MUHHUCTEPCTBO HAVKU 1 BBICHIET'O OBPA30OBAHUSI POCCUMCKOU ®EJIEPALIMN
CTAPOOCKOJIbCKUU TEXHOJOI'MYECKUU UHCTUTYT UM. A.A. YTAPOBA

(punman) penepanbHOro rocy1apcTBEHHOIO aBTOHOMHOT'O 00Pa30BaTEILHOTO YUPEXKACHUS

BBICILIEr0 00pa30BaHUs

«HanumonanbHbIl Hccaea0BaTeNbCKuil TexHoaornueckuit yausepcuretr «MUCHUCy»

CTU HUTY «MUCHUC»

Pabouas mporpamMmMa yTBepxKaeHa
peuieHreM Y 4eHoro CoBeTa

CTU HUTY «MUCHUC»

oT «27» ntons 2024 r.

mpoTtokon Ne 16

Pabouas nmporpaMma JUCHUILIUHBI

JlokyMeHTHpOBaHME YIIPABJICHYECKON eATEIbHOCTH

3akperuieHa 3a kapeapoit

Hamnpasnenue noaroroBku

Kadenpa 5koHOMUKH, YIPABJIEHHUS W OPraHU3AIMA PON3BOICTBA
38.03.02 MenemxkMeHT

[Ipodws IIpon3BoaACTBEHHBIN MEHEIKMEHT

KBanuguxanus BakasgaBp

dopma o0yyeHus Ounas

OO01as TpyZOEMKOCTh 33ET

YacoB 1o yueOHOMY TUIaHY 108 DOopMBI KOHTPOJISL B CEMECTpaAXx:

B TOM YHCJIE! 3ager 2
ayJIUTOPHBIE 3AHITUSA 34
caMoCTOsITeNIbHAs paboTa 74

JacoOB Ha KOHTPOJIb

Pacnpenenenue yacoB gucuumuinubl no Cemectpam

Cemectp

2 Htoro

Bup 3anaruii

VII| PII VII PII

Jlexun

17 17 17 17

JlabopaTopHble

17 17 17 17

KonraktHas padoTa

34 34 34 34

Cam. paborta

74 | 74 | 74 | 74

Yacel Ha KOHTPOJIb

Wroro:

72 72 72 72

I'ox Habopa 2022r.
B penaxmm 2024r.



IIporpammy cocTaBui:
JIOLIEHT, KaHAUJAT YdKOHOMHYECKHUX HAyK

IMonsikoBa EBrenus BsuecnaBoBHa W(//

Hongicnocmp,yu.cm., yu.36@HO  noanocmovio noonuce

Pabouas mporpaMMa JUCIUITITUHBI
JlokyMeHTHpOBaHHE YNIPABJEHYECKOIl 1eATeJTbHOCTH

Haumenosanue

Pazpabotana B coorBercTBun ¢ OC BO HUTY «MUCHUCH»:
CaMOCTOSITENFHO YCTaHaBIMBAaEMbIil 00pa30BaTENBHBIA CTaHIAPT BBICHIEr0 00pa3oBaHus - OaKaiaBpHar
®DenepanbHOE TOCYAapCTBEHHOE AaBTOHOMHOE 00pa30oBaTeNIbHOE YUYpEXICHHE BbIcuiero obOpa3oBanus «HanmoHanbHbIN

HCCIIeIOBATEeNbCKUM TexHomornueckuii yHuepcurer «MUCHUC» mo nHampasienuto moarotoBku 38.03.02 MenemkMeHT
(ipuka3 ot 02.04.2021 Ne 119 0.B.)

CocrapneHa Ha OCHOBaHHMU y4ueOHoro uiaHa 2022 roxa Habopa:
38.03.02 MenemxMeEHT,

[Mpodunb: ITpon3BOACTBEHHBIH MEHEIKMEHT, YTBEPKICHHOTO, yTBEpXkIeHHOro YueHeiM coBetom CTU HUTY
«MHUCHUC» 27.06.2024r., npoTokon Ne 16.

Pabouas mporpamma oo0peHa Ha 3aceaHuH Kadeaps
OKOHOMHMKH, YIpaBJeHHs ¥ OpraHU3alUHU [IPOU3BOACTBA

HaumeHo8aHue Kageopsl

[Iporokoin ot «28» mas 2024r.Ne 05.

3aB. kadeapoit  DYuOII = O.A. HoBukoBa

aBOpesuamypa nauMenosanus Kageopul noonuce H.0. Damunus

«28» mast 2024 T.

Pyxosogurens OITIOITI BO

3aB. Kadeapo, KaHIUAaT IKOHOMUIECKAX 4

HayK, IOLEHT O.A. HoBukosa
Q0IICHOC, Yi.Cn., Y436, noonuce 1.0. dayunus

«28» mast 2024 1.



