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MUHHCTEpPCTBO HayKH U BhICLIero obpasoBanus PO

o o ®dopma
Y IbsIHOBCKUI rocyjapCTBeHHbIM YHUBepCUTeT

@-Paboyasi mporpamMma JAUCLIMIUIMHBI

1.0E/IN 1 3AJAYM OCBOEHUSA JNCIHIAITI/IMHBI:

Ilesu ocBOeHMSA JUCIUIIIUHBI:
- 0OpPMJISITH JOKYMEHTALIMIO B COOTBETCTBUM C HOPMAaTUBHOM 0a30H, UCTIONB3YSI
VH(bOpMaLMOHHbIe TEXHOJIOTHUY U CPe/ICTBA OPITEXHUKY;

- MCT0J1b30BaTh YHU(PULIUPOBaHHbIE CUCTEMBI JOKyMEHTALIUH;
- OCYLL|eCTB/IATb XpaHeHue, MOUCK JOKYMEHTOB;
- MCTIOIb30BaTh TeJIeKOMMYHUKALIMOHHBIE TEXHOJIOTHH B 3/IEKTPOHHOM JIOKyMeHT0000pOTe;

3aiauu 0CBOEHUSA AUCIIUILTHHBI:
- U3yUUTh OCHOBHBIE TIOHATHS JOKYMEHTALIMOHHOTO 00ecTieueHus yrpaB/ieHus;

- paccMOTpeThb OCHOBHBbIE 3aKOHO/aTe/lbHble ¥ HOPMAaTHBHble aKThl B  00/acTH
JOKyMEeHTaL[MOHHOT0 obecrieyeHust iesTelbHOCTU OpraHu3aLuii;

- OCBOWUTH Lle/M, 3aJaud W TPUHLUIBI JOKyMEHTal[MOHHOro obecrieueHus JesTe/bHOCTH
OpraHu3aLyi;

- 03HAKOMUTHCSI C CUCTEMOM IOKYMEHTAIIMOHHOTO 00ecrieueHus 1esiTe/TbHOCTH OpraHu3aliui;

- U3yunTh TPeOOBaHUS K COCTAB/IEHHIO ¥ 0()OPMIIEHHIO PAa3/TMUHBIX BU/IOB IOKyMEHTOB;

- U3yuMTh OOILI[He TIpaBHU/Ia OpraHu3auy paboThl C JOKYMeHTaMy;

- OCBOUTb COBpeMeHHble HWH(OPMAalLMOHHbIe TEXHOJIOTMM CO3/laHusl JOKYMEHTOB U
aBTOMaTH3alliy JOKyMeHT0000pOoTa;

- OpraHu3aLUio paboThl C 3/1eEKTPOHHBIMU JJOKyMeHTaMuy;

- paccMOTpeTb BH/BI OPITEXHUKM M CIHOCOObI €ee WCI0/b30BaHUS B [JOKYMEHTALlOHHOM
obecrieueHNH [1eSITeTLHOCTH OPTraHU3aLnH.

2.MECTO JUCIIMIIYIMHBI B CTPYKTYPE OIIOII:

HOucipnvHa «loKyMeHTalMioHHOe obecrieyeHue JesaTeIbHOCTA OpraHU3aLiii» BXOAUT B
b51.0.43 «Obs13aTenbHast yacTb» yuebHOrO T1aHa.
OuHnas ¢opma
JucuuIuivHa SB/SIeTCS TIPeILeCTBYIOIIeH ans:
Opranusauysi OyXranTepckoro yJyera B TOCYAapCTBEHHBIX YUPeXIeHUIX
OpraHu3aliysi yyeTHO-aHa/IMTUUECKOU JiesiTelTbHOCTU
KazpoBasi 6e30macHOCTb
Ynpag/ieHure repcoHaioM

[TpepavniomHas pakTUKa

3arura BbITyCKHOM KBa/M(UKAI[MOHHOW pabOThI, BK/IFOUasi IOATOTOBKY K IMPOLeAyPe 3allUThl U
MpoLeAypy 3alUThl
3aounas popma
,Z[I/ICL[I/IHJII/IHa ABJ/IAeTCA Hpe,qU_IECTBy}OH_[eﬁ AJ1s1 Clefyronux JUCHMITIMH 1 IPAKTHK:
KagapoBasi 6e30macHOCTb
Ynpag/ieHre epcoHaioM

Opranusauysi OyXranTepcKoro y4yera B TOCYAapCTBEHHBIX YUPeKIeHUIX

OpFaHI/IBElL[I/IH yquHO—aHaHHTquCKOﬁ AedaTeJIbHOCTH
HPEA,ELHHJIOMHEIH MMPpaKTHUKa

3amuTa BhIMYCKHOW KBa/M(UKALIMOHHOMN paboThl, BK/IFOYast TIOATOTOBKY K
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MUHHCTEpPCTBO HayKH U BhICLIero obpasoBanus PO
Y nbSHOBCKUH roCyiapCTBeHHbI YHUBEPCUTET

dopma

@-Paboyasi mporpamMma JAUCLIMIUIMHBI

ripoLieZlype 3allyThl U TIPOLeAYPY 3alUThl
3.IIEPEYEHDb IUIAHUPYEMBIX PE3YJ/IbTATOB OBYUYEHUA 110

MCHUATTAHE

(MOJIYJTIO), COOTHECEHHBIX C

IVIAHUPYEMBIMU PE3YJIPTATAMUA OCBOEHMSI OCHOBHOM
IMPOP®ECCHOHATBHOM OBPA30BATE/ILHOM ITPOT PAMMBI

ITpouecc
KOMIIeTeHIUH:

Hn3ydyeHusT [OUCHUIT/IMHBI

HampaB/ieH Ha (OpPMUpPOBaHUE  C/IeAYIOLIHX

Koa n HaumeHoBaHue
peanu3yeMoil KOMIeTeHI[UH

IlepeueHb NJIAHUPYEMBIX Pe3y/ILTATOB 00yUeHHA 110
AUCLHUILINHE (MOAYJ/II0), COOTHeCeHHBIX C MHANKATOpaMH
JIOCTHOKEHHA KOMIIeTeHIHI

OIlK-7
CriocobeH  MOHMMATh  MPUHLMITBI
paboThI COBpeMeHHBIX

WH(GOPMAI[MOHHBIX ~ TEXHOJIOTHM U

3HaTh TIOHSTHS, LI/, 3a[jau ¥ TIPUHLIUITHI [1e/I0NPOU3BO/ICTBa;

- OCHOBHBle TIOHSITHSI ~JOKYMEHTALMOHHOTO  O0ecreueHus
yTpaB/eHus;

- CUCTEMBI JIOKyMEHTAI[MOHHOTO 00ecrieueHus yipaB/ieHus;

UCTI0/Ib30BaTh KX Il pelleHus | - KIaCCU(HKALMIO JOKYMEHTOB;
3ajau npodeccroHanbHOI | - TPe60BaHMsA K COCTAB/IeHUIO U O(OPM/IEHHIO JJOKYMEHTOB;
JeATeIbHOCTH. -OpraHu3aliio  JOKyMeHToobopoTa: TIpUeMm, 06paboTKy,
PEruCTpaIiio, KOHTPOJIb, XpaHEHHE J0KYMEHTOB.
YMeTb  0GOpPMIIATHL  [IOKYMEHTAl[H0 B  COOTBETCTBUM  C
HOPMAaTHBHOH 0a30M, B T.U. C UCII0JIb30BaHHEM MHGMOPMAL[HOHHBIX
TeXHOJIOTHH;
- UCTOb30BaTh YHUMUIMPOBaHHBIE (POPMBI JOKYMEHTOB;
- WCIO/Bb30BaTh  TeJ€KOMMYHHMKAIIAOHHBIE  TEXHOJOTHU B
3/IEKTPOHHOM JIOKyMeHTO000pOTE;
- OCYIIIeCTB/ISITh OPTaHU3AINI0 XPAaHEHUH
Bnagets HaBbIKaMH odopmieHus OpraHU3alMOHHBIX,
pacropsiiuTe/IbHBIX, CIPABOYHO- WHGOPMAI[MOHHBIX W Ap.
JIOKYMEHTOB.
T1K-5 3HaTb TeopeTUYeCKue OCHOBBI [e/I0NPOU3BOJCTBA, HOPMATUBHO-
CriocobeH COBepIIeHCTBOBaTh | MeToAMuUeckyro 0asy JenonpousBojcTBa M TpeboBaHMA K
(GopMbl  OpraHusanMM TpyZa U | COCTaB/IEHHMIO OCHOBHBIX JOKYMEHTOB
yIpaB/eHHs, a TaKkKe IJIaHOBOM M | YMeTb TPUMEHSTb OCHOBbI MPABOBBIX 3HAHMM B pa3IMYHbIX
y4eTHOM JOKyMeHTaluu | Chepax [esareslbHOCTH
OpraHM3aLyu Bnamets TONMydYeHHBIMM — TEOPETUYECKUMH  3HAaHUSMUA  TIpH

