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I. IlosicuuTebLHAA 3alHCKA
1.1. Heas u 32024y JUCHUILTHHBI (MOTYJIA)

Lenp MUCHUIUIMHBI — W3YYEHHE METOJOB M TEXHOJOTUU COBEPIICHCTBOBAHUS
JOKYMEHTAIMOHHOTO 00ECIIEYCHHsI YIIPABICHUS B COBPEMEHHBIX OpPraHu3allusiX ¢ MIPUMEHEHUEM
HOBBIX HH(POPMAITMOHHBIX TEXHOJIOTHH.

3a1aun TUCIUIUIMHBI COCTOST B CIICAYIOMIEM:

- MOKa3aTh OCHOBHBIC ASTambl (OPMHUPOBAHUS M PA3BUTHS METOAWK PAMOHAIMA3AIMH
JIEIIONPOU3BOJICTBA,;

- M3Y4YUTh COBPEMCHHBIC METOJbI OOCJICIOBAaHUS OpTraHHW3aIlMk, METOJbl aHaIu3a
JIOKYMEHTAI[MOHHOTO O00eCIeYCHHs] YIPABJIICHUS B OpPTraHW3allMd W dSTambl I[POBEICHUS
OPTITIPOEKTHBIX paboT;

- MPOAHAU3UPOBATh COBPEMEHHBIE 3aKOHOJATEIbHBIE U HOPMATHUBHBIC aKTHI, a TAKXKe
HOPMATUBHO-METOJMYCCKUE JOKYMEHTBI, PEryJUPYIOIIHEe BOIPOCH JICJIONPOM3BOJICTBA U
paccMoTpeTh crienu(UKy UX MPUMEHEHHS B OPraHU3aINsX;

- U3YYUTh COBPEMCHHBIC HAIPABICHUS COBEPIICHCTBOBAHHS JOKYMEHTAIIMOHHOTO
oOecrnievyeHus ypaBIeHUs B OPTaHU3AIIHSIX.

JucuumnirHa (MOyJb) HanpaBjeHa Ha (popMUpOBaHHE CIETYIONMX KOMIIETCHIIUN

1.2. ®opmupyeMble KOMIETEHIHMH, COOTHECeHHble C INUIAHHPYEMbIMH pe3yJbTaTaMu

00yuYeHus1 Mo TUCHMILINHE (MOTYJII0):

Koabi Conep:xxanue Ilepeuennb IVIAHUPYEMBIX  Pe3yJibTaTOB
KOMIIETeHIHII | KOMIeTeHIuii 0o0yuyeHusI MO TUCHUILJINHE
TIK-31 CIOCOOHOCTD 3HaTHL - PernamenTanuro BOIIPOCOB
pa3pabarbIBaTh JOKYMEHTHUPOBAHUS U padOTHI C JOKYMEHTaMH B
JIOKaJIbHbIE 3aKOHOJATENIbHBIX U HOPMATHBHBIX MPaBOBBIX
HOpPMATHUBHBIE aKThl U | akTax Pd;
HOPMaTUBHO- - Ilopsimok  ucCHoib30BaHUS  HOPMATHUBHO-
METOAMYECKHUE METOJIMYECKUX JIOKYMEHTOB TMpPH pa3paboTKe
JTIOKYMEHTBI IO | JIOKaJIbHBIX aKTOB OpraHu3auii,
BEJICHUIO PEryIupyIOMNX JIOKYMEHTAI[MOHHOE
nH(pOpMaITMOHHO- oOecrieueHre ypaBJICHHS;
JIOKYMEHTAIMOHHOTO -Meroauky pa3pabOTKU M COBEPIICHCTBOBAHUS
obecrnieueHus JIOKQJIbHBIX aKTOB OpraHu3anuii,
yIpaBICHUS PETYIUPYIOMUX JIOKYMEHTAI[MOHHOE
oOecrieueHre yrpaBJICHHS;
- Meroguky paspabotrku  Tabens  (dopm
JOKYMEHTOB H anbboma QopM (11abJI0HOB)
JIOKYMEHTOB /111 OpTraHUu3aluu.
Ymemsv: - - Pa3pabaTeiBaTh  KOMIUICKC




OpraHM3aluOHHBIX
OpraHM3aLIH
o0ecrieyeHus yrpaBIeHHUs;

- PazpabareiBath Tabenb GopM JTOKYMEHTOB W
anpboM ¢opMm (11a0JI0HOB) JOKYMEHTOB JIJIst

JIOKYMEHTOB o
JIOKYMEHTAITMOHHOTO

OpraHu3aluy;

Brademv  -- Metogamu  pa3paboTku U
COBEPLICHCTBOBAHMSI JIOKAJIbHBIX aKTOB
OopraHu3anui, peryJIupyromux

JIOKYMEHTAIIMOHHOE O0ecreueHue yrnpaBlieHus

[1K-45 BIaJCHUEM MeToAaMu | 3uams: TexHolornyeckue JsTambl paboThl €
ONTUMU3ALNU JOKYMEHTAaMU U BO3MOXXHOCTH ONTHMHU3ALUU
JIOKYMEHTOIIOTOKOB JOKYMEHTOIIOTOKOB.

Ymems: - OpranuzoBatb NBIDKECHUE
JOKYMEHTOB 110 ONITUMAaJIFHOMY MapIIpyTy
Braoems - - MeromamMu — ONTHUMH3ALAU
JOKYMEHTO00O0poTa B COBPEMEHHBIX
OpraHu3aIusx.

[1K-46 - BJaJeHHe MeToAaMu | 3HaThb - MeToauKy 00ce10BaHus OpraHu3aluu
IPOBEJCHUS  aHajdu3a | JOKYMEHTAI[MOHHOIO OOecleyeHusl yIpaBlieHus
OpTraHu3aIuu B OpraHM3aIusIX;

JOKYMEHTaIlMOHHOTO - Bunpl noKanmpHBIX OPrIpOEKTOB M ATambl UX

o0ecrieyeHus IIPOBE/ICHUS;

yIpaBiIeHUS u | - Meroabl, HpuUMEHsEMble MPU NPOBEACHUU

ApPXMBHOTO  XPAaHEHUs | OPTIPOEKTHBIX PadoT;

JIOKYMEHTOB B | Ymems - BpiOuparh 00BEKTHI pallioHaIN3aul

KOHKPETHOMN U TPUMEHSATH  METOAUKY  oOcrlemnoBaHuUs

OpraHu3aIuu OpraHu3au JOKYMEHTallMOHHOTO
o0ecrieueHus yIpaBiIeHUs B OPTaHU3AIIHSIX;
Braoemo - Mertomamu o0cienoBanus
JOKYMEHTAIMOHHOTO O0ECTICUeHUs YIpaBICHUS
B COBPEMEHHBIX OpraHU3aIusiX;
- Meronamu aHanm3a coOpaHHOTO Marepuaia u
BBISIBJICHHSI HaIlpaBJICHUN COBEPIIEHCTBOBAHUS
JOKYMEHTAI[MOHHOTO 00ECTICUeHUs yIPABIICHHS;

[TK-48 BJaJIcHHE  HaBbIKaMu | 3HaTh - MeToAuKy pa3paboTku Tabens Gopm
ONTHUMM3AIMA COCTaBa | JOKYMEHTOB W anbboma ¢opM (1mabioHOB)
JIOKYMEHTOB U | JOKYMEHTOB JIJIsl OpraHu3allly;
UH(GOPMAIIMOHHBIX - Metonuky pa3pabOTKH U COBEPIIICHCTBOBAHUS

IIOTOKOB, COKpalll€HUA
X KOJIHNYCCTBA

JIOKAJIbHBIX aKTOB OpraHuzanui,
Peryaupyromux JTOKYMEHTAI[HOHHOE
oOecrieueHre ypaBJICHHS;

Ymemu: - PazpabatsiBaTh KOMILJIEKC
OpraHU3alOHHBIX JOKYMEHTOB o
OpraHu3aIu JOKYMEHTAITUOHHOTO

o0ecrieYeHus yIpaBIeHIS;

- PazpabarbiBath Tabenb GopM JTOKYMEHTOB U
anpboM ¢opM (M1a0JIOHOB) JTOKYMEHTOB ISt
OpraHu3aINH;
Braoemo-

Meromxamu pa3paboTKu "




COBCPUICHCTBOBAHUSA JIOKAJIbHBIX aKTOB
OpraHM3alnii, PETYIUPYIOIIUX
JOKYMEHTAI[MOHHOE 00eCTIeUeHUE YIIPABIICHUS;
[IK-50 CIIOCOOHOCTBIO 3namo:
COBEPILIEHCTBOBATh MecTto M 3HaueHHWE COBEPIICHCTBOBAHUS
JOKYMEHTAI[MOHHOE JOKYMEHTAI[MOHHOTO  O0ecrieueHuss Mpu
obecrnieueHue MPOBEJICHUU  OPTTPOCKTHBIX  paboT B
yIpaBiIeHUS anmnapare yInpaBJIeHUs OpraHU3aluy;

PermamenTanuto BOIIPOCOB
JOKYMEHTUPOBAHUS u paboThI c
AOKYMCHTaMH B 3aKOHOAATCIIbHBIX u
HOPMAaTHUBHBIX MPABOBbIX akTax Pd;

HOpH,Z[OK HUCITOJIBb30BaHUA HOPMAaTUBHO-
METOJIMYECKUX JOKYMEHTOB IpH pa3paboTKe

JIOKAJIBbHBIX aKTOB OpI‘aHHBaHHﬁ,
PETyIUPYIOIINX JTOKYMEHTAI[HOHHOE
o0ecrieyeHre yrnpaBieHHUs;

Meroauky pa3paboTku "
COBCPUICHCTBOBAHUSA JIOKAJIbHBIX aKTOB
OpraHu3aIuii, PETYIUPYIOMINX
JOKYMEHTAI[MOHHOE oOecrieueHne
yIIpaBJICHUS;

Metonuky  oOclienoBaHHsS — OpraHU3aIUN
JTOKYMEHTAI[HOHHOTO obecrieyeHus

YIIpaBJICHUS B OPraHU3alMIX;
Buppl n1OKanbHBIX OPITIPOCKTOB M 3TAIlbl UX
MIPOBE/ICHUS;

Meroasl, TpUMEHSEMbIE TPH IPOBEACHUH
OPTIIPOEKTHBIX paboT;

CoBpeMeHHbIE HarpaBJICHUS
panroHaTu3aIH JOKYMEHTAI[HOHHOTO
oOecrieueHNs yIpaBIeHUS;

Metoauky BBIOOpa W BHEIPEHUS CHCTEM
AIIEKTPOHHOTO IOKYMEHT0000pOTa;
Mertoauky paspabotku  Tabens  dopm
JTOKYMEHTOB U anbboma ¢Gopm (11abI0HOB)
JOKYMEHTOB JUIsl OpraHN3aLlNY;
TexHomormueckue  3Tambl  paboOTBI ¢
JTOKYMEHTaMHU u BO3MOXKHOCTH
ONTHMU3AIMN JTOKYMEHTOIIOTOKOB.

Ymems: Bri6upats 0OBEKTHI
paroHaNM3alid U TPUMEHATH METOJIUKY
00cienoBanus OpraHu3aIu
JOKYMEHTAI[MOHHOTO obecrniedeHus
yIpaBiIeHUs B OpraHU3aIusix;

ITo pe3yJiibTaTaM aHanusa
JOKYMEHTAIlMOHHOTO obecrnieueHus

YIOpaBICHUS  JaBaTbh  IPEIJIOKEHHUS  II0
palMOHAIN3aLUH;




PazpabatbiBaTh KOMILIEKC
OpraHU3aLIOHHBIX JOKYMEHTOB o
OpraHu3aIu JOKYMEHTAI[HOHHOTO

obecredyeHus yrnpaBiaeHUs;

CraBuTh 3a1aun npu pa3paboTke
IIPOrPaMMHOTO obecrieueHusl npu
BHEAPEHUH cHCTEM AIIEKTPOHHOTO
JIOKYMEHTOO00pOTa;

Buenpsars PEIOKEHUS o
panroHaIu3au JOKYMEHTAIL[HOHHOTO
o0ecrieyeHus yrpaBIeHHUs;

Pa3zpabareiBath Tabenbp GpopM TOKYMEHTOB U
anpOooM (opM (11a07I0HOB) JOKYMEHTOB JUIS

OpraHM3aluy;
IPUMEHSATH  HOBBIE  HMH(OPMAIMOHHBIC
TEXHOJIOTUU B JOKYMEHTallMOHHOM

o0ecreyeHnn yIpaBiIeHHS;
OpraHu3oBaTh JBIKCHHE JIOKYMEHTOB IIO
ONTUMAJILHOMY MapILpyTYy.

Braoemy: Meronamu YIOPSII0OUEHHUS
COCTaBa JIOKYMEHTOB W HWH(OPMAIMOHHBIX
MoKa3aTeJieH;

Meronmamu o0cienoBanus
JOKYMEHTAIMOHHOTO obecneucHUs

yIpaBiIeHUS B COBPEMEHHBIX OpraHU3aIMsIX;
Mertonamu aHann3a coOpaHHOTO MaTepHuala
u BBISIBJICHUS HaIpaBJICHUI
COBEpIICHCTBOBAaHUS  JTOKYMEHTAllHOHHOI'O
oOecrnieueHus yrpaBIeHUS;

CoBpeMeHHbIMU TEXHOJIOTUSIMU
yIpaBJiIeHUs JOKYMEHTAIUEH;

Metonamu pa3paboTku u
COBEPILIECHCTBOBAHUSl  JIOKAJIBHBIX  aKTOB
opraHu3alui, PeryIupyronmx
JOKYMEHTALMOHHOE obecrnieueHue
yIpaBJICHUS;

- Mertonamu MPOEKTUPOBAHUSA
palMOHATBHBIX CUCTEM
JOKYMEHTAIMOHHOTO o0ecrnieueHus
yIpaBieHUs Ha 0aze HOBEUIINX
TEXHOJIOTHUH;

- Metonamu OIITUMU3ALUU
JOKYMEHTO000poTa B COBPEMEHHBIX
OpraHu3alusIXx.

1.3. MecTo IMCUMIUIMHBI (MOYJISI) B CTPYKTYPE OCHOBHO# 00pa30BaTe/ibHOI MPOrpaMMbl



HucriunauHa (Moaynb) «MeToauka paliMoOHaIU3aliKi JOKYMEHTAIIMOHHOTO 00ecTiedeHus
YIPaBJICHUS» OTHOCUTCS K BApUATUBHOM YacTH OJIOKA TUCIUIUIMH y4eOHOTO TIIaHa.