1. IEJIU OCBOEHUSA

Lens - n3ydeHne TeOpUU U MPAKTHKH JOKYMEHTALMOHHOTO OOECTICUECHUs YIPABICHHS B YIPEKACHHUSA, OPTaHU3ALMIX U
Ha MPEINPUATHIX Pa3IuIHbIX (OPM COOCTBEHHOCTH.
3amaun JUCIHTUIHHEL:
- (opMHpOBaHNE CHCTEMBI TECOPETHYECKNX U METOIOJIOTMIECKUX 3HAHUI OCHOB
- JOKyMEHTHPOBaHUs MH(POPMANUH C yI€TOM KOMIIETEHTHOCTHOT'O MTOX0/1a;
- (opMHpOBaHHE CHCTEMBI TECOPETHUECKUX U METO/I0JIOTMIECKUX 3HAHUI pa3paboTKH
- JOKyMEHTaIuH, oOecreunBaronel peaM3annio yIpaBleHYeCKUX PelIeHNH;
- (dopmupoBaHUE ITPEACTABICHUI O MPUHIINIAX, IPABHIIAX U TEXHOJIOTHAX
- JOKyMEHTaI[HOHHOT'O 00eCIeYeHUs yIIpaBIIeHus;
- mpuobpeTeHHe 00yJaoUMMHUCS 3HAHHA U YMEHUN TIPUMEHEHUS NPaBIII TOKyMEHTHPOBAHUS
- uH(OpMAaLUH [IPU COCTABJICHUHU JOKYMEHTOB Pa3JIMuHbIX CUCTEM JIOKYMEHTALUH U UX
- aHaNm3a;
- OCBOCHHE HaBBIKOB IIPOEKTHPOBAHMS YHH(DUIIMPOBAHHBIX (HOPM JOKYMEHTOB, CHCTEM
- JOKyMEHTAaIM{ M HH(QOPMAIMOHHO-OKYMEHTAIIMOHHON CHCTEMBI YUPEKICHHS B IICJIOM.

2. MECTO B CTPYKTYPE OGPA3OBATEJbHOM NPOT'PAMMBI

Iuxi (pazmen) OIT: | b1.B

2.1 TpeGoBanus K NpeIBaAPUTEIbHOI MOATOTOBKE 00y4aloIIerocs:
2.1.1 Teopus MeHePKMEHTa
2.2 Jducuuniauebl (MOAYJIM) M MPAKTUKH, 51 KOTOPbIX OCBOEHHE JAHHOMN AU CUMILJIMHBI (MO1YJ151) HEOOX0AMMO

KaK NnpeamecTBYIouiee:

22.1 | DKOHOMHKA MPEIIPHUITUN

222 | Ananu3 GUHAHCOBO-XO3SWCTBECHHOM A TCIbHOCTH

2.2.3 | OueHka cTOMMOCTH Ou3HECA

2.2.4 | Opranuzaiys, HOpMUPOBaHUE M OIUIaTa TpyAa

2.2.5 JlenoBble KOMMYHUKAIIAN

3. AHAUKATOPHI ®OPMUPOBAHWA KOMITETEHIIHA,
COBMEIEHHBIE C PE3YJBTATAMU OBYUYEHMNS 11O JUCIIMITJIMHE

YK-4: Cnioco0eH ocymecTBJSITh 1eJI0BYI0 KOMMYHMKAIMIO B YCTHOI 1 MUCbMeHHOM (hopMax Ha rocy1apcTBeHHOM
si3bike Poccuiickoii @enepanuu 1 HHOCTPAHHOM(BIX) A3bIKe(aX), 3(pPeKTHBHO PYHKIMOHMPOBATH B HAIHOHAJIHLHOM
U MEKIYHAPOJIHOM KOJIJICKTHBAX HHANBHIYATbHO M KAK YIeH KOMaH/bI

3HaTh: VYK-4-31 3HaTh OCHOBHBIE IIPHHITHITI AETOBOH KOMMYHHKAIMN B YCTHOHM 1 MMCHbMEHHOH (hopmax Ha
rocyapcTBeHHOM si3bIke Poccuiickoit dexepariiy 1 HHOCTpaHHOM(BIX) si3bIKe(ax
YMersb: VYK-4-Y1 YMeTb HCHONb30BaTh HOPMATHBHBIE M IPABOBBIC JIOKYMEHTBI, OTHOCSIIMECS K OyayILei

poheCCHOHABHOM JISSITETbHOCTH

Bnagers: | YK-4-B1 Bnaners HaBbIKaMu (OpMHPOBAHUS JTOKAJTHHBIX HOPMATHBHBIX TOKYMEHTOB YIIPaBICHYECKOTO
Xapakrepa

IIK-2: CnocodeH k OpraHu3alMOHHO-YNIPABICHYECKOMH AeITeIbHOCTH: KOMILJIEKCHO NOAXOUTH K PeLICHHI0
CTPaTernyecKNX M ONePaTHBHBIX YIPABJIEeHYECKHX 32124

3HaTh! [1K-2-31 HopmaTuBHbIE aKThl ¥ NEPBUYHBIC JOKYMEHTHI o0ecnieunBaronye nHpopManuen st IpuHITHS
YIPaBICHYECKUX PEIICHUI
VYMeTs: [IK-2-Y1 YMeTs HCHOIB30BATH TOKYMEHTAJIbHBIE HCTOYHUKH oOecTiedeHnst HHpOpMaIuen 1s

AHATUTUYIECKYIO ISATEIBHOCTh B PO eCCHOHATBLHOU chepe

Bnaners: | IIK-2-B1 Bnagers HaBbIkaMu ()OPMHPOBAHHS YIIPABIEHUYECKON JOKYMEHTAIMH IS 0OeCTICUeHHUS
YHpaBJIeHYECKOH AeSTEIBHOCTH




