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1. lIpeamer. Lean u 3a1a4n TUCHUIIMHBI, €€ MECTO
B yueOHOM mpouecce

ITporpamma kypca «OCHOBBI J€IONPOU3BOICTBAY» MPEAHAZHAYCHA VIS CTYJCHTOB, 00Y-
yaromuxcs 1mo HanpasiieHuio moAroToBku 19.03.02 «IIpoaykTel muTaHUS U3 PACTUTEIHHOTO ChI-
Pbsi», TPOQHITH TOATOTOBKU OakanaBpoB « TeXHOJIOTUs KUPOB, YPUPHBIX Maces U naphroMepHo-
KOCMeTHYeCKOU npoaykuuny. Mecro mucuuruimabl B OOIL: ¢akyabTaTUBEIL.

D¢ hexkTuBHOCTH yIpaBlieHUs] B COBPEMEHHOM JI€JIOBOM MHPE BO MHOTOM 3aBHCHT OT
ONEpPaTUBHOCTH, IOCTOBEPHOCTH U MOJHOTHI MH(pOpManuu. MeHemKepbl pacxoayloT oT 65 1o
90% cBoero pabodero BpeMeHU Ha cOop, 00paboTKy, mepeaady nHGOpMaIuu, IPUHATHE U pea-
JIN3aLUI0 YIIPABICHUYECKUX PEIICHUH.

Hocurenem ¢ukcupoBanHoi nHpopMauu SBIsieTcss TOKyMEHT. JJOKyMeHT - 3T0 3auk-
CUpOBaHHasi Ha MaTepualbHOM HOcHUTeNle HMHPOpMalusi C PEKBU3UTAMHM, IMO3BOJISIIOIIMMU €€
UICHTU(PHUIIUPOBATE.

IIpeaMeToM AMCHUIUIMHBI SIBJISIOTCS CTAHAAPTHI, paBUIIa, TPEOOBAHUS COCTABJICHUS J10-
KYMEHTOB, OTpaXKaroIlIUX YIPaBICHUECKYIO AESITEIbHOCTh U NPABOBbIE OTHOIICHUS IOpUIUYE-
CKUX U (PM3UYECKUX JIMIL, @ TAKXKE TEXHOJIOTUsl pPabOThI C TOKYMEHTaMHU.

B coBpeMEHHBIX YCIOBHSX COBEPLICHCTBOBAHME YIIPABICHMSI IPOU3BOJICTBEHHO-
XO3SIMCTBEHHOM J1€ATEJIbHOCTBIO, TOBbIILIEHHE 3((EKTUBHOCTH MPOU3BOJCTBA BO MHOTOM 3aBU-
CHUT OT TOT'0, HACKOJIBKO PallMOHAJIBHO [TOCTABJICHO B OPraHU3aLUAX JEJIONPOU3BOICTBO.

JIaHHBIA Kypc COAEPKUT y4yeOHO-METOAMUYECKUIl MaTepuasl Mo JBYM HEpa3pbIBHO CBS-
3aHHBIM JIEMEHTAM MEXaHM3Ma YIpaBJICHUs: MEPBbII - 3TO caMU JOKYMEHTBI, BTOPOH - JeJio-
IPOM3BOJICTBEHHBIN Ipolecc, BKIOYAOMUN o(hopMIIeHHE, TBUKEHUE HOKYMEHTOB, KOHTPOJb
UCTIOJIHEHUS, TUIAHOBO-CIIPABOYHYIO M aHAJIUTUYECKYIO padoTy. B mpomecce u3yueHust naHHON
JUCLHUIUIMHBI CTYIEHTBl 3HaKOMSATCS ¢ ocHOBHbIMM ['OCTamu, HOpMaTUBHBIMH aKTaMH, METO-
JUYECKUMH MHCTPYKIUSAMHU IO JOKYMEHTALIUU U JI€JIONPOU3BOJICTBY, HEOOXOAUMBIMH YIIpaB-
JIEHYECKOMY TEepCOHAITy JUIs BBIOJHEHUS BO3JIOKEHHBIX (YHKLMH, OCYILECTBIECHUS Ipolecca
yIpaBiIeHUs.

Llesib TaHHOTO Kypca HAyYUTh 00YYaIOUIUXCSl HAYYHOMY, CHCTEMHOMY MOJIXOAY K pabore
C TOKyMEHTaMH, TOKyMEHTAllHOHHOMY OOECIIEYEHHIO yIpaBJIeHUs], 0POPMIIEHUIO IIPABOBBIX OT-
HOULICHUH I0PUIMUECKUX U (PU3MUECKUX JIMII.

Ncxons n3 noctaBneHHON 1eIM, OCHOBHBIMH 3a/1a4aMU JIMCHUIUIMHBI SIBIISIOTCS:

® YCBOUTbH OCHOBHBIE TEPMUHBI U MOHATHS B cooTBeTCTBUU ¢ 'OCTamu;

® OCBOUTH OCHOBHBIE TpeOOBaHMS U IpaBHUJIa Pa3pabOTKH, COCTaBIECHUS, OPOPMIICHHS
OpPraHMU3alMOHHO-PACIIOPSAUTEIbHBIX TOKYMEHTOB;

® OCBOUTH INpaBWia, TPEOOBAHUS COCTABIICHUS JI€JIOBOM KOPPECIOHAEHIMH, PaOOTHI C
JIEJIOBBIM MTHCHMOM;

® U3YUYUTh JOKYMEHTALMIO 10 JUYHOMY COCTaBY;

® M3Y4YHUTh CHUCTEMATU3ALUIO pabOTHl C JOKYMEHTAMH: PETUCTPAIMIO, XpaHEHUE, MTOUCK,
KOHTPOJIb;

® U3YyYUTh JOKYMEHTAIUIO, OTPAXKAIOIIYI0 MPEINPUHUMATEIbCKYIO AESTEIbHOCTh: OT-
KpBITHE [IeJ1a, 3aKJIIOUEHHE JO0rOBOPOB, CAEJIOK, BblJaua JIOBEPEHHOCTH, O(opmieHue
MpeTeH3uu, apOUTPaKHOTO UCKA U JIp.;

® OCBOUTH MpaBuiia padoThl ¢ KOHPUACHIUAIBHBIMU JOKYMEHTAMH.




