[Tpunoxenue 5

denepanbHOE rOCYIapCTBEHHOE OIOKETHOE 00PAa30BATEIHHOE YUPEXKICHUE BBICILIETO
obpazoBanus « TaMOOBCKHUIA rocynapCTBEHHbIN yHUBEpcUTET uMenu [.P. Jlep:kaBuHay»
DaKkynbTeT KyJIbTYPhl U UCKYCCTB
Kadenpa 6ubanoreuHo-uHPOPMAIIMOHHBIX PECYPCOB

YTBEPX/AIO:

“ &
S,
%,
7'6:4«—

3

GARYJIBTET
KYJIBTYPBI H

HAYKR

APCTBEAHG,

0

o

C{\\\“ T0CY 4 0
S

S

<

PABOYAS ITPOT'PAMMA

no quctumuinae b1.B.13 JlokymeHTanronHoe obecrieueHue yrpaBieHus

Hampanenune noaroroBku/crenuanbHOCTh: 51.03.06 - bubnmuoteuno-uHbopMamoHHas
NEeSITeNBbHOCTh

[Ipodunb/HanpasienHocTs/cnenuanu3anus: MHadopmarionHo-aHATUTHYECKas
NEATEeNIbHOCTh

YpoBeHb BhICIIET0 00pa3oBaHus: OakagaBpuaT
KBanudukauus: bakanasp

roa Habopa: 2023

TambOo0B, 2023



ABTOp NMpOrpamMmsbi:
Kangunar ucropuueckux Hayk, Ypaesa Mpruna BukropoBHa

Pabouas mporpamma cocrapiena B coorBeTcTBuu ¢ ®I'OC BO mno nampasienuto noaroroBku 51.03.06 -
bubnunoreuno-undopmarmonHas  neaTenbHOCTh (YpoBeHb OakamaBpuwara) (mpukaz MwUHHCTEpCTBA
oOpazoBanus u Hayku PD ot «06» nexadbps 2017 r. Ne 1182).

Pabouass mporpamma mpuHsTa Ha 3acenanuu Kadeapbr 6ubmmoTeuHO-mHGOPMAIIMOHHBIX pecypcoB «16»
utoHs 2023 r. [Tporokon Ne 10

Paccmorpena u omobpena Ha 3acemannu Y4eHoro copeta DakynpreTa KyJabTypbl B UCKycCTB, [IpoTokom ot
«21» urons 2023 1. Ne 6.



COIEPXAHUE

R (50077 fct:hi 1 1 89112 (61102 11 R0 1) SN 4

. Mecto muctatIuHBL B CTPYKTYPE OIT BaKATaBPHATA. ...\ttt it ittt eee e i ieeeieeeaeeaaeeaas 5

. O0OBEM U COMEPIKAHME TACTIATIITITHBL. . . ..\ vsussenssenteenseenneenseenneeneeeaseeeseanasanseanseanseenreenneenneans 5

. KorTpons 3HaHM# 00y4Jaronuxcst U TUTTOBBIC OITCHOUHBIE CPEICTBA. ... vtnureenrsenreenreenneenneenneenneenneans 12
. MeToandeckne ykazaHus I 00YUYAIOITAXCS 10 OCBOCHHUIO JUCITUTUTHHBI (MOJTYTIS) ..\ vveeeeeanreannannnns 20
. YueOHO-MeTonnYeCKOe U HH(POPMAIIMOHHOE 00CCIICUCHHE TUCIIMIIMHBL. . ... vvvsenransereereareareensannnns 22
. MarepuanbHO-TEXHUIECKOE obecrieueHue JTUCITUTITAHBL, MpOrpaMMHOE obecrieueHue,

npodeccroHabHBIC 0a3bl TaHHBIX U WH(POPMAITHOHHBIE CITPABOTHBIC CHCTEMBL. . ...'vveeereenreanreansannns 23



1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
ITK-4 T'oToB k peanu3anuu TEXHOJOTUUECKUX MPOIECCOB OMOINOTEUHO-MH(POPMAITMOHHOM eI TEIbHOCTH

1.2 Tumel 3aga4 npoQecCHOHANBHOU NeATeNbHOCTH, K KOTOPBIM TOTOBSTCS OOydYaroluecsi B paMKax
OCBOCHUS JUCLUIIIIUHBI:

- TEXHOJIOTUYECKUN

1.3 JlucumrinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroHIMXCsl K Mpo(ecCHOHaIbHOM AEATEIbHOCTH B
copepax: 06 Ces3p, HHPOPMALMOHHBIE M KOMMYHHUKAI[HOHHBIE TEXHOJOTHH (B cdepe MpOEKTUPOBAHUS,
pa3paboTKK, BHEAPEHUS M OSKCIUTyaTallud HH()OPMAIIMOHHBIX CHUCTEM, YIPABICHUS WX >KU3HEHHBIM
ukiIoM), 07 AIMUHHCTpPATUBHO-YIIpaBlIeHUECKass U O(puUCHAs AEATENbHOCTh (B cepax: yperyaupoBaHUs
MNOJUTUYECKUX KOH(IMKTOB M CIOPOB C IIOMOIIBIO MPOLEIYyphl MEAHAIUH;, aIMHUHUCTPUPOBAHUS
B3aMMOOTHOIICHUI MEXIy OpraHaMH TOCYJapCTBEHHOM BIACTH, OpraHu3anuil cdepsl OuzHeca U
OOIIECTBEHHBIX OpraHU3alWi; MOJUTUKO-YIIPABICHUYECKOW JESITEIbHOCTH B TMOJIMTUYECKHX MNapTHIIX,
MEXIYHAapOIHBIX  OpraHu3alusaX, OOIIECTBEHHBIX HMHCTUTYTaX, CyObeKTaXx SKOHOMHYECKOH U
00pa3oBaTeIbHON JesITeIbHOCTH; OPTaHW3alMOHHOTO M JOKYMEHTAI[MOHHOTO OOeCIieueHUs yNpaBlICHUS
opraHu3zaiueil)

1.4 B pe3ynbTare 0CBOCHHS JUCUUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

O06001TIeHHBIE TPYIOBEIE
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH

Kon n HammenoBaHue
xommnereniuu ®I'OC BO,
HEOOXOOUMOM IS

MHankaTopbl JOCTHKEHUS] KOMIIETEHIIAM

npodeccroHaIbHbIe (opMHupOBaHHS TPYIOBOTO
nercTBus (MIpH HAUTHIAH WIH TIPO(heCCHOHATBLHOTO
npodcrangapra) TEHCTBUS
[1K-4 ToroB k peanuszamuu (OcyIIecTBISET AOKYMEHTHPOBAHUE JEATENBHOCTH U
TEXHOJOTMYECKUX JTOKyMEHTAIOHHOE o0ecrieueHue yIpaBlIeHUS
MPOIIECCOB OuOIMOTEKOM

OHONMMOTEYHO-UHPOPMAITHO
HHOW JIeSTEILHOCTH

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3ECH MUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

I1K-4 T'oroB K peanu3anuu TEXHOJIOTHYECKUX

OnOIMOTEeYHO-UH(POPMAITMOHHON JIEATETLHOCTH

IIPOIECCOB

HanmenoBanmue
JIMCITUILINH,
OTIPEICIISIIOITIX
MEKIUCIUTUTMHAPHEIE
CBSA3H

Ne
n/m

dopma oOyyeHus

Ounas 3aounas
(cemectp) (cemectp)

41516734567

1 {bubnuorpadosenenue | + | + + | +

2 |bubmnoreunslie
TEXHOJIOTUH

3 |bubnuoreunsiit ponx | + | + + | +

4 |HTEmIeK Ty alTbHAS + +
COOCTBEHHOCTE B
onoIMoTEKE

5 |KoHkypcHbIE + +

MPOLICAYPHI B
onoIMoTEKe

6 | MUKpOAKOHOMUKA + +
OMOTMOTEeKH




7|Opranuzanus +
KYJIBTYPHO-TTPOCBETHUT
CIIbCKOM
JEeSITENHHOCTU
OUONIHOTEKU

8 | TexHonmornueckas +
MpaKTHKA

9|llenoobpa3oBanue B +
oubmmoTexe

10| 9xoHOMMKA +
oubmuoTeyHO-uHGHOPM
alMOHHOH
JIeSITENHHOCTH

2. MecTo mucuuiuiaabl B cTpykrype OII 0akanaBpuara:

JucuuiuinHa  «J{oKkyMeHTamoHHOe OOecCTeYeHne YIpaBICHUS
y4aCTHHKaMHU 00pa3oBaTeIbHbIX OTHOLIEHUH, ydeOHoro ruiana OIl nmo Hampasnenuto noarorosku 51.03.06

- bubnuoreuno-uHPpOpPMaLIMOHHAS 1EATEIBHOCTb.

JucuunnuHa «JlokyMeHTaIlMoHHOe 0OecrieueHre YIpaBIeHUs» U3ydaeTcs B 5 ceMecTpe.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM IUCHHILIAHEL 3 3.€.

Oumnas: 3 3.¢.

3aouHas: 3 3.e.

. Ounas 3aoyHas
Bun yueGHOM paboThI
(Bcero yacoB) | (Bcero 4yacon)

OO0mas Tpyn0éMKOCTb 1M CHUILTTHHBI 108 108
KonTaktHas pabora 80 28
Jlexnuu (Jlekiun) 32 12
[Tpaktuueckue (IIpakr. pab.) 48 16
CamocrosrenbHas padota (CP) 28 76
3auer - 4

3.2.ConepxaHue Kypca:

Ne HasBanue Bun yue6Ho# paboThl, yac. | @OpMBI TEKYIIETO
TEMBI pa31[ena/ TEMBbI Jlexknun Hp aAKT. CP KOHTPOJIA
pao.
o|3]o]3]0]3
5 cemecTp

1 [TonsiTue n MIMCbMEHHAs
IIPOUCXOKICHNE CaMOCTOSATEIIbHAS
JIOKyMEHTAa ) 1 4 1 4|6 pabora

(Bemomnuenue
NPaKTUYECKUX
3aJIaHHI )

2 IIpaBuia MIACbMEHHAs
oopmienus CaMOCTOSITEIIbHAS
PEKBHU3UTOB ) 1| a 11 als pabora

(Bemmonuenue
NPaKTUYECKHX
3a/1aHH )

OTHOCHUTCS K dacTu, (opMHpyeMon




3 bnanku 1oKyMeHTOB MUChMEHHAs
CaMOCTOSITeIIbHAS
pabora
(Bemmonuenue
MPAKTHYECKUX
3a7[aHUN )
4 OpranuzanuoHHbIE TECTUPOBAHUE
JOKYMEHTBI
5 PacnopsiautensHbie YCTHBIN OIIPOC
JOKYMEHTBI
6 NudopmarmonHo-c MUCbMEHHAs
MIPaBOYHbBIE CaMOCTOSITeNIbHAS
JTIOKYMEHTBI pabora
(Bemomnuenue
MPAKTHYECKUX
3aJIaHHI )
7 Kanposeie TECTUPOBaHUE
JTOKYMEHTBI
8 Opranuzanus peuieHue
JTOKYMEHTO000pOTa KOHTEKCTHBIX,
CUTYaIIMOHHBIX
3ana4 (Beimonnenue
MPAKTHYECKUX
3a7[aHUN )
9 Perucrpanus pelieHue
JOKYMEHTOB KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3ama4 (BeimonHeHue
MPAKTHYECKUX
3aJIaHHI )
10 Homenxkinarypa nen KOHTPOJIBHBIN Cpe3
OnOIUOTEKH:
METOMKA
COCTaBIICHUS U
MIPUMEHECHUS
11 Opranuzanus NHUCbMEHHAas
TEKYIIETO XpaHeHUs CaMOCTOSITeNIbHAS
JOKYMEHTOB pabora
(Bemmonuenue
MPAKTHYECKUX
3a7[aHUN )
12 IlonroroBka nen u KOHTPOJIBHBIN Cpe3

TOPSIIOK Tepeadn
JIeNT B apXUB IS
JanbHEHIIIETO
XpaHCHUS

Tema 1. IlonsiTue n npoucxo:xkaenue rokymenrta (IIK-4)

Jlexknus.




