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1. HOEJIA OCBOEHUA YYEBHOM JANCHUIIINHBI
«JOKYMEHTAIUOHHOE OBECIIEYEHHUE YIIPABJIEHU S
HenssMu  ocBoeHMsT  y4yeOHOW  AUCHUIUIMHBI  SIBISAIOTCA:  (popMupoBaHUE
o01enpodecCHOHAIBHBIX U MPO(ECCUOHAIBHBIX KOMIETEHIIUNH B COOTBETCTBUHU C
tpeboBanusiMu GI'OC BO mno nanpasnenuto noarotoBku 39.04.03 Opranuzanus
paboThl C MOJIOJICKbIO; (POPMHUpPOBAHKME KOMIIETCHIIMN KaK KOMILUIEKCOB 3HAaHUIA,
YyMEHUW U BIAJEHUM, B COBOKYMHOCTH oOecrneunBaromux 3HPeKTuBHOE
JOKYMEHTUPOBAHWE U OpraHu3alii0 padoThl € JOKYMEHTaMU B TIpoliecce
OCYIIECTBIICHUS yIpPaBICHYCCKUX (PYHKIINNA B OpraHU3aIiu.
3apaum:

-OTPAXKEHUE YIPABJIECHUYECKOW, MPOU3BOJACTBEHHOW W WHOW JESTEIbHOCTH
NPEANPUITHS B COOTBETCTBYIOIINX JTOKYMEHTAX;

-o0ecIieueHne PAIMOHAIIBHOTO HCIOJIB30BaHUS JIOKYMEHTOB B JICJIOBOMU
MPaKTUKE TPEANPUSITHS.

2. MECTO YUYEBHOMH JJUCHUIIJIMHBI B CTPYKTYPE OIIOII.
VYuyebHas gucuuiuiMHa — «/lokyMeHTalMOHHOE  OOecnedyeHue  YIpaBIICHUS
OTHOCHTCS K TUCLUIUIMHAM 1o BbIOOpY bioka 1.

3. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUSA JUCHUIIJIMHBI
Komnerenunu ob0y4yaomerocsi, ¢opmupyembie B pe3yJjbTaTe OCBOEHUSA
AUCHUNIHHBI:

YK-1. Cioco6eH ocyIecTBiIsITh YK 1.1. - [IpoBOOUT CTPYKTYpPHBIIA

KPUTHYECKUH aHaAIIN3 NPOOIEMHBIX (YHKIMOHAIBHBIN aHAINU3 IPOOIEMHON CUTYalIH
CHTYaLUil Ha OCHOBE CHCTEMHOIO B cepe npodeccrnoHanbHON AEATEIBHOCTU
noaxona, BBIPA0ATHIBATH CTPATETUIO OCYIIECTBIISICT MOP(OIOTUICCKUN U TEHETUYCCKHUI
JNEUCTBUM

aHaJIU3 CUTYallUu B paMKax peracMoi
poeCCUOHAIBHOU TTPOOJIEMBI.

VK 1.2. - Onpenensier KpuTepUH U MOKa3aTENH [
OLIEHKH CUTYallMM U BO3MOXHBIX BAPUAHTOB €€
pa3BUTHS IOIOMPAET U 0OOCHOBBIBAET BO3MOMKHbIE
CTpaTeruu JieiicTBUil B MpOOIEeMHON CUTYalluu B
cdepe npodeccuoHaNbHOM AeATeTHbHOCTH.

VYK 1.3. - CocraBnsieT niaH peleHus
npo¢eccHOHATBHON MPOOIEMBI OLIEHUBAET

3¢ PEKTUBHOCTH MpeIaraeMbIX PELIeHUH ¢ TOUKU
3peHHsI TPOrHO3UPYEMOTO pe3ybTaTa uxX
peanu3au

B pezynvmame oceoenus yueonou Oucyunaunvl 00yuaouiuiica 001)4cen




3HaTh:

- llenu m 3agaum JOKyMEHTalMOHHOTO obOecrneueHus ympasienus (JOY) B
OpraHu3aluu;

- Cucrembl TOKYMEHTAIIMU: OPraHU3alMOHHO-TIPABOBBIEC IOKYMEHTHI,

- PacnopsiauTenbHble JOKYMEHTHI;

- HMnadopmanuoHHOCTIPaBOYHBIE JOKYMEHTHI;

- lloHsTuss NOKYyMEHTOOOOPOTa M JOKYMEHTOIIOTOKA, MapaMeTpbl aHan3a
JIOKYMEHTOIIOTOKOB B OpTaHU3aIINH;

Ymern:

- CocTaBiATh OpraHU3aIMOHHO-TIPABOBBIC JTIOKYMEHTHI (monoxeHus,
UHCTPYKIIHMH);

-CocTaBnsATh pacHoOpSIANTENIbHBIE JOKYMEHTBHI, W3/JaBaéMble B  YCJIOBHUSX
€UHOJIMYHOTO U  KOJJITHAJIBHOTO  MPUHATHS  pemieHust  (IpHuKasbl,
pacropsiKeHUs1, pelieHus);

- CocTaBnath HHGOPMAIIMOHHO-CITPABOYHBIE JOKYMEHTHI;

- KnaccupunupoBarb  cinyxeOHYyI0  JOKYMEHTAIlMI0O B  COOTBETCTBUM  C
HOMEHKJIATYpOM Jie]1 opraHu3aluu;

Baapern:
- Tepmunomnorueii B chepe J10OVY;
-IlpuemamMu wWCMONB30BaHUS YHUPUIIMPOBAHHBIX (OPM JJIE  COCTaBIICHUS
OpraHu3alMOHHO-PACTIOPSIUTEIBHBIX JOKYMEHTOB;
- Merogamu aHanu3a JOKYMEHTOIIOTOKOB B OpraHU3allUu;

4.COAEPKAHUE U CTPYKTYPA JUCHUIIJINHbI

O0BeEM OUCLUIUINHBI
Buner yueOHOM pabOTHI ouHas hopMa
YHEDHOD dop BCEI'O
oOy4eHus
5 B 3aUETHBIX 4
OO6uas Tpy10€MKOCTh e THHUIIAX
JUCITUTUTHHBI
B Hacax 144
Aynutopnas padoTa (B yacax): 54 54
Jlexruu (JI) 18 18
[Tpaktuueckue 3ausarus (113) 36 36
CamocTosdrenbHas padota (B yacax): 63 63
[ToaroroBka K 3k3aMeHy 27 27
dopma UTOrOBOr0 KOHTPOJISA 110
HK3aMEH AK3aMEH
JUCLUTIINHE

4. COIEP)KAHUE YYEBHOM JUCIHUTIIMHBI
4.1. Conep:xaHue pa3iesioB y4eOHOM AU CHUNIIHHbBI



No
CEMECTp
a Ne

No
paznena

HaumenoBanue pasnena yaeOHOU
JUCIUILINHBI

Conepxanue pasjena B
JUIAKTUYCCKUX €ANHUIax

3

Henp u 3agaun J10Y. Tpeboanus
K 0()OPMIICHHIO YIIPABICHYCCKUX
JIOKYMEHTOB.

[Tonatue JOY. Mecto u 3HaueHue
JOY B cucreme  ynpaBieHHS.
Tepmunst B chepe AOY (I'OCT P
7.0.8-2013 CUBU/.
Jenonpou3BoOICTBO U apXUBHOE JIETIO.
Tepmunsl u onpexnenenus). Ciyxba
JOY B  opramm3anmuu /  Ha
npeanpuaruu. Llens w  3agaum,
ciyx0er  JIOY.  ®opmupoBanue
CITYXOBI A0V (cTpykTypa,
YUCJICHHOCTh, IITATHOE PACIHCAHUE).
JesTenbHOCTh CITYKOBI A0V
(opranuzanus pabounx MECT,
HOPMHUPOBAHHE, TEKyIee
YIpPaBJICHHE). JlokanpHBIC
HOPMaTUBHBIE aKThl 0 ciyxb6e IOV
(momosxenwue o ciyx6e IOV, npukaszbt
0 CO3IaHUN CITYKOBI J0Y,
MTOJIOKCHHUS 0 CTPYKTYPHBIX
noapazaeneHusx  cayxoer  JJOVY).
brnanku 1OKyMEHTOB M TpeOOBaHUS K
HuM. CtpykTypa aokymeHTa. OOmui
OnaHk, OJaHK I MHCbMa, OJaHK
KOHKPETHOTO BUJA JIOKYMEHTa, KpoMe
nucbMa.  CTpyKTypa  JOKYMEHTA.
PexkBU3UT Kak 00s13aTENbHBII AIEMEHT
T000T0  O(PHUIIMATBHOTO JOKYMEHTA.
®opmynap gokymeHta. Dopmyisip-
oOpasely Kak MOJENb MOCTPOCHUS
JIOKYMEHTA, TpeGoBanus K
odopmitennro nokymeHntoB o 'OCT P
7.0.97-2016. OpraHuzanuoHHO-
pacnopsauTensHas — JOKYMEHTAIMs.
TpeboBanus K 0(hOPMIICHHUIO
JTIOKYMEHTOB

