MMHUCTEPCTBO HAYKU U BBICIIEI'O OBPA3OBAHUS
POCCHUMCKOU ®EJIEPALIUN
®EJIEPAJIBHOE I'OCY IAPCTBEHHOE BIOJIXKETHOE OBPA30BATEJIbHOE
YUPEXJEHWE BbICILIEI'O OBPASOBAHUS
«PSIBAHCKUI TOCYJJAPCTBEHHbBI YHUBEPCUTET UMEHU C.A. ECEHUHA»

VTIBepKIarw
JexaH QakyapTeTa
COLHOAOTHH H YIIPABIeHHA

7.4
O.B. Bacui1eHkoBa

30 aBrycra2019r.

PABOYAS ITPOTPAMMA JUCHUITJIMHBI

JIoOKyMeHTAIIMOHHOE 00ecIieYeHne YIpaBJIeHUus

YpoBeHb OCHOBHOW MpOGeCcCHOHAIBHOW 00pa30BaTENbHOW MPOTPAMMBI:
MarucTparypa

Hanpasnenue noarorosku: 39.04.01 Coumonorus
Hanpasnennocts (mpoduis): Counonorus yrnpapiaeHUs
®dopma oOydeHUs: 3a04UHAs

Cpoxu ocBoenus OIIOII: 2 roxa 6 mecsiies

dakynbTET COIUOJIOTHH U YIIPABICHUS

Kadenpa cormonoruu

Ps3ansb, 2019



BBOJHASA YACTD
l. HEJIM OCBOEHMA JUCLHITJIMHBI

[lenssMu OCBOEHHUS AUCHMILIUHBI «JlOKyMEHTAIIMOHHOE OOECIICUeHHE YTPABICHUS
ABISIeTCST (OpMUPOBaHUE Yy 00ydaeMbIX KOMIIETEHIMHA KaK KOMIUIEKCOB 3HAHUU,
yMEHUH U BIAJCHUN, B COBOKYNHOCTH obOecrneuuBaronmx dS(QexTuBHOE
JOKYMEHTUPOBAHME M OpraHu3anuio padoThl C JOKYMEHTaMH B Ipollecce
OCYULIECTBJIEHUS YNPABIECHYECKUX (DYHKLIUNA B OPraHU3aI1H.

2. MECTO INCHUTUIMHBI B CTPYKTYPE OIIOII BY3A

2.1. Mucrummmaa b1.B.JIB.01.01 «JlokyMeHTanmmoHHOE OOECTIeYeHUE YIPaBICHUS
OTHOCUTCA K JHCUMIUIMHaM 10 BbIOOpY bioka 1 wactu, ¢opmupyemoii
y4acTHUKaMU 00pa30BaTeNIbHbIX OTHOIIECHUH.

22 1ns  u3ydyeHUs  JAHHOM  JUCHUIUIMHBI ~ HEOOXOJIUMBI  CIEIYIOIIUE
NPEAIECTBYIONINE TUCIUTIINHBI:
OpranuzainuoHHas KyJibTypa

2.3. IlepedeHp mocineAyrooUX TUCLUIUIMH, AJS KOTOPBIX HEOOXOAMMBI 3HAHUS,
YMEHUS U HABBIKH, (DOPMUpPYEMBIE JTAHHOW JUCHUTIIIMHOM:
['ocynapcTBeHHass MTOTOBasi aTTECTALINS



2.4 llepeueHb MIaHUPYEMBIX PE3YIBTATOB OOYUEHHUS 110 AUCIUIUIMHE, COOTHECEHHBIX CIUIAHUPYEMBIMH pe3yJIbTaTaMu
OCBOEHUSI OCHOBHOM Mpo(deccnoHaIbHOM 00pa3oBaTeIbHON MPOrPaMMBI

N3yueHne naHHOW JUCLUIUIAHBI HAITPABICHO

npodeccuonanpueix kKomnetenuuii (I1K):

