOBBIX JI1.1J11.2 J11.3 J11.4
JIOKYMEHTOB (caMocTosTeNbHas pabora) /Cp/ 18 IK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
J12.5J12.7 J12.8
IloarotoBka u oQoOpMIIeHHE OpPTraHU3AIHMOHHO-TIPABOBBIX JI.1J11.2 J11.3 J11.4
JOKYMEHTOB (TeKyuuid KoHTpoub) /TK/ 3 [IK-3 [1K-4 TIK-5 JIT.5 J11.6J12.2 J12.3
J12.5J12.7 J12.8
Tema 8. IlomroroBka m odopMIIeHHE PACHOPSAUTEIHHBIX )
JIOKyMEHTOB
IToarotoBka U ohopMIICHHE PACTIOPSAUTEIBLHBIX JOKYMCHTOB JIT.1JI1.2 J11.3 J11.4
(extus) /Jlex/ 6 IK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
J12.5J12.7 J12.8
IToxroroBka u oopmiieHHE PACTIOPSAUTENBLHBIX JOKYMEHTOB J1.1J11.2J11.3 J11.4
(npaktuueckoe 3austue) /IIp/ 8 TK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
JI2.5J12.7 J12.8
IToxroToBka u oopMIIEHHE PACTIOPSAUTENHLHBIX TOKYMEHTOB JIT.1JI1.2 J11.3 J11.4
(camocrositenbHas padota) /Cp/ 16 IK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
JI2.5J12.7 J12.8
IMoaroroBka u oopMIICHHE PACHOPSIUTEIBHBIX TOKYMEHTOB JI1.1J11.2 J11.3 J11.4
(Texymmmit koHTpOIH) /TK/ 3 IK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
J12.5J12.7 J12.8
Tema 9. IToxroroska u odopmienue )
UH()OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB
IMoaroroBka n odopmiueHne HHPOPMAITMOHHO-CIIPABOYHBIX J1.1J11.2J11.3 J11.4
JIOKYMEHTOB (Jexuus) /JIex/ 8 TIK-3 IIK-4 I1K-5 JI1.5 J11.6J12.2 J12.3
JI2.5J12.7 J12.8
IMogroroBka W odopmieHHEe HWHPOPMAIMOHHO-CIPABOYHBIX JI1.1J11.2 J11.3 JI1.4
JOKyMeHTOB (TpaxTndeckoe 3ansatue) /I1p/ 10 IK-3 TIK-4 I1K-5 JI1.5 J11.6J12.2 J12.3
J12.5J12.7 J12.8
IoaroroBka u odopmieHne HHGOPMAOHHO-CIIPABOYHBIX JI1.1J11.2 J11.3 J11.4
JIOKYMEHTOB (caMocTosTeNbHas pabora) /Cp/ 16 ITK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3

JI2.5 J12.7 J12.8




Cemectp

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ / Kype Yacos Komnerenuun Jlutepatypa
IMogroroBka n odopmiaeHne HHMOPMAIIMOHHO-CIIPABOYHBIX JI1.1J11.2 J11.3 J11.4
JIOKYMEHTOB (TeKyIIii KOHTpob) /TK/ 4 [K-3 [TK-4 [IK-5 JI1.5 JI1.6J12.3 J12.5

J12.7J12.8

Tema 10. OpraHuzanus ¥ BeICHHE MACIOBOW TEPEIMUCKHU. )
IToxroroska 1 oopMIIeHHE ETOBOTO MHCHMa
Opranuzanus 1 BeieHUe eNoBoil nepenucku. [lonrotoska u JI1.1 J11.2 J11.3 J11.4
odopmMIIeHHE 1eT0BOr0 MUCchMa (Jekiust) /JIex/ 8 TK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3

J12.4 J12.5 J12.7 J12.8
Opranuzanus ¥ BeeHUe AeNoBoi nepenuckd. [loaroroska u JI1.1J11.2 J11.3 J11.4
oopmiierne nenoBoro nuchbMa (mpaktuayeckoe 3ausrue) /IIp/ 10 IK-3 TIK-4 I1K-5 JI1.5 J11.6J12.2 J12.3

J12.4 J12.5 J12.7 J12.8
Opranuzanus U BeieHHe aenoBod nepenucku. [loaroroska u JIT.1JI1.2 J11.3 J11.4
odopMIIeHHE NENOBOTO MUChMa (caMocTosATeNbHas pabora) 14 ITK-3 ITK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
/Cp/ J12.4 J12.5 J12.7 J12.8
Opranuzanus U BeieHue 1enoBoil nepenucku. I[loaroroska u JI1.1J11.2 J11.3 J11.4
oopmiieHne neoBOro MUChMa (TeKymmuii KoHTpois) /TK/ 4 IK-3 TIK-4 I1K-5 JI1.5 J11.6J12.2 J12.3

J12.5J12.7 J12.8
HaumeHnoBaHue pa3je/ioB U TeM /BHJ 3aHATHS/ C/ellscl;lc;p Yacos Komnerenuuu Jlutepartypa
3auér (2 cemectp) /Pa3nen/
Tema 11. IIpomMeKyTOUHBIH KOHTPOJIb 2
IIpomexyTOuHBIA KOHTPOID /3auéT/ J1.1J11.2J11.3 J11.4
4 TK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
JI2.5J12.7 J12.8

HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuun Jlutepatypa

Paznen 3. Opranuzanus padoTbl € JAOKYMEHTaMM.

TexHonorun aenonpoussoiacrsa /Paznen/

Tema 12. [lokymeHTO0OOpOT opraHm3anuu. OpraHusamus )

paboTHI C TOKyMEHTaMH

JokymeHntoobopor opranuzanuu. OpraHuzanus paboThl ¢ JI1.1J11.2 J11.3 J11.4

JokyMeHTamu (Jieknus) /JIex/ 8 IK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
J2.5J12.7

Jokymentoobopotr opranuzanuu. OpraHuzanus padOTBl C JIT.1 JI1.2 J11.3 J11.4

JIOKyMeHTaMH (Ipaktudeckoe 3austue) /Ilp/ 12 IK-3 TIK-4 I1K-5 JI1.5 J11.6J12.2 J12.3
J12.5J12.7

JlokymMeHT0000poT opranuzarmu. OpraHuzaius padoThl ¢ JIT.1JI1.2 J11.3 J11.4

JIOKyMEHTaMHU (camocTosTenbHas padora) /Cp/ 10 MK-3 [TK-4 TIK-5 JI1.5 J11.6J12.2 J12.3
J12.5J12.7

JokymeHntoobopor opranuzanuu. OpraHuzanus paboThl ¢ JI1.1J11.2 J11.3 J11.4

JOKyMeHTaMH (TeKynmit KoHTpouns) /TK/ 4 IK-3 TIK-4 I1K-5 JI1.5 J11.6J12.2 J12.3
J2.5J12.7

Tema 13. Homenknatypa men opranmsaruu. OmnepaTuBHOE U 3

TEKyIllee XpaHeHHE JOKYMEHTOB

Homenknarypa nen opranmszanuu. OmnepaTHBHOE U TeKylee 3 3 3 | JIL.1JI1.2 JI1.3 JI1.4

XpaHeHue JOKyMEHTOB (Jekuwst) /JIex/ 8 TIK-3 TIK 42HK > K JI1.5 J11.6J12.2 J12.3
J12.5J12.7

Homenknarypa nen opranmsanuu. OmnepaTHBHOE U TEKyIee 3 3 3 | JILTJI1.2 J11.3 JI1.4

XpaHeHHe TOKYMEHTOB (IpakTudeckoe 3auarue) /I1p/ 12 TTK:3 TTR-4 TTR=5 TIK JI1.5 J11.6J12.2 J12.3

2

J12.5J12.7

Howmenknatypa gen opranusanuu. OmepaTHBHOE U TEKyllee . 3 : [ JIL1JIL2 JI1.3 J11.4

XpaHeHHue JOKYMEHTOB (caMocTosTeNnbHas padoTa) /Cp/ 23 TIK-3 TIK 42HK > K JI1.5 J11.6J12.2 J12.3
JI2.5J12.7

