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1. AHHOTAIIMA K THCHHUILJIAHE

PabGouass mporpamma JUCHHMIUIUHBI «J[OKyMEHTAllMOHHOE OO0ECIeueHUue YIpaBIeHYECKON
JEeSTEILHOCTH» COCTaBiIeHa B COOTBeTCTBUM ¢ TpeboBanusmu PI'OC BO mno HampaBlieHUIO
noarotoBku 37.03.04 T'ocynmapcTBEHHOE M MYHMIMIAIBHOE yrmpaBiieHHe (ypoBeHb OakajaBpuara),
YTBEpKJIEHHOTO MpuKa3zoM MuHucrepcTBa oopazoBanus u Hayku P@ 13.08. 2020 r. N 1016.

PaGouass mporpamma COOEpKUT 0Osi3aTeNIbHbIE JJIi M3Yy4YEHHS TEMbl IO JUCHUIUIMHE
«JloKyMeHTaIlMOHHOE 00ECTIEYCHNE YIIPABICHUECKOU eI TeIbHOCTHY.

JlucuuiuiiHa JaeT IeJIOCTHOE TPEACTaBIeHHWE 00 OpraHu3alud  JTOKYMEHTAlMOHHOTO
o0ecrieueHre YNpaBICHUYECKON MAESITeIbHOCTH B CHUCTEME TOCYIapCTBEHHOTO W MYHUIHUIAIHHOTO
YIpaBJIEHUS.

ey u3yuyeHus1 IUCHMIIMHBI. C()OPMUPOBATH Y CTYACHTA HABBIKU PAOOTHI C JOKYMEHTAMH H
pelLIeHus 3a/1a4, CBSI3aHHBIC C TIEPEX0A0M K 0e30yMayKHON TEXHOJIOTHH YIIPABICHUS SKOHOMUYECKIMHU
cucreMaMH, MX 00paboTKe, XpaHEHWIO, MOMCKY M Tepenayn HHEPOpMaluu, HEOOXOAUMOW s
YCIEIIHOTO OCYIIECTBICHUS (PYHKIIMH TOCYTapCTBEHHOTO U MyHHIIMIIAILHOTO yIIPABICHUSI.

3apaum:

- U3y4YeHHUE KJIACCOB YKOHOMUYECKUX CHCTEM, COoJlepKaHuil pyHKIMi OHM3HEC-TPOLECCOB;

- COfIEp’)KaHUEe CUCTEMBI JOKyMEHTO000POTa;

- BU/IbI IOKYMEHTOB M UX CBSI3H ¢ OM3HEC-TIpoLieccamMu;

- W3y4YCHHWE TPOUEIYPHl COCTABJICHHUs, IONyYEHHs], Tepenadyn, oOpabOTKHM W XpaHCHHS
JTOKYMEHTAIUH B YUPESKACHUSAX TOCYIAPCTBEHHOT'O M MYHHUIIMIIAIIBHOTO YIIPABICHHUSI.

MecTo AMCUMILIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl

JucnumimnHa « JIoKkyMeHTanoHHOE Oo0ecleueHHe yIpaBICHYECKOH IESITETbHOCTI SBIISCTCS
IUCUUIUIMHOW 10 BBIOOPY YacTd, CHOPMHUPOBAHHON Yy4YaCTHUKAMH OOpa3OBaTEIbHBIX OTHOUICHUM
yueOHOro IulaHa, yTBepkJeHHoro B cootBercTBUM ¢ PI'OC BO 1no HampaBieHUIO MOATOTOBKU
38.03.04 I'ocynapcTBEHHOE ¥ MYHUIIMITAJIBHOE YIIPABJICHUE, YPOBEHb OaKkaiaBpHara.

VYyebHast TUCIMITIMHA U3ydaeTcs Ha 4 Kypce B 8 ceMecTpe npu ouHOU (hopme 00ydeHus u Ha 5
Kypce B 9 cemecTpe TpHW IS OYHO-3209HOM W 3a0uHOW (opmax oOydeHus, Gopma KOHTPOISI —
9K3aMEH.

Komnerenuuu ody4arierocsi, popMupyembie B pe3yabTaTe 0CBOCHHS THCHUIIINHBI:

[IK-6 BnameHue HaBbIKAMU IUJIAHUPOBAHUS U OpraHU3alldd  JEATEJbHOCTH OpPraHoOB
rocyapcTBeHHon Biactu Poccuiickon ®enepanuyu, opraHoB MYHHMIMIIAIBHOIO M KOPIOPaTHBHOIO
yIpaBJIEHUS

2. [lepevyeHb MJIAHMPYEMBIX Pe3yJbTATOB 00y4eHUsI, COOTHECEHHBIX C IJIAHUPYEMbIMH
pe3yibTaTaMi 0CBOCHHS 00pa30BaTe/IbHOM NPOrpaMMbl

[Ipoutlecc  w3ydeHuss JUCHUILIMHBI  HampaBieH Ha  (GOPMUPOBAHHE  KOMIIETEHIIHH,
npeaycMmoTpeHHbix ®I'OC BO mo nHampaBinenutro noarotoBku 38.03.04 TocynmapctBeHHOE U
MYHHIIMIIAIFHOE yTpaBieHue (YpoBeHb OakanaBpuara) W OMpeAelstoTcs Ha ocHoBe CrpaBOYHHKA
KBATU(UKAIIMOHHBIX TPEOOBAHWM K CHENUATBLHOCTSM, HANpaBIE€HUSM TOATOTOBKU, 3HAHUAM U
YMEHHSIM, KOTOpbIe HEOOXOMUMBI HJsl 3aMEeIeHUs JOHKHOCTEH TOCYIapCTBEHHON TIpa)KIaHCKOU
cmyxO0b1" (yrB. Muntpynom Poccum); a Ttaxxke aHaimza TpeboBaHM K TpodecCHOHATBLHBIM
KOMITETEHITHSIM, TIPEIbIBISEMBbIM K BBIMTYCKHHKAM Ha PBIHKE Tpy/aa, 0OOOIIEHHs] OTEUEeCTBEHHOTO U
3apyOeKHOTO OIBbITa, MPOBEACHUS KOHCYJNbTAIIMH C BEAyHNIUMHU paboTOmaTeNs MU, OObEIUHEHUSIMHU
paboTonaTeneil 0Tpaciu, B KOTOPO BOCTPEOOBAHBI BBITYCKHUKH.

B pesynbrare ocBoenust OIIOII GakanaBpuara 00ydarOMIHiiCs JOMKEH OBIAAETh CIIEIYIOIUMA
pe3ysbTaTaMu 00ydeHus 0 y4eOHOU JUCIUILTHHE:
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Koambi PesyabTarhl NHaukaTopsl AOCTHKEHUA KOMIIETEH U DopMbI

kommnereHuuu | ocsoeHuss OIIOII o0pa3oBaTeIbHOM

(copep:xkaHue JesiITeJIbHOCTH,
KOMIIeTeHI[H ) CIoCoOCTBYIOIIIME
(popmupoBanuio

U Pa3BUTHIO

KOMIIETeHIIH U

I1K-6 BrazcHue HaBbikamMu  [[1K-6.1 BjIageHnune HaBbIKaMH TUIaHUPOBaHUAKOHTaKTHas paboTa:

[JIAaHUPOBAHUA U
OpraHru3alin

rOCyJIapCTBEHHOM
BiacTu Poccuiickom
Denepannn, OpraHoB
MYHUIUIIAILHOTO U
KOPIIOPAaTUBHOTO
yIpaBJiIeHUS

ACATCIIBHOCTH OPraHoB

M OpraHu3aluud JACSTEIbHOCTH OpPraHoOB
rocy1apcTBeHHOM  Biacth  Poccuiickoif
Denepaunn

Ulekunn
[IpakTHyeckue
BaHATUS

I1K-6.2 BjageHue HaBbIKaMU TIaHUPOBaHUACaMOCTOSATEIbHAS

M OpraHu3alud JesTEIbHOCTH,
MYHUIIAIIAIEHOTO YIIPaBICHUS

I1K-6.3 BJ1ageHne HaBbIKAaMU MJIAHUPOBAHUS
W OpraHu3alid JACSATCIBHOCTH OpPTraHOB

OpraHoB

ﬁga60Ta

KOPIOPATHUBHOI'O YIIPABJICHUSA

3. O0beM AUCHMIUIMHBI B 32a4e€THBIX €IHHUIAX ¢ YKA3aHHEM KOJHYeCTBA aKaJeMHYeCKHX
YacoB, BbIIEJIEHHBIX HA KOHTAKTHYI0 padoTy oOydamuiuxcsi ¢ npemnoaaBarejeM (M0 BHIAM
3aHATHI) U HA CAMOCTOSITEJILHYIO PadoTy 00y4aroIuXxcst

OO6mias Tpya0EMKOCTh JUCIUIUIMHBI COCTABIISIET 4 3a4€THBIC €IUHUIIBI.

3.1. O6beM TUCUMILIMHBI 10 BUIaM Y4eOHbIX 3aHATHIl (B Yacax)

Bcero yacos
O0béM yueOHOI
zmcuui.]mnm o4Has popma O9HO-3a0"HaA 3a04Hast
00yueHus (opma 0Oyuenns | popma 0GyueHms
OO0miast TpyA0€MKOCTh TUCITUTLIMHBI 144
KonrtakTHas paboTta o0yJaronmxcs ¢ 48 24 12
npernoaaBareneM (BCero)
AynuropHas paboTa (Bcero): 48 24 12
B TOM YHCIJIE:
JIEKIIUHU 24 12 4
CEMHUHAapBbI, IPAKTUUECKUE 3aHATHS 24 12 8
nabopaTopHble paboThI
BreaynuropHnas pabota (Bcero):
B TOM YHCIIE:
KOHCYJIBTAITHSI 110 TUCIHILIINHE
CamocrosiTenpHas pabora 42 66 89
oOyyaronuxcs (Bcero)
Bug npomexyTouyHoii arTectauu 18 18 9
obyuaromerocs (PK3aMeH)

4. ConepxxaHue TMCUMILVIMHBI, CTPYKTYPHPOBaHHOE MO TeMaM (pa3ieiaM) ¢ yKazaHHeM
OTBE/ICHHOI'0 HA HUX KOJMYeCTBA aKaJeMU4eCKMX YaCOB U BU/IOB Y4eOHbIX 3aHATHI

4.1. Pazgeant
aKaJieMU4YeCcKHUX 4acax)

JTUCIUIINHDI

U TPYIOEMKOCTH 10 BHIaM Yy4eOHb

IX 3aHATHi (B
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Buabl yueOHo# padoThl, BKJIKOYAS
CAMOCTOSITEIbHYIO Pa00Ty CTYAE€HTOB U

TPYA0EMKOCTbD (B Yacax)
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Conepxanue u
OCHOBHBIE MTOHSATHUS
JICITUTUTAHBI
1 «JloxymeHTalnoHHOe 8 18 4 4 10 Onpoc
oOecrnieueHue
yIpaBleHYeCKON
JIESITCIIBHOCTHY
Opranuzanus
JIOKYMEHTAIIMOHHOTO
obecrnieueHus
2 ympasieHus B cucteme |8 | 18 4 4 10 Komnoksuym
rOCy/IapCTBEHHOTO U
MYHHIIHITAILHOTO
yIOpaBlIeHUs
Opranuzanus
AIIEKTPOHHON CHCTEMBI
3 p 8 |18 6 6 6 Komnoxsuym
yIpaBICHUS
JIOKYMEHTO000pOTOM
Opranu3zanusi CHCTEM
4 p 1 8 |18 |4 4 10 Onpoc
JIOKYMEHT0000poTa
OcCHOBHBIE  KOHIICTILIUU
YIpaBICHUS
5 JIOKYMEHTOOOOPOTOM, 8 |18 6 6 6 Omnpoc
0e30yMaKHbIC
TEXHOJIOTHH YIIPABICHUS
HUTOIO 108 24 24 42 18 (3x3ameH)
AJIS1 0O4YHO-3204HOH opMBbI 00yYeHHU
5 Buabl yueOHoi1 padoThl, BKIKYAsA 2 3 59
Ne | Pasgennl ®M  TeMbl | O ABLY p ’ o B8 E =
= CAMOCTOSITEILHYIO PA0OTYy CTYAEHTOBH |[= = = & @ 9
n/n | AMCUMILTUHBI > s s S &
O ¢ TPYAOEMKOCTH (B yacax) Z S, = F
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Bcero
Jlekuun

N3 aux

ay/IuTOPHbIE

3aHATHSA

JlabopaTopHbIii NPaKTHKYM

IIpakTu4yeckue 3aHATHSA

/ceMUHAPbI

CamocTosiTesibHas padora

KonTpoJsbHas padora

KypcoBas paGora

Copaepxanue u
OCHOBHBIC ITOHATHS
JUCITUTLIAHBI
«JloKyMeHTaMOHHOE
obecrnieueHue
YIIPaBJICHYECKON
JIESITEIIbHOCTI

18

14

Ormpoc

Opraauzanus
JIOKYMEHTAI[HOHHOTO
oOecneucHus
YIPABJICHUS B CUCTEME
rOCYIapCTBEHHOTO U
MYHHIIUIIATEHOTO
YIIpaBICHUSA

18

14

KomnokBuym

Opraauzanus
AIEKTPOHHOU CHCTEMBI
yIpaBlIeHUs
JIOKYMEHTO0000pOTOM

18

10

Komnoxsuym

Opranuzanus cucteM
JIOKYMEHT0000pOoTa

18

14

Ompoc

OcCHOBHBIE KOHIEHINH
yIIpaBIE€HUSA
JIOKYMEHTOOOOPOTOM,
0e30yMaKHbIC
TEXHOJOTHUHI
YIIpaBIECHUSA

18

14

Ompoc

UTOoro

108

12

12

66

18 (3x3ameH )

AJIs1 32049HOM (popMBbI 00yUeHH S

Ne

n/n

Pa3neanl 1 TeMbI
JUCHUIIJINHBI

CemecT

CAMOCTOSAITEIbHYI0O Pa00Ty CTYACHTOB U
TPYAOEMKOCTb (B Yacax)

