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Conepxanne padoueil nporpaMMbl JUCHUTIHHBI

Lenu 0cBOCHHS JUCIUTUIMHBI

MecTo IMCHMIUIMHBI B CTPYKTYpe  OCHOBHOM  mHpodecCHOHaIbHON  00pa3oBaTeNbHON
IPOrpaMMbI MarucTpPaTypbl

[Tmanupyemble pe3yapTaTbl OOy4YEeHHs MO IUCIMIUIMHE, COOTHECEHHBIE C IUIAHUPYEMBIMH
pe3yabTaTaMi OCBOCHHUSI OCHOBHOH Mpo(heccCHOHabHON 00pa30BaTEIbHOM POTPaMMBbI

O0beM, CTPYKTypa U COAEPKAHUE TUCHUILIMHBI

O06beM AUCIUTUTHHBI

CTpyKTypa TUCHHUTLITUHBI

Coneprxanuie TUCIMILTAHBI

O06pazoBarenbHble 1 HHPOPMAITMOHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUU

OO6pazoBareabHbIE TEXHOJIOTHH

WNHbopmManimoHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH O0yUICHHUS

Y4eOHo-MeToanuecKoe obecrneueHue camocrosTeabHoi padoTs! (CP) oOyyarommxcs

@OH/ OLIEHOYHBIX CPEJICTB

VY4ebHo-MeToanueckoe 1 HHGOPMAIMOHHOE 00ecreYeHNE JUCIIUTUTUHBI

OcHoBHas muTeparypa

JomomHUTENBHAS IUTEPATYypa

Pecypcrl nHpOpMaIMOHHO-TEIEKOMMYHUKAITMOHHOM cetn « IHTepHET»

[IporpamMmmuoe obecrieueHre 1 UHPOPMAILIMOHHBIE CIIPABOYHBIE CUCTEMBbI
MartepuanbHO-TEXHUYECKOE 00ecTieueHNE T CIUTUTUHBI

OcoOeHHOCTH peanu3allMd JUCUUIUIMHBI JJIi WHBAJUAOB H JHUI C OrPaHUYEHHBIMU
BO3MOYHOCTSIMU 3/I0POBbSI

[lepeueHb KITIOUEBBIX CIIOB



1. Ileaun ocBoeHMS TUCHUIINHBI
enbto OCBOEHMS AUCHUIUIMHBL «JIOKYyMEHTOOOOPOT YUpEXKAECHUS KYIbTYPbD» SIBISETCA
U3Y4YEHHUE TEOPUU M NPAKTUKU OPraHU3allMM COBPEMEHHOI'O JIOKYMEHTALIMOHHOIO OOecreuyeHus
yIIpaBJIeHUs] HA OCHOBE HayYHO OOOCHOBAHHBIX IMPUHIUIIOB U METOOB €r0 COBEPIICHCTBOBAHUS;
(dbopMHpOBaHKE Y CTYACHTOB PAllMOHAIBHBIX TOAXOJIOB K PEHICHHIO 3a/1ad OpTraHu3aIiu padoThl ¢
JOKYMEHTAMH B YUPEXKICHUSX, OPraHU3aLUAX U T. II.

2. MecTo TMCHUIJIMHBI B CTPYKTYype B

00pa30BaTe/IbHOI MPOrPaMMbl MATHCTPATYPHI
Jucrmunaa  «JIoKyMEHTOOOOpOT  YUPEXKJICHHS KYJIBTYPhI» SBISCTCS (PaKyJIbTaTHBOM U
OTHOCHUTCSI K YacTd, (popMHUpyeMOW YIaCTHHKAMU OOpa30BaTeIbHBIX OTHOIICHHWHA ONOKa JUCIIUTUTAH
o0pa3oBaTeNnpHOM MPOrpaMMbl 10 HarpaBiieHuto moarotoBku 46.04.02 «JlokyMeHTOBENnCHHE W
apXUBOBEJICHHUEY, KBAIM(PUKaIMs (CTeneHb) «MarucTpy. Jucuuiaa nzydaercs B 4 cemectpe.

CTPYKTYype

3. Inanupyemble pe3yJbTaThl 00yYeHUSs AUCIUTIMHBI
N3ydenune aAUCHUITIIMHBI HAIPaBIeHO HAa (POPMUPOBAHHUE Y OOYUAIOIINXCS CIETYIOMIHNX
KOMITETEHIIUI ¥ UHJIUKATOPOB UX JOCTHKEHUSI.

OCHOBHOH MpodeccHOHATbLHOU

HNOpSIIOK ~ paboOThl ¢
yIIpaBJIeHYECKUM
JOKyMEHTOM,

OCHOBHBIE ITambl
JIOKYMEHTO000poTa B

3ala4y OpraHu3alnuu;
¢ COCTaBJIATHb

(oopmIIsATH)
JTOKYMEHTBI 1o
JTHYHOMY COCTaBY;

Kon n NHaukaTopbl JOCTHKEHUS KOMIIeTeH NI
HAUMEHOBaHHE 3HATh yMeTh BJIAJIETh
KOMIIETEH N

[1K-1. CniocoGen * (GyHKIMH u |* obecneunBaTh * METOJIaMH
PYKOBOJIMTH KJTacCU(DHUKAITIIO opraHu3aiuioo paboThl | OpraHu3anuu
JESITETLHOCTHIO 110 yIpaBIICHYECKUX CITYKOBI paboThl  CITYKOBI
JTOKYMEHTAIIMOHHOMY JIOKYMEHTOB; JIOKYMEHTAITMOHHOTO JIOKYMEHTAIMOHHO
00eCIIeYEeHITO 3aKOHOJATEILHBIE u | olecrieueHUs ro obecreyeHus
yIpaBICHUS HOPMAaTHUBHO-TIPABOBBIC yIIpaBJICHHS U | yOpaBJICHHUS n
opraHu3anuen akTtel PO, mMeTommueckue | cnemualaMcTaMHu cIeaInuCcTaMU

