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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

[IK-3 ToroB Kk cCTpaTermyeckomMy ILJIAHUPOBAHUIO, OpraHU3alUM, MTPOEKTHUPOBAHUIO, ONTHUMHU3AINH,
MOJICpHHU3AIIMH 1 HOPMATHBHO-TIPABOBOMY OOCCIIEYCHHIO OMOINOTEUHO-UHPOPMAITMOHHON IeATeITHOCTH

1.2 Tumbl 3amad mpodecCHOHATBHOW JEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax
OCBOCHHUS JUCIUILTUHBL:
- OpPraHU3aLMOHHO-YIIPABICHYECKUN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIbHOCTH B
chepax: 06 Cps3p, MHGOPMAIIMOHHBIE ¥ KOMMYHHUKAIIMOHHBIC TEXHOJOTHH (B cdepe NMPOEeKTHUPOBaHMUS,
pa3paboOTKu, BHEAPEHUS U OKCIUTyaTallud HH()OPMALMOHHBIX CHCTEM, YIPABICHUS UX JKU3HEHHBIM
nukiom), 07 AIMUHUCTpAaTUBHO-YIIpaBiIeHYECKass U oucHas NeaTelbHOCTh (B cdepax: yperyaupoBaHUs
MOJUTHYECKUX KOHQUIMKTOB W CIOPOB C TMOMOIIbIO MPOLEAYPbl MEAMALNU; aIMUHUCTPUPOBAHUS
B3aMMOOTHOIIICHUH MEXIy OpraHaMH TOCYIapCTBEHHOW BJAcCTH, oOpraHu3anuii cdepbl OuzHeca u
OOIIECTBEHHBIX OpPraHMU3allNi; MOJUTHKO-YIIPABICHYECKOW JEATENbHOCTH B TMOJIUTHYECKHX MapTHSX,
MEXIYHApOIHBIX  OpPraHM3alMsX, OOLIECTBEHHBIX MHCTUTYTaX, CyObEeKTaXx SKOHOMHUYECKOH H
o0pa3oBaTebHON AEATEIbHOCTH; OPTaHU3AIMOHHOTO W JOKYMEHTAIIMOHHOTO OOECIeUeHHUs YTpaBICHUS
OpraHU3aIHEeH )

1.4 B pesynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaroIMXCsl TOJKHBI ObITH CHOPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE Kon n HanmeHnoBaHue
(hyHKUMY / TPYAOBBIC komrieteHimu @I'OC BO,
(GbyHKUMY / TPYyZOBBIC U HEOOXOIMMOM ISt .
WHauKkaTophl TOCTHKEHUS KOMITETSHITUI
npodeccroHaIbHbIC (hopMHpOBaHUS TPYAOBOTO
JeicTBYsl (IPU HATMYUHT WK IpoecCHOHATBHOTO
npodcranaapra) nefcTBUS

- C YnpasneHnue IIK-3 T'oToB K Pa3zpabareiBacT 1 MpUMEHSIET JIOKAJIBHBIC MPABOBHIE aKThHI
(MeHEeKMEHT) CTPaTEeTHICCKOMY OMOIMOTEeKHN
nH(OPMAITIOHHBIMH TJIAaHUPOBAHUIO,
pecypcamu OpTraHM3aINH,

- C/02.6 YnpasieHue MIPOEKTHPOBAHHUIO,
nH(popMaImen u3 ONITHMU3AIINH,
Pa3IMYHBIX ICTOYHUKOB MOJIEPHU3AINN U

-D HOPMaTHUBHO-IIPABOBOMY
HNudopmarmorHo-aHATUTHY |00€CTICUCHUTO
ecKasi i OuOIMOTeYHO-NH(OPMAIIHO
OpTraHMU3aIIMOHHO-aIMUHUCT |HHOM JeSTeNbHOCTH
paTuBHAS MOACPKKA
JEeSITebHOCTH
PYKOBOAMTENS OpTaHU3allnU

- D/02.6 Ananu3
nH(OpPMAINH U TTOATOTOBKA
WH(pOPMAITMOHHO-aHATUTHY
€CKHUX MaTepHajoB

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBs3eH JAWUCIMIIINH, OGCCHG‘-II/IBaIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

[IK-3 ToTroB K CTpaTreruyeckoMy ILJITAaHUPOBAHUIO, OpraHU3allid, MNPOCKTUPOBAHUIO,
ONTHMU3ALINH, MOJIEpHU3AINH u HOPMaTHBHO-IIPABOBOMY o0ecreyeHnIo
OnOIMOTeYHO-UH(POPMAITMOHHON IEATETLHOCTH

Ne HaumenoBanue ®opma
n/m JIMCITUILINH, o0yueHus




OIpeAcIAIOmUuX 3aou”as
MEXIAMCLMIUIMHAPHBIC | (cemecTp)
CBSI3U 21314

1| ABTOpCKOE MpaBo B +
OoubmuoTexe

2 |BayTpennmii +
MapKETHHT

3 [Mudopmanronnoe +
npaBo

4 |MapKeTHHTOBBIC +
TEXHOJIOTHHU B
OuoIMoTEeKE

5 [MeHemKMEHT +
KadyecTBa B
onoIMoTeKe

6 |Hayuno-uccnenoBaren +
bCKasl MPAKTHUKA

7|ITpaBoBoe +
peryiaupoBaHue
HUHTEIUICKTYaTbHOU
COOCTBEHHOCTHU

8 |[IpoexTHas +
JesITeIbHOCTD
OoubnuoTeyHO-uHGHOPM
AI[MOHHBIX
YUpEXKISHUH

9 |Cranpapruzanus +
oubnuoTeyHO-uHGHOPM
AI[MOHHOM
JeSITeIbHOCTH

10| Yuebnas nmpakTHKa 1Mo +
MOJTY4YEHUIO
HEPBUYHBIX
poheCCHOHATTLHBIX
YMEHHH U OIBITA
npoheCcCHOHATTLHOU
JeSITeIbHOCTH

2. Mecto nucunmiimabl B cTpykrype OII marucrparypsi:

HNuctunmaa  «HopmaruBHO-TIpaBoBOoe  oOecriedeHre OUOIMOTEYHO-UH(DOPMAIIMOHHON  ACSATEIHHOCTH
OTHOCHTCSI K 4acTH, popMuUpyeMoii ydacTHUKaMH 00pa30BaTeIbHBIX OTHOIICHUH, yueOHoro maHa OIl mo
HarpaBiaeHuIo moaroToBku 51.04.06 - bubnuoreuno-uHGOpMaMOHHAS JEATETLHOCTb.

HNuctunmaa  «HopmatuBHO-TIpaBoBOe  oOecriedeHre OUOIMOTEYHO-UH(DOPMAIIMOHHON  ACSATEIHHOCTH
n3ydaercs B 3 ceMecTpe.

3.00beM U coep:kaHMe TUCHUILUTHHBI
3.1.00beM QUCIUILUIMHEL: 2 3.€.
3aounas: 2 3.e.