COCTaB/IEeHUU OCHOBHBIX CUCTEM JOKYMeHTallud ¥ HOMeHK/aTypbl
(8

4.0bIIAA TPY JOEMKOCTD JUCIHUII/INHbI

4.1. O0beM JUCIUIUIMHBI B 3aUeTHBIX eJUHHIIaX (Bcero) - 3

4.2. O6beM JUCHMILIMHBI TI0 BU/JaM yu4e0HoH padoThI (B yacax)

Ounas ¢opma

Bup yue6Ho# padoThI

KonuuectBo yacosB (popma
00yueHHs OUHAA )

Bcero no B 1.4. o cemecTrpam
IUVIAHY 1 2 3
1 2 3 4 5

®dopma

3u3 15




MUHHCTEpPCTBO HayKH U BhICLIero obpasoBanus PO

Y nbSHOBCKUH roCyiapCTBeHHbI YHUBEPCUTET Popma
@-Paboyasi mporpamMma JAUCLIMIUIMHBI

KoHTakTHast paboTa 06yJarouxcs ¢ Mpero/jaBaTesieM B 54" 54"
COO0TBeTCTBUM C YII
AyaUTOpHBIE 3aHATHSA: 54" 54"
JIEKLINU 18 18
CeMMHaphl U MpakTUYeCKUe 3aHATUS 36 36
KoHTtposb - -
CamocTosTensHas pabora 54" 54"
dopma TeKyl11ero KOHTPOJIsl 3HaHUH U Tecruposanue Tecrupos
KOHTPOJISI CaMOCTOSITe/TbHOM pabOoThI: TeCTUPOBAHKE, KOHTP. orpoc daHHe,
paboTa, KO/UIOKBUYM, pedepart U Ap.(He MeHee 2 BUIOB) orpoc
Kypcosast pabota
Buibl mpoMeKyTOUHOM aTTecTalyu (3K3aMeH, 3aueT) 3ayeT 3aueT
Bcero yacoB 10 JUCLUITIAHE 108" 108"

B C/1y4dae HEO6XOAI/IMOCTI/I HCII0J/Ib30BaHWsA B

AUCTaHIITMOHHOM (bopMaTe C TIpUMEeHEeHKEeM 3JIEKTPOHHOI'O 06y‘{eHI/Iﬂ

3aouHas ¢popma

yLIE6HOM npornecce

YaCTUYHO/MCKTIOUUTETBHO
AWUCTaHLIMOHHBIX 06pa3OBaT8]'IbHI)IX TeXHO}'[Ol"PIIZ, YKa3aHHbI€ YacChbl pa6OTLI IIIIC ¢ 06yLIElIOH_[I/IMI/ICH TIPOBOJATCA B

Buy yue0HO# padoThI

KonmnuectBo uacoB (¢popma
00yueHHs 3a0UHas )

Bcero no B 1.4. 0 cemecTpam
IUVIaHY 1 2 3
1 2 3 4 5
KoHTakTHast paboTa 06yJaroLuxcs C Mpero/jaBaTesieM B 12" 12"
cooTBeTCcTBUU C YII
AyIUTOpHBIE 3aHSTHSL: 12" 12"
JIeKLIUU 4 4
CemUHApbl MU MPAaKTUYECKHe 3aHATUS 8 8
KoHTpoJib 4 4
CamocTosTensHas pabora 92" 92"
@dopMa TeKy11[ero KOHTPOJIsl 3HaHUW U Tectipopanue Tectupos
KOHTDOJISI CaMOCTOSITe/TbHOU PabOThI: TeCTHPOBAaHKE, KOHTP. » O1POC aHHE,
paboTa, Ko/IOKBUYM, pedepar U Ap.(He MeHee 2 BUJIOB) orpoc
Kypcogas pabora - -
Buibl TpPOMe)KyTOUHOM aTTecTaljuu (3K3aMeH, 3aueT) 3aueT 3aueT
Bcero 4acoB 10 JMCLUIIIHEe 108" 108"

B C/lydyae Heo 6XO,£[I/IMOCTI/I HCII0/Ib30BaHWA B

AUCTaHIITMOHHOM cbopMaTe C TIIpUMeHEeHUEM 3JIEKTPOHHOT'O 06y‘IEHI/IH

yueOHOM  Tmiporiecce

YaCTUUHO/HCKIIOUUTEBHO
AUCTaHLIMOHHBIX 06pa3OBaTEHLHbIX TEXHOHOFHﬁ, YKa3aHHbI€ YaCbl pa60TbI IITIC c 06yqa}OH.[I/IMI/ICH TIPOBOJATCA B

4.3. CojeprxaHue AUCHMILIMHBI (Moayis.) PacnipeaeneHue yacoB no TeMaM U BU/JjaM

y4eOHOM pabdoThI:
dopma oOyueHus1 - QUHast

Ha3panue pa3penoB | Bc Bu/ibl yueOHbBIX 3aHATHI dopma
U TeM ero AyauTOpHBIE 3aHATHUSA 3aHa TEKYILero
Jlekuy | Tpaktuuec | JlaGopa | THAB Konr | Camoc KOHTPOJISI
u KH TOPHBI HHTE 0/Ib | TosITes -
€ opHbIe L 3HAHUT
3aHATHSA, paboThi, dKTUB b
®dopma 4u3 15




MUHHCTEpPCTBO HayKH U BhICLIero obpasoBanus PO

Y nbSHOBCKUH roCyiapCTBeHHbI YHUBEPCUTET Popma
@-Paboyasi mporpamMma JAUCLIMIUIMHBI
R NpaKkTH 3 HasA
KYMBI HOM paboTa
1 2 3 4 5 6 7
Pa3zden 1. [JokyMeHTHpPOBaHUe JiesiTe/IbHOCTHA OpraHr3aliuH,
NpeAnpUATUS, YUpeKIeHUs
1.0cHOBHBIE TIOHSATHS | 9 1 4 - - - 3 Tectuposa
JOKyMEHTaLIOHHOT' O Hue,
obecrieueHust orIpoc
YTIPaBJIeHUS
2.CucTembl 9 1 4 - - - 3 Tectuposa
JOKYMEHTaLMOHHOTO Hue,
obecrieueHus OTIpoC
YTIPaBJIeHUs
3.0praHu3aljoHHbie u | 12 2 4 - - - 6 Tectrposa
pacropsiiuTe/ibHbIe HUe,
JOKYMEHTbI onpoc
4. NidbopmarmoHHO- 13 2 4 - - - 7 Tectuposa
CTIpaBOUHbIE HYe,
AOKYMEHTBI OITpOC
5. JJOKyMeHTBI TI0 13 2 4 - - - 7 Tectuposa
JIMYHOMY COCTaBY Hue,
onpoc
6. [lenoBas nepenucka | 13 2 4 - - - 7 TectrpoBa
HUe,
OTIpoC
Pa3zden 2. Opranusauysi paboThl ¢ JOKyMeHTaMU
7. Opranusauus 13 2 4 - - - 7 Tectuposa
JOKyMeHTo0oOOpOTa HUe,
OTIpOC
8. D/IeKTPOHHBIH 13 2 4 - - - 7 Tectuposa
JIOKYMeHTO000pOT HUe,
onpoc
9.TenekoMMyHuKaimo | 13 4 4 - - - 7 Tectuposa
HHbIe TeXHOJIOTHH B HYe,
3/IEKTPOHHOM orpoc
JIOKYMeHT0000poTe.
Ntoro 108 18 36 - - - 54 Tectuposa
HUe,
OTpOC
dopma o0yueHHs - 3aQUHas
Bujapl yueOHBIX 3aHATHI dopma
AyauTOpHEIE 3aHATHSA TeKyliero
JIaGop 3ans Konr | Camoc | kopTpos
Hassanmue pasjienioe | Bc Ipakruye | 2TOPH | THAB | POIL | TONTE | spanmii
U TeM ero | Jlekn CKHe bre HHTep /I
pabot aKTHUB Has
uu 3aHATHH, bl, HOM padot
CceMHHapHbI
npakT | ¢dopme a
KYMBI
®dopma 5u3 15