CuMBoanueckas u YCJIOBHAadA CUTHaJIM3alusl. Bo3HUKHOBEeHHE NHUCHMEHHOCTH U AOKYMCHTA. N3menenune
COZICpKaHUS MOHATHUS «IOKYMEHT» Ha Pa3HBIX dTarax MCTOPHUUECKOTO pa3Butus odmiectBa. CooTHOIIEHHE
NOHATUH «uHpOpMaUss» U «JIOKyMeHT». VcrouHukoBemueckas © HMH(POPMAIMOHHAs KOHIETILIUU
nokymenTta. OrmnpeneneHue JOKyMEHTa B 3aKkoHaxX M craHgaprax. [lonmmpyHKIMOHAIBHOCTH TOKYMEHTA:
GyHKLMS 3aKperyieHust U COXpaHeHHsT MH(opMalyu, KOMMYHUKAaTUBHAs, KyJIbTypHas, yIpaBiieHUecKas,
MpaBoOBasi, CTaTHUCTHYECKas, I[IO3HABaTelbHas, oOOpa3oBareibHasl, TMOMUTUYECKAs, HICOIOTHYecKas,
XyJIO0KECTBEHHO-ICTETUYECKas, JAOCYroBasi, TOBapHas (yHKIHMH, (QYHKIHUS HCTOPUYECKOTO HCTOUHHKA.
KonnuecTBeHHbIE M KaueCTBEHHBIC XapaKTEPUCTUKU (QyHKIUH. DyHKIMM ONEpaTHBHOTO XapakTrepa M
MOCTOSIHHO JIEUCTBYIOLIHUE.

Ilenrp W OCHOBHBIE MeETONBI KiaccuUKAIUU: uepapxudeckuii, QaceTHprid. CeMaHTHYECKHE W
GbyHKIMOHANBHBIE — Kilaccuukanmuu  JoKyMeHTOB.  Kiaccuduxamuu  MaTepuaibHBIX — HOCHUTeNEH
nHpopmarmu. Knaccudukanus mo cnocoly nmoxkymeHTrpoBanus. Kiaccudukanum mo ypoBHIO 00001IeHNS
U OTHOIIEHUIO K OpPUTHHAIBHOCTH HMHPOpPMALMM, MO MEPUOAMYHOCTH, IO PpEeXHUMY JOCTyma, IO
IOPUAMYECKOMY CTarycy, Mo reorpaduyeckoMy NpU3HaKy. Buabl JOKYMEHTOB MO BPEMEHHU MOSBICHUS B
COIMATPHOM KOMMYHHUKAIIUN: YEPHOBOM, OCIIOBOH, TIOUTMHHUK W KOTIHSI.

IIpakTH4Yeckoe 3aHATHE.
1.2BOMIOIMS TOHATHS «JIOKYMEHT.
2. luckyccus 0 T0KyMEHTE.
3. ConuanpHasi CyIHOCTh JOKYMEHTA.
4. Ha3HaueHHne JOKyMEHTA.
3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
ITonroroBka noknana Ha TeMy «JIHCKyccHs O JOKYMEHTE)»

Tema 2. IlpaBuna opopmiienusi pekBuznTos (I1K-4)

Jlexknus.
CoctaB pekBU3UTOB o(ulimanbHOro qokyMeHTa. CuctemMa cTaHAapToOB 1O UH(pOpMalnu, OUOTHOTEUHOMY H
u3aaresbckoMy Aeny. OpraHu3alMoHHO-PACOPSAUTENbHAS TOKyMeHTauus. TpeboBaHus K OpOPMIICHHIO
IOKyMEHTOB». OdopmieHre peKBU3UTOB ONaHKa W  OTPAaHUYMTENbHBIX OTMETOK. PeKBU3HUTHI,
OIIpEEIISIONINE IOPUAMYECKYIO CHITYy TIOKYMEHTa, U uX oopmieHue. PeKBU3UTHI, oTpaxaromue o0padoTKy
U JIBIKCHHUE IOKYMEHTa (JeJI0MPOU3BOICTBEHHBIE OTMETKH )

IIpakTH4eckoe 3aHATHE.
OdopmiteHre peKBU3UTOB B COOTBETCTBUU ¢ AccTBYOmmM ['OCT

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.

1) Odopmienne HanmeHoBanus opranuzanuu (PI'bOY BO Jlunerkuii rocyiapcTBEHHBII
YHUBEPCHUTET, BBIIIECTOAIIAs OpraHu3aius — MUHHCTEpCTBO 00pa3oBanus U Hayku PD),
2) Odopmitenne cipaBoYHBIX JaHHBIE 00 opranu3aruu (142800, MockoBckast 00:1., . CTynuHO,

npocnekt Mupa, . 132, tenedon: 49664 71236, daxc: 49664 71237, ampec SIEKTPOHHON TOUTHI:
asdfgo@gmail.ru, www.asdfgob.com, pacyeTHwrii cuer B Oanke «Bo3poxaenue (Mockga)

Ne2689000456730990000324, OI'PH 1027470380895,0KIIO 03242709, WHH/KIIIT
7808044140/771052001).
3) Odopmiienne anpecara (MUCbMO aapecoBaHo raBHoMy Oyxrantepy OOO «Mask» (1. Tam0Oo0B,

392000, yn. Okts6psckast, 1. 246, demopoBoit A.M.)

Tema 3. baranku nokymenton (I1K-4)
Jlexknus.

OCOOCHHOCTH U3TOTOBJIIEHUS M TNPUMEHEHHUS ONaHKOB. YIIOBOW W NpOAOJibHbIN Omanku. IlpaBuia
pa3MeIrieHnss OCHOBHBIX PEKBU3HUTOB. bilaHk muchMma, oOmuii OnmaHk, ONaHK BHIA JTOKYMEHTa, OJIaHKH
JOJDKHOCTHBIX JIMII U CTPYKTYPHBIX MOMpa3ieleHUi, ONaHKW Ha JBYX S3bIKaX. THUIUYHBIE OLIMOKH B
ITOJIFOTOBKE OJIAHKOB

IIpakTH4eckoe 3aHATHE.
1. IloxmroroBka oOmrero OiaHkKa.
2.  Iloaroroska OjiaHKa MUCHMA.



3.  TloxmroroBka OnaHka BHJA JTOKYMEHTA.

4.  TloaroroBka 61aHKa CTPYKTYPHOTO IOAPA3ICICHUSI.

5. TToaroroska OyaHKa TOJKHOCTHOIO JIUIIA.
3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

[TonroroBka komrekTa 61ankoB oprarm3aryu ([IAO «Auct», 393194, TamGoBckast 061., . KoToBck, yiI.
Oxrsi0pbekas, 1. 58, Ten: 47541 22289, e-mail: aisstkotovsk@rambler.ru, OI'PH 1027470384211,0KIIO
04542709, MHH/KIIIT 7808222140/765057701)

Tema 4. Opranuzaunonnbie 1okymeHTsI (I1K-4)
Jlexknus.

OYHKIMM OpPraHU3alMOHHBIX JOKYMEHTOB. (OCHOBHBIE BHUJABI: YCTaB, IOJOXKEHUE, WHCTPYKLHUA
(IOMKHOCTHAsT MHCTPYKLHUS), PENIAMEHT, CTPYKTypa W IITaTHAas YUCIEHHOCTb, IUTAaTHOE pacIUCaHUE,
IpaBuUja BHYTPEHHETo pacropsaka, 1oroBop. CTpyKTypa W OCOOCHHOCTH MOATOTOBKH M O(GOPMIICHHS
JIOKYMEHTOB

IIpakTH4Yeckoe 3aHATHE.
[ToAroToBKa CTPYKTYPHI U IITATHOW YHCIEHHOCTH OPTaHU3ALUH.
HOI[F OTOBKAa LIITAaTHOT'O paCHI/IcaHI/ISI.
IToaroToBKa MOKHOCTHON MHCTPYKIIUH.
3anonHeHue GopM JOTOBOPOB Pa3HBIX BUIIOB.

Nk -

AHanu3 ycTaBoOB pa3HbIX BUIOB.
Ananmuz periraMCHTa COBCTAa HAPOAHBIX ACITYTATOB
3ajaHus AJ151 CAMOCTOSITEIbHOM PadoThI.

1. [TonroToBka MOKYMEHTa «CTPYKTYpa U IITaTHAS YACICHHOCTBY ISl OPraHU3allud U3
npensinymei Temsl (ITAO «Awnct», TamboBckas 0671., T. KoTOBCK)

Tema 5. PacnopsiaurensHblie 1okyMeHThI (ITK-4)
Jlekumus.

OYHKIMHM pacHOpSAIUTENbHBIX JOKyMeHTOB. Kpurepuu BpIOOpa BHUIOB PACIOPSIUTENBHBIX JTIOKYMEHTOB.
OcobenHoctu moarotoBkd. OCHOBHBIE BH[BI: TOCTAHOBJICHHE, IPUKA3, PACHOPSIKEHHE, pPEIICHUE,
yKazaHue

IIpakTH4Yeckoe 3aHATHE.
[ToaroToBka npukasa.
IToaroroBka pacrnopsiKeHus.
[ToaroToBka ykazaHus.
IToaroroBka pemeHus.

Nk -

IToaroroBka moCTaHOBIIEHHUS
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.

HOI[FOTOBKa IMPOCKTA IIPpHUKa3a 0 CO3AaHNN KOMUCCHUU JIA IMTPOBEACHUA CIIMCAaHHA TOBapa B CBA3U C
HUCTCUCHUECM CPOKa 'OJHOCTHU

Tema 6. UnpopMannoHHO-cipaBo4YHbIe 10KyMeHThI (ITK-4)
Jlexknus.

@OyHKIMM WHPOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB. (COOCHHOCTH TIOATOTOBKM OCHOBHBIX BHJIOB
JOKYMEHTOB: aKTa, IPOTOKOJA, JOKJIAJHOM 3aluCKu, OOBSCHUTENbHOH 3aluCKd, CIpaBKH, MHUChMAa,
TenedoHorpaMmbl

IIpakTnyeckoe 3ansATHE.
ITogroroBka akra.

[ToaroToBka nmpoTOKOIA.
ITonroroBka nOKJIagHOM 3aIIUCKH.

b S

[ToaroroBka 0OBSICHUTEIHLHOM 3AIIUCKH.



