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1. TACHOOPT PABOYEN MIPOIr'PAMMbBI YYEBHOM JUCIUITIINHBI

1.1. O6aacTh NpUMeHEeHHsI MPOrPaMMbI

Pabouvas mporpamMMa JUCIUTUIMHBI SBJSIETCS. YaCThI0 OCHOBHOM MTPO(GECCHOHATLHON
oOpa3zoBarenbHOM nporpamMmbl B cooTBeTcTBHM ¢ PI'OC mo cnermansuoctu CI1O 40.02.04
«OpucnpyneHus », At OYHOTO ¥ 3a09HOTO (PopM 00yUCHHS CTYACHTOB, UMEIOIIUX OCHOBHOE
o01ree oOpazoBaHue, 1O MporpaMme 6a30BOW OATOTOBKH.

1.2. MecTto y4eOHO# JTMCHUILIUHBI B CTPYKTYype
OCHOBHOI1 TPpo(ecCHOHAILHON 00pa30BaTeJbLHON NPOrPaMMBbI:

B ocHOBHOI1 podeccnoHanbHO 00pa30BaTeNbHOM MTporpaMme yueOHast JUCIUTLINHA
«JlokyMeHTaIMoHHOE o0ecreyeHre yIpaBIeHHs» OTHOCUTCS K 0011enpodeccuoHalIbHbIM
JUCLUIUIMHAM NPO(ECCHOHAIBHOTO LUKJIA.

1.3. Heuau u 3aaa4u y4eOHOI TUCHMNIHHBI:

CopepxaHue mporpaMmbl y4eOHOM AUCHUIUIMHBI «/{oKyMeHTalnoHHOe obecreueHue
YIpPaBIEHUS» HAMNpPaBICHO Ha JOCTH)KEHUE CIEAYIOLIMX LeJeil: - MOJy4YeHHUE BBITYCKHUKOM
0o0pa3oBaHMs, TO3BOJSIFOIIETO MPHOOpPECTH HEoOXoauMble 00mMue ©u MpodecCHOHATbHBIC
KOMITETSHITMH U yCIIeNTHO paboTaTh B M30paHHOU cepe NesITCIIbHOCTH.

3amaveii JUCHUIIINHBI ABJISICTCS:

a) oOecrieueHHne peanu3aliu MpaB rpaxaaH B cPepe NEHCHOHHOTO 00ecTeueHus 1
COILIMAJIbHOM 3aIlIUTHI;

0) opraHuzalMOHHOE 00ecreueHne IeATENbHOCTH YUPEKICHNN COLMaTIbHON 3aIIUThI
HaceneHus u opraHos Ilencuonnoro gonaa Poccuiickoii ®@eneparum.

B pesynbrare wu3ydeHMs AMCHMIUIMHBI  «J{OKyMEHTallMOHHOE oOOecreyeHue
yIpaBIeHU» 00yJaIOIUNACS JOKEH:

- yMeThb:

- 0OpMIISITH OPTraHU3AIMOHHO - PACHOPSAUTEIbHbIE JOKYMEHTHI B COOTBETCTBUU C
nerictBytomuM ['OCTowm;

OCYIIECTBIISATh OOpaOOTKY BXOJALIMX, BHYTPEHHUX M MCXOJALIMX JOKYMEHTOB,
KOHTPOJIb 32 UX UCIIOTHEHUEM;

0QOpPMIISITh TOKYMEHTHI JUIsl IEpEeIavl B apXUB OpraHU3alllH;

- 3HATh:

MOHSTHE JOKYMEHTA, €r0 CBOMCTBA, CIIOCOOBI TOKYMEHTHPOBAHUS;

IMpaBUJia COCTABICHHUS ©  OQOPMIICHHS OPTaHU3AIMOHHO-PACTIOPSAUTEIHHBIX
noKyMeHTOB (nanee - OPJI);

CHUCTEMY M THUIIOBYIO TEXHOJIOTHIO JOKYMEHTAI[MOHHOTO O00eCHeueHHs! YIpaBICHUS
(manee - JIOV);

0COOEHHOCTH JETOMPOU3BOJICTBA IO OOpAIeHUsIM TpakKJIaH U KOH(UIEHIINATBHOTO
JIeJIONPOU3BOICTBA.

OcBoenue coaepxanus yueOHOM UCIUIUINHBI «J{OKyMEHTAI[MOHHOE o0ecrieueHne
yIpaBiIeHUs» 00eCIeYBaAET TOCTUKEHUE CTYACHTaMU CJIEYIOIUX Pe3yIbTaTOB:
OO0mme KoMneTeHINH
OK 1. IlonnmaTh CyIIHOCTh M COIMAJIBHYIO 3HAYUMOCTh CBOEW Oyaymied mpodeccuu,
IIPOSIBJIATH K HEW YCTOWYMBBINA UHTEPEC.
OK 2. Opranu3oBblBaTh COOCTBEHHYIO JESITECIBHOCTb, BBIOMpATh THIIOBHIE METOMBI U
CIOCOOBI BBIMTOJTHEHUS MPOPECCHOHAIBHBIX 33/1a4, OIEHUBATh X A()(PEKTUBHOCTH U KAa4eCTBO.

OK 3. [IpyHuMaTh pemnieHus B CTAaHAAPTHBIX U HECTAHIAPTHBIX CUTYAIUSIX U HECTU 332 HUX
OTBETCTBEHHOCTb.

OK 4. OcytecTBisTh MOUCK U UCTIOIB30BaHUE HHPOPMAIIHH, HEOOXOTUMOM JIsI
3(PEeKTUBHOTO BBIMOIHEHUS TPO(PECCHOHATBHBIX 33724, TPOPECCHOHATIBHOTO U TUYHOCTHOTO



pa3BUTHS.

OK 5. Hcnonp3oBaTh HH)OPMAITMOHHO-KOMMYHHUKAITMOHHBIE TEXHOJIOTHH B
poeCCUOHATTLHON IEATEIEHOCTH.

OK 8. CamoCTOSITENHEHO ONPEENTh 3a/1a4l MPOPECCUOHANBHOTO U JINYHOCTHOTO
pa3BUTHSL, 3aHUMAThCS CAaMOOOPa30BaHMEM, OCO3HAHHO IJIAHUPOBATH TOBBILIICHHUE
KBaTM(UKAITIH.

OK 9. OpueHTHPOBATHCS B YCIOBUSAX TTOCTOSIHHOTO U3MEHEHUS IPABOBOM 0a3bl

IIpodeccnonanbHbIe KOMIIETEHIIUN

[1K 1.1. OcymecTBasTh MpohecCHOHATLHOE TOIKOBAaHHE HOPMATHBHBIX IPABOBBIX aKTOB
JUIS pealii3alliy MpaB rpakJaH B chepe NeHCUOHHOTO 00eCTIeYeH s U COIIMAIbHOM 3aIlUTHI.

[1K 1.2. OcymiecTBasTh IpUEM IpakaaH IO BOIPOCAM IMEHCHOHHOTO 00eCTIeYeHUS U
COLIMAJIbHOW 3aIlUTBHI.

[IK 1.3. PaccmaTpuBaTh MakeT TOKYMEHTOB ISl HA3HAYEHUS TIEHCUM, TTOCOOUH,
KOMIIEHCAIU#, IPYTUX BBIIUIAT, @ TAKKE MEP COLUAIBHON MOAJIEPKKU OTAEIbHBIM KaTErOPUSIM
rpaX/iaH, Hy>KIAaoIUMCs B COLIMAJIbHOM 3alluTe.

[IK 1.4. OcymiecTBiATh ycTaHOBJICHHE (Ha3HAUCHUE, TIEpepacueT, MepeBol), HHIEKCALIUIO
Y KOPPEKTUPOBKY MEHCH, Ha3HaUYEHUE MOCOONH, KOMITEHCALIUI B JPYTUX COLMANBHBIX BBIILIAT,
UCIOJIB3YS MH(POPMAITMOHHO-KOMIIBIOTEPHBIE TEXHOJIOTHH.