4 crp.u3 15

2. IlepeyeHb IVIAaHUPYEMBIX Pe3yJabTATOB 00y4eHHs MO IMCHMILINHE,

COOTHECEHHBIX C IVIAHUPYEMBIMHU pe3yJIbTATAMH OCBOEHHS 00pa30BaTeIbHOM

NMporpaMmal
KoMnereHnmnus [Tnanupyemblie pe3ysIbTaThl O0ydSHHS
Kon Hazpanune
OIIK-1 | cnocOOHOCTBIO OCYIIECTB- | 3HATH

JSTH MTOUCK, XpaHEHHUe, 00-

paboTKy 1 aHau3 HHPOP-
MaIiu U3 Pa3IunIHbBIX UC-
TOYHUKOB U 0a3 JaHHBIX,
MIPEJICTaBIATh €€ B TpeOy-
eMoM (hopmare ¢ UCTIOIb-
30BaHHEM MH(POPMALINOH-
HBIX, KOMIIBIOTEPHBIX U
CETEBBIX TEXHOJOTHI

- OCHOBHBIC TIOJIOKCHUS 110 JJOKYMEHTUPOBAHUIO YIIPaB-
JICHYECKOW AeATeITbHOCTH;

- YHU(UKAIMIO U CTAHJAPTU3ALUIO YIPABICHUYECKUX J10-
KYMEHTOB, TpaBHja pa3padOTKH M OPOPMIICHHUS JIOKY-
MCHTOB;

- IpaBUJIa COCTABIICHHS JCTOBBIX MTHCEM;

- IpaBUJIa BEJCHUS IOKYMEHTOB T10 JINYHOMY COCTaBY;
yMeTh

- COCTaBJsATh M O(OPMIISATH JOKYMEHTHI O OCHOBE
I'OCTos;

MMETh HABBIKHM M /WJIM ONBIT JIeSITEJIbHOCTH

- HaBBIKM COCTAaBJICHHS TEKCTOB OpraHH3alMOHHO-
PacHopsITUTEIBHBIX TIOKYMEHTOB;

- HaBBIKM BEJICHUS JEJIONPOU3BOJICTBEHHOIO IIpoliecca,
BKJIFOYAIOIIEro O(GOpPMIICHUE, JBHKEHHE TOKYMEHTOB,
KOHTPOJIb MCIIOJTHEHUS, TUIAHOBO-CIIPABOYHYIO U aHAJIH-
TUYECKYI0 paboTy, B TOM uuciie mpu padore ¢ KoHOU-
JICHIIMAJIbHON HH(pOpManuei.
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3. O0BbéM IMCUMILUINHBI M BUABI Y4e0HO#1 padoThI

Ounas dopma

3aounas dop-

o0yueHHs Ma 00y4eHust
Bupl yue6HO# paboThI 00BEM JacoB BCETO YacoOB
BCETO
1acos 1 cemectp ceMecTp
OO6m1as TpyA0EMKOCTh TUCIIUILIHHBI 12 12 12
KonTakTHas pabora o0ydaromuxcs ¢ IperoiaBa- 28 28 4
TesneM (Mo BUIaM Y4eOHBIX 3aHSTHIA) BCETO, B T.4.
AynuTtopHas pabora: 28 28 4
Jlekuun 14 14 2
[TpakTHueckue 3aHATHS 14 14 2
CemuHapsl
JlaGopaTopHbie pabOThI
Jpyrue Buapl ayJUTOPHBIX 3aHATHH
CamocTtosrenbHas paboTa o0yyaronmxcs, 4ac, B T.4. 44 44 68
[ToaroToBKa K ayJMTOPHBIM 3aHATUSIM 44 44 68
BeinosnHenne kypcoBoi paboThl (KypcoBOTo Mpo-
€KTa)
[ToaroroBka u 3amuTa pedepaToB, pacueTHO-
rpaduveckux padboT
Jlpyrue BUIbI CaMOCTOSTENBHON pabOThHI
DK3aMeH/49achl
.. 3a4€T 3a4€T 3a4€T
Bua uroroBoro koHTposIs (3a4€T, SK3aMEH)
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4. Cogepxanue TUCHUILINHBI

4.1. Pazaennbl AMCHUILIMHBI U BUbI 3aHATHH (TeMaTHYeCKU# IJ1aH).

No Pa3nen nucuuninHbl J | C3 |13 |JIP | CP
n/n
1 2 3 4 5 6 7
Ounast popma o0ydeHUS
1. | Conepxanue u 3aJ1a4u Kypca. 1 |- - - 4
2. | OpraHu3anMoHHO - PAaCHOPSAUTENbHAS TOKYMEHTALUs 2 |- 2 - 6
3. | CoBpeMeHHbIE CIIOCOOBI M TEXHUKA CO3TaHMS JOKYMECHTOB 2 |- 2 - 4
4, | lenoBas mepemnucka. 1 |- 1 - 4
5. | JlokyMeHTanus Mo JUYHOMY COCTaBYy 1 |- 1 - 4
6. | Opranuzanus paboThI ¢ OOpaIIEHUSIMHU TPaXKIaH 1 |- 2 - 4
7. | llopsinok ABM>KEHUS TOKYMEHTOB B OpraHU3alluU, UX Peru- o |- 2 - 6
CTpaIysi ¥ KOHTPOJIb UCIIOJTHEHHUS
8. | Cucremarusanus JOKyMEHTOB U UX XpaHEHHE. 2 |- 2 - 4
9. | Opranuzanus padoTsl ¢ KOHOUACHIUATLHBIMUA JOKYMEHTAMHU. 1 |- 1 - 4
10. | OcHoBHBIE HaNIPaBICHHUS COBEPIIEHCTBOBaHUS cuctemsl JJOY | 1 | - 1 - 4
HUTOTI'O 14 | - 14 | - |44
3aounas Gopma 00yueHUs
1. | Conepxanue u 3a1a4u Kypca. - - - - 6
2. | OpraHu3annoHHO - PACHOPSIANTENbHAS TOKYMEHTALIUS 1 - 1 - 8
3. | CoBpeMeHHBIE CTIOCOOBI M TEXHUKA CO3/IaHUS TOKYMEHTOB - - - - 6
4, | lenoBas mepenucka. - - - - 6
5. | JokymeHTalus o TMYHOMY COCTaBY - - - - 8
6. | Oprarm3anusi paboThI ¢ OOpAIIEHUSIMHU TPaXK]IaH. - - - - 6
7. | lopsimok ABMXEHUS TOKYMEHTOB B OPTaHU3allUU, UX PETU- 1 - 1 - 8
CTpaIysi ¥ KOHTPOJIb UCIIOJTHEHHUS
8. | Cucrtemaru3zanysi JOKYMEHTOB M UX XpaHEHHE. - - - - | 10
9. | Opranm3anus paboThl ¢ KOHQUACHINAIGHBIMA JOKYMEHTAMH. | - - - - 6
10. | OcHOBHBIE HAIIPABICHHS COBEPIIEHCTBOBaHUS cuctembl JJOY | - - - - 6
NTOT'O 2 2 - 68

4.2. Conep:xanue pa3iesioB y4eOHOM U CHUNIHHBI.

Tema 1. COAEPXXAHUE U 3AZJAYU KYPCA
Henb kypca. 3agaun kypca. [lonstne EnunHol rocypapcTBEHHOW CHUCTEMBI TOKyMEHTa-
uonHoro obecneuenus ynpasneHus (EI'CAOYVY). Bunsl nokymentoB. OCHOBHBIE CTaHIAPTHI U
IpaBuJia CO3/1aHus JOKyMeHToB. dopMyisap-o0paser fokyMeHTa. biaHk fokyMeHTa.
Cuctemaruzanust 1 yHUUKaMs JoKkyMmeHTanuu. OOmme TpeOoBaHMS K JOKYMEHTaM.
VY ocToBepeHHe, COrIacOBAHUE M BU3UPOBAHME JTOKYMEHTOB. PexkBu3nTHI nokymeHTa. [IpaBuna
MAaIIMHOMUCHOTO 0(hOPMIICHHUS JOKYMEHTOB.