JIOKYMEHTEI, apxMBa Ha OCHOBE | apxXWBa Ha OCHOBE

HAI[MOHAJIbHBIE COBPEMEHHBIX COBPEMEHHBIX

CTaHJApTBl B 0OJACTH | HAY4YHBIX 3HAHMI; Hay4YHBIX 3HAHHUH.

paboTHI ¢ TOKYMEHTAIIUCH |* COCTABISITh n

u nHpopMarme, | opopMIIATh

apXUBHOTO JIeNa, MpaBujia | JIOKAJIbHBIC

OPraHu3aIlMOHHOTO HOPMAaTUBHBIE  AKThI,

MIPOCKTUPOBAHMS JUISL | OTIPEACIISIONINE

OpraHu3alii U METOJMKH | IIPaBOBOE IIOJIOXKCHHUE

YIOPABIICHUS] TEPCOHAJIOM | CTPYKTYPHBIX

OpraHu3aIuH, oApa3AcIeHuI 51

TpeOOBaHUS K S3bIKy W | PaOOTHHUKOB

CTHUIIIO ICJIOBBIX ITHCEM; OpraHu3aIu;

HOMEHKIIATYpy MJTAHUPOBATH

JIOKYMEHTOB TIO JINYHOMY | JEATEIBHOCTH c

COoCTaBy M TpeOOBaHUSA, | YYETOM

NPEIbSBIIICMbIC K | pacmpeneneHus paboT

JOKYMEHTaM MO0 JUYHOMY | H 00BEMBI

COCTaRy; MIPOM3BOACTBECHHBIX




YUYPCKACHUHN KYJIBTYPHI. BBITIOJIHATH BCC JTallbl
paboThI c
yIpaBICHUYECKIUM
JOKYMEHTOM;

¢ BBIIIOJIHATH BCE 3Tallbl
paboTsl c
YIIPaBICHYCCKIM
JOKYMEHTOM;

* 00ecrneunTh
OpraHu3aiuioo padoThl
C BXOOAIIINMU n
BHYTPEHHUMU
JIOKYMEHTaMH B
YUYpEKIACHUU

KYJIBTYDBI.

4. O0beM, CTPYKTYpPA U coepKaHue TUCIUINIMHBI

4.1. O0BbeM TUCHHUIIINHEI

OO0mast TpyA0eMKOCTh JAUCIMILINHBI COCTABIIACT 2 3aUeTHBIC SAMHMIIBI, /2 aKaJIeMUYISCKUX

gaca.

Jis  cTyneHToB O4YHOW (OpMBI OOYYeHHS TIPeIycMOTpeHO 34 dYaca KOHTaKTHOH
(aymuTopHOI) paboThI ¢ oOydarorumucs (6 4acoB Jekuii, 28 4aCOB — MPAKTUICCKUX 3aHIATHI), 38
4acoB — CaMOCTOATENbHOM paboTel oOywaromuxcs. 10 uacoB (30 %) aymutopHoil paboThI

MIPOBOJUTCS] B UHTEPAKTUBHBIX opMax.

Jnst  cTyneHTOB 3a04HOM  (opMBI OOydeHHUs TMPEayCMOTPEHO 8 dYacoB KOHTAKTHOMU
(aymuTopHO#) paboThl ¢ oOydaromumucs (4 yaca Jekuuid, 4 yaca — MPakTUYECKHUX 3aHATUN) U 64
yaca camocrosTenbHO pabotel. 2,4 uaca (30 %) aymuTopHOIl paboTHI

WHTEPAKTUBHBIX OpMax.

4.2. CTpyKTypa THCHHINJINHBI
Ounas ghopma odbyuenus

IMPOBOJUTCSA B

Buawbl yueOHo# padoThl,
o BKJIIOYAst
= | caMOCTOAITEJIbHYIO padoT HNuTepakxr.
Ne Paznesbl/TeMbl $ yiop y P
S | CTYIEHTOB H TPYI0€MKOCTh dhopmbl CpPO
n/n JUCHUIIIINHBI 5
S (B yacax) o0y4eHust
NMPaKTHYeCK
JIEKITHHA
He 3aHATHA
1 2 3 4 5 6 7
1 Paszoen 1. /lenosas ooxymenmayusn
JIOKyMEHT Kak 1*
HOCHTEIb Jlekius-

1.1, | Hocute . 4 1/1* 2 cK 4
yIpaBiIeHYECKOI JTUCKYCCUS
uHpOopMaLIUU
Hopmarusho-

MeToanuecKas 6asza

1.2. | nOKyMEHTaIMOHHOTO 4 1 4 6
obecrieueHus
yIpaBJICHUS




Jlenosas nepenucka

4*

13 4 1 6/4* Henoas 6
o CUTYalMOH
Hasl Urpa
JlokymeHTanus no 2*
14, |7M4HOMY cOCTaBY 4 1 4/9% HenoBas 6
CUTYaI[HOH
Has urpa
2 Paszoen 2. Ilpoyeccovl 00KymenmayuoHHo20 obecneueHus ynpaeienus
JIOKyMEHTHpOBaHHE 1*

o 1 | KaKImpouecc cospanus |, 1/1* 6 Jlexuus- 8
YIPaBIECHYECKOTO JTUCKYCCHST
JTOKyMEHTa
Opranuzanus 2*

29 JTOKyMEHTO000pOoTa B 4 1 6/2* Henosas 8
VAPEKICHUAX CUTYaI[HOH

Has urpa
Bcero 1acos B
WHTEPAKTHBHOM 2 8
dbopwme:
Hroro 6 28 38
3aounasn ghopma obyuenus
Buawbl yueOHo# padoThl,
o BKJIIOYAsI
= | camocTofITeJIbHYIO padoTy | UHTepaKT.
Ne Pa3nennl/TeMbl 3 yrop y P
S | CTYICHTOB H TPYI0eMKOCTh dhopmbl CpPO
n/n JTUCHUTIINHBI Z
S (B yacax) o0y4eHust
NpaKTHYeCK
JIeKIHH
He 3aHATHSA
1 2 3 4 5 6 7
1 Paszoen 1. /lenosas 0oxymenmanus
JIOKyMEHT Kak 1*