Buabl yueOHol padoThl, BKJIKOYAsA

= R o 3
=25 E¢
e g5 v B
Q%NQE

PaQN /il ¥is al
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N3 aux
ayIMTOPHbIE
3aHATHA

. JlabopaTopHbBIii NPAKTHKYM
IMpakTuyeckue 3ansiTus /
CamocTosiTesibHas padora

CeMUHApPbI
KouTpoabHas padora

KypcoBas paéora

Bcero
Jlexknun

Copaepxanue u
OCHOBHBIC ITOHSTHUS
JUCITUTLIAHBI

1 «Jloxymenranmonnoe |9 |19 1 1 17 Ompoc
obecrnieueHue
YIIPaBJICHYECKON
JESITEIIbHOCTH
Opraauzanus
JTOKYMEHTallMOHHOTO
oOecrnieyeHus
yIOpaBlIeHUs B
cucreme
rOCyJJapCTBEHHOTO U
MYHHIIHITAIEHOTO
yIOpaBlIeHUs
Opraau3zanus
JJIEKTPOHHOU
CUCTEMBI YIIPaBJICHHUS
JIOKYMEHTO00OpOTOM
Opranu3zanus CHCTEM
JIOKYMEHT0000poTa
OcHoBHbIE
KOHIETITNH
yIpaBICHUS

5 JoKyMeHToobopoToM, | 9 | 20 1 2 17 Omnpoc
0e30yMaKHBIC
TEXHOJIOTHUHI
YIpaBICHUS
HUTOI'O 108 4 8 87 8 (3xk3amen)

9 |20 0,5 15 18 Omnpoc

9 120 1 2 17 Omnpoc

9 |20 0,5 1,5 18 Omnpoc

4.2. Conep:kanue TMCHUILIHHBI, CTPYKTYPHPOBAHHOE 110 pa3aejaM (TeMaMm)

Tema 1. Coodepircanue u O0CHOBHBIE NOHAMUA OuCUUNIUHBL «/]OKyMeHmayuonnoe
obecneuenue ynpaeieHuecKoll 0eamebHOCH U

Jlexiuss 1. OcCHOBHBIE KOHIICTIIMM YHOPaBIEHUS JOKYMEHTOOOOpPOTOM, 0e30yMaKHbIE
TEXHOJIOTHUU YIIPABJIICHHUA
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Cemunap 1.OcHOBHBIE KOHLENIMM YIpPaBICHHUS JOKYMEHTOOOOpPOTOM, Oe30yMakHbIe
TEXHOJIOTUH YIIPaBJICHUS

Jlexnus 2. TTonsitue u cTpykrypa 3xkoHoMudeckoit cuctemsl (JC). Knaccudukanus QyHKmii u
NenoBbIX nporeccoB DC

Cemunap 2. [Tonstue u cTpykrypa 3xkoHoMudeckoi cucreMsl (9C). Knaccudukanus QyHKmii
U JIeT0BbIX mpoiieccoB DC

Jlexuwmst 3. [ToHATHS TOKYMEHT, JOKYMEHTOIIOTOK, JOKYMEHTOOOOPOT

Cemunap 3. . IloHATHUS [OKyMEHT, JIOKYMEHTONOTOK, JOKYMEHTOOOOpOT (B3ATO U3
«IPAKTUYECKUE 3aTaHHs])

Tema 2. Opzanuzayus 0OKyMEeHMAUUOHHO20 00ecneueHus ynpaeieHus 6 IKOHOMUUECKOU
cucmeme

Jlexums 4. Haznauenune Cucremsl JlokymentarmonHoro O6ecneuenust Ynpasienus u I'CIOY.
CocraB ¢yHkmii npouenyp, BoimonnseMsrx CJJOY

Cemunap 4. Hasnauenume Cuctembl JlokymeHTarmoHHoro OOecnedeHus YIpaBiICHUS H
I'CHOY. Cocras ¢ynkiwmii nporenyp, seinonaasemMbix CAOY

Jlexuus 5. CocraB OpranuzanuonHo-Pacnopsaurensusix JJokymentoB (OPJl). Copepxanue
npouenypsl cocrasinenust OPJI.

Cemunap 5. CocraB Opranuzanuonno-Pacnopsaurensusix JJokymentos (OPJl). Conepxanue
nporeaypsl coctaBieHust OPJ]

Jlexuus 6. ComepxaHue MpoLeayphl MOJTYYSHUS U TIEpeaui MOTOKOB JJOKYMEHTOB

Cemunap 6. Coaeprkanue mpoieaypsl MOJydeHUs U TIepeiadyi TOTOKOB JIOKYMEHTOB

Jlexuus 7. CocTaB U cofiepKaHKe MPOLIEYPbl KOHTPOJIS HCTIOTHUTEIbHBIX IOKYMEHTOB

Cemunap 7. CocTaB u coepx’aHue mpoLeypbl KOHTPOJIS UCIIOTHUTEIIbHBIX TOKYMEHTOB

Jlexuus 8. Cogepxanue U mpoueaypsl GOpMHUPOBAHUS 1] U CAAYU A€ B apXUB

Cemunap 8. ComepkaHue U IpoIeypbl GOPMUPOBAHUS JCI U CIAYH JICT B APXUB

Tema 3. Opzanuzayusn Inekmponnoii Cucmemul Ynpaenenusn /[oKymeHmoooopomom

Jlexuust 9. Ilonstue MH(pOpMAIMOHHON SKOHOMHYECKOM MHpopmanmoHHoi cuctemsl (MC).
Knaccst u crpykrypa MC

Cemunap 9. Ilonatue nHpopMannoHHON 3KoHOMHYecKkoi MH(popMaroHHoi cuctemsl (MC).
Knaccst u crpykrypa UC

Jlexuus 10. [IpuHIMIBI, METOABI U CPEACTBA CO3/aHUs DJIEKTPOHHON CHcTeMbl YIIpaBieHHUs
JIoKyMeHT0060pOTOM

Cemunap 10. [IpuHIMIBI, METOIBI M CPENCTBA CO3/IaHUS DIEKTPOHHON CHCTEMBI Y IIpaBIIeHUS
JIokyMeHT0060pOTOM

Jlekust  11. TpeOGoBaHuss K CHCTEMaM COCTAaBJIEHUS  3JEKTPOHHOTO  JOKYMEHTA.
XapaKkTeprucTUKa CUCTEM COCTABJICHHUS, BBOAA U XpaHeHus D]

Cemunap 11. TpeGoBaHMs K CHCTEMaM COCTaBJIEHMsI AJIEKTPOHHOIO JOKYMEHTA.
XapaKkTeprucTUKa CUCTEM COCTABJIEHHUS, BBOAA U XpaHeHus D]

Tema 4. Opranusanusi cucTeM J0KyMEHT0000poTa

Jlexkuus 1. XapakTeprcTuKa U UCIOIb30BaHHE TeXHOIOTHH «ad-hok»

Cemunap 1. XapakTepuCTHKa M UCTIOJIL30BaHUE TEXHOIOTUH «ad-hok»

Jlexuust 2. XapakTepUCTHKA U UCTIOIb30BAHUE TEXHOIOTUH «Zroupware»

Cemunap 2. XapakTepUCTHKA U UCITOJIB30BAHNE TEXHOJIOTHH «Zroupware»

Jlekust 3. OcoOEHHOCTH OpraHu3aluud paboOThl CHCTEM YIpaBIEHUS JOKYMEHTOOOOpoTa
knacca «ACKU I»

Cemunap 3. OcoOEHHOCTH OpraHu3aluM PabOThl CHCTEM YIIpaBlIEHHUS JOKYMEHTO0OOpOTa
knacca «ACKU »

Jlexuus 4. CucreMbl aBTOMAaTH3aUH JI€JI0BBIX ITPOLIECCOB

Cemunap 4. OcoOeHHOCTH OpraHM3aIuu pabOTHl CHUCTEM YIIpaBJIEHUS JOKYMEHTOO0OOpOTa
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kimacca «ACKHWJI»

Tema 5. OcHOBHBICe KOHUENIUHM YNPABJCHUS JOKYMEHT0000pOTOM, 0e30yMasKHbIe
TeXHOJIOTHH YIIPaBJIeHUS

Jlexumst 1. Kpurepun orbopa TOKYMEHTOB, CO3[JaHHE, XPaHEHHE U HCIOJIb30BAHUE KOTOPBIX
JOJKHO OCYIIECTBISITHCS B (hOpME AIIEKTPOHHBIX JOKYMEHTOB

Cemunap 1 Kputepuu orbopa JOKyMEHTOB, CO3JaHUE, XPAHCHUE U HCIIOIb30BAHUE KOTOPHIX
JOJKHO OCYIIECTBISATHCS B hOpME SJIEKTPOHHBIX JOKYMEHTOB

Jlexuus 2. Kputepuu BbIOOpa BHIa 3JIEKTPOHHON MOANMHMCH JUIS JOKYMEHTOB, CO3JaHUE,
XpaHEHHE U UCIIOIB30BAHNE KOTOPHIX JIOJKHO OCYLIECTBIATHCSA B ()OPME FIEKTPOHHBIX TOKYMEHTOB

Cemunap 2. Kputepuu BbIOOpa BHAA 3JEKTPOHHOM MOAMHMCHU JUIsl JIOKYMEHTOB, CO3JaHHE,
XpaHEeHHE U UCIOIb30BAHNE KOTOPBIX JIOJKHO OCYHIECTBIATHCS B (POPME IEKTPOHHBIX TOKYMEHTOB

Jlexuus 3. O6ecnieueHue BpeMEHHOTO (ONEPaTUBHOI0) XPAHEHHUS AIEKTPOHHBIX IOKYMEHTOB

Cemunap 3.00ecrieueHrie BpeMEHHOTO (OIEpaTUBHOI0) XpaHEHUs JIEKTPOHHBIX JOKYMEHTOB

Jlekmss 4. OOecrieyeHue OPUAMYECKOM  CHJIBI  DJIGKTPOHHBIX  JOKYMEHTOB  IIPH
JOJATOBPEMEHHOM XpaHEHUH

Cemunap 4. OOecneyeHue HOPUIUYECKOW CHUIIBI  BJEKTPOHHBIX  JOKYMEHTOB IpH
JOJATOBPEMEHHOM XpaHEHHUH

Jlekumsas 5. TexHONOrMYECKHWE MEpPONPUATUS  <«OAIEKTPOHHOM  coxpaHHocTh»  (digital
preservation)

CeMuHap 5. MeponpusiTUs «3JIEKTPOHHOM coxpanHocTH» (digital preservation)

4, Ilepeyenb y4eOHO-MeTOAMYECKOT0 00eceYeHUs JJIs1 CAMOCTOATEIbHOU padoThl
o0yuawuuxcsi Mo yueOHoM JucunIInHe (Moay.110)

OHUM U3 OCHOBHBIX BHJIOB JICATEIBHOCTH 00YYArOIIETrocs SIBIISIETCSI CaMOCTOSTEIbHAs padoTa,
KOTOpasi BKJIIOYAeT B ce0sl M3ydyeHHUE JIeKIMOHHOIO Marepuana, Y4eOHHUKOB U Y4eOHBIX MOCOOMI,
[IEPBOUCTOYHUKOB, MOJTOTOBKY COOOIEHUMN, BBICTYIIJICHUS Ha TPYIIOBBIX 3aHSATHUSAX, BBINOJIHEHUE
3aJlaHuH IPEno1aBaTes.

MeTtonka caMOCTOSITENIbHON padOThl NMpEeABApUTENbHO Pa3bICHIETCS MpenojaBaTesieM U B
MOCTIEeTYIOIEM MOXKET YTOUHATHCS C YU€TOM MHIMBHUAYalbHBIX 0coOeHHOCTel oOyuatomuxcs. Bpems
U MECTO CaMOCTOSITENIbHON paboThl BHIOMPAIOTCS 00YyYarOIIUMHUCS [0 CBOEMY YCMOTPEHHIO C YYETOM
PEKOMEHIaLIl IPETIOAABATEIS.

CamocTrosTenbHass paboTa mpecienyeT Ledb 3aKpenuTb, YriIyOUTb U PACIIUPUTH 3HAHUA,
MOJTyYeHHbIe 00yUaIOIIMMUCS B XOJI€ ayAUTOPHBIX 3aHATUH, a TakKe CHOPMHUPOBATH HABBIKU PAOOTHI C
Hay4yHOU, yuyeOHOH M yueOHO-MEeTOJIMYECKOW JHUTepaTypod, pa3BUBaThb TBOPYECKOE, MPOIAYKTHBHOE
MBILIEHHE 00y4aeMbIX, UX KpeaTHBHbIE KaueCTBa.

W3y4yeHre OCHOBHOM U JOIOJIHUTENBHOMN JINTEPATYPHI SIBISETCS Haubosee pacnpocTpaHEHHOM
¢dopmoii  caMOCTOATENBHOM paboThl OO0yYaloOUIMMHUCA M B TMPOLECCe HW3YYEHHUS JUCHMILIMHBI
MPUMEHSIETCS TPU PACCMOTPEHMM BceX TeM. Pe3ynpTaThl aHain3a OCHOBHOM M JOTOJHUTEIBHOU
JUTEpaTyphl B BUJE KOPOTKOTO KOHCIEKTa OCHOBHBIX MOJIOKEHUH TOW MM MHOW paboThl, Hamu4ue
KOTOpO# y o0yuaromerocsi 0053areiabHo.

5. IlepeueHb Y4eOHO-METOAUYECKOr0 oOOecmedYeHUsi IJIA CaMOCTOSATEJbHOH PadoThI
00y4arommXxcst 1o AMCHHUILINHE

CamocrosTenbHas pabora oOydarolIMXcss NpU HM3YyYeHMH  Kypca «JloKyMeHTallMoOHHOE
o0ecrniedyeHre yrnpaBIeHUECKON AeSITEIbHOCTU» MPEIOJaraeT, B MEPBYIO 0Yepeib, paboTy ¢ OCHOBHOM
U JIOTIOJIHUTENbHON JuTepaTypoil. PesymbraTamm 5T0il paGOThl CTaHOBSATCS BBICTYIUICHHS Ha
MPAKTUYECKHUX 3aHATUSAX, YUaCTUE B OOCYKIACHUH.