IIK 1.6. KoHcynbTupoBaTh rpaskJjaH U MpeacTaBUTENEeH IOPUINUECKUX JIUL IO BOIIPOCaM
IIEHCMOHHOT'O 00ECIIeUEHNUs U COLMATbHON 3alUTHI.

1.4. Koau4yecTBO 4acoB Ha OCBOEHHE MPOTrPaMMBbl y4eOHOH JUCHUILINHBI:
Ounas popma 00ydeHus:

MakcHUMajbHas ydeOHas Harpyska oOydaromierocs - 66 yacoB, B TOM 4Hcie: o0s3aTeabHas
ayIuTopHas yueOHas Harpy3kaoOydaromnierocs36 yacos;

U3 HUX:

Jleknuu -18 yacos .

[IpakTudeckue 3aHATHS- 8 YacoB.

CemuHnapckue 3ansaTusi-10uacos.

CamocrositenbHas padbora oOyyvarorierocs - 30 yacos,

3aouHas popma oOyUueHHUS:

MakcHUMajbHas ydeOHas Harpyska oOydaromierocs - 66 4acoB, B TOM 4ucIe:
o0s3aTenbHas ayIuTOpHas yueOHasi Harpy3ka o0y4aromierocsi-12 4acoB; B TOM 4ucCIIe:
JIEKITUH -6 4acoB;

MPAKTUYECKHE 3aHATH -6 YacoB.

caMmocTosTenbHas pabota oOyyaromerocs - 54 yaca.



2. CTPYKTYPA U COAEPKAHUE JUCHUITJIUHBbI
2.1. O0beM yueOHOH TUCHMIIMHBI M BUABI Y4e0HOIi padoThI

QOunas popma o0yueHust

Buj yueOHoi1 padoThl O0bem yacoB

MaxkcumanbHasi yaeOHas Harpy3ka (BCero) 66

OO0s3aTeNnbHAast ayIUTOpHAs yueOHasi Harpy3ka (Bcero) 36

B TOM YMCJIC:

JIEKIIAN 18

1abopaTOpPHbIE 3aHATHS -

MPaKTUYECKUE 3aHATHS 8

CeMUHapCKUE 3aHATUS 10

KypcoBasi paboTa (IIpOeKT) (eciu npedycmompeHro) -

CamocTtosTenbHas pabota o0yyaronierocs (BCero) 30

B TOM YHCJIC:

pa60Ta C KOHCIICKTOM 38.H$ITI/II>’I;

paboTa ¢ TeKCTOM y4eOHHKa;

CO31aHHC Hpe:’»eHTaHHﬁ;

MOWCK MH(OPMAITUH (C UCIIOIb30BaHNEM MHTepHET-pEeCypCOB) U HAIMCAHUE

pedepaToB.

Pabora ¢ HITA.
Perenrie cuTyallMOHHBIX 33734

ol o oo o ol

lToroBas arrecrauusi B pOpMe cemecmposoti oyenKu - 3auem

3aounas popma o0yueHnust

Buj yueOHoi padoThI O0bem yacoB

MaxkcumaibHas yuyeOHast Harpy3ka (Bcero) 40

OO0s3aTenbHas ayJUTOpHas ydeOHas HarpysKa (Bcero) 10

B TOM YMCJIC:

JIEKIIUU 8

J'Ia60paTOpHLIC 3aHATUA -

[MPAKTUYCCKUC 3aHATUA 2

KOHTPOJIbHBIC pa60TBI -

KypcoBasi paboTa (IPOEKT) (eciu npedycmompero) -

CamMocTosTepHas padoTa o0yJaromierocs (Bcero) 26

B TOM YHCJIC:

paboTa ¢ KOHCIIEKTOM 3aHSATHI; padoTa ¢ TEKCTOM yueOHHKA; CO3TaHue
[pE3EHTALN;

MovcK HH(popMaLuu (¢ Ucroyib30BaHueM VHTepHeT-pecypcoB) H HallMCaHUe
pedepaToB

Pa6ora c HIIA.

Perienrie cuTyallMOHHBIX 3a7a4

(62 IS I~ S

EEN S

HToroBas arrectaius B popMe cemecmpogoll OyeHKu - 3auem




2.2. TemMaTu4ecKHi IVIAH U COJEPKAHNE Y4eOHOI JUCHUIINHBI «/[0KyMeHTAIIHOHHOE o0ecreueHmne

ylpaBJIeHUsD

®opma 00y4eHHUsI: OUHAS, 3209HASA

CamocTosiTenpHas paboTa 00y4yaromnXcsi- BEIMOJIHEHUE IOMALIHUX 3aJaHui 110 Teme 1;

- TIpe3eHTAaIUH, JOKIaJbl 1 pedepaThl Ha MPUMEPHBIE TEMBI:

«cToprudeckue Tambl AeJI0MPOn3BoACTBa B Poccnny, «/lenonpon3BoaACcTBO: BUepa U CETOAH,
«O6mepoccutickue kiaccupukaropsl: OKIIO, OKY I, OI'PH»,

- npocMoTp nHpopmarun B CMU, MHTEpHET, HAYyYHO-TIOMYJISIPHBIX CTAThSIX

HaumenoBanue pa3aesioB O0bem
U TeM Coaepixanue yue0HOr0 MaTepualia, JJ1aopaTopHble U MPaKTHYeCKHe PadoThI, Oonbem 4acoB
CaMoCTOsITebHAsE Pa6oTa 00y4alolmmxcs, Kypcopasi paéora (npoekr) (eciu npedycmompensty) | 4aco 10| 030
1 2 3 4
Paznen 1. O61ume mos10:keHust
Tema 1 llousatue 0 [JlekumaNel.Conepskanue y4eOHOT0o MaTepuasia; 2 2
JAOKYMEHTaX, cnocodax HopMaTHBHBIN JOKYMEHT, perJaMeHTHPYIOUIMK OCHOBHBIC TEPMHHBI B 00JIACTH JCTIONPOU3BOACTBA
AoKkyMeHTHpPoOBaHuA, [[loHSATHE «TOKYMEHT». S3BIKM U clIOCOOBI JOKyMEHTHpOBaHU. COBpeMEHHbIE BUIbI HOCUTEIEH
HOCHTEAX HHopManuu MHPOpMaLU. 3aKOH, yCTaHABIMBAIOIIMIA PABOBON PEKUM CO3/IaHUsI, XPAHEHUSI U HCIIOIB30BaHHUS
¥ PYHKUMAX TOKYMeHTA. [MH)OpMaIMOHHBIX pecypcoB. OTIHUNe JOKYMEHTa JIMYHOTO IPOUCXOKACHUS OT OUIUATEHOTO
TOKyMeHTa.
IIpakTHyeckoe 3ansaTHENe1 2
1Tlonsitne u QYHKINU JOKYMEHTOB.
2 CriocoOBbl IOKyMEHTHPOBAHHSI.
3 MarepualibHble HOCUTENIN HH(OPMAIINH.
4 Knaccudukaius TOKyMEHTOB 10 Pa3IHYHbIM ITPU3HAKAM.
Cemunapckoe 3ansitueNel
IOpunuyeckas cuna opuuanbHOTo JoKyMeHTa. OYHKIUH U MOJI()YyHKIIMOHAIBHOCTh JIOKYMEHTA.
OcHoBHBIE OJIOKH (TPpyNIbl) GYHKINN TOKYMEHTa, UX XapakTepucTuka. M3menenue 2
JieicTBrs (PYHKIIMI BO BpEMEHH.
3amuTa pedepaToB Ha 33JaAHHYI0 TEMATHKY.
CamocTtosiTeqibHast padoTa: 4 2




Tema 2. Ilpuznaku u  [Jlexknus Ne2. Copep:xkanue yueOHOro MmaTepuaa:
CTPYKTYypa 1oxkyMeHnTa. |(OCHOBHBIE CBOWMCTBa JOKyMeHTa. OnpeaeieHne aTpuOyTHBHOCTH (()yHKIIMOHATBHOCTH,
CTPYKTYPHOCTH) JOKYMEHTA.
OcHOBHBIE TPU3HAKU JOKYMEHTa, UX XapakTepuctuka. lOpuandeckas cuiaa JOKyMEHTA.



