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1. OBIIASA XAPAKTEPUCTHUKA MNPUMEPHON PABOYEN MPOI'PAMMBI
YYEBHOU JUCIUIIJIMHBI «OI1.04 JOKYMEHTAIIMOHHOE OBECIEYEHHUE
YIIPABJIEHU S

1.1. MecTo 1McuMNJIMHBI B CTPYKTYpPe OCHOBHOM 00pa30BaTe/ibHOM NPOrpaMMbI:

VYyeOnass gucnumuinHa «JlOKyMEHTAllMOHHOE OOecreueHue YIpaBiICHUs» SBISETCS
00s3aTeNIbHOM  YacThi0  00IIENPO(ECCHOHANBHOTO ILMKIAa OCHOBHOM mpodeccHoHaIbHON
obpazoBarenbHoll miporpammbl B cooTBeTcTBHM ¢ PI'OC CIIO mo cnenumansHoctr 38.02.06
DUHAHCHI.

VYyeOnas aucuuivinHa «J{okymMeHTalMoHHOE oOecreueHrne yrpaBjieHHs» o0ecredynBaeT
¢dopmupoBaHne NPO(PECCHOHANBHBIX M OOIIMX KOMIIETEHIMH MO BCEM BHJAM JEATEILHOCTH
®OI'OC mo 38.02.06 dunancel. Ocoboe 3HaYEHWE TUCHUILIMHA UMEET MpU (GOPMHUPOBAHUU U
Pa3BUTHU:

IIK 1.5 OGecneunBath (PUHAHCOBO-PKOHOMHUYECKOE COMPOBOKICHHUE JIEATEIHHOCTH IO
OCYIIECTBJICHUIO 3aKYIIOK JJIsl TOCYIapCTBEHHBIX U MyHULIMIIAJIBHBIX HY X,

IIK 3.4 ObecrnieunBaTh OCyIIECTBICHHE (PMHAHCOBBIX B3AaUMOOTHOILIECHUI ¢ OpraHu3aIu-
SIMU, OpraHaMHU I'OCY/IapCTBEHHON BJIACTU U MECTHOI'O CaMOYIIPABJICHUS;

K 4.1 Pa3pabatbiBaTh IUIaH U IPOTpaMMy MIPOBEICHUST KOHTPOJIBHBIX MEPOIIPUSITHIH,
0hOpMIIATh PE3ybTaThl MPOBEACHHBIX KOHTPOJIbHBIX MEPOINPHUATHN, BHIPAOATHIBATH PEKOMEH-
JAIK 110 YCTPAHEHUIO0 HEJOCTAaTKOB M PUCKOB, OIEHUBATh 3(PPEKTUBHOCTH KOHTPOJIBHBIX MPO-
nenyp,

I1IK 4.3 YyacTtBoBaTh B peBU3UU (PUHAHCOBO-XO3SHUCTBEHHOW eATEILHOCTH 00beKTa (u-
HAHCOBOI'O KOHTPOJIS

1.2. Heap u njiaHupyeMblie pe3yJbTaThl OCBOCHHS TN CUMIJIMHBI:

B pamkax nporpaMMbl yueOHON AUCIUIIMHBI 00YYarOIMMHUCS OCBAUBAIOTCS YMEHUS ¥ 3HAHUSL:

Kon Ymenus 3HaHusA

I1K, OK

IIK 1.5 oopMIIATH IJIaTEKHBIE JIOKYMEHTBI | 0COOEHHOCTH COCTaBJICHUS

IIK 3.1 (97IEKTpOHHBIE 3aIBKM HA KaCcCOBBIE PAaCXObl | 3aKyNOYHOU JOKYMEHTAINH,;

[1IK 4.1 U IUIATe)KHBIE MOPYYEHMS) AJIS MPOBEAEHUS | MHPOPMALMOHHBIE TEXHOJIOTUU

1K 4.3 KAaCCOBBIX BBITIIAT; B npodecCuoHAIbHON
IPOBEPATH HEOOXOIUMYIO JOKYMEHTAIUIO | AEATENbHOCTH,;
JUISL 3aKJTFOYEHUS KOHTPAKTOB; OCOOCHHOCTH OpraHu3aluu U
IPOBEPATh HEOOXOIUMYIO JOKYMEHTALUIO | IPOBEICHUS KOHTPOJIbHBIX
JUISI 3aKJTFOYEHUSI KOHTPAKTOB; MEpPONPUITHH opraHamd,
OPUMEHATHh MPOrpaMMHOE OOeCreyeHHe MpH | OCYIECTBIAIOUIMMHU
OCYIIECTBJIEHUU (PUHAHCOBOTO KOHTPOJIS; (uHaHCOBBIN KOHTPOJIb;
0OpMIIATH pe3ysbTaThl MPOBEIEHHBIX KOH- | 0COOEHHOCTH IIPOBEJCHUS

TPOJIBHBIX MEPOIIPUATHIA MyTEM COCTABIICHUS
aKTOB M CIPABOK; NMPHUMEHSATH MPOrPaMMHOE
oOecrnieueHre (PMHAHCOBOTO KOHTPOJIS.

3aKyMoOK TOBAapoB, paldOT, yciayr
OTJEeNbHBIMU BUJIaMH
OPUIANYCCKUX JIMI.




2. CTPYKTYPA U COJIEP)KAHUE YYEBHOM U CIHUILIMHBI
2.1. O0beM yueOHOI JMCIMIIMHBI M BUABI Y4e0HO0#l padoThI

Buj yueOHoi1 padoThI O0bvem B
yacax

O0bem o0pa3oBaTebHON NPOrpaMMbl y4eOHOM AU CHMIIIMHBI 64
O0bem padoThl 00YYAKIIMXCS BO B3aUMOIEHCTBUM € NPeNnogaBaTeieM 54

B TOM YHCIIE!

TEOpeTHYEeCcKoe 00yueHne (JICKIIUU, YPOKH) 18

MPAKTUYECKHUE 3aHATH 36

Camocmosimenvuas paboma 10

IIpome:kyTouHasi arrectauusi B popme 3auyera




2.2. TemaTu4ecKuii JIAH U coJep:KaHue Y4eOHOM TMCUMILIUHBI

HaumeHoBaHue Conep:kanue y4yeOHOro MaTtepuasa u GopMbl OPraHu3aMuM JAesITeJIbHOCTH Oo0bem Koabi
PAa3/1esIoB U TeM 00y4aloIMXcsi, B TOM YHCJIe ¢ IPHMEeHeHneM 3JeKTPOHHOro 00y4JeHus u B yacax KOMIIeTeH M,
JAMCTAHIMOHHBIX 00Pa30BaTeJIbHbIX TEXHOJIOTHH ¢popmupoBanmnio
KOTOpPBIX
crnocoodcTByer
3JeMeHT
IpPOrpamMmbl
1 2 3
Paznein 1. JlokymeHTHPOBAHME YIIPABJIEHYECKOM 1€ATEILHOCTH.
Tema 1.1 Ilonsitue n Copnepxxanue yueOHOro MmarepuaJia 1K 3.4,
HPOUCXOKIICHUC TOKY- CuUMBOIMYECKas ¥ yCIOBHAS CHTHAIN3ALMs. BO3HUKHOBEHUE IMCHMEHHOCTH M JOKYMEH- 1K 4.1,
MenTa. [Ipasnia oPOPM- | 13 Vlsmenenue comepxaHust MOHATHS «IOKYMEHT» HA Pa3sHBIX STAMAaX HCTOPHYECKOTO K 4.3
JICHNS PCKBUSUTOB 1 pasButus obuiecTBa. COOTHOIIEHHE MOHATUH «HHPOPMAIMA» U «IOKYMEHT». MlcTOUHU-
071aHKOB JIOKYMEHTOB KOBeaYecKass ¥ MH()OPMALMOHHAS KOHIENIUK NOKyMeHTa. OnpeseneHue TOKyMEHTa B
3aKOHaxX M crangaprax. [lonu@yHKIMOHATLHOCTh JOKYMEHTA: (YHKIHs 3aKPEIICHUS U
coxpaHeHus MH(GOpMAaIMK, KOMMYHHKAaTHBHAs, KYIbTypHas, YIIpaBjieHYecKas, IpaBoBas,
CTaTUCTUYECKAsA, MO3HABATENBHAS, 00pa30BaTENbHas, TOJUTHYECKAs, MIEOJIOTUIECKas,
XY/10KECTBEHHO-ICTETHUECKAS, OCYTOBas, TOBApHAs (yHKIMH, (QyHKIMS HCTOPHYECKO- 0

ro ucrouyHuka. KonnyecTBeHHbIE U KaUeCTBEHHbIE XapakTepUCTUKH QyHKIMH. DyHKIMK
OIIEpaTUBHOIO XapaKTepa U MOCTOSIHHO JAEHCTBYIOLIHE.