MeTtoauka caMOCTOSATENbHOM PabOThl MpPEIBApUTENBHO DPA3bsACHSIETCS IpenojaBaTeieM U B
MOCJIEAYIONIEM MOXKET YTOUHSTHCS C YUETOM MHIUBUAYaIbHBIX 0COOEHHOCTEN oOydaromuxcs. Bpems

9



U MECTO CaMOCTOSATENBbHOM paboThl BHIOMpAIOTCS 00yUYaIOIMIMMUCS 10 CBOEMY YCMOTPEHHIO C yYETOM
pPEKOMEHIalui MpernojaBaTes.

CamocrosTenbHy0 paboTy HaJa AWCHUIUIMHOW CIeAyeT HauuHaThb C HM3y4deHHs pabdoueit
nporpamMmbl «J{OKyMEHTaIMOHHOE 00eCIIeYeHNE YITPABICHYECKON NeITEIbHOCTHY, KOTOPasi CONEPKHUT
OCHOBHBIE TpeOOBaHMA K 3HAHUSAM, YMEHHSIM M HaBblkaM oOyudaembIX. OOs3aTelIbHO ClEAyeT
BCIIOMHHUTh PEKOMEHJAINH TIPEroJaBaress, JaHHbIE B XOJE YCTAaHOBOYHBIX 3aHATHH. 3aTeM —
MPUCTYTIATh K U3YYCHHUIO OTACIBHBIX Pa3AeioB U TEM B MOPSIKE, IPETYCMOTPEHHOM IPOTPAMMON.

[ToyunB mpencTaBieHne 00 OCHOBHOM COJCpPKAHUM pasjiena, TeMbl, HEOOXOIUMO H3Y4YHTh
MaTepuall ¢ IIOMOIIBI0 YIeOHUKOB, yKa3aHHBIX B pasfelne 7 yka3zaHHOH nporpammel. LlenecooOpasno
COCTaBUTb KpPAaTKUI KOHCIEKT WJIM CXEMY, OTOOpPaKaIOUIyl0 CMBICI M CBSI3M OCHOBHBIX TMOHATHH
JaHHOTO pa3feia M BKIIOYCHHBIX B HETO TEM. 3aTeM, KaK ITOKa3bIBaeT OIIBIT, MOJIE3HO H3YYHTh
BBIJICP)KKA U3 TEPBOMCTOYHUKOB. [IpM JKeTaHWM MOXKHO COCTaBUTh WX KpPAaTKUH KOHCIIEKT.
OO0s3aTenbHO CIIeyeT 3alMChIBaTh BO3ZHUKIIME BONPOCH, HAa KOTOPbIE HE YJaloCh OTBETUTH

CaMOCTOATCIIbHO.

HaumenoBanue Bomnpocsl, DopMbI Y4ebHO- ®opma
TeMBbI BbIHECEHHbIE HA | CAMOCTOSITEILHOM | MeTOAMYecKoe | KOHTPOJIsI
CcaMoOCTOSITEJIbHOE padoThI odecnevyenue
H3y4eHue
OcHOBHbIE Uctopuss  passutus | Pabora B | JIuteparypa x
KOHIIEIIIAU AJIEKTPOHHOTO ouonnoTexe, Teme, paborta c
yIpaBieHUS JIOKYMEHTO0000pOoTa BKJIFOYAst OBC. | untepHer
JIOKYMEHTOO00pOTOM, [ToaroroBka uctoyHukamu | Ompoc
0e30yMaxHbIe JOKJ1aaa-
TEXHOJIOTHH MIpEe3EHTALIH.
yIpaBieHUs
[Tonsarue u | Kimaccudukanus Pa6ora B | Jluteparypa k
CTPYKTypa bynkuii u BunoB OC | OubnuoTteke, TeMe, paborta ¢
SKOHOMHUYECKON BKJIFOYAst OBC. | unTepHer
CHCTEMBI B0). IToaroroBka ACTOYHUKAMU Komnoksuym
Knaccudukanus JOKJIaaa-
GYHKIUI U J1eTOBBIX MPE3EeHTALNN
npoueccoB DC
[Tonsatuss nokymeHrt, | Buapl  nokymenTtos, | PaGora B | JIuteparypa K
JIOKYMEHTOIOTOK, OCHOBHBIE ¢dbopmMmsl | bubIMOTEKE, TeMe, paborta ¢
JIOKYMEHTOO00pOT JIOKYMEHTOB BKJIIOYAst OBC. | uaTepHer Onpoc
[ToaroroBka HMCTOYHUKAMHU
JOKJIaaa-
MIpEe3EHTAIIH.
Hasnauyenue OcHoBHble ¢yHKuMU | PaboTa B | JIuteparypa K
Cucremsl CHOY, MoHsITHE | OMOIHOTEKE, Teme, paborta ¢
HoxymenTtanmonHoro | moayiabHOoCcTh CIOY | BKItOUas OBC. | uatepHer
ObecnieueHus [ToaroroBka MCTOYHUKAMH
VYnpasnenus u JOKJIaa- Konnoksuym
Icaoy. Cocras MIPE3EHTALNH.
byHKIMI  Tpoueayp,
BBITIOJTHSIEMBIX
caoy
Cocras Bunet u popmst OP/], | Pabota B | JIutepatypa K
Opranu3anuoHHO- perjiaMeHT o6ubnuoreke, Teme, pabora ¢ Ompoc
PacnopsiautenpHbIxX coctasienust OPJ] BKJIFOYast OBC. | uaTepHET p
JoxymentoB (OPJI). IToaroroBka HCTOYHUKAMU
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Conepxanue JOKJIaaa-
IIpOLIE Ty PbI MPE3EHTALINH.
coctaBnienust OPJI.
Conepxanue OCHOBHBIE Pabota B | JIuteparypa k
MPOLEAYPHI pOLEAYpPHI Iepenaun | Oubamoreke, TeMe, pabora ¢
MOJTy4YEeHUS U | JOKyMEHTOB, BKJIIOYast ObC. | uHTEpHET Komoksiym
nepejaud  MOTOKOB | IIOHATHE notoka | [TogroroBka HMCTOYHUKAMHU
JIOKYMEHTOB JIOKYMEHTOB JOKJIaaa-

IIPE3EHTALIH.
CocraB u | OcHoBHBIC KpuTepuu | Pabota B | JIuteparypa k
coJiep>KaHue KOHTPOJIS oubnmoreke, TeMe, pabora ¢
MpOLIeIyPbl KOHTPOJISL | JOKYMEHTOB,  BHUJbI | BKJIFOYAs OBC. | untepHer Onpoc
HCIIOJTHUTEIIbHBIX KOHTPOJIA [ToaroroBka HMCTOYHUKAMHU
JIOKYMEHTOB JOKJIaaa-

IIPE3EHTALIH.
Conepxxanue U | ApxuBHOE neno, | Pabora B | JIutepatypa K
IpOLEAYpPbI TpeOoBaHUS K | Oubnuoteke, TeMe, paborta ¢
dbopMupOBaHUA A€M U | CIABa€MbIM B apXHB | BKJIIOYas OBC. | untepHer Komtoksuym
Cauu JIe] B apXUB JIOKyMEHTaM [Toaroroska HMCTOYHUKAMHU

JOKJIaaa-

MIPE3EHTALIH.
[Tonsitne Knaccudukammst Pabota B | JIuteparypa x
KOHOMUYECKOU UH(POPMALIMOHHBIX oubnamoreke, TeMe, paborta ¢
uH(GOPMaLMOHHON 3KOHOMHUYECKHX BKJIFOYAst OBC. | untepHer Onpoc
CHCTEMBI (UC). | cucrem [ToaroroBka WCTOYHHUKAMHU
Kiaccer u crpykrypa JOKJIaaa-
ncC MIPE3CHTALIUH.
[Tpuniunel, meroas! | Ku3HEeHHBIH muki | PaGora B | Jluteparypa x
u cpencrea cosnanus | OCY ]l oubnuoTeKe, Teme, paborta c
ONEKTPOHHOU BKJIFOYast OBC. | unTepHET

Komnoxsuym

Cucremsl [Toaroroska HMCTOYHUKAMHU
VYnpasnenus JOKJIaaa-
JlokyMeHT0000pOoTOM MIpEe3EHTAIIH.
TpeboBanus K | Texuuueckue Pabota B | JIuteparypa K
cucTeMaM TpeboBanus k DCVY]] | 6ubnmoreke, Teme, paborta c
COCTaBJICHUSA BKJIFOYast OBC. | unTepHET
3JIEKTPOHHOTO [Toaroroska HMCTOYHUKAMHU
JIOKYMEHTA. JOKJIaja- Omnpoc
XapakTepucTuKa MPE3CHTALNH.
CHUCTEM COCTaBJICHUS,
BBOJIa M XPaHCHUsS
€)1
Xapaktepuctuka ¥ | OcHOBBI TexHosoruu | Pabora B | JIuteparypa k
HCIIOIB30BaHHUE «ad-hok» 6ubIHnoTeKE, TeMe, paborta ¢
TEXHOJIOTUU «ad- BKJIIOYAst OBC. | uaTepHeT
hok» [ToaroroBka HMCTOYHUKAMHU Konnokzuym

JIOKJ1ajia-

MIPE3EHTALINH.
Xapaktepuctuka U | OcHOBBI TexHOjnoruu | Pabora B | JIutepatypa «k
HCITOJIh30BAHNE «groupware» oubnuoTexe, TeMme, paborta ¢ Onpoc
TEXHOJIOTUH BKJIFOYAst OBC. | untepHer
«groupware» [ToaroroBka MCTOYHHKAMH
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JOKJIaaa-
MIpe3eHTAIIH.
OcobenHoctu OcHoBbl TexHOnoruu | Pabora B | JIutepatypa K
opraHu3amu paboThl | CUCTEM  yIIpaBieHUs | OMOIMOTEKeE, Teme, pabora ¢
CUCTEM YIpaBJICHHS | JOKYMEHTOOOOpOTa BKJIFOYAst OBC. | unrepuer
KomnokBuym
JIOKyMEHTO000pOTa knacca «KACKHI» IToaroroBka UCTOYHUKAMU
kiacca «ACKU Iy JIOKJI1a1a-
MIpEe3EHTAIINH.
Cucremsl busnec -mpoueccsl B | Pabota B | JIuteparypa k
aBTOMAaTHU3ALNH aBTOMAaTHU3ALNH o6ubnmoreke, TeMe, paborta ¢
JIEIIOBBIX IIPOLIECCOB BKJIHOYast OBC. | unTepHET Onpoc
[ToaroroBka HMCTOYHUKAMU
JoKJ1ajia-
MIpEe3EHTAIIHH.
OcHOBHbIE DKOHOMHYECKU I Pabora B | JIuteparypa k
KOHIICTILIHH s dext oT | bubnmoTeke, Teme, pabora ¢
yIIpaBJICHUSA BHEJIPEHUS BKJIFOYAst OBC. | unTepHeT
JIOKYMEHTOO00pOTOM, | 6€30yMaxHBIX [ToaroroBka uctounukamu | KomnmokBuym
0e30yMaxKHbIC TEXHOJIOTHUI JIOKJIa1a-
TEXHOJIOTHH yIpaBlIeHUs MIpe3eHTAIIH.
yIpaBJeHUs

6. O1neHo4YHbIE MarTrepuaJibl 1JId IIPOBCACHUSA l'lpOMe)KyTO‘lHOﬁ aTTeCcTallumn oﬁyqammnxcﬂ
o JTMCHMIIJINHE «I[OKyMeHTaI[I/IOHHOG obecreueHnmne yﬂpaBJIEH‘IECKOﬁ ACATECJIbHOCTH»

6.1. Onucanue nokasaresjieil 1 KPpUTEPHEB OLCHMBAHNS KOMIICTEHINH, ONIMCAHNE IIKAJI

Ne | HaumeHoBanmue Kparkas IIkana u KpuTEpHH OLEHKH, OAJLT Kpurepun
N/ | OIEHOYHOr0 | XapaKTepHCTHKA OLIEHUBAHUS
cpeacTBa OLICHOYHOT0 KOMIIeTeHII UM
cpeacTBa
1. | [Ipaktukym no | IIpaktuueckoe «5» — paboTa BBIIIOJHEHA B CPOK, I1K-6.1
pEIIeHUIOo 3a/1a4 | 3aHATHE CaMOCTOSITEIILHO, TPaBWIBHO TTOHATH | [TK-6.2
U UCTIoJIb30BaHbl cooTBeTcTBytomme | [1K-6.3

(hopmyITbl, UCTIOTB30BaHa Tpedyemast
nH(popMaIus, apryMeHTHPOBAHBI,
JAaHbl UCUCPIIBIBAOIHUE OTBETHI HA BCC
MOCTaBIIEHHBIE BOIPOCHI;

«4» — paboTa BBHINNOJHEHA B CPOK,

CaMOCTOSITENIbHO, HCIIOJIB30BAHA
TpeOyemast uHpopmalus, MpaBUIbHO
BBINOJIHEHBI TPeOyeMbIe pacueThl,
HE00XO0IMMBbIE BBIBOJIbI CJIETAHbI
YaCTUYHO, XOPOLIO
apryMEeHTHPOBAHBbI, IaHbl OTBETHI Ha
BCE IIOCTABJIEHHBIE BOIIPOCHI;

«3» — paboTa BBIITOJIHEHA B CPOK, B

OCHOBHOM CaMOCTOSATEJIBHO, ,
HMEIOTCS OIINOKH B
KOMITO3UIIMOHHOM PEIICHUU; JaHbI
OTBETHI HE Ha BCE BOIIPOCHI;

«2»— 00y4aIOIIUKCS TTOITOTOBUII
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paboTy HeCaMOCTOSTEILHO WII HE
3aBEPIIMI B CPOK, BBIBOJIbI U OTBETHI
Ha BOIIPOCHI OTCYTCTBYIOT.