Cucremsbl AOKYMCHTAaIlUN

OpraHu3anOHHO-TIPaBOBhIC

JOKYMEHTBI KaK TpaBOBasi OCHOBa
JeSATEIbHOCTH OpraHu3aIuu.
[Mponienypa WX  YTBEpXKICHHS U
COTJIACOBAHUs,  CPOK  JICHCTBHH,
CTPYKTypa TEKCTa, TpeOOBaHUSI K
0(hOPMIICHHIO. Ycras,
YUPETUTEIbHBIN JJOTOBOP, MOJOXKCHHE
00 opraHu3anuu, TOJOXCHHE O

CTPYKTYPHOM 10/Ipa3/IeTICHUN,
MOJIOXKEHUE 0 KOJIJIETHAJIbBHOM
(coBemaTensHOM oprase)

opraHusanuvn, perilaMcHT, MMTATHOC
pacCiinucaHuc, HWHCTPYKI M,




JIOJKHOCTHAS UHCTPYKIIHSL.
PacniopsiautenbHple  TOKyMEHTBI Kak
JOKYMEHTBI, KOTOpBIE (HUKCHPYIOT
peuIeHusT ~ aAMHHUCTPATHUBHBIX U

OpraHMU3alMOHHBIX BOIIPOCOB
JeATEITbHOCTH OpraHM3anuy,
peryaupyroT U KOOPAWMHHUPYIOT €€
JIeSATEIbHOCTD, peanu3yroT

yIPaBIAEMOCTh 0  BEPTUKAJIM.
Knaccudukanuss pacnopsaIuTebHbIX
JOKYMEHTOB C YydeToM cdepbl HX
neiictBusi. OCHOBaHMS Uil M3IAHUS
pacropsiIUTeNIHHOTO TOKyMeHTa. J[Be
TPYIIBL: TOKyMEHTHI, M3/1aBaeMble B
YCIIOBHSIX KOJIJIETHATBHOCTH
(mocTaHOBIIEHUS u pelieHus);
JOKYMEHTBHI, H3/1aBaeMble B YCIOBHSIX
€IMHOJINYHOTO TPHUHATHS PEIICHUN
(TIpUKa3bl, pacTIOPSKEHUS, YKa3aHUs).
NudopmanmonHo-cripaBoYHbIE

JOKYMEHTBI Kak JOKYMEHTHI,
UHUIHAPYIOIIHE YIIpaBIIEHYCCKUE
pemenusa. Mx cayxeOHas poib 1O
OTHOIIEHUI0 K  OPraHMU3alMOHHO-
IPaBOBBIM M  PaCHOPSAUTEIbHBIM
JIOKYMEHTaM. CocraB
MH(POPMALMOHHO-CITPABOYHBIX

JNOKYMEHTOB: JIOKJIQJHas  3alMcKa,
ciyxeOHas 3armmucKa, oObICHUTETbHAS

3aI1ucKa, MMPEAJIOKEHUC,
IMpEACTAaBJICHHUC, 3as1BJICHUC, BCC
Pa3HOBHUAHOCTHU IEPECINCKHU,

IMPOTOKOIJI, aKT, CIIpaBKa, 3aKJIFOYCHUC,
OT3bIB, CBOJIKA, CITMCOK, IICPCUCHDb

Opranuzanus JOKyMeHTOo000poTa

[TonsiTust ~ moxkymeHToobopoTa U

JOKYMEHTOIIOTOKA. [Tpuem u
nepBUYHas 00paboTKa MOCTYMAOIMINX
B OpraHu3aLHIo JOKYMEHTOB.
[TpenBaputensHoe paccMOTpeHue
JIOKYMEHTOB ciryx00i JOVY.
Perucrpanus JOKYMEHTOB.

Opranu3anus JBWKEHUS TOKYMEHTOB
BHYTpU  opranuzaiuu. KoHTpoab
UCIIOJIHEHUSI  JTOKyMEHTOB. Dopmbl

KOHTPOJIS 3a UCIIOJTHEHUEM
NOKyMeHTOB. CpoKM  HCHOJHEHUs
JIOKYMEHTOB. HNudopmanmonHo-
CIpaBoyYHas paboTa MO JOKyMEHTam
OpraHu3alyHy. O6paboTtka

HUCITIOJTHCHHBIX n OTIIPAaBJIACMBIX
JAOKYMCHTOB. Opr aHU3alrd XpaHCHUSA
JAOKYMCHTOB. HOMeHKJ'IaTypa ACII.




CocraBienue 3aroJIOBKOB Jell.
YcraHoBiIeHHE CPOKOB XPAHEHUS JIElI.
TumnoBsle ¥ BETOMCTBEHHBIE TIEPEUYHU
JOKYMEHTOB M  HMX  3HAuCHHE.
@®opmupoBanue nen.  Odopmienue
obnoxku gen.  OdopMmieHue el
OKcnepTu3a LEHHOCTU JOKYMEHTOB.
OkcneprtHas komuccus (LlenTpanbHas
sKkcnepTHas komuccus). CocraBiieHue
1 0(OopMIICHHE apXUBHBIX OMHCEH JIElI.

4.2. Pazaesanbl y4eOHONH AMCUMILIMHBI, BU/IbI Y4eOHOM AeSITeTbHOCTH H (DOPMBI

KOHTPOJIA
Ne Ne HaumenoBanue pasznena | Bumst y4€eOHO# | DOpPMBI TEKYIIIETO
Cem. | Pa3z. | yueOHOM THCHUTUIMHEI ACATEIILHOCTH, BKIJIFOYAST | KOHTPOJIA
CaMOCTOATENBHYI0  paboTy yCIIeBaeMOCTH
CTYJEHTOB (B yacax)
JI. | IIp. | Camoc. \ Bcero
3 1 Hens w  3amaunm JOVY. |6 |12 |21 39 TectupoBanue,
TpeGoBanust K O(POPMIIEHHIO YCTHBIN ompoc,
YTIpaBIeHYECKHX MACbMEHHBIN OTYET
JOKYMEHTOB. 1o
CaMOCTOATCIIbHOMY
3a/IaHUIO
3 1.1 Mecto u 3nauenue JIOY B |2 |4 6 12 TECTHPOBaHHE
cucreme YIIPABIICHHUS.
Tepmunsl B chepe J10Y.
3 1.2. | bnanku JIOKYMEHTOB ul2 |4 8 14 YCTHBIN OIpoc
TpeboBaHUs K HUM.
Crpykrypa JOKYMEHTA.
TpeboBanust k 0GOPMIICHHIO
nokyMmeHToB 1o ['OCT P 6.30-
2003
3 1.3. | Cayx6a 1OV B opranmzauuu | 2 | 4 11 17 YCTHBIN OIpoc
3 Cucrembl JOKyMEHTAIUU 6 |12 |21 39 TectupoBanue,
YCTHBIN orpoc,
MU CBMCHHBIN OTYCT
o
CaMOCTOATCIIBHOMY
3aJaHUIO
3 2.1 OprasauzauMoHHO-TIpaBoBele | 2 | 4 8 14 YCTHBIH OIpOC
JOKYMEHTBl ~Kak IpaBoBas
OCHOBA JEeSATENbHOCTH
OpraHu3alun
3 2.2 Cucrembl pacnopsIuTeNbHbIX | 2 | 4 6 12 TECTUPOBaHUE
u MH(OPMAIIMOHHO-
CIIPaBOYHBIX TOKYMEHTOB.




