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1. IEJIX OCBOEHUA JUCHUIIJINHBI:

O¢d(hexkTHBHOCT  yIpaBieHUs JIOOBIM IMPOM3BOACTBOM, B TOM YHCIE © OHOIUOTEYHO-
UH(QOPMAIIMOHHBIM, CYIIECTBEHHBIM 00pa30M 3aBUCHT OT KauecTBa MOATOTABINBACMON yIPaBICHYECKOHN 10-
KyMEHTAllUH, YPOBHS OPTaHM3allUHM NEATCTBHOCTH IO JOKYMEHTAI[HOHHOMY OOECIICUCHHIO YIPABICHUS
(AOY). Peanuzanusi mpakTUYeCKH BCEX HAMpaBJICHUH AEATEIbHOCTH OUOIMOTEK M CiyXO0 wuH(bOpManuu
(ympaBiieH4YeCKOH, XO3SHWCTBEHHOH, MPOW3BOJICTBEHHOH, HAyYHO-HCCIEIOBATEILCKOW M T.IL.), TpedyeT
COCTABJICHHSI U HCIIONB30BAHUS PA3IMYHBIX BHIOB YIPABICHUYECKUX HOKYMEHTOB. B Takoii curyarmm ocobo
AKTYaJBHOU SBIIIETCS TPOOJIeMa PaUOHATBFHOM OpraHU3aliy TOKYMEHTAIIMOHHOTO 00ECIICUeHHS YIIPABICHUS
Ha OCHOBE HCIIONB30BAHUS COBPEMEHHBIX CIIOCOOOB IMONYYCHHS W OOpabOTKH JOKYMEHTOB, BHEIPEHUS
CPEICTB aBTOMATH3AIMH I XpPaHEHUS U TOWCKa HH(OPMALNH, HEOOXOIMMON JJISl IPHHSATHSA ONTUMAJIBHBIX
000CHOBaHHBIX YIPABICHYECCKUX PEIICHUH.

Hear ocBoenusi mucmumuimH: COCTAaBICHUE YIPABICHYECKOW JOKYMEHTAMM B  YCIOBHSX
JIESATEILHOCTH OUOIMOTEYHO-NH(OPMAITHOHHBIX YIPESIKICHUN.

3amauu THCIUIUIHHBL:

* W3yUYCHHWE CUCTEM JOKYMEHTALMW, B YAaCTHOCTH, YHU(DHUIIMPOBAHHBIX CHUCTEM YIIPABICHUYCCKOM
JIOKYMCHTAIINH;

* COCTaBJICHHE YIIPAaBICHYCCKOW MOKYMEHTAlUH B YCIOBHSAX MAEATEIHHOCTH OHOIMOTEYHO-
UH(OPMAIOHHON AEATSIFHOCTH;

* IBYyYEHHE COCTaBa, CTPYKTYphl W THITOJOTHYCCKAX OCOOCHHOCTEH CHCTEM YIIPaBIEHUECKOMH
JIOKYMEHTAINH, GYHKIMOHUPYIONINX B OMOINOTEKAX H CITy>k0axX HH(pOpMAIIHH;

* mpuoOpeTeHHE TMNPAKTUYCCKUX YMEHHUH M HABBIKOB II0 COCTABJICHHIO PAa3JIUYHBIX BHUJIOB
YIIPaBIECHUYECKUX JOKYMEHTOB.

* W3y4YeHHE OPraHU3allMU JOKYMEHTOOO0OpOTa B HH()OPMAIMOHHO-OMOIMOTECYHOM YUYPEKICHUH B
YCIIOBUSAX KaK TPAIUIIMOHHOW, TaK ¥ aBTOMATU3UPOBAHHOU TEXHOJIOTHH.

2. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OIIOII BO
b1BM?2]J]I4 — npodeccuonanpHass AUCHUIUIMHA NpoduinbHOM moaroroBku Yactu bioka 1,
dbopMupyemMoii yaacTHUKaMU 00pa30BaTeIbHBIX OTHOIICHUH.

3. KOMIIETEHIIMA OBYYAIOILLIEI'OCH,
OOPMUPYEMBIE B PE3YJIbTATE OCBOEHUA JTUCIIUTIJINHBI

ITpouecc n3yyeHns JUCHUIIMHBI HAIIPaBJIeH Ha (OPMHUPOBAHUE CIIETYIOINX
npodeccHoHaIbLHBIX KOMIIETeHIHI (OPraHU3alHOHHO-YIIPABJICHYCCKHX)!
INIK-7 — ToroB k ywacTHi0 B (OPMUPOBAHMM U TOMJEPKKE PALMOHAIBHONH CHUCTEMBI
JOKYMEHTAI[MOHHOT0 obecrieueHust podecCUOHATIBHOM JesITeIbHOCTH.

B pesynbpTaTe 0cBOCHUS AUCIUTIITUHBI 00YYAFOIIHIACS OJIKEH:

3HATh. TIOHATUHHBIN ammapaT JOKYMEHTAIIMOHHOTO OOECICUCHHUS YIPAaBJICHHSA, KIIACCHU(PHUKAIIHIO,
OCHOBHBIE PEKBU3UTHI U OPTaHU3ALUIO paOOTHI C YIPABICHYECKOI JOKyMEHTALUEH;

YMeTh: IPUMEHSITh Ha MpakTHKe 3Q(PEeKTHBHBIC TEXHOJIOTHH JICTIONPON3BOJICTRA,;

BJIAJIeTh . METOJIaMH IPOCSKTUPOBAHUS JIOKAILHOW BHYTPH OMOJMOTEYHOM TOKYMEHTAIINH.

4. CTPYKTYPA Y COAEP)KAHUE YYEBHOM (PABOUYEM) TIPOT'PAMMBI
JAUCIUIIJINHBI
OO0mmas Tpy10eMKOCTh JUCIUIUTHHBI COCTABIIAET 2 3a4€THBIX €MHUII, /2 Yaca.
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1. Pazgen 1. Opranuzanust ¥ TEXHOJIOTHUS 9 4 2 2 25
paboThI C yIIpaBIeHYECKUMHU JOKYMEHTAMHA




2. Paznen 2. Opranuzarust 10 4 1 2 32
JOKYMEHTALMOHHOTO 00eCTIeICHUS 3agér
yIpaBjieHus B OuOIMoTeyHo-

MHGPOPMAITMOHHBIX YUPESIHKTCHHISIX

Hroro: 72 8] 3 2 2 57

5. OBPA3OBATEJIBHBIE TEXHOJIOI'MHU

[pu npoBeaeHUY 3aHATHI ¥ OPTaHH3aUU CAMOCTOSITEIBHOW paObOTHI 00YYAFOIIUXCSI UCTIONB3YIOTCS:

TPAANLMWOHHBIE TEXHOJIOT M OBYUYEHU S, npenmnonararomye UCrojib30BaHHe MPOOIEMHBIX
JeKIUH, BepOalbHO-BU3YAIILHBIX CIOCOOOB COOOIICHHsS Y4eOHOro Marepuana, JOTHYECKUX 3aJaHuH,
3HAKOMCTBO C HAy4YHOH JTUTEepaTypol 3a mpeneiaMu y4eOHOM MmporpamMmbl IO 3aJaHuio mpernoaaBatelns. [Ipu
NPOBEPKE 3HAHWW HCIONB3YIOTCSA TEPMUHOJIOTUYECKHE JUKTAHTBI, 3a4eTHhIC 3aaaHus. OpraHu3aims
CaMOCTOSITETBHOW paboThl CTYAEHTOB MpPEAyCMAaTpUBACT PadOTy C TPAAUIHOHHBIMA H DICKTPOHHBIMU
yaeOHUKaMH, BeICHUE KOHCIIEKTOB 10 H3y9aeMOii InTeparype, paboTy ¢ JOKYMEHTaMH, CTaThbIMHU B HAYIHBIX
JKYpHAIax MO PEeKOMEHIAIWH MPENoAaBaTelsl, BBICTYIUICHHS C JOKJIAJaMH Ha CEMUHApe, CaMOIPOBEPKY IO
BOIIPOCAM, TIPEINIOKEHHBIM PEIOIaBaATEIICM.

CornacHo y4yeOHOMY IJIaHy KOJUYECTBO YacOB TIO JUCITUTUINHE — 72,

5.1. COJEP’)KAHME PA3JEJOB (TEM) JUCLIUILIMHBI
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Pazpnen 1. Opranu3anusi ¥ TEXHOJIOTHs PaGoThI € yNPaBJIeHYeCKUMH TOKYMeHTaMU
1. [XapaktepucTHka OCHOBHBIX I'PYIIIT HOPMATHBHBIX |9 3 1 2
JIOKYMEHTOB, PETJIAMEHTHPYIOIIHX
JIOKYMEHTAIIMOHHOE 00ECIICUCHUE YIIPaBICHHS
2 |OpraHuszamnus J0KyMeHTo000poTa 9 5 1 1 3
3 |OcHoBHBIC 3Tambl padOTHI C TOKYMEHTaMH 9 7 1 1 5
4 | XapaKkTepuCTHKa CHCTEM YIpaBICHYCCKON 9 8 1 1 1 5
nokymeHTanuu. CocTaBieHuEe H 0pOpPMIICHHE
OTACJIBbHBIX BUIOB HOKyMeHTOB
5 |Craguu co3maHus YHUQUIIMPOBAHHBIX CHCTEM |9 5 5
JIOKYMEHTAIAN
6 |JenoBsic mucrMa 9 5 5
Hroro (9 cemectp): 33 4 2 2 - 25
Paznes 2. Opranu3anus 10KyMeHTAMOHHOTO o0ecrieyeHusl ynpaBjeHus B 0U0IM0TEedHO-
HH()OPMATMOHHBIX YUPEKIEHUSIX
7 |Cmyx0a JOKYMEHTAIIMOHHOTO 00ecreueHus 10 17 2 1 14
yIpaBjieHUs B OMOIHMOTEUYHO-UH(POPMALIMOHHOM
VUPSHKICHUH
8 |[IpaBuna odhopmiieHUs yIIpaBIEHICCKUX 10 18 2 2 14
JIOKYMEHTOB B OMOIMOTEYHO-HH(POPMAIIMOHHBIX
YUPEKICHUSIX
3auér 4 4
Hroro (10 cemectp): 39 4 1 - 2 32
BCEI'O: 72 8 3 2 2 57




PA3JEJ 1. OPTAHU3ALIUA U TEXHOJIOI'USI PABOTHBI C YIIPABJIEHYUECKUMU
JOKYMEHTAMU
Tema 1. XapakTepuCcTHKA OCHOBHBIX I'PYII HOPMATUBHBIX JOKYMEHTOB, PerJaMeHTHPYIOIIHX
TOKYMEHTAI[MOHHOE 00ecneueHne ynpaBieHus
OcHoBHBIe TpeOoBanusa kK odopmieHuro gokymeHToB B [OCTe P® 6.30-2003 «YHupuimpoBaHHbIE
CHCTEMBI JIOKyMEHTaluH. YHHU(UIMPOBAHHAS CHCTEMa OpPraHU3allMOHHO-PACHOPSANTENBHON IOKYMEHTALUN
«TpeboBanus K 0HOPMIICHHIO TOKYMEHTOBY.

Tema 2. Opranuzanus 10KyMeHTO000poTa

Opranu3zanus padoThI ¢ JOKYMEHTaMH: MTOHATHE, TEXHOJIOTHYECKAs CXeMa.

Ionsatne  mokymeHntoobopoTa. IIpoekTMpoBaHHE ITOKYMEHTOIIOTOKOB B  HH(OPMAIMOHHO-
OMOMMOTEUHBIX YUpeKIeHHIX. CXeMBbI IOKYMEHTOO00pOTa: Ha3HAYCHHE, TpeOOBaHUS K pa3paboTke. MeTombl
ydeTa M COKpalieHHUs JOKYMEHTO000poTa.

OCHOBHBIC HAIpaBIICHHUS COBEPIICHCTBOBAHUS cOCTaBa M (OpPM JIOKYMEHTOB OpPraHU3aIlHH.
Brenpenne w npuMeHeHHWE YHH(DHUIIMPOBAHHBIX CHCTEM YIPABICHYECKOH NOKYMEHTALUH B ICATEIHHOCTD
HHPOPMAIIMOHHO-ONOJIMOTEYHBIX yupexaeHnid. Tabens GopM ITOKYMEHTOB, PUMEHIEMBIX B ACATCIHHOCTH
OpraHW3aliu: OINpeIclicHHe, Ha3HAYCHUE, CTPYKTypa. Aib0oM (opM JTOKYMEHTOB OpraHH3aldu:
omnpejeNcHre, Ha3HaUeHNe, CTPYKTYpa. [IpaBnina Benenns Tabens u arbooMa GopM TOKYMEHTOB.

Tema 3. OcHOBHBIE TaNbI PA0OTHI ¢ TOKYMEHTAMH

XapakTepuCTHKa OCHOBHBIX 3TAIOB pa0OTHI ¢ JOKYMEHTaMU: 00padOTKa JOKYMEHTOB; PETUCTPAIHS U
KOHTPOJIb HCTIONHEHHS; CUCTEMATU3aIs TOKYMEHTOB B JICIOIPOU3BONCTBE; (hopMHUpOBaHIE U OPOPMIICHUE
JIeJT; TOJTOTOBKA JOKYMEHTOB K Tiepeiaue Ha apXUBHOE XpaHEHUE.

TexHomorusi peanu3allii OCHOBHBIX JTamoB pabOTBl € JOKYMEHTaMH, COCTaB HCHOJIb3yEeMbIX
YHA(DUIIPOBAHHBIX (POPM H MPABUIIA UX 3aIIOTHEHHUS.

@opMyssip-obpasel; Kak  PasHOBHUIHOCTh TpaUuecKoOil MOAENH IOCTPOEHHsS JOKYMEHTOB.
Onpenenenne, Ha3HaYeHHE, TPEOOBAHUS K IIOCTPOSHHIO (hopMyIIsipa-o0pasia.

Tema 4. XapakTepuCTHKA CHCTEM yNpaBJeHYecKoi qokyMenTauuu. CocraBieHue u
odopMiIeHHE OTIEIBLHBIX BHIOB TOKYMEHTOB
OOiasi XapakTEpPUCTUKA CHUCTEM YIIPABICHYECKOW JIOKYMEHTALMHM: CHCTEMbl OpraHHW3alliOHHO-
OPaBOBOM  JIOKYMEHTAIMH; CHUCTEMBl  PACIOPSAUTEIbHOW  JTOKYMEHTAILMH; CHCTEMBl  CIIPABOYHO-
MH(OPMAIIMOHHON U CIIPaBOYHO-aHAINTHYECKOHN JOKyMEHTAINH; CHCTEMbI OTYETHON TOKYMEHTAIIUH.
Cocrapnenue u opopmieHre OTACIBHBIX BUIOB TOKYMEHTOB.

Tema 5. Ctagum co3ganust yHU(QUIMPOBAHHBIX CUCTEM JOKYMEHTALMH
ITocnenoBaTenbHOCTh M XapaKTEPUCTUKAa OCHOBHBIX CTaJMH CO3JaHHs YHU(DHUIIMPOBAHHBIX CHCTEM
OOKYMEHTaMU: opraHusamus paspaborku  YCJl, oOcrnenoBanme ITOKYMEHTOOOOpOTa, COCTaBICHUE
TEXHUYECKOTO 3allaHusl; pa3paboTKa MPOEKTOB YHH(PHUIIMPOBAHHBIX CHCTEM JOKYMEHTAINH, (HOpMYIsSpoOB-
00pas1oB, opM TOKYMEHTOB; IIPOBEACHUE ONBITHOM npoBepku YCJI; pa3paboTka OKOHUATEIbHON peaaKiIny,
coriacoBaHue, yTBepikaeHue, perucrpauus YCJl; u3gaHue; BHEAPEHUE; OpraHU3aLUsl CUCTEMbl BEICHHS U
cosepmreHcTBoBaHus Y C/I; TocynapcTBEHHBIN HAA30p U BEJOMCTBEHHBIN KOHTPOIb 32 BHeapeHuem Y CJI.

