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PaGouas nporpaMma sucuuniuisl «Kypeosasi paGora no Opranu3ausi 1 TEXHOJIOIHH
AOKYMEHTANHOHHOIO ofecrieveHus yNpaBaeHus» Ui ofyyalomuxcs M0 HANPaBICHHIO
poarorosku  46.03.02  JloKymeHTOBCACHHE H  apXHBOBCACHHC (Mpodunb NOATOTOBKH:
JlokyMeHTOBE/ICHHEe W apXMBOBEJICHHWE), COCTaBJieHa Ha  OCHOBAHHH MeaepanbHOTO
rocy/IapcTBEHHOTO 00pa30BaTENHOrO CTAHAApTa BHICIICTO obpazoBanus — OakanaspHar 1o
nanpapienuio noarotosku 46.03.02 JlokymeHToBeeHHE H apXHBOBE/ICHHE, YTBEPKICHHOIO
NpHKa3oM MHHHCTEPCTBA HAYKH W BHICLUIErO obpasosanns Poccuiickoit dejepaiuy 0T 29
oxtafps 2020 r. Ne 1343 (c wim. M nomn.), Tlopsaka OpraHu3aiMu H OCYMIECTBACHWA
06pa3oBaTEIbHON JeATEIBHOCTH 110 00pa3oBaTe/IbHBIM NPOrpaMMaM BhicInero o0pazoBaHus —
nporpaMmam  GakaiaBphata, [pOrpaMMam  CrielHaiuTeTa, MporpaMMam MarucTpaTyphbi,
YTBEp)KAEHHOIO TpHKa3oM MHHHCTEPCTBA HAYKH M BBICLIETO obpaszoBanus PoccHiickoi
denepatmn ot 06 anpens 2021 r. Ne 245 (¢ usm. u 101.), B COOTBETCTBUHM C Y4EOHBIM IIAHOM,
yTBepxk/IeHHbIM Yuenbim copeTom PIBOY BO «JlouI'Y» st nabopa 2024 roja.

Pa3paboT4MK:
joneHT Kadenapbl MH(POPMALMOHHBIX  CHCTEM 2
yrpaBjieHus, KaH/1. 9KOH. HayK q s1. B. ®unarosa

PaGouas nporpaMma ono0pena Ha 3acejaHuu Kaeapbi HHPOPMALMOHHBIX  CHCTEM
yIIpaB/ICHHA.
Tporokon ot 22.03.2024 r. Ne 6a

Zaseayroumii kapeapoi C%}/I% H. 111. IToHoMapeHko
COI'JIACOBAHO:
Jlekan aky/ibTeTa MaTEeMaTHKH H

MHOOPMALIHOHHBIX TEXHOIOTHH
28.03.2024 1.

H. A. MouceeHKo

ViyeBHO-MeTOIHYecKas KOMUCCHS (haKy IbTeTa MATeMaTHKH H HHPOPMAIIHOHHBIX TEXHOIOrHH.
INpotokon ot 27.03.2024 r. Ne F. /

INpencenarens JI. . CensixoBa

PyKOBOZHTEITh OCHOBHOH MPOecCHOHATBHOMN
o0Opa3oBaTesibHO NPOrpaMMmBl,

JI-p 9KOH. HayK, IOLeHT C%(ﬂ% H. 111. TTonomapeHKo
26.03.2024 r.
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1. MECTO JUCHUIUIMHBI B CTPYKTYPE OBPA30BATEJILHOM ITPOT'PAMMBbI

1.1. TpeGoBanus K HpeABapPUTEIBHON MOATOTOBKE OOYYAIONIMXCS, MPEAINISCTBYIOIIUE U
COITYTCTBYIOIIME TUCIUILIMHBI, HA KOTOPHIX OCHOBBIBAETCS M3yYCHHE JAHHOM:

Pycckuii s3bIk U KynbTypa peud, JlokymeHTOBeneHHE, JlOKyMEHTanbHas JTMHIBUCTHKA,
Opranu3anys ¥ TEXHOJIOTHS JTOKYMEHTAIIHOHHOTO 00eCIIeYeHUs YIPaBICHHUS.

1.2. JlucummumHbl, KypcoBble pabOThl M NHPAKTHKH, Ui KOTOPHIX OCBOEHHE JAaHHOM
JUCHUTUTMHBI HE00XO0AUMO KaK MPeIIeCTBYOMIEE!

JIOKyMEHTUPOBaHUE  JEATCIIFHOCTH  NPENNpPUSATHSA, OpraHU3alid,  yYPSKICHUS;
WNHpopMalnOHHbIE TEXHOJIOTUU B JOKYMEHTAIIMOHHOM OOECIeUeHHH YIPABJICHUS U apXHUBHOM
nene; ApxuBoBeneHue; OpraHn3aliOHHO-JOKyMEHTAIMOHHOE O0eCIeYeHne JAesTeIbHOCTH
pykoBomutens; LludpoBas Tpanchopmanms JAOKYMEHTHPOBAaHHBIX chep AEATENbHOCTH;
Apxeorpadusi; ['ocymapcTBeHHBIE, MYHHIMIIAIbHBIE ¥ BEJIOMCTBCHHBIC apXUBBI; ApPXUB
opranuzaiuii; KagpoBoe nemonpou3BOACTBO M apXUBBI JTOKYMEHTOB IO JIMYHOMY COCTaBY;
Opranuzanus paboTsl ¢ oOpameHussMu rpaxaad / JlokyMeHTupoBaHue paboThl ¢ 00OpaleHUSIMU
rpaxnad;  KoHduaeHnmanbHOe — JEMONPOW3BOACTBO;  YueOHas  NpakTUKa:  HAYYHO-
UccieoBaTeNbCckass paboTa (TMOJlydeHHEe TEePBUYHBIX HABBIKOB HAayYHO-HCCIIEIO0BATEIbCKOM
pabotsn); [Ipon3BoacTBEHHAS TpaKTUKa: MpeaaumuioMHas; [loaroroska k nmpoueaype 3amuThl |
3aIIMTa BBITYCKHOW KBAIU(UKAIIMOHHON pPabOTHL.

