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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
(hyHKUMY / TPYAOBBIC
(GbyHKUMY / TPYyZOBBIC U
npohecCHOHATTLHBIC
JeUcTBUs (IPU HATUYUU
npodcranaapra)

Kox u HauMeHoBanue
komreteHIm GI'OC BO,
HeOOXOaUMOM I
(hopMHUPOBAHUS TPYOBOTO
WM podhecCHOHATBHOTO
JeHCTBHS

I/IH,I[I/IKEITOI)LI JOCTHIXXCHUS KOMHGTGHHI/If/’I

I1K-3 T'oToB k
CTPaTEeTHICCKOMY
IJIAHUPOBAHHUIO,
OpraHu3allnu,
MIPOCKTUPOBAHUIO,
OIITHMU3ALIMH,
MOJICpHU3AINH
HOPMAaTHBHO-TIPABOBOMY
00ecIeueHnIo
OuOIMOTeYHO-NH(OPMAIIHO
HHOHU NCATCIBHOCTH

PaspabarbiBaeT ¥ IpUMEHSAET JOKAJIbHBIC MPABOBBIC aKThI
onbIMoTEKN

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBsI3eH JAWUCIMIIINH, OGCCHG‘-II/IBaIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

[IK-3 ToTroB K CTpareruyeckoMy IIJITAaHUPOBAHUIO, OpraHU3allid, MNPOCKTUPOBAHUIO,

OIITUMU3AlNH,

MOJICpHU3AITTT it

OnOIMOTEeYHO-UH(POPMAITMOHHON JIEATETLHOCTH

Ne HaumenoBanue dopma
n/m JIMCITUILINH, o0yueHus
OTIPEIEIIONINX 3aouHast
MEKIUCLUMIUTMHAPHBIE | (cemecTp)
CBA3U 2 3 4
1 |ABTOpCKOE TPaBo B +
oubmoTexe
2 |BryTpennuit +
MapKEeTUHT

HOPMaTUBHO-IIPABOBOMY

o0ecreueHuIo




3 [Mudopmanronnoe +
npaBo

4 |MapKeTHHTOBBIC +
TEXHOJIOTHHU B
OuoIMoTEeKE

5 [MeHemKMEHT +
KadyecTBa B
onoIMoTEKe

6 |Hayuno-uccnenoBaren +
bCKasl MPAKTHUKA

7|ITpaBoBoe +
peryiupoBaHue
HUHTEIUICKTYaTbHOU
COOCTBEHHOCTHU

8 [[IpoexTHas +
JeSITeIbHOCTD
OoubnuoTeyHo-uHGHOPM
AI[MOHHBIX
YUpEXKISHUH

9 [Cranpapruzanus +
oubnuoTeyHo-uHGHOPM
AI[MOHHOM
JeSITeIbHOCTH

10| Yuebnas mpakTHKa 1O +
MOJTY4YEHUIO
HEPBUYHBIX
po(heCCHOHATTLHBIX
YMEHHH U OIBITA
poheCCHOHATTLHOU
JeSITeIbHOCTH

2. Mecto nucunmimabl B cTpykrype OII marucrparypsi:

HNuctunmaa  «HopmaruBHO-TIpaBoBOoe  oOecriedeHre OUOIMOTEYHO-UH(DOPMAIIMOHHON  ACSATEIHHOCTH
OTHOCHTCSI K 4acTH, popMUpyeMoil ydacTHUKaMH 00pa3oBaTeIbHBIX OTHOIICHUH, ydeOHoro maHa OIl mo
HarpaBiaeHuIo moaroToBku 51.04.06 - bubnuoreuno-uHGOpMaMOHHAS JEATETLHOCTb.

HNucrunmmaa  «HopmatuBHO-TIpaBoBOe  oOecriedeHre OUOIMOTEYHO-UH(DOPMAIIMOHHON  ACSATEIHBHOCTH
u3ydaercs B 3 ceMecTpe.

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

Bun yueOHo# paboThI 3aounas
(Bcero 4yacoB)
O0mast Tpy10éMKOCTb TUCHHUILIHHBI 72
KonrakTHast pabora 18
Jlexmm (JIextmm) 8
[Tpaktuueckue (Ilpakt. pad.) 10
CamocrostensHas padota (CP) 50
3auer 4

3.2.Conepxanue Kypca:

No Haspanue Bun yueOnoit | dopmbl TekyIero
TEMBI pasnena/TeMbl paboThI, yac. KOHTPOJIS




Jlex |IIpa| CP
UM | KT.
pao.
31313
3 cemectp

1 HopmatusHo-1paBo TECTUPOBAHUE
Bas 0aza
yIpaBJIEHUS > 12 |10
oubamoredHo-uHMPO
PMaIMOHHOMN
NESITeIbHOCTBIO

2 JIOKyMEHT Kak TECTUPOBaHUE
HOCHTEIIb ) > 12 |10
yHIpaBIeHYECKON
uHpOpMaLIUH.

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

4 TexHonorus [ToaroroBka
CO3JaHUS IIEKTPOHHON
JIOKAJIBHBIX 2 2 10 MPE3EHTALUU
HOpPMaTHUBHBIX aKTOB
B OuOIMoTEKEe

5 ABTOMaTH3UPOBaHH KOHTPOJIBHBIN Cpe3
bI€ TEXHOJIOTHH B BUJIE
JOKYMEHTAIL[MOHHOT VHAMBU1yaJIbHOTO
0 1 2 110 peueHus
obecrnieueHuUs KOHTEKCTHBIX,
yIPaBICHUS CUTYaL[MOHHBIX

