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1. IlosicHuTEeIbHAA 3aIIUCKA
1.1. lean u 3agau JAUCHUILIHHDI

Lenv oucyuniuHvl: NO020MOBUMb BbINYCKHUKA, O0NATAIONIETO HEOOXOIUMBIM U JOCTATOYHBIM
YPOBHEM TEOPETHYSCKUX 3HAHWA W HABBIKOB HMX IPUMCHEHUS B PEIICHUM TMPAKTHYSCKUX 3a]1a4
MH(GOPMAIIMOHHO-T0KYMEHTAIIHOHHOTO 00eCTIeYeHUS 1eATeIbHOCTH OPTaHNU3aIIHH.

3adauu oucyuniunol:

- U3y4YeHUE TCOPHUH U MPAKTUKH YIpaBleHUs HHPOpMaIMel U JOKyMEHTAIEeH B COBPEMEHHBIX
YCIIOBUSX;

- BBIpabOTKa Y CTYJIEHTOB HaBBIKOB CAMOCTOSITENILHON paboThl ¢ MHPOPMAITMOHHBIMH peCcypcaMu
OpTaHM3aITHH.

1.2. Hepeqem) IJIAHUPYEMBIX PE3yJabTaTOB Oﬁy‘le}[l/lﬂ o TMCHMIIVIMHE, COOTHECCHHBIX C
HHINKATOPAMMU JOCTHIKCHUSA KOMIIeTeHIIMii

Komnerenuun Nuaukaropsl Pe3yabTarsl 00yyeHus
KOMIIeTeHI U
OIIK-1 Crnoco6en | OIIK-1.1 ananusupyer 3HaTh: METO/I0JI0THIO
MPUMEHSITh COLIMAJIbHO 3HAYUMBIE MH(GOPMALIMOHHOTO MEHEIKMEHTa
(byHIaMeHTaIbHbIE 3HAHUS, | TPOEKTHI U MPOLIECCHI YMeTh: aHATM3UPOBATh COITUAIBHO
MOJTy4Y€HHBIE NP OCBOCHHUU 3HaYUMBbI€ TPOEKTHI U MPOLIECCHI C
MPOrPaMMbl MarucTpPaTyphl, UCTIOJb30BAaHUEM METOJIOJIOTUN
npu pa3zpaboTke u WH(})OPMAITMOHHOTO MEHEKMEHTA
OCYILIECTBICHUHT BraneTs: HaBbIKaMH yTpaBICHUS
CONMaIbHO-3HAUYUMBIX JOKYMEHTaIell opraHu3aluy Ha
IIPOEKTOB OCHOBE METOJ0JIOTHH
MH(GOPMALIMOHHOTO MEHEPKMEHTa

OIIK-2 Crniocoben OIIK-2.2 ocymiecTBasieT 3HaTh: COCTaB MH(OPMAIIMOHHBIX
CaMOCTOSITENIbHO padoTaTh | yIpaBlieHUE pPECYPCOB OpraHU3aluy;
C ICTOYHUKAMU UH(OPMAIMOHHBIMU YMeThb: aHaM3UPOBATh CTPYKTYPY
nH(pOpMali, HETIPEPHIBHO | peCypcamMy OpraHu3aluud | HHPOPMAIMOHHBIX PECYPCOB
COBEpIIEHCTBOBATH OpraHu3aIH
YpOBEHb Brnagers: MeTonaMu ynpaBieHHUs
npodeccHOHATBLHON UH(POPMAIMOHHBIMU pecypcaMu
MOJITOTOBKH OpraHu3aIuu

1.3. MecTo iucuMnJIMHbI B CTPYKTYpe 00pa3oBaTe/IbHOM NPOrpaMMbl

Jucuunnuna «HbopMannoHHBIH MEHEI)KMEHT» BXOJIUT B COCTaB JUCIUIUIMH 00sS3aTeIbHOU
4acTH y4eOHOro IUIaHa.

Jljis OcBOEHUSI TUCUUIUIMHBI HEOOXOIMMbI KOMIETEHIIMH, CPOPMUPOBAHHBIE B XOJ€ U3yUCHUs
CICAYIOUX AUCHUIUIMH U POXOXKACHUS NPAKTUK!

- Merononorus uccienoBaTeNIbCKON ASSITENFHOCTY U aKaJeMHuecKas KyJIbTypa

- Ucropuorpadust 1 METOA0JIOTHS TOKYMEHTOBEICHUS;

- OcHOBBI IU(PPOBOK YKOHOMUKH,

B pesynbraTte OCBOEHHS TUCHMIUIMHBI (OPMHUPYIOTCS KOMIIETEHIIMHM, HEOOXOTUMBIC IS
M3YYEHHUS CIeAYIONINX AUCIUILINH U MIPOXOXKICHUS TPAKTUK:

- Teopus u TEXHOIOTUU yIPABICHUS TOKYMEHTAMH B OPraHU3aLlNH;

- NndopmanioHHbple CUCTEMBI B apXHMBaxX M NMPOEKTHUPOBAHUE PadOT MO COBEPILIECHCTBOBAHUIO
XpaHCHU:, YUI€Ta U UCIIOJIb30BAHUA apXHUBHBIX JOKYMCHTOB



2. CTpyKTYypa JMCHUILIHHBI
O6m1ast TpyA0EMKOCTh TUCIMIUIMHBI COCTABISIET 3 3.e., 108 akageMHUYecKrX 9acoB.

CTpyKTypa AUCHUIIMHBI 1JIsl 04HOH (POPMBbI 00yUYeHUSs

OO0bvem jauctUMIUMHBL B (popMe KOHTAKTHOM paboThl 0OydaromMXCsi C MeJarorn4ecKuMu
paboTHUKaMU M (WJIM) JHUIAMH, TPUBIEKAaEMbIMH K peaju3aluu o0pa3oBaTelbHON MpOrpamMmbl Ha
MHBIX YCIOBHSIX, TP MTPOBEACHNN YUEOHBIX 3aHATUI:

Cemectp | Tum ydeOHBIX 3aHATHI KonuuectBo
4acoB
2 Jlexuuu 24
2 CeMuHapbI/1a00paTOPHBIE PAOOTHI 36
Bcero: 60

O6beM AUCUUIIITUHBI B (hOpME CaMOCTOSATENIbHON paboThl 00ydaromuxcs cocrapiseT 30 ak.
4acoB, KOHTPOJIb — 18 ak. 4yacos.

3. Conepxanue M CHUILTTHHBI
Tema 1. MHDopMaOHHBINH MEHEPKMEHT: TTOHATUE M UCTOPUS BO3SHUKHOBEHUS

WNHpopMaMOHHBIM MEHEUKMEHT Kak c(epa HaydHO-IIPAKTUYECKON EATEIbHOCTH U €ro POoJib
B d(pdexTuBHOCTH  nesATeNbHOCTH  opraHm3anuu. OOImEeTeopeTHuecKne  acmeKkThl  IMOHSITHH
«MEHEKMEHT»,  «HMH(OPMAIMOHHBI  MEHEKMEHT»,  «JOKYMEHTALMOHHBIA  MEHEKMEHT),
«yIpaBlieHUE JOKYMEHTaIuen», «JIOKyMEHTALIUOHHOE obecrieyeHne YIPaBIECHUS.
NHpopMallMOHHBIM MEHEIKMEHT KaK MEXAUCLUUIUIMHAPHAs METONO0JIorTusl yrpasieHus. CBs3b
MH(POPMALMOHHOTO MEHE/DKMEHTA M YIIPABJICHUS JTOKyMEHTaMH B OpTaHU3aIIH.

