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YTBepKIeHO Ha 3aceJaHuu Kadeapsl JIOKYMEHTOBEICHUS U
nHpopManmoHHOM KyabTypbl 1 ceHTs10ps 2016 1. mpoTokoi Ne 2.

CocraBurens: E.Sl. TanumoBa, K.M.H., JOLEHT Kadeapbl
JIOKYMEHTOBEICHUS U NHPOPMAITMOHHON KYIbTYPHI

OO0mue TpeOOBaHNS K HATUCAHUIO KYPCOBOii
padoThI

Kypcosast paboTa paccMmaTpuBaeTcs Kak BHA y4eOHOH paboTHI U
BBINOJIHACTCSL CTYJEHTaMH B COOTBETCTBMM C Y4YEOHBIMU IUIaHAMHU.
Brimonnenue KYpCOBOM paboThI JIOJKHO CIocoOCTBOBATH
yIIIyOJ€HHOMY YCBOGHHMIO TEOPETUYECKOI0 Kypca U IMPHOOPETEHHUIO
HaBBIKOB B 00JacTW pemeHus Yy4eOHbIX 3amad u cutyanuii. OHa
SBISIETCd OJHMM M3 OCHOBHBIX BHJOB CaMOCTOSITEIbHON pabOThI
CTYJIEHTOB, HaNpaBJIE€HHOW Ha  pacHIMpEeHUe U  3aKpeIUIeHHe
TEOPETUYECKUX 3HAHUU, POPMUPOBAHUE HABBIKOB PELIEHUS TBOPUECKUX
3aJa4 B XOJE CaMOCTOATENBHOTO ydyeOHOro wuccienoanus. Kypcosas
paboTa BBINOJHIETCS CTYAEHTOM CaMOCTOSATENBHO IOJ PYKOBOJICTBOM
npenojasarens. OHa Oa3upyercss Ha U3yYEHUN 3aKOHOB, IOCTAHOBIICHUH
IIPABUTEIBCTBA, HOPMAaTUBHBIX M METOJMWYECKUX MaTepuanoB. B Hel
00CTOSITENIPHO W TBOPYECKM MOTYT OBbITH pa3paboTaHbl aKTyaJbHbIE
BONPOCHl  JOKYMEHTOBEJEHHs, JIOKYMEHTAI[MOHHOIO  OOecredyeHus
yIpaBJIeHUs,, UICTOPUU U COBPEMEHHOW OpraHM3alliy TOCYJapCTBEHHBIX
YUpEeXKAECHUH W mpennpusatuii Bcex (opm cobctBeHHOCTH Poccum,
apXUBOBECHMUS, JIOKYMEHTHBIX pecypcoB, TEXHOJIOTUU
JOKYMEHTAJIbHOTO U HWH(POPMALMOHHOTO OOECHeUeHHs YIpaBlIeHUs,
nH(pOpMaLOHHON KYJIBTYDBI, yIpaBIeHUS [EPCOHAJIOM,
UH(POPMALIMOHHOTO MOHUTOPUHTA, HH()OPMAIIMOHHOT'O MAPKETHHTA.

KypcoBas padota nomxHa:

1. HocuTh KOMIUIEKCHBIM XapakTep U ObITh TECHO CBS3aHHOM C
pelIeHNEeM Hay4YHO-METOJMUYECKUX M OPTaHU3alMOHHBIX 33734
B JICATEIBHOCTU JOKYMEHTAIIMOHHBIX CIIYKO.

2. ConepxaTb 3JIEMEHTBl CaMOCTOSITEIBHOIO HCCIIEAOBaHMUS,
IIPOBEIEHHOTO HA OCHOBE AaHalIM3a JOKYMEHTOB WU
NESITEeNbHOCTH  MH()POPMALMOHHBIX U JOKYMEHTALMOHHBIX
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city0, COOCTBEHHBIX HAOJIOJCHUN, YKCIICPHUMEHTA, a TaKKe
NPEATIOKEHUH IO COBEPIICHCTBOBAHUIO HH()OPMALMOHHOTO
00CITy’)KNBaHU; OTPAXKaTh BHICOKHI YPOBEHb OOILICHAYYHOU U
CIEeUATILHOM MOATOTOBKHU CTYJCHTA, CIIOCOOHOCTH MPUMEHSThH
MOJTyYCHHBIE 3HAHUS MPH BBHIIIOJHEHUH KOHKPETHOTO 3a/1aHUs
1o pouITIo CBOEH CHennalbHOCTH.

3. BbusiBiiATe  yMeHue BecTH OuOnIMOrpauuecKuil  MOUCK,
TBOPUYECKH  AHAIM3MPOBAaTh JOKYMEHTHl HEPBUYHOH U
BTOPUYHOU MHPOPMAIUH, JeNIaTh COOCTBCHHBIE 0000IICHUS U
BBIBOJIBI B obnactu JTOKYMEHTOBEICHHS u
JOKYMEHTAITMOHHOTO  OOeCHeueHusl  YIpaBJICHHSA, YETKO
CTPOUTh W B  TPaBWIBHOW  JHTEpaTypHOH  Qopme
dbopMynHpOBaTh M M3JIAraTh CBOM TUIOTE3bl W KOHIICTIIUH,
00OCHOBaHHO UX OTCTauBaTh.