3aj1a4

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

Jlexknus.
CraHOBJIEHHE TOCYAAPCTBEHHO-TIPABOBOTO PErYIUPOBaHUS OMOIMOTEUHOTO JIeja B Halllel CTpaHe.
IOpunnueckuit craryc W mpaBocmOcOOHOCTh OuOMMoTeku. CucrteMa IOPUIUYECKOTO OO0CCIIECUCHHS
CyOBEKTHO-OOBEKTHBIX OTHOIICHHH Ha (enepaqbHOM YpOBHE: KOJEKCHI, MEXoTpacieBble ((hOHOBBIC),
CME)XHbIE U 0a30BbIe OTPACIIEBbIC 3aKOHBI; MPO(UILHBIE HOPMATUBHO-TIPABOBBIEC TIOA3AKOHHBIE JOKYMEHTHI
(yxassl [Ipe3unenta PO, nocranosnenus [IpaButensctBa PO u mp.).
HopmaruBHO - TexHOJOrMueckas JOKyMEHTalus (CTaHAapThl), coAepiKallas TEXHUKO-TPaBOBbIE HOPMBI.
[TpodeccronanbHBIN CTaHAAPT KCIEIHUAIKUCT B 00JIaCTH OUOINOTECUHO-UH(POPMAIIMOHHOMN JIESITCIIBHOCTH.
locynapcTBeHHO-HOPMAaTUBHOE — pPEryliMpoBaHHe  OMOIMOTEYHO-MH(POPMALIMOHHBIX  MPOLECCOB  Ha
peruoHabHOM (CyObeKThl Deepanuiv) U TEPPUTOPHATHHOM (MYHHUITUTIATLHOM) YPOBHSIX.
BenoMmcTBeHHO-OTpacaeBble  HOpPMAaTHBHBIE Marepuanbl (MOCTAHOBJICHHUS, NPUKa3bl, HHCTPYKLUH,
MOJIOKEHUSI, MMChMA U T.I1.).
BryTprbubnnoTeunas (JokanbHas) OpraHU3alliOHHO-TIPABOBAsT TIOKYMEHTAITHS.
PexoMeHnarenpHbIe JOKYMEHTHI 1O OMOIMOTEYHOMY JeTy KOHCYIBTaTUBHBIX MPEICTAaBUTEIBLHBIX OPTaHOB,
00IIEeCTBEHHBIX MPO(PECCHOHAIBHBIX OpraHu3aluid U 00beTUHEHUH (KOJEKChI, MaHU(ECThI, ACKIApalny,
3asBICHUS W [p.), YHUQUIUPYIOUIUE TMPUHIUIBI OOCITY)KHBaHHUS TMOJL30BaTeNiel W B3aUMOICHCTBHE
OuOIHOTEK.

IIpakTH4eckoe 3aHATHE.



[MpodeccronanbHbIil cTaHIAPT OUOTHMOTEUHON NEATEIBHOCTH - MOJIEINb CIIEIUATNCTA OMOTHOTEYHO —
MH(POPMALMOHHOM chepbl
Bonpocsr s ananusa:

1. IIpodeccroHanbHbIi CTaHAAPT CIIENUATNCTA OMOTNOTEYHO-UH(POPMAITMOHHON IeITETbHOCTH
CYIIHOCTb, CTaTycC, Ha3HAYCHUE.

3.CtpykTrypa npodecCHoHaIbHOTO CTaHAapTa

4 Tpu rpynIbl KOMIIETSHIUN: TIPOPECCHOHATBHBIX, HAATPO(ECCHOHATBHBIX (CKBO3HBIX) U KITFOUCBBIX
(6a30BbIX).

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
[Tpoananu3upoBaTh peruoHaIbHOE OMOTNOTEUHOE 3aKOHOIATEIbCTBO.

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

3HayeHne uH(OpPMaLWU, AN TPUHATUS YOPABICHUYECKUX pEIIeHUH. YMpaBieHUecKas TOKYMEHTalus:
noHsThe, HazHaueHue. OOmIas TUMONOTUYECKash XapaKTepUCTUKA YIPaBICHYECKUX JIOKYMEHTOB.
CooTHolleHne TOHATUN «HHQOpPMALUS» U «JIOKyMeHT». OrpeneieHue JOKYMEHTa B TOCYIapCTBEHHOM
cranaapre. [IpaBoBoii, ynpaBieHYECKU U UCTOPUUECKHUE aCIEKThl B OMPENCIICHUU JoKyMeHTa. [loHsiTue
«QIEKTPOHHBIN JOKYMEHT»

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

JIOKyMEHTBI PyKOTIMCHBIE ¥ W3TOTOBJICHHBIE C MOMOIIBIO TEXHUYECKUX CPEACTB. JJOKYMEHT Ha MaIIMHHOM
Hocutene. M300pasurenbHbie U rpaduyeckue JOKYMEHTHI.

IOpunuueckas cuna nokymMeHTa. TpeOGoBaHM, BIMSIOMME HA TpPUOOpETEHHE JTOKYMEHTOM FOPUAMYECKON
CUJIBL.

Paznuunble kimaccuUKaMM JTOKYMEHTOB: 1O HH(MOPMALMOHHOM COCTaBISAIOUICH TOKYMEHTa, IO
¢dusnueckoii (MarepuanbHO) cocTapistomeil. Buapsl M pa3HOBUIHOCTH CITYKEOHBIX TOKYMEHTOB.

TexcTonornueckre 0COOEHHOCTH COCTABJICHHUS YIIPABICHUECKUX TOKYMEHTOB.

@opMyssip  YIPaBICHYECKOTO TOKYMEHTa M €ro COCTaBHbIE 4YacTH (pEKBHU3HTHI). [IOHITHS «PEKBU3UT
TOKyMEHTay, «(popMmyisp-oOpazem». brmaHku moxkymeHToB WHAMBHIyadbHBIH M THIIOBOH (HOPMYISPHI.
TunoBast yHudumupoBanHas ¢opma nokymeHTa. Crnenuaiu3upoBaHHas YHHPUIIMpOBaHHas Gdopma
JTOKyMEHTa. YHU(UIIUPOBAHHBIM TOKyMEHT. [ epOoBbie OmaHKH: TpeOOBaHUS K M3TOTOBJICHHIO, XPaHCHHUIO,
WCTIOJIb30BAaHHIO U YHUITOKCHHIO.