[TpennocelIkKu  BO3HMKHOBEHUS HH(POPMALIMOHHOTO MEHEKMEHTa. BoO3HHMKHOBeHHE W
pa3BuTHE WHGOPMAIMOHHOTO  OOMIECTBa, POCT O00beMOB HWHGOpPMAIMM B  yIPaBICHUH.
Pacnpoctpanenune HMH(YOPMALMOHHO-KOMMYHUKAILIMOHHBIX TEXHOJOTUN. OJEKTPOHHBIH JOKYMEHT.
HNurtepner.

OcCHOBHBIE MOAXOJBl K ONPEACICHUIO MOHATUS «HMH(DOpMAaUOHHBIH MeHemkmeHT» (JI.
Xaitupux, I'. Bonsgpam, I'. Bepsur, M. Xentue un A. Xaitnexe, M. Artunmxep, . ®orens, M Xeprera
u ap.).

Pa3Butne nudopmanoHHOro MeHeKMenTa B Poceuu.

Tema 2. Ilpeamer, 1enu, 3a1a4u, OCHOBHBIE (YHKUMH HH()OPMAIMOHHOTO MEHEKMEHTa B
OpraHu3anuu

[Tpenmer nH(pOpMAIMOHHOTO MEHEKMEHTA: MHTErpaiys MHQOpMaIiy, TEXHHYECKUX CPECTB
¥ “H(POPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJNIOTUH. MH(POPMAaMOHHBI MEHEDKMEHT KaK 4acTh
CHUCTEMBl ympaBieHHs opraHuzauuedt. CrpaTerndeckuiéi M OmepaTHBHbBIM  MH()OPMAIMOHHBIN
MEHEIKMEHT.

NudpopmannonHas  uHQpacTpykTypa  opraHu3auuud  (MHGOpPMAlLMOHHBIE  CUCTEMBI,
MH(POPMALIMOHHBIE PECypChl, TEXHUYECKHE CPEICTBA YIPABJICHUS) — OCHOBAa ()yHKIIMOHHPOBAHUS
MH(POPMALIMOHHOTO MEHEKMEHTA.

Cosznanue 3¢ (heKTHBHON CHCTEMBbI HHPOPMAITMOHHOTO 00€CIICYSHHSI TIPOIIECCOB YIPABICHHS —
1eJ1b THPOPMALIMOHHOTO MEHEKMEHTA.

3anaun MHGOPMAITMOHHOTO MEHEHKMEHTA.

@OyHKIMN UHOOPMAITMOHHOIO MEHEKMEHTA MO IUIAHUPOBAHMIO, OPraHU3allui, MOTUBALIUU U
KOHTPOJIIO  yOpaBieHHs HMHPOpManuedl W JOKyMEHTalued B OpraHM3aluu. YTpaBJieHUE
KOMMYHHKaLUAMU Y4aCTHUKOB UH(POPMALIMOHHOTO B3aUMOJCHCTBHUS. VYnpasienue



MHPOPMALIMOHHBIMU ~ pecypcaMM  OpraHuzaluu.  YmpaBieHHe  o0paboTkoil  mHpopmauuu
(MHQOPMAIIMIOHHBIMH CUCTEMAMH).

Tema 3. Tunonorust opraHU3aOHHBIX CTPYKTYp UHGOPMAIITMOHHOTO MEHEIXKMEHTa

Crpykrypa nHGOPMAIIMOHHOIO MEHE)KMEHTA U €€ BIUSHUE Ha OPTaHU3alUOHHYIO CTPYKTYpPY
CUCTEMBI YIIPaBJICHHUS.

Jlupupyromas posnb pyKoBOACTBa B obOecreyeHUH (YHKIMOHMPOBAHUS WH(OPMALMOHHOTO
MEHEI)KMEHTa B OPTaHU3aLINN.

TumoBoit cocTaB TMOAPA3ACICHUN OpraHU3allii, OO0eCMeYnBaAMKNX (YHKIIMOHUPOBAHUE
MH(POPMALIMOHHOTO MEHEKMEHTA.

OcHOBHbIE ~ THUMNBl  OPraHU3ALMOHHBIX  CTPYKTYp,  HCIOJB3YIOIIUX  METOAOJIOTHI0
MH(POPMALIMOHHOTO MEHEKMEHTA B YIIPaBJICHUU.

OyHKIMOHAIBHO-OPUEHTUPOBaHHAsI OpraHU3allMOHHAs CTPYKTYpa.

OpraHuzalmoHHas CTPYKTYypa, OpPUEHTUPOBAHHAs Ha IIPOIYKT.

PbI1HOYHO-OpHEHTHUPOBAaHHAS OPTaHU3AMOHHAS CTPYKTYpa.

Tema 4. nterpauusi ”HPOPMAIIMOHHBIX U JOKYMEHTALMOHHBIX (B T.Y. apXUBHBIX) PECYpCOB
OpraHu3aluu

[TonsTHe MH(OPMAIIMOHHOTO pecypca OpraHu3alum.

Bunel nHpopMaMoHHBIX pecypcoB.

JlokyMeHTanbHbIN (pOoHT OpraHu3any Kak HH(OPMAIIMOHHBIN pecypc.

ApxuBHbIN (OH]T OpraHU3alK Kak THPOPMALIMOHHBIHN pecypc.

ba3bl TaHHBIX B OpraHU3alK: TUIIOBOM COCTaB, MPUHIIMIIBI OPraHU3alUU UH()OPMALIHH.

ObecrnieueHre XpaHEHUsI U COXPaHHOCTH HH(OPMALIMOHHBIX PECYPCOB OpPraHU3alUu.

Hcnonb3oBanue HHGOPMAIIMOHHBIX PECYPCOB OpraHU3alllu.

VYnpasnenue HHOOPMALMOHHBIMU peCypcaM OpraHU3alMi Ha OCHOBE €IMHOI MEeTOJ0JI0TUU
MH(POPMALIMOHHOTO MEHEKMEHTA.

Tema 5. HpOGKTI/IpOBaHI/IC " BHCAPCHUEC CUCTCM HH(bOpMaHHOHHOFO MCHCIPKMCHTA

Mognenu xu3HeHHOro nukiaa. OCHOBHBIE 3Tallbl XU3HEHHOIO LUKJIA JIOKYMEHTHPOBAaHHOMN
uHpopmanuu. Teopus u rpaduueckas MOAETh KOHTHHYYyMa JOKYMEHTOB.

KoprnopaTtusHbie CUCTEMBI MH(POPMALIMOHHOTO MEHEeJKMEHTA. Knaccudukanus
KOPIOPaTUBHBIX HH(POPMALIMOHHBIX CUCTEM

Cuctema yrpaBiieHHsI JOKYMEHTUPOBaHHON MH(OpMaLuei.

Cucremsl ynpaiieHus pecypcaMu npeanpuatusa. CucteMsl yIpaBieHUs B3aUMOOTHOIIEHUSIMU
C KJIMEHTaMU. DKcepTHbIE cucTeMbl. CHcTeMBbl OU3HEC-aHATUTUKH.

