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Pabouas mporpamMma muctumuHb (Moaysst) JlokyMeHTamMOHHOE 00ecIiedeHus
ynpasienus / coct. AnaxeBa C.C.— Hanpuuk: KBI'Y, 2024,

Pabouas nporpaMMa qUCHUIIIMHBI IPEHA3HAYEHA JJIs IPENOoIaBaHus CTyIEHTaM
O4HOU popMbl 00yUEHHMS IO HampaBeHUIO ToAroToBkH 39.04.03 Opranuzanms
paboOThI ¢ MOJIOJIEKBIO, 3-cemMecTp, 2 Kypc.

Pabouas nporpamMma quCHUIIITMHBL (MOAYJIS1) COCTaBIIEHA € yU4eToM (heepaibHOTO
roCyapCTBEHHOTO 00pa30BaTENBHOTO CTAHIapTa BHICILIETO 00pa30BaHUs MO
HaIpaBJIEHUIO MOATOTOBKU

39.04.03 Opraausanus padoThbl ¢ MOJOIEKLIO

(Ko1 1 HaMMEHOBaHUE HAMPABJICHUS MTOATOTOBKH)

YTBEPYKJIEHHOTO IpriKa3oM MuHMcTepcTBa 00pazoBanusi M Hayku PD ot 5 desparst 2018 .
Ne 82 u «ITonoskenust 0 paboyeit mporpamMme TUCIATUTHBI (MOJTYIIs) TIO 00pa30BaTeIbHBIM
nporpammam Boiciiiero oopazoBanusi B KbI'Y» (Ipukaz Nel64 ot 21.03.2019 ).



CONEPKAHUE
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3. TPEBOBAHMSI K PE3YJIbTATAM OCBOEHUS JUCIHUATIIVHBI

4. COAEP’ KAHHUE U CTPYKTYPA JTUCHUILJINHBI
4.1. Coneprxanue pasiesoB

4.2. CTpyKTypa AUCUUTIIVHBI.

4.3 JlexuuMOHHBIE 3aHATUSA
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5.1.2. Oyenounvle mamepuansl 051 8bINOJIHEHUs pedhepamos
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5.3. OnieHOYHbIE MaTepUaIIbI JIJIsl IPOMEKYTOUYHOM aTTeCTAlUH.

6. METOINYECKHE MATEPHUAUJIbI, OIIPEAEJIAIOIIUE
MNPOLEAYPbI OLHEHUBAHUSA 3HAHUU, YMEHUHU, HABBIKOB M
(MJIN) OIIBITA AEATEJBHOCTHU

7. YAEBHO-METOAUYECKOE OBECIIEYHEHHUE JJUCIHUIIJIMNHBI
7.1. OcHOBHas TUTEpaTypa

7.2. [lonionHUTENbHAS IUTEPATYpA

7.3. UnTepHeT-pecypehl

7.4. Metoauyeckue yKa3aHHs 10 MPOBEACHUIO yUeOHBIX 3aHATHI

8. MATEPHAJIBHO-TEXHUYECKOE OBECIIEYEHUE
T CIUTLIAHBI



1. HEJN OCBOEHUA YYEBHOMH JAACIHHUIIJINHBI
«1OKYMEHTAINOHHOE OBECIIEYEHUME YIIPABJEHUSA»
[lenssMu  ocBoeHMsI  y4eOHOM  JUCUUIUIMHBI  ABISIOTCSA:  (OPMHpPOBAHUE
o01enpo@ecCHoOHANBHBIX U MPOGEeCCUOHATBHBIX KOMIIETEHIIUM B COOTBETCTBHUHU C
tpedoBanusiMu GI'OC BO no nampaBnenuto noarotoBku 39.04.03 Opranuzanust
paboThl ¢ MOJIOJEKBIO; POPMUPOBAHUE KOMIIETCHIIMM KaK KOMIUIEKCOB 3HAHUIA,
YyMEHUW U BIQJEeHUH, B COBOKYIHOCTH oOecneyuBaromux 3(Q¢heKTuBHOE
JOKYMEHTUPOBAHHE U OpraHu3aluio padoThl C JOKYMEHTaMH B IIpolecce
OCYIIECTBJICHUS yIPABICHUECKNX (DYHKIIMI B OpraHU3aIlnu.
3agaun:

-OTPAXXEHHUE YIPABICHYECKOM, MPOU3BOJCTBEHHONM W WHOW JAESATEIbHOCTHU
NPEANPUSATUS B COOTBETCTBYIOIIUX JOKYMEHTAX;

-o0ecreyeHne pParroHAIBHOTO WCIIONh30BAaHUS JIOKYMEHTOB B JIETIOBOM
MPAKTUKE NPEAPUATHUS.

2. MECTO YYEBHOH JUCIHUILJIMHBI B CTPYKTYPE OHOIL
VYyeOHass aucuuniauHa  «JlOKyMEHTAllMOHHOE OOecleueHue  yIpaBJICHUS»
OTHOCHTCSI K IUCLHUIUIMHAM 110 BbIOOpY bioka 1.

3. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUSA JUCHUIIJINHBI
Komnerenuuun oOy4damomerocsi, ¢(opmMupyembie B pe3yjbTaTe OCBOCHUS
AUCHUILINHBI:

YK-1. CnocobeH oCyIecTBIsATh VYK 1.1. - [IpoBoAUT CTPYKTYpHBIi

KPUTUYECKUH aHaAIM3 TPOOIEMHBIX (YHKLIMOHATIBHBIN aHAIN3 POOJIEMHON CUTyalluu
CUTYyalllil Ha OCHOBE CHCTEMHOTO B c(hepe mpodeccuoHATBHON IEeATeTLHOCTH
foaxona, BbIPA0ATHIBATH CTPATEIHIO OCYIIECTBIIAET MOP(POIOTHIECKUIM U T€HETUYECKHIA
JCUCTBUU

aHaJIM3 CUTYAllMU B PaMKaX periaeMoit
npohecCHOHABEHOM MPOOIEMEI.

VYK 1.2. - Onpenensier KpUTEpUH U NOKA3ATEIH IS
OLIGHKU CHTYallud ¥ BO3MOKHBIX BAPUAHTOB €€
pa3BHUTHS TOAOUPAET U OOOCHOBHIBAET BO3MOXKHBIC
CTpaTeruu JeHCTBUN B MPOOIEMHON CUTYallH B
chepe npodeccroHaTbHON ACATEIHHOCTH.

VK 1.3. - CocTaBisier 1iaH peueHus
po¢eCCHOHATBHON MTPOOJIEMBI OIICHUBAECT
3(PEKTUBHOCTH NP TaraeMbIX PEIICHUH C TOUYKH
3peHus MPOTHO3UPYEMOT0 pe3yiIbTara ux
peanusannu

B pezynomame oceoenus yueonoi oucyuniunsl 00y4arouiuiica 001cen



3HaTh:

- Uenu u 3agaun nOKyMeHTaUMOHHOTO obOecrnedenust ynpasienus (JOY) B
OpraHu3allly;

- Cuctembl JOKyMEHTAI[MU: OPraHU3allMOHHO-TIPABOBbIE JOKYMEHTHI;

- PacnopsiautenbHble JOKYMEHTHI;

- MudopmanmoHHOCTIpaBOYHBIE TOKYMEHTHI;

- IlonsiTMa NOKYMEHTOOOOPOTAa W JOKYMEHTOMNOTOKA, IMapaMeTphbl aHalln3a
JIOKyMEHTOIIOTOKOB B OpTraHU3aIliH;

Ymern:

- CocTaBnsTh OpraHU3aAIMOHHO-TIPABOBBIC JTOKYMEHTBI (monosxxenwsl,
UHCTPYKIIUH);

- CocTaBnsiTh pacnopsaWTENIbHBIE JTOKYMEHTBHI, W3JaBaéMble B  YCIOBHSIX
CAMHOIUYHOTO W  KOJUICTHAIBHOTO  TPHUHSATHS  pemieHus  (MpUKasbl,
pacnopsbKEeHUs, pEIICHMS);

- CocTaBnsaTh MH(DOPMAIITMOHHO-CITPABOYHbBIE JOKYMEHTHI;

- KnaccudunmpoBats  ciaykeOHYI0  JOKYMEHTAIlMIO B  COOTBETCTBUU  C
HOMEHKJIATypOH /1eJ1 OpraHu3allny;

Baanern:
- Tepmunonorueit B chepe 10Y;
- Ilpuemamu  Wcnonb30BaHUsl  YHUDUIMPOBAHHBIX (POPM 1JIE  COCTABIICHHUS
OpTaHU3ANMOHHO-PACTIOPSAUTEIBHBIX IOKYMEHTOB;
- MeTonmamMu aHanmm3a JOKYMEHTOTIOTOKOB B OpPTaHU3AITNH;

4.COAEP KAHUME U CTPYKTYPA JUCIHUIIJIMHBI

O06beM TUCIUTUTMHBI
Buapr yaeGHO# paboTh
ABL Y p ouHas ¢opma BCEL'O
00yueHusI
06 B 3aUETHBIX 4
1ast TPYJA0EMKOCTb & THHHIAX
JUCITUTITUHBI
B Hacax 144
AynurtopHas pabora (B yacax): 54 54
Jlexuum (JI) 18 18
[Ipaktueckue 3austus (113) 36 36
CamocTosTenbHas paborta (B yacax): 63 63
[ToaroToBKa K 3K3aMeHy 27 27
dopmMa UTOTOBOTO KOHTPOJIS IO
AK3aMeH IK3aMeH

JUCITUTIITNHE

4. COIEP) KAHUE YUYEFHOM JUCIUILIMHBI
4.1. Conep:xaHue pa3ie10B y4eOHOI U CHUNIHHbBI

No | No | HanmenoBanue pazzaena yaeOHOU | ConeprkaHue pa3aesna B




cemecTpa
Ne

pasznena

JUCLIUILINHEI

IUIAKTHYECKUX €OUHULIAX

3

Hens u 3amaun JIOY. Tpeboanus
K 0(pOPMIICHHIO YIIPaBIEHYECKUX
JTOKYMEHTOB.