TekcThl IPOCTBIX U CIOXKHBIX TOKYMEHTOB. Ilopsiaok m3noxenust Tekcta. Jlorndeckass CTpyKTypa TEKCTa.
HenoBas nexcuka. Crangaptusanus JiIeKCMKU. HMcnonmb3oBaHue  CHHOHMMOB.  CTaHaapTu3anus
CJIOBOCOYETAHWH, MCIOJB3YEMBbIX B TEKCTaX JTOKYMEHTOB. AOOpeBmarypa W cmocoObl ee 00pa3oBaHWMS.
[IpaBonucanue Ha3BaHWK yUpEKIACHUHN, OpraHU3aIuil. JOMKHOCTEH, 3BaHUN U T. 1. 0(hOpMIICHHS pe3rome,
3asBJICHUHN, aHKET, aBTOOHOTpaduii.

MeToauka pe1aKTUPOBaHMS TOKyMEHTa. THUIMYHBIEC OIIMOKH B SI3BIKE U CTUJIC JIOKYMEHTOB.
IIpakTH4eckoe 3aHATHE.

Tunomnorus ynpaBieHUECKUX TOKYMEHTOB

HcnpaBnenue TekcTa ¢ UCMOJIb30BAHUEM KOPPEKTYPHBIX 3HAKOB.
3ajanus AJ151 CAMOCTOSITEIbHOM PadoThlI.

CocraButh Tabmuiy "Cuctemsl JOKyMEHTAIMK B OubInoTeke"

Tema 3. Opranmnzanus padoTsl ¢ ynpasjieH4eCKMMH J0KyMeHTaMu B Onbanoreke. (IIK-3)
Jlexknus.
CocTaB M XapaKkTepUCTHKA TUIOBBIX YNPABICHYECKUX JTOKYMEHTOB, PEIIAMEHTHPYIOIIUX JEATEIbHOCTh
OUOTMOTEKH.
bnanku noxymeHTOB. Bujpl, cocTaB pekBU3HUTOB, npaBmiia opopmieHus. ['epOoBbie O1aHKu: TpeOOBaHHS K
M3TOTOBIICHUIO, XPaHEHHIO, NCTIOIBb30BAHUIO U YHUUTOKEHHIO.



Opranu3anMOHHO-TIPABOBBIE JIOKYMEHTHl OHOIMOTEKH - YCTaBbl, IOJOXKEHHs, INTAaTHbIE PACIUCAHMA,
MIOJIOKEHUSI O CTPYKTYPHBIX IOAPA3ZACIICHUSX, NOJKHOCTHBIE WHCTPYKLMHM COTPYOHHUKOB, CTPYKTypa H
LITaTHAs! YUCICHHOCTD, PETVIAMEHTBI.

PacniopsimuTenbHble TOKYMEHThI — IOCTAHOBJICHHUS, PEILIEHUs], IPUKa3bl, pacnopsbkeHus U ap. Ilopsaaok nx
COCTAaBIICHUSI.

NudopmainoHHO-CipaBOUHbIE JOKYMEHTBI — CIpPaBKH, aKThl, JOKJIAIAHbIE U OOBSICHUTEIbHBIC 3aIllUCKH,
JOBEPEHHOCTH, CIyXeOHble MHCcbhbMa, TelaedOHOrpaMMBbl, TeJaerpammbl, (akcorpammsbl. PasHOBHIHOCTH
MH(OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, UX COCTaBJIEHUE U 0(OPMIICHHUE.

ITpoToKoN Kak JOKYMEHT, COAEpKaIlMii 3alMUCh XOAa OOCYXKIACHHS BONPOCOB U IMPHUHATUS PEUICHUN Ha
coOpaHmsIX, 3acelaHusX, AEJIOBbIX BcTpeuax. Buasl mpotokonos. @opmynsp nporokona. CTpyKTypa TeKcTa.
OcHoBHBIE TpeOOBaHMS K OPOPMIICHHIO ITPOTOKOIA. BhIMucKa U3 MpoToKoia.

Cucrema TUTaHOBOW JTOKyMEHTAIlMd OMONMMOTEKH. BUIBI TUTAHOBBIX JOKYMEHTOB - TUIAH, TMEPCIICKTUBHBIN
IJ1aH, mMporpaMma, rpaduk, cxema. deaepabHbIe, OTPACIEBbIC, TEPPUTOPUATILHBIC TUIAHBI M TIPOTPaMMBI.

Cucrema OTYETHOW JIOKyMEHTAalMW OWOMMOTEKH: TOCYIAapCTBEHHAsl CTaTUCTUYECKass OTYETHOCTD,
BEJIOMCTBEHHAs] OTUETHOCTb, BHYTPUYUPEKIEHUECKass OTYETHOCTh. Pa3paboTka yHUDUIIMPOBAHHBIX (opM
OTYETHOM JoKyMeHTauuu. CpoKH MpeAcTaBIeHUS] OTYETHOCTH.

IIpakTH4Yeckoe 3aHATHE.
[IpakTryeckoe 3aHATHE:
1. AHanu3 1aHOBO-OTYETHOM TOKYMEHTAUU OMOIHOTEKH
2. AHanu3 opraHu3alMOHHO-IIPABOBBIX JJOKYMEHTOB OMOINOTEKN
3amanus Ui caMocTosATeNIbHOM paboThl: [TogroroBka mpesenranuu Ha TeMy «OCOOEHHOCTH SI3bIKA U CTUIIS
CITy>K€OHOTO JOKYMEHTAa.
3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
IToaroroBka mpe3eHranuu Ha TeMy « OCOOEHHOCTH S3bIKa U CTHIIS CIIYKEOHOTO TOKYMEHTa».