Jokma - [Ty6mmunoe «5» — MoKIa] BBIIIOJIHEH B [1K-6.1
Mpe3eHTalUsA BBICTYIUICHHE TIO | COOTBETCTBHHM C 3asIBJIEHHOW TEMOW, I1K-6.2
MPEICTaBIICHHUIO MPe3CHTAIMsI JIETKO YuTaeMa M siCHa I1K-6.3
MOJTyYE€HHBIX JUTSL IOHUMAaHHUSI, TPaMOTHOE
pe3yIbTaToB WCIIOJIb30BaHUE TEPMHUHOJIOTHH,
y4e0HO- CBOOOTHOE M3JI0KCHHE
WCCIIEIOBATEIILCK | paccMaTpUBaEMBIX MPOOIIEM,
Oif TEMBI B JOKJIATYMK TIPABUILHO OTBETHII Ha
nporpamMmme BCE BOIPOCHI B XOJI€ IUCKYCCHU;
Microsoft «4» — HEeKOPPEKTHOE 0POpPMIICHHE
PowerPoint MPE3CHTAINH, TPAMOTHOE

UCII0JIb30BAHUE TEPMHHOJIOTHH, B
OCHOBHOM CBOOOJTHOE M3JIOKEHHUE
paccMaTpuBaeMbIX MPOOIIeM,

JOKJIa UMK YaCTUYHO MTPABUIIEHO
OTBETHJI Ha BCE BOIPOCHI B XOJ1€
JHMCKYCCHUH,

«3» — OTCYTCTBHUE MPE3CHTALINH,
JOKJIaJYUK HCIBITHIBAII 3aTPYAHECHHS
IIpH BBICTYIIJICHHMU U OTBCTC HA
BOIIPOCHI B XOZI€ AUCKYCCHH.

6.2. MeTonnuecKkue MaTepHAJIbI, ONpeNe/silOIIe NPoHeaypPbl OLEHUBAHHMSA 3HAHMH,
YMEHUil, HABLIKOB H(MJIH) ONBITA JAeATEJbHOCTH, XaPAKTePU3YIOIIUX JITanbl (POPMUPOBAHMS
KOMIIETEHIUi1 B MpoLecce 0CBOeHNsI 00pa30BaTeIbHON MPOrPaMMbl

Ne | ®opma konTpoJsi/ | Ilponenypa oneHuBaHus IIkxaja 1 KPUTEPHH OLICHKH, 0aJ11
n/m KOJbI
OLICHHBAEMBIX
KOMIIEeTeH Uil
1. | sk3ameH DK3aMeH NpeICTaBIISAET Brinonnenue obydarommmces 3a1aHui

00O BBIIIOJTHECHHUE
oOy4aromuMces 3aaHui
OmiieTa, BKJIIOYAIOIIETO B
ce0s:

3amanue Nel —
TEOPETUYECKHIA BOTIPOC HA
3HaHue 0a30BLIX MTOHSITHI
peMETHOM 001acTH
JACIATIINHEL, a TAKKE
MTO3BOJISIOIINH OIEHUTE
CTeleHb BJIaJeHUs
oOy4Jarmumcest
NPUHIUITAMA TPEAMETHON
00JIaCTH JUCIAILIMHEL,
[IOHUMAaHUE UX
0COOEHHOCTEH U

B3aUMOCBA3HU MCKIAY HUMU;

3aganue Ne2 — 3amanue Ha

OIIEHUBAETCS T10 CJIeNYIONIEeH OaTbHON
IIKaJe:

3amanwue 1: 1-2 6amwioB

3ananue 2: 1-2 6amioB

3amanwue 3: 1-2 6awioB

«3a4TeHo»

-«5» (OTJMYHO) — OTBET MPaBUIbHBIH,
JIOTUYECKH BBICTPOEH, PUBEICHBI
HE0OX0IMMBbIC BBIKJIA/IKH, HCITOJIb30BaHA
npodeccroHanbHas JeKCUKa. 3aaHus
pereHs! npaBuwibHO. O0yJaromuics
MPaBIWJIBHO HHTEPIIPETUPYET
MTOJTyYEHHBIN pe3yJIbTar.

-«4» (X0po110)— OTBET B IIETIOM
MIPaBWIBHBIH, IOTHYECKH BBICTPOCH,
MIPUBEICHBI HEOOXOMMBIEC BBIKIIAIKH,
HCIIOJIb30BaHa MpodecCHoHATbHAS
Jexcuka. X0/ pelieHus 3a1aHus
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aHallu3 CUTyallUH U3 MIPaBUJIbHBIN, OTBET HEBEPHBIN.

MpEAMETHOM 001acTH OOyuaromuiics B 11EJIOM MTPaBUILHO

JTUCLUIUTMHBI U BBISBIICHHUE MHTEPIPETHPYET MOTYUCHHBIN

CIIOCOOHOCTH pe3yJbTar.

o0ydJaromierocst BLIOUpaTh | -«3» (y10BJE€TBOPHTEILHO)— OTBET B

U IPUMEHATh OCHOBHOM INPaBWJIbHBIN, IOTHYECKU

COOTBETCTBYIOIIINE BBICTPOEH, ITPUBEICHBI HE BCE

HNPUHIUIBI U METOAbI HE00XO0IMMbI€ BBIKJIA/IKH, UCIIOJIb30BaHa

pEelIeHUs] TPAKTUYECKUX npodeccuoHanbHast JeKCHKaA. 3aJaHHs

npooieM, OJIU3KUX K peleHbl YaCTUYHO.

npodecCHOHATBLHOM «He3auyTeHo»

JeSITEIbHOCTH; -«2» (Hey/10BJIETBOPUTEIBHO)— OTBETHI Ha
3ananue Ne3 — 3aaHue Ha TEOPETUYECKYIO YacCTh HEIIPaBUIIbHbBIE

IPOBEPKY YMEHHUH U WIN HeTIOoJIHbIe. 3a1aHUs HE PELEeHbI

HaBBIKOB, ITOJIyYEHHBIX B

pe3yJbTaTe OCBOCHHUS

JCIIATUTHHEI

6.3. TumoBble KOHTPOJIbHBbIE 3aJaHMs WJIM HHbIe MaTepuajbl, He00X0AUMBbIE sl
npoueaypbl OUECHMBAHHMSA 3HAHWHM, YMEHHWH, HABBIKOB H(WJIH) ONBITA [JesTeJIbHOCTH,
XapakTepusylommux Jtanbl  (OPMUPOBAHMS  KOMIETEHUMH B  Mpouecce  OCBOEHHS
00pa3oBaTeJIbHOM MPOrPaMMBbI

Tema 1. Cooepricanue u O0CHOBHbIE NOHAMUA Oucyuniunvl «/JOKymMeHmayuonHnoe
obecneyenue ynpaeieH4ecKoil 0essmeabHOCH U
Konumponvuvie 6onpocwi:
1.OCHOBHBIE KOHIEMIMU YMPABICHUS JIOKYMEHTOOOOPOTOM, O0€30yMaXKHbIE TEXHOJOTHH
yIpaBJIeHUS
2. [lonsitue u cTpykrypa skoHoMHUuYecKkoi cucremsl (JC). Knaccudukanus GpyHKuuil u
3. IloHATHS TOKYMEHT, JOKYMEHTOINOTOK, TOKyMEHTO000pOT

Tema 2. Opzanusayua O0OKyMeHMAUUOHHO20 00eCneYeHus ynpaeneHus 6 IKOHOMUYECKOU

cucmeme
Koumponvnvie sonpocwi:

1. Haznauenue Cuctemsl Jlokymerntamuonsoro Obecneuenust Ymopasienus u ['CJJOY. Cocras
¢byHkuuit npouenyp, BoimonnseMsix CJJOY

2. CocraB OprannzannonHo-Pacnopsnurensubix — JokymentoB (OPMl). Copepxanue
npouenypsl cocrasnenuss OP /1

3. CopepxxaHue MpoLeayphl MOJyUYEHUs U IIepeaadn NOTOKOB JOKYMEHTOB

4. CoctaB u coiep>kaHue MPOLEAYPbl KOHTPOJISL UCTIOIHUTENBHBIX TOKYMEHTOB

5. ConeprkaHue v MporeAaypbl POPMUPOBAHUS JIET U CIIAYH JIe] B apXUB

Tema 3. Opzanuzayua Inekmponnoii Cucmemul Ynpagnenusn /[oKymeHmoooopomom

Koumponvnvie 6onpochwi:

1. [TonsTe nHpOpMaAMOHHON 3K0HOMUYeckol nHpopmannonHoi cuctemsl (MC). Knacesl u
ctpykrypa UC

2. llpuHuMObl, METOABI M CPEICTBA CO3MaHUA OJNEKTpoHHOW Cucrtembl YHpaBieHUs
JIOKyMEHTO0O0POTOM

3. TpeboBaHus K cucTeMaM COCTaBIIEHUS 3JIEKTPOHHOTO JTOKYMEHTA. XapaKTepUCTHKA CHCTEM
COCTaBJICHUs, BBO/Ia M XpaHeHUs D]

Tema 4. Opzanuzayusa cucmem 00Kymenmoodopoma
Konmponvhuvie 6onpocwi:
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1. XapakTepucTHKa U UCIOJIb30BaHKE TexHOoMoruu «ad-hok»

2. XapaKTepUCTHKA U UCTIOIb30BaHUE TEXHOJIOTUHU «Zroupwarey

3. OcobenHoctu opraHuzanuu pabOThl CHUCTEM YIpaBICHUS JOKYMEHTOOOOpOTa Kiacca
«ACKHN]»

4. OCOOCHHOCTH OpraHM3ali padOThl CHCTEM YIPaBICHHUS JOKYMEHTOOOOpOTa Kiacca
«ACKHN]I»

Tema 5. Ocnoenvle KoHuenuyuu ynpaeieHus O0O0KYMEeHmoooopomom, 0e30ymarcHole
MexXHO0102UulU YRpasieHus

Koumponvnvie sonpocswi:

1 Kpurepuu otbopa OKYMEHTOB, CO3JaHUE, XPAHEHHE U HCIIOJIb30BAHUE KOTOPBIX JTOHKHO
OCYILIECTBIIATHCS B POpPME DJICKTPOHHBIX TOKYMEHTOB

2. Kputepuu BbIOOpa BHIA 3JIEKTPOHHOM IMOAMUCHU AJSl JOKYMEHTOB, CO3J]aHHE, XpaHEHUE U
MCTOJIb30BaHUE KOTOPBIX JJOJDKHO OCYIIECTBIATHCS B (POPME SICKTPOHHBIX JOKYMEHTOB

3.06ecnieueHre BpeMEHHOTO (OTIepaTUBHOIO) XPAHEHUSI ANEKTPOHHBIX IOKYMEHTOB

4. OOecnieyeHue IOPUAMYECKOM CHIIBI 3JIEKTPOHHBIX JOKYMEHTOB IpU JOJITOBPEMEHHOM
XpaHEeHUU

5. Meponpusitust «31eKTpoHHOM coxpaHHocTH (digital preservation)

6.4. Tunosnie 3alaHus 1JIsl IPOBEACHUSA HpOMe)l(yTOqHOﬁ aTrecrTalnumn oﬁyqammnxca

[IpomexyTouHass  aTTecTaluds IO  JUCHUIUIMHE  «JlOKyMeHTallMOHHOEe  oOecriedeHue
yIpaBJIEHYECKOH NeATETbHOCTH» MPOBOAUTCSA B OpPME IK3aMeHa

6.4.1 Bonipocs! 4 3aJaHNUS K IK3aMeHY

Posnb nuopMalum B ynpaBieHUN OpraHu3anye.

CymHocTh ¥ QyHKIIH JOKYMEHTa

Opranuzanus paboTsl ¢ TOKYMEHTaMU

Tekyliee XxpaHeHHE TOKYMEHTOB

DKcrnepTu3a HEHHOCTH JOKYMEHTOB

Odopmienune ned.

Cnaua sien B BeZIOMCTBEHHBIN apXuB

YHuUKaMs yrnpaBIeHIeCKUX JOKYMEHTOB.

Howmenknarypa nein.

0. CocraB u coznepkaHie OpraHU3alMOHHO-pacopsaauTeabHol nokymenTanus (Y COP/I)
1. CocraB 1 opopmiieHHE PACTIOPSAUTENBHBIX TOKYMEHTOB

12. CocraB u ohopMiIeHHE OpraHU3aIMOHHBIX JOKYMEHTOB

13. CocraB u opopmiieHre HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB
14. CocraB u npaBuia opopmiieHus pekBu3nTtoB gokymentos ('OCT P 6.30 — 2003)
15. TpeboBanus, npeabsBisieMble K 0OPMIEHUIO TOKYMEHTOB.

16. JlokyMEeHTHpOBaHKE TPYIOBBIX IPABOOTHOIIICHHH

17. Opranuzanus npruemMa v NepBUYHON 00pabOTKH TOKYMEHTOB

18. Perucrpanust 10KyMEHTOB

19. IpaBuia BbIIa4M Jes1 BO BpEMEHHOE MOJIb30BAHNE

20. Opraau3aiys JOKyMeHTO000poTa

21. Cnyx6a 1OY: Buabl, QyHKIMH, CTPYKTYpa

22. XapakTepuCTHKa M COCTaB JIOKYMEHTOB IO THYHOMY COCTaBYy

23. KoHTpOJb UCTIOTHEHUS JOKYMEHTOB

24. NndopmanimoHHO-CTIpaBOYHAsT padoTa

25. Yuudukanus u cTaHAapTU3aLuUs JOKYMEHTOB

26. Buner TpyIOBBIX TOTOBOPOB, MpaBmiia 0(OPMIICHUS

RRoOoo~NoOR~WNE
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27
28

29.
30.

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.