Bun yueOHo# paboTh 3aounas
(Bcero 4yacoB)
O0mast Tpy10éMKOCTb TUCHUILIHHBI 72
KonrakTHast pabora 18
Jlexmmm (JIextmm) 8
[Tpaktuueckue (Ilpakt. pad.) 10




CamocrosrenbHas padota (CP) 50

3auer 4

3.2.ConepxaHue Kypca:

Ne Ha3zBanue Bun yuebHoli | DopMbI TEKYIIETO
TEMBI paszena/TeMsbl pabotsl, yac. KOHTPOJIS
Jlex |IIpa| CP
LIMH | KT.
pao.
31313
3 cemectp

1 HopmartusHo-1paBo TECTUPOBAHUE
Bas Oa3za
yIpaBlIeHUsS > 12 |10
OonbamoreyHo-uHMPO
PMaIMOHHOMN
NeSITENIbHOCTHIO

2 JIOKyMEHT Kak TECTUPOBaHUE
HOCHTEIIb § > 12 |10
yIpaBIeHYECKON
uHpOpMaLIUH.

3 Opranuzanus peuieHue
paboThI ¢ CUTALIMOHHBIX 3a/1a4
YIIPABJICHYECKUMU 1 2 |10
JOKYMEHTaMH B
oubnuorexe.

4 TexHonorus [ToaroroBka
CO3JaHUS IIEKTPOHHON
JIOKAJIBHBIX 2 2 10 MPE3EHTALUU
HOPMATHBHBIX aKTOB
B OuOIMoTeKe

5 ABTOMaTU3UPOBaHH KOHTPOJIBHBIN CPE3
bl€ TEXHOJIOTHH B BUJIE
JOKYMEHTAIL[MOHHOT WHUBUTyJIBHOTO
0 1 2 110 peueHus
obecrnieueHuUs KOHTEKCTHBIX,
yIpaBIICHUS CUTYalIMOHHBIX

3aj1a4

Tema 1. HopmaTuBHoO-ipaBoBasi 6a3a ynpasJjeHusi 0n0,1M0Te4HO-HHGOPMALMOHHOM 1eATeJbHOCTHIO
(ITK-3)

Jlexknus.
CraHOBJIEHHE TOCYAAPCTBEHHO-TIPABOBOTO PEryIUPOBaHUS OMOIMOTEUHOTO JIea B Halllel cTpaHe.
IOpunnueckuit craryc W mpaBoCcmOCOOHOCTh OuOMMoTekn. CucTteMa IOPUIUYECKOTO OO0CCIICUCHHS
CyOBEKTHO-OOBEKTHBIX OTHOIICHHM Ha (enepaqbHOM YpOBHE: KOJEKCHI, MEXOoTpacieBbie ((hOHOBBIC),
CME)XHbIE U 0a30BbIe OTPACIIEBbIC 3aKOHBI; MPO(UILHBIE HOPMATUBHO-TIPABOBBIE TIOA3aKOHHBIE JOKYMEHTHI
(yxaswl [Ipe3unenta PO, nocranosnenus [IpaButensctBa PO u mp.).
HopmatuBHO - TexHOJOrMueckas JOKyMEHTalMs (CTaHAapThl), coAepiallas TEXHUKO-TPaBOBbIE HOPMBI.
[TpodeccronanbHbIN CTaHAAPT KCIEIUAIKUCT B 00JIaCTH OMOINOTECUHO-UH(POPMAIIMOHHOMN JIESITCIIBHOCTH.
locynapcTBeHHO-HOPMAaTUBHOE  pPEryliMpoBaHHE  OMOIMOTEYHO-MH(POPMALMOHHBIX  MPOLECCOB  Ha
peruoHabHOM (CyObeKThl Defepanriv) U TEPPUTOPHATHHOM (MYyHHUITUTIATLHOM) YPOBHSIX.



BenoMcTBeHHO-OTpacaeBble  HOPMATHBHBIE Marepuaibl  (MIOCTAHOBIICHHWS, TWPHUKA3bl, WHCTPYKIIUH,
TTOJIOXKEHUSI, TUChMA U T.I1.).
BuyTpububnuoreunas (JiokaabHas) OpraHU3allMOHHO-TIPABOBAs JOKYMEHTAIIHS.
PexoMenarenbHble JOKYMEHTBI [0 OMOIMOTEUHOMY Jely KOHCYIbTaTUBHBIX MPEICTaBUTEIbHBIX OPraHOB,
00IIeCTBEHHBIX MPO(ECCHOHANBHBIX OpTraHU3ANMK M O00beIWHEHUN (KOIEKChl, MaHU(DECTHI, ACKIapaluH,
3asBIIEHUS M [Ip.), YHUGMUUUPYIOUIME TNPUHIMUMIBI OOCIYKMBaHUS I[OJIb30BaTeNied M B3auMOZEHCTBHE
O6uOIHUOTEK.

IIpakTnyeckoe 3ansATHE.
[MpodeccronanbHbIil cTaHAAPT OUOTHMOTEUHON NEATEIBHOCTH - MOJIEINb CIIEIUATNCTA OMOTHOTEYHO —
MH(POPMALMOHHOM chepbl
Bonpocs s ananusa:

1. IIpodeccronanbHbIi CTaHAAPT CIIENUATHUCTA OMOTUOTEYHO-UH(POPMAITMOHHOM IeITETbHOCTH
CYIIHOCTb, CTaTycC, Ha3HAYCHUE.

3.CtpykTypa npodecCHOHaIbHOTO CTaHAapTa

4 Tpu rpynIbl KOMIIETSHIUN: TIPOPECCHOHATBHBIX, HAATPO(ECCUOHATBHBIX (CKBO3HBIX) U KITFOUEBBIX
(6a30BbIX).

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[Tpoananu3upoBaTh peruoHaIbHOE OMOTNOTEUHOE 3aKOHOATEIbCTBO.

Tema 2. /IokyMeHT Kak HOCUTeJIb ynpaBiendeckoii ungpopmanun. (I1K-3)
Jlekumus.

3nayeHne uH(OpMaLWU, AN TPUHATHS YOPABICHUYECKUX pEIIeHUH. YMpaBieHUecKas TOKYMEHTallus:
noHsThe, HazHaueHue. OOmIas TUMONOTUYECKash XapaKTepUCTUKA YIPaBICHYECKUX JIOKYMEHTOB.
CooTHolleHne TOHATUN «HHQOpPMALUS» U «JIOKyMeHT». OrpeneieHue JOKYMEHTa B TOCYIapCTBEHHOM
cranaapre. [IpaBoBoii, ynpaBieHYECKU U UCTOPUUECKHUE aCIEKThl B OMPEACIICHUU JoKyMeHTa. [loHsiTue
«QIEKTPOHHBIN JOKYMEHT»

JlokyMeHTBI ouItnaabHbIe (CITyKeOHbIC), TUIHBIC (IEPCOHATBHBIC) M IMYHOTO MPOUCXOKICHUS.

JIOKyMEHTBI PyKOTIMCHBIE ¥ W3TOTOBJICHHBIE C MMOMOIIBI0 TEXHUUYECKUX CPEACTB. JJOKYMEHT Ha MaIllMHHOM
Hocutene. M300pasurenbHbie U rpaduyeckue TOKYMEHTHI.

