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1. OBJIACTb IPUMEHEHUS U MECTO JUCLUIIJIMHBI B YYAEBHOM
MPOLIECCE

KypcoBas pabora 1mo JOKYMEHTHPOBAHUIO NEATEIHHOCTH MPEANPHUSNTHS, OPTaHU3AINH,
YUPEKICHUSI OTHOCHUTCS K 0a30BOM YacTh oOpa3oBaTeNbHOW NporpaMMbl. Jljiss HamucaHUs
KypcoBOil  pabOThl HEOOXOAMMBI 3HAHHS U  yYMEHHS, (OPMHUPYEMBIC  OuUCYUNIUHOU
«JOKyMEHTUpOBaHHE JEATCIBHOCTH TPEANPHATHS, OpPraHU3allMd, YYPEKICHUS». 3HAHUS |
YMEHHUsI, TOJTYYCHHBIE B XOJI¢ HANMCAHHS KYypCOBOW pabOTHI MO apXHWBOBEICHHIO SIBIISIOTCS
OCHOBOM JUISl U3YUEHHS nociedyrowux ITACHUILTNH: KaapoBoe Nenonpou3BOICTBO M apXHUBBI

JOKYMEHTOB IO JIMYHOMY COCTaBy; IpPH IPOXOXKICHUM MPEAJUIUIOMHON MpPaKTUKU U
HAINlCMCAaHUH BBITYCKHON KBaJU(UKALIMOHHON PabOTHI.

2. CTPYKTYPA JMCHUIIJIMHBI

. dopma 00yueHus
XapakTepucTuka yueOHOU JUCIUILTUHBI
Ounas 3aouHas
Hanpasnenune noarotoBku 46.03.02 JIokyMEHTOBEIEHHUE U apXHUBOBEICHHE
[Tpoduns JlokyMeHTOBeIeHHE U apXUBOBE/ICHUE
OO6pa3zoBarenpHas Iporpamma bakanaspuar
KBamduxanms AkazieMuyeckuil 0akajiaBp

JucnuniarHa 6a30Boi / BApHaTUBHOMN YacTH
00pa30BaTeNbHOM POrpaMMbl
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B T.4.:
- JICKIIMOHHBIX

- IPAKTUYCCKUX HJIM CCMUHAPCKUX

- 1a00PaTOPHBIX

- CAaMOCTOSTEJIbHOM paboThI

B T.4. THAVNBUAYAJIIbHOC 3aJIaHUC

HenenpHO€ KOIMYECTBO YaCOB

B T. Y. - aYJUTOPHBIX

- CaMOCTOSTEIbHON pabOTHI CTYACHTA

3.OIIUCAHUE JUCIMIIJINHBbI

Heflb KprOBOﬁ paﬁoTbl — CUCTEMaTHu3allyd, 3aKpCIJICHUC, PACIIUPCHUC TCOPCTUICCKUX

3HAHUH U MIPAKTUYECKUX YMEHUN JUCIUTUINHE «/[OKyMeHTHpOBaHWE AeATEILHOCTH TPEIPUSATHSA,
OpraHu3aIyi, YYPEKICHUS» W HCIONB30BaHUE WX TIPU PEIICHUU MPO(EeCCHOHAIBHBIX 3a]1ad;
dbopMUpoBaHHE YMEHHSI TMPHUMEHSITh TEOPETHUUECKHE 3HAHWs TPH pElIeHHHd 3afad 1Mo TeMe
HCCIieIoBaHMs; (POPMUPOBAHNE U PA3BUTHE Y CTYJACHTOB HEOOXOIUMBIX CIIOCOOHOCTEH M HABBIKOB
CaMOCTOATEIIbHOM ~ Hay4YHO-UCCIIEOBATENIbCKOM M MPAKTUYECKOW JESITEIbHOCTH, TBOPUYECKOU
WHUIMATUBBI, OTBETCTBEHHOCTH W OPTaHM30BaHHOCTH, O(OPMIICHHUS TONYyYEHHBIX PE3yJIhTATOB B
COOTBETCTBUU C TPUHATHIMU CTaHAAPTaMH, YMEHHUS TpPEACTaBUTh PE3YNbTaThl paboThl B BUJIE
HAYYHOTO JIOKJIaJa U yOSIUTEIIbHO 3alUTUTh UX B TUCKYCCHU CO CIICITHATUCTAMHU.



3aoauu:

—  pa3BUTHE CIIOCOOHOCTEH Y CTYJIEHTOB K aHAJTN3y HAYYHOH JINTEPATYPHI;

— ¢opMupOBaHHE TBOPUECKOIO MCCIEAOBATEILCKOTO MOAX0/1a K MpobdiaemMaM, KOTOpbIe
paccMaTpuBaroTcs B pabore;

— ¢dopMUPOBaHHE MHPOBO33PEHYECCKOW OCHOBBI B OOJACTH JIOKYMEHTHPOBAHHS
pa3IMYHbIX 00JacTel AeSITEebHOCTH MPEIPHUATHS, OPTaHU3AIH, YIPEKICHNUS

— npuoOpeTeHHe HABBIKOB [0 CHUCTeMaTHU3allH, OOOOUICHHI0 U KPUTUYECKOMY
OCMBICJICHUIO HaYYHBIX, HOPMATUBHBIX U MPAKTUYECKHX UCTOUYHUKOB;

— yMeHue GOpPMyIUPOBATh JIOTUYECKH M TMOCIEAOBATENbHO, JeNIaTh BBIBOJLI U
3allMINATh UX TIEpel ayAUTOPUEH.