3 2.3 CocraBienue 2 |4 7 13 HHUCbMEHHBII OTYeT
pacnopsauTeIbHbBIX 1o
JIOKYMEHTOB CaMOCTOATCIIbHOMY
3aJaHUIO
3 3 Opranuzanus 6 (12 |21 39 TectupoBanue,
JTOKYMEHT0000pOTa YCTHBUA ompoc,
IIHUCBbMCHHBIU OTYCT
1o
CaMOCTOSATEIBHOMY
3aJJaHUIO
3 3.1 Opranuzanus 2 |4 6 12 TECTUPOBAHHE
JTOKYMEHTO000pOTa B
OpraHu3aIiu
3 3.2 KonTtponb HCTIONHEeHHS | 2 | 4 6 12 YCTHBIH OIpPOC
JOKYMEHTOB
3 33 Pa6ora c BXoJsmumu | 2 | 4 9 15 IMCHMEHHBIM OTYeT
JOKYMEHTaMH 0 MPAaKTHYECKOMY
3aJJaHUIO
3 [ToaroToBka Kk sK3aMeHy 27
Bcero 3a cemecTp 18136 |63 144
NTOI'O 18136 |63 144
4.3. IlepeueHb IIAHMPYEMBbIX Pe3yJbTATOB OO0y4YeHHMSI IO IMCIUILUIMHE,
COOTHECEHHBIX € IUIAHUPYEMbIMH Pe3yJbTATAMH OCBOECHHMSI OCHOBHOM
npodeccnoHaNbLHONH 00pa3oBaTe/ibHON nMporpamMmbl M3yueHnune TaHHOM
yueOHOH NUCHMIVIMHBI HANPABJIEHO HA ()OPMHUPOBAHHE Y O0yHAIOUIUX
yHHuBepcaJbHOi kKomneTenunu YK-1.
No Howmep/ | Conepxan | [lepedenpb miaHUpyeMbIX pe3ylibTaTOB 00y4eHUS MO JAUCIUILUIUHE.
I/ | UHAEK C | ue B pesynbrare uzydenus y4yeOHOW TUCHUIUIMHBI OOydaromiuecs
KOMIIET | KOMIIETEHI] | IOJKHBI:
eHIuU | uu (Uu ee
3HaTh YMeTs Bnanets
YaCcTH)
1 2 3 4 5 6
1. VK-1 Cnocoben | Ilenm wu  3amaum | CocTaBIISITh TepMuHosioruei B
OCYILIECTBI | TOKYMEHTAllMOHH | OpPraHu3aluoOHHO- | chepe J0Y;
AThb oro obecrieueHus | MpaBOBbIC [Tpuemamu
KPUTHYECK | YIIpaBICHUS JOKYMEHTBI UCTIOJIb30BAHUS
uit anamms | (AOVY) B | (mosoXxeHus, YHUDUITUPOBAHHBIX
npoOJeMH | OpraHu3alluy; UHCTPYKLIUH); dbopM 1115 cocTaBIeHUs
BIX Cuctembl CocrtaBnsTh OpraHu3alMOHHO-
CUTyaluil | TOKyMEHTAIUU: pacToOpSAUTENbHBl | PACTIOPSAUTEIHHBIX
Ha OCHOBE | OPraHM3ALMOHHO- | € JIOKYMEHTBI, | TOKYMEHTOB;
CHCTEMHOT | IIPaBOBbIE u3/1aBacMble B | Merogamu  aHanm3a
0 TOAX0Ja, | JOKYMEHTHI,; YCIOBHSIX JOKYMEHTOIIOTOKOB B
BBIPA0ATHIB | pAaCIOPATUTENbHBI | €IMHOJIUYHOTO U | OPraHU3allNu;
aTh e JOKYMEHTBI; | KOJUIETHaJIbHOTO




CTpaTeruto
JIEHCTBHIA;

UH(POPMALMOHHOC | MPUHSATHUS PEILICHUS
IIPaBOYHbIC (mpukassl,
JOKYMEHTHI, pacropspKeHHs,
[TonsATHA pelieHus);
ToKyMeHT0o00opoT | CocTaBisATh
a U | ”HPOPMAITMOHHOC
JOKYMEHTOTIOTOKA | IIPaBOYHbBIE
, napamMeTpsl | JOKYMEHTHI,
aHanmm3a Knaccupummposar
JOKYMEHTOTIOTOKO | b CITY’KEOHYI0
B B OpTaHU3aIllH; | JOKYMEHTAllMI0 B
COOTBETCTBUU  C
HOMEHKJIaTYpOil
JIeTl OpTaHU3aIHH;

4.4. Kapra koMneTeHIUil TUCHUIINHBI

KAPTA KOMIETEHIMUN JUCLATTIMHBI

HANMMEHOBAHUE JUCHUITIJINHBI lokymenTanronHoe obecriedeHre ynpaBieHHs

Lens auCIUIUIMHBL

BIAJICHUM, B

COBOKYITHOCTH

(dhopmMupoBaHHE KOMIIETEHIIMA KaK KOMIUICEKCOB 3HAHWM, YMEHUH W
o0ecreunBaroInX
JOKYMEHTUPOBAHWE M OpraHu3aluio paboThl € JOKYMEHTaMH B
MPOLIECCE OCYILECTBICHUS YIpaBiIeHUeCKNX (YHKIIUN B OpraHU3aluu

ahdexTuBHOE

B npouiecce ocBoeHust JaHHOM AUCHUIUIMHBI CTYACHT (QOPMUPYET U IEMOHCTPUPYET
CJIETYIOIIYIO

yHI/IBepCEIJ'IBHYIO KOMIICTCHIIUIO:

KOMIIETEHLIUSA Ilepeyennb Texnosorn | Popma YpoBHU O0CBOEHUA
KOMIIOHEHTO | M OLIEHOYHOI0 | KOMIeTeHIHH
B ¢dopmupoB | cpeacrsa
aHus
UHJE | ®OPMYJIUP
KC OBKA
YK-1 Crocoben 3HaTh: Jlexmun, TectupoBan MMOPOTIOBbIN
ocywmecTBiuATh |- llenm  wu | camocrosATe | ue  YCTHBIU | 3HATH:
KPUTHYECKUIA 3a/1a4uu JIbHas oTpoC Ha | - eNu W 3a/a4d
aHaJIN3 JOKyMeHTaly | pabora, ceMHuHape J0Y;
MPOOIEeMHBIX OHHOTO npakTuueck | [lucbmeHHsr | - CHCTEMBI
CUTyalluii  Ha | oOecrieyeHHsl | Wie 3aHSATHS | i OTYET IO | JOKyMEHTAlluu; -
OCHOBE yIpaBIeHUS CaMOCTOSITEN | TIOHSTHS
CUCTEMHOTO 01(0)%) B BHOMY JOKYMEHTO0000poTa
MOAX0/1a, OpraHu3aIuy; 3aJIaHUIO0 u
BbIpabaTeiBath |-  CucTemsl DK3ameH JOKYMEHTOTIOTOKA.
JOKyMEHTAI!
u:




CTpaTeruto
JICUCTBUI;

OpraHu3aIuoH
HO-TIPaBOBBIC
JIOKYMEHTHI,
pacniopsiauTen
bHBIC
JIOKYMEHTHI,
UHPOpMALINO
HHO-
CIIPaBOYHBIC
JIOKYMEHTHI,

- Tlonsitus
JIOKyMEHTO00
oporta u
JIOKYMEHTOTIO
TOKa,
napaMeTphl
aHajam3a
JIOKYMEHTOTIO
TOKOB B
OpraHu3aIiy;
- TpeboBanus
K OJIaHKaM;
-TpebGoBanus
K
0(hOpMIICHUIO
JOKYMEHTOB
no 'OCT P

- Lens,
3a/1a4uu u
byHKIIUN
CITYKOBI
HOVY;

- Oranbl
TEXHOJIOTH4ec
KON ILIEIIOYKH
00paboTku |
JBUKCHUS
JOKYMEHTOB B
OpraHu3aIuy;
- Dopmsbl
KOHTPOJS  3a
UCTIOJTHEHUEM
JOKYMEHTOB.
Ymern:
CocraBisth
OpraHu3aIuoH
HO-TIPaBOBBIC
JTIOKYMEHTBI

- METOJIAMH aHaJIH3a
JTOKYyMEHTOTIOTOKOB
B OpraHU3aIluy;
YMmernb: -
COCTaBIIATh
OCHOBHEBIE BU/IBI
pacTopsANTEILHBIX
u
MH(OPMALMOHHOCI
PaBOYHBIX
JIOKYMEHTOB; -
KJIaCCU(UIIMPOBATH
CIIy)XeOHYI0
JOKYMEHTAITUI0 B
COOTBETCTBUU c
HOMEHKJIATYpOU Je
OpraHu3aIuy;
Baaners: -
TEPMHUHOJIOTUEH B
chepe 1OV,
MIPUMCHSIT
TpeboBaHUs K
0(hopMIICHHIO
PEKBU3HUTOB
JOKYMEHTOB  TIpH
pa3zpaboTke
MIPOEKTOB
OpraHu3alMOHHO -
paciopsaUTENbHBIX
JIOKYMEHTOB.
TEXHUYECKUMU
nprueMaMu
3aMoJIHEHUS
bopmymsipa -
oOpasima
JIOKYMEHTA;

- HaBBIKAMU
perucTpamnuu
JIOKYMEHTOB;

MNOBBINIEHHbI
"

3HaThb:

- napaMeTpsl
aHanm3a
JTOKYMEHTOTIOTOKOB
B OpraHU3aIluy;