2. OIIMCAHME INCHUIIJIMHBI

2.1. OO0mas xapakTepuCTHKa

HanmeHnoBaHue mmoxka3areis 3HadeHUE OKa3aTes

HasBanue o06pa3oBaTenbHON MTPOTpaMMBbI 46.03.02 JIoxyMeHTOBEICHUE H
apxuBoBeaenue (Ilpodunb moaroToBKu:
JIoKyMeHTOBEIeHHE U apXUBOBEICHUE)

Iudp 1 Ha3BaHHE B COOTBETCTBHUH C b1.5.28 KypcoBast paboTa no opranuzanuu u

y4eOHBIM IIJIAHOM TEXHOJIOTUH JOKYMEHTAIMOHHOTO
o0ecreyeHus yrpaBJIeHUs!

YacTs 00pazoBaTenbHON TPOrPaMMBbI bazoBas yacTp

Kosn4ecTBo 3a4eTHBIX €AMHHMIL / BCETO 4acoB 1/36

2.2. Pacmpenenenue yacoB 1o ¢popMam U nepuojiamM o0yueHus

OO0111€€ KOJINYECTBO YaCOB
o
E CaMOCTOS-
dopma 2, 3 6 - o
> | & | mexkum- | naGopa- | MPaKTH- | TENbHOH opma
00y4eHus N BCETO
8 | OHHBIX | TOPHBIX | YeCKHX | paboOThHI + KOHTPOJIS
KOHTPOJTh
muddepe
HIPOBA
OvyHas 2 4 — - - 36 36 p N
HHBIU
3a4er
muddepe
HIPOBA
3aoyHas 2 4 — - - 36 36 p N
HHBIU
3a4yeTr
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3. HEJI1 JUCLHUITJIMHBI

CucremaTuzanus, 3aKpeIuICHUE, PAaCIIMPEHUE TEOPETUYECKUX 3HAHMM U IPAKTHYECKUX
YMGHI/If/'I 110 JUCHUIIIINHEC ((OpFaHI/ISaI_[I/ISI U TCXHOJOIUA JOKYMCHTAIIMOHHOI'O oOecrieyeHus
yIpaBJIEHUS» U UCHOJIb30BAHUE MX NPHU PEIICHUH NPOoQecCHOHAIbHBIX 3ahay; (popMHUpOBaHUE
yYMEHUs INPUMEHATh TEOPETUYECKHE 3HAHUs IPU PEUICHUM 33Jad II0 TEME HCCIECIOBAHMS;
dopMHpOBaHHE M pa3BUTHE Yy CTYJIEHTOB HEOOXOAMMBIX CIIOCOOHOCTE M HaBBIKOB
CaMOCTOATEJIBHOM HAY4YHO-MCCIICOBATEIbCKON M IPAKTUYECKOW JAESITEIBHOCTH, TBOPYECKON
MHUIIMATHBBI, OTBETCTBEHHOCTU U OPTaHU30BAHHOCTH, O(POPMIIEHHS [TOJyYEHHBIX PE3Yy/IbTaTOB B
COOTBCTCTBUH C NPHUHATBIMU CTaHAAapTaMH, YMCHUSA NPCACTABUTL PC3YJIbTAThI pa60TbI B BUIC
HAY4YHOT'0 JIOKJIaZia U yOeIUTENIbHO 3aIUTUTh UX B JUCKYCCUH CO CHELMATUCTaMU.

4. KOMIIETEHLIMM OBYYAIOLIEI'OCA, POPMUPYEMBIE B PE3YJIbTATE
OCBOEHU S KOMIIOHEHTA OBPA3OBATEJIbHOM ITPOI'PAMMEI, X
NHAWUKATOPEHI U INTAHUPYEMBIE PE3YJIbTATBI ObYUEHUSA

Kommerenmn

Nupukaropel

PesynpraThl 00y4yeHus

ITIK-3. Criocoben
OpraHM30BBIBATH U
OCYLIECTBIISATh
JIOKYMEHTAIMOHHOE
oOecrieyeHue
yIpaBJICHUS

[1K-3.3.
OpranuzoBbIBacT
JOKYMEHTUPOBaHUE
YIPABICHYECKOU
JEeSATEIbHOCTH B
OpraHu3anuu