MUHHCTEpPCTBO HayKH U BhICLIero obpasoBanus PO

Y nbSHOBCKUH roCyiapCTBeHHbI YHUBEPCUTET Popma
@-Paboyasi mporpamMma JAUCLIMIUIMHBI
1 | 2] 3 4 | 5 | 6 7
Pa3zden 1. [JokyMeHTHpPOBaHUe JiesiTe/IbHOCTA OpraHr3aliuH,
MpeATIPUATUS, YUPeXKJeHUsI
1.0cHoBHBIe TOHSTHS | 10 - - - - - 10 Tectrposa
JOKYMEHTaIOHHOT O HUe,
obecrieueHus orpoc
yIipaB/eHUsI
2.Cucremsl 13 1 2 - - - 10 TectrpoBa
JOKYMEHTaIIOHHOT O HUe,
obecrieueHus orpoc
yIipaB/eHUst
3.OpranusanyonHsle 1 | 13 1 2 - - - 10 TectrpoBa
pacropsiiuTebHbIe HUe,
JOKYMEHTBI oIIpoC
4. VidhopmarjioHHO- 13 1 2 - - - 10 Tectuposa
CTpaBOUHbIE HUe,
JOKYMEHTBI onpoc
5. JIOKyMeHTHI 110 10 - - - - - 10 TectrpoBa
JIMYHOMY COCTaBY HUe,
orpoc
6. Jenopas nepericka | 10 - - - - - 10 Tectuposa
HUe,
0I1pocC
Pazoen 2. Opranu3aiyst paboTsl ¢ JOKyMeHTaMU
7. Opranusanys 10 - - - - - 10 TectupoBa
JIOKyMeHT00060poTa HUe,
onpoc
8. JMeKTPOHHBIH 13 1 2 - - - 10 Tectuposa
JIOKyMeHT0000poT HYe,
o1poc
9.TenekoMmmyHukaruo | 12 - - - - - 12 TectupoBa
HHbIe TeXHOJIOTHH B HUe,
3/IeKTPOHHOM oTIpoC
JOKyMeHT0000pOTe.
Utoro 108 4 8 - - 4 92 TectupoBa
HUe,
onpoc
5.COJEPXAHUME NNCIHWINHBI (MOAYJISA)
Paspen 1. [lokyMeHTHpOBaHHMe [eATe/IbHOCTH OpraHM3alnuy, HpeAnpUATHS,
yupex/eHus

Tema 1. OcHoBHBIE IOHATHSA AOKYMEHTAIlMOHHOI'0 o0ecrnieueHus ynpasB/ieHUsA

ITonaTne «/loKymMeHTamlOHHOe o0ecmeyeHne ymnpasjeHus». OCHOBHbIE Iie/H,
HopmartugHo-
npaBoBoe olecneyeHne «/[0OKyMeHTAI[HOHHOr0 ofecmedyeHHs1 ympaB/ieHUsi». OCHOBHbIe

3d/id4d, TIIPUHLOMUIIBI [JOKYMEHTAIIUOHHOIO ob0ecrneueHus YIpaBJ/I€EHHUA.

®dopma

6u3 15




MUHHCTEpPCTBO HayKH U BhICLIero obpasoBanus PO

o o ®dopma
Y IbsIHOBCKUI rocyjapCTBeHHbIM YHUBepCUTeT

@-Paboyasi mporpamMma JAUCLIMIUIMHBI

NMOHATHUA: «MH(}oOpMaIua», «J0KyMeHTHpPOBaHHasA HHGopManua» «JOKyMeHTHPOBaHHUe»,
«AOKYMEHT», «PeKBHU3HUT», «0/jaHK», «hopmynsap». IIpaBuia odopmieHHs TeKCTa C
HCI0/Ib30BaHNeM HH()OPMAIMOHHBIX TeXHO/I0T Ui
Tema 2. CucreMbl AOKYMEHTAIHOHHOT0 00ecrieueHNs ynpaB/ieHHs

OCHOBHbIE TIONIOXKEHUS] 10 JAOKYMEHTUPOBaHUWIO YIIpaBJeHUeCKON [1esTellbHOCTH.
Yaudukauys ¥ CTaHJapTU3alUs YIpaB/eHUeCKuX [JOKYyMeHTOB. [lepeueHb HOPMAaTHMBHBIX
JIOKYMEHTOB [yia BefieHus1 JenornpousBogctBa. 'OCT P 6.30-2003. Ilonstrie o OaHKe
JOKyMeHTa, BU/[bl 071aHKOB. [TpaBuia odopmienus pekBusuToB B cootBetcTBrU ¢ 'OCT P 6.30-
2003 YrioBoii ¥ TPOAOMBHBIA CIIOCOOLI pPacCIio/IOXKeHHsI PEKBHU3UTOB Ha [JOKyMeHTe.. Bupl
JOKYMEHTOB U ux Knaccudukauysi. [ToHsiTre 6aHKOBCKOM JOKyMeHTaLU U BUZbI JOKyMEHTOB.
Tema 3. OpraHu3anoHHbIE U PACIOPAJUTE/IbHbBIE JOKYMEHTbI

Buzipl opraHv3aljMOHHBIX [OKYMEHTOB M WX 3HaueHue. TpeboBaHMsS K COfep)KaHUIO U
npaBwia odopMmiIeHUs AoKyMeHTa [JOo/DKHOCTHasi MHCTPYKLMs. TpebGoBaHMsS K COZEep)KaHUIO U
npaBusia opopmIIeHHs JOKYMEHTOB: ILITaTHOE pacIiicaHue, M0JI0XKeHHe, YCTaB.
PacriopsiuTesibHble  JOKYMEHTBI: KjiacCU(UKaLWsi, OrpeZeseHHe, HasHaueHue. TpeOoBaHus K
oOopM/IeHHIO [JOKYMEHTOB: TIpMKa3, pacropsbkeHHe, YKasaHWe, I10cTaHoB/eHHe. [lopsijok
othopMIeHHs pacropsiAUTeNbHBIX TOKYMEHTOB.
Tema 4. UpopmaninoHHO-CIIpaBOYHbIE JOKYMEHTHI

NudopmaloHHO-CIIpaBoOYHble JOKYMEHTBI: KaaccuuKalys, omnpefiefieHUe, Ha3HaueHUe.
TpeboBanus K 0GOpPM/IEHHIO JOKYMEHTOB: IDOTOKOJ, aKT, 3alWCKH, CIpaBKU. Buibl 3ammcoK:
obbsicHUTeNbHAs, Cy)KeOHasi, foknagHas. [Topsijok odopmieHuss MHGOPMAIMOHHO-CIIPABOUHBIX
JIOKyMEeHTOB.
Tema 5. JIoOKyMeHTBI 110 IMYHOMY COCTaBYy

OcHoBHble TpeboBaHUsI K O0(OPM/IEHHIO JOKYMEHTOB I10 JIMUHOMY COCTaBY: 3asiB/ieHHE O
npueMe Ha paboTy; MpuKa3 O rpueMe Ha paboTy; 3aro/iHeHHe TPYAOBBIX KHIDKEK W JIMUYHBIX
KapTouek pabouux v C/Ty>Kall[uX; XapaKTepUCTHKa, aBToOHorpadusi, KOHTPAKT.
Tema 6. [les1i0Bas nepenucka

[Meperucka. O6miasi XapakTepUCTUKA CIy)KeOHOM mepenvcKu. PasHOBUIHOCTH CITyKeOHBIX
miceM (COTPOBOJUTE/ILHOE TMHUCHMO, MUCBMO-TIPOCHDOA, THMCHMO- 3ampoc, MHCHBMO-OTBET, MHCHEMO-
coobuienre, UH(GOPMALIMOHHOE MUCHMO, TTUCHMO-TIPUTJIallieHre U T.A.). JIOKyMeHThI Tiepe/jaBaeMble
T10 KaHajiaM CBs13M (TejierpaMMma, Tesiekc, hakcorpamma, TenedoHOrpaMma, 3/IeKTPOHHOE TTHChMO).