. @opMupoBaHue 1ei

. HopmaTuBHBIE, 3aKOHOJATEIbHBIE JOKYMEHTBI, PEryJHUpYIOLIHMe HOpsSI0K padoThl ¢
JTOKyMEHTaMHU

Bunsl HomeHknatypsl e, ux XxapakTepucTUKa

PacnopsinuTenbHple TOKYMEHTBI, 00pa3yromuecss B JEATEIbHOCTH KOJIJIETHAIBHBIX OPTaHOB
yIpaBJIeHUS

CymHOCTh, BUJIBI M COZIEp)KAaHHUE yIpaBIeHYECKON HH(OopMaIiu

JlenoBas HH(pOpMaLUs U €€ COCTaB

Opranuzanus HTHPOPMALMOHHOT0 00eCIeUeHHMsI

WNudopmannonnas 6e30macHOCTb

VYcnoBust yrpaTsl HHMOPMALMOHHBIX PECYPCOB

Coneprxanue ciry>keOHOM TallHBI U KOH(PUICHINAIBHOCTh HHPOPMALUU

JlocTyn nepcoHalia K KOH(QUIEHIMAIBbHON Cily:keOHOH nH(popMauu

[IpaBuna opopmieHHs, yueTa U XpaHEHUS TPYJOBBIX KHHUKEK

[TonroroBka Jlen K apXUBHOMY XPaHEHUIO

JlenoBast nepenucka. Buapl 1 XxapakTepuCTHKA CITYKEOHBIX HCEM

SI3BIK U CTUIIb J1€JI0BON JOKYMEHTALUU

CucremaTtu3zanus U TEKylee XpaHeHHEe JTOKyMEHTOB

KomnbroTepHble TEXHOJIOTUHU MOATOTOBKHU JIOKYMEHTOB

6.4.2 IlpuMepbl TeCTOBBIX 3a1aHU I

3aganue 1
UTto 03HaYaeT TEPMUH «JOKYMEHT»?
apryMeHT;
BU3Q;
neJ1o;
IIPUKa3.

3aganue 2
OT KaKoro si3pIKa MPOUCXOJUT TEPMHUH «TOKYMEHT»?
HEMEIIKOI0;
JIATUHCKOT0;
AHTIINHCKOTO;
IrpevyecKoro.

3aganmne 3
CoBOKYIHOCTh paboT, CBSI3aHHBIX C CO3/aHHUEM JIOKYMEHTOB, MX perucTpauuei,kiaccuduxaimei,
JNBUKEHUEM, YUETOM U XpPaHEHHEM Ha3bIBAIOTCH ...

KOPPECIOHICHITUEN;

JIETOTPOU3BOJICTBOM;

JAOKYMCHTHPOBAHUCM,

AOKYMEHT0000pPOTOM.

3aganmne 4
Korna 6bu11 yTBEpKIeHbl OCHOBHBIE MTpaBmiia PK?
17.08.95;
30.06.92;
12.12.98;
12.12.00.

3aganue 5
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OcHOBHBIE JOKYMEHTHI BHITIOTHSIOTCS, HA KakoM (opmare?
Adnau A 5;
A8um A 12;
A3 mm A 8;
Al2.

3ananue 6

[Ipukas — 9370 ...
pacnopsiiuTeIbHbIA JOKYMEHT;
WH(OPMAIMOHHBIN IOKYMEHT;
CIIPABOYHBINA IOKYMEHT;
JIMYHBIA JOKYMEHT.

3ananme 7

JIoJDKHOCTHASI MHCTPYKITUS - 3TO
pacnopsiANTENIbHBINA JOKYMEHT;
MH(OPMALIMOHHBIN TOKYMEHT;
OPraHU3aUMOHHBIN TOKYMEHT
JUYHBIN TOKYMEHT.

3aganue 8

IIpoTokon — 310 ...
pacopsAUTEIbHBIA JOKYMEHT;
HHGpOPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JIOKYMEHT;
JINYHBIA TOKYMEHT.

3aganue 9

ITucemo — 3710 ...
pacropsAIUTENbHBIN TOKYMEHT;
MH(OPMALIMOHHBIN TOKYMEHT;
CIIPABOYHBIN JOKYMEHT;
JUYHBIN TOKYMEHT.

3aganmue 10

[IITatHOE pacnucanue — 3710 ...
pacropsIAUTENIbHBIN JOKYMEHT;
HHG(pOPMALMOHHBIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
OpraHU3alMOHHBIN JOKYMEHT.

3aganue 11
Hy6nukar — 370 ...
OpUTHHAIT;
KOIHS JOKYMEHTAa;
CIIPaBOYHBIN JOKYMEHT;
AK3EMILISP, BbIABAEMBIN B3AMEH YTPAYEHHOI'O JOKYMEHTA.

3aganme 12

Pemenue — a710 ...
pacnopsiiNTeIbHbIH JOKYMEHT;
MH(OPMaLMOHHBIN IOKyMEHT;
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CIIPaBOYHBIN JOKYMEHT;
OpPraHU3alMOHHBIN JOKYMEHT.

3ananue 13

JloBEpEHHOCTH — ITO ...
pacopsIAUTEIbHBIA JOKYMEHT;
HHG(pOPMALMOHHO-CIIPABOYHBIN JOKYMEHT;
CIIPaBOYHBIN JTOKYMEHT;
OpPraHMU3aLMOHHBIN JOKYMEHT.

3aganue 14

UTH — 10 ...
PacopsAUTEIbHBIA JOKYMEHT;
HHG(OPMALMOHHO-CIIPABOYHBbIN JOKYMEHT;
CIIPaBOYHBIN JTOKYMEHT;
JINYHBIA TOKYMEHT.

3aganue 15

KT — 10 ...
pacnopsAUTENbHBIN JOKYMEHT;
HH(OPMALIOHHO-CIIPABOYHBII JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3aganme 16

AKT — 370 ...
pacnopsAUTEIbHBIN JOKYMEHT;
MH(POPMAIIMOHHO-CITPABOYHBINH JOKYMEHT;
CIPABOYHBIN JOKYMEHT;
JINYHBIA TOKYMEHT.

3aganue 17

JloBepeHHOCTH — 37O ...
pacnopsAUTENbHBIN JOKYMEHT;
HH(pOPMALMOHHO-CIPABOYHbIN JOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
JIMYHBIN TOKYMEHT.

3aganmue 18

®akcer 1 E-mail — a0 ...
paciopsAUTEIbHBIN JOKYMEHT;
HHG(OPMALMOHHO-CIIPABOYHBbIN JOKYMEHT;
CIPABOYHbIN JOKYMEHT;
JINYHBIA TOKYMEHT.

3apanue 19

HckoBoe 3asBieHue — 310 ...
pacnopsIANTENbHBIN JOKYMEHT;
MH(POPMAIIMOHHO- CIIPAaBOYHBIN JTOKYMEHT;
CIIPaBOYHBIN JOKYMEHT;
IOPUAHYECKHH JOKYMEHT
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3aganue 20
OKCnepTH3y HEHHOCTH TOKYMEHTOB IPOBOJNT ...
KOMHCCHS;
PYKOBOAUTEINb MPEPHITHUS;
pabOTHUKHU OyXrauTepu;
CHEeHATHNCTHI.

6.5. MerTonuyeckue Marepualibl, ONpeAeJsl0NIMe MNPoUeAyPbl OUEHUBAHHUS 3HAHWM,
YMEHUil, HABBIKOB U (MJIH) ONBITA JAeATeJbHOCTH, XapPaAKTePU3YIOIINX ITanbl (P)OPMUPOBAHUS
KOMIIeTCHIIN I

C 1nenplo  OmpeneNeHus YpPOBHsS OBJIAJEHUS KOMIIETEHUUSAMH, 3aKpCIUICHHBIMU 34
JUCLUILIMHON, B 3aJaHHbIC IIPENOJABATENIEM CPOKM IIPOBOJUTCA TEKYLUUH U IIPOMEKYTOUYHBIN
KOHTPOJIb 3HAHMUN, YMEHMH M HABBIKOB KaxJ10ro oOyuaromierocs. Bce BHIbI TeKyllero KOHTPOJIS
OCYLIECTBJISIOTCS Ha IPAKTHYECKUX 3aHATHAX. VICKIIOYEHHE COCTaBIsAE€T YCTHBIM OIPOC, KOTOPBII
MOJKET NPOBOJUTHCSA B HAdaje WM KOHLE JEKUUMU B TedyeHHe 15-20 MUH. ¢ LEIbI0 3aKpeIuIeHUs
3HAHUM TEPMHUHOJIOTMM IO AUCUUIUIMHE. lIpu olleHKEe KOMIETEHUMN INPUHUMAETCS BO BHHMAaHHUE
¢dopmupoBaHue Npo(HEeCCHOHAIBHOTO MHPOBO33PEHUS, OINPEIEICHHOr0 YPOBHS BKIIOUEHHOCTH B
3aHATHS, pe(IIEKCUBHBIC HABBIKH, BIIJICHUE H3y4aeMbIM MaTCPHAIIOM.

[Tponerypa orieHMBaHUs KOMIIETEHIIMI 00y4aroUXCcsl OCHOBAHA Ha CIEAYIOLUX CTaHapTax:

1. IlepmonnyHOCTH IPOBEIACHUS OLEHKH.

2. MHoOrocTyneH4aTrocThb: OllEHKa (KaK IperojaBaTeseM, Tak U 00y4yarolMMUCS TPYIIbl) U
CaMOOIIEHKa 0OydJarolierocs, OOCyXJ€HHE pe3ylbTaTOB M KOMIUIEKC Mep [0 YCTPaHEHUIO
HEJ0CTaTKOB.

3. EauHCTBO HMCMONB3yeMOW TEXHOJOTHUU JUIS BCEX OOYYAIOUIMXCS, BBIMOJHEHHE YCIOBUI
COIIOCTABUMOCTH PE3YJIbTATOB OLICHUBAHMS.

4. CobmiofieHre TOCIIeA0BATEILHOCTH MPOBEICHHS OLICHKH.

Texymas arrectanusi odyyaomuxcs. Tekymas arrectaius 00y4aromuxcs Mo AUCHUIINHE
«JlokymMeHTallMOHHOE OOecreyeHne yrnpaBIeHUYECKON JIEeATENbHOCTH» IMPOBOJUTCA B COOTBETCTBUU C
nokanbHbIMU HOpMaTuBHBIMEU akTamMu YHOY BO TUYD um. H.JI. JlemunioBa u siBisieTcsi 003aTeIbHOM.

Tekymas arrecranusi Mo JUCHUIUIMHE «J|OKyMEHTallMOHHOE OOecreueHue yIpaBlIeHYECKOU
JeSTeIbHOCTH» MPOBOIUTCS B (hopMe Omnpoca MU KOHTPOJIBHBIX MEPONPUATHH IO OIEHWBAHUIO
(aKkTUYECKUX PE3yJIbTaTOB 00YUEHHS 00YUAIOIINXCS U OCYIIECTBIISETCS BEAYIIUM MPENOJaBaTEIIEM.

OObexTamMH OIIEHUBAHUS BBICTYIIAIOT:

1. yqe6Ha$[ JUCHUITIIINHA (aKTI/IBHOCTI) Ha 3aHATHAX, CBOCBPEMCHHOCTL BbIIIOJIHCHUA
Pa3IMYHBIX BUJOB 3aaHNM, TIOCEIAEMOCTh BCEX BUJIOB 3aHATHI 110 aTTECTyEMOM TUCLUIUIMHE);
2.  CTENeHb yCBOSHHS TEOPETUYECKHUX 3HAHUN B KAUECTBE «KIFOUCH aHAJHM3ay;

3. ypOBEHb OBNAJCHUS MPAKTUYECKHUMH YMEHHSIMH U HaBBIKAMH 0 BCEM BHJaM y4eOHOI
paboTHI;
4.  pe3ynbTaTbl CaMOCTOSITEIbHONH pabOThl (M3yYeHHE KHUI U3 CHUCKAa OCHOBHOM U
JIOTIOJTHUTENBHOMN JIUTEPATYPBhI).
AKTUBHOCTh OOy4Yarollerocs Ha 3aHATHSAX OIEHMBAETCS Ha OCHOBE BBIOJHEHHBIX
oOydJaroruMcst paboT U 3aJlaHui, TPEAYCMOTPEHHBIX JAaHHOW pabouel mporpaMMoi TUCIIUTUTHHBEI.
Kpome Toro, oreHrBanue 00y4aromerocsi IpoBOJUTCS Ha TEKYIIEM KOHTPOJIE 10 AUCHUILINHE.
OnenuBanue o0yyarolerocss Ha KOHTPOJIbHON HejeNle MPOBOAUTCA IMpEnojiaBaTesieM He3aBUCUMO OT
HJIMYMS WM OTCYTCTBUsL oOydaromerocs (M0 yBaKUTENbHOW WMJIM HEYBaXXMTEIbHON NpUYHMHE) Ha
3aHaTUUA. OlLIEHKa HOCHT KOMIUIEKCHBIM XapakTep M YYWUTHIBaeT JOCTHKEHMsI 0Oydaromierocs IO
OCHOBHBIM KOMIIOHEHTaM y4eOHOT0 IMpolecca 3a TEKyIIUNA Iepuo/I.
OuenuBanue OO0YyYaIOUIEroCsi HOCUT KOMIUIEKCHBIM XapakTep W YYUTHIBAET JOCTH)KEHUS
o0yyaromerocsi MO OCHOBHBIM KOMIIOHEHTaM Yy4eOHOro mpolecca 3a TeKyIUil mepuoja ¢
BBICTABJICHUEM OLIEHOK B BEIOMOCTH.
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IIpomexyTouHas aTrecTanus ody4yarommxcs. [IpoMexyrounas arrecraius oO0ydarOmUXCs
M0 AMCHUIUINHE «J{OKyMEHTallMOHHOE OOecrieueHne yNnpaBiIeHUYECKON NeSTEIbHOCTH» MPOBOJUTCS B
COOTBETCTBUHU C JIOKaJIbHbIMM HOpMaTuBHbIMU akTamu YOY BO TUVYDB um. H /. JlemunoBa wu
SBIIAETCS 0053aTENBHOM.

