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AHHOTanMs pado4yeid NPOorpaMMbl IUCHUIIAHBI.

JucnunnuHa «3alluIIeHHbBIA 3JIEKTPOHHBIN TOKYMEHTOOOOPOT» BXOAHWT B 00s3aTEIBHYIO
yacTh oOpa3oBaTeNbHON TporpamMmbl OakamaBpuarta mo HampasieHuto 10.03.01 Mudopmarnmonnas
0€30IacHOCTb.

dopmMupoBaHue MHPOBOTO HWH(GOPMAIMOHHOTO TMPOCTPAHCTBA  OMPEIEITHIO  BBICOKYIO
3HaYMMOCTh MH(OPMAIIMU, KOTOpasi BHICTYINAET TJIABHBIM IPOJYKTOM COBPEMEHHOTO IPOHM3BOJICTBA.
WNHudopmanroHHbIe MPOIECCHl 3aTParuBalOT BCE CTOPOHBI YEIOBEUECKON KHM3HH. JIOKyMEHTHpOBaHHE
uHpopMalMy, ee MOUCK, 00paboTka, XpaHEHHEe M Iepenada SBIAIOTCS BaXHEUIINM (aKTOpOM
CYIIECTBOBAHMSI COBPEMEHHOTO COILIMYMa, YTO, B CBOIO O4Yepedb, OIpeaenseT HEO0OXOIUMOCTh
MOJITOTOBKH TPO(ECCHOHANBHO TIOJATOTOBJICHHBIX CIEIHMAIMCTOB Il KadeCTBEHHOW paboThl C
JTOKYMEHTUPOBAHHOM MH(POpMAIIUEH.

JuciumiiiHa HaieneHa Ha (QOPMHUPOBAaHWE CIEIYIOIIMX KOMIIETEHIIMH  BBIMYCKHHKA!
obmenpodeccuonanpubix - OIIK- 8, OIIK-9. IlpenonaBaHue IUCHMIUIMHBI IpelycMaTpUBACT
MPOBE/ICHUE  CIEAYIONIMX BHJOB  YYEOHBIX  3aHATHH:  JICKIMH, TPAKTHYECKUE  3aHSITHSA,
caMOCTOATENIbHAs padoTa.

OO0beM MUCHUIUTHHBI 4 3a4eTHBIC €AMHMIIBI, B TOM YHCIIE B aKaJIEMUYECKUX Yacax MO BUAAM
Y4eOHBIX 3aHSATHH.

OOBeM TUCHMIIMHBI B 04HOH hopme

Cemectp | Beero VY4eOHbIe 3aHATHS dopma
B TOM YHCJIE IIPOMEKYTOUHOU
KoHnTtakTHas paboTa 00yJaroniuxcs ¢ mpernogaBaTeaeM CPC, arrecrauuu
Bcee 13 HUX B TOM
ro | Jlekn | JlaGoparop | IlpakTuu KOHCYJIBT | YHCIIe
17071 HBIC €CKHe aruu 9K3aM
3aHATUS 3aHATHSA €H
6 144 56 28 28 88 3a4eT

OOBbeM TUCHMITIMHBI B OYHO-3a04HON (hopMme

Cemectp | Beero VY4eOHbIe 3aHATHS dopma
B TOM YHCJIE IIPOMEKYTOUHOU
KoHnTtakTHas paboTa 00yJaronuxcs ¢ mpernogaBaTeaeM CPC, arrecTauuu
Bcee 13 HUX B TOM
ro | Jlekuuu Jlaboparopubie [IpakTrnueckue qucie
3aHATUA 3aHATUA 3K3aM
eH
8 144 36 18 18 108 3a4er




1.1les i1 OCBOEHHMS TUCIUTIIMHBI.

[lenbt0 OCBOCHHMS JUCIUIUIMHBI "3allUIICHHBIH 3JIEKTPOHHBIA JOKYMEHTOO0OpOT"
SIBJISIETCS TIOJITOTOBKA CIICIIHAIIMCTA, BIAJICIOIIET0 OCHOBOIIOIATAIOIIMMY 3HAHUSIMH B 00JIaCTH
JOKYMEHTUPOBAHUS U OpPTaHU3AHK pabOThl ¢ JOKYMEHTAMHU U YMEIOIIET0 X HCIIOIh30BATh B
MPAKTUYECKOM JeSITETLHOCTH.

3agayaMm  JUCHMIUIMHBI  SBJSIETCS  M3yYEHHE  COBPEMEHHBIX  MpoOiieM
JOKYMEHTUPOBaHUST WH(MOpPMAIMK, 3aKOHOMEPHOCTEH 00pa3oBaHUsS JIOKYMEHTOB, CHCTEM
JOKYMEHTAIlUH, KOMILJIEKCOB JOKYMEHTOB, PACCMOTPEHUE HAIIPABJICHUN COBEPIIICHCTBOBAHUS
JOKYMEHTAIIMOHHOTO OOCCIICUCHHUS, Pa3BUTHEC HABBIKOB Y CTYACHTOB IO COCTAaBJICHHUIO U
0(OPMIICHHIO OCHOBHBIX CIIY’)KEOHBIX JOKYMEHTOB, C MOMOIIBIO KOTOPBIX OCYIIECTBIISCTCS
VIpaBIICHUE YETIOBEYECKUMU pecypcaMu; GopMHupoBaHUE 3HAHUN 00 0COOCHHOCTSIX PabOTHI €
Pa3TUYHBIMU KaTErOPUSIMHU JOKYMECHTOB.

2. Mecrto aucuuiuinebl B cTpykrype OIIOII 6akanaBpuara.

HNucuunnuaa npuHagIexkutr obs3atensHol  yvactu  OIIOII mo  HampaBieHHIO
noaroToBku “MubopmannonHas 6e30MacHOCTh .

JlesiTenbHOCTh  JIIOOOM  OpraHM3allMd  CONPOBOXKAAETCS CO3JaHHUEM JOKYMEHTOB.
OdopmiieHne JTOKYMEHTOB B COOTBETCTBUH C JCHCTBYIOIIMMU MpaBHJIAMH 00eCredrBaeT
3alUTy WMHTEPECOB OpraHU3all{, YBEJIWYMBAET 3(PPEKTUBHOCTH YIPaBICHUYECKOTO TpPYJa.
[looToMy wu3yuyeHue NpaBUJ TOATOTOBKM U O(QOPMIICHHS YIPABICHYECKUX JIOKYMEHTOB,
OpraHu3aluu JOKYMEHTO000pOTa, (PYHKUMH CTPYKTYpHBIX MOJpPa3IeIeHUN, OPraHU3YIOLIUX
paboTy ¢ TOKYMEHTaMHU, SIBJISIETCSI HEOThEMJIEMOI COCTaBJISIONIEH MOArOTOBKU CHEIHAINCTOB
B 00J1aCTH yIIpaBJeHUs JIFOOOH OTpaciu.

B pe3ynbrare n3ydeHus: AUCUUILIMHBI CTYAEHT JOJIKEH:

3uams: JIOKYMEHTOBETUECKYIO TEPMHUHOJIOTHIO; TEOPETUYECKUE OCHOBBI
JOKYMEHTOBEJICHUS; CTPYKTYPY HTOKYMEHTa W HOpPMAaTHBHBIE TpeOOBaHUS K O(OPMIICHHUIO
PEKBHU3UTOB YIPABICHYECKUX JTOKYMEHTOB; KIAaCCU(PUKALMIO U XapaKTEPUCTHUKY CHUCTEM
JOKYMEHTALUN YUYPEeKJICHUM M oOpraHuzanuid; TpeOoBaHHS K O(OPMIICHHIO CITY>KEOHBIX
JOKYMEHTOB, IIPaBHJIa OpraHU3aliy AIEKTPOHHOTO U CMELIAHHOTO JIeJIONPOU3BOCTBA

Ymems: cocraBnsTe M 0QOPMIIATH JOKYMEHTHI B COOTBETCTBUM C IpaBUJIaMU B
3aBHUCHMOCTH OT HA3HA4YCHMsI, COJEpKaHUS U BHUJAA JOKYMEHTa; KJIacCu(puIupoBaTh,
UCCIIEI0BaTh COCTaB JIOKYMEHTAlMy, OpPraHU3aliK; CUCTEMATU3UPOBaTh JOKYMEHTHI B JIENA;
OCYILIECTBJIATH MOATOTOBKY JI€N K MEpeadye B apXUB.

Braoemwv: HaBpikamMu OQOpPMIIEHHMSI PEKBU3UTOB; YMEHHEM MNPOBOJAUTH OTOOP
JOKYMEHTOB M3 TEKYILEro JeJONpPOU3BOACTBA JJIs IOCIENYIOUIETO XPAaHEHUs, 3HAHHEM
ocoOeHHOCTEH  opraHu3amuu  padOTbl € MHCBMEHHBIMH  OOpAaIIeHUsSMH  TPaXKIaH,
KoH(UIeHITHATHHOU WH(pOpMAITHEi.

3. Komnerenuun o0yuaomiero, popmupyembie B pe3yabTaTe 0CBOCHUS JUCHUIITHHBI.
[Ipomecc w3ydeHWs AWCHMIUIMHBI HANpaBlieH HAa (OPMUPOBAHHE DIIEMEHTOB
cienyromux komnereHui B coorBeTcTBrr ¢ GI'OC BO no janHOMYy HanmpaBiI€HUIO:

Kon 1 HanmeHoBaune/KOI 1 HANMEHOBaHUE [TnaHupyeMble pe3yJbTaThl [Mpouenypa
KOMIICTCHIIMU U3 HMHAWKaTOpa JOCTHXCHUSA OGWGHHH OCBOCHU A
OIIOIT

OIIK-8  Cmoco6en1/11.0I1K-8.1.3naet 3HATh: TEOpPETHYECKHE  OCHOBBIY CTHBIN
OCYIIECTBIIAT OCHOBHBIC CTaHIAPTHI Pa3BUTUS JOKYMEHTA; COBPEMEHHBICOIIPOC,
noja0op, m3ydeHue uoGopMIICHHS TEXHHYECKOH  ([TpeOOBaHMs  3aKOHOAATEIbHBIX  WIMCHMEHHBIN
00001IeHNe HAayYHO-JIOKyMEHTAIMH Ha HOPMAaTHBHO-METOANYECKUX aKTO:‘onpoc
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TEeXHUYECKON
NI TEPaTypHI,
HOPMAaTUBHBIX
METOTNIECKUX
NTOKYMEHTOB B IIEJIfX|
peLIeHust
npodecCuOHATBHON
JCATCIIbHOCTH,

[PA3JIMYHBIX CTAAUAX
PKM3HCHHOI'O UKJIa

UUHPOPMAIIIOHHOM CHCTEMBI.