Tema 4. TexH010TUA CO3aHMS JOKAJIbHBIX HOPMATHUBHBIX aKTOB B Ondamorexe (I1K-3)

Jlekuus.
TexHomorust co3maHusi U Pa3pabOTKH OPraHU3AMMOHHO-TIPABOBBIX JTOKYMEHTOB OMOIMOTEKH - YCTaBBI,
MOJIOKEHUSI, IITaTHBIE PACHUCAHUS, TMOJOXKEHUS O CTPYKTYPHBIX TOAPA3ACIICHUSX, JOJKHOCTHBIC
WHCTPYKIMU COTPYAHUKOB, CTPYKTYpa U IITaTHAsl YUCIECHHOCTh, PETJIAMEHTHI.
CocraBiieHre pacropsiAUTENbHBIX JTOKYMEHTOB — IMOCTAHOBJIEHUS, PEIICHUS, MPUKa3bl, PACTIOPSHDKCHUS U
np. TeXHONOTUsl UX COCTABIICHHUSL.
TexHonorust MOATOTOBKH U odopmieHUS HH(POPMAMOHHO-CIIPABOYHBIX JOKYMEHTOB — CIPaBKH, aKThI,
JOKJIaJHbIe ¥ OOBSCHUTENbHBIC 3allUCKU, JOBEPEHHOCTH, CIy)XeOHbIe THCHhMa, Tele(OHOTPAMMEL,
TeJerpaMmbl, (pakcorpaMMal.

TexHomorust co3maHusl TUTAHOBOW JOKyMeHTanuu OuoOamoreku. CTpareruvyeckuid TuiaH, OW3HEC-TUIaH,
rofIoBOM TUIaH, Tporpamma, rpaduk, cxema. denepaibHbIC, OTpacieBbIe, TEPPUTOPUATBHBIC IIAHBI U
MIPOTPaMMBI.

Texaomorus HOATOTOBKH OTYETHOMU AOKYMCHTAaIUH OMOIHOTEKH: rocyaapCTtBCHHasd CTAaTUCTUYCCKaA
OTYCTHOCTH, BEAOMCTBCHHAA OTYCTHOCTH, BHYTPHUYYPCKACHUCCKASA OTUCTHOCTD.

Koppecnonnenuusi, cBsi3aHHas C IPOBEACHUEM Nepuoanyeckux Mmeporpustuil. [Tucpma-npurnamienus,
MUCbMa-U3BEIICHUS: CTPYKTypa, OCOOCHHOCTH MOCTPOCHUS TEKCTa, CTaHAApTHBIE (pa3bl U BHIPAKEHUS.
Tenerpamma, TelekC, 3JIEKTPOHHOE COOOLIeHHE, TelaepoHOrpaMMa KakK CpEICTBA ONEpPaTUBHOTO
MH(POPMALMOHHOTO OOMEHA C MapTHEpaMu OUOIHMOTEKH.

IIpakTH4eckoe 3aHATHE.
[IpakTryeckoe 3aHATHE:
Pa3paboTka makera opraHu3alMOHHO-IIPABOBBIX JOKYMEHTOB I KOHKPETHOM OMONMMoTeKH

3amanus 111 CaMOCTOSATEIIBHON pa0OThI: MPOAHATU3UPOBATH JIOJDKHOCTHYIO HHCTPYKIIUIO COTPYIHHKA
onoIMoTeEKn

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.



3amaHust Ui CaMOCTOSATEIIbHOM Pa0OThI: IPOAHATU3UPOBATH JOIKHOCTHYIO HHCTPYKIIUIO COTPYIHHUKA
ouobIMoTEKU

Tema 5. ABTOMATH3HPOBAHHBIE TEXHOJIOTUH IOKYMEHTALIMOHHOTO
odecrevyeHnsi ynpaBJjeHUs
(IIK-3)
Jleknus.
O6mrass xapakrtepuctuka cpeiactB apromaruzanuu JIOY Oubmuorexku. KommbloTepHble CHUCTEMBI |
TEXHOJIOTUM CO3/JaHMS JOKYMEHTOB. 3amaun KoMiuiekcHOM aBromarm3anuu JIOY. OcCHOBHBIE CIOCOOBI
coznanusi ACIIOVY. Tlopsanok co3naHusi CUCTEMBI yIIpaBIeHHUS TOKyMeHTaMU. OCHOBHBIE XapaKTEPUCTUKHU
ACIOV.

IIpakTnyeckoe 3ansATHE.

Cemunapckoe 3anstue: COJ] B Oubnunorexe

Bomnpocsr nist o6cyxnenus:

1. O6mas xapakrepucTuka cpencts aBromaruzanuu JJOY oubnuorexu.

2. KoMIbIOTEpHBIE CUCTEMBI U TEXHOJIOTUHU CO3/IaHMs JOKYMEHTOB. 3a7a4i KOMILJIEKCHOM aBTOMAaTH3aliu

JIOV.

3. OcHoBHble xapakrepuctuku ACJOV.

4. Beioop COJ] nnst 6ubnuoTexu.

3agaHus A1 CaMOCTOSATENbHOU padoThl: CpaBHEHHE OTEUECTBEHHBIX U 3apyOexHbIX COJ]
3agaHus AJ51 CAMOCTOSITEILHOI padoThI.

3agaHus A1 CaMOCTOSATENbHOU paboThl: CpaBHEHHE OTEUECTBEHHBIX U 3apyOexHbIX COJ]

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeICTBA
4.1. Pactipenenenue 6amios:
baniabHO-peHTHHTOBBIE MEPOTIPUSATHS HE MPETyCMOTPEHBI

4.2 TunoBsie OLIEHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
KOHTPOJIbHBII cpe3 B BU/ie HHAUBUAYAJIbHOIO PellleHNs] KOHTEKCTHBIX, CUTYAIlHOHHBIX 32124

Tema 5. ABTOMaTU3MpPOBAaHHBIE TEXHOJIOTUU JOKYMEHTALIMOHHOTO
o0ecrieyeHus yrpaBieHHs

1.  TexHonorus cocraBiaeHus U 0(OPMIICHUS] OCHOBHBIX YIIPABICHUECKUX JOKYMEHTOB.

2.  HopmaruBHBIE JOKYMEHTHI, perIIaMEHTHPYIOLIHE OPraHU3aIUI0 TOKYMEHTOO00pOTa (MHCTPYKIIUS 1O
JIeTIOTIPOU3BOJICTBY, CXe€Ma MPOXOXKIECHHUS TOKYMEHTOB, Tabeb (POpM TOKYMEHTOB).