Jliss OCBOCHHSI JUCHUIUIMHBI (MOIYJNsi) HEOOXOMUMBI 3HAHUS, YMEHHUS W BIIAJCHUS,
C(l)OpMI/IpOBaHHBIG B XO0JI€ I/IBY‘-IGHI/I}I cnez[yloumx AUCIHUITIINH nu HpOXO)K,Z[eHI/IH HpaKTI/IKI
«JlokymentoBenenue», «OpraHuzammss W TEXHOJIOTHS JOKYMEHTAI[MOHHOTO OOecreyYeHus
ympaBieHus», «KaapoBoe menonpous3BoacTBO», «OpraHusanus padoTel ¢ OOpalleHUSIMH
Tpaxkaan», «JlokyMeHTHpOBaHuE MIPOXOXKIECHUS roCyJapCTBEHHOM CITYKOBI»,
«HbOpMalMOHHBIE TEXHOJOTMH B  JIOKYMEHTAlUOHHOM  OOECIIEYEHHUU  YIPaBIICHUS»,
«OpraHu3aoHHbBIC OCHOBBI CTaHAAPTU3AIUS IOKYMEHTAIIMOHHOTO 00CCTIICUCHHS YITPABIICHUS»,
YueOHO-TPON3BOICTBEHHON MTPAKTUKH 10 JOKYMEHTOBEACHHIO.

B pesynabrare OCBOCHMS TUCHMIUIMHBI (MOIYyJsi) (OPMHUPYIOTCS 3HAHUS, YMEHUS U
BJIaACHNUA, H€O6XOI[I/IMBI€ JJI I/I?)y‘IeHI/I}I CJIG,Z[yIOH_II/IX AUCIAITIIINH U HpOXO)K,Z[eHI/I}I HpaKTI/IKI
«PerynupoBanne JOKYMEHTAIIMOHHOTO OOECIEYeHHUs] YIpaBiIEHUS B aJIMHUHUCTPATHBHBIX

periraMEeHTax», IpCAIUIITIOMHAas IPaKTUKa

2. CTpyKTypa IMCHHUILIHHBI (MOAYJIs1)

Cmpykmypa oucuyuniunsl (MoOy1s) 01 04HOU hOpMbL 00yUeHUA

(2019 rox Habopa)

OO01mas Tpy10EMKOCTh AUCIUIUIMHBI COCTABISACT _2 3.€., _72 4., B TOM YHCIIE KOHTAKTHas paboTa
00yJaronuxcs ¢ mpernojaBareneM __28_ 4., MPOMEKYTOUHAs aTTeCTaIlHs q.,
camocTosTeabHas paboTa oOydJaromuxcs, B T.4. KypcoBas pabora __44_ 4.

Bunpl yueOHOM pabOTHI
7 P Dopmbl
(B yacax) TEKYILETO
KOHTPOJIS
KOHTAKTHas b
Ne Paznen S YCIIEBAEMOCTH,
w| A
/11 | AUCIHUIUIMHBL/ TEMBI o ) = (bopma
s |2 |Eg ¢
S ) > E| 5 3| npomexyTouHoi
i
& ~ § 2z |83 § | g = arrecrauuu (no
Q = > o
g = = |z Bk | 2 % 2 cemecmpam)
= 2 = S 2 e g o x| S
[9) O [5) & L s 5 = oSl O
@) = Q E s B & T
1 Bsenenue 2 2 Omnpoc
Pa3zpaboTka nepBbIx
METOIUK
paroHaIN3auu
rocarrmapara u




ACIOIMMPOU3BOACTBA

[TonsiTne
KOMILUIEKCHOTO U
JIOKaJIbHOTO
opripoekTa bazoBbie
JTaIbl [IPOBEICHUS
OPTIIPOEKTHBIX padoT
o
COBEPILIEHCTBOBAHUIO
A0y

Onpoc

MeTtoabl
PEIIPOCKTHOTO
o0caemoBaHus
OpraHu3aIni,
METO/IbI aHaIu3a U
MIPOCKTUPOBAHHUS
JOKYMEHTAI[HOHHOTO
obecrieueHust
yIpaBIICHUS

Onpoc

CoBpemMeHHbIE
3aKOHOJIATEIIbHBIC U
HOpPMAaTHBHBIC
IPaBOBLIC AKTHI,
perynupyoiue
Borpocsl IOV,
00513aTeTbHOCTD UX
MNPUMCHCHUS B
COBPEMEHHBIX
OpTaHu3aIHIX

Omnpoc

Ananmu3 10KaJbHBIX
HOPMAaTHBHBIX aKTOB
1 perjiaMEHTHBIX
JIOKYMEHTOB TIO
JOVY, meronuka ux
COBEPIIICHCTBOBAHUS

IToaroroBka x
MPaAKTHYECKOMY
3aHATHUIO

MeTtoanka aHaianu3a
cyx0s1 10V, BuI0B
JIOKYMEHTOB U
CHCTEM
JTOKYMEHTAI1H,
C03J1aBacMBIX B
OpraHu3aIuu
Turmossle
MPEJI0KEHUS 110

Iloaroroska k
MPaAKTHYECKOMY
3aHSTHIO
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palroHaNN3alun
7 Metoauka aHaauza 4 5 TectupoBanue
JOKYMEHTO000pOoTa
4 p IToaroroBka x
Y OpraHu3aIuu
MPAKTUYECKOMY
paboTsI ¢
3aHATHIO
JIOKyMEHTaMHU.
Tunossie
MPEJI0KEHUS 110
palMoHaNN3aluu
8 CoBepIieHCTBOBaHUE 2 5 [ToaroroBka k
JOVY nyrem JIEKIIUA
BHEJIPEHUS CUCTEM
IToaroroBka k
3JEKTPOHHOTO N
WUTOTOBOM
JTIOKyMEHTO000pOTa
aTTecTaluu
14 umoeoeas
3auem ¢ OYyeHKou KOHMPONbHAS
paboma
UTOTO: 12 16 44
Cmpykmypa oucuyuniaunst (Mo0ys) 01 O4HO-3A0UHOU (OopMbl 00YUeHUA
(2017 200 nabopa)
O6mmas Tpym0€MKOCTh JUCIUIUIMHEI COCTABIISET _2 3.€., _72 9., B TOM YHCJIe KOHTaKTHas paboTa
oOyJaronuxcs ¢ npenogaBaTeneM _ 16_ 4., IpOMEKYTOUHAs aTTeCTaIHs q.,
camocTosTeIbHas padoTa 00y4Jaromuxcs, B T.4. KypcoBas pabora _ 56_ 4.
Bunsl yueOHOIT pabOThI
i P DopMbI
(B gacax) TEKYIIETO
KOHTPOJIA
KOHTaKTHas -
No Paszen _ % yCII€BAEMOCTH,
n/n VCLUTUTMHBI/TEMBI ) !
et = z g5 GE s popma
< o
§ ) > E| 5 8| mpomexyrouHoit
=
e ~ § 2 = = = QE ‘é S & aTTecTauuH (1o
Q = = o
g = = R I198 |89 2 cemecmpam)
= = = s 2 @ 3 2w
) O ) a s s 5|2 s ©
@) = O E s B & =
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BBenenue
Pa3zpaboTka nmepBbIx
METOJIUK
paroHaIn3aun
rocamnmnapara u
JIeIIOTIPOU3BOICTBA

Ompoc

[TonsiTne
KOMIUIEKCHOTO U
JIOKAJIbHOTO
opripoekTa bazoBbie
STanbl IPOBEICHUS
OpPTIPOEKTHBIX PaboT
1o
COBEpIICHCTBOBAHUIO
A0y

Onpoc

Metonabl
MPEIIPOCKTHOTO
00caemoBaHus
OpraHu3aIlvy,
METOIbI aHAIN3a U
MIPOCKTUPOBAHUS
JIOKYMEHTAIMOHHOTO
obOecreyeHns
yIpaBIeHUS

Onpoc

CoBpeMeHHbIE
3aKOHOAATCIbHBIC U
HOPMAaTUBHBIC
IMPaBOBLIC AKTHI,
peryiupyoiue
Borpocsl IOV,
00513aTeTbHOCTD UX
MNPUMCHCHUS B
COBPEMEHHBIX
OpraHu3aLusax

Onpoc

AHanu3 J0KaJbHBIX
HOPMATUBHBIX aKTOB
U PETJIAMEHTHBIX
JIOKYMEHTOB 110
JOY, meTonnka ux
COBEPIIICHCTBOBAHUS

Iloaroroska k
MPaKTUYECKOMY
3aHATHIO

Metoanka aHaausa
cyx0s1 10V, Bum0B
JOKYMEHTOB H
CHCTEM

IToaroroBka x
MPaKTHYECKOMY
3aHATHUIO
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JIOKYMEHTAINH,
CO3/1aBa€MbIX B
OpraHu3aIu
Tumnossie
MIPEJIOKEHUS 110
paroHaI3aun
7 Meronuka aHanusa 2 10 TectupoBanue
ITOKYMEHTO000pOTa
M p IToaroroBka x
W OpraHu3aIuu
MPaKTHYECKOMY
paboThI C
3aHATHUIO
JIOKyMEHTaMH.
Tumnossie
MIPEAJIOKEHUS 110
paroHaI3aun
8 CoBepIieHCTBOBaHUE 2 10 [ToaroroBka k
JOVY nyrem JIEKIIUA
BHEJPECHUS CUCTEM
IToaroroBka x
ANEKTPOHHOTO .
HUTOTOBOM
JTIOKyMEHTO00O0pOoTa
aTTeCTaIluu
16 umoz2osas
3ayem ¢ OYeHKOU KOHMPONbHAS
paboma
WUTOTO: 8 56
(2019 200 naoopa)
OO01mas Tpy10EMKOCTh AUCIUIUIUHBI COCTABISAET _2 3.€., _72 4., B TOM YHCIIE KOHTAKTHas paboTa
oOyJaronuxcs ¢ npenogaBaTeseM _ 16_ 4., IpOMEKYTOUHAs aTTeCTaIHs q.,
camocTosTeIbHas padoTa 00y4Jaromuxcs, B T.4. KypcoBas pabora _ 56_ 4.
Bunbr yue6HOM paboThI dopMbI
No Paznen TEKYILETO
= (B gacax) Y
/0 | IUCHUIUIAHBL/TEMEI I3y KOHTPOJIA
()
§ KOHTAKTHAas O | YCIEBaEMOCTH,
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Jlexun

CemuHap

[IpakTHueckue
BAHATUA

UlabopaTopHbIe
BaHATHS

[TpomexyTou-
Haid aTTeCTalusia

dbopma
MPOMEKYTOUHOMN
aTTecTanuu (no
cemecmpam)

Beenenue
Pa3zpaboTka nmepBbIx
METOJIUK
panroHaIn3al
rocamnmnapara u
JIeNIONPOU3BOICTBA

Omnpoc

[TonsTne
KOMIUIEKCHOTO U
JIOKQJIbHOTO
opripoekTa bazoBbie
STanbl IPOBEACHUS
OpPTIPOEKTHBIX PaboT
1o
COBEpIICHCTBOBAHUIO
A0y

Omnpoc

Metonasbl
MPEIIPOCKTHOTO
o0cienoBanus
OpraHu3aIu,
METObI aHAJIN3a U
MIPOCKTUPOBAHUS
JIOKYMEHTAIMOHHOTO
obOecreyeHns
yIpaBIeHUS

Onpoc

CoBpeMeHHbIE
3aKOHOAATCIIBHBIC N
HOPMAaTUBHBIC
IMPaBOBLIC AKTHI,
perynupymoiue
Bomnpockl JIOY,
00513aTeIbHOCTD UX
MIPUMEHEHHUSI B
COBPEMEHHBIX
OpraHu3anusax

Onpoc

AHanu3 J0KaJbHBIX
HOPMATUBHBIX aKTOB
U PETJIaAMEHTHBIX
JIOKYMEHTOB 110
JOY, meTonnka ux

Iloaroroska k
MPaKTUYECKOMY
3aHATHIO
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COBEPILIEHCTBOBAHUS
Metoauka aHaauza 2 6 IToaroroBka k
ciyx6s1 JIOY, BUn0B [IPAaKTUYECKOMY
JIOKYMEHTOB U 3aHATHIO
CHCTEM
JIOKYMEHTAIUH,
C03J1aBa€MBIX B
OpraHu3aIu
Tunosrsle
MIPEJIOKEHUS 10
paloHaNN3aluu
Meronuka aHanusa 2 10 TectupoBanue
JIOKYMEHTOO00OPOTA
Y p IToaroroBka x
Y OpraHu3aIuu
MPaKTHYECKOMY
paboThI ¢
3aHATHIO
JIOKyMEHTaMHU.
Tumnosrsle
MPEeAJIOKEHUS 110
parnoHaIN3auu
CoBepIleHCTBOBaHUE 2 10 ITonroroBka k
JOVY nyrem JIEKIUH
BHEJIPEHUS CUCTEM
IToaroroBka k
3JEKTPOHHOTO N
UTOTOBOU
JTIOKyMEHTO000pOTa
aTTecTaluu
16 umo2oeas
3auem ¢ OYeHKoU KOHMPOIbHAS
paboma
HUTOTO: 8 56

Cmpykmypa oucuyuniunvl (MoOy1s) 01sa 3a04HOU hopmbl

(2017-2018 rox Habopa)

OO01mas Tpy10EMKOCTh AUCIUIUIMHBI COCTABISACT _2 3.€., _72 4., B TOM YHCIIE KOHTAKTHas paboTa
oOyJaromuxcs ¢ mpenoaBaTesieM __8_ 4., MPOMEXYTOUHAs aTTeCTaIlHs q.,
camocTosTelabHas paboTa oOydaromuxcs, B T.4. KypcoBas padorta

_64_y.
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/o

Paznen
UCIUILINHEI/ TEMBI

Cemectp

Bunst yueOHoI paboThI

(B gacax)

KOHTaKTHas

Jlexuun

CeMuHap

JlabopaTopHbIe
[TpomexyTou-

[IpakTueckue
BAHATHUS

BaHATUA

Hasd aTTeCTalus

CamocrosgrenpHas

pabota

®opMBbI
TEKYIIEro
KOHTPOJIS
yCIIEBAEMOCTH,

dbopma
MPOMEKYTOUHOMN
aTTecTauuu (no
cemecmpam)

[TonsiTne
KOMILUIEKCHOTO U
JIOKaJIbHOTO
opripoekTa bazoBbie
JTaIbl [IPOBEICHUS
OPTIIPOEKTHBIX padoT
o
COBEPILIEHCTBOBAHUIO
A0y

[y
=}

Onpoc

MeTtoapl
PEIIPOCKTHOTO
00caeIoBaHus
OpraHu3aIii,
METO/IbI aHaIu3a U
MPOCKTUPOBAHHUS
JOKYMEHTAI[HOHHOTO
obecrieyeHust
yIpaBICHUS

10

Onpoc

Metoanka aHaausa
cyx0s1 10V, BuI0B
JIOKYMEHTOB U
CHCTEM
JIOKYMEHTAIUH,
C03J1aBa€MBIX B
OpraHu3aiuu
Tunosrsie
MPEeAJIOKEHUS 110
panroHaNN3aluu
AHanu3 J0KaJbHBIX
HOPMAaTUBHBIX aKTOB
U perjJaMeHTHBIX
JIOKYMEHTOB 110
JOVY, metronuka ux
COBEPILIEHCTBOBAHUS