N2.0IIK-8.2.Umeer

3aJa4HaBbIK COCTAaBJICHUA

TEXHUYECKON TOKYMEHTAallu!
Ha pa3IMYHBIX dTarax
PKM3HEHHOTO [IUKJIA
MH(POPMAIIMOHHOMN CUCTEMBI.

[0 COCTaBIICHUIO M O(OPMIICHHIO
CITy>KE€OHBIX JOKYMEHTOB,
YHU(ULIPOBaHHBIE CHCTEMBI
NOKYMEHTAIUH.

YMeTh: CaMOCTOATENBHO M3Yy4YaTh
3aKOHOJATEIbHYIO 6azy u
CIeLUATbHYIO JIUTEpATypy B
00JIacTH  JTOKyMEHTOBEJCHUA U]
NIeJIONPON3BOCTBA;  IOJIb30BAThCS
mopTajlaMi  TOCYJIAapCTBEHHBIX U
MYHUIUNAIBHBIX YCIYT pa3INYHbIX
YPOBHEM.

Buiagers: HaBbIKaMu  O(QOPMIICHUS
TTOKYMEHTOB, HAaBBIKAMU IOJyYCHHUS,
XpaHCHMUS, nepepadoTKH
H(pOpMalnu.

OIIK-9 Cnocoben
MPUMEHSITh CPEJICTBA
KpUNTOTpapuuecKon
1 TEXHUYECKOM
3aIUTH
mHpOopManuu s
pEeIIeHUs 3a/1a4
npodecCuoOHATBHON
NEATeIbHOCTH

W] 1 OIIK-9.1.3naer
OCHOBHBIC ITOHITHS U 33/1a49H
kpurnrorpadumu,
MaTeMaTHYECKUE MOJICITH
KPUNTOTPaQHUECKUX CHCTEM;
CIIOCOOBI M CPEJICTBA 3AIUTHI
nH(pOpMaIUK OT YTEUKH T10
TEXHUYCCKUM KaHaIaM U
KOHTPOJISI 3P PEeKTUBHOCTH
3aIuThl HHGOPMAITUH

M 2 OIIK-9.2. YMmeer
MPUMEHSITh MATEMaTUIECKIE
MOJIETTH JITISl OLICHKH
croiikocTu CK3U u
MCIIOJIb30BaTh B
ABTOMATHU3HPOBAHHBIX
CUCTEeMaX; MOJIb30BaThCS
HOPMAaTHUBHBIMHU
TOKyMEHTaMU B 00J1acTH
TEXHUYECKOW 3alUThI
MH(pOpMaIUU

]I 3 OIIK-9.3. Bnageer
METOJaMH M CPEJICTBAMHU
KpUnTorpaguaeckoi u
TEXHUYCCKOM 3aIIUTHI

nHpopMaIun

3HaeT: MporpaMMHO-aIapaTHbIC
CpezcTBa 3alUThl HHPOPMALIUU B
TUTIOBBIX OIEPAIMOHHBIX CHUCTEMAX,
CHUCTeMax yIpaBjieHUs 0azamu

TTAaHHBIX, KOMITBIOTEPHBIX CETAX
Ymeert: KOH(UTYpHPOBATH
[pPOrpaMMHO-AIIapaTHBIE CPEICTBA
BaIUTHI uHpopmaruu B
COOTBETCTBUU C 3aJlaHHBIMH
MOJINTUKAMU O€30MacCHOCTH
Biaageer: NPUHLHATIAMY]
(bopMHpOBaHUS MOJIUTUKY]
MH(POPMAIIMOHHON  0E3011aCHOCTH
00BbekTa HHGOPMATH3AITUN

Kpyrasiit
CTOJ

4. O0beM, CTPYKTYPA U cOJIepPKaHHe TUCHUTINHBI.
4.1. O6beM AUCHUIIIUHBI COCTABIIAET 43a4eTHbIE €NMHULBL, 144 akageMUYecKUX Jaca.




4.2. CrpyKrypa AUCIMILIMHEIL.

4.2.1. O0beM TUCHUIJIMHBI B OYHOMH (hopMme.

No Ha3zBanus pasznenos Buapr yueOnou DopMmbl
n/m paboTHI, TEKYIeTOo
§ = BKJIIOYas g KOHTPOJIS
g % CaMOCTOSTEIbHYIO < yCIEeBAaEMOCTH
3| T paboTy CTYICHTOB & ( o HexensIM
¥ TPYIOEMKOCTE (B s ceMecTpa)
qacax) % dopma
o = . % MPOMEKYTOH
< 2w z =| & S | 5 OH aTTecTanuu
= o = © K Qo g, o
=} == | S5|E<| 2
S |ER|gE| ¢ |°
=9 §o| X2
= = ©
1 2 |
Moayas |. [IPABOBOE, OPTAHU3ALIMOHHOE U TEOPETUYECKOE OBECITEUEHUE
PABOTbBI C JOKYMEHTAMU
1 | Ponb noKyMeHTOB B 3 |12 2 2 8 | YcrHslit ompoc
Pa3IUYHbBIX 00JIaCTAX
NEeSITENbHOCTH
oOuiecTBa
2 | Tepmunomorus, 3 |34 2 2 8 | YcrHsbIit onpoc
UCIIOJIb3yeMasl MpH
paboTe ¢ TOKyMEHTaMH1
3 | 3akoHOmATeIbLHbBIE 3 5 4 4 4 | YcrHBIN onpoc
aKThl B cpepe
JIOKYMEHTAIINH
Wroro 3a Moaynb: 8 8 20
Moayas Il. TIPAKTUKA OOOPMIJIEHU A CJIIYXEBHBIX TOKYMEHTOB
4 | Yaudukanus u 3 6 2 2 6 YceTHBIR
CTaHapTU3ALIHS orpoc
JIOKYMEHTOB
5 3 7 4 4 2 | [ImcbmeHHBII
OTIpOC
Hroro 3a Moaynb: 6 6 24
Moayas I11. TEXHOJIOTUN JOKYMEHTAIITMOHHOI'O OBECITEYEHW A
YITPABJIEHUA
7 | [lonsiTus «cucrema 3 |10- 4 4 4 VYcTHbil
JIOKYMEHTaLUN» U 12 onpoc
«yHUDUIHPOBAHHAS




cucrtema
JIOKYMEHTAaLIUN»

8 | Ctpykrypa u obmas 3 |13- 4 4 6 YcTHbIN
XapaKTEepUCTUKA 14 ompoc
JIOKYMEHTOIIOTOKOB
Wtoro 3a Mmonyns: 8 8 20

Moayas IV JlokymeHTsl, coepxkaiiue KoHGUIESHIIMAIbHbIE CBEICHUS

9 | JoxymeHTHI, 2 2 12 | IlucemeHHBIH
coaeprKaIme orpoc
KOH(UICHIMAIbHbBIE
CBEJICHUS

10 | HopmaruBHO- 4 4 12 | [IuceMeHHBIH
IIPABOBbBIE aKThI, orpoc
periiaMeHTUPYIOIINe
paboty ¢
JOKYMEHTUPOBAHHOM
uHpopMmanue
OTPaHUYECHHOTO
JI0CTyTIa
Hroro 3a Moaynb: 6 6 24
Bcero yacos 28 28 88 3a4yer

4.2.2 O0beM IMCHUIJIMHBI B 04YHO-3204HOI ¢opMme.

Ne HasBanus pa3nenos Buner yuebnoit ®opmsbl

n/m paboTHI, TEKYIeTOo
% = BKJIIOYast g KOHTPOJIS
g % CaMOCTOSTEIHHYIO g yCIIEBaEMOCTHU
S | & | pabory cryneHToB & | (mo nemensam
U TPYJIOEMKOCTH (B S cemMecTpa)
qacax) % dopma
GEJ = .5 % MPOMEKYTOHH
= £= | & E 2 ch § Oif aTTecTaluu
= g B 5w Qo =
5 =2 | 25|28 |8
= % g Lg ) o ©
a. §o| Xz
= = o
1 2 |
Moayas |. [TIPABOBOE, OPTAHU3AIIMOHHOE U TEOPETUYECKOE OBECITEUEHUE
PABOTBI C JOKYMEHTAMU

1 | Poib 1OKYMEHTOB B 3 |12 8 | YcrHsbIit onpoc
Pa3IMYHBIX 00JIACTIX
NESITENbHOCTH
oOmecTBa

2 | Tepmunonorus, 3 |34 2 2 8 | YcrHslit ompoc
UCIOJIb3yeMasl IIpH




paboTe ¢ JOKYMEHTaMu

3 | 3akoHOIaTEIbHEIE 3 5 2 2 12 | YcrHbIii onpoc
aKThI B cdepe
JOKYMEHTAIIUN
Wtoro 3a Mo1yJib: 4 4 28

Monyas |l. TIPAKTUKA O®OPMJIEHUA CITY X XEBHBIX JOKYMEHTOB

4 | Yaudukanus u 3 6 2 2 16 YceTHBIR
CTaHJAPTU3ALUS orpoc
JIOKYMEHTOB

5 3 7 2 2 12 | ITuceMeHHBIH

orpoc
Wroro 3a MmonyJib: 4 4 28
Monyas 111. TEXHOJIOTMW JOKYMEHTAIIMOHHOI'O OBECIIEUEHU A
YITPABJIEHUA

7 | llonsarus «cucrema 3 |10- 2 2 14 YcTHbIli
JTIOKYMEHTaILUN» 1 12 ompoc
«YHUDUITTPOBAHHAS
cucrema
JIOKYMEHTAIIAN))

8 | CtpykTypa u obmas 3 |13- 2 2 14 YcTHbII
XapaKTEepUCTUKA 14 ompoc
JIOKyMEHTOIIOTOKOB
Hroro 3a Moynb: 4 4 28

Moayas IV JlokymeHTBI, conepkanue KOHGUISHITNAIbHBIE CBEICHUS

9 | HoxyMeHTHI, 2 2 12 | ITuceMeHHBIH
coJieprKaIne orpoc
KOH(HUICHIIUATbHbIE
CBEJICHUS

10 | HopmatuBHO- 4 4 12 | ITuceMeHHBIH
IIPABOBBIC AKTHI, orpoc
perJIaMeHTUPYIOIIHUE
paboty ¢
JOKYMEHTUPOBAHHOMN
uHpopManmen
OTPaHUYCHHOTO
JOCTYyTIa
Wroro 3a MmoyJib: 6 6 24
Bcero yacon 18 18 108 3a4yer

4.3. Coaep:xaHue TUCHHILUIMHBI, CTPYKTYPHPOBAHHOE 0 TeMaM (pa3aesiam).




TEMA 1. IIPABOBOE, OPIrAHU3AIIMOHHOE MW TEOPETUYECKOE
OBECIIEYEHUE PABOTBI C JOKYMEHTAMMU.