3. Opranuzanus JOKyMEHT0000pOTa ¢ YIETOM UCIIOJIb30BaHHsI HOBEUIINX HH(DOPMAIIMOHHBIX
TEXHOJIOTUH.

IToaroroBka 3/IeKTPOHHOM NMpPe3eHTAUN

Tewma 4. TexHOMOTHS CO3/IaHUS JTOKATBHBIX HOPMAaTUBHBIX aKTOB B OMOIMOTEKE
1 PernonanpHOoe OMOIMOTEYHOE 3aKOHOAATEIBCTBO.
2 JlokasibHasi HOPMaTUBHO-IIPABOBAs JOKYMEHTALUsI ONOIMOTEKH.
3 SI3BIK U CTUIIb JEJIOBOM TOKYMEHTAlMK: 00I1asi XapaKTepUCTHKA, OCHOBHBIE TpeOOBaHMSI,
4 Tun
5 Oprrexnuka u [IK B JOKyMEHTAaIITMOHHOM 00€CIIEUEHUH YIIPaBICHUsI OUMOITUOTEKON. MYHBIE OIINOKH.

pelicHue CUTAIIMOHHBIX 3a1a4



Tema 3. Opranuzanus paOoThI ¢ YIIPaBICHUYECKUMU TOKYMEHTaMU B OUOIHOTEKeE.
AHanm3 TOKaJbHONH HOPMATUBHOM JTOKYMEHTAIIMH OUOIIMOTEKH.
CocrapneHue JTOKaIbHBIX HOPMAaTHUBHBIX aKTOB OMOIUOTEKH

TeCTHPOBaHME

Tema 1. HopmaruBHo-nipaBoBast 6a3a ynpasieHus OMOIHOTEUHO-UHPOPMAITMOHHON AEATEIbHOCTHIO

1.Kakne OMOIMMOTEKH MOTyYaroT CTaTyC IOPUINIECKOTO JIMIA C MOMEHTA UX PETUCTPAIMH B TIOPSIKE,
YCTAHOBJICHHOM JEHCTBYIOIINM 3aKOHOAATEIHCTBOM ?

a) TI'ocynapcrBeHHbIe

b) MyHunuunanabHble OM0IHOTEKH

c) LenTpanun3oBaHHble O0UOJINOTEYHbIE CUCTEMbI
d) YacTHbIe OMOINOTEKH

e) bubnnorexu opranuzanmii

2.Kakwue Borpocsl B chepe 6ubarnoreqyHo-uH()OpMAITMOHHON IeATeILHOCTH, coriacHo denepaabHOMY
3akoHy «O0 00ImMMX MPUHITUIIAX OPTaHU3AIlMd MECTHOTO caMoyTipaBieHus B Poccuiickoit deneparnum» Ne
131, oTHOCATCS K BEACHHUIO MyHHUITUTIATBLHBIX 00pa30BaHMA?

a) opranu3zanyus OMOIHOTEYHOr0 O0CYKHBAHMS HACEJCHHs], KOMILIEKTOBaHHE
0n01uoTeYHBbIX (POHI0B OMOJIMOTEK B MOCEJTCHNH M TOPOJACKOM OKpyre

b) opranu3anusi O0MOJMOTEYHOr0 OOCTY:KMBAHUSI HACEJICHUS] MEKIOCeTeHYeCKUMHU
0nOIMOTEeKAMH, KOMILUIEKTOBAHME UX OMOJINOTeYHbIX GOHI0B

c) opraHusays OuOIMOTEUHOTO 00CTYKMBAaHUS HACEJICHUS, KOMIUIEKTOBAaHIE OMOITMOTEUHBIX
¢donn0B 6MOIMOTEK B CyOBEeKTE PD

3.MonenpHbII CTaHAAPT ACATEITHHOCTH OOIIEIOCTYTHOW ONOIMOTEKH YTBEPKICH

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

4.Kaxo#t ypoBeHb yIpaBlieHUs] OMOIMOTEYHBIM JEJIOM UMEET peabHbIC MTOJTHOMOUHS M0 CO3IaHHMIO,
pEOpraHuU3aIyy U JTUKBUAAINHA OUOIHOTEK

a) OTpaciaeBoi

b) TEPPUTOPHATBHBIN
c) MYHUIIUNAJTbHBII
d) HU30BOM

5.Ykaxxute QyHKIIUU CTPATETHICCKOTO TIAHUPOBAHUS

a) SIBJIIETCSl HanboJ1ee JOJIrOCPOYHbBIM 0 CPABHEHHUIO € IPYTHMH BHAAMM IIAHUPOBAHMS
b) NpUIAeT JAeITeJJbHOCTH 0UOJINOTEKH CTPOMHOCTh U BHYTPEHHEE eIMHCTBO;
c) OMPEEISIET TEXHOJIIOTHIO TPOU3BOICTBA MPOTYKIIUH

Tema 2. JIoKyMeHT Kak HOCUTEIb YIIpaBIeHUECKOH HHPOPMAIIH.

I. VYKkaxxuTe npaBoBbIE aKThl, OTHOCALINECS K (hefepaabHOMY 3aKOHOATEBCTBY

a) «OcHOBBI 3aKkoHOnaTebCcTBA Poccuiickoil Penepannu o KyJabType»

b) «0O 0HOJIHOTEYHOM Jei1e»

c) «O oubnmroTeuHoM zeie B TaMOOBCKOM 001aCcTH

d) «00 napopmanun, UHGOPMAUMOHHBIX TEXHOJOTHAX U 3alIUTEe HHPOPMAITUI

e) «O0 0o0mMX NPUHIMIAX OPraHM3ALMH MECTHOI0 camoynpasieHusi B Poccuiickoii

Denepauun»
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2. OObeKTaMU TTPAaBOBOTO PETYITUPOBAHUS OUOIMOTEUHON ACATEIHHOCTH SIBIISIIOTCS