B pa3yMHBII CPOK.

I[IpakTHyeckue 3aHATHANL2

1 Obmras XapakTepuUCTHKa CTPYKTYPhI TOKYMEHTA.
2 BHyTpeHHSISI M BHEIITHSSA CTPYKTYpa JOKyMEHTA.
3 PekBU3UTBI TOKYMEHTA, UX OCOOCHHOCTH.

4 Knaccugukanyst JOKyMeHTa.

CamocTosiTeibHas padoTa:

CaMocTosTelbHas paboTa 00yJaromuxcs: ohOpMICHHAE JOKYMEHTAIUU B COOTBETCTBUH C
HOPMAaTHUBHOW 02301, B TOM YHUCJIC C MCIIOJIb30BaHUEM HH(DOPMAIIMOHHBIX TeXHOJIOTHH. 3yunTh
OCHOBHBIE TIpaBWJIa 0(OPMIICHHS MAITUHONMCHBIX TEKCTOB, TPEOOBaHUSI K 0OPMIICHUIO TEKCTA.

Tema 3. Yaudukanus u
CTaHIAPTH3ALMS
JOKYMEHTOB.

Jlexnus Ne3. Conep:kaHue y4eGHOro MaTepuasa:

OCHOBHBIE LIeTH YHUPHUKALIUU TOKYMeHTOB. CTaHIapThl IPOBEJCHUST YHUPHUKALIUU TOKYMEHTOB
Cucremsbl JokyMeHTanuu, ux Buabl. Ocodennocts Y COPJI. Buasl cTannapToB, MpUMEHSFOIIIAECS B
Harei ctpaHe. KoMIiekc HOpMaTHBHBIX TOKYMEHTOB IO cTaHAapTu3anuu. PaspaboTka n
YTBEP>KACHUE HOPMATUBHBIX JOKYMEHTOB MO CTaHAAPTU3AIIUH, KOHTPOJIb U HAA30D 3a COOII0ACHUEM
ux TpedoBanuii. YCJI , Buasl YCJI B Haieli ctpane. PekBusut nokymenTta. Gopmymsp JoKyMeHTa
Otimane GopmMyIspa TOKyMeHTa OT ¢popMysipa-o0pasma. HopMaTuBHEII TOKYMEHT,
pernamentupyrommii npumenenue Y COPJI. OcunoBnoii crangapt va Y COP/I. [Ipunoxenus,
BroTroueHHbIe B [OCT .

CamocrosiTeibHas padora:
CamocTosiTennbHast paboTa 00yyaroIuxcs: - BBIIIOJHEHUE TOMAIIHUX 33JaHuil 1o Teme 3;

[OJIrOTOBKA M COOpP JOKYMEHTALUH U1 NPAaKTHYECKUX padoT; - MOUCK ¥ MPOCMOTP TOKYMEHTOB B
KOMITBIOTEPHBIX CITPABOYHO-TIPABOBBIX CHCTEMAX; - IPE3CHTAIINH, TOKIAIbI U pedepaTsl Ha
puMepHbIe TeMbl: «OCHOBHBIE TPEOOBaHMUS K COCTABICHUIO H O(OPMIICHHUIO IOKYMEHTA,
«ITHUECKHE HOPMBI IIPH COCTABICHUH TEKCTa AEJI0BOro nucbMay, «lIpobnema onpenenenus Gopmel

Tema 4. ®opmyasip-
o0pa3zen, peKBU3UTHI U
0J1aHKH.

Jlexnus Ne4 Conep:xanue y4eOHOIo MaTepuaia:
dopmat Oymaru aist moctpoenus popmyisipa-oopasua OP/l. Pasmepsr noneit OP/], ycranoBneHHbIE
dhopmysipoM-o6pasiom OPJI. PekBU3uThI Ha TIOJISAX JOKYMEHTa, MaKCUMallbHBIH

cocTa

B




PEKBU3NUTOB. XapaKTepHCTHKA TOMOIHUTENBHBIX pekBu3uToB OPJl. OTnmume mpoaojbHOrO BapUaHTA|
PACHONOKCHNSI PEKBH3WTOB 3arojOBOYHONM dYacTH ONaHKa OT YIVIOBOTO. blaHK MOKyMeHTa 110
onpenencauro ['OCT P 51141-98. CnocoObl m3roToBicHHS OJaHKOB IOKyMeHTOB. OcHOBa s
2IpoeKTUpOBaHMs OJaHKa NOKymeHTa. Buapl OmankoB, yctanosiernele ['OCT P 6.30-2003. Bumsi
MOKYMEHTOB Ha o0riemM Omanke. [locTtostHHbIE peKBU3UTHI Ha OiaHkax. CiocoOBI OTMETKH Ha OJaHKaX IS
[epEeMEHHBIX PeKBU3UTOB. OTinuuue odmero OnaHka oT OnaHKa muckMa. TpeOoBaHMs, MPEABABISIEMbIC
[pU U3rOTOBJICHUH OJlaHKa ¢ n300pakenueM ['ocynapcrernnoro repba P® wim rep6oB cyobekToB PO.

IIpakTH4eckoe 3ansaTHeNe3

1 ®Dopmynsap-oOpazeny OpraHM3aLMOHHO-PACHIOPSIUTENLHOTO JoKyMeHTa2 OOmue CcBeACHUs O
PEKBH3UTAX.

3 biaHku JOKyMEHTOB.

4 TpeboBanus K 0OpPMIICHUIO PEKBU3UTOB OPraHU3allHOHHO-PACTIOPSANTENBHBIX JOKYMEHTOB.

CeMmunapckoe 3ansitue Ne2
SamuTa pedepaToB Ha 33JaHHYIO TeMaTHKy. PaboTa ¢ oOpasmamMu JOKyMEHTOB.

CamocTosiTeibHas padoTa:
PaboTa ¢ KOHCIIEKTOM JIEKIIUH B y4eOHUKaMU

Tema S. IlpaBuia
o(opMJIeHHSI OCHOBHBIX
BUIOB OPraHM3AIMOHHO -
pacnopsiAMTebHbIX
AOKYMEHTOB.

Jlexnusi Ne5 Cogep:xanue y4eOHOro MaTepuaJjia:

Buibl OpraHu3auOHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB. PacniopsauTenbHble TOKYMEHTBI KaK IIPABOBBIE
aKThl. BCTyIIJIEHHE B CUILY pacCHOpPSIIUTEIbHBIX TOKYMEHTOB. Pasinuue pacropsIuTeNbHbIX JOKYMEHTOB
no cdepe aerictBus. OcHOBaHWE AL W3JAHMS PACIOPSAUTENBHOrO NoKyMeHTa. IlocTpoeHue Tekcrta
pacnopsauTeNbHOrO A0KyMeHTa. OdopmieHrne OTMETKH O HAIWYMK NPWIOKEHHS B PACHOPSIIUTEIHHOM
nokymeHTe. Jlata B pacnopsauTeabHOM AOKyMeHTe. DopMa M3J1aHUsS COBMECTHBIX PACIIOPSAUTENBHBIX
OKyMeHTOB. OpraHsl, IpUHUMAOIINE TIOCTaHOBIEHNUE. Brupsl MIPUKa30B
OTnuuuTeNbHBIE 0COOEHHOCTH IpH 0(OPMIICHUN TIPUKa3a 110 JIMYHOMY COCTaBY.

IIpaBo moamucu Ha npuka3zax. PEKBU3WTBI Ha YKa3aHMSIX M pacnopshKeHusX. Bompockl H3paHus

ACIIOPSKEHUS U YKA3aHMUSL.