5. IloaroroBka CrpaBKHU.
6. Iloxmroroska muchbMa.
[ToaroroBka TenedoHOrpaMMbI
3ajanus 1J151 CAMOCTOSITEJIbHOM PadoThlI.
1.  TloagroroBka muchbMa-IpUIIIALLICHHUS.
2. IloaroroBka akTa CIIMCaHHUS.
3.  Tloaroromka KpaTKoro MpoTOKoJa COOpaHus TPYAOBOTO KOJUICKTHBA

Tema 7. Kagposbie noxkymentsl (ITK-4)

Jleknus.
Ponp  kanpoBeiX JOKyMEHTOB. (OCHOBHBIE BHUIbl JOKYMEHTOB: TMPHUKA3bl IO JHMYHOMY COCTaBY,
MpeJCTaBICHUEe, TPYAOBOM JOrOBOp, 3asBICHHE, aBTOOHOTrpadus, pe3roMe, XapaKTEpUCTUKA, ITUIHBIN
JIUCTOK MO YYETY KaJIpOB, 3JICKTPOHHAS TPY0Bask KHIKKA

IIpakTn4yeckoe 3aHsATHE.
1.  IloaroToBka 3asiBICHHUSI.
2. TloaroroBka mpukasa o mpueMe Ha padoTy

3ananus 1J151 CAMOCTOSITEILHOI padoThI.
1.  IloarotoBka pe3troMe.
2.  TloxroroBka aBroOuorpapuu

Tema 8. Oprannzanus nokymentroodopora (ITIK-4)
Jlexknus.

n

[TousTue JOKYMEHTOOOOPOT", €ro KOJIMYECTBEHHbIE W KaueCTBEHHBIC XapaKTePUCTHKU. Macmtabd
nokymMeHToobopoTa. CTpyKTypa M 0oO0IIasi XapaKTepuCTHKa JOKYMEHTOIIOTOKOB B opraHu3anuu. [loHsaTHs
"BXoasAUIUN JOKYMEHT", "UCXOASIINA TOKyMEHT", "BHYTPEHHUI TOKyMEHT"

TexHomornn 00pabOTKM TOCTYMAIMUX JOKyMEHTOB. [Ipuem W mepBuvHas o0paboOTKa JTOKYMEHTOB,
OpraHu3amusl TPOXOXKICHHUS ¥ TOPSIOK HCIOJHEHHUS TOCTYMAIIMX JOKYMEHTOB. BHyTpeHHUM
ToKyMeHTooOopoT.  [IpenBapurensHOoe  paccMOTpeHHWE  JOKYMEHTOB. llepemada  JOKYMEHTOB B
nonpasaencHus. Opranuzanus JABHKCHHUS TOKYMEHTOB MEXAy MojapasneiaeHusMu. KymbTypa paboThl C
JTOKyMEHTaMH Ha pabouux mecrtax. [lopsgok opranuzanuu paboThl ¢ OTIPABISIEMBIMU JOKYMEHTaAMHU. Y YeT
o0beMa U ONTUMH3ALUS TOKYMEHTOO0O0pOTA.

IIpakTH4Yeckoe 3aHATHE.

1. Ha ocHOBe M3y4eHuUs1 HHCTPYKITUH TIO JIETTOTIPOU3BOJCTBY KOHKPETHOM OpraHU3aluy pa3padoTaiTe cxemy
MapIIPyTU3aLUU BXOJSALINX, UCXOASIINX, BHYTPEHHUX JTOKYMEHTOB B HEM.
2. Ha ocHOBe JaHHBIX U3 KYpPHAJIOB PErUCTPAIMH BXOASIINX, UCXOIALINX, BHYTPEHHUX JTOKYMEHTOB
COCTaBBTE CIPaBKy 00 00beMe JOKYyMEHTO0O0POTa 3a MECSII, KBapTall, TOJ

3aganus AJ151 CAMOCTOSITEIbHOM PadoThlI.
Coz[epncaHHe 3aIaHUA: U3YUUB OIBIT OpraHru3aluu ACJIOIMMPOU3BOACTBA B KOHKpCTHOfI opraHusaluu,
COCTAaBBTC OIICPOrpaMmMy ABUIKCHUSA BXOAAIINX U UCXOAAIIUX JOKYMCHTOB OpTraHHU3allu.
OCHOBy AJIL BBIIIOJIHCHHUA 3aJaHud COCTABJIAIOT 3HAHUA CTYACHTA O ILOKYMGHTOO6OPOTG KaK CJIOXHOM
TEXHOJIOTUYECKOM TPOIIeCce, KOTOPBIM XapaKTepU3yeTcsi pas3IMyHbIMU Mapamerpamu. B wyacTHOCTH,
OpsMyl0 M OOpaTHYIO CBS3b B YIPABICHUU OCYIIECTBIISIOT OIpPEACICHHbIE TOTOKUA JOKYMEHTOB.
CO6JIIOILCHI/I€ MPUHIMIIOB W TIpaBHJI OpraHu3aluun I[OKYMGHTOO60p0Ta IIO3BOJIIET AOCTHYL TOYHOCTHU
HalpaBJIeHUs] JIOKYMEHTOIIOTOKOB, COKpPAaTUTh BpeMs Ha o00pabOTKy JOKYMEHTOB M TMpPUHSTHE
YIPABICHYECKUX PEIICHUH W B KOHEYHOM cCYeTe BIHUATh Ha 3(P(PEKTUBHOCTh ACATEIBHOCTH armapara
YIIpaBICHHUS.



Texnonornueckas enovka IBUKEHUS U 00pabOTKM TOKYMEHTOB MPEACTABICHA PSIIOM TUIOBBIX (DYHKITHIA,
KOTOpBIE TPHU PEIICHUH KOHKPETHBIX 3a/lad MOTYT OBbITh JETaJIM3UPOBAaHBI 10 OTAEIBHBIX OIEpaIdil.
Crnenyer o0s3aTebHO YYHUTHIBATH TO, YTO MOPSAJOK pabOTHI C JOKYMEHTaMH, ONEpaluu Mo UX 00paboTKe
3aBUCAT OT BUOB JIOKYMEHTOB U OT WX NMPUHAAJICKHOCTU K ONPEACTICHHOMY JOKYMEHTONOTOKY. CTyaeHTY
BAXHO TIOMHUTbH, YTO CYIIECTBYIOT pa3jIMYHbIe METOJUYECKHE TOAXOAbl K MPOBEICHHUIO aHaIHM3a
JOKyMEHTOO00pOTa MO €ro KaueCTBEHHBIM M KOJIMYECTBEHHBIM mapamerpaM. OTHUM U3 HUX SIBISETCA
COCTaBJICHUE ONEPOrpaMM, IMO3BOJISIONINX IpapuuecKu H300pa3uTh MOCIEI0BATEILHOCTD MPOXOKACHUS U
TEXHOJIOTHIO 00pabOTKH pa3NUYHBIX TPYII JOKYMEHTOB. OTpaOarbiBasi HABBIKM COCTABICHHS CXEM
JBIDKEHHSI JJOKYMEHTOB, BXOJSIIMX B OIpPECIICHHBIE JTOKYMEHTOIOTOKH, CTYIEHT JOJDKEH HAy4HUThCS
OIIPENEIIATh 3a7a4l TAaKOro TpapuuecKoro aHajau3a, JieaTh Ha OCHOBE MOJTYYEHHBIX OMEPOTrPaMM BBIBOBI O
BO3MO)KHOCTSX PAl[MOHAIN3ALUU U COBEPILIEHCTBOBAHMS JOKYMEHTO000POTa KOHKPETHOTO MPEAIPUSITHSL.

Tema 9. Perucrpauus noxymentos (I1K-4)

Jlexknus.
[lonsitue "peructpauust AokyMeHta". Perucrpamusi [TOKyMEHTOB KaK COCTaBHasi 4YacTh TEXHOJOTUHU
o0paboTku jmokymeHtoB. llenmu peructpammuu JOoKyMeHTOB. (OCHOBHBIC MPHHIIUIBI PETHCTPAIIUU
JNOKYMEHTOB. MHpaekcanusi 1OoKyMeHTOB. DOpMbI perucTpanuy JTOKYMEHTOB U MOPSAOK UX 3allOJIHEHHS.
Kypnanbnas ¢opma perucrparuiu. PerucrpaioHHO-KOHTPOIIbHASL KapTouKa. KOMITbIOTepHBIE TEXHOJIOTHUI
perucrpanuu 1o0KyMeHToB. MHDopManimoHHoOe cofepKaHue perucTpaliioHHON 0a3bl JaHHBIX

IIpakTH4eckoe 3aHATHE.
[IpoBeanTe perucTpanuo KOMILUIEKTa TOKYMEHTOB, IOJIYYEHHOI'O OT IIPENOJABaTelNsl, B )KypHaJIE U B
PEruCTPaIiOHHO-KOHTPOJIbHBIX KapToukax. [IpocTaBeTe Bce HE0OX0MMbIE OTMETKH U UHAEKCHI Ha
JOKyMEHTax

3ananus AJ51 CAMOCTOSITEILHOI padoThI.
ConeprxaHnue 3alaHusl: ONIPEACIIUTE TIEPEUYHH JTAHHBIX VISl 3aHECEHUS B PETUCTPAIMOHHBIE ()OPMBI TIPH
PETUCTPAIMK BXOIAIINX, HCXOSAIINX U BHYTPEHHUX JTOKYMEHTOB, PEKOMEHYEMbIX Pa3IMYHBIMU
THUTIOBBIMU Y WHIUBUYUTBHBIMA HHCTPYKIIUSIMH TI0 JIETIONIPOU3BOICTBY M IIPOBEINUTE UX CPABHUTEIIbHBIN
aHaJM3.

[Ipu u3yyeHUH TUMOBBIX WHCTPYKLUUN CIEIyeT UCXOAUTh U3 TOTO, YTO PETUCTPALUsi JOKYMEHTOB - 3TO, C
OJTHOW CTOPOHBI, COCTaBHAsl YaCTh TEXHOJIOTUU 00pabOTKU TOKYMEHTOB, a C APYroi - HeOThbeMJieMasi 4acThb
MH(OPMAIIMOHHO-TIONCKOBOM CHUCTEMBbl O JOKyMeHTaM npeanpusatusa. [losTromy nepedeHb NaHHBIX O
JOKYMEHTE, 3aHOCUMBIX B PETUCTPALMOHHYIO (OpPMY JOKEH MO3BOJATH HE TOJBKO HMICHTH(PHUIMPOBATH
KOHKPETHBIM JOKYMEHT, HO M OBICTPO OINpEAeNsATh €ro MECTOHAXOKJEHHE. OTOT IepeueHb MOXKET
BapbUpPOBAThCS B 3aBUCHUMOCTH OT 00OBbeMa OKYMEHTOOOOpOTa OpraHM3allM, KOJMYecTBa U COCTaBa
JOKYMEHTOB, TpeOyIOIIMX y4eTa M KOHTPOJS 3a WX HUCIOJIHEHHEM, HAJW4Msl CPEICTB aBTOMAaTH3aluU
OTACNbHBIX JIEJONPOU3BOJCTBEHHBIX OMNEpaluii WM TMPOTPAMMHBIX MPOAYKTOB JUIsl KOMILIEKCHOM
aBTOMaTHU3allMi JIOKyMEHTOOOOpoTa. BakHoe 3HaueHHe 0IpU 3TOM HUMEEeT NPUHLHUII PalMOHAILHOU
OpraHM3aly PEerucTpaIm.

[Tpu cpaBHEHUH NEepeYHEH TaHHBIX HY>KHO MCXOIUTH U3 TOTO, YTO COCTAB JAHHBIX O JOKYMEHTE HAIPSAMYIO
CBSI3aH C LEISAMH PETUCTPAlMU M 3aBUCHT OT TOTO, K KAKOMY JIOKYMEHTOIIOTOKY OTHOCHTCSI JTOKYMEHT:
BXOZISIIEMY, UCXO/SIIIEMY WIH BHYTPEHHEMY.

Ocoboe 3HaueHHEe HMMEET TaKKe BHIOOp PEruCTPAlMOHHON (OpMBI. 37€Ch Ba)XKHO HE TOJBKO 3HATh
COBPEMEHHBIEC BHJIbl PETUCTPALMOHHBIX ()OPM, HO U MMOHMMATh NMPEUMYIIECTBA U HEAOCTAaTKU KaKIOW U3
HUX KaK IpU TPAAULUOHHOM, TaK ¥ MPH aBTOMATU3UPOBAHHOM TEXHOIOTHH 00pab0TKH JOKYMEHTOB.

