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1. HEJIM OCBOEHUSA JUCHUITIJINHBI

Hean:

JOKYMEHTOB

W3yueHne cTyneHTaMd TMpaBHJI U HOPM OTEUECTBEHHOTO JEIONPOHM3BOJCTBA II0
HauboJee pacHpOCTPAaHEHHOH U OOMIEYNOTPEOUTENILHON KaTeropuy JIETIOBBIX
OpraHU3aIMOHHO-PACTIOPSIUTEIIbHBIX;
COCTaBIICHUS JIOKYMEHTOB, OTPAXKAIOIIUX TPYAOBBIE OTHOIICHHS paOOTHUKA U
paboTojatelis, ¥ JOKYMEHTOB 10 JITYHOMY COCTaBY OpTaHU3aIUH.

U3y4YeHUE  TMPaBUI

2. MECTO JUCHUIIJIUHBI B CTPYKTYPE OBPA3OBATEJIbHOM
IHPOI'PAMMBbI

Hucuunnuna b1.B JlokymeHTanrionHoe o0ecrieueHre yrnpaBlieHUs IePCOHATIOM
OTHOCHUTCS K 4acTH, GOpMHUPYEMOMN ydJaCTHUKaMH 00pa30BaTEIbHBIX OTHOIICHHI

bnoxka 1.

3. INTAHUPYEMBIE PE3YJIBTATBI ObYYEHUA 11O JUCLHUITJIMHE

Koa u HaumeHoBaHue Kon n
HanMeHOBaHUe
KOMITETEHIMH IL1anupyeMble pe3y.IbTaThl 06y4eHHs! 10
HHAMKATOpPA
BBIIIYCKHHUKA p IHCIHILTHHE
JAOCTHKEHHSI
KOMIIeTeHIH I
ITK-6 - Crrocoben I1K-6.1 - 3HaTh: KIIOYEBBIE TOHATHS W HWHCTPYMEHTAIIbHBIC
NPUHAMATH YYacTHe B Ananmsupyer CpencTBa pa3padOTKH TOKyMEHTAI[MH MO YIPABICHHIO
aJIMHHUCTPHUPOBAHUH HPOLIECCHI MIEPCOHAJIOM, CITIOCOOBI M METOJBI COBEPILCHCTBOBAHUS
HPOLIECCOB U OCYLIECTBIATH | aIMHUHUCTPUPOBAHHS, | JOKyMEHTO00OpOTa

OpraHU3aIHIo
JIOKyMEHT0000pOTa 110
YIIPaBIICHUIO TTEPCOHATIOM,
OIICHUBAThH PUCKHU U
MOCIEICTBUS
NPUHUMAEMBIX KaJ[POBBIX
peuieHuit

OLICHUBAET KaJIpOBbIE
PUCKHU MIPU NPUHATHHA
YIIPaBJICHUYECKUX
peleHuii u
MOATrOTABIUBAET
MPEAJIOKEHUS 110 UX
COBEPILIEHCTBOBAHUIO

YMeTb: aHanM3upoBaTh (YHKUMOHAIBHYIO CTPYKTYPY

B3aMMOCBS3EH nepcoHaa noJpaseeHuN u
JUarHOCTHPOBATh BO3HUKAIOIIHE npoOIeMBlI,
KOOPJIUHHUPOBATh B3auMoOJielicTBUE nepcoHaa

MOJIpa3/IeIEHU OpraHu3aluu.

BrnaneTs: HaBbIKaMU OpraHU3allMd BEIEHUS OCHOBHOM
JIOKyMEHTAIIMN TI0 KaJapaM W YIIPABJICHHUIO, HABEIKAMHU
pa3paboTKu, OOOCHOBaHUS M  BHEAPEHUS
JOKYMEHT0000poTa.

CXEM

4. CTPYKTYPA U COAEP KAHUE JUCHUITJIMHbBI*

Homep n
HaMMEHOBaHUe
TeM W/ W
pa3aesioB/TeM

Conep:xanue TUCHUTTHHBI

O0BeM TUCHHUITHHBI

(akageMHUYecKHE YaChl)

KonraxkTHasn
padora
3JIT 113 JIP CPO




Tema 1.
Jenmonpou3BoIcCTBO
KaK OfIHa U3
hyHKIH
YIpaBICHHSL.

Kparkas wcTopwsi  CTAHOBJICHHMSI W Pa3BUTHA
JIEIIONTPOU3BOICTBA B Poccun. HopmarusHo-
METOIUYECKAS Oasa JIETIOTIPOU3BOJICTBA.

OpraHu3aiuoHHO-TIPaBOBbIe TOKyMeHTHI. [loHsTHE O
KJIACCU(UKAIMH JJOKYMEHTOB,

Tema 2. KanpoBsrii
JIOKyMEHTO000pOT
OpraHM3aIHH.

KaznpoBelii 7okyMeHTO000pOT opranuzanuu. Cructema
KaJpOBOH JOKYMEHTAIINH. JlOKyMeHTHI,
perIaMeHTUPYIOIIME YNPaBICHUE I[IEPCOHAJIOM Ha
npeanpustuu. Ctpykrypa npeanpustus. [lonoxenune
o mepconane. [lomoxenue o mOIpa3ICICHUH.
TpynoBoil pacnopsJIoK.

Tema 3. CocrtaB u

IlIratHoe pacnucanue. JlOMHKHOCTHAS WHCTPYKLIMSL.

COJEPKAHNE JIOKyMEHTBI, pEeriIaMeHTHPYIOIUE OpPraHU3alui0 U

Ka[POBOI JeATeIbHOCTh  KaJpOBOH  CiIy:kObl — IPEANpUSTHS.

JOKyMEHTALUH, IMonoxenne o kaaposoi ciyx06e. MHCTpyKkums mno

OCHOBHEIE OpraHU3alMOHHO- } JOKyMEHTallUOHHOMY

JTOKYMEHTEL, o0ecleueHuto  KaJgpoBOoi  paboThl MPEANPHATHS.
JomKHOCTHAas MHCTPYKIMA pabOTHHKAa KaJpOBOH

periaMeHTUPYIOLIH -

€ yIpaBJeHHe

HIEPCOHAIIOM.