Posib TOKYMEHTOB B pa3mUYHbIX 00JaCTAX AEATEIBHOCTH 00mecTBa. JJokyMeHT B chepe
npaBa W ympaBieHHUs. 3HaueHHE JOKYMEHTAIIMOHHOrO oOecrieueHus B ympasieHuH. OCHOBa
opranuzanuu ciyx0s1 JJOY.

TepMmuHonorus, ucnojiabzyemas npu padore ¢ gokyMeHTaMu. COOTHOIICHHE MOHSATUI
«uH(pOpMaAIUI» U «JOKYMEHT». 3HaueHHEe MH(POPMAUKd B IKOHOMHYECKUX, COLHUAIBHBIX U
MOJINTUYECKUX  Tpoleccax, [Uisl TMPUHATHAS YOPABJICHYECKUX pelleHud. JIOKYMEHTHI
odumanbHble (CaykeOHbIe), IUYHbIE (IEPCOHATBHBIE) U IMYHOTO MPOUCXOXKICHUS.

OmnpeneneHue TMOHATUS «HOPMAaTUBHO-METOAMYECKas 0a3za  JEJIOMPOHU3BOJICTBAY.
3akoHO/aTeNbHbIE aKThl B cdepe AOKyMEHTaUMU. YKazbl U pacrnopsbkeHus llpesumenta
Poccniickoit ®enepannn, noctaHoBieHUs W pacnopsbkeHus IlpaBurensctBa Poccuiickoi
®denepaluy, peraiaMeHTHUPYIOLIUE MMPaBOBbIE HOPMBI Ha (peiepalbHOM YpPOBHE IMpH padoTe ¢
nokyMeHTaMHu. 1IpaBoBbIe aKThl HOPMATUBHOIO U MHCTPYKTUBHOI'O XapaKTepa, METOANYECKHE
JOKYMEHTHI 110 ACJIONPOU3BOACTBY npeanpustuid u opranuzanuii. 'OCTbI Ha TOKyMEHTalMIO.
Ob6mepoccuiickue KiacCu(QUKATOPbl TEXHUKO-DKOHOMHYECKON W COLMaTbHOW HH(pOpMAIUH.
['ocynapcTBeHHas cucteMa JOKyMEHTAlMOHHOTO 00ecTIeYeH sl YIPaBICHHUS.

[lonsitue «pynkuus ngokymeHTa». lloaM@pyHKIMOHAIBHOCTh JOKYMEHTa M COCTaB
¢yukuuid. @OyHKIMM TOCTOSHHOTO U ONEpaTUBHOro HasHaueHus. OOmme QyHKIMH
JOKyMEHTa: MH(GOpPMallMOHHAs, COlMalbHasl, KOMMYHUKAaTUBHAsA, KyJlbTypHas. CrenuanbHble
(GyHKIMM JOKYMEHTA: yIpaBieHuUecKas, MpaBoBasi, PyHKUuUs y4yeTa, (PYHKIUS UCTOPUUECKOTO
MCTOYHUKA.

[lonsiTUS ~ «IOKYMEHTHPOBAHHE»,  «CPEICTBA  JOKYMEHTHUPOBAHMS»,  «CHOCOOBI
JOKYMEHTHPOBaHMUS». MarepuaibHble HOCUTENIM HHMOpPMAlMU U UX KIAacCHUpHUKAIUS.
CpolicTBa nokymeHTa. IOpunnueckas cuna gokyMeHTa. FOpuaudecku 3Ha4YMMble PEKBU3UTHI.
OpUruHaNbHOCTh, HOJJIUHHOCTD U KOTMHHOCTH IOKYMEHTOB.

Knaccuukanuss [0OKyMEHTOB 1O pa3IMYHBIM [pPU3HAKAM B 3aBHCHUMOCTH OT
COJIepXaHMsl, HAUMEHOBAaHMs, IO CTENEHM YHU(QUKALUUW M JPYTrUX XapaKTepUCTHKAX.
Kpurtepun rpynnupoBKy JOKYMEHTOB.

TEMA 2. IIPAKTUKA OD®OPMJIEHUA CIIYXKEBHBIX JJOKYMEHTOB

VHupukanus W cTaHgapTu3auus  JOKYMEHTOB.  DopMyssip  COBPEMEHHOTO
YIPABIEHYECKOTO JOKyMeHTa. PekBusutel, pernmamentupyembie ['OCT, I[lpaBunamu
JeTOTPOU3BOICTBA (PeiepaTbHBIX OPTaHOB UCIIOJHUTEIFHON BIACTH.

bnanku noxymeHTOB. Buapl 61aHKOB M MOPSAZOK PACIIOIOKEHUS PEKBU3UTOB B OJIaHKE
(yrmoBoe u mponosnbHOE). brmanku ¢ umzoOpaxenuem [ocymapctBenHoro repba um repbda
cyobekra Denepanuu.

TpeGoBanusi k oQopMIIEeHUIO pPEKBU3UTOB. [lopsnok o0003Ha4YeHWsS HaWMEHOBAHUS
OpraHW3allMu-aBTOpa JIOKyMEHTa, CIpPaBOYHBIC HaHHbIE 00 aBTOpe. BHIOBl JOKYMEHTOB,
orpeneisieMble 3aKOHOJATeNbHBIMA W HOpMaTHBHBIMU akTamu. OOo3HaueHue ajapecara.
[Topsimok odopmiieHus: mo4toBoro azapeca. Jlarbl JOKyMEHTa W MOPSAOK MX O(OPMIICHHS.
YaocToBepeHHe TOKyMEHTa — TMOMIMUCh, OTTUCK TII€YaTH, YTBEP)KICHHE, COTIACOBAHUE.
OTmeTku Ha JokyMeHTe. TpeboBaHMs K cojiepkaHHio 1 odopMiieHnIo pezomtonnu. CTpykTypa
JOKYMEHTA: 3arojIoBOYHasl 4acTh, COJAEp)KaHUE, OTMETKU. PeKBU3UTHI, MACHTU(UIUPYIOLIHE
aBTOpA M JIOKYMEHT B JIEKTPOHHOU popme. OTMETKH HaA JOKYMEHTE: IOPHINICCKA 3HAUUMBIE,
JeTOTIPOU3BOJICTBEHHBIE. Tpe0oBaHMA K TEKCTaM CIY)XeOHBIX TOKyMeHTOB. CTpyKTypa
JJIEMEHTOB TEKCTa. SI3BIK W CTUJIb CIYXKEOHBIX JOKYMEHTOB. YHHU(UKALUsS TEKCTOB
yIIpaBJIeHYECKUX JOKYMEHTOB. Hymepanus cTpaHull, BO3MOXKHBIE MOJIS, PyOpUKaLUs TEKCTA.
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dopmatbl OyMaKHBIX TOKyMEHTOB. O0mmue TpeOOBaHUS K U3TOTOBJICHUIO JOKYMEHTOB.

[ToHATHS «cUcTeMa JTOKYMEHTAlMW» U «yHU(PUIHMPOBAHHAS CUCTEMA JAOKYMEHTALUN.
[lepeyeHb YHU(PHUIMPOBAHHBIX CUCTEM JOKYMEHTAIINH, IEHCTBYIOIIUX B HACTOALINE BpEMSI.

OyHKIMOHANBHBIE, OTpacieBble W BEAOMCTBEHHBIC CHCTEMBI JOKYMEHTAIMH, UX
B3auMMOCBs3b. CocTaB yHU(UUUPOBAHHOW CHUCTEMbl OPraHU3ALMOHHO-PACTIOPSAUTEIHLHOM
nokymenTaiuu (YCOP/).

OpraHu3aioHHO-IIPaBOBbIE TOKYMEHTHI — YCTaBbl, OJOXKEHHSI, IITATHbIE PACIUCAHHUSA,
CTPYKTypa W WITaTHas YHUCJIEHHOCTb, perjiamMeHTbl. (CocTaB pEeKBU3UTOB, OQOpMIIEHHE.
[Topsiok yiocToBepeHus, 03HAKOMJIEHHUSI, BHECECHUS U3MEHEHUI.

PacnopsaurenbHble JOKYMEHTHI — IIOCTAHOBJICHHSI, PEIICHNUS, IPUKA3bI, PACTIOPSKCHHS
u 11p. [lopsinok ux cocraBienust 1 0OpMICHHUS.

NudpopmManimoHHO-CIIpaBOYHbIE  JTOKYMEHTBI — CIpaBKW, aKThl, JOKJIAagHbIE U
OOBSICHUTENbHBIE 3alUCKH, JOBEPEHHOCTH, CIy>)KeOHble TMHCbMa, Tele(OHOTpaMMBI,
TesnerpaMMel, (akcel U Ap. PazHOBUAHOCTH MH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB, UX
cocTaBlieHue U o(hopmIIeHHE.

Oco0eHHOCTH JOKYMEHTHPOBAHUS JIEATEIbHOCTH KOJUIErHallbHbIX opraHoB. CTpyKTypa
TeKcTa npotokosa. [lonHble u kpaTkue GOpMBbI IPOTOKOJIOB.

Cucrema IUIaHOBOW  JOKyMEHTaUuMW. Buael IUIaHOBBIX — JTOKYMEHTOB:  IUIaH,
NEPCIEeKTUBHBIN IJ1aH, MporpamMma, rpaduk, reHepanbHas cxema. denepanbHble, OTpACIEBLIE,
TEPPUTOPHATFHBIC TUTAHBI U IPOTPAMMBI.

Cucrema OTUETHON JOKYMEHTAllMU: TOCYAApCTBEHHAasl CTATUCTUYECKash OTYETHOCTb,
BEJOMCTBEHHAS OTYETHOCTb, BHYTpUYUpEKICHUECKas OTYETHOCTb. Pa3paboTka
YHH(PHUIUPOBAHHBIX (POPM OTUETHOH JOKyMeHTaruu. CPOKH MPEICTaBICHUS OTYETHOCTH.

KangpoBast nokymenTanus (1o JIMYHOMY COCTaBY) — TPYJOBBIE JOIOBOPHI, MPUKA3bI MO
JUYHOMY COCTaBy, TPYAOBbI€ KHWXKKH. YHHM(DUIHUPOBaHHBIE (HOPMBI MEPBUYHOM YUETHOM
JOKYMEHTallMu 1O Tpyay M ero omiare. KoHQUAEHIHAIBHOCTh JOKYMEHTOB MO JHYHOMY
coctaBy. OcoOeHHOCTH OQOpPMIIEHHS pE3IOME, 3asBICHUM, aHKET, aBToOMOrpaduil U Ipyrux
IOKyMeHTOB. Kommiekchl KaJipoBOil TOKyMEHTAIUK 110 (PYHKIHSAM yIpaBICHHUS.

Cucrema  ¢uHAHCOBOM  JOKyMeHTanmud. [lepBuuHbIE  ydYeTHBIE  JTOKYMEHTHI.
Ocobennoctn ux odopmieHus. CBOIHBIE Y4eTHBIE JOKYMEHTBI. Peructpbl OyXxraiarepckoro
yuera.