Ilorstue JJOY. Mecto u 3HadeHHE
JOY B cucremMe  ynpaBlICHUS.
Tepmunsr B chepe JOY (I'OCT P
7.0.8-2013 CUBUA.
Jlenonpon3BOACTBO U apXUBHOE JAEIIO.
Tepmunbl u onpenenenus). CayxOa
JOY B  opranmszanmmu /  Ha
npennpustin.  llens w  3amaum,
cryxosr  JIOV. dopmupoBaHHE
CITY>KOBI A0y (cTpykTypa,
YHCJIEHHOCTb, IITATHOE PACIHCAHUE).
JlesiTenbHOCTh CITYKObI A0y
(opranu3zanms paboumnx MECT,
HOPMHPOBAHUE, TeKyIee
yIpaBJICHHUE). JlokanbHBIC
HOpMAaTHUBHBIE aKThl O ciyxoe HOY
(momoxxeame o  cayxbe JIOVY,
npukassl 0 cozganuu ciyxosl 10V,
MOJIOKEHUS 0 CTPYKTYPHBIX
nojpaszienenusax — cayxosr  JIOVY).
bnanku noKymMeHTOB U TpeOGoBaHMS K
HuM. CTpykTypa nokymenta. OOmui
OnaHk, OJaHK JJId NUCHbMa, OJaHK
KOHKPETHOTO BHJIa TOKYMEHTa, KpOMeE
nuceMa.  CTpykTypa  JTOKyMEHTA.
PexBu3uT Kak 00sS3aTENBHBIN SJIEMEHT
m000r0  OPHUITMATBPHOTO JOKYMEHTA.
@opMyisip  nOoKyMeHTa. DopMyisp-
oOpaszery Kak MOJelb TMOCTPOEHUs
JIOKYMEHTA, TpeboBanus K
opopmiennto pokymeHToB 1o I'OCT
P 7.0.97-2016. OpraHusanyoHHO-
pacnopsauTenbHas — JOKYMEHTAlMs.
TpeboBanms K 0hOpMIICHHUIO
JOKYMEHTOB

Cucrembl JOKyMEHTAIUU

Opranu3alroHHO-IIPaBOBbIE

JTOKYMEHTHI Kak TIIpaBoBas OCHOBA
IEATELHOCTH OpraHH3aluy.
[lpouexypa wuX YTBEpXKICHUS U
COIJIaCOBaHUs, CpOK NEUCTBHS,
CTPYKTypa TeEKcTa, TpeOOBaHUSI K
o opMIICHHUIO. VYcras,
YUPEAUTEIBHBIN JOTOBOD, MOJI0KEHUE
00 opraHuW3zanuH, TOJOXKEHUE O

CTPYKTYPHOM M0Ipa3/IeICHUH,
MOJIOKECHUE 0 KOJUTETHATbHOM
(coBemareaTsHOM oprase)
opraHu3anvu, perilaMCcHT, UITATHOC
pacrucaHue, UHCTPYKIIHS,

JOJI2KHOCTHAas WHCTPYKIUSA.




PacniopsauTenbHble  TOKYMEHTBI Kak
JOKYMEHTBI, KOTOpbIE (PHUKCHPYIOT
peumieHuss  aAMMHUCTPATHBHBIX U

OpraHU3alMOHHBIX BOIIPOCOB
JESTEIIbHOCTH OpraHu3aluiy,
peryaupyroT U KOOPAMHHUPYIOT €€
JESTEIBHOCTbD, pean3yroT

VOPaBIseMOCTh MO  BEPTHKAIH.
Knaccudukanus pacrnopsauTelbHbIX
JOKYMEHTOB C ydeToM c¢epbl HX
nerictBusl. OCHOBaHUS UIT H3IAHUS
paclopsSANTENLHOTO JAOKyMeHTa. J[Be
TpyHNbl: JOKYMEHTHI, W3/1aBacMble B
YCIIOBUSAX KOJUIETHATbHOCTH
(mocTaHoOBNIEHUS u perieHus);
JOKYMEHTBI, U37aBacMble B yCIOBHSIX
€IMHOJIMYHOTO MPHUHATHS pelleHui
(puKa3el, pacTOPsHKEHUS, YKA3aHHUS).
WudopmannoHHO-CIIpaBOYHbIE

JTIOKYMEHTBI KaK JIOKYMEHTHI,
17030200020210)% (01118 yIpaBIeHYECKHE
pemenusi. Mx cmyxeOHas poib 10
OTHONIICHHUIO K  OpraHU3alHOHHO-
MPaBOBbIM M PaCIOPSAUTEIHHBIM
JOKYMEHTaM. Cocras
MH(OPMALIMOHHO-CIIPABOYHBIX

JOKYMEHTOB: JIOKJaJHas  3allucKa,
cimyeOHas 3aMmucKa, 00ObsICHUTEIbHAS

3aIlMCKa, MpeaIoKEeHHE,
MpEACTaBICHUE,  3asBIICHUE,  BCE
Pa3HOBHUIHOCTHU MEePENUCKH,

MIPOTOKOJI, aKT, CIpaBKa, 3aKJII0UYCHHE,
OT3bIB, CBOJIKA, CIIMCOK, MIEPCUCHb

Opranuzanus 10KyMeHT0000poTa

[lonatuss  mOKyMeHTOOOOpOTa U

JOKYMEHTOTIOTOKA. [Tpuem u
nepBUYHas 00pabOTKa MOCTYIMAIOITUX
B OpraHu3alnuro AOKYMCHTOB.
[IpenBaputenbHoe paccMoTpeHue
JIOKYMEHTOB ciryx00i JOVY.
Peructpanus JIOKYMEHTOB.

Opranuzanus IBUKEHUS JOKYMEHTOB
BHYTpH  opraHumsauuu. KoHTpousb
UCIIOJIHEHUSI JIOKYMEHTOB. DopMmbl

KOHTPOJIS 3a UCTIOJTHEHUEM
NOKyMeHTOB. CpOKM  HCIIOIHEHHUS
JOKYMEHTOB. HNudopmannonHo-
crpaBoyHasi paboTa MO JOKyMEHTaM
OpraHu3aIyy. O6paboTka

HCITIOJITHCHHBIX nu OTHpaBHHeMBIX
noKyMeHTOB. OpraHu3anus XpaHeHUs
nokymeHntoB. Homenkmarypa  gen.
CocraBienue 3aroJIOBKOB Jedl.




YcTaHOBNIEHUE CPOKOB XpaHEHUS Je.
TumnoBble U BETOMCTBEHHBIE TIEPEUHU
JOKYMEHTOB M  HMX  3Ha4ycHHe.
®opmupoBanue gen. Odopmienue
ob6moxkkn gen. OdopmieHue Jen.
OKcnepTu3a IIEHHOCTH JOKYMEHTOB.
OkcneptHas komuccus (LlenTpanpHas
sKcnepTHas komuccus). CocTaBlieHHe
u odopmieHHE apXUBHBIX ONHCEN
JeJl.

4.2. Pazesibl y4eOHOW IMCHUIIIMHBI, BUAbI Y4eOHOM eI TeJJbHOCTH U (DOPMBI

KOHTPOJISI
Ne Ne HaumenoBanue pasnena | Buust yuebHOl | Ddopmbl
Cem. | Pa3n. | yueOHOM TUCIUTLIMHEI JEATCIBHOCTH, BKIIIOYAS | TEKYIIETO
CaMOCTOSITEIbHYI0  padoTy KOHTPOJISL
CTYZICHTOB (B Yacax) YCIIEBAEMOCTH
JI. | Tlp. | Camoc. | Bcero
3 1 Hene w  3amaum JIOY.|6 |12 |21 39 TectupoBanue,
TpeGoBanust K OPpOPMIIEHHIO yCTHBIE  ompoc,
ynpaBﬂqueCKHX IINMCHbMCHHBIM OTYCT
JOKYMCHTOB. 1o
CaMOCTOATCIIBHOMY
3aJaHHUIO
3 1.1 Mecto u 3Hauenne [JOY B |2 |4 6 12 TECTUPOBaHHE
cucreme yIpaBJIeHUSI.
Tepmunsl B chepe 10Y.
3 1.2. | bnanku JIOKYMEHTOB ul2 |4 8 14 YCTHBIN OTIPOC
TpeOOBaHUS K HUM.
Crpykrypa JIOKYMEHTA.
TpeboBanust kK 0GOPMIICHUIO
nokymenToB o 'OCT P 6.30-
2003
3 1.3. | Cnyxb6a IOV B opranmzanmu | 2 | 4 11 17 YCTHBIH OIIpoc
3 CucreMbl TOKYMEHTAIlUU 6 |12 |21 39 TectupoBanue,
YCTHBIN ompoc,
IIMCBbMCHHBIN OTYECT
1o
CaMOCTOATCIIbHOMY
3aJaHHUIO
3 2.1 OpranuzanMoHHO-IpaBoBbIE | 2 | 4 8 14 YCTHBIH OIIpoc
JOKYMEHThl ~Kak IpaBoOBas
OCHOBa NesATEIbHOCTH
OpraHu3aluu
3 2.2 Cucrembl pacnopsauTeNbHbIX | 2 | 4 6 12 TECTUPOBAHUE
u nH(pOpMaIMOHHO-
CIIPaBOYHBIX JIOKYMEHTOB.
3 23 Cocranenue 2 |4 7 13 NMCHbMEHHBIA OTYET
pacnopsiANTENbHBIX no
CaMOCTOATCIIBHOMY