Tema 14. OneHka 3HaYMMOCTU JOKYMEHTOB U CPOKOB HX 3

XpaHeHUs

OneHka 3HAYMMOCTH JIOKYMEHTOB M CPOKOB HX XpaHEHHS 3 3 3 | JILTJI1.2 J11.3 JI1.4

(mmexrms) /JIex/ 6 TTK-3 T1-4 TS TTK JI1.5 J11.6J12.2 J12.3

2

JI2.5J12.7




HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/

Cemectp

Yacos

KomnereHmun

JlurepaTtypa

/ Kype
OneHka 3HAYUMOCTH JOKYMEHTOB M CPOKOB HUX XpaHEHUs 3 3 . | JIL1JI1.2 J11.3 JI1.4
(mpaxtuueckoe 3ansTue) /Ip/ 6 TTK-3 TIK 42HK > TK JI1.5 J11.6J12.2 J12.3
J12.5J12.7
OneHka 3HAYMMOCTH JIOKYMEHTOB M CPOKOB HUX XpaHCHHS . 3 : | JILTJI1.2 J11.3 JI1.4
(camocTostensHas padota) /Cp/ 23 TTK-3 TIK 42HK > K JI1.5 J11.6J12.2 J12.3
JI2.5 12.7
Tema 15. OdopmiieHre TOKyMEHTOB U €N K YHHUYTOXKECHHUIO, 3
Ha JUTUTENBHOE U Ha TIOCTOSIHHOE XPaHCHHE
OdopmiieHre JOKYMEHTOB H JIel K YHHUYTOXKEHHUIO, Ha JIT.1JI1.2 J11.3 J11.4
IJIUTENLHOE M HA [OCTOSHHOE XpaHeHHe (JIeKIMOHHOE 6 K3 HK_42HK_5 K s 622 2.3
3ansTue) /Jlex/ J12.5 J12.7
OdopmiieHre JOKYMEHTOB H [Iel K YHHUYTOXKEHHUIO, Ha JIT.1JI1.2 J11.3 J11.4
IVIUTENLHOE U HA IIOCTOSHHOE XpaHeHHe (IPaKTHYecKoe 8 IIK-3 HK_42HK_5 TIK- JI1.5J11.6J12.2 12.3
3anstue) /Ip/ JI2.5 J12.7
OdopmiieHre JOKYMEHTOB H el K YHHUYTOXKEHHUIO, Ha JI1.1J11.2 J11.3 J11.4
JIUTENLHOE M HAa MOCTOSHHOE XpaHEHHe (CaMOCTOATENbHAs 23 IIK-3 HK_42HK_5 TIK- JI1.5J11.6J12.2 J12.3
pabota) /Cp/ JI2.5 J12.7
Tema 16. ApxuBHOE XpaHEHUE JOKYMEHTOB 3
ApXuUBHOE XpaHEHHE TOKYMEHTOB (Jieknus) /JIex/ 3 3 . [ JIL1 1.2 J11.3 JT1.4
g | TATIES T Oy s rnem2.2 12,3
J12.5J12.7
ApXuUBHOE XpaHEHHE [IOKYMEHTOB (IIPAKTHYECKOE 3aHSATHE) 3 : : | JILTJI1.2 J11.3 JI1.4
Mp/ 6 TTK-3 TIK 42HK > TIK JI1.5 J11.6J12.2 J12.3
J2.5J12.7
ApXuBHOE XpaHEHHE JOKYMEHTOB (CaMOCTOsATeNbHAs paboTa) 3 3 3 [ JIL1JIL2 JI1.3 J11.4
/Cp/ 23 T3 TIK 42HK > TIK JI1.5 J11.6J12.2 J12.3
JI2.5J12.7
HanmeHoBaHUe pa3eioB U TeM /BHJ 3aHATHS/ C/elnca)ellc)zp Yacos Komnerenunn Jluteparypa
KypcoBas padora /Paznen/
Tema 17. ITogroToBka KypcoBoi paboTh 3
IMoxaroroBka KypcoBoii pabotsr /KP/ 3 3 : [ JIL1 1.2 J11.3 JT1.4
20 MR- ngﬁg{ 4 TIK JI1.5 J11.6J12.2 J12.3
J12.5J12.7
WuauBuayansHOe KOHCYJIBTHPOBAaHHME IO KypcoBOil pabore g 3 3 | JILTJI1.2 J11.3 JI1.4
m/ 3 MK H?élgg 4 TIK JI1.5 J11.6J12.3 J12.5
2.7
HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuun Jlutepatypa
Ik3aMmeH (3 cemectp) /Paznen/
Tema 18. IIpomMeKyTOUYHBII KOHTPOJIb 3
IIpoMexxyTOUHBIN KOHTPOJIb /JK3aMeH/ 3 3 3 [ JIL1JIL2 J11.3 JT1.4
9 K- H?f}gg 4 TK JI1.5 J11.6J12.3 J12.5
J2.7
HanmeHoBaHue pa3enoB U TeM /BUJ 3aHATUS/ C/elnca;lc):p Yacos Komnerenuun Jlutepatypa
Pa3nmen 4. Opranumsanus DOKYMEHTAI[MOHHOTO
obecneuenusi ynpasjenus /Pasnen/
Tema 19. OcCHOBBI  OpraHu3allid M  TEXHOJOTHHU 4
JOKYMCHTAIIHOHHOTO 00ECIIeYeHHS YIIPaBICHHS
OCHOBBI OpraHu3allid ¥ TEXHOJOTHH JOKYMEHTAIIHOHHOTO 19 TIK-3 IT1K-4 TIK-5 TTIK- | JI1.1 JI1.2 JI1.3 JI1.4
obecrieueHus ynpasieHus (ekis) /JIex/ 2 JI1.5 JI1.6J12.5 J12.7
OCHOBBI OpraHu3allid U TEXHOJIOTMU JOKYMEHTallMOHHOTO 30 TIK-3 T1K-4 IIK-5 TIK- | JI1.1 JI1.2 JI1.3 JI1.4
obecrieueHus1 ynpapieHus (mpakTuueckoe 3anstue) /I1p/ 2 JI1.5 JI1.6J12.5 J12.7
OCHOBBI OpraHu3allMd ¥ TEXHOJOIMU JOKYMEHTallMOHHOTO 5 TIK-3 TIK-4 TTK-5 TIK- | JI1.1 JI1.2 JI1.3 JI1.4
obecrieyeHus yrpapieHus (camocrosTenbHas padota) /Cp/ 2 JI1.5 JI1.6J12.5 J12.7




HaumeHnoBaHue pa3iesioB U TeM /BU/I 3aHATHS/ C/elnca;lc)zp Yacos Komnerenuun Jlutepatypa

Tema 20. Opranmzamust paOOTBI PYKOBOTUTENS CITYKOBI 4

JIOKYMEHTALIMOHHOTO 00eCIIeYeH s YIIPaBICHNs

Oprasu3amys a00THI KOBOAUTEIS CITyKOBI

I[(E)KYMCHTaHI/IOHHOI‘I:()) 06ecneqe}?p¥s{ YIIPaBJIEHUS (neiunﬂ) 13 TIK-3 ITK-4 IIK-5 IIK- | JI1.1JI1.2 JT1.3 JTI1.4
2 JI1.5 J11.6J12.5 J12.7

/JTex/

OpraHu3arys a00THI KOBOAUTEILS CITyKOBI

I[(f)KyMeHTaHI/IOHHOFE)) o6ec?équm ynpaBJiIeHm 22 TIK-3 TIK-4 [R5 TIK- ) JI1.1 J11.2 JT1.3 JI1.4
2 JI1.5 J11.6J12.5 J12.7

(npakTuueckas pabora) /IIp/

Oprasu3arys a00THI KOBOANTEIIS CITyKOBI

I[(E)KyMeHTaHHOHHOFE)) o6eci}e]:qeﬂm ynpaBJi,eHm 10 TIK-3 TIK-4 TTR-5 TIK= ) JT1.1 J11.2 JT1.3 JT1.4
2 JI1.5 J11.6J12.5 J12.7

(camocrosiTenbHas padota) /Cp/

HanmeHoBaHUe pa3ieioB U TeM /BHJ 3aHATHS/ C/elnca;:[c)zp Yacos Komnerenunn Jlutepatypa

Jx3ameH (4 cemectp) /Paznen/

Tema 21. I[IpoMeKyTOYHBII KOHTPOJIb 4

TIpoMexxyTOUHBINH KOHTPOIIB /DK3aMeH/ 9 IK-3 [TIK-4 [IK-5 [IK- | JI1.1 JI1.2 JI1.3 JI1.4
2 JI1.5 J11.6J12.5 J12.7

5. ®OHJI OLIEHOYHBIX CPEJICTB

5.1. KoHTpo/IbHBIE BONIPOCHI U 3aJaHUS

1. Bonpocsl 11 CAMOKOHTPOJIA:
Bomnpocs! o pazaeny 1. lokyMeHTannoHHOE 00eCIICUCHNE YIIPABICHHS: HCTOKH, CTAHOBIICHHE M COBPEMEHHOE COCTOSTHIE CHCTEMBI

1. Kakue BU/bI A€SATEILHOCTH OXBATHIBAIOTCS TIOHATHEM «IEJIOIPOU3BOICTBON?

2. Pacmmdpyiire abbpesuarypy J10V.

3. Kak cooTHOcATCS Mexmy coOOH TEpMHH «ZIEJIONPOM3BOACTBO» W TEPMUH (JIOKYMEHTAI[OHHOE OOecIedeHue
YIIPaBICHUSD).

4 Omnpenenure MOHATHS: JOKYMEHT, O(UIIHATIBHBINA TOKYMEHT, CIIy)KEOHBIH TOKYMEHT, SJICKTPOHHBIN JTOKYMEHT.
5 Omnpenenute QYyHKIINU TOKYMEHTA.

6. Kakue 3Tamnsl CBOEro CTaHOBIEHUS NEPEKUIO AEI0NPOoU3BoAcTBO B Poccun?

7 Oxapakrepusyiite stansl cranoBienus ICOY B ctpane.

8 [NepeuncanTe MpU3HAKH, IO KOTOPHIM KJIACCU(HIUPYIOTCS JOKYMEHTBI, HCIIOJIB3yEeMBIC B OpTaHH3aI[HH.

9 Pacmmmgpyiire ab6pesuarypy OPJI, mpuBeanuTe mpuMepbl COOTBETCTBYIOIINX JTOKYMEHTOB.

10. PackpoiiTe comepxaHue MOHATUN «CHCTeMa JOKyMEHTAIUN, KyHH(DUIIIPOBaHHAS CUCTEMA JOKYMEHTALUI».

1. ITpuBenure npuMepsl YHUGHUIUPOBAHHBIX CHCTEM JOKYMEHTALIHH.

12. B dem 3akirouaercs cyTh YHH(MUKAINY U CTAaHIAPTH3AIMN B JICIONPOU3BOICTBE?

13. OxapakTepusyiiTe HOpMaTUBHO-TIPABOBOE 00ECIIeYeHNEe POCCHIICKOTO JIENIOPOU3BOJICTRA.

14. IIpenctaBbTe OCHOBHBIE 3aKOHOAATEIbHBIE aKThl, pErIaMEHTHPYIOMUE AEATeIbHOCTh IO IOKYMEHTallMOHHOMY
00€ECIIEUCHHUIO YIIPaBICHHS.

15. OxapaxTepnu3yiTe OCHOBHBIE 3Talbl (HOPMHAPOBAHNS 0a3bl JOKAIEHBIX HOPMATHBHBIX aKTOB B OPTraHM3aIlHH.

Bomnpocs! no pazaeny 2. JlokyMeHTHpOBaHUE U 0(OpPMIIEHHE JOKYMEHTOB

16. Kakwue o6imue TpeOOBaHuUS TPEABABIAIOTCS K YIIPABICHIECKOMY JOKYMEHTY?

17. Jaiite ompeneneHWe IOHATHS «OPTaHH3AI[IOHHO-PACTIOPSIUTEIBHBIN NOKyMeHT». [IpuBeanTe KIacCH()UKAIHIO 3TOTO
BHUJIa JOKyMEHTOB.

18. KaxoBel HazHaueHue u obnacts npumenenuss OCT P 7.0.97-2016?

19. [Tepeuncnure cocraB pexuzutroB OPJ] mo 'OCT P 7.0.97-2016.

20. UYro Takoe OaHK JOKYMEHTA M KakKue BB OJTaHKOB BHI 3HaeTe?

21. Kakue BapuaHTHI pa3MelleHHs Ha OJIaHKe TIOCTOSIHHBIX PEKBH3UTOB BBl 3HaeTe?

22. KakoBbl 00mme TpeboBaHus K O(QOPMIICHHIO TEKCTa JIOKYMEHTOB M IOPAZOK HCIOJIb30BAHHS S3BIKOB B O(UIMAIBHOM
Jenonpoun3BoacTee B Poccnu?

23. UYro Takoe hopmaT Oymaru u kakue GopMaThl IPUMEHSIOTCS JUI 0(OPMIICHUS CITy>KEOHBIX TOKYMEHTORB?

24, Wznoxure obuue HopMbl 0hOpMIIEHUS IEYaTHOTO TEKCTA.