Tema 4. OO6u1re TpeOOBaHuUs K OPraHU3aLUH U yCIOBUSIM TPyl

Opranmsanus Tpyaa | padotaukos ciayx6br JIOY. @®opmbl opranmsanuu

PaGOTHHKOB nenonpon3BojcTBa. CTpykTypa W (QpyHKIHMH CIYXOBI

ciyx6s1 JOY. JOYVY. IIpaBa u OTBETCTBEHHOCTH Ciyk0b1 JJOV.

T Cucrematusanusi [JOKYMEHTOB HAa MPEIIPUSTHH.

ema 3. Homenkmarypa gen. Ilaxmarka. OcoOeHHOCTH

Opranmsauus XpaHEHUs JOKYMEHTOB. ApXuBalus JOKYMEHTOB.

JIOKyMEHTOO0OPOTA | [Tepeyens  10KYMEHTOB,

Ha MPEIIpHUSITHH.

MOJISKAIINX XPaHEHHIO.

CoBpeMeHHbIE CHOCOOBI M TEXHHUKA

JIOKYMEHTOB.

CO3JaHuA

Tewma 6. Kanpossiii
JOKYMEHT0000pOT
COTPY/IHHKA.

KanpoBeiii  moxkymeHTo060poT corpyanuka. CoctaB
nokymenrtoB. [IpaBuna odopmieHHS TOKYMEHTOB.
ITopsinox oopmiieHUs] TOKYMEHTOB NpH IpUEME Ha
pabory. Pestome. CompoBOoIMTENBHOE  MHCHEMO.
AHnkera. ABrtoOmorpadwms. JluuHoe  3asBICHHE.
Tpynosoit morosop. Ilpuka3z o mpueme Ha pabory.
Kypnan perucrpanuu o npriemMe Ha padoty. [Topsgok
ydyeta KaapoB. Benenue nuuHbix gen. JluunHas
KapTouka.  AjndasutHas  Kaproreka.  KypHan
peructpauuy JUYHBIX gen. [lopsmoxk  oOpaboTku
NEPCOHANBHBIX JJAHHBIX pa0OTHUKOB MPEANPHSITHSI.

Tema 7. [IpaBuia
odopmteHUs
JIOKYMEHTOB.

Conepxxanue TEMBI: OpraHU3alMOHHO-
pacropsiAuTeNnbHast JOKYMEHTAHs U TpeOOBaHUs K ee
opopmiienuto. 'OCT P6.30-2003 u u3MeHeHHUS K
HEMY. CxeMsl PpacTonoKeHus PEKBU3UTOB,
TpeOoBaHUsI K uX odopmieHuIo, TpeOOBaHUA K
OaHKaM JOKYMEHTOB M UX O(OpMIICHHUIO. DJIEeMEHTHI
yaudukarmu OP/]: dopmat Oymaru, ciry>xkeOHbIE OIS,
pacroyioxXeHre, CoAep)KaHue W MpaBHiia UCIIOIHEHHS
pexBu3UTOB. CpOKM  HMCIOJHEHHS  JIOKYMEHTOB.
IIpaBuna KOPPEKTUPOBKHU OP/. ITucemo.
HoipxHocTHas 3anucka. Ipukas. [IpoTokod.

Tewma 8.
Opraam3arus

[lonsatne noxymenroobopota. [lpuem u mnepBuuHas
o0paboTka JIOKYMEHTOB. Pacnipenenenune
MOCTYMHBIITUX JIOKYMEHTOB. Perucrpanus
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pabotsl ¢ JOKyMeHTOB. KOHTpOJIb 32 HCIIOTHEHNEM IOKYMEHTOB.
JIOKYMEHTAMH. Wndpopmaunonno — cmpaBouHas paborta. OtmpaBka
JIOKYMEHTOB.
OO0mme  BOMPOCH  OpPTaHHW3AIlMHd  ONEPATUBHOTO
Tema 9. XpaHeHus: JOKyMeHTOB. CocTaBiieHHEe HOMEHKJIATYPhI
Opranmzanys nen. opmupoBanne u Begenue nen. OcobeHHOCTH
OIepPaTHBHOTO o(opMIIEHHUS e ¢ PAa3IUYHBIMU CPOKAMHU XPaHEHHUS.
XPAHCHHST [lonrotoBka  NOKyMEHTOB K  Iepefade B 3 5 !
JIOKYMEHTOB BEJOMCTBEHHBIH  apxWB. OKCHEpTH3a LEHHOCTH
HpeTpPHATHS. JOKYMEHTOB. AKT O BBIAEICHUH JOKYMEHTOB (Ies) K
yHHYTOXKEeHUI0. IlepeBom moKyMeHTOB (mem) Ha
MOCTOSIHHOE XPaHEeHHE.
OOmme  BOMPOCHl  OpraHM3alUd  MOCTOSHHOTO
Tena 10, XpaHEeHUsI JOKyMEHTOB. TpeOoBaHUSA K OpraHu3aluu
MECT XpaHCHHsA [JOKyMEHTOB. [1peboBaHHS K
Opraam3arnus
OpraHu3aluu oOpareHus c JOKYMECHTaMH.
TMOCTOAHHOTO Oco0eHHOCTH OpraHM3aldi TOCTOSIHHOTO XpaHEHUS 4 4 6
XpaHCHIS JOKyMeHTOB corsacHo @3 PO «O6 apXuBHOM Jele B
AOKYMEHTOB P®». Cpokn BpeMEHHOro XpaHEHHUs JOKYMEHTOB,
[PEANpUATHSA. OTHECEHHBIX K ApxuBHOMY ¢(oHny P®, nmo wux
MOCTYIUIEHHUS B TOCYAAPCTBEHHBIE U MYHHULIUIIAIBHBIC
ApXUBBL.
KonTpoab: 36
Bcero no nucuumniuze: 38 42 0 64

*3JIT — 3aHATHS IEKIUOHHOTO THIA, [13 — BCe BUIBI 3aHITHI CEMUHAPCKOTO THIIA, KPOME J1a00paTOPHBIX
pabort, JIP — maboparopusie padoTs, CPO — camocTosiTenpHast paboTa oOydaromerocs