IOpunuueckas cuna noxkymeHTa. TpeOGoBaHM, BIMSIOIMME HA TPUOOpETEHHE JTOKYMEHTOM FOPUAMYECKON
CUJIBL.

Paznuunble kimaccuUKaMM JTOKYMEHTOB: 1O HH(GOPMALIMOHHOM COCTaBISAIOUICH TOKYMEHTa, IO
¢dusnueckoil (MarepuanbHOI) cocTapisiomeil. Buabsl M pa3HOBUIHOCTH CITYKEOHBIX TOKYMEHTOB.

Tekcronornueckne 0COOCHHOCTH COCTABIICHUS YIIPABICHYECKUX JTOKYMEHTOB.
dopmyInsap YIpaBIEHYECKOTO JOKYMEHTa M €ro COCTaBHbIE 4YacTH (peKkBU3UTHI). [IOHATUS «PEKBU3UT
JIOKyMeHTa», «dopMyisip-oOpazen». bnanku nokymeHntoB WHOuBUAyandbHBIH U TUIIOBOM (OPMYIISIPHI.
TunoBast yHudumupoBanHas ¢opma gokymeHTa. Crnenuaiu3upoBaHHas YHHPUIIMpOBaHHas Gdopma
JTOKyMEHTa. YHU(UIIUPOBAHHBIM NOKyMEHT. [ epOoBbie OmaHKH: TpeOOBaHUS K M3TOTOBJICHHIO, XPaHCHHUIO,
MCIOJIb30BaHUIO M YHUUTOKEHUIO.
TekcThl IPOCTBIX U CIOXKHBIX JOKYMEHTOB. Ilopsiaok m3noxenust Tekcta. Jlornyeckass CTpyKTypa TEKCTa.
HenoBas nexcuka. Crangaptusanus JiIeKCMKU. HMcnonmb3oBaHue  CHHOHMMOB.  CTaHaapTu3aius
CJIOBOCOYETAHWH, MCIOJB3YEMBbIX B TEKCTaX JTOKYMEHTOB. AOOpeBHarypa M cmocoObl ee 00pa3oBaHWS.
[IpaBonucanue Ha3BaHWK yUpEkKIACHUHN, OpraHU3aIuil. JOKHOCTEH, 3BaHUN U T. 1. O(OpPMIICHHS pe3rome,
3asBJICHUN, aHKET, aBTOOHOTpaduii.
MeTtonuka penakTupoBaHUs JOKyMeHTa. TUUYHbIE OIHMOKH B SI3bIKE U CTHIIE JOKYMEHTOB.

IIpakTH4eckoe 3aHATHE.
Tumnonorus ynpapieHU€CKUX JOKYMEHTOB
HcnpaBnenue TeKcTa ¢ UCTIOIb30BAHHEM KOPPEKTYPHBIX 3HAKOB.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
CocraButh Tabnuiy "Cuctemsl JOKyMEHTAIMK B OubInoreke"



Tema 3. Opranmnzanus padoTsl ¢ ynpasjieH4eCKMMH J0KyMeHTaMu B Onbanoreke. (IIK-3)
Jlexknus.
CocTaB M XapaKTEpPUCTHKA THUIOBBIX YINPABICHUYECKUX JTOKYMEHTOB, PEIIAMEHTHPYIOIIUX JEATEIbHOCTh
OUOITMOTEKH.
bnanku noxymeHTOB. Bujpl, cocTaB pekBU3UTOB, paBmiia opopmieHus. [epOoBbie O1aHKu: TpeOOBaHHS K
M3TOTOBJIEHUIO, XPAaHEHHIO, UCIIOJIb30BAHUIO U YHUUTOXKEHHUIO.
Opranu3anuOHHO-TIPABOBBIE JIOKYMEHTHl OHOIMOTEKH - YyCTaBbl, IOJOKEHHs, INTAaTHbIE PACIUCAHMA,
MIOJIOKEHUSI O CTPYKTYPHBIX IOJPA3AEICHUAX, NOKHOCTHBIE MHCTPYKLUUHU COTPYAHHMKOB, CTPYKTypa H
LITaTHasl YUCIEHHOCTb, PETJIAMEHTHI.
PacniopsauTesbHbIE JOKYMEHTBI — IOCTAHOBJICHMS, PELIEHUs, IPUKa3bl, pacnopsbkeHus U ap. llopsaaok nx
COCTAaBJICHUS.
WNHpopMaLmOHHO-CIIPaBOYHBIE JTOKYMEHTBI — CIPABKH, aKThl, JOKJIAJHbIE U OOBSCHUTEIbHbBIE 3aIUCKH,
JOBEPEHHOCTH, CIIy’)K€OHble IMUChMA, Tesle(hOHOrpaMMBbl, TeJIerpaMMsl, (akcorpammsl. PazHoBHIHOCTH
MH(POPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB, X COCTaBJIEHUE U O(POPMIICHHUE.
[TpoToKoN Kak JOKYMEHT, COAEpKaIlMii 3alUCh XOAa OOCYXKIACHHS BONPOCOB W IMPHUHATUS PEUICHUH Ha
coOpaHmsIX, 3acelaHusX, AEJIOBbIX BcTpeuax. Buasl mpotokonos. @opmynsp nporokona. CTpyKTypa TeKcTa.
OcHoBHBIE TpeOOBaHMS K OPOPMIICHHIO ITPOTOKOIA. BhIMucKa U3 MpoToKoiIa.
Cucrtema MI1aHOBOM JAOKyMEHTAllMM OMONMOTEKH. BUIBI MIIaHOBBIX TOKYMEHTOB - IIJIaH, NEPCHEKTUBHBIN
IUIaH, Iporpamma, rpaduk, cxema. denepanbHble, OTpacieBble, TEPPUTOPHUATIBHBIC IIJIAHBI U IPOTPaMMBI.
Cucrema OTYETHOM JOKyMEHTaUMuW OMOJIMOTEKH: TIOCYIAapCTBEHHAs CTATHCTUYECKas OTYETHOCTD,
BEJIOMCTBEHHAsl OTYETHOCTb, BHYTPUYUpPEXKIEHUYECKas OTYETHOCTh. Pa3zpaboTka yHM(ULIMPOBaHHBIX (GopM
OTYETHOM NOKyMeHTanuHu. CpOKH NPEACTABIECHUS OTYETHOCTH.
IIpakTH4eckoe 3aHATHE.
[IpakTyeckoe 3aHATHE:
1. AHanu3 1aHOBO-OTYETHOM TOKYMEHTAUU OUOIHOTEKH
2. AHanu3 opraHu3alMOHHO-IIPABOBBIX JJOKYMEHTOB OMOINOTEKN
3amanus Ui caMocTosATeNIbHOM paboThl: [ToaroroBka mpe3enranuu Ha TeMy «OCOOCHHOCTH SI3bIKa U CTUIIS
CITy>K€OHOTO JOKYMEHTAa.
3ananus AJ51 CAMOCTOSITeILHOI padoThI.
IToaroroBka mpe3eHranuu Ha TeMy « OCOOEHHOCTH SI3bIKa U CTHUIIS CIIYKEOHOTO TOKYMEHTa».