CucTeMsl 2IEKTPOHHOTO JOKYMEHTO000POTA.

Br16op 1 BHepeHne nHPOPMAIMOHHBIX CHCTEM.

MeToapl  TEXHHKO-DKOHOMHUYECKUX PACYETOB W OOOCHOBaHUS pelleHuid B obnactu
MHPOPMALIMOHHOTO  MeHekMeHTa. CocTosHMEe pbIHKa  HMH(GOPMALMOHHO-TOKYMEHTALMOHHBIX
TexHosoruil. OpraHu3anuu-pa3paboOTYMKK pemieHnid B oOmactu. PexomeHpmammm 10  BBIOOpY
MHPOPMALIMOHHBIX  TEXHOJOTMH M HPOrpaMMHO-TEXHHYECKUX  CPEACTB  oOecredyeHus
MH(POPMALMOHHOTO MEHEDKMEHTA. JTambl BHEAPEHUS IMPOEKTOB ONTHUMH3AIMKA HH(POPMAIMOHHO-
JIOKYMEHTaLMOHHOT0 o0ecrieueHust yrnpanieHus. CXeMbl peanu3aluu 1 CONPOBOXKIEHHS TPOEKTOB.

Tema 6. OnbIT U ICPCICKTHUBLI Pa3BUTHA I/IHCI)OpMaI_[I/IOHHOFO MeHeIKMeHTa B Poccun

Hay‘IHO—HpaKTI/I‘leCKI/Ie HpO6JICMBI I/IH(i)OpMaI_II/IOHHOFO MCHCIPKMCHTA.



PazButue 3akOHOIATENBHOW M  HOPMATHBHO-METOJMYECKOM 0as3bl, obecrednBaroniei
GyHKIMOHUpOBaHME  WMH(GOPMALMOHHOTO  MEHeIKMeHTa.  [lepcrekTHUBBl  MEeXAyHapOIHOIO
COTpYAHHUYECTBA B 00JIACTH HH(POPMAIIMOHHOTO MEHEPKMEHTA.

AyTcopcHHT B HHGOPMALIMOHHO-T0KYMEHTAIIHOHHOM 00€CTIeYeHUH YIIPABIICHUSI.

KoncanTtunr B 061act ”HPOPMALMOHHOTO MEHEKMEHTA.

WuHoBanuu v mpo6sieMbl BHEIPEHHSI METOA0I0TMH HH(DOPMALIMOHHOTO MeHeKMeHTa. [loBbIenne
KBAJTM(PHUKAIIMK PYKOBOJUTENECH U CIIEUAIMCTOB OPraHU3aIil.

4. O0pa3oBare/ibHbIE TEXHOJOTHHU
Jlns  mpoBeneHuss  yueOHBIX  3aHATHUH MO  JUCHMIUIMHE  HCTOJB3YIOTCS — pa3lddyHbIe
o0Opa3oBaTeNbHbIe TEXHOJOTHH. JIJIsi OpraHu3ali y9eOHOTO TpoIecca MOXKET OBITh HCITOIB30BAaHO

9JICKTPOHHOC 06yLIGHI/Ie u (I/IJ'II/I) JUCTAaHIIMOHHBIC O6paSOBaTCJIBHBIe TCXHOJIOTHH.

5. Onenka NJIaHMPYeMBbIX Pe3yJbTATOB 00y4eHHs

5.1 CucremMa olleHUBAHUA

dopma KOHTPOJIS Makc. KOJTHIeCcTBO 0aJTOB
3a ogHy paboty Bcero
Texynuii KOHTPOJIB:
- IIOATOTOBKA pedepara 20 G6amtoB 60 6aytoB
[TpoMexxyToUuHas aTTecTalys, 3a4€T C OLECHKOM 40 GamioB 40 6amioB
HToro 3a JUCHUILIMHY 100 6aiu10B

[TomyuyeHHBI COBOKYIHBIN PE3yIbTAT KOHBEPTUPYETCS B TPAAULIMOHHYIO IIKAJIy OLICHOK U B
mKany oueHok EBporneiickoil cucteMsl nepeHoca u HakorieHus kpenutos (European Credit Transfer
System; naiee — ECTS) B COOTBETCTBUY C TaOJIHAIICH:

[IIxama
100-6annpHas mkana | TpagumnuoHHas mKaia ECTS
95-100 A
83 _ 94 OTJINYHO B
68 — 82 XOPOIIO 3a4TEHO C
56 —67 D
50— 55 YAOBJICTBOPUTCILHO E
20-49 FX
0-19 HEYJIOBJICTBOPUTEIILHO HE 3a4YTE€HO F

5.2 Kputepum BbICTABJICHUS] OLIEHKH 10 JUCIHUIJIMHE
Bamasl/ | Ouenka mo Kputepuu onieHkn pe3yibTaToB 00y4eHUsI 1O JUCUUIJIMHE
MIxana | AucHMIINHE
ECTS
100-83/ OTJINUHO/ BricTaBnsercs o0ydaromeMycs, €CTH OH TITyOOKO ¥ IMTPOYHO YCBOMII TEOPETUICCKUHN 1
A.B 3a4TEeHO MIPaKTUYECKUI MaTepHall, MOXKET MPOJEMOHCTPUPOBATh 3TO HA 3aHATHUSIX U B XOJI€

MPOMEKYTOYHO aTTECTAINH.

OO0y4arontuiicss HCUEPITBIBAIONIE U JIOTHYECKH CTPOWHO M3JIaraeT yueOHBI MaTepua,
yMEeT YBSI3bIBATh TCOPHIO C IPAKTUKOM, CIIPABIIIETCS C PEIICHUEM 3a1au
npodecCHOHaIbHOM HANIPABICHHOCTH BHICOKOI'O YPOBHS CJIOXKHOCTH, IIPABUIILHO
000CHOBBIBAET IPHHSTHIE PELICHUSL.

CB00OHO OpUEHTHPYETCS B yueOHON M po(hecCHOHATBHOM IUTeparype.

OIIGHKa 110 JUCHHUIIJIMHC BBICTABJIAIOTCA o6yqa}0meMyc;{ C y‘léTOM PE3YIJIbTAaTOB




Bamnasl/ | Ouenka mo Kputepuu onieHkn pe3yabTaToB 00y4eHUsI 1O JUCUUIJINHE

Mlxana | AucHMIINHE
ECTS

TEKyIIeH W IPOMEXYTOUHOH aTTECTAIIH.
Komnerenmmn, 3akperiéHHbIe 3a AUCIUILTHHOMN, ¢(hOpMHUPOBAHEI HA YPOBHE —
«BBICOKHI.

82-68/ X0poIIo/ BeicraBnsiercst oOydaroneMycs, €Ciii OH 3HAeT TEOPETUIECKHH U MPAKTHUECKUI
Martepual, TpaMOTHO U IO CYIIECTBY M3JIaraeT €ro Ha 3aHATHAX U B X0/
MPOMEXXyTOYHOH aTTeCTaINH, He JOMYyCKasl CYIIECTBEHHBIX HETOYHOCTEM.
OOyuaronuiicst IPaBUIbHO IPUMEHSAET TEOPETHYECKUE MTOTI0KEHHS IIPH PELICHUH
MpPaKTHYECKUX 33/1a4 Npo(ecCHOHANLHOM HAPaBICHHOCTH Pa3HOTO YPOBHS
CII0)KHOCTH, BJIaJieeT He0OXOAUMBIMH JIUIs 3TOTO HaBBIKAMH U MPUEMAMHU.