[lenb U OCHOBHBIE METOJBI KJIACCH(PUKAIMU: HepapXuueckui, ¢aceTHsld. CemaHTHYE-
ckue U (yHKUIMOHANbHBIE KiaccupuKaluu JoKyMeHToB. Knaccudukanum marepuanbHbIX
Hocuteneil nuupopmaru. Knaccudukamnus mno cnocody noxkymeHTupoBanus. Kinaccudu-
Kallu{ M0 YPOBHIO OOOOIIEHHS] U OTHOLIEHUIO K OPUTHHAIBHOCTH MH(OpMaLHH, MO Te-
PUOAMYHOCTH, 10 PEXHUMY AOCTYMA, MO IOPUINYECKOMY CTaTycy, O reorpauyeckomy
npu3HaKy. Bujabl TOKyMEHTOB 1O BPEMEHHU MOSBIECHUS B COLMAIbHON KOMMYHUKALIWU:
YepHOBOM, OETOBOM, TOJUTHHHUK U KOTIHSI.

CocTaB pekBU3UTOB oduiMaIbHOro0 JoKyMeHTa. Cucrema cTaHIapToOB IO MH(OpMaLUH,




OubnMMoTeYHOMY M H3AaTeNbcKoMy nerny. OpraHu3aliOHHO-pACcTIOPSIUTENIbHAs JIOKY-
MeHTanus. TpeboBaHus K 0popMICHHUIO TOKyMEHTOB». OQopmiieHrne peKBU3UTOB OilaHKa
U OTPaHUYMUTENIbHBIX OTMETOK. PEKBU3UTHI, OMpPEACISAIONINE IOPUIUUECKYIO CHITY JIOKY-
MeHTa, U ux oopmiieHue. PekBU3UTHI, OTpakarolue oOpadoTKy U JBUKEHHE TOKyMEHTA
(1emonpon3BOICTBEHHBIE OTMETKH )

Oco0eHHOCTH U3TOTOBJICHUS U IPUMEHEHUs1 OJIaHKOB. YTJIOBOI U MPOJOIBHBINA OJaHKH.
[IpaBuna pa3MeleHuss OCHOBHBIX PEKBU3UTOB. biiaHk muchma, 00mumii 6J1aHK, OJIaHK BH-
Jla TOKyMeHTa, OJaHKU JOJKHOCTHBIX JIMIl U CTPYKTYPHBIX MOApa3JeieHnuid, OlaHKu Ha
JBYX si3bIkax. Tunu4Hble OMMOKU B TOATOTOBKE OJIAHKOB

B ToM unc/ie NpaKTHYECKUX 3aHATHI

1. OTBeTHI Ha BOIIPOCHI YCTHOTO (IUCBMEHHOT0) OIIpOCa.

10

2. Peepatsl 1 mpe3eHTAINH IO BOIIPOCAM TEMBI.

3. Perienue npakTH4ecKUX 3aaHuii (3a1a4)

4. Pabota ¢ uarepHer-pecypcamu 1 9bC
Tema 1.2 Cucrema opra- | Coaep:kaHue y4eOHOro MmarepuaJia 10 1K 3.4,
HHU3aIHOHHO- DyHKIIUM OPraHU3aIMOHHBIX JTOKYMEeHTOB. OCHOBHbBIE BHbBI: YCTaB, MOJIOKCHUE, WH- K 4.1,
pacTopATUTENbHON 10~ | orpykiust (OKHOCTHAS. MHCTPYKIIS), PEITIAMEHT, CTPYKTYpa M IITAaTHas YMCICHHOCTS, K 4.3
KyMCHTAINH IITATHOE PACIHCAaHWe, TPaBUila BHYTPEHHEro pacropsaka. CTpyKTypa U OCOOEHHOCTH

HOATOTOBKH U O(OPMIICHHUS IOKYMEHTOB.

[Tonsitue moroBopa (KOHTpakTa), COTJAIICHUsS, MPOTOKojaa. Tumosas ¢opma IT0roBOpa.

OCHOBHBIE pa3/ienbl T0roBopa. Buiel TOrOBOPOB: KYIUTH-TIPOAaXH, TOCTABKH, KOMUCCHU

u 1ip. Bunsl 1oroBopos B cdepe 3akynok. OCOOCHHOCTH MPOBEICHHUS 3aKYITOK TOBAPOB.

OyHKIMU pacmiopsANTENbHBIX JTOKYMEHTOB. Kpurepun BbIOOpa BHUAOB paclopsIUTETb-

HBIX JOKyMEHTOB. OCOOCHHOCTH MOAroToBKH. OCHOBHBIC BUJIbI: TOCTAHOBIICHHE, IPHKA3,

pacnopsDKeHUe, pelieHue, yKa3aHue

B Tom uMciie MPAKTHYECKHUX 3aHATHH

1. OTBeTHI Ha BOIIPOCH! YCTHOTO (IMMCbMEHHOT'0) OIpoca. 4

2. PenieHne mpakTHYECKUX 3aaHui (3a71a49)
3. Pabota ¢ uarepuer-pecypcamu 1 9bC




Tema 1.3 Undopmarmon-

Coaep:xxanue yueOHOro MaTepuaJia

1K 3.4,

HO-CIIPABOYHBIC IOKYMEH- | DyHKIMKU HWHEGOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB. OCOOEHHOCTH MOATOTOBKH OC- 6 1K 4.1,
ThbI HOBHBIX BHJIOB JIOKYMEHTOB: aKTa, MPOTOKOJA, JOKJIAJHON 3alUCKH, OOBSICHUTEIHLHOU K 4.3

3aKUCKHU, COPABKH, IUCHhMA.

B Tom unc/ie MPpaKTHYECKHUX 3aHATHH

1. OTBeTHI HAa BOMPOCH! YCTHOTO (MMMCBMEHHOTO0) OIpoca. 10

2. Pemenue npakTuyeckux 3a/iaHui (3a1a4)

3. Pabora c unrepuer-pecypcamu u 9bC
Tema 1.4 Jlenexxuble u Coaep:xxanue yueOHOro MaTepuaJia 6 I[IK 1.5
(uHaHCOBO-pacUETHEIE OcoOenHocTH cocTaBieHHUS U O(QOPMIICHUS IEHEKHBIX U (PMHAHCOBO-PACUETHBIX JOKY-
JOKYMEHTBI MeHTOB. OdopMiieHne T0BepeHHOCTEeH OpHUIMATBHON U JINYHOM

B Tom umciie MPAKTHYECKHUX 3aHATHH

1. Pemenne npakTHIeCKuX 3amaHuii (3a1a4) 4

2. Pabora ¢ uaTepHET-pecypcamu u I6C

CamocrosiTeibHast padoTa cTy/eHTa:

Cucrematndeckas mpopabOoTKa KOHCIEKTOB 3aHITHN, YI€OHOW M CHEHalbHON JuTepa-

Typhl (110 BoIpocaM K naparpadam, riaBaM yuyeOHbIX nocoOuit). [loaroroBka k mnpakTu-

4ecKMM paboTaM C HCIIOJIb30BAaHHEM METOJUYECKHX DPEKOMEHIAIMil IMpernoaaBaTes,

oopMIIeHHE MTPAKTHYECKUX paboT, MOArOTOBKA K MX 3auute. M3yueHue opuuuanibHbIX

MaTepHaloB, paboTta ¢ uHTepHeT-pecypcamu u ObC.

