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AHHOTanus pado4eid NporpaMMbl JUCHUILINHBI.

JlucuumuinHa «3allUIIeHHBIA AIICKTPOHHBIA TJOKYMEHTOOOOPOT» BXOJIUT B 00S3aTEILHYIO
JacTh  0Opa3oBaTeIbHON  MporpaMmbl  OakamaBpuata 10  Hampasienmio  10.03.01
Nudopmanironnas 6€30MacHOCTb.

Jucnuruinna peanusyercs Ha ¢pakynbrere UnMT kadenpoit  UTubKC.

dopMupoBaHne MHUPOBOTO HMH(OPMALMOHHOTO MPOCTPAHCTBA OMNPEIEINIO BBICOKYIO
3HAYUMOCTh HMH(OpPMAIMU, KOTOpPas BBICTYNAET TJIABHBIM HPOAYKTOM COBPEMEHHOIO
npou3BojacTBa. MH(popManoHHbBIE MPOLECCHl 3aTparuBalOT BCE CTOPOHBI UEIOBEYECKOU
Ku3HU. JloKyMeHTUpOoBaHME HH(}OpMalMK, €€ MOHCK, 00paboTKa, XpaHEHUE M Iepeaaya
SBIISIIOTCS BaXHEMIIUM (PaKTOPOM CYIIIECTBOBAHUS COBPEMEHHOI'O COIMyMa, YTO, B CBOIO
ouepenb, OINpeAensieT HEoOXOOUMOCTh MMOATOTOBKM MPOQPECCHOHATBLHO MOATOTOBIEHHBIX
CHEIMAINCTOB JJIs1 KAYE€CTBEHHOM paboThI C TOKYMEHTHPOBAHHOM HHpOpMauei.

JucuurinHa HareneHa Ha (OpMHUpPOBaHHE CIEIYIOIIMX KOMIIETEHIMH BBITYCKHHUKA:
obmenpodeccuonanpabix - OIIK-5, OIIK-6. IIpenogaBanue AUCIUIUIMHBI TpeayCMaTpUBaET
NPOBEJCHUE CIEAYIOIIUX BHJOB Y4YEOHBIX 3aHATUH: JeKyuu, npakmudecKue 3aHAmusl,
camocmoamenvHas paboma.

Pabouast mporpamMma JUCIHILTUHBI MPEAYCMATPUBACT MPOBEJICHHUE CIEAYIOIUX BUIOB
KOHTpPOJISI YCIIEBAa€MOCTH B (OpME — yYCcmHbIl ONpOC, NUCLMEHHBIU ONpPOC, KOHMPOAbHAS

paboma 1 IPOMEKYTOUHBIM KOHTPOJIb B (hopMe 3auema.

O0beM MUCHMIUIMHBI 2 3a4€THBIC €UHUIIBI, B TOM YHUCJIE B aKaJIeMUYECKUX Yacax Io
BUJIaM y4EOHBIX 3aHSATHH.

O6beM OUCUMIUIMHBI B O4YHOHN Qopme

YueOHble 3aHTUS dopma
B TOM YHCJIE MIPOMEKYTOUHON
§ < KonTtakTHas paboTta 00y4aronuxcs ¢ mpernoiaBaTesieM CPC, B aTTeCTannu
28 U3 HUX TOM 4YHCIIe (3auer,
8 = % Jlexkun JlaGopatopubie |IIpakTudeckue 3aHsATHS | DK3aMEH g depeHnupo-
xR 3aHATUSA BAaHHBIN 3a4er,
9K3aMEH)

6 | 72| 48 32 16 24 3aueT

1. llesin ocBOEHMS TUCHUILIMHBI.
Heab0 oCBOEHUS IUCHMIUIMHBI "3alWINCHHBIA SJEKTPOHHBIA JOKYMEHTOOOOPOT"

ABJICTCA IMMOATOTOBKA CIICIHMAIMCTA, BJIIaACHOIICTO OCHOBOIIOJararOlmuMu 3HaHUAMUA B obOactu
3



JOKYMEHTUPOBAHUS U OpPraHu3aluu paboThl ¢ TOKYMEHTAMH U YMEIOIIErO UX MCIOJb30BaTh B
MIPAKTUYECKOU IESITEIbHOCTH.

3apauamu JTUCHUIUIMHBL  SBJISIETCS U3y4YeHUe COBPEMEHHBIX  IpoliIeM
JOKYMEHTHUPOBaHUS WH(GOPMAIUK;, 3aKOHOMEPHOCTEH 0O0pa3oBaHUs [TOKYMEHTOB, CHUCTEM
JOKYMEHTAIlUU, KOMIUIEKCOB IOKYMEHTOB; PaCCMOTPEHHE HAIpPaBICHUN COBEPIICHCTBOBAHUS
JOKYMEHTAllMOHHOTO O0ecleueHusl; pa3BUTHE HABBIKOB Yy CTYIEHTOB IO COCTaBICHUIO U
0(pOPMJICHUIO OCHOBHBIX CIIYXKEOHBIX JOKYMEHTOB, C MOMOIIBIO KOTOPBIX OCYIIECTBISAETCS
yIpaBlieHUE YEJIOBEUECKUMH pecypcamu; GopMUpOBaHKE 3HAHUM 00 0COOEHHOCTSIX pabOTHI C

Pa3JIMIHBIMHA KaTCTOPHUAMHU JOKYMCHTOB.

2. Mecto qucuumiuabl B ctpykrype OITIOII 6akanaBpuara.
JucturinyHa — npuHAIIeKUT — obs3arensHol  dactw  OIIOII  obGpasoBaTenbHOM

nporpaMMmel baxanaspuama no HanpasieHuto 10.03.01 Uudpopmannonnasi 6e30macHOCTb.

JlearenbHOCTh  JIO0OM  OpraHu3ali  COMPOBOXKAAETCS CO3JAaHHEM JIOKYMEHTOB.
OdopmiieHne MTOKYMEHTOB B COOTBETCTBHHM C JCHCTBYIOIIMMHU TpaBHJIaMH 00eCredYnBaeT
3alIUTy MHTEPECOB OPraHHW3alWHd, yBEeIHYUBaeT 3()(HEKTUBHOCTH YIPABICHUECKOTO TPYA.
[TooToMy wW3ydeHHWE TpaBHUI TMOATOTOBKA U OQGOPMIICHHUS YIPABICHYECKHX JTOKYMEHTOB,
OpraHu3aluu JOKYMEHTO000poTa, (PYHKUUN CTPYKTYPHBIX MOAPA3JEICHUN, OPraHU3YIOLINX
paboTy ¢ JOKyMEHTaMH, SBIISETCS HEOThEMJIEMOI COCTaBIISIONICH MOATOTOBKH CHEIIHATUCTOB
B 00J1aCTH yIipaBieHUs JItoO0H oTpaciu.

B pe3ynbpTrare nzydyeHus: AMCUUIUIMHBI CTYIEHT JIOJIKEH:

3uamo: JIOKYMEHTOBETYECKYIO TEPMHUHOJIOTHIO; TEOPETHUECKUE OCHOBBI
JTOKYMEHTOBEJICHUS; CTPYKTYpPY IOKYMEHTa M HOPMATHBHbIE TpeOOBaHUS K O(GOPMIICHUIO
PEKBU3UTOB YIPABICHYECKUX JOKYMEHTOB; KIACCU(PUKAIUIO W XapPaKTEPUCTHKY CHUCTEM
JOKYMEHTALMM YUYPEXKICHUH W OpraHu3anuid; TpeOoBaHHsS K O(GOPMIICHUIO CIYXKeOHBIX
JOKYMEHTOB, TIPAaBUJIa OPraHU3AIMH JIEKTPOHHOTO U CMEIIAHHOTO JEIONPOU3BOJICTBA

Vmemw: cocTaBmaTh M OQOPMIIATH TOKYMEHTHI B COOTBETCTBUU C TpPaBWIAMH B
3aBHUCHMOCTH OT Ha3HA4YeHMsA, COJACpKaHUS M BHJA JOKYMEHTa; KIAaCCH(HUIMPOBATS,
UCCIIEZIOBAaTh COCTAaB JOKYMEHTAIIUW, OpTaHW3aIlH; CUCTEeMaTU3UPOBATh IOKYMEHTHI B JIENa;
OCYIIECTBIIATH MOJTOTOBKY JIeJl K Iepejaue B apXuB.

Bnadem»: HaBblkKaMu O(OPMJICHHS PEKBHU3UTOB;, YMEHHEM MPOBOJUTH OTOOP

AOKYMCHTOB M3 TCKYHICIro [JACJIOMPOU3BOACTBA IJId MOCICAYIONICTO XpPaHCHUA, 3HAHUCM



oco0eHHOCTEN

OpraHu3anuu

paboTel ¢

KoH(puACHITHATBLHON HHpOpMaITHEH.

INMCbMCHHBIMH

oOparnieHus MU

IPaXKJIaH,

3. Komnerennuu oﬁyqalomero, (l)OpMI/lpyeMble B pe3yJabTaTe 0CBOCHUA TUCHUIIJIUHBI

IIpouecc

HN3yUCHUA

(mepeyeHb NJIAHMPYEMBIX Pe3yJabTATOB 00y4eHMS).

IUCIATLIINHBI

HaIlpaBJICH Ha

dhopmupoBanue

9JICMCHTOB

cienyromux komnetreHui B coorBeTcTBur ¢ ®I'OC BO no janHOMY HampaBiIeHUIO:

HOPMAaTHUBHBIMHU
1 METOJUYECKUMU
TOKyMEHTaMU
DenepanbHON
CITYKOBI

0€30MaCHOCTH U MEpHI
BAIMUTHI 1

HpOTHBOI[eﬁCTBHSI, OCHOBHBIC
MEPOTIPUATHS 10

CO3JaHUI0 U 00CCIICUCHHIO

(YHKITMOHUPOBAHUSI KOMITJIEKCHOM
CHUCTEMBI 3aIUTHI; TPEOOBAHUS U
[PEKOMEH/IAINH TI0 3aIUTe
nH(popMaluu 1 TpeOOBaHUS IO
TEXHUYECKON