I1K-3.3.1. 3HaeT BUBI JOKYMEHTOB CHCTEMBI
OpraHU3aIl[MOHHO-PACTIOPS AU TEIBLHOM
JOKYMEHTAIUH, 3aKOHOIATCIILHYIO
HOPMAaTHBHO-METOMYECKYIO JOKYMCHTAITHIO,
PETIIaMEHTHPYIOIIYIO BeJICHUE
JICIIONPOU3BO/ICTBA, & TAKXKE MOPSIOK

o opMIICHHUS OpraHU3AIMOHHO-
pacropsiANTEIbHBIX TOKYMEHTOB
ITK-3.3.2. YMeeT npoBOIUTH aHATTU3
HOPMATHUBHBIX ¥ OPTaHU3aLMOHHBIX
JOKYMEHTOB, YCTaHABJIMBAIOIINX TPaBUIIA
CO3/1aHUS U OPOPMIICHHUS JOKYMEHTOB;
MIPOCKTHPOBATH OJIAHKH JIOKYMEHTOB JIJISI
BBIOpaHHOW OpraHH3aIK; COCTABIATH U
0o OpMIIATH TOKYMEHTBI Pa3HbBIX BUJIOB
CUCTEMBI OPTaHU3AIIOHHO-
pacopsAIUTENbHON JOKYMEHTALIUU
[1K-3.3.3. Bageer HaBBIKAMH ITOUCKA
He00X0IMMOIM HOPMAaTHUBHO-TIPABOBOM
uH(GOpMaIlMU B 3aKOHOIATENIbHBIX U
HOPMATUBHBIX aKTax I10 JEJIOMPOU3BOJICTBY;
MpUEMaMH U METOJIaMHU COCTaBJICHHSI U

o OopMIICHUS BUJIOB M Pa3HOBUIHOCTEM
OpTaHHU3aI[IOHHO-TIPABOBBIX,
pacnopsSANTEeNbHBIX, HH)OPMAIIMOHHO-
CIIPABOYHBIX JIOKYMECHTOB; TPHEMaMH U
METOJIaMU YHU(DUKAINH U CTAaHAapTH3AIUU
OpTaHU3aIMOHHO-PACTOPSAUTEIBHOM
JIOKYMEHTAIu1

[1K-3.4.1 3naet npuHIUNIBI 1 HOPMBI
pPETHCTpAINH IOKYMEHTOB; TEXHOJIOTHIO,
(hOpMBI ¥ CPOKH KOHTPOJISI HCTIOTHEHUS
JIOKYMEHTOB; TpeOOBaHUS K OpraHU3alluu
JOKYMEHTO00O0pOTa B OpraHU3aIiy;
TEXHOJIOTHIO U MpaBUjia ONEPaTUBHOTO

OpraHu3aluen

(ITpodeccronanbHbIit
cranaapt 07.004
«CnenuanucT 1o
yIpaBICHUIO
JIOKYMEHTaluen
opraHuzanum», A)

[K-3.4.
Opranu3oBbIBaeT
JOKYMEHTO000pOT
OpraHu3alliy, BIajes
TEXHOJOTHSIMH U
OpraHu3anuen




Komnereniuu Nunankatopel Pesynbrarel o0ydeHus
paboThI ¢ XpaHEHUS JOKYMEHTOB
JTOKYMEHTaMU [1K-3.4.2 YMeeT mpoBOJIUTH aHAJIU3 ATAIlOB

00pabOTKH BXOSIINX, HCXOISIINX,
BHYTPEHHUX JJOKYMECHTOB B OpTaHU3AIINY;
COCTABJIATH CXEMbI MApIIPYTOB TOKYMEHTOB;
IIPOBOJIUTH aHAIIN3 00BEeMa
JIOKYMEHTO000pOTa CTPYKTYPHOTO
TIOJJpa3/ICIICHUS] U OPTaHU3aINH; TPOBOIUTH
aHaJIU3 JIeATENBHOCTH cITy:KObl IOY
T1K-3.4.3. Biageetr Mexauu3sMaMu
yhpaBiieHus: OU3HEC-TIpoLieccaMu
JIOKYMEHT0000poTa

5. NPOI'PAMMA JTVCHUIUIMHBI

Hassanue 3tana

Kpatkoe conepxanue 3TalioB BbIIIOJHEHUS KypCOBOM pabOThI

Br160p TeMbI
UCCIICTOBAHMS

BBI60p TEMbI, KOHCYJIbTAllUA KypaTOopa,

yTBepkKAeHHE Ipadrka BHITOIHEHUS PaOOTHI;

C6op u obOpaboTka
marepuaa

cocraplieHUe Oubmorpaduu 1o Teme;

HN3YUCHUC JINTCPATYPHBIX UCTOYHUKOB IO TCME UCCIICAOBAHUS,

YTBEpKACHHE IJIaHa KypCOBOM paboThI;

(dbopMUpOBaHNE HAYYHOTO aIlapara;

JOIMOJIHUTCIIbHOC U3YUCHUEC JIMTCPATYPHI;

cOOp AMIIUPUYECKOTO MaTepHaia (IpoBeAeHUE HAOII0ICHN, OTIpoca,
TECTUPOBAHU);

IToaroroska
pyKomnucu

IMOATOTOBKA IIEPBOT0 BaApHUAHTA pa6OTI>I;

IIPOBEpPKa PYKOBOAUTEJIEM MIEPBOT0 BapruaHTa padoThI; MpU
HE00X0/IMMOCTH BHECEHHE N3MEHEHHH B IUIaH U CoJepkKaHKue pabOThI;

Oq)OpMJ'IeHI/Ie OKOHYATCJIbHOT'O BApHaHTa pa60TBI CorjiaCHO Tpe60BaHI/I$IM;

3amura

nmojayda KypcoBoil paboTsl Ha Kadeapy; n1opadboTka KypcoBOH
paboThI (€CIIU HYXKHO);

3aluTa I(prOBOfI pa6OTI>I IIOCJIC 0)106peHI/I$I €C PYKOBOAUTCIICM.