3ananus 1J151 BHEAYAUTOPHON CaMOCTOSTEJIbHOH PadoThI. 6

coctaBbTe caenyromue qokyMeHTel OO0 «Jlyu» (392000, r.TamboB, yn. MHTepHaiuo-
HanbHast, 54, WHH/KIIIT 6829330124/682901001, OI'PH 1026848810923, p/cuer
40702810800000000367 B AKB «TIIKb» (OAO), BUK 046850755, kop/cuer
40702810200000000755) na 21 ssaBaps 2010 r.:

— JoBepeHHOCTh Ha nosydeHue kcepokca or OOO «Komlu» mo cuery Ne23 ot
20.01.2010 na corpynnuka Camoxsanoa IOpus [lerposuua, nacriopt 6801 654456, BbI-
nad Okrsa0peckuM PYBJI r.Tam6oBa 20.02.2002;




— TOPrOBYIO HAaKJIAJHYIO Ha mosydeHue 3 mayek Oymaru mo ueHe 135 pyOneit 00 xomeek
ot OO0 «Mudopmary (r.Tam60B, yia.CoBerckas, 7);

— aBaHCOBBIN OTUYET (MOKYIKa KAHIITOBAPOB Ha cymmy 365 pybmneit 00 komeek mo ToBap-
HoMy 4ueky Ne 65 ot 19.01.2010).

Pasznen 2. Opraﬂmaunﬂ paﬁoTLI C YHIPaBJCHYCCKUMHU NOKYMCHTAMM

Tema 2.1. Ilowarue no-
KYMEHTO000pOTa, peru-
cTparus JIOKYMEHTOB,
WCIIOTHEHUE JIOKYMEHTOB

Coaep:xxanue yueOHOro MaTepuaJia

[TonsiTe " TOKyMEHTOOOOPOT", €ro KOJIMYECTBEHHBIC U KaUeCTBEHHBIC XapaKTEPUCTUKH.
Macmrab nokymeHToo6opora. CTpyKTypa 1 001as XapakTepuCTHKa JOKYMEHTOIIOTOKOB
B opranuzanuu. [lousarus "Bxomsaumuii 1okyMmeHT", "ucxonsmuidi JoKyMmMeHT", "BHYTpEH-
HUW JOKyMEHT"

TexHonoruu 00pabOTKHM MOCTYHAOIIUX JOKYMEHTOB. llpuem u mepBuuHash o0OpaboTKa
JIOKYMEHTOB, OpPTaHU3alUs MIPOXOXKICHHS U MOPSIOK MCIOTHEHUS MOCTYMAIOMIUX T0KY-
MeHTOB. BHyTpeHHuU#l nokymentoobopor. [IpeaBaputesibHOE pacCMOTpPEHUE TOKYMEH-
ToB. Ilepenaua gokymeHTOB B mojpasneneHus. OpraHuszanus JBUKEHUS JOKYMEHTOB
Mexay noapasaeneHusMu. KynbTypa paOoTsl ¢ 1oKkyMeHTaMHu Ha pabounx mectax. Ilo-
PSAAOK OpraHu3aiui paboThl C OTIPABISEMBIMU JOKYMEHTaAMH. Y4eT 00beMa U ONTHMU-
3a1us JOKyMEHTO000poTa.

[Tonsitue "peructpauust nqokymeHta". Peructpamnusi TOKyMEHTOB KakK COCTaBHAas 4acTb
TEXHOJOTMM 00paboTku aokymeHToB. lLlemm peructpanum nokymMeHTOB. OCHOBHBIE
MPUHIUIIBI PETUCTPALUU TOKYMEHTOB. MHaekcanus 1oKyMeHTOB. DOpMbl perucTpanun
JIOKYMEHTOB U TOPSAOK MX 3anonHeHus. JKypHanbHas ¢opma peructpainuu. Perucrpa-
LIHOHHO-KOHTPOJIbHAs KapTouyka. KOMIBIOTEpHBIE TEXHOJOTUU PETUCTPALMU JIOKYMEH-
ToB. MH(DOpMaIimoHHoe cofepKaHne PErucTpalliOHHON 06a3bl TaHHBIX

B ToM 4yKc/Ie IPAKTHYECKHUX 3aHATHH

1. OTBeTHI HAa BOMPOCH! YCTHOTO (MMMCBMEHHOTO0) OIpoca.
2. PenieHre mpakTHYeCKUX 3a1aHUH (3a/1a4)
3. Pabora c untepHer-pecypcamu u 9bC

I[IK 3.4

Tema 2.2 Opranuzanus

Conep:kaHue y4eGHOr0 MaTepuasa

1K 3.4




OIICPAaTUBHOI'O U aApPXHB-
HOro XpaHCHUA  IOOKY-
MCHTOB

[Tonsitue "HoMeHKkiaTypa aen". HasHaueHue HOMEHKIATyphl Jei. Bujibl HOMEHKIATypbl
nen (TumoBas, MpUMepHas, UHANBUAYalIbHAs), X OCOOCHHOCTH, MOPAIOK HCIIOIb30Ba-
Hus. TpeOoBaHuUs, MPEABSIBISIEMbIE K COCTABICHHIO HOMEHKIIATYPHI /€] OpraHU3allHH.
Homenkiatypa aen noapasjieneHrs 1 HOMEHKJIaTypa JieJ opranu3auuy. Periiamenranus
TpeOOBaHUI K COCTaBICHMIO HOMEHKJIATYpbl A€l B HOPMAaTHMBHO-METOJIUYECKUX JIOKY-
MeHTax. YHuduupoBanHas ¢opMa HOMEHKIATYphI aen. [IpaBuia coctaBieHHs] HOMEH-
kiarypsl nen. KimaccudukanmonHas cxeMa HOMEHKIATypbl. POPMYITHPOBKH 3ar0jIOBKOB
nen. CucrteMaTu3alnus 3arojloBKOB JieJ B HOMEHKJIaType. MICTOUHMKN onpeaeneHus cpo-
KOB XpaHeHus jaen. [lopsiiok cocTaBieHus: U yTBEPKAECHUS HOMEHKIIATYphl JeJl OpraHu-
3aLuKu

[Tonsitue "hopmuposanue nen". OOmue npuHIUIB opMupoBanus 1ein. OCHOBHBIE Tpe-
OoBaHuUs, MpeAbsBiIseMble K (OPMUPOBAHUIO AEN B TEKyIIeM JenonpousBojcTtse. [pa-
BUIa (POPMHUPOBAHUS PA3TMYHBIX KAaTETOpPHA JOKyMEHTOB B jena. opMupoBaHue 1emn B
OpraHM3alyy, B €€ CTPYKTYPHBIX NoApasaeineHusX. OTBETCTBEHHOCTh 3a COXPaHHOCTH
JIOKYMEHTOB. Bbljaua OKyMEHTOB AJIi BPEMEHHOI'O IOJIb30BaHMS MPU XPAaHEHUU UX B
CTPYKTypHOM nozpasnaeieHud. Ilonarue "sxcneprusa neHHoctu nokymeHToB". Hopma-
TUBHO-METOAMUYECKHUE U TEOPETUYECKUE OCHOBBI MPOBEJEHUS IKCIEPTU3BI IEHHOCTHU J10-
KyMeHTOB. TpeOoBaHMs, NMperbsABIsIEMble K OpraHU3allud M MPOBEICHHUIO IKCHEPTH3BI
LEHHOCTU J0KyMeHTOB. OcHOBHble (QYHKIUM LleHTpanbHOI SKCIepTHOM KOMHCCHU
(I9K) u sxcneptHbix komuccuit (IK) opranmzarmu. [TonoxeHne 06 3KCIEPTHON KOMHC-
cuu. [IpaBa u QyHKIMU KOMHCCHM, OpraHU3alus U MOPSAOK TOKYMEHTHPOBAHUS €€ pa-
00TBI. DTarbl MPOBEACHUS YKCIEPTU3BI LICHHOCTU JTOKyMeHTOB. OdopmiieHre pe3yibTa-
TOB JKCHEPTH3bI IIEHHOCTH AOKyMeHTOB. Omucu moxkymeHTOB. [loHsitne "odopmieHue
nena". OcHOBHbIE TpeOOBaHUs, NpeaAbsBIsieMble K odopmienuto aen. IlonHoe odopmie-
Hue nein. [Tonmuka nen. Hymepanus nucros aemna. CocTaBlieHUE 3aBEPUTEIBHON HAAIN-
cu, BHyTpeHHel onucu. Odopmienue obnoxku aena. Ilepenava gen Ha XpaHeHUE B ap-
XUB.