Tema 10. Homenkiiatypa e 0M0JIM0TeKH: MeTOAMKA cocTaBiaeHns U npumeHenns (ITK-4)
Jlexknus.
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Ilonsatue "HomeHknarypa nen". Ha3HaueHue HOMEHKIATyphl Aeil. Buasl HOMEHKIATypsl Aenl (TUIIOBaf,
IpUMeEpHasi, HHAUBUyalbHast), ©X 0COOCHHOCTH, MOPSAAOK UCIONIb30BaHUs. TpeOoBaHus, MpeabsBIsieMble
K COCTaBJICHHIO HOMEHKJIATYPHI JIe]1 opraHnn3auui. HoMeHkarypa aen noapaszieieHus 1 HOMEHKIIaTypa Jiel
OUOITMOTEKH. Pernamenranus TpeOoBaHuUi K COCTAaBJICHUIO HOMEHKJIATypbl bi () B
HOPMAaTHUBHO-METOJMUECKUX JOKyMEHTax. YHH(HUUUpOBaHHAas ¢(opmMa HOMEHKIarypsl nen. IIpaBuia
COCTaBJICHUSI HOMEHKJIATYphI Jen. KinaccupukaonHas cxeMa HOMEHKIIATypbl. @OpMYIHPOBKH 3ar0JI0BKOB
nen. Cucremaru3aius 3arojoBKOB el B HOMEHKJIAType. VICTOUHHUKH OTIpeNiesIeHUs] CPOKOB XpaHEHHS JIedl.
[Topsimok cocTaBieHUs M yTBEP KICHHUS] HOMEHKJIATyphl e OpraHu3aiuu

IIpakTH4eckoe 3aHATHE.
1. CocTaBbTe OJIOK-CXEMY aJITOPUTMa Pa3paObOTKH HOMEHKJIATYphbl A€ OpraHu3alyu.
2. OnumuTe MoCIeI0BaTeIbHOCTD ATAOB COCTABICHUS] HOMEHKJIIATYPBI A€ MOpa3IeIeHUs

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
Conepxanue 3a1anust: pazpaboTaiiTe HOMEHKIIATYpy A€ JUIs HeOOJIBIION OpraHu3aluy, 3aHUMaIoIencs
PEKIIaMHOM AEATEIbHOCTHIO, B KOTOPOM HET BHYTPEHHUX OTIEIIOB, a MPOU3BOICTBEHHbIE (DyHKIINN
3aKpEIUICHBI 32 OTAEIbHBIMH COTPYIHUKAMH.
OnHa U3 OCHOBHBIX 3a/lad AAHHOW pabOThl — OCBOUTH OOIIME NMPUHLUIBI CUCTEMATU3aLUU JOKYMEHTOB U
IpaBUia TPYNIHUPOBKM B J€Ja OTIENbHBIX KaTeropuil JOKyMEHTOB, W3JIOKEHHBIE B COBPEMEHHBIX
HOPMATHUBHO-METOJUYECKUX AOKyMeHTax. [Ipy BbIOIHEHNN 3aaHKs HEOOXOJUMO OOpaTUTh BHUMAHUE Ha
TO, YTO HOMEHKJIaTypa JIeJl UMEET YHH(PHUIIMPOBAHHYIO (HOPMY, MOSTOMY OHA JIOJDKHA OBITH OoopmileHa C
COOJTIOICHHEM COOTBETCTBYIOIUX TPeOOBAHUM, M3NOKEHHBIX B «OCHOBHBIX IpaBUIax PabOThl apXUBOB
opraHuzaiuii». B HeOonbIINX OpraHu3anusaX, He UMEIOLINX CTAaOMIBHON CTPYKTYpPBI, B KQUECTBE Pa3/esIOB
HOMEHKJIATYypbl MOTYT MCIIOJIB30BAaThCSl YIPABICHUECKNE (QYHKUUM WM HANpaBlICHUS JAEATEIbHOCTH
OpraHu3alM U 3ajada CTy/AEHTa BbIOpaTh ONTHMAJbHBIN BapHaHT CTPYKTYPHPOBAaHUS pa3paldaTbIBaeMOil
HOMEHKJIATypbl Je. [l onpeneneHus cocraBa JOKyMEHTOB U IIEPEUHs JeJ1 B HOMEHKJIaType HE0OX0IuMOo
BOCIIOJIB30BaTbCs MMEIOIIUMCST JIMYHBIM OIBITOM, a TakKXe pPAa3JIYHbIMM IEPEYHSMHU THUIIOBBIX
YIOPABIEHYECKHMX  JOKYMEHTOB, OOpasyloIIMXcid B  JEATEIbHOCTH  OpraHu3alui, IpUMEpHBIMU
HOMEHKJIATypaMH A€ JUIsl pa3InYHbIX THIIOB OPraHU3aL|i.
CryneHT nowkeH pa3padorarb | HOMEHKIaTypy

Tema 11. Oprannzanus Tekyuero xpaneHusi 10kymeHToB (I1K-4)
Jlexknus.
[Tonsatue "¢popmupoBanue paen"'. OOmwue npuHUMIBL (GopMmupoBaHus nen. OcHOBHbIE TpeOOBaHUS,
npeabsaBiIsieMble K (OpMUpOBaHMIO el B TEKyIIeM Jelonpou3BoicTse. llpaBmia ¢dopmupoBaHus
pa3NUYHBIX KAaTeropuil ITOKyMEHTOB B jena. dopmupoBaHue el B OpraHM3allid, B €€ CTPYKTYpPHBIX
nozapasaeneHusx. OTBETCTBEHHOCTh 32 COXPAHHOCTh JIOKYMEHTOB. Bpiaya JOKyMEHTOB JUIsl BPEMEHHOTO
M0JIb30BAaHUS TPU XPAaHEHUH UX B CTPYKTYPHOM OAPa3/IeICHUN.

IIpakTH4Yeckoe 3aHATHE.
1. I[IpoBenuTe Bce HEOOXOAUMBIE MTPOLIEAYPHI AJIs 3aBE/ICHUS JIeia B HaYalle KaJeHIapHoro roa.
2. ChopmupyiiTe B nena Ha OCHOBE HMEIOIICHCS HOMEHKJIATYPhl KOMILIEKT JOKYMEHTOB OHOIMOTEKH,
MPEICTABICHHBIN MTPENOaBaATEIIEM.
3. [Ipoananu3upyiTe IENOBYIO CUTYalUIO U YKAKUTE OMIMOKU B TEXHOJIOTHH JICTIOTPOU3BOJICTBA.
B ciyx6e IOY opranuzanuu npu GOpMUPOBAHHUH €I MIPUACPKUBAIOTCS MHEHHSI, YTO B OJTHO JIEJIO HEJb3sI
IIOMEIIATh JOKYMEHTBI C Pa3HbIMU CPOKaMH XPAaHEHHs. B COOTBETCTBUM C 3TUM B OJIHY MankKy IMOMENIAlOT
pasHble BUIBI JOKYMEHTOB C OJMHAKOBBIMU CpOKaMHu. UTOOBI OOJErYyuTh MOUCK HYXKHBIX JTOKYMEHTOB, B
MaIKy IOAIINBAIT KapTOHHBIE PAa3JEIMUTENIA, Ha KOTOPBIE 3aHOCIT HA3BaHUE BHUJIOB U Pa3HOBUAHOCTEH
JOKYMEHTOB. OTH K€ Ha3BaHHs NEPEHOCAT Ha 00JI0kKy jaena. Korna Koau4ecTBoO JUCTOB B Aeie JOCTUTaeT
300-350, 3aBOAST €ro BTOPOM TOM.
4. OopmuTe JOKYMEHTAIILHO BBIJAYy JOKYMEHTA U3 JieJia TI0 3alpocy MPOKYpaTyphl.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
ConeprxaHue 3a1laHus: 3aM0JIHUTE JIUCT-3aMECTUTENbY U «KAPTY-3aMECTUTENbY.
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IIpuctymass K CaMOCTOSTEIIBHOMY M3YyYEHHIO TEMbl U BBIIIOJHEHHUIO 3aJaHUs HAJI0 YSACHUTH, 4YTO
WCTIOJIHEHHBIE JOKYMEHTHl U C(OPMHUPOBAHHBIC JIeNla ONPEACICHHOE BpEMsl XPAHATCS B CTPYKTYpPHBIX
MOpA3JEICHUAX W HCIONB3YIOTCA Ui HAaBEACHWS pa3iIuyHbIX chpaBok. llostomy cCyliectByror
oIpeesieHHbIE CIOCO0Bl 00eCNeUeHHsT COXPAaHHOCTH JOKYMEHTOB, YCTaHOBJICH CHELMaIbHBIN IMOPAIOK
BBIJIaUM JIOKYMEHTOB M3 3aKOHYEHHBIX (C(OPMHPOBAaHHBIX) Jei. Takke BaXXHO OOpaTUTh BHUMAaHHE Ha
ocoOble TpeOOBaHMA K XPAHEHUIO W TOPSAKY BBIIAUYUM HEKOTOPHIX BHUAOB JOKYMEHTOB. CTyneHTY
HEOOXOIMMO YETKO MPEJCTABIATh, B KAKMX CIIy4asX MOXKET ObITh BbIIAH OT/AEIbHBIN TOKYMEHT U3 JeNa, a B
KAaKUX BBIIAETCS IMOJTHOCTBIO JEJIO.

HTorom paboThI ABISIOTCA 2 JMCTA-3aMECTUTENS U 2 KapThI-3aMECTHTEII.

Tema 12. [loagroroBka aes1 U NOPSAOK Mepeaaydu el B apXuB A JaabHeiimero xpanenns (ITK-4)

Jlexknus.
[Tonsatue "akcmepTu3a LEHHOCTH NOKYMEHTOB'. HOpMaTMBHO-METOOMYECKHME U TEOPETUUYECKHE OCHOBBI
MIPOBENEHUS. HKCIEPTU3bl LIEHHOCTH JOKYMEHTOB. TpeOoBaHUs, TNpeabsSBIIEMble K OpraHM3aldd U
MPOBEIECHUIO SKCHEPTH3bl IIEHHOCTH JOKYMEHTOB. OcHOBHBIE (yHKUUHM LleHTpanbHON SKCIEepTHOM
komuccuu (LIDK) u sxcneptHbix komuccuit (OK) opranuzanuu. Ilonoxenne 06 SKCIIEPTHONH KOMUCCHH.
[IpaBa u GyHKIMU KOMHCCUH, OPTaHU3aLKs U TOPSI0K JOKYMEHTHPOBAHUS €€ paObOThl. DTarbl MPOBEICHHUS
HKCTIEPTU3BI LIEGHHOCTHU T0KyMEHTOB. OopMiIeHre pe3yabTaToB SKCIEPTH3bI HIEHHOCTH JOKYMEHTOB. Onucu
nokymeHToB. [lonarue "opopmienue nena". OCHOBHBIE TPEOOBaHUS, IPEIbsIBIsIEMbIE K 0O)OPMIICHUIO eIl
[Tonnoe odopmnenue nen. IMommumeka men. Hymepaums nucroB nena. CocTaBieHHE 3aBEPUTEIBHOM
HaAmucH, BHyTpeHHeW ommcu. Odopmienue obmoxku naena. Ilepemaua nen Ha XpaHeHHE B apXuB.
BsaumoneiictBue ciy:x6s1 IOY 1 apxuBa opraHu3anii. AKTHI O BBIJICICHUHN JTOKYMEHTOB K YHHUTOXKEHUIO
U CHSATHIO C yYeTa.

IIpakTH4eckoe 3aHATHE.
3aganus.
1. CocraBbTe OJOK-CXEMY 3TalloOB 3KCIEPTH3bl LEHHOCTH JO0KyMeHTOB. CocTaBbTe 00pasel] MpoTOKoIa
3aCeIaHMsl SKCIIEPTHON KOMUCCHH OPTaHU3alUu.
2. TlpoBenuTe CpaBHUTENIBbHBIA aHAIU3 (DYHKIMA SKCIEPTHON KOMHUCCHM OpPTaHU3AIlMU M IICHTPATbHON
AKCHEPTHON KOMHUCCHH.
3. OdopmuTte Aeno Ay nepeaady Ha apXUBHOE XpaHEHHE.