4. KypcoBast pabora MOXXET MpeACTaBIAThH COOOHM nanbHeiiee
pasBUTHE M YriyOJIeHHe paHee BBINOJIHEHHBIX pedeparos, B
KOTOPBIX, KakK TIpaBHJIO, paccMaTpUBAIOTCS Ooyiee y3KHe
BONPOCHl M pEIIeHHE KOTOPBIX HOCUT IPEUMYIECTBEHHO
y4eOHO-TT03HABATENBHBIA XapakTep € AJIEMEHTaMU HAyYHOTO
UCCIIE/IOBAHMS.

Buabl kypcoBbIxX padoT

1.TeopeTnko-mMeTomUUeCcKii aHaMM3 W OOOOIIEHHWE ONBITA
paboThI ¢ JOKYMEHTAaMH MPEIIPUATHI.

2.AHanu3 COCTOSIHUSI W3YYEHHOCTH aKTyaJIbHbIX MpoOjieM B
JOKYMEHTOBE/ICHUH, apXUBOBEICHUM, HWH(POPMALMOHHOW KYIBTYpE,
nH(OpPMALIMOHHOM  O0ecnevYeHUr  yhpaBieHHs, HH()OPMALMOHHOM
MapKeTUHI€ W MOHMUTOpPHUHIre, OubnuorpadguyeckoM MOJEIUPOBAHUH
JOKYMEHTOB UM JPYT'HX HamnpapieHUI HHPOPMAIIMOHHON NeSTEIbHOCTH.

3.Pa3zpaboTka opraHu3allmOHHOTO MPOEKTA MPEATIPUATHSI.

Opranuzanus 1 ycJ10BUsl BHITIOJHEHUS KYPCOBOM

padoThI
3a BpeMs 00y4YeHHs CTYICHT BBHITIOJIHSET 3 KypCOBBbIE paOOTHI 1O
TUCLUUIUIMHAM, TOATBEpXKIAIOIKUM ero kBanu¢pukanuio. Kypcosas



pabora  pa3pabarbiBaeTcs  CTYAEHTOM IO  MPEICTaBICHHBIM
BhINyckaromed kadenpoit temam. CTyneHTaM NpelOCTaBISETCsS MPaBO
BbIOOpa TEMBI KYypCOBOH paboThl. Bmecte ¢ TeM CTyIeHT MOXET
HPEUIOKUTh JUIsI KypcOBOH PabOThl CBOIO TEMY IO COOTBETCTBYIOIIEH
y4eOHOM TUCIUIUINHE.

KypcoBas pabora paccMmaTtpuBaeTcst Kak (opMa OTUETHOCTH; €€
OLICHKAa IpPOCTaBISAETCS B 3a4YETHBIX KHMKKAX M 3K3aMEHAIlMOHHBIX
BeoMocTsaX. Hamucanue KypcoBoil paOOThl OCYIIECTBISETCS O]
PYKOBOJACTBOM  IIpemojaBaTesii —  pyKOBOAUTENs  pabOThl, U
ornpezensercs 3 yaca Ha OJJHY KypCOBYIO paboTy.

Tema JIOJDKHA OBITh aKTyaJIbHOM, COOTBETCTBOBATh
COBPEMEHHOMY YPOBHIO M IEPCIEKTUBHBIM HAaIIPaBICHUAM pPa3BUTUSA
UH(POPMALIMOHHOW HAayKH M TPAKTHUKH, KOHKPETHON M HAlleJICHHOW Ha
pElIEHNE peaJbHBIX 3aJad C Y4YETOM IIEPEJOBOr0 OTEYECTBEHHOI'O U
3apy0OexxHOro ombiTa. TeMbl MOTyT OBITh COCTaBHOH  YacThIO
KOMILJIEKCHBIX HAayYHBIX UCCIIEIOBAaHHI BhITyCKaroIIel Kadeapsl.

Kadenpoii yrBepxaaroTcst pyKOBOJUTENN KYPCOBBIX padoT.

I'padukn HamucaHus, cJauyd M 3alIUTHl  KYPCOBBIX paloT
COCTaBJISIIOTCS M YTBEPKAAIOTCS BBITyCKaroUeH kadeapoil 1 10BoaATCS
JI0 CBEJICHUS CTY/AECHTOB B Hayajie y4eOHOro roja. TemaTuka KypCOBBIX
paboT mo y4yeOHOM JHCHUIUIMHE €)XXETroJHO IepecMaTpuBaeTcs H
yTBep)KJaeTcss Kadenpoil OHOBPEMEHHO C YTBEPXJAEHUEM Tpaduka ux
HaIMCaHMs U MPEICTaBISAETCs CTyIeHTaM B Hauajie yueOHOro roja.

CryneHTy npenocTaBlisieTcsl NpaBO BBIOOpa TEMBI KYpPCOBOMA
paboTEHL.