TpeOoBanusi K pe3yJbTaraM oOCBOeHMsI JAUCUHMIUIMHBI: [Ipouecc wu3ydyeHus
JUCIUIUIMHBL HAIlpaBJIeH Ha (OPMUPOBAHUE DJIIEMEHTOB CJCAYIONIMX KOMIETEeHHHHd B
cootBercTBuU ¢ ®I'OC BO PO, I'OC BO JIHP (npoekr) 1o HampasieHHIO moArotoBku 46.03.02
JIOKyMEHTOBE/ICHUE W apXWBOBEJCHHWE W OCHOBHOW MpodeccrnoHalbHON 00pa3oBaTenbHON
IpOrpaMMBbl BBICIIEr0 00pa3oBaHus HampaBieHHs moarotoBku 46.03.02 JlokymeHTOBeAeHUE U
apxuBoBeieHue, Tpoduis: «JlOKyMEHTOBEICHNE U apXUBOBEICHUE):

Yuueepcanonvie komnemenyuu (YK):

Haumenosanue Kamezcopuu (zpynnbl) YHUeBEpPCaibHblX Komnemenuuﬁ:

«CaMoopraHu3aiys 1 caMopa3BUTHE (B TOM YHCIIE 3T0POBbECOEPEKEHIE))

Cnoco0eH ympaBisTh CBOUM BPEMEHEM, BBICTPaNBaTh U PEAIN30BhIBATh
YK-6 TPACKTOPHUIO CAMOPA3BUTHSI HA OCHOBE IPUHITUIIOB 00pa30BaHMS B TEUCHHE BCEH
KU3HU

Ilpogpeccuonanvnvie komnemenyuu (I1K):

Crocoben OpraHu30BbIBATH U OCYHICCTBIIATh JOKYMCHTAITUOHHOC obecreyeHne

TK-3 YIIPABJICHUS OpraHUu3anuen

NHaukaTopbl J10CTHKEHUSI KOMIETEHIUH U pe3yjbTarbl 00ydeHus. JlocTuxeHue
KOMIIETCHIIMM OLICHMBAETCSI HA OCHOBE TAaKUX HWHAMKATOPOB M COOTBETCTBYIOIIUX UM
pe3yabTaToOB OOYYECHHUS:

Kareropun
YHuBepcajJbHbIe
YHHBEPCAJILHBIX S — NuaukaTopsbl Pe3yabTatnl 00y4yeHus
KOMIEeTeHIHii
Camoopranuzanus u YK-6. Cnocoben YK-1.U-1. 3HaeT coaepxKaHue u
caMopasBUTHE (B TOM YIPaBIsTH CBOMM AJEKBaTHO HPUHIINIIBI
qucie BpPEMEHEM, BBICTPAaUBATh OLICHUBAET CaMOOpraHu3aLu 1
3I0pOBbecOepeKeHNE) W pealn30BHIBATh BpEMEHHEIC CaMOpPa3BUTHSI
TPaeKTOPHIO pecypceel U 3HaeT CBOM JIMYHOCTHBIC
CaMOpa3BUTHsI HA OCHOBE OrpaHuyYeHUs U 0COOEHHOCTH H
MPUHLMIIOB 00pa30BaHUS 3¢ PeKTUBHO BO3MOKHOCTH B
B TEUCHHE BCEH )KU3HU HCTIONB3YET 3TH KOHTEKCTE
pecypcsl pu camMo00pa3oBaHus
BBICTpAaUBaHUM U Ywmeer 3¢ dexkTuBHO
peanusanyuu OpTraHU30BBIBATH
MIEPCOHAIBHOU CTPYKTYPUPOBATh CBOE
TPaeKTOPUH BpeMs




HETIPEPBIBHOTO
o0Opa3oBaHUs U
CaMOpa3BHUTHSI HA
€ro OCHOBE

YMeeT KpUTHUUECKH
oLEeHHUTH 3P PEeKTUBHOCTD
HCTIOTB30BaHHUS
BPEMEHHBIX U JIPYTUX
PECYpPCOB IIPH PELICHUH
po(heCCUOHATBHBIX
3a1a4

I1K-3. Ciocoben

T1IK-3.11-1. YmeeT

3HAaeT CHUCTEMbI ynpaBHqueCKOﬁ AOKYMCHTalWu,
YHI/I(bI/IIII/IpOBaHHLIG CHUCTCMbI JOKYMCHTAIIUN

3Haer BUIbI OpraHu3aluOHHO-IIPABOBBIX
JOKYMCHTOB

3HaeT HOPMAaTUBHO-METOANYCCKYIO AOKYMCHTAIHUIO,

OpraHHU30BbIBATh U OpPraHU30BHIBaTh PErIaMeHTHPYIOUIYI0 TOKYMEHTUPOBAHUE OCHOBHBIX
OCYIIECTBIISTH TOKYMEHTHUPOBAaHWE | BUAOB JEATEIBHOCTH IPEANPUSATUS, OpPraHU3aluHu,
JTOKYMEHTAI[HOHHOE yIpaBIeHIECKOI YUPEXKICHUS
obecrieyeHue JIeATEIbHOCTH B 3HaeT MOPSANOK OQOPMIICHUS JOKYMEHTOB Pa3HBIX
YIpaBICHHS OpraHHU3alHN BHJIOB
opraHmuzanuen YMeeT NpOBOAWTH aHAIW3  OPraHU3AIMOHHBIX W
HOPMAaTHBHBIX  JIOKYMEHTOB, YCTaHaBJIMBAIOLINX
[podeccrnonanbHbIit MpaBUJIa CO3JIaHUs M O)OPMIICHUS IOKYMEHTOB

crannapt 07.004
«CrenuanyucT 1o

YMeeT NpoBOIUTH aHAIM3 CHUCTEM JIOKYMEHTALUH,
COCTaBJISATh M O)OPMIIATH TOKYMEHTHI Pa3HbIX BHIOB

YIPaBJICHHIO [IK-3.1-3. Ymeer | 3Haer  wH(OPMALMOHHBIE  TEXHOJOTUH IS
JOKyMEHTAIUEH NPUMEHSTh UHD MOJrOTOBKH, 0)OPMJICHHUS M IOUCKA TOKYMEHTOB
OpraHusaum», A OpMalMOHHBIC VYMeeT  HMCNoNb30BaTh B JIOKYMEHTAllMOHHOM
TEXHOJIOTHHU B cepe | obecreueHun yIpaBJICHUSA nHGOPMAaLMOHHbIE
JIOKYMEHTAIITMOHHOTO | TE€XHOJOTUH
obecrnieueHus
YIpaBICHHS
Opra’usaluu