25. Kakue criocoObl ¥ pa3sHOBUIHOCTH O)OPMIICHHS JaT B JOKYMEHTaxX Bbl 3HaeTe?

26. W3noxute W3BECTHBIC BaM BHJIBI COKPAIEHHH CJIOB CH CIIOBOCOYETAHUH, IPUBEIUTE IPUMEPHI.

27. Kak ocymecTBiseTcs B CIIy»KeOHBIX JOKyMEHTaX HaIllMCaHHUEe YUCeT U (PU3NUECKUX BEIHINH?

28. W3noxure ocCHOBHBIE TPEOOBaHHS K OPOPMIICHHIO B JOKYMEHTaX MaTeMaTHYECKUX (HOpMYJI.

29. Yro Takoe TabNUIA ¥ KaK OCYIIECTBISECTCS 0(OPMIICHHE TaOIHIl B TOKYMEHTaX?

30. INepeuncnaure BUIBI OPraHU3aIMOHHO-NIPABOBBIX HOKyMEeHTOB. OmpenennrTe WX MECTO M Ha3HAUYEHHE B YIIPABICHHU
OpraHM3aIHH.

31. Omnummre 0CHOBHBIE TPEOOBaHUS K O(OPMIICHHUIO YUPEAUTENBHOTO I0T0BOPa U yCTaBa OpraHNU3aliH.

32. Wznoxure kpatko conepkanme (cTpykTypy Tekcrta) [lomokenmss o6 opranmsanmy u IIpaBui BHYTPEHHETO TPYJOBOTO

pacropsixa.



33. JlaiiTe XapaKTepUCTUKY JOKYMEHTaM, XapaKTE€PU3YIOIIUM CTPYKTYpPYy U LITATHYIO YUCIEHHOCTb OPraHU3alUHU.

34. Omummre TpeOoBaHUS K O(GOPMIICHHIO MOJIOKEHHS O CTPYKTYPHOM IIOJpPA3/CNICHUH, CTPYKTYpPY TEKCTa, PEKBHU3UTHI
TUTYJIBHOTO JIUCTA.

35. W3noxwure TpedoBaHMS K 0(OPMICHHIO JOKHOCTHON MHCTPYKIuH. OXapakTepHu3yiiTe Ha3HaUeHHE JaHHOTO JOKYMEHTA.

36. Ilepeuncaure BuABI PACHOPAOMTENBHBIX JOKyMEHTOB. OxapakTepusyiTe HX MECTO M Ha3HaueHHE B YIPaBICHUH
OpraHM3aIiH.

37. OnumuTe TAB! TOJTOTOBKH PACTIOPSAANTEIBHBIX JOKYMEHTOB.

38. OnumuTe CTPYKTYpy IPHUKa3a 10 OCHOBHOMH JIESTEIbHOCTH, COCTaB PEKBU3UTOB, TPEeOOBaHHA K O(hOPMIICHUIO.

39. OxapakTepusyiiTe MeCTO U HAa3HAUCHUE pPACHOPSKEHHs KaK paclOpsAUTENBHOrO JOKyMEHTa, COCTaB PEKBU3UTOB,
TpeOOBaHUS K 0(OPMIICHHIO.

40. JlaiiTe KpaTKyro XapakTepUCTUKY YKa3aHUS KaK PaCIOPSIUTEIbHOIO JOKYMEHTA, €T0 Ha3HAUCHHUE.

41. OxapaxTepusyiTe IOCTaHOBIEHUE KaK MPaBOBOTO aKTa, €ro Ha3HaYEHHE U MECTO B yIIPaBICHUU.

42. Yto coboii mpencTaBisieT pelieHHe KaK yIpaBiIeHUECKUH JOKYMEHT, ero Ha3HaueHHe, TpeOOBaHHS K O(OPMIICHHIO.

43. INepeuncaure BuaBI HHGOPMAMOHHO-CIIPABOYHOM TOKYMEHTAINH. JlaliTe NX KPaTKylO XapaKTEePUCTHKY.

44. KakoBo HazHaueHHe HH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB B YIPaBICHIECKON AESTEIbHOCTH?

45. KakuMu HOpPMAaTHMBHBIMHM JIOKYMEHTaMH PETJIAMEHTHPYETCS COCTaBleHHE W O(pOpMIICHHE HH()OPMAIMOHHO-CIIPABOYHBIX
JIOKyMEHTOB?

46. KakoBo Ha3zHa4ueHHE U 0COOCHHOCTH O(OPMIICHHS aKTOB U IIPOTOKOJA 3aCEqaHUs?

47. Kakue ¢popmbl IPOTOKOIOB UCTIONB3YIOTCS B IPAKTUKE YIPABICHUS?

48. KakoBbl 0cOOEHHOCTH OPOPMIICHHUS JOKIATHOMN, CIYKEOHOH 1 OOBSICHUTEILHON 3aTHUCKK?

49. W3noxwure npeacraBieHne o cayxeOHoM nuchMe. [lepednciuire H3BeCTHBIC BaM BHIBI CIIYKEOHBIX ITHCEM.

50. OnumuTe COCTaB PEKBU3UTOB U CTPYKTYPY CIIyKEOHOTO MHChMa.

51. Kakue o61ue TpeOOBaHuUS PEABIBIAIOTCS K 0QOPMIICHHIO CIYKEOHBIX MUceM?

52. OxapakTepru3yiTe 0COOCHHOCTH 0(OPMIICHHS THUCEM, TTePEeIaBACMbIX dJICKTPOHHOM MOYTOH.

53. Kakne TpeOoBaHHS MPEABSIBISIOTCS K COCTABICHUIO M 0()OPMIICHHUIO TeJIeTpaMM, TEIeTalNoB, TeleoHOTpaMM, (hakcoB?
Bomnpocs! no pazaeny 3. Opranuszanus paboThl ¢ JOKYMEHTaMH TeXHOIOTUH J1eIONPOU3BOICTBA

54. YT0 Takoe JOKyMEHTOOOOPOT U KaKOBBI IIPUHIIUIIEI €70 OpraHu3anuu?

55. Kakne moTokH TOKYMEHTOB MOYKHO BBIJICITUTE B JOKYMEHTOOOOPOTE OpraHU3aIiN?

56. KakoB mops0k IPOXOXKICHUS U UCIOJHEHUS BXOISAIIUX JOKyMEHTOB?

57. B uem 3akiroyaeTcs nepBoHavaNIbHAS U NIpeABapUTEIIbHAs 00pabOTKa BBICTYIAIONIEH JIOKYMEHTAUN?

58. KakoB mOPSIOK TOATOTOBKH U IPOXOXKICHUS UCXOIIINX JOKYMEHTOB?

59. OnumuTe NOPAIO0K IPOXOXKICHUS BHYTPEHHHX JOKYMEHTOB.

60. KakoB nopsiok npremMa u nepegayd JOKYMEHTOB Ha dTanax ux o0paboTKu?

61. Kak yuuThIBacTCs B OpraHu3anusx 00bEM TOKyMEeHTO000poTa?

62. Tlouemy mweHTpanmu3anust TmpueMa ©  OTHPAaBKH KOPPECIOHACHLIMM — BaXXHEHIIee yCIOBHE ONTUMHU3ALUU
JOKyMeHToobopoTa?

63. Uro Takoe perucrpanys AOKYMEHTOB, KakHe IOKYMEHTBbI MOAJEXKAT PErucTpallid M KakKhHe CHCTEMbl PErucTpaluu
HaXOoJAT IPUMCHEHHE Ha IPAKTHKE?

64. JlaliTe CpaBHUTEIBHYIO XapaKTEPUCTHKY CYIIECTBYIOMNM (opMaM PEerucTpamiy JOKyMEHTOB?

65. Kak oneHuTh cTeneHp UCTIONHEHNS JOKyMEHTa?

66. KaxoBbl 3a71au ¥ BUABI KOHTPOJISL UCTIOJIHEHUS JOKYMEHTOB?

67. M3nosxure MOpSAIOK aHAJI3a JAHHBIX 00 UCTIOTHEHHH JTOKYMEHTOB?

68. JaiiTe ompeaeneHue, 4To Takoe HOMEHKIIATypa JeJl, TOICHUTE e¢ Ha3HauCHHUE.

69. HasoBute BUbI HOMEHKIATYp J€) M KaKOB MOPSAOK UX cOCTaBIeHUS U oopMIIeHus?

70. UYro BBI 3HaeTE 0 (HOPMUPOBAHHIH A€ U IMOPSIKE PACIIONOKEHHS JOKYMEHTOB BHYTPH JAeia’?

71. Pacckaxxute 0 TeKyllleM U OIIEPAaTUBHOM XPaHEHHUH JIEL.

72. Uro Takoe SKCHepTH3a LEeHHOCTH JOKYMEHTOB?

73. Hazosute 3agaun, QyHKINHU 1 TpaBa 3KCHEPTHOH KOMUCCHU OpPTraHU3aLIN.

74. KaxoB nopsiiok nepegauu e B apxXuB OpraHU3alum.

75. KakuMm JOKyMEHTOM YCTaHOBJIEHBI CPOKH XPAHEHUS! JOKYMEHTOB B apXHBE OpPraHHU3aIuu?

76. KakoBbI 1iens ¥ IPUYMHA YHUYTOXKEHUS JOKyMEHTOB?

77. JlaliTe KpaTKyl0 XapaKTepHCTHKY KaKAOMy W3 JSTaloB IIpoliecca MOATOTOBKM W OCYIIECTBICHHS YHHUYTOXCHUS
JIOKyMEHTOB.

78. Kakue opranusaiuu UMeIOT MpaBoO Ha OCYIIECTBICHHE FOCYIapPCTBEHHOTO XPAHEHUS JOKYMEHTOB?

79. KakoB nmopsnok n ToKyMeHTanbHOe 0()OpMIICHHE IIEPEAadH JOKYMEHTOB Ha XpPaHEHHUE B TOCYAaPCTBCHHbIH apXuB?

Paznen 4. Opraan3anus TOKyMEHTAIIHOHHOTO 00€CTIeYeHHS yIIPaBICHHS

80. HasoBure GpopMbI IOCTPOECHUS CIIy>KOBI JETOIPOU3BOACTBA OPTaHU3ALUIH, AaliTe UM KPAaTKYIO XapaKTEePUCTHUKY.

81. OmumuTe KpaTKo OPraHU3alMOHHYIO CTPYKTYPY [EJIONPOM3BOACTBEHHON CIyKObl M (YHKLHMH, BBIIOJIHSIEMbIE e
MOpa3IeIICHASMH.

82. KaknM HOpMaTHBHBIM JOKYMEHTOM OIPEAEIAIOTCS (QYHKINH pyKoBoANUTENs cixyx0bl IOV 1 KakoBO UX copepxaHue?

83. Uro coboii mpeacTaBisieT HHCTPYKLUS 110 TOKYMEHTHPOBAHMIO, €€ Ha3HAUeHUe U CTPYKTypa?

84. KakoBo HaszHaueHue Tabemns GopM JTOKyMEHTOB?

85. Oxapakrepusyiite TpeOoBaHUsI, MPeIbIBIseMbIe K paboueMy MecTy pykoBoauteist ciayx0sr JOY.

86. Kakumu fenoBbIMU B TUYHBIMHU Ka9eCTBaMH JOIDKEH 00JagaTh pyKOBOAUTENb CiIyk061 JOVY?

I1.3ananus x 3K3aMeHy / 3a4eTy:
Teoperuueckue BOIPOCH
I. HcToku cTaHOBIEHUS U Pa3BUTHA JOKYMEHTAI[MOHHOTO 00ecrieueH sl yIpaBIeHHsL.