Tema 2. OPTAHU3ALIMOHHO-PACIIOPAAUTEJIBHASA JOKYMEHTALIUA

[lonsTHE OpraHM3alMOHHBIX AOKYMEHTOB. YcTaB. CTpyKTypa M IITaTHas YHUCICHHOCTh
amnmapara yIpaBJeHUs, IITaTHOE pacnucaHue. [IpaBuna BHYTpPEHHETO TPYAOBOTO PacHopsIKa.
ITonoxeHue 0 CTPYKTYPHOM IPOU3BOJACTBEHHOM IOJPa3JeiICHUN NPEeNnpUsaTUs. [JoIKHOCTHAS
UMHCTpYKLUs paboTHUKA. [loHsATHE pacriopsauTeNnbHbIX T0KyMeHTOB. [locTranoBienus. Pemenus.
Pacnopskenus. Ykazanus. [Ipukassl 10 OCHOBHOHM N€ATENBHOCTH, 10 JUYHOMY cocTaBy. Cu-
cTemMa MH(OPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB MU OCHOBHBIE IpaBmiia ux odopmienus. [Ipo-
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Tokoi. AkT. Tenerpamma. @akcorpamma. CiayxeOHbIe 3aIMCKU: AOKIaTHAs U OOBACHUTEIbHASL.
Ortuer. CnpaBka.

Tema 3. COBPEMEHHGBIE CITOCOBbI U TEXHUKA CO3JAHUSA JOKYMEHTOB
OcobeHHOoCTH J1e7I0BOTO OOIICHUS U TpeOOBaHU K yripaBieH4YecKoi nadopmaruu. Odu-
[IUATBHO-/IETIOBOM CTHIIb. TpeOoBaHus K TeKCTaM JOKYMEHTOB. KOMITbIOTEpHBIC CUCTEMBI TI0I-
TOTOBKH T€KCTOBBIX JOKYMEHTOB.

Tema 4. IEJIOBAS ITEPEITNCKA
@opMyIsip MUCbMa: PEeKBU3UTHL: CTPYKTYpa, IpaBujla NOCTPOSHUS TEKCTA, CTaHJAPTHBIE
¢pa3bl 1 BeipaxkeHusi. OCHOBHbIE BUIBI CITYKeOHBIX TceM. [IpaBuia odopmiieHuss KoMMepue-
CKHX MHCEM K 3apyOeKHBIM MapTHEpaM.

Tema 5. JOKYMEHTALIUA 110 JIMHHOMY COCTABY
JlokyMeHTUpOBaHuE MPOIECCOB ABMKEHUsI KaapoB. [Ipukasbl o 1uuHOMYy cocTaBy. Bu-
JIbI IOKYMEHTOB 10 JINYHOMY COCTaBY M MpPaBWJIa UX COCTaBieHUs. TpynoBOH JOTOBOP: CTPYK-
Typa, cofiepKaHue U MOPAJIOK 3aKitoueHus. JJokyMeHTHpOBaHUE PE3yIbTATOB JAEATEILHOCTH
nepcoHaia. Benenue TpynoBoii KHIKKH paboTHHKA. COCTaBICHHUE TUYHBIX JOKYMEHTOB: 3asB-
JeHusi, aBToonorpaduu, pe3roMe 0 TPyAOBO 1eATeIbHOCTH, T0BEPEHHOCTH, pacnucku. Odopm-
JIEHUE, BEJICHUE U XPaHECHUE JTUYHBIX JICII.

Tema 6. OPTAHU3ALIMA PABOTBI C OGPAIIIEHUAMMU I'PAK/IAH

Bunel oOpamienuii rpaxaaH: ycTHble oOpallleHus, OOpalleHus], IOCTYIUBIINE B MHUCh-
MEHHOH Gopme UK B popMe JIEKTPOHHOTO JOKYMEHTAa, MHAUBUAYaJIbHbIE U KOJIJIEKTUBHbIE 00-
pamienus rpaxaad. [IpaBoBble ocHOBaHUS 1J1s1 pabOTHI C OOpAIICHUSIMU TPAXKIAH.

CocraB, 1ocie0BaTeabHOCTh U CPOKH BBINOIHEHHS aIMUHUCTPATUBHBIX MPOLELYP IO
pabote ¢ oOpameHUsIMHA Tpa)<1aH, TPeOOBaHUS K MOPSAKY WX BBIOJHEHHS, B TOM YHCIE OCO-
OEHHOCTHU BBIIIOJHEHUS aJIMUHUCTPATUBHBIX IPOLEAYP B IEKTPOHHOU PopMe.

Pe3ynbraTsl paboThl ¢ 0OpaleHUsIMH Tpak1aH: OTBET HA BCE IIOCTABJICHHBIE B oOpallie-
HUM BOIIPOCHI WM YBEJIOMJICHHE O Iepeajpecanuyi oOpallieHusl B COOTBETCTBYIOIIUN OpraH HJIu
COOTBETCTBYIOILIEMY JOKHOCTHOMY JIMIlY, B KOMIIETEHI[MIO KOTOPOTO BXOJUT PELICHHE MOCTaB-
JIEHHBIX B 00pallleHH BOIPOCOB; OTKa3 B paccMOTpeHun oOpamieHus. Cpoku paccMOTpeHHsE 00-
panieHui rpaxaaH.

Tema 7. IIOPAAOK ABMXXEHUA JOKYMEHTOB B OPI'AHU3 AL
NX PETUCTPALIMA 1 KOHTPOJIb MUCITOJIHEHUA

[TonaTHE NOKYMEHTOOOOPOTa M €ro OCHOBHBIE 3Tambl. PalmoHanbHas opraHu3anus J0-
KYMEHTO000pOTa Ha NMPEANPUATUU. DKCIEIUIMOHHAs 00paboTKa JOKYMEHTOB, OCTYMAIOIINX B
opranuzaiuio. IlpeaBapurenbHoe pacCMOTPEHUE JTOKYMEHTOB B CIyX0e JOKYMEHTAI[HOHHOI'O
oOecnieueHus. JIBukeHne TOKYMEHTOB BHYTpHU opranusanuu. Vcnonnenue nokymeHTtos. O6pa-
00TKa UCIOJHEHHBIX U OTIPaBIAEMBIX JOKYMEHTOB. Perucrpanus u MHAEKCAMs TOKYMEHTOB.
[Topsinox, npasuina, ¢popmbl. KOHTposIb 32 MCIOJHEHHEM JOKYMEHTOB. JTamlbl U CPOKH KOH-
TPOJISL.