JIOKYMEHTOB 3aJaHUIO
3 3 Opranuzanus 6 |12 |21 39 TectupoBanue,
JOKYMEHT00060pOTa YCTHBIH  ompoc,
IIMCHbMCHHBIM OTYCT
1o
CaMOCTOSATCIIbHOMY
3aJaHHUIO
3 3.1 Opranuzanus 2 |4 6 12 TECTUPOBAHHE
JIOKYMEHTOO000pOTa B
OpraHu3aIu
3 3.2 Kontpons ucnonHenus | 2 | 4 6 12 YCTHBIH 01Ipoc
JIOKYMEHTOB
3 3.3 Pabora c Bxomsamumu | 2 | 4 9 15 MACBMEHHBIN OTYET
JOKYMEHTaMH o MNpakKTUYICCKOMY
3aJaHHUIO
3 ITogroroBka K 3K3amMeHy 27
Bcero 3a cemectp 18 |36 |63 144
UTOT'O 18 36 |63 144
4.3. IlepeyeHb NJAHMPYEMBIX Ppe3yJbTATOB OOy4YeHMSl IO IHCHHILIMHE,
COOTHECEHHBIX € IUIAHUPYEMBIMH pe3yJbTaTaMH OCBOCHUS OCHOBHOM
npodeccuoHaIbHON 00pa3oBaTeibHON mporpammbl M3yuenue naHHO#
Y4eOHOM JUCUMILIMHBI HANPaBJeHO HA (PopMHUpPOBaHHE Yy 00yYAKOIIMX
yHUBepcaibHONH KoMmmnereHnuu YK-1.
No Homep/ | Conepxxan | IlepeueHb miIaHUpPyeMBIX PE3yJIbTAaTOB O0YUEHHUSI TIO TUCIUILIAHE.
/0 | UHJEK C | ue B pesynprare m3ydeHus y4eOHOW TUCHMIIMHBI OOYyYarolIuecs
KOMIIET | KOMIIETEHI] | TOJIXKHBI:
eHIMH | uu (WA ee
qacTH) 3HaTh YMmerh Bnanets
1 2 3 4 5 6
1. YK-1 Crocoben | Llenm wu  3amaum | CocTaBisTh TepMuHonoruen B
OCYIIECTBI | JOKYMEHTAIIMOHH | OPTaHU3allMOHHO- | cdepe HOY;
ATh oro o0ecreyeHus | MpaBOBbIC [Tpuemamu
KPUTUYECK | YIPaBJICHUSA TOKYMEHTBI UCIIOJIb30BaHUS
uit anamms | (AOY) B | (II0JIOXKEHUS, YHU(DULIUPOBAHHBIX
npoOJieMH | OpraHU3alluy, WHCTPYKITUN); dbopm TUTSt
BIX Cucremsl CocraBnsTh COCTaBJICHUS
CUTyallUd | TOKYMEHTAallUU: pacrnopsauTeIbHbl | OPraHU3ALUOHHO-
Ha OCHOBE | OPraHM3alMOHHO- | € JOKYMEHTBI, | pacropsauTeIbHbIX
CHCTEMHOT | IIPaBOBbIE U3/aBaeMble B | JOKYMEHTOB;
0 TOAXO0JA, | TOKYMEHTHI; YCIOBHSIX MerogamMun  aHanmza
BbIpa0aThIB | pacOPAIUTENbHBl | €TUHOIMYHOTO U | JOKYMEHTOIIOTOKOB B
aTh e JIOKYMEHTBI; | KOJUIETHaJIbHOTO OpraHu3aIuy;
CTpaTeruto | UHGOPMAILIMOHHOC | MPUHSATHSA
JEHCTBUM; | IIPAaBOYHBIE peLIeHns
JIOKYMEHTHI; (mpuKassl,
ITonsTus paclopsbKeHus,
JIOKYMEHTOOOOPOT | peIIeHus );




a u
JIOKYMEHTOTIOTOKA
, napameTpsbl
aHan3a
JOKYMEHTOTIOTOKO
B B OpraHu3alvu,

CocraBnsaTh
MH(POPMALIMOHHOC
MpaBOYHbIE
JOKYMEHTHI,
Knaccudumuponar
b CIIy’)kKeOHYTO
JOKYMEHTAIMI0 B
COOTBETCTBHUH  C
HOMEHKJIaTypOil
JIe]l OpraHu3aIni;

4.4.

Kapra koMnereHu M 1M CHUILIHHBI

KAPTA KOMIIETEHLMI JUCITATUINHBI

HAVMMEHOBAHUE JIUCHUITJIMHBI /lokxymeHnTanmoHHoe o0ecriedyeHne yrpaBieHUs

Lens auCIUTLIMHBL

BIAJICHUNM, B

COBOKYITHOCTH

dbopMHUpOBaHHE KOMIETEHIIMH KaK KOMIUIEKCOB 3HAHHMM, YMEHUU H
o0ecreunBarOIINX
AOKYMCHTHPOBAHUC U OPraHuU3aluro paGOTBI C JOKYMCHTaMu B
MPOIECCE OCYIIECTBICHUSI YIpaBlIeHYeCKUX (PYHKINN B OpraHu3aiu

3P peKTHBHOE

B npouiecce ocBoeHUs TaHHOM TUCHUIUIMHBI CTYACHT (GOPMHUPYET U AEMOHCTPUPYET
CJIEYIOIYIO

YHuBepCcanbHyI0 KOMIIETEHIIUIO:

KOMIIETEHLIUA Ilepeyenn Texnosorn | ®opma YpoBHH oCBOeHHSA
KOMIIOHEHTO | U OIIEHOYHOI0 | KOMIeTeHIUH
B (opmupos | cpeacrsa
aHus
UHIAE | ®OPMYJIUP
KC OBKA
VK-1 | Cnocoben 3HaTh: Jlexuun, Tectuposan | IOPOT'OBBIA
ocymecTBiIsATh | - llenm  u | camocTosite | ueé  YCTHBIM | 3HATH:
KPUTHYECKHI 3aJ1a4M JIbHas OIIpoC Ha |- [eIM W 3aJadyu
aHanu3 JOKyMEHTaIu | pabora, CEMHHape HOY;
HpOGHGMHBIX OHHOTI'O MPAKTUYCCK IInceMeHHEBI - CHUCTEMbI
cUTyaluii  Ha | obecrieyeHUs] | M€ 3aHATHS | B OTYEeT IO | JOKyMEHTaluu; -
OCHOBC YHpaBJICHUA CaAMOCTOATEIl | ITIOHATHUA
CHUCTEMHOTO (10Y) B BHOMY JIOKYMEHTOO000pOTa
noaxonaa, OpraHu3aluy; 3aJaHUTO "
BBIpaOaTHIBATh | - Cucrembl DK3aMeH JIOKYMEHTOMOTOKA.
CTpPaTCruro AOKYMCHTAaIlN - METOJaMHU aHaJIn3a
e CTBHIA; u: JIOKYMEHTOTIOTOKOB
OpraHu3anvoH B OpraHu3anuu;
HO-TIPAaBOBbBIE Ymernb: -
HAOKYMCHTEI, COCTAaBJIATH
pacrnopsauTen OCHOBHbIE BU/IBI
BbHBIC pactnopsAaAUTCIbHBIX
JOKYMEHTHI, U
uHpopMaLno UH(POPMALIMOHHOCTI
HHO- PaBOYHBIX
CIIpaBOYHEIE JOKYMEHTOB; -
JOKYMEHTHI; KJIacCCU(PUIIUPOBAThH
- [MonsTHs CITy)KeOHYIO
JIOKYMEHT000 JOKYMEHTAIlMI0 B




opota u
JTOKYMEHTOTIO
TOKa,
napaMmeTpsl
aHaymza
JOKYMEHTOTIO
TOKOB B
OpraHH3aIiiy;
- TpeGoBanus
K OJIaHKaM;
-TpeGoBanus
K
o(OpMIICHUIO
JIOKYMEHTOB
no 'OCT P

- Iens,
3a/1auu u
byHKITIN
CITYKOBI
HOVY;