BrimonHsemas ctyieHTOM KypcoBasi paboTa mpoBepsieTcst B CPOK
no 10 pHel mperogaBaTereM-pyKOBOJUTENIEM pabOThl (XpaHUTCS Ha
kageape B TeueHue 1 rona), KOTOPBIN JaeT MUCbMEHHOE 3aKII0UEHUE MO
paboTte — pereH3uIo (CPOK XpaHEHHS S5 JIET).

IIpu omenke pabOTHI YUYMTBHIBAIOTCSA COJEpkKaHHUE DPAaOOTHI, ee
aKTyaJIbHOCTb, CTEIIEHb CaMOCTOSITEIBHOCTH, OPUTHHAIBHOCTD BBIBOJIOB
U IIPEJUI0KEHUM, Ka4eCTBO MCMOIb3YEMOI0 MaTepHala, a TAak)Ke YpOBEHb
rpamMoTHocTH  (0Omui u  mpodeccruoHanbHbIi).  OIHOBPEMEHHO
PELEH3EHT OTMEYAET €€ IOJIOXKHUTEIbHbIE CTOPOHBI U HEJOCTAaTKH, a B
cilydyae HaJOOHOCTH YKa3bIBaeT, 4TO HAJUIEKHUT JopaboraTh. Penensus
3aKaHYMBAETCSl BBIBOJIOM, MOKET JIM paboTa ObITh JOMYIIEHA K 3alUTeE.
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PaGora BMecTe ¢ perneH3ued BBIJACTCS  CTYIEHTY  JUIA
O3HAKOMJICHHUS M BO3MOXHOTO ucmpasiieHus. Eciu ke kypcoBas pabora
M0 3aKJIIOYCHHUIO PELEH3CHTa SBJSETCS HEYAOBIECTBOPUTEIBLHON U
MOJJICKUT TepepadoTKe, TO MOCe UCIPABICHHS OHA MPECTABIIACTCS Ha
MOBTOPHOE PELICH3UPOBAHUE C O0s3aTEIbHBIM MPEJICTABICHUEM TIEPBOM
peLeH3uH.

Hayunsrii PYKOBOJHUTEIIb 1o Mepe HE00X0AUMOCTH
KOHCYJIBTHUPYET CTYJEHTAa; IPOBEPAET KAueCTBO OTIEIbHBIX YacTeu
BBITIOJTHEHHOW PaboThI, JaeT yKa3aHHUS 10 YCTPAaHCHUI0 OOHAPY>KEHHBIX
HEJIOCTATKOB.

KypcoBast paborta 3ammmiaercsi mepes KOMHCCHEH IO 3aIiuTe
KYpPCOBBIX pabOT B COCTaBe [IBYX-TpeX IMpemnojaBaTeNiel, OIWH U3
KOTOPBIX — PYKOBOJIUTENIh KypCOBOM  pabOThI, yTBEp)KIaeTCs
COOTBEeTCTBYIOIIEH Kadeapoil, kak mpaBuio, 3a 7-10 mHeill no Hauama
AK3aMEHAMOHHOW CECCHUMU.

Ha 3ammre cTyneHT AOMKEH KpaTKO H3JI0KUTh COJEp:KaHHE
paboThl, JaTh HMCYEPIBIBAIOIINE OTBETHI HA 3aMEUaHUs pElEeH3eHTa M
BOMNPOCHI WiIeHOB Komuccuu. OKOHYaTeNnbHasl OIIEHKa KypcoBOW paboThI
BBICTABIISIETCA IO UTOTAM 3allMThl BBIMIOJHEHHON Pa0OTHI, 3aHOCHUTCS B
9K3aMEHALMOHHYIO BEJOMOCTh M 3aYETHYIO KHUKKY CTYJICHTA.

[To pemenuto xkadenpsl HA OCHOBAHUHM  TPEIACTABICHUS
mpernojaBaTeNss — PYKOBOAHWTENS KypcoBas paboTa MOXKET ObITh
MpeACTaBIeHa KaKk HAyYHOE UCCIIeOBaHUE.

Odopmirenue kKypcoBoi padoThbI

KypcoBast pabora nomkHa ObITh OopMIIeHA B COOTBETCTBHHM C:
I'OCT 7.1- 2003: bubnuorpaduueckas 3amnuch. bubnuorpadpuyeckoe
onucanue . O6mue TpeOoBaHUs U MpaBuUia cocTaBieHus .- Ben. 2004-
07-01.- M., 2004.- 65 c.

I'OCT 7.32-2003 Otyer 0 Hay4YHO-UCCIIEOBATENILCKOM pabdoTe.
Crpykrypa u npasuia opopmienus. - Beex. 01.01.2003.- M., 2002.-18c.

I'oCT P 6.30- 2003 VYuudunupoBaHHas  cUCTEMa
OpPraHU3alOHHO-PACHIOPSAUTEIBHON  TOKyMeHTauuu. TpeboBaHUA K
odopmiieHnto 1okymeHToB. - Been. 01.01.2003.- 19 c.



KypcoBast paboTa BBITIOJIHSETCS B TIEYaTHOM BH/JIC.