(monoxkeHwus,
MHCTPYKLUN);
CocraBisTh
pacropsuTen
BHBIC
JIOKYMEHTHI,
U3/IaBacMbIC B
YCIIOBHSIX
€IMHOJTMYIHOT
0 u
KOJIJIETUAITEHO
ro TMPUHATHS
pelIeHus
(mpuka3ssl,
pacropsKeHH
s, peleHus);
CocTaBiiarb
nHpopmanno
HHO-
CIIPaBOYHBIC
JIOKYMEHTHI,
Kiaccuduimp
OBaTh
CITYyEOHYIO
JOKyMEHTAI1
10 B
COOTBETCTBUU
c
HOMEHKJIATYp
ol nen
OpraHu3aiuy;
[IpumeHsTH
TpeOOBaHUS K
0(OpPMIICHHUIO
PEKBU3HUTOB
JOKYMEHTOB
npu
pa3paboTKe
MPOEKTOB
OpraHu3aIuoH
HO -
pacropsaAuTen
BHBIX
JOKYMEHTOB.
CocraBisth
JIOKaJIbHBIE
HOPMATUBHBIC

COCTaBJIATh
JIOKaJIbHBIE
HOPMATUBHBIC AKTHI
o ciyx6e J10Y;
Ymers:

- COCTaBJIATh
OpraHn3alMOHHO-
MIPaBOBBIC
JIOKYMEHTBI
(monosxeHwus,
MHCTPYKIUN);
COCTaBJIATh
JIOKaJIbHBIE
HOPMATUBHBIC AKTHI
o ciyx6e J10Y;

- OpraHu30BaTh
JIBUKCHHEC
JIOKYyMEHTOB BHYTPH
OpraHu3aIny;

- KOHTPOJHMPOBATh
WCTIOJTHEHUE
JIOKYMEHTOB.
Baaners:

- npueMaMu
MCII0JIb30BaHUS
YHU(DUIIUPOBAHHBIX
dbopm TUTSt
COCTaBIICHUS
OpraHu3aIMOHHO-
pacnopsaUTENbHBIX
JIOKYMEHTOB;

- METOJIaMHU aHaIH3a
JOKYMEHTOTIOTOKOB
B OpraHU3alluy;

- HOpMaTUBaMU
OopraHu3anuu
pabouunx MecCT
cnyx6er  J1IOY; -
TEXHUYECKUMU
nprUeMaMHu
MIEPBUYHON
06paboTku
BXOJISAIINX
JIOKYMEHTOB; -
nprueMaMu
006paboTku
WCTIOJTHEHHBIX U




aKThI 0
cyx6e J1I0Y;
OpranuzoBatb
JIBUKEHUE
JIOKYMEHTOB
BHYTpHU
OpraHu3aluy;
Kontponupos
aTh
UCIIOJIHEHUE
JOKYMEHTOB
Baaners:
TEPMUHOJIOTH
el B cdepe
HOY;
[Tpnemamu
HCIIOJIb30BAHU
S
YHUQHUIIPOBA
HHBIX  (opm
JUTS
COCTaBJICHUS
OpraHu3aIuoH
HO-
pacnopsiauTen
BHBIX
JIOKYMEHTOB;
Metonmamu
aHaiau3a
JIOKYMEHTOTIO
TOKOB B
OpraHu3alui;
Texnuueckum
U [pUueMaMu
3ar0JIHEHUS
dbopmynsapa -
obOpasna
JIOKYMEHTA.
Hopmarusamu
OpraHu3alun
pabouux mect
CITYKOBI
HOY;
Texauueckum
U [pueMamu
NIEPBUYHOMN
00paboTku




BXO/ISIIIINX
JIOKYMEHTOB;
Haspikamu
perucTpanuu
JIOKYMEHTOB;
[Tpuemamu
00paboTku
WCITOJTHEHHBIX
u
OTIPABJISIEMBI
X
JIOKYMEHTOB.

4.5. @oHa OUEHOYHBIX CPEACTB /Jsi NPOBEAEHUS TMPOMEKYTOYHOI
arrecTalny O0Yy4aKIMXCS MO0 TUCUUIIMHE (MOIYJIIO0).

Ilacmopt ¢QoHAA OIEHOYHBIX CPeIACTB MO AUCHUIJINHE (MOAYJII0) s

NMPOMEKYTOUHOT0 KOHTPOJISI YCIIeBAeMOCTH

Ne i/t | KonTponupyembie pazaensl | Kon HanmenoBanue
JUCLUTIINHBI (pe3ynbTaThl 10 | KOHTPOJIUPYEMOM OLIEHOYHOI'O
pasnuenam) KOMIIETCHINH (W € | CpeicTBa

YaCcTH)

1 Hens u 3amaun JIOY. TpeboBanus k | YK-1 dK3aMeH
0(pOpMIIEHHUIO YIPaBIEHYECKUX
JOKYMEHTOB.

2 CucrteMbl TOKYMEHTAIUU VK-1 SK3aMeEH

3 Opranu3anus J10KyMeHTO000poTa YK-1 AK3aMEH

4.6. KOMIUIEKT OLHEHOYHBIX CPEJCTB JIJISI IPOMEXYTOYHOM
ATTECTALIMM (3k3amen)

Ne ConeprkaHue OIIEHOYHOTO CPEICTBA Hnnekc
OLIEHUBAEMOU
KOMIIETEHIIUA H
WHJUKATOPBl €€

JOCTHKEHUS

l. Henn w 3amaud  JAOKYMEHTAllMOHHOTO  oOecredeHus | - VK-1
ynpasnenus (JJOVY) B opranuzanuu NYK-1.1.

2. Cucrema opraHu3alMOHHO-TIPAaBOBOW JOKYMEHTAIUU - VK-1
NVYK-1.1.

3. Cucrema pacnopsiIuTeNbHON TOKyMEHTauU VK-1

NVYK-1.1.




4. Cuctema nHGOPMALMOHHO-CIIPABOYHOM TOKYMEHTAIIUU - VK-1
NVYK-1.2.

3. [TonsTHS TOKYMEHTOO00OPOTA U JOKYMEHTOIIOTOKA - VK-1
NVYK-1.1.

6. [TapameTpsl aHanM3a TOKYMEHTONIOTOKOB B OpraHu3aluu - YK-1
NVYK-1.2.

7. PazpaboTka IIPOEKTOB OpPraHU3alMOHHO-IIPABOBBIX | - VK-1
JOKYMEHTOB (T10JI0KEHUSI, UHCTPYKIUH) NVYK-1.5.

8. Pa3paboTka mNpOEKTOB pacHOPAAUTENbHBIX JIOKYMEHTOB, | - VK-1
U3/[aBaEMbIX B YCJIOBHAX €IMHOJIMYHOTrO npuHsTus pemenus | MYK-1.4.
(TmpuKa3bl, pacropsKEHUs)

9. Pa3paboTka TPOEKTOB pacoOpSAUTENbHBIX JOKYMEHTOB, | - YK-1
U3/IaBaEMbIX B  YCJIOBHAX KoJulermanpHoro npunstus | MYK-1.4.
peuieHus (peeHus)

10. Pa3paboTtka  mpoekToB MH(OPMAIIMOHHO-CIPABOYHBIX | - YK-1
JTOKYMEHTOB NYK-1.2.

1. Knaccudukanus cinyxe0HO# TOKyMEHTalluu B COOTBETCTBUH | - YK-1
C HOMEHKJIATypOU JIeJT OpraHu3aluu NVYK-1.3.

12. brnanku u TpeGoBaHUS K HUM - YK-1

NVYK-1.2.

13. Crpykrypa nokymenTta. @opmyssap-o0paser JT0KyMeHTa - YK-1

NVYK-1.1.

14. TpeboBanus k opopmirenuro nokymentos mo 'OCT P 7.0.97- | - YK-1
2016: pexkBu3uTHI 1-3 NVYK-1.5.

15. TpeboBanus k opopmirenuro nokymentos mo 'OCT P 7.0.97- | - YK-1
2016: pexkBusuthl 4-10 NVYK-1.5.

16. TpeboBanus k opopmienuto nfokymentos mo 'OCT P 7.0.97- | - YK-1
2016: pexBuzutsl 11-15 NVYK-1.5.

17. TpeboBanus k opopmienuto nfokymentos mo 'OCT P 7.0.97- | - YK-1
2016: pexBuzuthbl 16-19 NYK-1.5.

18. TpeboBanus k opopmienuto nfokymentos o 'OCT P 7.0.97- | - YK-1
2016: pexBusuts! 20-22 NVYK-1.5.

19. TpeboBanus k opopmienuto fokymentos mo 'OCT P 7.0.97- | - YK-1
2016: pexBusuTsl 23-25 NVYK-1.5.

20. TpeboBanus k opopmiienuto fokymentos no 'OCT P 7.0.97- | - VK-1
2016: pexBu3uTh 26-30 NYK-1.5.

21. Henp, 3agaun u pyHkuuu cnyxosl JJOY - VK-1

NVYK-1.2.