2 CoBpeMeHHOE COCTOSIHUE PAa3BUTHS JOKYMCHTAIlMOHHOTO O0eCTIeueH s YIPaBICHNUS.

3 Krnaccndukanuus nenoBoii TOKyMeHTaMU. YHUDUKALUS ¥ CTaHJapTU3ALMs YIPAaBICHYECKON JOKYMEHTALHH.
4 HopMaTrnBHO-TIpaBOBEIE aKTHI, PETYJIHPYIOMINE TOKYMEHTAIIOHHOE 00ECIICUCHUE YIIPaBICHHS.

5. IMopsnok pa3paboTKH TOKATBHBIX HOPMATHBHEIX aKTOB.

6 VYnpasnendeckas jgokyMeHTanus. TpeOOBaHUS K yIPaBIeHYECKOMY JIOKYMEHTY.

7 brnankn 10KyMEHTOB 1 HX 0(OpPMIICHHE.

8 OdopmireHre peKBH3UTOB OPTraHU3AIIMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB.

9. O6mue TpeboBaHUS K 0(OPMIICHUIO TEKCTa JOKYMEHTOB.

10. KoHnTposnb kauecTBa HOATOTOBKH TOKYMEHTOB.

11. KommsioTepHBIE cpelcTBa MOArOTOBKH JTOKYMEHTOB.

12. Bunbr opraHn3aimoOHHO-TIPABOBBIX JOKYMEHTOB. [10r0TOBKA U OOpMIICHHE OPTraHU3aHOHHO-IIPABOBBIX JOKYMEHTOB.

13. Bunsl pacnopsiiuTensHbIX JOKyMEeHTOB. Iloaroroska u opopmieHrne pacopsaIuTeIbHbIX JOKYMEHTOB.

14. Bunbl  MHOGOPMAIMOHHO-CIIPaBOYHBIX  HOKyMeHTOB. IloarotoBka u odopmieHne HHGOPMAIOHHO-CIIPABOYHBIX
JIOKyMEHTOB.

15. Dopmsl fenoBoit nepenucku. TpeGoBaHUSA K OOPMIICHHIO IEJIOBOTO MHCHMA.

16. [ToHsATHE AOKYMEHTOOOOPOTa, €ro KOJMYCCTBEHHBIC M KAYCCTBCHHBIC XapaKTePHCTHKH. I[IpuHIMIBI (HOpMHUPOBAHUS
JIOKYMEHTOO000pOTA.

17. Perucrpamus HOKYMEHTOB KaK TEXHOJIOTHS JOKyMEHTAI[MOHHOTO oOecredeHus yrpaBieHHs. DOpMBI perucrpanuu
JIOKYMEHTOB.

18. KoHTpons 3a HCHOJHEHWEM JOKYMEHTOB W TPHHATHIX PEHICHHH KaK TEXHOJOTHS IOKYMEHTAIMOHHOTO OOecreucHHs
ympaBieHus. 3a1a9i U BUIBI KOHTPOJIS HCIIOHEHNS IOKYMEHTOB.

19. JlokanpHBIE CHCTEMBI JOKYMEHTO00O0POTA.

20. OrneHka 3HaYMMOCTH IOKyMEHTOB U CPOKOB MX XPaHEHHUS.

21. OrnepaTuBHOE U TEKYyIee XpaHEHUE JOKYMEHTOB.

22. CocraBieHue HOMEHKIATYp Jell. TUIOBbIe U BeJOMCTBEHHbIE [lepeyHn JOKyMEHTOB U UX 3HAUCHHUE.

23. OdopmiieHre JOKYMEHTOB U /1€ K YHUYTOKEHHUIO M Ha JJIUTENbHOE U Ha MOCTOSHHOE XpaHEHHE.

24. ApXuBHOE XpaHEHHE JIOKyMEHTOB.

25. OpraHu3anuoHHas CTPYKTYpa CIy>KOBI JOKyMEHTAIIMOHHOTO obecriedeHus ynpasierus (JJ0VY).

26. OyHKIMOHANBHOE HAa3HAYCHHE, 11eTb, 3afauu cayx0b1 10Y.

27. HopmatusHast periamenTanus padoTsl ¢y obr JJOY.

28. JIOIDKHOCTHOM M YMCIICHHBINM COCTaB MepcoHana ciyxost JJOVY.

29. VYnpasnenue ciyxooit JOY nmpeanpustus (OpraHU3aIiiy, YIpexKICHU).

30. Ponw pyxoBoauTens ciyx0n1 JJOY B opranuzanuu 3¢pGeKTUBHON CUCTEMBI JOKYMEHTAIIHOHHOTO 00eCIeueHH .

IIpakTnyeckue 3ananus
IIpakTnyeckoe 3amaHue B Owuiere OIMpeneNseTcs MpernojaBaTelieM B 3aBHCUMOCTH OT COJEpKaHUS MEepBOro (TEOPETHUECKOTO)
BOIIpOCa.

III. ITpumepHBIE TEMBI KypCOBBIX paboT:

I. PernamenTanus nenonpous3BoJCTBa B COBpEMEHHBIX HOPMAaTUBHO-NPAaBOBBIX akTax Poccuiickoit denepannn.

2. Texnonornu 06pabOTKH MOCTYHAIOIIMX U OTHPABIIEMbIX JOKYMEHTOB.

3. Perucrparys JOKyMEHTOB: OT TPAIHINK K MHHOBAIIAH.

4. TexHONOTUH KOHTPOJI HCHONHEHMS JOKYMEHTOB M TIPUHATHIX peElmIeHHH (BO3MOXKHO Ha MpUMepe KOHKPETHOH
OpraHH3allyH).

5. JIOKyMEHTOO0OPOT U TYTH €r0 ONTHMH3AIHH.

6. JIoKyMeHTO0OOPOT HCTIOTHUTEIIS.

7. Hasnadyenne u MeToauka pa3paboTKu HMHCTPYKIMHU IO JHOKYMEHTAaLlMOHHOMY OOECHEUYeHUIO YIpaBlIeHUS (BO3MOXHO Ha
npuMepe KOHKPETHOM OpraHu3aiyn).

8. PermameHTanus nesiTebHOCTH CIY>KOBI TOKyMEHTAI[HOHHOTO 00ECTIeYeHNs yIIPaBIeHHs B HOPMATHBHO-IIPABOBBIX aKTax.

9. Ionoxenue o cimyx0e TOKyMEHTAallMOHHOTO oOecledeHHs YIpPaBICHHSA: METOAMKAa pa3pabOTKH (BO3MOXHO Ha IIpHMeEpe
KOHKPETHOH OpraHU3alin).

10. [lpumeHeHne B JOKyMEHTAI[MOHHOM OOCCIICUCHWH YIIPaBICHHUS aBTOMATH3UPOBAHHBIX TEXHOJOTHH paboTHl ¢
JIOKyMEHTaMH.

11. Homenxknarypa nien, Mmetonuka pa3paboTku (BOZMOKHO Ha MPUMeEpe KOHKPETHON OpraHU3aluy).

12. Cucremarusanusi 1 oepaTUBHOE XPaHEHUE TOKYMEHTOB.

13. XapaKkTepuCTHKa TEXHOJIOTHH PAa0OTHl C NMHUCHMEHHBIMH OOpaIleHWSAMH TpakaaH (BO3MOXHO Ha IpUMepe KOHKPETHOMH
OpraHu3alyn).

14. Opranusanuss MHGOPMAIMOHHO-TIOMCKOBBIX CHCTEM IO JOKyMEHTaM OpraHM3allid: TNPHHIUIBEL CO3JaHUS, BHIbI
(BO3MOXKHO Ha TIpHIMepe KOHKPETHOW OpraHU3amny).

15. MexIyHapoAHBIE CTaHAAPTH! B (POPMHUPOBAHIH TEXHOJIOTUH pabOTHI C JOKyMEHTaMH Ha COBPEMEHHOM 3Tarre.

16. Cnyx0a JOKyMEHTallMOHHOTO 00ecreyeH s yrpapieHus: QyHKIMOHAIbHOEe Ha3HAUYeHHe, 1Iellb, 3a/1a4l, CTPYKTypa.

17. DTHKa TPyJla CEKpeTapsi pyKOBOIUTEIIS OpraHu3auy (YUpeKIeHHS).

18. OpraHu3anus JeJ0BOH Iepenicky (BO3MOXKHO Ha IpIMepe KOHKPETHOH OpraHN3aIun).

5.2. ®oH O1LIEHOYHBIX CPEACTB

®DoH/T OIIEHOYHBIX CPEJICTB CM. 1O cchlike https://eos.hgiik.ru/Files/fos/2025/®0C_46.03.02
@DoHJT KOHTPOIFHO-H3MEPUTENBEHBIX MATEPHAIIOB CM. 110 ccbuTke https://eos.hgiik.ru/Files/tkim/2025/@KUM 46.03.02



5.3. Iloka3areau u KPpUTEPUH OLICHUBAHUSA KOMIIeTEeHIM A

Jlns oneHWBaHMA pPe3yIbTaTOB OOY4YEHUS B BHJE 3HAHUI HCIONB3YIOTCA CIEIYIOIIME MPOLEAYypPHl M TEXHOIOTHH: TECTHPOBAHME,
UHIUBUOyalIbHOE cOOeceJ0BaHNE, MIChbMEHHBIE OTBETHI HA BOIPOCH! (B BHJE TEKYILETO KOHTPOIIS).

OcHOBHOH 3ajadell TEKyIero KOHTPOJS yCIEBaeMOCTH OOYYAIOIIMXCS SBISACTCS ITOBBINICHWE KadecTBa 3HAHMH, NMPHOOpETeHHE U
pa3BUTHE WMH HABBIKOB CAMOCTOSTENBHON paboThl. Tekymuii KOHTPONb 3HAHWN OOYYAIOMMXCS MO JUCIHUIUINHE MOXKET HMETh
ClIeAyIoNINe BUABL YCTHBII ONpOC Ha JIEKIUAX, MPAKTHYECKUX 3aHATHUAX; MPOBEPKA BBIIOIHEHUS MHCbMEHHBIX CaMOCTOATEIBHBIX
paboT M TOMAIIHKX 33/1aHUH; TECTUPOBAHHUE.

Jns >ppeKTHBHON TOATOTOBKHM K TEKYIIeMY KOHTPOIIO IO AWCIHIUIMHE HEOOXOAMMO HCIONB30BaTh PEKOMEHIOBAHHYIO OCHOBHYIO
U JONOTHUTEIBHYIO JIUTEPATypy, KOHCIEKTHI JIEKIWH, pa3paboTKu CTYyAEHTOB, BBHIIIOJHEHHBIE B pe3ylbTare MHOATOTOBKH U
BBIMIOJTHEHHUS IPAKTUUECKUX 3aHATHH.