O6mwmit 06beM paboThl JOMKEH cocTaBiATh 20-25 crpanui (6e3
npwioKeHni) Ha odceTHOW Oymare craHgaptHoro ¢opmara A4
(270x290 mm) Ha oxHOM cTopoHEe jucTa (40 ThIC. CHMBOJIOB, HAOpaHHBIX
Ha kommbtorepe 14 mpudrom Times New Roman ¢ monyropHbIM
MHTEPBAJIOM), KOTOpbIE CIIMBAIOTCS B Make-ckopocuinBaTene. KypcoBbix
paboT Ha JUCTaxX LIKOJIBHBIX WJIM OOLIMX TETpajeil He pa3peluaercs.
VYcraHoBKka moJieil: BepxHee — 2 CM., HUKHee — 2.5 cM, JieBoe — 2 CM,
npaBoe — 2 cM. CrpaHuIBl HyMEpYIOTCS B IPaBOM BEpPXHEM YIIy.
[lepBast cTpanuna He HyMepyeTrcs (THTYJIbHBIA JHCT), HO CUHTAETCA.
Kasxprii ab3a1y megataeTcsi ¢ KpaCHOM CTPOKH.

OCHOBHBIMU ~ DJIEMEHTaMH  CTPYKTYpbl ~ KypCOBOWH  pabOThI
SBJISIFOTCS: 00JIOXKKA, TUTYJIBHBINA JTUCT, OTJIABJICHUE, BBEJCHUE, OCHOBHAS
collep)KaTeNbHass 4YacTh, 3aKIIOYEHHE, CIUCOK  HCIOJIb30BAaHHOU
JUTEPATyPhl U UCTOYHUKOB, IPHIIOKCHHUS.

OO6noxka KypcoBoil pabOThl JOMKHA COAEpkKaTh CIEAYIOIIUE
CBEJICHUS:

» TI0JTHOE HAMMEHOBAHHE MUHMCTEPCTBA, BY34;

» Ha3zBaHUE TEMbI KypCOBOil paboThI;

» HauMeHOBaHHe BHJA JOKyMEHTa: KypcoBas pabora ;

» HauMEHOBaHME MECTA M I'OJ] BHLINOTHEHHS.

Oobpa3zer; 0010xKu npuseieH B [Ipunoxxenun 2.

Bo BBeaeHum maercsi 00OCHOBaHWE TEMBI, €€ aKTYaJIbHOCTH H
3HauUeHUsT Ha COBpPeMEHHOM »Jtamne. llpuBoamrtcs KpaTkuii 0030p
BOKHEUINUX  MyOJMKANMWA, TO3BOJSIIONIMNA  CYOUTh O  CTENEHU
pa3pabOTaHHOCTH  TEMbI, YKa3bIBAIOTCS  METOIbl  HCCIIEIOBaHHM,
dbopmynupyercs 1enb U 3adadd padboThl. BBogHas 4yacTh HE MOJDKHA
npesbimath 15% KypcoBoit paboThI.

OcHoBHasl cofiepxaTelibHasl 4YacTh MOJpPa3IesseTcs] Ha JIOTHYECKU
CBSI3aHHBIE MEXIy COOOW TIIaBbl, paslensl, mnoapazaensl. Kaxmoe
CTPYKTYpHOE MOApa3/ieleHHe T0JDKHO UMETh KpaTKoe U MHPOpMaTUBHOE
3arjlaBue, ornpezensoniee ero coaepxkanue. KomnyuecTBo rias, pa3aenos
U TOAPA3JeNoB ONpENeNseTcs CTYACHTOM IO COIVIaCOBaHHUIO C
PYKOBOAMUTEIIEM.

TekcToBasi 4yacThb KypcOBOW paOOTHI JOKHA OBITH TIIATEIHHO
OTPENAKTHUPOBAHA U COOTBETCTBOBATH YCTAaHOBIEHHOMY B «3aJIaHUM»
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coJiepkaHuio. B ciyyae eciau NPUMEHSIOTCS COKpAllleHUs CIIOB WU
CIIOBOCOYETAHHUM, OHU JOJDKHBI MMETh DPa3bsiCHEHHs B TEKCTE€ WU B
«Criicke YCIIOBHBIX COKpAIlEHUiI», KOTOPBI BKIIOYAETCS B COCTaB
KypcoBoil paboThl. L{lutaTel, MpUBOIUMBIE B TEKCTE, JOJKHBI ObITh B3SITHI
B KaBBIYKM M HMMETh CCBUIKM Ha HCTOYHHMK: B CKOOKaxX YKa3bIBaeTCs
HOMEp 3alHucCHU JAaHHOTO HCTOYHUKA, MOJ KOTOPHIM OH 3alucaH B
«Crrcke MCHOIb30BAHHONW JIUTEPATYphl U UCTOYHHKOBY», U CTPAHUI], HA
KOTOpBIX pacrhojiokeHa IuTata. Mcronb3oBaHue TOJOXKEHUH U3
JUTEPATypHBIX HCTOYHHUKOB, CXeM, TaOmui 0e3 CChUIOK Ha HHUX
paccMmarpuBaeTcsi Kak rpy0oe HapylleHHE Hay4YHOH W JUTepaTypHOM
oTuKkd. B TakoM ciywae pabora K 3amuTe HE JOIMYyCKaeTcs.
NnmroctpaTuBHBINA MaTepuan — TaOJNHIIbI, CXEMBI, JUarpamMmbl, TpaduKku
— JIOJDKHBI OBITH BBIITOITHEHBI TOYHO, aKKyPaTHO Y€PHUKAMHU WU TYIIBIO,
BIIO’KEHBI B COOTBETCTBYIOIIME MecTa Uil B «[Ipumoxkenus» Kk KypcoBoi
pabore.

