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[Iporpamma «YmpasieHue HHOOPMALMOHHBIMU CBSI3IMU» COCTaBJIEHA Ha OCHOBAHHHU
@enepaibHOTO  TOCYIAPCTBEHHOIO  00pa3oBaTENbHOrO  CTaHAApTa BbICHIEro  00pa3oBaHUS
(®I'OC BO) nanpasnenus moarotroBku 44.04.01 Ilemarornueckoe oOpa3oBaHHE, YTBEPIKICHHOTO
nprka3oM MunuctepcTBa oOpa3oBanus u Hayku Poccuiickoii @eneparun ot 22.02.2018 r. Ne 126;
[Topsinka opraHu3anuu yd4eOHOro rmpoiecca B 00pa3oBaTEeNbHBIX OPraHU3AIMIX —BBICIIETO
npodeccuonambHoro oodpazoBanus Jlonenkoit Hapoanoit PecriyOnuku, yTBep)KISHHOTO MPUKa30M
MunucrepctBa oOpazoanus u Hayku JJHP Ne 1171 ot «10» nos6ps 2017 r.; yueGHOrO miuaHa u
OCHOBHOM o0Opa3oBatenbHON MIPOTPaMMBI. VYnpasnenue y4eOHBIM 3aBEICHUEM,
HampaBiaeHuss nonaroroBku  44.04.01 Ilemarormueckoe oOpa3oBaHHe, pa3paOOTaHHBIX B
I'OY BIIO «/loHeukuii HAMOHATIBHBIA YHUBEPCUTET.

PazpaboTumk:

[Tpodeccop kadeaprl negaroruku . J.B. Andumon

[Tporpamma yueOHOM JUCIUTUIMHBI YTBEPKICHA Ha 3aceJaHuH Kadeaphl Meaaroruku
[Tpotokois Ne 9 ot «16» anpens 2020 r.
3aBenyromuii kageapoit ix. -~ E.B. Epemka

[IporpaMMa yueOHOW AUCHMIUIMHBI 0J00peHa y4eOHO-METOJMYECKONM KOMHUCCHEH
WHcTuTyTa Nearoruku
[IpoTtokon Ne 8 ot «20» anpens 2020 r.

[Ipencenarens yueOHO-METOAMUECKOM )
Komuccuu MHCTUTYTa IIe1aroruku 2 I''. IuxTsapeHKo



1.  OBJIACTb IPUMEHEHUSA U MECTO JUCIUIIVIMHBI B YYEBHOM ITPOLHECCE

HucuummmHa «YrpaBieHue HWHOOPMANMOHHBIMUA  CBSI3SIMH» OTHOCUTCS K  IUKITY
BapHaTUBHOW YacTu 0sioka «J{MCcUUIIIMHBL (MOIYJIN)» Y4EeOHOrO IIaHa MaruCTepPCKoi MporpamMmbl
«YmpaBieHue yaeOHBIM 3aBEICHUEM.

Kaxxnas tema paboueil mporpaMMbl IOCTPOEHA HA OCHOBE XPOHOJIOTUYECKO-TEMATUYECKOTO
MPUHIUIIA, YTO CIIOCOOCTBYET CHCTEMAaTH3allUd 3HAHUM CTYJIEHTOB, MO KaXJION TeMe IPHUBEIACHBI
TpeOOBaHUS K 3HAHUSAM U YMEHUSIM.

Jlist ocBOGHMSI JAHHOW JUCHUIUIMHBI CTYIEHTHI JOJKHBI 3HATh: HOPMAaTHBHO-TIPABOBbHIC
aKThl pEryIHUPYIOIIKE AeSTeIbHOCTh 00pa30BaTEIbHON OPraHU3aluH.

W3ydeHne NUCHUIUIMHBI JOJDKHO  CIIOCOOCTBOBATh ()OPMHUPOBAHHMIO y  CTYACHTOB
COBPEMEHHBIX TIOJIXOJIOB B YIPaBIEHUU HH(YOPMAILIMOHHBIMU CBS3SMHU.

N3yuenne AUCIUTUIMHBI OCHOBBIBAETCS HA 0a3e JUCHUILUINHBI «Pa3BuUTHE TOCYIapCTBEHHOTO U
YaCTHOTO MapTHEPCTBA B cHcTeMe 00pa3oBaHUSA». SIBISETCS OCHOBOM ISl M3yYEHUS AUCIUILIMHBI

«MHpopManoOHHBIE TEXHOJIOTUH B MTPO(HECCHOHATLHON AEATEIBHOCTIY.

2.  CTPYKTYPA JUCHHUIIJIMHBI

Xapaxmepucmuka yueOHOU OUCYUNTIUHDL

Hanpanenune noarotoBku

44.04.01 IMenarorunyeckoe oOpa3oBaHHE

Marucrepckas nporpamma

praBJ’ICHI/Ie y‘le6HI>IM 3aBCIACHUECM

OO6pazoBarenbHasi MporpaMma

AKaJICMHUYCCKaAs Marucrparypa

Kpanudukanms

MarucTp

KonunuectBo COACPIKATCIIbHBIX MOI[y.]'IeI\/’I

3

JucnuninHa 6a30B0H / BapuaTUBHOM 4acTH
00pa3oBaTeIbHOW MPOTPaAMMBI

JucnuimHa BapuaTuBHON YacTH
00pa3oBaTeIbHONW NIPOTPaMMBI

®opmel kouTpoIst (MK, sk3amen, 3auer)