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
ConeprkaHue 3aJaHus: 3aTI0JTHUTE aKT O BBIJCJIICHUH €] K YHUUTOXKECHHUIO.
[TpucTymnas K BBIIOJHEHUIO 33aHUsI HEOOXOIMMO U3YUYUTh OCHOBHBIE TPEOOBAHUS K 3aBEPILIAIOIIEMY 3TaIy
paboThl C JOKyMEHTaMH B JEJONPOU3BOJICTBE — IMOATOTOBKE MX K IEpeAadye Ha JalbHeiIee XpaHeHHE B
apXuB OpraHU3alMK WU YHUUTOKEHUIO.
OcHoBHblE TpeOOBaHHA K TOPAAKY pabOThl C JIOKyMEHTaMH Ha OSTOM JTale CoAep)arcs B
HOPMAaTUBHO-METOAMYECKUX JIOKYMEHTax, pa3paboTaHHBIX apXWBHBIMU opraHamMu. CTyIeHT [TOJKEeH
YCBOWTD, YTO J€Nla C JOKyMEHTaMHU BpeMeHHBIX (10 10 5eT) cpoKoB XpaHEHUS MOTYT XPaHUTHCA B TeEX
CTPYKTYPHBIX MOAPA3eNICHUsX, e ObUTH C(hOPMUPOBAHBI, U MO UCTEUEHUHU CPOKA XPAHEHHS] YHUUTOXKATHCS
0e3 mepenayn B apxuB opraHuzanuu. [Ipw 3ToM HEoOXOAMMO 3HATH, YTO OPTaHU3ALMS HMMEET IPaBo
YHUYTOXAaTh JEJIa, BKIIOYEHHBIE B AKT, TOJBKO Iocie Toro, kak JIIK yTBepAauT omuchk ei1 MOCTOSHHOTO
CpPOKa XpaHEHUSI.
AKT 0 BBIJENECHUU Je]l K YHUUTOXKEHUIO OQOpPMIIIETCS B COOTBETCTBUU C TPEOOBAHHSIMH HOPMAaTHUBHBIX
nokymeHToB. Crenyer o0si3aTeIbHO YUYMTHIBaTh TO, YTO aKT MMEET CBOM OCOOCHHOCTH B O(OPMIICHUH U
yaoctoBepeHuH. [103ToMy HyHO yMETh OIpEAEATh COCTaB JOJKHOCTHBIX JIUL, IPUHUMAIOIIUX Y4acTHE B
COCTaBJICHUH, BUBMPOBAHNHU U COMIACOBAHUM 3TOTO IOKYMEHTA.

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0auioB:

5 cemecTp
* mocemaeMocTs — 10 6aiuioB
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TEKYIHI KOHTpOsb — 70 6amioB

KOHTPOJIBHBIC CPE3bl — 4 cpe3a Mo 5 0auioB KaXK bl

npeMuanbHbie 6amel — 20 6amioB

Pacripenenenne 6aioB 1mo 3aJaHusIM:

No |HazBanue tembl | @opmbl Max. Mertonuka npoBeJeHUs 3aHIATUS U OIIEHKU
Te | /BHUI y4eOHOH |TEKylIero | KOI-BO
MBI paboThI KOHTpOs | Oamios
/ cpe3sl
1. [TonsTre n TMICEMEHH 10 Ha muceMeHHYI0O CaMOCTOATEIbHYI0 pPaboOTy OTBOAWUTCS 45 MHUHYT.
MIPOUCXOXKICHUE ast Tema paboThI cBsS3aHA C TEMOW 3aHATHSA, KOTOpas U3BECTHA 3apaHee,
TOKYMEHTa  |CaMOCTOST KOHKpPETHBIE 3aJJaH¥sl PETIOAaBaTENb 3aJaeT Ha CAMOM 3aHSATHH.
ebHas Hcxons m3 o0003Ha4YeHHBIX 3aJaHUl CcaMOCTOATENbHas paboTy o
pabora CBOEMY COJIEp’KaHUIO MOXKET OBITh CBEI€HA K M3JIOKEHUIO pEelIeHUN
(Bermonae Ha cOpPMyYIMPOBAaHHBIE 3aJ[a4uM, YCIOBHS KOTOPBIX HEIOCPEICTBEHHO
HUE CBSI3aHBI CO CIIOKHBIMU M 3aIlyTaHHBIMH CHUTYallUSMU B KOHKPETHOU
MIpaKkTH4IeC cthepe;
KHX - K TOAPOOHOMY OTBETY Ha MPOOJIEMHBIE BOTPOCHI, KOTOPBIX MOXKET
3aJTaHMi) OBITh 33JaHO HECKOJIBKO TSI CAMOCTOSITEIbHOTO OCMBICIICHHS,

- K U3NIOKEHUIO MaTepHala 1Mo ONpeiIeieHHON TeMaTHKe, KOTOpoe Ha
MEPBBIN B3IVISA HAIIOMHUHAET 10 CHOCO0Y O(hOPMIICHHUIO TOKJad 00
pedepar.

10 Ga/toB — CTYAEHT BBINOJIHMI padoTy Oe3 OMIMOOK M HEI0YETOB,
JIOTTYCTHIT He 00Jiee OJTHOTO HeJoueTa.

8-7 6aTOB — CTYACHT BHITIONHUI PabOTy MOTHOCTHIO, HO JOTYCTHI B
Hel He 0ojiee OIHOM HErpyOOH OMIMOKH M OJHOIO HeIouyeTa, WM HE
0oJjiee IBYX HEIOUETOB.

5-4 Gamna — CTYJEHT TPABWIHLHO BBHIMONHII HE MEHEE IOJIOBUHBI
paboTHI WK TOMYCTHI He Oojiee IBYX IpyOBIX OMHOOK, WK He Ooliee
OITHOM TPyOO# M OxHOM HETpyOO¥ OMMOKM W OIHOTO HEAOoYeTa, WIIN
He Ooyiee IBYX-TpeX HETPyOBIX OIMWOOK, WM OXHOW HETpyOoit
OMMOKK M TPeX HEJ0YETOB, WIIU MPH OTCYTCTBHU OIMIMOOK, HO TPH
HAJINYHN YETHIPEX-TISTH HEIOYETOB.

3-2 Oamra — CTYICHT NPABWIHHO BBITIOJHWI MEHEE IT0JOBHHBI
paboThI, JTOMYCTHI HECKOIBKO HEIOYECTOB.

1 Gamnm — CTymeHT MpaBWIBHO BHIMONHWI He Oomee 25% paboThl,
JOTTYCTHJI HECKOJILKO HEIOUETOB FIIN OoJiee 3 TpyOBIX OMMO0K




[IpaBuiia MACHMEHH 10 Ha muceMeHHYI0 caMOCTOATENbHYI0O pPaboTy OTBOAMTCSA 45 MUHYT.
oopmenus ast Tema paboThl cBA3aHA C TEMOW 3aHATHA, KOTOpas U3BECTHA 3apaHee,
PEKBU3UTOB  |CaMOCTOST KOHKPETHBIC 33JaHUs MPEToJaBaTellb 3a1aeT Ha CAMOM 3aHSTHH.
eJbHas Hcxons w3 00O3HAYCHHBIX 3aJaHUM CaMOCTOSITeNbHAass PaboOTy IO
pabora CBOEMY COJZICPXKAHUIO MOXET OBITh CBEJCHA K M3JIOKCHUIO PEeIICHUN
(Beimonne Ha c(hOpMYIMPOBAHHBIC 3a/1a4H, YCIOBUSI KOTOPBIX HEMOCPEACTBEHHO
HUE CBSI3aHBI CO CJIOKHBIMU U 3allyTaHHBIMH CHTYallsIMH B KOHKPETHON
MpaKkTHiec chepe;
KHX - K moApoOHOMY OTBETY Ha MPOOJEMHBIE BOIPOCHI, KOTOPHIX MOXKET
3aJaHNN) OBITH 3aJJaHO HECKOJIBKO ISl CAMOCTOSITEIBHOTO OCMBICTICHHST;
- K U3NIOKEHUIO MaTepHaja Mo ONpeAeiIeHHONH TeMaTHKe, KOTOpoe Ha
MEPBBIA B3IV HATOMHUHAET MO croco0y ohopMIICHHIO AOKIa] J100
pedepar.
10 GamnoB — CTYACHT BBIIOJHWI paboTy 0e3 OmMOOK M HEeI0YETOB,
JOMYCTHII He OoJiee OTHOTO HeAoUeTa.
8-7 GaJIIOB — CTYAEHT BBHIIOIHHI PabOTy MOTHOCTHIO, HO AOMYCTHI B
Hell He Oojee oAHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He
OoJiee IBYX HEIOYETOB.
5-4 Ganma — CTYOEHT NPABWJIGHO BBIMOJHHI HE MEHEE IOJIOBHHBI
paboThl WK AOMYCTHI He Oonee ABYX rpyObIX OmMOOK, WK He Oomnee
OIHOH Tpy0Ol M OfHOW HETpyOOil OIMOKH U OJHOTO HEJOYeTa, WU
He Ooree ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPH OTCYTCTBHU OMIMOOK, HO TPH
HAJIMYUU YETBIPEX-TISITH HEIOYETOB.
3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.
1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK
bnanku MHUCbMEHH 5 5 0OaioB - paboTa BBIIOTHEHA U 0opMIleHa Oe3yTPEedHO
JTOKyMEHTOB ast 3-4 Ganna- UMEIOTCS OUIMOKHU B COACPKaHUU U 0(popMIIeHUH PabOTHI
CaMOCTOSIT 1-2 Gamna - paboTa BBHINONHEHA C CYIIECTBEHHBIMU OLIMOKAMH H
eJbHas oopmiieHa HEOPEKHO
pabora
(Beimonne
HUE
MpaKkTHiec
KHX
3aJaHNN)
OpraHu3aioHH | TECTHPOB 5 1 6ann gaércs 3a nmpaBuibHBIE 0TBETH Ha 10% BOMpOCOB TecTa
bl€ JOKYMEHTHI | aHHe(KOH
TPOJIbHBI
i cpe3)
Pacnopsoutens | ycTHBIN 5 CeMuHapcKoe 3aHATHE
HBIE IOKYMEHTBI |  OTpOC 5 OaIoB — CTYIEHT YMEET COINOCTAaBUTh MOMYyYCHHYIO TIpH

MOATOTOBKE K 3aHATHIO MH(OpManuio, 4eTKO (popMynnpoBaTh CBOU
BOIPOCHI U OTBEYATh HA 33J]aBAEMbIE EMY BOIPOCHI, BECTH JTUCKYCCHIO
C HCTIOJIb30BAaHUEM COBPEMEHHOM TEPMHHOJIOTUN

3-4 Gamna - CTYIEHT yMeeT MIPUMEHSITDH MOTYyYEHHYIO TIPH OATOTOBKE
K 3aHATHIO HHPOPMAIIHIO, OTBEYaTh Ha OONBLIMHCTBO BOIIPOCOB

1-2 Gamna — CTYOEHT BiaJeeT TEOPETUYECKHM MaTepHajioM IO TeMe
3aHATHUSA, HO 3aTPyQHAETCS IIPH OTBETE HA BOIIPOCHI

Ecnu crymeHT He Bnazeer mpoOneMaTWKOW — 3aHATHS, HE MOXKET
OTBEUaTh Ha BOMPOCHI, 3aUNTHIBAECT OTBET [0 TEKCTY — OTBET OayIaMu
HE OLICHUBAETCS
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6. |MudopmannoHH | MMCEMEHH 10 10-9 6amnoB — CTYACHT BBIIOIHWI paboTy 0e3 OIMOOK U HEAOUETOB,
0-CITPaBOYHEIC ast JOMYCTHII He OoJiee OHOTO HEeAoUeTa.

JOKYMEHTBl  |CaMOCTOSIT 8-6 0a/IOB — CTYIIEHT BBHIMOJHUI Pa0OTy TOJTHOCTHIO, HO JAOMYCTUI B
eJbHas Hell He OoJiee oHOM Herpy0Ooil OMMOKKM M OJHOTO HEAOYETa, MU He
pabora OoJiee IBYX HEIOYETOB.