IIpakTH4eckoe 3ansTHeNed

1 Opranu3zaniuoHHbIE JOKYMEHTHI

2 PacniopsimutenbHbIE JOKYMEHTHI

3 UHpopMaLmoHHO-CTIPABOYHBIE JOKYMEHTHI

4 dopMBI OpraHU3alMOHHO-PACTIOPSIUTENBHBIX JOKYMEHTOB

CemuHapckoe 3ansTneNe3
JlenoBas urpa « 5 Moyi0J10¥ crieliaInuCT

10




CamocrosiTeibHas padora:
PaboTa ¢ KOHCIIEKTOM, y9eOHUKaMH M HOPMATHBHBIMH ITPABOBBIMH aKTaMHU

Pa3znen 2. Opranu3amus pa6oThbl ¢ TOKYMEHTAMH

Tema 6. Cy:x0a
JOKYMEHTAIIMOHHOT' O
odecreyeHust
ynpaBJieHHSI.

Jlexnus Ne6. Conep:kaHue y4eOHOro MaTepuaJa:

Cayx0a, OCyIIeCTBISIOMAs TOKYMEHTAIMOHHOE 00ecrieyeHre ynpasieHus. THmoBas CTpyKTypa
yrpasieHus AenaaMu. [IpaBoBbie aKThl, periiaMmenTupyomue padoty ciyxosl JJOY. Ctpykrypa Tekcta
rmostoxkeHus o ciyx6e JJOY, kaxasiid u3 pazneno. Oynkiuu cimyxost JJOY. MaCTpyKINS 110
nenonpon3BoaAcTBy. OyHKINHN B ciryk0e JIOY mIst KaTeropuu CryKamuX «CIeuaTncTsy. BUIb
eIOTPON3BOICTBEHHBIX paboT 1Mo HOpMaM BpeMeHH. JJoKyMeHT0000poT, moAcueT oobeMa
nokymMeHTo000poTa. [I0TOKM JOKYMEHTOB B COCTaBe JOKyMEHTO000poTa. OCHOBHBIE ATAIIBI
MoKyMeHT0000poTa. OCHOBHBIE MPUHLUIIBI OPraHu3al JOKyMeHToo0opoTa. OpraHn3alioHHbIe
(hOpMBI J1eTONPON3BOJICTBA, UX OTINYHSI.

CamocTosiTeibHas padoTa:
PaboTa ¢ KOHCIIEKTOM, YYeOHHKAMU U HOPMATHBHBIMH MTPABOBHIMH aKTAMU

Tema 7. Opranuszanus
npuemMa, pacCMOTPEeHHUS U
perucTpanuu
AOKYMEHTOB.

Jlexnusi Ne 7. CoepskaHue y4eOHOro MaTepuasa:

Peructpanysi JOKyMEHTOB, €¢ OCHOBHas 1eNib. JIOKyMEHTBI, HE Mojjexaique perucrpanun. Dopmel
perucTpanyu 1o0kyMeHToB. OCHOBHOM MPHHITUI PETHCTPAIUH JOKYMECHTOB. XapakTepucTHKa
CMEIIAHHON CHUCTEMBI perucrpanunu. (DOpMI/IpOBaHI/IC CoCTaBa PETHUCTPAIITMOHHOI'O HOMEpa BXOAANIUX,
HMCXOOAIUX U BHYTPCHHUX TOKYMCHTOB. PCI‘I/ICTpaIH/Iﬂ OTBETHBIX JOKYMCHTOB. PCI‘I/ICTpaHI/IOHHLIC HOMCPA|
1 OykBeHHbIe 0003Ha4YeHUs. DOPMUPOBAHUE PETHCTPAIHOHHOIO HOMEpPa COBMECTHBIX JOKYMEHTOB.
PCI‘I/ICTpa]_II/IOHHBIe HOMEpa Ha BXOAAINIUX AOKYMCHTAx. PeKBI/ISI/ITLI, BKJIFOUCHHBIC B PCrUCTPALIMOHHBIC
dopmbl. OTiuune pasHbIx (OPM pErucTpaiuy, WX NpeuMyiiecTBa. TpeOoBaHUs NPEIbABISIOTCS K

aboTHHKaAM, OCyIIeCTBIsIOINM peructpaunio. Knaccuukatopsl npu BBeaenun aannsix B UIIC.

11




CamocrosiTeibHas padora:
PaboTa c KOHCIIEKTOM, yieOHUKaMH M HOPMAaTHBHBIMH ITPABOBBIMH aKTaMHU

Tema 8.
HNudopmanuonno-
crpaBoYHasi padora

Jlexnus Ne§. Conep:kaHue y4eGHOro MaTepuasa:

Llens co3manms B OpraHu3aIiuy HHGOPMAITMOHHO-TTONCKOBOH cucTeMsl. [Toctpoerne UIIC npu
peructpanuu JoKkyMeHTOB ¢ momonibio PKK. [Ipu3Haku mocTpoeHus ClipaBOYHbIX KapTOTeK PyOpuku
CIpaBOYHBIX KapTouek. CrpaBodHasi paboTa 10 M3AaHHBIM IIPaBOBEIM akTaM. CIIpaBOYHbBIE KAPTOUKH
B opram3anud. TexHoJIorus paboThl C KAPTOTEKAMH 0 TPATUIIMOHHOW CUCTEME B PYIHOM PEXHIME.
CripaBouyHasi paboTa B aBTOMAaTH3HUPOBAHHOM PEXKHMME C MCroyb3oBanueM [1K.

Cemunapckoe 3ansaTueNe4,

MH(pOopMaIlMOHHO-TIONCKOBAasi  CUCTEMa 10 JOKyMEHTaM OpraHuW3anuu. MexaHuzamus |
ABTOMATHU3aIUs padOTHI C JOKYMEHTaMHU. MeTo10710THs TOKYMEHTAIIMOHHOTO 00eCTICUeHUS
yrpaBiieHHsI MeTO/IbI COBEPIICHCTBOBAHMUS IOKYMEHTHPOBAHHUS YIIPABICHICCKOHN JIESITEIBHOCTH.
3amuTa Npe3eHTAINH, JTOKIAAbl i pedepaThl Ha 33aHHBIC TEMBI.

CamocrosiTeibHas padora.
PaGoTa ¢ HOPMATHBHBIMHU NIPABOBBIMH JOKYMCHTAMU PETIIAMCHTUPYIOIIUMU ACATCIIBHOCTD
KaJIpOBOTO OTJAENa MPEATPUATHS.

Tema 9.
Opranuzauusi OTOPaBKU
HCXOISIIIUX IOKYMEHTOB

Jlexnust Ne9. JIokyMeHTHI TOCJIe OKOHYaHUS X UCTIONHEeHUs. OnpeaeneHue MOHITHI «IeJI0.
dopmupoBanne Aena. Homenknarypa nen ee opopmieHue. Buasr HoMeHKIATypsl aei. Buer mamnok,
MCIIONB3YOLINXCS IPU OPraHU3aLUU OTIEPATUBHOIO XPaHEHUsI JOKYMEHTOB. DOPMUPOBAHKE HHIEKCA
esia Mo HoMeHKJaType aen. @opMynupoBKa 3aroyioBka jaena. OnpeeneHrne CpoKoB XpaHEeHUs
ToKyMeHTOB. MITOroBO# 3anuch B HOMEHKIIATYpe Jiell, (hopMa €€ COCTABIICHMS.

CemuHapckoe 3ansaTHeNeS.

1. OCHOBHBIE TIOHATHS U TIOJIOKEHUS TI0 JIEIOMPOU3BOJICTBY.
2. CucreMa JIOKyMEHTAI|H.
3. Crangapruzanus. YHuukanus. Y HUQUIIUPOBaHHAS CUCTEMA JIOKYMEHTAIHH

CamocTtosiTesqbHast padoTa.
PaboTa ¢ KOHCIIEKTOM JIEKIMH, TOrOTOBKa K TecTHpoBaHHio. [IpopaboTka 0TBETOB Ha BONPOCHI K
3a4eTy.