22. JlokasibHbIE HOPMATUBHBIE aKThI O ciayx0e JI0Y - VK-1
NYK-1.3.

23. Opranuzanus pabounx mect ciayxos1 JJOY - VK-1
NYK-1.5.

24. Opranuzanusg oOpaOOTKM M JBMKEHHS JIOKYMEHTOB B | - VK-1
OpraHu3aIun NYK-1.5.

25. O0paboTKa UCIIOIHEHHBIX U OTIPABJIIEMbIX JOKYMEHTOB - VK-1
NYK-1.4.

26. KoHTposb ucnonHenns JOKyMeHTOB - VK-1
NYK-1.5.

4.7. IOKA3ATEJIM U KPUTEPUM OIIEHUBAHUSI KOMIIETEHIIUHA
(IIkajbl OlleHUBAHMS)

B ocHOBe olleHHBaHMS JIEXKAT KPUTEPUM MOPOTOBOTO M MOBBIIMIEHHOTO YpPOBHS
XapaKTEPUCTUK KOMIETEHIIMM WM UX COCTABJISIONIMX YacTeH, (GOpMUPYEMBIX Ha
y4eOHBIX 3aHSITHUSAX MO JAHHOW AUCITUTIIMHE.

«OTJIUYHO» — OLEHKA COOTBETCTBYET IOBBIIICHHOMY YPOBHIO M BBICTaBIIAETCS
oOy4aromemycs, eclii OH IIyOOKO U MPOYHO YCBOWJI MPOTpaMMHBIA Marepua,
MCYEPMBIBAIOIIE, MOCIEI0BATEIBHO, YETKO U JIOTUYECKH CTPOMHO €ro M3Jaraer,
yYMEET TECHO YBSI3bIBATH TEOPUIO C IPAKTUKON, CBOOOTHO CIPABIIAETCS C 3aJa4aMH,
BOIIPOCAMH U APYTMMHU BHIAMU NPUMEHEHUS 3HAHUU, IPUYEM HE 3aTPYIHSETCS C
OTBETOM TpU BUIOM3MEHEHUU 3aJaHUM, UCIIOJIB3YET B OTBETE MaTepHual
MOHOTPAQUUECKON JIUTEpaTyphl, TPABWIHLHO OOOCHOBBIBAET MPUHSITOE PEIICHHE,
BJIAJEET PA3HOCTOPOHHUMHU HABBIKAMH M IPHUEMAMH BBINOJHEHHS MPAKTUUYECKUX
3a/ad.

«XOPOILLIO» - OLIEHKAa COOTBETCTBYET IOBBIIIEHHOMY YpPOBHIO U BBICTaBISAETCS
oOydaromemycs, €clii OH TBEPAO 3HAET MaTepuai, rPaMOTHO U IO CYIIECTBY
W3J1araeT €ro, He JOIyCKasl CYIIECTBEHHBIX HETOYHOCTEW B OTBETE HA BOIPOC WIIU
BBIIIOJIHEHUU 3aJaHHM, NPABWIBHO IPUMEHSET TECOPETUYECKHUE IOJOKEHUS IPHU
pEeUIeHNH IPAKTUYECKUX BOIIPOCOB U 3aj1ay, BJIaJIe€T HEOOXOAMMBIMU HABBIKAMU U
MIPUEMAMH UX BBITIOJIHEHHS.

«YJIOBJIIETBOPUTEIIBHO» - OLEHKAa COOTBETCTBYET MOPOrOBOMY YPOBHIO U
BBICTABIISIETCS. O0y4YalolIeMycsl, €CJIM OH HMMEET 3HAHUS TOJIbKO OCHOBHOTO
Marepuana, HO HE YCBOWJI €ro JeTaliei, JONMYyCKAET HETOYHOCTH, NEMOHCTPUPYET
HEJIOCTATOYHO  TMpaBUJbHBIE  (OPMYITHPOBKH,  HAPYIICHHUS  JIOTHYECKOM
MOCJICIOBATENILHOCTH B HW3JIOKEHUM MPOrPaMMHOTO MaTepuasa, HWCHBITHIBACT
3aTPyAHEHUS MPU BBIMOJHEHUH MPAKTUUECKUX paloT.

«HE YJOBJIETBOPUTEIBHO» - OLEHKA BBICTABISAETCS OOy4YarOLIEMYCs, KOTOPBIM He
JIOCTUTAET MOPOrOBOT0 YPOBHS, IEMOHCTPUPYET HEIOHUMAaHKE MPOOIEMBI, HE 3HAET
3HAYUTEIBHOM 4YacTH MNPOrpaMMHOTO Marepuana, IOIYCKaeT CYUIECTBEHHbIC
OIHUOKHU, HEYBEPEHHO, C OOJIBIIMMU 3aTPYJAHEHUSMH BBIMOJIHSIET MPAKTUYECKUE
paboTHLI.



5. CAMOCTOATEJIBHAA PABOTA CTYIEHTA

S.1.

Buanr CPC

Ne
pasznen
a

HaumenoBanue paszena
y4eOHOU TUCIIUILTAHBI

Buner CPC

1

Hemp wu 3amaum JIOV.
TpeboBanust Kk 0(hOpMIICHUIO
YIIPaBJICHYCCKUX
JIOKYMEHTOB.

- V3yueHne u KOHCIIEKTHPOBAHUE JTUTEPATYPHI 11O
muctuminbe (1u. x 8) - Padora ¢ 'OCT P 7.0.8-
2013, P 7.0.97-2016;

- Pabora co cnpaBoyHBIMHM MaTepualaMu -
[ToaroroBka k cemunapy «Cmyx6a IOV »:

MOMCK MH(POPMAIUH 110 BOIPOCAM CEMHUHapa

- orbop W aHanu3 MHGQOPMALMU IO BOMPOCAM
CeMHHapa

— KOHCTIEKTHPOBAaHHUE, COCTABIIEHHE TE3HCOB IO
BOIIPOCaM CeMUHapa

- TOATOTOBKA TE3WCOB 1O OCHOBHBIM BOTIPOCAM
CeMHHapa

Cucremsl JAOKYMCHTaIlUU

- M3ydyeHre U KOHCIIEKTHPOBAHKE JIATEPATYPHI 110
nmucruruHe (14. x 8)

- Pabota ¢ 'OCT P 7.0.97-2016 (1u. x 6)

- PaboTa co cipaBoYHBIMHM MaTepHalaMu

- PaboTa ¢ 3neKTpOHHBIMH pecypcamu 00pa3IioB
JIEJIONPOU3BOJICTBEHHO N JNOKYMEHTAIUH B
WNutepuere (14. x 7)

- TloaroroBka  NOHCHLMEHHOIO
CaMOCTOSITEIBHOMY  3aJJaHHIO0
pacopsSAUTEIbHBIX TOKYMEHTOBY:
MOMCK UH(POPMAIUH JIIsI BHITIOJIHEHUS 3aJaHUs
-U3y4eHHe U aHaJIu3 HaileHHo# nndopmanmuu
-COCTaBJICHHE JTOKJIATHOM 3alUCKH

- COCTaBJICHHME IMPOEKTa IMpHKa3a MO0 OCHOBHOU
JeSITENIbHOCTH

- ohopmIteHHE TPOEKTA PACTIOPSHKEHUS
-o(popMIIeHHE TUCHMEHHOTO OTUYETA 110 33aJaHHI0

or4yera 1O
«CocraBienue

Opranuzanust
JOKyMEHTO00OopoTa

- M3yueHne U KOHCIICKTHPOBAHUE JIUTEPATYPHI 110
muctumivae (149. x 8)

- Pabota ¢ 'OCT P 7.0.8-2013

- PaboTa co cipaBOYHBIMHU MaTepHalaMu

- PaboTa c 27eKTpOHHBIMU pecypcaMu 00paslioB
JEIOTIPOU3BOICTBEHHO M JTOKYMEHTAINH B
Hutepuere - [loaroroBka k cemunapy «KoHtpoib
UCTIOJTHEHUS IOKYMEHTOBY:

- IOMCK WH(OPMAIIUK TIO BOIIPOCAM CEMHHApa

- otbop W aHanmu3 MHGOPMALMK TIO BOIPOCAM
CeMHUHapa - KOHCIEKTHPOBAHHE, COCTaBJICHHE
TE3HMCOB TI0 BOMIPOCaM CEMHUHApa




- HOATOTOBKA TE3UCOB 10 OCHOBHLIM BOIIpOCAaM.

5.2. IlepeueHb yueOHO-MeTOAMYECKOT0 OOecredeHHsl I CAMOCTOATEIbHOI
padoThI 00yYaOLIUXCS 10 AMCHMILIHHE.

CamocrosiTenbHas padboTa, HapALy € JIEKUUSMH W NPAKTHUYECKUMH 3aHSATUAMH,
ABJIAETCS HEOTHEMJIEMOM YacTbhi0 HM3yueHHUs Kypca «JlOKyMEHTAallMOHHOE
oOecrieueHue ympasiaeHusi». llpuctynas K HM3y4EHUIO JUCUUIUIMHBI, CTYJEHTHI
JOJKHBI O3HAKOMHTBCSI C Y4YEOHOW MpOrpamMMoil, CHHCKOM pPEKOMEHIOBaHHOU
JUTEPATypPbl, MOIYYUTh B OMOJIMOTEKE PEKOMEHJIOBaHHbIE YYEOHUKH U Y4eOHO-
METOIMYECKHE MOCOOMs, 3aBECTH TETpaau sl KOHCHEKTUPOBAHUS JIEKUUU H
3amucei mo Kypcy.