11 |Hocuremb } 4 1/1* Jlexmusi- 8
yIpaBiIeHYECKOI JUCKYyCCHs
nHpopManuu
Hopwmarusno-

MeToauveckas 0aza

1.2. | noKyMeHTaIMOHHOTO 4 1 14
oOecrieyeHus
yIpaBICHUS
JlenoBas nepenucka 0,4*

enoBas
13. 4 2/0,4% A 8
CUTYaI[HOH
Hasl urpa
JlokymeHTanus no
1.4. | TMYHOMY COCTaBY 4 14
2 Paszoen 2. Ilpoyeccovt 00KymenmayuoHHo20 obecneuenus ynpaeienus




JIOKyMEHTHpOBaHHE 1*
o 1 | KaKIpouecc cospanus |, 1/1* Jlexuus- 10
yIIPaBIE€HYECKOTO JTICKYCCHST
JOKYMEHTA
Opranuzanus
2.2. | TOKyMeHTOOOOopoTa B 4 1 2% 10
YUPEIKICHUSIX
Bcero gacos B
WHTEPAKTHBHON 2 0,4
dopme:
Hroro 4 4 64
4.3. Conep:xanue TUCHUNIMHBI
Buabl o11eHOYHBIX
cpeacrs; ¢popMbl
Conep:xanue JUCHHNITHBI TeKYIIero
n/n PesyabraTnl 00yueHus
(Paznennl. Tembl) KOHTPOJI,
MPOMEXKYTOYHOM
aTTecTaluu
Pa3zoen 1. /lenosas 0oxymenmayus
Tema 1.1. Jokymenm  kax | Dopmupyemvie KOMnemeHyuu: Otuer o
Hocumens ynpasnenueckou | 1IK-1.  CrnocobeH  pyKOBOIUTH BBITIOJTHCHUH
ungopmayuu. JIEATENBHOCTBIO o MPAKTUYECKOU
OyHKIMU YIIPaBICHYECKOTO | JOKYMEHTAIlUOHHOMY paboThl,
TOKYMEHTa. Knaccudukamnus | obecrieueHuio yIIpaBJIeHUs TECTOBBIH
YIIpaBICHYECKUX JOKYMEHTOB. | OpraHM3alueH. KOHTPOJIIb
PasButHe  JOKyMeHTaUMOHHOTO | B pesynbrate u3ydeHHs] TeMbl
oOecrieueHus:  YOpaBIEHUS  HA | CTYICHT JOJIKEH:
COBPEMEHHOM JTarle. 3Hamy:
e (QYyHKIMM U  KIaCCH(PHUKAIUIO
VIPaBICHUYECKUX  JTOKyMEHTOB
(YK-6; OIIK-6);
ymemup:
1.1. e o0OecneunBarhb OpraHu3aIuIio
paboThI CITY>KOBI
JOKYMEHTAI[MOHHOTO
obOecrieueHuss  yOpaBlIeHUS U
CHelMalMcTaMyd  apxuBa  Ha
OCHOBE COBPEMEHHBIX HAyUHBIX
snanwmii (ITK-1);
enaoemp:
® METOJaMH OpraHU3aluu PaOOTHI
CIYKObl  JOKYMEHTAI[MOHHOTO
obecrieueHuss  yOpaBlIeHUS |
CHeluanucTaMd  apxuBa  Ha
OCHOBE COBPEMEHHBIX HAyYHBIX
snanui (ITK-1).
Tema 1.2. Hopmamueno- | @opmupyemvie KomnemeHyuu: Otuer o
Memoouueckan oaza | 1IK-1.  CrnocobeH  pyKOBOAUTH BBITIOJTHEHUH




00KyMEeHmMayuoHHO20 JESITEIIbHOCTBIO o IIPAKTUYECKOU
obecneuenus ynpaenenus. | JOKYMEHTAlIAOHHOMY paboThl,
Passurue IIPaBOBOTO u | obecrieueHuro YIIPaBJICHUS TECTOBBIN
HOPMAaTHUBHO-METOANYECKOTO opraHusanyei. KOHTPOJIb
peryMpoBaHus B pesynabrare u3yueHus TeMbl
NIeI0NIPOU3BO/ICTBA. CocTaB | CTYIEHT JOJIKEH:
HOPMAaTUBHO-METOMYECKON 0a3bl | 3Hamb:
JOKYMCHTALIUOHHOI'O oOecrieueHus |o 3aKOHOJIATECIbHBIC u
YIIpaBICHHUS. T'ocynapcTennast HOPMAaTHBHO-IIPaBOBBIE aKThl PD,
cucrema JOKYMEHTALIMOHHOTO METOIMYECKHE JOKYMEHTHI,
obecrnieueHus YIpaBIICHUS. HallMOHAJbHBIE  CTAaHJIAPTHl B
YHu(UIMpOBaHHBIE CUCTEMBI obOmactu paboThI c
nmoKymeHTaluu. [ocynapcTBeHHbIE JIOKyMEHTaIuen i
CTaHAAapThl Ha JIOKyMEHTAIUIO. uH(popmarmen, apXuBHOTO Jena,
Tunossie WHCTPYKITUHU o paBUIIa OpPraHU3alMOHHOTO
NIeI0NIPOU3BOICTBY. MIPOCKTUPOBAHUS JUTS
OpraHu3aluu " METOJIUKH
yIpaBJICHUS MIEPCOHAJIOM
opranm3anuu (ITK-1);
ymembw:
® COCTaBIATH u 0hOPMIIATH
JIOKaJIbHbIE HOPMATHBHBIE aKTHI,
OmpelesIomue MIPaBOBOE
MIOJIOKEHHE CTPYKTYPHBIX
MOJIPa3aeICHNi W paOOTHHKOB
OpraHu3alui; IIJIAHUPOBATH
JIeSATEIbHOCTD c Y4ETOM
pacrpeaeneHus padboT U 0ObEeMBbI
MIPOU3BOJCTBEHHBIX 3a/1a4
opranusaruu (ITK-1);
enademu:
e METOJaMH OpraHu3aluu pPabOThI
CITY>KOBI JOKYMEHTAIMOHHOTO
obecrieueHuss  yOpaBlIeHUS U
CleUMaJucTaMM  apxXuBa  Ha
OCHOBE COBPEMEHHBIX HAay4YHBIX
suanuii (ITK-1).
Tema 1.3. /lenosas nepenucka Dopmupyemsvile KomnemeHyuu: Otuer o
JlenoBoe mucemMo B cucreme | IIK-1.  CmocoGeH  pykoBOAUTH BBITIOJIHEHUH
CIPaBOYHO-MH(POPMAIIMOHHOU JIeSITENTIbHOCTBIO 1o MPaKTUYECKOI
nokyMmeHTanuu. TpeOoBaHHMS K | JOKYMEHTAIHOHHOMY paboThl,
SI3BIKY U CTHJIIO JIEJIOBBIX MTUCEM. obecreueHuro yIIpaBJIEHUs TECTOBBIN
OpraHu3alyen. KOHTPOJIb