B ToM uyKciIe IPAKTHYECKHUX 3aHATHH




1. OTBeTH HAa BOPOCHI YCTHOTO (MUCBMEHHOT0) OIpOoca.
2. PerieHre npakTHYeCKHX 3adaHUM (3a1a9)
3.Pabota ¢ unTepuer-pecypcamu u IbC

CamocrosiTesibHAsi padoTa CTy/leHTa:

Cucremaruueckas mpopaboTKa KOHCIEKTOB 3aHATUH, y4eOHOW M CIEIMaIbHON JuTepa-
Typhl (10 BompocaM K maparpadam, riaBaM yueOHbIX mocobuit). [ToaroroBka k mpaktu-
YECKUM padoTaM C HCIOJIb30BAaHHMEM METOJMYECKUX PEKOMEHJAlui MperoaaBaress,
oopmIIeHHE MPAKTHYECKUX PaboT, MOJArOTOBKA MX 3amuTe. V3yueHue oduumaibHBIX,
pabora ¢ unrepuer-pecypcamu u IbC.

3ananus 1J151 BHEAYAUTOPHON CaMOCTOSITEIbHOM PadoThbI.

1. CocraBbTe omeporpaMmy ABUIKEHHUS BXOMSIIUX M UCXOISIIMX JOKYMEHTOB OpraHHu3a- 4
1007078

2. OnpenenuTe MEPeYHU NaHHBIX JIJIS 3aHECCHUS B PETHCTPAIIMOHHBIC (DOPMBI IIPH PETH-
CTpalliy BXOJSAIIUX, UCXOJSIIIMX U BHYTPEHHUX JTOKYMEHTOB, PEKOMEHIYEMbIX pa3iny-
HBIMH THUTIOBBIMU ¥ WHJIUBUYATbHBIMA WHCTPYKIUSIMHA TI0 JIIIONPOU3BOACTBY U MPOBE-
JUTE UX CPAaBHUTEIHHBINA aHAIIN3.

3. Pa3pabotaiiTe HOMEHKIATYpY A€ JJisi HEOOIBIIIONW OpraHU3aIHH.

4. 3anoTHUTE «IHCT-3aMECTUTENb» U «KapTy-3aMECTUTEIbY.

IIpomexyTouHas atrectauus B gopme 3auera

Bcero: 64

BOHpOCBI JJIA TIOATOTOBKHU K HpOMC)KYTO‘-IHOI\/'I aTTeCTalliy, 3adaHus JJIs CaMOCTOSTEIbHOM pa6OTLI U MCTOANYCCKUC PCKOMCHAAINHU 110
BBITIOJIHEHUTO Sa)IaHI/Iﬁ CaMOCTOSTSILHOM pa6OTBI CTYACHTOB BK/IIIOYCHEI B (1)0H,21 OIICHOYHBIX CPCACTB JUCIHUIIIINHBI.




2.2.3. B xoze 3aHATHI ¢ IPUMEHEHHUEM 3JIeKTPOHHOI0 00y4eHHsI ¥ JMCTAHIMOHHBIX
00pa3oBaTeIbHBIX TEXHOJIOTHI HCNIOJB3YIOTCA cileaylonue o0pa3oBaTelbHble TEXHOJIOTHMN:

Buasbi . MeTtoanueckue
N Buabl ucnoJib3yeMbIX TEXHOJI0THI
3aHATHH pa3bsiCHeHHUs
Oddnaiin wm OHIAH TEXHOJIOTUU: Be- | 3aHATHE MPOBOAUTCS C IPUMe-
OuHaphbl, BUICOKOH(DEPEHIIUH, BUPTY- HEHUEM UH()OPMAIOHHO-
QJIbHBIC IPAKTUYECKUE 3aHATHS U T.1. TEJIEKOMMYHUKAIIUOHHBIX CETEH
KelicoBasi-TeXHOJIOTHA: UCIIOJIB30BAHUE | IIPU OMOCPEI0BaHHOM (Ha pac-
Ha00POB (KEHCOB) TEKCTOBBIX, AYJJUOBH- | CTOSHUHW) B3aUMOJICHCTBUU 00Y-
3yalbHBIX U MYJIbTUMEAUMHBIX YU€OHO- | YAIOIIUXCS U MeJarornueckux
JucTanmmonHoe METOJAMYECKHX MAaTepPHUaIOB U UX pac- paboTHUKOB. /cTaHIIMOHHBIE
SAHSTHE CBLIKa JJI CAMOCTOSITENILHOTO U3y4eHusi | 0Opa3oBareIbHbIe TEXHOJIOTHH
yYaIIUMCS TIPU OPTraHU3alMy PEryisip- | MPeanoaraioT yAaJeHHbIH pe-
HBIX KOHCYJIbTAIMH y MpenoiaBaTeieid. | )KUM paboThl.
WuauBuayanbHbIE ¥ TPYIITIOBBIC KOH-
CYJIbTAIluH, peaIi3yeMble BO BCEX TeX-
HOJIOTHYECKUX CPeax: dJEKTPOHHAS
nouTta, chat-koHdepenuuu, Gopymsl,
BUICOKOH(EPEHIINH H T.JI.
TexHoI0ruu HHTEPAKTUBHOTO 00yUe- 3aHsTHE IPOBOAUTCS C IPUME-
HUS, TPYTIIOBON M KOJUIEKTUBHOW pabo- | HEHHEM cojepialieiics B 6a3ax
Thl Ha OCHOBE UCIOJIb30BaHUs CBOOO/I- | JAHHBIX U UCTOJIB3yEeMOU MPH
HBIX PECYPCOB, Pa3MEIIEHHBIX B MHTEP- | peaiu3auu 00pa30BaTebHBIX
HETe, nporpamm uHdopmaiuu u odec-
AIIEKTPOHHBIX 00Pa30BATEIBHBIX PECyp- | MEYMBAIONINX ee 00pabOTKy MH-
JsteKxTpoHHOe COB, BKJIFOYEHHBIX B KOMIUIEKT y4eOHU- | (POpPMAIIMOHHBIX TEXHOJIOTHH,
SAHSTHE Ka, METOJIMYECKUX MAaTEPUAJIOB M AJIEK- | TEXHUYECKHUX CPEJNICTB, a TAKKE
TPOHHBIX 00Pa30BaTEIILHBIX PECYPCOB, MH(POPMAIMOHHO-
pa3paboTaHHBIX MPETOIaBATEIIMH TEJIEKOMMYHHUKAITMOHHBIX CETEH,
o0ecreunBaroIuX Mepeaady mno
JIMHUSM CBSI3U YKa3aHHOW WH-
dbopmanuu, B3auMojieicTeue
00yJaromuxcs u negaroruye-
CKUX paOOTHHUKOB.

BOHpOCI)I " 3aJaHus OJId IOATOTOBKH K HpOMe)KYTOHHOﬁ aTrTeCraniuu, 3aJaHusa AJId caMo-
CTOSITEILHOMN pa6OTBI U MCTOANYCCKUC PCKOMCHAAIWU I10 BBINIOJIHCHUTO 3a,I[aHPII>i CaMOCTOATCJIIb-
HOM pa6OTI>I CTYACHTOB BKIIIOYCHEI B q)OHI[ OICHOYHBIX CPCACTB JUCHUIIIHBI.

Pexomenaauuu no reopeTu4ecKkomMy 00y4eHH IO

Nzyuenne aucuummud OII CIIO TpebyeT cHucTeMaTH4eckoro M IOCIEI0BaTEIbHOIO
HAKOIUICHUS 3HaHWM, OCHOBHAs YacTh KOTOPBIX MpHoOpeTaeTcs cTyieHTaMu Ha jJekuu. C 1embio
ONTUMAJILHOTO MCIOJIb30BAHUS JIEKIIMOHHOTO BPEMEHH, CTYACHTY, KaK M K 3aHATUAM UHBIX (QopM,
HE00X0UMO OBITh OJATOTOBIEHHBIM. B paMKkax Takoil MOATOTOBKH CTYEHT JOJKEH:

— Tepea KakIOW JEeKIHMeH NpocMaTpuBaTh pabO4yylo MpOorpamMmy TUCHMIUIMHBI, YTO
MO3BOJIUT COKOHOMUTH BpeMsl Ha (POPMYIIMPOBKY TEMBI JIEKIIMOHHOTO 3aHSTHS, pacCMaTPHUBAaEMBbIX
BOIIPOCOB, PEKOMEHTyEMOM JINTEPATYPhl;

— Tepel OueperHOM JeKUued NPOCMOTPETh O KOHCHEKTYy MaTepuai Mpeablaylien
aexiuu. [lpu 3aTpylHEHHMSX B BOCHPUSATHM MaTepuaja CleayeT OOpaTUTbCS K OCHOBHBIM
UCTOYHUKaM JuTepaTypsl. Ecinu pazobpaThcsi B Marepuale onsTh HE yJIaioch, TO 0OpaTUTECh K
JexkTopy (1o rpaduKy ero KOHCYJIbTAIMii) WK K MPEroAaBaTeio Ha MPaKTUIeCKUX 3aHATHAIX. He
CJIETyeT OCTaBIATh «OeNbIX MSATEH» B OCBOEHUH MaTepHaa;



— oOpaiath BHUIMaHUE Ha 3alJIAaHUPOBAHHYIO ()OPMY MPOBEICHHUS JIEKIIMOHHOTO 3aHITHSA,
JUISL TOTO YTOOBI IPUEMBI M METOBI, UCTIONIb3yEMBbIE JISKTOPOM, HE CTAIH HEOXKUAAHHOCTHIO, OBLTH
3 (PEKTUBHBI 32 CYET YCTAHOBJICHUS Ka4eCTBEHHONH 0OpaTHOMN CBSI3U C ay TUTOPUEH.