Kox n Koa u HaumeHoBaHue Ilnanupyemsble pe3y/ibTaThl IIpouenypa
HaHMeHOBaHHe | WHAHKATOPA 10CTUKEHUS o0y4eHus OCBOEHHUA
KOMIIETCHIIUH U3 KOMIIeTeHIU
onoIi
OI1K-5. Cnnocoben  [M/]1.0IIK-5.1 3naer 3HaeT: OCHOBHbBIE [TPABOBbIE Y CTHBIM
[IPUMEHSITh OCHOBHBIE [1PaBOBbBIE MOHSTHSI, KATETOPUH, FOPUIUYECKHUE [OIPOC,
HOpPMAaTHUBHBIE MOHSATHUSA, KATETOPHH, KOHCTPYKLHUU. [CbMEHHBIN
[IPABOBBIC AKTHI, IOpUANYECKHE OMpoC, TECT
HOPMAaTHBHBIE U KOHCTPYKLIUH.
METOINYECKUE
TOKYMEHTHI, N/12.011K-5.2. 'YMmeeT: aHATM3UPOBATH
[pETJIaMEHTUPYIOIIUE |YMEET aHAIM3UPOBATH 3aKOHOAATECIIBCTBO U IIPABOBYIO
eI TeIBHOCTD I10 3aKOHOIATCIbCTBO U MH(pOPMALHIO,
3anuTe HPOPMALUH [IPABOBYIO HHPOPMAILIHIO, HEOOXOAMMYIO [UIsl IIPUHSTHSL
B chepe HEOOXOMMYIO JIIsT 000CHOBAaHHBIX pEIlIeHUN B
MPOPECCUOHAIBHON [MPUHATHUSI 000CHOBAaHHBIX npodeccHoHanbHoi cdepe.
NESATEIIBHOCTH pelieHnii B
npodeccuonanbHoOM chepe.
N /13.011K-5.3 Brnaneer
HABBIKAMM TOHCKA B.naz[eeTv: HaBBIKAMM MOUCKA
HpaBoBoii HHQopMarmH s [IPABOBOH nHpoOpManuu A
petens peleHus
PO(ECCHOHATBHBIX 337124, npodeccHOHAIbHBIX 3aj1ay.
OIIK-6 Cnocoben  [1/]1.0I1K-6.1. 3naTh: 3HaeT: HOpMaTUBHO-IIPABOBHIE Y CTHBIN
[IpU PEIICHUU HOPMaTHUBHO- OCHOBBI U JOKYMEHTHI 110 pobJieme [01poc,
Npo¢eCCHOHATIBHBIX |[IPAaBOBbIE OCHOBBI U OpPraHU3aIMOHHOTO O0ECTICYeHHsT  [TUChbMEHHBIH
3a1a4 TOKYMEHTHI 110 1po0ieme MH(pOpMallMOHHON 6€30MacHOCTH,  |[0IPOC, TECT
OpraHU30BBIBATH OpPraHU3alMOHHOTO OCHOBHBIE COCTABJIAIOIINE
3aluTy oOecrniedyeHus pOo0JIEMbI U KOHIENTYya IbHbIE
H(pOpMaIuu MH(pOPMAaIMOHHOM M10JIOKEHNUS,
OTPaHUYEHHOTO 0€301acCHOCTH, OCHOBHBIE YTpO3bl HH(OPMALIMOHHON
nocTyna B COCTABJISFOLINE TPOOJIEMBI 1 [0€30M1aCHOCTH U MEPHBI 3aLUTHI U
COOTBETCTBUU KOHIENTYyalbHbIE MPOTUBOACUCTBUS, OCHOBHBIE
C HOpDMAaTUBHBIMU  [[TIOJIOXKEHMS, YTPO3bI MEPOIIPUATHS 110 CO3/IaHUIO U
[IPABOBBIMU aKTaMH, MH(OpMaLMOHHON 00ecreveHno




0€301acHOCTH
Poccuiickoit
Denepanuu,
DenepanbHON
CITY>KOBI 11O
TEXHHYECKOMY U
PKCTIOPTHOMY
KOHTPOJIIO

(hyHKIIMOHUPOBAHUS
KOMIIJIEKCHOM CUCTEMBI
3alUThL; TPEOOBAHUS U
[PEKOMEHIALH 110
3amuTe MHPOpMALUK U
TpeOOBaHUS 110
TEXHUYECKOH 3alIuTe
MH(pOpMaLUN.

N/12.011K-6.2.. YmeTs:
MCIIOJIb30BATh
HOPMaTHUBHO-TIPABOBYIO 0a3y
B PELICHUU 3a7a4
oOecrieyeHus
MH(pOPMaITMOHHOM
0€30MacHOCTH U
KOMILUICKCHOM 3aIlIUThI
nHpOpMaIUY Ha
MPESANPUATHH U B
OpTraHU3aIiH; CTPOUTH
KOHIICNITyaTbHBIC

MOJ1eJTi UH(POPMALIMOHHOM
0e30macHOCTH

00BeKTa, POPMYITUPOBATH
OCHOBHBIE 3a/1a41

110 CO3/IaHUI0 M 00ECTICUEHUIO
(YHKIIMOHUPOBAHUS
KOMIUIEKCHOW CHCTEMBI
3aIUTHI HA TIPEIPUITHH, B
OpraHU3aIliH.

MJ13.0I1K-6.3. BnageTs:
HaBbIKaMU pabOThI

C HOPMAaTHBHO-TIPAaBOBBIMH U
OpTaHU3aIMOHHO-
pacropsAUTeIbHBIMU
TOKyMEHTaMu B cepe
H(pOPMAaIMOHHOM
0€30MacHOCTH, BOIIPOCAaMH
TEeXHOJIOTUU

moadopa COTPYTHUKOB U
paboTHI ¢ KaJpaMu ¢

TOYKHU 3PEHUS 00ECTICUCHHS
H(pOPMAaIMOHHOM
0C30IMaCHOCTH, OCHOBAMH
OpraHu3aIu

BHYTpU 00BEKTOBOTO
eKUMa.

BamuTe nHpOpMaIuu.

'YMeeT: HCI0Ib30BaTh HOPMAaTUBHO-
PaBOBYIO 0a3y B PELICHUU 33134
oOecrieyeHnss MHPOPMALMOHHOM
0€3011aCHOCTH U KOMIUIEKCHOM
SalINThI

MHGOpMALUY HA IPEIIPUATHH U B
OpraHu3aIm; CTPOUTH
KOHIIETITyaJIbHbIC MOJIEIH
MH(OPMaLlMOHHON 0€3011acHOCTU
00BEKTA,

(bopMynHpOBaTh OCHOBHBIE 33J]a4l
110 CO3JJaHUI0 U 00ECTIEYEHUIO
(YHKLIMOHUPOBAHUS KOMILJIEKCHOMN
CUCTCMBI 3alIMTHI HA IPCAIIPHUATHUH,
B OpraHU3aIUH.

Baaneer: HaBbIKaMu pabOTHI C
HOPMAaTUBHO-IIPABOBBIMHA U
OpraHu3alMOHHO-
pacrnopsAaAuTCIbHBIMA JOKYMCHTAMHA
B cepe

MH(pOpMaIMOHHOM 0€301acCHOCTH,
BOIPOCAMH TEXHOJIOTUH 110100pa
COTPYAHUKOB U PabOTHI C KaJpaMH C
TOYKHU 3pEHUs1 0OeCTIeUeHUs
nH(pOpMaIMOHHOM 0€301acCHOCTH,
OCHOBaMU OpTaHU3AIH BHYTPU
00BEKTOBOTO pexKrMa




4. O0beM, CTPYKTYpPa U cOJlePKaAHNEe TUCHTUTIINHBI.
4.1. O6beM AUCHUIIIUHBI COCTABIIET 2 3a4ETHBIE €IUHULIBL, 72 aKaJeMUYECKHUX Yaca.

4.2. CTpyKTypa IUCIHTUTHHBL.

4.2.1. CTpykTypa AUCIUIIMHBI B OUHOH opme.

No Ha3zBanus pasznenos o | Bupl yaeOHO# paboTHI, o DOopMBI TEKYILIETO
n/m 3 QE( BKJIFOYAsi CAMOCTOSITENIBHYIO | 5 KOHTPOJIA
s |0 paboTy CTyIEHTOB ‘g yCIIEBAEMOCTH
3 | = a,
U TPYJOEMKOCTH (B yacax) = (o HemensIM
o o T ceMmecTpa) (DopMua
5 = 5 MIPOMEKYTOTHOM
= o R Q. =x =
S o = & = 5 aTTecTaluu
g =
= = =
5 |EE2 |£3F |8
= a <} Lc% <] c%
= = @)
1 2

Mopayas |. [IPABOBOE, OPTAHU3AILIMOHHOE U TEOPETUYECKOE OBECITEYEHUE
PABOTBI C JOKYMEHTAMMU. ITPAKTUKA OPOPMIJIEHN A CIIYXEBHBIX
JOKYMEHTOB

1 |Poab nokymeHTOB B 6 2 1 YcTHBII onpoc
Pa3IUYHBIX 00J1aCTSIX
JIESITENIbHOCTHU OOITIeCTBa

2 | Tepmunomnorus, 6 2 2 3 YcTHBII onpoc
UCTIOJIb3yeMast IpU
paboTe ¢ TOKyMeHTaMu

3 |3akoHomaTenbpHBIE AKTHI | 6 4 2 3 Tect
B chepe TOKyMEHTaINI

4 | Yuudukanus u 6 4 2 3 VYcTHbIN onpoc
CTaHJApTU3ALUS
JOKYMEHTOB

5 |Hokym. uadopmarusiu | 6 4 2 2 [TucbmeHHbII
€e CBOWCTBA. OIIpocC

Nudopmanmonnele
YPOBHH JIOKYMEHTA

Wroro 3a monynb: 16 8 12

Moayas Il. TEXHOJIOTYU JOKYMEHTALIMOHHOI'O OBECITEUEHU A
VIIPABJIEHUA. JOKYMEHTBI, COAEPXXAIIUE KOHOMJEHIINAJIBHBIE
CBEJAEHUA

6 |I[lonsTHsa «cucrtema 6 4 2 2 YcTHBII onpoc
JTOKYMEHTAaIUN» U




«yHU(ULIUPOBaHHAS
cucTema
JIOKYMEHTALIUI)

7 |CtpykTypa u obrias 6 4 2 2 Tect
XapaKTEPUCTHKA
JIOKyMEHTOIIOTOKOB

8 |JloKyMeHTHI, 6 4 2 4 [TucpmeHHbII
coJieprKalue oTpoc
KOH(pUACHITNATbHBIC
CBEJICHUS

9 |HopmaTtuBHO-TIpaBOBbIE | 6 4 2 4 [TnucpmeHHbII
aKTHI, OTpoc
periIaMEeHTUPYIOIINE
pabory ¢
JTOKYMEHTHUPOBAHHOM
uHpopmanuen
OTPaHHYEHHOTO JIOCTYyNa

Hroro 3a moxymb: 16 8 12

Bcero yacos 32 16 24 3a4yer

4.3. Copepkanue THCHHILTMHBI, CTPYKTYPHPOBaHHOE M0 TeMaM (pa3aeaam).
TEMA 1. TIPABOBOE, OPIrAHU3AIIMOHHOE W TEOPETHUYECKOE
OBECIIEYEHUE PABOTBI C JOKYMEHTAMU.
Ponb m1oKyMEHTOB B pa3iMYHbIX 00JIACTAX ACSITEILHOCTH o0miecTBa. JJokymMeHT B chepe

npaBa M yHpaBlieHUsA. 3HaUEHUE JOKYMEHTAallMOHHOro obecrieueHus: B ynpaBieHUU. OcHOBa
opraam3aiuu ciyxos1 JJOY.