4. CTPYKTYPA U COOEP)KAHMUE

Kon HaumeHoBanue pa3jesioB u TeM / KosnuecTBo Jlureparypa HIl'[puMean
. R — Cemectp qacos KoMmmnereHunn | 3j1€eKTPOHHbIE e
pecypcbl
Paznen 1. IlpaBoBas 0a3a
JOKYMEHTAIHOHHOT0 00ecreyeHust
ynpaBJeHust
1.1 TeopeTnueckre OCHOBBI OPraHU3aluU 2 2 YK-4-3 1 JI1.1J12.2
JOYV. IlpaBoBas 6a3a [K-2-31
JIOKyMEHTALMOHHOT'O 00eCIIeueHNUS
ynpasiuenusi. /JIex/
1.2 2 4 YK-4-V1 J1.1J12.2
Jlabopatopnast padota Ne 1 YK-4-B1 JI3.1
CraHmapTsl JOKYMEHTAI[HOHHOTO TIK-2-V1
obecnieuenns ynpasneHus /J1ab/ IIK-2-B1
1.3 2 2 YK-4-3 1 J1.1J12.2
Ciyx0a TOKyMEHTaIllMOHHOTO
[K-2-31

obecrieuenus ynpasnenus /JIex/

1.4 2 26 YK-4-31 J1.1J12.2

MK-2-31 JI3.1

OCBOCHHE TEOPETHUECKOTO MaTepHaia YK-4-Y1

m. 1.1-1.3 TloaroroBka VK-4-B1

nH(popMannoHHBIX coobmenuit /Cp/ [IK-2-V1
[1K-2-B1

Paznen 2. JoxymeHTHpOBaHHE

YIPaBJIeHYECKOIl 1esiTeJIbHOCTH

2.1 Knaccudukarus ynpaBieHIeCKHX 2 2 YK-4-3 1 J1.1J12.2
JIOKyMeHTOB /JIek/ TIK-2-31 JI2.1

2.2 Oprau3anoHHO-yIIpaBIeHIECKHEe 2 2 YK-4-3 1 J1.1J12.2
JIOKyMeHTHI /JIex/ [TK-2-31

23 JlabopaTopnas pabota Ne 2 2 4 YK-4-V1 J1.1J12.2
DopMHUPOBaHUE OPTaHU3ALUOHHO- VK-4-B1 J3.1
yIpaBieHYeCKNX JOKyMeHTOB/J1ab/ [IK-2-V1

[TK-2-B1

24 JloxymeHTaapHOE 0pOopMIICHHE 2 2 YK-4-3 1 J1.1J12.2
TPYHOBBIX OTHOIICHNUH ./JIex/ T1K-2-31 J12.1

2.5 JlabopartopHas pabora Ne 3 2 2 YK-4-V1 J1.1J12.2
®opMupOBaHHE  JOKYMEHTOB  IIO VK-4-Bl JI2.1 J13.1
JMYHOMY coctaBy /J1ab/ [IK-2-V1

[1K-2-B1
2.6 JlenoBeie muchMa /JIek/ 2 2 VK-4-3 1 JJ1.1 J12.2
[1K-2-31

2.7 JlabopaTopHas pabota No 4 2 2 VK-4-V1 JI1.1J12.2

OdopmiieHHE IETOBBIX TUCEM YK-4-B1 JI3.1
IK-2-Y1
[1K-2-B1

2.7 2 24 YK-4-31 J1.1J12.2

[1K-2-31 J12.1J13.1

OcBOEHHE TEOPETHUECKOTO MaTepraa

n. 2.1-2.7 IloaroroBka YK-4-Vl

HH(MOPMALMOHHBIX coobmenuii /Cp/ YK-4-BI
[K-2-Y1
I1K-2-B1




Paznen 3. Opranuszanusi paGoTsl ¢
JOKYMEHTaMH

3.1 JIOKYMEHTONOTOKH: TEPMUHOJIOT U, 2 YVK-4-3 1 J1.1J12.2
XapaKTePUCTHKA MOTOKOB, IPUHLIMIIBI, [IK-2-31
nokaszarenu. Opranuzanus
JIoKyMeHTooOopoTa /JIek/
3.2 ®dopmuposanue aen. OdopmieHue aei. 3 YK-4-3 1 JI1.1J12.2
ITopsiiok nepenadu Jeil B apxXus I1K-2-31
OpTaHM3aINH. Y HIYTOKEHHE
JIOKyMEHTOB C HCTEKIINMHU CPOKaAMH
xpanenus /JIex/
33 JlabopaTopHnas padota Ne 5 5 YVK-4-V1 JI1.1J12.2
Dranbl paboThI C JOKYMCHTAMHU VK-4-B1 JI3.1
[K-2-V1
[1K-2-B1
34 OCBOEHHE TEOPETUYECKOr0 MaTepHana 24 YK-4-31 J1.1J12.2
1. 3.1-33 IToaroroBka T1IK-2-31 JI3.1
nH(popMannoHHbIX coobmenuit /Cp/ YK-4-V1
YK-4-B1
IK-2-Y1

I1K-2-Bl1




5. ®OHJ OHEHOYHBIX MATEPHUAJIOB

5.1. Bonnpocel AJisl caMOCTOSITEIbHOI MOATOTOBKH K 3K3aMeHY (3a4€Ty ¢ OLlleHKOii)

DK3aMeH He MPeAYCMOTpEH

5.2. IlepeyeHb padoT, BHINOJHAEMbIX M0 JUCIHHINJIHHE

Temaruka st TOATOTOBKH HH(POPMAIMOHHBIX coobmennit st Beictymienns YK-4-31, [IK-2-31, YK-4-V1, YK-4-B, T1K-2-
V1, IIK-2-B1

1.