- Oransl
TEXHOJIOTHYEC
KOM LENOYKH
00paboTKu W
JIBUKCHHUSI
JOKYMEHTOB B
OpraHH3aIi;
- DopmbI
KOHTPOJS  3a
UCIIOJIHEHUEM
JIOKYMEHTOB.
Ymersb:
CocraBnsTh
OpraHu3alloH
HO-TIPaBOBBIC
JTIOKYMEHTBI
(monoxxenus,
WHCTPYKITUN);
CocraBnsTh
pacrnopsaAuTen
bHBIC
JOKYMEHTBHI,
U3/1aBaeMbIie B
YCIIOBUAX
€TMHOTMYHOT
0 u
KOJUIETHAIIEHO
ro MIPUHSITUS
pelieHus
(mpuKa3sl,
pacTiopsiKeHH
sI, pEIICHMS);

COOTBETCTBUU c
HOMEHKJIATypOU JIell
OpraHH3aIuy;
Baaners: -
TEPMHUHOJIOTHEH B
cdepe 1OV;
MPUMEHSITh
TpeOoBaHUS K
0(hOpMIICHHUIO
PEKBHU3UTOB
JOKYMEHTOB  TpH
paspaboTke
MIPOEKTOB
OpPTaHHU3AI[MOHHO -
pacnopsanTeNbHbIX
JIOKYMEHTOB.
TEXHUYECKUMU
nprueMaMu
3aIOTHCHUS
bopmysipa -
oOpa3sia
JIOKYMEHTA;

- HABBIKAMU
peructparuu
JIOKYMEHTOB;

IMOBBIIEHHBI
/|

3HaTh:

- napameTpsbl
aHanM3a
JOKYMEHTOTIOTOKOB
B OpTaHH3aIUH;
COCTaBIISATh
JIOKAJIbHBIE
HOPMATHUBHBIC aKTHI
o ciyxb6e J10VY;
Ymers:

- COCTaBIISITh
OpraHu3aIMOHHO-
MIPABOBHIE
JOKYMEHTBI
(monoxeHus,
WHCTPYKITUH);
COCTaBIISITh
JOKaJIbHBIE
HOPMATUBHBIC aKThHI
o ciyx0e J10Y;

- OpraHHU30BaTh
JIBY)KEHUE
JIOKYMEHTOB BHYTpH
OpraHu3aIuy,




CocraBnsaTh
uHpopMaILno
HHO-
CIIpaBOYHbBIE
JOKYMEHTHI,
KJaccuuup
OBaTh
CIIy’)kKeOHYIO
JOKYMEHTAI!
10 B
COOTBETCTBUU
C
HOMEHKJIATyp
oi nen
OpraHu3aluiy;
IIpumeHsaTH
TpeOOBaHUS K
oopmienuro
PEKBU3UTOB
JIOKYMEHTOB
npu
paszpaboTke
IIPOEKTOB
OpraHu3aloH
HO -
pacrnopsaAuTen
BHBIX
JIOKYMEHTOB.
CocraBnaTth
JIOKaJIbHbBIE
HOpPMAaTHBHBIC
aKTBI 0
ciyx6e J10Y;
OpranuzoBatb
JIBUKCHHE
JIOKYMEHTOB
BHYTpU
OpraHu3aluiy;
KonTponupos
aTh
UCTIOJHEHUE
JIOKYMEHTOB
Baaners:
TEPMHUHOJIOTH
eil B cdepe
HOV;
IIpuemamu
MCIOJIb30BaHU
s
yHU(DUIITPOBA
HHBIX  (hopm
JUISI

- KOHTPOJHPOBATH
UCTIOJTHCHUE
JIOKYMEHTOB.
Baaners:

- preMaMu
UCTIOJIb30BaHUS
YHU(DUITHUPOBAHHBIX
dopm ISt
COCTaBJICHUS
OpraHu3aIMOHHO-
pacropsIuTeIbHBIX
JIOKYMCHTOB;

- METOJIaMH aHAJIH3a
JIOKYMEHTOIIOTOKOB
B OpTaHU3aIuH;

- HOpMaTHUBaMHU
OpraHu3aIu
pabounx MECT
ciyx6s  J10Y; -
TEXHUYCCKHUMU
npreMaMu
MIePBUYHOMN
00paboTku
BXOJISIIIIUX
JIOKYMCHTOB; -
preMaMu
00paboTku
UCTIOTHEHHBIX U




COCTABJICHUS
OpraHu3alloH
HO-
pacnopsiiuTen
BHBIX
JIOKYMEHTOB;
Metonamu
aHanu3a
JOKYMEHTOIIO
TOKOB B
OpraHu3alNy;
TexHnueckum
U T[pHUEeMaMHU
3ar0JIHEHUS
dbopmymnspa -
obpasna
JTOKYMEHTA.
Hopmarusamu
OopraHu3alu
pabouux MecT
CITYKOBI
HOVY;
TexHnueckum
U T[pHUEeMaMHU
IIEPBUYHON
00paboTKn
BXOJISIIINX
JOKYMEHTOB;
Hagbikamu
perucTpanuu
JIOKYMEHTOB;
[Tpuemamu
o0paboTku
WCIIOJTHEHHBIX
u
OTIPABIIIEMBI
X
JOKYMEHTOB.

4.5. @®oHI OUEHOYHBIX CPeICTB JJf1 MNPOBeJeHUS MPOMEKYTOUYHOM
aTrrecTaluy 00y4arOIIUXCH M0 JUCHUIINHE (MOTYJIIO).

Ilacmopt ¢oHaa OLEHOYHBIX CPeACTB MO JAUCHUILIMHE (MOIYJI0) AJsl

MPOMEKYTOUYHOT0 KOHTPOJISI yCIIeBAEeMOCTH

Ne i/ | KonTponupyembie pasznensl | Kox HaumenoBanue
JUCIUTIAHBI (pe3ynbTaThl MO | KOHTPOJIUPYEMOM OLICHOYHOT'O
pazzenam) KOMIIETEHIIMM  (WJIM | CPEeaCTBa

eC YacTH)

1 Henp u 3amaun 10Y. TpeboBanus k | YK-1 JK3aMeH

0(hOpPMIICHHUIO YIPaBJICHUYECKUX




JOKYMCHTOB.

2 CucreMbl JOKyMEHTallUU YK-1 JK3aMeH

3 Opranu3zanus T0KyMEeHT0000poTa YK-1 JK3aMEH

4.6. KOMIIJIEKT OIIEHOYHBIX CPEJCTB JJIsI MIPOMEXYTOYHOM
ATTECTAIINUA (3x3aMeH)

Ne ConeprkaHue OLIEHOYHOTO CPEJICTBA Nunexc
OILICHUBAEMOM
KOMIICTCHIIUH |
WHIUKATOPEL €€

JIOCTHKEHUS

1. [lentm w® 3amaum  JOKYMEHTAIIMOHHOTO  OOECIeUeHUs | - VYK-1
ynpasienus (JIOY) B opranuzanuun NVYK-1.1.

2. CucreMa opraHuM3alMOHHO-TTPABOBOM TOKYMEHTALIMHU - VYK-1
NYK-1.1.

3. Cucrema pacnopsaauTeIbHON JOKYMEHTAIIUN - VYK-1
NYK-1.1.

4. Cuctema nHGOPMAITMOHHO-CITPABOYHON JTOKYMEHTAIIUN - YVK-1
NYK-1.2.

5. [ToHsATHSA TOKYMEHTOOOOPOTA M TOKYMEHTOITOTOKA - YVK-1
NYK-1.1.

6. [TapameTpsl aHaIM3a JOKYMEHTOMOTOKOB B OpraHU3aluu - YVK-1
NYK-1.2.

7. Pa3paboTka IIPOEKTOB OpraHU3alMOHHO-IIPABOBBIX | - YK-1
JIOKYMEHTOB (ITOJIOKEHHSI, THCTPYKLIUH) NVYK-1.5.

8. PazpaboTka mNpPOEKTOB pacloOpsSAUTEIbHBIX JOKYMEHTOB, | - YK-1

M37aBa€MbIX B YCJIOBUAX €IMHOJUYHOTO puHATHS pemeHus | UYK-1.4.
(mpuKa3bl, PAaCHOPSIKEHUS])

9. Pa3paboTka mMpPOEKTOB pacCHOpPSANTEIBHBIX JOKYMEHTOB, | - YVK-1
U3JIaBa€MBIX B YCIOBUAX KojulermaapHoro mnpuHsatus | UYK-1.4.
pemeHus (pemeHus )

10. PazpaboTka  mpoekToB  HMH(OPMAIMOHHO-CIIPABOYHBIX | - YK-1
JIOKYMEHTOB NYK-1.2.

11. Knaccudukanus CITyeOHOM JOKYMEHTaluu B |- YK-1
COOTBETCTBUY C HOMEHKJIATYPOU J1€JT OpraHu3aIuu NYK-1.3.

12. bnanku u TpeGoBaHUs K HUM - YK-1
NVYK-1.2.