TepMmuHonorus, ucnojiabzyemas npu padore ¢ aokymeHTamMu. COOTHOILIEHHE MOHSATUI
«H(pOpMaAIUI» U «IOKYMEHT». 3HaueHHe MH()OpPMALHUU B 3KOHOMHUYECKUX, COLMAIBHBIX U
MOJINTUYECKUX  Mpoleccax, JUId MPUHATUSA YOPABIECHYECKUX pemeHud. JoKyMeHTHI
odunanbHble (CIyeOHbIC), TUUHBIC (IEPCOHANBHBIC) U TUYHOTO MTPOUCXOXKICHHUS.

Omnpenenenue TMOHATHUS «HOPMAaTHUBHO-METOAMYECKas 0a3a  JEIONPOU3BOJCTBAY.
3akoHOJaTeNbHbIE aKThl B cdepe JAOKyMeHTauuu. YKa3sl M pacnopsbkenus llpesupenrta
Poccuiickoit ®enepannn, nocraHoBieHUs M pacnopsbkenus IIpasurensctBa Poccuiickon
denepanuu, periaMeHTHUPYIOLIUE MPaBOBble HOPMbI Ha (peepalibHOM YpPOBHE IpHU padbore ¢
NoKyMeHTaMu. [IpaBoBbIe aKThl HOPMAaTHBHOI'O U MHCTPYKTUBHOTO XapaKTepa, METOINYECKUE
JOKYMEHTBI IO J1eJIONPOU3BOACTBY npeAnpuatuil u opranuzanuii. 'OCTbI Ha JOKYMEHTaIUIO.
Obmepoccuiickie KiIacCu(pUKATOpbl TEXHUKO-DPKOHOMUYECKON U COIMATIbHON HH(OpMAaIIUH.

FOC}’I{&pCTBeHHaH CUCTEMa JOKYMCHTAIIMOHHOTO obOecrieyeHus YIIpaBJICHUA.




[Tonsitne «pynkumst mokymeHtay. [lonudyHKIIMOHAIBHOCT JOKYMEHTa U COCTaB
¢byakiui. @OyHKIMM TOCTOSHHOTO M ONEpaTMBHOrO Ha3HaueHud. OOmue GyHKIUU
JOKyMEHTa: MH(POpMallMOHHAs!, COL[MalIbHAs, KOMMYHUKAaTUBHAs, KyJIbTypHas. CrienuanbHble
GyHKIIMU JOKYMEHTA: yrpaBlieHUYecKas, MpaBoBas, QyHKIUS y4eTa, (YHKIUS UCTOPUUYECKOTO
HCTOYHUKA.

[ToHsATHS  «IOKYMEHTHUPOBAHME», «CPEIACTBA  JIOKYMEHTHPOBAHHUA»,  «CIOCOOBI
JOKYMEHTHUPOBaHUs». MarepualibHble HOCUTENM HH(OpMalMM W UX KilacCHU(pUKaLHUS.
CaoiicTBa nokymeHTta. HOpunnueckas cuna gokymenTta. FOpuandecku 3Ha4YMMble PEKBU3UTHI.
OpuruHanbHOCTh, TOJJTUHHOCTD U KOMUHHOCTh TJOKYMEHTOB.

Knaccupukauuss TOKyMEHTOB IO pa3MYHbIM MpPU3HAKaM B 3aBUCUMOCTH OT
COJIep’)KaHUs, HAUMEHOBAHHS, IO CTENEHW YHU(DUKAIUK U JAPYTUX XapaKTePUCTHKAX.

Kpurepun rpynnupoBKu JOKyMEHTOB.

TEMA 2. ITPAKTUKA O®OPMIJIEHMA CIIYKEBHBIX JOKYMEHTOB
VYuudukanuss u  cTaHgapTU3anus  JTOKYMEHTOB. DopMymnsip  COBPEMEHHOTO

yIpaBIEHYECKOTO JIOKyMeHTa. PexBusutel, pernamentupyemsie ['OCT, IlpaBunamu
JICIIONPOU3BOJICTBA (he/IepATbHBIX OPTaHOB MCIIOTHUTEILHOMN BIIACTH.

bnanku nokymeHTOB. BUbl GIaHKOB U MOPSIIOK PACTIONOXKEHUSI PEKBU3UTOB B OJIAHKE
(yrmoBoe u mpojnosibHOE). brnanku ¢ u3obpaxenuem [ocymapcTtBeHHoro repba u repba
cyonekTa denepanun.

TpeboBarus k oQopMIECHHIO PEKBU3UTOB. l[lopsmoxk o003HAaUYECHHS HAWMEHOBAaHHS
OpraHM3aIlMu-aBTOpa JOKYMEHTa, CIIPAaBOYHBIC JdaHHbIE 00 aBTOpe. BHUABI JTOKYMEHTOB,
ompejieNiieMble 3aKOHOJATEIIbHBIMU W HOpPMAaTHBHbIMH akTamu. (O0o3HaueHHe ajpecara.
[Topsimox odopmiieHHsI MOYTOBOTO ajapeca. JaThl JOKyMEHTa W TOPSAIOK MX O(opMIICHHS.
YaocroBepeHne MOKYMEHTa — TIOJIUCh, OTTUCK TI€YaTH, YTBEPXKIEHUE, COTJIACOBAHUE.
OtmeTkH Ha OoKyMeHTe. TpeboBaHus K coqiepkanuio U opopmiieHnto pesomtonun. CTpykTypa
JOKYMEHTA: 3aroJIOBOYHAsl YacTh, COJICP)KAHHME, OTMETKU. PEKBU3WTHI, HICHTUDUIIUPYIOIINAE
aBTOpa U IOKYMEHT B JIEKTPOHHOU (popme. OTMETKH Ha TOKYMEHTE: IOPUANYCCKH 3HAYNMBIE,
JICIIONIPOU3BOJICTBEHHBIC. TpeOoBaHMsS K TEKCTaM CIIYXEOHBIX JIOKyMeHTOB. CTpyKTypa
JJIEMEHTOB TEKCTa. SI3BIK M CTWIb CIY)XEOHBIX JOKYMEHTOB. YHH(UKAIUS TEKCTOB
YIPaBJICHYECKUX JTOKYMEHTOB. HyMeparius cTpaHull, BO3MOXHBIC TIOJIS, PYOPHKAIUS TCKCTa.

dopmatel OyMaxHBIX TOKyMEeHTOB. O0mue TpeOOBaHuUs K HU3TOTOBIEHUIO JOKYMEHTOB.



[TonsTus «cucrema JOKYMEHTAaLUW» U «YHU(ULIMPOBAHHAS CUCTEMA JOKYMEHTALIUN.
[lepeueHb yHU(PHUIMPOBAHHBIX CUCTEM JOKYMEHTALINH, IEHCTBYIOIIUX B HACTOSIINE BPEMSL.

@OyHKIMOHAJIbHBIE, OTPACIEBbIE M BEJAOMCTBEHHBIE CHCTEMBl JOKYMEHTALIUH, HUX
B3aUMOCBs3b. CoCTaB yHU(PHUIMPOBAHHOM CHCTEMBI OpraHU3alMOHHO-PACTIOPSIUTEIBHON
nokymenTanuu (YCOP/).

OpraHn3anOHHO-TIPABOBBIE JOKYMEHTHI — YCTaBbl, IIOJIOKEHHUS], IITATHBIE PACIIUCAHUS,
CTPYKTypa W IITaTHas YHUCJIEHHOCTb, periamMeHTbl. (CocTaB pEKBU3UTOB, O(OpPMIICHHE.
[TopsAiok y1oCTOBEpEHNUs, O3HAKOMIICHHSI, BHECEHHSI N3MEHEHU.

PacniopsurensHble JOKYMEHTBI — TIOCTAHOBIICHUS, PELIEHMS], IPUKA3bl, PACIIOPSKEHUS
u ap. Ilopsaok ux cocraBieHus U 0POpMIICHHS.

NHpopMallMOHHO-CIIPAaBOYHbIE  JOKYMEHTbI — CIpaBKH, aKThl, JOKJIAagHbIE U
OOBSICHUTENbHBIE 3alMCKH, JOBEPEHHOCTH, CIy)K€OHblE MHCbMa, Tele(OHOTPaMMBI,
TenerpaMMel, (akcel U Ap. PazHoBUAHOCTH MH(OPMALMOHHO-CIPABOYHBIX JOKYMEHTOB, UX
cocTaBiieHue U 0(hopMIIEHHUE.

OCoOGeHHOCTH JOKYMEHTHPOBAHUS EATEIHOCTH KOJUIETHATIbHBIX OpranoB. CTpyKTypa
TekcTa npotokoa. [lonHele u kpaTkue GopMbl IPOTOKOJIOB.

CucrteMa TUIaHOBOWM  JOKYMEHTAalMW. Buapl [UIAHOBBIX  JOKYMEHTOB:  ILIaH,
NEPCIEeKTUBHBIN IUIaH, MporpaMMma, rpaduk, renepaibHas cxema. denepanbHble, OTpacieBbIe,
TEPPUTOPUATIEHBIE MJIAHBI U TPOrPAMMBI.

Cucrema OTUETHOM NOKYMEHTALMM: TOCYJAapCTBEHHAs] CTATUCTUYECKas OTYETHOCTD,
BEJIOMCTBEHHAas OTYETHOCTb, BHYTpUYUpEKICHUECKAS OTUYETHOCTb. Pa3paboTka
YHU(PUIHUPOBAHHBIX (OPM OTUETHOM JOKyMeHTaruu. CpOKH MpeICTaBICHUsI OTYETHOCTH.

KanpoBast nokyMeHTanus (1o JMYHOMY COCTaBY) — TPYIOBBIE JOTOBOPBI, NPUKA3BI 110
JUYHOMY COCTaBY, TPYIOBble KHUXKKU. YHU(UUUpOBaHHbIE (OPMBI MEPBUYHON yUETHOU
JOKYMEHTallUu 1O Tpyay u ero omuiate. KoH(puAeHIHaTbHOCTh TOKYMEHTOB IO JUYHOMY
coctaBy. OcobeHHOCTH OQOpPMIICHHS pe3toMe, 3asiBICHHM, aHKET, aBToOMorpapuil U Jpyrux
TOKyMEHTOB. KoMIIIeKChl KaapoBOil TOKYMEHTAIMH 10 (PYHKIMSAM yIIpaBJICHUSI.

Cucrema  ¢uHaHCOBOM  JOKyMeHTauuu. [lepBuuHbIE  y4yeTHbIE  JOKYMEHTHI.