2
3
4.
5

&

10.
11.
12.
13.
14.
15.
16.

17.

18.
19.
20.
21.

22.
23.
24.

25.

26.
27.

28.

29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.

[Monsitne mokymenta. [lepBrie cOXpaHHUBIIHECS JOKYMEHTBI B UCTOPUH YCIIOBCUCCTBA.

Msuoroo6pasue GpopM COBpeMEeHHOI JOKYMEHTAIINH.

JlokymeHTHpOBaHUE H(pOpMALIUY.
JlokyMeHTHpoBaHHE OTIepalnii ¢ JOKyMEHTaMH U IPOLIECCOB YIIPABICHHUA JOKYMEHTAMH.

[Tonatue u cocTaB HOPMAaTHBHO-METOJHYECKON 0a3bl TOKYMEHTHPOBAHUS YIPABICHIECKOH ESTETFHOCTH.
3akoHOoaTenbcTBO PO B 00MaCcTH JOKYyMEHTHPOBAHUS YIIPABICHUSCKON 6. NESTEITHHOCTH.

I'paxnanckuii kogexe PO, Tpynosoii kogekc PO, Yronosublil koneke PO o nokymMeHTax, CONpOBOKAAOIINX
Tpa)XJIaHCKHUE U TPYJOBBIC OTHOIICHMUS, O IPABOHAPYIICHUAX B JOKYMCHTUPOBAHHUHU YIIPABICHUCCKON JEATEIIEHOCTH.
HopmatuBHbIe ipaBoBBIe akThl PD 0 cTangapTuzanuu, vHGopMamy ¥ HHHOPMATH3ALNH, TOCYTAPCTBCHHOHN 1
KOMMEPUYECKOH TallHax, apXUBaX U ApXUBHOM JI€JI€, CBSI3U U IIOYTOBOM CBS3U U JIp.

KyMynsTHBHBIN (HAKOIIMTENBHBIN) TOTOK JOKYMEHTAIMH - «OyMaXXHbIH OyM», ero NPUUUHbBI U OCHOBHBIE ITYTH €T0
COKpAIIICHUS.

[TonuTrka ynpaBiieHUs] JOKYMEHTaMHU.

Crparerus yrpaBlieHHs JOKYMCHTAMH B OpTaHU3aIIH.

YHuUKaMg 1 cTaHAapPTA3AIUS TOKYMESHTHPOBAHMUSL.

Jlenonpon3BoJICTBO U apXUBHOE EJIO.

Cucrema CTaHIApTOB IO UHPOPMAITUH, OHOIMOTEYHOMY U U3IATEILCKOMY JCITy

ITousTHe U cocTaB pekBU3UTOB. TpeOoBaHus K 0HOPMIICHUIO PEKBU3HUTOB.

OdunmanbHO-IEI0BON CTHIb — QyHKIMOHAIBHASL pa3HOBUIHOCTD SI3bIKa B cepe ynpaBieHusI.

O6ume TpeOOBaHU K SA3BIKY U CTHIIIO H3JIOKEHHS JOKYMEHTA: IOJIHOTA (MUHUMAIbHAS JOCTATOYHOCTH )
UHPOPMALINH, CMBICIIOBAs TOYHOCTH M3JIOKEHIS, TaKOHI3M 20. GOpMyIHPOBOK, OTHO3HAYHOCTH TOJKOBAHHUS,
HEUTpabHas SKCIIPECCUBHASI OKPACKa, TEMAaTHUYECKas OTPAHUNICHHOCTD B IPUMEHEHHUH SI36IKOBBIX CPEICTB U Ip.
Jlexcuka TOKYMEHTOB: HACBIIICHHOCTh TEPMIHAME; COOJIOICHIE HOPM COYETACMOCTH CIIOB, TCHICHIIHS K
YHH(HUKAIUY CIOBOCOYCTAHUIA B THITOBBIX CUTYAIIHSIX, UCIIOJIh30BAHUE PEUCBBIX KIHUIIIE (Ppa3eoaoru3mMoB).
YnorpeOiieHHE CIIOB B OJHOTHITHBIX MAJCKHBIX (hopMax.

OrpaHuueHHOE YIOTpeOIeHUE I1aroioB B JIMYHOU GopMe.

YcrpaHeHne ommOOK U pelIeHUe S3bIKOBBIX TIPOOIEM IPH 0OPMIIEHHN TOKYMEHTOB.

[onmuTHka ynpaBieHUs TOKYMEHTaMH OpraHU3aliui: HeOOXOIMMOCTD U IPEUMYIIIECTBA, PErYIUPYIOIas cpeaa u
OTBETCTBEHHOCTb.

[MpuHIUIEL pa3pabOTKX IPOTPaMM YIIPABICHUS JOKYMEHTAMH.

O01ue XapaKTepUCTHKH JOKYMEHTHBIX CHCTEM.