B pesynbrare usyueHus: TEMbI
CTY/IECHT JIOJIKEH:
3Hamp:
e TpeOOBaHUS K S3BIKY M CTHIIIO
nenosbix mucem (ITK-1);

ymembp:
e o0ecrieunBarhb OpraHu3aluIo
paboThI CITYXKOBI

JOKYMCHTAIIMOHHOTO




obecriedeHus  ympaBieHHS U
CHelMaIuCTaMH  apXuBa  Ha
OCHOBE COBPEMEHHBIX HayYHBIX
suanuit (I1K-1);

enademp:

® METOJIaMH OPraHU3alUN PaOOTHI
CIyKObl ~ JOKYMEHTAI[MOHHOTO
obecrieueHus  yIpaBleHUA U
CHelHaINCTaMH  apXuBa  Ha
OCHOBE COBPEMEHHBIX HayYHBIX
snanwmii (TTK-1).

Tema 1.4. Jlokymenmayusa no
NTUYHOMY cOCmagy
HoMmeHKiiatypa JOKYMEHTOB IO

nmuyHOMY — coctaBy.  OCHOBHBIE
TpeOOBaHUs, TMPEABABIIEMbIE K
TOKYMEHTaM 0 JIMYHOMY COCTaBYy.
[Topsinox COCTaBJICHUS
TOKYMEHTOB TI0 JINYHOMY COCTaBYy.
[Topsaox odopmIiIeHUs
TTOKYMEHTOB npu npueMe,
YBOJIbHEHUU u BHYTPEHHEM

[epeMEeIEHUU COTPYIHHKA.

(Dopmupyem blé Komnemenuuu.

[IK-1. CpocoGeH  pyKoBOIWTH
NeATETTHHOCTHIO 1o
JOKyMEHTAIIMOHHOMY
o0ecrieueHuIo yIIpaBJIeHUs
OpraHu3alren.

B  pesynprare wW3ydeHHS TEMBbI

CTYJICHT JIOJDKEH:

3Hamp:

® HOMCHKJIATypy JOKYMEHTOB TIO
JUYHOMY COCTaBY M TpeOOBaHUS,
IpeabsIBIIEMble K JOKYMEHTaM
o uaHomy cocraBy (ITK-1);

ymemp:

® COCTaBIIATH (oopmsaTh)
JOKYMEHTBI 110 JINYHOMY COCTaBYy
(IIK-1);

enaoemu:

e METOJaMH OpraHu3aluu pPaboThI
CIYKObl  JOKYMEHTAI[MOHHOTO
obOecrieueHuss  yOpaBlIeHUS U
CHelMalucTaMyd  apxuBa  Ha
OCHOBE COBpPEMEHHBIX HayUHBIX
suanuii (ITK-1).

Otuer o
BBITIOJITHCHUH
MPaKTUYECKOU
paboThl,
TECTOBBIN
KOHTPOJIb

Paszoen 2. Ilpoyeccovt 00KymenmayuoHHo20 obecneuenus ynpaeienus

Tema 1.5. Jlokymenmuposanue
Kax npouecc co30anus
Ynpaeienueckozo 00Kymenma

JIOKyMEHTUpPOBaHHE KaK
pEeraMEeHTUPOBAHHBIA  IPOLECC
3aIucu u odopmieHus
MHGOpPMALIMM Ha MaTepUalbHOM

HocuTene. PaspaboTka mpoekra
TOKYMEHTA. IIposepka
COJIepKaHuUs IIPOEKTA, €ero
KOppekTypa u  JoodopmieHue.

[TopsiloK coTsIacOBaHUS TMPOEKTa
nokymeHTa. Buza u  rpud
COITIACOBAHMSI. Koppekruposka
COIep)KaHUsI 1O  pe3ynbTraram

Dopmupyemole KOMnemeHYUU:

[IK-1. CnoocoGeH  pyKOBOIOHTH
NeATEeIbHOCTBIO o
JIOKyMEHTAllUOHHOMY
00ecreyeHnIo yIIpaBJIeHUs
OpraHu3aLyen.

B pPE3YyIbTaTe HU3YUCHUSA TCEMbI
CTYACHT HOJIKCH:

3Hamv:

® TIOPSIIOK paboThI c
yIPaBIE€HYECKUM  JOKYMEHTOM
(TIK-1);

ymembn:

® BLIINNOJHATE BCC JTaIlbl pa6OTLI C

YIpaBJICHYCCKUM JAOKYMCHTOM

Otuer o
BBITIOJTHEHUH
MPaKTUYECKOU
paloThI,
TECTOBBIN
KOHTPOJIb




COINIACOBAHMSI. 3aBepiiaronas
[pOBEpKa JTOKyMEHTA,
MpefcTaBlIeHUEe  Ha  MOJIHKCH
(yTBEpIKIeHUE) PYKOBOJMTEIIIO
[IPENIIPUATHSL.