Tema 6. /lesioBbIe IHCHMA

Hasnauenue u kinaccuUKaUs IEITOBBIX IMACEM: IO CTETICHN JTOCTYIMHOCTH: MO CPOKaM HCIOJTHCHHS,
mo obbeMy; 1Mo BUIY cojaepikamieiics B Hell MH(POpPMAaIUK; MO CTHIIO W3JI0KEHHUS; MO KOMIUIEKTHOCTH; MO
KOMTIO3HIIMH; TI0 crioco0y aapecoBaHust; M0 HHHOPMAITMOHHOMY TTOBOJY JUIS ITOATOTOBKH. [ TaBHBIA KpUTEPHiA
JUIS  JIENOBBIX THCeM — (DYHKIMOHAIBHOE Ha3HaYeHHWe. ba3oBble KIaCCH(HKAIMOHHBIC KaTErOPHU:
oduIHATBHBIE JISTOBBIC TUChMa; YaCTHBIC JICTIOBBIC MMChMa; MUCHbMEHHBIE COOOIIECHUS.

OdurmansHbie ATOBBIE MUChMA: THCHMA-TIPOCHOBI; MTUCHhMA-COOOIICHHS; MMChMAa-3aMpoChl; MHChMa-
3a4BJICHUS; MHUCbMAa-TIOATBEPXKACHUS; MHCbMAa-3aKa3bl; MHUCbMA-TIPEIJIOKEHUA; MUCHhMa-IO0MOJIHEHUS;
nHGOPMAIMOHHBIE-TIHUCHMA; CONIPOBOIUTEIHHBIC MTUChMA H JIP.

UYacTHble [elOBbIE MHCHhMA: MHChbMAa-TO3/IPaBICHUS; MUChMa-TIPUTIIAIICHUS; MHCbMa-U3BUHEHUS;
MUChbMa JJIi  BBIPAKCHHS COXaJleHWST W COOOJIG3HOBAHMS, THCbMa [0 CIy4al MpeJCTaBJIICHHS,
OyraroapCcTBEHHBIC MTMCHMA; PEKOMEH IaTEIbHbIE TUChMA; TUChMa-OTKPBITKH | JIp.

PA3JEJI 2. OPTAHM3AIIUA JOKYMEHTAIIMOHHOI'O OBECIIEYEHUA
YIHPABJIEHUA B BUBJIMOTEYHO-UH®OPMALIMOHHBIX YUPEXKJIEHUAX
Tema 7. Cryx0a 10KyMeHTALlHOHHOI0 o0ecriedeHusl yNpaBJjeHUusi B 0M0JIMOTeUHO-
HHGOPMALTMOHHOM YUPesKIeHHH



Cnyx0a ITOKYMCHTAIl[HOHHOT'O OOCCIICUEHHsI YIpaBIeHHS B HHPOPMAIMOHHO-OHOINOTCIHOM
YUPEKACHUU: CTPYKTYypa, 3amaud, QyHKuuu. [lopsgok JesTeIbHOCTH CIIy)KObl JIOKyMEHTallHOHHOTO
obecniedenus ynpapieHus. [IpaBa u 00SI3aHHOCTH COTPYIHHUKOB CiTyk0b1 JIOY.

CocTaB U XapaKTepUCTUKA THITOBBIX JOKYMEHTOB, PETJIaMEHTUPYIOIIUX JIEeITEIbHOCTE cay)O0bl JJOY:
MOJIOKEHHE O CIIY)KOe, MHCTPYKITUS TI0 JEJIONPOU3BOJCTBY HH(POPMAIIMOHHO-ONOIMOTEYHOTO YUPEkKACHUS,
JOJDKHOCTHBIE HHCTPYKIUU PAOOTHUKOB CITYKOBI.

Tema 8. [IpaBuia oopmiieHHs yIpaBJIeHYeCKHAX TOKYMEHTOB B OM0IHOTETHO-
HH(POPMALUOHHBIX YUYpeKISHUAX

CoctaB 1 0011asi TUIIOIOTUYECKAsl XapaKTEPUCTHKA YIIPABIEHYECKUX TOKYMEHTOB, UCTIOJIb3yEMbIX B
JESITeIEHOCTH HH(POPMAIIMOHHO-OMOITHOTEUHBIX YUPSIKICHUIH.

OmnpenereHue MOHATHS «PEKBU3UT JIOKYMEHTa». | 0CymapCTBeHHbIC CTaHIAPTHI YHU(DHIIMPOBAHHON
CHCTEMBbI OPTaHU3AIUOHHO-PACIIOPAIUTEIBHON JOKYMEHTAIIUN KaK CPEICTBO YHU(DUKAIIMN U CTaHJAPTU3ALUH
coctaBa W MpaBuil OQGOPMIIECHUS DPEKBU3UTOB, HCIOJIBb3YEeMBIX B YIpaBJIeHUECKUX JoKyMmeHTax. CoctaB
PEKBHU3HUTOB YIPaBICHUECKIX TOKYMEHTOB. O0mme TpeboBaHusI K 0hOPMIICHHIO PEKBH3UTOB YIIPABICHUYECKUX
JIOKYMEHTOB.

brnanku JOKyMEHTOB: BHJIBI, 0COOCHHOCTH O(OPMIICHUS.

THUNoOBbIE CTPYKTYpPBl TEKCTOB YINPaBIEHYECKUX IOKYMEHTOB: IOJIOKEHHUM, yCTaBOB, MHCTPYKLU,
IIPOTOKOJIOB, IOT'OBOPOB, IIPUKA30B, OTYETOB U T.II.

5.2. NIPAKTUYECKHUE 3AHATHUSA

HaunmeHnoBaHue pa3jiesioB 1 TeM TemaTHKa NPAKTHYECKUX 3aHITHI KoJ-Bo
4acoB
Tema 3. OCHOBHBIE JTAIIBI [paxTnyeckoe 3ansaTHe Ne 1. Peructpanus u KOHTPOIb 1
paboThI ¢ TOKyMEHTaMU HCIIOTHEHHS IOKYMEHTOB.
IpakTHueckoe 3anaTHE Ne 2. PazpaboTka HOMEHKIIATYPBI
aed.

I[pakTuyeckoe 3ansaTue Ne 3. ®opMupoBaHue u

o opMIIEHHUE TElT.

MpaxkTnueckoe 3anaTue Ne 4. [ToaroroBka JOKYMEHTOB K
repeaade Ha apXUBHOE XPAHCHHUE.

IpakTuueckoe 3ansaTue Ne 5. CocraBieHHe ONMCEH NeT.
IIpakTyeckoe 3ansaTue Ne 6. Co3anue perucTpannoHHBIX

dhopm.
Tema 4. Xapakrepuctuka cucteM | IlpakTudeckoe 3ansitue Ne 7. XapakTepuCcTHKA CTPYKTYPbI 1
YIIPaBJICHYECKON TOKYMEHTAIUU. | U COCTaBJICHUE OPraHU3allMOHHO-TIPaBOBON JOKYMEHTALINH.
Cocrasnenue u opopmieHue IpakTuueckoe 3anatue Ne 8. Co3nanue
OTJIEJIbHBIX BU/IOB IOKYMEHTOB pacnopsiAUTENIbHONW JOKYMEHTALUH.

IIpakTnyeckoe 3ansaTue Ne 9. Co3anue cipaBo4Ho-
UH()OPMAIIMOHHON TOKYMEHTAIIHH.

Bcero: 2 Jyac.

5.2.1. lIpakTHYeckasi MOATrOTOBKA
Tema 8. [lpasuna oghopmaenus ynpagieHueckux 0OKyMenmos 8 bubauomeuHo-unpopMayuoOHHbIX
VUPEHCOCHUSIX.
IIpakTHyeckas padora Ne 1. Metoauka cOopa U JOKYMEHTHPOBAHUS JOCTHXKECHUHN yUpexICHUS
KYJBTYPEIL.

ba3a nmnpoBegennsi: MyHununaieHoe —OIOJDKETHOE — yupexaeHHe KyiabTypbl  «lleHTpanusoBaHHas
OoubnuoTeuHas cucrema» ropoaa CMoJieHCKa.
3amanue: CoctaBuTh NOPTHOIHO — HHHOPMALTMOHHOE TOCHE OMOIMOTEKH.

Co3pmanne noptdoino (B MHUPOKOM CMEICIE) — TO Ccroco0 (PUKCHPOBAHUS, HAKOIUICHHUS W OLCHKH
KOJUICKTUBHBIX MM WHAUBUIYAJIbHBIX MOCTIDKCHUN YUPEKICHHS KYJIbTYPhI 3a OMPEICICHHBIA MEPHOM st
YCIIETITHOTO TIO3MIMOHUPOBAHHS BO BHEITHEH cperie.

5.3. CEMUHAPCKUE 3AHATHUA

HaumeHoBaHue pa3/iesioB U TeM TemaTnka ceMHHAPCKUX 3aHATHH Koa-Bo
4acoB
Tema 2. Opranuszanus Cemunap Ne 1. Opranuzanus JOKyMEHTO000pOoTa 1 1
JIOKYMEHT0000pOTa TEXHOJIOTHH JICJIONIPON3BOJICTBA.




Tema 4. XapakTepucTHKa CUCTEM Cemunap Ne 2. CocraBienue u opopMIICHUE 1
YIPaBIEHUYECKON TOKYMEHTALINH. OTAETHHBIX BHJOB JTIOKYMEHTOB.
CocraBiienue U 0pOpPMIICHUE OTICITHHBIX
BHJIOB JOKYMEHTOB

Tema 7. Ciyx6a TOKYMEHTAIIMOHHOTO Cemunap Ne 3. Cnyx0a JOKyMEHTAITHOHHOTO 1
obecrieyeHus yrpaBiIcHUs B obecrieueHus yIpaBIeHUs B MHPOPMAIOHHO-
OoubIMoTeYHO-MH(OOPMAIMOHHOM OMOIMOTEYHOM YUPEKICHUH: CTPYKTYpa, 3a/1a4H,
YUPEKACHUU GbyHKIMH.

Bcero: 3 vac.

5.4. CAMOCTOSATEJIBHASA PABOTA CTYAEHTOB
I'pa¢ux CPC. 3aounasi popma o0yuyeHus

Ne Ha3ssanue pasgesa (TeMbl) 1M CHUAILIHHBI Buasr CPC No Bpems Ha
ceM | H3y4YeHMe,
n ecT BBINOJTHE-
/ pa | Hue 3agaHus
n
1 | XapakTepucTHKa OCHOBHBIX IPYIII HOPMATHB- CocraBiieHHE KOHCIIEKTa 9 2
HBIX JOKYMEHTOB, PETJIAMEHTHPYIOIIHX
JOKYMEHTAMOHHOE 00eCTICUCHUE YIPaBICHHS
2 | Opranu3zanus JOKyMeHTO000pOTa. [NoaroroBka Kk 9 3
ceMuHapy Ne 1
3 | OcHOBHBIE 3TaITBl PAOOTHI ¢ JOKYMEHTaMHU. [TonroroBka K mpakTH- 9 5
yeckuM paboram NeNe 1-6
4 | XapakTepuCTHKa CHCTEM yIPABICHYCCKOM [NoaroroBka Kk 9 5
nokymeHTanuu. CocTaBiieHHEe H 0pOpPMIICHHE cemuHapy Ne 2.
OTACTBbHBIX BUJOB JTOKYMEHTOB. [MoaroroBka k
NPaKTHYECKUM paboTaM
NeNe 7-9
5 | Craauu cozganust yHUPHUIMPOBAHHBIX CUCTEM CocTaBneHre KOHCTIEKTa 9 5
JIOKYMEHTAIUU
6 | JlemoBsle muchMa CocraBjeHHe KOHCIIEKTa 9 5
7 | Ciyx0a TOKyMEHTAIlHOHHOTO 00CeCIIeYCHHS IToaroroBka x 10 14
yIpaBJIeHHS B ONOIHOTEYHO-UH(POPMAITIOHHOM cemuHapy Ne 1
YUYPEKICHHUHU.
8 | IlpaBuia opopmIIeHHUS YIPaBICHUSCKUX CocTaBiicHHE KOHCIIEKTa 10 14
JIOKYMEHTOB B OMOJIMOTEYHO-MH(POPMAIIMOHHBIX
YUYPEKICHHUSX.
9 | IloaroToBka K 3a4€Ty 10 4
Hroro 57

Kypc npenycmarpuBaeT Takke CaMOCTOSTENIbHOE ero n3yueHue. GopMbl caMOCTOSITEIBHOM PaboThI:
- BBIIIOJIHEHHUE 33/1aHUH, CBA3aHHBIX C 3aKPEIUIEHUEM NIPOHICHHOIO MaTepHaa;
- HOJATOTOBKA K CEMUHAPCKUM 3aHSTHSM;
- HOJTOTOBKA K BBIIOJHEHUIO IPAKTUYECKUX 3a1aHHH;
- IOATOTOBKA K 3a4€Ty;
- IOATOTOBKA K DK3aMEHY.
@DopMBI 1 METOIBI KOHTPOJIST CAMOCTOSATEIBHON paboOTHI:
- OTBETHI Ha CEMMHAPCKUX 3aHATUAX;
- IpOBEpKa NMPaKTHIECKUX padoT;
- IPOBEPOYHBIE PAOOTHI;
- 3a4€T.

6. OUEHOYHBIE CPEJACTBA JJI51 TEKYIIEI'O KOHTPOJISI YCIIEBAEMOCTU,
MPOMEXYTOYHOMN ATTECTAIIMM IO UTOT'AM OCBOEHUSA JTUCHUILIAHBI U
YUYEBHO-METOJWYECKOE OBECIIEYEHUE CAMOCTOSTEJIBHOMN PABOTBI
CTYJEHTOB
TexyumMu GpopMaMu KOHTPOJIS SABJIAIOTCS: ONMPOCH HA CEMHUHAPCKUX 3aHATHAX U IOMAITHUE 331aHH,
TecT, cobeceioBanne, MPaKTUKyMbl. OHH MPEACTaBIAIOT CO00H HAOOP MPAKTUYECKUX 3aJaHUI 10 U3ydaeMbIM



pasimenaM JUCHMIUIMHBL. MTOroBas arrecraius mo mnpeaMery — 3a4€T (3aounas ¢opma OOydueHHS —
10 cemecTp).

Ilepeyens MpUMEPHBIX BOMPOCOB W 3a[aHUI /IS CAMOCTOSITETbHO PadoThI

Kakne rpymisr JOKyMEHTOB BXOIAT B COCTaB YHH(DHUIMPOBAHHOMN CHCTEMBI TOKYMEHTAIUHU?

Uro Takoe YHUGDUIIHPOBAHHBIC (HOPMBI JOKYMEHTOB?

Kakue TOKyMEHTBI BXOJIAT B COCTaB OPraHU3AIMOHHO-TIPABOBOM JOKYMEHTAIIH?

KakoBo Ha3Ha4YCHUE PACTIOPSITUTEIBHON JOKYMEHTAIHH?

[lepeuncnure oOmMEe W OTIMYUTEIBHBIE UYEPTHl CHPABOYHO-MH(POPMAIMOHHOM M  CIPaBOYHO-
AHATUTUYIECKOW JTOKYMEHTAIIHH.

Kakue TOKyMEHTBI BKIIIOYAET B ¢e0S JIMIHOE AETI0 COTPYIHUKA?

JI71s1 uero mpoBOAUTCS perucTpanus JOKYMEHTOB?

J1J1s1 9ero cocTaBIseTCs HOMEHKIATYpa e OpraHu3aiuu?