Tema 4. TexH010TUA CO3IaHMS JIOKAJIbHBIX HOPMATHUBHBIX aKTOB B Ondmorexe (I1K-3)

Jlekuus.
TexHomorust co3maHusi U Pa3pabOTKH OPraHU3AMMOHHO-TIPABOBBIX JTOKYMEHTOB OMOJIMOTEKH - YCTaBBI,
MOJIOKEHUSI, IITAaTHBIE PACHUCAHUS, TMOJOXKEHUSI O CTPYKTYPHBIX TOAPA3ACIICHUSX, JOJKHOCTHBIC
WHCTPYKIUU COTPYAHUKOB, CTPYKTYpa U IITaTHAasi YUCIEHHOCTh, PETJIAMEHTHI.
CocraBiieHre pacropsiAUTENbHBIX JTOKYMEHTOB — MOCTAHOBJIECHUS, PEIICHUS, MPUKa3bl, PACTIOPSHDKCHUS U
np. TeXHONOTUsl UX COCTABIICHHUS.
TexHonorust MOATOTOBKH W O(opmiieHUS MH(POPMAMOHHO-CIIPABOYHBIX JOKYMEHTOB — CIpPaBKH, aKThI,
JOKJIaJHbIe W OOBSCHUTENbHBIC 3allUCKU, JOBEPEHHOCTH, CIy)XeOHbIe THCHMa, Tele(OHOTPAMMEI,
TeJerpaMmbl, (pakcorpamMMal.

TexHomorust co3maHusl TUTAHOBOW JOKyMeHTanuu OuoOamoreku. CTpareruvyeckuid IuiaH, OW3HEC-TUIaH,
rofI0BOM TUTaH, Tporpamma, rpaduk, cxema. denepaibHbIE, OTpaCieBbIe, TEPPUTOPUATBHBIC TIAHBI U
MIPOTPaMMBI.

TexHONOTHsI TMOATOTOBKM  OTYETHOW JOKYMEHTAIMu OWOIMOTEKH: TOCYJapCTBEHHAsl CTaTHCTUYECKas
OTYETHOCTh, BEJOMCTBEHHAs! OTYETHOCTh, BHYTPUYUPEIKICHUECKAs] OTYETHOCTD.

Koppecnionnenuus, cBsi3aHHasi C MPOBEACHHEM Iepuoanyveckux Meponpustuil. [lucbma-npurnareHus,
MUChMA-U3BEIICHUS: CTPYKTYpa, OCOOCHHOCTH IMOCTPOEHHUSI TEKCTa, CTAaHAApTHBIC (Ppazbl U BBIPAKEHUSI.
Tenerpamma, TeneKkc, O3JEKTPOHHOE cooOmeHrne, TenedoHOorpaMMa Kak CpeACTBa ONEPaTHBHOTO
MH(POPMALMOHHOTO OOMEHA C MapTHEpaMu OUOIHMOTEKH.

IIpakTH4eckoe 3aHATHE.



IIpakTrHueckoe 3aHATHE:
Pa3zpaboTka makera opraHu3aImOHHO-TIPABOBBIX TOKYMEHTOB JIJIs KOHKPETHOU OMOIMOTEKH
3amaHus A1 CaMOCTOSITEIBHON pa0OThI: MPOAHATU3UPOBATH JIOJKHOCTHYIO HHCTPYKIIUIO COTPYIHHUKA
OMOIHOTEKH

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
3agaHus A1 CaMOCTOSTEIFHOM padOThI: TPOAHAM3UPOBATH JOHKHOCTHYIO HHCTPYKIIHIO COTPYIHUKA
OHOIMoTEKU

Tema 5. ABTOMATH3HPOBAHHBIE TEXHOJIOIUH JOKYMEHTALMOHHOIO
olecreyeHNnsl ynpaBJIeHUsI
(IIK-3)

Jlexknus.
OOmass xapakrepuctuka cpencts apromarm3anuu JOY Oubmmorexku. KoMmbloTepHBIE CHUCTEMBI U
TEXHOJIOTHH CO3JaHUS JOKYMEHTOB. 3amadn KomriuiekcHod aBroMarm3anuu J[OY. OcHOBHBIE CITOCOOBI
co3nanuss ACJIOY. Ilopsaok co3naHusi CUCTEMBI YIIpaBIE€HUs TOKyMEHTaMU. OCHOBHBIE XapaKTEPUCTUKU
ACHIOY.

IIpakTH4Yeckoe 3aHATHE.
Cemunapckoe 3anstue: COJl B Onbnmoreke
Bomnpocs! ams 06cyxaeHus:
1. OOmras xapakTepucTuka cpeactB aBromaruzaruu JJOY oubdamorexu.
2. KoMIblOTepHbIE CUCTEMBI U TEXHOJIOTUH CO3/IaHUs JOKYMEHTOB. 3aJa4yi KOMIUIEKCHON aBTOMAaTU3aIlu1
JOV.
3. OcHoBHnble xapakTepuctuku ACJOV.
4. Beibop COJ1 myist OuGnMroTeKH.
3amaHus AJi1 CaMOCTOSTENbHOM paboThl: CpaBHEHHE OTEUECTBEHHBIX U 3apyOeskHbIX COJ]

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
3amaHus i1 CaMOCTOSTENbHOM paboThl: CpaBHEHHE OTEUECTBEHHBIX U 3apyOeskHbIX COJ]

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHbIE CPEICTBA
4.1. Pactipenenenue 0auioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
KOHTPOJIBHBII cpe3 B BH/e HHAUBHAYAJIBHOI0 PellIeHHs KOHTEKCTHBIX, CHTYallHOHHBIX 32124

Tema 5. ABTOMaTu3upOBaHHBIE TEXHOJIOTUH TOKYMEHTAIIHOHHOTO
obecrieueHus yrpaBiIeHUs

1.  TexHonorus coctapiaeHus U 0OPMIICHHUS] OCHOBHBIX YIIPABICHUECKUX JOKYMEHTOB.

2.  HopmaruBHBIE JOKYMEHTHI, pEIIIAMEHTHPYIOLIUE OPTaHU3aLNI0 JOKYMEHTO000pOTa (MHCTPYKIIHS 110
JIEIOTIPOU3BOJICTBY, CXEMa MIPOXOXKICHUS TOKYyMEHTOB, Ta0eb (OpM JOKYMEHTOB).