5. YYHEBHO-METO/IUYECKOE U UTHOOPMALIMOHHOE
OBECIIEYEHME JJUCIUITJINHBI

5.1 Pexomenayemas iuTepaTypa

Bbubauorpadguyeckoe onucanue uzaanus (aBTop, 3arjiaBue, BUl, MecTo 1

DJIeKTPOHHBIE pecypchl
roJ U3JaHHus, KOJI. CTP.) P pecyp

KyznenoB Urops Hukonaesuu. JlokyMeHTalIlMOHHOE 0OecrieueHue

yrpaBiaeHus. JIoKyMeHTOO00pOT U ITONPOM3BOICTBO: Y YeOHUK U https://urait.ru/viewer/dokume
npakTuKyMm Juist By3oB/Kysnenos U.H.3-e u3n., nep. u gomn. Mocksa: ... deloproizvodstvo-
FOpaiit, 2020r., 461 c. 4497694#page/1

[yBanoBa Hatanusa Hukonaesna. Opranuzanus U TEXHOJIOTUS
IOKYMEHTAILIMOHHOTO 00ecIieueH s ynpaBieHus: Y UeOHUK 1 MpakTukyM  |https://urait.ru/viewer/organi
st By3os/ Illysanosa H.H.2-e u3x., nep. u gor. Mocksa: FOpaitr, 2020r., - iya-upravieniya-

Jloponuna Jlapuca AnekceeBHa. Opranuszanus U TEXHOJIOTUs
IOKYMEHTaI[MOHHOTO 0OeceueH s yIpaBieHus:YueOHuK 1 npakTukym  [ttps://urait.ru/viewer/osnovy

st By3oB/[{loponnna JI.A., Uputukosa B.C. Mocksa: FOpaiit, 2020r., ... bnogo-dokumenta-
233 c. 450549#page/1



https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/1
https://urait.ru/viewer/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-449769#page/1
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/1
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/1
https://urait.ru/viewer/organizaciya-i-tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-451066#page/1
https://urait.ru/viewer/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-450549#page/1 
https://urait.ru/viewer/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-450549#page/1 
https://urait.ru/viewer/osnovy-deloproizvodstva-yazyk-sluzhebnogo-dokumenta-450549#page/1 

KazakeBuu Tatbsina AnexkcanapoBHa./[OKyMEHTOBEICHUE.

JloKkyMeHTaITMOHHBIN cepBUC: YUEOHUK U MPAKTUKYM JIJIs https://urait.ru/viewer/dokume
By30B/KazakeBuu T.A., Tkanua A.U. 2-e uzz., ucrp. u non. Mocksa: ... tacionnyy-servis-

FOpaiit, 2020r., 177 c. 452701#page/1

5.2 [lepeveHb JTUIEH3MOHHOTO U CBOOOIHO PACTIPOCTPAHSIEMOTO
MPOrpaMMHOI0 odecrneyeHus, B T.4. 0T€4eCTBEHHOT0 IPOU3BOACTBA

- 7-Zip
- LibreOffice
- OC Anbt obpazoBanue 10

5.3 llepeuenb nHpopMaHOHHBIX cipaBoYHbIX cucteM (MCC) n
coBpeMeHHbIX npodeccuoHabHbIX 0a3 naHHbIX (CIIB/I)

Ne HaumenoBanue CIIB/I/ UCC
1 DnekTponHas oubnmroTeka Grebennikon.ru — www.grebennikon.ru
2. Hayunas snekrponnas 6ubnmoreka eLIBRARRY —www.elibrary.ru
3 Haydnas snekrponnas 6ubnunorexa KubepJlenuka — www.cyberleninka.ru
4 baza nanueix [TOJITIPE]] CnipaBounuku — Www.polpred.com
5. baza nanaeix OECD Books, Papers & Statistics na mmargopme OECD iLibrary
www.oecd-ilibrary.org
CrpaBounas nmpaBoBasi cucrema Koncynprantllntoc (MHCTaTUTMPOBAHHBINA pecype
6.
CII6I' DY nm www.consultant.ru)
7 CrpaBounas mpaBoBas cucrema «I’APAHT» (uactammpoBanssiii pecype CIIOI' DY
' Wi WwWw.garant.ru)
8 HHpopmanrmoHHo-cripaBoyHas cuctema «Komeke» (MHCTaNTMPOBAHHBIN pecypc
' CII6I DY mmm www.kodeks.ru)
9. DekTpoHHas oubiroTeynas cuctema BOOK.ru - www.book.ru
10. DnexrponHas GuGmuoreunas cucrema DBC FOPAMT — www.urait.ru
1. 9J’ICK’I‘pOHH-O-6I/I6JII/IOTCIIHa$[ cucrema SHAHUVYM (ZNANIUM) —
WWW.zZnanium.com
12. OnexTpoHHas bubnmuoreka CIIOI' DY - opac.unecon.ru

6. MATEPUAJIBHO-TEXHUYECKOE OBECIHHEYEHUE
JANCHOUITJINHBI
JUist peanu3anuy TaHHOM THCLMIUIMHBI UIMEIOTCS CHEUAIbHbIE TTOMEILECHHUS
JUISL TIPOBEACHMS 3aHSATUH JIEKUIMOHHOTO THWIIA, 3aHATUA CEMHUHAPCKOTO THIIA,
KypCOBOTO MPOEKTUPOBAHUS (BBINOJHEHUS KYpPCOBBIX pabOT) TPYyNMHOBBIX U
WHIUBUIYAIbHBIX ~KOHCYJIbTAllMM, TEKYIIEr0 KOHTPOJSI M MPOMEXKYTOUHON
aTTeCTalllH, a TAK)KE MOMEUIEHUS AJI1 CaMOCTOSITENbHOU PabOThI.
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https://urait.ru/viewer/dokumentovedenie-dokumentacionnyy-servis-452701#page/1
https://urait.ru/viewer/dokumentovedenie-dokumentacionnyy-servis-452701#page/1
https://urait.ru/viewer/dokumentovedenie-dokumentacionnyy-servis-452701#page/1
http://www.grebennikon.ru/
http://www.polpred.com/
http://www.oecd-ilibrary.org/
http://www.znanium.com/

[Tomemnenns: ocHaIEeHbBl OOOPYJAOBAaHUEM UM TEXHHUYECKHUMH CPEJICTBAMHU
oOy4eHus.