Kakue BHIBI HOMEHKIATYPHI J€I MOTYT OBITh HCIOJB30BaHEI B HH()OPMAIUOHHO-OMOTHOTEUHBIX
YUIpEKACHUSIX ?
10. Yro BKIIOYAET OIUCH Jea’?
11. Tlepeuncnure onepauuu Mo oHOpPMIICHHUIO Jea.
12. JIns gero HeoOXOIUMO apXUBHOE XpaHEHUE IOKYMEHTOB?
13. IlepeuncnuTe BUAB CHCTEM aBTOMATH3AINH JIEIONPON3BOICTBA.
14. Kakue KpUTEpHUHU CIEAYeT YYUTHIBATh MPH BBHIOOPE CHCTEMBI JJIEKTPOHHOIO JOKYMEHTOO0OpOTa ISt

KOHKPETHOTO MH(POPMAIMOHHO-OMOIHOTEYHOTO YUPEHKIACHUS?

agrwdE

©ENo®

IlepeyeHb MPUMEPHBIX 3aTAHUH JJISI CAMOCTOATEILHOM PadOThI

1. OcylecTBUTh AMATHOCTHKY 33JaHHBIX YIPABICHYECKUX JOKYMEHTOB C TOYKH 3PEHHUS MPABHILHOCTU
PacIIoNoXEeHUs PESKBU3UTOB HA HOCUTETIE.
2. BoIssBUTH OIIKMOKH B CoACpiKaHHM U O(GOPMIICHHH 3aJlaHHOTO YIPABJICHYECKOrO JOKyMEHTa (Hampumep,
NpHUKa3a, J0roBOpa, NPOTOKOJIA, CIyKeOHOH 3aIMCKH, IIMChMa, TIOJIOKEHHS, TPYI0BOTO KOHTPAKTA U T.IL.).
3. PazpaboTtath B coorBeTcTBUH ¢ TpeOoBanusMu ['OCT 3amaHHble yIpaBIeHUSCKUE TOKYMEHTHI:

- IpUKa3,

- IOTOBOP,

- IPOTOKOI,

- CIIyKeOHYIO 3aIHCKY,

- IEJIOBOE MHCHMO,

- TIOJIOXKEHHE,

- TOJDKHOCTHYIO HHCTPYKIUIO U T.11.
4. Pa3zpaboTath cXeMy JOKYMEHTO00OPOTa IS 3aJaHHOTO HH(POPMAIMOHHO-ONOIHOTEYHOTO YUPEKICHHS.
5. OpopMUTH TUIHBIN JIUCTOK 1O YUETY KaJapOB.
6. Hartmcats pestome.
7. CnenaTh 3anuch B TPYJIOBOH KHMXKKE O TIpHEMe Ha paboTy.
8. OcyIecTBUTh PETHCTPALIUIO 3aJaHHBIX IOKYMEHTOB (IOKJIaJHOM 3aMUCKH, CITYXeOHOM 3amMiCKH, 3asBICHUS
U T.IL.).
9. CocTaBUTH HOMEHKIIATYPY [IEN 33JaHHOTO CTPYKTYPHOTO MOIpa3AesIeHNs] HH()OPMaHOHHO-ONOIHOTETHOTO
YUYPEKICHUS.
10. Ha ocHOBe CymeCTBYIOIIMX HOPMATHBHBIX IOKYMEHTOB OIPEICIHTh CPOKH XpaHEHHUS 3aJaHHBIX
VIPaBIEHICCKUX JOKYMEHTOB.

Bonpocs! k 3auéty

1. VmpaBneHdeckne MOKYMEHTHI B HH(POPMAIMOHHO-OMOIHOTEYHOM YUPEXKICHUU: COCTaB, CTPYKTYpa,
0COOEHHOCTH (PYHKIIHOHUPOBAHHSI.

2. ocynapcTBeHHas cCUCTEMa JIOKYMEHTAIIHOHHOTO 00ECTICUCHHS yIIPaBIICHUS.

3. HopmaTtuBHO-MeTOIMYECKas Oa3a TOKYMEHTAIIMOHHOTO 00CCIICYeHHUs YIIPaBIICHUS.

4. Cmyx0a TOKyMEHTAI[HOHHOTO OOECIICUCHUS YIPAaBJICHHUS B CTPYKType HH(POPMAIMOHHO-OHOINOTESIHOIO
YUPEKICHHUS.

5. TexHomorusi CO3/IaHUsI IOKyMEHTOB, PETJIAMEHTUPYIOIIUX ACATENBHOCTh Ciy)0b1 JIOY B mHPpOpMaInoHHO-
OMOIMOTEUHOM YUPEKACHUU.

6. MognenvupoBaHue yIpaBlIeHYECKUX IOKyMEHTOB.

7. CpaBHHTENIbHASL XapaKTEPUCTUKA CUCTEM YIPABJICHYECKON TOKYMEHTAIIHH.

8. YHUpHUIHNpPOBaHHBIE CHCTEMBI JOKYMEHTAIHH.

9. VHuunupoBaHHas CHCTEMa OpraHU3aIHOHHO-PACTIOPSIUTEIFHON TOKYMECHTAIIHH.



10. CucteMa 1OKyMEHTALUH 10 IUYHOMY COCTAaBY.

11. YaudunupoBaHHas cucteMa JJOKyMEHTAI|H 10 TPYAY.

12. Opranu3anus TOKyMEeHT0000poTa B HHPOPMAIIMOHHO-ONOIMOTEYHOM YUPEKICHHIH.

13. DnekTpoHHas cucTeMa yIpaBieHUs: JOKYMEHTOOOOPOTOM.

14. Cnyx06a JOKyMEHTAITMOHHOTO 00eCTIeUeHUsI YIIPaBICHUS B MHPOPMAIIMOHHO-ONOIHOTEYHOM YUPESIKICHHH.
15. HopmartuBHas 6a3a JOKYMEHTAIIIOHHOTO 00ECIICUeHHS yIIPABICHUS: COCTAB M 00IIas XapaKTePHCTHKA.

16. Knaccudukanus cucTeM TOKYMEHTAIIHH.

17. Knaccudukanus yHEGUIMPOBAHHBIX POPM TOKYMEHTOB.

18. ®opmysip-oOpasell: onpeaeeHne, TpeOOBaHUS K IIOCTPOCHHUIO.

19. Cranuu co3nanus yHUGHUIMPOBAHHBIX CUCTEM TOKYMEHTAIIMHU: COCTAaB U O0IIast XapaKTePHUCTHKA.

20. CucreMsl yIpaBiIeHUYESCKON JOKYMEHTAIIUU: COCTaB 1 o0IIasi XapaKTepUCTHKA.

21. VYmpaBieHYeCKHE ITOKYMEHTBL: COCTaB PEKBU3UTOB, OCOOCHHOCTH MOCTPOEHHUS TEKCTOB W 0OO0IIue
TpeOoBaHMS K O)OPMIICHUIO.

22. BaHk# JOKYMEHTOB: BHJIbI, 0COOCHHOCTH O(hOPMIICHHS.

23. CucteMa opraHu3aIMOHHO-TIPaBOBOM JOKYMEHTAIIUH: Ha3HAYCHHE, COCTaB, 0COOCHHOCTH CTPYKTYPHI.

24. CucteMa TIaHOBOH IOKyMEHTAIIMH: Ha3HAYEHUE, COCTaB, 0COOCHHOCTH CTPYKTYPBHI.

25. CucreMa pacnopsiAUTENbHOM JOKYMEHTALMU: Ha3HAYEHHE, COCTaB, OCOOEHHOCTH CTPYKTYPBHI.

26. Cucrema CcIpaBOYHO-HH(OOPMAITMOHHOW W CIPAaBOYHO-aHAIUTUYECKOH JIOKyMEHTAIlMH: Ha3HA4YCHHE,
COCTaB, 0OCOOCHHOCTH CTPYKTYPHL

27. CucteMa OTYETHOM JOKYMEHTAIlMU: Ha3HaYeHHE, COCTaB, 0COOCHHOCTH CTPYKTYPHL.

28. CucreMa JIOKyMEHTAIMH 110 TMYHOMY COCTaBY: Ha3HaueHHE, COCTaB, OCOOEHHOCTH CTPYKTYPHI.

29. OcHOBHBIE TpeOOBaHMSI K COCTABIICHHIO HOMEHKIIATYPHI JICI.

30. JlokymMeHTOOOOpOT: TMOHSTHE, OCOOEHHOCTH OpraHM3allid B  HMH(DOPMAIMOHHO-OMOIHMOTEUHBIX
VUPEKICHUAX.

31. OCHOBHBIE ATAITBI PAOOTHI C YIIPABICHISCKUMH JOKYMEHTAMH: XapaKTePUCTHKA, TEXHOJIOTHS PeaTH3alliH.
32. Peructpanus TOKYMEHTOB U KOHTPOJIb 38 CPOKAMHU MCIIOTHEHUS.

33. JlenmoBbI€ MUCHMA.

34. TexHOIOTHH AIEKTPOHHOTO YIIPABICHUS JOKyMEHTaMH: KilacCu(pUKanys, o0IIas XapakTepUCTHKA.

Tect «CoBpeMeHHOE 1eJIONPOU3BOICTBO H TOKYMEeHTHPOBaHHAs nHopMamus» (9 ceMecTp)

1. Kakoe ci10BocoueTanne ABIsI€TCSI CHHOHUMOM /1eJ10NIPOU3BoOACTBA?

2. BoiGepuTe npaBuILHOE ONpee/ieHUe 1eJ0NPON3BOACTBA:

- OTpacllb JEATENLHOCTH, 00eCIIeUnBaIOmas JOKyMEHTHPOBAHHE U OPTaHU3ANUI0 PabOTHl ¢ OPHUINATEHBIME
JIOKyMEHTaMH;

- ICATENIHOCTh, 00ECIeUNBAOIIas OPraHM3aLni0 paboThl ¢ OHIHATEHBIME JOKYMEHTAMH.

3. lokyMeHTHpOBaHHE — ITO:

- TIpoliecC MOATOTOBKU U CO3JIaHHA JTOKYMEHTOB, COBOKYITHOCTh paboT MO JOKYMEHTUPOBAHUIO JESITETbHOCTH
VUpEeXICHUS U OpTaHN3aIMH B HEM JJOKYMEHTOO00POTa;

- COBOKYITHOCTH Pa0OT IO JOKYMEHTHPOBAHHIO ACATEIFHOCTH OPTraHU3aIliH.

4. Kak onpenesiercst fokyMeHT B 'OCTe P 51141-98 «/lesionpon3BoacTBo U apxuBHoe Aes0. TepMuHbI
U OTIpPeIeTeHIs»:

- 3a¢)I/IKCI/IpOBaHHaﬂ Ha MaTcepuaJibHOM HOCHUTEIIC I/IH(I)OpMaHI/IH C PCEKBU3UTaMH, IIO3BOSIIOIINMU €€
UACHTH(UITIPOBATE;

- 3a(h)MKCHPOBaHHAS HA MATEPUAIEHOM HOCHUTEINE WH(POPMAIIHSL.

5. YeMm onpepneJisieTcsi COCTaB yNPaBJeHYECKUX IOKYMEHTOB:

- KOMIETeHIeH 1 GyHKIUSIMH OpraHu3alny;

- IOPSIIKOM PEIICHUS BOIIPOCOB;

- 00BEMOM U XapaKTEPOM B3aHMOCBS3EH C APYTHMHU OpraHU3aIMIMUY;
- CTPYKTYpOi OpraHu3aiuy;

- peLIeHUEM PYKOBOAUTEIS.

6. KakumMu [JOKyMeHTaAaMM omnpejesieTcsi €JUHCTBO NPABMJ JAOKYMEHTHPOBAHMSA YNpPaBJieHYEeCKHX
AeHCTBUI HA BCEX YPOBHAX YUPEKIACHUSA:

-I'OCT P6.30-2003;

- OKV/[;



-TV.

7. Yaudukanus — 310:

- OIMH U3 METOJOB CTaHJAPTU3allNH, TO3BOJISIOLIMIA IPUBECTH pa3IMUHbIe BApUAaHThl HATIMCAHUS TOKYMEHTOB
K eJIMHOH (opme;

- OJIMH W3 METOJIOB HAITMCAHMS B eMHOM (opme.

8. B kakuX HeJsiX IpUMeHsieTcs] yHupUKALUs:

- [T COKPAIEHNS KOJIMYECTBA MPUMEHSIEMBIX JOKyMEHTOB;

- IS TUITU3ALUH X (DOPMBI;

- JUISl CHUDKEHUS 3aTpaT Ha MOJrOTOBKY U 00paboTKYy;

- 7L AOCTIDKEHUSI HH()OPMAIIMOHHON COBMECTUMOCTH aBTOMATH3MPOBAHHBIX 0a3 JaHHBIX;
- JUIA yBEJIMYEHUS 3aTpaT Ha TIOATOTOBKY 1 00paboTKy.

9. Ha ypoBHe 0T1e/IbHOI0 YUpeKAeHUsl, OPraHUu3aluu, NpenpusTHS HOAT0TABIUBAIOTC:
- OpraHU3allMOHHO-PACIIOPSIUTENbHBIE JOKYMEHTHL;

- IPaBOBbIE JOKYMEHTHI;

- opUIIHaTbHBIC JOKYMEHTEL.

Tect «CoBpeMeHHOE 1eJI0NPOU3BOICTBO H TOKYMEeHTHPOBaHHAs nHopManmus» (9 ceMecTp)
(mpaBUJIbHBIE OTBETHI)

1. Kakoe cjioBocoueTanue siBJasieTcsi CHHOHUMOM J€JI0NPON3BOACTBA?
J10Y
2. Bbi0epuTe npaBuJIbHOE ONpe/e/ieHne AeJ10NPOU3BOJACTBA:

- OTpAaCIb JNESTEILHOCTH, 00eCIEeUNBAIONmas JOKYMEHTHPOBAHNE M OPraHU3aIHI0 PaboThl ¢ OQHUIHAILHBEIMUA

JOKYMCHTAMM,
- JCATCIIBHOCTD, 066CHC‘II/IBaIOH_la$I OpraHmu3anuro pa6OTI>I C 0(1)I/IHI/IaJ'II>HI>IMI/I JOKYMCHTaMHU.

3. lokyMeHTHpOBaHHE — ITO:

- IIpolecC MOATOTOBKU U CO3/IaHUs JJOKYMEHTOB, COBOKYITHOCTb paboT N0 JOKYMEHTHPOBAHUIO JICSITENbHOCTH
YUPEkKICHVS U OpTaHU3aINU B HEM JJOKYMEHTO000pOTa;

- COBOKYITHOCTH Pa0OT M0 JOKYMEHTHPOBAHHIO ACATEIHFHOCTH OPTraHU3aIliH.

4. Kak onpeneasiercst 1okymeHT B 'OCTe P 51141-98 «/le1onpon3BoacTBO 1 apxuBHOE 1e710. TepMUHBI
U OTIpPeIeTeHns»:

- 3a(bI/IKCI/IDOBaHHa${ Ha MaTEpUaJIbHOM HOCHUTECIIC I/IH(bODMaHI/IH C PCEKBHU3UTAMHU, TO3BOJAOIIMMHU €€
AAEHTUQUIIMPOBATE;

- 3a()UKCHPOBAaHHAS Ha MAaTEPUAIIEHOM HOCHTEIE HH(POPMAITHSL.

5. YeMm onpepneJisieTcsi COCTaB YNPABJICHYECKHX IOKYMEHTOB:

- KOMOeTeHIed n QyHKIMAMHI OpraHn3alny;

- HOPSIIKOM PEIIEHUsI BOIPOCOB;

- 00BEMOM U XapaKTEPOM B3aUMOCBS3EH ¢ APYTUMH OpraHU3alMIMH;
- CTPYKTYpO# OpraHH3alny;

- PeIIeHneM PyKOBOAUTEIIS.

6. KakumMu [0OKyMeHTaMM omnpejeisieTcsi €IUHCTBO NPaBMJ JAOKYMEHTHPOBAHMA YNpPaBJIeHYeCKHX
AEHCTBHI HA BCEX YPOBHAX yUPEKIACHUSA:

- 'OCT P6. 30-2003;

- OKVI;

-TV.

7. YHudukanus — 310:

- OJIMH W3 METOJIOB CTAHIAPTH3AINH, TIO3BOJISIOMINI MPUBECTH Pa3IHMYHBIC BAPUAHTHI HAIMCAHUS JTOKYMEHTOB
K eJIMHOU (opme;

- OJIMH U3 METOJI0B HAITMCAHUS B €AUHON (opMme.