Tema 8. CUCTEMATU3ALIUA JOKYMEHTOB U X XPAHEHUE

OO6me TpeboBaHUS K CHCTEMaTHU3alluu JIOKYMEHTOB U (opmupoBaHuio aen. Onpenene-
HUE LIEHHOCTHU JOKYMEHTOB M JOKYMEHTHOW MH(pOpManuu. YCTaHOBJIEHHUE CPOKOB XpaHEHHS
nen. XpaHeHue JTOKYMEHTOB B ONEpaTHBHOM JeATeNbHOCTH U opMupoBaHue Aen. HomeHknary-
pa aein. I'pynnupoBKa B Jiena OTAEIbHBIX KAaTETOPUM T0KYMEHTOB. COCTaBIEHUE 3ar0JI0BKOB JEII.
Odopmnenue 00I0XKKH ena.

[Tonsitue apxuBa u ucropusi opmupoBanus ['ocynapcTBeHHOM apXuBHOM cityk0bl Poc-
cuiickoit ®eneparnuu. ApxuBHblii ponn Poccuiickoir ®eneparum, apXuBHBINH (QOHA OpraHu3a-
LIUH, apXUB KoMMepueckoi pupmbl. OdopMiieHHe el JNIUTENbHBIX CPOKOB XPAHEHUS.
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Tema 9. OPTAHU3ALINSA PABOTHI C KOHOUJEHIIMAJIbHBIMUA
JOKYMEHTAMU
CocTaB ¥ HanpaBJICHHS 3aIIUTHI JOKyMEHTHOW mHpopMmanmu. CucreMa 3aiuiuThl HHPOP-
MalMi U KOH(MUACHIUAIBHBIX JOKYMEHTOB. TEXHOJOTHS 3aIlUThl JOKYMEHTHOW HH(OpMAIU.
3amuieHapit qokyMeHTo000poT. [Topsiok paboTel mepcoHana ¢ KOH(PHIESHITUATBHBIMU JTOKY-
MEHTaMU. 3anuTa KOHQUACHIMAIbHOW HH()OPMAIK TIPU MTPOBEJACHUN COBEIIAHUN M TIEPETOBO-
pOB.

Tema 10. OCHOBHBIE HAITPABJIEHM A COBEPIIEHCTBOBAHUA
CUCTEMBI JOKYMEHTAIIMOHHOI'O OBECIIEYEHW A YITPABJIEHUA
OcHOBHbIE HaIpaBJICHUs COBEPILEHCTBOBAHUS cOCTaBa M (HOPM YIPaBICHUYECKUX JOKY-
MeHTOB. [IpumepHsiii Tabenb GopM HOKyMeHTOB. OpraHu3aiys parroHaIbHOTO JIBMKEHUS J10-
KYMEHTOB BHYTPU OpraHU3allid. AHAJIU3 CTPYKTYpPbl TOKYMEHTOOOOpOTa. YUeT KOJIMYecTBa U
KauyecTBa JIOKYMEHTOB OpraHu3aluy. ABTOMaTH3alus AEJIONPOU3BOACTBA HAa 0a3e UCIOJb30Ba-
HUS [IEPCOHAIBHBIX KOMIIBIOTEPOB.

4.3. [lepeyeHb TeM JEeKIUI.

0 O0béM, 1
1/ Tema nexuu dbopma oOyueHus
I OYHast 3a04Hast
1. | Coneprkanue u 3a/1a4M Kypca. 1 -
2. | Opraau3anMoOHHO - PACTIOPSAUTENbHAS TOKYMEHTAIHS 2 1
3. | CoBpeMeHHBIE CITOCOOBI M TEXHUKA CO3JIaHHsI TOKYMEHTOB 2 -
4. | JlenoBas mepernucka. 1 -
5. | lokyMeHTaIws 1o JMIHOMY COCTaBY 1 -
6. | Opranuzaius paboThl ¢ 0OpalieHusIMU Tpaxaan 1 -
7. | [lopsimok ABMKEHHsI JOKYMEHTOB B OpPTaHHU3AIUHU, UX PETHU- 5 1
CTpalysi ¥ KOHTPOJIb UCIOJTHEHUS
8. | Cucremaru3zanusi JOKyMEHTOB U X XpaHEHHE. 2 -
9. | Opraam3anus paboThl ¢ KOHQUACHINAIEHBIMA JOKYMEHTAMH. 1 -
10. | OcHoBHbIe HanpaBJIeHUs COBEpIIEHCTBOBaHMs cucteMsl JJIOY 1 -
NTOI'O 14 2
4.4. IlepeyeHb TeM NPAKTHYECKUX 3aAHATHH (CEMHMHAPOB).
O0BéM, u
FJJ;_; Tema npakTH4YeCKOro 3aHATHS dopma o0yueHus
OYHas 3a049Has
1 | Opranu3aiioHHO - paclopsAUTeIbHAs JOKYMEHTAIHS 2 1
2 | CoBpeMeHHBIE CIOCOOBI M TEXHHUKA CO3aHUs JOKYMEHTOB 2 -
3 | demoBas mepemnucka. 1 -
4 | JlokyMeHTalus 10 JUYHOMY COCTaBy 1 -
5 | Opranu3anus paOoTsl ¢ 0OpaleHUSIMH TPaXKIaH 2 -
6 | [Topsaok IBMKEHUS TOKYMEHTOB B OPraHU3aIUH, UX PETH- 2 1
CTpaIysi ¥ KOHTPOJIb UCTIOJTHEHUS
7 | CucremaTtn3anus JOKYMEHTOB M UX XpaHEHHUE. 2 -
8 | Opranu3zanus paboTsl ¢ KOHPHIESHIIMAIbHBIMU JTOKYMEHTAMHU. 1 -
9 | OcHOBHBIE HANPABJICHHS COBEPIICHCTBOBaHUS cucTeMbl [IOY 1 -
NUTOT'O 14 2
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4.5. IlepeyeHb TeM J1a00PaTOPHBIX PadoT.

JIaGopatopHbie pabOThl yU€OHBIM IUIAHOM HE MPEAYCMOTPEHBI
4.6. Buabpl caMoCcTOATEIbHOM PadOThI CTY/1EHTOB.

4.6.1. IloaroroBKa K ayIMTOPHBIM 3aHATUAM

HOI[I‘OTOBKa K ayJAUTOPHBIM 3aHATUAM OCYHICCTBIIACTCA C UCIIOJIB30BAHUEM PCKOMCEHIO-

BAaHHBIX CTYJEHTaM YY€OHHUKOB M Y4ECOHBIX TTOCOOUHA.

4.6.2. IlepedyeHb TeM KypcOBBIX padoT (IPOEKTOB).

KypcoBbie paboThl y4eOHBIM IIJIAHOM HE MPETyCMOTPEHBI

4.6.3. Ilepeyennb Tem pedepaToB, pacueTHO-TpapuuecKux pador.

=

Tema pedepara

CoNoOA~WNE

e e N
WN PO

24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

JlenonpousBoACTBO U ero craHoBieHue B Poccun

HopmaTtuBHO-IpaBoBas 06a3a 1eI10npon3BOJICTBA

VYHuUKanus u cTaHAapTU3alnus B A€I0IPOU3BOICTBE

Cucrema JOKyMEHTAIMOHHOTO 00ECIIEYEHNUS YIIPaBICHUS

Krnaccudukanus nenoBoii JOKyMeHTaIH

3HavyeHne OJaHKa JOKYMEHTa U OCHOBHBIE IIPaBUiIa €ro 0(OpMIICHHUS

[TpaBuiia BHYyTpEHHETO TPYAOBOTO PACHOPSIIKA.