10

TectupoBanue

IToaroroBka u
MPOBEACHUE
MPaKTUYECKUX
3aHATHH




16

METOIHUK pauMoHAIH3AUNHU
rocanmnapara "
J1eJIOMPOU3BO/ICTBA

4 MeTtoanka aHaiansa 2 10 Ompoc
IIOKYMEHTO000pOTa
- P [Toaroroska u
Y OpraHu3aIuu
MpOBeICHUE
paboThI C
MPAKTUIECKHIX
JIOKyMEHTaMH. .
3aHATHH
Tunosrsle
MIPEITIOKEHUS TI0
paroHaIN3auu
CoBepIieHCTBOBaHUE
JOY nyrem
BHEJIPEHUS CUCTEM
3JIEKTPOHHOTO
JTOKYMEHT0000poTa
24 UMo206asi
3auem ¢ OYeHKou KOHMPONbHAS
paboma
HUTOTO: 4 64
3. Conep:xanue TUCHUNJIMHBI (MOYJIs1)
Ne | HaumeHoBaHue pa3jena Conep:xkanue
JTUCIHUTIINHBI
1 Pa3znen 1. Beenenue. Pazpabotka [TonsTue ‘‘panMoHaTM3aTOpPCKUE padoTHI”,

MPEANOCHUIKA BOBHUKHOBEHUS U PAa3BUTUSI METOAMUK
panMoHaNM3alKK J1eTONPOU3BOJICTBA. JIBIKEeHHE 32
BHenpenue npuHnunoB HOT B cdepy ympaBneHus,
CO3/1aHHe palMOHAIN3aTOPCKUX LIEHTPOB
COBEPILICEHCTBOBAHMUSl yIPABICHUECKOrO0 TpyAa |
nenonpoussoacrea 1920-rogsl.  Cozmanue AO
“OprcTpoit” u HMHCTUTYyTa TEXHHUKU YNpPaBJICHUA.
PazpaboTka mMeTOmOB 00CIIEeOBAaHUN YUPEIKICHUMH,
METOAMKUA COBEPILIECHCTBOBAHMS JEIOMPOU3BOJICTBA.
Meroauky panyoHaIM3alUUd JETONPOU3BOICTBA U
HOPMAaTUBHO-METOANYECKHE JIOKYMEHTHI,
paspaboTaHHbIE Bcecorozubim Hay4YHO-

HUCCICA0OBATCIIbCKUM HHCTUTYTOM
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JIOKYMEHTOBEACHUS u

(BHUHAIAL,

APXUBHOI'O Jeciia

BHHWMWoprrexuuku, Hayuno-

HUCCICI0BATCIbCKUM CCKTOPOM MOCKOBCKOI'0O

rocy/1apCTBEHHOIO HCTOPUKO-apXUBHOTO

WHCTUTYTa. MeTOANYEeCKHe PEKOMEHJAINH  T10

[IPAKTUYECKOMY IIPUMEHEHHUIO

EI'CI;

OCHOBHBIX

ITOJIOKEHU N Meroauka pacuera

SKOHOMUYECKON s dexTuBHOCTH BHEJIPEHUS

ocHOBHbIX mnosioxkennit EI'CJl; pexoMeHmamuu 1o

BCACHUIO ACJIOMPOU3BOACTBA B Hay4YHO -

HUCCICAOBATCIIbCKUX OpPraHu3anugx; pCKOMCHAAIUN

0  COBCPHICHCTBOBAHUIO  JCJIOIPOU3BOJACTBA B

HCITOJIKOMax MCECTHBIX CoBeToB ACIYTAaTOB

TPYISAIIHUXCA. ['ocynapcrBenHast cucrema

JOKYMEHTAI[MOHHOTO  OOECIIeYCHHs]  yIpPaBICHUS
T'CHAOY). TunoBas cucrema JOKYMEHTAIMOHHOTO

obecneuenus (TCO).

IHousitue
H JOKAJbHOIO
oprupoekta. ba3oBble 3Tanbl
NMPoOBeIeHUs OPIrIpPOEeKTHBIX
padoT N0 COBEepUICHCTBOBAHUIO
JOKYMEHTAIIMOHHOT O
o0ecrieyeHus ynpaBJeHusl.

Pasznen 2.
KOMILIEKCHOI'0

KoMIIIEKCHBIE ¥ JIOKQJbHBI  MPOEKT
palMOHAIbHOW OpraHU3aluu JOKYMEHTAIl[MOHHOTO
obecneuenus. CocraB OpriupoekTa: U3ydeHue 3ajad
OpraHu3alfK, CTPYKTYpHI, IITATOB, CIyXO0bl 1OV,
JIOKaJIbHBIX

HOPMAaTUBHBIX aKTOB u

OpPTaHU3AIMOHHBIX JIOKYMEHTOB, OIPEICISIONINX

pabory cuyx0sl JIOY, mopsmka cocTaBleHUS H

odopmiteHus JIOKYMEHTOB, OopraHu3aluu
JOKYMEHTOO0OpOTa,  TEXHOJOTMH  paboThl ¢
JIOKyMEHTaMH, OpraHu3aIu XpaHEeHUSs
JOKYMEeHTOB.  OmnmucarenbHass  (aHaJIMTHUYECKas),

rpapuueckass M TaOJMYHAs YacTU OPrIPOEKTOB;

pacuer HKOHOMUYECKOMN 3¢ (HEeKTUBHOCTH

MpeIaraeMbIx MEpOIPHUSITHH. Bueapenue
KOMIUIEKCHBIX U JIOKAJIBHBIX TPOEKTOB OpraHU3aI[1

AOKYMCHTAIIMOHHOT O obecrieueHust YIpaBJICHHUA Ha
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0a3e HOBEHIIMX TEXHOJOTHH, BBIOOP TPOrPaMMHOTO

oOecrieueHusl.

Dransl NPOBEIEHUS OPTIPOEKTHBIX PadoT 1Mo

COBEPILICHCTBOBAHMIO JOKYMEHTAIMOHHOTO
obecrieyeHus yIpaBJIEHUS: IIPEIITPOEKTHOE
o0clie10BaHue; COCTaBJICHUE TEXHUYECKOTO
3aJJaHus; JeTalnbHOE o0ciefioBaHNe

JOKYMEHTAI[HOHHOTO 00ECIEYeHUsI  YIPABJICHHUS;
BBIABJICHHUEC HCIOCTAaTKOB B ,Z[OKYMGHTaHI/IOHHOM
o0ecrieueHuun

yIpaBJICHUS; pa3paboTka

HarnpaBJIeHAN COBEpUICHCTBOBAHMUS
TOKYMEHTAI[MOHHOTO ~O0ECHEeUeHNs  YIPaBICHHUS;
pacyer 3KOHOMUYECKOH 3(P(PEKTUBHOCTH MPOEKTA;
BHEpEHHE IPOEKTa panroHaTu3aIH
JTOKYMEHTAI[MIOHHOTO OOECTIeYeHHs] YNpaBICHHUS B

OpraHu3aIyy.

Paszne. 3. MeToanl
NPeaNnpPoeKTHOr0 00c/Ie0BAHUS
OpraHM3anuu, MeTOAbl AHAJIN3A U
NPOEKTHPOBAHUS
JOKYMEHTAIIMOHHOTO
o0ecrieyeHUs ynpaBJaeHUs

MeToabl IPeANpPOEKTHOTO 00CIeI0BAHMS: U3yUCHHE
JTOKYMEHTOB HcciIeyeMoi OpraHM3aLIH
(BBISIBJICHUE U aHAJIU3 YYPEIUTENbHBIX TOKYMEHTOB,
aHaJIN3 OPTraHM3ALMOHHBIX TOKYMEHTOB, BBISBICHHE
U aHaJM3 YHU(PHUIHUPOBAHHBIX (GOpM U TpadapeTHBIX
TEKCTOB JOKYMEHTOB, aHAIN3 PA3INYHBIX CHCTEM
JOKYMEHTAIlMH U BUJOB JTOKYMEHTOB, CO3/1aBaeMbIX

B OpTaHu3aIum); METO/IbI HaOJI0ICHUS
(HemocpencTBeHHOe — HaOmroneHue,  Qororpadus
pabouero maHs, camodotorpadus pabodero mTHS,
XPOHOMETPaX); METObI orpoca

(MHTEpPBBIOMPOBAHUE U AHKETUPOBAHUE).

Mertoapl aHanM3a pe3yiabTaTOB  0OOCIEIOBAHMSA:
METOJT KJIacCHU(PUKAITIHT (cucTemaTu3anmmn)
MaTepI/Ia.HOB; METOA COITIOCTABJICHUS NI CpaBHeHI/IH;
rpaguvecKrue U MaTEMaTUYECKUE METOJIBI.

Pasznen 4. CoBpeMeHHbIE
3aKOHOJATeIbHbIE |
HOpPMATHBHbIE TPAaBOBbI€ AKThI,
peryaupywomue Bomnpocsl 10V,
00513aTeIbHOCTh MX MPUMEHEHUsI
B COBPEMEHHBIX OPraHu3auusxX

Pernamentamua JIOY B (denepanbHbIX 3aKoHaX H
kojekcax P®; pernamentrauus JOY B VYkazax
[Ipesunenra PO, I[loctanoBnenusix IlpaButenscrBa
P®; permamentanus JIOY B  HOpMaTHBHBIX
MPaBOBBIX aKTax beneparbHBIX OpraHoB
HCITOJIHUTENLHOMN BJIACTH.

Pa3gen 5. AHaau3 JJOKAJILHBIX

COBpeMeHHBIe HOPMAaTUBHO-MCTOAUYCCKHC
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HOPMATHBHBIX aKTOB U
perjiaMeHTHBIX JOKYMEHTOB 10
J10Y, meToanka ux
COBEPUIEHCTBOBAHUS

JOKYMEHTbl 10  JCJIONPOM3BOACTBY U HX
MpUMEHEHHE JUIsl pa3pabOTKHU JIOKAJIbHBIX AaKTOB
OpraHu3aLui. HeobxonumocTth MIOJATOTOBKHU
KOMIUIEKCA  JIOKQJIBbHBIX  HOPMAaTHBHBIX  aKTOB
OpraHM3alMi Kak OCHOBbI paunuoHanmuzanuu JOV:
paspaboTka mojoxkeHuss o  cayxbe JIOVY;
pa3paboTka JTOJIKHOCTHBIX MHCTPYKIUH
COTPYAHHUKOB CITYKOBI J0YVY; pa3zpaboTka

MHCTPYKIIMU 10 JeNONPOU3BOACTBY; pa3pabOTKH
Tabens (GopM JTOKYMEHTOB; pa3paboTka ampbOoMma
dbopM noxymeHTOB. HeoOX0AMMOCTh aKTyalu3aiuu

JNOJDKHOCTHBIX ~ MHCTPYKLUHM, HMHCTPYKIHH  IIO
JCJIONPOU3BOJCTBY.

Meronuka aHanusa UHCTPYKUUI o
JEIIONPOU3BOACTBY (yrounenue paszenos
UHCTPYKLUHU, BBIABICHHE  y4YacTKOB, KOTOpBIE
HEIOCTaTOYHO  MHOJAPOOHO  periaMeHTHPOBAHBI,
yTOUHEHHE W  J0paboTKa  TNPWIOKEHUH K

MHCTPYKLHWHU, TepeBoja LIabJOHOB JOKYMEHTOB B
AJICKTPOHHBIA  BHUJ). BO3MOXHOCTH pa3pabOTKH
AOIOJHHUTCIBHBIX PCrIIaMCHTHBIX JOKYMCHTOB B
JIOTIOJIHEHNE K MHCTPYKIMU MO JIEIOMPOU3BOJCTBY
(MOpsAIOK ~ COTJIACOBAaHUSI JIOKYMEHTOB, TMOPSIOK
KOHTPOJISI UCTIONTHEHUS JOKYMEHTOB U T.1.).

Pasnen 6. Meroamka aHaamsa

CIIYKOBI J0Y, BH/I0B
JOKYMEHTOB H CHCTEM
JOKYMEHTAIlUH, CO31aBaeMbIX B
OpraHu3amuu Tunoskie
Nnpeai0KeHust no
pauMoHAIH3AUNHU

Meroauka anamuza cuayxOel JIOY (u3ydyeHue
CTPYKTYphl M YHCJICHHOCTH DPAOOTHHUKOB CITYKOBI
J0Y, onpeaeieHue BEPTUKAJIbHBIX Hu
TOPU3OHTAIBHBIX CBA3€H C  PYKOBOJACTBOM H
OPYTUMU COTPYOHUKAaMU OpraHu3alld, YTOUYHEHHUE
byHKInl CITY>KOBI J0VY, BBISIBIICHHE
MeperpyKeHHOCTH WIH HEJ0CTaTOYHOM
3arpy’KEHHOCTH  COTPYAHHUKOB ciayxkObl  J[OVY).
[IpoBenenue aHanmsa OpraHU3aIMOHHBIX
IOKyMeHTOB ciyx0bl  JIOY u  TexHHuecKoi
OCHAIIIEHHOCTH Pab0YnX MECT.

[IpoBenenue ananmmsza cHUCTEM JOKYMEHTAllMU |
BUJIOB JIOKYMEHTOB, U3yUY€HHE HA3HAUCHUS KaXKI0T0
BUJIa TOKYMEHTA, COCTaBa PEKBU3UTOB U CTPYKTYPHI
TEKCTa.

Pazgen 7. Meroauka aHaJu3a

JIOKYMEHT0000poTa U
OpraHM3anuu padoThI c
JOKYMEHTAMM. Tunosblie
npea10KeHust no
PalMOHAIN3ALMHI

[Ipumenenne rpaduueckux METOJOB MJsl aHAIM3A
JOKYMEHTOO0OpOTa  OpraHu3anmuu  (IMOATrOTOBKA
OMeporpaMM IO JOKYMEHTOIOTOKaM, COCTABJICHUE
MapHIpyToB JIBUKECHUS OTJEIbHBIX BHJIOB
nokymeHToB). IlperncraBneHue OW3HEC-TIPOIECCOB
OopraHu3any B  BHAE  OJOK-CXeM. AHamm3
BXOJISIIETO, HCXOJISIICTO, BHYTPEHHETO
JOKYMEHTOIIOTOKOB TI0 BHJaM JOKYMEHTOB, IO
KOPPECMOHJIEHTaM, M0 CcmocobaM JIOCTaBKU W
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otnpaBku. IlpencraBieHue pe3yabTaToB aHaIu3a B
BUi€ rpaMKOB U JUATPAMM.

[Togcuer oObema TOKyMEHTOOOOpOTa 3a TOI,
CpaBHEHHME TIOKa3zarenss JOKYMEHTOoOoOOpoTa ¢

MIPEABITYIIAMH.

AHanu3 TEXHOJIOTMH paboThl C JOKyMEHTaMH
(KakIIbId TEXHOJOTHYECKUM 3Tal paccMaTpUBaETCA
OTJENBHO, OIpPEAEIAI0TCA y3KHe MECTa).
KoppektupoBka  Habopa  mokazarenedt s
pEeruCTpalioOHHBIX  (QOopM, pa3paboTKa HOpsaKa
KOHTpPOJISI HCIIOJIHEHUSI JOKYMEHTOB, pa3padoTka
IIEPEYHsl HEPErMCTPUPYEMBIX JIOKYMEHTOB U T.1.
AHanu3 OpraHu3alMd  XpaHeHUus JOKYMEHTOB:
MOPSAIOK ¢dbopmupoBaHus nell, KayeCTBO
HOMEHKJIATYpBhI JIe.