[Tomemenust 111 CaMOCTOSITENBHON pabOThl OOYYAIOUIMXCS OCHAIICHBI
KOMIIBIOTEPHON TEXHUKOW C BO3MOKHOCTBIO TOJKIIOUeHUS K ceTH "MHTepHeT" u
o0ecrieueHrneM JJOCTYTa B AJIEKTPOHHYIO HH(POPMAITMOHHO-00pa30BaTEIbHYIO CPELY
YHHBEPCUTETA.

HaumenoBanme yuyeOHBIX ayIMTOPHIi, NepeYeHb Anpec
(MecTONOI0KEHHUE)
Y4eOHBIX ayIMTOPHI

Ayn. 414 YyeOnas aynutopus (Ijsl MPOBEACHUS 3aHATUH JeknuoHHoro tuma u | 191002, r. CaHkr-
3aHATHHA CEMHHAPCKOTO THIIA, KyPCOBOI'O IPOEKTHPOBaHMS (BBIOJIHEHUS KypcoBbIX | IleTepOypr,

pa0oT), TpyNNmoOBBIX W HHAUBHIYaJbHbIX KOHCYJbTALMH, TeKymiero KoHTpons u | Ky3neusslii mep., a.
IIPOMEKYTOUHOMN aTTecTalun), o0opynoBaHa MyJbTHMEANHHBIM | 9/27, nut. A
koMIuiekcoM.Crieruanu3upoBanHas MeOelb 1 000opynoBaHue: YueOHas MeOelb Ha 32
MOCaZ0YHBIX MeCTa, pabouee MECTO IpenoAaBaress, Jocka Menosas - 1 mr., TymOa
M/M - 1 wt., MonoOnok Acer Aspire Z1811 B xommut.: i5 2400s/4Gb/1T6/ - 1 .,
Muxkmiep-ycunurens (JPA-1240A) 240 B1/100 B - 1 wr., [Tpoextop NEC M350 X B
koMmIul. (mtaHrat  yHuBepc.kperur.tkabenr Kramer) - 1 mT., Dkpan ¢
anekTponpuBogom 138x180 cm Matte White - 1 mr. Habopsl 1eMOHCTPAIIHOHHOTO
000pYyZOBaHHUS U Yy4eOHO-HATJSIAHBIX MOCOOWI: MyNbTHMEAMWHBIC MPHIOKCHUS K
JEKUUOHHBIM KypcaM U HPaKTHYECKHUM 3aHATUSIM, WHTCPaKTHBHbBIE YyueOHO-
HaTJISIIHBIE TOCOOMS.

Ayn. 726 YyeOHas aymutopusi (Ui MpOBeNEHHS 3aHATHH JekuuonHoro tuma W | 191002, 1. Caskr-
3aHSATHIA CEMHHAPCKOTO THIIA, KYPCOBOTO MPOCKTHPOBAHMS (BBITOTHEHUSI KypcoBbIX | [leTepOypr,

paboT), TPYNNOBBIX W HMHAWBUAYAIbHBIX KOHCYJIBTAllMH, TEKymero KOHTpois W | KysHeuneli mep., 1.
MTPOMEKYTOUHOU aTTeCTaIun), obopymoBaHa MyIbTUMETUAHBIM | 9/27, mut. A
koMIuiekcoM.Crieruau3upoBanHas  MeOesib M 000pyZoBaHue: YueOHas MeOenb Ha
42 mocaIoYHbIX MECT, pabodee MeCTO MpeTnoAaBarens, Jocka MenoBas 1 mrT., TpudyHa,
tymba m/mMKommerotep Gigabyte H77M-D3H, Intel Core i5-3570 3.4GHz/ 4Gb
/500Gb/LG 942 SE - 1 wr., Mynetumenuitaeiii npoekrop NEC ME401X - 1 .,
Mukirep yeunutens Jedia TA-1120 - 1 mrr.,Oxpan Compact Electrol : pasmep sxpana
153%x200 cm - 1 mwit., Akyctrueckas cucrema Hi-Fi PRO MASKG6T-W - 2 mt. HaGopsr
JEMOHCTPALTOHHOTO 000pyIOBaHMUS " y4eOHO-HarJISHBIX OCOOHH:
MyJ'IBTHMeI[HfIHLIe IMPUJIOKCHUA K JICKIIMOHHBIM KypCaM W MPAKTUYCCKUM 3aHATUAM,
MHTEPAKTHBHBIC YueOHO-HAIIISIHbIE TIOCOOUSL.

Ayn. 208 YueOnas ayauropus (Aisi TPOBEACHUs 3aHATUH JekuoHHoro tuma u | 191002, 1. CaHkr-
3aHSATHI CEMHHAPCKOTO THIIA, KYPCOBOTO MPOECKTUPOBaHMs (BBIMOJHEHUSI KypcoBhix | [leTepOypr,

paboT), TPYNIOBBIX W WHAUBHUIYaTbHBIX KOHCYJbTAI[Mi, TEeKyliero KOoHTposs W | Ky3HeuHwli mep., 1.
MIPOMEKYTOUHOMN aTTeCTaIun), obopynoBaHa MYyIbTUMETUAHBIM | 9/27, mut. A

KomIiekcoM.Criennanu3upoBanHas MeOenb u o0opyaoBanue: YuyeOHast MeOes Ha 32
MOCaJIOUYHBIX MECT, pabouee MECTO MpemnojaBaTens, Jocka MenoBas 1 miT., mapra
10mr., ckameiika 10mr., Tym6a wm/MKommerotep 13-8100/  81'6/500I'6/
Philips224E5QSB - 20 ., Kommetorep i5-7400 3 Gh/8Gb/1Th/Dell €2318h - 1 mir.,
Mynberumenuitabiii mpoextop 1 NEC ME401X - 1 mr., DKpaH ¢ 3IeKTPONpUBOIOM
153x200 cm Matte White - 1 mrt., Kommyrarop HP ProCurve Switch 2610-24 (24 ports
10/100+2 10/100/1000) - 1 mT. HaGopbl JAEMOHCTPAIIMOHHOTO O0OPYIOBaHHSA U
y4eOHO-HATIISIIHBIX TIOCOOHIA: MyJTbTHMEMIHBIE TPUIOKEHUS K JIEKITMOHHBIM KypcaM
Y MIPAKTHYECKUM 3aHITHSIM, HHTEPAKTHBHBIC Y4eOHO-HATJISTHBIC TOCOOUSI.