13. Crpykrypa nokymenta. @opmyisip-odpasern JOKyMeHTa - YK-1
NVYK-1.1.

14. TpeboBanust k odopmieruto gokymeHtoB mo ['OCT P | - YK-1
7.0.97-2016: pexkBu3uThHI 1-3 NVYK-1.5.

15. TpeboBanust k odopmieruto gokymeHtoB mo ['OCT P | - YK-1
7.0.97-2016: pexBu3utsl 4-10 NVYK-1.5.

16. TpeboBanust k odopmieruto gokymeHtoB mo ['OCT P | - YK-1
7.0.97-2016: pexBusutel 11-15 NVYK-1.5.

17. TpeboBanust k odopmieruto gokymeHtoB mo ['OCT P | - YK-1
7.0.97-2016: pexBuzuthl 16-19 NVYK-1.5.

18. TpeboBanust k odopmieruto gokymeHtoB mo ['OCT P | - YK-1
7.0.97-2016: pexBuzutsl 20-22 NVYK-1.5.

19. TpeboBanust k odopmieruto gokymeHtoB mo ['OCT P | - YK-1




7.0.97-2016: pexBu3uThl 23-25 NYK-1.5.

20. TpeboBanust k odopmienuto aokymentoB mo ['OCT P | - YK-1
7.0.97-2016: pexBu3uTHI 26-30 NYK-1.5.

21. Henb, 3agaun 1 pyHKIMU ciyx0s1 JJOY - YK-1
NYK-1.2.

22. JlokanbpHBIE HOpMATHBHBIE aKThI 0 ci1yx0e JJOY - YK-1
NYK-1.3.

23. Opranuzanus pabounx mect ciyxos1 JJOY - YK-1
NYK-1.5.

24. Opranmuzanus oOpaOOTKM M JABMXKEHHS JOKYMEHTOB B | - YK-1
OpraHu3aluu HNVYK-1.5.

25. O6paboTKa UCTIOTHEHHBIX U OTIPABIISIEMBIX JOKYMEHTOB - YK-1
NYK-1.4.

26. KoHTpoJsib ucosiHeHUsI TOKYMEHTOB - YK-1
NVYK-1.5.

4.7. IOKA3ATEJIM U KPUTEPUU OIIEHUBAHUS KOMIIETEHIIUIA
(IIkanbl oeHMBAHMS)

B ocHoBe oneHMBaHUS JeXKaT KPUTEPUU IMOPOTOBOTO U TOBBIIMICHHOTO YPOBHSI
XapaKTePUCTUK KOMIIETCHIIMI MM MX COCTABJISAIOIMIMX YacTel, GopMUpYyEMBIX Ha
y4eOHBIX 3aHATHSX 10 JAHHON AUCIUILINHE.

«OTJIMYHO» — OIIEHKAa COOTBETCTBYET TMOBBIIICHHOMY YPOBHIO W BBICTABISETCS
oOyuaronemMycsi, eciidi OH TJIyOOKO U MPOYHO YCBOWJI MPOTPAaMMHBIA MaTepual,
MCUYEPIBIBAOIIE, MOCIEA0BATEIbHO, YETKO M JIOTUYECKU CTPOMHO €ro u3jaraer,
YMEET TECHO YBS3BIBATH TEOPHUIO C MMPAKTUKOM, CBOOOTHO CIIPABIISIETCS C 3aJ]a9aMH,
BOIIPOCAaMU U JIPYTMMH BUJAMH NMPUMEHEHUS 3HAHUM, PUYEM HE 3aTPYAHSETCA C
OTBETOM MpH BUJIOM3MEHEHHM 3aJlaHUM, HCIOJb3yeT B OTBETE MaTepual
MOHOTpaUYECKON JTUTEPATYPHI, MPABUILHO OOOCHOBBIBAET MPUHATOE DPEIICHUE,
BJIaJIC€T PA3HOCTOPOHHMMM HABBIKAMHU W MPUEMAMH BBITIOTHEHUS MPAKTUYECKUX
3a7ad4.

«XOpOIIIO» - OIIEHKAa COOTBETCTBYET IIOBBIIICHHOMY YPOBHIO M BBICTABIISETCS
oOyuaronemMycsi, eciii OH TBEpPAO 3HAaeT Marepuall, rpaMOTHO U IO CYIIECTBY
u3JIaraeT ero, He JOIMyCKasl CyIIECTBEHHBIX HETOUHOCTEH B OTBETE Ha BOIPOC WJIU
BBITIOJTHEHUU 3aJaHuM, MPABWIBHO MPUMEHSET TEOPETHUYECKHE TMOJIOKEHHUS TMPU
pelIeHUH PaAKTUUECKUX BOIPOCOB M 3aj1ay, BJIaJIeeT HEOOXOIMMbIMU HAaBBIKAMU U
MpUEMaMH UX BBITIOJHEHHUS.

«YIOBIETBOPUTEIBLHO» - OIIEHKAa COOTBETCTBYET IOPOrOBOMY VYpPOBHIO U
BBICTABJISIETCS OOydYaronemMycsi, €Cid OH HWMEET 3HAHHS TOJHKO OCHOBHOTO
Marepualia, HO HE YCBOWJI €ro JeTaliei, JOMYCKAaeT HETOUHOCTH, AEMOHCTPUPYET
HEJIOCTAaTOYHO  MpaBWIbHbIE  (QOPMYJTUPOBKH,  HAPYIIEHUS  JIOTUYECKOU
MOCJIEA0OBATEILHOCTH B U3JIOKEHUHM MPOrPAMMHOIO MaTepualia, HUCIHbITHIBAET
3aTPyIHECHHUS MPU BBHITTOJTHCHUH MPAKTHYECKUX PadoT.

«HE YJOBJIETBOPUTEILHO» - OIEHKA BBICTABIISIETCS 00YyYaroleMycsi, KOTOPbIA HE
JIOCTUTAET TOPOTOBOTO YPOBHS, JAEMOHCTPUPYET HEMOHUMAHUE MPOOJIEMBI, HE
3HAET 3HAYUTEJbHON YacTH MPOrPaMMHOTO MaTepuaa, JI0MyCKaeT CYyIECTBECHHBIC



OI]_II/I6KI/I, HCYBCPCHHO, C OOIBIINMHA 3aTPYAHCHUAMU BBITIOJHACT IMPAKTHYCCKUC

paboThI.

5. CAMOCTOSATEJBHAA PABOTA CTYAEHTA

S.1.

Buawsr CPC

Ne
pasznen
a

HaumenoBanue pasznena
y4eOHOM TUCIUTINHBI

Bugsr CPC

1

Hemr w 3amaum JIOVY.
TpeboBanust kK 0ohopMICHUIO
YIIPaBICHYECKUX
JIOKYMEHTOB.

- 3y4yeHue u KOHCIIEKTUPOBAHHE JUTEPATYPHI 1O
mucrumuivae (14, x 8) - Padora ¢ TOCT P 7.0.8-
2013, P 7.0.97-2016;

- PabGora co cmpaBoYHBIMH MaTepHalaMU -
[ToaroToBka k cemuHapy «Ciyx6a IOV »:

MOKMCK MH(POPMAITUH 110 BOIIPOCAM CEMUHApa

- orbop W aHanmM3 WH(QOpPMAIUU IO BOIPOCAM
ceMHUHapa

— KOHCIIEKTHPOBAHHE, COCTaBJICHHE TE3UCOB IO
BOIIPOCAM CeMUHapa

- MOATOTOBKA TE3UCOB MO OCHOBHBIM BOIIPOCAM
ceMHUHapa

CucTemMbl TOKyMEHTAIUN

- M3ydeHne u KOHCIIEKTUPOBAHUE JIUTEPATYPHI IO
qucturigae (14. x 8)

- Pabota ¢ 'OCT P 7.0.97-2016 (14. x 6)

- PaboTa co cripaBOYHBIMH MaTepHallaMu

- Paborta ¢ sneKTpoHHBIMH pecypcamMu 00pasIioB
JIeTONPOU3BOICTBEHHOU JIOKyMEHTAIUU B
Nurtepuere (14. x 7)

- IloaroroBka  HOHCHEMEHHOIO
CaMOCTOSITEIBHOMY  3aJIaHUIO
pacnopsiANTENbHBIX TOKYMEHTOBY:
MOMCK MH(POPMAITUH JIJIsl BHITTOJHEHUS 3aJaHHs
-U3y4YeHHUE U aHAJIN3 HalileHHOW MH(pOpMaLuu
-COCTAaBJICHHE JTOKJIATHOM 3aIIUCKHU

- COCTaBJICHME TNPOEKTa MpUKa3a MO OCHOBHOM
JeATEIbHOCTH

- 0)OpMJICHHE MTPOCKTA PACTIOPSHKCHUS
-o(hopmIieHHEe MIUCHbMEHHOI0 OTYETA 10 3aJaHHUI0

oTyeTa 110
«CocraBieHue

Opranu3zanus
JIOKYMEHTOO00pOTa

- M3ydeHne U KOHCIIEKTUPOBAHUE JUTEPATYPHI IO
nucturinHe (14. x 8)

- Pa6ota ¢ TOCT P 7.0.8-2013

- PaboTa co cripaBoYHBIMH MaTepHallaMu

- Pabora c 31eKTpoHHBIMH pecypcamu 00pasIoB
JEJI0NPOU3BOJICTBEHHON JIOKYMEHTaIu! B
Wurepuere - [loaroroska k cemunapy «KoHTpousb
UCIIOJTHEHUS IOKYMEHTOBY:!