[IpoekTHpoBaHUE U BHEAPCHHUE JOKYMEHTHBIX CUCTEM: IOKYMEHTHPOBAHUE OTCPAIIHii; 3aIITa MATCPUATEHBIX
HOcHTeNeH HHQOpMAIMK; JOCTYII, MOUCK U HCIIOIB30BAHNC; XPAHEHUE U YHUYTOKCHHUE JOKYMEHTOB.
MeTom010THs MPOSKTUPOBAHKS U BHEIPEHHUS TOKYMEHTHBIX CHCTEM: MTPEIBAPUTEIILHOE 00CICI0BaHHE; aHAIH3
JIeTIOBOY JIESITENIbHOCTH; Olpe/ieieHe TpeOOBaHUI K JOKYMEHTaM; OIIEHKa CYIIECTBYIOIINX CHCTEM; OIpe/ielieHHE
CTpaTeruii codmroneHus TpeboBaHui 33. K TOKyMEHTaM; IPOSKTHPOBAaHUE TOKYMEHTHOW CHCTEMBI; BHEIPCHIE
JIOKyMEHTHOM CUCTEMBI.

[Ipekpanienue mpruMeHEHHUS JOKYMEHTHBIX CUCTEM.

[Iporeccr! ynpaBineHus TOKYMEHTaMHU ¥ KOHTPOJIb; OTIPEICTICHAE CPOKOB XPAaHEHUS TOKYMEHTOB; BKITFOUCHHE
JIOKYMEHTOB B CUCTEMY; PETUCTPAIHs;, KilacCUu(UKAIUS; XpaHCHHE U 00pallieHHe ¢ TOKYMEHTAMU; JIOCTYI K
JIOKYMEHTaM (CBOOOIHBIA ¥ OTPaHUYCHHBIN);

KoHTpoJIb BIKEHUS U UCTIONIB30BaHMS JOKYMEHTOB (KOHTPOJIb JEHCTBUIL, KOHTPOIb MECTOIOJIO0KEHHUS TOKYMEHTA);
oTOOp ¥ nepenaya JOKyMEHTOB Ha MOCJIEyIoIee XpaHEHHE U YHUUTOKEHHE.

[onsiTHE TOKYMEHTOOOOPOTA U €T0 OCHOBHBIE 3TAIIBI.

Bxopsmue, BHyTpeHHNE W UCXOIAIINE JOKYMEHTHI i UX JOKYMEHTOOO0POT.

DKCIeUINOHHAs 00paboTKa JTOKYMEHTOB, MTOCTYTAOIINX B OPTaHU3AIHUIO.

[IpenBapuTensHOE pacCMOTpPEHHE JOKYMEHTOB B ciryxoe JOY.

Opranu3anys J0CTaBKH JOKYMCHTA.

Peructparus u uHIEKCAIMS JOKYMCHTOB.

JIOKYMEHTBI, TIOJICKAIIHE PETHCTPALINH.

PeructpanuoHHbIE )KypHabl U KAPTOUKHU.

Vcnonaenne JOKYMEHTOB: CPOKH U Ka4eCTBO.

DTansl ¥ TEXHOJIOTHS KOHTPOJIS HCIIOTHEHUS JOKYMEHTOB.

CocTaB JOKYMEHTOB, TIOJUICKAIIIX 00s13aTeTbHOMY KOHTPOJFO UCTIOTHEHUS.

O06paboTKa UCTIOTHEHHBIX JOKYMEHTOB.

AHanu3, METOJIbI yUeTa U COKpAIleHHs JOKYMEHTO000POTa.
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[TpuHOMIBI OpraHU3anul JOKyMEHTO000pOTa.

OpraHmauI/m paruoOHAJIIBHOT'O ABMKCHUA TOKYMEHTOB: TCXHOJIOTHUYECKAA CXEMaA JIBMKCHUA JOKYMCHTOB.
JIOKyMEHTOIIOTOKH.

OOBeKTUBHBIE U CYyOBEKTUBHBIC (DaKTOPHI, BIUSIONINE Ha 00HEM TOKyMEHTO000pOTA.

AHanu3 u cokpaleHue oobeMa JOKYMEHTO000pOTa Ha pa3HbIX €ro 3Tarnax

Howmenknarypa nen. OcHOBHbIE TpeOOBaHHSI K HOMEHKIJIATYpE JIelT.

Otansl pa3pab0oTKU HOMEHKJIATYpHI A€ ONpeAeseHne Kpyra JOKyMEHTOB Il BKIIOUEHHS B HOMEHKIIATypy Jel,
COCTaBJICHHUE 3aT0JIOBKOB JI€]I, PACIIOJIOKEHUE 3ar0JIOBKOB JIeJl B HOMEHKJIAType, yCTAHOBICHUE CPOKOB XPaHEHUS
JieT1, MHICKCALHS JET.

OkcrepTr3a HEHHOCTH JOKYMEHTa: 0T0Op M Iepesaya Ael Ha MOCIeAyIoee XpaHeHHe TN YHUUTOKCHUE.
Kpurepun onieHKH JOKyMEHTOB.

[Ipouenypa 1 JOKyMEHTHPOBAaHHE YHHUTOKCHHUS JOKYMEHTOB.

Opranusanus TeKyIero XpaHeHus JOKyMEHTOB, €To IeIH U 3aJa4H.

®dopmupoBaHue e 001IHe TPEOOBAHMS.

I'pynnupoBka B fies1a OTAENIBHBIX KATETOPUH TOKYMEHTOB.