TEMA 3. TEXHOJIOTUM JOKYMEHTAIIMOHHOI'O OBECIIEUHEHUA
VIIPABJIEHU S

ITonsrue «TOKYMEHTO000pOT». CrpykTypa u oo1as XapaKTepUCTUKA
NOKYMEHTONOTOKOB.  [IOHATHS  «BXOOSIIMHA  JOKYMEHT», «HUCXOIAIIMN  JTOKYMEHTY,
«BHYTPEHHHI JOKyMeHT». Opranuzauus padbOThl ¢ MOCTYyNAOIIUMHU JOoKymMeHTamu. [Ilpuewm,
OpraHu3alusl IMPOXOXKICHUA U TMOPAAOK HCIOJHEHHUS TMOCTYNAKMMUX JTOKYMEHTOB.
Opranusanusi paboThl C OTHNPABIAEMBIMH (MCXOISIIMMH) TOKyMeHTamu. [IpaBuna paboThl C
BHYTPCHHUMH JIOKYMEHTaMHU. YdYeT o00beMa JIOKyMEHTO00OpOoTa. ABTOMATH3HPOBAHHBIC
TEXHOJIOTUH JEIIONPOU3BOCTBA.

[lonstTne «peructpauusi JokyMeHTa». Llenmu peructpamum nokymMeHTOB. OCHOBHBIE
MPUHIIUIIBI PETUCTPAUUHA JTOKYMEHTOB. (DOpPMBI pErucTpalvv JOKYMEHTOB M HOPSAOK HX
3aI10JIHCHUSL. KypHanbHas dhopma, PETUCTPALIMOHHO-KOHTPOJIbHAS KapTOuKa,
ABTOMAaTU3UPOBAHHAS CUCTEMA PETUCTPAllMM W KOHTPOJISI 332 HCIOJIHEHUEM JIOKYMEHTOB.
Nnpekcanus 1OKyMEHTOB.

Ha3znauenne HomeHknatypol aen. KoHkperHas, TUIOBasi, MpUMEPHAST HOMEHKJIATYpPhI
nen. TpeOoBaHUs, TpEeAbSIBISEMbIE K COCTaBJICHHIO HOMEHKJIATYpPHl JIeJ OpraHU3alIvu.
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CocraBneHne 3arojoBKOB Jei. TpeOoBaHUS, NUPEOBSIBIAEMbIE K 3alOJIHEHUI0 (OPMBI
HOMEHKJIATYpbl Jei. [lopsaok cocTaBieHus U yTBEPKIACHUS HOMEHKIIATYphI A€l OpraHu3aluu
(yupexneHus).

[Tonstue «dopmupoBanue nen». OcHOBHBIE TpeOOBaHUS, KOTOPHIE MPEIBSBIAIOTCA K
3aBE/ICHUIO JIeJ B TEKYILEM JeJIONPOU3BO/ICTBE.

[TpaBuna ¢opmupoBaHuUsl pa3IWYHBIX KaTeropuil JOKYMEHTOB B jena. Beaenue aen B
CTPYKTYPHBIX Mojpa3aeneHusx. OTBETCTBEHHOCTh 3a COXPAHHOCTb JOKYMEHTOB. Bplgaua
JOKYMEHTOB Il BPEMEHHOI'O TMOJIb30BaHUS TMpPU XpPaHEHHUHM UX B CTPYKTYPHOM
Mo/Ipa3JIeIeHHUH.

[TonsTe «dKcIepTHU3a LEHHOCTH JOKYMEHTOB». HopMaTuBHO-MeTOOMYECKHE U
TEOPETUYECKUE OCHOBBI IIPOBEACHMSI SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB. TpeboBaHuS,
MpeabsBIIsEMbIE K OpraHU3alMU U MPOBEACHUIO AKCIIEPTU3BI LIEHHOCTH IOKYMEHTOB.

OcHoBHble ¢yHkuuu LlentpanbHoit skcneptHo komuccuu (LIOK) u skcnepTHBIX
komuccuit (OK) opranmzamuu. [lomoxenue o6 skcrepTHoi kKomuccuu. [IpaBa u GyHKIIUU
KOMHUCCHUH, OpraHu3alus U MOPSAOK JTOKYMEHTHUPOBaHUSA €€ paboThl. DTambl MPOBEACHUS U
oopMIIeHHsI pe3yIbTaTOB SKCIIEPTU3BI LIEHHOCTU JOKYMEHTOB.

[Tonstue «odopmiuenue nena». OCHOBHbIE TPeOOBAHMS, MPEIbIBISIEMbIE MOIHOMY H
yactuyHoMy odopmienuto aen. Ilommmska nen. Hymepaums nuctoB nena. CocraBieHue
3aBEpUTEIBHON HAUCH, BHYTpeHHEHN onucu. OdopmieHne 00I0KKH Jena.

[lepenaua nen Ha xpaHeHue B apxuB. CocTaBiieHHE BHEIIHEN onucu. B3aumoperncreue
ciy:x6b1 JIOY u apxuBa opranuszaiuu npu GopMUpOBaHUHU JOKYMEHTAIBHOIO (POHJIA.

HopmatuBHO-nIpaBoBbIE aKThl, perjJaMEHTUpYIOLIME padboTy C JAOKYMEHTHPOBAHHOMU
uH(popMaLMel OrpaHUYEHHOTO JOCTYIA.

JloKkyMeHTalusl, OTHOCSINAsACA K TOCYIapCTBEHHOM TaliHe, OCTYH K HHUM TIpakJaH.
VYpoBHU cekpeTHOCTH. OTHECEHHE HH(POPMAIMH K KATETOPUH CEKPETHOM.

JIOKyMeHTBI, cojaepkalue KoH(puaeHIuanbHble cBeaeHus. Ilpuem, peructpauus,
neyaTaHue, pa3MHOXKEHHUE U pacchliika JOKYMEHTOB OIpaHUYEHHOro gocryna. @opMupoBaHue
KOH(HUIECHIUAIBHBIX JOKYMEHTOB B Jena. Vcronp30BaHHE JOKYMEHTOB U €Nl B TEKYIIEM
nenonpousBoacTBe. [lopsaok XpaHeHus, NpoBEpKa UX HAJTUUHSL.

Oco0OeHHOCTH OpraHu3alu padoThl ¢ MUCBMEHHBIMU OOpALLEHUsIMU IpaxkaaH. Bumabl
obpamenuii. [IpaBuna odopmienus odpaiieHuii 1 OTBETOB Ha HUX. Perucrpanus, KOHTPOJIb 3a
CpOKaMHu HCIIOJHEHHUs. oOpamieHuii. CrnpaBoyHO-aHaIMTHYECKass paboTa IO OOpalleHusIM
rpaxaaH.

TeMbl NpaKTUYECKHUX 3AHATHI.

JIOKyMEHTHasi KOMMYHUKALIHUS KaK OJICUCTEMA COLIMAIbBHON KOMMYHHMKALUU.

OcobenHoctu nepenayn nHGOpMaLIUK MOCPEIACTBOM JOKYMEHTA.

CtpykTypa coluaibHOT0 HUH()OPMALMOHHO-KOMMYHHKAI[HOHHOTO ITPOLIECcCa.

daceTHO-0J104HAas, TUIIOJIOTHYECKAst U CEMaHTHYECKas KIacCU(UKALUU JOKYMEHTOB.

OTinuuTeNnbHBIE 0COOEHHOCTH MATEHTHBIX JOKYMEHTOB.

OTnuuuTenbHble 0COOCHHOCTH CTaHAAPTa, TEXHUYECKOTO YCIOBHS, MPOMBIIUICHHBIX U

(UpPMEHHBIX KaTaJOIrOB.

7. Crnenu¢uka TeKCTa JEIOBBIX JOKYMEHTOB. OCHOBHBIEC PEKBH3HUTHI 1€TOBBIX
JIOKYMEHTOB.

ocouhwdE

IIpuMepHBbIii IepeYeHb BONPOCOB K 3a4eTy.
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1. TpebGoBanusi K KOHCTPYHpPOBaHHIO OiMaHKOB. Buapl OnankoB. bmanku mnpeampusTuii
pa3nuuHbIX (OPM COOCTBEHHOCTU. PEKBU3UTBI, HCIOJIB3YyEMbIE JUIsI W3TOTOBJICHUS
OJaHKOB.

2. PexkBM3UT «HAMMEHOBaHHE OPIaHU3ALMU-AaBTOpPA IOKYMEHTa», TpeOOBaHMUsS K HEMY.
PexkBHU3UT «MeCTO COCTaBJIEHUS TOKYMEHTA».

3. PexBM3UT «crpaBouyHBbIE JaHHBIE 00 OPraHM3AlMU — aBTOPE TOKYMEHTa», €ro COCTaB.
[TpaBuna oopMiIeHHs TOYTOBOIO ajapeca.

4. PexBHM3UT «aapecary, €ro 3HAYCHHE U COBPEMEHHBIC TpeOOBaHUS K 0(OPMIICHUIO.

5. [Hatel B tokymente. TpeboBaHus k ux opopmieHuto. J[ata kak cocTaBHAasi 4aCTh APYTUX
PEKBU3HUTOB.

6. PexkBM3UTHI «pPErHCTPAIlMOHHBIA HOMEpP JOKYMEHTa», «CChLJIKAa Ha PEruCTPallMOHHBIN
HOMED U ATy JOKYMEHTa».

7. Tlopsimok corjacoBaHMsl [JOKYMEHTOB. BHyTpeHHee M BHEIIHEE COIJIACOBAHUE.
OdopmiieHne pekBU3UTA Ha OTAEIBHOM JIMCTE.

8. CoctaB  ymocToBepeHHMs  JOKyMmMeHTa. llpaBuima  ogopmiileHHsT  PEKBH3HUTOB,
YIIOCTOBEPSIIOIINX TOKYMEHT.

9. OtMeTKH Ha JOKYMEHTE, X 3HaUeHHE U O(POpMIICHHE.

10. Pe3omonius, ee 3HaueHue, mpeabsBisgeMble TpeOoBanusa. OcobeHHOCTH O(OpMIICHHS
PE30JIIOLIUHU Ha OT/IEIbHOM JIUCTE.

11. O6mue TpeboBaHUs K TEKCTY JOKYMEHTA.

12.3arosoBOK K TEKCTy JOKYMEHTa, MPUIOXKEHUS K TEKCTy, TpeOOBaHUSA K WX
o opMIICHHIO.

13.CnocoOb1  yTBepKIeHUS TOKyMeHTOB. IlpaBuna odopmieHus pekBU3UTA «TpUd
YTBEPIKICHUS.