4. ®OPMbI OPTAHU3ALIMY YYEBHOI'O MPOLIECCA U COJEPKAHUE
JUCHUTINHBI

HccnenoBanne MpOBOMUTCS B CTAllMOHAPHBIX YCIOBHAX B ¢opme cOopa HaydHO-
UCCIIEIOBATEIbCKOI0 MaTepHaia /Ui HamucaHus KypcoBoil pabotel. HaunHaercs ¢ mpoBeneHus
KOHCYJIbTAIMH 1 OTIpeeNIeHIsI pyKOBOIUTENS Ha Kadepe.

OcCHOBHBIE  CIOCOOBI MPOBEAEHUS MCCIEIOBAHUSA  ONpPENeNIoTCs
pyKoBoIUTENEM Ha 0a3e MPOBEACHHUS UCCIIEIOBAHMS.

IIpu BBIMOTHEHMM KypCOBOH pabOThl MNPEIYyCMOTPEHO UIMPOKOE  HCMOJIb30BAHUE
AaKTUBHBIX W WHTEPAKTUBHBIX (OPM TMPOBEACHUS 3aHITHH C IENbI0 (GOPMHUPOBAHUS U
pa3BUTHS NPOQPECCUOHATBHBIX HABBIKOB CTYACHTOB, BBINOJHEHNUE WHAMBUIYAIbHBIX 3a/1aHUM,
U3ydeHne Y4YeOHOH W METOAMYECKOW JIMTEpaTyphl, COCTaBJICHHWE KOHCIIEKTOB, 3allUTa
NpEe3eHTAIMN U TOKJIaJI0B.

B cootBercTBHU ¢ TeMOM KypcoBoi paOoThl M MpoOsieMoil uccneaoBanus 0a3zoil ams ee
NPOBE/IEHUSI MOTYT BBICTYNaTh Kak JjabopaTopuu W Kadeapbl YHHBEPCHUTETa, TaKk M Jpyrue
CTPYKTYpHBIE TIOJIPA3/ICIICHUs] YHUBEPCUTETa, a TakkKe TMPEeNNpUATHS, YUPSKICHUS U
OpraHu3aly Pa3InIHOro TUIIA.

CryaeHT MOXeT BHIOpaTh B KauecTBe 0a3bl JJIsl HAMMCAHUS KypCOBOHM paboThI Oymyiee
MeCTO pPaboThl, YTO OyJeT CIocoOCTBOBaTh YCHEIIHOMY MPOXOXKICHUIO pPaHHHX JTaroB
npodeccuoHanu3aluu.

COBMCCTHO C



TemaTuueckuil JIaH KYpCcoBOil padoThI 0 apXHMBOBEICHHUIO

Haszeanue smana Kpamkoe codeporcanue smanos evinonnenus Konuuecmeo
Kypcoe8oil padomul uacoe

B[,160p TEMBI BLI60p TCMbI, KOHCYJIbTAllUA KypaTopa, 3
HCCIICJOBAaHUS YTBEPXKIACHUC rpa(bI/IKa BBIIIOJIHCHU A pa6OTLI;

C60p U | cocTtaBieHue oubanorpaduu 1o Teme;

06pa60TKa U3YYCHUE JIMTCPATYPHBIX HMCTOYHHUKOB TII0 TEME
UCCIICIOBAHNS,

YTBEP)KJCHHE TUIaHa KypCOBOM pabOTHI;
(dbopMHpOBaHKE HAYYHOIO annapara;
JIOTIOJIHUTEIIbHOE U3Y4YECHHE JIMTEPATyphl;

cOop sMmMpHUEcCKOro MaTepuana (IIpoOBeACHUE
Ha0JI10JIeHU, onpoca, TECTUPOBAHUA);

Marcpuraiia

Al (BN D WN

[Toaroroska MOJIrOTOBKA MIEPBOTO BApHAHTA PAOOTHI;

PYKOITHCH IPOBEpKAa  PYKOBOJMTEJIEM IEpBOrO  BapHaHTa
paboThI; 9
IpY HEOOXOJMMOCTH BHECEHUE W3MEHEHHH B IJIaH U
coJiepKaHue paboThI;

oopmiIeHHEe OKOHYATEeJIbHOTO BapHaHTa paboThI 9
COIJIACHO TPEOOBAHUSM;

3ammra nojiaua KypcoBoii paboThl Ha Kadeapy; 9
JI0pabOTKa KypCOBOM pabOTHI (€CIIM HYXKHO);

3alMTa KypCcOBOM pabOThI mociie onoOpeHus ee
PYKOBOJIUTEIIEM.

5.0PTAHU3AIIMS 1 OCHOBHBIE 3TAIIbI BBIITOJHEHUS KYPCOBOU
PABOTbI

PykoBoncTBO KypcoBoil paboToil OCyIIECTBISIET HAy4yHbIH PYKOBOAMUTENb W3 YHCIA
npernojaBaTeneil kadeapsl MHPOPMAIMOHHBIX CHUCTEM YNPABJICHUS, aKTUBHO Pa3BUBAIOLIMIMA
WM yYacTBYIOIIMK B HAYYHBIX MCCIIEIOBAHUAX, TPOBOIUMBIX Ha Kadeape.

PykoBoauTENb TOJIKEH:

— ONPEIeNTUTh WHANBHYaTbHBIH IJIaH IPOBEIEHUS HAYYHOT'O UCCIIIOBAHHS CTY/ICHTA,;

— O3HAaKOMHUTh CTYyJEHTa C €ro 3agaded, OOBSICHUTh CyThb KaXJOTO BHIA
3aIJIaHUPOBAHHOM IESITENBHOCTH;

— KOHTPOJIMPOBATH XOJ1 IPOBEJICHHSI UCCIIEOBAHUI.