B 3akmoueHne B cxaToi (opmMe M3IaraloTcs BBIBOABI, K
KOTOPBIM TIPUINEN CTYJASHT B pe3ylbTaTe IPOBEICHHON paboThl H
NPUBOAATCA TPEAJIOKEHHS B BUAEC PEKOMEHJAUUN 10 YCTPaHEHUIO
BBISIBIICHHBIX ~ HEJIOYETOB, 1O TOBBIIEHHIO d((eKTHBHOCTH W
COBEPIICHCTBOBAHUIO HAY4YHOM, METOIMYEeCKON U OpraHu3alMOHHON
JeSITeTbHOCTH WH(POPMAIIMOHHBIX CITYKO.

Ob6wvem KypcoBoii  pabotel — 20-25 cTpaHMII TeKcTa,
Hale4yaTaHHOroO yepe3 MOJTopa MHTEpBala Ha OJHOM CTOPOHE JIUCTa C
nonsiMi.  CIUCOK  HCIOJIb30BAaHHOM — JIUTEpPATypbl M MPHUIIOKEHHS
MPUBOMASTCS JOTIOJTHHUTEIBHO.

OO0s3aTenbHBIM  AJIEMEHTOM KYPCOBOW pabOThl JIOJKEH OBbITh
«CIHACOK HCIMONB30BAaHHOM JUTEPATyphl W HCTOYHUKOBY», B KOTOPOM
OTpaXkaroTcsi  ONMyOJMKOBaHHBbIE, HEONMyOIMKOBaHHBIE W  apXUBHBIE
MaTepuaibl (B 3aBUCUMOCTH OT MX HAJWYMsI U TEMbI KypCOBOW paboThI),
KOTOpBIE PACHOJIaraloTcs B ajJ(paBUTHOM MOPsIKE aBTOPOB U 3arjiaBUil.
Bce 3anmucu B «Cnucke MCHOJIB30BaHHOM JIMTEPATypbl U MCTOYHHKOBY
Jal0TC B CTPOTOM COOTBETCTBHM C JCHCTBYIOUIMM TOCYAapCTBEHHBIM
craugaprom — T'OCT 7.1 - «bubnuorpaduyeckas 3amuch.
bubnuorpaduyeckoe onucanue». OTCTYIUIEHUS OT CTaHIAPTa CUUTACTCS
HEJIOCTAaTKOM PaOOTHI.



B mpunoxenun MoOryt OBbITH MPEACTABICHBI CXEMBbI, TAOJUIIBI,
PUCYHKH W JPYrHe WILIIOCTPATHBHBIC MaTepUalIbl, HE BKIIIOYCHHBIC B
TEKCT, HO HAa KOTOPBhIE UMEIOTCSI CCHUIKH B TEKCTE PaOOTHI.

Ocoboe BHHMaHHE IOJDKHO OBITh OOpameHo Ha odOopMIICHHE
KypcoBOi paboThl. BpINOIHEHHAs TOIHOCTBIO KypcoBas pabota
neperuietaetcss (WM TOAIIMBACTCSA B CHCHHAIBHYIO  MAIKY,
NpeIHa3HAYCHHYIO ISl KYPCOBBIX paboT).

Bce cocraBHble YacTH KypcoBOHOW paOOTHI pacroiararoTcs B
CJICAYIOIIEM TOPSAKE:

1.0610%kKa
1. TuTyabHBIN JHCT.
2.CuCOK  COKpAalLeHHbIX  CIIOB u CIIOBOCOYETaHU,

BCTPEYAIOITUXCS B TEKCTE.
3.0raBiexHue.
4 BBencHue.
5. TekcToBas 4acThb.
6.3aKIIroueHME.
7.CIMCOK UCIOJIB30BAHHOM JIMTEPATYpPbl 1 HICTOUYHUKOB.
8. Ilpunoxxenus.