8. B kakux ue/sx npuMensiercsi yHuukauus:



- JUISL COKpAIIEHNS KOJIUYECTBA IPUMEHIEMBIX JIOKYMECHTOB;
- Ul TAOU3aHUd UX HOPMBIL;

- JUI CHIDKEHMS 3aTpaT Ha IIOANOTOBKY U 00padoTKY:;

- JUISl TOCTIDKEHHs MH()OPMAIIMOHHON COBMECTHMOCTH aBTOMATH3HPOBAHHEIX 0a3 IaHHBIX;
- JUIA yBEIIMYEHUS 3aTPaT Ha TIOJrOTOBKY M 00paboTKy.

9. Ha ypoBHe OT/1eJIbHOI'0 YUPesKAeHHs, OPraHu3aliH, IPeANPHITHSI HOATOTABIHBAIOTCS
- OPraHU3alMOHHO-PACIOPSAUTENILHBIC JOKYMEHTHI;

- IPaBOBBIE JJOKYMEHTBI;

- HapTUHHBIE JOKYMEHTHI.

Tectnl mo Beeii puciumiange «J IOKYMEHTAIIMOHHOE OGECIHHEYEHUE YIIPABJIEHU S »
(10 cemecTp, 324€T)

BAPHUAHT 1.

1. OcHoBHbIe TpeOOBaHUS K O(opMIIeHHIO AOKYMeHTOB u3jioxkeHol B 'OCTE P® 6.30-?
«YHUPUUUPOBAHHbIE CHCTEMbl [JAOKyYMEHTALMH. YHU(PUUUPOBAHHAS CHUCTEMAa OPraHU3ALUOHHO-
pacnopsiauTeabHoi JokyMeHTanuu «TpeGoBanus K 0hpopMiIeHUIO TOKYMEHTOBY»

a) 1997

6) 2003

B) 2007

2. YHu(pUKAIUA JOKYMEHTOB 3aKJII0YAETCS B:

a) yCTaHOBJICHHMH €AWHOOOpa3usi coctaBa M (HOPM YIPABICHUSCKHX TOKYMEHTOB, (BHKCHPYIOIIUX
OCYIIECTBICHUE OMHOTHITHBIX YIIPABICHYCCKUX (DYHKIINI;

0) yCTaHOBJIICHUH SIMHOO0pa3us (opM YIpaBIeHICCKUX JOKYMEHTOB;

B) OCYIIIECTBIICHUU OJHOTUITHBIX YIIPABICHUYCCKUX ()YHKIIHIA.

3. JoxkyMeHTHI KJIaccHPUIIUPYIOTCS CJAEAYIOIUM 00pa3oMm:

a) CIry>keOHBIE IMChMA, TIPUKA3E], TPOTOKOJEI, aKTH, JOKJIaJHBIE 3aIIUCKH, TOTOBOpA U T.1.;
0) pemeHus;

B) CIIPaBKHU.

4. OnpenenMTe NPUHIUNBI JOKYMEHTHPOBAHMSA:

a) 1enecoo0pa3HOCTh, NMPaBOMOYHOCTb, JOCTOBEPHOCTh, MOJHOTA MH(OPMALUH, TEXHOJIOTHYHOCTS,
OIIePaTUBHOCTH, CHCTEMHOCTb;

0) KpaTKOCTh, ONIEPATUBHOCTH;

B) IIyOHHA.

5. Bce rocyaapcTBeHHble, MYHUIMIAJbHbIE, 4YACTHbIe NPEINPUATHA, O00IIECTBEHHbIE
o0beIMHEeHNs IefiCTBYIOT HA OCHOBe:

a) I0TOBOPA;

0) ycraBa;

B) MOJIOKEHUSI.

6. IIpuka3 u3naércs Mo Bompocam:

a) CO3MaHMs, JMKBHIALIMH, PEOPraHM3aIlNM YUYPEXKICHWH, OpraHu3aliM MpeAnpHiATHi H HX
CTPYKTYPHBIX TIOZpa3elNeHuH, YTBEp)KICHHUS TMOJNOKECHUH, WHCTPYKIMH, TpPaBWI W TOMY MNOZOOHBIX
JOKyMEHTOB, TPeOYIOIINX yTBEP)KACHHS, a TAKXKe 110 KaJpPOBBIM BOIIpOcaM IpHEMa, YBOJILHEHHS paOOTHUKOB
U T

0) 0 KaJIpOBBIM BOIpocaM Ipuéma pabOTHHUKOB,

B) CO3aHUsI WX JIMKBUAALMN YUPEXKICHUSL.

7. HazoBuTe BUABI NHCEM, HCIO0JIb3YEMbIX B YIIPABJIEHUM:

a) MHCbMa-TIPOCHOBI, MUCHMa-OTBETHI (OTKa3bl), CONMPOBOAMTEIbHBIE MHCbMa, JOTOBOPHBIE MHCHMA,
MUChMO-HAMIOMUHAHNE, WHQOPMAIIMOHHBIC MHUCHhMA, NMUChMa-TIPUTIIAIICHUS, TUChbMa-TIPEJIOKEHUS, THChMa-
paspemieHus, TMChbMa-TIoTBEPKICHUS;

0) mrcpMa-00bICHEHNS, TUCHMA-Pa3peIICHIIS;

B) MAChMa OOBSBICHUS, HH(POPMAIIMOHHBIE MACHMA.



8. O0s3aTeTLHOIO 0TBETA TPEOYIOT cileAyIole HHUIHATHBHbIEC MUCHMA:

a) MMChMO-HAIIOMUHAHNUE;

0) MMCHMO-pacTOpsHKEHUE;

B) NHCHMO-TIPOCH0A, TMMCHMO-3aIpPOC, MHCHMO-TIPEIOKEHUE, HCBMO-PEKIaManus, IHChMO-
IpUTIAIICHNE.

9. OnpeaesMTe CTPYKTYPY AOJKHOCTHON HHCTPYKIUU:

a) Ipapa, OTBETCTBEHHOCTH;

0) oO1mme MONOXKEHUsT; JOHKHOCTHBIE 0053aHHOCTH, B3aUMO/ICHCTBUS, TIpaBa, OTBETCTBEHHOCTh;
B) JIOJDKHOCTHBIE 00SI3aHHOCTH.

10. Ha3oBuTe BU/bI IPHKA30B:

a) MpUKa3bl 10 OPraHU3AaLMOHHBIM BOIPOCaM, MPHUKAa3bl 110 OCHOBHOHM AEATENbHOCTH, MPUKA3bl IO
JUYHOMY COCTaBY;

0) IpUKa3bI IO JOTIOJHHUTEIBHOM e TELHOCTH;

B) IPUKa3bI 110 KaJAPOBOMY COCTaBY.

BAPHUAHT 2.

1. CranpapTusauus 10KyMEeHTOB - 3TO:

a) (hopMa IOPUIUIECKOTO 3aKPEIICHUS] HHPOPMAIUH;

0) hopMa FOPHINIECKOTO 3aKpEIUICHHUS TPOBEICHHON YHU(DUKAIIUN H YPOBHS €€ 00513aTeIbHOCTH;
B) pa3paboTKa OTpaciIeBbIX KIacCH(UKATOPOB TEXHUKO-3KOHOMUYIECKON HH(DOPMAIIHH.

2. JlokyMeHTHpOBaHMe NpeACTABIsAET cO00¥:

a) TIPOIIecC MOATOTOBKH U CO3JaHUS JOKYMEHTOB;

0) NOKyMEHTAIOHHOE o0ecIieueHne (PYyHKIUH yrpaBIeHus;

B) IpolLleCC TMOJTOTOBKM M CO3JaHUS JOKYMEHTOB, a TaKKe JOKyMEHTALMOHHOe obecreueHue (DyHKLUI
YIpaBJICHHS U BUJIOB padoT.

3. IlonoskeHust ObLIBAIOT:
a) TUTIOBEIC;

0) MecCTHEIC;

B) pETHOHANIBHBIC.

4. B popmyasp-oOpasen J0KHOCTHOM HHCTPYKIMU BXOASAT CJIeyIoNIie PEKBU3UTHI:

a) HaUMEHOBaHNE MUHHCTEPCTBA, BEJOMCTBA, HAUMEHOBAHHE OpTraHU3allii, HANMEHOBAHHE CTPYKTYPHOTO
noJipa3/iejieHns, Jara, WHAEKC, HaUMEHOBaHWE BHUJA JOKYMEHTa, MECTO W3JaHus, Ipud yTBEpKIEHUS,
3aroJIOBOK K TEKCTY, TEKCT, TIOIHCh;

0) nara, MHJIEKC, HANMEHOBAaHUE BHJIA JIOKYMEHTA;

B) rpu¢ yTBEp)KICHUS, 3aT0JIOBOK K TEKCTY.

5. K pacniopsiinTe/bHbIM IOKYMEHTAM OTHOCATCS

a) MOCTaHOBJICHHE, PELICHUE, PACIIOPSKCHUE, YKa3aHUe, IIPUKa3;
B) OOBSIBJICHUS;

T') IeTIOBBIC TUCHMA.

6. BoI1eJIsIIOT CTa UM MOATOTOBKH PACHOPSIAUTEILHOTO JOKYMEHTA:

a) corjacoBaHHe JOKYMEHTA U €ro MOJIITUCAHUE;

0) MOIrOTOBKA MPOEKTa JIOKYyMEHTA H €ro TOANUCaAHUE;

B) M3y4YCHHE CYIIECTBA BOMPOCA U MMOArOTOBKA MPOCKTA JOKYMEHTA,;

') 00CY)XJICHHE W MPUHITHE JOKYMEHTA Ha 3aCEIaHUAX KOJUIETHaIbHOTO OpPraHa;

7. AKT, perjiaMeHTHPYIOIIHNii OTHOLIEHHS ¢ MAPTHEPAMHU M0 KOONEPAIMHA YaCTO HA3BIBAIOT:
a) «IOTOBOPOM O COTPYJHHYECTBE) HIIH «IOTOBOPOM O B3aHMOICHCTBUIY;

0) 1oroBopoM 00 apeH/e;

B) KOJUIGKTHBHBIM JIOTOBOPOM.

8. PexBu3ut (0OT JaT. reguisitum) osHauaer:



a) JONOJHUTEIHHOE;
0) TpedyeMoe, He0OX0IMMOg;
B) 00s13aTeNbHOE.

9. B 10kyMeHT0060p0OTE OPraHN3aluy MPUHATO BbIAEIATH:

a) MACHbMa, TIOCTYIAIOIINE B OPTaHU3aNNIO (BXOSIIHUE); MMChMA, OTIPABJISIEMbIC 3 OpraHU3aIiy (MCXOISIIHE
MUCHEMA); BHYTPEHHIOKO MEPEIHCKY;

0) BHYTPEHHIOIO TIEPETIUCKY;

B) MIKCHMA, IIOCTYTAIOIINE B OPTraHU3AIIHIO.

10. B TekcTe npHuKa3a BbLIesIeTCs:
a) KOHCTaTHPYIOIIasl 4acTh;

0) pacriopsauTenbHAsA YacTh;

B) HH(OpMaIOHHAs YacTh;

r) 0030pHas 4acTh.

Kurou k Tecty mo Beeii aucuumianie « JIOKYMEHTAIIMOHHOE OBECIIEYEHUE
YIPABJIEHUS»
(10 cemecTp, 324éT)

BAPHUAHT 1.

1. OcHoBHBIe TpeOoBaHus K odopmieHuo mokymMeHTOB wu3noxkensl B [OCTE P®  6.30-?
«YHUOUIUPOBAHHBIE  CHUCTEMbl  JOKYMEHTAUMH.  YHUQHUIUPOBAHHAs  CHCTEMa  OpPraHM3alMOHHO-
pacropsiIMTeIbHOM JoKyMeHTauu « TpeboBaHus K 0OPMIICHUIO TOKYMEHTOBY.

6) 2003

2. YHudukanus J0KyMEHTOB 3aKII04aeTcs B:
a) YCTAHOBJEHUM eAMHOOOpa3uss cocTaBa M (OPM YNPABJEHYECKUX [JOKYMEHTOB,
(pukcupymuX ocynecTBIeHne OQHOTHITHBIX YIPABJIeHYECKUX (PYHKIMIA;

3. JIOKyMeHTHI KITaCCU(PULIUPYIOTCS CIEAYIOMUM 00pa3oM:
a) cay:ke0HbIe MUCbMAa, MPUKAa3bl, MPOTOKOJIbI, AKThI, JOKJIAJAHbIE 3aIUCKHU, TOTOBOPA U T.]1.;

4. Onpenenute NPUHINIBI JOKYMEHTHPOBAHHUS:
a)  LeJecoo0pa3HOCTb, MNPABOMOYHOCTh, /JOCTOBEPHOCTb, MOJHOTA  HHOpMALHH,
TeXHOJIOTHYHOCTh, ONEePATHBHOCTh, CHCTEMHOCTb;

5. BCC FOCyaapCTBeHHI)Ie, MyHI/I]_II/Il'[aJ'H)HI)Ie, YAaCTHBIC HpeJIHpI/ISITI/IH, OGI.HGCTBGHHI)IC OG’I)GI[I/IHCHI/IH
JIEUCTBYIOT Ha OCHOBE:
0) ycraBa;

6. [Ipuka3 m3mgaéres mo Bompocam:

a) COo3MaHus, JUKBHIANNH, PEOPraHM3AUMHU YYpeKAeHHi, OpPraHu3aluu NpPeANpUATHA M UX
CTPYKTYPHBIX NOJApPa3esieHUil, YTBepP:KIeHUsI IOJI0KeHNH, MHCTPYKUMI, MPaBMJI W TOMY NOAOOHBIX
AOKYMEHTOB, TpPeOYIOLIUX YTBep:KIEHHMs, a TakK:Ke 0 KaJAPOBbIM BONPOCAaM NPUEMA, YBOJbLHEHHS
PaGOTHUKOB M T.]I.

7. HazoBuTe BUIBI MHCEM, UCIIONB3YEMBIX B YIIPABICHUU:

a) NmUcbMAa-npochbObl, MUCbMA-0TBETHI (0TKa3bl), CONPOBOAUTE/NbHbIE NUCHbMA, [10rOBOPHbIE
NUCbMa, MHUCbMO-HANIOMHHAHME, WH(POPMANMOHHbIE NHCbMA, MHCHMA-NPUIJIALIEHUA, MHCbMA-
Npe1JI0KeHnsl, MICbMAa-pa3penieHns, MMChbMa-NOATBeP:KIeHHUS;

8. O0s13aTeIBHOTO OTBETA TPEOYIOT CIIEAYIONINE HHUITMATHBHBIC TUChMA.:
B) NHCbMO-IPOCH0a, MHCHMO-3aMpPOC, NMHUCHLMO-NPENIOKEHNEe, MUCHbMO-PeKJIaManusi, MHCbMO-
NpUTJIalIeHne.

9. Onpenenute CTPYKTYPY AOJKHOCTHON MHCTPYKIIUU:
0) o01IUe MOJI0KEHHST; 1O KHOCTHBIE 00513aHHOCTH, B3aMO/1eliCTBUSI, IPaBa, 0TBETCTBEHHOCTh;



10. Ha3oBuTE BUIBI TPUKA30B:
a) MPHUKAa3bl M0 OPraHU3ALUOHHBIM BOIPOCAM, MPUKA3bI 10 OCHOBHOIi AesITeJbHOCTH, MPHUKA3bI
MO0 JIMYHOMY COCTABY;

BAPHUAHT 2.

1. Cragmaptu3anus JOKyMEHTOB - 3TO:
0) ¢popma puaANYECKOro 3aKpensieHns MPoBeleHHOH YHH(UKALMN U YPOBHS €€ 003aTeJIbHOCTH;

2. JIOKyMEHTHPOBaHHUE MPEJICTABIAET COOOM:
B) MpolecC MOATOTOBKH M CO3JAaHMS TOKYMEHTOB, a TaAKKe J0KYMEHTallMOHHOe ofecrnevyeHue (PyHKUMI
ynpagBJieHUsI H BUIOB PadoT.