Pabota Hag KypcoBoii paboToil mpeaycMaTpuBaeT TaKue 3Tarlbl:

— BBIOOp TEMbI, KOHCYJIbTALUS KypaTopa;

— yTBepkJeHHe rpaduKa BHIIOTHEHUS PadOThI;

— cocraBjeHue oubnuorpaduu no Teme;

— H3Y4YCHHUE JIUTePATYPHBIX HICTOYHUKOB 110 TEME HCCIICIOBAHUS;

— YTBEp)KJIEHUE IIaHa KypCcOBOM paboThI;

— (opMupoBaHUE HayYHOTO armapara;

— JIOTIOJTHUTEIFHOE U3yUCHHE JINTEPATYPHI;

— cOOp SMIUPHUIECKOTO MaTepraa (TpoBeIeHre HaOII0ICHNU, OTTPOca, TECTUPOBAHUS);

— TIOATOTOBKA IEPBOTO BapuaHTa padoTHI,

— TIIpOBepKa PyKOBOJUTENIEM IEPBOrO BapUaHTa paboThI;

— BHECEHHE U3MEHEHMH K IUIaHy U CO/IeP’KaHUI0 paboTHI;



— odopmIIeHHe OKOHYATEIIPHOTO BapHaHTa padOTHI COTIACHO TPEOOBAHUSIM;

— ToJada KypcoBoil paboTsl Ha Kadeapy;

— J0paboTKa KypCOBOW pabOTHI (€CTH HYXKHO);

— 3ammTa KypcoBOi pabOThI OCIE 0JJOOPEHUS €€ PYKOBOJUTEIIEM.

CTpykTypa KYypCcOBOH PpadoTbl: TUTYJIbHBIH JUCT, pedepaT Ha PYCCKOM S3BIKE;
COJIep)KaHWe; BBEJCHHE; OCHOBHAs YacTh, KOTOpas COCTOUT W3 Pa3/eioB U IOJPA3JICiOB;
3aKJIIIOYCHHUEC; CITUMCOK HCIIO0JIb30BAHHBIX HCTOUYHHUKOB; ITPUIIOKCHUA (B cjydac H€O6XOI[I/IMOCTI/I).

6. TEMbI KYPCOBBIX PABOT

1. JoxymMeHTHpOBaHNE HANMYHBIX M OE3HAJIMYHBIX PAcUYeTOB, ABTOMATH3AlMs HMX Ha
NPEANPUITHH (B YIPEIKICHUN).

2. JOKyMEHTHPOBAaHUE  CHUCTEMBI  YOpABIECHUS 1O  IIEPCOHANTY  HPEANPUATUS
(YUIpexaeHus1) 1 aBTOMATH3AIHs ee paboTHI.

3. UupopMaroHHO-I0KyMEHTALMOHHAS TIOJEPKKA YIIPABJICHHS IPOCKTAMH.

4. JlokymenTanbHble  MHGOPMALMOHHBIE CUCTEMBI 1O (DMHAHCOBOMY M OHM3HEC-
IUTAHUPOBAHHIO.

5. HpOGKTHHﬁ moAxoa K CO3JaHUI0 U COBCPIICHCTBOBAHUTO ,HOKYMGHTaHLHOﬁ CHUCTCMBI.

6. MndopMauoHHble CHCTEMBI IPEANPUATHI 1 HANIPABIECHUS UX COBEPIICHCTBOBAHUS U
OLICHKH.

7. Bu3Hec-TUIaH IPOEKTa U €ro JOKyMEHTAIbHO-MH(POPMAIIMOHHOE 00eCTIeUeHHE.
8. JlokymeHTanbHbIe MHOOPMALMOHHBIE CHCTEMbI OMOIHOTEK.
9. NoxymeHnTanbHble HHPOPMALMOHHBIE CUCTEMBI MY3€EB.

10 . I[OKYMGHTEII_II/IOHHO-I/IH(bOpMaI_II/IOHHaSI CHUCTCMa apxuBa u myTn €C
COBCPLHICHCTOBAHUA.

11. JloxymenTupoBaHWe M TIOPANOK PpETUCTPAlMKM CyOBEKTa XO3SHCTBEHHOM
NesITeIbHOCTH, OT€UECTBEHHBIN U 3apyOeHBIH ONBIT aBTOMAaTHU3AlIHH.

12.  JloxymeHTHpOBaHHe YyHpaBIeHHs KaJpaMd B OPraHM3allMd M METOIbl €ro
COBEPILIECHCTBOBAHUS.

13.  JloxymeHTHpOBaHHE OLEHKH JEATENLHOCTH IIEPCOHANA C MCHOJb30BAHHEM
ABTOMATHU3UPOBAHHBIX TEXHOJOTHUH.

14.  ToxymeHnranbHble MHPOPMALMOHHBIE TEXHOIOTHH B CTPOUTENLCTBE.

15. Hudopmannonnoe obecneueHne KOHTPAKTHON CHCTEMBI JOKYMEHTAIUH.

16.  JJoxymeHTanmoHHO-MH(POPMALMOHHOE 0OECIIeYeHHE IeATENLHOCTH OPTraHoB CY/Ia.

17.  JoxymenTanmoHHO-HHpOPMAIMOHHOE ObecreveHre (PMHAHCOBOTO YyIPABJIEHHS
IPEIITPUATHSL.

18.  OprasuzaunoHHO-IPaBOBOBHIE OCHOBBI JIOKYMEHTUPOBaHUS KaJIpOBOM
JeATEIbHOCTH.

19.  JloxymeHTHpoBaHHWE NEATETLHOCTH KaapOBOH CIYKObI M HAlpaBICHUS €ro
COBEpUICHCTBOBAHUS (Ha MpUMEpe KOHKPETHOW OpraHU3aIin).