[Tonoxenne o CTPyKTYPHOM MPOU3BOACTBEHHOM NOPA3IeIICHIH TPEITPUITHS.
JloJKHOCTHAsI MHCTPYKIMS PaOOTHHKA.

. OcobGeHHOCTH 0OPMIICHHS PACTIOPSAIUTEIBHBIX JOKYMEHTOB

. OcoOeHHOCTH /IeI0BOTO OOLICHUS M TPEOOBAaHUS K YIIPABICHYECKOH NH(POPMAIIHH.
. O¢unmansHO-AET0BOI CTHIIB.

. TpeboBaHus K TEKCTaM JOKYMEHTOB.

14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

Oco0eHHOCTH Pa3INYHBIX BUAOB CIIYKEOHOTO MHChbMa

SI3BIK U CTUIIb CITYKEOHOTO MUChbMa

DTUKET B JCIOBOM NIEPETHICKE

[IpaBuna opopmieHHsI KOMMEPUYECKHX MHUCEM K 3apyO0eKHbBIM MapTHEPaM

TpynoBoi IOroBop: CTPYKTYpa, COAEPHKAHUE U MOPSAIOK 3aAKITIOUCHUS.
JIOKyMEHTUPOBaHUE PE3YIbTATOB JAEATEIBHOCTH IIEPCOHANA.

Benenue Tpy1oBoil KHIKKH paOOTHUKA.

Odopmiienne, BeieHHE U XpaHEHHUE JIMYHBIX JIe]l.

[IpaBoBble OCHOBaHUS AJ1s1 pa0OTHI C OOpPAIICHUSIMU TPAKIaH.

[TopsiioK BBINOJIHEHUS aJMHUHUCTPATUBHBIX MPOLEAYP MO paboTe ¢ OOpalIeHUSIMHU Ipax-
JlaH.

PesynbpTathl paboThl ¢ 0OOpalIeHUAMHU TPaKAaH.

PannonanpHast opranusaiusi J0KyMeHTO000pOTa Ha IPEATPUATHH.

Perucrpanus u nHAEKcalus T0KyMEHTOB: MOPSAOK, paBuia, GOpPMBI.

KoHTpo:b 3a ucnonHeHneM JOKYMEHTOB: 3Tallbl U CPOKU KOHTPOJIS.

DKcrepTu3a IEHHOCTH JOKYMEHTOB M JOKYMEHTHOM HH(pOpMaIuy.

[TonsiTue apxuBa u uctopusi popmupoBanus ['ocyrapcTBeHHON apXUBHOM c1yxOb1 PO.
CocTaB U HaIlpaBIEHMS 3aLIUTHI TOKYMEHTHON MH(OpPMAIIH.

Cucrema 3alMThI ICHHON HHPOPMAIMU U KOH(UIEHIIMATBHBIX JOKYMEHTOB.

3ammra KoHQUISHIMAIBHON HH(OPMAIMK TPU MPOBEIESHUH COBEIIAaHUH U TIEpErOBOPOB.
PanmonanpHasi opraHu3alioHHasi CTPYKTYypa Cly>KObl 1€JI0NPOU3BOICTBA

[TpumepHsIii Tabenb GopM JOKYMEHTOB.

Opranu3zaiys paloHAIBHOTO IBHKEHUS JOKYMEHTOB BHYTPU OpraHU3al1u.
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4.6.4. IlepedyeHb TeM M y4eOHO-METOANYECKOT0 o00ecnedeHHs ISl CAMOCTOATE/ILHOM pado-
Thl 00y4arOIIUXCS.

No VuebHo- O0BéMm, U
I /;1 Tema caMOCTOSATETHHON PAOOTHI MeTogudeckoe | dopma oOydeHus
obecrieyeHne OYHasi | 3a04Has
1. CojeprkaHue  3a7a4uu Kypca. 4 6
2. | OpranM3anoHHO - PaCHOPSAUTENbHAS JTOKY- 6 8
MEHTaIUs
Konosanosa
3. CoBpeMeHHBIC CIMOCOOBI M TEXHUKA CO3JaHUS C.H. Jlok ) 4 6
H. YMEH
JIOKYMCHTOB TaI[MOHHOE
4. | JlenoBasi mepenucka. obecrieyenue 4 6
5. JlokymeHTaIus 1o JIMYHOMY COCTaBy YOpaBJICHUS. 4 8
6. Opranu3anus paboThl C OOpaIICHUSIMU TPaXaaH Y4eGHoe moco- 4 6
7. [Topsiiok ABMOKEHHS TOKYMEHTOB B OpraHH3a- oue/ Konosaio- 6 8
MM, UX PETHUCTPALUS U KOHTPOJIb UCTIOJTHCHUS Ba C.H. Ca-
8. CucremaTu3zalus JOKYMEHTOB U UX XpaHEHHUE. Buerko T.B. - 4 10
9. Opranuzanus paboTsl ¢ KOHPHUISHIUATBHBIMU Boporex: 4 6
JOKYMCHTaMHU. BI'AY, 2014
10. | OcHOBHBIEC HAPABIECHUS COBEPIICHCTBOBAHUS 4 6
cucremsl JIOY
Bcero 44 68

4.6.5. Ipyrue BBl CAMOCTOSITEIbHON Pad0Thl CTYI€HTOB.

CamocrosTenpHas INOoAroTOBKa M HOI[60p MaTcpHralia 1l paCCMOTPCHUA KOHKPCTHBIX
CI/ITyaIII/Iﬁ Ha NPAKTUYCCKUX 3aHATHAX.

4.7. IlepeyeHb TeM U BU0B 3aHATHI, IPOBOAUMbIX B HHTEPAKTHBHOM (popme

Ne | ®opwma 3anaTHA Tewma 3anaTHA WurepaktuBHblil | OObEM,

/1 METOJI q

1 [IpakTHueckoe Opraan3aloOHHO - paCOPSIUTEIb- aHaJIN3 KOHKpET- 2
Hasl TOKYMEHTaIUs HBIX CUTYyaIui

2 [IpakTHueckoe [enoBas nepenucka. aHaJIN3 KOHKPET- 1
HBIX CUTYyaIui

3 [IpakTHueckoe JoxymeHTanus 1o JIMYHOMY COCTaBy aHaJIN3 KOHKpET- 1
HBIX CUTYyaIui

Htoro 4
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S. ®oHJ OLEHOYHBIX CPEACTB U MPOBEACHHUA MPOMEKYTOYHOH aTTeCTALUN
5.1. ®OC Tekyumero KOHTPOJIA.