Ha

dopMupoBanue 'y

00yYaroImuXxcs

YHUBEPCAIBHBIX

(VK) wu

Kon u conepxanue Kon u naumenoBanue
Ne [lepeueHp TIaHUPYEMBIX PE3YJIbTATOB O0YUYEHHUS MO TUCHUILUINHE
KOMITETECHIINU WHAWKATOPa JOCTHKCHHUS
/o B pesynbraTe nzydeHus: AUCLUIIMHBL 00yJaromuecs J0JKHbL:
KOMIIETCHLIUU
3HaTh YMeTb Bianmers (HaBBIKAMU)
1 2 3 4 5 6
1 YK-4 Cniocoben YK-4.3. Co3naer Ha pycckoMm u| Cuctemsl JokyMeHTanud | CoCTaBIATh OpraHU3alMOHHO- Tepmunomnorueii B chepe JOY
NPUMEHATh HWHOCTPAaHHOM(BIX) SI3bIKaX Henu u 3agaun MIPaBOBBIC TOKYMEHTHI (TTosIoKeHus1, [IpreMamu nenonbp30BaHUs
COBpPEMEHHbBIE MUCbMEHHBIE TEKCTHI JOKYMEHTALIMOHHOTO UHCTPYKLIUH) YHU(UIPOBAHHBIX (HOPM IS
KOMMYHHKAaTUBHBIE | TpodeccHoHabHON TeMaTuku | obecrieueHust ynpasieHus| CocTaBIIsATh pacTopsSAUTELHbIE COCTaBJICHUS OpPraHU3aIl[IOHHO-
TEXHOJIOTHH, B TOM | HAY4YHOr0 U O(UIHAIBHO- (10Y) B opranuzanuu JIOKYMEHTBI, 13/1aBacMbIC B pacnopsAUTENbHBIX
YHCcIe Ha JIeTI0BOTO CTHIIEH peun; YCIIOBUSIX €AMHOINYHOIO U JIOKYMEHTOB
WHOCTpaHHOM(BIX) | BiajeeT 0a30BHIMH HABBIKAMHU KOJIJIETHAJIbHOTO MTPHHSATHS
s3bIKe(ax), s peAaKTHPOBaHUS COOCTBEHHBIX pelieHus (MpUKaskbl,
AKaJEeMUYECKOTO U | TEKCTOB. pacropsbKEeHUs], peLIeHN )
npodecCHOHATLHOT CocraBisiTh HHQOPMAIIMOHHO-
0 B3aHMOJIeHCTBUA CIPaBOYHBIE JOKYMEHTBI;
Knaccudummpoats ciryxe0Hyt0
JOKYMEHTAILMIO B COOTBETCTBUH C
HOMEHKJIATYypOH 1€ OpraHu3aluu
2 | IIKB-2 Cnocoben [IKB-2.1. YMeeT odopMIsTh TpeboBanus k [TpumensTs TpeboBaHus K TexHu4ecKUMU IpUeMaMu
po()eCCHOHANIBHO | Hay4YHBIC OTYETHI U o opMIIEHUIO 0(OPMIICHHUIO PEKBU3UTOB 3aroJIHEeHUs (hopMyJIsipa-
COCTAaBJISITh U JIOKYMEHTALUIO nokymentoB o 'OCT P | nmokymeHTOB Iipu pa3paboTke o0pasia JJoKyMeHTa
opopMIIATh 7.0.97-2016 MPOEKTOB OPraHU3allMOHHO- HopmaruBamu opranuzanuu
Hay4HYIO OTamnbl TEXHOJIOTUYECKON | pacHoOpSANTENbHBIX JOKYMEHTOB pabounx mect ciyx0sr IOY
JIOKYMEHTAIUIO 1 [IETIOYKH 00paboTKH U CoCTaBIIATE JIOKAIbHEIE TexHUuuecKUuMHU NpueMamMmu
OTYETHI, JBIDKEHHS JOKYMEHTOB B | HOpMAaTUBHBIE akThl 0 ciyx0e IOY| mnepBuuHOil 06paboTku
NPEACTaBIATh OpraHu3aluu Opranu3oBarhb ABHKEHHE BXOZSIINX JTOKYMEHTOB
pe3ynbTaThl JIOKYMEHTOB BHYTpH OopraHu3anuy | HaBbIkaMu peructpaiuu
HCCIIEIOBATENBCKON KonTponuposats ucnonsenne JIOKYMEHTOB
paboThI ¢ yueToM JIOKyMEHTOB. [Tpuemamu 00paboTKH




0COOEHHOCTEH
MOTCHIIMATBLHOM
ayIUTOPUH

HCIIOJTHCHHBIX H
OTHPAaBJISICMBIX TJOKYMCHTOB.