a) OnOIMOTEYHOE [1eJ10 B 11eJIOM

b) 0MO/IMOTEKA KAaK OTHeJIbHOE YUpeKIeHue

) KOHKPeTHbIE HANIPABJICHUSA AeATeJbHOCTH OM0JIMOTeK

d) pacrpocTpaHeHue HHGOPMAITHH

e) B3aUMOOTHOIIICHUE OMOIMOTEKH B 00IIIeCTBA

3. Kakue nmpaBoBbIe akThl 00J121aI0T MEHBIIICH FOPUIUIESCKON CHIION, YeM 3aKOHBI, HO SIBIISTFOTCS
OCHOBOM 117151 HUX?

a) MOJA3aKOHHbIE AKTHI

b) aKThl CyObekTOB PD

C) MEXKyHapOIHbIE TOJUTUKO-TIPABOBBIE AKThI

4. VYKaxkute BUIbI IOJJ3aKOHHBIX aKTOB

a) yka3bl IIpe3unenta Poccniickoit @enepaumnu

b) nocranosienus Ilpasuresnscrea Poccuiickoin Pexepanuu
) NPHUKAa3bI, 0JI0KEHUSI MUHUCTEPCTB, BEIOMCTB

d) METOIMYECKUE PEKOMEHIAIUU

e) CTaHIAPTHI

4.3 TIpomexxyTouHas aTTecTalus 10 AUCIHUILINHE IPOBOAUTCS B hopMe 3aueTa

Tunosbie Bonpocekl 3auera (I1K-3)
HopmaruBHo-mipaBoBast 6a3a ynpaBiieHHus] OUOIHOTEYHBIM JIEJIOM.
Mesx1yHapOIHBIE TOJTUTUKO-TIPABOBEIE AKTHI B OMOIMOTEYHO-UHPOPMAITMOHHOM cdepe.
denepanpHOe HHOOPMAITMOHHOE 3aKOHOAATEIIECTBO
bubnuoreyHoe 3ak0HOIAaTENbCTBO CyObekTOB PO
Knaccugukamus ynpaBieHIeCKUX JOKyMEHTOB.
OcHoBHbIE TPeOOBaHUS K COICPKAHUIO U (DOpME yIPABICHUECKUX JOKYMEHTOB.

NNk W=

HopmaruBras 6a3a JOKyMEHTAaIIMOHHOTO o0ecrieueHus ynpasienus: O0mepoccuiickuii kimaccupukarop
YIPaBICHYCCKON TOKYMEHTAIUH.

8. Yaudukanus u cTaHgapTU3AIMS B JEIONPONU3BOICTRE.
9. Conepsxanue u popma yIpaBIeHIECKOTO TIOKyMEHTa. PEKBU3UTHI TOKyMEHTA, IOPSIOK HX HAHECEHHUS.
10.ITopsimox oopmiieHus yrpaBIeHYECKUX TOKYMEHTOB.

11. SI3bIK ¥ CTUIIB AETIOBOM TOKYMEHTALMU: 001I1asi XapaKTepUCTHKA, OCHOBHBIC TPEOOBaHUS, TUITUYHbIC
OILITUOKHU.

12. Cucrtemsl qokymeHTauu. OpraHn3alliOHHO-PACTIOPSIAUTENbHASL TOKYMEHTALU.

13. Cuctema opraHu3aliiOHHO-TIPABOBOM JOKYMEHTAIIMN OMOIMOTEKH, €€ POJib U Ha3HAYCHUE B
JTIOKYMEHTAITMOHHOM 00€CTICUCHUH YIIPABICHUS. Y UpeAUTEIbHBIN JoroBOp. YcTaB. [lomoxenue o
oubmuoreke. lllTarHoe pactiucanne 6nOIMOTEKU. JIOHKHOCTHBIC MHCTPYKIIUU COTPYIHUKOB OMOITHOTEKH.
14. PacnopsinuTenbHasi cuCTeMa JOKyMEHTAIMH, €€ POJIb U Ha3HAYEHUE B TJOKYMEHTALMOHHOM
obecniedeHnu ynpasieHus oubnuorekoit. [locranosnenue. Pemenue. [1pukas. Pacnopsbokenue. Ykazanue.
15. Cucrema cripaBOYHO-MH(POPMAIIMOHHOW TOKYMEHTAIIUU OUOIMOTEKH €€ POJTh U Ha3HAYCHUE B
JTOKyMEHTAI[HOHHOM obOecrieueHun ynpasienus. [Iporokon 3acenanus. Axt. CrpaBka. Jloknaanasi,
ciry>keOHasi, 00bsicHUTeNbHAs 3anucku. Ciyxe0Hoe MUCbMO. DJIeKTpoHHOE coodieHue. Tenerpamma.
Tenedonorpamma. 3axmouenue. Cponka. O13bIB. [lepeuens. Criucok.

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



17. HopmaTtuBHBIE JOKYMEHTHI, pETJIAMEHTUPYIOIINE OPTaHU3AINIO JOKYMEHTO000pOTa (MHCTPYKLIHUS IO
JIeTTOTIPOU3BOJICTBY, CXeMa MPOXOXKIECHHUS TOKYMEHTOB, Tabeb (POpM TOKYMEHTOB).

18. Opranuzanust JOKYyMEHTO000pOTa C YYETOM HCIIOJIb30BaHUS HOBEUIIMX MH()OPMAIIMOHHBIX
TEXHOJIOTUH.

19. TunoBsle OpraHU3aIMOHHBIC CTPYKTYPBI CITY>KOBI I€ITONPOU3BOACTBA ONOIHMOTEKH.
20. Oprrexnuka u [1K B 1oOKyMeHTaIIMOHHOM 00ECIIEYCHUH YIIPaBICHUS ONOIMOTEKOM.

Tunosble 3aganusa 1 3adera (IIK-3)
1. YupeaurensbHslii foroBop. Ycras. [lonoxxenue o 6ubnuoreke. llltatHoe pacnrcanue OMOIMOTEKH.
JIOIDKHOCTHBIE HHCTPYKLUHU COTPYIHUKOB OMOIMOTEKH.
2.  PacnopsaurtenbHas cucTeMa JOKYMEHTAIlUH, €€ POJib M Ha3HAUYCHHE B JIOKYMEHTALIMOHHOM
obecrieueHnu ynpasienus oudnuorekoit. [locranosnenue. Pemenue. [1pukas. Pacnopsokenue. Ykazanue.