K odopmnenuto kypcoBoil paboTbl HpPeAbABISIOTCS TaKUE XKe
TpeOoBaHUs, KaK W K PYKONMCH, claBaeMoil B wu3aarenbcTBo. OHa
JIOJDKHA OBITh OTpENaKTUPOBaHA, OTIMEYaTaHa M CUUTAHA CTYJIEHTOM.
Texkct KypcoBoi pabOTHI TeyaTaeTcsi 4Yepe3 IMOJTOpa HWHTEpBajlia Ha
OJTHOW CTOpOHE CTaHJapTHOro Jmcra Oymaru ¢gopmara A-4. CTpaHHILIbI
KypCOBOM pabOThI TOJIKHBI UMETh oJs: ieBoe —30 MM, BepxHee —20 MM,
npaBoe — 15 mm, HukHee — 25 MM. [lopsKoBBIT HOMEp meuyaTaeTcs B
cepeMHe BEepXHero moiisi crpaHuibl. [lepBoil cTpaHuilel cuuTaercs
TUTYJBHBIA JIUCT, HO Ha HeM Iudpa «1» He cTaBUTCs, Ha ClEAYIOLIeH
CTpaHuLle IpocTaBisieTcs nudpa «2».

Ha TuTynpHOM nUCTE€ MOOMKHBI OBITH CIENYIOIIME CBEICHUS:
dbaMuMsg ¥ WHULHAAIBI CTYACHTA; TeMa KYpPCOBOW paboThI; (pamuims,
WHUIMAJIbI, y4€Hasl CTENEHb U JOJDKHOCTh HAYyYHOI'O PYKOBOAMTEIS;
(oOpazerr TUTYJIBHOTO JTUCTA K KypcoBOi padote naH B [Ipunoxxenun).

B peren3upoBaHuu KypcoBBIX pabOT MOTYT MPHUHUMATh y4acThe
CMEIUATIUCTBl C BBICHIUM 00pa3oBaHHEM, pabOTarOIIMe B OpraHax
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uHpopmanuu, 6MOIMOTEeKax, By3ax M JAPYIHX yUpeKAeHUsX. B kauectse
PELIEH3eHTOB MOTYT NpUBJIEKaThCA Mpodeccopa M IMPErnogaBaTesin
JPYTUX BY30B.

IIpaBuia 3amMTHI KYPCOBOM PadoThI

OxkoHYaTeIbHOE PEIIeHUe O IOMYCKe KYpCOBOM pabOTHI K 3allIUTe
MIPUHUMACT 3aBEIYIOIIHIA KaQeapoii.

3amuTa KypCOBBIX pabOT MPOBOAUTCS B YHUBEPCHTETE Ha
OTKPBITOM 3aHATUU. [IpOAOIKUTEIHLHOCTD 3aIIUTHI KYpCOBOUW pabOThI HE
JIOJKHA MPEBBIIATh 15 MUHYT.

3amuTa KypcoBOi pabOTHI IPOBOIUTCS B CIICTYIOIIEM TOPSIKE:

1.Joknan ctynenta B Tedenue 10-12 MuHyT ¢ neMoHcTpanueit (B
cllydyae HEOOXOJUMOCTH) HArJIsHOTO MaTepuaja: CXeM, Tuarpamm,
rpadukoB W T.A. B Jokmame CTyIeHT KpaTKO U YETKO H3Jaraer
comepxkaHue paldOThl, €€ pe3yabTaT W BBIBOABL. (OTMEYaeT METON
peuieHus MOCTaBJIEHHBIX 3aj1ad, YKa3bIBaeT BO3MOKHOCTH
HCIIOJIb30BAaHUSl  pe3yJIbTaTOB KypCOBOM paboOThl B HayyHOW H
MPaKTUYECKOU JIeATETbHOCTH.

2.0rnamaeTcst OT3bIB HAyYHOT'O PYKOBOIUTEIIS.

3.Bonpockl K CTYAEHTY CO CTOPOHBI JIHI, MPUCYTCTBYIOUIUX HA
3aIlUTE; OTBETHI HA BOMPOCKHI M 3aMEYaHUsI.

4.3aKJII0YUTENBHOE CIOBO CTY/ICHTA.

Onenka KypcoBoil paboTel odopmiseTcss TpoTokojaoMm. I[lpu
OTIpeIcTICHUU OIIEHKH KypCOBOW pa0OTHI MPHHUMAETCS BO BHHMMAaHUE
YPOBE€Hb HAYYHOW W MPAKTHUYECKOW MOATOTOBKH CTyJEHTA. Pe3ynbTaThl
3alUThl OOBSIBISIOTCS B TOT K€ J€Hb Mocle OPOPMIICHHUS MPOTOKOIA
3aIHTHI.

3aluIIeHHbIE KYPCOBBIE PabOThI CHAIOTCS Ha BBIMTYCKAIOUIYIO
kadenpy. B cioydae HeEoOXOAMMOCTH KypCOBBIE pabOThI MOTYT OBITH
HampaBlieHbl B WH(OPMAIMOHHBIE OpPraHU3alUU 10 UX 3ampocaM s
BHEJPEHUS B IPAKTUKY MPEATIOKEHUH.