I[IKB-2.2. YMmeeT
MPEIOCTABIISATH PE3YIIBTATHI
HCCIICIOBATEIBCKOM PabOTHI ¢
YYETOM OCOOCHHOCTEH
MOTEHIIHATBHON ayTUTOPUH

ITonsTus
JTOKYMEHTO000pOTa 1
JOKYMEHTOIOTOKA
ITapamerps! aHanu3a
JOKYMEHTOIIOTOKOB B
OpraHu3aluu

AHanm3upOBaTh TEXHOJIOTHUECKHE
CXEMBI IBIKEHIS TOKYMEHTOB B
OpraHu3alu

MeTomamMu aHaimsa
JTOKyMEHTOIIOTOKOB B
OpraHu3alu




OCHOBHAA YACTD

1. OFbEM JJUCHUIIJIMHBI 1 BUJIbl YYUEBHOU PABOTHI

Beero CemecTpbl
Bun yueGHO# paboThI Ne 5 Ne Ne Ne
4acoB
yacoB | YacoB | 4acoB | yacoB
1 2 3 4 5 6
1. KonraktHas paboTa 00ydarommxcs 12 12 - -
¢ mpernojaBareseM (1o BHAaM YIeOHBIX
3aHATUI) (BCETO)
B tom uncie:
Jlexuunu (JI) 4 4
[Tpaxtrueckue 3ansatus (I113), Cemunaps (C) 8 8
Jlaboparopusie paboTs (JIP)
Wuble BUBI 3aHATHI
2. CamocTosTenpHas paboTa cTyJeHTa (BCEro) 92 92
3. KypcoBas pabota (mpu Haau4uun) EE
Bun npomexyrodnoin sauer (3), 4 4
arrecTannn sKk3aMeH (D)
HUTOI'O: obas Tpyn0eMKOCTh | 4acoB 108 108
3a4. efl. 3 3




2.1.

2. COHEPXAHUE IMCHUIUIMHBI

Conepxanue pas3/iesioB TUCIHUILUTMHBI

CEM
eCT

pa

Ne
pas
nen

HaunmenoBanune
pazzesna TUCIUIUTHBI (MOJTYJIS)

Coneprxanue paznena
B JIMJJAKTHYECKUX EAMHUIIAX

3

4

Llenp u  3amaun  JIOV.
TpeboBaHuss K OGOPMIICHHIO
YIIPaBIEHYECKIX JOKYMEHTOB.

[Tonsitue IOY. Mecro u 3nauenue JJOY B cucreme
ynpasieHus. Tepmunsl B chepe JOY (I'OCT P 7.0.8-
2013 CHUBUJ. Jenonpou3BOACTBO U apXHMBHOE JEJIO.
TepMuHbI U OnpeesieHus).

Cnyx6a JIOY B opranuzamuu / Ha TPEIIPUSTHH.
Iens u 3amaun, ciuyxObsl JOY. dopmupoBanue CiyxObl
JIOY (cTpyKkTypa, YMCIEHHOCTb, INTATHOE PACIIHCAHUE).
JlestensHocTh  cnmyk0bl  JIOY  (opranuzanus paboumx
MECT, HOpPMUPOBAaHUE, TEKYLIee yrpaBiaeHue). JIokaabHbIe
HOpMaTuBHbIE akThl o cayx6e JIOY (monoxeHue o
ciryx6e OV, npukazel o co3manuu ciayxoer 1OV,
MOJIOKEHUS O CTPYKTYPHBIX MOJpa3feNieHusiX CIIykObl
JIOY).

bnanku nqokymeHToB u TpeboBanus kK HUM. CTPYKTYpa|
nmokymenTa. OOmmii OnaHk, OnaHK A MHChbMa, OJIAHK
KOHKPETHOTO BHJIa IOKYMEHTa, KpOME MHUChMa.

CrpykTypa noKkymMeHTa. PeKkBU3HUT Kak 00s3aTeNbHBIN
PIEMEHT JI000ro opUIUAIbHOTO AoKyMeHTa. DopmyIsp
nokymeHTa. @opmyssp-odpasen; Kak MOJiedb OCTPOEHHUS
TOKYMEHTA,

TpeboBanus k opopmienuto nokymentoB no 'OCT P
7.0.97-2016. OpranuzannoHHO-PACIIOPSAUTENbHAS
nokyMeHTalus. TpeboBaHus K 0pOPMIIEHHIO TOKYMEHTOB.

CucreMbl AOKYMCHTAIIN

Opranu3anroHHO-TPaBOBHIE JIOKYMEHTBI KaK|
MpaBoBast OCHOBa JEeSTEILHOCTH OpTraHH3aIIH.
[Ipouienypa #X YTBEPKACHUS W COIJIACOBAHUS, CPOK
NEHCTBUA, CTPYKTypa TEKCTa, TpeOOBaHUS K
opopmiieHHI0.  YCTaB,  YYpEOUTENbHBI  JIOTOBOP,
MOJIOKEHHE 00 OpraHM3alNH, TIOJIOKEHHE O CTPYKTYPHOM
MOApa3JeeHNH,  TOJOXKEHHE O  KOJUIETHAIbHOM
(CoBemaTenbHOM OpraHe) OpraHu3alh, pEerjaMeHT,
IITATHOE  paclucaHue, HWHCTPYKIHUSA,  JOJKHOCTHAs
MHCTPYKIUS.