OK3aMCH

TMokasatem ouHas (hopma 3ao4Has Gpopma
00y4eHus oOyueHus

KonnuecTBo 3a4eTHBIX €AMHUIL (KPETUTOB) - 3
I'on moaroToBku - 1
Cemectp - -

KonuuecTBo yacoB - 108
- JICKIITMOHHBIX - 4
- IPAKTUYECKUX, CEMHHAPCKUX - 4
- TaOOPaTOPHBIX - -

- CaMOCTOSTEIbHON PabOTHI - 100
B T.4Y. UHJMBHIyaJbHOE 3a/I1aHUE - -
HenenpHOE KOJIMYECTBO YaCOB, - -
B T.4. QyTUTOPHBIX - -

3.  OINMHNCAHHUE JUCHUIIJIMHBI

Ilenv  Oucuunnumvi:  ciocoO6CTBOBaTh  (OPMUPOBAHHIO  CHCTEMBl  3HaHUU 00
UHPOPMALIMOHHBIX ~ CHCTEMax, MpHUMEHSEMBIX B  0Opa30BaTeNbHOM  Ipolecce, yMEHUH
IIPOEKTUPOBATh NH(OPMALIMOHHBIE CBS3U B JEATEIILHOCTH 00pa30BaTEIbHON OpraHnu3allly.



3aoauyu: GopmupoBaHuE MOHATHH 00 MH(OPMAIIMOHHBIX CBS35X, UX KIACCHPHUKAIMIX MU
XapaKTepPUCTHKAX KauecTBA; NPEACTABICHUH O CYyNIECTBYIONIMX HWH()OPMAMOHHBIX CBA3AX,
BO3MOXHOCTSIX UX NMPUMEHEHHUS B 00pa30BaTENbHOM IPOLIECCE U TMEPCIEKTUBAX WX Pa3BUTUS U
COBEPIICHCTBOBAHMUS, 03HAKOMIICHHE C 0COOCHHOCTSIMH, CTPYKTYPOH U 3TaliaMy pealn3alusiMH.

TpeGoBanus K pe3yabTaTaM OCBOEHHUs] TUCHUILIMHBI. [Ipoliecc M3y4YeHHS NUCIUTUTMHBI
«Ympasnenue UWHGOPMAIMOHHBIMU CBSI3IMU» HampaBieH Ha (OPMUPOBAHUE DIIEMEHTOB
crenytomux komnereHuii B coorserctBun ¢ ®I'OC BO PO nanpasnenus noarorosku 44.04.01
[legarornyeckoe oOpazoBaHue U MaruCTEPCKON MporpaMMbl: YIpaBieHne yueOHbIM 3aBEICHUEM:

a) ynuegepcanvhnuvix (YK):

- CHOCOOHOCTh OCYIIECTBISTh IOUCK, KPUTHUECKUW aHaM3 U CHUHTE3 HH(OpMAaINH,
NPUMEHSITh CHCTEMHBIN TIOJIXOJT ISl PEIIeHUs MocTaBaeHHbIX 3a1a4 (YK-1);

- CIIOCOOHOCTH OMNpeNesTh KPYr 3ajad B paMKax IIOCTAaBICHHOW ILeIM M BBIOMPATH
ONTHMAJIBHBIC CIOCOOBI WX PEHICHHS, UCXOMAS W3 JCHCTBYIONIUX MPABOBBIX HOPM, UMEIOIIMXCS
pecypcos u orpanuuenuii (YK-2);

- CIIOCOOHOCTH OCYIIECTBIISITh COITMAIBHOE B3aMMOJCUCTBHE M PEATM30BBIBATH CBOIO POJb B
komanje (YK-3);

- CITIOCOOHOCTH OCYIIECTBIIATH JISJIOBYI0 KOMMYHHKAIIMIO B YCTOH M MHUCBMEHHOUM (opmax Ha
rocyaapcTBeHHOM si3bike Poccuiickoit @enepanuu u uHOCTpaHHOM(bIX) si3bike(ax) (YK-4).

0)oowenpogheccuonanvnuvix (OIIK):

- CIOCOOHOCTh OCYIIECTBISITh MPO(ECCHOHANBHYIO JESTEIbHOCTh B COOTBETCTBUU C
HOPMAaTUBHBIMH MTPABOBBIMU aKTaMH B cepe 0Opa3oBaHus M HOpMaMU NPO(ECCHOHATHLHOU ITHKU
(OIIK-1);

- CLIOCOOHOCTH B3aUMO/ICHCTBOBATh C YYACTHUKAMH 00pa30BaTEIIbHBIX OTHOIICHUH B PaMKax
peanu3aiuu obpaszoBarenbHbIX porpamm (OITK-7).

8) npogpeccuonanvuvix (I1K):

- CHOCOOHOCTh MPHUMEHATH COBPEMEHHBbIE METOAMKHM U TEXHOJOTHMH OpraHHU3aliH
00pa30oBaTeNIbHON JESATeIPHOCTH, JWATHOCTHKM ¥ OICHWBAHUS KadecTBa 00pa3oBaTEIIBHOTO
npolecca Mo pa3InIHbIM 00pa3oBatenbHbIM mporpammam (TTK-1);

- CIOCOOHOCTH MPOEKTHPOBAThH 00Pa30BATEIBHOE MPOCTPAHCTBO, B TOM YHCJIE B YCIOBHSX
unkmo3nu (ITK-7);

- CIOCOOHOCTh TPOEKTHPOBATH (OPMBI W METONBI KOHTPOJS KadecTBa OOpa3oBaHUA,
pa3MyHble BUJIbI KOHTPOJIbHO-U3MEPUTENBHBIX MAaTE€pPHAIOB, B TOM YMHCIIE C HCIOJb30BAHUEM
UHGOPMAIIMOHHBIX TEXHOJIOTHI M ¢ YIETOM OT€UECTBEHHOT0 U 3apybexHoro omnbita (ITK-9);