B xone camocTosiTennbHOM paboThl HEOOXOUMO M3YYUTh OCHOBHYIO JIUTEPATYPY U
O3HAKOMUTBHCSA C JOTOJHUTENIbHON JIUTepaTypoil mo Kypcy. boibloe 3HaueHue
UMEET CaMOCTOSITEIbHOE U3yueHUe cpaBo4YHbIX MaTepuanos, ['OCT P 7.0.8-2013
u 'OCT P 7.0.97-2016, a Takxke pabora ¢ oOpa3naMu AEIONPOU3BOJICTBEHHOMN
JOKYMEHTAIIMM, WMEIOIMMUCA B PEKOMEHJIOBAaHHBIX IO KypCY OTKPBITBIX
ANIEKTPOHHBIX PECYpCaXx.

[Ipu noxaroroBke Kk mnpakTuyeckuM 3aHATUsAM «Cnyx0a JOY» u «Kontposb
UCIIOJIHEHUSI JOKYMEHTOB» HEOOXOIMMO HamucaTh TE€3UCHI JJIA BBICTYIUJICHUU TIO
BCEM Y4YEOHBIM BOMPOCaM, BHIHOCUMBIM Ha ceMHUHapbl. ['0TOBSCH K JOKIATy WIH
COOOIIEHUI0, O0palaThCsl MPU HEOOXOAMMOCTH 32 METOJUYECKON IMOMOIIBIO K
[IPENoaBaTeNIo.

3HaYUTENBHYI0 YacTh BPEMEHU Ha CaMOCTOSITENIbHYIO paboTy MO KypCy Cilenyer
IIOCBSATUTh  BBIIOJHEHHIO  CaMOCTOATENBbHOrO  3amanus  «CocTaBieHHe
pacrnopsiAUTENbHBIX JOKYMEHTOBY». OOpaTUTh BHUMaHHE Ha COOJIIOJIEHUE TaKHX
TpeOOBaHUN K COAEPNKAHUIO PACHOPSAUTENbHBIX JOKYMEHTOB, KaK TOYHOCTD,
JOCTOBEPHOCTh ~ OTPaXXEHHsI  MpPOOJEMBl,  IOpUAMYECKas  Oe3ynpedyHOCTb,
IPaMOTHOCTb W JIOTMYHOCTb M3JI0KEHHs, MAaKCHUMaJlbHas KpPaTKOCThb IIpH
COXPAHEHUH MOJHOTHI COIEPKAHMS, ICHOCTh APIYMEHTALIHH.

O6ecnieunTh COOTBETCTBHE MMPU OMOPMIICHHH JOKYMEHTOB BCEM TpeOOBaHUAM
I'OCT P 7.0.97-2016. Ilpu noarotoBke K 3K3aMEHy MOBTOPATH MPONMJIECHHBIN
MaTepual B CTPOIOM COOTBETCTBHMU C Y4eOHOM MpOrpaMMoil, MNpUMEpPHBIM
IIEpeYHEM Y4EOHBIX BOIIPOCOB, BBIHOCSIIMXCS HAa 3K3aMEH M COAEpKALIUXCSA B
NaHHOW mnporpamme. lcnonp30BaTh KOHCHEKTHI JIEKUUMWA W JUTEpaTypy,
PEKOMEHJIOBaHHYI0 mpenojaBatesneM. OOpatuTh 0cob00€ BHUMAHUE Ha TEMBbI
y4€OHBIX 3aHATHH, NPONYILIEHHBIX CTYAEHTOM @O pa3HbIM mpuuuHam. [Ipu
HEOOXOAMMOCTH OOpaTUThCA 3a KOHCYJIbTAllMEH W METOJUYECKOW MOMOUIBI0 K
IIPENOIaBATEIO.

B npouiecc 0CBOEHMS TUCUMILIMHBI BBIIEISAIOT ABA BUAA CAMOCTOSTEIbHOU PadOTHI:
- ayAUTOpHAs; - BHEAYIUTOPHAs.

AynuTopHas caMOCTOsITENIbHAs padoTa MO JUCIUILIMHE BHITOIHIETCS HA y4eOHBIX
3aHATHSX T0J HENOCPEACTBEHHBIM PYKOBOJCTBOM NpENoOJaBareiss U IO €ro
3a/1aHHUIO.

BHeaynuTopHas caMocToATeNbHas padoTa BBINOIHIETCS CTYACHTOM IO 3aJaHHIO
npernojasarens, HO 0e3 ero HemnocpeAcTBeHHoro ywactus. ConepxaHue



BHEAYJIUTOPHON CaMOCTOATENbHOW pabOThl OMpeAensieTcss B COOTBETCTBUU C
PEKOMEHJyeMbIMU BHJAMU 33JlaHUl COTJacHO paboyell mnporpaMMme ydyeOHOU
JUCUUIUIMHBL. Bupamu 3amaHuil AJi1 BHEAyIUTOPHOW CaMOCTOSATEIbHOM pabOThI
SIBJISIIOTCSI: J1JISl OBJIQJICHUS] 3HAHUSIMU: YTE€HUE TEeKCTa (YueOHUKa, JOTMOJTHUTEIbHON
JUTEpaTyphl), COCTABICHUE MJIaHA TEKCTA, KOHCIIEKTUPOBAHUE TEKCTA, BHIMUCKU U3
TEKCTa, Y4YeOHO-UCCIeAoBaTeNbCcKkas padoTa, HUCIONb30BAaHUE  ayAuo- U
BHUJICO3aMUCEH, KOMIIBIOTEPHOU TEXHUKU UM MHTepHETa W Ip. U 3aKPEIUICHUS U
CUCTEMaTH3allui 3HAHUW: paboTa C KOHCHEKTOM JICKIIUHM, 00pabOoTKa TEKCTa,
MOBTOpHas padoTa HaJl y4eOHBIM MaTepHUasioM, (COCTABICHHUE IJIaHa, COCTABICHHE
TaOJIULl JUIsl CUCTeMaTH3aluu ydyeOHOro Marepualia, OTBET Ha KOHTPOJIbHBIE
BOMPOCHI, 3aloJIHEHHE paldoueil TeTpaau, aHaluTU4Yeckas oO0paboTKa TeKCTa),
NOJIFOTOBKA COOOIICHHI/IOKIA0B K BBICTYIUIGHHIO HAa CeMUHape, U Ap. Ui
dbopMupoBaHus YMEHU: BBITIOJIHEHUE TPAKTUUECKUX 3aJaHUH U T.JI.
CamocTosTenbHasi paboTa MOXKET OCYIIECTBISATHCS UHAUBUIYATBHO WIHM TPYIIIAMU
CTyICHTOB B 3aBUCHMOCTH OT IIeJd, O0O0beMa, KOHKPETHOM TEMaTHUKH
CaMOCTOSITEJIbHOM pabOThl, YpPOBHSI CJOXXHOCTHU, YPOBHS YMEHHUM CTYJCHTOB.
KoHTponbs pe3yabTaToB BHEAYIUTOPHOM CaMOCTOSATENBHOW pabOThI CTYJIEHTOB
MOXET OCYIIECTBISITECA B TIpeAeiaX BPEMEHU, OTBEICHHOTO Ha 00s3aTelIbHBbIC
y4eOHbIe 3aHATHS 10 JUCIUIUIMHE M BHEAYAUTOPHYIO CAMOCTOSITEIIBHYIO PaboTy
CTYJICHTOB M0 JHUCIHUIUIMHE, MOXET MPOXOJUTh B THUCHbMEHHOW, YCTHOW WIIH
cMmenaHHoi ¢opme. s onTUMHU3alUMKM OpPraHW3allMd W TIOBBIIEHUS KadyecTBa
oOydeHHs] MO JUCUUIUIMHE «JloKyMEeHTalmoHHOe oO0ecreyeHne YIpaBIeHUs»
CTyIEHTaM PEKOMEHJYETCS PYKOBOJCTBOBATHCS CIEAYIOIUMH METOANYECKUMHU
pPEKOMEHIAIUSIMU, UMEIOIIUMHUCS HAa O(DUIIMATIEHOM caiiTe:

1. Maprumuna H.B. DnekTpoHHbIii 00pa3oBaTenbHbIi pecype «CaMocTosTeNbHAs
paboTa CTYACHTOB»: CBHUACTEIBCTBO O peructpamuu pecypca Ne 20418 /
Maprummna H.B., Epemkuna O.B.; Psa3. roc. yu-T um. C.A. Ecenuna. — [lara
peructparuu 21.10.2014. — O6sem 196 M6 (200704 KO6).