3avyeT

12




3. YCJIOBUS PEAJIMBALIUU ITPOT'PAMMBI INCHUITJIMHBI

3.1. Tpe6oBanusi K MUHMMAJIbHOMY MATEPHAIbHO-TEXHHYECKOMY O0ecreyeHn o

Jist mpoBeAicHHsI 3aHATUN MO JUCHHIUTUHE «/[OKyMEHTallMOHHOE OO0ECIeUeHUE YIPaBICHUS
UCIIOJIB3YIOTCSA:

1. KabuwHer MeEHEKMEHTa W OSKOHOMHKM OpraHu3allid, B KOTOPOM HMEIOTCS CTOJBI
nByxMecTHbIe-301T, CKaMeWKHu ByxMecTHbIe-30 mT., TocKa KiaaccHas - 1 mrT., kadgeapa - 1 mrT., cTo-
MpEenoiaBaTesbCKuii- 1 IT., CTyJ npenoaaBaTeIbCKUii- 1 1IT., mpoekTop - 1 mIT., 3KpaH s npoekropa - 1
IIT., CTCHAHI - 181mIT.

2. bubnmoTeka, YMTANBHBIA 3a] C BBIXOJOM B ceTh VIHTEpHET, B KOTOPOM HMEIOTCS TMapTa
JBYXMECTHas -13 1IT., CTyJIbs ABYXMECTHBIE - 13 1IT., CTOJ NpenojgaBarens - 1 WT., CTy IpernojaBarens
- 1 wT., KOMNBIOTEPHI - 4 WIT., IPUHTEp - | IT.

3.2. NudopmanuonHoe odecreyeHue 00ydeHUs
Ilepeuenn yueOHBIX n3aaHuii, UHTEpHET-PeCypCoOB, 1ONMOJTHUTEILHOM JUTEPATYPbI
HopMaTuBHBbIEe IPaBOBbIE AKTHI:

1. "Kouctutynus Poccuiickoii @enepanuun” (mpuHsTa BCEHAPOIHBIM rojocoBanueM 12.12.1993)
(c yueToM morpaBokK, BHeCeHHBIX 3akoHamu P® o momnpaBkax k Konctutyuuu PO ot 30.12.2008 Ne 6-
OK3, ot 30.12.2008 Ne 7-®K3, ot 05.02.2014 Ne 2-®K3, o1 21.07.2014 Ne 11- OK3)

2. Konekc Poccuiickoit denepanuu 00 aIMHHUCTPATHBHBIX MMPaBOHApYIMEHUsX, M., 2018.

3. O crannapruzanuu: Gpenepanbhbiii 3akoH PO ot 29 uronst 2015 Ne 162 (B pen. ot
03.07.2016) C3 P®, 06.07.2015. Ne 27. c1.3953.

4. O rocymapctBeHHOM TaitHe: 3akoH PO ot 20 uronsa 1993 rona Ne 5485-1 (B pen. ot 08.03.2015).
/I JocTym u3 cipaB-nipaBoB.cuctembl «KoHcynbrantllimrocy.

5. OO0 apxuBHOM zene P®: denepanbhblii 3akoH oT 22 okTa0pst 2004 Ne 125- d3 (B pen. ot
18.06.2017) // Joctyn u3 cupaB-npaBoB.cuctembl «Koncynbrantlnrocy.

6. O nopsake paccMoTpeHus oOpaieHnii rpaxxaad B PO: ¢penepanbublii 3akon ot 02 mas 2006 r.
Ne 59-®3 (B pen. ot 03.11.2015) // C3 P®.08.05.2006. Ne 59.Cr. 2060.

7. O mepcoHanbHBIX JaHHBIX: (penepanbHblii 3akoH ot 27 utonst 2006 r. Ne 152-®3 (B pen. ot
29.07.2017) //C3 P®. 31. 07.2006. Ne 31.Crt. 3451

8. OO0 obecneueHun aocTyna K MHGOPMAIMU O JEATEIBHOCTH T'OCYJapCTBEHHBIX OPraHOB U
OpraHOB MECTHOTO camoympaBiieHus: (enepaiabHblii 3akoH oT 9 deBpans 2009 Ne 8- @3 (B pen. ot
09.03.2016)

9. OO0 opraHu3anuy NPEI0CTABICHNUS TOCYJAPCTBEHHBIX H MYHHIIUIIATBHBIX YCIYT: (hefepabHbIA
3akoH OT 27 utons 2010 . Ne 210-®D3 (B pex. ot 26.12.2016).

10. 006 aniekTponHOM oanucu: 3akoH P® ot 06 anpens 2011 (B pex. ot 23.06.2016).

11. O6 yrBepxnenun IlepeyHs THUMOBBIX  YNPaABIEHYECKMX  APXUBHBIX  JOKYMEHTOB,
oOpa3yromuxcsi B Tpolecce JesTeNbHOCTH T'OCYJapCTBEHHBIX OPraHoB, OPraHoB MECTHOT'O
CaMOYIPABJIEHUS U OpraHU3alMil, C yKa3aHHUEM CPOKOB XpaHEHMs: pruka3 MuHKyneTypsl Poccun ot 25
asrycra 2010. Oxonomuka u xu3Hp" (byxranrepckoe npunoxenue), Ne 10, 16.03.2012.

12. OO0 yTBep)kIeHUM TEXHUYECKUX TpeOOBaHUHN K B3aUMOJICHCTBUIO HHPOPMALIMOHHBIX CUCTEM B
€IMHOW CUCTEME MEXBEIOMCTBEHHOTO JIEKTPOHHOTO B3aUMOACHCTBUS: Tpuka3 MunkomcBsizu PO ot 27
nekadbps 2010. (B pexn. ot 02.10.2017) //C3 P®. 20.09.2010. Ne 38. ct. 4823.



OcHoBHas JuTepaTypa

1. bacakos M.U. Jlemompon3BoactBo (JlokyMeHTAIlMOHHOE OOECIeueHHue YIpPaBICHUS). -
PocrtoB: ®enukc, 2015

2. Ulysanosa H.H. JlokymeHTaInimoHHOE 0OECTICYeHIE YIIPaBICHUS:yueO.l MPAKTUKYM. -
M.:¥Opaiit,2017

3. Ky3nenos U.H. JlokymeHTanmmonHOe obecriedeHne ynpapieHus. JJokyMeHTO000pOT 1
Jenonpoun3BoicTBo. - M.: FOpaiit,2017

4. bacakos M.U. [lenonpoussoactso.- M.: [lamkos u K, 2009

5. Kysueno M.H. [JokymeHTalmoHHOE OOECIIEYeHUE YIIPABICHUS U JEIONPOU3BOICTBO. -M.:
IOpaiit, 2010

6. Kysnenosa U.B. JlokyMeHTallMOHHOE OOECIIEYCHHUE yMpaBICHUS [DIEKTPOHHBIN pecypc] :
yuebnuk a1 CCY3oB / U.B. Kysuenona, I A. XauarpsH. — DJIEKTPOH.TEKCTOBBIC JaHHbBIE. —
Caparos: Aii [Tu DOp Menaua, 2016. — 109c.—  2227-8397. — Pexum gocryna:
http://www.iprbookshop.ru/44181.html

7. bacakoB M.U. JlokymeHTannoHHoe odecneuenue ympanienus (Jlenonpon3BoacTBO)
[DnmexTpoHHEIH pecypc] : yueOHuk / M.M. bacakoB. — DIEKTpOH.TEKCTOBBIE TaHHBIe. — PoCTOB- Ha-
Hony: ®enukc, 2013. — 351c.— 978-5-222-20053-7. — Pexxum gocrymna:
http://www.iprbookshop.ru/58924.htmi

8. bacako M.U. JlenonpousBoactso [/JokymMeHTalmoHHOE 00ecrieueHne yIpaBiIeHuUs |
[DnexkTpoHHbIil pecypc] : yuebnuk / M.M. bacakos, O.U. 3ambilikoBa. — DIEKTPOH.TEKCTOBBIE
nannble. — PocroB-na-Jlony: ®enukc, 2014. — 376 ¢. — 978-5-222-23063-3. — Pexum nocryna:
http://www.iprbookshop.ru/59345.html