ITpoMe)xyTOUHBI KOHTPOIb peamu3yeTcss B XOJe Cladyd OOydJaromuMHucs Oo4HOW (opmbl oOydeHms sk3ameHa (1, 3 ,4 cemecTpsl),
3aueTa (2 ceMecTp) U KypcoBoii paboTsI (3 ceMecTp).

DKk3aMeH IpoBOAMTCS B Gopme cobeceqoBaHUs MO OmiieraMm. DK3aMEHAIMOHHBIA OWIIET CONEP)KHT OIWH TEOPETHUYECKH BOMPOC U
oIuH criennanbHbli. Ha moaroroBky orBeroB orBoautcs 45 MuHyT. OLeHKA 3HAHMH Ha SK3aMEHE MPOU3BOAUTCS HO 4-X OaIbHOM
mKajge, Ha 3adere mo 2-x OanbHOH. B ciydae HEyNOBIETBOPUTENBHOH OIIGHKH CTYIAGHT HMEeT IIpaBO IepechaTh SK3aMeH B
YCTaHOBJICHHOM IIOPSIZIKE.

3a4éT NpoBOAUTCA B BU/E TECTUPOBAHUS U/UIM TI0 PE3yJIbTaTaM BBIIONHEHUS pabOTHl B TEUEHUH CEMECTPA.

Ha "ommmuHO" / 3a4TeHO OIGHMBAETCA OTBET, €CIM CTYACHT HMEET CHCTEMHBIC IIOJIHBIC 3HAHHWS M YMEHHUS IO ITOCTaBICHHOMY
Bompocy. Cojnep:kaHue BOIpOca M3JaraeT CBA3HO, B KpaTKoil (opme, pacKpbIBaeT IOCIEIOBATENbHO CYTh H3yYEHHOTO MaTepuana,
JEMOHCTPHUPYSl MPOYHOCTh M MPUKIAAHYIO HANpaBICHHOCTb MOTYyYEHHBIX 3HAHMH W YMEHHUH, HE JOMYCKaeT TEPMHHOIOTMYECKUX
OIMOOK ¥ (haKTHIECKUX HETOUHOCTEH.

Ha "xopomro" / 3a4TeHO OLIEHWBAECTCS OTBET, B KOTOPOM OTCYTCTBYIOT HE3HAUHTEIBHBIC IEMEHTHI COACPKAHUS M MPHCYTCTBYIOT
BCE HEOOXOAMMBIE 3JEMEHTHl COJCpXKAaHWs, HO JOMYIIEHbl HEKOTOpble OIIMOKHM, WHOIZA Hapyllalach IOCIIEI0BaTEILHOCTD
U3JI0KEHUSL.

Ha "ynosmerBoputensHO" / 3a4TEHO OLCHUBAETCS HETOJIHBII OTBET, B KOTOPOM OTCYTCTBYIOT 3HAUHTEIIBHBIC HJIEMEHTHI COJACPIKaHUS
WIN TIPUCYTCTBYIOT BCE BBIIMICH3IIOKEHHBIE 3HAHMSA, HO JIOMYIIEHBI CYIIECTBEHHBIC OIIMOKU, HEIOTHMYHO, MPOCTPAHHO HU3JIOKEHO
OCHOBHOE COJIEp)KaHUE BOTIPOCA.

Ha '"HeymoBnmeTBopHTenbHO" / HE 3a4TCHO OLEGHHWBACTCS OTBET, TP KOTOPOM CTYAEHTHI JEMOHCTPHUPYIOT OTPHIBOYHEIC,
GeccucTeMHBIC 3HAHNS, HEYMEHHUE BBIACINUTH [TIABHOE, CYIIECTBEHHOE B OTBETE, HOMYCKAIOT IPyObIe OMIHOKH.

Iporemypa 3anMThl KypcOBOH PabOThI U KPUTEPUH OIICHUBAHHS KyPCOBOH PabOTHI

3ammTa KypcoBOil pabOTHl MPOBOAWUTCS MyOJUYHO, HA HEW WMEIOT IMPaBO NPUCYTCTBOBATH HAYUYHBIH PYKOBOIUTEINb, PEICH3EHT,
JpyTUe CTYNEHTHI, IPEACTaBUTEIH APYTUX OpraHnu3aluii.

3amuTa MpOXOAHUT MO CITUCKY, 3apaHee COCTaBICHHBIM Kadeapoil.

3amyTa KypcoBOi pabOThI BKITFOUAET B CeOsI:

- BBICTYIUICHHE CTYJIEHTa C WCIOJNB30BAaHHEM DJIEKTPOHHOW Mpe3eHTaluu B TedeHuu 7-10 MUHYT, B pamMKax KOTOPOTO HEOOXOIUMO
03HAKOMHUTbH C OCHOBHBIMH pe3yJIbTaTaMH COOCTBEHHOI'O MCCIIEIOBAHMS;

- COBMECTHOE O0CYXKICHHE KypCOBOW pabOThHI, B paMKaX KOTOPOTO CTYACHTY MpPEOCTaBISACTCS BO3MOXHOCTh OTBETHUTH Ha BOIPOCHI,
3aMEYaHusl, COTIIANIAsICh C HUMH WIH HE COTJIAIasCh, IPUBOAS MPU 3TOM 000CHOBAHHBIE BO3PKEHHS,

- IPEeJICTaBJICHNE OT3bIBA PELIEH3EHTa Ha paboTy.

OO61as MpoJOHKUTENBHOCTD 3aIIUTHI HE J0JKHA TpeBbImath 10-15 MunyT.

OneHkr OOBSBISIOTCS B JICHb 3alllUTBl KYpPCOBOW paboOThl OakanaBpoB Iocie O(GOPMIICHHS B YCTAaHOBJICHHOM IOPSIKE
3K3aMEHAIIMOHHOM BEJIOMOCTH.

ITocne 3ammThl KypcoBble paboThl epenatorces Ha kKadenpy. Kadenpa Beaer yuer KypcoBbIx padoT.

Tema kypcoBoit paboThI OakanaBpa U e OI[CHKA 3aHOCATCS B 3a4ETHYIO KHMKKY CTY/ICHTA.

Haubonee wuHTEepecHbIE B TEOPETHYECKOM U TPAKTHYECKOM OTHOUICHHH KYpPCOBBIE pPAOOTBI MOTYT OBITh PEKOMEHIOBAHBI K
OIyOJIMKOBAaHHIO B IIEUATH, a TAKXKE MPEACTABIEHBI K YYacTUIO B KOHKYpCe HayYHBIX paboT WK NpeACTaBIeHIH Ha KOH(pEPEHIINH.

KagecTBO KypcoBOii pabOTHI OIICHUBACTCS 110 PSITYy KPUTCPHEB:

— aKTyaJbHOCTH U HOBU3HA HCCIICAOBAHNS;

— TEOpEeTUYECKasl ¥ MPaKTHUECKasi 3HAYMMOCTh PabOTBI;

— 000CHOBaHHOCTb T€OPETUKO-METOJUIECKOI 0a3bl;

— CTPYKTYpHPOBAaHHOCTH PAOOTHI, CTHIIb M JIOTHYHOCTD M3JI0KEHHS;

— T1yOHHa aHaIn3a;

— COOTBETCTBHE MEXKILY LICJISIMH, 33/ladaMy, COJICP>KaHHEM U pe3ysIbTaTaMu paboThl;

— CTENEHb CAMOCTOATEIBHOCTH U TBOPYECTBA OaKaaBpa;

— IpecTaBlIeHUE PAOOTHI K 3aIIUTE M Ka4eCTBO 3AIUTEL.

[1pu onpeneneHnn OKOHYATEIBHON OLICHKH I10 3alIUTE KYPCOBOH pabOThI yUHTHIBAIOTCS:
— JOKJIaJl CTYZIEHTa [0 KypcoBoii paboTe;

— HaIu4ue Ka4eCTBEHHOM AJIEKTPOHHON IPE3eHTALNH, OTpakaroliell OCHOBHBIE MOMEHTHI HCCIICIOBAHUS 1 BEIBOJIBL;
— OTBETHI Ha BOIPOCHI;

— OT3BIB PELICH3CHTA.



6. METOJJUYECKHUE YKA3AHUSA JJI1 OBYYAIOIIUXCA IO OCBOEHHUIO TUCIUIIVIMHBI (MO Y JIS)

OcBoeHne MaTepuana JaHHOW TUCIHUIDIMHBI Ha JIEKINSIX, CEMHHApaX, MPAaKTHYECKUX 3aHATHUAX, BHIIOIHEHHS KypPCOBOH pabOTHI M B
pe3yJbpTaTe CaMOCTOSATENbHOW IOATOTOBKM M H3Y4YEHUs OTHENBbHBIX BOMPOCOB AWUCIMIUIMHBI, TO3BONAT CTYIEGHTY MOJOHTH K
NPOMEKYTOYHOH ~aTTeCTallMd MNOATOTOBIEHHBIM. 3HaHMsA, HAaKallMBaeéMble IIOCTEIIEHHO M B Pa3IMYHBIX paKypcax, ¢
HCTIONIb30BaHNEM MPOTUBOIIOJIOKHBIX MHEHUII M B3MJIAOB HAa Ty WIM MHYIO NPOOJIEMy SBISIOTCS TIyOOKHMH M Ka4eCTBEHHBIMH, U
MO3BOJISIOT (POPMHUPOBATH COOTBETCTBYIONIHE MPOGHEeCCHOHATBHBIE KOMIIETEHIINN KaK UTOT 00pa30BaTeNbHOrO IIponecca.

Jnsa cucreMaTH3alMM 3HAHMH MO JUCHUIIMHE IEpPBOHAYaIbHOE BHUMaHHE CJIedyeT OOpaTHTh Ha pPabouylo MporpamMmy Kypca,
KOTOpasi BKJIFOYAeT B ce0s OCHOBHBEIC NMPOOJIEMBI MUCIUIUIMHBI (TEMAaTHKy 3aHATHH), B paMKaxX KOTOPBIX W (POPMHPYIOTCS BOIPOCHI
JUISL KOHTPOJIS M aTrectanuu. [1o3ToMy CTyAeHT, 3apaHee 03HAaKOMUBIINUCH C MIPOTPaMMOM Kypca, MOXET JIydIlle COPHEHTUPOBATHCA B
MOCJIeI0BAaTENBHOCTH OCBOEHHS Kypca C MO3UIIMI OpraHU3al[ii CaMOCTOSTENbHON pabOoTHI.