2. CrpaxoB B.B. ®opmbl opranuzanmu yaeOHOro mpoiiecca B By3e [DIeKTPOHHBIN
pecypc]: MeTo. pekoMeHaaIuu Ui Moo, ipenoaasareneii / B.B. Ctpaxos, E.H.
I'opoxosa, T.B. Kpemenenkas; Ps3. roc. yu-T um. C.A. Ecenuna. — Ps3ans, 2012, —
URL:
http://www.rsu.edu.ru/wordpress/wpcontent/uploads/2015/04/formy_organizacii_u
chebnogo processa.pdf/

6. YUYEBHO-METOANYECKOE n NHO®OPMALIMOHHOE
OBECNEYEHUE YYEBHOW JUCLUIIJIMHBI

6.1. OcHoBHas JUTEpaTypa

1. I'punbepr A.C., I'op6aue H.H., Myxamermmna O.A. JlokyMeHTallMOHHOE
obecricueHUe ympaBieHUs [DIeKTpOHHBINA pecypc]: yueonuk. - M. : FOnutn/lana,
2015.-391 c.

2. Poroxxun  M.FO.  JlokyMeHTallMOHHOE€  OOECIEUEeHHE  YIpaBICHUS
[DNeKTpOHHBIN pecypc]: mpakTuueckoe nocodue . - M. ; bepnun : lupekr-Menua,
2014. - 398 c.

6.2. JlonmosHMTeNbHAs JIUTEPATYPA


http://www.rsu.edu.ru/wordpress/wpcontent/uploads/2015/04/formy_organizacii_uchebnogo_processa.pdf/
http://www.rsu.edu.ru/wordpress/wpcontent/uploads/2015/04/formy_organizacii_uchebnogo_processa.pdf/

1. Hemun HO.M. J[lenonpousBoAcTBO. JIOKYMEHTAlMOHHBI MEHEKMEHT
[DnexTpoHHbIii pecypc]. - M., bepnun: lupexkrMenua, 2014. - 205 ¢

2. [IyBanosa H.H. OcHoBBI Aen0npou3BoIcTBA. SI3bIK CITyKEOHOTO JOKYMEHTA
Tekct]: yueOHUK U npakTukyM. - Mocksa: FOpaiit, 2015. 375 c.

3. Poroxxun M.FO. [lenoBble JOKyMEHTHI B TpuUMepax U oOpasiax
OnekTpoHHbIN pecypc]. - M., bepiun: upekr-Menua, 2014. — 496 c.

4. Kypnan «CoBpeMEHHbBIE TE€XHOJIOTUHU JETONPOU3BOJICTBA u

JOKYMEHTO000pOTa»

5. Kypnan «/lenonpon3BoaCTBO U JOKYMEHTOOOOPOT Ha PEINPUATUN

8.3. ba3bl 1aHHBIX, HHPOPMAIHOHHO-CIIPABOYHbIE U MOUCKOBbIE CHCTEMBbI:

1. BOOK.ru [DnekTpoHHBIH pecypc]| : ayekTpoHHass Oubiamoreka. — Jloctym k
MOJIHBIM TEKCTaM 10 TapoJito. — Pexxum noctyna: http://www.book.ru

2. Znanium.com [DJEKTPOHHBIN pecypc] : AneKkTpoHHas 6ubimnoreka. — JlocTym K
MOJIHBIM TEKCTaM 10 TapoJiiro. — PexxuMm noctymna: http://znanium.com

8.4. Ilepeuenn pecypcoB HHGPOPMAIHMOHHO-TEJEKOMMYHUKALNMOHHON CeTH
«AuTepHer» (manee — cerb «UHTEpHET»), HEOOXOAMMBIX /JIA OCBOEHMS
AUCHUIINHBI (MOXYJIS):

1. eLIBRARY.RU [DnexTpoHHBIN pecypc] : HaydHas dJeKTpOHHAs OMOIMoTeKa. —
Pexxum mocrtyna: http://elibrary.ru/defaultx.asp, cBOOO HBI.

2. Kubepnenunka [7IeKTpOHHBIN pecypc| : HaydHas dJIEKTPOHHAsI OMOiIHoTeKa. —
Pexxum nocrtyna: https://cyberleninka.ru/, cBo601HBIH .

3. TOCT P 7.0.97-2016. Opranu3allMOHHO-pAacHIOpsIAUTEIbHAS JIOKYMEHTALIUS.
TpebGoBanusi K OQOpMIICHHIO IOKYMEHTOB [DNEKTpOHHBIH pecypc]. - Pexum
noctyma: http://ppt.ru/newstext.phtml?1d=8194684, cBo6oaHbBII

4. TOCT P 7.0.8-2013 CUBU/I. /Ienonpou3BOACTBO U apXUBHOE A€N0. TEpMUHBI U
OIPEACIICHUS [DNeKTpOHHBIN pecypcl]. - Pexum JloCTyna;:
http://docs.cntd.ru/document/1200108447, cBoGoHBI# (

5. DOumukionenus ACNONPOU3BOJCTBA [DiexkTpoHHbii pecype] / lLlentp
KOMITETEHIIUA TIO0 BOMPOCaM JTOKYMEHTAI[MOHHOTO OOeCIeUeHUsl YIpaBICHUS H
apxuBHOro jema. - Pexumm goctyma: http://www.edou.ru/enc/vvedenie.php,
CBOOOTHBII

6. Delo-ved.ru. Bce o memompousBoicTBe [DNeKTpoHHBIA pecypc]. - Pexum
noctyma: http://delo-ved.ru, cBoOo1HBII

7. OOpa31pl U 1M1a0JI0HBI JOKYMEHTOB [ DJIEKTPOHHBIN pecypc]. - Pexum nocrtyna:
http://working-papers.ru, CBOOOTHBIIA.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE YYEBFHOMH
JANCOUIIJINHBI

9.1. TpeboBanus K ayguTOpusiM (IOMEMICHUAM, MECTaM) JIJIsI POBEICHUSI 3aHATHIA:
JEKIIMOHHBIE ayJUTOPUHU, OCHAIIECHHBIE BHJICONPOCKIIMOHHBIM OO0OPY/IOBAHUEM,
CpeACTBAMU 3BYKOBOCIPOM3BEACHUSI U JKPAHOM, OOOpYJOBaHHBIE Y4YEOHOI
MeOenbplo; OMbIMoTeKa, UMEroIas yueOHble MecTa JiJIsi CTYJIEHTOB, OCHAILICHHbBIC


http://www.book.ru/

KOMIIBIOTEPHOM TEXHUKOM C JOCTynoM K Oa3amM JaHHBIX U cetu HHTepHerT;
KOMIIBIOTEPHBIN KJ1aCC, MYJbTUMEIUNHBIN KYpPC JIEKLIHAN.

9.2. TpeGoBanus k 000pyI0BaHUIO pa0OYUX MECT MPENOJaBaTENs U 00 YyUaIOIUXCS
BuneonpoekTop, HOyTOYK, IEPEHOCHOM 3KpaH. B KOMIBIOTEPHOM KJ1acce JTOJKHBI
ObITh ycTaHoBIEHbI cpeactBa MS Office unu ananoruusnsie.

8. METOANYECKHE VYKA3ZAHUA /I OBYYAIOIIUXCA 110

OCBOEHMIO JUCHUNJIUHBI.

By yueOHbBIX 3aHATHIA

OpraHmaumI ACATCIIBHOCTU CTYJACHTA

Jlexius

Hanucanne koHcCmekTa JEKIUA: KpaTKo,
CXEMaTU4HO, MOCJIEZI0BATEIBHO
¢ukcupoBaTb  OCHOBHBIE  IOJIO’KEHUS,
BBIBOJIbI,  (POPMYIHMPOBKH, 000OIIEHNUS;
OMeuYaThb BaXXHbIE MBICIH, BBIICIATH
KJIIOYeBbIe clloBa, TepMuHbL. KoHcnekr
JEKIUU JIy4dllle MOAPA3JeNiaTh Ha IyHKTHI,
naparpadsi, coOyromasi KpPacHYK CTPOKY.
[TpuHuMnuaneHble MeECTa, ONpPEEIICHNUS,
(bopMyIIBI U Ipyroe ciaenyeT COMpOBOXKIaTh
3aMEUaHUSIMU «BAXKHO», «0CO00 BaKHOY,
«XOPOILIO 3aIIOMHUTHY U T.1. MOKHO JieNiaTh
3TO U C TIOMOIIBIO PA3HOIBETHBIX MAPKEPOB
wii  pydek. OOO03HAUUTH  BOMIPOCHI,
TEPMHHBI, MaTepuall, KOTOPbIH BbHI3bIBACT
TPYAHOCTH, IOMETUTH U MOMBITATHCS HANTH
OTBET B peKOMEHIyeMoi nutepatype. Ecnu
CaMOCTOSITENILHO HE yJaeTcsi pa3oOparbcs B
MaTepuaie, Heo0XoauMO CPOpPMYIUPOBATH
BOIPOC U 3aJaThb MPENoAaBaTeNio Ha
KOHCYJIbTAIlMH, Ha IPAKTUYECKOM 3aHSATHUH.