Pa3nen 8. CoBepiueHcTBOBaHHE
JAOY nyrem BHeapeHHsi CHCTeM

3J1eKTPOHHOT O
AOKyMEHT000opoTa

Kpurepun  BbiOOpa  CHUCTEMBI  3JIEKTPOHHOTO
JOKYMEHTO000pOoTA. ObocHoBaHme BBIOOpA
CHCTEMBI 3JICKTPOHHOTO JOKyMEHTO000pOTa IMepe[
PYKOBOIUTENEM  OpraHu3anuu, (popMupoBaHue

paboueit TPYIIIBI o BHEJ[PEHUIO u
IOKyMEHTHpoBaHHe ee paboThl. [locraHOBKa 3amadu
nepen pa3padoTIYHKOM IPOTPaMMHOTO

obecrieuenus. COOp HEOOXOAMMBIX MaTE€pPUATIOB H
MOJITOTOBKA JTOKYMEHTOB [UISI BHEIPEHUSI CHUCTEMBI
AJIEKTPOHHOTO JIOKyMeHTooOopoTa (Tabenb (opm
JOKYMEHTOB, MapHIPyThl JBWKCHHS JIOKYMEHTOB,
CIIMCOK TOJIb30BaTEJICH C MpaBaMu JOCTYIIA, aTbOOM
$bopM JOKYMEHTOB, pPETUCTpAIlMOHHBIC (OPMBHI,
HOMEHKJIaTypa Jell, KiIacCu(PUKATOPhl JTOKYMEHTOB,
KOPPECIIOHICHTOB, MIOCTABIIUKOB 1 TJ).
OmnpenerneHne mepeyHs: JOKYMEHTOB, COCTaBISIEMbIX
TOJIBKO B AJIEKTPOHHOM (opme. OmpeeneHue miaHa
NpOEeKTa, cocTaBieHue rpaduka paboT 1O

BHEJIPEHUIO CUCTEMBI AIEKTPOHHOTO
nokyMeHTooOopora.  [IpemmyliecTBa  OMBITHOTO
BHEJPECHUS. HeobxomumMocTs periiaMeHTaluu

HOBOTO mopsiaka padot mo JIOY B TOKaNbHBIX aKTax
OpraHu3alyu

4. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

Oo6pa3oBaTejibHbIE TEXHOJIOTHHI

No/Ne

HaumenoBanue paznena

Bunnr
paboThI

y4uebHoi#t | OOpa3oBaTeIbHBIE TEXHOJIOTHH
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Benenue, Pazpabotka
MIEPBBIX METOIMK
parroHaIN3aIuu
rocarrmapara u
JEIONPOU3BOICTBA

Jlexmg 1.

CamocTrogTeapHas
paborta

BBoaunag neknus

IToaroroBka K JeKIIMHA

Pa3nen 2. IMonsartue
KOMILJIEKCHOTO u
JIOKQJIbHOTO ~ OPTIIPOEKTA.
bazoBbie 3Tallbl
POBEJCHUS
OPITPOCKTHBIX paboT Mo
COBEpIIECHCTBOBAHUIO
JOKYMEHTAIMOHHOTO
obecrieueHus yrpaBicHUsI.

Jlexmug 2

CamMocTrosTeapHas
paborta

[TpobGnemHuas nexmms

ITonroroBka K JIEKIIHU

Pazpnen. 3.
IPEIIPOCKTHOTO
oOcrnenoBaHus
OpraHu3aIuy, METO/IbI
aHam3a u
POCKTHPOBAHUS
JOKYMEHTAIMOHHOTO
obecrieueHus yrmpaBieHUs

Metonasbl

Jlexmug 3

CamMocTrosTenpHas
paborta

[TpoGnemHuas nexius

IToaroroBka K JeKIIMHA

Paznen 4. CoBpemeHHble
3aKOHOJaTeIbHbBIE u
HOPMAaTUBHBIC  IPABOBBIE
aKThI, PETYIHPYOIIHE
BOIPOCHI J0VY,
0053aTeNLHOCTh X
MPUMEHEHUS B
COBPEMEHHBIX

OpTraHU3aIUIX

Jlexug 4.

CamMmocTosTeabHas
pabora

Jlekuus-Bu3yanu3zanms ¢
MPUMEHEHUEM CIIalI-TIPOeKTOpa

IToaroroBka K JeKIIMHA

Pazgen 5. Ananus
JIOKAJIBHBIX HOpMaTI/IBHBIX
aAKTOB U peI‘JIaMGHTHBIX
nokymeHToB 1o JJ0OY,
MECTOAUKA UX
COBEPIIICHCTBOBAHUS

Jlexiug 5.

IIpaxTueckoe

3ausatue Nel

[TpobGnemHuas nexmms

MOHUTOPUHT JTOKAJIBHBIX aKTOB U
pErIaMeHTHBIX JOKYMEHTOB I10
JOY, ucnonp3oBaHue Keic-meroaa

[loaroroBka K MpakTUYECKOMY
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CamocTosTeabHas

pabora

3aHATHUIO

6 Pazgen 6.
aHajgu3a CIIyXObI

Meroanka

TIOY,

[IpakTrueckoe

3ausatue Ne2

Hcmnonb3oBanue kemc-MeToga

BUJIOB  JIOKYMEHTOB U
CHCTCM  JIOKYMCHTALMH, |~ osTenphas | JIO/ITOTOBKA K IIPAKTHYECKOMY
CO3/1aBaEMbIX B SAHSTHIO
opranusauuu  Tunosele | padora
MpEeAJIOKEHUS o
paloHaIn3anuu

7 Paznen 7. Meronuka | [IpakTrueckoe [ToaroroBka K IPaKTUYECKOMY
aHanmsa 3aHSTHUIO

3aHsaTHE Ne3
JIOKyMEHTO000poTa a .
OpraHusauum  paboThl ¢ c Hcnonb3oBanue keiic-merona
noKymeHTamu.  Tumossle aMoCToATCeIbHAA
MPEIOKECHUS 1o | pabora
paluroHaIU3alUN [ToaroroBka Kk TECTUPOBAHUIO

8 Pa3nen 8. | Jexiusa 6 [TpobGnemHuas nexms
CoBeplIeHCTBOBAHUE
JOY nyrem BHeOpeHUs
CUCTEM JIICKTPOHHOI'0 [ToaroToBKa K 3a4€Ty ¢ OLIEHKOM
JIOKyMEHTO000pOTa CamocTosiTenpHast

paborta

S. OueHka JIAaHUPYEMbIX Pe3yJIbTATOB 00y4YeHM st

5.1. CucremMa olleHUBAHUA

DopMa KOHTPOJIA Makc. KoJM4ecTBO 0a/1710B
3a oany Bcero
padory

Texywut koHmponw:

- yuacmue 8 OUCKYCCUU U 8bINOJIHEHUEe 3A0AHULL HA 10 6annos 40 6annos
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NPAKMUYECKUX 3AHAMUIX
- mecm (memot 4-7) 30 6annos 30 6annos

Ilpomesxcymounas ammecmayusi 40 6annos

(3auem c oyenoti)

Hmoeo 3a cemecmp (Oucyuniuny) 100 6annos

[losydeHHbII COBOKYNHBIN pe3yabTaT KOHBEPTUPYETCS B TPAJAULIMOHHYIO IIKAJTy OLICHOK U B
HIKany oleHoK EBponeiickoil cucteMsl nepeHoca 1 HakorieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cOOTBETCTBUU C TaOIUTICH:

100-6amnpHas TpamionHas LKa IlIkana

IIKajga pall ECTS

95 -100 A
OTJINYHO

83-94 B

68 — 82 XOPOIIIO 3a4TEHO C

56 - 67 D
YIIOBJICTBOPUTEIIEHO

50-55 E

20 -49 FX
HEY/IOBJICTBOPHUTEILHO HE 3a4TEHO

0-19 F




24

5.2.KpuTepun BbICTABJIEHUS OLIEHKHU MO JUCIUIJIMHE

Baanwl/
HIxanaa
ECTS

Onenka nmo
JTUCIHUILINHE

Kpurepun oneHKH pe3yJibTaTOB 00y4eHus M0
AUCHUILINHE

100-83/
A,B

«OTIANYHO»/

«3a4TEHO
(oTIIMYHO)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Ciii OH ITyOO0KO U
IIPOYHO YCBOUJI TEOPETUYECKUM U MPAKTUYECKUI
MaTepHaj, MOXET ITPOJEMOHCTPUPOBATE 3TO Ha 3aHATHUIX
U B XOJi€ IPOMEKYTOYHOU aTTECTALUH.

OO0yuaromuiicst KICUEPIBIBAIOIIE U JIOTHYECKH CTPOUHO
u3naraet yueOHbIi MaTepua, yMeeT YBSA3bIBaTh TEOPHIO C
MPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3aad
npodeccroHaTLHON HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, IPAaBUJIIBHO O6OCHOBBIBa€T IIPUHATHIC
pelIeHuUs.

CB0OOIHO OPUEHTUPYETCS B YUeOHOH U
npodeccuoHaBLHOM TUTEpaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTEeCTaLlUN.

Komnereniuu, 3akpeni€éHubie 3a AUCUUTUIMHOM,
c(hOpMHUPOBAHEI HA YPOBHE — «BBICOKUI».

82-68/

«XOpOIIO»/

«324TEHO
(xoport110)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUI U IIPAKTUYECKUN MaTepuai, rpaMOTHO U 10
CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOUYHON aTTECTAlUU, HE JOIIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicst MpaBMUIBHO MPUMEHSET TEOPETHICCKUE
MTOJIOXKEHUS MTPU PEIICHUH TPAKTUYECKUX 3a/1a4
npodeccroHaAbHOM HAMPaBICHHOCTH PA3HOTO YPOBHS
CII0)KHOCTH, BJIaJIeeT HEOOXOAUMBIMH VISl 3TOTO HaBBIKAMHU
A IpUEMaMH.

JIOCTaTOYHO XOPOIIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCHOHATIBLHOM ITepaType.

OrneHka no JUCHUILIMHE BBICTABIISAIOTCS 00ydaromeMycs ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTecTaluu.

Komnerenium, 3akperiéHuble 3a AUCHUIUIMHOM,
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banasl/ Ouenka no Kpurepun ouesnku pe3yjbTaToB 00yueHuUs M0
xana AUCHHUILINHE AUCHUILINHE
ECTS
c(OPMHUPOBAHBI HA YPOBHE — «XOPOIIU».
67-50/ «YIOBIIETBOPH- BricraBisiercs: o0yyaromemycs, €ciii OH 3HaeT Ha 6a30BOM
TEIBHO»/ YPOBHE TEOPETUYECKUN U ITPAKTUYECKUM MaTepUall,
DE JIOTMTYCKAaET OTACNbHbIC OMIMOKH MTPH €T0 U3JI0KEHUHU Ha
(«ATATEHO 3aHATUSAX U B XOJ€ MPOMEXYTOYHOU aTTECTALUH.
(ynoBneTBopH-
TENbHO)»/ OOyuaromuiicst HICTIBITHIBAET OMPEICAEHHBIC 3aTPYIHEHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJI0KEHUN NPU PEILICHUH
(GAATEHO> MPaKTUYECKHX 3a7a4 MpodeccnoHaNbHOM HAlIPaBICHHOCTH
CTaHAAPTHOI'O YPOBHSI CIIOXKHOCTH, BJIaJICET
HEO0OXOTMMBIMHU ISl 5TOTO 0a30BBIMH HABBIKAMU U
NpUEMaMHU.
JIeMOHCTpHpPYET 1OCTaTOYHBIN YPOBEHb 3HAHUS YUEOHOM
JUTEpaTypsl 10 AUCIUIIIMHE.
OrneHka no JUCHUILIMHE BBICTABJISAIOTCS 00ydaromeMycs ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalUu.
Komnerenium, 3akperniéHuble 3a AUCHUIUITMHOMN,
c(OpMUPOBAHBI HA YPOBHE — «JI0CTATOUHBIII».
49-0/ «HEYIOBJIETBOpUTE | BricTaBisercst oOydaromemMycs, eCiu OH He 3HAeT Ha
JIBHO»/ 0a30BOM ypOBHE TEOPETUUECKHUMN M MPAKTHICCKUIN
FEFX Marepua, J0MmycKaeT rpyObie OmMUOKY MPH €ro
HE 3a4TEHO

W3JIOKEHUH Ha 3aHATHSIX U B XOJI€ POMEKYTOUHOU
aTTeCTallUU.

OOyuaronuiicss UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PELLICHUN
MPAKTUYECKHX 33/1a4 MPO(hecCHOHATLHON HANPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CJIIO)KHOCTH, HE BIaEET
HEOOXOAUMBIMU JIJIS1 3TOTO HAaBBIKAMU U MIPUEMAMHU.

JleMoHCTpUpYET (parMeHTapHbBIE 3HAHUS YICOHOU
JUTEPATyPhI IO JUCIUTUIAHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTaLlUN.




26

banasl/ Ouenka no Kpurepun ouesnku pe3yjbTaToB 00yueHuUs M0
xana AUCHHUILINHE AUCHUILINHE
ECTS

3a AMUCUUIUINHON, HE C(OPMHUPOBAHBI.

Kommerenmum Ha ypoBHE «1OCTaTOYHBIN», 3aKPETUIEHHBIC

5.3. OuenouHble cpeacTBa (MaTepuabl) AJI51 TEKYIIET0 KOHTPOJISI yCIIeBAeMOCTH,

NPOMEKYTOYHOM aTTecTANMU 00y4Aal0IIMXCS N0 JUCHHUILIMHE (MOOY10)

IIpumep TecTOBOrO 3a1aHUA
Bomnpoc 1
K MeTonam npeanpoeKkTHOro 00ciieJoBaHHsI OpraHUu3alui OTHOCSITCS:
A) dbotorpadus pabouero mHs
b) unTepBbronpoBanue
B) cpaBHeHue
I') n3yuenne qOKyMEHTOB OpraHu3anyuu
Bomnpoc 2
OrtanamMu OpraHu3allMOHHOTO MPOSKTUPOBAHUS SIBIISIFOTCS:
A) ipeanpoekTHoe 00cIe0BaHNE
b) pazpaboTka TeXHUYECKOTO 3aaHUs
B) pazpabotka mosoxeHust 06 oTene KaapoB
I') BHenpeHue oprupoexTa
Bomnpoc 3
K opranmzannonubsiM nokyMeHTam ciyk0b1 JIOY oTHOCsTCSA:
A) ycraB 0) mpaBwJia  B)MOJIOKEHHE T)UHCTPYKIIHS 1O JICTOMPOU3BOJICTBY
Bompoc 4
I'epOoBoii meuaThio (Me4aThI0 OPTaHU3AINH) 3aBEPSIOT:
A) rapanTuiinble TUCbMa 0) MPUKA3bI
B) noroopsl I') TpyAOBBIE KHMKKH
Bompoc 5
K cnoco6am yHudukanuyu TeKCTOB YIPaBIEHYECKUX TOKYMEHTOB OTHOCSITCS:
A) mpencTaBlieHHEe TEKCTOB B BUJIE TAOIHUIT

B) pazpabotka TpadapeTHBIX TEKCTOB TOKyMEHTOB
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B) pacnionoxenue peKkBU3UTOB JTOKYMEHTOB Ha CTPOTO OTBEAECHHBIX MECTaxX

I') npencraBineHue TEKCTOB B BUJIE AHKET

Bompoc 6

K HOPMAaTUBHO-METOAUYICCKUM JOKYMECHTaM 110 ACJIOIPOU3BOACTBY OTHOCATCSH:

A.
b.
B.
I.

METOAMYCCKHE PEKOMEHIAIIUU
NePEYHU
denepanbHbIC 3aKOHBI

rocy/1apCTBEHHbIE CTAHIAPThHI

Bonpoc 7 OcHoBHBIE MpaBHJia padoThl aPXMBOB OPraHU3ALMUI ONIPeIesIsiloT:

A.

b.