ITpu opranusanuy npouecca 0OCBOSHHs AUCIUILUIUHBI CIEAYET YUUTHIBATh:

1. IInaHMpOBaHNWE BPEMEHH, OTBEACHHOTO Ha OCBOCHHE TUCIIUTIINHEL

IIpn nmaHuMpoBaHMM BPEMEHM HAa OCBOCHHE IMCIMIUIMHBI CIEAyeT PYyKOBOJCTBOBAThCSA: CTPYKTYPOH MUCIHIUIMHBI, B KOTOpPOH
yKa3aHbl KOIMYECTBO aKaJeMHYECKUX 4YacOB B pa3pe3e KaKHOM TeMbl, BUAA 3aHATHH (JIEKIMOHHOE, NMPAaKTHYECKOE) M 4achl Ha
CaMOCTOATENBHYI0 paboTy; (OPMOH TEKYyIIero KOHTPOJIS YCIIEBAEMOCTH (TECTHI, BBINONHCHHWE HWHIMBHIYAIBHBIX M IIPAKTHIECKHX
3aHATHH U [1p.); HOPMOH IPOMEKYTOTHON aTTeCTalUH (3a4eT; 3K3aMeH; KypcoBas pabora).

2. ITocnenoBaTenbHOCTD JEMCTBUM IPU OCBOCHUH TUCLUTUIAHBL.

N3yueHne Kakmol TeMbl AWCHUIUIMHBI EIeCO00pa3sHO HAauMHATH CO 3HAKOMCTBA C COAEPKAaHMEM JAUCLUIUIMHBI B pa3pese TeM;
3aTeM CIemyeT 3Tam Iog0opa HCTOYHWKOB M3 UHCIA PEKOMEHIYEMBIX M IIOJOOpaHHBIX CaMOCTOATENHHO (HAay4dHBIE CTaThH;
uHpopMaus ¢ O(QUIMANBHBIX CAlTOB TOCYJAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYNpaBleHHA H Jp.). M3yueHue
HCTOYHMKOBOW 0a3bl MOXET COIPOBOXKIAThCS KOHCHEKTHpoBaHHEM. LlenecooOpa3HO BecTH IepedeHb MPOOJIEMHBIX BOIPOCOB Kak
M0 CYIIECTBY TEMBI, OOYCIIOBICHHBIX NpoOeraMyu B HAYyYHOM M IPaBOBOM IIOJ€ M MpoOJIeMaMd MPaKTHYECKOTO XapakTepa, Tak M B
Cilydae 3aTpyIHEHUH C ySICHEHHEM CMBICIA M3JIOKEHHOTO B MCTOYHHKAX MaTepuaia (yKa3aHHBIE BOIPOCHI MOTYT OBITH Pa3peIICHBI
CaMOCTOSITENIBHO, BO BPEMSI CECCHOHHBIX 3aHATHI MM HAa KOHCYJIBTALUH C IIPEMOAaBaTENEM).

Jnst TOATOTOBKM CTYNEHTOB K TIPAKTHYECKHM 3aHATHSAM PEKOMEHIYETCS IMOAPOOHO M3YydYHTh KOHCIEKT Jekimil.. Taroke
PEKOMEHIYETCSI O3HAKOMUTBCSA C TEXHOJOTHWEH IPOBEACHMS TPAKTHUECKUX 3aHATHH, KOTOpas BKIIOYAeT CICAYIOIINE JTaIbl:
OOBACHEHHE 3aJaHUs U HABHIKOB (KOMIIETECHIIHI), KOTOpBIC 3aKPEIUIIOTCS B XOAE €ro BBHINOTHEHUS;, 3HAKOMCTBO C KOHKPETHBIMHU
UCTOYHMKAaMHM WMH(OpPMAILMU ISl BBIIOJHEHMS 3aiaHMsi; OOCYKICHHE M YTOYHEHHE BONPOCOB B XOJE aHalIM3a HCTOYHHKOB
nH(pOpMALUK; COBMECTHBIH HPOCMOTP IEPBHYHBIX PE3yIbTAaTOB, OIEHKAa WX COOTBETCTBHSA IO (OPMAIBHBIM H COJCPIKATEIbHBIM
TpeOOBaHMSIM.

3. Ucnonb3oBanue y4eOHO-METOIMUECKUX MAaTEPHUAIOB U PabOTY C TUTEPATypPOM.

Crenyer OPUMEHATH CHEAYIOIIYI0 MOCIEA0BATENbHOCTh MCTOYHUKOB JUIl W3Y4YEHHs TeM AUCLUILIMHBL: HOPMATHBHBIE IIPABOBHIE
aKTHI 10 AUCIUIUIMHE; KOMMEHTAPHHN K 3aKOHOATEIbHBIM aKTaM; HaAyJHYIO H YIeOHYIO TUTEePaTypy, a TakKe IPyTHe HCTOYHUKH.

4. IToAroToBKY K TeKyIIeMy KOHTPOIIO yCIEBAEMOCTH.

ITpouenypa Tekyiiero KOHTPOJs BKIIOUYAET: PETYJPHOE MOCELIEHUE CTYAECHTOB 3aHATHH KOHTAKTHOTO BUAA (ayIUTOpHBIE 3aHATHSA);
BEICHWE CTYyJICHTAaMH KOHCIIEKTOB M WX IIepHOAMYEcKas OIeHKa IperojaBaTeleM; YCTHBIH WM IHCBMEHHBIH ONIpOC II0
HIPOHUAEHHBIM TEeMaM; HOATOTOBKA K MPAKTHIECKUM 3aHATUSAM U UX YCIICIITHOE BHITOTHEHHE.

5. IloaroroBka KypcoBoit pabotsl (cM. [Tpunoxenus).

7. YAEBHO-METOAUYECKOE U UTH®OPMALMOHHOE OBECIHEYEHHUE JUCHUIIJINHBI (MOAY JIsI)
7.1. Pexomenayemas Jiureparypa

7.1.1. OcHoBHas JuTeEpaTypa

ABTODBI, COCTABUTEIH 3armaBue W3natenscTBO, TOA, KOI-BO

J1.1 | Cemxo 1. A., OCHOBBI JICTIONTPOU3BOICTBA: YueOHOE TTOCOOHE Craspomnonb: CT['AY, 2018. -

Anryxosa JI. A. https://e.lanbook.com/book/141613 119 c.

J1.2 JlokyMeHTallMOHHOE 00ecieYeHHe YIPaBICHUS: IPAKTHKYM noc. KapaBaeBo: KI'CXA,
https://e.lanbook.com/book/171712 2020. - 44 c.

JI1.3 | Mensenesa O. B. OdopmiteHre OpraHN3annOHHO-PACIOPIAUTEIBHBIX Mocksa, bepnun: Jlupexr-
JOKYMEHTOB: KypC JIEKIUI Menua, 2018. - 79 c.
https://biblioclub.ru/index.php?page=book&id=480166

J1.4 | Mumenun C. E. Opranu3anus 1 TeXHOJIOTHS JOKYMEHTalMOHHOTO 00eCIICueHUs Kemeposo: KemepoBckuii
yIpaBleHHs: JIEKTPOHHOE yueOHoe mocodue: yueGHoe rOCyIapCTBEHHBIN
nocobue yHuBepcureT, 2017. - 478 c.
https://biblioclub.ru/index.php?page=book&id=481592

J1.5 | Kysuenos . H. Jenonpou3BoacTBO: yueOHOe mocodue Mockaa: Jamkos u K°, 2020.
https://biblioclub.ru/index.php?page=book&id=572967 - 406 c.

JI1.6 | Eroposa JI. ., Hcropus nenonpounsBoactsa B Poccun: yaeOHUK Mocksa, bepnun: Jlupexr-

PorosxoBa H. A. https://biblioclub.ru/index.php?page=book&id=602451 Menua, 2021. - 330 c.




7.1.2. lonoJHHUTENIbHAS TUTEPATYPa

ABTOpBI, COCTaBUTENTH 3arnaBue W3narenscTBO, IO/, KOJI-BO

JI2.1 | Mourym B. Y. HcTopus opranuzanuu aeiaonpousBoacrsa B Poccuu. Ke3bun: Tysl'Y, 2018. - 67 c.
[IpakTukyM: yaeOHO-METOAMYECKOE TTOCOOHE ISl CTYIEHTOB
HarpaBJieHust ToAroToBkH 46.03.02. 1OKyMEHTOBEICHUE U
apXMBOBEIICHHE
https://e.lanbook.com/book/156272

JI2.2 | Jleonosa C. B. JloKyMEHTHUpPOBaHUE YIIPABICHYECKON JEeSTEIILHOCTHU: Mockgsa: PTY MUPDA, 2021.
IIpakTukym -46c.
https://e.lanbook.com/book/171535

J2.3 Jlenonpou3BOCTBO M JOKYMEHTOO0OPOT: PAKTHKYM nioc. KapaBaeBo: KI'CXA,
https://e.lanbook.com/book/171710 2020. - 44 c.

J12.4 | Tpodumosa O. B., OCHOBBI JICIOBOTO MTUChMa: Y4eOHOe mocobue Mocksa: ®JIMHTA, 2019. -

Kymuuk E. B. https://biblioclub.ru/index.php?page=book&id=57968 305 c.
JI2.5 | Ka6amos C. 10., JleonpOM3BOICTRBO M ApXMBHOE JIENIO B TEPMUHAX U Mocksa: ®JIMHTA, 2018. -
Acdannusiposa U. T onpeneneHusx: yueoHoe nocodue 295 c.
https://biblioclub.ru/index.php?page=book&id=69168

JI2.6 | WBanosa H. 1O., Cocrasnenue 1 oopMIeHHe JOKYMEHTOB: yueOHO- Canxr-IletepOypr:

Pomanosa E. b. METOIMYECKOE 0COOHe Yuusepcurer UTMO, 2019. -
https://biblioclub.ru/index.php?page=book&id=564013 78 c.