3.  Cucrema cripaBouHO-UH()OPMAITMOHHOHN JTOKyMEHTAIUN OMOIHOTEKH €€ PO M Ha3HAYCHHE B
JOKYMEHTAI[MOHHOM 00€CTICUCHUH YIIPABICHHUS.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMK

CCKPHUIITOPHI OBHH ) — OCHOBHBIC IIPHU3HAKK OCBOCHUA (II0Ka3aTC/IN
Orenka Kommnerenmu Heckp pEL (VP ) P (
TOCTHKEHHMSI pe3ynbTaTa)
CGATTHON IIK-3 YBepeHHO pa3pabaThiBaeT U MPUMEHSET JIOKAJIbHBIC TTPABOBBIC AKThHI
OMOIMOTEeKH
IIK-3 He pa3pabareiBacT W TpUMEHSET JIOKAJbHBIC TIPABOBBIC AaKThI
«HE€ 3a4YTCHO»
OMOIMOTEeKN

5. MeTonnueckue ykazaHusi AJis1 00y4al0IUXCS 10 OCBOCHUIO M CHUILIHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus 110 OPTaHU3AIUN CaMOCTOSTEIBbHOM PadOThI 00YUYaIOIIUXCSI:

[Tpuctynas K M3Y4YEHHIO AMCLUMIUIMHBI, B TEPBYIO oOdepenb OOydaromMMCcs HEOOXOIUMO O3HAKOMMTHCS
comepx)aHueM paboueii mporpammbl nuctuiumHbl (PIT[]), xotopas ompexaenser coaepxaHue, o0beMm, a
TaKKe TMOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUIUINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSTENbHOM paboThl BaKHOE 3HaYEHHE UMEIOT paszeibl «O0beM U collepikaHue JUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 00ecieyeHIe TUCIUIUIUHBD U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TPOrpaMMHOE o0ecrieueHue, MpodecCHoHaIbHBIC Oa3bl TaHHBIX 1
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0bemM u copepkaHHe AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl UM TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHIATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHX Yacax.

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

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIHUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JaHHBIX U HWH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHQOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIHUMBIX AJII OCBOCHHUS
JUCLUTIINHBL.

5.2 PexomeHnanuu o0y4aronumMcs o padore ¢ TEOPeTUYECKUMU MaTepraiaMy Mo TUCIUIUINHE

[Tpu u3yuennu u npopaboTKe TEOPETUIECKOTO MaTepraia HeoOX0IuMO:

- IPOCMOTPETH €I1I€ pa3 Nnpe3eHTaruo Jekuuu B cuicteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JIEKIIMOHHOM 3aHSATUM MarepuaJl M JAONOJHHUTh €ro ¢ Y4YEeTOM PEKOMEHJIOBAHHOM JOMOIHUTEIbHOU
JIUTEPaTypBhl;

- IIPY CAMOCTOATEILHOM U3YYEHHH TEOPETUYECKONW TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Yysl PEKOMEH/I0BAaHHbIE
B PI1/] ucrounuku, npodeccruoHalIbHbIC 0a3bl TaHHBIX U HHPOPMAIIMOHHBIC CIIPABOYHBIC CHCTEMBI:

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

- TIPH MOATOTOBKE K TEKYILIEMY KOHTPOJIIO UCIOIb30BaTh MaTepuaibl (poHna oueHouHbix cpeacts (POC).
5.3 Pexomennamuu 1o pabote ¢ Hay4HOU U y4eOHOM uTepaTypoit
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PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JHMTEPaTYpOl SBISETCS IIaBHOM (OpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHUKOB U JINTEPATYpPBI I10 TEMATUKE JICKLIUN.

KoHCHeKT JIeKInu JOIKEeH coliepKaTh peepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax paclieuyaTKH BbIIa4uH
NPe3eHTAlUi JIGKIUH WM B OTACNIBHOW TeTpaau mo mpeaMery. OH JODKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.

KoHcnieKThl HayyHOW JMUTEparypbl MPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/bli TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpA, HAa3BaHMS W TOJA HW3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoXeT ObITh ONOpPHBIM (COAEpXkAaTh JUIIb OCHOBHBIC KIIIOUYEBBIC MO3MIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET OBITh NOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOI CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XO4Yy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIrO IJIaHA (COB,Z[aBaTI: MEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbU MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 00001eHe OCHOBHBIX BOIIPOCOB PadOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHalMy 10 OATOTOBKE K OTAEIBHBIM 3a/IaHUSM TEKYIETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelpl MpernoAaBareist cO CTyAEHTaMH 10 BOIpOCam
MPAKTHYECKOTO 3aHATUS C LIEJbl0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1I.

YCTHBIE OMpOC MOXKET TPUMEHATHCS B pas3audHbIX (Qopmax: (PpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEIKAIIETO OL[CHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOnHa OTBETA;

- CO3HATEIIBHOCTh OTBETA;

- JIOTMIKA U3JI0KEHUsI MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHHs OCTABICHHON yueOHOIl 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMH M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCIIOJIb30BaHUE JOIIOJHUTEIBHOIO MaTepHUaa;

- PallMOHAJILHOCTb UCIIOJIBb30BaHUS BPEMEHH, OTBEJICHHOIO Ha 3a/laHNE.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUS. [IpH BRICTYIUIEHHH ¢ Mpe3eHTanueld HeoOXoauMo oOpamarb BHUIMaHUE
HAa TaKM€ MOMEHTBHI KaK:

- colep)KaHUE MPE3CHTAllUN: AKTYaJIbHOCTh TEMBI, MOJHOTA €€ PACKPBITHS, CMBICIOBOE COACpIKaHUE,
COOTBETCTBHE 3asBICHHOW TEMBI COJIEPIKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUSIM (IIETTH. CCBHUTKH
Ha PECypChl. COOTBETCTBHUE CONEPXKAHHS M JUTEPATYphl), MPAKTHUECKasT HANPaBICHHOCTh, COOTBETCTBHE
CoZIepKaHus 3asiBICHHON (opMe, aJeKBaTHOCTh UCIIOJIb30BaHHS TEXHHUECKUX CPEICTB yUEOHBIM 3aqadam,
MOCIIEIOBATEIIEHOCTD U JIOTHYHOCTh MPE3CHTYEMOTO Marepuara,