B.
I.

CPOKH XpaHEHHsI JOKyMEHTOB
HOPSI0K TPOBEIEHUS SKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB
npaBuia GopMUpOBaHUS J1eT

BUJAbI HOMCHKJIATYyp ACII

Bonpoc 8. Mpasuna aenonponssoactsa B pesepasibHbIX OpraHax UCMOJIHUTE/IbHOW BNACTU
onpeaensoT:

A. COCTaB PEKBU3UTOB JJOKYMEHTOB (he/lepaIbHbIX OPraHOB UCIIOJHUTEIHHOMN BIACTH

b. nmpaBuina opopmiieHus pekBU3UTOB (efepaibHbIX OPTaHOB UCTIOIHUTEILHOM BIACTH

B. npuHIMne! opraHuzanyu J0KyMEeHT0000poTa

I'. moxymeHTanbHBIN QoHIT (herepaTbHOTO OpraHa HCTIOJHUTEIBLHOM BIACTH

Bonpoc 9. K cnnocodam coBepiieHCTBOBaHHUSI AOKYMEHTHPOBAHNS OPraHNU3alMU OTHOCATCH:

A) pa3paboTka oreporpaMM JIBHIKEHHUS TOKYMEHTOB

b) pa3pabotka anpboma hopM TOKYMEHTOB

B) pa3zpaboTka HHCTPYKIIMH 1O JEIOMPOU3BOJICTBY

I') pazpabotka nonosxenus o ciayxoe JJOY

Bonpoc 10. K cnoco6am coBepiieHCTBOBAHMA AeATeJIbHOCTH ¢1yxk0b1 JIOY oTHOCATCS:

A) pa3paboTKa JOKHOCTHBIX HHCTPYKIMKA paboTHUKOB ciyx0b1 IOY

b) pacder He0OX0UMOI YUCTIEHHOCTH PaOOTHUKOB

B) BHenpeHne cucTeMbl 3JIEKTPOHHOTO JJOKYMEHTO000pOTa

I') BHEIpEHUE CUCTEMBI JIEKTPOHHBIX TIATEKEN

IIpumepHbIii IepedyeHb BOMPOCOB K 3a4eTy ¢ OIIEHKOIi 110 BCeMy KYpCy:

1.

Pa3zpaboTka METOIUK pallMOHANIM3ALNH AeT0npon3BoacTBa B 1920-e roabl.
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2. Oprcrpoii 1 UTY u ux paboThl 0 pallMOHATN3AINH JISTOMPOU3BOJICTBA.

3. Meroauueckue pazpadorku 1970-80-x rr. (HUN Oprrexauxku, BHUNAA, HUC
MI'AN).

4. Metoapl PePOSKTHOTO 00CIEI0BaHHSI OpTraHU3aLUH.

5. Meronas! ananu3a pe3yasTaTtoB obcnegoanus JJOY B opranuzammm.

6. Bompocel [1OKyMEHTHpOBaHUSI W OpraHu3zaludud paboThl C JOKyYMEHTaMH B
COBPEMEHHBIX 3aKOHOJATEIbHBIX U HOPMAaTUBHBIX IIPAaBOBBIX akTax Poccuiickon denepanuu.

7. OO6merocyaapcTBeHHbIE HOPMAaTUBHO-METOANYECKHE aKThl 1O JIEJIIONPOU3BOACTBY U
UX MPUMEHEHHE Il pa3pabOTKH JIOKAJIbHBIX aKTOB OpraHU3alui.

8. KoMIuIeKkCHbIN OPIIpPOEKT, €ro COCTaB.

9. JlokanbHbIE OPTTIPOEKTHI, UX BUBI.

10. Yaudukauus W craHgapTu3anus JOKYMEHTOB B opraHuzanuu. IlpumeHenue
YHU(MUIIMPOBAHHBIX (POPM JOKYMEHTOB, TpadapeTHhIX TEKCTOB JTOKYMEHTOB, Ia0JIOHOB
JIOKYMEHTOB.

11. Meronuka pa3pabOTKu M NMpPUMEHEHUs Tabens GopM TOKYMEHTOB B COBPEMEHHBIX
OpraHu3aIusX.

12. Pa3zpaboTtka u BHeapeHHE albOoma (GOpM IOKYMEHTOB B OpraHU3aIiH.

13. CoBpemeHHbIE HanpaBJICHUs COBEPIICHCTBOBAHUS JTOKYMEHTAIlMOHHOTO
oOecrieyeHus yrpaBJIeHUs B OpraHU3aIHu.

14. Opranu3annoHHbIe JOKYMEHTBI, pa3pabaThiBaeéMble B X0/1€ OPITIPOEKTHBIX padoT.

15. Anaimm3  opranmszanuu  ciyxOb1  JIOY, TumoBble HEIOCTaTKM W BO3MOXKHOCTH
COBEpIICHCTBOBAHMS.

16. Ananu3 JOKyMEHTOOOOpOTa W TEXHOJOTMM PabOThl C JOKYMEHTaMH, THIIOBBIE
HEJ0CTaTKU ¥ BO3MOYKHOCTH COBEPLIEHCTBOBAHHUS.

17. AHanu3 UHCTPYKIUH MO AETONPOU3BOACTBY, METOANKA €€ COBEPILIEHCTBOBAHMUS.

18. AHanu3 HOMEHKJIATYphI €] OpraHU3allli, METOANKA €€ COBEPIIIEHCTBOBAHUSI.

19.CosepmiencroBanne  JIOY  nyreM  BHEAPEHHS  CHUCTEMBI  BIEKTPOHHOIO

JIOKYMEHTO000pOoTA.

6. YueOHO-MeTOAMYECKOE M HH(POpPMALMOHHOE 0O0ecnevyeHHne U CHMILINHBI

6.1. CnHCOK HCTOYHMKOB H JIUTEPATYPHI
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OcHoBHBIE
®enepanbubiii 3akoH PO ot 27.07.2006 1. Nel49-®3 «O6 uHbopmaunu, UHPOPMAHMOHHBIX
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https://base.garant.ru/70832680/.

Mertoanyeckie pPeKOMEHAANWU 10 pa3paboTKe WHCTPYKIMH IO EJIONPOHU3BOJCTBY B
(denepanbHBIX OpraHax HCIOJHUTEIBHOW BJIACTH, YTBEP)KICHHbIE mpuka3oM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
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[IpumepHas HHCTPYKLHMS IO JEIONPOU3BOACTBY B TOCYJapCTBEHHBIX OpPraHU3alusiX, YTB.
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Poccuiickoit ®enepanuu ot 10.05.2017 Ne 416u // [DnexktponHblif pecypc]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

[lepeueHb THUMOBBIX YIPABIEHUYECKHX aPXUBHBIX JOKYMEHTOB, O0Opasylomuxcs B
IIPOLIECCE JIEATENBHOCTU T'OCYIAapPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIpPABIECHUS U
OopraHu3alnui, C YyKa3aHUEM CPOKOB XPAaHEHHWs, YTBEpXKACHHBIM NpHUKa3oM MuHHCTEpCTBA
KynbTypbl PO ot 25.08.2010 Ne 558 (B geiicTB. pen.) // [Dnexrponnsiii pecypc]. — M., 2019. —
Pexxum noctymna: https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.
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I'OCT P 7.0.97-2016. Hanumonanwubiii cranmapT Poccuiickoit ®deneparnuu. Cucrema
CTaHAapTOB MO uH(MOpMaNuU, OMOTUOTEYHOMY U U3JATENbCKOMY jeny. OpraHu3arroHHO-
pacriopsiauTenbHas JoKyMeHTanus. TpeOoBaHus K 0(hOPMIICHUIO TOKYMEHTOB // [DIeKTpOHHBIH
pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTtaHaapToB 10 UHPOPMALIUHA, OMOIUOTEIYHOMY U
U3JIATEIbCKOMY JeiTy. YTpaBieHue aokymMeHTamu. OOmue TtpeboBanus. // [DICKTpOHHBIN

pecypc]. — M., 2019. Pexxum noctyna: http:/www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 Jlenonpou3BOACTBO U apXWBHOE J€70. T€pMUHBI U ONPEICIICHHUS. -
[DnexkTpoHHbII pecypcl]. - M., 2019. Pexum JOCTyTaA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
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Bo6suteBa M.I1. HekoTopsie 0cOOEHHOCTH COBPEMEHHOT0 TI0KyMeHTooOopoTa // Bectauk PITY.
2015.  Ne2.  [OnexktpoHHbIi  pecypc]. — M., 2019. - Pexum  pocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. JlokymeHTanuoHHOe oOecrieueHrWe  ympaBieHHS  (AEIONMPOU3BOICTBO)
[DnexTpoHHEIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3uerona. -2-e u3za. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:
http://znanium.com/go.php?id=942800/

C.A. TI'moroBa, A.IO. KonubkoBa, IO.M. Kykapuna, E.A. Ckpunko JloxymeHTalmoHHOE

obecrieueHue ympamieHus, moa obmeir pemakmuet T.A. beikoBoit. — M.: OO0 “1C-

[Maomummar”, 2016. — 350 c.

6.2. Ilepeyenr pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHONH  ceTH
«HAHTepHeT»

- T'apanT. 3akoHOZATENBCTBO C KOMMEHTapusMu — http:// www.garant.ru
- KoncynpranT mnoc. CripaBouHble ITpaBOBbIE CUCTEMBI — http://www.consultant.ru
7. MarepuajibHO-TeXHUYECKOe o0ecnedeHne TUCHUNINHBI (MOTYJIs1)

AyauTtopuu Uisi TPOBENCHHUS JICKIUH UM CEMHUHAPCKUX 3aHATHH C TEXHUYECKUMHU CPEACTBAMHU
00ydeHHS (MyTbTUMEANA-TTPOCKTOP (BUIACOMPOCKTOP), SKpaH (MIEPSHOCHOHN MIIN CTAITMOHAPHEIH)).
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CoctaB nporpammuoro odecnedenusi (II0), coBpeMeHHBbIX podeccHOHATBLHBIX 0a3 naHHbIX (B]) 1
uHdopmauunoHHo-crupaBoynsie cuctem (MUCC) (2017 r.)

1. Ilepeuens IO

Tabauya 1
Nent Haumenosanue [10 [TpouzBogutens | Crmocobd pacmpocTpaHeHUs
/i (tuyensuonnoe unu

c60000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky TUIEH3NOHHOE
2. llepeuens BJI u UCC
Tabauya 2

Noni/mn HammMmeHnoBanme

Web of Science

Scopus

Mexaynapoansie pedepaTuBHbIC HayKoMeTpudeckrue b/l, mocTymHbie B paMkax
HaIMOHAIBHOHN moamucku B 2017 1.

2017 1.

SAGE Journals

Kypnansl Oxford University Press
ProQuest Dissertation & Theses Global

Kypuainsr Taylor and Francis

[IpodeccruonanbHbie MOTHOTEKCTOBBIC BJI, TOCTyIHBIEC B paMKax HallMOHAJIbHOU MOIITHUCKH B

JSTOR

[IpodeccruonanbHbie TOTHOTEKCTOBBIC B/

W3nanus no o01eCTBEHHBIM U TYMaHUTApHBIM HayKaM

l'apanT

Koncynbrant Ilmoc,

KommeroTepHble cripaBOYHbIE IPABOBBIE CUCTEMBI

Cocras nporpammHoro oboecnedenus (IT0), coBpemeHHbIX npodeccnonaabHbIX 0a3 nanubIxX (/1) n
uHpopManuoHHo-cnpaBouHkie cuctem (MUCC) (2018 r.)
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1. Ilepeyens 110

Tabnuya 1
Nent Haumenosanue [10 [TpouzBonutens | Crnocol pacmpocTpaHeHUs
/n (tuyen3uonHoe U

c80000HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
11 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
2. Ilepevyens Bl u UCC
Tabauya 2

Neni/n HaumenoBanune

HaIlMOHAJILHOH moamucku B 2018 T.
Web of Science

Scopus

MexnyHaponHbie pedepaTuBHble HayKoMeTpuieckue bJl, mocTymHbie B paMkax

2018 r.

Kypuansr Oxford University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnans! Taylor and Francis

HpO(i)CCCI/IOHaIIBHBIe IIOJTHOTCKCTOBBIC BH, AOCTYIIHBIC B paMKax HaI.IHOHaJ'IBHOfI IOAIINCKH B

[Ipodeccrnonanbupie TOMHOTEKCTOBEIE BJ]

JSTOR

W3 nanust mo oO1iecTBEHHBIM M T'YMAaHUTAPHBIM HayKam

KOMHBIOTCPHBIC CIIPaBOYHBIC ITPABOBLIC CUCTCMbI

KouncynsranT Ilntoc,
l"apanT

Cocras nporpammHoro oboecnedenus (ITO), coBpemeHHbIX npodeccnonaabHbIX 6a3 anHbIxX (B/1) 1
uHpopManuoHHo-cnpaBounkie cuctem (MCC) (2019 r.)

1. Ilepeyens 11O

Tabnuya 1
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Ner/ Hawnmenosanwue 10 [TpouzBoaUTEND Crioco0 pacrpocTpaHeHHs
I (1uyenzuonnoe uau c60600HO
pPacnpocmpaHsiemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
12 Windows 10 Pro Microsoft JINIIEH3UOHHOE
13 Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE

2. Ilepevyens Bl u UCC

Tabauya 2

Nerni/mt

HaunmenoBaunue

MexnyHaponHbie pedepaTuBHbie HaykoMeTpuieckue bJl, mocTymHbie B paMkax
HaIlMOHAJILHOH moamucku B 2019 T.

Web of Science

Scopus

ITpodeccronanpubie nonHoTekcTOBBIE BJI, 1OCTYNHBIE B paMKax HALlMOHAIBHOM HOAMUCKU B
2019 .