3. [TomoxxeHust OBIBAOT:
a) TUNIOBBIE;

4. B popmyisip-oOpaser ToJKHOCTHONH HHCTPYKIIMU BXOIST CISAYIOIIHE PEKBU3UTHI:

a) HauMeHOBaHHMe MHUHHCTEPCTBA, BeIOMCTBA, HAUMEHOBAHHE OPraHU3alUy, HaHMEHOBaHHe
CTPYKTYPHOI0 MOApPa3Ie/ieHus, 1aTa, HHIEKC, HAMMEHOBAHHE BU/IA JOKYMEHTA, MeCTO M3IaHusA, Ipud
YTBep:KAeHHs, 3aT0JI0BOK K TEKCTY, TEKCT, MOAMNCH;

5. K pacriopsiuTeIbHbIM JOKYMEHTaM OTHOCSTCSI:
a) MOCTAHOBJIEHHE, PEllIeHHE, PACTIOpPsIKeHHE, YKa3aHUe, IPUKA3;

6. BeiensroT ctaguy MOArOTOBKH PACTIOPSAAUTEIBHOTO IOKYMEHTA!

B) M3yYeHHUeE CYIIeCTBA BONPOCA U NMOAT0TOBKA NMPOEKTA JOKYMEHTa;

r) o0cy:kaeHue M NPHHATHEe JOKYMEHTa Ha 3aceJaHMAX KOJUIETMaJLHOIO0 OPraHa; COIJIacOBaHMe
JAOKYMEHTA U ero mojnucaHue.

7. AKT, perjaaMeHTUPYIOIIMN OTHOLIEHHS ¢ TapTHEPaMU IO KOOIIEpaly YacTO Ha3bIBaOT:
a) «10rOBOPOM 0 COTPYAHUYECTBE» HJIH «I0r0BOPOM 0 B3aUMO/eiiCTBUI;

8. PexBusur (0T Js1at. reguisitum) o3xavaer:
0) Tpebyemoe, HEOOX0TUMOE;

9. B nokyMeHTO000pOTE OpraHU3aly MPUHATO BBIIEISTh:
a) mMcbMa, NMOCTYNAKOLIMEe B OPraHu3auuio (BXoAsliue); NUCbMA, OTHPaBJsieMble M3 OPraHU3alUH
(ucxonsimue NUCbMa); BHYTPEHHIOIO MEPENUCKY;

10. B Texcre mpukasa BBIACISCTCS:
a) KOHCTATUPYIOIIAS YACTh;
0) pacnopsiiuTeIbHAS YaCTh;

7. YYEBHO-METOJANYECKOE 1 TH®OOPMALINOHHOE OBECIIEYEHUE
JANCHUIIJINHbI
7.1. PekomeHnyemas JuTeparypa
7.1.1. OcHOBHas IUTeEpaTypa:

1. Boiikoa, O.®. [IpaBoBoe peryimpoBaHHE AESITEIbHOCTH MYHUIUNAIBHBIX OHONMOTEK: HAyYHO-TIPAKT.
nocobue / O.®. Boiikosa. — M.: JIubepuss--BUBMTH®OPM,2008. — 288 c.

2. beikoBa, T.A. JIOKYMEHTAIMOHHOE OOECIICUCHUE YITPABJIECHUS (IEIOMPOM3BOACTBO): yueh. mocodue /

T.A. berukoBa, T.B. Kysuenosa, JI.B. Cankuna. — M..MHOPA-M, 2012. — 304c.+CD-R. — (Bsicmiee

oOpa3oBaHue).

I'OCT P 51141-98. [lenonpon3BoACTBO U apXUBHOE Ae0. TepMUHBI U onpeaeneHus. — M., 1998. — § c.

4. TOCT P 6.30-2003. YHudunupoBanHas cucTeMa OpraHU3aIMOHHO-PACTIOPSIUTENILHON JTOKYMEHTAIIHH.
TpeboBanust k odopmieHuto mokymeHtoB. — Beea. 01.07.2003 // COOpHUK OCHOBHBIX POCCHHCKHX
CTaHApTOB 10 OubIMOTeUHO-nH(POpMAIOHHOH AesitenbHocTH / coct.: T.B. 3axapuyk, O.M. 3ycbMan. —
CII6.: ITpodeccus, 2006. — C. 504-522.

5. IlokyMmeHTaloOHHOE ofecrieueHne ympaBieHus Oubnuorekoit // Ynpaeinenue Oubmuorexoit: yueod.-
npaktud. nocobue / A.C. Aseposinos, A.H. Banees, B.I'. Topes [u ap.]. — CII6.: TIpodeccus, 2003. —
302 c. — (bubnuoTteka).

w



6. UrnateeBa E.JI. Kymbrypa u mpaBo. JloroBoper ¢ maptHepamu / E.JI. HUrnateeBa // ChpaBoYHHK
PYKOBOAUTENS yUpekaeHus KynbTypsl. — Ne 1. —2009. — C. 40-46.

7. WUrnateeBa E.JI. KynbTypa u ipaBo: HOpMaTHBHO-TIpaBOBas 0a3a, peryimpyromas AeaTelbHOCTh B cepe
kynsTypsl / E.JI. UrnateeBa // CripaBOYHHK PYKOBOIUTEINS yUpeXkaeHHs KyibTypbl. — Ne 12. — 2008. —
C. 21-27.

8. Koaznoga, T.B. [Toptdonuno. Metoanka coopa M TOKyMEHTHPOBAHMS TOCTHKCHUN YIPESIKIACHUS KYIbTYphI
/ T.B. Ko3nosa // CipaBouHHK PyKOBOAMTEINS YUpexaeHus KyabTypsl. — Ne 11. — 2007. — C. 35-37.

9. KommbrorepHble M MH(OpPMAIMOHHBIE TEXHOJOIWH B JIOKYMEHTAI[MOHHOM OOECHEYEHHH YIpaBJICHUS:
MeToaudeckue ykazanus / cocT. T.M. [Tnuymkuna. — M.: MI'YKH, 2007. — 20 c.

10.Kys3nenos, 1.H. JfokymeHTanmoHHOe obecneueHre ynpasieHus u aenonpoussoactso / U.H. Ky3ueros. —
M.: UznarensctBo FOpaiit, 2012. — 576 c.

11.Ky3nenoB, M.H. JlokyMeHTalMOHHOE OOECIICUCHHE YNPABJICHUS W JICJIONPOU3BOJICTBO: YYCOHUK ISt
By30B 1 ccy3oB/ M.H. Kysnernos. — M.: UznarensctBo Opaiit; U]J] IOpaiit, 2010. — 576¢. — (OcHOBEI
HayK).

12. Tumenko, M.H. OO6menocrymnueie (yOauvHbIe) OMOIMOTEKH B CHCTEME MECTHOTO CaMOYIPAaBJICHUS:
npakrt. mocobue / M.H. Tumenko. — CII6.: ITpodeccus, 2006. — 368 c. — (bubianoreka).

13.Yepuos, B.H. Cucremsl 31eKTpoHHOTO ToKyMeHTooOopoTa: yueb. mocobue / B.H. Uepros. — M.: PAI'C,
2009. — 84 c.

14.1Omamera, FO.}O. Dnektponnas cucrema ydera / HO.KO. IOmamesa // CnpaBOYHUK pPYKOBOJMTEINS
yupexxaeHus KyibTypbl. — Ne 11. —2007. — C. 75-82.

Yuusepcurerckas oudamorexa On-line

15. lokyMeHTalMOHHOe ~ oOecrieueHne yhpaBJIeHUus OHUOIUOTEYHO-HH(OOPMAITHOHHOW — JIEATSIIEHOCTHIO:
yueOHoe mocobue i OakamaBpoB / aBT.-cocT. A.C. PymsHueBa ; OpnoBckuii roc. UH-T UCKYCCTB H
kyneTypbl. — Open : OpI'MUuK, 2015. — 180 c. : tabn. — Pexum moctyma: mo moxmmucke. — URL:
https://biblioclub.ru/index.php?page=book&id=439357 (mara oOpamenus: 26.08.2020). — Tekcr
3JIEKTPOHHBII.

7.1.2. lonoTHUTEILHAA JIUTEPATypa:

1. bacakoB, M.M. [emonpomusBomctBo: JOY nHa ocHoBe ['OCT P 6.30-2003: yue®. mocobume /
M.U. Bacakos, O. U. 3ambiiikoBa. — 6-¢ u3a., nepepad. u gomn. — M.: amkos u K, 2007. — 345 c.

2. bacakos, M.U. [lenonpoun3BoCTBO U KOPPECIIOHICHIMSI B BOIPOCAX U OTBETax: y4ued. mocodue. — 2-
e u3., nepepad. u gon. / M.U. bacakos. — 2-e u3n., mepepad. u mom. — Pocros v//]: ®ennkc, 2001. —
320 c.

3. bacakos, M.W. [Ipuka3 u nenoBoe mucbMo: (TpeOoBaHUS K OGOPMIICHHIO H 00pa3lbl JOKYMEHTOB
coriacao 'OCT P 6.30-2003): mpaktuy. mocobue. — 4-e u3z.- Pocros v/n: ®ennkc, 2005. — 220 c.

4. bacakoB, M.U. CoBpemeHHOE nemonpon3BoacTBO: cnpaBoynuk / M.U. BacakoB. — 3-e m3m. — M.:
®ennke, 2009. — 480 c.

5. Benos, A.H. J/lenonpou3BoacTBO U IOKYMEHTOO0OPOT: yueO.mocodbue. — 6-¢ uzj., nepepad. u 101, —
M.: DKCMO, 2007. — 553c. — (OGpazoBarenbublii cTanaapT XXI| Bek).

6. bpoiino, B.JI. OducHas oprrexnuka s aenonpousBojactsa u ynpasienus / B.JI. Bpoiimo. — M.,
1998. — 424 c.

7. Bacunbuenko, H.II. CoBpeMeHHOe [elONpou3BOJACTBO B OMONMOTEKE: MpakTHY. mocodue /
H.II. Bacunsuenko, H.H. Bacunsuenko; pen. coset: O.0. bopucosa [u ap.]. — M.: Jlurepa, 2013. —
110 c. + 1 CD-ROM. — (CoBpem. 6-ka).

8. Becenos, I1.B. AkcwoMBI AENOBOrO THCHhMAa: KyJIbTypa JAENOBOrO OOIIEHWUS ¢ OQUIHATHLHON
neperucku / I1.B. Becenos. — M.: UBLI «Mapkerunr, 1993. — 74 c.

9. JlenonpouspojactBo: OOpasmbl, goKyMmeHThl. OpraHuzaiuss W TexHouorus pabotel: Oojee
120 mokyMeHTOB. — 2-¢ u31., mepepad. u gorr. / B.B. T'amaxos [u ap.]. — M., 2004. — 456 c.

10. XKununa, O.A. [lenoBoit mokyMeHT: cnenuduka s3biKa, CTWIS H CTPYKTYPHI TeKCTa: yued. mocodue /
O.A. Xumna. — M., 1999. — 124 c.

11. 3aitieBa, I'.A. CoBpemeHHBIE METOIWKH JICIIONPOM3BOJICTBA B OWUONHMOTEKE: y4eOHO-METOIUY.
[Mocobue / I'.A. 3aiineBa. — M.: JIubepus—bUBUUHD®OPM, 2006. — 126¢. — (bubmmoTekapb u Bpems.
XXI Bek. Brim. 3).

12. MapkoBa, M.®. Bheapenue WHOPOPMALMOHHBIX TEXHOJIOTHH B PabOTy KaJpPOBBIX CIYXO
MYHHMIIMIIAIBHBIX 00pa30BaHuil [DeKTpoHHBIN pecypc]: [HayuHas padota] / M.®D. Mapkora; Cmos.
uH-T SKoHOMHMKH CankTt-IleTepOyprckoit akan. ympasineHuss u sxoHomuku (HOY BIIO). —
OnektporHbIe TeKCcTOBBIC naH. (1 daitn: 31559 Kb). — Cmonenck: [6. u.], 2010. — 30 c.: un., Tabn. —
(Homunarmus "HoBble TEXHOJIOTWHM W WHHOBAIMOHHBIC HAYYHBIC MPOEKTH"). — PexkmMm moctyma:

ftp://smolensklib.ru/smol_uch/u00000553.pdf.



13. Hukutuna, T.II. DaeKTpOHHBIE CHCTEMbI YIPABICHHS TOKYMEHTOOOOpOTOM: yueb. mocobue /
T.I1. Hukutuna. — Spocnasib, 2002. — 104 c.

14. Opranmzanus pabOThI C JOKYMEHTaMU: y4YeOHHMK. — 2-¢ W3J., mnepepad. W Jom. / ToJ pen.
B.A. Kyapsiea [u np.]. — M., 2002. — 592 c.

15. Pymbiauna, JILA. IOY: yueOHuk s npodeccuonansHoro obpazoBanus / JI.A. PymbiHuHA. — 2-¢
u3n-e, nepepad. u gom. — M.: Akanemust, 2004.

16. Pymsnnena, A.C. ABToMaTu3anus JOKYMEHTAIIMOHHOTO O0ECIeUeHUs yIpaBieHUs OUOINOTEKOM /
A.C. PymsinneBa // Hayunble m texHmdeckue OubOmmorekn. — 2014, — Ne7. — C.45-48. —
(ABTOMaTHM3NPOBAHHBIC TEXHOJIOTHH U CHCTEMBI).

17. Cokonog, B. C. JIOY: yueonuk / B. C. Cokonos. — M.: ®opywm; Uudpa-M, 2005. — 176 c.

18. ®enmoroB, H.H. CpenctBa wuHbopmannoHHOTo oOeCeYeHHsT ABTOMATH3UPOBAHHBIX CHCTEM
yopasienus / H.H. ®enotos, JI.b. Benukosckuii. — M.: U3n-Bo cranmapros, 1989. — 192 c.

19. Yyiikos, /. Kak pabotaTh ¢ JOKaNnbHBIMH aKTaMU B YUPEKACHUH KynbTypbl / JImurpuit Uylikos //
CrpaBoYHUK PYKOBOAMTENS YyuUpexAeHus KyJabTypsl / W3nmatenbckumii jom MLI®OP; rm. pen.
E. bornanora. — 2019. — Ne 2. — C. 64-69: ¢or., Tadn. — (Kaapsel. Jlokymenrarms).

20. SlukoBas, B.®. JlokymMeHTHasl IMHI'BUCTHUKA: YUEOHHUK IS CTYA-B By30B 10 HarparieHnuo 034700
"JlokyMeHTOBeiecHHe ©  apxuBoBeleHue" (kBammdukanms "OakamaBp") u cmen. 032001
"JlokyMeHTOBEZIeHHEe M JOKyMEHTalMoHHOe oOecriedeHne ympasineHus" / B.®D. fukoBas. — M.:
Axagemus, 2011. — 288 c. — (Bwicmee mpodeccrnoHanbHOe oOpa3zoBaHue: JIOKYMEHTOBEICHUE H
apxuBoBenenue) (bakanaspuar).

DJIEKTPOHHBIE pecypchl

1. T'punGepr, A. C. IOY: sanextponnbiit yueonuk / A. C. I'puntepr [u ap.]. — M.: KOHUTH, 2011.

JloroBops! BceM: GecruiatHast 6a3a JOrOBOPOB M IPYTHX TPaKAAHCKO-MIPABOBBIX JOKyMeHTOB [Cailt].

3. IOV: snekrponnas kaura [CD-ROM]. — FOHUTHU-JTAHA, 2010.

no

7.2. CPEACTBA OBECIHHEUEHUS OCBOEHUA JUCIHHIIJIMHBI .
7.2.1. METOJJUYECKHUE MATEPUAJIbI U MATEPUAJIBI 110 BUJIAM 3AHATHU

METO/IMYECKUE PEKOMEHJIAIIMM K IIPOBEJIEHUIO CEMUHAPCKUX 3AHATHANA

Cemunap Ne 1. OpraHu3anusi J0KyMeHT0000pPOTA M TEXHOJIOTMH 110N POU3BO/ICTBA.
Ilnan

1. Ciryx6a goKkyMeHTaroHHoro obecrieuenus ynpapienus (JIOVY).
1.1. Cymmocts J1OVY.
1.2. 3agaun u Qyskun cayx0e1 JOY.
1.3. Ctpykrypa ciayx0s1 JJOY.
1.4. IlpaBa 1 OTBETCTBEHHOCTH CIIyk05I JJOY.