IIpunoxenue 1

denepanbHOE rOCyIapCTBEHHOE OI0/HKETHOE 00pa30BaTEeIbHOE
yupexeHue Bbiciiero oopazosanus «KpacHonapckuit
rOCYJapCTBEHHBIN HHCTUTYT KYJIBTYPBD»

Kadenpa nokymeHntoBenenus, ”HQOPMATUKHU U
MPOEKTHOM JEATEILHOCTH

Ha3zBanue TeMbl

KypcoBas paboTa 1o yueOHON AUCLMIIUHE

Ucnonuutens: ©.M.0. crynenra (ka)

Kypc, TpyIIa
MOANUCH

HayuHbli1 pyKOBOAUTEIB:

®.1.0. y4eHast
CTEIEHb, JOHKHOCTh
MOJIITUCH

Kpacuonap, 20 _

Ipuioxenue 2

IIpumepHasi TeMaTHKa KypCOBBIX padoT
[Ipodeccus «10KyMEHTOBE» HA PBIHKE TpyAa
JIOKyMEHT B COLIMAIbHBIX KOMMYHUKAUAX
IIpodeccnonanbHOE MUPOBO33pEHHE JOKYMEHTOBENA
CnpaBouHbIi anmapar T0KyMEHTOBEAA
JInuHOCTHBIE U MPOPECCUOHANBHBIE KAU€CTBA JOKYMEHTOBEAA

Opraam3anus JTOKYMEHTAITMOHHOTO obecrieueHus
nesite’bHOCTH B cdepe (OM3Heca, ynpapiieHus, 00pa3oBaHus,
IPOU3BOJICTBA)

Ontumuzanus JTIOKyMEHTO000pOoTa B obnactu

(ropucTpyACHIINH, KyJIbTYpbl, 00pa30BaHus)

[IpoOneMbl XpaHeHHUS U HUCIOJB30BAHUA JTOKYMEHTHOM
UHpOpMaIIMU HA MAITMHOYUTAEMbIX HOCUTEISAX

Monenb JOKYMEHTOB, HEOOXOAWMBIX [UIsl OpraHHU3aliH
coOCTBEHHOU (PUPMBI

JlokymMeHTanbHble pecypchl  oOecredeHusi MnoTpeOHOoCTen
CIEIUAMCTOB

bubnuorpaduyuecknii MOHUTOPUHT JOKYMEHTAIBHOIO MOTOKA
Knaccudukanus 1TOKyMEHTHBIX PECYpPCOB

[IpoOneMbl opranu3alnuu MApKETHHTOBBIX MCCIIEJOBAHUN U UX
JOKYMEHTALMOHHOE CONPOBOXKACHHUE

Krnaccudukanus 70KyMeHTalIbHBIX PECYPCOB MapKETHUHTA
[IpoGnembl pa3BUTHS TOKYMEHTHUPOBAHHOM MAapKETHHTOBOM
MH(OPMALIMOHHON CUCTEMBI



NudopmanmonHoe obecrnieueHne (BBIOPAHHOW CTYIEHTOM
cepsl 1eATeTbHOCTH WK OTPACIu IPOU3BOJICTBA)
Opranuzanus UH(OPMAITMOHHOTO MOHUTOpPHUHTA (B
BBIOpAaHHON CTyJeHTaMu cepe AESITeNIbHOCTH WIH OTpaciu
MIPOU3BO/ICTBA)

Pexnamubie cooOmienns: B ”HPOpMaIIMOHHOM OM3HEce
ApXHUBHBIE HCTOYHUKM Kak 0a3a M3Yy4EHHS HUCTOpUU
uH(popMaImoHHOU cTpyKTyphl Kybanu

Pa3paboTka KOHLENIMU JAOKYMEHTAIMOHHOTO OOeCreueHuUs
YIPaBJICHUS

Ilo yueOHOM qucuuIuvinHe «/IOKYMEHTOBEIeHH e

TepMHUHOJIOTHSI JOKYMEHTOBEICHUS

Hctopus BO3HUKHOBEHHUS U pa3BUTHS JOKYMEHTA

[TonsTHE «TOKYMEHT»