(Beimonae 5-4 Gamra — CTYICHT NPAaBHJILHO BBHITIOJIHWI HE MEHEE IOJOBHHEI
HUe paboThl WK AOMyCTHI He Oonee AByX TpyObIX OIMIMOOK, Wi He Ooiee
MpaKkTHiec OIHOH Tpy0Ol M OfHOW HETpyOO# OIMOKH W OJHOTO HEJOYeTa, WU
KHX He Oosee ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
3aJTaHMi ) OIMOKU M TPEX HEJO0YETOB, WM MPH OTCYTCTBUM OIIUOOK, HO IPH
HaJIMYUU YETHIPEX-TISTH HEAOYETOB.
3-2 Oamna — CTYOCHT MNPAaBWIBHO BBINIOJTHWI MEHEE IOJOBUHEI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.
1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK
7. Kanposeie TeCTHPOB 5 1 Gamn maércs 3a mpaBuibHBIE 0TBETH HA 10% BOIpOCoB TecTa
JOKYMEHTHI | aHHe(KOH
TPOJILHBI
i cpe3)
8. | Opranmsamnus | pereHue 10 CryneHTaM  MOHOENHUPYETCS  MpoOJIeMHAas  CHTyarus, KoTopas
JIOKyMEHTO000p | KOHTEKCTH MaKCHMAaJIbHO TpHUONIKEeHA K peabHONW U3 paboThl opranu3anuu. 10
ora BIX, 0aJI0B HAYHCISIETCSl CTYAEHTaM, KOTOpPbI€ MPABUIBHO BBITIOTHHIN
CUTYyaImo 3a/laHue
HHBIX 5-7 GamoB — HETMOTHOE BBHIMTOJIHEHUE 33/IaHUS
3a/a4q 1-4 Ganna — HEMOJIHOE ¥ HETOYHOE BBITIOHEHUE 3aJaHUS
(Bormosae
HUE
MpaKTHYEC
KHX
3aJTaHMI )
9. | Perucrpamus | pemenue 10 CryneHTaM  MOHETHUPYETCS  MpoOJIeMHAas  CHTyarus, KoTopas
JOKYMEHTOB | KOHTEKCTH MaKCHMaJIbHO NMPHUOIIKEHa K pealbHOi n3 padoTel opranuzanuu. 10
BIX, 0aJI0B HAYHCISETCSl CTYAEHTaM, KOTOpPbI€ MPABUIBHO BBITIOTHHIN
CUTYyaImo 3a/laHue
HHBIX 5-7 GaoB — HETMOIHOE BBHIMTOJIHEHUE 33/TaHUS
3a/a4q 1-4 Gannma — HEMOJIHOE ¥ HETOYHOE BBITIOHEHUE 3aJaHUS
(Bormosae
HUE
MpaKTHYEeC
KHX
3aJTaHHI )
10. | Homenkmnarypa |KOHTPOJIb 5 Tect coctouT u3 10 Bompocos
aen HBIIf 5 6anoB — CTyAeHT MpaBmiIbHO oTBevyaeT Ha 100% BompocoB B Tecte
oubmuorexu: |cpe3(KOHT 4 Ganna — CTy[IeHT MPaBUIIbHO OTBeYaeT Ha 74% BOIIPOCOB B TECTE

METOJIUKA POJIBLHBII 3 Gamya- CTyIEHT MpaBUIHHO oTBe4aeT Ha 50% BOMPOCOB B TecCTe.

COCTaBJICHUS U cpe3) 2 Oanna- CTyA€HT PaBUIBHO OTBEYaeT Ha 25% BOIMIPOCOB B TECTE.

MIPUMEHEHUS 1 Gamn — cTymeHT npaBmwiIbHO oTBedaeT Ha 10% BompocoB B TecTe.

Menee 10% mpaBHIIbHBIX OTBETOB 0aJJIOB HE AAa€T
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11. | Opranuzanus |NUCbMEHH 10 Ha muchMeHHYI0 CaMOCTOSTENBHYHO paboTy OTBOAUTCS 45 MUHYT.
TEKyILEro ast Tema paboThl cBA3aHA C TEMOW 3aHATHA, KOTOpas U3BECTHA 3apaHee,
XpaHEHUs CaMOCTOST KOHKpETHBIE 3aJJaHMs IPENOAABATEND 33Ja€T Ha CAMOM 3aHSATHH.

JOKYMEHTOB eNbHad Hcxons w3 00O3HAYCHHBIX 3aJaHUM CaMOCTOSITeNbHAass PaboOTy IO
pabora CBOEMY COJZICPXKAHUIO MOXET OBITh CBEJCHA K M3JIOKCHUIO PEeIICHUN
(Beimonne Ha c(hOpMYIMPOBAHHBIC 3a/1a4H, YCIOBUSI KOTOPBIX HEMOCPEACTBEHHO
HUe CBSI3aHBI CO CJIOKHBIMU U 3allyTaHHBIMH CHTYallsIMH B KOHKPETHON
MpaKkTHiec chepe;
KHX - K moApoOHOMY OTBETY Ha MPOOJEMHBIE BOIPOCHI, KOTOPHIX MOXKET
3aJaHNN) OBITH 3aJJaHO HECKOJIBKO ISl CAMOCTOSITEIBHOTO OCMBICTICHHST;
- K M3JI0KEHUIO MaTepHasia 1o ONpeAeNIeHHON TEMaTUKe, KOTOpoe Ha
MEPBBIA B3IV HATOMHUHAET MO croco0y ohopMIICHHIO AOKIa] J100
pedepar.
10 GamnoB — CTYACHT BBIIOJHWI paboTy 0e3 OmMOOK M HEeI0YETOB,
JOMYCTHII He OoJiee OTHOTO HeAoUeTa.
8-7 GaJIIOB — CTYAEHT BBHIIOIHHI PabOTy MOTHOCTHIO, HO AOMYCTHI B
Hell He Oojiee OlHOM HErpyOOW OMMOKH M OHOTO HEIo4yeTa, WIH He
OoJiee IBYX HEIOYETOB.
5-4 Ganma — CTYOEHT NPABWJIGHO BBIMOJHHI HE MEHEE IOJIOBHHBI
paboThl WK AOMYCTHI He Oonee ABYX rpyObIX OmMOOK, WK He Oomnee
OJHOU TpyOOil U OTHOW HErpyOOil OMMOKKM W OJHOTO HEIOoYeTa, WU
He Ooree ABYyX-Tpex HErpyOBIX OIIMOOK, WM OTHOM HerpyOoi
OmMOKKA M TPEX HEJOYETOB, WM MPH OTCYTCTBHU OMIMOOK, HO TPH
HAJIMYUU YETBIPEX-TISITH HEIOYETOB.
3-2 Oamnma — CTYOGHT MpPaBUIBHO BBIIOJHHUI MEHEE MOJIOBUHBI
paboThL, JOMYCTHI HECKOIBKO HEIOYETOB.
1 Gamn — CTyOEHT MpaBWIBHO BBIMOJIHWI He Ooiee 25% paboThl,
JOTYCTHIT HECKOJIBKO HEZ0UETOB MU Oojiee 3 TpyObIX omrOoK
12. |IloaroroBka A€l |KOHTPOJIb 5 Tect coctout n3 10 Bopocos
U NOPSIOK HBbIi 5 06anmnoB — cTyAeHT MpaBuibHO oTBevyaeT Ha 100% BompocoB B TecTe
nepesayu 1€l B |cpe3(KOHT 4 Gayta — CTYOEHT IPaBUIILHO OTBevyaeT Ha 74% BOIIPOCOB B TeCTe
apXuB A7 POJILHBII 3 Ganna- cTyIeHT npaBUIIbHO OTBedaeT Ha 50% BOMPOCOB B TECTE.
JaJIbHENIIIETO cpe3) 2 Gayta- CTyIEHT MPaBUIBHO OTBEYAET Ha 25% BOMPOCOB B TECTE.
XpaHEeHUs 1 6ann — cTygeHT npaBwiIbHO oTBeuaeT Ha 10% BOmpocoB B TecTe.
Menee 10% mpaBHIIEHBIX OTBETOB 0aJIOB HE JaeT
13. [TocemaeMocThb 10 10 6amnoB — crynent nocetwn Bce 100% 3ansaTHiA
14. [IpemuansHbie OaIbl 20 - MOCTOSIHHAasi aKTHBHOCTb BO BpeMs MpakTHUUECKHX 3aHATHH — 10
0aIoB;
- TIOJTHOCTHIO MOATOTOBJICHHAS K MyONHMKAllUM CTaThsi [0 TEMaTukKe B
pamkax quciuruiuHbl — 10 6amios

15. |nnuBuayansHBIE 3a0aHNA, 50 BBIIIOJIHEHUE TECTUPOBAHUS 110 KYpCy
C TIOMOIIBI0 KOTOPBIX

MOXHO HaOpaTb
JOTIOJTHUTENIbHBIE OalTbI
16. HUroro 3a cemectp 100

HToroBast oueHka 1o 3a4ery BeicTaBisgercs B 100-0auibHOM 1IKane U B TPaIUIIMOHHON YeThIPeXOaIbHOM
100-6annbHOM
YeThIpeX0aIbHYIO0 OCYIIECTBISETCS CIEAYIOUIMM 00pa3oM:

mIKaJje.

[TepeBon

PEUTHUHTOBOM

OLICHKHU 10 JUCHUITIIIMHE B TpaAUIIUOHHYIO

100-0ajuibHasg cucreMa

TpanuuonHas cucrteMa

50 - 100 6aiutoB

3ayTeHo

0 - 49 Gaiu10B

He 3auteno

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS

KOHTPOJILHBIN cpe3
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Tema 10. Homenkmarypa nen OMOIMOTEKH: METOAMKA COCTABICHUS U IPUMECHEHUS
1. Kakue 1oKyMeHTBI OTHOCSITCSI K HEPETUCTPUPYEMBbIM?
(?) mucpmo-3ampoc;
(?) xanoba;
(?) compoBOAUTEBHOE MMUCHMO;
(!) pek1aMHO€e MUCHMO.

2. KakoB OCHOBHOH NPUHIUI PErUCTPALIUU TOKYMEHTOB?
(!) oMTHOKPATHOCTD;

(?) TOUHOCTD;

(?) OTKPBITOCTS.

3. BriGepuTe nmpaBuIIbHOE YTBEPKICHUE:

(!) B kaxkgoii opraHM3anvu J0JKHA OBbITh CBOJAHAS HOMEHKJIATYpa e W HOMEHKJIATYPbI Ae
CTPYKTYPHBIX MOAPa3/ieIeHuil;

(?) B xaxx0ii opranu3aiy J0KHA ObITh CBO/IHAS HOMEHKIIATYpa /e,

(?) B xax ol opraHu3aIiiy J0KHBI OBITh TOJIBKO HOMEHKJIATYPBI AN CTPYKTYPHBIX MTOApa3IeICHUH.

4. Kakum 00pa3oM ycTaHaBIMBAETCS CPOK XPaHEHHsI TOKYMEHTOB IPHU pa3pab0TKe HOMEHKJIATyphl 1ei?
(?) YcranaBnuBaeTcs 3KCEPTHON KOMUCCHEH;

(?) YcranaBnuBaetcs ciyx60it JJOVY;

(?) OnpenensieTcst 3aKOHOM;

(!) YeranaBauBaeTcsi 0 NMePeYHIO TUIIOBBIX YIIPABJIEHYECKHX JOKYMEHTOB €O CPOKAMHU XPaHEHUS.