7. METOJAMYECKUE YKA3ZAHUS 1JI51 OBYUYAIOLETOCSI IO
OCBOEHMIO TUCHUMIAHBI



[Ipuctynas K WU3y4EHHUIO JUCHUIUIMHBI, OO0ydYaromemycss HeoOX0IuMo
O3HAKOMHUTHCS CO CIEYIOIUMU JOKYMEHTAMM:

— y4eOHO-METOIMUECKON JOKYMEHTAIIUEH;

- JOKaJIbHBIMM  HOPMAaTHBHBIMH  aKTaMH, pPENIAMEHTHPYIOLIUMU
OCHOBHBIE  BONPOCHl OpPraHM3AllMM M  OCYLIECTBIEHHUS 00pa30BaTENIbHOU
JEATEIbHOCTH, B TOM YHCJIE PErJIaMEHTUPYIOIINE MOPSIIOK MPOBEACHHS TEKYILErO
KOHTPOJISI yCEBAEMOCTH U MPOMEKYTOUHOM aTTECTAlMU 00yJaroIuXxcs;

- rpaukoM KOHCYJIbTAIIMI COTPYIHHUKOB npogeccopcko-
IIPENOIABATEIBCKOIO COCTABA.

VYpoBeHb U TIIyOMHA OCBOEHMS IMCLUUIUIMHBI ONpPENEISIOTCS aKTUBHOM U
CHUCTEeMaTUYECKON paboToil 00ydaromuxcsi Ha JIEKIIMOHHBIX 3aHATHIX, 3aHITHIX
CEMHHAPCKOTO THIIA, BBINOJIHEHUEM CaMOCTOSITENIbHON paboThl, B TOM YHUCIE B
YaCTHU BBIJEJICHUSI HanboJjee 3HaUMMbIX U aKTYyaJbHBIX IPOOJIEM IS AAJIbHEHIIIETO
nu3ydeHusi. OcoObIM YCIOBHEM KAau€CTBEHHOI'O OCBOEHHS IUCLMIUIMHBI SBISETCA
3¢¢deKkTuBHAs OpraHM3alus Tpyda, IO3BOJSIONIAs PaCHpeleanTb YUeOHYIO
Harpy3Ky paBHOMEPHO B COOTBETCTBUU C Tpa)UKOM y4eOHOro mpoiiecca.

[Ipy MOArOoTOBKE K Y4YEOHBIM 3aHATUAM OOYYarOIIMMCS MPEAOCTABIISAETCS
BO3MOXKHOCTh ~ IOCEIIEHUS  KOHCYJIbTAIMH  COTPYJHUKOB  MPOQECCOPCKO-
npenojasaresbekoro cocrtapa CIIOI DY cornacHo pacnucaHuio, yCTaHOBIEHHOMY
B rpa()vke KOHCYJIbTallUH.

AynuTtopHas W BHeayJIuTOpHass paboTa o0Oydarolmuxcsi JOJKHA OBITh
HalpaBjeHa Ha (pOpMUPOBaAHUE:!

— (yHIaMEHTAIbHBIX OCHOB MHPOBO33PEHUS oOy4Jaronmxcs 151
€CTECTBEHHOHAYYHOT'O NTO3HAHNUS,

— 0a3uCHBIX 3HAaHUM, COOTBETCTBYIOUIMX HANpPaBJIECHUIO MOJATOTOBKU U
3asABJICHHONW TIPOeCCHOHAIBHOW 001acTH, (OPMHUPYIOIIMX IIEJICBYI0 |
po(hecCHOHANIBHYIO OCHOBY ISl TOATOTOBKH KaJIpoB;

— 1npo¢ecCHOHANbHBIX KOMIETEHIIMH OPUEHTHUPOBAHHBIX HA YJOBJIETBOPEHUE
NOTpeOHOCTEN phIHKA TPY/a;

—  WHAMBUAYAJIBHON TPAEKTOPUHU MOCPEICTBOM OCBOCHHSI YHUKAJIBLHOTO Habopa
npo(EeCcCCUOHANBHBIX KOMIIETEHUUHA JOMOJIHSIOIUX KOMIIETEHTHOCTHYIO
Mozedb  OOydarolerocs, 3a CYeT OpHEHTAlMM Ha  KOHKPETHBIE
npodeccuoHaNbHbIE CIIEUANN3UPOBaHHbIE 001aCTH 3HAHUMN, ONIpeAeIIsieMble
IIPEACTABUTEIISIMU PBIHKA TPY/a;

— METaHaBBIKOB 00yYarolIMXCsl, TAKUX KaK: KOMaHIHas padoTa W JIMJIEPCTBO,
aHaJIU3 JIaHHBIX, [U(GPOBbIE HABBIKU, pa3padOTKa U peam3alius MPOEeKTOB,

MEXKKYJIbTYPHOE B3aUMOJCHUCTBUE.