2. JIokyMeHTOO0OPOT OpraHU3allHH.
2.1. Opranuszanus JOKyMeHToo00poTa
2.2. Peructpanys JOKyMEHTOB.
2.3. KoHTpoIb 3a cCpOKaMU UCTIOJTHEHUS TOKYMEHTOB.

3. XpaHeHune JOKyMEHTOB B JAEJIONPOU3BOICTBE OPTaHM3ALINI.
3.1. 3akoHOATEIbHAS M HOPMAaTHBHASI OCHOBA XPAHEHUS TOKYMEHTOB.
3.2. Opranuszanus XpaHeHHs JOKYMEHTOB B I€TIOIPON3BOJICTBE.
3.3. Homenkmarypa nen.
3.4. OcHOBHBIE TPeOOBaHHS K COCTABICHNUIO HOMEHKIIATYPHI NI
3.5. ®opmupoBaHue Aei.

CnMcok JuTepaTypbl

1. BeikoBa, T.A. JlokymMeHTauuoHHOe obecreueHue ympasieHus (aenonpousBonctso) / T.A. Beikosa,
T.B. Ky3nernosa, JI.B. Cankuna: yue6. mocobue. — 2-¢ u3n. — M.: UHOPA-M, 2012. — 304 c. — (Bricmee
oOpa3oBaHue).
2. Kysnernos, U.H. JlokymeHTanonHoe obecrieyeHne yrpaBJIeHNs 1 JIeIONPON3BOICTBO: YIEOHHK IS By30B
u ccyso / LH. Ky3sueros. — M.: FOpaiir, 2010. — 576 c. — (OcHOBBI HayK).
3. bacakos, M.U. JlenonpouzBoactso: JJOY Ha ocHoBe 'OCT P 6.30-2003: yue6. nmocobue / M.U. bacakos,
0O.1. 3ampikoBa. — 6-¢ u3n. mepepad. u pom. — M.: amkos u K, 2007. — 345 c.
4. bacakoB, M.!. CoBpeMeHHOE JeT0NpOon3BoACTBO ([loKyMeHTallMOHHOEe O0ecriedeHre yrnpaBieHus): yueo.
nocobue / M.U. Bacakos. — Poctos u/]1., 2008.

Cemunap Ne 2. CocraBienne u opopMiIeHHe 0TAeIbHBIX BUIOB JOKYMEHTOB.
Inan



1. OpranuzalMOHHBIE JOKYMEHTHI.
2. PaciopsiautenbHble JOKYMEHTHI.
3. UndopmaImioHHO- CrIpaBOYHbBIC TOKYMEHTHI.

Cnucok JuTepaTypsbl
1. beikoBa, T.A. JlokymeHranmoHHoe obecredyenue ympasienus (memornpomu3Boactso) / T.A. beikosa,
T.B. Ky3uernosa, JI.B. Cankuna: yue6. mocobue. — 2-e m3a. — M.: UTHOPA-M, 2012. — 304 c. — (Bsicrree
o0Opa3oBaHue).
2. TOCT P 6.30-2003. YHudpuuupoBaHHas CUCTeMa OPraHU3ALMOHHO- PACHOPSIUTENBHON JTOKYMEHTAIHH.
TpeboBanus xk opopmieHuro qokymeHToB. — Ben. 01.07.2003 // COopHUK OCHOBHBIX POCCHHCKHX CTaHIAPTOB
no Gubnuoreyno-uHMpopManmonHoit aesrensHoctd [ cocr.. T.B. 3axapuyk, O.M. 3yceman. — CIIG.:
Ipodecens,2006. — C. 504-522.
3. Kysnenos, .H. JlokyMeHTaIlMOHHOE OOECIICUeHHE YIIPABICHUS U JIEJIOTPOU3BOJCTBO: YICOHUK ISl BY30B
u ccysoB / .H.Ky3nenos. — M.: lOpaiir, 2012. — 576 c.
4. OdopmiieHre CITy»)eOHBIX JOKYMEHTOB: peKOMEHIAIMK Ha ocHOBe (0T pa3paboruukoB) 'OCT P 6.30-2003.
-M,, 2006. - 111 c.

METOJINYECKHE PEKOMEHJAIIMM K TPOBEJEHUIO MPAKTUYECKHUX 3AHATHIA
I[IpakTHyeckoe 3ansTHE No 7.
XapakTepuCTHKA CTPYKTYPbI U COCTABJIEHHE OPraHM3alHOHHO-TIPABOBOIi TIOKYMEHTANUH.

Opzanu3ayuonHvle OOKYMEHMbl: NPOAHATUUPOSAms CMPYKmypy Ycmaesa oubnauomexu.

YcTaB — OCHOBHON HOPMAaTUBHBIN JOKYMEHT, PEIJIaMEHTHPYIOIIUI IESITeIbHOCTh OpPraHU3aIuu.

Opzanuszayuonnvle  OOKYMEHmBbl:  HOO020MOBUMb  NOOOOPKY  NONOMNCEHUIl,  KOMOPbIMU
PYK080OCHI8yemcs Oubnuomexa.

ITonoxeHue— HOPMATHBHBIM JOKYMEHT, KOTOPBIM ompenenseT NOpAIOK o00pa3oBaHMs, CTaTyc,
KOMIIETEHIIUIO, IPaBa, 00sI3aHHOCTH U OPTraHU3aIUIO0 Pa0OTHl YUPESKACHUS.

PaznoBugHocTH monokeHmi, Hanpumep «llomokeHme 00 ommate Tpyna paOOTHUKOB» (paHee
UMeHOBaJIOCh «O MaTepuallbHOM CTHMYJIMPOBaHHUHM PaOOTHUKOBY», «O HagbaBKax, JOIUIaTaX M MPEMUSIX),
«IlonmoxeHue o NpeMUPOBAHUHN PAOOTHUKOB U T. 11.).

Opzanu3zayuounvie OOKYMEHmbl: @) HOZHAKOMUMBCA C  COOEPHCAHUEM  OO0JIHCHOCHIHBIX
UHCMPYKUUIL U KEAIUQUKAUUOHHBIX XAPAKMEPUCMUK OO0ICHOCHENl pAadOmHUKO8 0Oubiuomex; 0)
Ilpeonosicumev OononHenusa K OONAHCHOCHHLIM UHCHMPYKUUAM 6 COOMEEMCHMEUU C COBPEMEHHBIMU
HOPpMAMUGHO-NPAGOCLIMU OOKYMEHMAMU.

WUHcTpykmss — npaBOBOW akT, M34aBaeMblii B LENAX YCTAaHOBJICHHS MPaBWJ, PETYIUPYIOIIUX
OpraHMU3allMOHHBIE, HAayYHO-TEXHHYECKHE, TEXHOJIOTHYeCKue, (UHAHCOBBIE WJIM JPYTHE  aCMEKThI
JEeSITENBHOCTH OpTaHU3aNni, UX TOApa3IeIeHIA WU (PIIIHAIIOB, a TaKXKe JOJDKHOCTHBIX JIHI.

JOomKHOCTHAS HWHCTPYKIMS — IOKYMEHT, ONpeaesionmid (QyHKIWU, TpaBa HW OOSI3aHHOCTH
COTPYIHHUKOB OpPTraHU3aLMH; MO3BONSET PasTPAHUUUTh (DYHKIUHU ITOJTHOMOYMS M OTBETCTBEHHOCTh Ha OCHOBE
YETKOM perfiaMeHTALUH TPYI0BOH JeITETbHOCTH PAOOTHHUKOB.

JOKHOCTHBIE MHCTPYKIMN CO3JAIOTCS Ha OCHOBE KBamM(pHKaMOHHOTO CIPaBOYHHUKA JOJDKHOCTEH
PYKOBOAMTEINIEH, CIEIUAINCTOB U JAp., YTBEPXKICHHOrO MocTaHoBIeHHeM Muntpyaa Poccun ot 21.08.1998
Ne 37 ¢ nocnenyronmmMu N3MEHEHUSIMU U TOTTOJIHEHUSIMU.

Kpanmudurkanmonnble XapakTepUCTHKH IOJDKHOCTEH Crenupuyeckux Uil OTAENBHBIX OTpaciei
paspabaTsIBalOTCd MUHHCTEpcTBaMHu (BemoMcTBamu). Hampumep, «KpamuduxanuoHHBIE XapaKTEpUCTHKU
pabOTHUKOB OUOITHOTEK)»: CIIPABOYHHUK.

Opzanuzayuonnsvle O0OKymMeHmul: noozomoeumsv u ogopmumsb JlOTOBOp Ha IUIATHBIC YCIYTH;
HoroBop napenus uMmyIiecTsa (oxepTBoBaHus); JloroBop o COTpyAHUYECTBE.

JloroBop — mpaBoBO MHOTO(YHKIIMOHATBHBIH JOKYMEHT, PETYIHPYIONINN X035 HCTBEHHbIC WM HHBIC
B3aMMOOTHOIIEHUS CYOBEKTOB IKOHOMHUUYECKON AEATEIbHOCTH.

CormacHo cr. 420 'K pmoroBopoM mpH3HAETCS COTJANICHWE MABYX KM HECKOJIBKO JHUI 00
YCTAHOBJICHUH, M3MEHEHUHU WJIH MIPEKPAIICHUH IPaKIAHCKUX TPaB U 00SI3aHHOCTEH.

JloroBopel ¢ mapTHEpaMH — TIMCBMCHHBIC COTJIAIICHUS, OINpPEICIIOINEe B3aWMHBIC IIpaBa,
0053aHHOCTH ¥ OTBETCTBEHHOCTh YUPEXKIEHUH KyIbTYpbl U UX NAPTHEPOB.

JoroBopaMu opOpPMIISIIOTCS CIACTKH KYIUIU-TIPOAAXKH, TTOCPEIHHYECKUE ONepaluy, apeHaa u ap., a
TaKXe OTHOIIEHHE paboTomaTesns U pabOTHHKA.

Buowt 00z060poeé c napmuepamu:

- loroBop apeH b (cyOapeHIbl);

-JloroBop KyIuu-npoaaxu;

-JloroBop JapeHus UMyLIecTBa (IOKEPTBOBAHUS);

-JloroBop 6€3B03ME3IHOTO MOJIb30BAHMUS;



-JloroBop moJyib30BaHuUs Ha BO3ME3AHON OCHOBE;

-JloroBop mocraBku

-JIoroBop 0 COTpyITHUYECTBE;

-JloroBop o B3aMMOIENCTBUN

-JloroBop obciyKuBaHHS C PEMOHTHO-CTPOHUTEIEHBIMH, TI0XKaPHBIMHU, OXPaHHBIMH U ITPOIUMHU
ciryx0am

-KonnekTuBHBIN TOTOBOP MEXKITYy aIMUHHUCTPAIIMCH YUPEKICHHUS U TPYIOBBIM KOJUIEKTUBOM;

-TpynoBoii torosop ¢ pabOTHUKOM (peepanbHOTO OI0PKETHOTO YUPEHKACHUS;

-JloroBop Ha MIaTHBIE YCITYTH;

-J1oroBOp 0 COBMECTHOI NEATENEHOCTH.

IMpakTuyeckoe 3ansaTue Ne 8.
Co3nanue pacnopsiiuTeIbHON TOKYMeHTAIIHH.
1. Ocopmirenne ciyxeOHBIX TOKyMeHTOB: pekoMeHaanuu Ha ocHoBe [ OCT P 6.30-2003. — 2006. — 111c.

Tpeobosanusa k cocmasnenuio u 0hopmieHur0 nPOMmMoKo08

[IpoTokon — opraHU3alMOHHO-PACHIOPAAUTEIBHBIN «TOKYMEHT, (PMKCUPYIOIINI X0/ 00CYKACHHS BOIIPOCOB U
NPUHATHA pelIeHNs Ha COOpaHMsX, COBEIIAHMAX, KOH(PEPEeHIMAX M 3acelaHusIX KOJUIETHAJbHBIX OpraHoB». boiee
0000IIEHHOE ONpeNeNIeHIe MPOTOKONA JaeTCs B TOJNKOBBIX CIOBApsAX PYCCKOTO SI3BIKA, TPAKTYIOUIIMX €ro Kak
«IOKYMEHT C 3aIMChI0 BCEr0 MPOUCXOAIIETr0 Ha 3acCeJaHiH, COOpaHUI».

[Iporoko, kak mpaBuIIO, BEJETCS BO BpeMs 3acefaHus. B Tex ciyuasx, Korna 3acefaHue cTeHoOrpadupyercs
WIA TPOU3BOMUTCS 3alllICh HA MArHUTHYIO JICHTY, IIPOTOKOJ MOXKET COCTAaBIIATHCS TOCIe WX pacmmdpoBku. Bectn
MPOTOKOJ JOJDKEH CEeKpeTaph WM CIeNHalbHO HasHaueHHoe numo. OT ero kBannpuKalud, yMEHHsS BHUKHYTH B
CYIIECTBO 00CYk/JaeMbIX BOIIPOCOB 3aBUCUT KaueCTBO IPOTOKOJILHOM 3amucH BhICTyIUIeHHH. [IpoTokon opopmisercs
Ha obmem Onanke ¢opmata A4. B ero ¢Gopmyssip BXOIAT CIEAYIONIHME PEKBH3WTHI: HAaMMEHOBaHME BEIOMCTBA,
HaMMEHOBaHHE OpPraHu3aluy (CTPYKTYPHOTO MOIpasIelieHns ), yKa3aHue Bua JOKyMeHTa (TIPOTOKOI), JaTa 3aceIaHus,
HOMep, MECTO 3ace/laHus, Tpu( yTBepxkIeHus (B cirydae, Korja NpOTOKOJ MOJICKHUT YTBEPKICHHUIO), 3ar0JIOBOK, TEKCT,
TIOJIITUCH.

Ha mpoTokorne mpocraBisieTcss IMEHHO [aTa 3acelaHus, a He OKOHYATESIFHOTO O(GOPMIICHHS MITH MTOITHCAHUS
nporokoina. B ciydae, ecnu 3aceaHue mpooInKaeTcsi HECKOJIBKO JTHEH, YKa3bIBAlOTCS JaTa Havaia 3acelaHus u 4epes
TUpe JaTa OKoHYaHus, Hampumep 12-14.03.97. Homep mnporokosa sBAsSeTCS MOPSAKOBBIM HOMEPOM 3acelaHuil
KOJUIETHAJIBHOTO OpraHa B TeUeHHUE rojia (B y4eOHOM 3aBEJICHHH, MOXET OBITh, yUeOHOTO rojia). B pekBU3UTE «MECTO
3acelaHus» YKa3bIBaeTCs TOPOJI, IJIE COCTOSAIOCH 3acCeIaHHeE.

3aroJioBOK TPOTOKOJA CONIEPKUT YKa3aHHWE Ha BHUJl KOJUIETMAbHOW JIesITENIbHOCTH (3acenaHue, coOpaHue,
COBCIIaHNE) W Ha3BaHHE KOJUICTHANFHOTO OpraHa B POJUTENGHOM IMafexe, HalpuMep, «3acelaHisi KOMUCCHI,
«co0OpaHUs TPYAOBOTO KOJUIEKTHBa». [locie odopmieHHs 3aroJoBOYHON dYacTd (9TO MOXHO CHENATh IO Hadaia
3ace/laHusl) MPUCTYNAIOT K COCTaBJICHUIO TEKCTa. TeKCT MpOTOKOJa MOJpas3/eisieTcsl Ha JBE YacTH: BBOJAHYIO, TJie
YKa3bIBAIOTCS MPECENaTeIbCTBYIOMNH, CeKpeTaph, IPUCYTCTBYIOIINE U MTOBECTKA THS, U OCHOBHYIO, TI¢ (PUKCHPYETCSI
xox 3acemaHus. CIOBOM «IpeAcemaTeNlby HAuMHAIOT TpoTokoin. OHO IedaTaeTcss uYepe3 ABa HHTEpBaia IMOCHe
3aroJioBKa, NpsIMO OT MOJIed C HYJEBOTo IOJIOKEHHs TalOyisTopa ¢ HpoIMcHON OykBbl. Ilocie THpe ykasbBaroOT
(dhamunnio mpejcenaTens, MHUIMANLL. Tak ke oopMisieTcst CIOBO «cekpeTapby. Hanmpumep:

IIpencenarens — Xapuenko B.U. Cexperapps — ®unumonos Cb.