- TOTOBHOCTB MPOEKTUPOBATH COJICPIKAaHHE YUEOHBIX AMUCIMIUINH, TEXHOJIOTHH W KOHKPETHBIC
meronuku odoyuenus (ITK-10);

- TOTOBHOCTh OpPraHM30BbIBaTh KOMAHIHYIO paboOTy sl peleHus 3ajad pa3BUTHUS
OpraHM3aLui, OCYIIECTBIISIONINX 00pa3oBaTEIbHYIO JEATeNbHOCTD, peanuzanuu
sKcriepuMenTanbHoi pabotsl (ITIK-15);

- TOTOBHOCTH MCIIOJIb30BaTh WHIUBUIYAJIbHBIC U TPYIIIOBBIE TEXHOIOTUN MPUHATHSI PEIISHUN
B YIIPaBJICHUH OPTaHU3aIlUEH, OCYIIECTBISIONICH 00pa3oBaTelibHy0 AesteabHocTh ([TK-16).

B pe3yabrare uzydenusi yueOHON TMCUUIJIMHBI CTYJACHT J0JI7KEeH:

3Hamb:

- OCHOBHBIE MIOHATHS 00 HHOOPMAITMOHHBIX CBA3SX M TEXHOJIOTHSIX ;

- 001IMe XapaKTEPUCTUKU HH(OPMAIIMOHHBIX CBSI3€H Pa3TUYHOTrO Ha3HAYCHUS, BO3MOKHOCTH
UX MPUMEHEHHsSI B 00pa30BaTEIbHOM IIPOIIECCE;

- METOAbl M METOJUKU HCIIONb30BAHUS HOBBIX HWH(GOPMAIMOHHBIX TEXHOJIOTUH IS
MIPOBEICHUS U YIIPaBJICHUS 00pa30BaTEIIbHBIMU MTPOIIECCAMH.



ymembp:

- OPUEHTUPOBATHCA B Pa3HOOOPa3HBIX MH(DOPMAIIMOHHBIX CHCTEMaX, UX 00pa30BaTENIbHBIX U
TEXHHUYECKUX BO3MOKHOCTSIX;

- BbIOMpaTh Haubosee MOAXOAALME HH(POPMAIMOHHBIE CHUCTEMBbI, HEOOXOIUMBIE IS
YCIICITHOW pealn3aiuy 00pa30BaTEILHOTO TpoIiecca, cOopa U aHaIHu3a pa3InIHONH HHPOPMAIUH;

- (¢opmupoBath

pecypcHo-uHGOpMalMoHHbIe  0a3bl  JaHHBIX, HEOOXOAMMBIE  JUIS

3¢ (HeKTUBHOTO TPOBECHHS 00Pa30BaTEIHHOTO MPOIIECca U YIPABICHUS M.

eénaoems:

- HaBbIKaMH

IPOEKTUPOBAHMS  PA3JIMYHBIX BHUAOB OOYYaOIIUX M  KOHTPOJIBHO-

U3MEPHUTEIBHBIX MAaTEPHAIOB HA OCHOBE HH(POPMAIIMOHHBIX TEXHOJIOTHI;

- HaBbIKaMH cOopa nH(GOpPMALUU C UCIIOIB30BaHUEM CPEJCTB MHPOPMATU3AINH, HAKOIUICHUS
JIAHHBIX U UX MOCIIEAYIOIIEi HHTEePIPETalHy;

- HaBbIKAMH CaMOCTOSITEJIbHOM PabOThI ¢ MPOrPaMMHBIMH M aIllapaTHBIMU CPEACTBAMH JIJIs
peanuzanuy 00pa3oBaTEILHOTO MPOIecca U IPOBEACHUS Pa3IMYHBIX BUIOB HCCIICTOBAHUI.

4.  COIEPXAHME JMCHUIIVIMHBI 1 ®OPMbI OPTTAHU3ALIUA YYEBHOI'O

MPOLIECCA

IMopsinkoBbIi
HOMep U TeMa

Kparkoe conep:kanune TeMbl

Cooepicamenvnuutit Mooy 1. Ounocopcko-MeTOA0IOTHIECKHE OCHOBBI OOIIEHAYYHOTO

dbenomena «Mudopmarusny, «MHPOpMaIIIOHHBIE PECYPCH»

Tema 1.1. Cymuocts moHsTHH  «HpOpMarus», «MHDOpManMOHHBIE pPECYpPChI.
XapaKTepucTHKa OcHOBHBIE ITPU3HAKK MH(OPMALIMOHHOTO oO1iecTBa. OCHOBHbIE NMPU3HAKU
BHCEIIHUX U HHq)OpMaHHH. BI/IZII)I I/IH(l)OpMaLII/II/I.
BHYTPEHHUX
UH(POPMAaLIMOHHBIX
pecypcosB B
yIpaBIEHYECKON
JeSITEIIbBHOCTH
PYKOBOIUTENS
o0OpasoBarenbHON
OpraHu3anuu
Tema 1.2. CymHoctes mnoHsATus  «MHbopManonHast KyaeTypa». CocraBisomue
WNupopmanronHas 3JIEMEHTHI HH(OPMALIMOHHON KyNbTypbl. KOMMYyHUKaIlMOHHAS KYJIbTYpa.
KYJIbTypa
Tema 1.3. OcHoBHbIE TpeOOBaHUS K PYKOBOJUTENIO 00pa30BaTeIbHON OpraHu3aliy B
TpeboBanus OBJIaJICHUU UH(POPMALIMOHHOM KYJIbTYpOH. [Tokaszarenu
PYKOBOIMTEIIO c(OpMUPOBAHHOCTH MH(GOPMALMOHHONW KYJABTYphl Yy  PYKOBOAMTENS
OBJIAJICHUU 00pa30BaTeNbHON OpraHU3aIIH.
uH(pOpMaLOHHON
KYJIbTYypOH