8. OCOBEHHOCTHU OCBOEHUSA JUCIHUIIJIMHBI JJ151 THBAJIM/1OB
N JInL C O'PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA



OO0yuenne 00y4arOImUXCs C OTPAaHUUYEHHBIMA BO3MOKHOCTSIMU 37I0POBbsI IPU
HEOOXOJMMOCTH  OCYILIECTBISIETCSI Ha OCHOBE aJanTUPOBaHHOW  paboueii
OporpaMMbl  C  WCIOJB30BAHHEM  CICHHATBHBIX  METOAOB  OOydYeHHs] W
IUIAKTHYECKUX  MAaTepPHUalioB, COCTABICHHBIX C  y4eTOM OCOOCHHOCTEH
NCUXO(HU3UUECKOTO Pa3BUTHS, WHAWBUAYAIBHBIX BO3MOKHOCTEH W COCTOSIHUS
3I0POBBS TAKUX OOydYaromuxcs (00y4Jaronierocs).

B mensx ocBoeHmst ydeOHOW MporpamMMmbl JUCIHUIUIMHBI WHBAIAIAMU H
JUIIAaMH  C  OTPAaHUYCHHBIMH  BO3MOXKHOCTSMH  3JIOPOBbSI Y HHBEPCUTET
00€ECIICYNBAET:

— JIJI1 UHBAJINUJIOB W JIAI] C OTPAHUYEHHBIMUA BO3MOKHOCTSIMU 30POBbS 1O
3PEHUIO: pa3MEIICHUE B JOCTYMHBIX I OOYy4arOUXCs, SBISIFOUIUXCS CJICTIBIMU
win  cnaboBUASAIIMMU, MECTaX W B QJalTHPOBAHHON (QopMmMe CHpaBOYHOMN
uHQOpMAIlUU O pACIHCAHUM Y4EeOHBIX 3aHSATUH; NPUCYTCTBUE ACCHUCTEHTA,
OKa3bIBAIOIIETO 00YyYaroEMyCsl HEOOXOIUMYIO IOMOIIb; BBIITYCK aIbTEPHATUBHBIX
dbopMaToB METOAMYECKUX MaTepUaoB (KPYIHbIN MpUdT uinu ayauodansl);

— JIA MHBAJIWA0B U JIUI C OTPaHWUYCHHBIMH BO3MOKHOCTAMMH 3O0POBBA 110
CIyXy: HAUICKAIIMMHA 3BYKOBBIMH CPCACTBAMHU BOCIIPONU3BCIACHUC I/IH(i)OpMaHI/II/I;

— JJIl UHBAJIUAOB W JIMI C OTPAHUYECHHBIMH BO3MOKHOCTSIMHU 3J0POBbBSI,
MMEIOIIMX  HApyUIEHUsI  ONOPHO-ABUTATEIBHOTO  amnmapaTra:  BO3MOXHOCTh
OecpensTCTBEHHOTO JOCTYIMa 00y4aroluXxcsi B yUeOHbIC MOMEILICHMUS, TyaJeTHbIE
KOMHAThl U JApyrue MnomenieHus kadeapbl, a Takke MpeObIBaHWE B yKa3aHHBIX
MTOMEIIECHHUSIX.

OOyuaromuecs u3 yucia MHBAIUA0B U aul] ¢ OB3 obecnieueHbl Ne4aTHBIMU
u  (uaM) DIEKTPOHHBIMM  OOpa3oBaTeIbHBIMM  pecypcamMu B (opmax,
aJanTUPOBAHHBIX K OrPaHUYEHUSIM WX 370poBbs. OOpa3oBaHHe OOYYAIOIIUXCS C
OTPaHUYEHHBIMU BO3MOYKHOCTSIMH 3/I0POBbSI MOXXET OBITh OPTraHM30BaHO Kak
COBMECTHO C JPYTHMH OOYyYalOIIMMUCS, TaK M B OTACIBHBIX Tpynmax W B
OTJEJIbHBIX OpraHU3alIHsX.
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®OH/J ONEHOYHbLIX CPEACTB

1.1 KoHTpOJIbHBIE BONIPOCHI U 32/1aHNUS K IPOMEKYTOYHOI aTTeCcTAlUU

Kpatkas ucTopus CTaHOBICHUS U Pa3BUTHS AEIONPOU3BOACTBA B Poccun.
HopmaTuBHO-MeToMueCcKas 0a3a JeI0mpOU3BOICTBA.
OpraHu3aloHHO-IIPABOBbIE JOKYMEHTHI.

ITonsTue o kIaccupuKanuy JOKYMEHTOB.

OO0mue TpeOOBaHUs K OpraHU3aIMK U YCIOBHAM TpyJa paOOTHUKOB Ciry:kObl IOY.
®opMbl OpraHu3anuy JeI0npOU3BOICTBA.

Crpykrypa u pyHkmu ciryx0s1 JJOVY.

[TpaBa 1 OTBETCTBEHHOCTH CTyk)0b1 JIOVY.

dopmymsip-oopazer; OP/I.

Bunbl u 3Ha4eHue 6JIaHKOB.

TpeOGoBaHus K TOKYMEHTaM IIPH UX U3TOTOBJICHUH Ha N€YATAIOLIUX YCTPOUCTBAX.
[TonsiTHe nOKyMEHTOO0OOpOTA.

ITpuem u nepBuyuHas 00pabOTKa JTOKYMEHTOB.

Pacnipenenenue mocTynUBIIMX JOKYMEHTOB.

Perucrpanus 10KyMeHTOB.

KoHTposb 3a UCTIOTHEHNEM I0KYMEHTOB.

WNudopmanmonHo — cupaBoyHas padora.

CrniocoObl, OTIIMYMS U 3HAUY€HHE OTIIPABKH JJOKYMEHTOB.

Buzbl n Ha3HaueHME CITy’KEOHBIX JOKyMEHTOB.

CnpaBo4HO — nH(pOpMaMOHHAS JOKYMEHTAIIUS.

CrnpaBOYHO — aHATTUTUYECKAsT JOKYMEHTAIIUS.

PacnopsauTenbHas JOKyMEHTALHS.

OO1mue BOmpochl OpraHU3anuy ONEePaTHBHOTO XPAHEHHUS IOKYMEHTOB.
CocraBneHne HOMEHKJIATYphI JIE.

dopmupoBaHUE U BeIeHHE JIET.

OcobenHoctu 0opMIIeHHS JeTT C Pa3INYHBIMUA CPOKaMU XpaHEHUSI.
IToaroroBka JOKYMEHTOB K Mepeaye B BEIOMCTBEHHbIH apXUB.