Pa3pen 2. Opranu3anus padoTsl ¢ JOKYyMeHTaMH

Tema 7. OpraHu3anus JOKyMeHT0000poTa

[MoHsiTHe «ZOKYMeHT0060pOoT». [IpUHIUITEI OpraHU3aLyy JOKyMeHToo0opoTa. PopMbI OpraHu3alyu
paboTbl c moKyMeHTamu. Tabesnb (OpM [OKYMEHTOB, MPUMEHsIeMbIX B OpraHusaruu. Paborta c
KOHQUeHIIMaNbHBIMUA  JJoOKyMeHTaMu. OcobeHHOCTH 00pabOTKM  BXOJSIIMX  JAOKYMEHTOB.
TpeboBaHWsT K perucTpalydu AOKyMeHTOB. KOHTpo/b WUCIO/MHEHWs [JOKyMeHTOB. IIpaBusia
CoCTaB/eHWss HOMEHK/aTypbl fen. dopmupoBaHue fen. [ToAroToBKa JOKYMEHTOB K apXWBHOMY
XpaHeHMI0. DKCIepTH3a LIeHHOCTH JJOKyMEeHTOB.

Tema 8. D/1IeKTPOHHBIH JOKYMEHT0000pOT

ABTOMAaTH3UpPOBaHHbIE CHUCTEMBI [e/I0Npou3BoAcTBa. CHcTeMa 37eKTPOHHOTO JJOKyMeHTooOopoTa
(C3M), ee cTpyKTypa, HaCTpOiKa cucreMsl. LIudpoBast moAnuch.

Tema 9. TeleKOMMYHHKALMOHHBIE TEXHO/IOTHHU B 3/IEKTPOHHOM /JOKYMEHT0000pOTe.

OOmjasi XapaKTePUCTHKA OPraHMU3al[MOHHBIX TEXHUUECKUX CPeACTB B  «/JOKyMEHTAl[HOHHOM
obecrieueHHU yripaB/ieHUs». KomrbloTepHbIe CpeJcTBa TMOATOTOBKUA [JOKYMEHTOB. V3roToBieHue,
KOMMPOBaHHWEe W THPaKUpPOBaHWe [OKymMeHTOB. CpeactBa 00paboTku [JokymeHTOB. IIpaBuiia
Oe3oracHoM pabOThI C OPrTeXHUKOMW. [TOps0K opraHu3auy JOKyMEeHTO000pOoTa C UCII0/Ib30BaHUEM
CpPe/ICTB TeJIeKOMMYHHUKAL[|H.
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6. TEMbBI ITIPAKTUYECKNX 1 CEMUHAPCKUX 3AHATUN

Pasgen 1. JlokymMeHTHpOBaHHMe [|eSiTe/IbHOCTU OpraHM3aluy, MNpeANpUsTHUs,
yupexjeHus

Tema 1. OcHoBHbBIE OHATHA JOKYMEHTALMOHHOI0 o0ecneueHus ynpasaenus (ceMHHap).
Bonpocel o Teme:

1. TTonsithe «[IoKyMeHTaI[MOHHOe obecrieueHure yITpaBIeHus».

2. OcCHOBHbBIE 1Ie/IM, 3a/lauM, TIPUHIUIBI JAOKYMEHTAI[MOHHOTO oO0ecrieueHus yTpaB/IeHusI.
HopmatuBHo-1ipaBoBOe obecrieueHue.

3. [TpaBusia opopmiieHHsI TEKCTa C UCI0J/Ib30BaHUeM MH(GOPMAI[MOHHBIX TeXHOIOT Ui

Tema 2. CucreMbl AOKYMEHTAIHOHHOT0 00ecrieueHys ynpaB/ieHHs

Bonpocsl o Teme:

1. OCHOBHBIe MTO/I0KEeHUS 10 JOKyMEeHTUPOBAHUIO YIIPaB/IeHYeCKOU [esiTeIbHOCTH.

2. OnpesienieHre YHU(UKALMA U CTaHAApPTU3aLMsl yIIpaB/eHUeCKUX JOKYMEHTOB.

3. [lepeueHb HOPMATHBHBIX [JOKYMEHTOB [ijisl BeJleHUsi Jiefionpon3Bo/cTBa. [ToHsiTre 0 GaHKe
JOKyMeHTa, BU/ibl O/IaHKOB.

4. TlpaBunia oopmienusi pekBusuToB B cootBeTcTBUU ¢ 'OCT P 6.30-2003

5. Bubl 1OKyMEHTOB U WX K/lacCubUKaius.

6. [ToHsTHe 6aHKOBCKOM JOKYMEHTALMU U BUJbI JOKYMEHTOB.

Tema 3. OpraHu3alioHHbIE H PaCIOPSAUTETbHbIE JOKYMEHThI

Bonpocsl o Teme:

1. Bup1 OpraHn3alioHHbIX JOKYMEHTOB U UX 3HaUeHHe.

2. TpeboBaHusi K COep>KaHUIO U TIpaBuUsia 0hopMIeHust JoKyMeHTa J]0/DKHOCTHAs MHCTPYKIHSL.

3. TpeboBaHusi K COZep)KaHHIO M TpaBuia OGOPMJIEHHS] [JOKYMEHTOB: ILTaTHOe paclycaHue,
TI0/I0’KeHue, yCTaB.

4. PacriopsiiUTesnbHble JJOKyMeHTbI: KlIacCu(UKalysi, onpe/iesieHre, Ha3HaueHue.

5. TpeboBaHust K 0OpPM/IEHHIO JOKYMEHTOB: TIPHKa3, pacropskeHNe, yKa3aHue, TOCTaHOBJIeHHe.

6. [Topsiok odopMeHrs pacopsAUTeNbHbBIX JOKYMEHTOB.

Tema 4. UpopmaniuoHHO-CIIpaBOYHbIE JOKYMEHTHI
Bonpocel o Teme:
1. ndopmaiiMoHHO-CcrIpaBOUHbIe JOKYMEHTHI: KiaccuuKalus, ornpejiesieHye, Ha3HaueHUe.
2. TpeboBaHnusi K 0(hOpM/IEHHIO JOKYMEHTOB: MIPOTOKOJ, aKT, 3allUCKH, CIIPaBKU.
3. Bujpl 3aricok: oObsicHUTe IbHAsI, CTy>KeOHasi, TOK/IafHasl.
4. TTopsimok odopmieHust MH(GOPMALIMOHHO-CITPaBOYHBIX JOKYMEHTOB.
Tema 5. JI0KyMeHTBI 110 INYHOMY COCTaBYy
Bonpocsl o Teme:

1. OcHoBHbIe TpeboBaHUsS K OQOPM/IEHHIO JOKYMEHTOB I10 TUYHOMY COCTaBY: 3asiB/ieHHE O
nipremMe Ha paboTy; MPHKa3 O TiprUeMe Ha paboTy.

2. TlpaBuna 3aroyiHeHHe TPY/JOBBIX KHIDKEK M JIMYHBIX KapTOueK pabouMx U CIIy’Kalllux;

XapaKTepUCTHKa, aBToOrorpadusi, KOHTPAKT.

Tema 6. [lesi0Bas nepenuckKka
1. Ob11jast XxapaKTepUCTHKA CJTy>KeOHOM MepercKu.
2. Pa3HOBUAHOCTH C/Ty>KE€OHBIX MMHCEM.

3.JJOKyMeHTHI lepejiaBaeMble 110 KaHaiaM CBA3H.

Pa3pen 2. Opranu3anus padoTsl C JOKYyMeHTaMH
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Tema 7. Opranu3sanus J0KyMeHT0000poTa

Bomnpocsl o Teme:

1. TTonsiTHe «TOKyMeHTO060pOT».

2. TIpyHLUMIBI OpraHU3alyy JOKyMeHTO000poTa.

3. OcobeHHOCTH 006pPabOTKY BXOASAIINX JOKYMEHTOB.

4. TpeGoBaHUs K PETMCTPALIUU JOKYMEHTOB. KOHTPO/Ib MCTIO/THEHUS JOKYMEHTOB.
5. IlpaBusa cocTaBieHUs HOMEHK/IATYphI fel. dopMupoBaHue Jel.

6. ITogroroBka JOKyMEHTOB K apXUBHOMY XPaHEeHHUIO.

7. DKCIlepTy3a LIeHHOCTH JJOKYMEeHTOB.

Tema 8. D/1IeKTPOHHBIN JOKYMEHT0000pOT

Bonpocesl o Teme:

1. ABTOMaTHU3UPOBaHHbIE CUCTEMBI Je/I0TIPOM3BO/CTBA.

2. Cucrema 37eKTpoOHHOro JokyMeHToobopota (C3/]), ee CTpPyKTypa, HACTpPOMKa CHCTEMBI.
[udpoBas noAnuMce.

Tema 9. TeneKoMMyHHKAIIHOHHbIE TEXHO/IOTHH B 3/IEKTPOHHOM /[OKYMEHT0000pOTe.