Cooeporcamenvusiit modynp 2.CyniHOCTb, CTPYKTYpa, BUJIBI YIIPABIECHYECKHUX

MH(OPMALMOHHBIX CUCTEM

Tema 2.1. WudopmanmoHHOe  MPOCTPAHCTBO  0Opa3oBaTENbHON  OpraHu3aIuy.
WNudpopmarnnonsoe VYnpasnenrne nHGOPMAMOHHBIMU NTOTOKaMH. MHGOpMaImoHHbIE CUCTEMBI.
o0Opa3oBaTenbpHOe ABTOMAaTH3UPOBaHHbIE  WH(OPMAIMOHHbIE CUCTEMBl  YIIpPaBJICHHUS
MIPOCTPAHCTBO obOpasoBarenbHON opranuzarueil. MabopmamoHHbe pecypChl.
Tema 2.2. Nudopmanmonnas cpena oopazoBaTenbHOM opraHu3anuu. COCTaBISAIONINE
WNudopmannonHas UH(POPMALMOHHOM CpEJB. WNudopmanmonHas UHPPACTPYKTYpa




cpena oOpazoBatenpHOW  opraHm3anuu. CoBpeMeHHbIE  HH(DOpMAIMOHHBIE
CpeCTBA.

Tewma 2.3. HopmatuBHO-1ipaBoBOE obecrieueHue JTIOKYMEHTO000pOTa

Ynpasnenue obOpasoBarenbHOl  opraHuzanuu. [lojoxkeHne o0 JIOKYMEHTOOOOpOTE

JOKYMEHTO00OpOTOM | 00pa3oBaTelibHOM OpraHu3anud. KOHTpoIb 3a TIOKyMEHTOOOOPOTOM B
00pa30BaTeIbHON OpraHu3alyu.

TemaTH4yecku njaH

Ha3zBanus cogep:kaTebHBIX
MOJYJIeH B TeM

KosnuecTBo yacos
Ounas ¢popma 00ydeHHsI 3aounasi popma oOyueHust
B T.4. B T.U.
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Cooeprcamenvhutit Modyns 1.OUI0COPCKO-METOA0IOTNYECKHE OCHOBBI 00ILEHAYYHOTO
denomena «Mupopmarsiy, «THPOpMATMOHHBIE PECYPCH»

Tema 1.1. Xapakrepucrtuka
BHEIIHUX U BHYTPEHHUX
WH()OPMAIMOHHBIX PECYPCOB
B yIpaBJICHUECKOMN
JeSITeTbHOCTH PYKOBOUTEIIS
o0Opa3oBaTenbHOI

OpraHu3aluu

16,5| 0,5 16

Tema 1.2.
WudopmaninonHas KyapTypa

17,5 0,5 17

Tema 1.3.

TpeboBaHMs K pyKOBOJIUTEIIO
B OBJIaJICHUHU
UH(OPMALIMOHHOM KyJIbTypol

17 16

Hmozo
no cooepocamenbHoOMy
Mmooynio 1

51 49

Cooepircamenvnulii m

00y 2.CylniHOCTb, CTPYKTYP
UH()OPMAIIMOHHBIX CHCTEM

a, BUJbI YIIPABJICHUCCKHUX

Tema 2.1.
HNudpopmarnnonsoe
o0Opa3oBaTensHOe
POCTPAHCTBO

19,5( 0,5 17

Tema 2.2.
HNudpopmanmonnas cpena

17,5 0,5 17

Tewma 2.3.
Ynpasnenue
JIOKYyMEHTO000pOTOM

20 17

Hmoczo
no cooepicamenbHoOMy

57 51




Mooy 2

Bcezo R - | 108] 4 4

- | 100 -

5.  METOJUYECKHUE PEKOMEHJIALIUH JUISI MPOBEJAEHUA
JIJEKIHMOHHBIX, IIPAKTHYECKHUX U JIABOPATOPHbBIX 3AHATUH

TeMBI JIeKIIMOHHBIX 3aHATHNA

Ne
n/n

Ha3zeanue memui

Konuuecmeo
uacoe

benomena «Muadopmarusny, «MHDOPMATMOHHBIE PECYPCHI»

Cooeporcamenvhotit mo0dyab 1. OunocodhcKo-MeTO0IOTHISCKHUE OCHOBBI OOIIIEHAYYHOTO

1.1. |XapakTepucTika BHENIHNX ¥ BHYTPEHHNX HH(OPMALMOHHBIX PECYPCOB B

YIIpaBJIEHYECKOH 1€ TeIbHOCTH PYKOBOUTENSE 00pa3oBaTeIbHON 0,5
OpraHu3aluu
1.2. [MadopmanmonHas KynbTypa 0,5
1.3. [TpeGoBanus K PyKOBOIAHUTEIIO B OBJIAICHUH WH(POPMALMOHHON KYIbTYpOH 1
Bcezo no modynio 2