5. VYkaxuTe ABe MHCTAHIIMM, COTNIACOBBIBAIOIIME HOMEHKIIATYpy [eJ OpraHu3alud IMPH YCIOBHH, YTO
JOKYMEHTBI IOCTYAIOT Ha XpaHEHUE B MYHULIUIIATbHBIN apXUB:

(?) pykoBOAMTENb OpPTaHU3AIUH;

(!) 3xcepTHAs KOMHMCCHUSI OPTaHU3AIUN;
(!) MyHUIIUTIAJIbHBII APXUB;

(?) cmyx6a JIOY opranuzanuu;

Tema 12. IToaroroBka e v NOpsIOK NEpeayy 1€ B ApXUB JUIS 1aJbHEMIIEro XpaHEHUs
1. KT0 nmpoBOAUT 3KCNEPTU3Y LIEHHOCTU TOKYMEHTOB OpraHu3alun?
(?) pyxoBOAMTENM CTPYKTYPHBIX IOAPA3IEICHUI;
(?) pabOTHHUKHM apXWBa OpPTraHU3AIUH;
(?) pyxoBOAMTEIb OpPTraHU3aIUu;
(!) 3kcnepTHAsE KOMHCCUS OPTraHU3AIMH.

2. Kto yTBepKIaeT ONMMCH TOKYMEHTOB M aKThI O BBIICJICHUH JOKYMEHTOB K YHHUTOKEHHUIO?
(?) sKcmiepTHAs KOMHCCHSI OpraHU3allNu;

(!) pyxkoBoauTEJb OPraHN3aAIMU;

(?) apxuB, IpUHUMAIOLIUN JOKYMEHTHI JaHHOW OpraHu3aluu.

3. B xakoM rogy MO>KHO OyA€T YHUUTOXHUTH JOKYMEHTHI, co3fanHbie B 2000 . 1 UMerole CPOK XpaHSHHUs
10 net?

(?) 2010;
(!) 2011;
(?) 2012;
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(?) 2013.

4. COBOKYNHOCTb JJOKyMEHTOB, COJEpKAIUX HEOOXOAMMbIE CBEICHHSI O pAOOTHHUKE M €ro TPYIOBOM CTa)e
— 970 ...

(!) muuHoe aeo,
(?) KypHaJ ydeTa MpUKa30B MO JUIHOMY COCTABY.

5. Yro BrIIFOUaeT 00710KKa TMIHOTO Jiena? (BpIOepeTe MpaBUIIbHBIC BAPHAHTHI OTBETA)
(!) HamMeHOBaHUE OPTraHU3ALNH,

(M) Ne gena,

(!) ®.1.0. paGoTHUKA,

(!) mara mocryniieHusi Ha padory,

(!) naTa OKOHYAHUS JTUYHOTO /eI,

(!) KoaHMYeCTBO JIUCTOB,

(!) cpok xpaHeHus,

(?) rpud yTBEpKICHUA,

(?) BU3BI coTIacOBaHUS.

NMCbMEHHAas1 CAaMOCTosITeIbHAsA padoTa (BbIno/iHeHHe NPaKTUYeCKUX 3aJaHUil)

Tewma 1. [ToHsiTHE U MPOUCXOKIECHUE TOKYMEHTA
IToaroroBka npukasa.
IToaroroska axra.
ITogroroBka nmucnrma.
[ToaroToBka nmpoTOKOA.

AN

IToaroroBka pemeHus.

Tewma 2. [IpaBuna opopmiieHHsS] pEKBU3UTOB

Tewma 3. biraHku JOKyMEHTOB

Tema 6. MnpopmManinoHHO-CIIpaBOYHBIE JOKYMEHTHI

Tema 11. Opranuzanus TEKyIIero XpaHeHus T0OKYMEHTOB

pellieHue KOHTEKCTHBIX, CHTYallHOHHBIX 3a/1a4 (BbInoTHeHNe MPAKTHYECKUX 32 JaHUI1)

Tema 8. Opranuzanus JOKyMEeHTO000pOTa
JlokyMeHTOBeZIeHHE KaK Hay4yHasl AUCLUILINHA.
MecTo 1OKyMEHTOBEICHHS B CUCTEME HayK.
[TonsiTHEe ¥ TPOUCXOKACHHUE JOKYMEHTA.

el

@yHKINU JOKYMEHTA.
JIOKyMEHTHPOBaHHUE HAa €CTECTBEHHBIX S3bIKAX.
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Tema 9. Peructpanus 10KyMEHTOB

TeCTHPOBaHUeE

Tema 4. Oprann3aimoOHHbIE JOKYMEHTHI
1. Kem noanuceiBaercst aHkeTa?
COCTABHMTEJIEM M COTPYIHMKOM KAa/JPOBOH CJIy:KObI;
COTPYAHHUKOM KaJIpOBOil CITyKOBI;
COCTaBUTEJIEM;
PYKOBOJUTENIEM OpraHU3ALUH.
2. B npuka3ax Kakoro BrJla OCHOBaHUE YKa3bIBAETCS B KOHIIE TEKCTa?
10 BOIIPOCAM OCHOBHOM J€ATEIIBHOCTH;
I10 JINKBUJALIMN OPTraHU3al1H;
10 JTUYHOMY COCTABY;
B T€X, KOTOPBIE UMEIOT B KAYECTBE OCHOBAHUS KAKON-TO JOKYMEHT.
3. Kakue cBeneHus yka3blBatOTCSl B TPYAOBOM KHIKKE?
o paborHuke: PUO, nara poxaenusi, o00pazoBanue, npodeccusi, CNeMUAIbHOCTD;
0 padore: mpueM Ha pa0doTy, IepeBojA Ha APYIYI0 padoTy, yBOJIbHEHHE;
O B3bBICKaHUSX;
O Harpa)<J€HUSAX U MOOLIPEHUSX.
4. Yrto Takoe mpuKa3 1o JMYHOMY COCTaBy?
3TO NMPABOBOH aKT, M31aBaeMblii aJMHUHUCTPALMeH 1JIsl PeryJIHpPOBAHUs NPABOOTHOLICHHN MeEXKIY
rpakJIaHAMM U OpPraHaMH yIPaBJICHHUS;
9TO IPaBOBOM aKT, HU3[aBacMbli PYKOBOAUTEIEM OpraHa YIpaBlICHUs, ACHCTBYIOIIET0O HAa OCHOBE
€IMHOHAYaJIus, JJIsl OCYILIECTBIECHHUS MCIOJIHUTEIBbHOW M pPACIOpPAIUTENBHON JesATENbHOCTH. B Xoze
pelieHns 3ajad, BO3JO0KEHHBIX Ha OpPraHW3alMl0 WM BO MCIIOJIHEHUE 3aKOHOB, ITOCTAaHOBJIEHUN U
pacniopsikenuii [IpaBurenscrBa PO, BHIIECTOSIMX OPraHOB BIACTH U YIIPABICHUS.

5. Kakas nara yka3pIBaeTCsl B 3aroJIOBOUYHOM 4acTH MpUKasza’?
JaTa NoANMCAHHUS TOKYMEHTA,
nata, yKazaHHas B TEKCTeE.

Tema 7. KagpoBble TOKYMEHTBI
1. Ha ocHOBaHMM KaKoOTO JOKYMEHTA COCTABJISICTCS TIPHUKa3 O MpueMe Ha padoty (popma Ne T-1)?
(!) TpynoBoro norosopa,
(?) 3asBNEHUS O MpUEeMe Ha padoTy,
(?) aBroOmorpaguu paboTHuUKa,
(?) mrTaTHOTO pacHyCaHMs.

2. Kakue cBeneHus BKITIOYACT TUTYJIbHBIN JIUCT TPYAOBOW KHIDKKK? (BbIOEpETE IPaBUIILHBIC BAPUAHTHI)
(!) ®UO padoTHHKA

(!) nara poxxknenus,

(!) oopa3zoBanme,

(!) npodeccust niim cnenUuAJIbHOCTD,

(?) cTax paboTsl,

(?) cemeitHOE MOJIOXKEHUE,

(?) mom.

3. Moxer nu rpaxxaanuH PO uMmeTs 1B€ TpyJOBbIE KHUKKU?



(!) He Mo:KeT,
(?) Mmoxer.

4. Kto nomkeH npuooperars OJIaHKH TPYIOBBIX KHIDKEK?

(!) paboTonareJp,
(?) coTpynHUK.

5. I1pu 3amomHEHUN BCEX CTPAHMUII OHOTO U3 PA3EIOB TPYAOBOM KHIKKHA OOPMIISETCS. ..

(!) BRIaabIm,
(?) myGmukar,

(?) xonus TPy1OBOM KHMIKKH.

YCTHBII onpoc

Tema 5. PacriopsiiuTenbHbIE JOKYMEHTBI
1. OOBEKT U IpeIMeT JOKYMEHTOBEICHHUS.

2. XapaKTepHuCTUKa OCHOBHBIX TAllOB Pa3BUTHUS JOKYMEHTOBEICHMS.

3. CTpyKkTypa 1OKYMEHTOBEACHUS.

4. CBs13b JOKYMEHTOBEACHHMS C APYTUMHU HayKaMHU.

4.3 TIpomexxyTouHas aTTecTalus M0 AUCIUILIMHE IPOBOAUTCS B hopMe 3aueTa

Nk v -

Tunosbie Bonpocekl 3auera (I1K-4)

biianku 10KyMeHTOB.

YcTaB 1 JOroBOp Kak BUIbI JOKYMEHTOB.
OcHOBHBIE BUBI OPIAHU3ALMOHHBIX JOKYMECHTOB.
PacniopsaurenbHbie JOKYMEHTBI.
WHpopMamoHHO-CIIPaBOYHBIE TOKYMEHTBI.

- co371aBaTh KOHCIIEKTHI (pa3BEPHYTHIE TE3UCHI, KOTOPHIE).

1. ITonroroBka mpukasa.

Tunosble 3axanus s 3a4era (IIK-4)

2. IlonroroBka pacnopsiKEeHHUS.

3. IloaroroBKa muceMa.

4. IlonroToBka nNpoTOKOJIA.

5. IloaroroBka perieHusl.

4.4. Illkana orieHMBaHMSI IPOMEXKYTOUYHOU aTTECTALIUU

Orenka

KomrmeTenmn

Jeckpuntops! (ypoBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTEIH
TOCTYKCHHSI pe3YJIBTaTa)

«3a4TEHOY
(50 - 100 6amoB)

[IK-4

VYceneniHo OCYHICCTBIIACT JOKYMCHTHUPOBAHUEC U JOKYMCHTAIIMOHHOC
o0ecriedeHre ynpasieHus: OMOITUOTEKOM

«HE 3a4TCHOY»
(0 - 49 6amon)

[IK-4

Cnabo OCYHICCTBIIACT AOKYMCHTUPOBAHHUC W HOOKYMCHTAIIMOHHOC
o0ecrieueHre ynpasieHuss OMOITUOTEKOM

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl IO OCBOCHHMIO TMCIUIIMHBI (MOXYJIA)

5.1 Meroauueckue yKa3aHus IO OpraHU3aIlUN CaMOCTOSITEIbHOIM paboThl 00yUYaromuXCs:




[Ipuctynas K W3yYeHUIO TUCIUILIMHBI, B MEPBYIO Odepelb OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTBCS
comepxaHueM paboueil mporpammbl nuctuiummabl (PITJ]), xotopas ompexaenser coaepxaHue, oObeMm, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHne AUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 00ecrieyeHre TUCIUIUIUHB U «MaTepruaabHO-TEXHUYECKOe
o0ecriedyeHre AMCUUIUIMHBI, POrpaMMHoOe obecrieuenue, npodeccuoHaibHble 0a3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKUX Yacax.

B pasgmene «YyeOHo-meTomumueckoe U HH(POpMaLMOHHOE oOecledyeHrne AMCHUIUIMHBDY — yKazaHa
pEKOMeH1yeMasi OCHOBHAsS U JOTIOJIHUTENbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIHUILIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JTaHHBIX W HWH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccuoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJII OCBOCHHUS
JUCLUTIINHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOpeTUYECKUMU MaTepuaiaMy Mo TUCIUIUINHE

[Tpu u3yuennu u npopaboTKe TEOPETUIECKOTO MaTepraia HeoOX0IuMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cucteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHSATUM MarepuaJl W JOMNOJHHUTh €ro € Yy4YEeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IIPY CAMOCTOATEILHOM U3YYEHHH TEOPETUYECKON TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Yysl PEKOMEH/I0BAaHHbIE
B PI1/] ucrounuku, npodeccuoHabHbIE 0a3bl JaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHEBIC CHCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSATENILHOW PabOTHI, 10 TeMe MpecTaBIeHHbIe B myHKTe 3.2 PI1/I.