PacniopsimutenbHble  JOKYMEHTHI KaK JOKYMEHTHI,
KOTOpbIe (DUKCHUPYIOT PpEIICHUS aJIMHHUCTPATUBHBIX U
OpTraHU3AIMOHHBIX BOMPOCOB JESATEILHOCTH OpraHu3allny,
PETYIUPYIOT W KOOPAUHUPYKOT €€  JeATEIbHOCTD,
[peaTU3yIoT YIPaBISEMOCTh 1o BEPTHKAIH.
Knaccudpukauus pacnopsiAUTEIbHBIX  JIOKYMEHTOB  C
yuetoM cdepbl ux geictBus. OCHOBaHUS A U3JAHUS
pacTopsIUTETHHOTO JIOKYMEHTA. IBe TPYTIIIHL:
TOKYMEHTBI, U3J]aBaeMble B YCJOBHSIX KOJUIETHATLHOCTH

(HOCT&HOBJ’IGHI/IS[ n pemeHI/m); JOKYMCHTBI, U31aBACMEIC B|




YCJIOBHSIX €IMHOJMYHOIO IMPUHATHUS peIleHUH (IpuKasbl,
[pacOpsDKEHUS], yKa3aHus).
NHpopMallMOHHO-CIIPABOYHbIE  JOKYMEHTBl  Kak
NTOKYMEHTBI, THULIMUPYIOIINE YIPABIECHYECKUE PEILICHUS.
Mx ciyxeOHast pojib 110 OTHOLIEHHUIO K OpraHU3alliOHHO-
[IPaBOBBIM M pacHOpsSAUTENbHBIM JoKyMeHTaM. CocraB
MH(GOPMALIMOHHO-CIIPABOYHBIX JIOKYMEHTOB: JIOKJIaJHas
3alycKa, CIy)KeOHasl 3alucKa, OObSCHUTENbHAs 3aIMCKa,
NpE/UIOKEHUE,  IpEeACTaBICHUEe,  3asdBICHHME,  BCE
[PA3HOBUIHOCTU IEPENUCKH, IPOTOKOJ, AaKT, CIIpPaBKa,
3aKJIFOYEHHE, OT3bIB, CBOJIKA, CIIUCOK, IEPEUYEHb.

[ToHsATHS TOKYMEHTOOOOpPOTAa M JOKYMEHTOIOTOKA.
[lpuem u mnepBuuHas 00pabOTKa TMOCTYMAKOIUX B
OpraHU3aI1Io JIOKYMEHTOB. IIpenBapuTenbHOE,
[paccMOTpeHHe TOKYMEHTOB ciyx00it JIOY. Perucrpanus
NOKyMeHTOB. OpraHuzanus JBHKEHHUS JIOKyMEHTOB
BHYTpPHU OpraHU3aIlIH.

KoHTposb  ncnonHeHuss  1OKyMEHTOB.  Dopmbl
KOHTPOJS 32 HUCHOJHEHHWEM  JoKyMeHToB. Cpokwu
MCTIOJHEHHUSI TOKyMEHTOB. WMH(popManmoHHO-CripaBoYHast
3 Opranuzanus pabota 1o JokyMmMeHTam opranuzanuu. OO6paboTka
OKYMEHT0000pOTa VICIIOJIHEHHBIX U OTHPABIISEMBIX TOKYMEHTOB.

Opranuzanusa xpaHeHus: JoKyMeHToB. HomeHknaTypal
nesn. CocraBieHHE 3arojOBKOB J€Nl. Y CTaHOBJICHUE
CPOKOB XpaHEHUs Jel. THIOBbIE U BEJOMCTBEHHBIC
[EepeyHu JOKYMEHTOB M HUX 3HaueHue. PopMUpPOBaHUE
nen. Odopmiienue oOnoxku aen. Odopmienue nen.
OJKcrepTu3a  LEHHOCTHM  JIOKYMEHTOB.  ODKCIIepTHasy
komuccusi  (LlenTpanpHast — SKcmepTHass  KOMHUCCHS).
CocraBieHne u oQOpMICHHE apXUBHBIX OIHCEH JIel.