IIpu mnpoBeneHUH ONEPaTUBHBIX COBEIIAHMH 3Ta 4YacTh IPOTOKOJA omyckaercd. Jlanee mnepedmcistorcs
npucyrcTBytomume. Ilopsgok odopmieHus 3Toro paszaena cieaywoomuil. B mportokone 3acemaHusi MOCTOSHHO
JCHCTBYIOMIETO PEANFHOTO OpraHa MpPUCYTCTBYIONINE MOCTOSHHBIC WICHB YKa3bIBAIOTCS B al(aBUTHOM IIOPSIIKE.
ITocne aToro 3amuchIBalOTCS (paMMIIMHM NMPUTJIAICHHBIX C YKa3aHHEM MX JOJDKHOCTH. Ha pacuMpeHHBIX coOpaHMAX U
3aCCJaHusgX C OOJIBIINM YHCIIOM MPUCYTCTBYIOIIUX HUX COCTAB YKa3bIBACTCA KOJIMYCCTBEHHO, a l'[O(baMPIJ'ILHLIﬁ Crucok
MIpHJIaraeTcs K IMPOTOKOITY, O YeM JIENAeTCsl COOTBETCTBYIONIAS 3aITUCh B CaMOM IIpoTokoste. Harmpumep:

IIpucyrcrBoBanu: 43 ven. (CIUCOK MpHUIIaraercs).

Ha coOpanusix, KoHpEepeHIHsIX, Che3/iax, Iie IPUHATHE PEIICHUATPEOyeT ONpeAeIeHHOr0 KBOpyMa, B pasjiere
«[IpucyTCTBOBANY YKa3bIBACTCS, CKOIBKO YEIIOBEK JOJDKHO MPUCYTCTBOBATH U CKOJIBKO MPU

1o Ha 3acefanue. Hampumep, B mpoTokosie coOpaHUs WIEHOB aKIMOHEpHOTro olmecTBa ykazaHo: «Bcero
yieHoB OAO 135 uedn., npucyrctBytoT 117».

Hanee cnemyer moBecTka JAHSA. B 3TOH YacTW NpPOTOKOJANEPEUHCIAIOTCS BOIPOCH], BBHIHECEHHBIE Ha
paccMOTpeHHe KOJIErHAIbHOTO OpraHa.

Kasxnp1ii BoImpoc HyMepyeTcst 1 HAYMHACTCS C: IPEAiora «o» («od»}.

Hamnpumep:

1. O mepcnekTHBaxX pa3BUTHA 3aBona. Jlokiman qupekropa ((haMruTist, MHAHATIE).

2. OO0 wurTorax COIMOJIOTHYECKOro ompoca padounx. Jlokiaa HadalbHHUKA COIIMOJIOTHYECKON CITY:KOBI



(pamumus, HHUTHAIIBI).

B psne ciayuae, HanpuMep IpU MPOTOKOJIMPOBAHUY 3acelaHUI KOJUIernii MUHUCTEPCTB, KOMUTETOB, TOBECTKA
IHS. MOXKET NPUJIAraTthCs K MPOTOKONy. Torma oHa HE BHOCHTCS B TEKCT MPOTOKOJIA, a MENACTCs JHIIb OTCHUTOYHAS
3amuch: «[loBecTka THS 3aceaHus IPUIIATaeTCsD).

OcCHOBHasl 4acTh TEKCTa MPOTOKOJIAa CTPOUTCS IO pazjesiaM, COOTBETCTBYIOUIMM ITyHKTaM MOBECTKU AHA. B
KaXI0M IyHKTe MOryT ObITh Takue yactu: CJIYIIAJIN, BBICTYITUJIN, PEIINJIN (ITOCTAHOBUJIN). Ot cnosa
MUIITYTCS TPONUCHBIMA OyKBaMH, KaKIO€ C HOBOW CTPOKH, ITOCIE HHUX CTABUTCS IBOETOYHE, M TAKMM 00pa3oM OHHU
3pUTENLHO Pa30UBaIOT TEKCT.

CnoBo «ciylIaawy HauWHAeT pas3liel MO KaKIOMY IyHKTY MOBecTKM aHSA. OHO MHIIeTCs HAa OJHOM CTPOKE
BcIien 3a UQpamMu, 0003HAYAIONUMHE MTOPSIKOBBI HOMEp BOTIpOCa.

DaMuius ¥ MHULMATBL TOKJIAJAYMKa U BBICTYMAIOMIMX B NMPEHHUAXYKA3bIBAIOTCS B HOBOWM CTpoke c ab3ama.
CopeprkaHue BBICTYIUICHUSU3JIAraeTcsa OT TPEThEro JUIa eMHCTBEHHOTO Yncia. Ecu UMeloTCATEKCThI (MM TE3UCHI)
JOKJIaa0B W BBICTYIUICHHI, OHM HE 3allUCHIBAIOTCS B IPOTOKOJ, a uepe3 THUpe Mocie (aMuIny IOKIaTInKa
WIMBBICTYIIUBILIETO yKa3biBaeTcsi « TekeT mokiama (BBICTYIUIEHUs, coOoOmeHus )npuaraetes. Ilocie 3anmucu kaxmoro
BBICTYIUICHUSI TIPUBOJISTCS BOIPOCHIM OTBETHl HA HUX B mopsnke moctymieHus. Hanpumep:CymuproB B.K. beutn n
MIPUHATHI MEphI IS JTUKBUAau aBapuu Ha crpoiike? JIeicnkoBK.I1. K 8 wacam yTtpa cremyromiero aHsS Boja Obuia
MOJTHOCTBIO OTKAYaHAa U IMOCTICICTBHS aBAPHH JINKBUANPOBAHEL.

3aBepiraronas 4acTh pasjena Mo KaxaoMy IyHKTY MOBECTKH JHA — 3aliCh MPUHITOTO MO 00CyXIaeMoMy
BOTIPOCY pemIeHus (IOCTAaHOBIICHMS). PemeHns Mo HeCKOIBKIM BOIPOCaM MOAPA3AEISIIOTCS Ha MYHKTH U ITOIITYHKTEI,
HyMepyemble apabcknmu mudpamu. [locTaHOBISIONIAS YaCTh PEIIeHHH, KaK H PacHOPSIIUTENbHBIE TOKYMEHTHI, TOJDKHA
OBITh KOHKPETHOH U COJIEpKaTh COCTaBHBIC YaCTU: KOMY, UTO ClIeNaTh U K KakoMy cpoky. Hampumep:

1. CJIVIIAJIU; BBICTYIINJIIN;

PEIINJIA:

®ponosa E.H. — Tekct noxnana npunaraercs. Crapoctud E.B. — kpatkas 3anuce BoIcTymieHus. Kys3Heros
T.I'. — KpaTKas 3anKCh BHICTYIICHUSI.

1.1. CneumaibHBIM KadeapaM IPOBECTH COBMECTHOE 3acelaHue, MocBsmeHHoe 10 J5.05.97.

1.2.  Hmuzaporyb.C. opranmuzosath Ha kadenape BoicTaBky K 11.05.97.

2. CJIVIIAJIN: . BBICTYITJINU: PELLINJIN:

[Toxmuce Ionmucs

B.A.Cugnopos E.M. KpsiioBa

IIpencenarens Cekperapb

[Ipu BEIOOpax MOKHOCTHBIX JIMI[ B TIPOTOKOJIE YKA3BIBAIOTCS PE3yIbTATHl TOJOCOBAHUS IO KaXKIOH
KaHAUIAType OTIACIBHO.

ITo momHOTE OCBeUIeHHMA XOAa OOCYXKICHHS BOMPOCOB Ha 3acelaHUSAX MPOTOKOJBI NENATCS Ha TOJHBIE H
KpaTkue. B kpaTkoM MpoTOKoIIe yKa3bIBaOT (haMUIINK TOKIAIUNKa, TEMY AOKIana, (aMHUINK BRICTYHABIINX, [lomy4dnTs
MpEeICTaBICHUE O XapaKTepe 3aMeuaHuii, Xome OOCYKICHWS, MHEHISX, BBICKAQ3aHHBIX B MPEHUSX, 110 TaKOMY
MPOTOKOJIY HEBO3MOXKHO. KpaTKI/Iﬁ IMPOTOKOJI AOIMYCTUM TOJIBKO MHPU HAJIWYUU CTCHOTpaMM WM KOrJa TCEKCThI
JIOKJIaJIOB U BBICTYIUIEHUH NpUIIAaratoTcs K IpoTokoiy. KpaTko MpOTOKONIMPYIOTCS TAKXKE ONEPATUBHBIE COBELIAHNS.

Bo Bcex OCTanmbHBEIX CITydasx MPOTOKOI MOJDKEH COAEpKaTh 3aIlMCH BCEX BBICTYIUICHHH, ITOKA3aTh BEIPAOOTKY
pELIeHNsT B CTONIKHOBEHUH MHEHHH, MUCKycchsaX. B Xome 3acemaHus MOKHO COCTABUTH JIMIIb YEPHOBHUK MPOTOKONA. B
MATUAHEBHBIA CPOK MPOTOKON yTOuHsieTcs, noOaBisiercs, BbiBepsieTca U odopmisiercs. Ecnmu x mporokomy Oyzaer
MPWIOKEHA CTEHOTpaMMa, 00 ATOM JAeTaeTcs 3aliCh ITOCIe IEePBOH YacTH IMPOTOKONA: «3aceJaHre YUCHOTO COBETa
creHorpagupoBaioch. CTeHorpamMma Tpmiaaraercs». [lOTHOCTPIO TOATOTOBICHHBIA IMPOTOKON IMOIIHCHIBACTCS
MpeJiceiaTeNieM U CeKPETapeM.

Perrenust KoJUIErHaNBbHBIX OPTaHOB IOBOIATCS IO HCIIONHUTENCH B BHUAE CaMOCTOSTEIHHBIX NTOKYMEHTOB —
MMOCTAaHOBIICHUN W pelIeHUH. B yupexmeHusx, JeWCTBYIOINX Ha OCHOBE €IUHOHAYAJNS, OHH MPOBOAATCS B KH3HD
pUuKasaMu. B ocTanpHBIX CliydadaX ACJIat0oTCs BBIIMUCKU U3 IIPOTOKOJIOB.

METOIUYECKHUE PEKOMEHJAIIUU 110 U3YYEHUIO KYPCA JJIA IPENNOJABATEJIA

[Ipu noaroToBKe K 3aHATHUIO NMPENOJABATENb, BEAYIUN CEMUHAPCKHUE 3aHSATHS, JOJKEH BHUMATEIBHO
03HAKOMHTECSI ¢ y4eOHO-METOJMUECKIM KOMITJICKCOM II0 IUCHUIUIMHE M YTOYHHUTH IUIaH €r0 MPOBEACHUS.
Bonee Toro HE0OXOIUMO O3HAKOMHUTHCS C HOBBIMHU ITyONMKAIIMSAMH 1O TEME CEMHHApa M JOMOJHHUTEIBHOMN
JIUTEPaTypbl IO BONpocaM IulaHa 3aHsTus. OKa3blBaTb METOAMYECKYHO MOMOIL CTYAEHTaM B IOJATOTOBKE
JIOKIanoB U pedeparoB. B xone cemMuHapa BO BCTYNHTENBHOM CJIOBE IIPEMOAABATENb JODKEH PAaCKPHITH
TEOPETUUYECKYI0 U IPAKTUYECKYH0 3HAUYUMOCTb TEMbl CEMHMHAPCKOIO 3aHATHA, OIPEICNIUTh IMOPSAIOK €ro
NPOBEICHNs, BpeMs Ha OOCYXKISHHE KaxIOoro ydeOHOro Bompoca. JlaTe BO3MOXKHOCTH BBICTYIIUTH BCEM
JKENAIONIMM, a TakXKe MPEAJIOKHUTh BBICTYNUTb TEM CTYIEHTaM, KOTOpblE€ MO TeM WM HMHBIM MPHYUHAM
IPOIYCTWIIN JICKIIMOHHOE 3aHATHE WM NPOSBILIIOT MacCHBHOCTH. llenecooOpa3Ho B xome 00CYKACHUS
y4eOHBIX BOIIPOCOB 3a[aBaTh BHICTYIAIONIMM M ayAWUTOPHH JONOJHHUTEIbHBIE W YTOYHSIOIINE BOIPOCHI C



IENBI0 BBISICHEHHS UX MO3UIMN MO CYHMIECTBY 00CYKHaeMbIX mpodOieM. [1oompsaTs BBICTYIUICHHS C MECTa B
BUZE KPATKUX JOTOJHEHNH W TIOCTAaHOBKH BOIIPOCOB BBICTYIMAIOMINM M IpenoaaBaTemro. s HariIsgHOCTH |
3aKpeIUICHHs] M3Y4aeMOro MaTepHaia MpenoAaBaTellb MOXET HCIIONB30BaTh TAONMIBL, CXeMbl W T.J. B
3aKIIFOYUTEIBHON YaCTH CEMHUHAPCKOTO 3aHATHS CIICAYET IOABECTH €ro UTOTHU: aTh OOBEKTHUBHYIO OIICHKY
BBICTYIUIEHHH KaXXIOTO CTYICHTAa W Y4eOHOW TpyNIbsl B LEJOM. PacKpBITh TONOKUTEIBHBIE CTOPOHBI H
HEIOCTaTKH TPOBEIEHHOTO CEMHHApPCKOTro 3aHiATHsA. OTBETHTH Ha BOIPOCH CTyIeHTOB. HaspaTe Temy
ouepenHoro 3aHsATHA. K TOMy e mpenoiaBaTels OO0s3aH IMPOBOAMTH TPYIIIOBBIE M HHIWBUIYAITbHEBIC
KOHCYJIBTAllUN CTYIEHTOB MO BOIPOCAM, BO3HUKAIOIINM Y CTYACHTOB B XOJI¢ UX MOJTOTOBKU K TEKYyIICH W
MPOMEXYTOYHOU aTTeCTalluy 0 «JoKyMeHmayuonHoe obecneyenue ynpasgneHusy, peKOMEHIOBATH B ITIOMOIIIb
yueOHbIE U JIpyTHE Marepuallbl, a Takke CHOpaBouHylo JmTeparypy. OCBOCHHE JUCIMITIMHBI
«/{okymenmayuonnoe obecneuenue ynpaesierusy NpennoiaracT UCIoIb30BaHNe KaK TPaJUIIMOHHBIX (JIEKIIUH,
NPaKTUYECKHE 3aHATUS C HCIONB30BAaHHMEM METOAMYECKHX MAaTEpPHaloOB), TaK ¥ HHHOBAIIHOHHBIX
00pa3oBaTENBHBIX TEXHOJOTUH C WCIONB30BAaHUEM B YICOHOM IMPOIECCE MHTEPAKTUBHBIX (hOpM MpOBeACHUsI
3ansaTuil. CeMUHApPCKHUE 3aHATHS B TPAIUIMOHHOW (OpME MPOBOIATCS B COOTBETCTBHU C YTBEPXKICHHOM
y4eOHO-METOAMYECKON pa3pabOTKON Ui MPOBEIEHUS CEMHHAPCKUX 3aHATHH W CaMOCTOSTEIHHOW paboThI
CTYAEHTOB IO COOTBETCTBYIoIIEeH mucumruimHe. Kaxmas Tema pa3pabOTKH COICPIKUT IEPEUCHb OCHOBHBIX
BOIIPOCOB JUTS OOCYKICHUS, KOHTPOJIBHBIC BOMIPOCH TEMBI, 33IaHUsl ISl CAMOCTOSITENEHONW pabOThI M CIIHCOK
JUTEPATYphl, PEKOMEHOyeMOH K u3ydeHHio. Eciam 3aHATHE TNPOBOOWTCS B HWHTEPAKTUBHOH (opme,
MPENoaBaTeNlb AOJDKEH OOCYAWTH B TPYINIC HA MPEABIIYNIeM 3aHATHH IUIAH MPOBEICHUS MOCIEAYIOIIETO
CEeMHHApa B HHTePaKTUBHOU Gopme. [Ipu 3TOM HEOOXOMMO pacIIpeeIUTh 3aAaHus, TEMbI TPE3CHTAIUA, 1aTh
PEKOMEHIAIMU CTYJICHTaM IO MOATOTOBKE W MPOBEACHUIO 3aHATHS B MHTEpaKTHBHOW (opme. B mporecce
o0y4yeHns: HEOOXOOUMO OOpamaTh BHAMAHWE B MEPBYIO OYepenb HA T€ METOABI, IPH KOTOPBIX CIyIIATEIIH
UACHTHOUIUPYIOT ce0sl ¢ yueOHBIM MaTepUalioM, BKJIIOYAIOTCS B H3YYaeMYIO CHTYAaIUIO, MOOYXKIAITCS K
AKTHBHBIM NICHCTBUSIM, MEPSIKUBAIOT COCTOSHUE YCIEXa U COOTBETCTBEHHO MOTHBHPYIOT CBOE IOBEICHHE.
Bcem 3tiM TpeOoBaHHAM B HauOOJBIIEH CTENIEHW OTBEYAIOT MHTEPAKTHBHBIC METOABI OOydeHUS. YdUeOHBII
MPOIIECC, OMMPAIOUIMIACST Ha KCIOJBb30BAaHUE WHTEPAKTHBHBIX METOIOB OOYUEHHsS, OPTaHH3YETCSA C y4ETOM
BKIIFOUEHHOCTH B IPOIIECC MO3HAHUS BCEX CTYACHTOB Ipymmbl 0e3 uckitoueHus. CoBMeCTHAs NESITEIbHOCTD
03HaYaeT, YTO KaKIBI BHOCUT CBOM OCOOBIH MHIUBHUIYaTbHBINA BKJIA, B X0A€ PaOOTHl HIeT 0OMEH 3HAHHSIMU,
upesMu, crmocobamu nesrensHOCTH. OpraHm3yloTcs HWHIWBHIAyalbHas, HapHas M TpymmoBas padora,
OCYIIECTBIsICTCST paboTa ¢ JOKYMEHTAMU M PAa3IMYHBIMH HCTOYHHMKaMu wuH(popMmanuu. VHTepakTUBHBIC
METOABI OCHOBAaHBI Ha MPUHIMIAX B3aMMONCHCTBHUS, aKTHBHOCTH OOYyYaeMBIX, OIOpe Ha TPYIIOBOH OIIBIT,
o0s3aTebHON oOpaTHOW cBsi3u. Co3maercs cpela o0pa3oBaTENLHOTO OOIIEHHS, KOTOpas XapaKTepusyeTcs
OTKPBITOCTBIO, B3aHMOJIeI71CTBPIeM Y4aCTHHUKOB, PaBCHCTBOM HUX apryMmMeHTOB, HAKOIUJICHUEM COBMCCTHOI'O
3HaHUS, BO3MOXXHOCTHIO B3aMMHOM OIIGHKM W KOHTpojs. Benymwmii npernonaBatens BMECTE C HOBBIMHU
3HAHUSIMU BEJET YYACTHUKOB OOYUEHHS K CAMOCTOATEIFHOMY ITOUCKY. AKTUBHOCTD IIPETIONABATENS YCTYIIaeT
MECTO AaKTHUBHOCTU CTYACHTOB, €TO 33}13‘1612 CTaHOBHUTCA CO3JaHUC yCHOBI/Iﬁ 1 UMX HWHHIOUATHUBBEI.
IIpenogaBarenp OTKa3bIBACTCS OT POJM CBOSOOPA3HOTO (PUILTPA, MPOMYyCKAaIomero yepes3 cedsi ydeOHYIo
HHGPOPMAIIVIO, U BBITTOJTHACT (DYHKIHIO ITOMOIITHHKA B pab0Te, OHOTO M3 HCTOYHUKOB HH(DOPMAITHH.