Cooepirrcamenvhulii modyns 2.CymHOCTb, CTPYKTYpa, BUABI yIIPABICHIECKUX

I/IH(i)OpMaI_II/IOHHbIX CHUCTEM

2.1. [MadopmanmronHOE 00pa3zoBaTEILHOE MPOCTPAHCTBO 0,5
2.2. [MudopmannonHas cpeia 0,5
2.3. [YrpasieHre JOKYyMEHTOOOOPOTOM 1
Bcezo no modynio 2
BCET'O 4
TeMbl NPaKTHYECKUX 3aAHATHI
Ne Konuuecmeo
i Ha3zeanue memoi wacos
1 [[IpoexTupoBaHue HHPOPMALIMOHHOTO 00Pa30BATENHHOIO IPOCTPAHCTBA 2
2. |MHCTpyKUHUSA MO IETOMPOU3BOJICTBY 5
Opranu3zanys padboTsl IO JOKYMEHTO000POTY
BCET'O 4
6. METOANMYECKHUE PEKOMEHJIAIIUH TTO OPTAHU3AIINH
CAMOCTOSATEJBHOU PABOTHBI CTYJAEHTOB
Opranusanusi cCaMOCTOSITE/IbHOI Pa0oThI CTYICHTOB
No Koauuecmeo
i Ha3zeanue memoi wacos

Cooepicamenvnuutii modynp 1. Ounocodcko-MeTOA0IOTHIECKIE OCHOBBI OOIIEHAYIHOTO

dhenomena «Mudopmarnusy», «MHPOpMaIIMOHHBIE PECYPCHI»

11

. OpFaHI/ISaI_[I/IOHHO-TeXHI/ILIeCKI/Ie " PEKXKUMHBIC MEPEBI 0e30macHOCTH

16




WH()OPMAIMOHHBIX CBSI3EH.
Cobmronenue cinyxeOHOW U rocy1apcTBEHHON TaliHBI B IpoIiecce
peanu3anuy HHOOPMALIMOHHBIX CBSI3EH.
1.2. [Kynbrypa nHGOPMAIIMOHHON JAESTEIHHOCTH. 17
KynbTypa nH()OpMAIIMOHHOTO B3aUMOICHCTBUSI.
1.3. |Bnusitaue nHGOpPMAIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHI Ha 16
[CUXOJIOTHIO YeJIOBEKa.
JTHKA CETEBOr0 OOLICHUSI.
Bcezo no modynio 49
Cooeporcamenvhutit mModyab 2.CyIHOCTh, CTPYKTYPa, BUJIBI YIIPABICHUYECKUX
MH(POPMALIMOHHBIX CHCTEM
2.1. |PactipocTpaneHust “H(GOPMALIHH. 17
Pexumbl nHGOPMUPOBAHHUSL.
Metoabl HHPOPMAITMOHHOTO OOCTY>KUBAHHUS.
2.2. |Pa3paboTKa ruraHa KOMMYHUKAIUH. 17
NudopmarimonHas 6€301acHOCTb.
CpenctBa xpaHeHus: UHPOpMaIUK.
2.3 [3amaum nH(GOPMAIIMOHHOTO B3aUMOICHCTBUSI. 17
HHupopmalinoHHOE pa3rpaHUueHre PaOOTHUKOB B COOTBETCTBUU C
3a1auaMi, KOTOPBIE OHH BBITIOIHSIOT.
TpebGoBaHMs K MEHEIKEPY MO yIPaBICHUIO HHPOPMAIIMOHHBIMH CBSI3IMU
Bcezo no mooynrwo 51
| BCEI'O| 100
7. NHIANBUYAJIBHBIE 3AJIAHUSL
NuauBuayanbHas padora
Tema: «PABOTA C JOKYMEHTAMM»
Hean: PaccMoTpeTh pa3nuuHble BOMPOCHI B paboTe ¢ JAOKyMEHTaMu 00pa3oBaTelbHOU
OpraHu3aIum.

3anaua:
[Ipoananu3upoBaTh U MOATOTOBUTH HEOOXOIUMYIO HH(POPMAIUIO COTIACHO MPEI0KEHHOTO

CTIMCKA 3aJJaHUI.

Copep:kanue 3a1aHust

OnuiuTe npouenypy perucTpainuy noIy4aeMbIX (BXOASIINUX) TOKYMEHTOB.

Onumure npouenypy nNpeIBapuTEeIbHOIO PACCMOTPEHHMS TOKYMEHTOB.

Onummre npoueaypy NpreMa u NepBUYHYI0 00pabOTKy MOCTYNAIOIINX JOKYMEHTOB.

Onumurte Inpoucaypy nopsaaka OTupaBKu JOKYMCHTOB.

OnummMre cocTaB peKBU3UTOB JJOKYMEHTOB 00pa30BaTeIbHON OpraHU3aIliH.

SHEAESI R I

Onwumute npaBuia oGoOpMIICHUST OTAEIbHBIX BUIOB JOKYMEHTOB (IIpHUKa3, pacropshKeHue,
MpaBUJIa U UHCTPYKIUH).

~

Onumurte IIpaBHJjia y4€Ta U aHAJIM3a 00BEMOB ,Z[OI(yMCHTOO60pOTa.

Onummre npoueaypy perucTpaluy OTIpaBiIsieMbIX (MCXOSIINX) TOKYMEHTOB.




Kpurepuu oniennBanus Bompoca

5 06amnoB — 3a pa3BepHYTYIO, TOYHYIO HH(POPMAIIHIO;
4- Gama — TOMyCKalTCs HECKOJIBKO HETOUYHOCTEH B paboTe;
3 - bayta — TpeICTaBICHHBIA MaTepHall OTJIMYACTCS HEJOCTATOYHON IIYOMHON M MOJIHOTON

PAaCKpBITHS 3aaHNUS;
2 - Gayuta — JOIMYCKAIOTCS Cepbe3HbIe OLIMOKH B COJICP)KaHUH IIPEICTABICHHOTO MaTepHaa,;
1 - Gayu1 — MOJNHOE HEMOHWMAaHUE IOCTABICHHOTO 331aHHS;
0 - GayIoB — 3a MOJTHOE OTCYTCTBHE MaTepHraia paboThl.