[Mpouenypa xpaHeHHs JOKYMEHTOB M TpEOOBaHUS K HEH.

OnekTpoHHas (popMa CHCTEMAaTH3ALMK U XPaHEHHUS JOKYMEHTOB.

[onsarue, menu, 3a1a4n ¥ nporexypa ohopMICHHUS eI T0JITOBPEMEHHOTIO U TOCTOSIHHOTO XPaHEHHUS.

BHyTpeHHsIs onuch ne.

Onwuck TOKyMEHTOB B JJIEKTPOHHOM BHJIE.

3HaueHre MH(OPMAIIIOHHOW 0€30MacHOCTH.

HcTouHnKky 1 KaHaJIbl paciipoCcTpaHEeHHUs IEHHOW HH(OPMAIIHH.

IlepeuHu cBeneHUN, KOTOPBIE MOTYT U HE MOT'YT COCTaBJIATh TAWHY OPraHU3ALUH.

I'pud orpannyeHus goctyma K KOHQUASHIMAIEHBIM JOKyMEHTaM: IPUCBOCHHE U CHATHE TpH(a C JOKYMEHTa,
odopmiienne rpuda.

OCHOBHBIE HaNpaBJICHH 3aLIUTHI IEHHOH MH(OpMAIMK: TIPaBOBast, OpPraHU3aIMOHHAs, TEXHUYECKast U IPOTPaMMHO-
MaTeMaTHdecKas 3aIluTa.

Oco05Iit TOpAI0K paboTHI TepcoHaNa ¢ KOHQUIACHITNAIEHBIMI TOKYMEHTAMHU
. ApXWB: IOHsTHE, 3HaYeHUE U QYHKINU. ApXUBHBIM (DOH KaK 4acTh JTOKYMEHTAJIBHOTO (OH/A.

ApxuBHbiii o Poccuiickoit @enepanum.

CrpyKkTypa U 3a7a4il roCyIapCTBEHHOM apXUBHOH ciry>k0bI Poccun.

HerocynapcTBeHHast yacTh apXUBHOTO ()OH/IA CTPAHBI.

IMopsinok nepenayuu 1€ B apXUBBL.

Hepezlaqa 3aKOHYCHHBIX JI€JI B apXUB OpraHru3alnuu.

CocTaB y4eTHBIX JOKYMEHTOB apXHBa.

JloxkyMeHTBI 00m1ero 1 000CO0IEHHOTO XPaHEHUS.

BzaumopeiicTBie rocy1apCTBEHHBIX apXUBOB C KOMMEPUYECKUMH OpPraHU3aIisMU.

XpaHeHHe 1 HUCIOJIb30BaHNE JOKyMEHTOB apXuBoB. O0OpyHOBaHNE apXMBOXPAHHIIHIIL.

HpOGHeMLI pauOHAJIBHOI'O UCTIOJIB30BAHUA TOMEIICHUA U yI[OGCTBa OIICPATUBHOT'O UCIIOJb30BaHUA JOKYMCHTOB.
Pucku xpaHeHHs JOKYMEHTOB. 3alliTa MOMEIIEHNH OT NPUPOJHBIX U TEXHOTCHHBIX (PaKTOPOB, OT JIOCTYIa
MOCTOPOHHHUX JIMII.

q)OpMI)I HCIOJB30BaHUA TOKYMEHTOB B TOCYIapCTBCHHBIX U BEIOMCTBCHHBIX apXUBaXx.

ApXUBHBIE CIIPAaBKH, ApXUBHBIC KOIMU JTOKYMEHTOB, BBINMCKH U3 apPXUBHBIX IOKYMEHTOB.

YcnoBust U3BATHS TOKYMEHTOB M3 apXHBOB.

JucuuIuimHON IpeyCMOTPEHO BHIITOHEHHE JIA00PATOPHBIX PadoT.

Jlabopatopuas pabdora Ne 1 YK-4-V1, YK-4-B, T[IK-2-Y 1, T1K-2-B1

CTaHI[apTBI JAOKYMEHTAIMOHHOTO obecrneyeHus YrpaBJICHUSA

Jlaboparopnas pabota Ne 2 YK-4-Y1, YK-4-B, I[IK-2-V 1, TIK-2-B1

(DOpMI/IpOBaHI/IC OpPraHn3aliMOHHO-YIIPABJICHYCCKUX JOKYMCHTOB

Jlaboparopnas pabota Ne 3 YK-4-V1, YK-4-B, [1K-2-V1, [1K-2-B1

CDOpMHpOBaHI/IC JAOKYMCHTOB 110 IMYHOMY COCTaBYy

JlaboparopHas padota Ne 4 YK-4-V1, YK-4-B, T1K-2-V1, [1K-2-B1

OdopmiieHHE JETOBBIX THCEM

OTarsl

Jlaboparopnas padota Ne 5 YK-4-V1, YK-4-B, [1K-2-V1, [1K-2-B1
paboThI ¢ JOKyMEHTaMU
BrinonHenue 1abopaTopHBIX paboT 3a UCKITIOYeHreM JabopaTtopHoit paboTel Ne 1u Ne 4 npenycMmarpuBaeT

MIpUMEHEHHEe HH(POPMAIIMOHHBIX TEXHOJIOTHHA B Bue mporpamMMel 1C JlokyMeHTO000pOT