METOINYECKHE PEKOMEHJIAIIUU 11O U3YUYEHNIO KYPCA JIJIsA
OBYYAIOUIETI'OCHA

VYcnemHoe ocBOeHUE MaTepraia Kypca BO3MOXHO JIUIIb IIPH CUCTEMATUYECKON paboTe B COOTBETCTBHU
¢ PIIJI. Tlomoxer B 3TOM UM Cepbe3HOE H3Yy4YeHHE psaa 0a30BbIX auciumiuH Kypc maer martepuan
0000MIaroIIero xapakrepa, OH KOHKPETH3UPYETCS B JPYIHX MUCHUILTAHAX. )1 OBNaJeHUs MOHATHHHBIM
anmapaToM BaXXHO HE TOJBKO 3HAHHME TEPMHUHOJOTHYECKHUX CTaHAAPTOB, HO MX OILIEHKa CIEIHaTUCTaMu.
BaxxHo oTcnexxuBaTh W3MEHEHHS B HUX MO TMEYaTHBIM M 3JEKTPOHHBIM HCTOYHMKaM. OCBOEGHHE CIIOKHOTO
Kypca B MOCIEJHEe BpeMs OOJIETYeHO HW3JaHWeM YYeOHOW JIMTepaTypbl pasHbIX jkaHpoB. OHa ykaszaHa B
CIIUCKaX OCHOBHOHM W JTOTIOJIHUTENILHOW JINTEpaTyphl. BMecTe ¢ Tem, pa3HOOOpas3ue HayuHBIX KOHICHIUN H
MOJIXOZI0B K COJCPKAHUIO Y4eOHOW JMCIUIUIMHBI yCUJIMBAECT OPHUEHTHUPYIOUIYIO pPOJIb JISKIWH W 3aHATHH,
MPOBOJUMBIX TMpernojaBareneM. [IpH TOATOTOBKE K JIFOOBIM BHAAM 3aHATHH, YHWTas M KOHCHEKTHPYS
WCTOYHUKHN, HEOOXOAMMO BBIIETSATh CIHOPHBIE MOMEHTBI, MPOTUBOIONOXKHBIE TOYKM 3pEHUST W Jp.
CamocrosTenpHas padoTa, KaKk ayAuTOpHAs, TAK U BHEAYJAMTOPHAs, OCYIICCTBISAECTCS B BHJIE MOATOTOBKU K
CeMHUHapaM M TPaKTHYECKUM 3aHITHSM, BBIMOJHCHHUS TOMAIIHHMX 3aiaHuid. OO0A3aTeIbHO HCIIOJIb30BaHHE
HOBBIX HMH(OPMAIMOHHBIX TEXHOJIOTHH: TOWCK OIpPENCICHUH B CETH, MOHHUTOPHHT OTPacieBOrO
JIOKYMEHTAIILHOTO TIoTOKA. [Ipy n3y4yeHnu Kypca HeoOX0UMBI:

1. moAroToBKa K CEMHHAPCKUM 3aHSATHSM;

2. TIOJATOTOBKA K MPAKTUYECKUM 3aHSATHSIM;

3. co3gaHue COOCTBEHHOIO «0aHKa JTaHHBIX», BKIIOYAOIIETO:

a) aiHKECTHI K cCeMUHapam;

0) «Te3aypyc» (cioBaph OCHOBHBIX TEPMHHOB NPEAMETHOH 001aCTH);



B) CTPYKTYPHO-JIOTHUECKUE CXEMBI U TaOIUIIBL;

T') BBIITOJIHEHUE ayJUTOPHBIX MPAKTHYCCKUX 3aHATHI M JOMAITHHUX 33aJaHUH.

ITonroroBka K JekUuM He HyXHA. [IoATrOTOBKAa K CEMUHApCKUM 3aHATHSM 3aKJIIOYaeTcsd B OCBOCHHUU
TEOPETHUYECKOT0 MaTepualia 1Mo PEKOMEHIYeMOW JIMTepaType W KOHCIeKTaMm JeKiuid. Ilocie BbImosHeHUs
3aJaHus 00CyKIatoTcs pe3yibTaThl. [loaroToBKa K SK3aMeHy MOJDKHA OBITH peryispHoil. OHa HauYMHAETCS C
HepBOro 3aHATHA (00IIee 3HAKOMCTBO C pecypcHOW 0a30i AWCIMIUIMHBEL, B TOM YHCIIE €€ METOIUYECKIM
obecriedenueM; HHGOPMHUPOBaHKUE O (OPMax KOHTPOJS) M 3aBEPINACTCSA IMOATOTOBKOW K TECTHPOBAHUIO -
MOBTOPEHUEM MaTepuaia JUCIUTUIMHBL.

METOJIWYECKHUE PEKOMEHJIAIIMU K CAMOCTOSATEJBbHOM PABOTE
OBYYAIOIIUXCA

OO6yuatomuiica, B XOA€ BBIIOJHEHUS CaMOCTOSTENIbHOM pPabOTHI JOMKEH MPOSBUTH CIOCOOHOCTH K
CaMOCTOSITEIBHOMY TIOMCKY B pyclie BHIOpaHHOM MpoOieMaTuKy; yMEHHE HaXOAUTh U UCIOJIb30BATh HYXKHYIO
HH(OPMAIIHIO; IOKa3aTh YMEHHE CTPOUTH HAYYHOE PAa3BEPHYTOE U apryMEHTHPOBAHHOE BHICKA3bIBAHHE.

IIpu wu3yueHuu Matepuana HEOOXOAMMO HalM4yMe TpeOyeMbIX TEKCTOB JUls paccMoTpeHus. st
JOCTKEHUSI UYETKOCTH M CTPYKTYPUPOBAHHOCTH PabOTHI CTYJAEHT JO/DKEH (DPUKCHPOBATH BBIIOJIHEHHUE
CaMOCTOSITEIBHBIX 3aJaHUi U 0()OPMIISITH 3aIiCH B pabOYMX TETPaIsX.

[ ycnemHoro OCBOCHHS MaTepHaia Npo(ecCHOHATbHBIX CTaTeld W COCTAaBICHHS TPaMOTHOTO
KOHCIIEKTa HEOOXOIMMO CHauajla BHHUMATEJIbHO IPOUYUTATh CTAThIO HJIM BCE CTAThM, BBIICIUTH OCHOBHBIC
MIOJIO’KEHUSI M TOJIBKO IOCTIE 3TOT0 NPUCTYNUTh K KOHCIIEKTUPOBaHUIO. KOHCIIEKT He NOJDKEeH NpeBpallaTbes B
MEXaHUYECKOE «IEepENHChIBAHUE», B KOHCHEKTE HYXKHO KPAaTKO U CXKaTO OTPa3UTh OCHOBHBIE KOHLIEHIIMU
cratei. Camblil Nydmuii KOHCIIEKT — TE3HChI, KOTOPHIE SBIAIOTCS PE3yNbTaTOM TIIyOOKOH NpopaboTKU
MaTepuana.

7.2.2. ”HOOPMALIMUOHHO-ITPOI'PAMMHBIE CPEJICTBA

1. IlepcoHaspHBIE KOMITBEOTEPHI C JOCTYIOM K ceTH HTepHeT.

2. IIporpammuoe obecrieuenue: maket mporpamm: Microsoft Office (MC Word, MS Excel, MS Power
Point), 6payzep (Opera, Mozilla Firefox).

3. OOyuaromuMcss B paMKax AWCIMIUTHHBI TPEAOCTABISAETCS JOCTYH K 3JIEKTPOHHO-OHOINOTEYHBIM
cucteMaM (3JIEKTPOHHBIM OHOJIMOTEKaM), 3JIEKTPOHHON MH(POPMAIMOHHO-00pa30oBaTeIbHON Cpejie, TOCTYI K
HHPOPMAIIMOHHO-KOMMYHUKAIIMOHHOW  cetnt  «MHTepHeT», caliTaM OTEYECTBEHHBIX OHONHOTEK W
unpopmarmonsslx Llentpos — PI'b, PHB, I'TIHTDB, I'TIUb u np.), DnexkrpoHHas 6ubinoTeka AuccepTanuit
(http://diss.rsl.ru/).

4. DneKTpoHHO-00pa30BaTeNbHBIE PECYpPCHl YYeOHOM INUCHUIUIMHBI BKIIOYAIOT TaK HAa3bIBaeMbIC
CTaTHYHBIE AJIEKTPOHHO-00Pa30BaTeIbHBIE PECYPChI: (aliIbl ¢ TEKCTAaMU JIEKLUH, 3JIeKTPOHHbIE NPE3EHTAIINH,
n300pakeHust), MOJIe3HBIE CChUTKH Ha VIHTEepHET-pecypCHl u ap.

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIUHBbI
8.1. CnenmaJM3upoBaHHbIE AYTUTOPHH
Yuebusie AyJUTOpHH ISl MPOBCACHUA 3aHATHI JICKIIMOHHOTO U CEMHHApPCKOI'0 TuUIlA, IPYNIIOBBIX U
UHAUBUIYaJIbHbIX KOHCYJbTALUM, TEKYIIET0 KOHTPOJS U IPOMEXKYTOYHON aTTeCTallud, BBIIOJHEHUS
MPaKTUYECKUX paboT, a TakkKe MOMEMICHUS U CAMOCTOSATENFHON pabOTHl M MOMEMICHUS IUII XPaHEHUS U
MpoUITaKTUKKA 00CITyKUBaHUs yueOHOTO 000pynoBanusa. OCHAIEHO KOMIBIOTEPHONH TEXHUKOH C BHIXOJOM B
NuTtepHeT; TENEBU30pOM, MOIKIIOUEHHBIM K KOMIIbIOTEPY U IHTEpHET.
8. 2. YueOHo-1a60paTopHOE 000pyI0BaHHE
HAnsa  peanmmsanuu  paboyeid MpOrpaMMBI  TUCHUIUTMHBEI TIEPEYCHb MAaTEePHAIbHO-TEXHHYECKOTO
obecrieyeHUsT BKIIOYAEeT B ceOs J1a0OpaTopHio, OCHAIICHHYIO J1IaDOpaTOpHBIM O0OpYAOBaHHWEM: HAOODHI
JIEMOHCTPAIIOHHOTO 000pyR0oBaHus (MyJIbTUMEINHHBIA IPOEKTOP, SKpaH (IUIa3MEHHas ITaHeb), TeICBU30p U
y4eOHO-HarIAAHBIX TTOcOOMH, o0OecneurnBalome TeMaTHIeCKne WUTIOCTPAIH, COOTBETCTBYIOIINE PabounM
nmporpaMmam JUCHUITIIWH.



JUCT COTJIACOBAHUSA PABOYEM TPOTPAMMBI JJUCIIATLIIMHBI

PaGouass mporpamma nucuuruiiHbl /{oKymenmauuonnoe obecneuenue ynpasieHus
paspaboTaHa B COOTBETCTBHM C (enepalbHbIM TOCYIApCTBEHHBIM 00pa30BaTeIbHBIM
CTaHJApPTOM  BbICHIErO0  oOpa3oBanuss 1o  HampamiaeHuto 51.03.06  Buébauomeuno-
uH(popmayuonnas - deamenvHocms,  HampaBieHHOocTH — (npodwno) — Bubnuomeuno-
uHpopmayuonnoe obecneuenue nompebumeneii ungpopmayuu (yTBEepXKAcH [lpuxazom
Munobpnayku Poccuu Ne 1182 om 06.12.2017 ¢ namenenusmu ot 26.11.2020 2., 08.02.2021 2.,
y4eOHBIM TJIAHOM HHCTUTYTa IO JAHHOMY HANpaBJICHHUIO, YTBEPKIACHHBIM YUEHBIM COBETOM
24.06.2021 e., Tlpotokon Ne 7, ¢ y4eTroM OCHOBHOH MpodeccHOHAIBHOW 00pa30oBaTEeIbHOM
nporpammsl (yTBepkacHa 24.06.2021 2.).

ABTOop nporpammsl —Jlaodoscuna T.H., kanoudam neoazozuueckux HayK, 00yeHm

Pabouas nporpamma paccMoTpeHa U 0100peHa Ha 3acelaHuu Kadeapsl dudauomeuno-
UHGoOpMmayuonnou deamenvHocmu u myzeonozuu (peuenzeHt — Mepmenc E.C., kanouoam

neoazozuueckux HaykK, 0oyenm, npoTokoi Ne OT « » 20 1)
3aBenyronuii kageapoit E.C.Meprenc
(moamnuce) (N.0.Damunus) (nata)
CornacoBaHo:

Havaneauk YMVY B.B. Azaposa

(mata)