6. CTPYKTYPA U COAEPXXAHUE ANCHUITIIMHBI

6.1. ®opma oOyueHust — o4Has, Kypc — 2, cemecTp — 4

HanmeHoBaHMs pa3aennoB U TeM Kosriectso Hacos
Jlexn. | JlaGop. | Ilpakr. | CPC+K | Bcero
Br160p Tembl nccienoBanus - - - 6 6
CO6op u 00paboTKa MaTepuaia — — — 18 18
[ToaroroBka pykonucu - - - 8 8
3amura - - - 4 4
NTOI'O 3A CEMECTP — — — 36 36

6.2. ®opma 00yueHus — 3a04Hasi, Kypc — 2, cemectp — 4

HaunmenoBanus pa3aciioB U TCM ‘ KomuuectBo yacos




Jlexn. | JlaGop. | Ilpakr. | CPC+K | Bcero
B13160p TEMBbI UCCJICTOBAHUI — — — 3] 6
C6op u 00paboTka MaTepuaia — — — 18 18
[ToaroroBka pykomucu — — — 8 8
3amura — — — 4 4
NTOI'O 3A CEMECTP — — — 36 36

7. OHEHOYHBIE MATEPHAJIBI (CPEACTBA) U1 TEKYILEI'O KOHTPOJIA
YCIIEBAEMOCTH, IPOMEXYTOYHOU ATTECTALINN

7.1. TembI KypCcOBBIX padboOT

1. AHanu3 MHCTPYKLMH IO JIEJIONPOU3BOJCTBY (Ha MpPUMEPE MHCTPYKLUUU KOHKPETHOMH
OpraHU3AIVH ).

2. AHanmM3 JOJDKHOCTHBIX HMHCTPYKIME paboTHHKOB cimyx0b1 JIOY (Ha npumepe
UHCTPYKLUN KOHKPETHON OpraHu3alun).

3. AHanu3 CTPYKTYphl U QYHKIHI CITy)OBbI IeJIOMPOU3BOJICTBA (HA MPUMEPEe KOHKPETHOM
OpraHU3AIIHH ).

4. Opranunzauust padboTsl ciyx0b1 JJOY (Ha npuMepe KOHKPETHON OpraHU3alkH).

5. OpraHuzanus JOKyMEHTOOOOpOoTa (Ha MpUMepe KOHKPETHOH OpraHus3aluu) M|
OCHOBHBIE HaIIPaBJIEHUS €r0 COBEPIIEHCTBOBAHUS.

6. OpraHu3anus perucTpalyy JOKYMEHTOB: IIyTH COBEpPLICHCTBOBAaHHUs (Ha INpHUMeEpe
KOHKPETHON OpraHU3aliH).

7. MeTtoapl OopraHu3alMyd KOHTPOJIA 32 UCHOJIHEHUEM JOKYMEHTOB IPHU TPaJAULIMOHHOM
JIeJIONPOU3BO/ICTBE.

8. Opranu3anus paboTsl ¢ 00paleHUAMHU TPaKIaH B TOCYAAPCTBEHHBIX YUPEXKICHHIX.

9. MeToauka coctaBieHIE HOMEHKIIATYPHI 1€ YUPEKICHHUSL.

10. IIpo6Giembl 3KCIEPTU3BI IEHHOCTH JOKYMEHTOB B JIEJIONPOU3BOICTBE.

11. OnbIT opranu3anuu padoThl C TOKYMEHTAMH 32 PYyOSKOM.

12. Opranu3anus TEKyLero XpaHeHus: JJOKYMEHTOB B JEJIONPOU3BOICTBE OPraHU3aLUH U
o0ecreyeHne uX COXpPaHHOCTH.

13. Opranuzanus paboTsl O MPOBEAECHUIO SKCIIEPTU3BI LICHHOCTH IOKYMEHTOB.

14. JIOKyMEHTUPOBAaHUE JIE€ATEIbHOCTU SKCIEPTHOW KOMHMCCHM M OQOpMmIIeHHE ee
pE3yJIbTaTOB.

15. IloaroToBKa JOKYMEHTOB K II€peaade B apX1UB OpraHU3aliH.

16. Opranu3anys XpaHeH!us JOKYMEHTOB B 3JIEKTPOHHON (opMme.

17. Ponb  HOpMaTHUBHO-METOJIMYECKUX  JOKYMEHTOB IO  JIEJIONpPOU3BOJACTBY B
JesITeNIbHOCTH paboTHUKa ciryk0b1 JIOY.

18. [estenbHOCTh  Cciy’)kObl  JIOY 10  COBEpIICHCTBOBAaHUIO cocTaBa ®  (GopM
YIPaBIEHYECKUX JOKYMEHTOB.

19. Yaudukanus TeKCTOB CIyKEOHBIX TOKYMEHTOB.

20. HopmaTuBHO-TIpaBOBOE u HOPMAaTHUBHO-METOIUUYECKOE peryJinpoBaHue
JIOKyMEHTaIlMOHHOTO o0ecnieuenus ynpasieHus B JJonenxoit Haponnoit PecriyOnuke.

21. Hogeiimue wuHGOPMALMOHHbIE TEXHOJOTHH B JOKYMEHTAIlMOHHOM 00ecreueHuH
yIpaBIeHUSI.

8. PACIIPEAEJIEHUE BAJIJIOB, KOTOPBIE ITOJIYUAIOT OBYUHAIOUIMECH

KoHTpomb 3a BHIOJIHEHHEM KYPCOBOW PabOThI OCYILIECTBIISIET HAYUHBIA PYKOBOJUTEb.