9. Bacakos M.U. JIenonpou3BoacTBo [[JOKyMEHTaUOHHOE 00eCIeYeH e yIIpaBlIeHus | [ DIeKTPOHHBIM
pecypc] : yuebnuk / M.W. bacakos, O.U. 3ambinkoBa. — OnektpoH. TekcToBwie qanabie. — PocToB-Ha-
23063-3. — Pexum poctyma: http://www.iprbookshop.ru/59345.html

JlonoIHUTeIbLHAS JTUTEpPaTypa

1. PoxustoBckas W.P. JlokymeHnTannonnoe obecnedeHue [DIEKTPOHHBIN pecypc]| : yueOHoe
nocobue / U.P. PoxHATOBCKas. — DIEKTPOH.TEKCTOBBIE JaHHbIe. — Cumdeponosb: YHUBEPCUTET
SKOHOMUKH | ympaBieHus, 2016. — 104 c.— 2227-8397. — Pexwum noctyma:
http://www.iprbookshop.ru/73265.html

2. I'myxosa O.B. [lokymeHTaIMOHHOE 0OeCTIeueHre yIpaBiIeHHs [ DIIEKTPOHHBIN pecypc]: Kypc
nexuuit/ O.B. T'myxoBa— DneKTpoH. TEKCTOBbIE JaHHble.— Bomnrorpana: Bonrorpaackuiit ”HCTUTYT
o6usHeca, ByzoBckoe o6pazoBanue, 2013.— 72 c.— Pexum pocryma:
http://www.iprbookshop.ru/19177.html.

3. JlokyMeHTanmoHHOE o0ecTieueHre YIpaBlIeHUs [ DIeKTPOHHBIN pecypc] : yaeOHoe ocooue /

— DJEeKTPOH. TeKCTOBBIE NaHHble. — HoBocubOupck: HoBocubupckuit

TOCYIapCTBEHHBIN arpapHbIi YHHBEPCUTET, 30J10TO# Kojoc, 2014. — 106 ¢. — 2227-8397. — Pexxum
nocryma: http://www.iprbookshop.ru/64716.htmi

4. I'pankuna A.b. JlokyMeHTalmOHHOE OOecTieueHne yrpaBieHus B opraHax CIieICTBEHHOTO
komurera Poccuiickoit ®enepanuu [Dnexkrponnsiit pecype] / A.b. I'pankuna, A.K. CapkucsH. —
DnekTpoH.TekcToBble JanHble. — M. : OHUTU-JIAHA, 2015. — 167 c. — 978-5-238-02635-0. —
Pexxum noctyna: http://www.iprbookshop.ru/34452.html

5. T'acanoBa D.B. VYueOGHo-meronuuyeckoe MoOcOOME 10 OpraHu3alud BHEAYIUTOPHON
(camocTosTenbHOM) pabOThl  00yYAaIONMIUXCS 1O MPOrpaMMe CpPEIHEro MPOQPECCHOHATBHOTO
oOpa3oBaHus [DNEKTPOHHBIN pecypc] : yuebHoe mocobue / D.B. 'acaHOoBa. — DIEKTPOH. TEKCTOBBIC
naHHble. — XacaBroopT: JlarecTaHCKUM rocylapCTBEHHBIM yYHUBepcUTeT ((puiauan) B r. XacaBlopTe,
2018. — 76 c. — 978-5-6042127-4-5.  — Pexum goctyna:
http://www.iprbookshop.ru/80927.htmi
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HNuTepHeT-pecypcesbl:

www.ksrfmru(Koucturymonnstii cyn PD).
www.vsrfem(BepxoBusiii cyn PD).

www.pfrf.ru (ITeacronnsit poug PD).

N OGkRWNRE

deneparun).

9. 3

WWW.Qenproc.gov.ru(r eaepanbHas mpokyparypa PO).

«I/IHTepHeT», HCOﬁXOIlI/IMl)IX JJIA OCBOCHUSA JUCIIHUILJINHBI.

Humepnem-pecypcut

www.council.gov.ru (Coser ®eaeparun @enepansHoro Codpanus PD).
www.duma.gov.ru(r ocynapcreennas Jlyma ®enepansroro Codpanus PD).

www.rfdeti.ru (Ymoaaomouennsiit mpu Ilpesunente PO o npaBam pedenka).
www.ombudsmanrf.org (YnomHoMoueHHBIH 10 npaBam yesioBeka B Poccuiickoit

Ilepedyennb pecypcoB nHGOPMANMOHHO-TEJIEKOMMYHHKAIIMOHHOM ceTH

oubmuoTeunyro cuctemy IPRbooks ot 24.10.2022 r. CPOK aeiicTBuit
norosopa co 02.10.2022 r. mo 01.10.2023 r.

YHUBEpPCUTETA U T10 JIOTUHY U
[1apoJII0 10 OKOHYAHUS CpOKa
MEMCTBUS HOIIMUCKU

HasBanue ['unepccouika
Crnioco6 foctyma K pecypey

1 DaexkrponHo - Gudnanoreynasi cucrema (ABC) IPR books). www.iprbooksh

JIntiensnonHsIi qorosop Ne 9590/2211 Ha 3meKkTpoHHO- [lo IP ampecam 0p.ru

3 Dy1ekTpoHHO-0MbIMoTeuHast cuctema (IBC)
«YHHMBepcuTeTcKast 0u0JIMOTeKa OHJIANH:

JHoroBop 06 okazannu nHPopMannoHHBIX ycryr Nel137-09/2022 ot
3 okTsa0pst 2022 1. Cpok getictBus gorosopa ¢ 01.10.2022 xo
30.09.2023 1.

[To IP ampecam
YHUBEpPCUTETA U I10 JIOTUHY U
[1apoJII0 10 OKOHYAHUS CpOKa
IEMCTBUS HOIITUCKU

www.biblioclub
.ru

2  DuexkTpoHHOo-0MOaHoTeuHass cucremMa (IBC)  HOpaiir.
JTnuensnonnsii noroop Ne 32211773106-EIT ot 24 oktsa6ps 2022 .
Cpox neifctBuit nmorosopa co 29.11.2021 r. mo 28.11.2022 r.
[Tonmucka JAI'Y - Bes xomutekiust CITO i koiempxa.

[To IP ampecam
YHUBEPCHUTETA U 110 JIOTHHY U
MapOJIT0 10 OKOHYAHHS CPOKa
EHCTBUS TIOAIACKA

https://urait.ru/.

4 Hay4yHasi 3JIeKTPOHHAs 0U0INOTeKa

JInnensnonnoe cormarrenne Ne 844 or 01.08.2014 r. Cpok
nericrBus cormamenus ¢ 01.08.2014 r.
be3 orpaHnyeHus cpoKa.

[To IP ampecam
YHUBEpCHUTETA

http://elibrary.r u

5 HanmmonanabHasi dieKTpoHHas onbanorexa(HIB) .

JloroBop Nel01/H2B/101/H3b6/1597 o npexocTaBieHnH AOCTyHA K
HannoHanbHO# 31ekTpoHHOM 6ubnuoteke oT 1 aBrycra 2016 r. Cpok
neticTBust jorosopa ¢ 01.08.2016 r. 6e3 orpaHuyYeHusi CPOKA.
JIOFOBOp MOKET IMPOJOHIUPOBATHECA HEOTPAHNYCHHOE KOJINYCCTBO
pa3, eciiv HH OJIHA U3 CTOPOH HE JKEJIAeT €ro PaCTOPrHYTh.