8. OBPA3EIL DK3AMEHALIMOHHOI'O BUJIETA

Teopemuttecxue B60RPOCHL K IK3AMENRY

° Conep:xanue Bonpoca
1. | Buner undopmanmu
2. | OcHoBHBIC TpU3HAKU UHPOPMAITUU
3. | Ilytu pacnpocTpaHeHus HH(popMaLu
4. | TpeboBaHMsI K HICTOYHUKY HH(POPMAITUT
5. | Uudopmanmonnas kynsTypa
6. | TpeboBanus K pyKOBOJUTEIIO B OBJIaICHIUH HH(OPMAIIMOHHOHN KYIbTYPOM
7. | IndopmarmonHoe 00pa3oBaTeIbHOE IPOCTPAHCTBO
8. | IlepeunciuTh npu3Haku HHGOPMAITMOHHOTO 00IIeCTBA
9. | MadopmarmonHas cpena
10. | UndopmaiiioHHbIE CHCTEMBI
11. | UndopmarimoHHble pecypchl
12. | UnpopmanrionHast ”HQPACTPYKTypa
13. | UndopmanmoHHbIe cpeacTBa
14. | IoKyMeHTbI, JOKYMEHTO000POT
15. | Tunsl TOKYMEHTOB
16. | braHKM TOKyMEHTOB
17. | Buasl mpukazoB
18. | [loaroToBka u U3aHNUE PACTIOPSKEHHIH
19. | [Ipuem u nepBuuHas 06pabOTKa MOCTYNAOIIUX JOKYMEHTOB
20. | Opranu3zamus paboTHI C OTIIPABIISIEMBIMH (MCXOISIIMMHE) JOKYMEHTaAMH
21. | Ctpykrypa u coaepkanue MHCTPYKIMU MO JeTONPOU3BOACTBY
22. | OpopmeHHE PEKBU3HTOB JOKYMEHTOB
23. | I[onaroTroBKka M OTIpPaBKa JOKYMEHTOB
24. | OcymiecTBiIieHHE KOHTPOJIS 32 HCIIOJHEHHEM JTOKYMEHTOB
25. | Pa3paboTka 1 BeJieHHEe HOMEHKJIATYPHI JIeN
26. | dopMupoBaHHMe JIeN U UX TeKylllee XpaHeHHe
27. | TlogroroBka TOKYMEHTOB U JIeN K Mepeiade Ha apXUBHOE XpaHEHHE
28. | YHUYTOXXEHHE JOKYMEHTOB M JIeJl C UCTEKIIMMHU CPOKAMHU XpaHEeHUs
29. | OcobeHHOCTH pabOTHI C AIIEKTPOHHBIMHU JIOKYMEHTAMHU
30. Opranmzanys padoThl ¢ KOHGUIEHITHATLHON HHPOpMaIHEH




IOy BIIO «IOHEIKA HAIIMOHAJIbHBIIH YHUBEPCUTET»
WMHCTUTYT ne1aroruku

Hanpasnenue noocomosxu:
Maeucmepckas npoepamma:
IIpoepamma noocomosku:

Cemecmp

Yuebnas oucuyuniuna

BUJIET Nel
1.IlepeuncnuTh NpuU3HAKU HHYOPMAITHOHHOTO OOIIECTBA.
2.Ilpuem u nepBuuHas 00paboOTKa NOCTYMAIOIIUX JOKYMEHTOB.

YTBepkIeHO Ha 3acenaHud Kadeapbl TEeIaroruKd, MPOTOKOT Ne OT «

20 I.

3aBenyromuii kageapoit

DK3aMeHaTop

44.04.01 Ilegarorunueckoe oOpa3oBaHUE
VYrnpasnenue yueOHbIM 3aBE/ICHUEM
AKkazieMudecKkas Marucrparypa

Ynpasnenue HHPOPMAITMOHHBIMH CBSI3IMU

»

E.B.Epemka
J.B. Andpumon

Kpumepuu OUueHuesanus IK3amena

Homep 3a0anusn Konuuecmeo oannos
1 20
2 20
Bcero 40

Pacnpeoenenue 6annos, Komopule Mo2ym noay4ums cnyoeHnmol

9. KPHUTEPUU OLHEHUBAHUS

6 npoyecce ulyuenui 0”Cl{lll’lfluﬂbl

OO0s3aTenbHas 4acTh CPC DK3aMeH BCEI'O
OpranuzanroHHO- [TpakTnueckas pabora | UHauBuyanbH-
yueOHas pabora I1.P I.P ast pabora
CTyJCHTA Nel No2
max 10 GamtoB max 10 max 10 max 30 6amutoB max 40 100 6ammoB
OaioB OajuioB OaioB




Pacnpe()eﬂeuue oannoe 3a Packposlmue meopemuieCKux 60npocoé Ha IK3AMEHAUUOHHOM

3aHAamuu

KoanuecTBO
0aJ1710B

IHoka3zaTeau

31 -406.

OueHuBaeTcs OTBET, KOTOPBIA IOKAa3bIBAE€T IMPOYHBIE 3HAHUS OCHOBHBIX
MIPOIIECCOB HMCCIICYeMOW TPEIMETHONW 00JIacTH, OTIMYaeTcs TIyOWHOHW U
MOJIHOTOM PAaCKpBITUSL TEMH; BIIaJICHUE TEPMUHOJIOTHYECKUM aIIapaToM,
yMEHUE OOBSICHATH CYITHOCTb, SBJICHHUM, TIPOIECCOB, COOBITHH, 1€TIaTh BHIBOIBI
U 0000IIeH s, JaBaTh apryMEHTUPOBAHHBIC BBIBOJBI, MPUBOAHUTH MPUMEPHI;
CBO0OOJTHAsE MOHOJIOTHYECKAs PEYb, JIOTHYHOCTD U TTOCIICIOBATEIHHOCTh OTBETA

21-300.