3. CAMOCTOATEJIbBHAA PABOTA CTYIEHTA
CamocrosiTenbHas paboTa ocyliecTBisieTcsl B o0beMe 92 yacos.
Bunamu CPC sBisiroTcs:

- U3y4YCHHUE U KOHCTIEKTUPOBAHUE JIUTEPATYPHI MO TUCIUIUINHE;
- MOJITOTOBKA K CEMUHAPCKUM 3aHATHSIM;

- BBITIOJIHCHUE 3aJIaHUH JIJIT CAaMOCTOSTEIIBHOM paOOTHI.

4, OLIEHOYHBIE CPEJCTBA JJISI TEKYIIEI'O KOHTPOJLA
VCIIEBAEMOCTH U ITPOMEXYTOUYHOMN ATTECTALIUA
(cM. @oHJ OLICHOYHBIX CPEACTB)

S. YYEBHO-METOAMYECKOE
N NHOOPMAIIMOHHOE OBECITEYHEHUE TMCHUITIMHBI

5.1.  OcHoBHas nuTeparypa



Ne ABTOp (bI), HAMMEHOBAHHNE, MECTO U3TAHUSA
n/n H U31aTeJbCTBO, IO/

1 2

1. |[Hoponmna, JI. A. OpraHuszanmus © TEXHOJOTHSA JOKYMEHTAIlMOHHOTO
oOecCrieUeHNsT YIpaBJIeHUS : YYCOHHK M TPAKTHKYM JUIS aKaJeMHUYECKOTO
OakanaBpuata / JI. A. Joponmna, B. C. HputmkoBa. — MockBa

M3natensctBo FOpaiit, 2019. — 233 c¢. — (bakanaBp. AkageMuyecKuid
Kkypc). — ISBN 978-5-534-04568-0. — Texkct : anexrponnsiii / IBC KOpaiit
[catir]. — URL: https://www.biblio-online.ru/bcode/433078  (matal
obpamenwus: 12.04.2020).

2. | Kysnenor, HM. H. JlokyMeHTaIlMoHHOE OOecreyeHrue YIpaBJICHUS.
JIOKyME@HTOOOOPOT U JCJIONPOU3BOJICTBO : YICOHUK U MPAKTUKYM JJISI BY30B
/ N. H. Ky3nenoB. — 3-e u3., nepepad. u gomn. — Mocksa : M3gaTenscTBo
Opaiit, 2020. — 461 c. — (Bwsiciee obpazoBanue). — ISBN 978-5-534-
04275-7. — Texker : anekrponuwii // DBC IOpaiit [caiit]. — URL:
http://www .biblio-online.ru/bcode/449769 (nata obpamenus: 12.04.2020).

5.2.  JlomonHUTENbHAA JIUTEPATYpa

Ne ABTOp (bI), HAMMEHOBAHHE, MECTO U3AAHUA
n/n M U31aTeJIbCTBO, I'0J
| 2
1. | yBanosa, H. H. OcHOBBI nenonpou3BoicTBa. A3bIK CIIyKEOHOTO
JIOKYMEHTA : Y4EOHHUK U PAKTUKYM. - Mockaa : FOpaiit, 2015. - 375 c.

— TeKCT : HemoCpeICTBEHHBIN.

2. | Adynanze, 1. I'. JJokymeHTaumoHHOE OOECrieueHHe yIpaBiIeHUs
MIEPCOHAJIOM : YYEOHUK U npakTukyM Juist By3oB / JI. I'. AOynanze, U. b.
Brimpsikkuna, B. M. MacnoBa. — Mocksa : M3narensctBo FOpaiit, 2020.
— 299 c. — (Bsiciiee o6pazoBanue). — [SBN 978-5-534-00875-3. —
Tekct : anextponnslii / OBC FOpaiit [caliT]. — URL: http://www.biblio-
online.ru/bcode/450813 (nata obpamenus: 12.04.2020).

5.3. ba3el 1aHHBIX, UH(POPMALIMOHHO-CTIPABOYHBIE U TIOMCKOBBIE CUCTEMBI:

1.

BOOK.ru : anektpoHHast 6ubimnoTeka. — JlocTyn K MOJHBIM TEKCTaM IO MapoJIto.
— URL: http://www.book.ru (mara oOpamenusi: 11.04.2020). — Texkcr
3JIEKTPOHHBIN.