Bonpocsl o Teme:

1. OG6ujasi XapaKTepuCTHKa OpPraHU3allMOHHBIX TeXHUUECKUX CpeJCTB B «JlOKyMeHTalliOHHOM
obecrieueHHH yIIpaB/IeHUS».

2. KommbroTepHble cpe/icTBa MOATOTOBKH [JOKYMEHTOB.

3. IIpaBua 6e3omnacHoi paboTkl C OPTTEXHUKOIA.

4. TTopsifloK opraHu3alyi JOKyMeHTo0b0poTa C MCIO/Ib30BaHeM CPe/ICTB TeJleKOMMYHHUKALIUH.

7.JIABOPATOPHBIE PABOTHI, IPAKTUKYMbI
[Manubit BUg paboTel He iperycMoTpeH Y11
8. TEMATUKA KYPCOBBIX, KOHTPOJ/IBHBIX PABOT, PE®GEPATOB

Kypcogsie paboTsl He miperycMOTpeHsl Y11

Henbio Hanmucanusa pedepara sABAAeTCHA 3aKpelyieHWe W paclIMpeHue 3HaHWUU
Y3yuyaeMOM JUCLIUIUIUHBIL.

Temartuka PedepaTtoB

1. OpraHu3sanoHHbIe JOKYMEHThI, UX Ha3HaueHre U posib. OCHOBHBIE BUABI M O01IHe TIpaBusia
odopMmsieHus.
2. O61jas XapaKTepUCTHKA AODKHOCTHON MHCTPYKUuH. OrnpeesieHre, CTPYKTypa CO/iepKaHHus,
Nopsi0K 0()OpMJIEHUSI U OCHOBHbIE PEKBU3UTHI JOKYMEHTA.
3. IlITatHoe pacrucanue. O6IIast XapaKTePUCTHKA OKyMeHTa; JopMa UCTIOTHEHUS, CTPYKTYpa
CoJieprKaHusi, MOpsiloK 0pOPMIIeHUsI Y PEKBU3UTHI JOKYMEHTa.
4. PacriopsijuTenbHble JOKyMEHTh], UX Ha3HauUeHYe U pOoJib B yrpasjieHuH. OCHOBHbIe BH/bI
pacropsiAuTebHBIX JOKYMEHTOB U 0011[1e rpaBuia 0(hopMIeHus.
5. IIpuka3 1o oCcHOBHO# fesiteibHOCTH. CTPYKTypa TeKCTa MpHKa3a, TIOPSOK ero pa3paboTKy 1
rpaBuia o)OpMIIeHHsI PEKBU3UTOB. Brinucka 13 npukasa.
6. Pacniopsbkenuie. CTpyKTypa TeKCTa, TipaBuia opopmiieHusi peKBU3UTOB.
7. Yka3anue. OO111asi XapakTepUCTHKa JOKyMeHTa, CTPYKTYpa ero TeKCTa, MOpsJoK 1
ocobeHHOCTH 0(hOpMIIeHYSI, PEKBU3UTHI yKa3aHHSI.
8. lHdopMaliMoOHHO-CTIpaBOYHbIE JOKYMEHTHI, UX Ha3HaueHWe U PoJib B yrnpaBjeHun. [lepeueHpb
OCHOBHBIX BH/IOB MH(OPMAIIOHHO-CIIPAaBOYHBIX JOKyMeHTOB. O01ue TpeboBaHuUs K
o opM/IeHHIO.
9. Akr. O6masi XapakTepyCTHKa JJOKyMeHTa, CTPYKTypa TeKCTa, TIOPsJ0K pa3paboTKu U
oopmsieHs1 PEKBU3UTOB aKTa.

®dopma 9us 15



MUHHCTEpPCTBO HayKH U BhICLIero obpasoBanus PO

o o ®dopma
Y IbsIHOBCKUI rocyjapCTBeHHbIM YHUBepCUTeT

@-Paboyasi mporpamMma JAUCLIMIUIMHBI

10. TTpotokos. O6111asi XapaKTepUCTHKa MPOTOKOJIa, CTPYKTYPa TeKCTa, TIOPsiIOK pa3paboTku 1
otopM/eHHsi peKBU3UTOB MPOTOKOJIA.
11. MoknagHasi, 00bsICHUTEMbHAS 3armucka. O011ast XapaKTepUCTHKA JOKYMEHTOB, TIOPSIZIOK
ohopMmIIeHUsT PEKBU3UTOB CTY>KeOHBIX 3aIMCOK.
12. CripaBka. Buer cripaBok O6irjasi XapakKTepHUCTHKA JOKYMeHTa, peKBU3UThI CTIPABOK,
ocobeHHOCTH 0(hOpMIIEHUSI.
13. Cny>keb6Hoe TiicbMO. Buint rcemM. CTpyKTypa, MOpSA0K odbopMieH s, TpeboBaHUS K
MYMCbMY, PEKBU3UTHI ITUCbMa.
14. Tenerpamma u TentedhoHorpamMma. OO011jasi XapaKTePUCTHKA JJOKYMEHTOB, ITOPSIIOK
odopmsieHNsT PeKBHU3UTOB.
15. JIoKyMeHTBI T10 TNYHOMY COCTaBy. IlepeueHb 10KyMeHTOB. OCOO€HHOCTH 3TUX TIOKYMEHTOB.
16. OdopmiieHMe KaZpOBbIX MPUKA30B, BHINKMCKA U3 MPHKa3a.
17. OdopmiieHue 3asiB/ieHNs], aBTOOMOTpadH, XapaKTepHUCTHKH, pe3toMe.
18. TpynoBast kHrkKa. [IpaBuia oopmieHHs TPYAOBBIX KHIDKEK.
19. TokymeHTo0060pOoT. OCHOBHBIE 3TaIlBI JOKYyMeHTo00opoTa. TexHoorust paboTsl ¢
BXOJAILIUMHU JOKYMEHTaMH.
20. TexHosorusi 06paboTKM BHYTPEHHUX U UCXOSAIINX JOKYMEHTOB.
21. Perucrparys JOKYMEHTOB U KOHTPOJIb UCIIO/IHEHUS JJOKYMEHTOB.

9.ITIEPEYEHbD BOITPOCOB K 3AUYETY
1. [ToHaTHe fOKyMeHTa, CBOMCTBA U (QYHKIMU JJIOKyMEHTa.
2. Bupl ynpapiieHUeCKUX JOKyMeHTOB. CHCTeMbl yIIpaB/ieHYeCKOW JOKyMeHTal[|K.
3. JoKyMeHTHI 110 JIMYHOMY cocTaBy. COCTaB JOKYMEHTOB T0 JITUHOMY COCTaBy, TpeOOBaHUS K
HUM.
4. PexBU3UT floKyMeHTa. [lepeueHb PeKBU3UTOB JOKYMEHTOB.
5. ®opma [OoKyMeHTa, O/laHK JOKyMeHTa U TpeOOBaHHSI K HUM. YHU(PULIMPOBaHHbIE (HOPMBI
JIOKYMEHTOB I10 INYHOMY COCTaBYy.
6. OCHOBHbIE OOKYMEHTbI, perjamMmeHTupyoLwme ynpasjeHne nepcoHasioMm.
7. OpraHu3aloHHbIe JOKyMeHTbl. OpraHu3alMOHHbIe JOKYMEHTHI 110 YIIPaB/IeHHI0 epCOHAIOM
Y TpebOBaHUs K HUM.
8. PacriopsigutenbHbIe JOKYMeHTHI. [TprKa3bl 10 IMYHOMY COCTaBY U TPeOOBAHUS K HUM.
9. NHdopmaLMoOHHO-CIpaBOYHbIe JOKYMEHThI MX IPYNIbl U XapaKTepHUCTHKA.
10. Cry»keGHBIe 3arUCKH, UX BUJBI, TTPaBuIa 0(OpPMJIeHHS CTy>KeOHBIX 3aIHCOK.
11. CnyxebHble (Jen0Bbie) MUCbMa, Pa3HOBUJHOCTH [e/IOBbIX muceM. [IpaBusa odopmieHus
[le/I0BOr0 MUChMa.
12. AKTBI ¥ TIPOTOKOJIbI, TPeOOBaHUS K HUM, TpaBMJIa COCTaBJ/IeHUS.
13. loKyMeHTHMpOBaHWe TPYZAOBBIX OTHOLIEHUH. [JOKyMeHThl, oopm/sieMble MpU MpUeMe Ha
paboTy, TpeboBaHUs K HUM.
14. JoxkymeHTsl, odopmiisieMble TIpH TepeBojile PabOTHHKA Ha JAPYryr0 paboTy ([JO/DKHOCTB),
TpeOOBaHUS K HUM.
15. [loKyMeHTHMpOBaHMe TPYJOBbIX OTHOLIeHWH. JlOKyMeHTbl, oOdQopmisiemMble /st
TIpeJIoCTaB/IeHUsT OTIyCKa pabOTHUKY M HaripaB/ieHUsi B KOMaHJUPOBKY.
16. [lokyMeHTHpOBaHHe TPY/JOBbIX OTHOLIeHHH. [JOKyMeHTbl, oopmiisieMble TIPU YBOJIbHEHUU
paboTHHKa.
17. TpyzoBble KHM)KKA PaOOTHHUKOB Y TPaBU/Ia UX Be/leHMUSI.
18. JluuHble pena W JIMUHbIe KapTOUKU PabOTHUKOB, COCTaB JIMUHOTO Jiefa, TpaBuia
odopmsieHus1, BeleHUsl U XpaHeHUsl.
19.[ToHsATHE AOKYyMEHTOOO0POTa, ero OCHOBHbIE XapaKTePUCTUKKU U 00liue orepauyy paboTsl C
JIOKyMEeHTaMH.
20. IMopsimok paboThl ¢ BXOAAIMMU JOKYMEeHTaMHU.
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21. ITopsigok paboThbl C BHYTPEHHHUMHU [JOKyMeHTaMH OpraHu3alivu.
22. Topsinok paboThl € UCXOASAIIMMH JOKYMEHTaMH.