5.3. OneHoYHbIe MATEPHAJIBI, HCTIOJIb3YeMble VIS IK3aMeHa (onucaHue OUJ1eToB, TECTOB U T.IL.)




DK3aMeH He MpeaAyCMOTPECH

5.4. MeTOoaMKA OIEHKH OCBOECHHS TUCIUIIIHHEI

3auer - Ecnu cryzmeHT:
- IeMOHCTPHPYET CUCTEMHOCTD U TNTyOWHY 3HAHWH MO AUCIUILIHHE, YMEHIE OPHEHTHPOBAThCA B IIpobiIeMax;

-HCIIONIB3YET CICIUATBPHYI0 TEPMUHOJOTHIO B COOTBETCTBHH C COJNEpXKAHHMEM pasjena, (GopMymupyer m OOOCHOBEHIBAET
COOCTBEHHYIO TOUKY 3pEHHS Ha OCBEIIAeMYI0 IIpo0IeMy, KpUTHISCKH OTHOCHTCS K OCBOCHHON MH(OpMAITH;

- BJIAJCCT TE3aypycoM B paMKax JUCIHUIUIMHBI, YMEET MPOBECTH MHapaJlIeb MEKIY CMEKHBIMU TUCHUIUIMHAMH, YMEET
CTHJIUCTUYECKU PABUIEHO

M3JIaraTh MaTepuall, 000CHOBBIBAET M apTYMEHTHPYET CBOIl OTBET.

Hesauer - Ecnu cTyneHrt:

- JIEMOHCTPHUPYET HEryOOKHE, HEMOJHbIC 3HAHHUS IO BOIPOCAM; HETOYHO HCIOJb3YeT HAYYHYIO TEPMHHOJIOTHIO; ClIabo
BIIAJICET TE3aypyCOM IWCIHMILUIMHEI, TaeT HEAOCTATOYHO IMOCIEIOBATENbHBIA OTBET JOMYCKAeT OMIMOKH, KOTOPHIE HE MOXKET
HCIPAaBUTH CAMOCTOSTENBHO;

WIN

- JIEMOHCTpPHUpPYET KpaliHe ()parMeHTapHBIC 3HAHWS B paMKax BOIPOCOB M 3a/IaHUIl, HE OCO3HAET CBS3b JAHHOTO IOHSTHS,
TEOPHH, SBJICHUS C APYTUMH OOBEKTAMU TUCIIUIUIHHBL,

- HE BJIaJICET MHHUMAJILHO HEOOXOIUMOU TEPMHUHOJIOTHEIH;

- IOITyCKaeT TpyOBbIe IOTHUECKUE OMNOKH, KOTOPHIE HE MOXKET HCTIPABUTh CAMOCTOSATEIIBHO;

UIIn

- IEMOHCTPUPYET OTCYTCTBUE 3HAHUII,

- HE OTBETHJI Ha BOMIPOCHI WJIH 3aTPYAHICTCS BHITIONHATE IIPAKTHUECKUE 3aJaHMS,;

- IEMOHCTPUPYET HEYMEHHUE TPAMOTHO BBHICTPOUTH CBOM OTBET, HEYMEHHE JOKa3aTh CBOIO MTO3HUITHIO.

6. YA EBHO-METOJUYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHUE

6.1. Pekomenayemast qutepatypa

6.1.1 OcHoBHas IUTEpaTypa

Oo6o3Hauenue ABTOpBI, 3arnaBue bubdauorexka H3parenber
COCTaBHTE BO, I'OJl
JIH
JI1.1 Kysnenos | JokymeHTauuo DsekTpoHHas OUOIMOTEYHAs CHCTEMa IOpaiir,
W.H. HHOE «YHuBepcuterckas ondmorekay ONLINE» 2018
obecrieueHne Pexxum pocryna: no noanucke. — URL:
yIpaBJIEeHUsI. https://biblio-online.ru/book/7873BF4B-A3F7-
Hoxymentoo6o 44E2-8EC0-1E3D6392702A
poru
JIeTIONPOU3BOJIC
TBO. YUEOHUK H
MIPAKTUKYM IS
TIPUKIIATHOTO
OakanaBpuara
6.1.2 JlonoJiHUTEIbHAS JIUTEPATypa
O0o3HaueHHNEe ABTOpBI, 3ariaBue Bbubaunorexka H3parTeanct
COCTaBHUTE BO, TOJ
Jm
J2.1 Abynamze | JoxymeHTanmo OnekTpoHHast OMOIMOTEYHAs cCHCTEMa IOpaiir,
AT, HHOE «YHuusepcuterckas oudnmorexka» ONLINE» 2018
Bempsikk | obecneyenue Pesxxum nocryna: no nommnucke. — https://biblio-
nna U.b., yIpaBJIeHUs online.ru/book/8F9C2312-2C6D-48BC-87FE-
MacioBa TIEPCOHAIOM. 0B062BB243CE
B.M. Y4eOHUK
MIPAKTHKYM IS
aKaJleMHYECKOT
0 OakanaBpuara
22 I'punbepr, | JlokyMeHTAIMO DJeKkTpoHHas OUOIMOTEUHAs CHCTEMa IOnuTH-
A.C.,HH. | HHoe «YHusepcurerckas 6udauoreka» ONLINE» | Jlana,
T'opbaues ; | obecneuenue PexwM gocTymna: mo moamucke. — 2015
O.A. yIpaBJICHUS: http://biblioclub.ru/index.php?
Myxamer page=book&id=115031
IIMHA