Kypuaner Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnans! Taylor and Francis

DNeKTPOHHBIC M3JaHUs U3JIaTeIbCTBA Springer

[IpodeccruonanbHbie MOTHOTEKCTOBBIC B/

JSTOR
W3nanus no o01eCTBEHHBIM U TYMaHUTAPHBIM HayKaM

KOMHBIOTCPHBIC CIIPaBOYHBIC ITPABOBLIC CUCTCMbI

Koncynbrant Ilmoc,
["apanT

8.

Obecnieuenue 00pa30BaTeJbHOr0 mpomecca AJsl JHUI € OrpaHUYeHHbIMH

BO3MOKHOCTSIMU 310POBbS 1 HHBAJIUIA0B

B xoze peanuzanuy IUCIUIUIAHBI KCTIOIB3YIOTCS CIIEYIONTNE JOTIOTHUTEIbHBIC
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METOJIbl 00y4YEeHHS], TEKYIIEro KOHTPOJISI YCIIEBAEMOCTH M MPOMEKYTOYHON aTTeCTalllu

00yJarouuxcsi B 3aBUCUMOCTH OT WX UHAUBUIYaTbHBIX OCOOCHHOCTEH:

° JUISL CJICTIBIX U CITa0O0BUAIINX:

- JIeKIMU 0(QOpPMIIAIOTCA B BHUJE 3JIEKTPOHHOIO AOKYMEHTA, AOCTYIHOIO C IOMOUIbIO
KOMIIbIOTEPA CO CHEIMATN3UPOBAHHBIM IIPOIPAMMHBIM 00€CIICUEHUEM;

- THCbMEHHBIE 3aJaHMs BBINOJHIIOTCS HA KOMIIBIOTEPE CO CHEUAIN3HPOBAHHBIM
IPOTPaMMHBIM 00ECTIEYCHHEM, HITM MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieunBaeTCss MHIMBHIYATbHOE paBHOMEpHOE ocBemieHne He Menee 300 Jrokc;

- JUIAd BBINOJIHEHUS 3a/laHUsl NMPU HEOOXOJMMOCTH IPEJOCTAaBIIAETCS YBEIMUYHBAIOILEE
YCTPOMCTBO; BO3MOXHO TAK)K€ MCIIOJIb30BaHUE COOCTBEHHBIX YBEIMUUBAIOIIUX YCTPOUCTB;

- MUCBbMEHHBIE 3aJJaHUs OPOPMIISIOTCS YBETMUEHHBIM MIPUPTOM;

- DK3aMeH U 3a4€T MPOBOJATCA B YCTHOM (pOpMe WM BBIIOJHSIOTCS B MHCbMEHHON
dbopme Ha KOMIIBIOTEpE.

° JUISL TITYXHUX ¥ cIa0O0CTBIIIATHX:

- Jekuuu oQOopMISIIOTCA B BHJIE 3JEKTPOHHOIO JOKYMEHTa, JHO0O0 MpenoCTaBIIAeTCs
3BYKOYCWJIMBAIOIAs alnaparypa MHANBUAYAIBHOTO TI0JIb30BaHUS;

- MUCHbMEHHBIE 3aJJaHUS BHITOJIHSAIOTCS HA KOMIIBIOTEpPE B MUCHMEHHOM (hopme;

- 9K3aMEeH M 3a4€T IMPOBOJAATCS B INMUCBMEHHOH (hopMEe Ha KOMIIBIOTEPE; BO3MOXKHO
IpoBe/IeHUE B (hOpME TECTUPOBAHMSL.

. JUISL JIUL C HAPYUICHUSIMU OIIOPHO-JBUTATEIBLHOTO aIapara:

- JIeKIMu o(GOpMIIIOTCA B BHUJE 3JIEKTPOHHOIO AOKYMEHTA, JAOCTYIHOIO C IOMOUIbIO
KOMITBIOTEpA CO CHEIMATN3UPOBAHHBIM IIPOrPAMMHBIM 00€CIICUeHUEM;

- THCbMEHHBIE 3aJaHMs BBINOJHIIOTCS HA KOMIIBIOTEPE CO CHELUAIN3HPOBAHHBIM
IIPOrPaMMHBIM 00€CTIEUCHHEM;

- DK3aMe€H M 3a4€T NPOBOJAATCA B YCTHOH (pOpME WIIM BBIIOJHIIOTCS B MHCbMEHHON
¢dopme Ha KOMITBIOTEPE.

[Tpu HEOOXOMUMOCTH MpeyCMaTPUBACTCS YBEITUUYEHUE BPEMEHHU JJISl TIOATOTOBKU OTBETA.

IIponienypa  mpoBeaeHHMs  HPOMEXKYTOYHOM — arTectauuu s OOyvarommxcs
YCTAHABIMBACTCSI C Y4YETOM HX HMHIUBUAYAIBHBIX TMCHUXO(QHU3UYECKHX OCOOEHHOCTEH.
[IpomexyTouHas arTecTanus MOKET IPOBOAUTHCS B HECKOJIBKO TaIOB.

[Tpu mpoBeneHNH NPOIEAYPHl OLEHUBAHUS PE3YJAbTATOB OOYyUEHHs MpeaycMaTpUBaeTCs
UCIOJIb30BAaHME TEXHUYECKUX CPEACTB, HEOOXOOUMBIX B CBA3M C WHAMBUIYaJIbHBIMU

OCOOCHHOCTSAMHU OO0YyYaroIMXCsl. DTU CPeACTBa MOTYT OBITh MPENOCTaBICHbI YHUBEPCUTETOM,
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WJIM MOTYT MCIIOJIb30BAThCSl COOCTBEHHBIE TEXHUYECKUE CPEICTBA.

[IpoBenenne mpoueAypbl OLEHUBAHUS pe3yIbTaToB OOy4YEHHUsS JOMYCKaeTcs ¢
UCIIOJb30BaHUEM JTMCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOIOTHA.

ObecneunBaeTcs AOCTYN K HH(GOPMAIIMOHHBIM U OnbimorpaduyeckuM pecypcam B CETH
WuTepHer s kaxkaoro oOywaromierocsi B ¢GopMax, aJanTHPOBAHHBIX K OTPAaHUYECHUSIM MX
3JI0POBBS U BOCTIPUATHUS HHPOPMAIIH:

® /ISl CJICTIBIX U CIA0OBUASIIUX:

- B IeYaTHOU (hopMe YBEITMUYCHHBIM MIPUPTOM;

- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina.

® IS TAYXUX U CIa0OCIBIIIAIINX:

- B meyaTtHou opme;

- B (hopme 31eKTPOHHOTO TOKYMEHTA.

® /1151 00yYaIOLIUXCsl ¢ HApPYIICHUSIMA OIIOPHO-JIBUTATEIHLHOTO alapara:

- B meyaTtHo# opme;

- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;

- B hopme aynuodaiina.

VYyeOHBIC ayauUTOpUM I BCEX BUIOB KOHTAKTHOM W CaMOCTOSITEIHHOW pPalOOTHI,
HayyHas OuOiMoTeKa M UHBIE TOMENIeHHs] Ui OOyuYeHHUs OCHAIICHbl CHelUuaTbHbIM
o0opymoBaHrEeM U Y4eOHBIMU MECTaMHU C TEXHUYECKUMU CPEACTBAMH O0YUCHHUS:

® /ISl CJICTIBIX U CIA0OBUASIIUX:

- YCTPOMCTBOM I cKaHUpoBaHUs U uTeHus ¢ kamepoid SARA CE;
- nuciuieeM bpaiins PAC Mate 20;
- mpuHTepoM bpaitnsg EmBraille ViewPlus;
® IS TAYXHUX U CIa0OCIBIIIAIINX:
- aBTOMAaTH3UPOBAaHHBIM pPa0OYMM MECTOM JJis JIIoJed C HapylleHHeM ciyXa u
CJIa0OCIIBIIIAIINX
- aKyCTUYECKHUI YCHUIIMTEh U KOJIOHKH;
® /15151 00yYaIOLUXCsl ¢ HApPYIICHUSIMA ONIOPHO-JIBUTATEIBLHOTO allapara:
- IEPEIBIKHBIMU, PETYIHPYEMBIMU 3proHomudeckumu napramu CU-1;

- KOMIIBIOTEPHOW TEXHUKOW CO CHEUaTbHBIM IIPOrPaMMHBIM 00€CIICUeHHEM.

9. MeToauyecKkne MaTepHuaIbl
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9.1. [Inanbl ceMUHAPCKUX (MPAKTUYECKHUX) 3aHATHI

Tema 5. AHAJIM3 JIOKAJIbHBIX HOPMATUBHBIX AKTOB M PerJiaMeHTHBIX T0KyMeHTOB 1o 10V,
MeTOIMKA X COBEPUIEHCTBOBaHHS — 8 4acoB.

Heﬂb 3aHATUA - IMPOBCACHUC aHaJinu3a JIOKAJIBbHBIX HOPMAaTHUBHBIX aKTOB,
pernamentupyronmx  JOY B opraHm3anusx U BBIABICHUE  HANpaBICHUN  HX
COBCPIICHCTBOBAHMUA.

3anaHus AJs1 cCaMOCTOATEJIbHON padoThl.

1. Ilpoanamm3upoBats Ilonoxkenne o ciyx6e 1OV, MOMKHOCTHBIE MHCTPYKIIMH COTPYIHHUKOB
cryx0b1 JIOY © WHCTPYKIHMIO 1O JAEJONPOW3BOACTBY IO TPEUIOKEHHBIM KpPUTEPHUSM, BBIBUTH
HEJIOCTATKH.

2.Pa3paboraTh Tabenb GopM TOKYMEHTOB 11 ciy:k0b1 JJOY.

3.M3yunts TpeOOBaHNS HOPMATHBHO-METOANYECKUX JOKYMEHTOB 110 JJOVY.

HUcTouHuKH U JIUTEpaTypa
[Tocranornenne IlpaButensctBa P® ot 15.06.2009 Ne 477 «O6 yrBepxkacaun IlpaBumn

JICTIONPOU3BOJICTBA B (heepalibHBIX OpraHax HCIOJHUTEIbHOU BiIacTh»// [DNEKTPOHHBIN pecypc]. —

M., 2019. — Pexum noctyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

ITocranosnenue IIpaBurensctBa PO ot 25.12.2014 Ne 1494 “O6 yTBep>ACHUU TPaBUI
oOMEeHa JIOKyMEHTaMH B D3JEKTPOHHOM BHJE TpPH OpraHU3alud HH(POPMALUOHHOTO
B3aumonenicreus //  [OnekTpoHHbIl  pecypc]. — M., 2019. - Pexum pgocryna:
https://base.garant.ru/70832680/.

Meroanueckne peKOMEHAAIMH MO pPa3pabOTKe MHCTPYKLHUI IO JEeJIONpPOM3BOACTBY B
(denepanbHBIX OpraHax HCIOJHUTEIBHONW BJIACTH, YTBEP)KICHHbIE mpuka3oM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnekrponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[IpumepHast HHCTPYKIHS IO JEIONPOU3BOACTBY B TOCYJIapCTBEHHBIX OPraHU3aIUsiX, YTB.
[Ipukazom Pocapxusa ot 11.04.2018 Ne 44) // [Onexktponssiii pecypc]. — M., 2019. Pexum
nocrtyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[TpodeccuonanpHbIM CTaHIapT «CrennanmucT no OpPraHu3aliOHHOMY  H
JOKYMEHTAI[MOHHOMY OOECIICUCHHUIO YIPABJICHUS OpraHu3aluel», YTBEP)KIEHHBIA MPUKA30M
Muntpyna Poccun ot 06.05.2015 Ne 276n // [Dnexktponnsiii pecypc]. — M., 2019. — Pexxum
noctyna: https://base.garant.ru/71064518/.

[Ipodeccuonanpupiii  ctangapt «CHenuamucT IO  YIOpaBICHUIO JIOKyMEHTAIuei

OpraHu3anuu», YTBEP)KICHHBIM IpHUKa3oM MUHHCTEpPCTBA Tpyda U COLMAIBHON 3aLIUTHI
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Poccuiickoit @eneparuu ot 10.05.2017 Ne 416n // [DnexktponHsii pecypc]. — M., 2019. —
Pexxum noctyma: https://www.garant.ru/products/ipo/prime/doc/71587776/.

I'OCT P 7.0.97-2016. Hanuonanshselii crangapt Poccuiickoit ®enepaunn. Cucrema
CTaHJApTOB MO HH(pOpMaIuK, OUOIMOTEUHOMY M H3JAaTeNbCKOMY aeny. OpraHu3annoHHO-
pacrnopsiiuTeNbHas ToKyMeHTalus. TpeboBanust K 0hOpMIICHUIO JOKYMEHTOB // [ DIIEKTpOHHBII
pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P MCO 15489-1-2007 Cucrema ctannapToB 1o nHpopmanuu, OUOIMOTEUHOMY U
U3JIATENIbCKOMY JenTy. YTpaBieHue aokymeHTamu. OOmume TtpeboBanus. // [DIEKTpOHHBIN

pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXUBHOE A€0. TepMUHBI U ONpEAEICHUS .-
[DnexTpoHHbIH pecypcl. - M., 2019. Pexum JOCTyMa:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
beikoBa T.A. JlokymeHTanuoHHOe oOecrieueHWe  ympaBieHHS  (AEIONMPOU3BOICTBO)
[DnexTpoHHEI pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerona. -2-e¢ u3a. nepepad. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyma:

http://znanium.com/go.php?i1d=942800/
C.A. TI'moroBa, A.IO. KonbkoBa, FO.M. Kykapuna, E.A. Ckpunko JloxymeHTalmoHHOE

obOecrieueHue ympaBieHus, mox oomeil pengakiuedr T.A. beikoBoil. — M.: 000 “1C-

[Mabmummar”, 2016. — 350 c.

Tema 6. (4 yaca) MeTtoauka aHaaIM3a BH/IOB JOKYMEHTOB M CHCTEM [OKYMEHTALMH,
c03/71aBaeMbIX B Opranu3anuu. TUnoBblie Npeaio:KeHus N0 PAMOHATU3AIHH.

Llens 3aHATHA — W3y4YCHHWE CHUCTEM JIOKYMEHTAIlMM M BHUIOB JOKYMEHTOB, CO31aBAacMbIX B
OpraHu3aiy u pa3paboTka anp00MoB (GOpM TOKYMEHTOB.

3amanue 71 CaMOCTOSITEIbHOU PaOOTHI:

1.M3yunth TpeOOBaHHMS HOPMATHBHO-METOIUYECKMX JOKYMEHTOB [0 COCTaBJICHHIO U
0(OPMIICHHIO TOKYMEHTOB.