14. TpeGoBaHUS K IPOCTABICHUIO PEKBU3UTA OTTUCK TledaTtny». [lepeueHp TOKyMEeHTOB, Ha
KOTOPBIX MPOCTABJISECTCS OTTUCK TiedaTH. OTTUCK TepOOBOIi NeYaTH Ha TOKYMEHTAaX.

15. U300paxkenne TepOOBOM CHMBOJMKH Ha JIOKyMEHTaX. PexkBu3uT «3mOiema
OpraHW3allid WM TOBApHBIM 3HAK (3HaK OOCTY)XWUBAHUS)», PETIAMEHTAIUS
UCTIOIh30BAHHSI.

16. [Mopsmox moanucanus qOKyMeHTOB. CriocoObl 0(hOpMIICHHS PEKBU3UTA «IIOATIHCHY.
17.3aBepeHue Komuii JOKyMEHTA.

18. TTonsiTHE «TO0KyMEHTO000pOTY». OCHOBHBIC MMPaBUJIa OPTAHU3AINH TIOKYMEHTOO00POTA.
19. Tlopsaiok perucTpaiuu T0KyMEHTOB.

20. KoHTpOIb 32 HCTIOTHEHNEM IOKYMEHTOB.

21.TloaroToBKa Aenm K mepegade W TMOPSIOK Meperadyd Jel B apXwB U JalbHEUIIEeTOo
XpaHEHUSI.

22.Opranmzanusi  paboOTbl € JOKYMEHTaMH, COAEpX allUMH  KOH(UIECHIIUATHHYIO
uH(pOopMaLHIo.

23. TpeboBanus, peabABIsIeMble K 0(pOPMIICHHIO TUCEMEHHBIX OOpaIeHUH.

24. Drtarbl paboThl C MUCHbMEHHBIMU OOpAICHUSIMHU.

25. IlpaBuna ohopMiIeHUS HHCTPYKIIHMA.

26. DTamnsl TOATOTOBKH PaCHOPSIAUTENBHOTO TIOKYMEHTA.

27.TpeboBaHUsI K COCTaBICHHIO M O(GOPMIICHHIO CIIYXKEOHBIX, OOBSCHUTEIBHBIX H
JOKJIAJTHBIX 3aIMUCOK. BHYTpeHHME U BHEITHUE JOKYMCHTHI.
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28. TpeboBaHusi K coCTaBleHHIO U odopmieHHio crnpaBok. Buael cnpaBok. CrpaBku
BHYTPEHHHE U BHEILIHUE.

29.TpeboBaHusi K COCTaBIeHHIO M oO¢GopMieHHI0 akTa. Buapl aktoB. OcoOeHHOCTH
yIOCTOBEPEHUS.

30. [Iepemnucka kak Bup neiaoBoro obmenus. CoctaB M Ha3HAYCHHUE MEPETIUCKH.

31.TpeboBaHuss K cocTaBileHHI0O M O¢popMIeHHIO Mporokona. Kparkue u mnosiHble
npoTokoibl. OCOOEHHOCTH  NHPOTOKOJNOB — 3acefdaHuil  (efepalibHbIX  OpPraHoB
WCTIOJTHUTEIBHOMN BiacTu. [IpOTOKOIBI aKIIMOHEPHBIX OOIIECTB.

32.I1lonsatune rpuda 1 ero npuMeHeHne B KOH(UACHIINATbHOM JI€JI0IPOU3BOICTBE.

33. Dranbl JOKYMEHTHPOBaHHS KOH(QUACHINATHHON HHPOPMALIUN

34. OcHoBHbIe coctapstomue [lepeuns koHpUaEeHITMATBEHON HHPOPMALIHH.

35. ®opmupoBaHue 1e7 B KOHQUICHITHATBHOM JCIIONPOU3BOJICTBE

36. HomenkiaTypa KOH(pUISHIIMATBHBIX JIe] U TpeOOBaHUS K €€ COCTABIICHUIO.

37. OcymiecTBIEHUE SKCTIEPTH3BI IEHHOCTH KOH(DHUICHIIMATBHBIX TOKYMEHTOB.

38. [lepenaua KOHPHUACHIINATBHBIX JOKYMEHTOB Ha apXUBHOE XpaHEHHE.

39. CoBpeMeHHOE 3aKOHOAATEIbHOE PEryJIHMpOBaHHUE JEJIONPOM3BOACTBA MO OOpaIleHUsIM
rpaxJiaH Ha (heiepaibHOM YPOBHE.

40. CoBpeMeHHEBIE HOPMaTHBHO-METOAMUYECKUE MaTepHabI, peryIupyromme
JeNIONPOU3BOJCTBO MO  OOpallleHusIM  TpaxaaH B  (enepalibHbIX  OpraHax
UCIIOJIHUTENBHOM BIIACTH, B OpTraHU3alMIX, YUPEKICHUAX.

41. TexHomoruu mnpuemMa, SKCIECIUIUOHHOM O0OpabOTKM U pEerucTpaluy MUChMEHHBIX
oOpareHu.

42. AHanu3 paOoThl 10 OOpallleHUsIM, CUCTEMATU3allMs, XPaHEHUE, IKCIEPTU3a [IEHHOCTH
JOKYMEHTOB JaHHOUN KaTeTOpHUH.

5.00pa3oBaTe/ibHbIE TEXHOJIOTHH.

B yuebHOM mpouecce NOMHMO TPAAUIMOHHBIX (OPM NPOBENEHUS 3aHATUN
UCIIONIb3YIOTCSl JICKIMU — BHU3yallM3alllM, JIEKIMU — Auanoru. JlaGopaTopHble 3aHSTHS
MIPOBOJATCS B KOMIIBIOTEPHOM KJIACCE € UCIOIb30BaHNEM IHTEepHET.

JlekmoHHbIE 3aHATHUS
e TpaguOHHbBIE TEXHOJIOTHH
e MmrocTpanus BUIOB TOKYMEHTOB U PEKBU3UTOB B ITPE3CHTALUAX.

[IpakTrueckue 3aHATUA
e TpaauuMOHHbBIE TEXHOJIOTHH

6. YueOHO-MeTOAMUECKOE 0OOecieueHre CAMOCTOSITeIbHOW PadoThI CTY/IEeHTOB
o0y4aromuxcs no JTUCHUILIHHE.
Dopma KoHmpoas u Kpumepuil OYeHOK

B cootBeTcTBUM € y4eOHBIM IJIAHOM MPETYCMOTPEH 3a4€T B YETBEPTOM CEMECTPE.

@opMBI KOHTPOJS: TEKYIIUHA KOHTPOJb, MPOMEXKYTOYHBIA KOHTPOJIb IO MOIYJIIO,
UTOTOBBIM KOHTPOJIb IO TUCHUIUIMHE MPEANOIaraoT cleAyrollee pacipeaeeHue 6amios.
Tekymmii KOHTPOJIb

e [locemaemocTs 3aHsTHI 5 0aIIOB

e Brinonnenue 1 nomaineii padotst 10 6amnon
IIpomeKyTOUYHBII KOHTPOJIb
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ITo 3aBepiieHnH MOAYIS IPOBOANUTH MUCbMEHHBIN orpoc 60 6anioB

Tembl 1J151 CAMOCTOSITEILHOIO N3y4YCHHUS.

Copneprxkanne TUCHUIUIAHBL, CAMOCTOATENBHO | DOpMBI KOHTPOJIS
No HU3y4aeMoU CTyJIeHTaMHU (koHTp. padora, nad.
3aHSTHUS U T.J.)
1 |ABTromaTm3anms CO3qaHMs JOKYMEHTOB OIIpoC
2 |ABTOomMaTH3alMs OCHOBHBIX MHpOLEAYp pabOThl C|Ompoc
JOKYMEHTAMHU
3 |CucteMbl AJIEKTPOHHOTO IOKYMEHTO0O0pOoTa orpoc
4 | DneKTpOoHHBINH JOKYMEHT onpoc
5 |PekBU3UTHI 3JIEKTPOHHOTO JJOKYMEHTA OIpocC
6 |XpaHeHHe AIEKTPOHHBIX JOKYMEHTOB OIIpoC
7 |CoBpemeHHbBIE CUCTEMBI AJIEKTPOHHOTO|OTPOC
JIOKyMEHT0000poTa

Pexomennyemasi inteparypa.

a) OCHOBHas JIuTeparypa:

1. KounduaennumansHoe JEJIONPOU3BOACTBO Hu 3aIUIIECHHBIN 3JIEKTPOHHBIN
JOKyMeHT0000poT [DnekTpoHHbI pecypc]: yueOnuk/ H.H. KynseB [u ap.].— DiekTpoH.
TeKcToBble  maHHbie.—  M.: Jloroc, 2016.— 500 c¢c— Pexum pgoctyna:
http://mwww.iprbookshop.ru/66416.html.— 5B5C «IPRbooks» [1ara oopamierus 30.08.2018]

2. bucrokoB B.M. 3amura  006paboTka KOHPUACHIIMAIBHBIX JOKYMEHTOB [ DJIEKTPOHHBIN
pecypc]: mpaktukym/ buciokoB B.M.— OnekTpoH. TekcToBble AaHHble.— CTaBpOIOIb:
CeBepo-KaBkasckuii  ¢enepanbupiii  yHuBepcuter, 2016.— 116 c.— Pexum npocrtyna:
http://mwww.iprbookshop.ru/66060.html.— 5B5C «IPRbooks» [n1ata oopamenus 30.08.2018]

3. JlokyMeHTannoOHHOE OOecIieueHre yIpaBlIeHUs [DIEKTPOHHBIA pecypc]: yueOHUK st
CTYJI€HTOB BY30B, OOYyYalolIMXcsi MO HaNpaBlICHUAM «IDKOHOMHKa» U «MeHemIKMEeHTY,
cneruanbHOCTIM  «MHpOpMaTHKa», «3alUIIEHHBIA 3JIEKTPOHHBIA JOKYMEHTOOOOpPOT U
JOKYMEHTallMOHHOE OOeCIeYeHNe YIpaBlIeHUs», «ABTOMaru3amus u ympasienue»/ A.C.
I'punbepr [ ap.].— DnekrpoH. TekcrtoBbie AaHHble.— M.: JOHUTHU-JIAHA, 2017.— 391
c.— Pexum npocryna: http://www.iprbookshop.ru/71213.html.— 5BbC «IPRbooks» [naTa

obpamenus 30.08.2018]

4, PoxnstoBckas W.P. JlokymeHTanmmoHHOe oOecrniedeHrne [DIeKTpOHHBIH pecypc]:
yuebHoe nocobue/ PoxusitoBckas M.P.— DnekTpoH. TekcToBble NaHHble.— Cumbepornonb:
YHuBepcuTeT HKOHOMUKM W  ympaBinenws, 2016.— 104 c.— Pexum ngocrtyna:

http://www.iprbookshop.ru/73265.html.— 5bC «IPRbooks» [n1ata oopamenus 30.08.2018]