(I1K-1);
enaoemo:
® MCTOAAaMU OpraHu3aluu pa6OTBI
CIyXObl ~ JOKYMEHTAIIMOHHOTO
obOecrieueHuss  YOpaBleHUS U
CHeNHaINCTaMH  apXuBa  Ha

OCHOBE COBPEMEHHBIX HayYHBIX
snanwmii (ITK-1).

Tema 1.6. Jlokymenmoobopom | @opmupyemovie KOMnemeHyuu: Otuer o
Kax oOeudicenue Ooxkymenmos ¢ | 1IK-1.  CnocobeH  pykoBOAWUTH BBITNIOJTHEHUH
opeanuzayuu JESITEIbHOCTBIO o MIPaKTUYECKOM
Opra"usarus paboThI C | TOKYMEHTAIllHOHHOMY paboTHI,
BXOJAIIUMH,  UCXOAAIIUMH U | 0OECIeUeHUto yIIpaBJIeHUs TECTOBBIN
BHYTPEHHUMH JOKYMEHTaMHU. | OpraHu3allueu. KOHTPOJIb
OcHOBHbIE otarbl | B pe3ynbrare W3y4eHHS TEMBbI
TOKyMEHTOOOO0pOTAa. Cxema | CTYHEHT JOJIKEH:
IBYOKEHUS JOKYMEHTOB B | 3Hamb:
OpraHu3alnu. ® OCHOBHBIC JTarlbl
JOKYMEHTO00O0pOTa B
yupexxaenun kyaptypsl (ITK-1);
ymemp:
e 00ecreunTh OpraHnu3auio paboThl
C BXOJANIMMH, HCXOISAIIUMH U
BHYTPEHHUMH JIOKYyMEHTaMH B
yupexaenuu Kynsrypsl (ITK-1);
enaoems:
® METOJaMH OpraHu3aluu paboThI
CIYKObl  JOKYMEHTAI[MOHHOTO
obecrieueHuss  YOpaBlIeHUS U
CHelMalucTaMyd  apxuBa  Ha
OCHOBE COBPEMEHHBIX HayUHBIX
snanuii (ITK-1).
[TpomexxyTouHas
arTecranus —
3a4yer

5. O6pazoBareiibHble H HHPOPMAIHOHHO-KOMMYHHKALIMOHHbIE TEXHOJIOTHHU
5.1. O0pa3oBare/ibHbIE TEXHOJIOTUH

B xone

OoOy4eHHUs] HCHOJb3YIOTCS

TpaAUuIIUOHHLIC

O6pa3OBaTeJ'H:>HLIe TCXHOJIOT'UH,
BKIIFOYAOIHUE AayAUTOPHBIC 3aHATHA B (I)opMe JIEKIIUN | MPAKTHYCCKUX 38.H}ITI/II71, a TaKxXe
Ppa3sBUBAOIINC TEXHOJIOTUN: HpO6J'IeMHOC H3JIOKCHUC JICKHUOHHOTO MaT€puajia, IMCKYyCCUH.

OcBoeHue y4eGHOro Mmarepuana CONPOBOXKIAETCS MHTEPAKTUBHBIMM (popMamMH OOydEeHHS:

AUCKYCCHUH, ICIIOBBIC UTPHI.

I[OJ'IH AYAUTOPHBIX 3aHHTHﬁ, MMPOBOAUMBIX B UHTCPAKTUBHBIX (I)OpMaX 06y‘IeHI/I$I, COCTaBJIACT

30%, uro cootBercTBYeT TpeboBanusiM PI'OC BO mno nampasnenuto noarotoBku 46.04.02
«Jl0KyMEHTOBEJICHUE M apXUBOBEICHUEY.

CaMOKOHTpOJ'IL 3HaHUM CTYACHTOB OCYHICCTBIIACTCA € NOMOINBIO TCXHOJIOTHU IMMPOBCPKU

YpPOBHS OBJa/IeHUS] YUeOHBIM MAaTEPHAIOM C UCIOIH30BAaHHEM KOHTPOJIBHBIX BOIPOCOB M TECTOBBIX
3aJaHuH.

I[J'IH JUArHOCTUKH KOMIIETCHIIMH MMPUMCHSAIOTCA CJIICAYIOIIHC (bOpMBI KOHTPOJISA: OLICHKA




PE3YIbTATOB BBIIIOJHCHUSA MTPAKTUICCKUX 3a;[aHm”1, TCCTUPOBAHHUC, 3a4YCT.

5.2. Un¢popMalHOHHO-KOMMYHUKAIMOHHbIE TEXHOJIOTUH

[Ipu opranusanuu yueOHOTro mnpoiecca MUPOKO UCIIONb3YETCS coueTaHue 00pa3oBaTeIbHbIX
u  WHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIX  TEXHOJIOTHH:  TPAKTHKYIOTCS ~ MYIBTUMEIUNHBIC
JEKIMOHHBIE  3aHATHS, WH(POPMAIMOHHO-KOMMYHHKAIMOHHBIE  TEXHOJOTHH  COMPOBOXKIAIOT
IIPOBEJCHHE NMPAKTUUECKUX 3aHATUN, OPraHU3AIMI0 CAMOCTOSITEIbHOW pabOThI CTYAEHTOB.

Ha caire «OneKTpoHHas oOpa3oBaresbHas cpena KemI'IK»
(https://ledu2020.kemgik.ru/course/view.php?id=4880) pasmereHsl TeOpeTHUYECCKHE, PAKTHUECKUE,
CIIPaBOYHbIE, METOJUUECKHE, KOHTPOJIBbHO-U3MEPUTEIIbHBIE 3JIEKTPOHHBIE PECYPCHI 110 JUCLUILIMHE.