Ocobennoctn ux odopmienus. CBogHBIE yUeTHBbIE AOKYMEHTHI. Peructpbl OyXraatepckoro

ydera.
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TEMA 3. TEXHOJIOTMX HAOKYMEHTAIIMOHHOI'O  OBECIIEYEHUA
VYIIPABJIEHUA. JOKYMEHTHBI, COJIEPXXAIIME KOHOUAEHINAJIBHBIE
CBEJEHUAL.

[lonsTne «ITOKYMEHTOOO0POT». Crpyktypa u  oOmas  XapakTepUCTHKa

JOKYMEHTONOTOKOB.  [loHATHMA  «BXOASAIIMI  JOKYMEHT», «HUCXOISUIUH  JOKYMEHT»,
«BHYTPEHHHMI JOKyMeHT». OpraHuzanus paboThl ¢ MOCTYNAIOIUMU JTOKymMeHTamu. llpuem,
OpraHu3anusi MPOXOXKIACHUS M TOPANOK HCHOJHEHHUS TOCTYMAKNIMX JIOKYMEHTOB.
Opranuzanust padoThl C OTHPABIIEMbIMH (MCXOASIIMMH) ToKyMeHTamu. [IpaBuiia paboThl C
BHYTPEHHUMH JIOKYMEHTaMH. YuUeT o0beMa JOKyMEHTO0O0OpoTa. ABTOMATHU3HpPOBAHHBIC
TEXHOJIOTUU AEJIONPOU3BOJICTBA.

[Tonstne «peructpanust AokyMeHTa». Llenum peructpauuu noxkymeHTOB. OCHOBHBIE
MPUHLHUIBI PETUCTPALUA JOKYMEHTOB. DOpMBI pETrUCTpallid JOKYMEHTOB W MOPANOK HX
3aMOTHEHHUS. Kypnanbnas dopma, PETrUCTPaMIOHHO-KOHTPOJIbHAS KapTOuKa,
aBTOMATHU3UPOBAHHAsl CHUCTEMA PErUCTpalMd M KOHTPOJIA 332 HUCHOJIHEHUEM JIOKYMEHTOB.
Nupekcamus T0KyMEHTOB.

Ha3nauenne HomeHknaTypbl nen. KoHkpeTHas, TumoBasi, mpUMepHass HOMEHKJIATYpbl
nen. TpeOoBaHus, TpEeABABIAEMbIE K COCTaBJICHHUIO HOMEHKIIATYpHI JIeJ OpraHu3aluu.
CocraBiieHMe 3arojloBKOB Jell. TpeOoBaHUs, NpPeabsABISEMble K 3alOJHEHUI0 (HOPMBI
HOMEHKNATYpsl Jied. [lopsnok cocTaBieHns U yTBEPKIACHUS HOMEHKIATYPBI 1€] OpraHUu3alun
(yupexxaeHus).

[Tonsatue «popmupoBanue nem». OCHOBHbIE TpeOOBaHMS, KOTOPbIE MPEABABISIOTCS K
3aBE/ICHUIO JIeJ B TEKYILEM JEJIONPOU3BO/ICTBE.

[TpaBuna ¢opMupoBaHUsl pa3IUYHBIX KaTerOpUl JTOKYMEHTOB B jena. Bexpenue nen B
CTPYKTYPHBIX Mojpa3aeneHusx. OTBETCTBEHHOCTh 3a COXPAaHHOCTh JOKYMEHTOB. Bpinaua
JOKYMEHTOB JUII BPEMEHHOTO IOJIb30BaHUS TMpPU XPAaHEHUH HMX B CTPYKTYPHOM
MO/Ipa3/ICIICHUM.

[TonsiTe «dKCHEepTH3a LEHHOCTH JOKYMEHTOB». HopMaTuBHO-MeTOIMYECKUE U
TEOPETHUECKUE OCHOBBI IPOBEJACHHS HKCHEPTU3bl LEHHOCTH JOKYMEHTOB. TpeOoBaHmUs,
MpeIbsBIIsIEMbIE K OpraHU3aluU U MPOBEACHHUIO AKCIIEPTU3bI LIEHHOCTH IOKYMEHTOB.

OcHoBubie ¢yHkiuu llenTpanbHoit skcrieptHO Komuccuu (I[DK) m sxcmepTHBIX
komuccuil (OK) opranmzammu. Ilonoxenune o0 skcrepTHOM kKomuccuu. [IpaBa u GyHKIMH
KOMHUCCHUH, OpTaHHU3alus U MOPSA0K JTOKYMEHTHPOBaHUSI e€e paboThl. DTambl MPOBENCHUS U

oopmIIeHHS PE3YIHTATOB IKCIIEPTU3HI IICHHOCTH JIOKYMEHTOB.
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[Tonsatue «odopmienue aena». OCHOBHBIE TPeOOBaHUS, MPEABABISEMbIC MOTHOMY U
yactuyHoMy odopmienuto aen. Ilogmmska nen. Hymepauus nuctoB nena. CocraBieHue
3aBEpUTEIBHON HAJUCH, BHYTpeHHEN onucu. OdopMieHre 00JI0KKHU Jea.

[lepenaua nen Ha xpaneHue B apxuB. CocTaBiieHHe BHEIIHeH onucu. B3zaumoneiicteue
cityx0b1 JIOY u apxuBa opranuzanuy npu GOpMUPOBAHUH JOKYMEHTAIBHOTO (QOH/A.

HopmaTuBHO-TIpaBOBBIE aKThI, pErjJaMEHTHPYIOLIUEe paboTy € JOKYMEHTHUPOBAaHHOMN
uH(pOpMaLMel OrpaHUYEHHOTO JOCTYIA.

JloKkyMeHTanus, OTHOCSILNASACA K TOCYIapCTBEHHOHM TaiiHEe, JOCTYH K HUM TpaKJIaH.
VYpoBHH cekpeTHOCTH. OTHECEHHE HHPOPMAIH K KATETOPUH CEKPETHOM.

JlokyMeHTBI, coaepkaiue KoH(puIeHuanbHble cBeaeHus. Ilpuem, peructpauus,
revyaTaHue, pa3MHOKEHUE U pacchbUlKa JOKYMEHTOB OrpaHHYEHHOro joctyna. @opMupoBaHue
KOH(UIEHIIMANbHBIX TOKYMEHTOB B Jena. Mcrnonap3oBaHHE JAOKYMEHTOB M JI€JI B TEKYILEM
nenonpousBoacTBe. [lopsnok XxpaHeHus1, MpoBepKa NX HAIWYHSL.

OcobeHHOCTH OpraHu3aiuu paboThl ¢ MUCHMEHHBIMU OOpaIllEeHUSIMU TpaKaaH. Bubl
obpamenuii. [IpaBuna odpopmienus obpaiieHuil 1 OTBETOB Ha HUX. Perucrpanus, KOHTPOJIb 3a
CpOKaMHu HCIOMHEHHUsT oOpaieHuil. CrnpaBouHO-aHaIMTHYEeCKass paboTa IO oOpalleHusIM

TpaXK/JIaH.

TeMbI NIpaKTHYECKHUX 3AHATHH.

JlokyMeHTHasi KOMMYHUKAIUS KaK MOJICUCTEMAa COIIMATbHON KOMMYHUKAITUH.

OcobenHoctu nepeaadn HHGOOPMAIIMH TOCPEICTBOM JTOKYMEHTA.

CtpyKTypa coluagbHOr0 HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHOTO MpoIlecca.

daceTHO-010UHAs, TUITOJIOTUYECKAs] U CEMaHTHUYECKas KITacCU(UKAIUN JOKYMEHTOB.

OTnuuuTeNnbHBIE 0COOEHHOCTH MATEHTHBIX JJOKYMEHTOB.

OTnuuuTeNnbHbIE 0OCOOEHHOCTH CTaHIapTa, TEXHHUYECKOTO YCIOBHUS, MPOMBIIUICHHBIX H

(UpPMEHHBIX KaTaJOIOB.

7. Crnemuduka TEKCTa JEOBBIX TOKyMEHTOB. OCHOBHBIE PEKBU3HTHI JIETOBBIX
JOKYMEHTOB.

ok ownE

IIpuMepHBbIii IepeYyeHb BONPOCOB K 3a4eTy.

1. TpebGoBanusi K KOHCTpyHpOBaHHMIO OnaHKOB. Buapl OmankoB. bmanku npeanpusituii
pa3nuuHbIX (HOPM COOCTBEHHOCTHU. PEKBU3WTHI, HCIONIB3YEMBbIE JUISI W3TOTOBIICHUS
OJIaHKOB.

2. PexBM3WT «HaMMEHOBAHHWE OPraHU3AIMH-aBTOPA JOKYMEHTa», TPEOOBaHUS K HEMY.
PexkBH3HUT «MeCTO COCTaBIICHUS TOKYMEHTA.

3. PexkBm3UT «crpaBouYHBIC NaHHBIE 00 OpPTaHW3AlMU — aBTOPE OKYMEHTa», €ro COCTaB.
[IpaBuna oopMiIeHHS TOYTOBOTO aApeca.

4. PexBU3UT «ajapecaT», €ro 3Ha4eHHE U COBPEMEHHBbIE TPeOOBaHUS K 0(OPMIICHHIO.
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5. Harel B tokymenTte. TpeboBanus k ux oopmienuro. /lata kak cocTaBHas 4aCTh IPYTHX
PEKBU3UTOB.

6. PexBHM3HUTHI «perucTpalMOHHBIA HOMEp TOKYMEHTa», «CChUIKA HA PETUCTPAIlMOHHBIH
HOMED U ATy TOKYMEHTa.

7. llopsimox cornacoBaHus JOKYMEHTOB. BHyTpeHHee M BHEIIHEE COrJacOBaHHUE.
Odopmienue pekBU3UTa Ha OTACIIBHOM JIUCTE.

8. CoctaB  ymocToBepeHMsT  JoKyMeHTa. IlpaBuna  opopmileHus  pEKBHU3HTOB,
YIOCTOBEPSIOMINX JOKYMEHT.

9. OtMeTKH Ha JOKYMEHTE, X 3HaYeHHE U OpopMIICHHE.

10. Pe3omionius, ee 3HaueHWe, IpeabsBisieMble TpeOoBanus. OcoOeHHOCTH OGOPMIICHUS
PE30JIIOLIMHU Ha OT/IEIbHOM JIUCTE.

11. O0uue TpeboBaHUS K TEKCTY TIOKYMEHTA.

12.3aronoBok K TEKCTy JOKYMEHTa, IpPHJIOXKEHUS K TEeKCTy, TpeboBaHUS K UX
0 OpMIICHHUIO.

13.CnocoOb1  yTBepkmeHus OOKyMeHTOB. [IpaBmia odopmieHHss peKBH3UTA «TpUd
YTBEPKJICHUS.