. East View : [06a3a manHBIX]. — JIOCTYyll K IMOJHBIM TEKCTaM CTAaTe HAay4YHBIX

xypHasioB u3 cetu PI'Y umenu C. A. Ecennna. — URL: https://dlib.eastview.com
(mara obpamenus: 11.04.2020). — TekcT : AMEKTPOHHBIN.

. Moodle : cpena aucranimonHoro odydenus / Ps3. roc. yu-T. — Ps3ans, [b.r.]. —

Hoctyn nocne peructparuu u3 cetu PI'Y umenn C. A. Ecenuna, u3z mro0oit
TOukH, wumeromeln goctyn k HWatepuery. — URL: http://e-learn2.rsu.
edu.ru/moodle? (nata obpamenus: 11.04.2020). — TekcT : 2IE€KTPOHHBIH.

Znanium.com : 3J€KTpoHHass Oubnuoreka. — JlocTyn K MOJHBIM TEKCTaM IO
naposito. — URL: http://znanium.com (mgata oopamenus: 11.04.2020). — Tekcr :



http://www.book.ru/
https://dlib.eastview.com/
http://znanium.com/

ANEKTPOHHBIN.

. Tpyasl mpenonaBatene : Kojulekuus // DnexkTpoHHas Oubimuoreka HaydHoit
oubnuorexku PI'Y umenu C. A. Ecenuna. — JlocTyn K MOJHBIM TEKCTaMm IO
napomto. — URL: http://dspace.rsu.edu.ru/ xmlui/handle/123456789/3 (mara
obpamenus: 11.04.2020). — TekcT : 37EeKTPOHHBIH.

. YuuBepcurerckas 6ubnuorexka ONLINE : snexktponnas 6ubnuoreka. — Jloctyn
K ITOJIHBIM TEKCTaM 110 [1apoJIIo. - URL:
http://biblioclub.ru/index.php?page=main_ub_red (mara oOpailleHus:
11.04.2020). — TekcT : 3JIEKTPOHHBI.

. DIIeKTpoHHas OMOIMOTeKa nuccepTaiui . odpunmansHeiil caift / Poc. roc. 6-xa. —
MockBa : Poc. roc. 6-xa, 2003 - . — JlocTynm K MOJHBIM TEKCTaM W3
KomruiekcHoro uutansHoro 3anma Hb PI'Y umenu C. A. Ecenuna. — URL:
http://diss.rsl.ru (mata obpamerus: 11.04.2020). — TekcT : 2IEKTPOHHBIH.

[lepeuenb  pecypcoB  MH(OPMAIIMOHHO-TEIEKOMMYHUKALIMOHHON  CETU

«nTepuer» (manee — cerb «VHTEpHET»), HEOOXOAMMBIX JJIi OCBOEHUS
MUCLHUILINHGL:
. eLIBRARY.RU : Hayunas  snektpoHHas  OuOmmoreka. —  URL:

http://elibrary.ru/defaultx.asp, cBoGoanblii (maTa oOpamenus: 11.04.2020). —
TeKcCT : 2JIIEKTPOHHBIM.

. Kubepnenunka :  HayyHas  onekTpoHHas — Oubmumorexka. —  URL:
https://cyberleninka.ru/, cBoboaubIi (naTa obpamenus: 11.04.2020). — TekcT :
3JIEKTPOHHBIN.

. TOCT P 7.0.97-2016. OpraHu3aluMOHHO-pPacHOpPSIANTENbHASA JAOKYMEHTAIIHS.
TpebGoBanus K 0(pOpMIICHUIO JIOKYMEHTOB. - URL:

http://ppt.ru/newstext.phtml?id=8194684, cBoOoaHbBIN (maTa  oOpalieHus:
11.04.2020). — TekcT : 3JIEKTPOHHBI.

. TOCT P 7.0.8-2013 CUBU/I. Jenonpon3BOACTBO U apXUBHOE AENO. T€pMHUHBI U
onpenenenus. - URL: http://docs.cntd.ru/document/1200108447, cBOOGOAHBIIMA
(mata obpamenus: 11.04.2020). — TekcT : 3IEKTPOHHBIIA.

. DHIKIonenus aenonpou3BoacTBa / ILleHTp KkoMmeTeHIMM TIO0 BOIPOCaM
JIOKYMEHTAIMOHHOTO OOecreueHus ymnpaBieHuss u apxuBHoro nena. - URL:
http://www.edou.ru/enc/vvedenie.php, CBOOOTHBIM (mata  oOpatieHus:
11.04.2020). — TekcT : 27IeKTPOHHBIH.