[To IP ampecam
nH(pOpMAMOHHO -
oubmorpaduaeckoro
oTIea

rusneb.ru

6 Springer Nature.

IMucsmo PIITHU ot 17.10.2022 r. Ne 1354 o mpegocTtaBiieHIH
JTIIIEH3MOHHOTO JJOCTYIIA K COIePKaHMI0 0a3 TaHHBIX W3aTeIbCTBA
SpringerNature Ha yCI0BUSX HAI[MOHAIBHOW MOMMKMCKH . JOCTYIT K
KypHaiaM 6ecCpodHO.

[To IP ampecam
YHUBEPCUTETA U yAAIEHHO
10 CpOKa OKOHYaHHUS
TOroBOpa

http://link.sprin
ger.com

7 Wiley.

IMucemo PITHU ot 19.07.2022 r. Ne 983 o mpenocraBIeHIN
ITMIIEH3MOHHOTO IOCTYMA K COACPIKaHUIO 0a3 TAHHBIX U3aTEelbCTBA
n3natensctea John Wiley &Sons,Inc B 2022 roay Ha ycaoBUsSX
HarmoHanbHOU moanucku . Cpok nmerictBus ¢ 13.07.2022 r. mo
30.06.2023 r.

[To IP ampecam
VHHBEPCHUTETA M TIOCIIC
[PETUCTpaIMK yIAICHHO 10
CpOKa OKOHYAHHSI JOTOBOpa

https://onlinelib
rary.wiley.com/

8 China Academic Journals (CD Edition) Electronic

[To IP ampecam

https://ar.cnki.n
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Publishing House Co., Ltd.

IMucemo PO®U ot 02.08.2022 Nel1044 o mpegocTaBieHUH
ITMLICH3MOHHOTO JIOCTYIa K COAEpKaHUIo 0a3 JaHHBIX U31aTelbCTBA
China Academic Journals (CD Edition) Electronic
Publishing House Co., Ltd B 2022 r. Ha ycIOBHsAX IEHTPATH30BaHHOM
moanucku. Jloctyn k pecypcy o 30.06.2023 r.

YHUBCPCUTCTA U TTOCIIC
perucTpalu yaaJ€HHO 00
CPpOKa OKOHYaHHs JOTOBOpa

et/ ACADRE

9 Questel SAS.

IMucemo PODU ot 30.06.2022 Ne 908 o mpenocTaBieHAH
JIMLICH3MOHHOTO JIOCTYIa K COAEpKaHUIo 0a3 TaHHBIX U31aTelbCTBA
Questel SAS B 2022r. Ha YCIOBHSAX [EHTPATN30BAHHOMN MOAMICKH.
Joctyn k pecypcy 1o 30.06.2023

[To IP ampecam
VHHBEPCHUTETA U TIOCIIC
[PETUCTpAIMH YIAICHHO JI0
CpOKa OKOHYAHHSI JOTOBOpa

https://www.orb
it.com

10 American Physical Society.

ITucsmo PITHU ot 31.10.2022 Ne 1402 o mpegocTaBieHHH
JTMLICH3MOHHOTO JIOCTYIa K COAEpKaHUIo 0a3 JaHHBIX U31aTelbCTBA
American Physical Society 8 2022 r. Ha ycoBHsIX
LeHTpaau30BaHHOU noanucku. Jloctyn k pecypey a0 30.06.2023 r.

[To IP ampecam
VHHBEPCHUTETA U TIOCIIC
perucTpalyy yaajieHHo J10
CpOKa OKOHYaHUS JOTOBOpa

journals.aps.or g

11 :xypHaua "Ycnexu ¢pusndyecKux Hayk''.

ITucemo PITHM ot 09.11.2022 Ne 1471 o mpenocTaBieHUH
ITUIIEH3MOHHOTO JIOCTYIA K 3JIEKTPOHHON BepCUH XKypHaia "Ycrexu
(mznuecknx Hayk" B 2022 r. Ha YCIOBHUAX IEHTPAITH30BAaHHOMN
noanucku. Jloctyn k pecypey g0 30.12.2030 r.

[To IP ampecam
YHUBEpCUTETA U MOCIIe
[pETUCTpaINK yJAJICHHO J10
CpOKa OKOHYAHHS JOTOBOpa

https://ufn.ru/

12 MUAH. IToHoTEKCTOBAA KOJLIEKIMA MATEMAaTHYECKHX
“KypPHAJIOB
ITucemo PITHM ot 01.11.2022 Ne 1424 o mpenocTaBieHUH
ITUIEH3MOHHOT O JOCTYTIA K 3IEKTPOHHOU Bepcun xKypHana MUAH B
2022 r. Ha YCIOBUSIX UEHTPATU30BAaHHON NOANUCKU. JJocTym K
ecypcy 10 30.12.2030 r

[To IP ampecam
YHUBEpCUTETA U MOCIIe
[pETUCTpalNK YJAJICHHO J10
CpOKa OKOHYAHHS JJOTOBOpa

http://www.mat
hnet.ru/

13 ®duznvecknii uncruryt uMm. IL.H. Jle6eneBa Poccuiickoii
akagemun Hayk (PUAH).

IMucemo PIITHM ot 22.12.2022 Ne 1424 o mpenocTaBieHUH
ITMIICH3MOHHOTO JIOCTYIA K 3JIEKTPOHHOW BEPCHU JKypHAa
«KBaHTOBas1 3J1eKTPOHUKa» B 2022 T. Ha YCIOBUAX
LeHTpaau3oBaHHOU noanucku. Jloctyn k pecypey a0 30.12.2030 r.

[To IP ampecam
YHUBEPCUTETA U TOCIIe
PETUCTpaINK yJAJICHHO J10
CpOKa OKOHYAHHS JOTOBOpa

https://quantum -
electron.lebede

v.ru/arhiv/

14.By30BcKasi 3J1eKTPpOHHAs O0M0IMoTeKka (COOCTBEeHHA):
http://elib.dgu.ru/marcweb/Default.asp 2 nHaumenoBanus

http://eor.dg
u.ru/

http://np.icc.
dagu.ru/
http://moodle.d
gu.ru
15 EBSCO eBooks. ebsco.com
ITucemo ot 28.04.2023 o npenocTaBieHUH JULIEH3NOHHOTO [To IP ampecam
JIOCTYyIa K cojiepkaHuio 6a3 nanHeIx m3narenasctsa EBSCO YHHBEPCHUTETA U TIOCIIe
Information Services GmbH. doctyn k pecypey 1o 2030-12-31  |peructpanuu yaaieHHO JI0
CpOKa OKOHYaHHSI JOTOBOPa
16 CNKI Academic Reference [To IP agpecam www.publishe
YHHBEPCHUTETA U TIOCIIe rsglobal.com

[Tucemo PODU ot 14.06.2023 Ne 867 o mpenocTaBieHIH
JIMICH3MOHHOTO JOCTyINa K COACPKAHUIO 0a3 JAaHHBIX U31aTCIIbCTBA
Tongfang knowledge network technology co., Itd.

perucTpanu yaaJ€HHO 10
CPpOKa OKOHYaHHs J0TOBOpa
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https://ar.cnki.net/ACADRE
https://www.orbit.com/
https://www.orbit.com/
https://journals.aps.org/
https://journals.aps.org/
https://ufn.ru/
http://www.mathnet.ru/
http://www.mathnet.ru/
https://quantum-electron.lebedev.ru/arhiv/
https://quantum-electron.lebedev.ru/arhiv/
https://quantum-electron.lebedev.ru/arhiv/
https://quantum-electron.lebedev.ru/arhiv/
http://elib.dgu.ru/marcweb/Default.asp
http://eor.dgu.ru/
http://eor.dgu.ru/
http://np.icc.dgu.ru/
http://np.icc.dgu.ru/
http://moodle.dgu.ru/
http://moodle.dgu.ru/
https://www.ebsco.com/products/ebooks
file:///C:/Users/Хадижат/Desktop/www.publishersglobal.com
file:///C:/Users/Хадижат/Desktop/www.publishersglobal.com

17 American Chemical Society

ITucemo PODU ot 07.04.2023 Ne 573 o nmpeaocTaBieHun
JTMLICH3MOHHOTO JIOCTYIa K COAEpKaHUIo 0a3 TaHHBIX U31aTebCTBA
American Chemical Society Joctyn k pecypcy mo 2023-06-30