[IpomexxyTounast — aTTecTanmus IO  JUCHUIUIMHE  «JIOKyMEHTAIlMOHHOE  OOecrevyeHue
YIPaBIEHYECKOW AESITeNIbHOCTH» MPOBOJUTCS B COOTBETCTBUU C Y4EOHBIM IJITAHOM B 8-M cemecTpe
U O4HOU (opMBI 00yUeHUs1, B 9-M ceMecTpe sl OYHO-3a09HON U 3a04HOU (opM OO0yUEHUS B BUJIC
3auéTa B MEPUO/]I 3a4ETHO-DK3aMEHAIIMOHHON CECCUU B COOTBETCTBUU C IPa(pUKOM MPOBEICHUSI.

OOyuaromuecs IOMYyCKalOTCS K 3a4€Ty MO AUCUUIUIMHE B CIydae BBIIOJHEHUS UM y4eOHOro
IJIaHA 110 JTUCLUIUIMHE: BBIIIOJHEHHS BCEX 3aJaHU U MEPONPUATUNA, TPEAYCMOTPEHHBIX TPOrPaMMO
JUCLUILIMHBL, B TOM YHUCJIE U 9K3aMEHALIMOHHOIO 3a/IaHMS.

Ornenka 3HaHUI 00ydYaroIIerocs Ha SK3aMEHE MPENeseTcsl ero YYeOHBIMU JOCTHKEHUSIMHU B
CEMECTPOBBIN MIEPUOJL U PE3YNIbTATAMH TEKYIIETO KOHTPOJIS 3HAHUM U BBIIIOJIHEHUEM UM 3aJJaHUS.

3HaHUsT YMEHHUs, HaBbIKM OOYYalOIIErocss Ha 3JK3aMEHE OIEHMBAIOTCS KakK: «OTIUYHOY,
«XOPOLIO», «YJOBJIETBOPUTEIBHOY, «HEYIOBJIECTBOPUTEIHLHO.

OcHOBOM 7151 OIIpEeACIICHHs] OLEHKH CIY>KUT YPOBEHb YCBOCHHsSI OOYyYalOIMMUCS MaTepuaa,
MPelyCMOTPEHHOT O JaHHOU paboueil mporpaMmonu.

7. IlepeyeHb OCHOBHOW M JONMOJHHMTEIbHOH Y4eOHON JUTepaTypbl, HEOOXOAMMOM sl
OCBOECHHUSA TUCIHHUIIINHEI

a) OCHOBHasl yue0Hasi IUTepaTypa:

1. IlluGaes, /I. B. IlpaBoBoe peryimpoBaHHE AJIEKTPOHHOTO JIOKYMEHTO00OpOTa : ydeOHOE
noco6ue / JI. B. [llubaeB. — Caparos : By3oBckoe oOpaszoBanue, 2016. — 70 ¢. — ISBN 2227-8397.
— Texct : anektponHbIdt // DnekrpoHHo-O6ubmmnoreunas cucrema [IPR BOOKS : [caiit]. — URL:
http://lwww.iprbookshop.ru/57260.html (mara ob6pamenus: 21.12.2020). — Pexum gocrtyma: amis
aBTopu3up. [lonp3oBareneit

2. CrenanoBa, E. H. Cucrema 31eKTpOHHOTO JOKyMEHTOOOOpOTa (00JIayHOE pPEIICHHE) :
yuebnoe nocooue / E. H. CrenanoBa. — Mockga : Aii [Tu Ap Meaua, 2021. — 182 ¢c. — ISBN 978-5-
4497-0767-3. — TexkcrT : IeKTpOHHBIN // DnekTpoHHO-OnbmoTeunas cucrema [IPR BOOKS : [caiit].
— URL: http://www.iprbookshop.ru/101357.html (nara obpamenus: 21.12.2020). — Pexxum qoctyna:
qutst apropusup. [lons3oBarenein

3. Xavatpsh, I'. A. Opranu3zamnus 1 COpoBOXJICHHUE AIEKTPOHHOIO JTI0KyMeHTooOopoTa : / I'.
A. Xauatpsia, U. B. Ky3nenoa. — CapatoB, Mocksa : [IpodoOpazoBanue, At [Iu Ap Menua, 2020.
— 156 ¢. — ISBN 978-5-4488-0877-7, 978-5-4497-0782-6. — TekcT : 31€KTpOHHBIN // DIEKTPOHHO-
oubnuoteunas cucrema IPR BOOKS : [caiiT]. — URL: http://www.iprbookshop.ru/97086.html (gaTta
obpamtenusi: 21.12.2020). — Pexxum noctyna: i aBTOPU3HP. MOJIb30BaTENCH

0) 10MOJHUTENbHAS YUeOHasl JInTepaTypa

1. I'paxxnanckuii konekc Poccuiickoit deneparuu (4. 1) ot 30.11.1994 NoS51-d3 (B pen. ot
29.06.2004)// C3 P®. 1994. Ne 32. Ct. 3301; 2004. Ne 27. Ct1. 2711 (CnipaBo4HO-TIpaBOBasi CUCTEMA
«KoHCynbTaHT +:BbICIIAs IIKOJIAY)

2. I'paxnanckuit kogekc Poccuiickoit ®enepanuu (4. 2) ot 26.01.1996 Ne 14-®3 (B pen. ot
23.12.2003)// C3 P®. 1996. Ne 5. Ct. 410; 2003. Ne 52. Y.1. C1.5034 (CpaBouyHO-IIpaBoBasi CUCTEMa
«KoHCyIbTaHT +:BBICIIAS IIKOIAY)

3. ®enepanbHblil 3ak0H OT 26.12.95 Ne 208-®3 “O6 axkuuoHepHBIX obmiectBax” (B pen. OT
06.04.2004)// C3 P®. 1996. Ne 1. Cr. 1; 2004. Ne 15. Crt. 1343 (CnpaBouyHO-TIpaBoBasi cucTeMa
«KoHCynbTaHT +:BbICIIAS TKOJIAY)

4. @enepanbubiii 3akoH oT 08.02.98 Ne 14-®3 “O06 oOmectBax ¢ OrpaHHYEHHON
OTBETCTBEHHOCTHIO” (B ped. oT 21.03.2002)// C3 Pd. 1998.Ne 7. Cr. 785; 2002. Ne 12. Cr. 1093
(CnpaBouHo-nipaBoBas cucrtema « KoHCyIbTaHT +:BbICIIas IIKOJIa»)

5. ®enepanbHbiii 3akoH OT 14.11.2002 Ne 161-®3 «O rocyaapCTBEHHBIX U MYyHUIIUIAIbHBIX
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yHUTapHbIX npeanpustusx» // C3 P®. 2002. Ne 48. Cr. 4746 (CnpaBouyHO-IIpaBoOBasi CHUCTEMa
«KoHcynbTaHT +:BbICIIAs IIKOJIAY)

6. ®enepanbubiii 3akoH 0T 08.08.2001 r. Ne 129-®@3 «O rocynapcTBEHHOH pETrUCTpaLUU
IOPUIMYECKHX JIUIl ¥ MHIMBUAYAIbHBIX TpearnpuauMarenci» (pex. ot 23.12.2003)// C3 P®. 2001. Ne
33. Y.1. Cr.3431; 2003. Ne 52. Y. 1. Cr. 5037 (CuopaBouHo-nipaBoBasi cuctema «KoHcCynbTaHT
+:BBICIIAS] LITKOJIAY)

7. 3akoH P® ot 23.09.92 Ne 3520-1. “O TOBapHBIX 3HaKax, 3HaKax OOCIy>)KMBaHUS U
HaMMEHOBAHMAX MECT MPOUCXOXAeHUS ToBapoB” (B pexa. oT 11.12.2002)// Benomoctu CHJIl P® u BC
P®. 1992. Ne 42. Ct.2322; C3 P®. 2002. Ne 50. Cr. 4927 (CmpaBo4HO-TIpaBOBas CHCTEMa
«KoOHCYNBTaHT +:BBICIIIAS LITKOJIA )

8. IlocranoBnenue IlpaBurensctBa P® ot 19.06.2002 Ne 439 «OO6 yrBepkaeHuu ¢GhopMm u
TpeOoBaHUN K OGOPMIICHUIO JIOKYMEHTOB, HCIIOJIB3YEMbIX HIpPU TOCYAAPCTBEHHOW pPErHCTpaluu
IOPUANYECKUX JIMLL, a TakkKe (PU3NYECKUX JIMIl B KaUeCTBE MHAMBHUAYAIbHBIX MpeArnpuHUMareneii» (B
pexn. ot 16.10.2003)//C3 P®. 2002. Ne 26. Ct.2586; 2004. Ne 10. Cr. 864 (CnpaBo4yHO-TIpaBOBas
cucrema «KOHCYIbTaHT +:BBICIIAS LITKOJIAY)

9. Enunas rocyaapcTBEHHasi cucTeMa Jelnonpou3BoacTBa. OcHOBHBIE mojoxeHus. M., 1974.
(CnpaBouHo-mipaBoBas cucteMa « KoHCYNnbTaHT +:BbICIIAs IIKOJIAY)

10. KBanmmukammoHHbI CPaBOYHUK JODKHOCTEH PyKOBOJHUTENCH, CIEHUATNCTOB H IPYTUX
ciayxamux. M.: Muntpya Poccun, 2000 (CrpaBouHo-npaBoBasi cuctema «KOHCYyJIbTaHT +:BbICIIAs
IIKOJIa)

11. VYaudunupoBaHHas cUCTEMa OPraHU3AUOHHO-PACIOPATUTENBHON JOKYMEHTAIUH.
(CrpaBouHo-tipaBoBasi cucteMa « KOHCYIbTaHT ~+:BBICIIAS LITKOJIA)

12. VYuudunupoBanubie (OpMbI, HHCTPYKIMH U METOAMYECKHE MaTepHallbl [0 HUX
npumenennto. M. 1982 (CnpaBouHo-nipaBoBas cuctemMa « KOHCYJIbTaHT +:BbICIIAs IIKOJIA)

8. MeTonnueckue ykazaHusi 1J1s1 00y4aIOUUXCS 110 0CBOCHUIO TN CIUTIIHHBI

Bug MeToauueckue YKa3aHus 110 OpraHim3anuu JeITCJIbHOCTH oﬁyqalomerocﬂ
ACATCIbHOCTH
Jlexmus Hamucanne KOHCHEKTa JIEKIIHIA: KpaTKoO, CXEMATUYHO, IOCICAOBATCIBHO

(uKCcUpOBaTh OCHOBHBIE MOJIOKEHUS, BBIBOJIbI, (POPMYINPOBKHU, 0000IIECHUS;
IIOMEYaTh BAaXKHBIE MBICIIH, BBIAEIATH KIIIOUEBBIE CII0BA, TEPMHUHBI. [IpoBepka
TEPMHUHOB, MTOHATHI C TOMOIIBIO SHIIMKIIONEINNA, CIOBAPEN, CIIPABOYHHUKOB C
BBINHUCBIBAHUEM TOJKOBaHUH B TeTpaab. OO003HAYMTh BONPOCHI, TEPMHHBI,
MaTepuaj, KOTOPbI BBI3bIBAET TPYIHOCTH, MOMETUTHh U IONBITAThCS HAWTH
OTBET B PEKOMEHAyeMo#l muTeparype. Ecim camocTosTENbHO HE yhaercs
pa3zobpaThCcsi B Marepuaie, Heo0XoAuMo c(hOpMyJIHpPOBaTh BOIPOC U 33/1aTh
IIPENOAABATEN0 HA KOHCYJIbTAIIMH, HA IPAKTUYECKOM 3aHITHH.
[IpakTrueckue [IpopabGoTka paboueill mporpamMmsbl, ynemsis 0cob0e BHUMaHUE LENsAM WU
3aHATHA 3aJa4aM, CTPYKTYpe M COAEpPXKaHUK IUCUHUIUIMHBL KoHCnekTupoBaHue
HUCTOYHUKOB. PaboTa C KOHCIEKTOM JIEKIMil, IMOATOTOBKa OTBETOB K
KOHTPOJIbHBIM BOIPOCaM, IPOCMOTP PEKOMEHAYeMON JIUTeparypbl, paboTa ¢
KOHCIIEKTOM JIEKITUH.

Jokiaz ITouck nuTepatypbl U cocTaBieHHe OMOIMOrpaduu, UCIOIB30BaHKE OT 3 10 5
Hay4yHbIX pa0OT, M3JI0)KEHHE MHEHHS aBTOPOB U CBOETO CYXICHHS IO
BBIODAaHHOMY  BOIIPOCY; M3JIO)KEHHE OCHOBHBIX AacClEKTOB MPOOJIEMBI.
O3HaKOMHUTBCS CO CTPYKTYpOi U 0hopMIIEHHEM JTOKIa/1a.