3ammTa KypcoBOW pabOTHl MPOBOJMUTCS B KOHIIE CEMecTpa Iepes] dK3aMeHaIlMOHHOMN
ceccueil, OLIEHKa BBICTABIAETCS KOMHCCHMEH W3 4YHchna IpenojaBareneid  Kadeapbl
MH(OPMALIMOHHBIX CUCTEM YIPABIICHUS.

[Tocne oxoHYaHMS 3aLIUTHI KYpCOBOM paOOThI, MPEACTABICHHUS JOKJIAJa U OTBETOB Ha
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BONPOCHI CTYJIEHTA, OT3bIBA PYKOBOJMUTENS HWICHBI KOMHUCCHUU OOCYKITAIOT €€ pe3yldbTaThl U
MIPUHUMAIOT pellieHrne 00 OLIEHKE KYpCOBOM paboThI 1Mo rocyaapcTBeHHON U 100-0anpHOM mIKaie
ECTS.

Pacnipenenenne 0amuioB Ha KypcoBYyKO paboTy (C 3allUMTO) MPOUCXOIUT COTJIACHO
KPUTEPHSIM OLIEHMBaHMS 3HAHWH CTYIEHTOB TakuM oOpazom: 80 OamioB — cojepkaHue U
odopmiienue pabotsl, 20 6amioB — 3amuTa padboThI.

Ecnu xypcoBasi paboTa BBINOTHEHA HEMIPABUIIHHO, CO 3HAYUTEILHBIMUA HEJIOCTATKAMH, TO
€e BO3BpallalOT CTYAEHTY /JJs IOJHONW WM YacTUYHOW JIOpabOTKHM B COOTBETCTBUU C
3aMEUaHUSIMU PYKOBOIUTEIS.

[Tocne mpoBepku KypcoBOil paboOThI MpenojaBaTeib BBICTABISET OLEHKY C y4ETOM
OCHOBHBIX KPUTCPUEB:

— TBOPYECKUN MOAXO] K HAITMCAHUIO KypCOBOM pabOThI;

— YMEHHE CTYyJeHTa MPUMCHSITh TECOPETHYCCKHE 3HAHUS JUIsI PEIICHUS MPAKTUYSCKUX
3a/1ay;

— Haju4due B paboTe MEepCOHAIbHBIX MPEIIOKEHUN U PEKOMEHIAINI CTYJIeHTa, CTENEHb
UX HOBU3HBI, IEPCIEKTUBHOCTD, IPAKTHUYECKAsl IEHHOCTh, JKOHOMUYECKOEe 000CHOBAHUE;

— HCIIOJIb30BAHME  CHEIHUAIBHON  JIMTEpaTypbl,  HOPMAaTHBHO-3aKOHOMATEIIBHBIX
JIOKYMEHTOB, CTATUCTUYCCKHX JaHHBIX;

— KauecTBO 3alllUThl KypCOBON pabOTHI.

JlutepatypHoe odopMmileHHE SBISETCS OAHMM U3 OIEHUBAIOUINX (DaKTOPOB KYpCOBOM
paboTel. 31ech oOpalaeTcsi BHUMaHUE Ha JIOTMYHOCTbh M IOCJIEA0BAaTEIbHOCTh HCIOJIb30BAHUS
HAyYHBIX UCTOYHUKOB, OOIIYIO0 TPAMOTHOCTb, COOTBETCTBHE CTaHAApTaM O(POPMIICHUS HAyYHBIX
TPYIOB, IPABMWIBHOCTH MCIIOJIH30BaHMS TEPMUHOJIOTHH.

CooTBeTCTBHE 0AJITIOB OLICHKC

KoIM1ecTEO GaILIOR O1eHKa 110 TIATHOAJUTBHON IIKAJIE
s 100 ECTS DK3aMeH, nn@;l:{;;eTHquOBaHHHH 3auer
90-100 A OTJIMYHO 3a4TEHO
80—89 B XOpOILIO 3aYTEHO
7579 C 3a4TEHO
7074 D 3aYTEHO
6069 E YIOBJIETBOPUTEIHLHO PO,
35-59 FX HE 3aYTEHO
034 F HEYJIOBIETBOPUTEIHHO o 3a9TOHO

9. OBECIIEYEHUME OBPA3OBATEJIBHOI'O ITPOLIECCA JJI JIUIL C
OI'PAHUYEHHBIMU BO3MOXHOCTAMU 340POBbBA 1 UTHBAJIMJIOB

B xoxe HammcaHus KypcOBOW pPaOOTHI HCIONB3YIOTCS CIEAYIONIUE TOTOTHUTEIbHBIC
METOJIbI OOy4YeHHS, TEKYIIEro KOHTPOJS YCIIEBAeMOCTH W IMPOMEXKYTOYHOH aTTeCcTaluu
00y4JaromuXxcsi B 3aBUCUMOCTH OT UX UHIUBUIYaTbHBIX OCOOCHHOCTEI:

1) st caensix ¥ cabOBUIAIINX:

— HeoOXomauMbIli MaTepuan odopmisercs B BUAE OJIEKTPOHHOTO JOKYMEHTA,
JIOCTYITHOT'O C TIOMOIIIBEO KOMITHIOTEPA CO CHEIUATM3UPOBAHHBIM ITPOTPAMMHBIM 00€CIICUCHHUEM;

— Q7S BBITIONHEHUS 3a/laHusl MPU HEOOXOIUMOCTH MPEAOCTABISAETCS yBEIUYUBAIOIICE
YCTPOMCTBO; BO3MOYKHO TaKK€ HCITOJIb30BAHHE COOCTBEHHBIX YBEITUIHBAIOIINX YCTPOUCTB;

— TMHCHMEHHBIE 331aHUS OPOPMIISIFOTCS YBETTMUYEHHBIM IIPHPTOM.