. 6. Delo-ved.ru. Bee o nenmonpounsBoactse. - URL: http://delo-ved.ru, cBoOogHbII
(mara obpamenusi: 11.04.2020). — TekcT : AMEKTPOHHBIN.

. O6pa3iel u mabnonsl JokymMmeHToB. - URL: http://working-papers.ru, cBoOO1HBII
(mata obpamenus: 11.04.2020). — TekcT : AMEKTPOHHBIN.

5.5. [Ilepuomnyeckue u3naHus:
1. Kypnan «CoBpeMEHHbIE TEXHOJIOTUHU JETONPOU3BOACTBA u
JTOKYMEHTO00OpOoTa». ['0/I0BbIE KOMILIEKTBI, UHUTAJIBHBIM 3a]l HAy4YHOU
ononmuorexu PI'Y umenn C.A. Ecennna.
2. Kypnan «/lemonpou3BoJACTBO M JOKYMEHTOOOOPOT Ha MPEANPUSITUN.
['o0BBIE KOMITIEKTHI, YUTAIBHBIN 3a1 HayuyHou OuOmmoreku PI'Y mmenu C.A.


http://dspace.rsu.edu.ru/%20xmlui/handle/123456789/3
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Ecenuna.

6. MATEPHUAJIBHO-TEXHUYECKOE OBECIIEUEHUE JUCHUIIINMHBI

TpeboBanus k ayaAuTOpUsiM (MOMEIIEHUSM, MECTaM) JIJIsl IPOBEACHHUSI 3aHITHIA:
JICKIIMOHHBIE ayIUTOPUH, OCHAIIECHHBIC BHJICOMPOCKIIMOHHBIM 000pYAOBaHUEM,
CpPEICTBAaMHU 3BYKOBOCIPOHU3BEIEHUS U JKpaHOM, OOOpyAOBaHHBIE Yy4eOHOI
MeOenplo; OnbImoTeKa, UMeEroIIas y4eOHble MecTa JUIsl CTYACHTOB, OCHAIEHHBIC
KOMIIBIOTEPHOH TEXHUKOM C JOCTymoM K Oa3aM JaHHBIX U ceTu HHTepHer;
KOMIIBIOTEPHBIN KJIACC, MyJIbTUMEUNHBINA KypPC JEKIIUH.

TpeboBanus k crienMaIM3uPOBaHHOMY 000PYAOBAHUIO: OTCYTCTBYIOT.

7. METOAUYECKHUE YKA3AHUA JJIS1 OBYHAIOINXCA

10 OCBOEHHMIO IMCHUIJINMHBI

Bun yueOHBIX 3aHATHIA

OpFaHI/I3 anud JCATCIbHOCTH CTYACHTA

Jlexknmsa

Hanucanme  KOHCIEKTa  JIEKIMH:  KpaTKO,  CXEMAaTHU4HO,
MOCTIeIOBATENbHO (PUKCUPOBATh OCHOBHBIC TOJIOXKEHHUS, BBIBOBI,
(bopMyaMpoBKH, 0000IIEHNS; TTOMEYaTh Ba)KHbIE MBICIIH, BBIIEIATh
KJIFOYEBBIE CJI0BA, TepMHHBL. IIpoBepka TEpPMHHOB, MOHATHHU C
[IOMOLIBI0  DJHUMUKJIONEOUM,  CIIOBapel,  CIPaBOYHUKOB €
BBIIIMCBHIBAHUEM TOJIKOBaHMM B TeTpajgb. OO03HAYUTH BOIPOCHI,
TEPMMHBI, MaTE€PHUaJl, KOTOPBII BBI3BIBAET TPYAHOCTH, IOMETUTH U
MOMNBITaTbCSI HAWTU OTBET B PEKOMEHJyeMOW muteparype. Ecim
CaMOCTOSITENIbHO ~ HE  yjAaeTcss pa3oOparbCsi B Marepualie,
HE00X0AUMO c(HOpMYyITHPOBATH BOIPOC U 337aTh MPENOIaBaTeI0 Ha
KOHCYJIbTalluM, Ha IPAKTUYECKOM 3aHATUU. YEIUTh BHHUMaHUE
CJIETYIOIIMM NOHSTHUSIM (IIEPEUUCIICHNE TOHSITUI) U JIp.