JI2.7 | Apacnanosa B. A. JlokyMeHTanMoHHOe o0ecTieueHne yIpaBIeHus: yueOHo- Mocksa, bepnun: Jlupexr-
MPaKTUIECKOE IMOCcoOre B cxeMax, Tabnuiax, oopasmax: Menma, 2020. - 266 c.
yaeOHoe mocobue
https://biblioclub.ru/index.php?page=book&id=578394

JI2.8 | ApacnanosaB. A., Ciry>xeOHBIC JOKYMEHTHI: (POPMYIIAPHI U IPHMEPHI Mocksa, bepnun: Jupext-

Bypmuctpora E. C. odopmiteHns. ATEOOM: yIeOHO-TTpaKTHYECKOE TIocooue: Menua, 2020. - 108 c.
yaebHoe mocobue
https://biblioclub.ru/index.php?page=book&id=578396
7.3.1 IlepedyeHb NPOrpaMMHOro odecne4eHus
6.3.1.1 | Microsoft Windows
6.3.1.2| Microsoft Office 2010
6.3.1.3| Adobe Creative Suite 6 Master Collection
6.3.1.4| Libre Office
6.3.1.5( AIMP
6.3.1.6| Windows Media Classic
6.3.1.7| Chrome
6.3.1.8 | Kaspesky Endpoint Security
6.3.1.9| OpenOffice
6.3.1.1| Acrobat Reader
0

6.3.1.1| NVDA
1

6.3.1.1| Steinberg Cubase Pro 8
2

6.3.1.1| Finale 2014E Academic
3

6.3.1.1 | SunLight Suite
4

6.3.1.1| Open Broadcaster Studio
5

7.3.2 IlepeyeHb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1| MenepanbHBIil IEHTP HHPOPMAITHOHHO-00PA30BATENBHBIX PECYPCOB

6.3.2.2| EnuHoe OKHO JOCTyIa K 06pasoBaTelibHBIM pecypcaM. DIEKTPOHHAs OHOIHOTEKa

6.3.2.3| eLIBRARY.ru — HayuHnas sniekTpoHHas Gubiuorexa

6.3.2.4| MenepanbHBIil IeHTP HHPOPMAITHOHHO- 00pa3oBaTeNnbHbIX pecypco, DT'AY THUU UTT «Uudopmukar




6.3.2.5| EquHoe OKHO JOCTyma K 0Opa3oBaTeNbHBIM pecypcam. DiekTponHas Oubimorexa. ®TAY THUU UTT «Uubopmukay,
MunucTtepcTBo 00pa3oBaHus U HayKu PO

6.3.2.6 | Dnexrponno-6ubmmnoreunas cucrema ®T'BOY BO «XT'MK». ®TBOY BO «XTUK»

6.3.2.7| BJI Onekrponnas Cucrema «KyisTypay

6.3.2.8| OBC «M3natenbcTBo Ilnanera My3bIKn»

6.3.2.9| Web UPBUC XabapoBcKuii TOCYIapCTBEHHbINA HHCTUTYT UCKYCCTB M KYJIBTYPHI (3IIEKTPOHHBIH KaTaor)

6.3.2.1| DBC «YHuBepcHuTeTCKast OUOIMOTEKA OHIIANH

6.3.2.1| 3BC JIAHb

6.3.2.1| TTomHorekcToBas 6asa nanusx Web of Science u Scopus

2
6.3.2.1| Tapanr
3
8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCHUIIJIMHBI (MOAYJISI)
Aynauropus Haznauenue O6opynoBanue IIporpammuoe
obecrieueHne
[Tomemenne st XxpaHeHUS U CrnennammupoBaHHas MeOenb Ha 1 | Microsoft Windows
MIPOPHITAKTHIECKOTO pabouee Microsoft Office
o0cyxuBaHusl yueOHOTro MecTo (mwkagsl 2 mWT., cTemmaxu 3 wrt., | 2010
03 000py10BaHUs CTYJIbS, Kaspesky Endpoint
cton). [lepconanpubrii kommbtorep (1 | Security
IIT.)
[Tomemnenne i1t XxpaHeHUS U CrnemmammupoBanHas MeOenb Ha 1 | Microsoft Windows
IPO(PUIAKTHIECKOTO pabouee Microsoft Office
o0cCyKUBaHHs y4€OHOTO mecto  (mkad, cremmax, cTyibs, | 2010
000pyIOBaHHS CTOJIBI). Kaspesky Endpoint
IlepconanbHblil KOMIIBIOTED B | Security
122 Konuyectse 1 miT.
C MOIKIIOYCHHEM K ceTd «lHTepHET»
u
JOCTYTIOM B UIEKTPOHHYIO
HHPOPMAMOHHOOOPA30BaTEIEHY IO
cpeny By3a.
TTomerenue s Crneunamm3upoBanHas Mebens Ha 25 | Microsoft Windows
CaMOCTOSITENILHOM paboThI IIOCaI04YHBIX AIMP
(auTaNBHBIHN 3211 ONOIHOTEKH) Mect  (cromsl, cTymesi, KkHIDKHBIE | Kaspesky Endpoint
mkagel), Security
TEJIEeBU30D, KHUKHBIH u | OpenOffice
209 JOKYMEHTATbHBIN ¢doHa. | Acrobat Reader
INepconanpHBIe KOMIBIOTEPH! (9 WT.) ¢ NVDA

noakiIoYeHneM K cetd «UHTepHeT» M
JOCTYIIOM

B JJEKTPOHHYI0  HH()OPMannOHHO-
00pa3oBaTeNbHYIO Cpely By3a.




Aynuropus Ha3nauenue O6opynoBanne IIporpammuoe

obecrieyeHre

VYdaeOHast ayUTOPHS JUIS CrnennammupoBanHas Mebems Ha 26 | Microsoft Windows
TIPOBEICHUS 3aHATHHI MOCAJIOYHBIX Microsoft Office
JICKIIMOHHOTO THIA, 3aHATUH MeCT (CTOJIBI KOMITBFOTEPHBIE, CTOJIBI 2010
CEMUHAPCKOTO THITA, TPAKTHICCKUX 3aHATHH, ITICEMEHHBIE, CTYIIBSI, pabodee MecTo Kaspesky Endpoint
TPYTIIOBBIX H UHIUBUIYaJTbHBIX IIperoAaBaTens, mKad, JocKH | Security
KOHCYJIbTAIMi, TEKYIIETO HACTCHHBIE,
KOHTPOJISL K TIPOMEKYTOYHON ayAUTOPHBIE).
aTTecTanuy (KOMIBIOTEPHBII IepconansHbIE KOMITBIOTEPHI (B
KJ1ace) KoJnuecTse 9

T.) C TOAKIIOYCHHEM K  CETH

«HTEepHETY N

JOCTYTIOM B IEKTPOHHYIO

“H(POPMALIMOHHO-00Pa30BaTEIbHYIO

cpeny By3a, DU(poBasdt

303 MHTECPAKTUBHAS JIOCKa

TRACEBOARD (B

KOMIUICKTE c IPOrpaMMHBIM

obecrieueHneM).  JIeMOHCTPaMOHHOE

obopynoBaHue

(MynbTUMEUIHBIA  Tpe3eHTalMOHHBIN

KOMIUIEKC

B COCTaBe  IIPOEKTOpa,  dJKpaHa,

aKTHUBHOM

aKyCTHYECKOU CHCTEMBI,

MIEPCOHATIBHOTO

KOMIBIOTEpa) ¥  y4eOHO-HATJISIHBIC

roco6us (B

T.4. B QJICKTPOHHOM BHJIE)
VYaeOHast ayuTOpHUs IS CnenunammsupoBanHas Mebens Ha 28 | Microsoft Windows
TIPOBEICHUS 3aHATHI IOCAI0YHBIX Microsoft Office
JIGKIIMOHHOTO TUTIA, 3aHITHIA MeCT (CTOJIBI KOMITBIOTEPHBIE, CTOJIBI 2010
CEMMHAPCKOI'0 TUIA, IPAKTUYECKUX 3aHATUH, IICEMEHHBIE, CTYIIbSI, pabodee MecTo Kaspesky Endpoint
IPYNIIOBBIX U MHAWBUIYaJIbHBIX IperoaBaTess, mKad, nocku | Security
KOHCYJIBTAIMH, TEKYIIIETO HAaCTCHHBIE,
KOHTPOJISL ¥ TIPOMEKYTOUHON ayAUTOPHBIE).
aTTeCTaluu. [epconanbHbie KOMIIBIOTEPHI (B
Jlaboparopus konuuaectse 11
HHGOPMANOHHBIX TEXHOJIOTHI mMT.) C TOAKIIOUYCHHEM K  CeTH
(;raboparopusi, OCHaICHHAS «HTEepHET» U
1a60paTOPHBIM JOCTYIIOM B JNEKTPOHHYIO
000pyI0BaHHEM) MHPOPMAIIMOHHO-00pa30BaTEIbHYIO

309 (KOMITBIOTEPHBIH KJIACC) cpeny By3a, mudpoBas
UHTEpakTHBHas  jgocka  PolyVision
Webster TS

600 (B KOMIIIEKTE C TIPOTPaMMHBIM
obecriedeHneM). JleMOHCTpaIIMOHHOE
obopynoBanue (MyJIbTUMEINHHBII

IIpE3eHTallMOHHBIH KOMILJIEKC B
coCTaBe

MIPOEKTOPA, JKpaHa, aKTUBHOM
aKyCTUYECKOU

CUCTEMBI, [IEPCOHATIBLHOTO

KOMITBIOTEPA) U
yueOHO-HarJsAHbIe TOcoOus (B T.4. B
3JIEKTPOHHOM BH/IE).

9. BOCITUTATEJIBHASA PABOTA

Bocnuranne oOydaromuxcs HpU OCBOCGHUM HMMH OCHOBHBIX HPO(EcCHOHANBHBIX 00pa3zoBaTenbHBIX mporpamm (maisee — OIIOII)
OCYIICCTBISICTCS. HAa OCHOBE pabodeil IMporpaMMBI BOCITUTAHHS M KaJICHOAPHOTO IUIAHA BOCIHTATEIBHONH pabOTHI, BKIIOYAEMBIX B
OIIOII.

Lenp BocmuTaTeNbHON pPabOTBI — CO3AAHUE YCIOBHM ISl aKTUBHOW IKM3HEIESTEIBHOCTH OOYydYaloMMXCS, MX TPakTaHCKOTO
CaMOOIIpENeNICHNs, MPO(PECCHOHAIEHOTO CTAHOBJICHUS ¥ HWHAWBHIYAIBHO-TMYHOCTHOM CaMOpealu3allid B  CO3HIATEIBHOM




JEATeNbHOCTH Ul YJOBIETBOPEHUS MOTPeOHOCTEl B HPAaBCTBEHHOM, KyJIbTYPHOM, HHTEIUICKTYalbHOM, COLIMAIBHOM U
npo¢ecCHOHAIBHOM Pa3BUTHU.

3amaun  BOCHHUTATEIBHONW pPa0OTHI: pa3BHTHE MHPOBO33PEHMS W aKTyalH3allds CHCTEMBI 0a30BBIX IIGHHOCTEH JIMYHOCTH,
OpUOOIIEHHEe K OOIIeYeNoBeYeCKMM HOpPMaM MOpPalH, HANMOHAIBHBIM YCTOSIM M aKaJeMUYEeCKHUM TPaJULUsAM; BOCIHTAHHUE
yBaXEHHs K 3aKOHY, HOPMaM KOJJIEKTUBHOW JKM3HM, pa3BUTHE TIPaKJAaHCKOM U COLUAIbHOM OTBETCTBEHHOCTH; BOCHHTaHHE
HOJIOXKUTENILHOTO OTHOWICHUS K TpPyAy, (OPMHpOBaHHE KyJIbTYpbl W 3THKM HpO(EeCCHOHANBHOTO oOmmeHus; QopMupoBanue
JUYHOCTHBIX Ka4eCTB, HEOOXOMMMBIX U1 JS(QQPEKTUBHOW TNpOoEeCCHOHATBHON IEATeNIbHOCTH; BOCIIMTAHHE BHYTPEHHEH
HOTPeOHOCTH JHUYHOCTH B 3A0pOBOM 00pa3e KU3HH, OTBETCTBEHHOTO OTHOIIEHMS K IPHUPOJHON H COLMOKYIBTYPHOH Cpene;
HOBBILICHHE YPOBHS KYJIbTYpbl 0€3011aCHOTO OBEACHHMSI.