9KCHCpTI/I33 HCHHOCTHU JOKYMCHTOB. AKXT 0 BBIJICJICHUU JOKYMCHTOB (z[en) K YHUYTOXCHHIO.

[TepeBoa TOKyMEHTOB (1€71) Ha TIOCTOSTHHOE XpaHEHHE.

OO1m11e BOpOCH! OpraHU3alMy OCTOSHHOTO XPAHEHHSI JOKYMEHTOB.
TpeOGoBaHus K OpraHU3alMy MECT XpaHEHHs JTOKYMEHTOB.
TpeboBanus k opranuzany oOpaIIeHUs C JOKYMEHTaMH.

OcoOeHHOCTH OpraHU3allMi MOCTOSIHHOTO XpaHEHMs JOKyMeHTOB coriacHo @3 PD «O6

apxuBHOM Jiene B PDy.

Cpoku BpeMEHHOTO XpaHEHUs TOKYMEHTOB, OTHECEHHBIX K ApxuBHOMY (oHny PD, no ux

MOCTYIUICHUS B TOCYIaPCTBEHHBIE U MYHUIIUIIAIBHBIC aPXHBBHI.
[IpaBuia BHyTpEHHETO TPYAOBOTO PACHIOPSIKA.

KypHanbl 1 KHUTY MO y4eTy KaJIpoB.

Benenue u yueT TpyIoBBIX KHHUKEK.

V3meHeHne onpeeneHHbIX CTOPOHAMH YCIIOBHI TPYI0BOTO JIOTOBOPA.

Tabenb yuera pabouero BpeMeHH.

[lepeueHs TOKYMEHTOB, MPECTABIISIEMBIX TIPY IPOBEACHUH KOMIUIEKCHON TIPOBEPKH.
HopmartuBHo-MeToanyeckas 6a3a Jenonponu3BOICTBaA.
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1.2 Tembl NUCbMEHHBIX PadoT

1 JIOKyMEHT KaK MaTepuaibHasi OCHOBA COIMAILHON KOMMYHHUKAIIHH.

2 Crioco0bl KOTMYECTBEHHON OLIEHKH JOKYMEHTAIIMOHHAS! KOMMYHHUKAIIH.

3 JIOKyMEHTaIlMOHHAS IeATEIIbHOCTh M MPOIIECCHl OOPAIIeHUs TOKYMEHTA.

4 JIOKyMEHTOBEJIeHHE KaK Hay4Has JUCLUIUINHA, MECTO JIOKYMEHTOBEIEHUS B PSAy APYTHX
HAyYHBIX JUCUUIUIMH.

5 [Ipenmer 1OKyMEHTOBEACHUS U METOAbI UCCIIEJOBAHMSL.

6 OO01mue MPUHIMITB CUCTEMAaTHU3alluu M KJIaCCU(UKAIIMU TOKYMEHTAIIMOHHOTO 00ECTICUeHUSI.

7 MesxyHapoiHasi HaTeHTHAs! KJIacCHU(PUKAIIHSL.

8 Tunonoruyeckas KiacCUpHUKaIMs TOKyMEHTOB.

9 Knaccupukamust 10oKymMeHTOB sl meieid (OpMHUpPOBAHUS NEPBUYHBIX JOKYMEHTHBIX
KOMIIJIEKCOB.

10  Ilenb co3naHus U Ha3HAYEHUE IPUMEHEHHS CUCTEM JIOKYMEHTALIUH.

11  ®yHKUIMOHATBHBIC CUCTEMBI JOKYMECHTAIINH.