[Tpu mpoBepke yKa3aHHBIX 3aJaHUIl OIEHWBACTCS OPUTHMHAIBHOCTH, CAMOCTOSTEIHLHOCTD,
TBOPYECKUU TOJXO/I, IOTHIHOCTD U3JI0KECHHUS, TPAKTUKOOPUEHTUPOBAHHOCTH H JIP.

PexoMeHnanum no NpakTH4ecKoMy 00y4eHHI0

OtpaboTka yMeHHH U BbIPaOOTKA MPAKTUYECKUX HABBIKOB CTYAECHTOB B IIEPBYIO O4Yepeib
CBfi3aHA C UX JEATENIbHOCTBIO HAa INPAKTUYECKUX 3aHATUAX. [IpakTHueckoe 3aHsATHE
npeHa3HayaeTcss s yriayOJIGHHOTO W3y4YeHHs IUCUUIUIMHBI U OBJAJCHHUS METOA0JIOTHEH
IPUMEHHUTEIbHO K OCOOCHHOCTSAM H3ydaeMoi oTpaciu Haykd. Bo MHOrom moaroTroBle€HHOCTh
CTYACHTAa K IPAKTHUYECKOMY 3aHITHUIO OMNPEACISACT pa3BUTHE €ro KOTHUTUBHOW cepbl, pocT
poeCCHOHATBHOIO MacTepCTBa, (OPMHUPOBAHUME KOMIIETEHLUH cornacHo peanuszyemoi OII
CIIO. B cBs3u € 3TUM, CTyA€HT JOJDKEH:

— UMeTh Ipu cebe Ha IPAKTUYECKOM 3aHATHM PEKOMEHIOBAaHHYIO IIpENojaBaTelleM
JUTEpaTypy U UHBIC YIeOHbIE MaTepHAIIbI,

— 3a0JaroBpeMEHHO B COOTBETCTBUM C PEKOMEH/JIOBAaHHBIMH JIUTEPATypHBIMU
UCTOYHHMKAMU MPOpadoTaTh TEOPETUICCKUI MaTepHai, COOTBETCTBYIONIECH TEMBbI 3aHSATHUS;

— MpU TOATOTOBKE K IPAKTUYECKUM 3aHATUAM HCIOJIb30BaTh HE TOJBKO JIEKIHH,
KOHCIIEKTHI, OCHOBHYIO U JIOTIOJTHUTEIIbHYIO Y4€OHYIO JHTEpaTrypy, HO U MaTepHalbl y4eOHBIX
HOPTAJIOB, POCCUNCKHUX, a IIPU HEOOXOIMMOCTH MEXTyHapoaHbIX 0a3 nanHbix, PUHII, ecnu sToro
tpedyet nzyuenue agucruiuinabl OI1 CITO unm otaensHOTO ee pasjaena (TeMbl);

— B IIpOLIECCE MOATOTOBKU K IMPAKTUUYECKOMY 3aHATHUIO C(HOPMYIUPOBATh, a BIIOCIEICTBUU
3aJaTh MPEIOIaBaTeII0 BOMPOCH! 110 MaTepHally, BBI3BABIIEMY 3aTPYIHEHHUS B €0 TIOHUMAHUU U
OCBOCHMM, a TaKKe MpU BBIIOJHEHUM 3aaHUM, BBIIEICHHBIX MpernojaBaTeneM s
CaMOCTOSITENILHOM pabOThI CTY/IEHTA;

— B XOJ€ IPAaKTUYECKOIO 3aHATUS J1aBaTh KOHKPETHBIE, YETKHE OTBETHI 10 CYILIECTBY
BOIIPOCOB;

— Ha NPAKTUYECKOM 3aHATUU JOBOJUTH KKAYIO 337ayy 10 OKOHYATEIBbHOTO PELICHMS,
JIeMOHCTPHPOBATh IMOHMMAaHHE TIPOBEJCHHBIX pAacyeToB (aHAJIM30B, CHUTyallWi), B CiIydae
3aTpyAHEHUH 00pallaThCs K MPernoiaBaTelto.

[Tpu mpoBepke yKa3zaHHBIX 3aJlaHUI OLIEHUBACTCS OPUTHHAIBHOCTH, CAMOCTOSTEIBHOCTD,
TBOPYECKUN MOJXO0/, JIOTHYHOCTD U3JI0KEHHUS, TPAKTUKOOPUEHTUPOBAHHOCTD U JIP.

PexoMeHaauum mo 3JIEeKTPOHHOMY OOYYEeHHI0 M TPHUMEHEHHI0 JTUCTAHIHOHHBIX
0o0pa3oBaTeIbHBIX TEXHOJIOTHIA.

Cornacho ct. 16 ®@enepanpHoro 3akoHa Ne 273-D3 ot 29.12.2012 «O6 Ob6pa3zoBaHuu B
Poccuiickoit ®eneparuu» 104 IEKTPOHHbIM 00ydeHHMeM TIOHMMAeTCs OpraHU3alus
00pa3oBaTeNIbHON JIEATEIILHOCTH C TIPUMEHEHHEM cojepkaieiics B 0a3ax JJaHHBIX U
UCIIONIB3YEMOM TIPH peanu3aluu 00pa30BaTeIbHBIX MPOorpaMM UHGOpMaIUU U 00eCTeUrBAIOIINX
ee 00paboTKy WH(GOPMAITMOHHBIX TEXHOJIOTHUN, TEXHHYECKUX CPEJICTB, a TaKKe WH(HOPMAIIMOHHO-
TEJICeKOMMYHUKAIIMOHHBIX ceTel, O0EeCHeunBaONIIMX Mepeaady IO JIMHUSM CBS3M YKa3aHHOU
nH(popMaIu, B3auMOICUCTBIE 00yJAIOIINXCS U MTeJarOTHIECKUX paOOTHUKOB.

I[Ton  AUCTAHUMOHHBIMH  00pPa30BATEJbHBIMH  TEXHOJOTMAIMHM  TIOHUMAIOTCA
o0pa3oBaTelbHBIC TEXHOJIOTHH, Pealn3yeMble B OCHOBHOM C NPUMEHEHHEM WH(OPMAIMOHHO-
TEJICeKOMMYHUKAIIMOHHBIX CETEH TpU OMOCPEeNOBaHHOM (HA PpACCTOSHUU) B3aWMOJCUCTBUU
00YJaOIINXCSI U TTEAaroTMIeCKUX pabOTHUKOB.

DNeKTpoHHOEe OOYyYeHHE MPEAroiaracT HCIoiIb30BaHHe MH(OpMAIHH, CoIepKalieiicss B
0azax JaHHBIX, U HH(OOPMAIIMOHHBIX TEXHOJOTHH W WH(POPMAITMOHHO-TEIIEKOMMYHHKAITHOHHBIX
ceTeil st ee 0OpabOTKM W Mepefayu MpU B3aMMOACHCTBHHM OOYYAIOIIMXCS M IMEJarormuecKux
paboTHUKOB.  JIMCTaHIMOHHBIE  OOpa30BaTCIIBHBIE  TEXHOJIOTMHM  PEATU3YIOTCA  depes
WH(OPMAIIMOHHO-TEIECKOMMYHHUKAI[MOHHBIE CETH, KOrja oOydaromuecss M MeAarorndeckue
pabOTHUKN HAXOMSTCS HAa PACCTOSTHUH.
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To ecTp ¥ B TOM, U B IPYrOM CiIydae MpelyCMaTpPUBAETCS UCIIOJIb30BAaHUE KOMIIBIOTEPA U
cereBoil  MH(PAcTpyKTypbl, HO TMpH  IJIEKTPOHHOM  OOY4YEHHUHM OTO  HUHCTPYMEHTHI
HETOCPEJCTBEHHOTO B3aUMOJICHCTBUS OOYYaIOUIMXCS W IMEAarorHuecKuX paOOTHHUKOB, a TPHU
JUCTAHIIMOHHBIX 00pa30BaTENIbHBIX TEXHOIOTUAX — YAAJICHHOTO.