- MOUCK WH(OPMAIIUU TI0 BOIIPOCAM CEMHUHApa

- oTOOp W aHanu3 WH(OpPMAIMKU TIO BOIPOCAM
ceMHHapa - KOHCIIEKTUPOBAaHHE, COCTaBJICHUE
TE3MCOB 10 BOIIPOCaM CEMHHAapa

- IOATOTOBKA TE3MCOB 10 OCHOBHBIM BOIIPOCAM.




5.2. IlepeyeHb y4eOHO-MeTOAMYECKOT0 oOeclevYeHHs NJA CAMOCTOSTEIbLHOM
padoThI 00Y4AKIIMXCS MO TUCHMUILIIMHE,

CamocrosiTenbHas paboTa, HapsiAy C JEKIUSIMU U MPAKTUYECKUMH 3aHSATUSMU,
SBJIIETCSI HEOTHEMJIEMOW 4YacThl0 M3ydeHHs Kypca «JlokymeHTanmoHHOE
obOecrieueHue ympasiieHus». [IpucTynas K HM3y4eHHMIO NUCHMIUIMHBI, CTYACHTHI
JOJDKHBI O3HAKOMUTBLCS € y4ye€OHOW MporpaMMoM, CHUCKOM pPEKOMEHIOBaHHOU
JUTEpaTypbl, MOJYYUTh B OMOIMOTEKE PEKOMEHJIOBaHHBIC YYCOHUKH U Y4eOHO-
METOJMYECKHEe MOCOoOWs, 3aBECTH TETPaau i KOHCIEKTUPOBAHMS JIEKIUUA U
3amucen mo Kypcey.

B xozxe camocrosTensHOM paboThl HEOOXOUMO U3YUUTh OCHOBHYIO JIMTEPATYpPY U
O3HAKOMUTBHCSI C JOMOJHUTEIBHOW JINTEPATYpOU MmO Kypcy. bonpmioe 3HaueHwue
MMEET CaMOCTOSITEIbHOE U3yUeHue crpaBoyHbIx marepuanos, [[OCT P 7.0.8-2013
u 'OCT P 7.0.97-2016, a Taxxke pabora ¢ oOpasiiamMu IETOMPOU3BOICTBEHHON
JOKyMEHTAllM¥, HWMEIOIIUMHUCS B PEKOMEHAOBAHHBIX IO KYPCY OTKPBITHIX
AJIEKTPOHHBIX pecypcax.

[Ipu moxaroroBke k mnpaktuueckuMm 3aHaTusM «Cayx6a JOY» u «Kontposb
UCIIOJIHEHUSI TOKYMEHTOBY» HEOOXOAMMO HAIMCaTh TE3UCHI JJIsi BBICTYILJICHUH IO
BCEM Y4Y€OHBIM BOIPOCAM, BHIHOCUMBIM Ha CEMHUHApPHI. ['OTOBSCH K MOKIAAy WU
coo0uIeHnto, oOpanaTbcsi NpU HEOOXOJUMOCTH 32 METOJMYECKOW IMOMOIIbIO K
MPENno/1aBaTelto.

3HAYUTENBHYIO YacTh BPEMEHHM Ha CAMOCTOSATEIbHYIO paboTy MO Kypcy ClieqyeT
NOCBATUTh  BBINOJHEHUIO  CaMOCTOSITENbHOro  3agaHusg  «CocraBlieHHE
pacmnopsiAUTEIbHBIX JOKYMEHTOBY». OOpaTUTh BHUMaHHE HAa COOJIOJACHHE TaKuX
TpeOOBaHUI K COAEPNKAHUIO PACTIOPSIUTEIBHBIX TOKYMEHTOB, KaK TOYHOCTD,
JIOCTOBEPHOCTh ~ OTpPaXEHHs  MpoOJeMbl,  IOpUAWYecKas  Oe3yNpedyHOCTb,
TPAaMOTHOCTh H JIOTUYHOCTh HW3JIOKEHUS, MAaKCHMalbHAsg KPATKOCTh TIpH
COXpaHEHUU MOJIHOTHI COAEPKaHUS, SICHOCTh apTyMEHTAIUU.

ObecnieunTh COOTBETCTBUE MPU O(DOPMICHUM JOKYMEHTOB BCEM TPEOOBAHUSIM
I'OCT P 7.0.97-2016. Ilpu moAroToBKEe K HK3aMEHY MOBTOPATH IPONJIECHHBIN
MaTepuail B CTPOIOM COOTBETCTBMM C Y4e€OHOM mporpaMMoin, HPUMEPHBIM
NepeYHeM YYEOHBIX BOMPOCOB, BBIHOCSIIMXCS HA HK3aMEH M COJEp)KalllUuXCs B
JaHHOM mporpamme. Mcnonb3oBaTh KOHCHEKTHI JIGKUMHW W JIUTEpaTypy,
PEKOMEHJIOBaHHYI0 TmpemnoaaBaTesnieM. OOpaTuTh 0co00e BHMMAaHUE HA TEMBI
y4eOHBIX 3aHSITHI, MTPOIMYIIEHHBIX CTYASCHTOM II0 pa3HbIM mpuuuHaM. llpwm
HEOOXOJMMOCTH OOpaTUTHCS 3a KOHCYJbTAllMe M METOAMYECKON MOMOIIbIO K
IPENOIaBaTEeo.

B nmnpounecc ocCBOEHHsSI IUCHMIUIMHBI BBIACISIOT JBa BHAA CaMOCTOSTEIIbHOU
paloThI: - AyAUTOPHAS; - BHEAYIUTOPHASI.

AyauTopHasi caMOCTOsITeNIbHAsL padoTa 10 AUCIIUIUIMHE BBITIONHSACTCS Ha YI€OHBIX
3aHATUSX TOJI HEMOCPEJICTBEHHBIM PYKOBOJCTBOM IMpENOAaBaTeNisi M IO €ro
3a/IaHHUIO.

Bneaynuropnas camocTosiTeNibHasi paboTa BBIMOJHSAETCS CTYJEHTOM M0 3aJaHUI0
npernojaBarens, Ho 0e3 ero HenocpeAacTBeHHoro yuactusa. CopepkaHue
BHEAYJAUTOPHON CaMOCTOSITEIbHOM padOThl ONpenesieTcs B COOTBETCTBUU C
PEKOMEHIyeMbIMH BHJAMHM 3aJaHUil COIMVIACHO paldodyeil mporpamme y4dyeOHOM



JUCHUIUIMHBL. Bupamu 3aganuil A BHEAyAUTOPHONW CaMOCTOATEIHHOW pabOTHI
SIBJIIFOTCSL: JUIsl OBJIQJICHUS 3HAHUSIMU: YTEHHE TeKcTa (YyueOHUKa, JOTOTHUTEIbHON
JUTEPATYPHI), COCTABJICHHE MJIaHA TEKCTa, KOHCIIEKTUPOBAHUE TEKCTA, BHIMUCKHU U3
TEeKCTa, ydeOHO-HMccleqoBaTebckas padoTa, HCMOJb30BaHUE  aAyIHO- U
BUJIC03aIIUCEH, KOMIBIOTEPHON TeXHUKU M MHTepHeTa u Ap. [ 3aKpervieHus u
CHUCTEMaTU3allMi 3HAHWM: paboTa ¢ KOHCHEKTOM JIeKIMH, o0paboTKa TEeKCTa,
NOBTOpHAas paboTa HaJl y4eOHBIM MaTepuaioM, (COCTaBJIEHUE MJIaHa, COCTABIICHUE
TAaONMUI[ A7 CHCTEMaTH3allud Y4YeOHOro MmaTepuana, OTBET Ha KOHTPOJBHBIC
BONPOCHI, 3aloOJHEHHE paboyeil TeTpaau, aHaTUTHUecKas oO0padoTKa TEKCTa),
MOJITOTOBKA COOOINEHUI/IOKIAIOB K BBICTYIUICHUIO HAa CEMHMHape, U Ap. A
(GbopMUPOBAaHNS YMEHHI: BHITIOJHEHUE MPAKTUYECKUX 3a1aHUH U T.1.
CamocTosiTenbHast paboTa MOXKET OCYIIECTBIATHCS HHINBUYaTbHO WU TPYIIIIaMU
CTYJEHTOB B 3aBUCHUMOCTH OT IeIHd, O0beMa, KOHKPETHONM TeMaTUKU
CaMOCTOSITeJIbHOM pabOThl, YpPOBHS CIOXXHOCTH, YPOBHS YMEHHUH CTYJIEHTOB.
KoHTposib pe3yibTaToB BHEAYJUTOPHON CaMOCTOSITENIbHOM pabOThl CTYIEHTOB
MOKET OCYIIECTBIISITbCS B Mpejesiax BPEMEHHU, OTBEACHHOrO Ha oO0s3aTesIbHbIC
y4eOHbIE 3aHATUS MO JUCUUIUIMHE U BHEAYAUTOPHYIO CAMOCTOSTEIbHYIO paldoTy
CTYJIEHTOB MO JUCIMIUIMHE, MOXET MPOXOAUTh B MUCHBMEHHOH, YCTHOW WIIU
cMemanHoi ¢dopme. s onTUMHU3AIMU OpraHU3AlMK U TOBBIIMICHUS] KayecTBa
o0y4yeHus: MO AUCHMUIUIMHE «J{OKyMEHTalMOHHOE OOECTeYeHHE YIPABICHUS
CTYJIEHTaM PEKOMEHIYETCS] PYKOBOACTBOBATHCS CIEAYIOIIMMH METOAUYECKUMU
pPEKOMEHIallsIMU, UIMEIOIIUMHUCS Ha OPUIIMATIEHOM CalTe:

1. Maptumuna H.B. DnexTponHslil oOpa3oBaTenbHbIil pecypc «CamMocTosTeNnbHas
paboTa CTYIEHTOB»: CBHUIETEIBCTBO O peructpamuu pecypca Ne 20418 /
Maprumuna H.B., Epemkuna O.B.; Ps3. roc. yu-t uMm. C.A. Ecenuna. — Jlarta
peructpauuu 21.10.2014. — O6bem 196 M6 (200704 K6).