TEKYIIUI KOHTPOJIb 3HAaHUH 00yYarOIIUXCsI OCYIIECTBIIACTCS B CIEIYIOMUX (hopmax:

- YCTHBIH ONPOC HA MPAKTUIECKUX 3aHATHUIX;

- TecTHpOBaHUE (MMMCbMEHHOE M KOMIIBIOTEPHOE);

- KOHTPOJIb CAMOCTOSATEIILHOM paboThl 00yUaroImuxcs (B yCTHON (hopMe U MUCHMEHHOMH dopme).

5.2. Buabl HTOrOBOr0 KOHTPOJIS.

a) Dk3aMeH y4eOHBIM IUTAHOM HE TIPETyCMOTPEH.
0) 3aueT mpoBOIUTCS B GOpME YCTHOTO OIpoca.

BOl'[pOCLI K 3a49€Ty M0 JUCUHUILJINHE.

Yro Takoe Jen0Nnponu3BOACTBO U KaK OHO MOXKET ObITh OPIraHW30BaHO Ha MPeIpUITUN?

Uro Takoe TOKYMEHT U KaKOBa €ro poJib B YIPABICHUECKOW ACITETbHOCTH?

Yro Takoe yHU(DUKALUSA U CTAaHIAPTU3ALUS YIPABICHYECKUX JOKYMEHTOB?

Kakue BUIbI TOKYMEHTOB CYIIECTBYIOT?

Yro Takoe GJIaHK JOKYMEHTA U B YEM COCTOUT €ro 3HaYeHue Npu 0hOpMIIEHUH JOKYMEHTOB?

Kakne ocoOeHHOCTH XapaKTepHBbI AJis 001ero Oj1anka u 6JaHka s mucem?

Kak opopmiserca Ycras npeanpustus?

KakoBbl 0coOeHHOCTH 0(OPMIIEHHS ITATHOTO PACITUCAHUSA?

KakoBsl o0miue npaBuia opopmiieHns paclopsAUTENIbHBIX TOKYMEHTOB: IIOCTAaHOBJICHUS,

pelIeHus, pacropsHKeHUs ¥ IpUKa3a?

10. Kakum oOpa3zoM odopmiiseTcs MpruKa3 o OCHOBHOM JACSITEIBHOCTH?

11. Yro Takoe mMpOTOKOJI U JIJISl 4ero OH 0hOpMIISETCS ?

12. B ueM 0cOOE€HHOCTH COCTaBJIEHUS MOJIHOM U KpaTKoi popMbI MpoTOKOoIa?

13. Kakum o6pazom opOopMIISFOTCS TOKIIATHBIE 3aITUCKA?

14. Kakue 10KyMEHTBI OTHOCATCS K JIOKYMEHTAIUU 10 JIMYHOMY COCTaBy?

15. Yro coboii mpencTaBisieT TPYAOBOM JOTOBOP U KAKUE CBEJIEHUSI OH COJIEPKUT?

16. KTo moxnmuceIBaeT TpyA0BOH JOrOBOP, B CKOJIBKHUX 3K3EMIUIpax OH 0(hOPMIISIETCS U I/Ie OHU
XpaHATCS

17. Kakue neficTBUs 0(OpMIIIOT IPUKA3aMU 110 JINYHOMY COCTaBY?

18. B ueM ocoOeHHOCTH O(OPMIICHHS MTPUKA30B MO JIMYHOMY COCTaBy?

19. Kakue cBenieHHsI 3aHOCSTCS B TPYIOBYIO KHMKKY M Kak 0(hOpMIISIFOTCS 3aIICH B HEeit?

20. B kakux ciydasix ¥ Kakum o0pa3oM oopmisieTcst JyOauKaT TPYAOBOH KHUKKHU?

21. Kakum 00pa3oM BHOCSATCSI U3MEHEHHs B 3aIIUCH B TPYIOBON KHUXKKE?

22. Korpna Beigaercst pabOTHUKY Ha PYKH TPYIOBast KHIKKA U T/I€ XPaHIT HEBOCTPEOOBaHHBIE
TPY/AOBbIE KHUKKH?

23. Kak odpopmitsieTcst aBToOnorpagus?

24. Kak opopMIIsIOTCS paciycKa U JT0BEPEHHOCTh?

25. Kakoit mopsiiok popMHUpOBaHUS U BEACHUS JIMYHOTO J1ena’?

26. Yto co0oii mpeacTaBisieT Cly>KeOHOe MUChMO?

27. B ueM cocTosT 0COOCHHOCTH Pa3IMYHbIX BUIOB CITYKEOHOTO TUChMa?

28. Kakue ciioBa 00ecrieunBaioT yCcrex B JIeJI0BOM NMEPENUCKe U B YeEM COCTOUT OCOOEHHOCTD CO-
CTaBIICHHSI TEKCTA MUchma?

29. Kakyto ¢popmy oOpallieHus ¥ MoueMy cieyeT NIPUMEHATh U KakuMH (pazamMu 0OBIYHO 3a-
KaHYMBAIOT TUCBMO?

30. KaxoBbI mpaBoBbIE OCHOBaHMSI JJIs1 pabOThI C OOPAIEHUsIMH T'pakJaH U BUABI ATUX oOparie-

HUN?

CoNoOA~WNE
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31.

32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
48.
49.
50.

cTp. u3 15

KakoBbI cocTaB, MOC/IeI0BaTeIbHOCTh U CPOKU BBIMOJTHEHUS aJMUHUCTPATHBHBIX MPOLIECTYP
1o paboTe ¢ 0OpaIIEHUSIMH TPaXKIaH?

KakoBbI pe3yibTaTel pabOThI ¢ 0OpaIIeHUsIMHU TPaXKIaH?

UYTo NOHUMAIOT MOJT AOKYMEHTOOOOPOTOM MPEANPUATHUS?

Kak mpoBosT 00paboTKy MOCTYNHBIIUX JOKYMEHTOB?

KakoBbl npaBuiia 06pabOTKH OTIPABIIAEMBIX JOKYMEHTOB?

Uro Takoe perucrpanusi JOKyMEHTOB U KaKOBa €€ POJib B JEJIONPOU3BOICTBE?

Kakwue cymiecTByOT TUIIBI pErUCTPAIMOHHBIX YUE€THBIX (hopm?

Kakue 3agaum pemaroTcst py MOMOIIX CHCTEMbl KOHTPOJISI UCTIOJTHEHUS IOKyMEHTOB?
Kak noxymeHT Gepercst Ha KOHTPOJIb U B KAKOH MOMEHT OH MOJKET OBbITh CHST C HEro?
Uro Takoe feno u kakuM odpa3zom oHo hopmupyercs?

Kakue kpurepun popmupoBaHus siea Bbl 3HaeTe?

Uto Takoe HOMEHKJIaTypa J1en?

KakoBbl paBuiia XpaHeHHsI TOKYMEHTOB B CTPYKTYPHBIX MOJPa3AeICHUsAX?

Urto Takoe apXuB U KAKUE BHUJIBI APXHBOB CYIIECTBYIOT?