2. Pazpaborate Anb00M GpopM TOKYMEHTOB iis ci1yk0b1 JJOY.

HcTounuku u uTeparypa

MeTtoauyeckie pekOMEHAAMKU MO0 Pa3paboTKe MHCTPYKIMM MO JeNONpOM3BOACTBY B
dbeneparbHBIX OpraHax HCIIOJHHUTEIIBHOW BIIACTH, YTBEPXKIACHHBIC NMpuKa3zoM PocapxuBa ot 23
nexadbps 2009 Ne 76 // [DOnekrtponsslii pecypc]. — M., 2019. — Pexum pocryma:
http://www.consultant.ru/document/cons_doc_LAW_96081/
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[TpumepHas HHCTPYKLHUS 110 AETONPOU3BOACTBY B FOCYAAPCTBEHHBIX OpraHU3aIusaX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 No 44) // [OnextponHbiii pecypc]. — M., 2019. Pexum
nocrtyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[lepeyeHb THIMOBBIX YHPABICHYECKHX AapPXMBHBIX JIOKYMEHTOB, 0Opasymlomuxcs B
IpoLecCe NIEATEIbHOCTH TOCYIAapPCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO CaMOYIpPABICHUS U
OpraHu3alui, ¢ YKa3aHUEM CpPOKOB XpaHEHMS, YTBEPXKICHHBIA MNpUKazoM MuHUCTEpCTBa
KynbTypbl PO ot 25.08.2010 Ne 558 (B neiictB. pen.) // [Dnexkrponnsiit pecypc]. — M., 2019. —
Pexum noctyna: https://base.garant.ru/199315/53f89421bbdaf741eb2d1ecc4ddb4c33/.

I'OCT P 7.0.97-2016. Hanuonanwsubiii cranmapT Poccuiickoit ®deneparnuu. Cucrema
CTaHAapTOB 1O uH(MOpMaNuu, OMOTUOTEYHOMY U U3JATENbCKOMY jeny. OpraHu3arroHHO-
pacriopsiauTenbHas JoKyMeHTanus. TpeboBaHus K 0)OPMIICHUIO TOKYMEHTOB // [DIeKTpOHHBIH
pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_216461/.

I'OCT P UCO 15489-1-2007 Cucrema cTtaHaapToB 10 UHPOPMALIUHA, OMOIUOTEYHOMY U
U3JIATENIbCKOMY JenTy. YTpaBieHue aokymMeHTamu. OOmue TtpeboBanus. // [DIEKTpOHHBIN

pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [lenonpou3BOACTBO U apXUBHOE A€0. TepMUHBI U ONpEAEICHUS .-
[DnexTpoHHbIH pecypcl. - M., 2019. Pexum JOCTyMaA:
http://www.consultant.ru/document/cons_doc_LAW_163800/.
beikoBa T.A. JIOKyMEHTallMOHHOE  OOECleYeHHe  yIpaBlIeHUs  (JIeJIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Herona. -2-e u3a. nepepad. u
JIO1I. - Mocksa: Hndpa-M, 2018. -304 c. - Pexxum JOCTyIa:

http://znanium.com/go.php?id=942800/
C.A. TnoroBa, A.FO. KonubkoBa, IO.M. Kykapuna, E.A. Ckpunko JloKymeHTalOHHOE

obOecrieueHue ympaBieHus, mox oomeid pemgakiuedr T.A. beikoBoil. — M.: 000 “1C-

IMa6mummar”, 2016. — 350 c.

Tema 7. (4 yaca) MeToauka aHaIM3a JOKYMEHTO000pOTAa M OpPraHu3anus padoTsl ¢
AoKyMeHTaMu. TunoBbie npeasIokeHus 0 PAaMOHATH3ALMH.

Llenb 3aHATHS — U3yUEHUE 3TANOB PA0OTHI C JOKYMEHTaMHU, KOTOPbIE HEAOCTATOYHO MOIPOOHO
peraaMeHTHPYIOTCS B OPTaHU3alMIX HA PUMEPE OpraHU3allui KOHTPOJIS UCTIOTHEHHS
JIOKYMEHTOB.

3amanue 711 CaMOCTOSTEIbHOU PaOOTHI:

1.13yunTs TpeOGoBaHMsI HOPMATUBHBIX MPABOBBIX AKTOB U HOPMATUBHO-METOJUUECKUX
JIOKYMEHTOB, PEryJIUPYIOLUIUX KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB.

2. Pazpabotath [lopsaok KOHTPOJISE UCTIOIIHEHHS TOKYMEHTOB.
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HUcTouHuKHU U JuTEepaTrypa
[locranoBnenue IlpaBurensctBa P® ot 15.06.2009 Ne 477 «O0 yrBepxaenun IlpaBun

JIeTIOTIPOU3BO/ICTBA B (heepalbHBIX OpraHax HCIOJHUTEIBHOU BIacTU»// [DIIEKTPOHHBIN pecypc]. —

M., 2019. — Pexum noctyna: http://www.consultant.ru/document/cons_doc_LAW_88695/.

[Tocranosnenue IIpaBurensctBa PO ot 25.12.2014 Ne 1494 “O6 yTBep»ACHUU TPaBUI
oOMEHa JIOKyMEHTaMH B D3JEKTPOHHOM BHJE TMpPH OpraHU3aluud HH(POPMALUOHHOTO
B3aumozeiicteus’//  [OnextpoHHbii  pecypc]. - M., 2019. - Pexum pocryna:
https://base.garant.ru/70832680/.

Metoanyeckre peKOMEHAALUUU 10 pa3paboTKe MHCTPYKIHMH IO JEIONpPOU3BOJCTBY B
denepalbHBIX OpraHax HCIIOJHHUTEIBHOW BIIACTH, YTBEpXKIACHHBIC NMpuKa3zoM PocapxuBa ot 23
nekabpss 2009 Ne 76 // [OnekrponHbii pecypc]. — M., 2019. — Pexum noctyma:
http://www.consultant.ru/document/cons_doc_LAW_96081/

[TpumepHas HHCTPYKLHUSA 110 AETONPOU3BOACTBY B FOCYAAPCTBEHHBIX OpraHU3aIUsaX, YTB.
ITpukazom PocapxuBa ot 11.04.2018 No 44) // [OnextponHbiii pecypc]. — M., 2019. Pexum
nocrtyna: http://www.consultant.ru/document/cons_doc_LAW_305137/.

[Mpodeccuonanbubiii  cranmapr  «CHenmwamucT MO OpPraHW3alMOHHOMY |
JOKYMEHTAIlMOHHOMY OOECIICUEHHUIO0 YIPaBJICHUS OpraHu3aluen», YTBEP)KIEHHBIH MPUKa30M
Muntpyna Poccun ot 06.05.2015 Ne 276H // [DnexktponHbIii pecypc]. — M., 2019. — Pexum
nocryna: https://base.garant.ru/71064518/.

[Tpodeccuonanbublii  cTaHgapT «CHEMUAIUCT 1O  YIOPaBICHUIO JIOKyMEHTAIHen
OpraHu3alMu», YTBEPKICHHBIM MpHKa3oM MuUHHUCTEpCTBA TpyJda W COLMAIBHOW 3allUuThI
Poccutiickoit @eneparuu ot 10.05.2017 Ne 416nH // [DnexktponHsi pecypc]. — M., 2019. —
Pexxum noctyna: https://www.garant.ru/products/ipo/prime/doc/71587776/.

I'OCT P UCO 15489-1-2007 Cucrema ctannapToB 1o nHpopmanuu, OUOIMOTEUHOMY U
W3/1aTeNIbCKOMY JieNly. YTpaBiieHue mokymeHTamu. OOmue TpeboBanms. // [DIEeKTpOHHBINA

pecypce]. — M., 2019. Pexxum noctymna: http://www.consultant.ru/document/cons_doc_LAW_135548/.

I'OCT P 7.0.8-2013 [lenonpon3BOACTBO U apXUBHOE A€0. TepMUHBI U ONpEAEICHUS .-

[DnexTpoHHbIN pecypc]. - M., 2019. Pexum JOCTyMa:

http://www.consultant.ru/document/cons_doc_LAW_163800/.

Bo6suieBa M.II. HekoTopsie 0cOOEHHOCTH COBPEMEHHOT0 J0KyMeHToo0opoTa // BectHuk PITY.
2015.  Ne2.  [OnexkrtpoHHbIi  pecypc]. - M., 2019. - Pexum  pocryna:
https://www.rsuh.ru/upload/main/vestnik/daizi/Vestnik_2_15.pdf.

beikoBa T.A. JIOKyMEHTaIlMOHHOE  OOECleYeHHe  yIpaBleHUs  (JIeIOMPOU3BOJICTBO)
[DnexTponHsIil pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernona. -2-e u3a. nepepab. u
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JIOTI. - Mockaa: HNudpa-M, 2018. -304 C. - Pexum JOCTyMa:
http://znanium.com/go.php?id=942800/

C.A. T'noroBa, A.FO. KonubkoBa, IO.M. Kykapuna, E.A. Ckpunko JloKymeHTalOHHOE

obecrieueHue ympamieHus, moa obmeid pemakmuwet T.A. beikoBoit. — M.: OO0 “1C-

IMa6mummuar”, 2016. — 350 c.

9.2. MeToan4yeckue peKOMeHAAIMU M0 MOAr0TOBKE MUCbMEHHBIX PadoT

9.3. Unbie MaTepuabl
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AHHOTAINUA JTUCHUITJINHBI

JucuuruinHa  (MOXIynb)  peanu3yercs Ha  (akyiabTeTe JOKYMEHTOBEOCHHS U
TEXHOTPOHHBIX apXWBOB Kadeapoil JOKYMEHTOBEACHUS, ayJUOBHU3YAIbHbIX M HAy4YHO-
TEXHUYECKUX apXUBOB.

Llenp AMCHOWIUIMHBI — W3y4eHHE METOAOB M TEXHOJIOTUH COBEPIICHCTBOBAHUS
JAOKYMCHTAITUOHHOT'O OGGCHG‘IGHI/IH yrpaBJICHUA B COBPEMCHHBIX OpraHuU3aluiaXx ¢ MIPUMCHCHUCM
HOBBIX HH(OPMALMOHHBIX TEXHOJIOTUH.

3amaun TUCIUTUINHBL:

- TOKa3aTh OCHOBHBIC ATanbl (OPMHUPOBAHUS M Pa3BUTHS METOIUK PAlMOHAIH3AINAN
JIEIONPOU3BOJICTRA;

- H3YUYUTb COBPCMCHHBLIC MCTO/bL OGCHGI[OBaHI/I}I opraHuzanuuv, MCTOAbI aHaJIn3a
JOKYMEHTAITMOHHOTO OOeCTieueHusI YIpPaBICHUS B OpPraHM3allMd H OTalbl TPOBEICHHUS
OPTIIPOCKTHBIX PaboT;

- [MPpOaHATIU3UPOBATL COBPCMCHHBIC 3aKOHOJATCIIbHBIC U HOPMATUBHLBIC AKTBI, a4 TAKXKC
HOPMAaTHUBHO-METOAUYECKUE MOKYMEHTBI, PETYIHUPYIOIMIUE BOIPOCHL JIEJIONPOU3BOACTBA U
paccMOTpeTh CeU(HUKY UX TPUMEHEHHUS B OPTraHU3aIHIX;

- UW3YyYUTh COBPEMCHHBIC HANPABJICHUS COBEPUICHCTBOBAHUS JIOKYMEHTAIIHOHHOTO

o0ecrieyeHHs yIpaBJIeHUs] B OpraHU3aIHsIX.

JucuumnivHa (MOyJb) HalpaBjieHa Ha (POPMUPOBAHUE CIETYIONUX KOMIIETEHIIMMA:

ITIK-31 - cmocoOHOCTBH pa3pabaThiBaTh JOKAIbHBIE HOPMATHBHBIC aKThl U HOPMATHBHO-
METOJUYECKUE JOKYMEHTHI MO BEJICHHUIO HH(OPMAIMOHHO-TOKYMEHTAIMOHHOTO OOeCTIeueHUs
YIPABJICHHUS;

[1K-45 - BnageHreM MEeToJaMu ONTUMU3ALMH TOKYMEHTOIIOTOKOB;

[IK-46 - BnajgeHwe MeTOJaMHU TMPOBEICHUS aHAIN3a OPraHU3AMH JTOKYMEHTAIMOHHOTO
oOecrnieueHus yIpaBiIeHUs U apXUBHOTO XpaHEHHUs JOKYMEHTOB B KOHKPETHOM OpraHu3aluu;

[1K-48 - BnajeHWe HaBBIKAMU ONTHMH3AIUM COCTaBa JOKYMEHTOB M MH(POPMAIIMOHHBIX
IIOTOKOB, COKPAILIEHUS] UX KOJIUYECTBA;

IIK-50 - cmocoOHOCTBIO  COBEPIIEHCTBOBAaTH JOKYMEHTALIMOHHOE —oOOecleyeHue
YIPaBJICHUS.

B pesynbrare 0OCBOCHUS AUCHUILTUHBI (MOYJIsl) 00YJaIOLINICS JOKEH:

3uamp:

MecTo ¥ 3HAaY€HHE COBEPIICHCTBOBAHUS JOKYMEHTAI[MOHHOTO OOECHeueHUs MpHu
MIPOBEICHUH OPITIPOSKTHBIX padoT B anmapare ynpasieHus opranuzamnuu (I1K-50);

PernaMenTanuio BOMPOCOB JOKYMEHTHUPOBaHUS W pabOThl € JIOKyMEHTaMHU B

3aKOHO/IATENIbHBIX U HOPMATUBHBIX MpaBoBbiX akTax PO (IIK-31), (TIK-50);



42

[Topsimox MCHONB30BaHUST HOPMATHUBHO-METOJMYECKUX JOKYMEHTOB IpU pa3padoTKe
JIOKQJIbHBIX ~ aKTOB  OpraHU3alui, peryJupyloluX JOKYMEHTAllMOHHOE oOecreueHue
ynpasnenus (IIK-31), (IIK-50);

Metoauky pa3pabOTKM U COBEPIICHCTBOBAHUS JIOKAJTBHBIX AaKTOB OpraHU3aIui,
perynupyrmux 1oKkyMmeHTannonHoe ooecnedenue ynpasienus (ITK-31),(ITK-50);

MeTtoauky oOcienoBaHusl OpraHU3aluy JOKYMEHTAIMOHHOTO 00ecTieyeH s yIpaBIeHHs
B opranuzanusix (I11K-46), (ITK-50);

Buabl nokanbHbIX OpropoekToB u dtarnsl ux nposeaenus (I11K-46), (ITIK-50) ;

Mertoapl, IpuUMeHsIEMbIE TIPH MPOBeIeHUH opripoekTHRIX padoT (I1K-46), (ITK-50);

CoBpeMeHHbIE HaANpaBlIEHUS palMOHAIM3aIUU JOKYMEHTAI[MOHHOTO 00ecredyeHus
ynpasnenus (I1K-50);

Metoauky BEIOOpa U BHEIPEHUS CHCTEM 3JIEKTPOHHOTO TokyMeHToobopota ([TK-50);

Meroauky pa3paboTku Tabenss (GopM AOKyMEHTOB W aimbboma QopMm (11abJI0HOB)
nokymeHToB s opranu3aiuu (ITK-31), (ITK-48), (ITK-50);

TexHonornueckue 3tambl pabOThl ¢ JOKYMEHTAaMH M BO3MOXKHOCTH ONTHMH3AINH
nokymentonorokos (I1K-45, TIK-50)

Ymems:

BriOupate O0O0BEKTHI palMOHAIHM3AIMd ¥ TNPUMEHATh METOAHMKY O0O0CIIeIOBaHUS
OpraHu3aly JTOKyMEHTAIlMOHHOTO oOecriedeHus ynpasieHus B opranuzanusx (I1K-46), (ITK-
50);

[lo pesynpTaTam aHanM3a JOKYMEHTAI[MOHHOTO OOecleYeHMsl YMpaBiICHUS aBaTh
npeoxenus no pauumonanuzanuu (I1K-50);

Pa3pabaTpiBaTh  KOMIUIEKC  OpPraHHM3AI[MOHHBIX JOKYMEHTOB TI0  OpTaHHU3aIlluu
JTOoKyMeHTarmoHHoro obecneuenus ynpasnenus (I1K-31), (ITK-50);

CraBuTh 3a/1a4¥ MpU pa3pabOTKe MPOTPaMMHOTO 0OECIICUCHHS TP BHEIPEHUU CHUCTEM
3JIEKTpOHHOTO TokyMeHToobopota (ITK-50);

BHenpsate mpensiokeHuss 1O palloHaIM3alUd JOKYMEHTAlMOHHOTO obOecreueHus
ynpasnenus (I1K-50);

PazpabatbiBaTh Tabens GopM JOKYMEHTOB U aab00M (hopM (11a0JI0HOB) JOKYMEHTOB IS
opranmuzanuu (I1K-31), (ITK-48), (ITK-50);

MPUMEHSTh HOBbIe MH(OPMAaLlMOHHBIE TEXHOJIOTUH B JOKYMEHTAIIMOHHOM OOecreueHUun
ynpasnenus (I1K-50);

Oprann3oBaTh JBMKEHUE JOKYMEHTOB Mo onTuMaibHomMy Mapuipyty (ITK-45), (ITK-50).
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Bnaoemy:

Mertoaamu yrmopsiloueHUs COCTaBa JOKYMEHTOB M HHGOpMarmoHHbIX nokasarenei (I[TK-
48), (IIK-50);

Metogamu  oOcieoBaHUS  JOKYMEHTAIIMOHHOTO  OOCCIICUeHUs]  yMpaBICHHUS B
coBpemeHHbIX opranuzamusix (I1K-46), (ITK-50);

Metogamu  aHanu3a  coOpaHHOrOo  Marepuana M BbISBICHHMS — HalpaBleHUI
COBEPIIICHCTBOBAHUS JOKYMEHTAIMOHHOTO obecnieuenus ymnpasneHus (I1K-46), (ITK-50);

CoBpeMEHHBIMU TEXHOJIOTUAMU yrpaBieHus JokyMeHTanuei (I1IK-50);

Metogamu  pa3paboOTKU M COBEPLICHCTBOBAHMS JIOKAJIBHBIX aKTOB OpraHU3alui,
perynupynomux 1oKkymMmeHTannonHoe ooecnedenue ynpasienus (ITK-31), (ITK-50);

- MerogamMmu  TPOEKTUPOBAHUSI  PAIMOHAIBHBIX  CHCTEM  JIOKYMEHTAlIMOHHOI'O
oOecrieyeHus ynpasiieHus Ha 6a3e HoBeimux TexHonorui (I1K-50);

- Merogamu ONTUMH3AIIUKA JOKYMEHTOO0OpOTa B cOBpeMeHHBIX opranm3anusix([1K-45),

(IIK-50).

[o nucuumnmHe (MOAYIIO) MPEeAYCMOTPEHA MPOMEXYTOUHAs aTTecTalus B popme 3auera

C OILICHKOM.

OOmas
TPYIOEMKOCTb OCBOEHUS
JUCUUTLTAHBI (MOJTYJIs1)
COCTaBJISIET _ 2 3a4ETHEIX
€JIMHMIIBI.
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JIUCT UBSMEHEHUN

IIpunoxenne 2

Ne TekcT akTyanusanuu uin npunaraeMelid k PITJI tokymeHT, Hara Ne
coJiepKaIuii N3MEHCHHS MPOTOKOJA
1. 1. ObHOGIEH CRUCOK UCMOYHUKOS U TUMEePamypol 22.06.2017 . No 10
2. Obnoerena cmpykmypa OUCYUnIuRbsl 0Jisl O4HO-3A0UHOU U
3a04HOU popm 0OyueHus
2. 3. Obnoenen cocmas npoepammuozo obecnewenus (110),
CcOo8peMeHHbIX NpogeccuonHarbhbix 6a3 oannvix (B/]) u
ungopmayuonno-cnpasounwie cucmem (MCC)
3. 1. ObHo6AEH CNUCOK UCMOYHUKOS U TUNEPAIYPbl 25.05.2018 . Ne 10
2. ObHo8eHA CMPYKMYPaA OUCYURTUHBL 0151 3A0YHOU (hopMbl
0Oyuenus
4.
3. Obnoenen cocmas npoepammuozo obecnewenus (110),
CcOBpeMeHHbIX NpogeccUuonHarbhbix 6a3 oannvix (B/]) u
ungopmayuonno-cnpasounwie cucmem (MCC)
5. 1. ObHOGIEH CRUCOK UCMOYHUKOS U TUMEePamypol 22.06.2020 No 10
Ilpunoscenue 2.1.
2. Obnosnena cmpykmypa OUCYURIUHBL OJIs1 OYHOU, 3A0YHOL
dopm 0byuenus
IHlpunoscenue 2.2.
3. Obnoenen cocmas npocpammuozo obecnewenus (110),
CcOBpeMeHHbIX NpogeccUuonHarbhbix 6a3 oannvix (B/]) u
ungopmayuonno-cnpasounwie cucmem (MCC)
Ilpunoscenue 2.3.
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Hpunoxncenue 2.1.

[Tpuka3 Pocapxusa ot 22.05.2019 N 71 “O0 yTBep>kIeHUHN MPaBUII I€IOMPOU3BOJICTBA B

rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOrO camoymnpaBiieHus // [DneKTpoHHBIN pecypc]. —

M., 2020. — Pexxum nocryna: https://base.garant.ru/72291836/

I'oCT P HUCO 15489-1-2019. Hamumonanweubsiii cranmapt Poccuiickoit ®denepammu.

Cucrema cTaHIapTOB 10 UH(OPMAIH, OUOINOTEYHOMY U M3/1aTelIbcKoMy aeny. MHadopmarus u

JNOKyMeHTanus. YnpasiaeHue gokymeHTamu. Yacts 1. [lonsatus m npunuunsl” (yrB. Ilpukasom

Poccranmapra ot 26.03.2019 N 101-ct) // [Dnexkrponusiii pecypce]. — M., 2020. — Pexum

noctyna: http://www.consultant.ru/document/cons_doc_LLAW_329486/

Hpunoxncenue 2.2.

Cmpykmypa oucyuniunot (Mo0yas) 0nsa 04Hou Gopmel 00yuenus

(2020 200 nabopa)

OO6mmas Tpyn0€MKOCTh JUCIUIUIMHEI COCTABISIET _2 3.€., _76 9., B TOM YHCJIe KOHTaKTHas paboTa
00yJaronuxcs ¢ mpenojaBareseM __28_ 4., MPOMEKYTOUHAs aTTeCTaIlHs 9.,

camocTosTeabHas paboTa oOydJaromuxcs, B T.4. KypcoBas pabora __48_ .
Bunsl yueOHOIT pabOTEI
I P ®opMbI
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas b CIIEBACMOC
Neo Pasznen s ycrnesaeMocTH,
w| A
/0 | IUCHUIUIAHBL/TEMEI © &) ! =
T L
S ) > E| 5 3| npomexyTouHoi
=
e & |2 x |8 = | 852 5 & arrecramumu (no
S = = |IESI&E=| =8| 2
g 5 = ¥ 5|98 | 2% 2 cemecmpam)
= > = S 2 e g (ST
(5} () (5} &SI s 5|5 s 0
@) = Q E s 5 & =
1 Bsenenue 2 2 Ompoc
Pazpabotka nepBbIx
METOIUK
paroHaIn3aun
rocamnmnapara u
JIETOTIPOU3BOICTBA
2 | IlonaTtue 2 2 Ompoc
KOMIUICKCHOTO 1
JIOKQJIBHOTO

opripoekTa bazoBbie
STanbl IPOBEACHUS
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OpPTIPOCKTHBIX PaboT
o
COBEPIIICHCTBOBAHHIO
1(0)%

Metonasbl
MPEIIPOCKTHOTO
00caemoBaHus
OpraHu3aIu,
METObI aHAJIN3a U
MIPOCKTUPOBAHUS
JIOKYMEHTAIMOHHOTO
obOecreyeHus
yIpaBIeHUS

Onpoc

CoBpeMeHHbIE
3aKOHOOAATCIbHBIC U
HOPMAaTUBHBIC
IPaBOBLIC AKTHI,
perynupyoiue
Borpocsl IOV,
00513aTeTbHOCTD UX
IPUMEHECHHS B
COBPEMEHHBIX
OpraHu3aLusax

Onpoc

AHanu3 J0KaJbHBIX
HOPMATUBHBIX aKTOB
Y PETJIAMEHTHBIX
JIOKYMEHTOB 110
JOY, meTonnka ux
COBEPIIICHCTBOBAHUS

Iloaroroska k
MPaKTUYECKOMY
3aHATHIO

Metoanka aHaausa
cyx0s1 10V, BuI0B
JIOKYMEHTOB U
CHCTEM
JOKYMEHTAI1H,
C03J1aBa€MBIX B
OpraHu3aluu
Tunossie
MPpEeAJIOKEHUS 110
palMOHATM3ALNHI

IToaroroBka x
MPaAKTHYECKOMY
3aHATHUIO
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7 | Meronuka aHanusa 4 5 TectupoBanue
IIOKYMEHTO000pOTa
M p IToaroroBka k
Y OpraHu3aIuu
MPaKTUYECKOMY
paboThI C
3aHATHUIO
JIOKyMEHTaMH.
Tumnossie
MpEeAJIOKEHUS 110
paroHaIN3auu
8 CoBepIleHCTBOBaHUE 2 5 IToaroroBka x
JIOVY nyrem JIEKUH
BHEJIPEHUS CUCTEM
IToaroroBka k
3JIEKTPOHHOTO .
WUTOTOBOM
JOKYMEHT000O0pOoTa
aTTeCTaIluu
18 umo2o8as
3ayem ¢ OYeHKoU KOHMPONbHAS
paboma
WUTOrO: 12 16 48
Cmpykmypa oucyunaunvt (Mooyns) 01 3a04HO hopmbl 00yuenus
(2020 200 nabopa)
OO01mas Tpy10EMKOCTh AUCIUIUIMHBI COCTABISACT _2 3.€., _76 4., B TOM YHCIIe KOHTAKTHas padoTa
06yqaroumxc;1 C IpenoaaBaTeciieM _8_ 4., IpOMCXKYTOUYHAs aTTCCTAllUA 4.,
camocTosTeabHas paboTa oOydJaromuxcs, B T.4. KypcoBas pabora __68_ 4.
Buner yueOHOI paOOTHI
ye P DopmbI
(B yacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHas &
No Pasnen _ % yCII€BaeMOCTH,
/I | JUCIHUILINHBL/TEMBI 2 % g § 5 s dopma
=) o
§ g £ g 5 3| MPOMEXYTOUHOM
=
& ~ § 2 = |5 3 § | g o arrecrauuu (no
9] = = oy
g g = 2R |@&] 8% 3 cemecmpam)
= 5 = S 2 e g o w
(5} (5} (5} eI s 5|5 s 0
@) = Q E s B & =
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[TonsTne
KOMIUIEKCHOTO U
JIOKAJIbHOTO
opripoekTa bazoBbie
STanbl IPOBEACHUS
OpPTIPOEKTHBIX PaboT
o
COBEPILIEHCTBOBAHUIO
1(0)

10

Ompoc

Metonabl
MPEATPOEKTHOTO
o0cienoBaus
OpraHu3aIu,
METObI aHAJIN3a U
MIPOCKTUPOBAHUS
JIOKYMEHTAIMOHHOTO
o0OecreyeHus
YIpaBICHUSA

10

Omnpoc

Metoauka aHaiauza
ciyx0s1 JIOY, Bu10B
JIOKYMEHTOB U
CHCTEM
JOKYMEHTAaI1H,
C03J1aBacMEBIX B
OpraHu3aIu
Turmossle
MPEJI0KEHUS 110
palrOHAIM3ALNHI
Ananmu3 10KaJbHBIX
HOPMAaTHUBHBIX aKTOB
U perjJaMeHTHBIX
JIOKYMEHTOB 110
JOY, meTonnka ux
COBEPIIEHCTBOBAHUS

10

TectupoBanue

IToaroroBka u
MPOBEJICHUE
MPAKTUYECKUX
3aHATHI

Metoanka aHaausa
JTIOKyMEHTO000pOTa
Y OpraHu3aIuu
paboThI C
JIOKyMEHTaMH.
TunoBsie
MIPEIJIOKEHUS 110
panroHaIn3alunu

CoBepIeHCTBOBaHUE
JOY nyrem
BHE/IPEHHSI CUCTEM

10

Ompoc

IToaroroBka u
MPOBEACHUE
MPaKTUYECKUX
3aHATHH
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AJIEKTPOHHOTO
JTOKYMEHT0000poTa
28 umoeoeas
3auem ¢ OYeHKoll KOHMPOIbHAS
paboma
UTOTO: 4 4 68

Hpunoxncenue 2.3.

CoctaB nporpammuoro odecnedenus (II0), coBpemeHHBbIX podeccHoOHATBLHBIX 0a3 naHHbIX (B1) 1
uHdopmauunonHo-cupapouynsie cuctem (MCC) (2020 r.)

1. Mepeuens I1O

Nen/ Haumenosanue 110 IIponsBoautens Cnioco0 pacrnpocTpaHeHus
I (tuyenszuonnoe unu
c60000HO
pacnpocmpaHsiemoe)
1. Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3. Windows 7 Pro Microsoft JINIIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
S. Windows 10 Pro Microsoft JINIIEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE
7. Microsoft Office 2016 Microsoft JInen3nonHoe
8. Zoom Zoom JINIIEH3UOHHOE

2. Ilepeyens B/l u UCC

Noerr/ Hanmenosaumne
II

1 MexnyHapoaHbie pedepaTuBHbie HayKoMeTpuueckue bJI, mocTynHbIe B paMKax
HaroHanbHON noamucku B 2020 T.
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Web of Science

Scopus

[Ipodeccnonanbheie monHoTeKCTOBBIE b/, JOCTYMHBIE B paMKaxX HALMOHAIBHON TIOATIMCKY B
2020 .

Kypnansr Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnans Taylor and Francis

[MpodeccuonanbHpie MOMHOTEKCTOBEIE B/
JSTOR
Wznanus 1o o0IecTBEeHHBIM U TYMaHUTAPHBIM HAayKaM

DnekTponHas oudaunoreka Grebennikon.ru

KommnbroTepHsle CripaBOYHBIE MPABOBLIE CUCTEMBI
Kouncynsrant ILmtoc,

Tapant