2. CtpaxoB B.B. ®opmbl opranuzanuu y4eOHOTro mnpoiecca B By3e [DJIEeKTPpOHHbBIN
pecypc]: MeTo. pekoMeHIaluu i MoJioa. npenojasateneit / B.B. Ctpaxos, E.H.
I'opoxosa, T.B. Kpemenenxkas; Ps3. roc. yu-T um. C.A. Ecenuna. — Psa3ans, 2012.
— URL:
http://www.rsu.edu.ru/wordpress/wpcontent/uploads/2015/04/formy_organizacii_u
chebnogo_processa.pdf/

6. YUYEBHO-METOANUYECKOE n NHOOPMALINOHHOE
OBECHEYEHHUE YYEBHOM JUCHUIIJIAHBI

6.1. OcHoBHas JUTEpaTypa

1. ['punbepr A.C., I'opbaueB H.H., Myxamermmna O.A. JlokyMeHTallMOHHOE
oOecrnieueHne ynpasieHus [DIeKTPOHHBIN pecypc]: yuebnuk. - M. : FOuutu/lana,
2015.-391 c.

2. Poroxxun  M.IO.  JlokymeHTanmoHHOe  oOecrnedyeHue  ymnpaBiICHUs
[DneKTpoHHBIN pecypc]: mpakTuueckoe mocodue . - M. ; bepnun : lupekr-Menua,
2014. - 398 c.

6.2. /lomosHuUTEILHAS JJUTEPATYypa

1. Hemun FO.M. Jlenonpou3BoacTBo. JIOKyMEHTAllMOHHBI MEHEIKMEHT
[9nexTponHsIit pecypc]. - M., bepnun: upektMenua, 2014. - 205 ¢



2. HlysanoBa H.H. OcHOBBI nenonpou3BocTBa. SI3bIK CIyKE€OHOTO JOKYMEHTa
[Tekct]: yueOHMK U nTpakTUKYM. - Mockga: FOpaiit, 2015. 375 c.

3. Poroxxun M.IO. JlenoBele JHOKyMEHTHI B TMpuUMepax U olpasmax
[OnexkTponHbIi pecypc]. - M., bepnun: Qupekr-Menua, 2014. — 496 c.

4. Kypnan «CoBpeMEHHBIE TE€XHOJIOTUU JENONPOU3BOACTBA U
JTIOKyMEHTOO00O0pOTa»

5. Kypnan «/lenonponsBoacTBO U AJOKYMEHTOOOOPOT HA MPEATPUSITHI

8.3. ba3bl 1aHHBIX, HHGOPMAIIMOHHO-CIIPABOYHbIEC H IOMCKOBbIEC CHCTEMBI:

1. BOOK.ru [DOnexktpoHHBI pecypc] : anekTpoHHas Oubnmoreka. — Jloctym k
MOJIHBIM TEKCTaM M0 napoito. — Pexxum noctymna: http:// www.book.ru

2. Znanium.com [DIEKTPOHHBIN pecypc] : anekTpoHHas oubnuoreka. — Jloctym k
MIOJTHBIM TEKCTaM IO Tapoto. — Pesxkxum moctyma: http://znanium.com

8.4. Ilepeuenn pecypcoB HH(OPMALMOHHO-TEJEKOMMYHUKAINMOHHON CeTH
«Aurepuer» (nanee — cerb «UHTEpHET»), HEOOXOAMMBIX /JISI OCBOCHUA
AUCIHHUIIMHBI (MOIYJIs1):

1. eLIBRARY.RU [OnexTpoHHBIN pecypc] : Hay4dHas 3JIeKTpOHHas OuOInoTeKa. —
Pexxum nocryma: http://elibrary.ru/defaultx.asp, cBoG0OaHBIN.

2. Kubepnenunka [DneKTpOHHBIN pecypc] : HayyHas 3JIeKTpOHHAas OMOIMOTEKa. —
Pexxum noctyna: https://cyberleninka.ru/, cBo6oaHbIH .

3. TOCT P 7.0.97-2016. OpraHu3allMOHHO-PACIOPSAUTENbHAS JOKYMEHTALMS.
TpeboBanust k o(oOpMIEHUIO NOKYMEHTOB [DIeKTpoHHBI pecypc]. - Pexum
nocryna: http://ppt.ru/newstext.phtml?1d=8194684, cBo601HBII

4.TOCT P 7.0.8-2013 CUBM/I. [lenonpou3BOACTBO U apXUBHOE J1€710. T€pMUHBI U
ONpeICTICHUS [ DEeKTpOHHBIM pecypcl]. - Pexum JIOCTyTa:
http://docs.cntd.ru/document/1200108447, cBo601HbI#H (

5. DHIuKIoneaus ACJONpPOU3BOJACTBA [DnekTpoHHbI pecypc] / Llentp
KOMIIETEHIIUM TI0 BONPOCaM JOKYMEHTAIIMOHHOTO OOECHe4YeHHsl YIpaBieHHUS U
apXxuBHOTO Jena. - Pexum pgoctyma: http://www.edou.ru/enc/vvedenie.php,
CBOOOTHBIN

6. Delo-ved.ru. Bce o paenonpousBoAcTBe [DJIEKTpOHHBIM pecypc]. - Pexum
nocryna: http://delo-ved.ru, cBoO60 HBIIM

7. Obpa3upl 1 mabIOHBI TOKYMEHTOB [DNEeKTpOHHBIN pecypc]. - Pexum nocryna:
http://working-papers.ru, CBOOOTHBI.

7. MATEPHAJIBHO-TEXHUYECKOE OBECIHEYEHUE YYEBHOW
ANCIIUIIJINHBI

9.1. TpebGoBanuss k ayauTopusMm (IIOMEHICHUSM, MeECTaM) JJid MPOBEIACHUS
3aHATUN:  JIEKIMOHHBIE  ayJIWTOPUH, OCHAIICHHBIE  BHUJIEONPOEKIIMOHHBIM
000pyI0BaHUEM, CpeACTBAMU 3BYKOBOCIIPOU3BEICHUS U DKpPaHOM,
000pyioBaHHbIE y4eOHOW MeOenbplo; OMOIMoTeKa, uMerolas yueOHble MecTa s
CTYJICHTOB, OCHAIIIEHHbIE KOMITBIOTEPHON TEXHUKOM C JOCTYIOM K 0a3aM JaHHBIX
U ceTtu MIHTepHET; KOMIIBIOTEPHBIN KIIACC, MYJIbTUMEAUNHBIA KYPC JICKIIHUH.



9.2. TpeboBanuss Kk 00OpyIOBaHHIO pabOYMX MECT TpemojaBareis |
oOyuarormumxcsi: Bumeonpoekrop, HOyTOyK, EepeHOCHON 3KpaH. B KOMIbIOTEpHOM
KJ1acce JOJDKHBI ObITh yeTaHOBIIEHBI cpeacTBa MS Office unu ananorndHeie.
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OCBOEHMIO JUCIUIIVIMHBI.

Bun yueOHbBIX 3aHATHI

OpraHm anusg JCATCIbHOCTHU CTYACHTA

Jleknsa

Hanucanue KoOHCIIEKTa JEKIMH: KpaTKo,
CXEMaTU4HoO, MOCJIeI0BaTEIbHO
(UKCUpOBaTb  OCHOBHBIE  IIOJIOXKEHUS,
BBIBOZABI, (POpPMYIUpPOBKH, 00O0OIIECHUS;
[IOMEYaTh BaXXHbIE€ MBICIH, BBIACIATH
KJIIOYEBbIE CJIOBa, TEpMHUHBI. KOHCHEKT
JEKIUK Jydlle MOApa3JesiTh Ha ITyHKTHI,
naparpadpl, coOmromasl KpPacHYI CTPOKY.
[IpuHIMNManbHBIE MecTa, OINpeneNeHus,
(GopMyIBI B IpyTOE CIeyeT CONPOBOXKIATh
3aMEYaHUSIMH «Ba)KHO», «0CO000 BaKHOM,
«XOpOUIO 3aloOMHHUTB» U T.I. MOXHO
JienaTh 3TO U C MOMOIIBIO Pa3HOLBETHBIX
MapkepoB  wiH  pydek. OOO03HAUUTH
BOINPOCHI, TEPMUHBI, MaTepuall, KOTOPHIH
BBI3BIBACT  TPYIHOCTH, TOMETUTH U
HOTIBITAThCS HalTn OTBET B
PEKOMEH1yeMOM JIuTeparype. Ecimu
CaMOCTOSITENILHO HE y/1aeTcs pa3o0parbes B
MarepHaie, HeoOXoIuMo chopMyIupoBaTh
BONPOC UM 3a7aTh I[IPENoJaBaTeN0 Ha
KOHCYJIbTAIMH, Ha TPAKTHYECKOM 3aHSATHH.