OueHuBaeTCsl OTBET, KOTOPBIM OOHApY>KMBAaeT MPOYHBbIE 3HAHUST OCHOBHBIX
MIPOIIECCOB HMCCIIEYyeMOW TPEIMETHONW 00JIacTH, OTJIMYaeTCs TIyOWHOW U
MOJIHOTOM PAaCKPBITUSI TEMH; BIIAJICHUE TEPMUHOJIOTHYECKUM aIIapaToM,
YMEHHE OOBSICHITH CYIIHOCTD, SBIICEHUH, IPOLIECCOB, COOBITUH, AeNaTh BBIBOIbI
U 0000mIeH s, JaBaTh apryMEHTUPOBAHHBIC BBIBOJBI, MPUBOJHUTH MPUMEPHI;
CBOOOJIHAasE MOHOJIOTUYECKAs PeYb, JJIOTHYHOCTh U MOCJIEI0BATEILHOCTh OTBETA.
OHAKO JOMYCKAeTCsl HECKOJIBKO HETOUHOCTEH B OTBETE.

11 -20 6.

OneHuBaeTcsl OTBET, CBHUJIETEIBCTBYIOUINII B OCHOBHOM O 3HAHHUU MPOIECCOB
MPEIMETHOW O0JIACTH, OTIMYACTCS HEIOCTATOYHOW TIIYOWHOW M TIOJTHOTOM
PacCKpPBITHS TEMBI; 3HAHUEM OCHOBHBIX BOIIPOCOB TEOPHH;
c1abocOpPMUPOBAHHBIME ~ HABBIKAMH ~ aHalW3a  SBJICHHWMA,  IPOIIECCOB,
HEJIOCTaTOYHBIM YMCHUEM J[aBaTh apryMEHTHPOBAHHBIC OTBETHI M MPUBOJIUTH
MPUMEPBI; HEJOCTATOYHO CBOOOJHOE BIAJACHHEC MOHOJOTHYECKOH pEUBIO.
Jlonyckarotcst omiOKH B COJICPKAHUU OTBETA.

0-100.

OueHuBaeTcss OTBET, OOHAPYKUBAIOIIMK HETOYHBIC 3HAHUA TMPOIECCOB
UCcclelyeMoil MpeIMeTHON o00JacTd, OTJIMYAaeTcss HErNyOOKHMM pacKpbhITHEM
TEMBbI; HEyMEHHE JJaBaTh apryMEHTUPOBAHHbIE OTBETHI, C1a00€ BIIaJCHUEM
MOHOJIOTHYECKON PEUYbl0, OTCYTCTBUE JIOTMYHOCTH M TIOCJIEI0BATEIBHOCTH.
Jlonyckarorcsi cepbe3Hble OIIMOKU B COJIEpP’KaHUU OTBETA.

HlIxana coomeemcmeusn 617106 HAUUOHAIbLHOU UIKATlE

Onenka

ECTS

Ounenka no OuneHka 1o rocy1apcTBeHHON KaJie Ounenka no
no mkaje | 100-6anabHolM (3x3aMeH, TUpPepeHINPOBAHHBIN 3a4eT) rocy1apcTBeHHOI

HIKaJie HIKaJje (3a4er)

90-100 5 (oTM4HO) 3a4YTEHO

80-89 4 (xoporo) 3a4TE€HO

75-79 4 (xoporio) 3a4TE€HO

70-74 3 (yIOBJIIETBOPUTEIBHO) 3aYTEHO

60-69 3 (yIOBJIIETBOPUTEIBHO) 3aYTEHO

2|mio|alw| >

35-59 2 (HeyIOBJIETBOPUTEIIHHO) HE 3a4TCHO
C BO3MO)KHOCTBIO ITOBTOPHOM cllauu

0-34 2 (HeYIOBJIETBOPUTEIHLHO) HE 3a4TEHO
C BO3MO’KHOCTBIO TOBTOPHOM CAa4yH MPH YCIOBUU
00s13aTeILHOTO HAOOpa JOTIOTHUTEIIBHBIX 0aJIJIOB




10.

MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O TPOIIECCA

Obopyodosanue yuebH020 ayoumopuu.

JIeKIIMOHHBIE U TPAKTUYECKHUE 3aHATHS IPOBOAATCS B YUEOHOH ayAUTOPHUH.

- YUYCHHUYCCKUC CTOJIbI U CTYJIbA 10 KOJIMYCCTBY o6yqafoumxc;1;

- pabouee MeCTO MpernoJaBarTes;
- KOMIIBIOTEP U MYJIBTUMEIUNHBINA IPOEKTOD;
- YUEHHNYECKas JOCKA.

11. PEKOMEHJIOBAHHASA JIUTEPATYPA

HaunMeHnoBanue

Koa-Bo
IK3EMILISIPOB
B OnMOHMoTEKE

JouHY

Hanuumne
3JIEKTPOHHOM
BEPCHHU B
IbC

OcHnoenasa numepamypa

I'ycatouxoBa JI.E. KanmpoBas cinyx06a mnpennpusarus.
Jlenonpou3BoACTBO, JOKYMEHTOOOOPOT M HOPMATHUBHAS
0aza [DnekTpoHHBIH pecypc]: yueOHoe mocoOue/
I'ycaruukoBa JI.E., 3axapkuna O.M., IlluroBa M.A.—
DNeKTpoH.TeKCTOBbIe JaHHble.— CaparoB: Kopnopanus
«dumoms», 2012.— 217 c— Pexum gocryma:
http://www.iprbookshop.ru/10555.html.— 3BC
«IPRbooksy»