20 Ka[[pOBaH I/IH(bOpMaL[I/IOHHO-IIOKYMeHTaI_II/IOHHaSI CUCTCMA B OpraHu3aluu U 1yTHu
€€ COBCPIICHCTBOBAHM.

21.  JloxyMeHTanMOHHO-MHPOPMAIIMOHHBIE CHCTEMBI Ha TOPTOBBIX IPEINPHATHSIX.
22.  JloKyMeHTalMOHHO-MH(POPMAIIMOHHBIE CHCTEMBI B MEIMIIMHCKOM YIPEKICHUH.
23.  JloKyMeHTanmMOHHO-MH(OPMAIMOHHBIE CHCTEMBI B HAJIOTOBOI c(epe.

24 I[OI(YMCHTEU_[I/IOHHO-I/IH(pOpMaLII/IOHHBIC CUCTCMbI B OpraHax TOCY,Z[apCTBCHHOI\/'I
BJIACTH.
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25. JIoKyMeHTHpOBaHME M MOPSJOK PETHCTPAlUM CYOBEKTOB XO3sAiCTBEHHOM
JeSITebHOCTH, OTEYECTBEHHBIN U 3apyOeKHBIN ONBIT aBTOMATH3AIINH.

26.  JloKyMeHTanMOHHO-MHDOPMALMOHHBIE  CHUCTEMbl ~ OpPTaHOB  COLHUAIBHOTO
obecrieyeHus.

27.  JlokyMeHTalMOHHO-MH(OPMAIMOHHBIE CHCTEMbI 00Pa30BaTENbHBIX M HAyYHBIX
YUPEKICHUH.

28.  JlokyMeHTalMOHHO-MH(POPMAIIHOHHOE obecrieyenune YIIPaBJIEHIECKOM
JEeSTENIbHOCTH NMPEANPUATHI, OpraHu3alui, yUpexKaeHUuH.

29.  JloxymeHTanuOHHO-MH(OPMALMOHHBIE CUCTEMBI IO OXPaHe TPY/IA.

30.  JloxymenTamuoHHOE obecrieueHue MAPKETHHIOBOM JIESTEIbHOCTH NPEATIPUATHS U
IyTH €r0 COBEPIICHCTBOBAHUSI.

31. Opranuszauus u JOKyMEHTHPOBAHHE MAPKETUHIOBBIX MCCIIEI0BAHHIA

32.  JloKyMeHTaMOHHBIE  pecypchl  (DMHAHCOBO-XO3AMCTBEHHON  J€ATENbHOCTH
PEIIPUITHS

33.  Metonas COBEpPIIIEHCTBOBAHUS JIOKYMEHTUPOBaHUS YIpaBIEHUYECKON
JESITEIIbHOCTH.

34. Ananu3 JOKyMEHTHPOBAHHS OCHOBHOH  JIEATENHHOCTH OpraHU3allud U
HAIPaBIICHUSI €€ COBEPIICHCTBOBaHUS (Ha MpHMEpEe OpraHU3aluil JFOO0OW OpraHU3aIMOHHO-
paBOBO# (OPMBI).

35.  JlokyMeHTalMOHHOE ObecreveHe yIpaBIeHUYECKOH AeATeIbHOCTH B YCIOBHSAX
IPUMEHEHHS aBTOMaTU3UPOBAHHOM TEXHOJIOIMH (Ha pUMEpe KOHKPETHOW OpraHu3alum).

36.  CosepiieHCTBOBaHME JOKYMEHTALMOHHOIO M MH()OPMALMOHHOIO OOecreYeHus
yIOpaBi€HUS] B YCIOBUSX HPUMEHEHUS COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJOIMM (Ha
KOHKPETHOM IIPUMEpE).

37. Oprann3anvoOHHO-TIPABOBOE M JIOKYMEHTAIIMOHHOE OOECIICYCHUE YIIPaBICHUS
OpraHu3anuy (Ha KOHKPETHOM MpUMEPE).

38.  Opranmszanus paGoThl C JOKYMEHTAMH H €€ COBEPLIEHCTBOBAHUE B OPTaHM3aIUK
(Ha KOHKPETHOM MpUMeEpe).

39.  JlokyMeHTanuoHHO-MH()OPMALIMOHHOE  OOECTIEYeHHE  MPEANPUHUMATEIBCKOM
JeSITEIbHOCTH.

40. CoBeprieHcTBOBaHME  Tpolecca  JOKYMEHTHPOBAHUS  KOH(HACHIMATLHOI
uH(pOpPMaIIUK B OpraHU3AIIHSIX.

41.  JlokyMeHTHpOBAaHHE PACTIOPSAAUTENBHOM JEATENEHOCTH OPraHU3allii.

42.  OcoGeHHOCTH OpraHu3aliu paboThl C JOKYMEHTaMU OTPaHMYEHHOrO I0CTyma (Ha
IIpUMeEpE AEATEIbHOCTH KOHKPETHON OpPraHU3aluN)

43.  Hu}opManHOHHO-I0KYMEHTAIMOHHAS UHPPACTPYKTYpa NPEAIPUSITHUSL.

7. 3AIIIATA KYPCOBOM PABOTHI 1 KPUTEPUHU EE OLIEHUBAHMUSI

KoHTpoIb 32 BBITIOJIHEHUEM KYPCOBOW PabOTHI OCYIIECTBIISCT HAYIHBIH PYKOBOIUTEINb.

JuddepeHnnpoBaHHbI 3a4eT MO KypCOBOW pabOTe MPOBOAUTCS B KOHIIE CEMecTpa
mepesl AK3aMECHAIMOHHOW CECCHEH, OICHKA BBICTABJISACTCS IO pe3yibTaTaM  3alluThl
KypcoBOil paboThl KOMHICCHEW W3 4YHcla mpernojaBareneil kadenpsl WHGOPMAIMOHHBIX
CUCTEM YIIPaBIICHUS.