JlocTaTo4HO XOpOLIO OpUEHTHPYETCs B yueOHOW U IpodeccHoHalIbHOI JIuTeparype.
Or1ieHKa 1Mo AUCIMIUIMHE BBICTABIIFOTCS] 00yYaroIeMycs C y4ETOM pe3yJIbTaToB
TeKyIlell ¥ IPOMEXYTOUHON aTTeCTaIUH.

Kommnerennuu, 3akperiéHHble 3a TMCUUILUTHHON, c(QOPMHUPOBaHbI HA YPOBHE —
«XOPOILHIAY.

67-50/ YIOBIIETBO- BricraBnsiercst oOyyaromeMycsi, €CJIM OH 3HAaeT Ha 6a30BOM ypOBHE TEOPETHUYECKUI 1
MPaKTHYECKUI MaTepral, IOMyCKaeT OTACIbHBIC OMIMOKH ITPH €T0 M3JI0KECHUH Ha
3aHATHAX U B XO/I€ IPOMEXYTOYHON aTTeCTalnH.

OOyuJaronuicst NCTIBITHIBAET ONPEACIEHHBIE 3aTPyJHEHHS B IPHMEHEHUH
TEOPETHUYECKUX MOIOKEHNH NTPH PEIICHUHN NMPAKTHYECKHUX 3a7a4 MPOQEeCCHOHATbHON
HAalpaBICHHOCTU CTAaHJAPTHOTO YPOBHSI CIIOKHOCTH, BIajiceT HEOOXOAUMBIMHU JJIs
3TOro 6a30BHIMH HABBIKAMH U MPHEMAMHU.

JleMOHCTpHpYeT N0CTaTOYHBII ypOBEHb 3HAHUS Y4eOHOI TUTEepaTyphl IO JUCLUIUINHE.
O1eHKa 1Mo AMCIMIUIMHE BBICTABISIFOTCS. 00yYaroIeMycs C y4ETOM pe3yJIbTaToB
TeKyIlel ¥ IPOMEXYTOUHOH aTTeCTalUH.

Komnerennuu, 3akperiéHHele 3a TMCUUILUTHHON, c()OPMHUPOBaHbI HA yPOBHE —
«JIOCTATOYHBINY.

49-0/ HEYJIOBJICT- BricraBnsiercst oOydaronieMycsi, €CJIM OH He 3HaeT Ha 6a30BOM ypOBHE TEOPETHUECKUI
F,FX BOPUTE/IbHO/ | Y IPAKTHHECKHH MaTEpHAl, 10y CKaeT rpyOble OIIMOKY ITPH €T0 M3JI0KESHUH Ha
3aHATHAX U B XO/I€ IPOMEXYTOYHON aTTeCTalnH.

OOyJaronuiicst NCTIBITEIBAET CEPHE3HBIC 3aTPYAHCHHS B TPUMEHEHUN TEOPETHUECKUX
MOJIO>KEHHH TIPH PEIIeHUHN MPAKTUYECKHX 3aJa4 NPoecCHOHATBHON HAIPaBIEHHOCTH
CTaHAAPTHOT'O YPOBHS CI0KHOCTH, HE BJIa/Ie€T HEOOXOAUMBIMH IS 3TOTO HABBIKAMH U
IpUEMAMH.

JeMoHcTpupyeT ¢pparMeHTapHble 3HaHHUS Y4eOHO JTUTepaTyphl 1O JUCIUILUIMHE.
O1ieHKa 10 AUCIMIUIMHE BBICTABISIIOTCS 00y4aromeMycsi ¢ y46TOM pe3ysIbTaToB
TeKyIlell U IPOMEXYTOUHOH aTTeCTalUH.

Komnerenmuu Ha ypoBHE «10CTaTOUYHBIINY, 3aKPEIUIEHHBIE 32 TUCLUILIMHON, HE
copMUpOBaHEI.

C 3aYTEHO

D.,E puTenbHO/
3a4TECHO

HC 3a4TCHO

5.3 OueHouyHble cpeacTBa (MaTepuadbl) A8 TeKYIIero KOHTPOJS YCIeBaeMOCTH,
MPOMEKYTOYHOI aTTeCTAIMU 00YYAIOIHNXCSH MO AUCHUTIIHHE

IIpumepHbIe TeMBI pedpepaToB MO pa3jaesiaM JTUCHUILINHbBI:

1. AHanu3 3aKOHOIaTeIbHON M HOPMATHBHO-TIPaBOBO# 0a3bl B cepe NHbopmannoHHOTO
MEHEI)KMEHTA.

2. [IpumeHeHne MeXAyHApOIHBIX U HAIIMOHAIBHBIX CTAHIAPTOB B 001acT MHpOpMamoHHOTO
MEHEIKMEHTA.

3. VYnpasieHne ;Ku3HEHHBIM IUKIJIOM JJOKYMEHTHPOBAaHHON HH(OpMAIK B COBPEMEHHBIX
OpraHu3aIusIX.

4. [Ipobnembl BHEIpEeHNSI MHHOBAIMA B o0acTi H(OpMAIIMOHHOTO MEHEKMEHTA.

5. [InanupoBaHue U MPOrHO3UPOBaHUE B MHPOPMAIIMOHHO-TOKYMEHTAITMOHHOM MEHEKMEHTE.
6. ®opmupoBaHuE NOJIUTUKY YIIPaBIECHUS JOKYMEHTAMEN B OpraHu3alnu.

7. KouTpons B uHGpOpMAIMOHHO-TOKYMEHTAITMOHHOM MEHEKMEHTE.

8. [epcriekTUBHBIE HAIIpaBiIeHUs pa3BUTHI HPOPMAIIMOHHOTO MEHEKMEHTA

0. Hcropudueckuii actiekt pa3Butus MHGopManmoHHOT0 MEHEHDKMEHTA.



10.  IIpobnemsl pazButust MHGOpMAIIMOHHOTO MEHEKMEHTA.

11.  IIpumeHeHHWe aIMUHUCTPATHBHBIX, SKOHOMUYECKHUX W COUAITBHO-TICUXOJIOTHIECKAX METOJIOB
B UH(POPMALMOHHO-IOKYMEHTAITUOHHOM MEHEKMEHTE.

12. Koncantunrosslie ycinyru B chpepe MHpopMalinoHHOr0 MEHEI)KMEHTA.

13.  IIpob6nemsl onpenenenus 3¢ hekTuBHOCTH MeporpuiaTuii B chepe MnpopmanoHHOro
MEHE[KMEHTA.

KoHnTpoJibHbIe BONPOCHI M 321aHUS JIs1 TPOMEKYTOYHOM aTTeCTAIMHU [0 UTOraM OCBOEHHUSA
AUCHUILINHBI

1. CBs13p UHGOPMALIMOHHOTO MEHEIPKMEHTA U YIPABIEHUS JOKYMEHTAMH B OpraHU3al1u.

2. [IpeanocelIku BO3SHUKHOBEHHS HH(OPMAIIMOHHOTO MEHEKMEHTA.