3. Opranuzanus JOKyMeHTOO00pOTa ¢ y4€TOM MCIOIb30BaHUS HOBEUIINX WH(OPMAIIMOHHBIX
TEXHOJIOTHM.

IToaroroBKa 31EKTPOHHOM NPE3eHTALMU

Tema 4. TexHOJOTHS CO3JaHUS JIOKATHHBIX HOPMAaTHBHBIX aKTOB B OMOIHOTEKE
1 PernonanbpHOe OMOIMOTEYHOE 3aKOHOIATEIHLCTBO.
2 JlokasibHasi HOPMaTHBHO-IIPABOBAs TOKYMEHTALUsI ONOIHMOTEKH.
3 HBBIK " CTUJIb )ICHOBOﬁ JOKYMCHTAIlUU: 0611135{ XapaKTCPUCTUKA, OCHOBHbBIC Tp€6OBaHI/I${,



10
4 Tun
5 Oprrexnuka u [IK B JoKyMeHTAITMOHHOM 00€CTICUeHNN yIIPABJICHHs] ONOIMOTEKOW. MUHbBIE OMTUOKH.

pellleHHe CUTANIMOHHBIX 3a/1a4
Tema 3. Opranuzarust paboOThI ¢ YIPABICHUSCKUMU JOKYMEHTaAMHU B OMOJTMOTEKE.
AHanu3 J0KaJIbHONH HOPMATUBHOM JOKYMEHTAIIMH OMOINOTEKH.
CocraBineHne JTOKaTbHBIX HOPMAaTHBHBIX aKTOB OMOIMOTEKH

TeCTHPOBaHUeE

Tema 1. HopmaTtuBHO-TIpaBoBas 6a3a ynpapiieHUs OMOINOTEUHO-MH(GOPMAIIMOHHON ACATEIHHOCTHIO

1.Kakue 6MOMUOTEKH MONTyYaloT CTAaTyC IOPUANYECKOTO JIMIIa C MOMEHTA X PErHCTPALiU B MOPSJIKE,
YCTaHOBJIEHHOM JEWCTBYIOIIUM 3aKOHOAATEIBCTBOM ?

a) TI'ocynapcrBeHHbIE

b) MyHuuunajabHble ON0IMOTEKH

c) enTpaan3oBanHble OMOJIMOTEYHBbIE CHCTEMBI
d) YacTtHbie OMOINOTEKH

e) bubnuorexu opranuzanuii

2.Kakue Bompocsl B chepe 610n1oTeuHo-nH(OPMALIMOHHON NesTeTbHOCTH, coracHo DenepaibHOMy
3akoHy «O0 00IIMX MPUHLIKIIAX OPTaHU3AIMH MECTHOTO caMmoyTpasieHus B Poccuiickoii @eneparum» No
131, oTHOCATCS K BEACHUIO MyHULIMTIAIIHBIX 00pa30BaHUi?

a) opraHuzauusi 0MOJUOTEYHOro O0C/IYKMBAHHMSI HACeJIEeHHSl, KOMILJIECKTOBAHHE
0uOMoTeYHbIX GOHI0B OMOIMOTEK B MOCEJTEHUN U TOPOACKOM OKpyre

b) oprasHuzanusi OMOJMOTEYHOro O0CTY:KUBAHUS HACEJIEHHMS] MeKIOCeJeHYeCKUMU
OMO0IMOTEeKAMH, KOMILUIEKTOBaHHEe UX O0UOJMOTEeYHbIX (OHI0B

C) opraHu3aius OMOIMOTEUHOTO OOCTYKUBAHUS HACETIECHUS, KOMIJIEKTOBAaHUE OMOIMOTEYHBIX
dhong0B OMONMHOTEK B CyObeKTE PD

3.MonenbHbIi CTaHIaPT AEATEIBHOCTH OOIIEAOCTYTHOW OMOIMOTEKN YTBEPKACH

a) 2019 romy
b) 2014 rony
C) 2000 roxy

4.Kako# ypoBEeHb yIpaBJiicHUs] OMOJIMOTEYHBIM JCJIOM UMEET peaTbHbIC MTOJTHOMOYHS 10 CO3/IaHHMIO,
peopraHu3aIy 1 JIUKBUIAINNA OUOTNOTEK

a) OTpacieBoit

b) TEPPUTOPUAITBHBIN
c) MYHHMUIUNAJIbHbIA
d) HHU30BOM

5.Vkaxxure QyHKIMH CTPATETUIECKOTO TUNIAHUPOBAHUS

a) siBJIsieTcs HanboJ1ee J0JIr0CPOYHBIM 10 CPABHEHMIO € IPYTHMHU BHIAMHM IIJIAHUPOBAHUS;
b) NPUAAET AeATeJIbHOCTH OM0IHOTEKH CTPOMHOCTH M BHYTPEHHEE ¢IMHCTBO;
C) OTIpeneNsieT TEXHOIOTHIO MPOU3BOJICTBA MPOTYKIIUU

Tema 2. JIokyMEHT KaKk HOCUTEJb YIIpaBICHUYECKOU HH(POpMAITHH.
1. VYkakuTe MpaBOBbIE aKThl, OTHOCAIINECS K (pefiepatbHOMY 3aKOHOAATEECTBY
a) «OcHoBbI 3ak0HOAaTeIbCTBA Poccuiickoii Degepanum o KyJbType»
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b) «O OMOIHOTEYHOM J1eJ1e)

C) «O oubnmmoreynom neine B TaMOOBCKOI 00IacTm»

d) «O0 napopmanun, THGOPMANNOHHBIX TEXHOJOTHAX U 3a1IUTEe HHPOPMALMI»
e) «00 00mMX MPUHIUIIAX OPraHU3AMUM MECTHOro camoynpasjieHusi B Poccuiickoit
Denepauun»

2. OOBeKTaMu IPAaBOBOTO PETYIMPOBAHUS ONOTMOTEYHOMN NEATEIIEHOCTU SBISIOTCS
a) OMOJIHOTEYHOE /1€JI0 B 11eJI0M

b) 0n0JMOTeKa KaK OT/eJIbHOE YUpeKaeHHe

c) KOHKPeTHbIE HATIPABJICHUSA 1eATeJIbHOCTH OUOIMOTEK

d) pacnpocTpaHenue nHpopMauu

e) B3aMMOOTHOIIIEHNE ONOIMOTEKA 1 00IIeCTBa

3. Kakue mpaBoBbIe aKThl 007a7aI0T MEHBIIIEH IOPUINICCKON CHIION, YeM 3aKOHBI, HO SIBIISTFOTCS
OCHOBOH IS HUX?

a) NOA3aKOHHBIE AKTHI

b) aKThl CyObeKToB PD

C) MEXIyHapOIHbIE MMOJIUTUKO-ITPABOBHIE AKTHI

4. VYKa)xuTe BUABI MOA3aKOHHBIX aKTOB

a) yka3bl IIpesunenta Poccuiickoit @enepaumnu

b) nocranosienus [IpasurenncrBa Poccuiickoin @exepanun

) NMPHUKAa3bl, M0J0KEHNSI MUHUCTEPCTB, BEIOMCTB

d) METOIMYECKUE PEKOMEH AN

e) CTaHJAPThI

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIUIUIMHE MPOBOIUTCS B popMe 3adeTa

Tunosblie Bonpocsl 3auera (I1IK-3)
HopmaruBHo-nipaBoBas 6a3a ynpasieHus: ONOIMOTEYHBIM JICIOM.
MexayHapoIHbIe TOTUTHKO-TTPABOBBIE aKThl B OMOIHOTeYHO-HH(DOpMAITMOHHOMN cdepe.
®denepaibHOE HHPOPMAIIMOHHOE 3aKOHOATEIHLCTBO
bubnnoreunoe 3akoHOAATENHCTBO CyOBEKTOB PD
Knaccudukanus ynpaBieHU€CKIX JOKYMEHTOB.
OcHoBHbIE TpeOOBaHUS K COAEPIKAHUIO U (hOpME yIpPaBICHUECKUX JOKYMEHTOB.

o

HopmarusHas 6a3a 10KyMEHTallMOHHOTO o0ecniedeHus ynpasineHus: O01mepoccuiickuii kiaccudukaTop
YIPABICHYECKON TOKYMEHTALIUH.