[Tocne oxoHuYaHUS 3alIUTBHl KYypCOBOW pabOThI, MPEICTaBICHUS OKIala U OTBETOB
Ha BOIIPOCHI CTYACHTA, OT3bIBA PYKOBOJMTENS HWICHBI KOMHUCCHH OOCYXKIAIOT €€ pe3yJIbTaThl
U TPUHUMAIOT pelleHre o0 OlleHKe KypcoBOM padoThl mo rocynapctBeHHOU U 100-6anpHOM
mkaie ECTS.

Pacnipenennenrie 6amioB Ha KypcoBYyHO paloTy (C 3alIUTON) MPOMCXOIUT COTIACHO


https://pandia.ru/text/category/informatcionnoe_obespechenie/

KPUTEPHUSM OICHWBAHHS 3HAHWKM CTYJEHTOB TakuMm oOpazoMm: 80 OamnoB — coaepkaHue
odopmiienue padoTsl, 20 6amIoB — 3anmUTa paboThL.

Ecnu kypcoBast paboTa BBIIIOJTHEHA HENTPABUIBHO, CO 3HAYMTEIBHBIMH HEJIOCTATKAMH, TO
€e BO3BpAIIAIOT CTYAEHTY Ui TOJHOM WM YaCTHYHOW JOpabOTKHM B COOTBETCTBUU C
3aMeYaHUsIMH PYKOBOUTEIIS.

OcHoBHBIE OIIMOKY B HAIMCAaHUU U O()OPMIICHUH KYpPCOBOW PabOTHI:

1. Conepxanue pabOTHI HE OTBEYACT IJIaHY KypCOBOW pabOTHI WIIM HE PACKPBIBACT TEMY
MOJTHOCTBIO MJIM €€ OCHOBHOW YacCTH.

2. ChopmynupoBaHHbIE pa3feibl (MOApa3Aesbl) HE OTPAXKAIOT peabHYI0 MPOOJIEMHYIO
CUTYal1I0, COCTOSTHUE O0BEKTA.

3. Llens uwccienoBaHus HE CBs3aHA C MPOOJIEMOMH, copMyIHpoBaHa aOCTPAaKTHO U HE
OTpaxkaeT cenupuKy 0ObEeKTa U MPeIMETa UCCIEAOBAHNS.

4. ABTOp HE MPOSBHJI CAMOCTOSITEILHOCTh, pPabOTa SBJSETCS KOMIWIALUCH WIN
TUIarHaTOM.

5. He mpoBeneH TiyOOKH M BCECTOPOHHHMU aHAIN3 COBPEMEHHBIX O(DHUIMAIBHBIX H
HOPMATHBHBIX IOKyMEHTOB, HOBOH CIEIMATIBHOMN JTUTEPATYPhI IO TEME UCCIICJOBAHUSI.

6. AHaIUTUYECKHI 0030p OTCUECTBEHHBIX M 3apYOCIKHBIX MyOJIMKAIUI 110 TeMe PabOThI
umeeT (GopMy aHHOTHPOBAHHOTO CITMCKA U HE OTPAKAET YPOBHS HCCIIETyEMOU MPOOIEMBI.

7. He packpbITO cojepkaHUE MPAKTUYECKOW 4YacTh pabOThI, XapaKTEPUCTHKA OOBEKTa
UCCIICIOBaHMSI, aHAJIN3 M MEXaHU3MBI POOJIEMBI OTPAYKEHBI TIOBEPXHOCTHO.

8. KoHeuHBII pe3yiabTaT HE OTBEYACT HCCICAOBAHMEM, BBIBOJBI HE OTBEYAIOT
MIOCTABJICHHBIM 33/1a4aM.

9. B paboTre OTCYTCTBYIOT CCHUIKM Ha NMEPBOMCTOYHUKU MJIM YKa3aHbI HE T€, U3 KOTOPBIX
3aMMCTBOBaH MaTepHal.

10. bubnunorpaduveckoe ornMcaHne UCTOYHUKOB B CITMCKE MCIIOJIb30BAHHOW JTUTEPATYPhI
MIPUBEICHO MPOU3BOJILHO, 0€3 COOMI0IeHUs TPEOOBAHMI rOCYJaPCTBEHHOTO CTaHIapTA.

11. ObveM u odopmieHue pabOThHl HE OTBEYAOT TPeOOBAHUSM, OHA BBINOJHEHA
HEPSIUIMBO U C OLIMOKaMH.

ITocne mpoBepkH KypcoBOWM pabOThI MpernojaBaTeNb BBICTABIAET OLEHKY C YYETOM
OCHOBHBIX KPUTEPUEB:

— TBOPYECKUI MOAXO] K HAITMCAHUIO KypCOBOU PabOTHI;

— yMEHHE CTYAEHTa IPUMEHSATh TEOPETUUECKUE 3HAHUS JUISl PELICHUSI TIPAKTUUECKHX 33/1a4;

— Haju4due B paboTe MEepCOHATIBHBIX MPEIIOKEHUN U PEKOMEHIAINI CTYACHTa, CTENEHb
UX HOBH3HBI, IEPCIIEKTUBHOCTD, MMPAKTHYECKAasi IEHHOCTh, SKOHOMUYECKOEe 000CHOBAHHE;

— WCIIOJIb30BAaHME  CHEIHAIBbHON  JUTEpaTypbl,  HOPMAaTHBHO-3aKOHOJATEIbHBIX
JIOKYMEHTOB, CTATUCTUYECKHX JaHHBIX;

— Ka4ecTBO 3alUTHl KypCOBOH PabOTHI.

JluteparypHoe 0ohOpMIICHHE SIBISETCS OJIHUM W3 OLIEHUBAIOUIUX (PAKTOPOB KypCOBOM
paboThl. 31ech oOpamaeTcss BHUMaHUE Ha JOTHYHOCTh M MOCTIEI0BATENbHOCTh MCIOIB30BaHUS
HAYYHBIX HCTOYHUKOB, OOIIYIO TPAMOTHOCTh, COOTBETCTBHE CTaHIApTaM O(POPMIICHHS HAYIHBIX
TPYIOB, MIPABIIILHOCTH MCIIOIH30BAHUS TEPMUHOIOTHH.