3. OcHoOBHbIE OIXObI K ONPEIEIICHUIO MOHITUS «MTHPOPMAIIMOHHBIN MEHETKMEHT»

4. PazButue nadopmaiioHHoro MesepKkMenTa B Poceunn.

5. [IpeameT nHGOPMAITMOHHOTO MEHEPKMEHTA.

6. WNHudopmManoHHbII MEHEKMEHT KaK 4acTh CUCTEMBI YIIPABICHHS OpraHn3aluei.

7. Crpaternueckuii 1 onepaTuBHbIN HHOOPMALIMOHHBIA MEHEIKMEHT.

8. HndopmanronHas HHPPaCTPyKTypa OpraHu3aiuu

0. Hens u 3amaun nHGOPMAIIMOHHOTO MEHEPKMEHTA.

10.  ®yHkuuu MHGOPMAITMOHHOTO MEHEKMEHTA

11.  Crpykrypa nH()OpMaLMOHHOIO MEHE)KMEHTA U €€ BIUSHUE Ha OPraHU3alMOHHYIO CTPYKTYPY
CUCTEMBI YIIPaBJICHHUS.

12.  Jlugupyrouiasi pojib pyKOBOJACTBA B 00ecrieyeHNH (PyHKIIMOHUPOBAHUS NHPOPMALTUOHHOTO

MEHEIPKMEHTa B OPTaHU3aLINH.
13. TunoBoii cocTaB MoOAPa3ACICHUN OpraHu3alliy, 00eCTIeUnBAONINX (PYHKIIMOHUPOBAHKE
MH(POPMALIMOHHOTO MEHEKMEHTA.

14. OcHOBHbIE TUIIBI OPraHU3ALUOHHBIX CTPYKTYP, UCIOJIB3YIOIIUX METO/I0JIOTHI0 HH(POPMAIIMOHHOTO
MEHEPKMEHTA B YIIPaBJICHUU.

15. TlonsiTie u BUIBI HHPOPMAIIMOHHBIX PECYPCOB.

16. JlokymeHTabHbIN (OHI OpraHu3anuy Kak HH(HOPMAIIMOHHBIN pecypc.

17. ApxuBHBIIM QOH]T OpraHU3aIMi KaKk HHPOPMAIIMOHHBIN pecypc.

18. ba3bl 1aHHBIX B OpraHU3aLMU: TUIIOBOM COCTAB, IPUHIUIIBI OpraHU3alui HHPOPMAIIUH.

19. OcHOBHBIE 3Talnbl KU3HEHHOTO 1IMKJIA JOKYMEHTHPOBAaHHOW HH(OpMALINH.

20. Teopus u rpaduueckasi MOAeIb KOHTUHYYMa JOKYMEHTOB.

21. KopriopatuBHble cucTeMbl HH()OPMALIMOHHOTO MEHEIKMEHTA.

22. CucreMsl 3JIEKTPOHHOTO IOKYyMEHTO000poTA.

23. BeiOop 1 BHeApeHUE HHPOPMAIIMOHHBIX CUCTEM.

24. Dranbl BHEAPEHUS TPOSKTOB ONTUMHU3ALMH HH(POPMALIMOHHO-TOKYMEHTALMOHHOT0 00eceueH s
yIpaBIEHUS.

25. Pa3BuTHe 3aKOHOAATENBHOM U HOPMATUBHO-METOAMYECKON 6a3bl HH(POPMAITMOHHOTO
MEHEI)KMEHTA.

6. YueOHo-MeTOAUYecKOe U MHPOPMAIHOHHOE o0ecTiedeHne TN CIUTTUHbI
6.1 Cnucoxk HCTOYHHUKOB M JINTEPATYpPbl

Jlureparypa
OcHoOBHas

1. Jlapun M.B., CypoBuea H.I'., TepeutrbeBa E.B., fuxoBas B.®D. VYmnpasnenue
JOKYMEHTaMH B IU(POBOIT IKOHOMHKE: OpTaHU3aIMsl, peraamMenTanys, peanusamus. M.: PITY, 2021.
242 c.
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2. Jlapun M. B. MHdopmarmonHoe obecrieueHue ynpaBieHus [IIEKTPOHHBINA pecypc] :
ydyebHoe mocobwue / Jlapua Muxann BacunseBuu; M. B. Jlapun ; [M-Bo oOpa3zoBanusi u Hayku Poc.
®enepanun, Penep. roc. OwKeTHOEe 00pa3oBaT. yupexkJeHHe BbIcII. oOpaszoBanus "Poc. roc.
rYMaHUTapHbIil yH-T"]. - OnekTpoH. jgaH. - MockBa : PITY, 2018. - 278, [1] c. - Pexum
nmoctyna : http://elib.lib.rsuh.ru/elib/000012473

3. I'punbepr A.C., Koponp N.A. HpopManmoHHbI MeHEeIKMEHT: Yueb. mocodue uist
By30B. M. : JOHUTU-JJAHA,2017. 415 c.
4. I'punbepr  Anaronmuii  ConomoHoBuy. WHdopMmanuoHHBIH  MEHEIXMEHT. - 1.

- [Onexrponnsiii pecypc] Mocksa : U3narenscrso "FOHUTU-ITAHA", 2015. - 415 c. - ISBN 5-238-
00614-4. Ccputka Ha pecypce:  http://znanium.com/go.php?id=872151

JlomonHuTENbHAS

1. Uapopmanmonnsiii Mmenemkment / [lon nayd. pen. H.M. A6aukeeBa. - M.: UHOPA-M,
2009. - 400 c. http://znanium.com/catalog/product/182722

2. Undopmanvonnsiii  mMeHemxmeHT: Yuebnuk / H.M.AOmukees, B.W.bonnapenko,
A I Kucenes; Ilon nayuy. pen. H.M.AbGmukees - M.. HUI[ HUHOPA-M, 2014. - 400 c.:
http://znanium.com/catalog/product/429111

3. Undopmarnmonnsiii MeHekMeHT / [Ipeobpaxenckas T.B. - HoBocubupck :HI'TVY, 2011. -
244 c. http://znanium.com/catalog/product/556720

4. ndopMallMOHHbII MEHEPKMEHT. MeToJMuecKue yKa3aHus 10 BBIITOJHEHUIO KOHTPOJIbHBIX
pador/ AJL Diimuc, C.A. IlerpoBa. - Mocksa : HUI[ HHOPA-M, 2015. - 35 c.
http://znanium.com/catalog/product/508980

5. 3aroHckuit  Anzapeit Bnagumuposuu. HWHpopmannoHHBIE TEXHOJIOIMM: pa3paboTka
MH(POPMALIMOHHBIX MOJIeNIel U cucTeM [DIIeKTpOHHBIN pecypc] : yueOHoe mocodue / A. B. 3aToHCKHIA.
- Mockaa: PUOP: Nudpa-M, 2014. - 344 c.
http://znanium.com/go.php?1d=400563

6. MupopMalinoHHbIE TEXHOJIOTUU B SKOHOMHUKE U yIpaBieHuu B 2 4. Yactp | : yueOHUK 11
cpenHero mpodeccuoHnanbHoro obpazoBanus /| B. B. Tpodumos [u nmp.] ; mon penmakuueir B. B.
TpodumoBa. — 3-e u3zz., nepepad. u non. — Mocksa : MU3narensctBo FOpaiit, 2019. — 269 ¢. —
urait.ru/book/informacionnye-tehnologii-v-ekonomike-i-upravlenii-v-2-ch-chast-1-442381