23. Peructpanusi [JOKYMEHTOB,

KoHTpo/ib ucronHeHus: JOKYMEHTOB.
24. CuctemaTu3alys IOKYMEeHTOB U COCTaB/ieHHe HOMEeHK/IaTyphl Jen. [1o/[roToBKa JOKYMEeHTOB

A4 JJIATE/IBHOT'O XPpAHEHUS.

25. KoMriieKCHble CUCTeMbI aBTOMaTU3alliu J1e/I0TPOU3BO/ICTRA.
10.CAMOCTOSATEJ/IBHASI PABOTA OBYUAROLIINXCSHA

dopma 00yueHHs - QUHas

MpaBWia perucTpalyuu pasiuvHbIX TPy JOKYMEHTOB.

HazBanue pa3pienoB u TeM Bupj caMocTOATEe/TIbHOM PadoThI O0bem B dopma
(npopa6omka yue6H020 Mamepuana, yacax KOHTPOJIs
peuweHue 3adady, pechepam, 00k1ao, (npoeepka
KOHMPpO/bHAsI paGoma, No020moeKa K coaue peuleHus 3a0ay,
3auema, 3K3ameHa u dp.) pegepama u dp.)
Pa3zden 1. [lToKyMeHTHPOBaHUe [iesATebHOCTH OPTraHU3aLiH, TIPePHUSTHS, YUPEXKIeHHUs
1.0cHOBHBIE moHsTusi | ® IIpopaboTka yueOHOro Marepuana ¢ 3 TecTUpOBaHue,
JIOKYMEHTaL[{OHHOI'0 HCII0/Ib30BaHKEM PECYpPCOB yueOHO- ornpoc
obecrieueHus1 yIpaBiIeHNs MeTO/MUecKoro 1 MHOpPMaljuOHHOTO
obecrieueHys JUCLUTUIVHEL;
e JloAroToBKa K TeCTUPOBAHUIO;
2.CucreMbl JOKyMeHTaloHHOro | ® IIpopaboTka yueGHOro MaTepuarna C 3 TeCTUpOBaHHUe,
obecrieueHus yrpaBieHUst WCTI0/Tb30BaHMEM PecypCcoB yueOHO- ornpoc
METO/[UUeCKOT0 U MH(OPMAIJMOHHOTO
o0ecrieueHys JUCLUIUIVHBL;
¢ TloAroroBka K TeCTUPOBAHUIO;
3.0praHuv3aloHHbIe u | ® TIpopaboTka yueGHOro MaTepuasa C 6 TeCTHUpOBaHue,
pacropsijuTe/ibHble JOKYMEHTEI WCII0/Ib30BaHIEM PeCypCOB yueOHO- onpoc
METOHUeCcKOr0 ¥ MH(HOPMAaIJMOHHOTO
obecrieueHus1 JUCIUTIVHB;
e TloAroTroBKa K TeCTUPOBAHUIO;
4. VipopMar{ioHHO-CIIpaBOYHbIe ¢ [IpopaboTtka yueGHOro MaTepuasa C 7 TeCTUpPOBaHue,
JIOKYMEHTBI HCII0/Ib30BaHNEM PECYPCOB yueOHO- orpoc
MeTO/MUecKoro ¥ MHhOpPMaljMOHHOT0
obecrieueHUs! JUCLUIUIHHEL,
¢ [IloAroroBka K TeCTUPOBaHULO;
5. JJOKyMeHTbI 110 INYHOMY e TIpopaboTka yueGHOro MaTepuasa C 7 TeCcTUpOBaHue,
COCTaBy WCII0/Tb30BaHNEM PeCcypCoB yueOHO- ornpoc
MeTO/MUecKoro ¥ UHHOPMaljuOHHOTO
obecrieueHys JUCLUTUIVHEL;
e JloAroToBKa K TeCTUPOBAHUIO;
6. [lenoBas nepemnucka ¢ IIpopaboTka yue6GHOro MaTepuasa C 7 TeCTUpOBaHuUe,
HCIO/Ib30BaHEeM PeCypCcoB yueOHO- onpoc
METOHUUeCKOT0 U MH(HOPMAIJMOHHOTO
obecrieueHust TUCLATUIHBI;
® TloAroroBka K TeCTUPOBAHUIO;
Paszoen 2. Opranusaiiyst paboTel C JOKyMeHTaMU
7. OpraHu3anys ¢ [IpopaboTtka yueGHOro MaTepHuasna C 7 TeCTUPOBAHUe,
JOKYMeHTo060poTa HCIIO/Ib30BaHIEM PeCypCoB yueOHO- onpoc
METO/MUeCcKOT0 ¥ MH(HOPMAaIJMOHHOTO
obecrieueHust TUCLATUIAHBI;
e TloAroTroBKa K TeCTUPOBAHUIO;
8. DneKTpOHHBIN ¢ TIpopabotka yueOHOro Matepuasa C 7 TeCTHpOBaHue,
JIOKyMeHTO060poT WCII0/Tb30BaHUEM PECYpPCOB yueOHO- oripoc
METO/MUeCcKoro ¥ MHGOPMaljMOHHOTO
obecrieyeHUs JUCLUIUIHHEL
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e JloAroToBKa K TECTUPOBAHUIO;
9.TeneKOMMyHUKAaLIOHHBIE ¢ IIpopaboTka yue6HOro MaTepuana C 7 TeCTUpPOBaHHUe,
TeXHOJIOTUU B 371eKTPOHHOM WCII0/Tb30BaHNEM PecypCcoB yueOHO- ornpoc
JOKYMeHTooOopoTe. MeTOANYEeCKOro U MHGOPMALMIOHHOTO
obecrieueHys JUCLUTUIVHEL;
e [loAroroBka K TeCTUPOBaHHIO;
dopma 00yueHHs - 3a0UHas
Ha3Banue pa3pienoB u TeM Bupj caMocTOoATe/IbHOM PadoThI Oo0Bbem B dopma
(npopa6omka yue6H020 Mamepuana, yacax KOHTPOJIs
peuweHue 3adady, pechepam, 00k1ao, (nposepka
KOHMPpO/bHAsI paboma, No020moeKa K coaue peuleHus 3a0ay,
3auema, 3K3ameHa u dp.) pegepama u dp.)
Pa3zden 1. [lTokyMeHTHPOBaHUe [iesATebHOCTH OPTraHU3aLiH, TIPeIPHUSTHS, YUPEXKIeHHUs
1.0cHOBHBIE moHsTusi | ® IIpopaboTka yueOHOTro Matepuana c 10 TecTUpOBaHue,
JIOKYMEHTaL[{OHHOI'0 HCII0/Ib30BaHKEM PECYPCOB yueOHO- orpoc
obecrieueHus1 yIpaBiIeHNs MeTO/MUecKoro 1 MHOpPMaljuOHHOTO
obecrieueHys JUCHUTUIVHEL;
e JloAroToBKa K TeCTUPOBAHUIO;
2.CucTeMbl IoKyMeHTallMoHHOro | ® TIpopaboTka yue6HOro MaTepuana C 10 TeCTUpOBaHue,
obecrieueHus yrpaBieHUs WCTI0/Tb30BaHMEM PeCcypCcoB yueOHO- ornpoc
METO/[UUeCKOT0 U MH(OPMAIJMOHHOTO
obecrieueHys JUCLIUIVHBL;
¢ TloAroroBka K TeCTUPOBAHUIO;
3.0praHuv3aloHHbIe u | ® TIpopaboTka yueGHOro MaTepuasa C 10 TeCTHMpOBaHue,
pacropsijuTe/bHble JOKYMEHTEI WCII0/Ib30BaHIEM PeCypCOB yueOHO- onpoc
METOHUeCcKOro ¥ MH(OPMAaIJMOHHOTO
obecrieueHus1 JUCIUTIVHBI;
e TloAroTroBKa K TeCTUPOBAHUIO;
4. lpopmaliMoHHO-CITPAaBOYHbIe ¢ TIpopaboTka yueOHOr0 MaTepuasa C 10 TeCTUpOBaHUe,
JIOKYMEHTBI HCII0/Ib30BaHNEM PECYpPCOB yueOHO- orpoc
MeTO/MUecKoro ¥ MHhOpPMaljMOHHOT0
obecrieueHus JUCIUTUIVHEL;
e JloAroToBKa K TeCTUPOBAHUIO;
5. JJOKyMeHTbI 10 INYHOMY e TIpopaboTka yueGHOro MaTepuasa C 10 TeCcTUpOBaHue,
COCTaBy WCII0/Tb30BaHNEM PeCcypCoB yueOHO- orpoc
MeTO/MUecKoro ¥ UH(OPMarjuOHHOT O
obecrieueHys JUCLUTUIVHEL;
e Jlo/AroToBKa K TeCTUPOBAHUIO;
6. lenoBas nepemnucka ¢ IIpopaboTka yue6GHOro MaTepuasa C 10 TeCTUpOBaHue,
HCIIO/TIb30BaHEM PeCypCcoB yueOHO- onpoc
METOHUUeCKOT0 U MH(HOPMAIJMOHHOTO
obecrieueHust IUCLATUIHBI;
® TloAroroBka K TeCTUPOBAHUIO;
Paszoen 2. Opranusaiiyist paboTel C JOKYMeHTaMU
7. OpraHu3anys ¢ [IpopaboTtka yueGHOro MaTepuasna C 10 TeCTUPOBAHUe,
JIOKYMeHTo060poTa WCIIO/Ib30BaHIEM PeCypCoB yueOHO- onpoc
METOMUeCcKOT0 ¥ MH(HOPMAaIJMOHHOTO
obecrieueHust TUCLATUIAHBI;
e TloAroTroBKa K TeCTUPOBAHUIO;
8. DneKTpOHHBIN ¢ TIpopabotka yueOHOro MaTepuasa C 10 TeCTHMpOBaHue,
JIOKyMeHTO060poT WCII0/Tb30BaHUEM PECypPCOB yueOHO- oripoc
MEeTO/MUeCcKoro ¥ MHGOPMaljMOHHOTO
obecrieueHs JUCIUTIIVHEL;
e JloAroToBKa K TECTUPOBAHUIO;
9.TeneKOMMyHHKAaLIOHHbIE ¢ TIpopaboTka yue6HOro MaTepuana C 12 TeCTUpPOBaHHUe,
TeXHOJIOTUU B 37IeKTPOHHOM WCII0/Tb30BaHNEM PeCcypCcoB yueOHO- orpoc
JOKYMeHToo60opoTe. MeTO/JMUeCcKOro ¥ UHGOPMaljMOHHOT O
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obecrieueHust TUCLIMTUTUHBI;
e [loAroroBKa K TeCTUPOBaHHIO;