IMopsiiok olleHMBAHUS Y4EOHBIX JOCTHKEHU A 00yIaAIOIMXCHA

OlleHKa 110 Onenka 110 100- OreHKa Mo rocyJapCTBEHHOH IIKaie
mkane ECTS | GammpHOM mikane | sk3ameH, auddepeHIMpoBaHHbINA 3a4eT 3ayer
A 90-100 5 (OTIMYHO) 3a9TEHO
B 80-89 4 (xopo1o) 3aYTEHO
C 75-79 4 (xoporo) 3a9TCHO
D 70-74 3 (y1OBJIIETBOPUTEIIBHO) 3aYTEHO
E 60-69 3 (y1OBJIIETBOPUTEIIBHO) 3aYTEHO
FX 35-59 2 (HeyZOBJIETBOPUTEIILHO) C HE 3a4TCHO
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BO3MOXXHOCTBIO HOBTOpHOfI aTTeCTalluu

F 0-34

2 (Hey/IOBIIETBOPUTENIHHO) C
BO3MOKHOCTBIO IIOBTOPHOM CIIa4yH IIPH
YCIIOBHH 00513aTe€JIbHOTO Habopa
JIOTIOJTHUTEIIbHBIX 0aJIIOB

HE 3a4TCHO

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYHEHUE YYEBHOI'O TIPOLECCA

JlJis OTOTOBKM KYpPCOBBIX paboT TpebyeTcst ydeOHas naboparopusi, 000opymaoBaHHAs
HePCOHATLHBIMUA KOMIIBIOTEPAMH, MYJIbTUMEIUIHHBIM MIPOSKTOPOM U IKPAHOM; YHTAIBHBIC 3aJIbI
YHHUBEPCHUTETA.

9. PEKOMEHIOBAHHAS JIMTEPATYPA

Ne
n/n

HaumenoBanue

KoJa-Bo
IK3EeMILISAPOB
B OMOJIHMOTEKE

JonHY

Hanau4yue
3JIEKTPOHHOM
BEpPCHHU B
IbC

OcHoBHas1 JIMTEpaTypa

Jlenonpoun3BoaCTBO o0pa3Lpl, JOKYMEHTBHI,
opraHu3anus U TexHosorus padotsl / [B. B. I'anaxoB u
ap. ; mox pen. U. K. Kopueesa, B. A. Kyapsesa]. - U3.
3-e. - Mockaa : [Ipocmekr, 2015. - 479 c.

1

HenonpousBoactBo : (OpraHuzanus M TEXHOJOTHH
nokyMeHT. oOecneuenust ymp.) / Ilom pea. T. B.
Kysnenosoii ; E. H. bacosckas, T. A. beikosa, JI. M.
Bsnosa u np. - M. : KOHUTU, 2001. - 359 c.

Metoauyeckue pEeKOMEHAALWKW 1O  BHIIOJHEHUIO
KypCoBbIX paboT mo aucuuiuinHe "JlOKyMeHTallbHbIE
MH(OPMALIMOHHBIE  CHCTEMBI" JUIsL  CTYIEHTOB
HallpaBJICHUSA [IOATOTOBKHU 46.03.02
"JlokyMeHTOBEZICHUE W apxuBOBeneHue" Bcex (opm
obOyuenus / [coct. H. E. Mamenko] ; [loneukuii Hai.
yH-T, Pak. MaTeMaTuKu U UHPopM. TexHosorui, Kag.
uHpopMm. cucteM ynp. - Jlonenx : JlouHY, 2016. —20 c.

I[OHOJ'IHI/ITC.]II)Haﬂ JUTEpaT

pPa

BnacoBa, E. E. CoBpeMeHHBIN IETIOBOM TOKYMEHT :
Opranu3anus AeI0MpOU3BOICTBA U TOKYyMEHTO000pOoTa
Ha npennpustin / E. E. Brmacosa. - X. : KoHcynbT,
2004. - 212 c.

Kagtopes, C. Co3znanue (peructparus) u
nepepeructpauus npeanpusitus / C. Kasropes, O.
ButkoBckas. - 3-e u3n. - XapekoB : @axrtop, 2006. -
317 c.

Marseesa, B. KagpoBas nokymenranus / B. Marseesa,
B. Ky3nenos, O. ButkoBckas. - 6-¢ u3a. - XapbKoB :
daxtop, 2006. - 388 c.

[Ipaktukym mno  gucuumuHe "/[oKymMeHTaiabHbIE
UH(POPMAIIMOHHbIE  CHCTEMBbI" JUIsL  CTYIEHTOB
HaIlpaBJICHUs MIOATOTOBKH 46.03.02

I[OKYMCHTOBCI[CHI/IC U  apXHUBOBCACHHUC BCCX (bOpM
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oboyuyenus / [coct. H. E. Mamenko] ; I'OY BIIO
"JloHeUKHid HalMOHAJIbHBIN yHUBEpCUTET", DaKyIbTET
MaTEeMaTHKd ©  UH(GOPMAIMOHHBIX  TEXHOJIOTHUH,

Kadenpa wuHDOpMAIMOHHBIX CHUCTEM YIpPABICHHS. -
Houneux : HouHY, 2017. - 88 c.

8. | Pomanos, B. II. IlpoekTupoBaHme SKOHOMHYECKHX 2 -
MH()OPMAITMOHHBIX CUCTEM: METO/10JI0TUs u
COBpEMEHHBIE TEXHOJOTMH : Yueb. mocodue it

CTYJICHTOB BY30B, OOYYAIOIIUXCS IO CIEIUATBHOCTH
"l[lpuknan. wHpopmaTtnka B dkoHomuke" / B. IL
Pomanos, H. 3. EmenssinoBa, T. JI. Ilapteika ; Poc.