7. YrpasieHue mpoekTamMu (TIPOSKTHBIA MEHEKMEHT) : yueOHoe mocooue / I'.A. Tloramesa. —

Mocksa : UTHOPA-M, 2020. — 224 c. http://znanium.com/catalog/product/1055100

6.2 IlepeyeHb pecypcoB HH(POPMANIMOHHO-TEJIEKOMMYHUKALMOHHOM ceTH « UHTEepHET».

HarnmonanwsHas anmekrponHas 6udmuoreka (HOB) www.rusneb.ru
ELibrary.ru Hayunas snekrponnas 6ubnuoreka www.elibrary.ru
OnexrponHas oubnuoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccuonanbubie 6a3bl JAHHBIX 1 HHPOPMAMOHHO-CIIPABOYHbIE CHCTEMBI
Joctyn k npodeccroHanbHbIM 6a3am naHHbIX: https:/liber.rsuh.ru/ru/bases

WHpopmanoHHbIe CIIPABOYHbIE CUCTEMBI:
1. Koncynsrant [lmroc


http://elib.lib.rsuh.ru/elib/000012473
%20http://znanium.com/go.php?id=872151
http://znanium.com/catalog/product/182722
http://znanium.com/catalog/product/429111
http://znanium.com/catalog/product/556720
http://znanium.com/catalog/product/508980
http://znanium.com/go.php?id=400563
http://znanium.com/go.php?id=400563
http://znanium.com/catalog/product/1055100
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2. Tapanr

7. MaTepua/IbHO-TeXHHYECKOe o0ecreyeHue JUCIUIITHHbI

Hns  obecrneueHuss  TUCHUIUIMHBI — HUCHOJB3yeTCsl  MaTepualbHO-TEXHUYecKas  0aza
00pa3oBaTeIbHOTO YUPEXKICHHS: yUeOHbIE ayJUTOpPWH, OCHAIIEHHBIE KOMITBIOTEPOM M IPOEKTOPOM
JUTSL IEMOHCTpAINH YYeOHBIX MaTePHATIOB.

CoctaB nporpaMMHOro 00ecrieueHHs:

Ilpu nposedenuu 3auamuti 6e3 cneyuanvrozo 110 (moavko demoncmpayus npesenmayuii, nn.3-9
HeobXo0UMo yoanumy)

1. Windows

2. Microsoft Office

3. Kaspersky Endpoint Security

[IpodeccrnonanbHble MOJIHOTEKCTOBBIE 0a3bl JAHHBIX:

HarmonanwsHas snexktponHas 6ubnunoreka (HOb) www.rusneb.ru
ELibrary.ru Hayunas snexktponHas 6ubanoreka www.elibrary.ru
OnexTtponHas 6ubnuoreka Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

XN R =

WNHupopmalinoHHbIE CLIPAaBOYHBIE CUCTEMBI:
3. Koncynsranr ITnroc
4. Tapanr

8. O0ecneuenne 00pa3oBaTEJBLHOIO MPOLECCa VIS JIML ¢ OTPAHHYCHHBIMHU BO3MOKHOCTSIMHA
310POBbSI U HHBAJIH/I0B

B xonme peamuzanuy JUCHMIUIMHBL HCIOJIB3YIOTCS CIEAYIOLIUE JONOJHUTENIbHbIE METOMbI
0o0yueHMsI, TEKYyLIero KOHTPOJS YCHEBAa€MOCTH M TNPOMEXYTOYHOM aTTecTalud OO0ydarolmuxcs B
3aBHCUMOCTH OT WX WHAMBHIYaJIbHBIX 0COOCHHOCTEH:

® sl CIeNbIX M CHAa0OBUAALIMX: JEKIMHU OQOPMIAIOTCS B BHUJE 3JEKTPOHHOTO JOKYMEHTa,
JIOCTYITHOTO C MOMOUIbI0 KOMIIBIOTEPA CO CHELMATU3UPOBAHHBIM MPOTPAMMHBIM 00€CIIEUEHHEM;
IIMCbMEHHBIE 33JaHMsI BBIIOJHAIOTCS HAa KOMIIBIOTEPE CO CHEUUAIM3MPOBAHHBIM IPOrPaMMHBIM
o0ecrieueHHEeM WM MOTYT OBITh 3aMEHEHBl YCTHBIM OTBETOM; OOECIIeUMBACTCS HHIMBHIYaTbHOE
paBHOMepHOe ocBelieHue He MeHee 300 JtoKC; A7 BBINOJHEHMS 3aJaHusl MPU HEOOXOAMMOCTH
IIPEIOCTABIIAECTCS YBEJIMUMBAIOIIEE YCTPONCTBO; BO3MOMKHO TAaKXE HCIOJb30BaHUE COOCTBEHHBIX
YBEJIMYMBAIOLIUX YCTPONUCTB; MUCHbMEHHBIE 3a/laHHsI O()OPMIISIFOTCS YBEIUYEHHBIM MIPU(TOM; 3K3aMeH
¥ 324€T MPOBOASATCS B YCTHOM ()OpPME MIIM BBITIOJHSIOTCS B MMCBbMEHHOM (hOpME Ha KOMITBIOTEPE.

® ISl TIYXUX U caa0oCHbIIIAIMX: JEKIUH O(QOPMIISIIOTCA B BUAE 3JIEKTPOHHOIO JOKYMEHTa,
aub0o  mIpenocTaBiseTcsl  3BYKOYCWIMBAIOLIas — ammaparypa HMHIUBUAYaJbHOTO  IOJIb30BAHMUS;
IUCbMEHHBIE 33JaHUsl BBINOJHAIOTCS Ha KOMIIBIOTEpE B NHUCBMEHHOH (opme; 3K3aMeH U 3a4ér
MPOBOJISTCS B MUCHbMEHHOM (hOpME Ha KOMITBIOTEPE; BO3MOXKHO IIPOBEICHUE B (DOpME TECTHPOBAHUSI.

® ISl JIML C HAPYUIEHUSMHU OINOPHO-ABUIaTEeNbHOIO ammapata: JEKUUH O(OpMIISIOTCS B BUJE
AJIEKTPOHHOI'O JOKYMEHTa, JOCTYIHOIO C IIOMOIIBIO KOMIBIOTEPA CO CIEHUAIU3UPOBAHHBIM
IpOrpaMMHBIM ~ OOecrieueHHeM; IHUCbMEHHbIE 3a/laHusl  BBINOJHSIOTCS Ha KOMIIBIOTEpE CO
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CIEeLMAIM3UPOBAHHBIM MPOTPaMMHBIM 00eCIIeueHUeM; IK3aMeH U 3auT MPOBOJATCS B YCTHOH (hopme
WA BBITIOJTHSIOTCS B MTMCBMEHHOM (hopMe Ha KOMITBIOTEpE.

ITpu HEOOXOIMMOCTH MpelyCMaTPUBACTCS YBEIMYCHUE BPEMEHH I TOJArOTOBKH OTBETA.

[Tporierypa mpoBeneHHUsS MPOMEKYTOYHOW aTTECTAIlMH JUIs O0yYarOIIUXCS yCTaHABIMBACTCS C
y4€TOM MX MHIUBHIYAJTbHBIX NcUXopu3nueckux ocoOeHHOCTeH. [IpoMexyTouHast aTrecTanus MOXKeT
MIPOBOJIUTHCS B HECKOJIBKO ITAIIOB.