6.1.3 Meroanueckue pa3padoTku




O0o3HaUYeHnE ABTOpBI, 3arjiaBue buoanorexa H3narTeanct
COCTaBUTE BO, TOJT
Jm
JI3.1 ITonskoBa | JlokymeHTHpOBa HTB CTU HUTY «MUCHUC» CTU HUTY
E.B. HHE «MUCHC»,
YIpaBJIE€HYECKO 2022
W OesITeNbHOCTH
Mertonuueckue
YKa3aHUS o
BBIITIOJIHCHUIO
11a00paTOPHBIX
pabot
6.2. IlepeveHnb pecypcoB HHGOPMALIMOHHO-TEJIEKOMMYHUKANIMOHHOT ceTn «AHTepHeT»
22 | Koncynprant Ilmroc http://www.consultant.ru/
6.3. IlepeyeHb NPOrpaMMHOro odecneyeHust
IT1 MicrosoftWindows
12 Microsoft Office
6.4. Ilepeuenb HHGPOPMANMOHHBIX CHIPABOYHBIX CHCTEM M MPO(ecCHOHAIBHBIX 623 AaHHBIX
ni | — Hayunast snextponnas 6ubmmortexa eLIBRARY https://elibrary.ru/

7. MATEPUAJIBHO-TEXHUYECKOE OFECIIEYEHHUE

7.1 YueOHas aynuTopus

[lepeyeHb OCHOBHOTO 000pyIOBaHUSA, YI€OHO-HATIIAIHBIX TOCOOHIT:
- KOMIUIEKT MeOemH ISt PernoAaBaTes,

- KOMIUTEKT MeOeNH U1l 00yJaroImuxcs ,

- IOCKa MarHUTHO-MapKepHasi,

- KOMITBIOTED,

- MyJIbTUMEUA-TIPOEKTOP,

- DKpaH.

7.2 IMomerenne 1J1s caMOCTOATENLHON padoThl 00yYarOIMXCs

YueOnas aynuropus Ne 305

[epeueHp 0OCHOBHOTO 000PYIOBaHUs, YI€OHO-HATISIHBIX TOCOOMIL:

- KOMIUIEKT MeOeH JIJIsl IPernoiaBaTes,

- KOMIUIEKT MeOen U1 00ydaromuxcs,

- IOCKa ayJJUTOpHas,

- KOMITBIOTEP IS TIPEeTiojaBaTeds,

- KOMObIOTEepH! — 10 mT.,

- MyJIFTHMEIHa-IIPOSKTOP,

- 9KpaH.

[IporpammHOe obecrieyeHue:

- MicrosoftWindows,

- MicrosoftOffice.

B momereHnn Ui caMOCTOSTENBHOM paboThl 00y4aroMXCcs UMeeTCsl OoAKIoueHne K cetn «HTepHe™ u
JIOCTYII B 3JIEKTPOHHYIO UH()OPMALIMOHHO-00pa30BaTENbHYIO CPEy OpraHH3alnH.

8. METOANYECKHE YKA3ZAHMUSA JJISA OBYYAIOIUXCS ITO N3YYEHUIO JUCHUITJINHBI

I'maBHast 3a/1a4a JIGKIUH TUCIUIUTHHEL «JJOKYMEHTHPOBaHUE YIIPABICHYCCKOH ICSITEIBHOCTIY JaTh HEOOXOIUMBIN YUeOHBIH
MaTepHrall TI0 KOHKPETHOM TeMe W TIOCTABHUTH TJIABHBIC MTPOOIIEMBI.

CrpyKTypa JEKIMOHHOTO Kypca BKJIIOYaeT B ce0sl BCTYITUTENbHYI0, OCHOBHYIO U 3aKIIIOUUTENIbHYIO YaCTH.

Kaxknas nexus pa3padaTbiBacTCs ¢ y4eTOM:

— XapakTepa, COCTaBa U yPOBHS MMOJIrOTOBKH ayAUTOPUH;

— YTO U B KAKOM 00bEME OBLIO N3YUYEHO CTYACHTaMH PaHee MO0 POJCTBEHHBIM JTUCLIHUILTHHAM;

— B OMpEJICICHUHN MEeCTa N3y4aeMOl TUCIHUILTHHBI B Y4€OHOM TPOIECcCe MOrOTOBKH CTY ICHTA.

CojeprkaHue JISKIMU TOHKHO OBbITh MPEABAPUTENLHO OCBELICHO BHAYAJIE 3aHSITHSI B COOTBETCTBHHU C IUIAHOM JICKIIHH.
CaMocrosTenbpHas paboTa HalpaBlICHAa HA YCBOCHUEC CHUCTEMBI HAYYHBIX M MPOQECCHOHATIBHBIX 3HAHWM, (HOPMHUPOBAHUS
YMCHUH ¥ HAaBBIKOB, NpPUOOPETCHHE ONBITA CAMOCTOSATCIEHOW JCATEIBHOCTH B cdepe CcaMOOpraHu3alud U
caMo00pa3oBaHusl.

[Tocne wn3y4yeHWs KaxIOro pasieiia AWCLMIUIMHBI CTYACHTOM BBIIOJNHSETCS Ja0opaTopHas paboTa, 3aKperuisiolue
MOJTy4E€HHbIC TEOPETUUECKUE 3HAHUSI.