OOyuaromuiicss BIpaBe W30paTh A JOKJIaga JOOYH0 TeMy B Ipezenax
MpOrpaMMbl yuyeOHOW JNHUCHUUIUIMHBL. BakHO mTpM 3TOM y4MTHIBaTh €€
aKTyaJbHOCTh, HAyYHYIO0 pa3pabOTaHHOCTb, BO3MOXHOCTb HaXOXKICHHUS
HEOOXOIUMBIX HMCTOYHHUKOB JJIi HM3yUeHHUs TEMbl JOKJIaJa, HUMEIoLIUecs y
o0yyaroIerocsi HauyajbHblE 3HAHUS M JIMYHBIH HMHTEpec K BHIOOPY JaHHOU
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TEMBI.
Ilocne BbIOOpa TeMbl JOKJIaga COCTaBISIETCS MEpeYeHb HCTOYHUKOB
(MoHOTpaduii, HAYYHBIX CTaTeH, 3aKOHOJATEILHBIX U WHBIX HOPMATHBHBIX
MIPABOBBIX AaKTOB, CIPAaBOYHOM JIMTEPATypbl, cojepxkalieil KOMMEHTapuH,
CTaTUCTHUYECKUE JAaHHBIC U T.II.).
Jloknag — 93TO caMocTosiTelibHAasg —y4eOHO-HccieqoBaTeNnbckas pabora
oOyyJaromerocsi, TJje aBTOpP pPAacKpbhIBa€T CyTh HCCIEIyeMO MpoOIeMbl,
MPUBOJIUT PA3IMYHbIC TOUKU 3PEHHUS, a TaKKe COOCTBEHHBIE B3TJISAbI HA HEe.
Copepxanre MaTepuana JIOJDKHO OBITH JIOTUYHBIM, H3JIOKCHHE MaTepuaia
HOCHT MTPOOJIEMHO-TIONCKOBBIH XapakTep.
[Tpumepnbie 3Tanbl paboOTHl HaA AOKIANOM: (OPMYIHPOBAHUE TEMBI (TeMma
JOJKHA OBITh aKTyaJdbHOW, OPUTMHAIBHON U MHTEPECHOW MO COJEPIKAHUIO);
no00p ¥ U3yueHHE OCHOBHBIX MCTOYHHUKOB IO TeMe (KaK IpaBUiIO, HE MEHEE
7); coctaBnenue oudnmorpaduu; 00paboTKa U cucTeMaTr3alus nHopMaIuu;
pa3paboTka IUIaHA; HANHMCAaHUE JIOKJIaga; IyOJMYHOE BBICTYIJICHHE C
pe3ysbTaTaMu McclieIoBaHus (Ha ceMUHape, Ha KOHCYJIbTAIUHN).
Jloknan MOJDKEH OTpakaTh: 3HAHHUE COBPEMEHHOTO COCTOSHHS THpPOOJIEMBI;
000CHOBaHHE BHIOPAaHHOW TEMBI; HUCIIOJIb30BAHUE W3BECTHBIX PE3YJIbTATOB U
(aKTOB; TOJHOTY LHUTHUPYEMOH JHMTEPATyphl, aKTyaJbHOCTh IMOCTaBJICHHOM
mpoOyieMbl; MaTepuaj, MOATBEPXKIAIOMINK HaydHoe, JHO0 MpakTHUYeCcKOoe
3HAYCHUE B HACTOAIIEE BPEMS.
3amuTa 10KJIa/1a WK BBICTYTICHUE C IOKJIAIOM MPOJIOJDKAETCS B TeUeHUe 5-7
MUHYT TI0 IUTaHy. BeIcTynaromemy, Mo OKOHUYAHHH MPECTaBICHHS TOKIAAa,
MOTYT OBITh 33/1aHbI BOIIPOCHI 110 TEME JOKJIaJa.
Pexomenayembiii  0o6bem  gokmama  10-15  cTpaHull  KOMIIBIOTEPHOTO
(MaIIMHOMKMCHOT0) TEKCTA.

mpudT — Times New Roman 12 nr, BeIpaBHMBaHHE TEKCTA — 110
ITUPUHE;

ab3amubii oretyn — 1,25 cm;

WHTEpBaI: iepen ab3amem — 6 nT; mocie adzana — 0 1T,

MEKCTPOUYHBIN UHTEPBAJI — OJIMHAPHBIH;

paccTaHOBKa  IMEPEHOCOB  —  aBTOMAaThyeckas  (HEAOMyCTHUMBbI
NPUHYIUTENBHBINA EPEHOC, TOMOJHUTEIbHBIE OTCTYIBI M TPOOEBI);

(bopmyJbl — BITTONTHEHBI B peakTope Microsoft Equation 3.0;
WJUTIOCTPAIK — YepHO-0enble (WK B OTTEHKaX Ceporo);
CCBUIKH Ha MCII0JIb3YEMble HCTOUYHUKH — B KBAIPAaTHBIX CKOOKaX.

KonTposnbhblii
cpes

KoHTpoJIbHBIN Cpe3 TPOBOAUTCS € LEJIbIO TEKYIIEr0 KOHTPOJIS U
MPEAIIoIaracT OTBET B MIMCbMEHHOM BHJIE HA J1BA KOHTPOJIBHBIX BOIIPOCA IO
M3YUYEHHBIM TeMaM JAUCIHUIUIHHBL. KpuTepusiMu orieHKH Takoil paboThl
CTaHOBSTCS: COOTBETCTBHUE COJIEPKAHMS OTBETA BOIPOCY, IOHUMAHUE
0a30BbIX KATETOPHIl TEMBI, UCIIOJIH30BAaHNE B OTBETE ATUX KATETOPHUH,
rPaMOTHOCTb, ITOCIEA0BATEIBHOCTD U3JI0KEHUS COECPHKAHUS.

[Ipu moATrOTOBKE K KOHTPOJIBHOMY CPe3y HEOOXOIMMO TTOBTOPUTH MaTepHa
M3YYEHHBIX TEM JUCUUILIMHBI, OPUEHTUPYSACH HA MIEPEUYECHB BOIIPOCOB, 3apaHEE
MIPEIOCTABJIEHHBIX 00YUYaIOIIMMCS IPENOAaBaATEIEM.

CamocTrogTeapHas
paborta

CamocrosarenbHass paboTa NPOBOAUTCA C IENbIO: CHCTEMAaTHU3allUUd U
3aKpEeIJICHUS MOJyYEHHBIX TEOPETUUYECKUX 3HAHUM U MPAKTUYECKUX YMEHUI
oOyyaromuxcs; yriayOJeHus W  paclIMpeHHs TEOPEeTHYECKUX 3HAHHH
oOydaromuxcs; (popMHUpOBaHUS YMEHUH HCIOJNb30BaTh HOPMATUBHYIO,
MIPaBOBYIO, CIIPABOYHYIO JOKYMEHTAIUIO, Yy4eOHYIO JIUTEpaTypy; pa3BUTHS
MI03HABATENbHBIX CHOCOOHOCTEN M aKTUBHOCTH OOYYalOLIUXCs: TBOPUYECKOH
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WHUIMATUBBI, CaMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTH, OpPTaHM30BAaHHOCTH;
dbopMupoBaHHE  CAMOCTOATEIFHOCTH  MBINUICHHSA,  CHOCOOHOCTEH K
CaMOpPAa3BUTHIO, COBEPIICHCTBOBAHMIO U CAMOOPraHHU3allM{; Pa3BUTHUIO
UCCIIEI0BATEILCKUX YMEHUI 00yYaroIuxcsl.

@opMBbI U BUJIBI CAMOCTOATEIBHON pabOThl 00yJaIOUINXCS: YTEHHE OCHOBHOM
U JOTIOJIHUTEIBHON JIUTEPATYPhl — CAMOCTOSITEIBHOE N3YUYEHHE MaTepuana mo
PEKOMEHAYEMBIM JIMTEpAaTYpPHBIM HMCTOYHHKAM; paboTa ¢ OHOIMOTEYHBIM
KaTaJIoroM, CaMOCTOSITEIbHBIN 110100p HEOOXOIMMOM JIUTEPaTyphl; padoTa co
CIIOBapeM, CIPaBOYHHKOM; IIOMCK HEoO0XoauMol HHGOpMAlMu B CETH
WHTepHeT; KOHCHEKTUPOBAHNUE HWCTOYHHKOB; pedepupoBaHHE HCTOYHUKOB;
COCTaBJICHHE AHHOTAIMA K MPOYUTAHHBIM JIMUTEPATYPHBIM  HCTOYHHUKAM;
COCTaBJICHHE PELEH3HMI M OT3hIBOB HA MPOYUTAHHBIA MaTepuall; COCTAaBICHHE
o030pa nyOKanui o TEMe, COCTaBleHHE M pa3padoTka
TEPMHUHOJIOTHYECKOTO CIIOBAPS; COCTABJICHHE XPOHOJOTMYECKOH TaOIIHIIbI;
coctaBienue oubnnorpaduu (Onbmuorpaduvyeckoil KapTOTEKH); MOArOTOBKA
K Pa3IM4YHBIM (hopMaM TEKyIIEeH U MPOMEKYTOYHOM aTTeCTalluH.

TexHonorus OpraHu3ali  CaMOCTOSITENILHOW  pabOThl  OO0yYaroImuxcs
BKJIFOYACT HCIOJIb30BaHHE HMH(MOPMALMOHHBIX W MaTEPHAIbHO-TEXHUUECKHX
peCypcoB 00pa30BaTEIBLHOTO YUPEIKIACHHS: OMOIMOTEKY C YATATBHBIM 3aJI0M,
YKOMILICKTOBAaHHYIO B COOTBETCTBUU C CYHIECTBYIOIIMMH HOPMaMH; y4eOHO-
METOAMYECKYI0 0a3y y4eOHBIX KaOMHETOB, KOMIIBIOTEPHBIC KJIAcChl C
BO3MOXKHOCTBIO paboTel B cetn  MHrepHer; aymuropuu (Kiaaccel) uis
KOHCYJIbTAIlAOHHON JIeATEIBHOCTH; Y4YeOHYI0 M y4eOHO-METOIHYECKYIO
JIUTEPATYpPy, pa3pabOTaHHYIO C yYETOM YBEIUYEHUS JIOJIU CaMOCTOSATEIIHHOM
paboThI 00YyJAIOUINXCS, U UHBIE METOJMYECKUE MaTePUAIIbI.

Ilepen BbIIOTHEHHEM OOYYaIOLIMMUCS BHEAYJIUTOPHOM CaMOCTOSATEIbHON
paboThl TpernojaBaTeNb IPOBOAUT KOHCYJIBTUPOBAHUE I10 BBITOJHEHHIO
3aJaHus, KOTOPBI BKIIOYAeT LENb 3aJaHMsl, €ro COACp)KaHUS, CPOKH
BBINOJIHEHUS, OPUEHTUPOBOYHBI 00beM pabOThl, OCHOBHBIE TpeOOBaHMS K
pesynbTataM  paboTBl, KpPUTEPUH OICHKH. BoO Bpemsi BBIOJIHEHUS
o0yYaroIMMHUCST ~ BHEAYAUTOPHOW  CaMOCTOSTENbHOM pabOTbl W IpHU
HEOOXOJMMOCTH  TperojaBaTellb ~ MOXKET  NPOBOJIUTH  TPYIIIOBEIE
KoHcynbTaiu.  CamocrosdTenbHas  paboTa  MOXET  OCYLIECTBIATHCA
WHIWBUIYATBHO WM TPYNIIaMH OOYYaroIIUXCS B 3aBUCUMOCTH OT IIEJH,
o0beMa, KOHKPETHOH TeMaTHKM CaMOCTOSATENbHOM paldoThl, ypOBHA
CIIO’)KHOCTH, YPOBHS YMEHHI 00yYarOIINXCS.

Kontpons camocrosiTensHOW paboThl  O0yYaromuxcs MpeaycMaTpUBAET:
COOTHECEHUE COJIEPKAHHUS KOHTPOJIA C IEIIMH OOy4eHHS; OOBbEKTUBHOCTH
KOHTPOJIS; BIWAHOCTb KOHTPOJIS (COOTBETCTBHE MPEIbSBIAEMBIX 3a/laHUM
TOMY, YTO TPEATIOIATaeTCs IPOBEPHUTH)

VYceTHBII onpoc

Meton ompoca SBIsSETCS HauOoJiee PaclpOCTPAaHEHHBIM IPH TPOBEPKE |
oneHke 3HaHWH. CyIHOCTH 3TOr0 METOAa 3aKJIHYacTCs B TOM, 4YTO
MPEeIoIaBaTellb 3aaeT CIYIIATENI0 BOMPOCHI 1O COACPIKAHUIO H3YUYCHHOTO
MaTepI/Iana nu 1'[O6y}K)IaeT X K OTBETaM, BbIABJIAA, TAKUM O6p330M, KaueCTBO U
MOJTHOTY €ro YCBOCHHUs. [IOCKOJIbKY YCTHBIH ONpOC SIBISETCS BOIPOCHO-
OTBETHBIM CIIOCOOOM TMPOBEPKM 3HAHWUN Y4YalllUXCs, €ro emie HWHoraa
Ha3bIBAIOT OECemoMn.

Ipu ycmuom onpoce npenoaBaresib pacuieHseT H3ydaeMblii MaTepHa
Ha OTJEJIbHBIC CMBICIOBBIC €IUHHUIIBI (YaCTH) U MO KAXJIOH W3 HHUX 3aacT
cIymaTeasM Bompockl. Ho MOXHO mpemjiararh ClymaTeasM BOCIPOU3BOIUTD
Ty WIH HHYK HU3yYEHHYI0 TEMYy IOJHOCTHIO C TEM, YTOObI OHHM MOTJIH
IIOKa3aTb OCMBICICHHOCTD, FJ'IY61/IHy 58 HpO‘IHOCTL YCBOCHHBIX 3HaHPII>i, a
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TaK)K€ UX BHYTPEHHIOI JIOTMKY. [lo MHOrMM AMcLMIIZIMHAM YCTHBIM OIPOC
(6ecenma) coueraeTcs ¢ BHITOJTHEHUEM CITYIIATESIMU YCTHBIX 3alaHuid. byayun
3G (GEKTUBHBIM M CaMbIM PaclpOCTPaHEHHBIM METOJOM IPOBEPKH U OICHKH
3HaHMU ciymarened. IIpn ycTHOM ompoce MOryT IPUMEHSATHCS CIIELYIOIINE
BU/IBI OIIpOCa:

- ¢pponmanwvuvlil onpoc COCTOUT B TOM, 4YTO IPENOJABATENIb PaCUWICHSIET
M3y4aeMblii MaTeprall Ha CPAaBHUTEILHO MEJKHE YacTH C T€M, YTOObI TaKHM
IIyTeM MPOBEPUTH 3HaAHMA OoJblIero yucia ciaymateneil. [lpu ¢pponransHoMm,
€ro TakXKe Ha3bIBAIOT OCrjibIM, OMpOCe HE BCErga JIErKO BBICTaBIATH
yyYaluMcsl OLIGHKM, TaK Kak OTBeT Ha [-2 HeOojpIIMX BONpoca HE JaeT
BO3MOKHOCTH OIPECIINTh HU 00beMa, HU TNIyOMHBI YCBOSHHS MPOUCHHOTO
MaTepuaa.