12 KopropaTUBHBIC CUCTEMBI TIOKYMEHTAIIHH.

13 YHudunupoBaHHBIE CUCTEMBI JJOKYMEHTAIUH.

14  DnexTpOHHBIE CUCTEMBI JOKYMECHTAIIHH.

15 Cucrema 351eKTPOHHBIX JOKYMEHTOB B EMMHOI cucTeMe KOHCTPYKTOPCKOM TOKYMEHTALUH.

16  KunaccugukaTops! 10KyMEHTUPOBAaHHON UH(OPMALIUH.

17  Obwmepoccuiickue Kiaccu(puKaTopbl TEXHUKO-SKOHOMUYECKOW M CONMANbHON MH(pOpMaIu
B COLMAIILHO-DKOHOMUYECKO 00acTu.

18  JloxymentHble pecypcbl ApxuBHoro ¢onna Poccuiickoit @enepanmu.

19  JloxymeHTHbIE pecypchl (heepaibHOrO PerucTpa HOPMATUBHBIX MTPABOBBIX aKTOB CYOBEKTOB
Poccuiickoit Oenepanmm.

20  JlokyMeHTHBIE pecypchl TOCYJapCTBEHHOM CUCTEMBI HAYYHO-TEXHUYECKOH HH(pOpMaInu.

21  JloxymentHsble pecypebl ['ocynapcTBeHHOro nateHtTHoro gonaa Poccuiickoi deneparyu.

22  JIoKkyMEHTHBIE pecypchl  (elepaibHOT0  HMH(DOPMAIMOHHOTO  (OHIA  TEXHHYECKUX
periIaMeHTOB U CTaHIAPTOB.

23  Enwunas undopManMoHHasi CUCTEMA MO0 TEXHUYECKOMY PETyIUPOBAHUIO.

24 Tlopsnok (opMHPOBAHUS U MECTO XPAaHEHHS JOKYMEHTHOI'O pecypca MeYaTHbIX M3/1aHui.

25  JloKyMeHTalOHHBIE PECYPChI OpTaHU3aIHA.

26  JIokyMeHTHBIH pecypc, CopepKallnii TOCYIapCTBEHHYIO TalHy.

27  JlokymeHTHBIU pecypc ¢ rpudom «Jlist cirykeGHOTo MoIb30BaHUs».

28  JIokyMEHTHBIH pecypc, CoepKaluii KOMMEPYECKYIO TaifHy.

29  JloKyMeHTHBIH pecypc, COAepallluil NMepcoHaJIbHbIE JaHHbIE: MOPSAAOK (OPMHUPOBAHUS U
MOPSIIOK MCTIONIb30BAHMUS.

30 Hcnonp3oBaHue OQUIHMATBHBIX MTUCbMEHHBIX JIOKYMEHTOB.

31  Ienb cymiecTBOBaHMS M HA3HAYEHUE UCIIOIB30BAHUS CIIYKEOHBIX JOKYMEHTOB.

32 Anamu3 HOpPMATHBHBIX TMIPABOBBIX aKTOB, COJAEPKAIIMX TEPMHUHBI, TNPUMEHSIEMbIE B
JTIOKYMEHTOBEICHHH.

33 O6wmwmii mopsaok opopMIIeHHUS CITyKEOHBIX TOKYMEHTOB.

34  Tlpunanue 0pUINUECKON CHIIBI OUIMHHUKY O(UIIMAIBHOTO MIUCbMEHHOTO JJOKYMEHTA.

35  IIpunanue OPUINYECKON CHITBI KOIHU O(UIIMATHHOTO MMCHbMEHHOTO JOKYMEHTA.

1.3 KoHTpOJIbHBIE TOYKH
Homep koHTpOIBHOI T KOHTPOJIBLHOM Cniocod nposeneHust Homepa Tem
TOYKH TOYKH
1 Keiic-3ananne MUCHEMEHHO 1-5
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2 IIpoexTHO- MUCBMEHHO 3,6-10
aHaMTHYeCKas paboTa
3 Texkymuii KOHTPOJIb C TIOMOIIBIO 1-10
TEeXHUYECKUX CPEJICTB
1 HHHOPMAIIMOHHBIX
CUCTEM

1.4 [Ipyrue 00 beKTbhI OLIECHUBAHUSA

Paboueit mporpaMMoli AUCIMILIAHBI HE MPETYCMOTPEHO.

1.5 CamocrosiTesqibHasi paboTa 00y4arierocs

HaumeHoBaHNs caMOCTOATEILHON PadoThI Homepa Tem
IMoaroToBka K 9K3aMeHY 1-10
IToaroroBka cooOILEHUH, TOKJIAI0B 1-5
[ToaroroBka K JEKIIMOHHBIM U MIPAKTUYECKUM 1-10
3aHATUAM
KypcoBoe mpoektupoBanue 1-10

1.6 IllIka/1a oeHUBAHUA pPe3yJbTATa

[lkanel oLleHUBaHUS U MPOLEAYPhl OLICHUBAHUS PE3yJIbTaTOB OOyUYEHUs IO
AUCHUILIMHE  pernameHTupyrorcss IlonokeHnmeM O  TEKylleM  KOHTpOJIE
YCIEBAEMOCTU U MPOMEKYTOYHOM aTTeCTallMy OOydYaromuxcs MO IMporpammam
BbICIIero oOpa3zoBanusd U [lonoxxeHneM o OAIbHO-PEUTUHIOBOM CUCTEME.

Jnst  oueHkrn cHOPMUPOBAHHOCTUA pE3yJIbTATOB OOYYEHHS N0 JAMCLMILIUHE
UCIIOJIb3yEeTCsl 0AJIbHO-PETHHIOBAsI CHCTEMA YCIIeBAeMOCTH 00y4a0NXCS

@®opMOil UTOrOBOrO0 KOHTPOJS MO AUCLHUIUIMHE SIBJIAETCA 3K3aMeH (Wi
1 pepeHInpOBaHHBIN 3a4€T), UTOroBask OlleHKa (POPMHUPYETCS B COOTBETCTBUU CO
IIKAJION, TPUBEICHHON HIKE B TAOJIHIIE:

banbl Ouenka
<=H4 HEYJI0BJIETBOPUTEIILHO
55-69 YIAOBJIETBOPUTEIHHO
70-84 XOpOIIO
>=85 OTJINYHO

IIkaJjia oueHUBaHUS pe3yJabTaTa

2 (6ann no 54) | leMoHCTpupyeT HeMOHUMaHKe podsieMbl. MHoOrHe TpeOoBaHuUs, MPEabIBISIEMbIE K
3aJIaHHIO HE BHITTOJIHEHEI.

JeMoHCTpHUpYETCS IEPBUYHOE BOCTIPUATHE MaTeprana. Pabora He3akoHUYEeHA U /WITH
3TO IJIaruar.

3 (6amn 55-69) | JlemoHCTpUpYyeT YacTHYHOE NOHUMaHKE PoOIeMbl. bOIbITMHCTBO TpeOOBaHUIA,
NPEbSBISIEMBIX, K 33JJAHUIO BBITTOJTHEHBI.
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Brnanenue snemenTamu 3aJjJaHHOTO MaTepraia. B OCHOBHOM BBITIOJIHEHHBII
MaTepHal MOHSATEH U HOCUT IIEIOCTHBIM XapakTep.

4 (6ayn 70-84) | leMOHCTpHpPYET 3HAYUTEIBHOE TIOHUMAHUE MPOOJIEMbI 0003HAUYCHHON
JucuuIuinHoi. Bee TpeOoBanus, mpeabaBisieMble K 3aaHUI0 BHITIOTHEHBI.
CopneprkaHne BBITTOJHEHHBIX 3aJaHUH PACKPBITO M PACCMOTPEHO C PAa3HBIX TOUEK
3peHusl.

5 (6ann 85-100) | JleMOHCTpHUPYET MOJIHOE TIOHUMaHHe podieMbl. Bee TpeOOBaHUsI, IPEABABIIEMBIC
K 3a/IaHHIO BBITIOJTHCHBI.

ITpoIeMOHCTPUPOBAHO YBEPEHHOE BIaJICHUE MATCPUATIOM JUCIUILIAHBI.
BrITMONTHEHHBIC 33JaHUsT HOCST I[EIOCTHBIX XapaKTep, BHIMTOIHEHBI B TIOJTHOM
0o0beMe, CTPYKTYPUPOBAHEI, TPECTABICHBI PA3IHYHBIC TOUKH 3PEHUS,
POJICMOHCTPHPOBAH TBOPYECKUH MOAXOI.
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