0) IOTOJIHUTEIIbHAS IUTEpATypa:
1. Ky3neno W.H. [enonpou3BoAcTBO [DIEKTPOHHBIN pecypc]: ydeOHO-CIIpaBOYHOE
nocobue/ Kysneros M.H.— DnexrpoH. TekcToBbie ganabie.— M.: Jlamkos u K, 2017.— 460
c.— Pexum npocryna: http://www.iprbookshop.ru/60399.html.— DBbC «IPRbooks» [naTa
obparenus 30.08.2018]
2. Ky3emuaa W.B. JlenmonpousBojacTBo [DIIEKTPOHHBIA pecypc]: ydeOHoe mocooue/
Ky3spmuna WM.B.— OnekTpoH. TeKCTOBBbIE AaHHbIe.— M.: MOCKOBCKUI T'yMaHUTapHBIN
yauBepcutet, 2017.— 128 c.— Pexum mocrtyna: http://www.iprbookshop.ru/74718.html.—
OBC «IPRbooks» [nara oopamenus 30.08.2018]
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3. I'myxoBa O.B. JlokymeHTammoHHOE 0OecTieYeHNEe YIpaBIeHUS [ DIEKTPOHHBIN pecypc]:
kypc nekmuit/ I'myxoBa O.B.— DnekTpoH. TeKCcTOBbIe qJaHHbIe.— Bonrorpan: Bonrorpaackuii
WHCTUTYT Ou3Heca, By3oBckoe o6OpazoBanme, 2013.— 72 c.— Pexum pocryma:
http://www.iprbookshop.ru/19177.html.— 5bC «IPRbooks» [nara oopamenus 30.08.2018]

4, [lepuenko M.B. OcHOBBI  JTOKYMEHTAallMOHHOTO  OOECHEYEeHHs  yIpaBlIEHUs
[DnektponHblii pecypc]: yuebHoe mnocobue/ IlleBuenko M.B.— DnekTpoH. TEKCTOBbIE
nanHble.— benropoa: benropoackuii TOCYy1apCTBEHHbIM TEXHOJIOTHYECKUN YHUBEPCUTET UM.
B.I. Illyxoga, 9bC ACB, 2013.— 186 c.— Pexxum JOCTYIIA:
http://mww.iprbookshop.ru/57289.html.— 5BC «IPRbooks» [gara oopamierus 30.08.2018]

7. ®OHJ] OLIEHOYHBIX CPEJICTB JJIS1 HPOBEJEHMS TEKYILETO
KOHTPOJISI YCIIEBAEMOCTH, MPOMEKYTOUYHOM ATTECTAILIMH IO
UTOT'AM OCBOEHMS IV CHMIITAHEL

7.1. TunoBble KOHTPOJIbLHBIE 32/IaHUSI MJIH HHbIEe MATEPHAIbI

ITPUMEPBI KOHTPOJIbBHO-USMEPUTEJIbBHBIX MATEPUAJIOB
NeTekcT TeCTOBBIX MATEPHUAJIOB
1. OcHoOBHbIE OTHOLIECHHS B C(hepe OPraHM3AUMU XPAHEHHU S, KOMILIEKTOBAHUS, y4eTa 1
HCIO0/1b30BAHUsA JOKYMEHTOB ApXUBHOIO (ponaa Poccuiickoii @eaepanuu 1 Apyrux
apXMBHBIX JOKYMEHTOB HEe3aBHCHUMO OT HX (hopM COOCTBEHHOCTH 3aKpPeIlJICHbI B
1) denepanpHOM 3aK0HE 00 «ApXUBHOM jene B PDy»
2) OcHoBax 3akoHonatenabcTBa PO «O06 ApxusHoM donne PO u apxupax»
3) «OCHOBHBIX MpaBUiIaX pabOTHI APXUBOB OPTAHU3AIHIN
4) «OCHOBHBIX MpaBUIaX padOTHI BEIOMCTBEHHBIX aPXHBOBY
2.TOCT P 6.30-2003 ycranaBiauBaer
1) nepeuenb 00sA3aTENbHBIX K MPUMEHEHUIO YHU(DUIIUPOBAHHBIX (OPM JOKYMEHTOB
2) TepMUHBI U OIpeJIeNIeHUs B 00J1aCTH JIETIONPOU3BO/ICTBA U ApXUBHOTO Jieia
3) TpeGoBaHUs K MOCTPOEHUIO hopmysipa-odpasia
4) cocTaB peKBU3UTOB JOKYMEHTOB
3. IlpaBuJia 1eJIONPOM3BOACTBA B (peiepaIbHBIX OPraHaX UCHOJHHUTEILHOM BJIACTH
YCTAHABJIMBAIOT COCTAB PEKBU3MTOB B KOJIHYECTBE:
1. 31 pexBu3uT
2. 29 peKBU3UTOB
3. 25 peKBU3UTOB
4. 28 peKBU3UTOB
4. OnpenesieHue MOHATHSA «JIEKTPOHHBIN JOKYMEHT» JaHO B
1) IlpaBunax aenonpou3BoACTBa B (heepaibHbIX OpraHax UCIIOJIHUTEIBHOM BIACTH
2) @3 «O TOKYMEHTHUPOBAHHUI
3) @3 «O undpopmanuu, THGOPMALUOHHBIX TEXHOJIOTHSIX U O 3alIMTE UH(DOpMALII
4) I1onoXeHNH 0 CUCTEME MEKBETOMCTBEHHOTO 3JIEKTPOHHOTO JOKYMEHTO000pOTa

5. AOKYMEHTA — 3T0 Hu(poBoe Wi 0yKBeHHO-IU(PPOBOe 0003HAYECHHE,
npuceBaeMoe JOKYMEHTY /ISl ero y4eTa U MmocJieyounero noucka.
1) Uunekc

2) IlopsinkoBbIl HOMEP

3) PerucrpanuoHHbIii HOMED

4) Unentudukarop

6. B kakoM ciyyae HCIIOJIB3YIOT PeKBU3HUT «Bu3a corsiacoBanus»
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1. IIpy BHyTpEeHHEM COIIACOBAaHUU JOKYMEHTA

2. Ilpu coryacoBaHuM AOKYMEHTA C BHEIIHEN OpraHu3aluen

3. I puHAHCOBBIX H 0CO00 BaXKHBIX JTOKYMEHTOB

4. Bo Bcex ciydasx

7. Pa3mepsbl OymMaru, KOTOpbie UCMOJIb3YIOTCH 11 0OpMJIEHHS YIIPABJIeHYECKUX

JAOKYMEHTOB.

1) Tonbko A-4

2) A-4, A-5

3) notpebuTtenbckue GpopmaTs

4) mo6bie (HopMaTOB, UMEIOIIUECS B TIPOJIAXKE

8. OTBeTCTBEHHOCTD 32 MOIEJIKY JOKYMEHTOB, NeyaTeil ujin 0JJaHKOB, HX

HCIO0JIb30BAaHUE UJIM Nepeaavy WM cOBIT Ipea1ycMaTpUBaeT

1. TpynoBo# KoJekc

2. Koneke Poccuiickoit @enepanyy 06 aIMUHUCTPATUBHBIX IPABOHAPYIIIEHUSIX

3. TaMOKeHHBII KOJIEKC

4. CeMeHHBII KOAEKC

9. AKTBI, MUCHMA, (PAKCHI, TOKJIAIHbIE 3AIIMCKHA OTHOCATCH K

AOKyMEHTaM.

1) opraHu3anOHHBIM

2) cripaBOYHO-UH(POPMALIMOHHBIM

3) pacnopsiAUTENbHBIM

4) BHELIHUM

10. Hymepauusi NnpUKa30B 110 OCHOBHOM JeSITeJIbHOCTH BeIeTCs

1) mo mopsiAKy, ¢ MOMEHTA CO3JaHUs PETPHUATHS, OPraHUu3auu, GUPMBI

2) B mpenenax mMecsua

3) nonpsa, B npeaenax GpUHAHCOBOIO roja

4) noapsn, B npeaenax GUHAHCOBOTO rojia, HO OTAEIBHO OT IPUKA30B MO JUYHOMY
COCTaBy

11. C TouKku 3peHus1 NOPAAKA pa3pelieHHs BONPOCOB (IPUHATHSA pPellieHuii) Bce

pacnopsiiuTe/IbHbIE aKThI AeJATCH HA IBe IPYNIbI: JOKYMEHThI, H31aBaeMble...

1. 17151 TOIBEIOMCTBEHHBIX U BBILIECTOSALIUX YUPEKACHUN

2. st 00OCHOBAHUS 3a/1a4 M UCTIOTHEHHS TNIAHOB

3. B YCJIOBUSX KOJUIETUAIBHOCTU U €IUHOJIMYHOTO MPUHSTHS PEIICHUS

4. na ypoBHe cyObekToB P® u CoBeToM ITUPEKTOPOB 00I1IeCTBa

12. I'ocynapcrBennsbiii repd Poccuiickoii @enepanuu nomMemnaercsi Ha 0JlaHkax

AOKYMEHTOB B COOTBETCTBHH C ...

1. nonoxxennem «O I'ocynapctBeHHOM repoe PD»

2. ®K3 «O I'ocynapcTBeHHOM repoe PDy

3. 3akoHOM cyOBbekTa PD

4. aIMUHUCTPATUBHBIM PETJIAMEHTOM YUPEIKICHUS

13. — 3TO 3aNMUCh HH(OPMALMH HA PA3JIUYHBIX HOCHTEJIAX MO

YCTAHOBJIEHHBIM MPaBHJIAM.

1) Yuudukanms

2) Pernamenranus

3) lokyMeHTHUpOBaHHE

4) Peructpanmus

14. JlokymeHTBI HcXoAsiIeH Nepenucku, 0(popMiIeHHbIe HA OJIaHKe NIUCbMA,

NOANMCHIBAIOTCS , B IIpeJeJiaxX KOMIeTeHINH
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1. pykoBoaMTENEM OpPraHU3ALUH WM €T0 3aMECTUTEIEM

2. pyKOBOJUTEIEM CTPYKTYPHOTO MOJIpa3AeICHUS

3. TJIaBHBIM OYXTalTEPOM WIIH FOPUCTOM

4. UCTIOJIHUTENIEM

15. HomenkaaTypa aeJi, 00A3aTeIbHAA JJIA KAXKI0H OPpraHu3anuu
1) TunoBas

2) npumepHas

3) KOHKpeTHas

4) BeOMCTBEHHAas

7.2. MeTtoanuecKkue MaTepuajibl, ONpeaeJsONHe NPOUEAYPY OIEHMBAHMS 3HAHWIA,
YMEHU#, HABBIKOB U (WJIH) ONbITA [IeATEJIbHOCTH, XAPAKTEPU3YKIUMX ITalbI
¢dopmupoBaHus KOMIIETEHUUI.

a) Kpurepuu oueHuBaHusI KOMIIETEHIHIi (pe3yJbTaTOB).