10. YYUEBHO-METOJAUYECKOE U NTH®OPMAIIMIOHHOE OBECHEUEHUE
MCITATITAHBI

a) CnncoK pekoMeH/lyeMoM JiuTepaTypsbl

OcHoBHas /iMTeparypa:

1. IllyBanoBa Haranus HukonaeBHa. OCHOBBI /1e/IONPOU3BO/CTBA. SI3BIK C/Ty)kKeOHOT0
JAOKyMeHTa : yueOHUK M mpakTukyMm s By3o / H.H. IllysanoBa, A.FO. MBaHoBa ; H. H.
[ITyBanosa, A. FO. MBaHoBa ; miof, obmieli pegakipeii H. H. IllyBanoBoii. - 3-e U3z, ; miep. u oM.
- MockBa : Hpaiir, 2022. - 384 c. - (Boicuiee o6pa3oBanue). - URL:
https://urait.ru/bcode/487943

2. Ky3neno Urops HukosiaeBuu. [[oKyMeHTaIl[HOHHOE o0ecrmeyeHHe YNpaBJ/IeHUs.
JIoKyMeHT0000pOT H /|eJIONPOM3BOACTBO @ YueD-HUK W TMpakTUKyMm s By3oB / W.H.
Ky3nenjoB ; Ky3nerjop U. H. - 3-e u3a. ; nep. u gomn. - Mocksa : FHOpaiit, 2022. - 461 c. -
(Boicmiee obpa3oBanue). - URL: https://urait.ru/bcode/488697

JlonosHUTeIbHAsA JTUTepaTypa:

1. Cadonenkon IlaBen HuxkoaeBuu. IIpou3BoacTBO mno Jiesiam 00
a/IMUHHCTPAaTHUBHBIX NPaBOHAPYILIEHHAX, OTHECEHHbIX K KOMIIeTeH-I{UM TaMO)XXeHHBIX
opraHoB : YueOHuk s By30B / [1.H. Cadonenkos ; Cadonenkos I1. H. - 2-e u3z. - Mocksa :
FOpaiiT, 2022. - 194 c. - (Beiciiee o6pa3oBanue). - URL: https://urait.ru/bcode/491676

2. [JloponuHa Jlapuca AnekceeBsHa. OpraHusanusi ¥ TeXHO/JIOTUSA AOKYMEHTAllMOHHOI'0
obOecrieueHHsi ympaB/eHHs : YueOHUK W TIpakTH-KyM nis By30oB / JILA. JloponuHa, B.C.
Vputukosa ; Joponuna JI. A., putukosa B. C. - Mocksa : FOpair, 2022. - 233 c. - (Beiciuee
obpazoeanue). - URL: https://urait.ru/bcode/489555

3. PoxusaTroBckas, U. P. [JokymeHTanoHHOe o0ecrieueHue : yueOHoe mocobue / U. P.
PoxxusitoBckasi. — Cumdeporosb : YHUBepCUTeT SKOHOMUKH U yripaBieHus:, 2016. — 104 c. —
Tekct : smekTpoHHbIH // 1TudpoBoit obpa3oBarenbhblii pecypc IPR SMART : [catit]. — URL:
https://www.iprbookshop.ru/73265.html

YuebHO-MeTO UUeCKas:

1. Epmumuaa O. @. JlIoKyMeHTalMOHHOEe o0ecrieyeHHe esiTe/TbHOCTH OpPraHu3anuu :
MeTO/UUeCKHEe YKa3aHus /ISl CaMOCTOSITe/IbHOH PpadoThl CTY/IeHTOB CHEHaTbHOCTH
38.05.01 «JkoHOMHUYecKasas Oe3omacHOCTH» Bcex ¢opm odyuenuss / O. ®. EpmwummHa ;
YnbsiH. TOC. YH-T, IH-T 5KOHOMUKYU U Ou3Heca. - 2024. - Heony6smkoBanHbIi pecypc. - URL:
http://lib.ulsu.ru/MegaPro/Download/MObject/15894. - Pexxum poctyna: 36C Yal'y. - Tekcr :
3/1IEKTPOHHBIM.

["1aBHbBIN OUOAMOTEKAPb /__Tonocosa M.H. / W /__06.06.2024

JI0/DKHOCTb COTPYAHUKA Hay4HOH 6ubamorexu [o)7(e} TMO/IHUCH Jiata
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o) lporpamyaoe obecnedenme —
s Onepannonnan cacTesma Windows:
o [laxer oduchen nporpass Microsoft Office.