- odopMiieHHE Mpe3eHTAlMU: 00bheM (OMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIUYHE U
COOTBETCTBHE TpapUKd W aHUMAIMH, 3BYKOBOE OQOpMIICHHE, CTPYKTYpHpPOBaHUE WH(POPMAIUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAaHUSIM), OPHUTHHAIBHOCTH OQGOPMIICHHS, ACTETHKA, HCIIOJIIb30BaHHE
BO3MO)KHOCTH ITPOTPAMMHO# CpeJIbl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- JUYHOCTHBIC Ka4€CTBa: OPaATOPCKUC CIIOCOOHOCTH. CO6J'IIOI[€HI/IC periiaME€HTa, SMOIMOHAJIBHOCTh, YMCHHUC
OTBETUTH HAa BOIIPOCHI, CHCTCMAaTU3NPOBAHHLIC, FJ'I}’60KI/I6 1 IIOJIHBIC 3HAHUA 110 BCEM pasgcjiaM IIporpaMMBbl:
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- CoJepXaHWE BBICTYIUICHHUS: JIOTUYHOCTh W3JIOKCHHUS Marepualia, PacKpbITUE TEMBI, JOCTYIHOCTh
u3noxkeHus, dPpdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS — JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH IJIsS BBIOTHEHUS 3a/ad cBOed MpodeccHoHaTbHOW WU y4eOHOU
JEeSATeNbHOCTH, JOKAa3aTeIbHOCTh MPUHUMAEMBIX PEIICHUHN, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTONM4YecKoe M HHPOPMALMOHHOE o0ecieyeHre JUCHMIITTHHbI

6.1 OcHoBHas UTEpaTYypa:
1. HeepoBa T.A. MeHemkMeHT OMOMMOTEYHO-UH(POPMAITMOHHON MAESITEIBHOCTH : DJEKTPOH. Yyueo.
nocobwue. - Tam60B: [6. u.], 2016. - 1 snexTpoH. ont. auck (CD-ROM)

6.2 JlonosHUTENBHAS TUTEpPATYpA:

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

2. Kmoe B.K. Dxonommka OuOMMOTEYHOTO 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-¢ u3f.. - Mocksa: FOpaiit, 2020. - 109 c. - Tekcr : snexrponnsiii / DBC «OPAUT» [caiT]. -
URL: https://urait.ru/bcode/455553

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

7. MaTepuaJbHO-TeXHHMYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecrnedyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBIE CIIPABOYHbIE CHCTEMbI

Jlng mnpoBeneHus 3aHATHM MO JUCHUIUIMHE HEOOXOIUMO CIIeAyIollee MaTepuaibHO-TEXHUYECKOe
oOecrieueHue: ydeOHble ayqUTOPUM [AJsl TNPOBENCHUS 3aHITHH JIEKIIMOHHOTO M CEMHUHApCKOro THIIA,
TPYNIOBBIX W WHAMBHUIYaJIbHBIX KOHCYJIbTALMM, TEKYLIEr0 KOHTPOJS U MPOMEKYTOUHOM aTTecTaluH,
MTOMEIIEHUS 111 CAMOCTOSITENIbHON paboThlI.

YdeOHbIe ayTUTOPHUN U IIOMEIICHUS IS CAMOCTOSTEIIFHON paOOThl YKOMIUIEKTOBAHBI CIICIIHATH3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMH CPEJCTBAMHU OOYyYCHHMS, CIIY>KAIIUMH JIJIs1 TIPEICTABICHHS YyueOHOW nHbOpMauu
OOJIBITION ayTUTOPHH.

[TomerieHus U1t CaMOCTOSATENILHONW paOOThl YKOMIUIEKTOBAHBI KOMITBIOTEPHON TEXHUKOH C BO3MOXKHOCTBIO
MTOAKITFOYEHHUS K ceTh "Unrepuet" 51 obecrieueHneM JIOCTyIa B AIIEKTPOHHYO
MH(POPMALIMOHHO-00pa30BaTEIbHYIO CPEAy YHUBEPCUTETA.

Jlist mpoBeeHNs 3aHATHI JICKIIMOHHOTO THITA UCTIONB3YIOTCS HA0OPBI IEMOHCTPAIIHIOHHOTO 000PYI0BaHUS,
o0ecreunBaIIfe TeMaTHYECKUE WILTIOCTpaud (ITPOEKTOP, HOYTOYK, SKpaH/ MHTEPAKTUBHAS JIOCKA).

JluneH3noHHOE U CBOOOHO pacHpOCTpaHsIeMOe MPOrpaMMHOE 00ecTieYeHHE:
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

OneKTpOoHHBIN 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

CorelDRAW Graphics Suite X3

Kanapsr 3.0

Kanposslii yuet

APM Cekperaps 3.3

Libre Office 3.3

Perucrpanus 10KyMEHTOB OpraHU3aINH

Koncynsrant Ilmtoc

JAEJIO-tipeanpusitue

ApXHMBHOE A€II0

EOS for SharePoint

eDocLib

ABUC "MAPK-SQL" - Bepcus 151 KOIBHBIX OnOMHOTEK 1.5.4.0

[Tpodeccuonanbubie 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-OnOIMorpaduueckas u HayKoMeTpudeckas 0aza
nauHbixX . — URL: https://apps.webofknowledge.com

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

7. DNEeKTpOHHBIN KaTajor @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 mmtoc". — URL: http://www.consultant.ru

JIeKTPOHHAS HH(POPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
B3anMoneiicTBue mpernomaBaTenss W CTY[JCHTa B Tpolecce OOyYeHHUs OCYHIECTBISIETCS MOCPEICTBOM
MYJIBTUMEMHHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKAIIMOHHBIX TEXHOJIOTHH, HUCHOIB3YEMBIX B

ANIEKTPOHHOH HH()OPMAIIMOHHO-00Pa30BaTEIILHON CPEIe YHUBEPCHUTETA.