9KoH. akax. uM. I'. B. Ilmexanoma. - M. : Dk3ameH,
2005. - 254 c.

9. | lIBemoBa-Boaka, I'. H. OO6mas Teopusi JOKyMEHTa U 4 -
KkHUTH : yaeOHoe mocobue / I'. H. llIBenoBa-Boaxka. -
Mocksa : Peibapu ; Kues : 3nanns, 2009. - 487 c.

10. | UckoBble 3asBieHUS B Cy[d OOWIEH IOpUCIUKIUU / 1 -
[Coct. M. KO. Tuxommpon]. - 3-e wu3a. - M.
Tuxomupos, 2005. - 128 c.

11. | CmupnoBa, JI. JI. MeHemKMEHT  TIepcoHaa 1 +
[DnmexkTpoHHBI pecypc] : yueOHOe mocobue / JI. JI.
CwmupHoBa ; mox obmieit pemaknuerd B. H. Ceparok ;
I'OY BIIO "oneuxuii HaIMOHATBHBIA YHUBEPCUTET'.
- llonenk : I'OY BIIO "IouHVY", 2019. - DnekTpoHHbIE
TeKCTOBBIC naHHbIe (1 daiin).

12. | Eppemona, O. C. [lokymeHTalus MO OXpaHe TpyAa B 1 -
opranuzanuu / O.C. Ebpemona. - M. : Anbda-IIpecc,
2008. - 134 c.

13. | Murpodanosa, B. B. KagpoBoe 1e10npoM3BOACTBO B 1 -

KoMMepueckoil opranuzanuu / B. B. Murpodanosa. -
M. : Dk3amen, 2005. - 143 c.

14. | Xo3zsiicTBeHHOE mpaBO VYKpawHbl : Y4eOHMK JJIs 31 -
ctyneHnToB By30B / [A. C. BacunweB u ap.] ; mox pea. A.
C. BacunbeBa, O. II. IlonuepkoBnoro. - Uzn. 4-e. -
XapbkoB : Onucceit, 2010. - 487 c.

15. | Undpopmarnsanms OusHeca: KOHIENIUH, TEXHOJIOTHH, 1 -
cucremsl / A. M. Kapmunckuii, C. A. Kapmunckuii, B.
II. Hecrepos, b. B. YUepnukos ; Ilox pen. A. M.

Kapmunckoro. - [2-e u3n. - M. : ®uHaHchHl W
craructuka, 2004. - 415 c.
16. | Morpe6nas, JI. Jlenonpou3BoACTBO, KAKMM OHO JTOJKHO 1 -
obITh / JI. [TorpeOHas. - 2-e u3z. - XapbkoB : dakrop,
2008. - 413 c.

10. ”TH®OPMAIIMOHHBIE PECYPCBbI

1. ATJIAC KopriopatuBHblii HH(GOpPMaIMOHHBIN opTal //www.atlas.com.uarusportal

2. BYTE-Poccus KopniopatusHsle noptaisl / www.bytemag.ru

3. DOCFLOW  Vkpaina 2007. Tesucel koH(pepeHimu. HayuHo-TexHHYecKast
KOH(EpeHLMs] — BBICTaBKa II0 3JIEKTPOHHOMY JIOKyMEHTOOOOPOTY U  YIIpaBIICHHIO Ou3Hec-
nporeccamu. — K., 2007. // www.DOCFLOW.UA
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4. e-Commerce ru. KoprnoparuBabie nH(OpMAIMOHHBIC TOPTAIBI // WWw.e-Commerce.ru

5. Nudopmamms o Microsoft SharePoint Portal Server na caiire koproparmu Microsoft //
http://www.vert.ru/articles/reviews/vert20050620163240.

6. Nuadopmarms o mpomykrax Jlokymentym Cepsucu3 CHI // http://documentum.ru

7. Undopmanus o npoaykrax 3AO "JIAHUT" // http://www.landocs.ru .

8. Hcnonb3oBaHME KOPIOPATHBHOTO TIOpTajla Ul  YIPABICHUS MHTEIUICKTYaJbHBIM
KanuTaJIoM M WHHOBAIIMSIMH Ha KPYIMHOM NpeanpuaTau // www.cl.ruinform.

9. Kuszea T. B. CpaBHEHHE OTEYECTBEHHBIX CHCTEM aBTOMATH3ALMU JEJIONPOU3BOJCTBA U
AJIEKTPOHHOTO IOKyMeHTOo00opoTa // http://www.csys.ru/delo/docs/045.

10. Cucrembl 3J€KTPOHHOTO YIPABICHUS JOKYMEHTaMH: 0030p, KiTacCU(HKAIUS U OIICHKA
BO3Bpata oT BHeapenus // http://www.mdi.ru/-library/analit/sysel.html.

11. Vaiir K. Microsoft SharePoint Portal Server — nomymmctckuii nopran // Intelligent
Enterprise. — 2002. — Ne2 // http://iemag.ru/?ID=472458.

12. DnekTpoHHBIA JIOKYMEHTO000pOoT — CHCTEeMBbI JOKYMEHTAIIMOHHOTO OOecrieyeH s
yrpasienus / http:/ www.IT.ru.

11. MIPOTPAMMHOE OBECIIEYEHHUE

1. Windows 7 PRO (kopriopatusnas nuiiensus JOHHY Ne 46484614)
2. Microsoft Office (kopnopatuBnas muuensust JJOHHY Ne 46472919)
3. Microsoft Visual Studio (aumensus nporpammer DreamSpark s Beicmx
y4eOHBIX 3aBEJICHUI)
4. Autusupyc Kacmepckoro, Adobe Acrobat Reader, XPDF (muuensuun GPL, Apache,
BSD st cBOGOIHOTO MPOTrpaMMHOTO 00ECTICUCHHUS ).