AKTUBM3AIMIO0 CaMOCTOSITENIbHON paboThl CTYIEHTOB M KOHTPOJIb PE3YIbTAaTOB U CPOKOB
OCBOEHMSI pa3iesioB U TEM IUCIUIUIMHBI 00ECIeYMBAET MHCIIOJIb30BAHUE TaKUX HHTEPAKTUBHBIX
AJIEMEHTOB «DJNEeKTpOoHHOU oOpaszoBarenbHOM cpenbl KemI MK», kak «3amanme» u  «Tect».
WNuTepaxktuBHbIi 3eMeHT «TecT» BKIIOUaeT pa3iMyuHbIe THUIIBI BOIIPOCOB U MCIIOJIB3YETCS KaK OJHO
13 OCHOBHBIX CPEJICTB OOBEKTHMBHOW OIIEHKM 3HAHWM CTY/IEHTa B XOJ€ CAMOKOHTPOJIS, TEKYILEro 1
MIPOMEKYTOYHOTO KOHTPOJISl 3HAHUH 10 AUCLHUIIIMHE.

HHTepakTUBHBIN AJIEMEHT «3a/1aHne» MO3BOJISIET MPEoaBaTeNIO MOICPKUBATH OOPATHYIO
CBSI3b CO CTYAEHTOM IOCPEJICTBOM IPOBEPKH 3aJaHUSl (OTYETOB O BBIMOJHEHUM MPAKTHUECKUX
3aJlaHuil) B BUJIE PELEH3UN WM KOMMEHTApUEB, a TaKKe 00eCcleuynuTh UHIMBUIYATbHBIA MOJIX0] K
00yyarouMMcs ¢ Y4eTOM UX MCUX0(U3HOIOTHUECKUX 0ocoOeHHOCTeH. IHTepaKTUBHbBIE 3JIEMEHTHI C
BO3MOXHOCTBIO OOpaTHON CBS3M HMEIOT 0co0oe 3HaueHue A 3a04HoiM (opMbl 0OyueHUS,
MIOCKOJIBKY TO3BOJISIIOT HE TOJBKO KOHTPOJUPOBATH BBHINOJHEHHE CTYAEHTOM 3aJaHuil, HO U
MOTHBHUPOBAThH €r0 CAMOINOJTOTOBKY B MEKCECCUOHHBIN MEPUO/I.

Hcnonb3oBaHne MHTEPAKTUBHBIX 3J€MEHTOB «3amaHue» u «TecT» Takxke obOecredrBaceT
¢dukcanuio xoaa o00pa30BaTENBLHOTO TMPOIIECcCa, pEe3yAbTaTOB TEKYyIIe M MPOMEXYTOUHOMN
yCIeBaeMOCTH 00y4aroUIuXcs M0 AUCHUTIIHHE.

6. YueOHO-MeTONM4YEeCKOE 00ecredeHrne CaMOCTOSATeIbHOM PadoThl 00y4aroIuXcs
Marepuansl i1 OpraHu3aldyd CaMOCTOSATENIbHONW padoThl 00y4aromMXcsl MO AUCHUIUIMHE
«J1oKyMEHTOOOOPOT YUpEKIEHUS KYIBTYPbl» pa3MeElIeHbl B «DJEKTPOHHOM 00pa3oBaTeIbHON
cpene» (https://edu2020.kemgik.ru/course/view.php?id=4880) u BxirO4aroT:
OpeanuzayuoHnmusvie pecypcul
*  Temarnyeckuil IIaH JUCUMILUIMHBI AJIs1 CTYAEHTOB O4YHOM (OopMBbI O0yUEeHHUS
*  Temaruueckuil IIaH JUCHMILIUHBI U1 CTYICHTOB 3204HON (hOpMBI 00yUEHUS
Yuebno-npaxmuueckue pecypcoi
*  OnwucaHus NPaKTUYECKUX 3aJaHUI
Yuebno-naensaomvie pecypcol
*  DIEeKTPOHHBIE MPE3EHTALUU
Yuebno-oubnuoepaguuecxue pecypcoi
*  CHnHCcOK peKOMEHAYEMOM JTUTEPaTyphl
DoHO oyeHouHbIX cpedcma
« Tecr
*  Bompocs! k 3agery
7. ®OHJ OLEHOYHBIX CPEACTB
Bxitouaer oneHouHble CpeACTBA s TEKYIIEr0 KOHTPOJI YCIIEBAEMOCTH U s
MIPOMEKYTOYHOM arTecTaluu no UTOTaMOCBO€HUsl  AucuuIuinHbl.  CTpykrypa U
cofiepkaHue (OHJA OILEHOYHBIX CPEACTB IMPEICTABICHBl B JIEKTPOHHOH HH(POPMAIIMOHHO-
obpazoBarenbHoit cpene (https://edu2020.kemgik.ru/course/view.php?id=4880).



8. YueOHo-MeTOo1UYecKOe U HHPOPMALMOHHOE O0ecTiedeH e TN CIUTITTHHbI
8.1. Cniucok Jureparypbl
OcHognasa numepamypa

I'punbepr, A. C. JlokymeHTanmonHoe obecnieuenue yrpasienus : yaeouuk / A. C. ['punGepr,

H. H. T'op6aués, O. A. Myxametmnnaa. — Mocksa : FOuuTu-Jlana, 2017. — 392 c. : Tabm., rpad.,

HIL., CXEMBI - Pexum JIoCTyna: o IO AU CKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=684757. — Tekcr : 371€KTPOHHBIH.

Konomumen, A. U. KaapoBoe nemompousBoactBo : ydeOHoe mocobue / A. U. Komomuen. —

Mocksa : [upekr-Menma, 2023. — 248 c. : wn., Tabin. — PexxuM noctyma: 1mo MOANUCKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=696314. — TekcT : 37€KTPOHHBIH.