Ja

3axapkuna O.M. Kagpoas cayxba mnpennpusrus.
Jlenonpou3BoACTBO, JOKYMEHTOOOOPOT M HOPMATHUBHAS
O6aza  [OnexkTpoHHbIi  pecypc]/ 3axapkuna O.U.,
I'ycarauxoa JI.E., [llutoBa M.A.— D1€KTPOH.TEKCTOBBIE
nannabie.— CaparoB: A [Tu Op Memua, 2009.— 237 c.—
Pexxum nocrymna: http://www.iprbookshop.ru/1537.html.—
OBbC «IPRbooks»

na

Hemoroga A.B. JlenonpousBOACTBO  OpraHU3alMH.
[TonroroBka, odpopMieHHe U BEACHUE JTOKYMEHTALUU. 75
00pa3110B OCHOBHBIX JIOKYMEHTOB [ DJIeKTPOHHBIN pecypc]/
Henorona A.B., Cemuenko II.A.— DneKTpOH.TEKCTOBbIE
nanublie.— CaparoB: Al [Im Op Menua, 2009.— 313 c.—
Pexxum nocryna: http://www.iprbookshop.ru/1534.html.—
OBC «IPRbooks»

Ja

Hosukor E.A. Jlemonpou3BoACTBO B CIyXkOe IepcoHaa
[D71eKTpOHHBIN pecypc]/ HoBukos E.A—
ONeKTpoH.TeKCTOBbIE JaHHble.— CaparoB: Aul IIm Op
Memua, 2007.— 293 c— Pexum jocrymna:
http://www.iprbookshop.ru/1532.html.— 3BC
«IPRbooks»

Ja

Jlonoanumensnasn numepamypa

BacakoB M.U. JIokymeHTallnOHHOE 0OecrieueHre
yrnpasieHus (Jlemonpon3BoacTBo) [ IIEKTPOHHBINA
pecypc]: yueOHuk/ bacakoB M.M1.— DJIEKTPOH.TEKCTOBBIC
naHabsie.— PocroB-Ha-/lony: ®ennkc, 2013.— 351 c.—
Pexxum nocryna:
http://www.iprbookshop.ru/58924.html.— 3bC

na




«IPRbooks»

6. | I'saeBa U.B. [lenonpon3BoAcTBO [DNEKTPOHHBIN pecypc]:
crpaBounuk/ ['Baea U.B., Cobanenckuit C.B.—
DneKTpoH.TeKCTOBbIE JaHHble.— MuHck: TerpaCucremc,
Terpanurt, 2014.— 224 ¢.— Pexxum nocrymna:
http://www.iprbookshop.ru/28072.html.— 5BC
«IPRbooks»

1. KoHduaeHImaibHOE ASIOIPOU3BOICTBO U 3aIUIIICHHBIN
3JICKTPOHHBIA JOKYMEHTOOO0OPOT [ DIEKTPOHHBIN pecypc]:
yuebnuk/ H.H. KyHsieB [u ap.].— DIIEKTPOH.TEKCTOBBIC
nmanuele.— Mocksa: Jloroc, 2013.— 452 ¢.— Pexum
noctyna: http://www.iprbookshop.ru/9083.html.— 5bC
«IPRbooks»

8. | Mantypona H.C. KanpoBoe J1e101pon3B0ICTBO
[DneKkTpoHHBIH pecypc]: yueOHOe mocodue s
CTYIEHTOB, oOydaromuxcs 1mo cnenuanbHoct 032001
JlokyMeHTOBEICHUE U JIOKYMEHTAIIMOHHOE o0ecIieueHne
yrnpasienus/ Mantyposa H.C.— DIeKTpOH.TEKCTOBBIC - na
nanHble.— YensaOouHck: YenssOMHCKUI Tocy1apCTBECHHBIN
UHCTUTYT KyIbTyphl, 2013.— 100 c.— Pexxum gocryma:
http://www.iprbookshop.ru/56420.html.— 5BC
«IPRbooks»

12. UH®OPMALIMOHHBIE PECYPCbI

=

DJIEKTPOHHBIH pecypc «IKOHOMUYECKHi opTaay dopma gocTyma: WWW.economicus.ru

2. DnexktpoHHbI pecypc «DenepanbHbIi  00pa3oBaTeNbHBI  mOpTan  «IKOHOMHKA.
Corwmonorus. Menemkment». dopma goctyna: Www.ecsocman.edu.ru

3. DnektponHHbIN pecypc XKypHan DKOHOMUKA U opraHu3aius ynpasieHus. opma qocrymna:

http://donnu.ru/ecom/archive -

13. IMPOI'PAMMHOE OBECIIEYEHUE
Jns  nemoHcTpanuu ydyeOHOro MaTepuana U IPOBEIEHUS IPAKTUYECKUX 3aHATUI
UCTIOJIB3YIOTCSl CPEACTBa KOMMYHUKAIIMH: AJIEKTPOHHBIN IUIAHIIET, CMApTPOH WM KoMIbioTep. B

paboTe UCTIOIB3YI0TCS 00auHbIe TEXHOJIOTUN U Google [uck.

Pabouas mporpamMmma paccMoTpeHa U TEpEYTBEpXKICHA Ha 3aceJaHuu  Kadeapbl

¢ u3MeHeHusMu (6e3 n3mMeHnenwii) Ha 20 roj.
(13 2

ITporoxomn Ne oT 20 1.
3aBeyrommii. kKadeapoi E.B. Epemka



app:exechttp://www.economicus.ru
app:exechttp://www.ecsocman.edu.ru
http://donnu.ru/EcOM
http://donnu.ru/ecom/archive