OcobOeHHocT W Tpaauiuu HMHCTHTYTa OOYCIOBIMBAIOT CJICOYIOIIME OCHOBHBIC HANpaBICHHWS BOCIUTATENFHON pabOTHL:
HaTPUOTHUYECKOE, TPAXKITAHCKOE, JTyXOBHO-HPABCTBEHHOE, KYJIBTYPHO-TBOPYECKOE, HAyYHO-00pa3oBaTeIbHOE, MIPO(ECCHOHANTBHO-
TPYAOBOE, BOJIOHTEPCKOE (IOOPOBOJILYECKOE), IKOIOTHUECKOe, (u3nuecKkoe. Buupl AedarenbHOCTH 00ydYalomUXCsl B BOCIHUTATEIbLHON
cucTeMe 00pa30BaTEIbHON OpraHW3alMy: IIPOEKTHAS JESATENBHOCTh (KaK KOJUIEKTUBHOE TBOPYECKOE JIEN0), BOJIOHTEPCKas
JIeITeNIFHOCTh, Y4eOHO-MCCIIEN0BATeNbCKAass W HAayYHO-HCCIEeOBATENbCKas AEATEIBHOCTD, IOCYTrOBas, TBOpYECKAas M COIMAIBHO-
KyIbTypHas AATEIBHOCTH U JIP.

BocnuraTenbHblil MOTEHIMAN yueOHO-UCCIEN0BATENbCKOM U HAyYHO-HCCIEI0BAaTENbCKOW JEATENIbHOCTH peamu3yeTcss B Ipolecce
Pa3BUTHA HCCIEIOBATEIECKOH KOMIIETCHTHOCTH OOYyYalomuXcsi Ha TPOTSHKEHHH BCETO Cpoka WX oOydeHus B HMHctutyTe.
Pe3ynpTaThl CTyAeHUECKOH HaydHO-HCCIICHOBATEIBCKOM AEATEIBHOCTH MPOXOIAT ampoOannio B paMKaxX HAYYHBIX W HAY4HO-
MpaKTUYECKUX KOH(EpeHIUit pa3INuHOro ypoBHs, B T.4. KOH(epeHuuil, opraHn30BaHHBIX IHCTUTYTOM.

ColyanbHO-KyJIbTYpHasE M TBOpYECKas JAESITENbHOCTh OOYYAIOIIMXCS pEalu3yeTcss IPH OPraHW3aluM M THPOBEJCHHM 3HAYUMBIX
COOBITHIT W MEpONpHATHI T'pa’kAaHCKO-TIAaTPHOTHYECKOH, HAYYHO-MCCIEAOBATENBCKOM, COIMOKYIBTYPHOH ¥ (HU3KYIBTYpHO-
CIOPTHBHON HANpaBICHHOCTH. Buabl TBOpUeckoil AedTensHOCTH oOydaromuxcss B MHCTUTyTe: My3BIKQIBHOE TBOPYECTBO,
xopeorpauuecKkoe TBOPUECTBO, TEATPAITEHOE TBOPUECTBO, HAYYHOE TBOPUECTBO, MEIUANPOCKTHI H JIP.

BonoHTepckas nmesTenbHOCTh OO0YJaloOMXCs — IMHPOKHH KpPyr HANpPaBICHWH CO3UNATENbHON JAEATENbHOCTH, BKIIOYAIOIINI
pasmmuHble  (GOopMBI TpakmaHCKoro ydactus. Ilo wmHuImMaTHBE OOYyYalOmMMXCS W NPH HX AaKTHBHOM ydacTun B HMHctutyte
OCYIIECTBISIET CBOIO AEATEIBHOCTh JOOPOBOIBYECKUIT OTPs «MbI».

Peanuzanuio Paboueld mporpamMMbl BOCIIMTaHUSI IIOMOTaeT oOecHeYMBaTh B3aUMOJCHCTBHE C Pa3IMYHBIMH  COLMAILHBIMU
MHCTHTYTaMH, CyOBeKTamMu BocmuTaHui. Ocoboe 3Ha4YeHWE JUI BOCIHTATENBHOTO IIpoIlecca MMEEeT OpPTaHM3aIlis IPaKTHIECKOH
JESATeNIbHOCTH OOYYalOMUXCsl C IeTbI0 Pa3BUTUS MPO(ecCHOHANBHBIX KOMIETEHIMH B yclnoBusX HWHCTHTyTa M THpOdMIIBHBIX
YUPEKIECHUN U OpraHu3aIuiil.

10. OCOBEHHOCTH OBYYEHHWSA WHBAJIUIOB M JIMI{ C OTPAHUYEHHBIMU BO3MOKHOCTSIMH 3/IOPOBbSI
(OB3)

B mponecce u3yueHHs QUCHUIUIMHBI U OCYLIECTBICHUS MPOLENYp TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M IIPOMEXKYTOUHOI
aTTECTAllMM MHBAIWJIOB M JIMI] C OrPaHMYEHHBIMM BO3MOKHOCTSMH 3JI0POBbSI IIPUMEHSIOTCS aJallTHpOBaHHbIE (HOpPMBI 00ydeHHs C
YYeTOM HHIUBHAYaJIbHBIX TICHXO(MHU3HOIOTHIECKIX 0COOCHHOCTEH.

OOyueHne mWI[l C OrPaHWYECHHBIMH BO3MOXXKHOCTSAMH M HWHBAINAOB OPTraHU3YyeTCS KaK COBMECTHO C JAPYTUMH
00y4aroMMHUCS Ha JICKLIHOHHBIX W NMPAKTUYECKUX 3aHATHSX, TaK U [0 MHAMBHAYaIbHOMY y4eOHOMY IulaHy. Bo Bpems mpueMHOi
KaMIIaHUM, a TaK)Ke BO BPEMsI CHAUM PA3IMYHBIX (OPM MPOMEKYTOUHOH M TOCYIAapCTBEHHOH MTOTOBOM arrectauuu B MHcTHTyTE
CO3JIaHBI HEOOXOAWMMEBIE YCIOBHS IS OKa3aHWsA TEXHWYECKOW IOMOINM HHBANIMAAM W JIMIAM C OTPAaHWYECHHBIMH BO3MOKHOCTSMH
370pOBbs (IIPU HEOOXOIUMOCTH MOXET OBITH JOMYILIEHO NPHCYTCTBUE B ayJUTOPHH ACCHCTEHTOB, COMPOBOXIAFONIINX JIHI, COOAKHU-
MOBOJIBIPS  T.I1.).

OOyugaronyecss U3 YHClia WHBAJIWIOB M JIMIl C OTPAaHWYCHHBIMHA BO3MOXKHOCTSIMH 3IO0pPOBBS, NIPH HEOOXOIMMOCTH, MOTYT
ObITE 00eCTedYeHB! 3JICKTPOHHBIMH U TI€YAaTHBIMH OOpa30BaTEIBHBIMH PECypcaMH C Y4eTOM WX HHIWBHAYATBbHBIX MOTPEOHOCTEH.
Jnst peanu3anyy JOCTYIHOW cpejibl IPU HEOOXOJMMOCTH B Y4eOHOM Ipoliecce MOTYT OBbITh 3a7efCTBOBaHBI JOKYMEHT-Kamepa Ui
YBEJIMUCHUST TEKCTOBBIX ()ParMEHTOB M M300pakeHUH (A JMI] C HapyLICHUSMH 3pPCHUs) M IEPEHOCHAs MHAYKIHOHHAs crcTeMa
Jutst cinabocieimamux «McTok» A2 co BCTpOSHHBIM IIJIEEPOM — 3BYKOBBIM HH(OPMATOPOM.

OBC «YHuBepcuTeTckas OHONMOTEKa OHIAWH» mHpenocTaBisteT oOydaromumcsa ¢ OB3 (mo 3peHuio) psa BO3MOXKHOCTEH
st obecrieueHust d¢peKkTuBHOCTH Tponecca oOyuenus. Ilpy uTeHMM MacmTad CTpaHHIBI CaliTa MOXKHO YBEJIMYHTH C ITOMOIIBIO
CTEIMAJIBHOrO 3Ha4YKa Ha TJIABHOHM cTpaHMIle. MOXXHO WCIOIB30BATH IOJHOAKPAHHBIA PEXUM OTOOpaXKEHWS KHHUTH WIH BKIIOYHTH
O3ByYHBAHHE HETOCPEACTBEHHO C CaiiTa TpH MOMOINM IIPOrpaMM BdKpaHHOTo poctyma (Hampumep, Jaws , «Balabolkay).
CkauuBaemble (parmenTtel B Qopmate pdf, uMeromme BBICOKOE KauyeCTBO, MOTYT HCIOJIB30BATHCS THQIOMPOrpaMMaMu st
TOJIOCOBOTO O3BYYMBAaHMSI TEKCTOB, MOTYT OBITH 3arpy>kKeHbl B TH(IIOIUIEEpHI, a TaKkKe CKOIMPOBAHBbI Ha JI0O0OE YCTPOWCTBO JUIS
KOM(OPTHOTO YTCHUS.

CepBuc OBC «llutaTHUK» TOMOraeT IOIB30BATENI0 WU3BIEUh IMUTATy M aBTOMATHYECKH (HOPMUPYET KOPPEKTHYIO
OnbMorpaMyecKylo CChUIKY, YTO OCOOEHHO aKTyalbHO JUIS JIMI] C OrPaHMYEHHBIMH BO3MOXKHOCTSIMH M OOJerdaer mHpolecc
HAIMCAHUS KypCOBOH MM BBITYCKHOW KBaJM(UKAIIMOHHOH padoOTHI.

Jlis moAroTOBKH K 3aHATHAM oOydwatomuecs ¢ OB3 (o 3peHnio) MOryT HCIONB30BaTh MoOmIbHOe mpmiaoxeHne OBC
«JlaHp», mpenHAa3HaYeHHOE JUIi O3BYYMBaHUS TEKCTa KHUTH. PeXHM JOCTyma: OJEKTPOHHBIN, IIPUIOKEHHE CKauyMBaeTCs
oOydaromuMesi CaMOCTOSATENbHO ¢ caiita e.lanbook.ru, HeoOxonumoe ycnoBue: ObITH 3apeructpupoBaHHbiM B OBC  «JlaHby.
Hcnone3yercst cBOOOIHO pacHpocTpaHseMas IporpaMma 3KpaHHOro foctyna Nvda.

IMogpobuee 00 opraHM3anMU JOCTYHHOM CpeAbl CM. COOTBETCTBYIOUIMH pas3fel OCHOBHOH HpodeccHOHATbHOH
00pa3oBaTeNbHO IIPOrpaMMBI.