/Jlononnumenvuaa a1umepamypa

ApacnanoBa, B. A. JlokyMeHTalmoHHOE OOecredeHne YIpaBlIeHUs : y4eOHO-NPAaKTUUYECKOE

mocobue B cxemax, Tabnmiax, oopasnax / B. A. ApacmanoBa. — 2-¢ u3[l., JOI. U mepepad. —

MockBa ; bepnun : Jupexr-Menua, 2020. — 266 c. : w1, Tabn. — Pexum pocrtyna: mo

noamucke. — URL: https://biblioclub.ru/index.php?page=book&id=578394. — Texkct

JJEKTPOHHBIN.

JlankoBa, A. I'. JloKyMEHTalIMOHHOE OOECTICUCHHE YIPABJICHHUS TIEPCOHATIOM : YydeOHOe

nocobue / A.T.JlankoBa, B. A.llpirankoB ; OMCKHMI TOCyIapCTBEHHBIH TEXHUYECKHM

yHuBepcuteT. — OMck : OMCkuil rocyaapcTBeHHBIM TexHuueckuil yHusepcuter (OMITY),

2019. — 154 c¢. : wr, Tabn., cxem. — PexmMm goctyma: 1O  TIOJIIUCKE. —

URL.: https://biblioclub.ru/index.php?page=book&id=683240. — TekcT : 377€KTPOHHBIA.

MaprtiomeB, M. A. CrangapTuzanus JOKYMEHTAllMOHHOTO OOecleueHusl yIpaBieHUs U

apxuBHOoro nema B Poccuiickoit ®denepanum : ydeOHOe mocobme / WM. A. MapTiomes ;

CBIKTBIBKAPCKHUI rocynapcTBeHHbld yHHBepcuTeT uM. [lutnpuma CopoknHa. — CBIKTBIBKAp :

CBIKTBIBKAPCKUI TOCYAapCTBEHHBIN yHUBEpcUTET nMeHU [Iutupuma Copokuna, 2022. — 74 c. :

CXeM., TaoJI. — Pexum JOCTyTIA: 1o MIOIMTUCKE. -

URL.: https://biblioclub.ru/index.php?page=book&id=699708. — TekcT : 377eKTPOHHBIIA.

Opranuzanys U TEXHOJOTHs TOKYMEHTAllMOHHOTO OOECTeYeHHs YIMpPaBJICHUS : 3JEKTPOHHOE

yaebHnoe mocobue / coct. C. E. Mumenun ; KeMepoBckuii rocyapcTBEHHBIH YHUBEPCUTET,

WHCTUTYT UCTOpUH, TOCYJAPCTBEHHOTO YIIPABICHUS U MEKIYHAPOIHBIX OTHOIICHUH [U 1p.]. —

Kemeposo : KemepoBckuii rocynapcTBeHHbli yauBepcuteT, 2017, — 478 ¢. — Pexxum nocrymna:

mo moamucke. — URL: https://biblioclub.ru/index.php?page=book&id=481592. — Texkct

3JIEKTPOHHBIMN.

Pri6akoB, A. E. OcHoBsl aenonpousBojctBa : yueOHuk / A. E. PribakoB. — 3-e u3., ucmp.

Muuck : PUIIO, 2016. — 320 c¢. — Pexum jgocryma: 1O  IOJIHUCKE.

URL.: https://biblioclub.ru/index.php?page=book&id=463666. — TekcT : 371€KTPOHHBIIA.

SAuxoBuy, L. A. JlemonpousBoacTBO B KaapoBoi ciyxbOe : yuebnuk / 1. A. SIHkoBHu.

Mocksa : FOuutu-/lana, 2017. — 161 c. : cxem., Tabn. — Pexxum gocTyna: mo MmoAMMCKe. —

URL.: https://biblioclub.ru/index.php?page=book&id=685463. — TekcT : 371€KTPOHHBIIA.

8.2. Pecypchl nHGpOpManMOHHO-TEJIeKOMMYHUKAIIMOHHOM ceTH «AHTepHeT»

e Bcepoccuitickuii HMW noxkymMeHTOBENEHHs W apXMBHOIO Jena. — Pexum jocryna:
http://www.vniidad.ru;

e [wnpaus ympapISIONIMX OpraHu3anueil: mnpodeccuoHanbHBIH (HOpPYyM PYKOBOAUTENEH U
CHEIMATMCTOB B  OONAacTH  ympaBieHHs  JOKYMEHTamMH. — Pexum  JgocTyma:
http://www.gdm.ru/;

e UMudopmarmonnsiii nopran «Zakonbase.ruy». — Pexxum goctymna: http://zakonbase.ru;

e [IpaBoBoii mopran B cdepe KylIbTyphl: WH(DOPMAIMOHHO-CIIPABOYHAS 0a3a HOPMATHBHBIX
JOKYMEHTOB M0 KynbType / MunuctepctBo KynbTypsl Poccuiickoit denepannu. — Pexxum
nocryna: http://pravo.roskultura.ru;

e Poccuiickuii HHCTUTYT cTaHAapTU3aIuu. — PexxuMm gocrtyma: http://www.gostinfo.ru/;


https://biblioclub.ru/index.php?page=book&id=696314
https://biblioclub.ru/index.php?page=book&id=481592

e Cekperapckoe Je0: ©KEMECSUHbId MPOo(EeCCHOHANBHBIA JKypHal. — PexuM gocrymna:
www.sekretarskoe-delo.ru;

e desepanbHOE areHTCTBO MO TEXHUYECKOMY peryiupoBanuio u merposoruu (Poccranmapr).
— Pexxum noctyma: https://www.gost.ru;

o HCHTp KOMIICTCHIIMK I10 BOIIpOCaM IOOKYMCHTAIMOHHOI'O O6eCHC‘ICHI/I$I YIIpaBJICHUA U
apXUBHOTO Jiena. — Pexxum pocryna: http://www.edou.ru;

8.3. IIporpammHoe oGecnieyeHre U HH(pOPMaMOHHbIE CIIPABOYHbIE CHCTEMbI
IIporpamMmHoe obecrieyeHue:

JIUYEH3UOHHOE NPOSPAMMHOE 0ODecneyeHue:

* omnepanuonHas cucrema — MS Windows

* oducHsit maker — Microsoft Office (MS Word, MS Excel, MS Power Point, MS Access)

c80000HO pacnpocmpansemoe npocpammnoe obecneyenue:

* oducHbi maket — LibreOffice

* mporpamma-opaysep
baznl JAHHBIX, I/IHd)ODMaHI/IOHHO-CHDaBOqHBIe U TTIOMCKOBBIC CUCTEMBI.