HpaKTI/I‘IeCKI/Ie 3aHATUA

[logroToBka K KaxXIOMYy HPAKTUYECKOMY
3aHATHIO TOJDKHA HA4aThCs ¢ 03HAKOMJICHHS
C IUIAHOM CEMHUHAPCKOTO 3aHATHS, KOTOPBIi
OTpaXkaeT CoOJIEpKaHUE MPEUIOKEHHOM
TeMbl. THiaTenbHOE NPOAYMBIBAHHE U
W3yYEHHE BOIIPOCOB IUIAHA OCHOBBIBAETCS
HAa TpopabOTKE TEKYIIero Marepuaia
JICKITUH, a 3aTeM U3Y4YeHHUs 00s3aTeTbHON U
JIOTIOJTHUTEIILHOM JIUTEPaATYpPBI,
PEKOMEHJIOBaHHYIO K JaHHOM Tteme. Ha
OCHOBE€ HHJMBUIYAJIBHBIX IPEANIOYTECHHUI
CTYIEHTY MOKHO CaMOCTOSITENILHO BBIOPATh
TeMy JIOKJIa/ia 1Mo mpobdieMe ceMrHapa U o
BO3MOXHOCTM NOATOTOBUTH IO HEMY
MPE3EHTALIHIO. Ecnu MPEYCMOTPEHO




BBIIIOJIHCHUE IIPAKTHUYECKOrO 3aJaHusl, TO
€ro HeoO0XOJWMO BBINIOJHUTh C Y4E€TOM
IPEJUI0KEHHOW HWHCTPYKLUUHU (YCTHO WIH

IUCbMEHHO). IIpu IIOATOTOBKE K
CEMUHApCKUM  3aHATUSAM, HEOO0XOAUMO
00paTuTh ocoboe BHUMaHHUE Ha
CaMOCTOSITEJIbHOE U3y4eHue

PEKOMEH/IOBAaHHOW y4e€OHO-METOAMYECKOM
(a2 Takxke HayyHOM W  TOMYJISPHOMN)
JTUTEPATYPHI. KoncnextupoBanue
HCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKIIHH,
MOJATOTOBKA OTBETOB K KOHTPOJBHBIM
BOIIPOCAM, TMPOCMOTP  PEKOMEHIyeMOM
TUTEpaTyphl, paboTa ¢ TEKCTOM (yKasaTh
TEKCT U3 UICTOYHHUKA U JIP. ), MPOCIIYIINBAHNE
ayano- ¥ BUICO3AMKUCEN N0 3aJJaHHOU TeME

v JIp.

[IpakTnueckue 3aHATHS
pabora)

(mpakTHUyeckas

3anucaTth TEMy M LElb HPAKTUYECKON
paboTHl, 3anKucaTh KOPOTKO MPEITIOKECHHBIC
3aganHud. [lpu BBINOTHEHWM 3aJaHUNA TIO
COCTaBJICHUIO JOKYMEHTOB HCIOJIb30BATh
00pa3Ipl TOKYMEHTOB, CITHCOK PEKBH3UTOB
KOHCTPYKIIMOHHBIE CETKH, JIEKIUIO IO
cootBercTtBytonierd teme u I'OCT P 7.0.97-
2016 «YHUPUIIUPOBAHHBIE  CHUCTEMBI
JTIOKYMEHTAIUH. YuudummpoBannas
cucTremMa OpraHu3alMOHHO-
pacnopsaIuTesIbHON JIOKYMEHTAaIUU
TpeOoBaHUs K 0(DOPMIICHHIO JOKYMEHTOBY.
Odopmienue TOKyMEHTOB MPOU3BOIUTCS B
penakTope Microsoft Word ¢ coGmroaernem
BCEX OTCTYNOB M HHTEpBajoB. Bce
BBLIIOJIHEHHBLIE 3aJaHus JOJDKHBI  OBITh
pacrieyaTanbl n MIPEJCTABIICHBI
MperoIaBaTeto sl IPOBEPKH.

IToaroroBka k 9K3aMCHY

[Ipu moaroToBke K 3K3aMeHY HEOO0XOAUMO
OPUEHTHPOBATHCSI HA KOHCHEKTHI JIEKIMH,
PEKOMEHIYEMYIO  JIMUTEpaTypy H  Jp.
I'oToBsich K 9K3aMEHY, CTYICHT
JUKBUAMPYET UMeoIuecss mpolensl B
3HAHUAX, YIIyOsseT, CUCTeMaTHU3UpyeT U
YIOPSAA0YUBAET CBOU 3HAHUSA

9. IHHEPEYEHD

NHPOPMAIIMOHHbBIX TEXHOJIOT' UM,

NUCHOJIB3YEMBLIX TP OCYHECTBJIEHUHN OBPA3OBATEJIBHOI'O
INPOLHECCA Ho JAAUCIHUIIJIMHE, BKJIIOY A IHHEPEYEHDb




IHPOI'PAMMHOI'O OBECHEYEHUA W HHOOPMALIMOHHBIX
CIHIPABOYHbLIX CUCTEM

1. IlpuMeHeHue cpeAcTB MyJnbTHMeOua B 00pa30BaTEIBHOM IIpoIEcce
(mpe3eHTanuu, BUIEO)

2. IIpoBepka TOMaIIHUX 331aHUI U KOHCYJBTUPOBAHHE ITOCPEACTBOM 3JIEKTPOHHOMN
IIOYTHI.

3. Mcnonp30BaHue ClaiI-Ipe3eHTalui IPY MPOBEACHNUHN JIEKIIMOHHBIX 3aHATHM.

JIns CTyIEHTOB C OTPAHUYEHHBIMH BO3MOXHOCTSIMU 3J0pPOBbSI CO3JaHbI
crenuanbHble YCIOBHS JUIsl TOJIydeHHs oOpa3zoBaHusd. B 1ensx JoCTymHOCTH
NOJIy4eHHUs  BBICIIETO0  OOpa3oBaHUs 1O  oOpa3oBaTelIbHBIM  MpPOrpaMMam
UHBAJIMJAAMH M JIMHAMH C OTPAHMYEHHBIMH  BO3MOXKHOCTSIMU  3J10POBbSI
YHUBEPCUTETOM 00€CTICUnBACTCS

1. AnbrepHaTUBHOM Bepcueil opuuanbHoro caira B cetu «MHTepHeT» 1is
CJ1a00BHUAIINX;

2. [IpucyTcTBHE acCUCTEHTA, OKA3bIBAIOIIETO 00YyYaroneMycsi HEOOXOIUMYIO
NIOMOIIIb;

3./Ins MHBaNMIOB W JUI C OIPAaHUYECHHBIMU BO3MOKHOCTSIMHU 3JI0POBbS MO
CIIlyXy — AyOJUpOBaHUE BCIyX CIPAaBOYHONW MH(POpPMAIMHU O PACIMCAHUU YUEOHBIX
3aHATUHN; oOecrieueHue HaJUIeKaIllMMU 3BYKOBBIMHU CPEACTBAMU BOCIIPOU3BEICHHUS
uHdOopMaInH;

4. Jlns MHBaNWAOB U JIMI C OIPAHMYEHHBIMU BO3MOKHOCTSIMU 310pPOBbBS,
UMEIOIUX HAPYIICHHs OIIOPHO-IABUIATENILHOIO alapara, Co31aHbl MaTepUAIbHO-
TEXHUYECKUE YCIOBHSI OOECHEUMBAIOLIME BO3MOKHOCTh OECHpPENITCTBEHHOTO
J0CTyNa 00y4YaroIuXcsl B yueOHbIE OMEIEHUS, OOBEKTY MUTAHUS, TyaJeTHbIE U
Apyrue IIOMEUICHUS YHHMBEPCHUTETa, a Takke NpeOblBaHUSA B YKa3aHHBIX
NOMEIIECHUAX (HaJu4ue PacIIMpPEHHBIX JABEPHBIX MPOEMOB, NMOPYYHEN U IpPyrux
IPUCTIOCOOJICHU ).



Ipunoxenue 1

JUCT UBSMEHEHHWH (JOMOJTHEHUI)

B pabouyto nporpamMmy o JUCHUILINHE «J|OKyMEHTalMOHHOE 0OecreueHne
yIpaBJIEHUs» N0 HanpaBiieHuIo oArotoBku 39.04.03 — Opranuzanus paboThl €
MOJIOJICKbIO Ha

y4eOHBIN TOJT

IlepeyeHb BHOCMMBIX
Neni/ | DyiemeHT (IMYHKT) P .
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