2) 1S TIIYXHX | CIa00CIIBIIIAIINX

— HEOOXOAMMBIN MaTepuasl 0pOopMIISIETCS B BUJIE DJIEKTPOHHOTO JOKYMEHTA,

— TNHCHMCHHBIC 3a/IaHHS BBITIOJHAIOTCS HA KOMITBIOTEpE B TUCBbMEHHOU (hopMme;
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3) Aus TUI ¢ HAPYIICHUSIMUA OTIOPHO-JIBUTATEIILHOTO ariapara:

— HeoOXOAMMBI MaTepuall oQoOpMisieTcss B BHIE OSJCKTPOHHOTO JIOKYMEHTA,
JOCTYITHOTO C TIOMOIIIBIO KOMITBIOTEPA CO CHEIUATU3UPOBAHHBIM ITPOTPAMMHBIM 00€CIICUYCHUEM;

— THCHMCHHBIC 33JJaHHS BBIOJIHSAIOTCS Ha KOMITBIOTEPE;

— 3aIMTa KypcoBOM pabOTHI MPOBOJUTCS B YCTHOM (opMme.

[Tpu HEOOXOMUMOCTH TIpEyCMaTPUBACTCS YBEITUUYCHUE BPEMECHHU ISl TIOATOTOBKH OTBETA.

[Ipouenypa  mpoBeneHUS  MPOMEKYTOUYHOM  arTecTaluu s 0Oydaromuxcs
YCTaHABJIMBACTCSI C YYETOM WX HMHIUBUAYAIBHBIX TICHUXO(PH3UYECKUX OCOOECHHOCTEH.
[TpomexxyTodHAs aTTeCTAINS MOXKET IPOBOIUTHCS B HECKOJIBKO ITAIOB.

[IpoBenenne mpoueAypbl OICHWUBAHHS  PE3yIBTATOB OOYYEHHUsS JIOMYCKAaeTCs C
UCIIOJb30BAaHUEM JTUCTAHIIMOHHBIX 00PAa30BaTEIbHBIX TEXHOIOTHH.

ObecneunBaeTcst JOCTYN K MHOOPMAITMOHHBIM U OHOIHOTpaduueckuM pecypcam B CETH
WuTepHer s Kaxkaoro oOywaromierocss B ¢opMmax, aJalTHPOBAHHBIX K OTPAaHUYCHUSM HX
3JI0POBbSI U BOCIIPUATHUS HH(DOpMAIUH:

1) st caenbix ¥ cabOBUIAIINX:

— B IeYaTHOU (opMe YBEIUUYCHHBIM HIPUPTOM;

— B ()OpME IEKTPOHHOTO JIOKYMEHTA;

2) TS TIYXHUX U CIIabO0CTbIIIAIUX:

— B meyaTHOU hopme;

— B (hopMe 3IEKTPOHHOTO JOKYMEHTA.

3) aus 00YJAOMIMXCS C HAPYIICHUSIMH OTIOPHO-/IBUTATEIILHOTO arlapara:

— B Ie4aTHOU popme;

— B (popMe IEKTPOHHOTO JIOKYMEHTA.

10. MATEPHUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YUEBHOI'O [TPOLIECCA

Koncynpramuu npoBojsatcss B 8-M ydeOHOM kopmyce (T. [lonenk, yin. YemrocKuHIEB,
1. 198a) yauBepcureTa.

Jlis caMOCTOSITEIbHOM pabOThl MCHOJB3YIOTCS TEKCTOBBIE M 3JIEKTPOHHBIE PECYPChI
Hayunoii OMOnMOTEKM YHUBEpPCUTETa M JAPYTUX AIIEKTPOHHBIX OMONIMOTEUHBIX 0a3 JaHHBIX,
y4eOHO-MeTOIu4ecKoe oOecreyeHne, MNpeACTaBICHHOE B Yy4eOHO-METOJUYECKOM KaOuHeTe
I'maBHoOrO KOpmyca (ayn. 405).

OOyuaronyecss HMEIOT BO3MOXHOCTb — MCIIONB30BaTh y4eOHbIE MaTepHajbl IO
JTUCLUILIMHE, pa3MelieHHble Ha 1iatdopme Moodle IlenTpa aucTaHIMOHHOTO OOpa3oBaHUsA
OI'bOY BO «/lonl'Y». IIpu u3ydeHUn QUCHMIUIMHBI IPUMEHSIOTCS 3JIEKTPOHHOE O0y4YeHue U
JUCTaHIIMOHHBIE 00pa30BaTeNIbHbIE TEXHOJIOTHH.

C  ucnonp30BaHMEM — pecypcoB  IUIAaT(GOPMBI  JUCTAHLMOHHOTO  OOpa3oBaHMS
OCYIIECTBIISIETCS TEKYIIMH KOHTPOJb 3HAaHUN OOy4aromMxXxcs Ha OCHOBE TECTUPOBAaHUSA U
IPOBEPKU PE3YIbTATOB CAMOCTOSATEIbHOM PabOoThI.