14. TpeGoBaHUs K NPOCTABICHUIO PEKBU3UTA «OTTUCK MeyaTu». llepeueHb TOKyMEHTOB, Ha
KOTOPBIX MTPOCTaBIIsIETC OTTUCK NedaTu. OTTUCK TepOoBOii eyaTu Ha TOKyMEHTaX.

15. U3o0Opaxkenue repOOBOl CHMBOJMKM Ha JIOKYMEHTaX. PekBuszur «oMOiema
OpraHM3allMd WJIM TOBApHBIM 3HAK (3HAK OOCIYKHMBAaHUSA)», perjaMeHTalus
UCTIOJIb30BAHMUS.

16. [Topsimox moanmucanust JOKyMeHTOB. CrtocoObl 0(hOpPMITCHUS PEKBU3UTA «ITOJITHACHY.
17.3aBepeHue Konuii TOKyMeHTa.

18. [Tonsarue «1o0KyMeHTOo0060poT». OCHOBHBIE MTpaBUiia OpraHU3aIuy JOKYMEHTO000poTa.
19. TTopsiiok perucTpanuu JOKyMEHTOB.

20. KoHTpob 32 UCTIOTHEHUEM JIOKYMEHTOB.

21.TloaroToBka Aen K mepejgade U MOPSIOK Meperadyd el B apXuB I JAJbHEHIIEero
XpaHCHHS.

22.Opranmzanusi  paboThl € JIOKYMEHTaMH, COJAEpXAIUMH  KOH(MUIECHIIUAIBHYIO
uH(pOopMaIHIO.

23. TpeGoBaHus1, IpeIbsBIsIeMble K OPOPMIICHHIO TUChbMEHHBIX OOpaIlleHUN.

24. Drtanbl paboThl C MUCbMEHHBIMU OOPAIICHUSIMH.

25. IlpaBuna odpopMiIeHNsT HHCTPYKIIHA.

26. DTamnpl TOATOTOBKH PACTIOPSIUTEIBHOTO TIOKYMEHTA.

27.TpeboBaHusi K COCTaBICHHIO M O(OPMIICHHIO CIYy>KEOHBIX, OOBSCHUTENBHBIX H
JOKJIAIHBIX 3aMMCOK. BHyTpeHHUE 1 BHEITHHE JOKYMEHTHI.

28. TpeboBanusi K COCTaBICHHIO M OGOpPMICHHMIO crpaBokK. Bunel cmpaBok. CrpaBku
BHYTPEHHHE U BHEIIIHUE.

29. TpeGoBaHusl K cOCTaBlIeHUI0O U odopMieHUI0 akta. Bunbl aktoB. OcoOeHHOCTH
YIIOCTOBEPEHHUS.

30.Ilepenucka kak Buj nenoBoro oomenus. CocTaB U Ha3HAYCHUE TIEPETTUCKH.

31.TpeboBaHuss K COCTaBICHHIO M OQGOpPMIICHHIO TMpoTokoja. KpaTkue u mosHbIe
npoTokoibl.  OcCoOEHHOCTH  TPOTOKOJNOB  3acedaHuil  (efepalbHBIX ~ OPraHoB
UCIIOJIHUTENBHOM Bi1acTH. [IpOTOKOIIBI aKIIMOHEPHBIX OOIIECTB.

32.Tlonsitue rpuda 1 ero NpUMEHEHHE B KOH(DHUICHIIMATLHOM JIEJIONPOU3BOICTBE.
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33. Oranbl JOKYMEHTHPOBaHUS KOHGUACHINAIBHON HHpOpManu

34. OcuHoBHeble cocTapisttonue [lepeuns koHbUACHINATEHON HHDOpMAaUK.

35. @opmupoBaHue A€l B KOHPHUIESHIINATBHOM JEJIONPOU3BOICTBE

36. Homenkiatypa KoH(MUISHITUATBHBIX JIe] U TPEOOBAHUS K €€ COCTABJICHHIO.

37. OcyuiecTBiIeHUE IKCIIEPTU3BI IEHHOCTH KOH(UACHIINATIbHBIX JJOKYMEHTOB.

38. [lepenaua koHPHUACHIINATBHBIX JOKYMEHTOB Ha apXUBHOE XpaHEHUE.

39. CoBpeMEHHOE 3aKOHOAATENbHOE PEryIMpOBaHMUE JENIONPOU3BOJCTBA MO OOPALIECHUSIM
rpaxkJiaH Ha (enepaabHOM YPOBHE.

40. CoBpeMeHHbIE HOPMaTUBHO-METOANYECKUE MaTepHalbl, peryaupyouye
JIeNIONPOU3BOJCTBO MO  OOpalleHusIM  IpaxaaH B  (elepalibHbIX  OpraHax
WCTIOJTHUTEIHHON BIIACTH, B OPTaHU3AIMIX, YUPEKICHUAX.

41. TexHomoruu mnpuemMa, SKCIECIUIUOHHOM OOpaOOTKM M pErucTpaluy MUChMEHHBIX
oOpareHu.

42. Ananu3 paOoThl 10 OOpallleHusIM, CUCTEMaTU3alusl, XpaHeHHe, SKCIepTU3a 1IEHHOCTU
JOKYMEHTOB JaHHOH KaTeTOPHH.

5.00pa3oBaTebHbIC TEXHOJIOTHH.
B yuebHOM mporiecce TOMHUMO TPATUIUOHHBIX (OpPM TIPOBEACHUS 3aHITHI

HUCIIOJIB3YIOTCA JICKIMHU — BHU3YyalIM3alWH, JICKOWKW — JHUAJIOTH. Ha60paTopHLIe 3aHATUA
MMPOBOAATCA B KOMIIBIOTCPHOM KJIACCC C NCITIOJIb30BAHHUEM I/IHTepHeT.

JIEeKIIMOHHBIE 3aHATHS

e TpaguunoHHBIE TEXHOIOTUU

e lutrocTpanus BUJIOB TOKYMEHTOB U PEKBU3UTOB B IPE3CHTALIUASIX.
[IpakTHueckue 3aHATUS

e TpaguunoHHBIE TEXHOIOTUU

6. YueOHO-MeTOAMYeCKOe ofecreueHHe CaMOCTOSITEIbHOIH PadoThl CTYI€HTOB
0o0y4aromuxcs N0 TUCIUIIHHE.
Dopma KOHMPOA U Kpumeputl OYyeHoK
B cootBeTcTBUM ¢ y4eOHBIM MJIAHOM MPETYCMOTPEH 3a4€T B YETBEPTOM CEMECTPE.

@OopMBI KOHTPOJIS: TEKYIIUHA KOHTPOJIb, IMPOMEXKYTOUYHBIM KOHTPOJIb MO MOAYJIO,
UTOTOBBII KOHTPOJIb M0 TUCIUILIMHE MPEANOIAraoT CleIyIollee pacipeieneHue 6amios.

Tekymuii KOHTPOIIb
e Tlocemaemocts 3aHsTUI 5 O6amIoB

e Brmonnenue 1 gomamneit padotsr 10 6anmos

IIpoMeKyTOYHBIN KOHTPOJIb

[To 3aBepiieHnn MOyl MPOBOJUTH MUCEMEHHBIN orpoc 60 0amoB

TeMbl 1J151 CAMOCTOSITEILHOIO HU3yYCHUS.
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CopepxaHue TUCUUIUIMHBI, CAMOCTOSTENbHO  |DOpMBI KOHTPOJIS
No HU3y4aeMoU CTyJIeHTaMHu (koHTp. pabora, nad.
3aHSATUS U T.J.)
1 |ABromaru3anus co3gaHus JOKYMEHTOB OTpocC
2 |ABTOMaTH3alUsg OCHOBHBIX TPOIEAYpP pabOTHI C|ompoc
JOKYMEHTaMHU
3 |Cuctemsl AJIEKTPOHHOTO IOKYMEHTO0O0pOTa oTpoc
4 | DneKTpoHHBIH JOKYMEHT onpoc
5 |PekBU3UTHI 37IEKTPOHHOTO JJOKYMEHTA OTpocC
6 |XpaHeHHe HIEKTPOHHBIX JOKYMEHTOB OTIpOC
7 |CoBpemeHHbBIE CUCTEMBI AJIEKTPOHHOTO|0TPOC
JIOKyMEHT0000poTa

Pexomenayemas iureparypa.
a) OCHOBHAs JIUTEpaTypa:
1. KoundunenmuansHoe JIEIIONPOU3BOICTBO " 3alUIIECHHBIN AIEKTPOHHBIN

JOKYyMEHTO000pOoT [DnekTpoHHblid pecypc]: yueOnux/ H.H. KynsieB [u np.].— DnexTpoH.
TekcToBble  gaHHble.—  M.: Jloroc, 2016.— 500 c— Pexum  gocryna:
http://www.iprbookshop.ru/66416.html.— 3B5C «IPRbooks» [naTta oopamenus 01.09.2022]

2. buctoxoB B.M. 3amuta u 06paboTka KOHPUACHIMATBHBIX JOKYMEHTOB [ DJIEKTPOHHBIN
pecypc]: mpaktukym/ buciokoB B.M.— DnekTpoH. TeKCTOBbI€ JaHHbIe.— CTaBpOMOJIb:
CeBepo-KaBkasckuii ¢enepanbubiii  yHuBepcuter, 2016.— 116 c— Pexum poctymna:
http://mwww.iprbookshop.ru/66060.html.— 3BC «IPRbooks» [naTta oopamenus 01.09.2022]

3. JlokyMeHTalnoHHOE oOecriedeHre yrnpaBieHus: [DNeKTpOHHBIA pecypc]: yu4eOHHK s
CTYJIEHTOB BY30B, OOYYalOIIMXCS IO HAMpaBlIeHUSIM «DKOHOMUKa» H «MEHEIKMEHTY,
cneruanibHOCTSIM  «MHpOpMaTHKa», «3allUIIeHHBIA JJIEKTPOHHBIA JOKYMEHTOOOOPOT H
JOKYMEHTAllMOHHOE OOeCreYeHne yIpaBiIeHUs», «ABToMaru3amus W ymnpasieHue»/ A.C.
['punGepr [u ap.].— OnexTpoH. TekcToBble nanueie.— M.: JOHUTU-ITAHA, 2017.— 391
c.— Pexum nocryma: http:// www.iprbookshop.ru/71213.html.— 3BC «IPRbooks» [naTa
obpammenus 01.09.2022]

4, PoxusitoBckass W.P.  JlokymeHTanmoHHOe oOecnedueHne [DIEKTPOHHBIA pecypc]:
yuebHoe mocobue/ PoxusitoBckas U.P.— DOnexTpoH. TekcToBble naHHBIE.— CuMQpEponos:
VYHHUBepCcUTET JSKOHOMUKM W  ympaBienus, 2016.— 104 c.— Pexum gocryma:
http://www.iprbookshop.ru/73265.html.— 3BbC «IPRbooks» [naTta oopamenus 01.09.2022]