[To IP ampecam
VHHBEPCHUTETA U TIOCIIC
[PETUCTpAIMU YJAICHHO JI0
CpOKa OKOHYaHHS JOrOBOPa

WWW.acs.org

18 Spriner Nature 2023 eBook Collections

ITucemo PODU ot 29.12.2022 Ne 1947 o npenocraBieHun
ITUIIEH3MOHHOTO JOCTYTAa K COAepKaHMI0 0a3 MaHHBIX MU3AaTeNbCTBA

[To IP ampecam
YHUBEpCUTETA U MOCIIe
[pETUCTpalMK yJAJICHHO J10
CpOKa OKOHYaHMs JJ0TOBOpa

https://www.s
pringernature.
com/gp/librari
ans/products/e

books/ebook-
collection
Jocrym aktuBeH g0 2030-12-31
19 Life Sciences Package u 6a3b1 mannbix Springer Nature [To IP ampecam WwWw.springer
YHUBEPCUTETA U MOCIIE nature.com
[Tucemo PODU ot 29.12.2022 Ne 1950 o mpenocTaBieHun pErucTpanuy yaaaeHHO 10
ITUIIEH3MOHHOTO JJOCTYIIA K COJICPKaHMI0 0a3 NaHHBIX W3JaTelbcTBa [CPOKA OKOHYAHMS 0roBOpa
Jloctym aktuBeH n0: 2030-12-31
[To IP axgpecam scitation.org
20 AIP Publishing YHUBEPCUTETA U 11OCIIE
[pETUCTpALK YJAJIEHHO J10
[Tucemo PODU ot 31.10.2022 Ne 1404 o npenocrapienun CPOKa OKOHaHHUA J0roBopa
JIMIIEH3MOHHOTO JIOCTYIA K cojiepkanuio 6a3 qanusix AIPP EBook
Colectionl+ Colection2 uznatenscrsa AIP Publishing ua ycmosusix
[IEHTPATN30BaHHON NOMNMUCKH. JIoCTynm akTHBEH: O€CCPOTHO
22 Kypuan Ycnexu XAuMuu [1o IP anpecam uspkhim.ru

ITucemo PODU ot 21.11.2022 Ne 1541 o npenocraBieHuu
ITUTICH3MOHHOTO JOCTYTIA K COACPIKAHUI0 0a3 JTaHHBIX
n3naTenbeTBaPecypehl 6eccpoyHOro JoMmycKa

YHHBEpPCHTETA

10. TlepeuyeHb HHGPOPMANMOHHBIX TEXHOJIOTHii, HCIOJIB3yeMbIX MPH OCYIECTBJIEHUT
0o0pa3oBaTeILHOIO MpoIecca Mo JMCHUILIHHE, BKII0Yasi lepeYeHb NPOrpaMMHOro odecrnedeHus 1
HH(OPMALMOHHBIX CIIPABOYHBIX CHCTEM.

IIpenycMOTpPEHO UCIIOIB30BAHUE DIIEKTPOHHOM ITOYTHI Il CBS3U CTYACHTOB C

nmpenoaaBaTCIAMU.

[Tporpammuoe obecnieueHwue s steknuii: MS PowerPoint (MS PowerPoint Viewer.

[TporpammMHoOe oOecrieueHne MPakTHIeCKOoi paboThl KOMITBIOTEpHOM Kitacce: MS PowerPoint (MS
PowerPoint Viewer), Adobe Acrobat Reader, cpenctBo mpocmotpa uzobpaxenuii, Marepuer, Email.
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file:///C:/Users/Хадижат/Desktop/www.acs.org
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
https://www.springernature.com/gp/librarians/products/ebooks/ebook-collection
file:///C:/Users/Хадижат/Desktop/www.springernature.com
file:///C:/Users/Хадижат/Desktop/www.springernature.com
https://www.scitation.org/?ref=website-popularity
https://www.uspkhim.ru/

IIporpamMMHBIE IPOAYKTHI

[Tporpammusbie cpeactsa cxarus ganabix. WINRAR.WinArj.

WinZip

OnexrpoHHas Oubnuoreka Kypca u IHTepHET-pecypchl  -AIscaMOCTOSTENbHON

1.  Omneparnmonnas cucrema: Windows
2.  Microsoft office.

3.

4,

paboTHI.

NudpopManinoHHO-CIIPABOYHBIE CUCTEMbI:
1. KoncynbranT mitoc (morosop Ne 2363 ot 09.01.2023 1.)

4. KOHTPOJIb 1 OHEHKA PE3YJIbTATOB OCBOEHUA JUCIIUIIJIMHbI Kontpoas

H OLIeHKA

nperoaaBaTCJicM B IIPOLECCCC IIPOBCACHUSA IMPAKTHUCCKUX 33.H$ITPII>1,

PE3yIbTAaTOB OCBOCHUS JUCHUIINIMHBI OCYHICCTBIISACTCA

BBITNTOJIHCHU L O6y‘-IaIOHII/IMI/IC$I WHAWBHUAYAJIbHBIX 3a11aH1/1171, ITPOCKTOB, I/ICCJ'IGI[OBaHI/If/'I.

Pe3yabTarbl 00yyeHusi (0CBOEHHbIE YMEHUSs,
YCBOEHHBbIE 3HAHUS)

00yueHus

YMerh:

o OpMIIATH OpraHU3AIMOHHO -
pacropsIuTeIbHbIE TOKYMEHTHI B
cooTBeTcTBUHM C AeiicTByromuM ['OCTom

YCTHBIN M MHUCbMEHHBIN OMPOC, TPOBEPKa
BBITTOJTHEHHBIX JOMAIITHUX 3aJJaHUuN

OCYILLIECTBIATH 00pabOTKY BXOISIIUX,
BHYTPCHHUX U UCXOOAIINX JOKYMCHTOB,

YCTHBIM M IMCBMEHHBIHN OIPOC, MPOBEPKA
BBIITOJIHEHHBIX JOMAIIHUX 33JaHUN

0 OpMIIATH TOKYMEHTHI JUIsl Iepeayu B
ApXUB OPraHU3ALNI

YCTHBII M MACBMEHHBIN ONPOC, TPOBEPKa
BBITIOJTHEHHBIX JIOMAIIHUX 3aJaHUN

3

HAaThb:

IIOHATUC NOKYMCHTA, €TO CBOﬁCTBa, CITOCOOBI
JTOKYMCHTHUPOBAHUA

YCTHBIN M MHCBMEHHBIN ONPOC, TPOBEPKa
BBITNOJIHEHHBIX JOMAIIHUX 3aJaHUN

[IpaBHJia COCTABICHUS U 0(OPMIICHUS
OpraHU3alMOHHO-PACIIOPSAAUTEIbHBIX
mokymeHTOB (najnee - OPJ1)

YCTHBIN M IMCBMEHHBIN OIPOC, MPOBEPKA
BBIITOJIHCHHBIX JOMAIIHUX 3aJaHUuN

CUCTCMY U TUIIOBYIO TEXHOJOT IO
TTOKYMEHTAIMOHHOTO 00eCTIeyeHUs
ynpasnenus (naiee - JIOY)

YCTHBIN M IMCBMEHHBIHN OIPOC, MPOBEPKA
BBIITOJIHCHHBIX JOMAIIHUX 3aJaHUN

0COOCHHOCTH ACIOIIPONU3BOACTBA 110

JACJIOMPON3BOJACTBA

O6paH_ICHI/I$IM rpaxxziaH u KOH(I)I/II[CHLII/IaJ'IBHOFO

YCTHBIN M IMCBMEHHBIHN OIPOC, MPOBEPKA
BBIITOJIHEHHBIX JOMAIIHUX 3aJaHUN

20

TCCTHUPOBAHUA,

(I)OprI 1 METOAbI KOHTPOJISI H OLICHKHU PE3YyJIbTAaTOB