- TP MOAATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIIOIb30BaTh MaTepuaibl ¢poHna oueHouHbix cpeacts (POC).
5.3 Pexomennamuu 1o pabote ¢ Hay4HOU 1 yueOHOM uTepaTypoit

PaGota ¢ OCHOBHOW M JOTOJHUTEIBHOW JIUTEPATYpPOH SIBISICTCS TIJIaBHOM (OPMON CaMOCTOSTEIBHOU
paboThl U HeoOXoAMMa MpU TMOATOTOBKE K YCTHOMY OMNPOCY Ha CEMUHApCKUX 3aHATHAX, K Jebaram,
TECTUPOBaHHUIO, dK3aMeHy. OHa BKIIOYAaeT NMPOpPabOTKy JIEKIIMOHHOTO Marepualia U PEKOMEHIOBAaHHBIX
HMCTOYHUKOB U JINTEPATYPHI 10 TEMATUKE JICKLIUN.

Koncnekr nekuuu 1omkeH cofepxarb pedepaTuBHyI0 3alIMCh OCHOBHBIX BOIIPOCOB JIEKIIMH, B TOM YHCIIE C
onopoii Ha paszMemieHHbie B cucteMe MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB W JIUTEPATYpPbl IO
TeMaM, BBIBOJIBI MO KaKIOMY Bompocy. KoHCIEKT MoXeT ObITh BBHIMOJIHEH B paMKaX pacleyaTKd BbLAAYH
MIPE3CHTAIMI JIEKIMI WKW B OTAEIbHOW TeTpanu mo mpeamery. OH JOKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAeMbIM, HE COJIEP’KaTh HE OTHOCALIYIOCS K TeMe HH(OPMAIIMIO UIH PUCYHKH.

KoHcnekTsl HaydyHON JIHUTEpaTyphl MPU CAMOCTOATEIBHOM MOATOTOBKE K 3aHATHAM JOJIKHBI COAEPKATh
OTBEThl HAa Kbl TMOCTaBIEHHBIH B TEME BOIPOC, MMETh CCBUIKY Ha MCTOYHUK HHYOpPMALUU C
00si3aTeNIbHBIM yKa3aHUEM aBTOpa, Ha3BaHUS U rofla M3JaHMsl HMCIOJIb3yeMOIl Hay4yHOH JHMTeparyphl.
KoncniekTr MoOXeT OBbITh OMOPHBIM (COIEp)KaTh JIMIIL OCHOBHBIE KIIIOUEBBIE IO3MIIMK), HO TPU 3TOM
MO3BOJIIONIMM JaTh TOJNHBIA OTBET IO BOMPOCY, MOXET ObITh NOAPOOHBIM. OOBEM KOHCIEKTa
ONPENEISETCS CAMUM CTYIEHTOM.

B nporiecce paboThl ¢ OCHOBHOM M JIONIOTHUTEIBHOM JTUTEPATypPOl CTYACHT MOXKET:

- JenaTh 3allMCU MO XOIy YTE€HHA B BHJIE NMPOCTOr0 WJIM pPa3BEPHYTOro IIaHa (co3gaBaTh INEpEeUYeHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOUHHKE);

- COCTaBJIATH TE3UCHl (LUTHpPOBaHHE HamOOIee BaXKHBIX MECT CTaTbd WM MOHOTpaduu, KOPOTKOE
M3JI0KEHHE OCHOBHBIX MBICJICH aBTOpA);

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

- co371aBaTh KOHCIIEKTHI (pa3BEPHYTHIE TE3HUCHI).

5.4. PexoMeH1alilny 110 OATOTOBKE K OTJEIbHBIM 33JJaHUSM TEKYILEro KOHTPOJIS

ColecenoBaHue TpeAnoyaraeT OpraHU3alui0 Oecelbl IMpernojaBaTess CcO CTYIEHTaMH II0 BOIPOCaM
MPAKTUYECKOTO 3aHATUS C LENblo 0ojiee OOCTOATENBHOTO BBISBICHUS MX 3HAHUN MO ONpEACICHHOMY
pasgeny, Teme, mpoOieMe W T.II. Bce WiIeHB TPyNIbl MOTYT Y4acTBOBaTh B OOCYKIEHUU, J00ABIATH
nH(pOpPMAIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1I.
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VYCTHBI ONMPOC MOXKET TPUMEHATHCS B  pasinyHbIX (opmax: (POHTANbHBIA, WHAWBUIYAIbHBIH,
KOMOMHUpPOBaHHbII. OCHOBHBIE KaU€CTBAa YCTHOTO OTBETA MOJIIEXKAILETO OICHKE:

- IPaBWJIBHOCTb OTBETA I10 COACPIKAHHUIO;

- IOJTHOTA U INIyOuHa OTBETA;

- CO3HATEJILHOCTb OTBETA;

- JIOTMKA U3JI0)KEHUsI MaTepHaa;

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

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

- UCITIOJIB30BAHUEC OOIIOJIHUTCIBHOIO MaT€puaa,
- padlOHAJIBHOCTH UCITIOJIB30BaHWA BPEMCHH, OTBCACHHOI'O HA 3aJaHHUC.

VYCTHBI OMPOC MOXKET COIMPOBOXKAATHCS MPE3CHTAIUEH, KOTOpas TOATOTABIMBACTCS IO OJHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUS. [IpH BBICTYIUIGHHH ¢ Tpe3eHTaIeld HeoOXoAuMO oOpamarb BHUIMaHUE
Ha TaKHe MOMEHTHI KaK:

- cofep)KaHUE MPE3CHTAlMU: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITUS, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asIBICHHOW TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUAM (II€TTH. CCHUIKU
Ha PeCypChl. COOTBETCTBHE COJEPXKaHHUS M JUTEPaTyphl), MPaKTHUECKasi HANpaBICHHOCTb, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aleKBaTHOCTh UCIIOJIb30BaHHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
MOCIIEIOBATEILHOCTD U JIOTHYHOCTbH MPE3CHTYEMOT0 MaTrepuara;

- odopmileHHE Tpe3eHTaluu: 00beM (ONTUMAIbHOE KOJIMYECTBO), IHM3aiiH (YMTaeMOCTb, HAJIWYHE WU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUTHMHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI CpeJibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEHTa, SMOLMOHAIBHOCTD, YMEHHUE
OTBETHTb Ha BOIPOCHI, CHCTEMAaTU3UPOBAHHBIE, TITyOOKHE 1 TIOIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBbl:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh M3JIOKEHUS 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 HHPOPMALMOHHOE o0ecrieyeHre JUCHUIITHHbI

6.1 OcHoBHas UTEpaTYypa:

1. Topaykanosa [.®., 3axapuyk T.B., IlnemkeBuu E.A. JloxymentoBenenue : yueOHuK. - CIIO.:
[Tpodeccus, 2013

2. JlokymeHTanmoHHOE oOOecleueHne ympaBleHus OUOIMOTEYHO-UH(OPMAIIMOHHON JeATEIBbHOCTHIO
y4ueOHoe mocobue it 6akanaBpoB. - Opern: OplIoBCKUi TOCYTapCTBEHHBIM HHCTUTYT UCKYCCTB M KYJIBTYPBI,
2015. - 180 c. - Tekcr : snexrponssiii // OBC «YHuBepcurerckas 6ubnuoreka oHmaita» [caiit]. - URL:
http://biblioclub.ru/index.php?page=book&id=439357

3. Cykuacsn 3. P. [Ipaktuueckoe qoKyMeHTOBeeHHE : yuel. - mpakT. mocodbwue. - CII6.: [Ipodeccus, 2014.
- 96 c.

6.2 JlonosHUTENBHAS TUTEpPATYpA:

1. Kopuees U. K., [Tmenko A. B., Mamypues B. A. JlokyMeHTHpOBaHUE yIPaBIEHUYECKON AESITEIBHOCTH +
tecthl B OBC : Y4eOHUK 1 MPaKTUKYM JUIS BY30B. - IIE€p. U JI0M; 2-€ u3f.. - Mockaa: FOpaiit, 2020. - 384 c. -
Texct : anexTponsiii // IBC «FOPAWTY [caiit]. - URL: https://urait.ru/bcode/450470

2. Kynses, H. H., Ypanos, JI. H.,, ®abpuunos, A. I. [{oxymeHTtoBenenue : yueOHukK. - 2021-09-20;
JokymentoBenenue. - Mockaa: Jloroc, 2015. - 352 c. - Tekcr : anexrponnsiii / [IPR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/70692.html



7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUILIMHBI, IPOrPpaMMHOe odecrieveHne,
npodeccuoHaIbHbIe 0a3bI JAHHBIX U HHPOPMAIIMOHHBbIE CTIPABOYHbIE CHCTEMbI

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIINHEC HGOGXO,Z[I/IMO CJICAyomee MarcpruaJIbHO-TCXHUYCCKOC
obOecrnieucHue: y‘-Ie6HI>Ie AyauTOpruun Jid TIPOBCACHUA 3aHATHI JICKIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHbHOM pa6OTI:I.

VYdeOHble ayTUTOPUN U MIOMEICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeICTaBIeHus yueOHo nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHus: 111 CaMOCTOSITEIbHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHreM JloCTyna B AIEKTPOHHYIO
MH(pOPMAITMOHHO-00pa30BaTEILHYIO CPeNy YHUBEPCUTETA.

Jlnst mpoBeeHusl 3aHATHI JIEKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHUS,
o0ecreYnBarole TEMaTHIEeCKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JlueH3noHHOE U CBOOOHO pacIpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUCHHE:

7-Zip 9.20

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB 11.0.08
Onepannonnas cucrema Microsoft Windows 10

Microsoft Office [Ipodeccuonanbusiii moc 2007

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

[Tpodeccuonanpubie 6a3bl JaHHBIX U HH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:
1. Hayunas snekrponnas 6ubianoreka eLIBRARY.ru. — URL: https://elibrary.ru

2. DNEeKTpOHHBIN KaTrajaor @yHIaMEHTaIbHON OoubmuoTeKN TTV. — URL:
http://biblio.tsutmb.ru/elektronnyij-katalog

3. Poccuiickas rocynapctBerHas oubnmoreka. — URL: https://www.rsl.ru
4. Poccuiickas HarmoHanbHas oubnuoreka. — URL: http://nlr.ru
5. [Ipesunentckas 6udnuorexa umenu b.H. Expiiuna. — URL: https://www.prlib.ru

6. VYHuBepcureTckas ~ OuOnMOTEeKa  OHJIAMH:  JJIEKTpOHHO-OMOMMoTeunas  cucrema. —  URL:
https://biblioclub.ru

7. Koucynsrant crymeHTa. ['ymaHuTapHbIE HAyKH: OJJIEKTPOHHO-OMOMMoreyHass cucrema. — URL:
https://www.studentlibrary.ru

8. Hayunas osmektponHas OubOnuoreka Poccwiickoit  akamemum — ectecTtBo3Hanms. —  URL:

https://www.monographies.ru
9. OnekrponnHas 6udnoreka PODU. — URL: https://www.rtbr.ru/rffi/ru/library

JIeKTPOHHasi HH(POPMALIMOHHO-00pa30BaTe/IbHAsA Cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

B3aumoneiicTBue mpenomaBaTenss M CTy[JEHTa B Ipolecce OOy4eHHUs OCYLIECTBISETCS MOCPEICTBOM
MYJIBTUMEMMHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJOTHUH, HUCHOJIB3YEMBIX B
ANIEKTPOHHOH MH(OPMAIIMOHHO-00pA30BATEILHON CPEe YHUBEPCUTETA.
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