[Ipu mnpoBeneHNMH MpPOIEIYphl OLEHUBAHHUA pPE3YyJIbTaTOB OOyUYeHHs MpeayCcMaTpUBacTCA
WCTIOJIb30BaHUE TEXHUYECKUX CPEICTB, HEOOXOIMMBIX B CBSI3U C MHIMBHIYaTbHBIMH OCOOCHHOCTSIMHU
oOyyaromuxcs. OTH CpPeACTBA MOTYT OBbITb IPENOCTABICHbl YHUBEPCUTETOM, MIM MOTYT
HCTIOJIB30BATHCSI COOCTBEHHBIE TEXHHUYECKHE CPEIICTBA.

[TpoBenenue mpoueaypsl OLIEHUBAHUS PEe3yJIbTaTOB OOYUYEHMS JOIYyCKAeTCsl ¢ MCIOJIb30BaHUEM
JVICTaHITMOHHBIX 00pPa30BaTENBHBIX TEXHOJIOTHHA.

ObecneunBaeTcs AOCTYN K HH(GOpPMAIMOHHBIM U OubnmorpaduyeckuM pecypcam B CETH
WuTepHeT 1 Kakaoro odydaronierocs B popMax, alaiTHPOBAHHBIX K OTPAHUYCHUSM UX 3I0POBbS U
BOCTIPHUATHS HHPOPMALIUU:

® I clemblX M ClIa0OBUASIIMX: B Ie4yaTHOM (opMme YBETUYEeHHbIM IipudToMm, B (opme
3JIEKTPOHHOT'O IOKyMEHTa, B (hopMme ayanodaiina.

® JIsl TITYXHMX U CJIa0OoCTbIIIAIINX: B TIeyaTHOU popme, B (hopMe ANEKTPOHHOIO JJOKYMEHTA.

® U1 00y4aloIIUXCs ¢ HApYIIEHUSIMH OTMIOPHO-BUTATEILHOTO anmnapaTa: B ne4atHoi ¢opme, B
(dbopme EeKTPOHHOTO TOKYMEHTa, B (popme aynuodaiina.

VY4eOHble ayIUTOpUU JAJisi BCEX BHUJOB KOHTAKTHOM M CaMOCTOSITENIbBHOM paboThl, HayuyHas
OubsimoTeka M UHBIE TNOMELIEHHUs Ui OOY4YEeHHs OCHAILEHBl CIEUAIbHBIM O0OPYAOBAaHHUEM U
y4eOHBIMU MECTaMH C TEXHUUYECKUMHU CPEJICTBAMU O0yUEHUS:

® IS CHENbIX U CIa0OBUJAIINX: YCTPOWCTBOM JUI CKAaHUPOBAHMS U YTEHUs ¢ Kamepoil SARA
CE; nucnineem bpaiing PAC Mate 20; npuntepom bpaitnig EmBraille ViewPlus;

® Il DIIyXUX M ClIa0OCTBIIIANIMX: aBTOMATH3MPOBAHHBIM pPabOYUM MECTOM Ul JIIOJeH C
HapyLIEHUEM CiIyXa U cIa0O0CIbIIalNX; aKyCTHUECKHN YCUIIUTENb U KOJIOHKH;

® 111 OOy4YaroUMXCs C HapyUICHUSMH OINOPHO-JABUraTeIbHOIO ammapara: IepeABHKHBIMHU,
perynupyeMbpiMu dproHoMuueckumu mapramMmu CHU-1; KOMOBIOTEpHON TEXHUKOW CO CHEIHAIbHBIM
POTrpaMMHBIM 00€CTIeUeHHEM.

9. MeToanueckue MaTepuabl

9.1 Iliianbl ceMMHAPCKUX/ MPAKTHYECKUX/ 1a00pPaTOPHBIX 3aHATHIM

Paznen 1. I/IHq)OpMaHI/IOHHblﬁ MEHCIKMEHT: IOHATHEC U UCTOPUSI BOSHUKHOBECHHUSA

Tema cemunapa: udopmarimoHHbiii MEHEDKMEHT: TTOHSATHE U UCTOPUS BOSHUKHOBEHHS
KoHTpoabHbIE BOPOCHI:

I. PaccMoTpeTs  TOHATHS ~ «MEHEKMEHT»,  «UH(POPMALMOHHBIA  MEHEIKMEHTY,
«JIOKYMEHTAllUOHHBI ~ MEHEI)KMEHT»,  «YIpaBJI€HUE JOKYMEHTALME», <«JIOKYMEHTAallMOHHOE
oOecrneyeHne ynpapiaeHUs» U YCTAHOBUTH CBSI3U MEX]ly HUMHU.

2. Bo3HUKHOBEHHE M pa3BUTHE MH(DOPMAIMOHHOTO OOIIEeCTBa, POCT 00BEMOB HH(POPMAIH B
YIIPaBJICHUH.

3. ChopmynupyiiTe BBIBOJ 10 UTOTaM U3YUYECHHS

Paspnea 2. [lpeamer, nesnu, 3a1a4m, OCHOBHbIE (PYHKIIMM HH(POPMALMOHHOT0 MEHEAKMEHTA B
OpraHu3auuu

Tema cemunapa: Pa3paboTka Moaenu nHHOpMaIMOHHON HH(PPACTPYKTYphl OpraHU3aluu
KoHTpoabHbIE BOPOCHI:
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[Toctpoenne monenu uHboOpMaNMOHHAA WHPACTPYKTypa opraHuzauuu (MH(OpMaIMOHHBIC
CUCTeMbI, HWH(OPMALIMOHHBIE PECypChl, TEXHUYECKHE CpEACTBAa YMPaBIEHHs), COOTBETCTBYIOIEH
OCHOBHBIM  (PyHKIMSAM HMH(OPMAIIMOHHOTO MEHEKMEHTa I10 IJJAaHUPOBAHUIO, OpraHU3alluy,
MOTHBAITH U KOHTPOJIIO YIPaBJICHUs MHPOPMAIUEeH U JOKyMEHTAIMel B OpraHU3allHH.

Pa3zpnen 3. Tunosiorusi OpraHu3aliuOHHbIX CTPYKTYP HH(POPMALMOHHOI0 MEHEIKMEHTA

Tema cemunapa: IIpoekTHpoBaHUE CTPYKTYpbl CIY>KObl HHPOPMAIMOHHO-TOKYMEHTALHOHHOIO
obecrieyeHrs: OpraHu3aiy (0 KOHKPETHBIM UCXOHBIM JTAHHBIM)
KoHTpoabHBIE BONPOCHI:

1. KakumMu JOKyMEHTaMH pErJIaMeHTHUPYETCs JesTeIbHOCTh CIIy>)KObl HH(POPMALUOHHO-
JOKYMCHTAlIHOHHOT' O obOecrieueHus opraHu3anyvu.