» Komncynperant [1mroc

9. MarepuajibHO-TeXHHMYECKOe o0ecredeHne TUCUUIIMHBI
Hannumne ygaeOHOM 1abopaTopuu, OCHANEHHON MPOEKIIMOHHON U KOMIBIOTEPHOUN TEXHUKOMH,
WHTETPUPOBAHHOM B VIHTEpHET.

10. OcoGeHHOCTH peau3auuy AUCHUILUIHHBI A1 HHBAJIUAOB U JIHI ¢ OTPAHUYCHHBIMH
BO3MOKHOCTSIMHU 310POBbSI

Jnst  obecriedyeHuss 00pa3oBaHUS HWHBAIWIOB W OOy4YAIOIIMXCS C OTPAaHHUYCHHBIMU
BO3MOXKHOCTSIMM  3710pOBbsI  pa3pabarhiBaeTcsl aganTHUpoBaHHas oOpas3oBaTelbHas MpPOrpaMma,
WHIUBUAYAJTBbHBIN Y4eOHBIM IJIaH C Y4eTOM OCOOEHHOCTEH MX MCHUXO(U3UYECKOTO Pa3BUTHS U
COCTOSIHUSI 3/I0POBBS, B YAaCTHOCTH TNPUMEHSETCS WHIUBUIYAIbHBI MOIXOI K OCBOCHHIO
JTUCHMIUIMHBL, WHIUBUIYyallbHbIE 3amaHus. [ OCyIIecTBIIEHUs MPOLEAyp TEKYLIEro KOHTPOJIS
YCIIEBAEMOCTH U IPOMEKYTOUHOM arTecTaluy 00y4JaroluXcsi MHBAJIUAOB U JIMI] C OTPaHUY eHHBIMU
BO3MOXKHOCTSIMH 3/IOpPOBBSl YCTaHABJIMBAIOTCA aJalTUPOBAHHBIE (DOPMBI MPOBEACHHUS C YYETOM
UHIUBUAYAJIBHBIX TCUXO(U3HOIOTHUECKUX OCOOCHHOCTEH: JUIsl JIMII C HapylmleHHEeM 3pEHHS
3aJlaHus MPeIaraloTcsl ¢ YKPYIMHEHHBIM MIPUGTOM, IS JIUI] C HAPYLIEHUEM CIyXa — OLIEHOYHBIE
CpeACTBa MPEIOCTABIAIOTCS B MUCHbMEHHON (opMe ¢ BO3MOKHOCTHIO 3aMEHBI YCTHOTO OTBETa Ha
MUCBMEHHBIN, ISl JIUIl C HAPYHICHHEM OIOPHO-ABUTaTEIbHOTO ammapara ABHraTelibHbie (OpMbI
OIICHOYHBIX CPEJICTB 3aMEHSIIOTCS Ha NHCHMEHHbBIC/YCTHBIE C WCKIIOUYEHHEM JBUTATENbHOMN
AKTUBHOCTH.

[Ipyn HEoOXOOUMOCTH CTYACHTY-MUHBAIUAY MPEAOCTABISETCS JOTOJTHUTEIBHOE BpeMs s
BBITIONTHEHUS 3agaHus. [Ipyu BbINOMHEHWM 3aJaHuil U1 BCEX TPYHN JHIl C OTPaHUYCHHBIMU
BO3MOXKHOCTSIMM ~ 3[IOPOBBSl  JIOMYCKAeTCS  MPUCYTCTBUE  HMHAWBHAYaJbHOTO  TMOMOIIHHKA-
COMPOBOXKIAIOIIETO MMl OKa3aHUSl TEXHUUECKOW MOMOIIM B OGOPMIICHHH PE3YyIbTaTOB MPOBEPKU
c(hOpPMUPOBAHHOCTH KOMIIETECHIINH.

OOyuaronuecss HMHBIMABI W JIMIA C OTPAHMYEHHBIMH BO3MOKHOCTSIMH  3JI0POBBS
obecrnieuyeHbl y4eOHO-METOANYECKUMU pecypcamMu B (popMax, alanTHPOBAHHBIX K OTPAHUYCHUSIM UX
3M0pOBbs. YUeOHO-METOIUYECKHE Pecypchl MO TUCIUIUIMHE «J[OKyMEHTOOOOpOT YyUpeKIeHUs
KyJIBTYphI» pa3MelleHbl Ha caiite «OnekTpoHHas oOpaszoBarenbHas cpega KemI MK»
(https://edu2020.kemgik.ru/course/view.php?id=4880), koTopast UMeeT BEpCHUIO ISl CTA00BUSIIUX.

11. IlepeyeHb KJIIOYEBBIX CJIOB
Busa cornmacoBanus



BHyTpeHHUE TOKyMEHTBI
Bxonsmue T0KyMeHTbI

I'pud cormacoBanust

JenoBas nepenucka

JlenoBoe nucbmo

JIOKYMEHTBI IO INYHOMY COCTaBY
JloKkyMeHTOO00pOoT

JIOJKHOCTHBIE MHCTPYKLUU
Hcexopamume 10KyMEHThI
Homenknarypa 1OKyMEHTOB 1O JIMYHOMY COCTaBY
[Ipoekr noxymeHTa

TpynoBo#i 1orosop
VYipaBieH4eCKUNA TOKYMEHT
VYTBepkIeHNE NPOeKTa JOKYMEHTa