8. YHudukanusa u cranaapTU3anus B A€JI0NPOU3BOJICTBE.

9. Copepxanue u popma ynpaBIeHYECKOro JOKyMeHTa. PEKBU3UTHI JOKYMEHTA, MOPAJOK UX HAHECEHMS.
10.ITopsmok odopmiieHHs yIPaBICHYECKHX TOKYMEHTOB.

11. SI3bIK ¥ CTHITB JICTTOBOM JOKYMEHTAITMH: O00IIasi XapaKTepUCTUKA, OCHOBHBIE TPEOOBaHUSI, TUITTUMUHBIE
OLIMOKHU.

12. Cucremsl nokyMeHTanuu. Opranu3aliMOHHO-PACTIOPAIUTENIbHAS JOKYMEHTAIUA.

13. Cucrema opraHu3allMOHHO-TIPABOBOM JOKYMEHTAIMH OMOINOTEKH, €€ POJIb U Ha3HAYCHUE B
JTOKYMEHTAIIHOHHOM 00€CIIeueHUH YIPaBICHUs. Y UpeIuTeNbHbIN 10r0oBOp. YeTas. [lonoxenue o
oubnuoreke. llItarHoe pacniucanue 6MOIMOTEKU. JJOIKHOCTHBIE HMHCTPYKIIMU COTPYAHUKOB OMOIMOTEKH.
14. PacnopsinurenbHast cucTeMa JOKyMEHTALUH, €€ POJIb U HA3HAYEHHUE B TOKYMEHTAllMOHHOM
obecnieuennu ynpasienust ouomuorekoit. [Tocranosnenue. Pemenue. [Ipukas. Pacopsixenue. Ykazanue.



15. Cucrema cripaBOYHO-MH(POPMAIIMOHHOW TOKYMEHTAIIUU OUOIMOTEKH €€ POJIh U Ha3HAYCHUE B
JTOKyMEHTAIIHOHHOM obOecrieueHun ynpasienus. [Iporokon 3acenanus. Axt. CripaBka. Jloknaanasi,
ciry>keOHasi, 00bsicHUTeNNbHAs 3anucku. CiykeOHoe MUCbMO. DJIeKTpoHHOE coobmieHue. Tenerpamma.
Tenedonorpamma. 3akmouenne. CBoaka. OT3bIB. [lepeuens. Criucok.

16. TexHonorust cocTaBieHus: 1 0(POPMIICHUS OCHOBHBIX YIPABICHYECKUX JOKYMEHTOB.

17. HopmaTuBHbIE TOKYMEHTBI, peTJIaMEHTHPYIOIINE OpraHU3aluIo JOKYMEHTO000poTa (MHCTPYKLIHUS 10
JIETIOTIPOU3BOJICTBY, CXEMa MIPOXOXKICHUS TOKYMEHTOB, Ta0enb (OpM JOKYMEHTOB).

18. Opranuzanus J0KyMEeHTO000pOTa ¢ YIETOM HCITOJIb30BaHUS HOBEHIITMX HH(POPMAITMOHHBIX
TEXHOJIOTHM.

19. TunoBsle OpraHU3aIMOHHBIE CTPYKTYPBI CITY>KOBI AETONPOU3BOICTBA OUOINOTEKH.

20. Oprrexnuka u I1K B 1oKyMeHTalMOHHOM 00€CIICYCHUHN YTIPaBICHHS OMOINOTEKOM.

Tunosble 3axanus s 3a4era (IIK-3)

1.  Yupemurenbnbiii foroBop. Ycras. [lonoxenue o 6ubmuoteke. [lITaTHOE pacriucanve OUOIMOTEKH.
JIOIDKHOCTHBIE MHCTPYKIIUU COTPYIHUKOB OMOIMOTEKH.

2.  PacnopsiaurenpHas cucTeMa TIOKYMEHTAIlUH, €€ POJib M Ha3HAUCHHE B JIOKYMEHTAIIMOHHOM
obecnieuennu ynpasienust oOuomuorekoit. [Tocranosnenue. Pemenue. [Ipukas. Pacopsixenue. Ykazanue.

3.  Cucrema cipaBOYHO-UH()OPMAIIMOHHOM TOKyMEHTALUK OMOIHOTEKHU ee poiib M Ha3HaYCHHE B
JOKYMEHTAI[MOHHOM 00€CTIeYeHUH YIIPaBICHUSI.

4.4. Illkana orieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU
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€CKpUITOPH! (YPOBHHM) — OCHOBHBIE IPU3HAKA OCBOEHU (IIOKAa3aTeln
Orenka Kommerenmu HAeckp pe1 (YP ) p (
TIOCTYKCHHSI pe3YJIBTaTa)
CATeHON I1K-3 VYBepeHHO pa3pabaTbIBACT U MPUMEHSET JIOKAJIbHBIE TPABOBBIC AKThI
ouoIMoTeEKN
I1K-3 He pa3pabarpiBaeT W TpUMEHSET JOKAIbHBIC TIPABOBBIC aAKThI
«HE 3a4TEHO»
ouoIMoTeEKN

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl 0 OCBOCHHM IO TMCHUILIMHBI (MOXYJIA)

5.1 Meronuueckue yKa3aHus IO OPraHU3aIlUN CaMOCTOSITEIbHOI paboThl 00yUYaromuXCs:

[Tpuctynas k M3y4EHUIO AMCLUIUIMHBI, B NEPBYIO odepelb OOydarolMMcs HEOOXOIUMO O3HAKOMMTBCS
conepkanremM paboueii mporpammbl aucturummabl (PIT[]), koTopas ompenenseT comepskaHuwe, oObeM, a
TaKKe MMOPAJO0K N3yUeHHsI U IIPENoAaBaHus ydeOHON AUCIUILINHBI, €€ Pa3/elia, YacTH.

Jlnist caMOCTOSTENbHON pabOThl BAKHOE 3HaUECHUE UMEIOT paszienbl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauueckoe U HH(popMaIMoHHOE 00ecTedeHne TUCIUILTMHBD U «MarepruaabHO-TEXHUIECKOe
obecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccuoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conep)kaHWe IUCIMIUIMHBD) YKa3bIBAIOTCS BCE pasfeNbl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAK)KE BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
pPEKOMEHIyeMasi OCHOBHAs M IOTIOTHUTEIbHAS JTUTEPATYPA.