3. OCHOBHBIE BUJIbl YYEBHOM JAESATEJBHOCTH C INPUMEHEHHUEM
HOT:

— JIeKUUH, pealu3yeMble BO BCEX TEXHOJIOTMYECKUX Cpelax: paboTa B ayIUTOPUU C
JIEKTPOHHBIMU YUEOHBIMU KypCaMU IO PyKOBOJCTBOM METOJIMCTOB-OPTaHU3aTOPOB, B CETEBOM
KOMITBIOTEPHOM KJIacce B CUCTeMe on-line (cuctema oOIIeHHS MpernoaaBaTelis H 00yJaronuxcs B
pekuMe peanbHOro BpemeHu) U cucreme off-line  (cucrema oOmieHHs, NpPH  KOTOPOI
npernoaaBarelib U o0ydaronecss 0OMEHUBAIOTC WH(OpMaNUel ¢ BPEMEHHBIM ITPOMEKYTKOM) B
dbopme Tene — U BUACOTICKIINHA U JISKIUH-TIPEe3EHTAIUH];

— MpPaKTUYECKHE, CEMHHAPCKHUE W JIA0OpATOPHBIC 3aHSATUS BO BCEX TEXHOJOTUYECKUX
cpenax: BUACOKOHEpEHIMH, codeceoBanms B pexkume chat (cucrema oOIeHUs, TIPH KOTOPOH
YYaCTHUKH, MOAKIIOUYEeHHBIC K MHTEpHET, 00CYKIaI0T 3aJaHHYI0 TeMY KOPOTKHMH TEKCTOBBIMHU
COOOILIEHUSIMU B PEKUME PeaIbHOTO BPEMEHH ),

— 3aHATHS B y4eOHO-TPCHHPOBOYHBIX KJIACCAX, KOMIIBIOTEPHBIN J1ab0paTOpPHBIi
MPAaKTUKyM, MpodeccuoHalbHble TPEHUHTH C HUCHOJIB30BaHUEM TEIEKOMMYHUKAIIMOHHBIX
TEXHOJIOTHIi;

— y4yeOHas MpaKTHKa, peanus3alus KOTOPOH BO3MOKHA MOCPEACTBOM HH(POPMAIIMOHHBIX
TEXHOJIOTHH; WHIWBHUIYadbHbIC W TPYNIOBBIC KOHCYJNBTAlMH, peaTH3yeMble BO BCEX
TEXHOJIOTHYECKHUX cpenax: ANEKTPOHHAS 1ouTa, chat-kondepenuuu, bopymsl,
BUJICOKOH(DepeHI;

— camocrosTenbHas paboTa oOOy4aromMxcs, BKIIOYAIONIAs W3Y4Y€HHE OCHOBHBIX U
JIOTIOTHATEIBHBIX y9eOHO-METOUYCCKUX MATepUAJIOB; BBIMOJTHCHHE PACYCTHONPAKTHYCCKUX WU
pacueTHO-TpaUUYECKUX, TECTOBBIX M MHBIX 3aJaHUl; BBIIOJHEHHE KYpPCOBBIX IPOEKTOB,
HAITMCaHWE KYpPCOBBIX pPabOT, TEMaTHYECKHX pedepaToB U 3cce; padoTy C MHTCPAKTUBHBIMHU
y4eOHUKaMd U y4eOHO-METOAMYECKMMH MaTepualaMd, B TOM 4YHCIE C CETEBBIMH WU
ABTOHOMHBIMH MYJIbTUMEANHHBIMU 3JICKTPOHHBIMH yUCOHWKAMU, IPAKTUKyMaMu; padoTy ¢
0a3aMu TaHHBIX yIaJeHHOTO JAOCTYIIA;

— TEKyIue W PYOCIKHBIC KOHTPOJIHM, MPOMEXKYTOUHBIC ATTECTAlMA C MPUMEHECHHEM
TUCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHH.

OCHOBHBIE BHIbl YYEBHOH JESATEJBHOCTH C MNPUMEHEHHUEM
SJIEKTPOHHOI'O OBYYEHMUA:

caMOCTOsITeNIbHAasl MHTEPAKTUBHAs M KOHTPOJIMpyeMas MHTEHCHBHas paldoTa CTyAEHTa C
y4eOHBIMM MaTepuajamMH, BKIIOYAIOIIMMU B ce0sl BHUJAEOJIEKIMM, CJIai]lbl, METOIUYECKUE
PEKOMEHJAlMA [0 H3YYEHUIO JUCHUIUIMHBI U BBINOJIHEHUIO KOHTPOJIBHBIX 3aJaHWM,
KOHTPOJIbHBIE U UTOIOBBIE TECTHI.

4. YCJIOBUS PEAJIM3ALUU ITPOT'PAMMBI TUCHUTTJIMHBI

4.1. Jlns peadu3anMd NpPOrpaMMbl Y4YeOHOWH JMCHMIUIMHBI [JOJKHBI ObITh
NpeAyCMOTPEeHbI cJIeAyIolue crielaabHble IOMeIeHns:

Peanuzanus mporpamMMbl y4eOHOW TUCHMIUIMHBI TIperojiaraeT Hajauuue JJadopaTopuu
«HpOopMalIMOHHBIE TEXHOJOTMM U JIOKyMEHTAalMOHHOE obecrneueHue MnpodeccHoHanbHON
nesirenbHOCTH» — 316.

Ilepeuens ocnoeHo20 060py006aHUsL:

Cron npenogaBarens - 1 mrT.

Cryn npenogasarens - 1 mr.

Jocka menoBag - 1 mmir.

CT01 KOMIBIOTEPHBIH - 15 mT.

Cryn yuennyeckuit - 11 mr.
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Komnbrotep (MOHUTOpP, CHCTEMHBIH OJIOK, MBIIIb, KJIABUATypa) ¢ BO3MOXKHOCTBIO TOJ-
KItoueHus: Kk cetu «MHTepHeT» u obecriedeHHeM AO0CTYyNa B AJIEKTPOHHYIO HMH(GOPMAIMOHHO-
00pa3oBaTeNbHYIO Cpey OpraHu3anuu - 12 mr.

Crton yyennueckui - 10 mr.

Kadenpa — 1 mr.

Cxambs yueHnyeckast — 10 mr.

WHuTepakTuBHas nocka — 1 wmr.

Cxkanep — 1 mir.

CerteBoli npuHTep — 1 1IT.

Y4eOHO-HarIAIHBIE TOCOOHS

Ilepeuens npoepammnozo obecneuenus:

Omneparmonnas cuctema Microsoft Windows XP SP3

Onepanunonnas cucreMa «AnpT OOpa3zoBaHUE»

Kaspersky Endpoint Security miast 6usneca — Crangaptasiii Russian Edition. 1500-2499
Node 1 year Educational Renewal Licence

CoreIDRAW Graphics Suite X3

Adobe Photoshop

1C:Ilpennpusitue 8

DneKTpOoHHBIN nepuoandeckuit cipaBouHuK «Cucrema TAPAHT»

IBM SPSS Statistics 20

Oracle VM VirtualBox 3.2.10

DneKkTpoHHBIN nepuoanueckuii cnpaBouyHuk «Cucrtema TAPAHT»

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB
11.0.08

Statistica Base 10 for Windows RU

Microsoft Office IIpodeccuonanbusiii miroc 2007

4.2. NudopManuoHHOe odecrieueHne 00ydeHust

OcHogHbie UCMOYHUKU:

1. [yanosa H.H. JlokymeHTanimoHHOE oOecredeHre ynpaBieHus : yYeOHUK U MPAKTH-
KyM JUI cpefHero mpodeccrnonansHoro oopazosanust / H. H. IllyBanoBa. — 2-e uzn. — Mockaa :
NznarensctBo FOpaiit, 2020. — 265 c. — (IIpodeccronansnoe odpazoBanue). — ISBN 978-5-
534-00088-7. — Tekcr : oanmektpoHHsii // OBC  IOpaiir [caiit]. — URL:
https://urait.ru/bcode/451067

2. Kopuees N.K. JlokymeHTalMOHHOE 00ecrieueHne yIpaBiieHus : y4eOHUK U MPAKTUKYM
it cpeanero npodeccuonanbHoro odpazosanus / M.K. Kopuees, A.B. Ilmenko, B.A. Mamryp-
1eB. — 2-¢ u3., nmepepad. u jpon. — Mocksa : M3mparensctBo FOpaiit, 2021. — 384 ¢. — (IIpo-
deccuonanpHoe obpazoBanue). — ISBN 978-5-534-05022-6. — Tekct : snextponHslit // 3bC
FOpaiir [caiiT]. — URL: https://urait.ru/bcode/472550

Llononnumenvhvie UCMOYHUKU:

1. Kopnees 1. K., ITmenko A. B., Mamrypues B. A. JlokymMeHTHpOBaHKE yIIpaBIeHUYECKOM
nestenbHOCTH + TecThl B OBC : YueOHUK W MpakTUKyM JJig BY30B. — I€p. W JOM; 2-€ H31.. —
Mocksa: FOpaiit, 2020. — 384 c. — Tekcr : snekrpoHsii / DBC «FOPAUT» [caiit]. — URL:
https://urait.ru/bcode/450470

2. Kprokosa H.II. JlokyMeHTHpOBaHNE YIPaBICHYECKON JESITEIBHOCTH : yuel. mocodue. —
M.: UH®PA-M, 2014. - 268 c.

3. Kynses, H. H., Ypanos, [I. H., ®abpuunoB, A. I'. JlokyMeHTOBeIeHHE : YUEOHUK. —
2021-09-20; ToxymenroBeaenue. — Mockaa: Jloroc, 2015. — 352 ¢. — Tekcr : anextponnsiii // IPR
BOOKS [caiit]. — URL: http://www.iprbookshop.ru/70692.html

HopmamueHble npaeoevle akmbl.
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1. TOCT P 7.0.8-2013. Cucrema cTangapToB 10 HHPOpPMALIUU, OUOINOTEYHOMY U U3]1a-
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01.03.2014. — Mocksa :Ctanmgaptuadopm, 2014. — 12 c.
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Mockaa, 2014 —29 c.
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URL: http://www.consultant.ru.

8. OO0 yTBep)KIeHHHU TEepeyHs CBEACHUN, OTHECEHHBIX K IOCYIapCTBEHHON TaifiHe : YKa3
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U MIPOU3BOJICTBEHHOMN JIEATEILHOCTH OpraHU3aluii, C yKa3aHHUEeM CPOKOB XpaHEHHUs : yTB. IpUKa-
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12. TlepeyeHb TUNOBBIX YHPABICHYECKHX apXUBHBIX JOKYMEHTOB, 00pa3yroImuxcs B Ipo-
1ecce eI TeNbHOCTH TOCYJApCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYTIPABJICHUSI U OpraHu-
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nexabps 2019 r. Ne236 // CIIC Koncynbrantllnroc. — URL: http://www.consultant.ru.

13. IlpaBuna Aenonpou3BOACTBA B OCYAapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMo-
yIpaBieHUs : yTB. YTB. pukazom dexepanbHoro apxuBHoro areHrcra 22 mast 2019 r. Ne71. //
CIIC Koncynprantllnroc. — URL: http://www.consultant.ru.

14. TlpaBuna nenonpou3BoJICTBA B (heepabHBIX OpraHax WCIOJHUTENbHON BIACTH © YTB.
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xuBHOro arentctsa ot 11 ampens 2018 1. Ne43 // Koncynbrantllmoc: — URL:
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CneyuanuzupoeanHuvle nopmaibsl

1. http://www.vniidad.ru/ — caitit BcepocCHICKOTO Hay4YHO-HCCIIEI0BATEIBCKOTO HHCTH-
TyTa JIOKYMEHTOBe/leHUs U apxuBHoro gena (BHUNIA/)

2. http://archives.ru/ — caiitr ®enepanpHoro apxusHoro arentcra (Pocapxusa)

3. http://gaspito.ru/ — caiit TOI'BY «I'ocynapCTBeHHBIH apXHB COIMATBHO-MOTUTUIECKON
uctopuu TamOoBCKO 06IaCTI»
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4. https://www.constmb.ru — — CIIC Koncynsrantllntoc B r. TambGoBe
5. https://www.eo0s.ru — «2Dnekrpornsie Oducusie CUCTEMBI»
6. https://www.sekretariat.ru/ — xypran«PRO-zxenonpon3BoacTBo»

OneKkmpoHHO-CnpagoyHvle CUCEMbL:

1. DnekTpoHHO-OMOINOTEUHAs CUCTEMA « Y HUBEPCUTETCKass OMOIMOTeKa OHIaitH» — 0asa
JAHHBIX Y4eOHOH, yueOHO-METOJUYECKON W HAay4yHOW JIUTEpaTypbl IO OCHOBHBIM H3Yy4aeMbIM
mucnumuraam — http://www.biblioclub.ru

2. DnexTpoHHO-OnOnuoTeunass cucrema «tOpaift»: komnekuus «JlerengapHele KHUTH
u xkojutekuusi CI1IO — snekTpoHHBIE BEepcUU y4eOHOH M y4yeOHO-METOIMUYECKON JINTEPaTyphl 10
SKOHOMHMYECKUM, HOPUIUYECKUM, TYMaHUTAPHBIM, HH)KEHEPHO-TEXHUYECKUM U €CTECTBEHHO-
Hay4HBIM HampasieHusM — http://www.urait.ru

3. Hayunas osnextponnas Oubmmorexka eLIBRARY.RU — xpymHedmwmii poccuiickuit
UHPOPMALIMOHHBIA TOpTal B 00JacTH HAyKH, TEXHOJOTMH, MEAMLIMHBI M 00pa30BaHUS
(37IEKTPOHHBIE BEPCUHU POCCUICKUX HAYYHBIX KypHaioB) — http://elibrary.ru

4. T'ocynapcTBeHHass MHQpOpManuoHHass cucremMa «HanuwoHanmpHas — ANEKTpOHHAsS
Ooubnuoreka» — (OHA AIEKTPOHHBIX BEPCUN MEUATHBIX H3JAHHUMA, AJIEKTPOHHBIX H3JAaHUNA U
pECYpCoB, MyJIbTUMEIMIHHBIX U3AHUN U JIp. — https://H30.pd

5. DnektpoHHas Oubmmoreka TI'Y— 0a3a MaHHBIX HAy4YHBIX TPYJOB IMpernojiaBarenei—
https://elibrary.tsutmb.ru

6. ObC «IPRbooks» — 0a3za naHHBIX yuyeOHOM M Hay4yHOH JIUTEpaTypbl, IEPUOJUYECKUE
U3JJaHWSA, Aay/JAUOKHHUTH, BHUACOKYpPCHI, OHJIAHH TECTHI IO HANpaBJICHUSM  OOydeHUS

http://iprbookshop.ru/

3apybescnvle npogheccuonanbHvle 6A3bl OAHHBIX!

1. SpringerOpen (pecypcel Springer OTKpHITOro JfocTyma): 0a3a JaHHBIX. —
URL.: https://www.springer.com/gp/open-access/springer-open

2. WebofScience: nojguTeMaTnyeckas — pedeparuBHO-OmOMMOrpaduveckas  H
HAaYKOMCTpHUYICCKaAA Oasa JAaHHBIX. —
URL: http://apps.webofknowledge.com/WOS_GeneralSearch_input.do?product=WOS&search_
mode=GeneralSearch&SID=Q1qfWXIiB25bAcrIBPM&preferencesSaved

3. Scopus: 6a3a ganubix. — URL: https://www.scopus.com/

Hcnonvsyemvie 06pazosamenvhvle niamgpopmol:
1. DnektponHas obpaszosarensHas cpena MOODLE http://moodle.tsutmb.ru/
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5.