0) JOTONHUTENBHAS JIUTEpaATypa:
1. Kysnenor WM.H. [enonpousBoacTBo [DIEKTPOHHBIN pecypc]: y4eOHO-CpaBOYHOE

nocobue/ Kysnenos U.H.— DnextpoH. TekctoBble nanubie.— M.: JlamkoB u K, 2017.— 460
c.— Pexum npocryna: http://www.iprbookshop.ru/60399.html.— SBC «IPRbooks» [naTa
obpamienns 01.09.2022]
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2. Kyspmura W.B. [lenmompousBoactBo [DnekTpoHHBIA pecypc]: ydeObHOe mocooue/
Ky3pmuna W.B.— OnexTpoH. TekcToBble AaHHble.— M.: MOCKOBCKMN TI'yMaHHMTApHBINI
yauBepcurer, 2017.— 128 ¢.— Pexum nmoctyma: http://www.iprbookshop.ru/74718.html.—
OBC «IPRbooksy [nmata ooparienus 01.09.2022]

3. I'myxoBa O.B. JlokymeHTanmoHHoe o0ecrieueHrue ynpaBieHus: [ DIeKTpOHHBIN pecypc]:
kypc neknuit/ I'myxoBa O.B.— DnekTpoH. TekcToBble JaHHble.— Bonrorpan: Bonrorpanckuit
WHCTHTYT OmsHeca, By3oBckoe oOpazoBanme, 2013.— 72 c.— Pexum pgocryma:
http://www.iprbookshop.ru/19177.html.— 3BC «IPRbooks» [naTta oopamenus 01.09.2022]

4. [Heuenko M.B. OcHOBBI  JTOKYMEHTAI[MOHHOTO  OOECHEYEHUsS  YNpaBICHUS
[OnexTponnbiii pecypc]: yueOHoe mnocobue/ IlleBuenko M.B.— DneKTpoH. TEKCTOBBIE
nanHble.— benropoa: benropoackuii ToCy1apCTBEHHBIM TEXHOJIOTMYECKUN YHUBEPCUTET WM.
B.I. [IlyxoBa, 9bC ACB, 2013.— 186 c— Pexxum JocTyma:
http://mwww.iprbookshop.ru/57289.html.— 3BC «IPRbooks» [naTta oopamenus 01.09.2022]

7. ®OHJI OHEHOYHbIX CPEJACTB JJIsA IPOBEJIEHUSA TEKYLIEI'O
KOHTPOJIS1 YCIIEBAEMOCTH, IPOMEXXYTOUYHOM ATTECTALIMHU 110
HNUTOTI'AM OCBOEHMS TUCIHHUIIJIMHBI.

7.1. TunoBbie KOHTPOJIbLHBIE 32JaHUSI MU HHbIEe MATEPHUAIbI

INPUMEPBI KOHTPOJIBHO-UBMEPUTEJIBHBIX MATEPUAJIOB
NeTekcT TeCTOBBIX MaTEPUAJIOB
1. OcHoBHBIE OTHOLIEHHS B chepe OPraHu3alUuM XPaHEHUsI, KOMILJICKTOBAHUS, y4eTa U
HCIO0J1b30BAHUSA JOKYMEHTOB ApXUBHOIO (ponaa Poccuiickoit denepanuu u Apyrux
apXMBHBIX JOKYMEHTOB HE3aBHCHMO OT UX (pOPM cOOCTBEHHOCTH 3aKpeIlJICeHbI B
1) ®enepanbHOM 3aK0HE 00 «ApXUBHOM fiesie B PDy»
2) OcHoBax 3akoHosaTenbcTBa PO «O6 ApxuBHoMm donne PO u apxuBax»
3) «OCHOBHBIX MpaBUjIax padOThl ApXUBOB OPTraHU3ALMID)
4) «OCHOBHBIX MpaBHUIax padOTHI BEAOMCTBEHHBIX APXHBOBY
2.TOCT P 6.30-2003 ycranaBiuBaer
1) nepeueHs 00s3aTENBHBIX K MPUMEHEHUIO YHU(DUIIUPOBAHHBIX (JOPM JOKYMEHTOB
2) TepMHHBI U OTIpeZieNIeHUs B 00JIaCTH ETOMPOU3BOJICTBA U APXUBHOTO JIeia
3) TpeboBaHuUs K TOCTPOEHHIO (GopMysipa-o0pasia
4) cocTaB peKBU3UTOB JOKYMEHTOB
3. [IpaBunJia 1e101POU3BOACTBA B (peepaTbHBIX OPraHax HCIOJHUTEIbHOM BJIACTH
YCTAHABJIMBAIOT COCTAB PEKBU3MTOB B KOJIHYeCTBE:
1. 31 pekBu3UT
2. 29 pexBU3UTOB
3. 25 peKkBU3UTOB
4. 28 pexBU3UTOB
4. OnpenesieHue MOHATHSA «AJIEKTPOHHBIN IOKYMEHT» 1aHO B
1) [TpaBunax aenonpou3BoACTBa B (eepaabHbIX OpraHaxX UCHOJHUTEILHONW BIACTH
2) ®3 «O MOKYMEHTHPOBAHUI)
3) @3 «O undopmanmu, THGOPMAIMOHHBIX TEXHOJIOTHAX U O 3aIIUTE HHPOPMALIAN
4) I1onoKEHNHN O CUCTEME MEXKBETOMCTBEHHOT'O JJIEKTPOHHOTO IOKYMEHTO000pOTA
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5. JOKYMEHTa — 3T0 uu(poBoe Wi 0yKBeHHO-IIU(PPOBOe 0003HAYCHUE,

npuceBaeMoe JOKYMEHTY /ISl ero y4eTa U MocJieyouero noucKa.

1) Uunekc

2) IlopsinkoBbIit HOMEP

3) PeructpanuoHHbIii HOMED

4) Unentudukatop

6. B kakoM ciiyyae HCHOJIB3YIOT PeKBU3UT «Bu3a coriiacoBanusn)

1. IIpu BHyTpE€HHEM COIIACOBAHUU JOKYMEHTA

2. Ilpu coryiacoBaHUM AOKYMEHTA C BHELUIHEN OpraHu3anuen

3. g puHAHCOBBIX U 0CO0O0 BAKHBIX JOKYMEHTOB

4. Bo Bcex ciryyasx

7. Pa3mepsbl Oymaru, KOTopbie HCNOJIL3YHOTCS /151 0OopMJIIeHUs YIIPAaBJIeHYECKHUX

JAOKYMEHTOB.

1) Tonbko A-4

2) A-4, A-5

3) nmoTpebuTenbpckue GopmMaThl

4) moObie (hopMaTOB, UMEIOIIHUECS B TIPOJIAXKE

8. OTBeTCTBEHHOCTH 32 NMOA/IEJIKY JOKYMEHTOB, leYaTeil nin 0JJaHKOB, UX

HCII0JIb30BaHNE WIN NepeJady WM cObIT MpexycMaTpuBaeT

1. TpynoBoii kojekc

2. Kogeke Poccuiickoit denepanuu 06 aIMUHUCTPATUBHBIX PABOHAPYIIEHUSAX

3. TaMOXEeHHBIA KOTEKC

4. CeMeHHBIN KOJIEKC

9. AKTBI, MUCbMA, (PAKCHI, JOKJIAJHbIE 3ATIMCKN OTHOCATCSH K

TOKYMEHTAaM.

1) opranuzanoHHBIM

2) cripaBOYHO-UH(POPMAIIMOHHBIM

3) pacnopsiAUTEIbHBIM

4) BHEITHUM

10. Hymepauusi npuKa30B 10 OCHOBHOM J1eATeJILHOCTH BeeTCs

1) mo mopsAKy, ¢ MOMEHTA CO3/IaHUs MPEANPHUSITHS, OPraHU3aANH, PUPMBI

2) B mpezenax Mecsia

3) moapsia, B pejenax GUHAHCOBOTO I'oJia

4) moapsia, B mpeaenax (GUHAHCOBOTO roj/ia, HO OTACIBHO OT MPUKA30B IO JTUYHOMY
COCTaBy

11. C TouKH 3peHus1 NOPAAKA pa3pelieHUs BOIPOCOB (IIPUHATHSA pPelieHuil) Bce

pacnopsiiuTe/IbHbIE AKTHI AeJATCS HA B IPYNNbI: JOKYMEHTbI, H31aBaeMble...

1. 17151 TOABEIOMCTBEHHBIX U BBIIIECTOSIIUX YUPEKACHUI

2. ny1st 000CHOBAHUS 3a/1a4 M UCTIOTHEHMS TJTAHOB

3. B YCIOBUSIX KOJUIETUAIBHOCTU U €IUHOJIMYHOTO MPUHATHS PEIICHUS

4. Ha ypoBHe cyOBekTOB P® 1 CoBeTOM TUPEKTOPOB OOIIECTBA

12. T'ocynapcrBennbliii repd Poccuiickoii @enepanuu nomMeniaercsi Ha OJIaHKAaxX

JOKYMEHTOB B COOTBETCTBHH C ...

1. monoxenunem «O ['ocynapcTBennom repoe PD»

2. ®K3 «O T'ocynapctBenHoM repoe PDy

3. 3akoHOM cyOBbekTa PD

4. aIMUHUCTPATUBHBIM PETJIAMEHTOM YUPEKICHUS
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13. —3TO 3aNMUCh MH(OPMANNH HA PA3JIUYHBIX HOCHTEJIAX M0
YCTAHOBJIEHHBIM MPaBHJIAM.

1) Yaudukanus

2) Pernamenranus

3) lokyMeHTHupOBaHUE

4) Peructpanms

14. JlokymMeHTBI HCXOAsIIIEl MepenucKu, o(popMiIeHHbIe HA OJIaHKe MUChMA,
NOANMCHIBAIOTCS , B IIpeesiax KOMIeTeH U

1. pykoBoaUTEIEM OpraHU3alliU WIH €TO 3aMECTUTENEM

2. pYKOBOJUTENEM CTPYKTYPHOIO MOApa3ACICHUs

3. TJIaBHBIM OYXTalNTEPOM WIIH FOPUCTOM

4. ucnoaHUTENEM

15. HomeHnkJiaTypa jaeJi, 00s13aTesibHAA 1JI51 KAKA0H OPraHu3auuu

1) TunioBas

2) npuMepHas

3) KOHKpeTHas

4) BeIOMCTBEHHAs

7.2. MertoauyecKkue MAaTepHAJIbI, OMNpeaeJsIONIAe NPOUEAYPY OIEHUBAHUS 3HAHUI,
YMeHHUil, HaBBIKOB MU (MJIM) ONBbITA JAeATEeJbHOCTH, XAPAKTEPHU3YIOLIUX 3TAMbI
¢dopmupoBaHus KOMIIETEHIUI.

a) Kputepuu oneHUBaHUs KOMIeTeHIH (pe3yJbTaToB).