B pasgene «MarepuaabHO-TEXHUYECKOE OOECIeYeHne IUCLUUIUIMHBL, MPOrpaMMHOE OOecCIeyYeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» COIEPKUTCS MEpedyeHb
npo¢eCCHOHANBHBIX 0a3 TaHHBIX U MH()OPMAIIMOHHBIX CIPABOYHBIX CHCTEM, HEOOXOAUMBIX IS OCBOCHUS
JTUCUUTUIAHBL.

5.2 Pexomennaruu o0y4aromumcs 1o padbore ¢ TeOPETHUECKUMHU MaTepHallaMu 110 TUCIUITIIMHE

[Tpu n3yuennn u npopaboTKe TEOPETUUECKOTO MaTepraia HeoOX0IUMO:

- IPOCMOTPETH €IlIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JICKIIMOHHOM 3aHATHM Marepuajg M JONOJHHUTh €ro € Yy4YeTOM PEKOMEHOBAHHOW JIOMOJIHUTEIbHOM
JUTEPATYPHI;

- IPY CaMOCTOSATEJIBHOM U3yYEHUH TEOPETUUECKON TEeMBbI C/eNaTh KOHCIIEKT, UCTIONIb3Yysl PEKOMEH/I0OBAHHbIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HMHPOPMALMOHHBIE CIIPABOYHBIE CUCTEMBI:



- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATEIILHOW pabOTHI, 10 TeMe MpeAcTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennaruu 1o pabore ¢ Hay4HOU U yueOHOM uTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOM SIBISICTCS TJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboThl U HeoOXoAMMa MpU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, SK3aMeHy. OHa BKIIOYAeT NMPOpPabOTKy JIEKIIMOHHOTO Marepuaja U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.

Koncnekr nekuuu 1omkeH coaepxarb pedepaTruBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopoii Ha paszMemnieHHble B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYPbI IO
TeMaM, BBIBOJIBI MO KaKIOMY Bompocy. KoHCIEKT MoXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MIPE3CHTAIMI JIEKIM WKW B OTACIbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEP’KaTh HE OTHOCAIIYIOCS K TeMe HH(OPMALIMIO UIH PUCYHKH.

KoHcnekTsl HaydyHON JHUTEpaTyphl MPU CAMOCTOATEIBHOM MOATOTOBKE K 3aHATHUAM JOJIKHBI COAEPkKaTh
OTBEThl HAa Kbl TMOCTaBIEHHBIH B TEME BOIPOC, MUMETh CCBUIKY Ha MCTOYHUK HHYOpPMALUU C
00si3aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U Trofla M3JaHMs HMCIOJIb3yeMOl Hay4yHOH JHUTeparyphl.
Koncniekt MoXeT OBbITh OMOPHBIM (COIEp)KaTh JIMIIL OCHOBHBIE KIIIOUEBBIE IO3MIIMK), HO TPU 3TOM
MO3BOJIIONIMM JaTh TIOJHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
ONPENEISIETCS CAMUM CTYIEHTOM.

B nporiecce paboThl ¢ OCHOBHOM M JIONIOTHUTENBHOM JTUTEPATypOl CTYACHT MOXKET:

- JenaTh 3allMCU IO XOIy YTEHHA B BHJIE NMPOCTOr0 WJIM pPa3BEPHYTOro IiaHa (co3gaBaTh INEpedYeHb
OCHOBHBIX BOIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);

- COCTaBJIATHh TE3UCHl (LUTHpPOBaHHE HamOOIee BaXKHBIX MECT CTaTbd MM MOHOTpaduu, KOPOTKOE
U3JI0KEHHE OCHOBHBIX MBICJICH aBTOpa);

- TOTOBUTH aHHOTAITMH (KpaTKoe 0000IIeHHE OCHOBHBIX BOITPOCOB PadOTHI);

- co37/aBaTh KOHCIIEKTHI (pa3BEPHYTHIE TE3HUCHI).

5.4. PexoMeH1allny 110 OATOTOBKE K OTJEIbHBIM 33JJaHUSM TEKYILEro KOHTPOJIS

ColecenoBaHue TpeAnoyaraeT OpraHU3aluio Oecelbl IMpernojaBaTesss cO CTYIEHTaMH II0 BOIPOCaM
MPAKTUYECKOTO 3aHATUS C LENbl0 0ojiee OOCTOATENBHOTO BBISBICHUS MX 3HAHUN MO ONpEACICHHOMY
paszmeny, Teme, mpoOieme M T.II. Bce uieHBl Tpynmbsl MOTYT y4YacTBOBaTb B OOCYXKICHHH, 100aBIATH
MH(POPMALIUIO, TUCKYTUPOBATh, 33/1aBaTh BOIPOCH! U T.1.

VYCTHBIE ONPOC MOXKET TNPUMEHATHCS B pasinyHbIX (opmax: (POHTANbHBIA, WHAWBUIYAIbHBIH,
KOMOMHUpPOBaHHbII. OCHOBHBIE KaU€CTBAa YCTHOTO OTBETA MOJIIEXKAILETO OICHKE:

- IPaBUJIBHOCTH OTBETA 110 COZIEPIKAHHUIO;

- IOJIHOTA U TITyOMHA OTBETA;

- CO3HATEJIbHOCTh OTBETA;

- JIOTHKA U3JI0’KEHUsI MaTepHana;

- PallMOHAIBLHOCTH MCTIONB30BAHHBIX IIPUEMOB U CIIOCOOOB PELIeHNs TOCTAaBICHHON yueOHOil 3a1auu;

- CBOEBPEMEHHOCTh U 3((HEKTUBHOCTH UCIOIH30BaHUS HAMISIHBIX MOCOOMM U TEXHUYECKUX CPEACTB MpHU
OTBETE;

- HCTIOJIb30BaHUE JOTOJHUTEIBHOIO MaTEpUaa;

- pPalMOHAJIBHOCTD UCIIOJIBb30BAaHUS BPEMEHH, OTBEJICHHOIO Ha 3a/1aHNE.