[IporpaMMoli JIHUCUMIUIMHBI B LEJIAX MPOBEPKH IIPOYHOCTU YCBOCHMS Marepuaia
peIyCMaTPUBAETCS TIPOBEACHUE PA3TUYHBIX ()OPM KOHTPOJIS:
1. «BxonmHoi1» KOHTPOJb ONpENENseT CTENeHb CPOPMHPOBAHHOCTH 3HAHUW, YMEHHHA U
HABBIKOB 00ydYarouierocsi, HeoOXOIUMbIM JJIsI OCBOEHUS JUCHUIUIMHBI U MPUOOPETEHHBIM B
pe3yapTaTe OCBOCHUS MPEAIIECTBYOIINX AUCIUIIINH.
2. TemaTuyeckuii KOHTPOJIb OINPENENSIET CTENEHb YCBOCHNS 00YJaIOIUMUCS KaXI0TO pas/ena
(TeMbl B 11€JIOM), UX CIIOCOOHOCTH CBA3aTh YU€OHBIN MaTepuai ¢ YK€ YCBOCHHBIMHU 3HAHUSMH,
MPOCJIEANTh PA3BUTHE, YCI0)KHEHUE SIBIICHUN, IOHATUH, OCHOBHBIX HUJICH.
3. MexceccMOHHAs aTTecTallusi— PEUTUHTOBBI KOHTPOJIb 3HAHUN CTYAEHTOB, MPOBOAUMBII B
CepeMHE ceMecTpa.
4. PyOexHoi ¢GopMO KOHTpOJiA sBIsETCS 3audeT. V3ydeHue IUCHUIUIMHBI 3aBepIIacTCs
3a4€TOM, IPOBOJIMMBIM B BUJIE TUCBMEHHOTO OIPOCA C y4ETOM TEKYIIEro PEUTHHTA.

PeittuHroBas orieHKa 3HaHUW CTYJICHTOB TPOBOJAUTCS MO CIECAYIOIIUM KPUTEPHUSIM:

Bun oniennBaemoii yueOHO# paOOTHI CTyIEHTa Bbanner 3a | MakcumanbHOe
€AMHUILY 3HaYCHUE
paboThI

[Nocermienue Bcex JIEKIUU Makc. 5 6ajuioB 5

[IpucyTcTBHE Ha BCEX NPAKTUYECKUX 3aHATHUSIX Makc. 5 6aJuioB 5

OuenuBanne pabOTbl HA CEMHHAPCKUX, MPAKTUYECKUX, JabopaTopHbix | Makc. 10 6ammos | 10
3aHATHIX

CamocrosTenbHas paborta Mmakc. 40 6ammor | 40

Utoro 60

HesiBka cTyneHTa Ha IPOMEXYTOUYHBIH KOHTPOJb B YCTAaHOBJICHHBIA CPOK 0€3 yBaKUTEIHHOM
IIPUYMHBI OLIEHUBAETCsl HyJeBbIM OaioM. I[loBTopHas cpaya B TEYEHUE CEMECTpa He
pasperaercs.
JIONIOJTHUTENbHBIE THU OTYETHOCTH AJIS CTYAEHTOB, NPOIYCTUBIIUX KOHTPOJBHYIO paboTy IO
YBaKUTEIBHON IIPUYHHE, MIOATBEPKICHHOU JIOKYMEHTAJIbHO, YCTaHaBIIMBAKOTCSA
MIPENOAABATENEM JAOMOJIHUTEIBHO.

HtoroBoii popMoit KOHTpOJIA 3HAHWUN, YMEHUW W HABBIKOB MO JUCIHUILUINHE SBISICTCS
3a4er.
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8. [lepeyeHb OCHOBHOM M TONMOJTHUTEIbHOI yUeOHOM JTUTEPATYPbI, HEOOXOAUMOIT 115l
OCBOECHHUS M CHUIIHHBI.

a) OCHOBHAs JIUTEpaTypa:

1. KonduaennuaasHoe JIEJIOTTPOU3BOJCTBO u 3aIUIICHHBIN 3JIEKTPOHHBIN
TOKYMEHTO0000pOT [DnekTponHblii pecypc]: yueOnuk/ H.H. Kynses [u ap.].— DiekTpom.
TeKCTOBbIe  maHHble.—  M.: Jloroc, 2016.— 500 c.— Pexum  pmocryna:
http://www.iprbookshop.ru/66416.html.— 5bC «IPRbooks» [nata oopamenus 30.08.2018]

2. bucrokoB B.M. 3amuta u 06paboTka KOHPUACHIMATBHBIX TOKYMEHTOB [ DJIE€KTPOHHBIN
pecypc]: mpaktukym/ buciokoB B.M.— OnekTpoH. TekcToBble aaHHble.— CTaBpOIOb:
CeBepo-KaBkasckuii ¢enepanpubiii  yauBepcuter, 2016.— 116 c.— Pexwum npocryma:
http://www.iprbookshop.ru/66060.html.— 5bC «IPRbooks» [nata oopamenus 30.08.2018]

3. JlokyMeHTalnoHHOe olecrieyeHne yrnpaBlieHUs [DJIeKTPOHHBIN pecypc]: yueOHUK AJis
CTYJI€HTOB BY30B, OOYyYalolIMXCs IO HaNpaBlICHUAM «DKOHOMHKA» U «MeHemIKMEHTY,
cneruaibHOCTSIM  «MHpOpMaTHKa», «3alUIICHHBIA JJIEKTPOHHBIA JOKYMEHTOOOOPOT H
JOKYMEHTallMOHHOE oOecreyeHre yrpaBieHus», «ABToMmaruszanus u ympasienue»/ A.C.
['punbepr [u ap.].— DnexTpoH. TekcToBblie nanHbie.— M.: JIOHUTU-JAHA, 2017.— 391
c.— Pexum nocryma: http://www.iprbookshop.ru/71213.html.— DBC «IPRbooks» [mara

obpamenus 30.08.2018]

4. PoxnstoBckas WM.P. JlokymeHTanmmoHHOE oOecrnedyeHne [DIeKTpOHHBIN pecypc]:
yaeOHoe mocobue/ PoxxkasitoBckass M.P.— DnekTpoH. TekcToBble naHHbIe.— CHUMQEPOIosb:
YHuBepcuter OSKOHOMUKH U ympaBieHus, 2016.— 104 c.— Pexum pgocryna:

http://mwww.iprbookshop.ru/73265.html.— 9BC «IPRbooks» [nata oopamenus 30.08.2018]

0) JOTOTHATEBHAS JIUTEpaTypa:

1. Ky3nenoB M.H. Jlemonpon3BoACcTBO [DIIEKTPOHHBIA pecypc]: y4eOHO-CIIpaBOYHOE
nocooune/ Kysnerno 1.H.— DaekTpoH. TekcTroBble qanHbie.— M.: JlamkoB u K, 2017.— 460
c.— Pexum npocrymna: http://www.iprbookshop.ru/60399.html.— DBC «IPRbooks» [maTta

obpamenus 30.08.2018]
2. Ky3spmuna W.B. [enonpousBoactBo [DnekTpoHHBIM pecypc]: yuebHOe mnocobue/
Kyspmuna WN.B.— OnektpoH. TekcTOBble AaHHble.— M.: MOCKOBCKHMII T'yMaHUTapHbIN

yauBepcurer, 2017.— 128 ¢.— Pexum noctyma: http://www.iprbookshop.ru/74718.html.—
OBbC «IPRbooks» [mara oopamenus 30.08.2018]

3. ['myxoBa O.B. JlokymeHTanimoHHoe o0ecnieueHre ynpasiieHus [DIeKTpOHHBIN pecypc]:
kypc nekmnuit/ I'myxoBa O.B.— DnekTpoH. TeKCTOBbIE qJaHHble.— Bonrorpan: Bonrorpaackuii
WHCTUTYT OwusHeca, By3oBckoe o6OpazoBanume, 2013.— 72 c.— Pexum pocryma:
http://mwww.iprbookshop.ru/19177.html.— DBC «IPRbooks» [nara oopamenus 30.08.2018]

4, [lepuenko M.B. OcHOBBI  JTOKYMEHTAallMOHHOTO  OOECHEYEHHs  yNpaBlIeHUs
[OnekTpoHHBI pecypc]: ydeOHoe mocobue/ IlleBueHko M.B.— DeKTpOH. TEKCTOBBIC
nanHble.— benropoa: benropoackuii TOCy1apCTBEHHbIM TEXHOJIOTHYECKAN YHUBEPCUTET UM.
B.I. Illyxoga, 9bC ACB, 2013.— 186 c.— Pexxum JIOCTYIIA:
http://mwww.iprbookshop.ru/57289.html.— DBC «IPRbooks» [nara oopamenus 30.08.2018]

9. Ilepeuenn pecypcoB UH(OPMAIHOHHO-TEJIEKOMMYHHKANIMOHHOM ceTH
«HTEepHeT», HEOOXOUMBIX /1J151 OCBOEHUSI JUCIHUILTHHBI.

1. eLIBRARY.Ru [ DnekTpoHHBI pecypc]: anekrpoHHas Ombnmoreka / Hayu. smektp. 06-
ka.- MOCKBA.1999. — Pexxum noctyna: http//elibrary.ru (nata oopamenus 15.04.2018). —
S13. pyc., anri.

2. Moodl [DaekTpoHHBIH pecypc]: CHUCTeMa BHUPTyalbHOTO OOydyeHHs:[0a3a MaHHBIX] /
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Jlar.roc.yausep. — Maxaukana, - Jloctyn n3 cetu JAI'Y wnm, nocine perucrpanuu U3 CeTH
yH-Ta, U3 JI000i TOUKH, nMeromieit noctyn B uatepuer. — URL: http: //moodl.dgu.ru. (nata
oOpamenus 22.05.18).