2. Kakue GpyHKUIMHU M 33Jja4d BO3JIATaloTCs Ha CIIy:KO0y MHPOPMALMOHHO-JOKYMEHTAIHOHHOTO
oOecreyeHust OpraHu3aluy.

3. Kakoe MecTo ciyx6a nH(GOpMaMOHHO-TOKYMEHTALMOHHOT0 00ecreueH s MOXKET 3aHUMAaTh
B CTPYKTYpPE OpTraHU3aIUH.

4. Kakue QaxkTopbl BIHAIOT HA CTPYKTYPY M UHUCICHHOCTb COTPYIHHUKOB CIYXOBI
MH(}OPMaLMOHHO-T0KYMEHTAIIMOHHOTO 00ecTIeueHusl.

Pasznen 4. UnTerpauust uHGOPMANMOHHBIX M JOKYMEHTAIMOHHBIX (B T.4. apXMBHBIX) PecypcoB
OpraHu3auuu

Tema cemunHapa: Pa3paboTka cxembl IABMKEHUS HH(POPMALMOHHO-JOKYMEHTALMOHHBIX MOTOKOB B
opraHusanuvu (HO KOHKPCTHBIM MCXOJHBIM I[aHHI)IM)
KoHTpoJibHBIE BONIPOCHI:
1. OnumuTe OCHOBHBIE 3TaIbl dKU3HEHHOTO 1IMKJIA JOKYMEHTUPOBAaHHOW HH(OpMALINH.
2. Ot kakux (aKkTOPOB 3aBUCUT pa3pabOTKa MaplIpyTa ABMKEHUS JOKYMEHTA B OpraHU3alHH.
3. Pazpaborath cxemMy JBMXKEHHMS HH(OPMALMOHHO-IOKYMEHTAI[MOHHBIX IIOTOKOB B
OpraHu3aiuy (A5 BXOAALINX, UCXOASIIUX U BHYTPEHHHUX T0KYMEHTOB).

Paspnea S. IIpoekTupoBanue u BHeApeHUue cucTeM HHGOPMAILHOHHOI0 MEHEKMEeHTA

Tema  cemmHapa: Pacuer  9SKOHOMHYECKOM  A(PQPEKTUBHOCTM  NPOEKTOB  ONTHUMHU3ALUU
WHpopMalinoHHOT0 MEHEI)KMEHTA (110 KOHKPETHBIM UCXOIHBIM TAHHBIM)
KoHnTpo/ibHBIE BOPOCHI:
1. B 4eM coCTOUT CyTh MPOEKTOB onTUMU3aiu H(MOpMaIIMOHHOTO MEHEKMEHTA.
2. Kakue nokasareny y4YuThIBAIOTCS MIPHU pacyeTe SJKOHOMHUYECKON A(PPEKTUBHOCTH MIPOESKTOB.
3. KakoBbI psiMbIe M KOCBEHHBIE TIOKa3aTeNN YPPEKTHBHOCTH MTPOESKTOB.

Pasznen 6. OneIT N MNEPCHECKTUBLI Pa3BUTUA PIH(l)OpMaIII/IOHHOFO MeHea:xMeHTa B Poccun

Tema cemmHapa: V3ydeHHe BO3MOKHOCTEH ayTCOpPCHHTa B HH(OPMAIIMOHHO-TOKYMEHTAIIMOHHOM
obecreyeHu
KoHTpoJibHbIE BONPOCHI:

1. KakoBbI OCHOBHBIE ITPOOJIEMBI B pa3BUTHH MHDOPMAIIMOHHOIO MEHEPKMEHTA.

2. B yem cocToHT CyTh ayTCOPCHHTA, €TO BHIBI.

3. Kakue yciayrm W Ha KakKMX YCJIOBUSX IMPEIUIarar0T OpPraHMU3allid, 3aHUMAIONIHECs
ayTCOPCHUHTOM B 00JacTH WH()OPMAIIMOHHO-I0KYMEHTAI[HOHHOTO 00CCTICUeHUSI.

9.2 MeTtoanuyeckue peKOMeHAAIUH M0 MOAr0TOBKE MUCbMEHHBIX PadoT
Bun camocrosTensHO# paboThl: MOATOTOBKA pedepara.
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[TonroroBka pedepara MO3BONSIET 3aKPENUTh TEOPETHUECKUE 3HAHUSA IO JAUCHUILIUHE,
PUOOPECTH HABBIKM CaMOCTOSTEIBHOIO YIIyOJIEHHOTO M3yuYeHUs OJHOTO U3 pasnenoB Kypca. Ilpu
NOJArOTOBKE  pedepara CTyACHTHl MOJIY4YarOT HABBIKM M yMeHHE paboTaTh C HMCTOYHHKAMH U
JUTEpaTypoi, aHANU3UPOBaTh (aKThl U JaHHbIE CHEIMAIBLHOW JUTEpaTyphl, U3JIarath MPOYUTAHHOE
COBPEMEHHBIM POPECCHOHATIBHBIM SI3BIKOM.

Pedepar momkeH ObITh OPOpPMIIEH B COOTBETCTBUU C TPEOOBAHHSMH, MPEIBABISIEMBIMH K
MOJITOTOBKE U 0()OPMIICHUIO HAYYHBIX padoOT.

Pedepar Brirouaer:

- TUTYJIBHBIN JIUCT;

- OTJIaBJICHHUE;

- BBE/ICHHUE;

- OCHOBHYIO 4acTb (TEMaTHYECKUE Pa3/AEebl);

- 3aKJIFOYEHHUE;

- CIIMCOK MCMOJIb30BaHHBIX HCTOYHUKOB U JIUTEPATYPBHI.

O6wem pedepara - 15-20 ctpanun Tekcra (mpu Habope uepe3 1,5 uHTepBasia U paszmepe
mpugra 13-14). Pedepar numercs Ha OIHON CTOpOHE cTaHAapTHOro jucta Oymaru ¢opmara A4
(210x197Mm).

Crpanuubl pedepara HyMmepyroTcss apabckumu LudpamMu Ha BepXHEM IOjJe JUCTa, 0Oe3
KaBbIUeK, J1e(pUCOB U APYTUX 3HAKOB MpeNnuHaHUsA. TUTYJIBHBIN JUCT U OIVIaBJICHUE HE HYMEPYIOT, HO
BKJIFOYAIOT B 00muii 00beM pedepara.

HayuHo-cnipaBouHbIil anmapar pedepaTa BKIIOYAET CIHMCOK HMCTOYHHUKOB W JIMTEPATYpPhl U
MOJICTPOYHbIE CHOCKU. [loACTpOUHBIE CHOCKHM MCHOJB3YIOTCS BO BCEX CIIy4asX LIUTUPOBAHUS B TEKCTE
pedepaTa MpaBOBBIX aKTOB, JOKYMEHTOB, IMPOU3BEJCHUN aBTOPOB MOHOrpaduii, cratei, yueOHHKOB,
y4eOHBIX TOCOOMI, a TaKKe IMPU LUTUPOBAHUU CTaHIAPTHBIX OIPE/IeIeHUI TEPMUHOB U MOHATH. Bee
npuBOAMMBIE B pedepate ¢axTbl, HU(PBI, aTbl, KOHKPETHbIE JAHHBIC TAKXKE JOJKHBI OBITh
MOJITBEP KIEHBI [TOICTPOYHBIMU CHOCKAMH.

CHOCKM HYMEpYIOT B Ipeieax OAHOM CTpaHuIbl apaOCKUMHU U(PpaMH, TEKCT CHOCKH pa3MellatoT
MOJ OCJEAHEN CTPOKOM TEKCTa