[IpakTHueckue 3aHsATUs

[TonroroBka K KaXXIOMy MPaKTUYECKOMY
3aHSTHUIO JOJKHA HayaThCs c
O3HAKOMJICHHUS C IUIAHOM CEMHHapCKOro
3aHATUSA, KOTOPBIA OTPAXKAET COJEpIKaHUE
MPEI0KEHHOMN TEMBL. TmarenpHOE
NpPOJIyMbIBAHUE M HU3YYEHHE BOIPOCOB
IUIaHa OCHOBBIBAaETCS Ha MpopaboTke
TEKYIIEro marepuana JEeKIHH, a 3aTeM
W3y4YeHUS 00s13aTeIbHOM "
JIOTIOJTHUTEIBbHOM JUTEPaTypHl,
PEKOMEHJIOBaHHYI0 K JaHHOW TeMe. Ha
OCHOBE WHJMBHUAYAJIbHBIX MPEANOYTECHUN
CTYJEHTY MOKHO CaMOCTOSITENIHO BBIOPAThH
TeMy JTOKJIaJia 1o mpobiieMe ceMruHapa u 1o
BO3MOXXHOCTH  TOJATOTOBUTH MO  HEMY
MPE3ECHTALHNIO. Ecnim  mpenycmorpeHo
BBIMOJTHEHHE MPAKTUUYECKOro 3aJaHUs, TO
€ro HEOOXOJWMO BBITIOJHUTh C YYETOM
NPEJIOKEHHOW HWHCTPYKUUU (YCTHO WIH
IUCbMEHHO). IIpu IIOATOTOBKE K
CEMHHAPCKUM  3aHSATUSIM, HEOOXOIMMO




00paTuTh ocoboe BHUMaHHUE Ha
CaMOCTOSTENIbHOE U3y4yeHue
PEKOMEH/IOBaHHOW Y4€OHO-METOIMIECKOM
(a TakkKe HAYYHOH W  MOIYJISPHOK)
JUTEPaATYPHI. KoncnektupoBanue
UCTOYHUKOB. Pabora ¢  KOHCIEKTOM
JIEKLUH, MOATOTOBKA OTBETOB K
KOHTPOJIbHBIM  BOIIpOCaM, IPOCMOTP
pEeKOMEHAYeMOM JIUTeparypbl, paboTa cC
TEKCTOM (yKa3aThb TEKCT M3 HCTOYHHKA U
Ip.), MPOCITYIIMBAaHUE ayqio- u
BHJICO3AIUCEN N0 3aJaHHOW TEME U JP.

[IpakTuueckue 3aHATHS (MpaKTUYECKas | 3amydcaTb TEeMy W I1eJb MPaKTHYECKOU
pabota) paboThl, 3amucaTh KOPOTKO MPEIOKEHHBIE
3agaHud. [lpu BBITIOTHEHUH 3aJaHUNA 10
COCTaBJIEHUIO JOKYMEHTOB HCIIOJIb30BaTh
o0pa3iibl TOKYMEHTOB, CIIUCOK PEKBU3UTOB
KOHCTPYKLIMOHHBIE CETKH, JIEKLIUIO0 IO
cootBercTBytomed Teme u ['OCT P 7.0.97-
2016  «YHuUUUPOBAaHHBIE  CHUCTEMBI

JIOKYMEHTAITUH. YHudumpoBaHHas
cucremMa OpraHU3aIlMOHHO-
pacropsIANTEIbHON JIOKYMEHTAITUN

TpeGoBaHUs K O)OPMIICHHIO JOKYMEHTOBY.
Odopmiienne TOKyMEHTOB MPOU3BOIUTCS B

penakTope Microsoft Word C
COOTIOIEHUEM BCEX OTCTYIIOB u
I/IHTepBaJIOB. BCG BBIIIOJIHCHHBIC 3adaHUA
JIOTKHBI OBITH pacrieyaTaHbl u
HpeI[CTaB.HGHBI HpeHOI[aBaTeHIO JUUIA
TIPOBEPKH.

[ToxroroBka Kk 3K3aMeHY [Ipu moaroToBKe K 3K3aMeHy HEOOXOIMMO

OpHUEHTHPOBATbCS HA KOHCIIEKTHI JIEKIUH,
pEKOMEHAYEMYIO  JUTEpaTypy U Jp.
['oToBsch K JK3aMEHY, CTYZIEHT
JUKBUAMPYET HMeEIoLecs MpoOensl B
3HAHUAX, YIIyOJsieT, CUCTeMaTUu3UpyeT u
YIOPS,A0YMBAET CBOU 3HAHUS

9. INEPEYEHDb HNHOOPMAIIMOHHBIX TEXHOJIOFHFI,
HNCHOJB3YEMBIX ITPU OCYHIECTBJIEHUNU OBPA3OBATEJIBHOI'O
MNPOLECCA 110 JUCHHUILIMHE, BKJIIOYASA INEPEYEHD
INPOI'PAMMHOI'O OBECIHEYEHUSA W HH®OPMALIMOHHBIX
CIIPABOYHBIX CUCTEM

1. TlpumeHeHwe CpeACTB MyYJbTUMEAWA B 00pa3oBaTeIbHOM  IpoIecce
(mpe3eHTaIuu, BUIEO)

2. [IlpoBepka [OOMAIIHUX 3aJaHUA W KOHCYJbTUPOBAHUE MOCPEACTBOM
AJIEKTPOHHOM MOYTHI.

3. Mcnonp30BaHue ClanI-Mpe3eHTalui Npyu TPOBEICHUH JIEKIIMOHHBIX 3aHATHH.



JUis CTYyJIEHTOB C OIpaHMYEHHBIMH BO3MOKHOCTSIMHM 3J0POBbSI CO3JIaHBbI
CHelMaJIbHbIE YCJIOBMsI JJisl MOJIydeHus oOpa3zoBaHus. B mensx moctymHocTH
IOJlydYeHUs1  BbICIIEro oOpa3oBaHMsl 1O 0OOpa3oBaTENbHBIM  IPOTPAMMAaM
UHBAJIMJAMU M JHUIAMM C OrPAHUYEHHBIMH BO3MOJKHOCTSIMH  3JI0pPOBbS
YHUBEPCUTETOM 00€CIIEUNBAETCS:

1. AnprepHaTUBHOM Bepcuel opuimanbHOro caiita B cetu «uTepuery ans
CIa0OBHIAIINX;

2.  IlpucyrctBHE  accuCTeHTa,  OKa3bIBAIOLIEr0  OOywarouiemycs
HEOOXOMMYIO TIOMOIII;

3.1ns MHBANUIOB U JIHUI] C OTPAHUYEHHBIMH BO3MOKHOCTSIMH 3JJOPOBBS I10
CIIyXy — AyOJIMpOBaHMUE BCIYX CIIPABOYHOM MH(OPMALIUK O PACIIUCAHUU YUEOHBIX
3aHATUN; o0ecrieueHrne HalJeKalMMHU 3ByKOBBIMU CPEICTBAMHU BOCIIPOU3BEACHUS
uHpopmaruu;

4. JIns WHBAIWAOB M JIMI C OIPAaHUYEHHBIMH BO3MOXXHOCTSIMHU 3/10pPOBbBS,
UMEIOLINX HapyLIEHUs OMOPHO-ABUIATEIBHOTO almnapara, Co31aHbl MaTepUaIbHO-
TEXHUUYECKUE YCIOBUS OOECHEeUMBAIOIINE BO3MOXKHOCTh O€CIpensiTCTBEHHOTO
J0CTyna 00y4yarouMxcsi B yueOHble MOMEIICHHs], 0ObEKTY MUTAaHUsl, TyaJIeTHbIE U
JIpyrue TIOMEILEHUs YHUBEPCUTETa, a TaKXKe MpeObIBaHUS B YKa3aHHbIX
NOMEIIEHUAX (HATU4YUe PACHIMPEHHBIX IBEPHBIX MPOEMOB, MOPYYHEH U JPYrHX
PUCTIOCOOICHUI).



Ipuioxenue 1

JUCT NBMEHEHUM (JIOITIOJTHEHUI)

B pabovyto MporpaMmy 1o AUCHUILUINHE «J[oKyMeHTannoHHOe oOecredeHne
yIpaBiIeHUs» MO HanpasieHnto moAroToBku 39.04.03 — Opranusanus paboThI C

MOJIOACKBIO Ha

y4eOHBIN TOJ

ITepeyeHb BHOCMMBIX
JJieMeHT (IyHKT) .
Neni/nm PIL U3MEeHeHU IIpumeuyanue
(1oMmoJTHeHMH)
OOcyxeHa 1 pekoMeH0BaHa Ha 3acenanuu kadenpst OPM npoTtokom Ne oT

" " 20

TI.

3aBenyromnuii kageapoit
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