11. PEKOMEHAYEMAS JIUTEPATYPA

11.1. OcHoBHas nuTEpaTypa

1. Tanenko, H. H. OcHoBel aenonpousBojactBa : yue6Hoe nocobue / H. H. 'anenko. —
Camapa : CamI'AY, 2019. — 181 c. — ISBN 978-5-88575-562-7. — TekcT : ayeKTpoHHBIH // JIaHb :
JJIEKTPOHHO-OMOMMoreunass cucrema. — URL: https://e.lanbook.com/book/123610 (nara
obpamienns: 01.03.2024). — Pexxum gocTyrma: s aBTOPHU3. MOJIb30BaTENEH.

2. Eropos, B. I1. JlokyMeHTOBEIeHNE U JOKYMEHTAIIHOHHOE 00ECIIeYeHUE YIIPABICHHS B
ycnoBusx 1udposoit skonomuku / B. I1. Eropos, A. B. CiiuabpkoB. — 4-e u3f., crep. — CaHKT-
[TetepOypr : Jlanb, 2023. — 372 c. — ISBN 978-5-507-45695-6. — Tekcr : anexTpoHHbIi // JIaHb :
aeKTpoHHO-OMOmmoreunas cuctema. — URL: https://e.lanbook.com/book/279827 (mata
obpamenus: 01.03.2024). — Pexwum goctyna: Ui aBTOPU3. MOJIH30BATEICH.

3. Konprmkuna, T. b. HenoBblie KOMMYHUKAaIWH, JIOKYMEHTOOO0OPOT u


https://e.lanbook.com/book/123610
https://e.lanbook.com/book/279827
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JIeNONIPOU3BOACTBO : yueOHoe mocobue anst By30B / T. b. Konpimkuna, Y. B. Hlyctuna. — 3-e
u3J1., uctp. u gom. — Mocksa : FOpaiit, 2024. — 145 c. — (Beicmiee obpazoBanue). — ISBN 978-5-
534-14216-7. — Texcr : anekTpoHHBIH // OOpa3zoBarenpHas miatdopma FOpaiit : [caliT]. —
URL.: https://urait.ru/bcode/538163 (marta oopamenwus: 01.03.2024).

4. Cemxo, . A. OcHOBBI JnenonpousBojcTBa : ydeOHoe mocobme / U. A. Cemko,
JI. A. AntyxoBa. — CraBponons : Ct['AY, 2018. — 119 c.— Tekcr : anekTponHsit // Jlanwp :
3JIEKTPOHHO-OMOMmoreunass cucrema. — URL: https://e.lanbook.com/book/141613 (nara
obpamienns: 01.03.2024). — Pexxum qocTyIa: Jjs aBTOPHU3. MOJIb30BaTEIIEH.

5. Bnacosa, E. E. CoBpemMeHHBIN J€10BOI JOKYMEHT : OpraHM3alus AeJ0NpOU3BOICTBA
U f1okymeHTooOopoTa Ha npeanpustuu / E. E. Bnacosa. — XapekoB : Koncynbet, 2004. — 212 c.

6. Hdemompou3BoACTBO : 00pa3iibl, JOKYMEHTHI, OpraHU3alusi U TEXHOJOTUS PabOTHI /
[B. B. I'amaxoB u ap. ; nox pen. M. K. KopueeBa, B. A. Kyapsiesa]. — U3a. 3-e. — Mockaa :
ITpocnexr, 2015. - 479 c.

7. Hemun, FO. M. [lenonpou3BOJACTBO : TMOJATOTOBKA CIIY)KEOHBIX JOKYMEHTOB /
10. M. Jlemun. — 2-e uzn. — CII6. u ap : [Turep, 2005. — 224 c.

8. EnuzaBetuna, T. M. Jlenonpous3BoACTBO Ha KOMIIbIOTEpE : [COCT. JOKYMEHTOB. Opr.
pabotel. Benenue yuera] / T. M. Enmuzaetuna, M. B. [leancosa. — 3-e uzn. — M. : Kynui-o6pas
; CIIG. : ITutep, 2005. — 299 c.

9. IMorpednas, JI. [lenonpon3BoCTBO, KAaKUM OHO JOHKHO ObITh / JI. [lorpebHas. — 2-¢
u3a. — XapbkoB : dakrop, 2008. —413 c.

10. dunarora, S. B. Metoanueckiue peKOMEHIAIMM K CaMOCTOSTENbHOW paboTe
CTYJCHTOB HAIpPaBIIEHUS MOATOTOBKU «JlOKyMEHTOBEIEHNE M apXUBOBEJICHUE» MO AUCIMILINHE
«Opranuzansi ¥ TEXHOJOTUS JOKYMEHTAIHOHHOTO OOecreueHusl YIpPaBICHHUS» OYHOH U
3a04HOM (hopM 00yUeHHUs C HOPMATUBHBIM CPOKOM OOY4EHHUSI, OUHOM U 3a04HOM (popM 00yUdeHHs
C COKpameHHbIM cpokoMm oOyuenus / 1. B. ®unatoBa, A. B. Jlennen ; JloHenkuii Haim. YH-T,
@dak. maremMaTku U UHGOpM. TexHonoru, Kad. uadopm. cucrem ymp. — Jonenk : JJouHY,
2016. - 29 c.

11.2. JlomoHUTENBHAS TUTEpaTypa

1. JlokyMeHTallMOHHOE oOOecleYeHne YIpaBJIeHUs: MPaKTUKyM : ydyeOHoe mocobue /
cocraButens JI. JI. Kotmsipoa. — Iloc. Kapasaeo : KI'CXA, 2020. — 44 c.— Texker:
AIIEKTPOHHBIH // Jlanb : 3JIEKTPOHHO-OUOINOTEYHAs cucTema. — URL:
https://e.lanbook.com/book/171712 (mata o6pamenus: 01.03.2024). — Pexum mocryma: s
aBTOPH3. M1OJIb30BATENCH.