- YNJIOMHEHHBLIL ONPOC 3AKII0YAETCSl B TOM, YTO IPENOJIaBaTEeNlb BbI3BIBACT
OJIHOTO CIyluaTess i1 YCTHOTO OTBETa, a YETBIPEM-IIATH CIIyLIATesIsM
IIpeyiaraeT AaTh MUCbMEHHBIE OTBETHI HA BOIPOCHI, [IOJrOTOBJIEHHBIE 3apaHee
Ha OT/EJbHBIX JUCTKAX (KapTOUKax). YIUIOTHEHHBIM 3TOT ONPOC Ha3bIBAETCS
IIOTOMY, YTO IIPENojAaBaTeilb BMECTO BBICIYLIMBAHUS YCTHBIX OTBETOB
IIpOCMaTpHBaeT (IpOBepsieT) MUCbMEHHbIE OTBETHI CIIyIIaTeNel U BHICTABISET
3a HUX OLICHKH, HECKOJIbKO "yIIOTHAS'", T.€. SKOHOMSI BpeMsl Ha IPOBEPKY
3HaHUM, YMEHHUI U HaBBIKOB.

W3BecTHON Moau(UKalueil yCTHOTO Ompoca SIBISETCS TaK)Ke BBICTABICHUE
OTAENbHBIM  CIyIIATENsM, TaK Ha3blBa€MOI0 IOJIEKLMOHHOro  Oasa.
[lonekunoHHBIM Oann BBICTABISAETCS 3a 3HAHUS, KOTOPbIE OTIENIbHbIE
CIlyIIaTeIN MPOSABIAIOT B TEUYEHHUE BCErO IPAKTUYECKOro 3aHsATHs. Tak,
CIIyIIaTeNlb MOJXKET JOMOJHATh, YTOYHATh WJIM YTIYOJIATH OTBETHI CBOMX
TOBAapUUIEH, IOABEPraloIMXcd YCTHOMY ompocy. Ilotom oH Moxer
IIPUBOJUTH IIPUMEPBI U y4acTBOBaTh B OTBETAX Ha BOIPOCHI MPENONABATENSA
IIpU M3J0KEHUM HOBOIO Marepuala, IpOsBIATh COOOPA3UTENBHOCTb IPU
3aKpeIUIeHUM 3HaHWM, OOHapy’>KuBas, TaKMM 00pa3oM, XOpOIlIee YCBOEHHE
u3yyaeMoil  Tembl.  BpicTaBieHue  moypo4yHoro  Oamga  TMO3BOJISIET
MOAJEPKUBATh [103HABATEIbHYIO AKTUBHOCTb W IPOU3BOJIBHOE BHUMAaHUE
clylIaTese, a Takke Jenarh 0ojiee CUCTeMaTHYEeCKON MPOBEPKY MX 3HAHUM.

9.0nucanne MaTepuaIbHO-TEXHUYECKOH 0a3bl, He00XOAMMONl sl OCYHIeCTBJICHHUS
00pa3oBaTeIbLHOIO NpoIecca Mo AUCHUILIHHE

st ocyiiecTBlIeHHsT 00pa30BaTEIBLHOTO TMpoIlecca IO JAUCHUIUIMHE «J[OKyMEeHTalmOoHHOe
o0OecrieueHre  YIPABJICHUYECKON  JEATENbHOCTH»  HEOOXOAMMO  KCIONb30BaHHE  CIEIYIOIIMX
IIOMEIIICHHIA:

MatepuanbHO-TEXHUYECKOE 00ecTiedeH e TUCITUTINHBI BKITFOYAeT B ceOs:

-yueOHasi ayJMTOpHUsl ISl TIPOBENCHMs] YYEOHBIX 3aHSATHH, OCHAIEHHAass OOOpyJOBaHUEM U
TEXHUYECKUMH CpeACcTBaMH oOydeHus (MeOenb ayauTopHasl (CTONbBI, CTYJbs, JOCKa), CTOJN, CTYI
MpernojaBaTelis) U TEXHHUECKUEe CpelicTBa 00ydeHHs (MIEPCOHATBHBI KOMITBIOTED; MYJIbTUMETUIHHOE
o0opyioBaHue);

-TIOMEIICHUE I CAMOCTOSITENILHOW paboThl O0yYarolIMXcs: CHEeHaTu3upOBaHHAsT MeOelnb U
KOMIThIOTEpHAsI TEXHHKAa C BO3MOXXHOCTBIO TOJKIIOUECHHS K ceTH «MHTepHeT» m obecrnedueHnem
JIOCTyTa B AJIEKTPOHHYIO HH(POPMAIIMOHHO-00pa3oBaTeNbHyIo cpeny MHcTuTyTA.

10. ITepeyenr WH(POPMALMOHHBIX TEXHOJIOTHH, MCIOJB3YyeMbIX IPH OCYIIECTBJCHHUH
o0pa3oBaTe/IbHOIO Ipouecca IO JAMCHUIVIMHE, B TOM 4YHCJe KOMILIEKT JIMIEH3HOHHOIO
NPOrpaMMHOr0  olecrme4eHHusi, JJCKTPOHHO-OMOJIMOTEYHBIE  CHCTEMbl, COBpPEMEHHBbIE
npogeccuoHabHble 0a3bl JAHHBIX U MHGOPMALMOHHBIE CIIPABOYHbIE CUCTEMbI
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OO6yuaromuecss oOecredeHbl TOCTYIIOM K D3JIEKTPOHHOW HWH(POPMAIIMOHHO-00pa30BaTeIbHON
cpene Mncturyra M3 000 TOYKM, B KOTOpOl mMmeercss noctynm K cetu «MHTepHeT», Kak Ha
TEPPUTOPUHU OpPraHU3AIINH, TAK U BHE €€.

10.1 JInueH3MOHHOE IPOrpaMMHoOe o0ecreyeHue:

1. Onepanmonnas cucrema Microsoft Windows 7

2. Onepannonnas cucrema MicrosoftWindows 10

3. [Iporpammusiit maker Microsoft Office 2007

4. ITporpammusrii maker Microsoft Office 2010 Professional

5. KomriekcHast cucteMa aHTUBUPYCHOM 3ammuThl Kaspersky Endpoint Security

10.2. D1eKTPOHHO-0MOINOTEYHAS CHCTEMA:

1.Onextponnas 6ubmmoreunas cucrema (O5C) [IPR BOOKS: http://www.iprbookshop.ru/
2. DnektponHast oubnmoreunas cucrema (OBC) DBC Opaiirt: : https://urait.ru/

10.3. CoBpemeHnHnble npodeccuoHaNbHble 023 TaHHbIX:

1. OdurmanbHbIi HHTEpHET-MOPTAN 0a3bl TaHHBIX MTPaBOBOM HH(OpMarnuu http://pravo.gov.ru.

2. Tlopran EmuHoe okHO 1ocTyma k oOpa3oBareabHbIM pecypcam http://window.edu.ru/

3. Dmnektponnas O6ubnuoreuHas cucrema «IPRbooks» [Dnekrponnslii pecypc]. — DIeKTpoH.
naH. — Pexxum nocryna : http://www.iprbookshop.ru/

4. Hayunas snextpoHHas 6ubnunoreka http://www.elibrary.ru/

5. HanwmonanbHas a5mekTpoHHas Oubmmoreka http:/www.nns.ru/

6. DnexTpoHHBIE pecypcbl Poccwuiickoit roCyJIapCTBEHHOM OnbanoTexn
http://www.rsl.ru/ru/root3489/all

7. DIEKTPOHHBIN pecypc KypHAJIOB:

8. Bormpockl rocynapcTBEHHOTO M MyHHIIMIIAIBHOTO yripasienus: https://vgmu.hse.ru/

9. Bompocsl MecTHOTO camoymnpasieHus. CTparerus U MpakTHKa MYHUIMIIAITBHOTO Pa3BUTHSL:
https://xn--hlahbdfmdql.xn--plai/

10. BectHuk rOCyIapCTBEHHOTO u MYHHUIUTATEHOTO yTIpaBJICHUS:
https://orel.ranepa.ru/nauka/vestnik-gmu/

11. TocynapcTBeHHas cinyx0a. Hayuno-nonmutrueckwuii sxypHain: https://pa-journal.igsu.ru/

12. TocynapcTBeHHOE yIipaBieHue. DIIEKTPOHHBIN BecTHHK: hitp://e-journal.spa.msu.ru/

13. TocynapcTBeHHOE " MYHUIIATIAIEHOE yIIpaBJIeHUE. VYuensle 3aIMCKH:
http://upravlenie.uriu.ranepa.ru/

14. MynununaneHas — Axagemus. Haydsbelii  MHQOpMalMOHHO-aHAJTUTUYECKUN  KypHAT:
http://journal-rma.ru/journals

15. TIpakTrka MyHHIIUIIATBHOTO ynpaBineHus: https://e.munuprav.ru/

10.4. Uu¢opManHOHHBIE CIIPABOYHBbIE CHCTEMBI:

1. HWudopmanronHo-npaBoBas cucreMa «KoHcynbTaHT+»

2. Tlopran ®egepalbHBIX TOCYIAapPCTBEHHBIX O0OPa30BaTENBHBIX CTaHAAPTOB BBICIIETO
obpaszoanwus http://fgosvo.ru

3. www.garant.ru MadopmarmonHo-nipaBoBast cuctema ['apant

11. Oco0eHHOCTH peayu3alMU IMCUMIVIMHBI VIS WHBAJIWAOB M JIMI € OrPAHNYEHHBIMH
BO3MOKHOCTSIMM 310POBbS

Jns  oOecnedeHus oOpa3oBaHHMs HHBAJIWAOB M OOyYalOIIMXCS C  OrpaHUYEHHBIMU
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BO3MOXXHOCTSIMH ~ 3/IOPOBbSI  TI0  JIMYHOMY  3asBIIEHHIO  OOydaromierocst — paspadaThIBaeTcs
aJlalTUPOBaHHAsg 00pa3zoBaTelibHAs MpOrpaMMa, WHIUBUAYAIbHBIM Y4YeOHBIH IUIAaH C  Yy4eTOM
0COOCHHOCTEH WX MCUXO(DU3MYECKOTO Pa3BUTHS U COCTOSIHHSI 3I0POBbS, B YACTHOCTU MPUMEHSETCS
WHIUBUAYAIbHBIA TIOAXOJ K OCBOCHHIO JUCUUIUIMHBI, WHIUBUAyajbHbIE 3aJaHUs: pedepaTsl,
MMUCbMEHHBIC PA0OTHI M, HAOOOPOT, TOJIBKO YCTHBICE OTBETHl W JUAJIOTH, WHIAWBHIyaTbHBIC
KOHCYJIbTAIlH, UCIOJIb30BaHUE AUKTO(OHA U JPYTUX 3aHUCHIBAIONINX CPEACTB JJIsl BOCIPOU3BEICHUS
JIEKIIMOHHOT'O U CEMUHAPCKOr0 MaTepurara.

B nensix obecrnieueHus: oOydaromuxcsi MHBAIMJOB U JIUI[ C OTPAHUYEHHBIMU BO3MOXKHOCTSIMU
3I0pOBbsl OMOJIMOTEKAa KOMIUJIEKTYEeT (POHJ OCHOBHOI yueOHOW IUTEepaTypoil, alanTUPOBAHHOM K
OTPaHUYCHUIO UX 3JI0POBbs, MPEAOCTABIIAECT BOZMOXHOCTh YJAJICHHOTO MCIIOJIb30BAHUS AJIEKTPOHHBIX
00pa3oBaTeNbHBIX PECYPCOB, TOCTYM K KOTOpbiM opranu3oBad B YOY BO TUVYD um. H.JI. lemunoga.
B 6ubnuoteke mMpoBOJSATCS MHIUBUIYaTbHBIC KOHCYIbTAIIMH JUIS JAHHOW KAaTETOPHH IOJIb30BaTENICH,
OKa3bIBaeTCsl MOMOIIb B PErHCTPallid W HCIOJB30BAHUMU CETEBBIX M JIOKAIBHBIX 3JIEKTPOHHBIX
00pa3oBaTeNbHBIX PECYpPCOB, TNPEIOCTABISIOTCS MeCTa B UYUTAIBHOM 3alie, OOOPYIOBaHHBIE
MporpaMMaMi HEBU3YAJIIbHOTO JOCTYMA K UH()OPMALIUU, IKPAHHBIMHU YBETUUYUTEISIMU U TEXHUUECKUMU
CpeICTBAMHU YCWJICHHsSI OCTaTo4HOro 3peHus: MicrosoftWindows 7, LleHTp crnenuaibHbIX
BO3MOKHOCTEH, OkpanHas iymna; MicrosoftWindows 7; LleHTp cnenuaabHBIX BO3MOXKHOCTEH,
Okpansblii  auktop; MicrosoftWindows 7, LleHTp crHenuanbHBIX BO3MOMKHOCTEH, OKpaHHas
knaBuatypa; MicrosoftWindows 7, LleHTp crierinanbHBIX BO3MOXHOCTEH, BpicOKass KOHTPaCTHOCTb.

12. JIucT perucrpanuu u3MeHeHUit

PaGouas mporpamma y4eOHOW JUCHUIUIMHBI 00CYKICHA U YTBEPIKIICHA HA 3aceJaHUU Y YSHOTO
coBeTa oT «18» mast 2023 r. mporokon Ne 05.

CopepxaHue U3MEHEHHUS PexBu3uthl nokymentra o6 | ara
Ne YTBEPIKIICHUH NU3MCHCHHS BBEICHUSA
n/a A3MEHEHUS

VYTBepkaeHa pEIIEHHEM YUYEHOro COBeTa Ha
OCHOBaHMM IIpuKaza MMUHHCTEpCTBA HAyKH H
BhbIcIIero oOpa3zoBanusi Poccuiickoii ®exnepanuu
Nel456 ot 26 wosiops 2020 r. «O BHeceHUUM

VYyeHnoro coera 0T

1| usmenenuit B (benepaibHbIE TOCYJIapPCTBEHHBIC «18» mast 2023 roxa 18.05.2023

[IpoTokon 3acenanus

o0pa3zoBaTeNbHbIE CTaHIapPThI BBICILIETO

nporokoi Ne 05
o0pa3zoBaHMsL. 3aperucTpupoBaHO
MmunHucTEpCTBOM FOCTULIUA Poccuiickoit

®enepaunu 27 mas 2021 r., per. Homep 63650
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