3. DOnexrponnsiii katamor Hb JII'Y Ru [ DnextponHbIil pecypc]: 0a3a TaHHBIX COIEPKUT
CBEJICHUSI O BCEX BHJIAX JUT., moctynatomux B poua Hb JII'Y / Jlarectanckuii roc.yHUB. —
Maxaukama. — 2010. — Pexxum nmocryna: http//elib.dgu.ru. cBo6oamslii (mata obpareHus
11.03.2018)

4. Hanwmonanwsubiit OTKpbITEIN YHUBEpcuTeTe « AHTYUTY [ DnexrpoHHsIil pecypc]:

- wWww.intuit.ru (mata  oOparenus 12.03.2018)

10. MeToanueckune YKa3aHus 1Jisi Oﬁy‘lalOIl.[I/lXCﬂ 0 OCBOCHHIO TMCIIUIIJINHBI.

K coBpemeHHOMY crenHanucTy OOIIECTBO MPEAbSBISICT JOCTAaTOYHO IIUPOKUHN IMepedeHb
TpeOOBaHUM, Cpeld KOTOPHIX HEMAaJOBAKHOE 3HAYCHUE HMEET HaJU4Hhe Y BBIMYCKHUKOB
OTIPEJICIICHHBIX CITOCOOHOCTEH W YMEHHS CaMOCTOSITEHHO JOOBIBATh 3HAHUS U3 PA3TUYHBIX
HMCTOYHUKOB, CHUCTEMATH3UPOBATH MOJYYCHHYIO WH(GOPMAIIMIO, JaBaTh OIEHKY KOHKPETHOU
¢unancoBoil curyanuu. POpMHUPOBaHHE TAKOTO YMEHHUS MPOUCXOJUT B TEUYEHHUE BCETO
neprojga OOy4deHHUs uepe3 ydacTHe CTYIEHTOB B MPAKTUYCCKUX 3aHSITHUSIX, BBIMOTHEHHUE
KOHTPOJIBHBIX 3aJaHUl M TECTOB, HAMMKMCAHUE KYPCOBBIX M BBIMTYCKHBIX KBAIA(DUKAITMOHHBIX
pabort. [Ipu aToM camocTosiTeTpHas paboTa CTYASCHTOB UTPACT PEHIAIOIIYIO POJIb B XOJI€ BCETO
y4eOHOro mpoliecca.
CoBeTbl MO MJIAHMPOBAHMIO M OPraHU3ANMH BpPeMeHH, HEOOXOAUMOI0 /JIf
HU3yYeHUs] JTUCHHUILINHBI.
Pexomenayetcs cienyromum o06pa3oM OpraHu30BaTh BpeMsi, HEOOXO0AUMOE ISt
W3YYEHUS TUCLIUILINHBI:
N3ydyeHne KOHCTIEKTA JIEKIIMH B TOT )K€ JIeHb, Tocie Jekiuu — 10-15 munyT.
N3ydyeHune koHCIEKTa JIEKIMH 3a JIeHb nepea caeayromei gekuueit — 10-15 munyr.
N3yueHne TeopeTHyEcKOro MaTepuaa rno yueOHUKY U KOHCIIEKTY — | yac B HeJleto.
[ToaroroBka K MPaKTUIECKOMY 3aHATUIO — 2 4yaca.
Bcero B Henento — 3 yaca 25 MUHYT.
Onucanue moC/jIeI0BATEJbHOCTH ACHCTBHH CTyJeHTa («CUHEHAPHil H3y4YeHUs
AMCIHUILTIMHBI»).
[Ipn M3ydeHHH AUCHUILTUHBI HEOOXOJUMO HE TOJHKO BBITIOJHATH MPAKTHUUECKHUE 3aaHUs T10
MPEAMETY, HO U PETYJISIPHO U3y4aTh TEOPETUUECKUIN MaTepHall.
1. Ilocne mpocnymuBaHus JEKIMM U OKOHYAHUS YYEOHBIX 3aHATHH, MPU TMOATOTOBKE K
MPAKTUYECKUM 3aHITHSIM, HYXKHO CHadajga MPOCMOTPEeTb M OO0AyMarh TEKCT JICKIIUH,
npociymanHoi cerogaus (10-15 MuHyT).
2. Ilpyn mOATOTOBKE K JIEKIIMU CIEAYIOMIETO JHS, HYXXHO MPOCMOTPETh TEKCT MPEebIayIIeiH
JIEKINH, TIOJTyMaTh O TOM, Kakasi MOKET ObITh TeMa cieayrorien sekiuu (10-15 munayT).
3. lna BblmoJIHEHUs JabopaTopHoil paboThl HeoOxoaumo: M3yuuTh yueOHBbIE MaTepHallbl,
MpeACTaBICHHBIC B TPE3CHTAILUSAX, BBIMOIHUTD MPEIIOKEHHBIE TPEN01aBaTeNIeM 3aJaHuUs.
[Ipu BRIMOTHEHUN YNIPAXKHEHUS WK 33J]a4l HY»KHO CHayajia MOHATh, UTO TpeOyeTcs B 3ajaue,
KaKoM TeOpeTHYeCKUi MaTepuas HY»HO HCIIOJIb30BaTh, BHIOPATh aIrOPUTM PEIICHUS 3a/1ayu.
Jlanee HeoOXoIMMO HamucaTh MpPOTpaMMy, MPOBECTH ee OoTiaaky. g ucrnpaBieHUs
CUHTAKCHUYECKUX OIMMNOOK HEOOXOIUMO OOpPATUTHCS K TEOPETUIECKOMY MATEPUATY B JICKITUSX,
yueOHukax. [lpu pnanpHelmeld oTagke MOporpaMmbl HEOOXOAMMO TMOJIB30BAThCS JIMOO
BCTPOCHHBIMHU CPEJICTBAMM, JUOO BCTABJIATH B NPOrPaMMYy JOMOJIHHUTENbHBIE OINEpaTOPHI
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BBIBO/JIA JUIsl BOBMOXKHOCTH OTCJICKMBAHUS MOJYYCHHBIX 3HAUCHUHN U JIOKAIU3alMU BO3MOXKHON
omuOku. [l mMpoBEepKH MPaBHWIBHOCTH pPabOTHI MPOTpaMMbl HEOOXOIUMO COCTaBUTh
JIOCTATOYHOE KOJUYECTBO TECTOBBIX 3aJIaHUM.

PexomeHnaanum no uCnojib30BaHUI0 MATEPHATIOB Y4eOHO-METOAUYECKOT0 KOMILIEKCA.
PexomenyeTcs uCnonib30BaTh METOAMYECKUE YKa3aHUA MO KypCy MPOrpaMMHUPOBAHMSI, TEKCT
JeKIWi mpenojaBareys (€CaIu OH HMeEeTCs), Mpe3eHTaluu Jeknuil. PexoMmeHmyetcs
UCIIOJIb30BAaTh JJIEKTPOHHBIE YYEOHO-METOIUYECKUE IMOCOOUsS IO MPOTrPaMMHUPOBAHHUIO,
UMeroIIecs Ha (haKyJIbTETCKOM CepBepe.

Pexomenganmum mno paGore ¢ JurTeparypoil. TeopeTuueckuid Marepuall Kypca
CTaHOBHTCS 00JIee MOHSATHBIM, KOT/Ia IOMOJHUTEIHHO K MPOCITYIIHBAHUIO JIEKIIUUA U U3yYEHUIO
KOHCIIEKTa, W3YYaloTCsd W Y4eOHUKH M0 TporpamMMmupoBaHuio. HeoOxomumasi nmurteparypa
UMeeTcsl Kak B OMONMMOTEKe, TaKk MU B KaOMHETe MaTeMaTWKH. Takke MO JaHHOMY KypCy
MMEETCsl JOCTAaTOYHO MHOTO YYEeOHBIX MaTepuajioB B 3JeKTpoHHOM Buie. Ilpu pabote ¢
JUTEpaTypoOl TIOJIE3HO OJHOBPEMEHHO YHTAaTh YYEOHHKH HECKOJIBKUX aBTOPOB, TIOCIIC
MPOYTEHUS] HEOOXOAUMO BBIIOJIHUTH HECKOJIBKO 3aJJaHUM U
yIOpaXKHEHUN CaMOCTOSITEIbHO, UTOOBI OIIEHUTh CTETICHh YCBOCHUS MaTepuaa.

CoBeTbl 1O MOATOTOBKE K 3K3aMeHY. JIOTOJHUTEILHO K M3YYEHHUIO KOHCIEKTOB
JEKIUH  HEOOXOJAMMO  IOJb30BAaThCSA  JIIOOBIM  PEKOMEHIOBAaHHBIM  yU4eOHHKOM  TIO
nmporpaMMupoBannio. HeoOXoauMo TOBTOPUTH METOABI PEIICHUS pa3WYHBIX 3ajad,
CaMOCTOSITEJILHO PEIIUTh YacTh U3 HUX. BHUMATENbHO 03HAKOMUTHCS C IPUMEPAMHU TECTOBBIX
3aJIaHni.

Ykazanuss 1nmo opraHm3anuu  padoTbl ¢ KOHTPOJbHO-U3MEPHUTEIbHbIMHU
MaTepuaJlaMM, N0 BbINOJHEHUIO IOMAIIHUX 3aJaHUMH.

[Ipu BHITIOJIHEHWH JTOMAIITHUX 33JlaHW HEOOXOJMMO CHauaja IMPOYHUTaTh OCHOBHBIE TIOHSATHS
U TeopeMbl Mo Teme 3adaHusd. [Ipu BBINOJHEHWH 3aJaHUsl HY)KHO CHadajla IMOHSTh, YTO
TpeOyeTcss B 3aJade, KaKoW TEOPETUUYECKUN Marepual HYXHO HCIOJIb30BaTh, BBHIOpATh
QITOPUTM pEIICHUs] 3aJayM, IMOMBITaThCA 3amporpammupoBaTh. Ecim 310 He npano
pe3yabTaTOB, W HEOOXOAMMO pPacCMOTPETh pElIeHHE TMOJOOHBIX 3aJad, W IIOCJIE 3TOTO
MOTMPOOOBATH PENIUTH MPEIOKEHHYIO 33/1a9y CAMOCTOSTEIBHO.
11. IlepeyeHb WH(POPMAUMOHHBIX TEXHOJIOTHH, HMCMOJb3YeMbIX NPH OCYIIECTBJIEHUH
o0pa3oBaTe/IbHOT0 Mpolecca MO JAUCHHUIVINHE, BKJIKYAS MepedyeHb NMPOrpaMMHOI0
o0ecrnieyeHusi 1 UHPOPMALMOHHBIX CIPABOYHBIX CHCTEM.

1. JlekuuoHHass MyJnbTUMEAMIHAS ayIUTOPHS [JIi UYTEHUS JEKUUM C HCHOJIb30BaHUEM

MYJIbTUMEIUUHBIX MATEPUATIOB.

12. Onucanue mMaTepuajbLHO-TEXHHYECKOI 0a3bl, HeOOXOAMMOI /51 OCYylIeCTBJIEHUsI
00pa30BaTeJIbHOI0 NMpoIecca Mo AUCIUIIUHE.

Jl71st mpoBeIeHM s JICKITMOHHBIX 3aHATUM, HEO0X0IMMa MYJIbTUMEIUIHAS ayIUTOPHUS C HAOOpOM

JUIEH3UOHHOTO 6a30BOT0 MPOTPAMMHOTO 00ECIIeUeHHUS.

JlekMoHHLIE 3aHATUSA

¢ BujeonpoekTop, HOyTOYK, Tpe3eHTaTop

e [loaxmrouenue k cetu UHTEpHET
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