2. Konsma, M. I'. Jlenmompon3BoACTBO, OyXTanTeprs U aHaIn3 OM3Heca Ha KOMIIBIOTEPE :
[yueO. mocoOue naisi paOOTHHKOB CIYyXO JEIONpOU3BOACTBA, CEKpeTapeil, pykKoBoauTenei,
CTYJEHTOB BY30B 3KOH. npoduiisi] / M. I'. Konsima. — Honenk : BAO, 2003. — 285 c.

3. KpacaBun, A. C. JlokymMeHTalmoHHOEe oOOecCreyeHne YIpaBJIeHUs  KaJpamu
npaktuaeckoe nocoodue / A. C. Kpacasun. — Mocksa : UHOPA-M, 2003. — 191 c.

4. HenonpoussoactBo. — 2007— . — Mocksa : JlenoBbie kommyHuKaruu. — 2007—
— Beixoaurt 4 pa3za B roJ.

2007, Ne 14 ; 2008, Ne 1-4 ; 2009, Ne 14 ; 2010, Ne 1 ; 2011, Ne 3—4 ; 2012, Ne 1-4.

12. ”TH®OPMAILIMOHHBIE PECYPCBI

1. HanmonanwsHas snexktponHas Oouommoreka (HOB) : ¢enepanvhas rocymapcTBeHHas
uHpopmannonHas cucrtema / MunucrepctBo Kynbryper PO ; Poccuiickas rocymapcTBeHHas
oubmmoreka. — Mocksa, 2019— . — URL: https://rusneb.ru/ (nata oopamenus: 01.03.2024). —
Pexum noctyna: cBob6oaHbIH, moanucka. Heo6xonuma ycTaHOBKA MPOrpaMMHOTO 0OecrieyeHHs..
— TeKCT : 3EKTPOHHBIMU.


https://urait.ru/bcode/538163
https://e.lanbook.com/book/141613
https://e.lanbook.com/book/171712
https://rusneb.ru/
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2. eLIBRARY.RU : nayudnas snektpoHHas 6ubnuoreka : cailT. — MockBa, 2000— . —
URL: https://elibrary.ru (mara o6pamenus: 01.03.2024). — Pexxum mocTyma: i aBTOPU30B.
IIOJIb30BaTeseH. —TeKCT : DJIEKTPOHHBIMN.

3. Hayunas osnextponnas Oubnuorexka «KubepJleHmnka» : cadt / Accouuanus
«OTtkpeiTast Hayka». — Mocksa, 2014— . — URL: https://cyberleninka.ru/ (nara oOpamieHus:
01.03.2024). — Pexxum goctyma: cBOOOAHBIN. — TEKCT : 3JIEKTPOHHBIA.

4. DnekTpoHHO-OMOIMOTeuHas cuctema «Jlanby : [caiir]. — URL: https://e.lanbook.com
(mata oopamenus: 01.03.2024). — Pexxum gocTyma: Ui aBTOPU30B. MOjb30Bateieid. — Teker :
AJIEKTPOHHBIN.

5. OBC KOpaiit : smekTpoHHas OuOnMoTeYHas cucrema: cant. — Mocksa, 2013— . —
URL.: https://biblio-online.ru (nata oopamenwus: 01.03.2024). — Pexxum noctymna: st aBTOPU30B.
oJIb30BaTeNneil. — TeKCT : AIEeKTPOHHBIN.

6. DnextpoHHO-OnMOMMoTeunass cucrema [lonl'Y : caiitr / ®I'BOY BO «orl'V». —
Honenk, 2016— . — URL: http://library.donnu.ru/ (mata o6pamenus: 01.03.2024). — Pexum
Joctyna: cBOOOIHBIN. — TeKCT : AIIeKTPOHHBIN.

7. DnexTpoHHbIM katajgor Hayunoit 6ubnuorexu oul'Y : pasnen caiira / Hb Houl'V. —
Tekcr : anexrponnsiit / DBC Jloul'V : caiit. — URL: http://library.donnu.ru/catalog/ (mara
obpamenus: 01.03.2024). — Pexxum 10cTyma: MOUCK CBOOOIHBIN, SJCKTPOHHBIC TOKYMEHTHI —
J1s mosb3oBareneit Joul'y.

8. Dnexrponnsiii apxuB JJoHl'Y : pa3gen caiita / Hb lon['Y. — Tekct : aneKkTpoHHBIH //
OBC Jloul'V : caiit. — URL: http://repo.donnu.ru/ (mara o6pamenus: 01.03.2024). — Pexum
JOCTYTIA: CBOOOIHBIH.

13. ITIPOI'PAMMHOE OBECIIEHEHUE

1. Windows 7 PRO (xoprioparusnas aunien3us JJoul'Y Ne 46484614)

2. Microsoft Office (kopnopatuBHas nuten3ust JJoH['Y Ne 46472919)

3. Microsoft Visual Studio (smmensus nporpamMbel Dream Spark muist BeIcmux y4eOHBIX
3aBEJICHUN)

4. AnruBupyc Kacnepckoro, Adobe Acrobat Reader, xPDF (nmuensun GPL, Apache,
BSD a5 cBO60OAHOTO MPOrpaMMHOI0 00ecTIedeHus).


https://elibrary.ru/
https://cyberleninka.ru/
https://e.lanbook.com/
https://biblio-online.ru/
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