YCTHBIM ONPOC MOXKET COMPOBOXKAATHCS MPE3ECHTALMUEH, KOTOpas MOATOTaBIMBACTCA IO OAHOMY U3
BOIPOCOB MPAKTUUECKOro 3aHATHs. [Ipy BBICTYIUIEHHH C Mpe3eHTaluell HeoOXxonuMo oOpaliaTe BHUMaHKUE
Ha TaKM€ MOMEHTHI KaK:

- COJEp)KaHUE TMPE3ECHTALMU: aKTyaJbHOCTb TEMBI, IOJIHOTA €€ PACKPBITHSA, CMBICIOBOE COAEP)KAHUE,
COOTBETCTBHE 3asIBICHHON TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PECYPCBl. COOTBETCTBUE COAECPXAHUS U JIMTEPATyphl), IpaKTUUECKass HAIpPaBICHHOCTb, COOTBETCTBUE
CoZiepKaHus 3asiBICHHON (popMe, aleKBaTHOCTh UCIIOJIb30BaHHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
IIOCJIEJOBATENBHOCTD U JIOTUYHOCTD NIPE3EHTYEMOT0 MaTepHara;
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- odopmiieHHE Tpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIMYECTBO), IM3aiH (YMUTaeMOCTb, HAJIWYHE WU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUIHHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOJIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI Cpe/ibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEeHTa, SMOLMOHAIBHOCTD, YMEHHE
OTBETHTb Ha BOIPOCHI, CHCTEMAaTU3UPOBAHHBIE, TITyOOKHE 1 TIOIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBbl:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh H3JIOKEHUS Marepuasna, pacKpbITHE TEeMbl, JOCTYIHOCTb
u3noxkeHus, dPpdexTuBHOCT npuMeHeHus cpeactB  WKT, cmocoObl W  yCIOBHS  JTOCTHIKECHHUS
PE3yABTaTUBHOCTH M I(PGEKTUBHOCTH AJIsS BBIOTHEHUS 3a/ad CcBOed MpodeccHoHaTbHOW WU yueOHOU
JeSITeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUH, YMEHHE apryMEHTHUPOBATh CBOM 3aKJIIOUYCHUS,
BBIBOJIBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALIMOHHOE o0ecriedeHre JUCHUITTHHbI

6.1 OcHoBHas UTEpaTYypa:

1. HeepoBa T.A. MeHemkMeHT OMOMMOTEYHO-UH(POPMAITMOHHON MESITEIBHOCTH : DJEKTPOH. Yyueo.
noco6wue. - Tam60B: [6. u.], 2016. - 1 snexTpon. ont. auck (CD-ROM)

6.2 JlonosHUTENBHAS IUTEpPATYpA:

1. boiikoBa O.®., Kmwoe B.K. IlpaBoBas cpema Oubmuorex : yueO.-mpakT. mocob.. - M.:
JIn6epes-budbundopm, 2011. - 223 c.

2. Kmoe B.K. Dxonommka OuOIMOTEYHOTO jAena : OT rocOrmomkera K xo3pacuery. - M.: XKypran
"bubmnoreka", 2013. - 480 c.

3. Bonkos 0. B. Undopmannonnoe npaso. MHdopmanms kak mpaBoBast Kareropus : YueOHoe nocobue Juist
BY30B. - 2-¢ u31.. - Mockga: FOpaiit, 2020. - 109 c. - Tekcr : snexrponnsrii / 95C «HOPAUT» [caiit]. -
URL: https://urait.ru/bcode/455553

6.3 I1Hble UCTOYHUKU:
1. Poccuiickas HanmoHanbHass OMOInoTeKa - www.nlr.ru

7. MaTepuajibHO-TeXHHYecKoe o0ecrneyeHne TUCHMILIUHBI, MPOrpaMMHoe odecrnevyeHmne,
npogdeccuoHa bHbIe 623bI JTAHHBIX U HH(OPMALMOHHbIE CIPABOYHBIE CHCTEMbI

Jlng mpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO CIIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJsl TPOBENCHUS 3aHITHH JIEKIIMOHHOTO M CEMUHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJIbHBIX KOHCYJIbTALMM, TEKYLIETr0 KOHTPOJI U MPOMEKYTOUHOM aTTecTaluw,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThlI.

VY4eOHble ayTUTOPUH U MTOMEILIEHUS AJIsi CAMOCTOSITENIbHOM pabOThl YKOMIUIEKTOBaHbI CHEIMAIN3UPOBAHHON
MeOeNbI0 U TEXHUYECKUMH CPEJICTBAMU OOYyUCHHMS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS yueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus I CaMOCTOSATENILHONW paOOThl YKOMIUIEKTOBAHbBI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K ceTh "Unrepuet" 51 obecrieueHneM JI0CTyIa B AIIEKTPOHHYO
UH(OPMAITMOHHO-00pa30BaTEIbLHYIO Cpey YHUBEPCHUTETA.

Jl5ig mpoBesieHus 3aHIATUN JIEKIIMOHHOTO TUIA UCTIOIB3YIOTCSI HAOOPHI JEMOHCTPALIMOHHOTO 000PYI0BaHMUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpalud (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JIOCKA).

JluneH3noHHOE U CBOOOIHO pacpOCTpaHsIeMOe MPOrpaMMHOE 00ecTiedyeHHE:
Microsoft Office [Ipodeccuonanbusiii moc 2007

Kaspersky Endpoint Security ans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Omnepanmonnas cucrema Microsoft Windows XP SP3
Omneparmonnas cuctema Microsoft Windows 10



Onepanuonnas cucrema "Anst O6pazoBanue"

Adobe Photoshop CS3

1C: Ilpennpusrue 8

7-Zip 9.20

OneKTpoHHBIN nepuoanyeckuii cupaBoyHuk "Cucrema TAPAHT"
IBM SPSS Statistics 20

Oracle VM VirtualBox 3.2.10

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

AnbT-MHBECT cymMmM

Statistica Base 10 for Windows RU

ABBYY FineReader 8.0 Professional Edition

CoreDRAW Graphics Suite X3

Kanapsr 3.0

KanpoBsblil yuet

APM Cekperaps 3.3

Libre Office 3.3

Perucrpanus 10KyMEHTOB OpraHU3aINH

Koncynsrant Ilntoc

JAEJIO-tipeanpusitue

ApXHMBHOE A€II0

EOS for SharePoint

eDocLib

ABUC "MAPK-SQL" - Bepcust 151 IKOIBHBIX OMOIHOTEK 1.5.4.0

[Ipodeccuonanbubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. Apx#B Hay4HBIX KypHAJIOB 3apyOexHbIX u3narenbcTB. — URL: https://arch.neicon.ru
2. DnexrponHas oubmorexka POOU. — URL: https://www.rtbr.ru/rffi/ru/library

3. Web of Science: monmutemarudeckas pedeparuBHO-OMOIMorpaduueckas u HayKoMeTpudeckas 0aza
nauubixX . — URL: https://apps.webofknowledge.com

4. Scopus: 6a3a gannbix . — URL: https://www.scopus.com
5. FOpaiit: anexrpoHHo-0nbMMoTeunas cucrema. — URL: https://urait.ru
6. [ludporoii oopazoBarenbublii pecypc [IPR SMART. — URL: http://www.iprbookshop.ru

7. DNEeKTpOHHBIN KaTrajaor @yHIaMEHTaIbHON OoubmuoTeKn TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog
8. KoncynbranT cryaeHTa. ['ymMaHuTapHble HayKH: 3JIEKTpOHHO-OMOmmoreuHast cuctema. — URL:

https://www.studentlibrary.ru
9. CnpaBounas mpaBoBas cuctema "KoncynsranT mroc". — URL: http://www.consultant.ru

DJIeKTpPOHHAS HH(OPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiicTBue mnpemnogaBarensi M CTyAEHTa B Iporecce OOy4deHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKALMOHHBIX TEXHOJOTHH, UCHOIb3yEeMbIX B
AIIEKTPOHHON MH(POPMAIIMOHHO-00pa30BaTeIbHOM Cpesle YHUBEPCUTETA.