[TpakTHyeckue 3aHATUS
(ceMHUHapCKue 3aHATUSA)

IlogroroBka K KaXIOMY 3aHATHIO JOJDKHA  HAYaThCsl C
O3HAKOMJICHHsI C IUIAHOM CEMHHApPCKOIO 3aHATHS, KOTOPBII
OTpaXkaeT COACP)KAaHMWE TPEIIOKEHHOM TeMbl. THiaTenbHOE
MIPOAYMBIBAHHE W HM3Y4YEHHE BOIPOCOB IUIAHA OCHOBBIBAECTCS Ha
npopaboTKe TEKYIIero Marepuaia JeKIUH, a 3aTeM H3y4eHUs
00s13aTeIbHON U JOMOJIHUTENBHON JTUTEpaTyphl, PEKOMEH/I0BaHHYIO
K gaHHOM Teme. Ha OCHOBe HMHIMBUAYaIbHBIX IIPEANOYTCHUN
CTYIEHTY MOYKHO CaMOCTOSITEJIbHO BBIOpAaTh TeMy JOKJIaja IO
npobiemMe ceMHHapa M IO BO3MOXXHOCTU HOJTOTOBUTH 110 HEMY
MpEe3eHTANNI0. ECiIM penyCMOTPEHO BBINIOJHEHHUE MTPAKTHYECKOTrO
3aJJaHKs, TO €ro HEOOXOIUMO BBIIOJIHUTB C YUETOM IPeI0KEHHOM
MHCTPYKUNHU (YCTHO UM MIMCbMEHHO).

IIpu MOArOTOBKM K CEMUHAPCKUM 3aHITUSAM, HEOOXOMMO OOpaTUTh
ocoboe BHUMaHUE Ha CaMOCTOSITENIBHOE U3y4eHue
PEKOMEHIOBAaHHOW Y4eOHO-METOAMUYECKON (a Takke HAyYHOH U
MOMYJISIPHOI ) TUTEPaTYPHI.

KoHcnekTupoBanue MCTOYHUKOB. PaboTa ¢ KOHCHIEKTOM JIEeKLUH,
MIOATOTOBKA OTBETOB K KOHTPOJBHBIM BONpPOCaM, IPOCMOTP
PEKOMEHAYeMO# JTUTepaTyphl, paboTa ¢ TeKCTOM (yKa3aTh TEKCT U3
WUCTOYHUKA U Jp.), MPOCITYIIMBAaHUE ayIuo- U BHJAEO3aMucedl 1o
3aJJaHHOM TEME U JIp.




[IpakTHueckue 3aHsATUS
(mpaxTHueckas paboTa)

3anucath TeMy W IIelb NMPAKTHYECKOW padOTHI, 3alucaTh KOPOTKO
npennoxxeHHsie 3ananus. OdopmieHrne TOKyMEHTOB MPOU3BOJAUTCS
B pemaktope Microsoft Word ¢ coOmrogeHueM BceX OTCTYIHOB H
WHTEpBAJIIOB. Bce  BBINIONHEHHBIC 3aJaHUS  JIOJDKHBI  OBITh
pacrieyatanbl ¥ MPEJICTaBICHBI PEOIaBATEIIIO JIJIsl IPOBEPKHU.

ITogroroska K 3a4yeTy

IIpu moxaroTroBke K 3adeTy HEOOXOAMMO OPHEHTHPOBATHCA Ha
KOHCIIEKTHI JIEKIIUI, pEKOMEHAYEMYIO JTUTEpaTypy U 1ip. ['oToBACH K
3a4eTy, CTYACHT JHMKBUAUPYET MMEoIuecs NpoOenbl B 3HAHUSX,
yrayOIisieT, CACTEMAaTU3UPYET U YIOPsI0YUBAET CBOU 3HAHUSI.

8. TPEBOBAHIMA K [TPOTPAMMHOMY OBECITEYHEHUIO YYEBHOI'O

ITPOLIECCA.:
Ha6op I10 nnsa kadenpanbHbIX HOYTOYKOB
Antuupyc Kaspersky Endpoint Security noroBop Nel14/03/2018-0142 ot 30/03/2018r
Oducnoe npunoxenne LibreOffice cB00OIHO pacrpocrpansemoe [10

Apxusarop 7-zip

cB00OAHO pacnpoctpansemoe [10

Bbpay3sep nzobpaxenuii FastStonelmageViewer | cBo6ogHO pacnpoctpansemoe [10

PDF punep FoxitReader cB0OOHO pacnpoctpansemoe [10
Memua npourpseiBatenib VLC media player cB0OOIHO pacrpocrpansemoe [10
3anuce auckoB ImageBurn cB00OIHO pacnpocTpansiemoe [10
DJVU 6payszep DjVu Browser Plug-in cB0O0AHO pacnpoctpansemoe [10

9. UHBIE CBEJAEHUA