[IporpamMmMoOli AUCUMIUIMHBI B LEIAX HIPOBEPKU MPOYHOCTH YCBOEHHS MaTepuasia
peaycMaTpUBaeTCs MPOBEACHHUE PA3TUYHBIX (POPM KOHTPOJIS:
1. «BXomaHOI» KOHTPOJbL OIpeAeNsieT CTeneHb CPOPMUPOBAHHOCTH 3HAHWMA, YMEHHH H
HABBIKOB 00YyYaromierocsi, HeoOOXOUMBIM JJII OCBOCHUS JUCIIUIUIMHBI U MPHOOPETCHHBIM B
pe3yJibTaTe OCBOCHUS MPEAIIECTBYIOINX TUCIUIIINH.
2. TemaTtuyeckuii KOHTPOJb OMPEIENISIET CTEIIEHb YCBOCHHS 00YUaOIIUMHUCS KaXKI0TO pas3jerna
(TeMbl B 1IEJIOM), X CIIOCOOHOCTH CBsI3aTh YUE€OHBIM MaTepuan C YK€ YCBOSHHBIMH 3HAHUSMU,
MPOCHEAUTH PA3BUTHUE, YCIOKHEHUE SABICHUN, IIOHSITUNA, OCHOBHBIX HJIEH.
3. MexceccMOHHas aTTecTalls— PEUTUHTOBBIM KOHTPOJIb 3HAHUM CTYJEHTOB, IPOBOAUMBINA B
CepeIMHE ceMecTpa.
4. PyOexHoil ¢GopMOil KOHTpOJs sBIsSETCS 3adeT. V3ydeHue IUCHMIUIMHBI 3aBepIIaeTCs

3a4C€TOM, IPOBOAUMBIM B BUJIC TMCbMCHHOTO OIIpOCa C YUCTOM TCKYIIICTO pCﬁTHHFa.

PeiituHroBast onieHKa 3HaHUK CTYJIEHTOB IPOBOAUTCS 10 CIEIYIOIIUM KPUTEPHUSIM:

Bun ouennBaemoit yaeOHOI paboOThI CTyIeHTa bannsr 3a | MakcumanbHOe
eIMHUILY 3Ha4YeHHe
paboTHI

Iloceuenne Bcex JeKIUU Makc. 5 0alioB | 5

[TpucyTcTBHE Ha BceX MPAKTHUECKHUX 3aHATHIX Makc. 5 6ammoB | 5

OnenuBanue pabOTBl HA  CEMHHAPCKUX, IMPAKTUYECKUX, | MAKC. 10 | 10

J1a00PATOPHBIX 3aHATHIX OayIoB
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CamocrosiTenpHas padbora Makc. 40 | 40
0aoB

Hroro 60

HesiBka cTyneHTa Ha IPOMEXYTOUYHBIN KOHTPOJIb B YCTAHOBJICHHBIN CPOK 0€3 yBa)KUTEJIBHOM
IPUYMHBI OLIEHUBAaeTCsl HyJeBbIM OaymioM. [loBTopHas cnaya B TEUEHHE CEMECTpa HeE
pasperaercs.
JIOTIOTHUTENBHBIE THU OTYETHOCTHU /ISl CTYJE€HTOB, MPOIYCTUBIIUX KOHTPOJBHYIO paboTy 1O
YBOKUTEIBHON  IIPUYUHE, NOATBEPKIACHHOW  JTOKYMEHTAJIBHO, YCTaHaBIMBAIOTCS
IIPETOAABaTENEM JOMOIHUTENIBHO.

HtoroBoil GpopmMoil KOHTpOJS 3HAHWW, YMEHUHA M HABBIKOB MO AMCLMIUIMHE SIBISETCS

3a4CT.

8. YueOHO- MeTOAMYECKOE o0ecTIedyeHue AUCIMIIIMHBI.
a) OCHOBHas JINTEeparypa:

1. Kondunenmnuansaoe JIEJIONPOU3BOJICTBO u 3aIUIICHHBIN AIIEKTPOHHBIN
JTOKYMEHTO0000poT [DnexTponHbll pecypc]: yueOnux/ H.H. Kynse [u np.].— DnexTpoH.
TeKCTOBbIe  maHHble.—  M.: Jloroc, 2016.— 500 c.— Pexum pgocryna:
http://www.iprbookshop.ru/66416.html.— 3bC «IPRbooks» [nata oopamenus 01.09.2022]

2. bucrokoB B.M. 3amuTa u 06paboTka KOHPUACHINATBHBIX JOKYMEHTOB [ DIEKTPOHHBIN
pecypc]: mpaktukym/ buciokoB B.M.— DnekTpoH. TeKCTOBbIe JaHHbIe.— CTaBpOMOJIb:
CeBepo-KaBkazckuii ¢enepanpubiii  yauBepcuter, 2016.— 116 c.— Pexum npocryma:
http://www.iprbookshop.ru/66060.html.— 3BbC «IPRbooks» [nata oopamenus 01.09.2022]

3. JlokyMeHTannoHHOE oOecriedeHre yrnpaBieHus: [DNeKTpOHHBINA pecypc]: yu4eOHHK s
CTYJIEHTOB BY30B, OOYYalOIIMXCS IO HAMpaBlIeHUSIM «DKOHOMHUKa» M «MEHEIKMEHTY,
cneranibHOCTSIM  «MHpOpMaTHKa», «3allUIIeHHBIA JJIEKTPOHHBIA JOKYMEHTOOOOPOT H
JOKYMEHTAllMOHHOE OOEeCIeYeHne yIpaBieHUs», «ABToMarusamus W ynpasieHue»/ A.C.
['punGepr [u ap.].— DnexTpoH. TekcToBble nanueie.— M.: JOHUTU-ITAHA, 2017.— 391
c.— Pexum nocryma: http://www.iprbookshop.ru/71213.html.— 3BC «IPRbooks» [naTa
obpamienns 01.09.2022]

4, PoxusitoBckass WM.P. JlokymeHTanimoHHOE oOecrniedeHue [DIEKTPOHHBIA pecypc:
yueOHoe nocobue/ PoxusiToBckas M.P.— DnekTpoH. TekcToBble naHHble.— Cumdepornons:
YHuBepcUTeT SKOHOMUKM U  ympaBieHus, 2016.— 104 c.— Pexum pgocryna:
http://mwww.iprbookshop.ru/73265.html.— 3BC «IPRbooks» [nata oopamenus 01.09.2022]

0) JOTONHUTENBHAS JIUTEpATypa:
1. KysnenoB M.H. Jlenmompou3BoAcTBO [DNEKTPOHHBI pecypc]: y4ueOHO-CIpaBOYHOE

nocobue/ KysnenoB M.H.— Dnekrpon. TekcroBsie nanusie.— M.: [lamkos u K, 2017.— 460
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c.— Pexum pnocryma: http://www.iprbookshop.ru/60399.html.— 35BC «IPRbooks» [mara

obpamenns 01.09.2022]
2. Ky3pmuna W.B. Jlenonpou3BoacTBO [DNEKTpOHHBIN pecypc]: ydeOHoe mocobue/
Ky3pmuna W.B.— OnexTpoH. TekcToBble AaHHble.— M.: MOCKOBCKMH TI'yMaHHUTApHBIM

yauBepcurer, 2017.— 128 ¢.— Pexum moctyma: http://www.iprbookshop.ru/74718.html.—
OBC «IPRbooksy [mata oopamenus 01.09.2022]

3. I'myxoBa O.B. JlokymeHTanimoHHOe o0ecrieueHrue ynpaBieHus: [DIeKTpOHHBIN pecypc]:
kypc neknuit/ I'myxoBa O.B.— DnekTpoH. TekcToBble JaHHble.— Bonrorpan: Bonrorpanckuit
WHCTHTYT Om3Heca, By3oBckoe oOpazoBanme, 2013.— 72 c.— Pexum gocryma:
http://www.iprbookshop.ru/19177.html.— 3BC «IPRbooks» [nata oopamenus 01.09.2022]

4. [lepuenko M.B. OcHOBBI  JTOKYMEHTAI[MOHHOTO  OOECHEYeHUs  YyNpaBICHUS
[OnexTponnblii pecypc]: yueOHoe mnocobue/ IlleBuenko M.B.— DneKTpoH. TEKCTOBBIE
nanHble.— benropoa: benropoackuii roCy1apCTBEHHBIM TEXHOJIOTMYECKUN YHUBEPCHUTET WM.
B.I. [IlyxoBa, 9bC ACB, 2013.— 186 c— Pexxum JocTyma:
http://www.iprbookshop.ru/57289.html.— 3BC «IPRbooks» [nara oopamenus 01.09.2022]

9. IlepeueHn pecypcoB HH(OPMAIUOHHO-TEJIEKOMMYHUKAITMOHHOMN ceTH
«HTEepHET», HEOOXOAUMBIX /1JI51 0CBOECHUSI AU CHUILINHBI.

1. eLIBRARY.RuU [ DnekTpoHHbI# pecypc]: snekTpoHHas Oubnuoreka / Hayud. sanextp. 0-ka.-
MOCKBA.1999. — Pexxum nocryma: http//elibrary.ru (mara oopamenus 01.09.2022). — SIs.
pyc., aHrd.

2. Moodl [DnexkTpoHHBIH pecypc]: CUCTeMa BHUpPTyalbHOro oOyueHus:[0a3a maHHBIX] /
JMar.roc.yauBep. — Maxaukana, - Jloctyn u3 cetu 'Y wiM, nocie perucTpauyd U3 CeTH
YH-Ta, U3 JIF000# ToukH, uMeroIei gqoctyn B uaTepHet. — URL: https://moodle-gid.ru/dgu-
mudl/. (mata ooparmenus 01.09.2022).