Kakue Qpynkuuu Boznararorcs Ha apXuB?

Kakas mocnenoBaTeibHOCTh O(OPMIICHHS JIe] K ClIa4e B apXHB?

Kak mpoBouTCs 3KCHepTH3a HEHHOCTU JOKYMEHTOB?

KakoBbI 0cOO€HHOCTH MOIHOTO OGOPMIICHHS IEJT 111 apXUBHOTO XpaHEHHs?

Kak cocrasmsttor onucu nen?

TexHomorus 3aUTHl JOKYMEHTHOM MH(POPMAIIUH.

[TonHoe onucanue poHA OLIEHOYHBIX CPEJICTB JJIsl POMEKYTOUHOM aTTecTanuu o0yda-

OIMUXCA C IICPCUYHEM KOMHGTGHHHﬁ, ONMCaHuEeM IoKa3aTeaeH u KpUTCPUCB OLICHUBAHUA KOMIIC-
TGHHHﬁ, [OKaJI OOCHUBAaHWA, TUIIOBLIC KOHTPOJIbHBIC 3aiaHUA U METOAUYCCKHUEC MAaTCpHUAJIbI IIPE -
CTAaBJICHBI B COOTBCTCTBYIOILICM pa3JCJIC VYMK.

6. YueOHO-MeTOANUECKOE 00ecTIeueHne TUCHUIIHHBI.

6.1. Pexomenayemast iureparypa.

6.1.1. OcHoBHAs JUTEpPaTypAa.

No Vs1aTen l'on Kon-Bo
m/ ABTOp 3arnaBue I'pud n3nanus A n3zaa- 3K3. B
CTBO
I HUSA ouoI.
JlokymeHTanuon- EOH%M:HZZ_II\;O
1 Konosanosa C.H. | Hoe obOecnieueHue B(:)gnfc Tglfn 01/1}3?- Boponex: 2014 109
Capuenko T.B. YIIPaBJICHUS. BOCTRCHI I; BT'AY
VuebHoe nocobue. | SorC BEHIOTO
MEHEHKMEHTA
M.: I/ISI”[aTeJ'IB— 2015 <URLh
¢1B0 "DO- ttp://zna
2 bacosckas E. H. | lenonpownsBoactBo PS,%/L : S(SO nium.co
: YueOHoe mocobue i . m/go.ph
U3/1aTeIbCKUN hll
p?id=43
uentp MH- 0325>
OPA-M" '



http://www.catalog.vsau.ru/cgi-bin/zgate?ACTION=follow&SESSION_ID=30038&TERM=%D0%91%D0%B0%D1%81%D0%BE%D0%B2%D1%81%D0%BA%D0%B0%D1%8F,%20%D0%95%D0%B2%D0%B3%D0%B5%D0%BD%D0%B8%D1%8F%20%D0%9D%D0%B0%D1%83%D0%BC%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
http://znanium.com/go.php?id=430325
http://znanium.com/go.php?id=430325
http://znanium.com/go.php?id=430325
http://znanium.com/go.php?id=430325
http://znanium.com/go.php?id=430325
http://znanium.com/go.php?id=430325
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6.1.2. JlonosiHATEIbHAS IUTEPATYpPA.

Ne
n/a

ABTOD

3ariaBue

UznarenncTBO

T'ox u3-
TaHUA

brikoBa T. A.

o0ecrieueHre yrpaBieHUs

JlokyMEeHTalMOHHOE

(memonpon3BOCTBO):
VYuebHoe mocodue

M.: OOO "Hay4yHo-u31aTebCKUi
uentp MHOPA-M",
<URL:http://znanium.com/go.ph
p?id=390575>.

2015 .

Ky3uenos U. H.

JlenoBoe IUCHMO

M. : Jamkos u K,
<URL.:http://e.lanbook.com/boo
ks/element.php?pll_cid=25&pl1

_id=3570>

2014

Kypnain

Jenonpon3BoCTBO

M.:13x. Jlom «YpaBineHue
IIEPCOHATIOM»

6.1.3. MeToauuyecKkue YKazaHus AJisd Oﬁy‘lalOHII/IXCH 0 OCBOCHHIO TUCHHUIIIMHDBI.

Howmep
3aKasa

ABTOD

3arnaBue

N3na-
TEJILCTBO

T'ox u3-
IaHus

2

3

4

5

6

9326

Konosa-

sgosa C.H.

Pa0ouast TeTpajp 1S IPAKTUUECKUX 3aHATHH 110
mucruuinHe «OCHOBBI JIJTOTIPOM3BOACTBA U J10-
KyMEHTO000pOTa» ISl CTYACHTOB I'yMaHHTapHO-
MpaBoOBOrO  (aKyibTeTa, OOYYaIOUIHXCSI o
HampasneHuio 38.03.04 (081100.62) — «["ocynap-
CTBEHHOE M MYHHIMIIAIFHOE YIPABICHUE», IIPO-
(b TOATOTOBKH OakanaBpoB «MyHHIUIIATBHOE
yIIPaBJICHHUE).

Bopo-
HEX:
BI'AY

2014

9330

Konosa-

smosa C.H.

MeTtoandecknue yKa3aHus MO BBHITOJHEHUIO KOH-
TPOJIEHBIX paboT Mo aucuuriuHe «OCHOBBI JeN0-
MPOM3BOJCTBA M JIOKYMEHTOOOOPOTa» ISl CTy-
JICHTOB 3a0YHOTO OTACJCHUS  T'YMaHUTApHO-
mpaBoBoro  (akynmpTeTra, OOydYalomMxcs 1O
nHamnpasienuio 38.03.04 (081100.62) — «"ocymap-
CTBCHHOC W MYHUIUIIAJIBHOC YIPABJICHHC), IIPO-
(Wb TOATOTOBKH OaKaaBpoB «MyHHITUIATBHOE
YIPABICHUEY.

Bopo-
HEX:
BI'AY

2014

6.2. Ilepedyenb pecypcoB MH(pOPMAIMOHHO-TEJIeKOMMYHUKALMOHHON ceTn «HMHTEp-
HeT» (najee — ceTb «MHTEepHET»), HEOOXOAUMBIX VIS OCBOCHUSI AN CUMIIJIMHBI.
1.Koncynperant-mmoc <URL: http://www.consultant.ru/
2.®enepanbHBI 00pa3oBaTeNbHbIN MopTal «OKoHOMHKA, Commonorus, MeHeKMEHT»
<URL: http://ecsocman.hse.ru/

6.3. CpeacrBa obecnieueHUs1 OCBOCHMSI JUCIHUNIMHBI.

6.3.1. KomnbrorepHbie 00y4yaomye 1 KOHTPOJIMPYOLIHMe TPOrPaMMBbI.

DyHKIMS IPOrPAMMHOTO 00ECIICYEHN S
Ne | Bug yuebHoro | HanmeHoBaHue mporpaMMHOTO H porp
n/n 3aHATHUA o0ecrieueHus KOHTPOJTB MozenHpy- | 6yaatomas
Io11as
1. | mpaktuyeckoe |mporpamma ACT-tect X