KOHTPOJIb W OIEHKA PE3YJBTATOB OCBOEHMSI YYEBHOM
TACIATIIAHBI

PesynbTaTnl 00y4eHust

|

KpuTepuu ouenk |

MeToabI OIEHKH

l'[epeqeﬂb 3H3HPII7[, O0CBAUBACMbIX B paMKaX JUCHUIIJIMHBI

OCHOBHBIE UICTOUHUKHU UH(DOPMALIUH U
pecypcesl Ui pelIeHus 3a1a4

dopmar ohopMiIeHUs pe3yIbTaTOBIIO-
ucka uHpopmarmu CoaepxkaHue ak-
TyaJbHONH HOPMATUBHO-IIPABOBOH J10-
KyMEHTaIH

[Icuxonoruueckue OCHOBBI JESITENb-
HOCTHU KoJulekTHBa COBpEMEHHbIE
CpeZCcTBa U porpaMMHoOe obecriede-

[IpaBUIBHOCTH OPOPM-
JIEHUSI TOKyMEHTaIIH,
IIpUMeEHsIeMOMB npodec-
CUOHAJIBHOU JIEATEIIbHO-
CTH

CooTtBeTcTBHE BBIOOpA
TEXHOJIOTHUH oopmJIe-
HUS JOKYMEHTOB COBpE-

VYcTHBIN (MTUCHMEHHBIN)
ompoc.

TectupoBanue, BKIOUYas
HCITOJIb30BaHNE JUCTAHIIU-
OHHBIX TEXHOJIOTHH, DJICK-
TPOHHOTO O0yYCHHUS.

HHUE B TPOGECCHOHAILHOM IEATE/IbHO-| MEHHBIMTPEOOBaHUSIM [IpoBepka mpakTH-
ctu IIpaBuia ohopmiieHHs TOKYMEH- | JOKYMEHTO000poTa Yyeckux pabor u
toBlIpaBuiia oopmiieHus 3aKyIo4- OLIEHKa pe3yJibTa-
HOMJIOKyMEHTALUU TOB.
NudopmannoHHbie TEXHOJIOTHHU B
poeCCHOHAIBHOMN eI TEIbHOCTH 3auér
Oco0OeHHOCTH OpraHU3alUH U NPOBe-
JEHUS] KOHTPOJIbHBIX MEPOIPHUITHIA
OpraHaMH, OCYIICCTBIISIOIIUMUA (H-
HaHCOBBII
KOHTPOJIb

Hepeqeﬂb yMeHHﬁ, OCBaUBAEMBIX B paMKaX JTUCHUIIJINHBI
AHanM3upoBaTh 3aa4y U OnpenessaTh | Bianenue npaBuinamu DKcnepTHOoe

ATAaIbl PEIICHHUS
CTpyKTypupOBaTh NOITy4aeMyIOHH-
dbopmaruro.

OdopmitATh pe3ynbTaThl IOUCKA
OnpenensaTh aKTyaJabHOCTh HOpMa-
TUBHO-TIPAaBOBOM JIOKyMEHTAIMX B3a-
UMOJICCTBOBATH C KOJUIETAMH, PyKO-
BOJICTBOM, KJIIMEHTaMHU
['paMOTHOODOPMIATH TOKYMEHTHI IO
poeCCHOHAIBHON TEMAaTHUKeE
[TpumensTH cpeacTBa HHGOPMALIMOH-
HBIX TEXHOJIOTUH JUTS peIIeHHS TTPO-
deccroHanbHBIX 33124
Hcnonp30BaTh OFOHKETHOE 3aKOHO-
JaTeIhCTBO

0(OPMIIATH TUIATEKHBIE TOKYMEHTHI
MIPOBEPATH HEOOXOAUMYIO
JOKYMEHTAIUIO JIJIsl 3aKIIOYCHUSKOH-
TPaKTOB

cocTaBJIEHUS U 0(OpM-
JICHUSIOKYMEHTAllUU B
COOTBETCTBHUH C HOP-
MaTHBHBIMH JJOKYMEH-
TaMH.

Odopmnenue pe-
3yJbTAaTOBIIOMCKA
nHpopMaLnH.

Haspiku ocymects-
JICHHUS TTPOBEPKH He-
00X0IMMOM TOKY-
MEHTAIUH JIJIs 3a-
KITIOYEHHUsI KOHTPaK-
TOB.JleMOHCTpanus
aHaJn3a cojieprKa-

HUS yIIpaBJIeHYe-

CKUX JJOKYMEHTOB.
HaBbIku B ucnosp3oBa-
HUU NIPOrPaMMHOT0
o0ecrnieueHrneB OpraHu-
zamuu 1OV,

HaOJIIOJICHUE U
OIIEHKA Ha MPaKTH-
YCCKUX3AaHATHUAX
IIPU BBITIOJTHEHU U
paboTHI.

Onenka pemeHuicu-
TYallMOHHBIX 3a/1a4.

OneHka pe3yabTaTOBBbI-
HOJTHEHUS IPAKTUYECKOMN

paboTHI.

3auéT
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6. OCOBEHHOCTHU OPI'AHM3AIIMHU OBPA3OBATEJIBHOI'O INPOLECCA
JJIs1 HHBAJIMJAOB U JIUL C O'PAHUYEHHBIMHU BO3MOXHOCTSAMU 310PO-
Bbs1

OOyyeHre UWHBaIMAOB M JIMI C OrPAaHUYCHHBIMH BO3MOXKHOCTSAMH  3JIOPOBBS
OCYILIECTBJISIETCS] B COOTBETCTBHH C:

[lopsinkoM opraHu3alii M OCYLIECTBIIEHUS 00Opa3oBaTENIbHON JEATEIbHOCTH IO
oOpa3oBaTeNbHBIM  TporpaMMaM  cpenHero mnpodeccuonansHoro obpasoBanust  (IIpukas
MunucrepcTBa o6pazoBanus U Hayku PD ot 14.06.2013 Ned64);

MeToauyeckuMi peKOMEHAALUSIMH [0 OpraHu3aluud o0pa3oBaTeNbHOTO IMpoliecca s
00y4eHHs MHBAJIUAOB U JIMI C OTPAaHUYEHHBIMU BO3MOXHOCTSIMHU 3/10pOBbsl B 00pa3oBaTEIbHbIX
OpraHM3aIysaX BeICHIEr0 00pa30BaHUs, B TOM YHUCII€ OCHAIIEHHOCTH 00pa30BaTeIbHOro Mpolecca
(yrBepxnenst 08.04.2014 1. Ne AK-44/058H);

TpeboBanusiMu Kk opraHu3zali 00pa30BaTEILHOIO Mpoliecca A 00y4eHHUs] UHBAUAOB U
JHII C OTPAHUYCHHBIMH BO3MOXKHOCTSIMH 3/I0pPOBBbSI B MPO(ECCHOHATBHBIX 00pa30BaTeIbHBIX
OpraHM3alysaX, B TOM YHCJIE OCHALIEHHOCTH 00pa30oBaTENbHOrO Mpouecca (yTBEPHKIACHbI
26.12.2013 Ne 06-2412BH).

MeToauyeckuMi  PEKOMEHJAIMSIMU 10  peanu3ali  00pa30BaTENbHBIX MPOrpaMMm
cpeaHero mpogeCCHOHATBHOTO O0pa3oBaHUs © NPOPECCHOHATBHOrO OOYYeHHs JIHMIl C
WHBAJIUIHOCTHIO U OTPAHMYEHHBIMH BO3MOXXHOCTSIMU 370POBbSI C MPUMEHEHHUEM JJIEKTPOHHOTO

o0yueHus u JIMCTaHIHOHHBIX 00pa3oBaTeIbHBIX TEXHOJIOTUH (YyTBEpKIEHBI
MUHITPOCBEHIEHMS POCCHHU 10.04.2020 r. Ne 05-398).
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JIMCT BHeCEeHUsI M3MEHEeHH
B pabouyro mporpammy mo guciumimHe «OI1.04 JlokyMeHTanmMoOHHOE oOecreYeHue
ynpaBieHus» 1o crnenuanbHocTH «38.02.06 OuHAHCHD YTBEPKACHHYIO Ha 3acelaHuu Kadeapsl
O6ubmMoTeyHo-nH(POpMaMOHHBIX pecypcoB 11 suBapst 2022 r., mpoTokos Neb.

Howmep TekcT u3MeHeHUs [TpoTokon 3acenanus kapeapsl
H3MEHEe- Ne naTta
HUSI
1
2
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