3. Dnextponnsiii katagor Hb JII'Y Ru [ DnekrtponHslil pecypc]: ©a3a JTaHHBIX COJEPKUT
CBEJICHUS O BCEX BUAAX JIUT., mocTymnaroumx B poun Hb JIT'Y / Jlarectanckuii Toc.yHUB. —
Maxaukama. — 2010. — Pexxum nmocryna: http//elib.dgu.ru. csoGonamsiii (1ata oOparieHus
01.09.2022)

4. Hanumonanwsubiit OTkpeITeil YHUBEpcuTeTe « AHTYUTY [ DnexkrponnsbIit pecypc:

- www.intuit.ru (mata  o6pamenus 01.09.2022)

10. MeToguyeckue yKa3aHus JJjisl 00y4aIOIIUXCS 10 OCBOEHUIO THCUMILTUHBI.

K coBpeMeHHOMY crenuamucTy OOIIECTBO MPEABSBISET JOCTATOYHO IIUPOKUN TEpeuyeHb
TpeOOBaHUM, Cpelld KOTOPHIX HEMAJIOBAXKHOE 3HAUCHHE HMEET HAJIM4Yue Yy BBITYCKHUKOB

OIIPCACIICHHBIX CITOCOOHOCTEH M YMCHHUA CaMOCTOATCIBHO ,Z[O6BIB3TI) 3HaHUA HU3 PA3JIMIHBIX
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http://www.intuit.ru/

MCTOYHHMKOB, CHCTEMAaTH3UPOBATh IMOJYYEHHYIO WH(GOPMAIMIO, JaBaTh OIEHKY KOHKPETHOU
¢uHaHCcOBOM cuTyauuu. POPMUPOBAHME TAKOIO YMEHHsI IMPOUCXOJUT B TEUEHUE BCETO
neprojga OOy4YeHHMs 4epe3 Y4acTHE CTYJEHTOB B NPAKTUYECKUX 3aHATUAX, BBIIIOJIHEHUE
KOHTPOJIBHBIX 3aJaHUIl M TECTOB, HAIIMCAaHWE KYPCOBBIX U BBITYCKHBIX KBAIM(PUKAIUOHHBIX
pa6ort. IIpu 3TOM camocTosTeNbHAsA paboTa CTYAEHTOB UTPAET PELIAOLIYIO POJIb B XOZE BCErO

y4eOHOro mpoiiecca.

CoBeTbl MO IUIAHMPOBAHMI0O W OPraHU3alUM BpeMeHH, HeOOXOAUMOro AJs
U3yYeHUs TUCIHUTTHHBI.
Pekomennyercst cineayromuM o0pa3oM OpraHU30BaTh BpeEMs, HEOOXOAMMOE IS HU3y4YEHUs

U CIIUILINHBI:

N3ydeHne KOHCIIEKTa JISKIIMH B TOT JK€ JeHb, mocie Jekmun — 10-15 mMunyT.

N3ydeHne KOHCTIEKTA JISKITMH 3a JIeHb Iepe] cieayrommei aekmueit — 10-15 MunyT.

N3ydeHne TeopeTHIECKOro MaTepraa o yueOHUKY U KOHCTIEKTY — | Jac B HeJleIto.

[ToaroToBka Kk MPakTUYECKOMY 3aHATHIO — 2 Haca.

Bcero B Henento — 3 yaca 25 MUHYT.
Onucanue mnoC/IeA0BATEJIbHOCTH ACHCTBHH CTyJeHTa («CUEeHApPUl H3yYeHUs
AU CIHUIITIMHBIY).

[Ipu u3ydyeHUn AUCHUILIIMHBI HEOOXOAMMO HE TOJBKO BBIMOJHATH MPAKTUYECKHUE 3aaHUsI TIO

MpeIMETY, HO U PEryJsipHO U3ydaTh TEOPETHUECKUIA MaTepHall.

1. Tlocne mpocinymMBaHUS JIEKIMM W OKOHYAHUS Y4YeOHBIX 3aHSATUH, MPU MOATOTOBKE K
MPAKTUYECKUM 3aHSTHSIM, HYKHO CHadaja HpPOCMOTPETh MU O00AyMaTh TEKCT JICKIIHH,
npocnymanHoit cerogus (10-15 munyT).

2. Ilpyn moAroToBKe K JIEKIMM CIEAYIOIIEro JHS, HY>)KHO MPOCMOTPETh TEKCT MPEeblIyllei
JIEKLMHU, TOJyMaTh O TOM, KaKasi MOKET ObITh TeMa cieayroei gexkuuu (10-15 munyr).

3. Jlna BbinmosiHEeHUs1 jabopatopHoi paboThl HeoOxonumo: M3yduTh ydeOHble MaTepualbl,
MIpe/ICTaBJICHHBIC B IPE3EHTALIUAX, BHIIIOJIHUTD MPEIOKEHHBIE TPETOJaBaTEeIeM 3a1aHHUS.
[Ipu BBINOMHEHUU YHPA)KHEHUS WK 337a4d HY)KHO CHauajia MOHSTh, 4TO TpeOyeTcs B 3ajaue,
KaKoi TeOpeTHYeCKUui mMaTepuai Hy»KHO MCIOJIb30BaTh, BHIOPATh AJITOPUTM PEILIECHUS 3aJauH.
Jlanee HeoOXoIMMO HamucaTh MpOrpaMMy, MPOBECTH €€ OoTiaaky. g ucnpaBieHUs
CUHTAKCUYECKUX OLIMOOK HEOOXOIMMO 0OpaTUTHCS K TEOPETUUECKOMY MaTepHally B JICKIHSX,
yueOHukax. Ilpu nanpHeilied oTiagke MOporpaMmbl HEOOXOAMMO MOJIb30BAThCS JIMOO
BCTPOCHHBIMHU CPEJICTBAMM, JMOO BCTaBIATH B MPOrpaMMy JOIOJHHUTEIbHBIE OINEpPaTophl
BBIBO/IA JIJIsl BO3MOXKHOCTHU OTCIICKMBAHUS MOJIYYSHHBIX 3HAUCHUN U JIOKAIU3AIUU BO3MOKHOM
omnOku. Jlnsg mnpoBepkH NPaBWIBHOCTH pPabOThl MPOTPaMMbl HEOOXOAWMO COCTaBUTh
JOCTaTOYHOE KOJIMYECTBO TECTOBBIX 3aJJaHUM.

PexomeHaanumu mo MCnoJab30BaHUIO MaTe€puajaoB y‘leﬁHO-MeTOIIH‘IeCKOFO KOMILJICKCA.
PeKOMeHI[yeTCH HCIIOJIB30BATb MCTOAUYCCKUC YKa3aHUA 110 KypCy IMpOorpaMMHUpPOBaHUsd, TCKCT

JeKIWi mpenojaBarens (€CaIu OH HMeeTCs), Mpe3eHTaluu Jekuui. PexomeHmyeTcs
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UCTIOJIb30BAaTh d3JEKTPOHHBIE Y4EeOHO-METOAMYECKHE TOCOOMsA 1O MIPOTPaMMHPOBAHHMIO,
uMerolmecs Ha (paKkyIbTETCKOM CEpPBEPE.

Pexomenaanuu mo padore ¢ Jureparypou. Teopernueckuil Marepuan Kypca CTAHOBUTCS
00Jjiee TOHATHBIM, KOT'/Ia IONOJHUTENBHO K IPOCIYIIMBAHUIO JIEKIIMU U U3YYEHHIO KOHCIIEKTA,
M3YYaroTcs U y4eOHMKM IO IporpaMMupoBaHuio. HeoOxoaumas nureparypa MMeeTcss Kak B
O0uOIMoOTEKE, TaK U B KAOMHETE MaTeMAaTHKU. Takke 1Mo JaHHOMY KypCy UMEETCSI JOCTATOYHO
MHOTO y4e€OHBIX MaTepHalOB B 3JEKTpoHHOM Buje. Ilpu pabGorte c nureparypoi MoJIE3HO
OJTHOBPEMEHHO YWUTaTh Y4YEOHUKUM HECKOJBKHUX aBTOPOB, IOCJIE MPOYTEHUS HEOOXOAMMO
BBIITOJIHUTH HECKOJIBKO 3aJaHUN U

ynpa>1<HeHI/H71 CaMOCTOATCIBHO, YTOOBI OIICHUTD CTCIICHb YCBOCHUW MaTCpUaJIaA.
CoBeTbl 1O MOArOTOBKE K 3K3aMCHY. I[OHOJ'IHI/ITGJIBHO K HU3YUYCHHUIO KOHCIICKTOB JICKIIHNH

HGO6XOIII/IMO MOJIB30BATHCS JIFOOBIM PCKOMCHIOBAHHBIM y‘le6HI/IKOM II0 IMPOTrpaMMHUPOBAHUIO.
HCO6XOI[I/IMO IMOBTOPUTH MCTOJbI PCIICHUA PA3JIMYHBIX 3a/la4, CAMOCTOATCIBbHO PCIINUTL 9YaCTh
13 HuX. BHUMATEIIbHO 03HAKOMMTRCS C npuMepaMn TCCTOBBIX 3aI[aHI/II7I.

Yka3aHusi 00 oOpraHu3anuu  padoTbl ¢  KOHTPOJbHO-U3MEPUTEIbHBIMU
MaTepuaaaMu, 0 BHINOJHEHHUIO IOMAIITHUX 3aJaHHUIA.
[Ipu BBIMONHEHUH JOMAIIHUX 33/JaHU HEOOXOJAMMO CHaydaja MPOYUTATh OCHOBHBIE TIOHSTHS

U TeopeMbl MO TeMe 3adaHus. lIpu BBINOTHEHWU 3alaHUsl HYXHO CHaudaja IMOHSTh, UYTO
TpeOyeTcss B 3ajaye, KaKOW TEOPEeTHUYECKHMH MaTepuall HYKHO HCIOJb30BaTh, BBIOPATH
aIrOpUTM pEIICHUs] 3a7aud, TMOMNbITaThCA 3amporpamMmupoBaTh. Eciu 3T0 He 1ano
pE3yJIbTaTOB, W HEOOXOAMMO PAacCMOTPETh pEIIeHHe MOJMOOHBIX 3a/Jady, U TMOCIe 3TOro
NMompoOOBaTh PEIIUTh MPETIOKEHHYIO 33/1a4y CAMOCTOSATEIBHO.

11. IlepeyeHb HH(OPMALUMOHHBIX TEXHOJIOIMH, MCIOJb3yeMbIX INPH OCYLIECTBJCHHUHU
o0pa3oBaTeJIbHOIO Npouecca mo AUCHHUIVINHE, BKIKYasi Nepe4eHb NMPOrpaMMHOIO
ob0ecreyeHusi U ”HPOPMALMOHHBIX CIIPABOYHBIX CHCTEM.

1. JlexuvoHHass MyJIbTUMEIUNHAS ayIUTOPUS Ui YTCHHUSA JIEKIMA C MCIOJIb30BaHUEM
MYJIbTUMEAUWHBIX MAaTEPHUAJIOB.

12. Onucanme MaTepHaJbHO-TeXHHMYECKOH 0a3bl, HEOOXOAUMOM /JIf1 OCYyLIEeCTBJIEHUS
00pa30BaTeJIbHOIO MPOoLECcca MO AMCIHUIINHE.

J1st mpoBeieHHs! JIKIIMOHHBIX 3aHATUNA, HE00X0uMa MYJIbTUMEIUIHHAS Ay JUTOpUS C HAOOpOM
JTUIEH3UOHHOTO 0Aa30BOTO MIPOTPAMMHOT0 00€CTICUeHUSI.

JlekMoHHbBIE 3aHATHSA

¢ BujeonpoexkTop, HOyTOYK, Ipe3eHTaTop

e [logkmouenue k cetu UHTepHET
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