6.3.2. Ayauo- 1 BUI€0nocoous.

He HCIIOJIB3YIOTCH



http://www.catalog.vsau.ru/cgi-bin/zgate?ACTION=follow&SESSION_ID=30038&TERM=%D0%91%D1%8B%D0%BA%D0%BE%D0%B2%D0%B0,%20%D0%A2%D0%B0%D1%82%D1%8C%D1%8F%D0%BD%D0%B0%20%D0%90%D0%BB%D0%B5%D0%BA%D1%81%D0%B0%D0%BD%D0%B4%D1%80%D0%BE%D0%B2%D0%BD%D0%B0%5B1,1004,4,101%5D&LANG=rus
http://znanium.com/go.php?id=390575
http://znanium.com/go.php?id=390575
http://e.lanbook.com/books/element.php?pl1_cid=25&pl1_id=3570
http://e.lanbook.com/books/element.php?pl1_cid=25&pl1_id=3570
http://e.lanbook.com/books/element.php?pl1_cid=25&pl1_id=3570
http://www.consultant.ru/
http://ecsocman.hse.ru/
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6.2.3. KomnbroTepHble Npe3eHTalu Y4eOHbIX KYpPCOB.

Ne n/n Paznen qucuumimabl Jlexkuuu | TI13
1. Copep:xaHue U 3aa4u Kypca. ecTh -
2. Opranu3aivoHHO - pacopsAIUTEIbHAS JOKYMEHTAIUS eCcTh eCTh
3. CoBpeMeHHBIE CITOCOOBI U TEXHUKA CO3JIaHHsI JOKYMEHTOB eCcTh eCTh
4. JlenoBas nepenucka. eCTh eCTh
5. JloKyMeHTaIys o JIMYHOMY COCTaBy eCTh eCTh
6. Opranu3zanus paboThl ¢ 0OpaIICHUSIMU TPAXKIAH. eCTh eCTh
1. [Topsimok NBHKEHMSI TOKYMEHTOB B OpPTraHM3allid, UX PETHCTpallUs U | €CTh eCTh

KOHTPOJIb UCTIOJTHEHUS
8. CucreMaru3anusi JOKYMEHTOB M UX XpaHECHHUE. CCTh CCTh
9. Opranu3zanus paboTsl ¢ KOHPHUICHITUATBHBIMU JTOKYMEHTAMH. eCcTh eCTh
10. OCHOBHBIE HaIlpaBJICHHS] COBEPIIEHCTBOBaHUS cucTtembl JJOY €CTh €CTh
7. MaTepHaJIbHO-TeXHHUYECKOe o0ecnedyeHre IUCHUIINHBL.
Ne | HaumenoBanue o0opyio- [Tepeuenb OCHOBHOTO 00OpYIOBaHUS,

1/ | BAaHHBIX Y4€OHBIX KaOUHE- npuOOpOB U MaTepHalIOB
I | TOB, OOBEKTOB JJIs IPOBE-
JICHUs 3aHATUI
1 | JlexuuoHHBIE ayAUTOPUH - BUJICOIIPOEKIIMOHHOE 000pYA0BaHKE ISl IPE3EHTalUI;
- CpPeICTBA 3BYKOBOCIIPOU3BEICHHUS;
- 9KpaH;
- BBIXO/JI B JIOKQJIbHYIO CeTh B VIHTEepHeT.

2 | Ayautopu Juis IpoBeze- Aynutopust, 000pyJOBaHHAas ClELUAIN3UPOBaHHON Mele-
HUS IPAKTHYECKUX 3aHATHH | JIBIO, TOCKOM.

3 | Ayauropuu Juist TeKymero | 15 KoMnbroTepoB B KaXJI0W ayJUTOPUH C IPOrpaMMOi
KOHTPOJISI  TPOMEKYTOU- | TIPOMEKYTOYHOTO M TeKytero tectupoanns AST-Test
HOW aTTecTaluu Player 3.1.3)

4 | Aynuropuu AJis TPyNIOBbIX | Ayautopus, 000pya0BaHHas CHEHalIn3UpOBaHHON Mebe-
Y UHIUBUAYaJIbHBIX KOH- JIbI0, TOCKOH, EPCOHATIBHBIM KOMIIBIOTEPAMH C BBIXOJIOM B
CylbTanui JIOKaJIbHYIO CeTh ¥ VIHTEpHET, JOCTYNOM K CIIPaBOYHO-

npaBoBbIM cucteMaM «lapanT» u «Koncynprant [lnrocy.

5 | [lomemenwne st camoctosi- | 50 KOMITBIOTEPOB C BBIXO/IOM B JIOKAJIBHYIO ceTh U MHTep-
TEJBbHOM padOoThI U BBINOJI- | HET, IOCTYIOM K CIIpaBOYHO-TIPaBOBBIM cuctemMaM «[ a-
HEHHSI KYPCOBBIX ITPOEK- paat» u «KoncynpranT [Tmocy, 31eKTpoHHbIE yaeOHO-
TOB/palbOoT (YUTANBHBIN 3271 | METOAUYECKHE MATepUAIIbl, OUOIMOTEYHOMY IIEKTPOHHOMY
ayn. 232a, yntanbHbli 3a1 | Karanory, ObC, K 3neKTpoHHOI HH(OpMAaLIMOHHO-
Hay4YHOH OMOJIMOTEKN) 00pa3oBaTeNIbHON cpefie

6 | [Tomemenne st XpaHEHUs | - 2 KOMITBIOTEPA, CKaHep, ABa MIPHHTEPA;

POGUITAKTHIECKOTO 00CITY-
KUBaHHS y4eOHOTO 000py-
noBaHus (1abopaHTCKast ay/.
272, oTnien onepaTuBHOTO
obecrniedeHurs yueOHOro mpo-
riecca ayn. 115a)

- CIICHUAJIM3UPOBAHHOC 060pyI[OBaHI/IC IJIL pPEMOHTA KOM-
NBIOTEPOB U OPITEXHUKHU




15 ctp. u3 15

15 ctp. u3 15

8. MexancuunjIHHapHble CBA3H

IIporokoa
COIJIacOBaHMs paboueli porpaMMBbl € JIPYITHMH AUCLUILIMHAMH
IIpennoxenus 06
HaumenoBanue quciu-
o U3MEHEHHSIX B pabo-
IUTHHBL, ¢ KOTOPOH % [Toxmucek
Kadenpa yell mporpamme. .
MPOBOJIMIIOCH COTJIACO- 3aB. Kadeapoit
3akmoyenue 06 UTO-
BaHHe
rax COrJlacoBaHMs
TeXHOXUMUYECKH
KOHTPOJIb Macell H
p TTAITIT CornacoBaHo %/ S
JKHPOB U IPOJYKTOB UX ‘
nepepaboTKH .
MenemKMeHT KayecTBa v S/
IPOAYKIIUH TITPIT CornacoBano
PAaCTEHUEBOJICTBA

ITporpammy cocraBuiL:
K.5.H., nouent Konosanosa C.H.