B} [Mpodeccnonannanie faik JTAHALIX, HHHOPMAIHOHAG-CIPABOMHLIE CHCTEMEI
1. Jaexrponno-tniiHOTEYHBIE CHCTEMBI:
1.1. llndporoi obpazosarenenkii pecype [PRsmart : anexTporno-OR0IROTEYHAS CHCTEME |

catir / OO0 Kommamus «AfA [lm Ap Memmas. - Caparos. [2024]. URL:
hitp=/‘www.prbookshopru. — Pesmwm nocryma: an® saperscTpHp. nonksosatened. - Tewcr
AMEKTPOHHKIA

1.2. Obpazopatensnas maathopma IOPAWT : obpajoBaTenbHEH pecype. MMEKTPOHHAS
owbamoTera : caiit / 000 Snextponnoe wiaarenscTeo «lOPAWHT». — Mockea, [2024]. - URL:
hitps:/urait.ru . — Pesoas 10cTyna: AnS 3perncTPpHp. NonL3osarenei. - Texer : aeKTpoRALI.

1.3. baa namuers «JnexTponHas Oubamorexa Texamueckoro BY3a (3bBC «Koncynnranr
CTVAEHTA®) | AEKTPOHHO-GHOIHOTe Has cHcTesa : caiit / 000 «llommtexpecypes. — Mocksa,
[2024]. — URL: https://'www.studentlibrarv.mu/cgi-bin/mb4x. — PessM QocTyna: Ana 3aperdcTpHp.
nojb3oearenei. — TexkcT : JeKTPOHHEH.

1.4. OBC Jlane : mexTporHo-0OnbamoTednas crctema : cafit / Q000 3BC «Jlapny. — Cankr-
MetepGypr. [2024]. — URL: hnps:/elanbook.com. — PeksM JoCcTyna: An8 3aperdcTpHp.
nofk3osaTened. — TexeT : aneKTpOHHEDHI

1.5, 9BC Znanium.com : 3neKTpoHHO-OHDIHOTEYHas cHeTeMa - caiT /[ 000 «3HaHHYM». -
Mockea. [2024]. - URL: htip:/znanium.com - PeuM nocTYDa © M8 APETHCTPHD.
noaszoparenci. - TERCT | WeKTPOHHEIN.

2. KoncyawTaatIlmee |JnexTponnnifi pecype|: cnpasovnas Npasosas cucrema. /| 000
«Koncynsrant [lmocs - InekTpon. gan. - Mockea : Koscyastantl Lmoc, [2024].

1. ¢LIBRARY.RU: mayunas >snexkTponnas Ombnmovexa : cair 000 «Hay4nas
nextponnas bubGnmotexkan. — Mocksa. [2024]. — URL: hup:“elibrarv.ru. — Peswnnm goctyna : ans
ARTOPH3. NoAL3oBaTenel. — TexcT | IneKTPoHHLIH

4. degepanenas rocylapcTEeHAAE HEQopMmaumonHas cucrema «Hanmonannnan
wiekTpoHHan bubanoTexar ; anekTposHas OnOnHoTexa : caiit [ PI'BY PI'h. — Mockea, [2024]. —
URL: https:/r30.pd. — Pexmm gocTyma : MaA moab3oBatencit nayunoll Oubamorexn. — Texer :
WIEKTPOHHBIH.

5. Poccniickoe obpazoBanme : degepanennii nopran [ yapeantens ©IAY «DHITO». -
LIRL: hitp://www.edum. — Texer : anexTpoHHEIA.

6. Juexrpornas Gubanoreunas cacrema ¥Yal'V : moayne «Dnexrponnas GubanoTexras
ABHUC Mera-TTPO / 000 «/lara 3xenpecces. — URL: http:/Tib.ulsuru™egaPro/Web. — Pemam
NOCTYNA | 108 Nodb30oBaTeneHd HayqHoHl OROIHOTERH. — TEKCT © 3ACKTPOHHLIA.

Huwenep pexyumi hA -] ypenxo HO.B. 03.06.2024

11.MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEYEHUWE JVUCIHUII/INHbI:

Ayputopud [i1 TIpOBe/leHUs] JIeKL[Mi U CeMMHAapCKUX 3aHSTUM, [/ TIpOBeJeHUs
TEeKYILlero KOHTPOJISI ¥ TIPOMe)XYTOUHOM aTTecTaliy, KypCOBOI'O TIPOEKTUPOBAHUS, TPYIIIOBBIX U
VH/IMBU/Iya/IbHbIX KOHCYJIbTALIUH.

AyauTopuM  YKOMILIEKTOBAHBI — CIIeLiMaIu3UpOBaHHON MeOesbto, yueOHOM JOCKOH.
Aypuropun sl TIpOBeZieHUs JIEKLUM 000py/I0BaHbI MYJIbTUMEAUHHBIM 000DY/I0BaHUEM [IIsI
npefiocTaBieHuss WHGopMaLuu Oonbliol ayauTopud. IlomelrieHust s CaMOCTOSITESTbHOU
paboThl OCHAIleHbl KOMITBIOTEDHOM TEXHUKOM C BO3MOXKHOCTBIO TIOJK/IIOUEHUST K CeTH
«/HTepHeT» W obecrieueHWeM JOCTyTa K 3JeKTPOHHOM HH(MOpMaIlMOHHO-00pa3oBaTeTbHOM
cpejie, 3JIEKTPOHHO-OMO/TMOTEUHOM CUCTEME.
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12.CITIEITUAJIBHBIE YCJIOBUS /11 OBYUAROIINXCS C
OI'PAHUYEHHBIMU BO3MOXXHOCTSAMMU 3IOPOBbS

B cnyyae HeobOXxoguMOCTH, OOydaroIMMCA W3 4YKWCAa JIMI C OTrpaHU4YeHHBIM
BO3MOXKHOCTSIMUA 37I0POBbsi (10 3asiBJIEHWIO OOY4Yarolerocsi) MOTYT TIpe/aratbCsi OJHU U3
CJIefyIOIIUX ~ BapUAHTOB  BOCIPUSTUS WHGOPMALMM C Y4eTOM WX HWHUBUAYa/IbHBIX
NICUX0(U3NUECKUX 0COOeHHOCTeH:

- [JIS JIML] C HapyIIeHUsIMU 3peHUs: B TedaTHOW (opMe yBelMUueHHBIM MIPUGTOM; B
dbopMe 3/1€KTPOHHOTO /IOKyMeHTa; B (opMme ayauodaiina (miepeBoj; yueOHBIX MaTepHa/OB B
ayauodopmar); B TeuaTHOM ¢opMe Ha si3bike bpaiinis; WHAWBUyalbHble KOHCY/bTAllUM C
ripuB/ieueHreM TU(DIOCYPI0TIepeBOAUNKA; MHAUBUAYaIbHbIE 3aZIaHUs U KOHCYJ/IbTal[u;

- [/ JIML] C HapylleHWsMM CayXa: B TIeuaTHOM (opme; B (opMe 3/IeKTPOHHOTO
JIOKYMEHTa; BUZieOMaTepHasbl C CyOTUTPaMH; MHUBUya/IbHbIe KOHCY/IbTAlIUN C TIPUB/IEUEHHEM
Cyp/IOTiepeBOIUMKa; UH/UBUYa/IbHbIe 3a/laHUsI U KOHCY/bTal[UH;

- [Ji JIML] C HapylleHUsIMU OTOPHO-ABUTATeNLHOrO arfrapaTa: B meuaTHOW ¢opme; B
dbopme 371eKTPOHHOrO [IOKyMeHTa; B ¢opMme ayauodaiina; WHAWBUAyanbHble 3alaHUS U
KOHCYJTbTalUM.

B ciydae Heo0X0JUMOCTH WCTI0/Tb30BaHUs B yueOHOM ripoiiecce
YaCTUYHO/MCK/TIOUUTENTBHO  IMCTAHIIMOHHBIX 00pa30BaTe/IbHbIX TEXHOJIOTMM, OpraHu3al[us
pabotel IITIC ¢ obyuaromumucs ¢ OB3 u uHBanmugaMHu IpelyCMaTPUBAETCS B 3JIEKTPOHHOU
WHGOPMaIIMOHHO-00pa30BaTe/IbHOM Cpefie C YYeTOM WX WMHAMBHYaTbHBIX MCUX0(MU3NUECKUX
0cobeHHOCTeH.

Pa3paboTumk
Cr. ipeniofiaBatesib Kadeapbl ObYuA

(/ /EpmutiivHa Okcana ®enopoBHa/
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