VYuuduxaius 10KyMEHTOB

AKTyanbHBIE POOJIEMBI JOKYMEHTOBEICHUS

3akoHoaTebHas 6a3za paboThl ¢ TOKyMEHTaMHU

DBOJIONNS MaTepUaIbHBIX HOCUTENIEH HHPOpMaIun

CranmapTu3zanus B 00J1aCTH JOKyMEHTOBEICHUS

Bunbl 10KyMEHTOB

Nudopmarus u cynHOCTb JOKYMEHTUPOBAHUS

DyHKIIMY U CBOWCTBA JOKYMEHTA

OCHOBHBIC HANIPABJICHUS U3YUYECHHUSI ICTOPUU JOKYMEHTA

[Tpobiiema nepuoau3aliu UICTOPUU JOKYMEHTA

Posp BcomMoraTenbHBIX HMCTOPUYECKUX JUCIUILIMH B
V3y4YEHUH UCTOPUU JOKYMEHTA

JlpeBHue (HOpMBI TOKyMEHTa

SI3BIK U CTUIIb JOKYMEHTA

IOpuanueckas cuiia ToOKyMeHTa

JIOKYMEHTOOOOPOT MPEITPHUITHS

7

Opranuzainusi paboOThl C JOKYMEHTAaMU OTPaHUYEHHOTO
J0CTyIa

Hay4Has v nmpakTrdeckast HEHHOCTh TOKYMEHTa

[IpoBeneHMe 3KCIEPTU3BI LICHHOCTH JOKYMEHTA

HopmatuBHass perimamMeHTanus JEATENbHOCTH  CIIYKO
)1(0)%

[lonsitue, cTpykTypa, coctas ciayx6 JJOY

IloaroroBka HIOKYMEHTOB K IEpeladye Ha AapXHWBHOE
XpaHeHne

Homenknarypa nen

[ToHATHE DIIEKTPOHHBIA TOKYMEHT

DNEKTPOHHBIM JOKYMEHTOOOOpPOT: aHalu3 Mporpamm H

HMMEIOIIEr0Cs ONBITA UX UCTIOJIb30BAHUS

[Ipobnema npugaHus IOPUIUIECKON CHUITBI DTIEKTPOHHOMY
JNOKYMEHTY

1o yuyeOHoi nucuuninie «OGucHbIl MeHeTKMEHT
COBEpILEHCTBOBAaHUE  JOKYMEHTALIMOHHOIO  0OecredYeHus
YIPABJICHHS B COBPEMEHHBIX YCIOBUAX
CoBpeMeHHOe AeJI0BOE MUChMO B YCIOBUSAX YHUPUKALIUN
JIOKyMEHTHpPOBaHUE NEATEIbHOCTH KOJUJIETUAbHBIX OPTraHOB
Opranuzamusi JIeJONPOU3BOJCTBA HaA TMpeanpusituu (Ha
KOHKPETHBIX MTpUMeEpax)

Kynbrypa aenoBoro oOiieHus 1 opuIIHaIbHON MEPEUCKU
Ponb 1 MecTo cekperapsi B ynpaBlIeHYECKON CTPYKTYpe
OpraHu3aLMH.

HcTopus cexperapckoii ciyx6s1 B Poccun.

[Ipodeccus cexpeTapsi Ha COBPEMEHHOM PBIHKE TPyAa.
CoBpemMeHHass HOpMaTUBHO-METOANYECKas 6a3a,
periiaMeHTUpyroLias AesITENbHOCTh CEKpeTapsl.




[TpodeccnonanbHbpie HABBIKK, 00S3aHHOCTH U (HYHKITUU
cekpeTaps.

JlomKHOCTHBIE 00S13aHHOCTH ceKkpeTapsi-pedepenra (Ha
npuMepe KaKoh-11u00 OpraHu3aIvm).

KoMMyHHKaIIMOHHBIE aCIIEKThI I€ATEIBHOCTH CEKPETapsl.
Bunel npuma nocertureneil, IpOBOAUMBIX PYKOBOJIUTEIEM U
CEKpeTapeM.

be3nokymMeHTHOe 00cy)KHUBaHUE B paboTe ceKkpeTapsl.
KynbTypa nmemoBoro oOmieHuss B HOpOPECcCHOHAIBHOU
JeSITEIbHOCTH CEKpeTaps.

[IpoOnembl MIIaHUPOBaHUS W OpraHu3aluu pabodero AHS
CeKpeTaps.

[Tpodeccus cexperapst — reHAEPHBII aCHeKT.

XapakTepucTUKa COBPEMEHHBIX TEXHMYECKUX CpEACTB H
IPOrpaMMHBIX TPOAYKTOB, HCIOIb3YyEMbIX B JESATEIBHOCTH
ceKpeTaps.

HuTepHeT B paboTe cexpeTaps.

Ponp  cekperaps B opraHuzaluu
OpEIIPUSTHUS.

Hcnonp30BaHne CHpaBOYHO-TIOUCKOBBIX CHCTEM B paloTe
CeKpeTapsi.

Opranu3aimoHHO-UH(POPMAITUOHHOE obecrieueHue
JESTEIbHOCTH PYKOBOAUTENS KaK OCHOBAa CEKPETapCKOM
paboThI.

OpraHu3aioHHbIE M TEXHUYECKHE MPOOJIeMBbl MOATOTOBKU
KPYITHBIX COBELIaHUN

[ToBenenue cexpetapsi B KOHQIUKTHONW CUTYaIUU.
OcoGeHHoCTH 1€TOBBIX KYIbTYyp 3amnana u BocToka.

JIOKyMEHTO000pOTa

ITo vueoHo¥ nuciumiannae « AadopManmoHHoe
o0ecnmeyeHre VIIPABJICHUS)

Monens nHPOPMAIIMOHHBIX TTOTOKOB MPEATPUSATHSI.
CaoiicTBa HHGOPMAIIMK C SKOHOMUYECKON TOYKU 3PEHHUS.
Nudopmanus u JoOKyMEeHTAIIMOHHOE 00ecIieYeHne
yIpPaBJICHHUS.
CrtpykTypa cucreMa JOKyMEHTAIMOHHOTO 00eCTICUeHU S
yIpaBJICHUS
Knaccudukanusa napopMalnoHHbIX CUCTEM
O6ecneunBaromasi 1 GyHKIIMOHAIbHAS YACTH CUCTEMBI
JOKYMEHTAIIMOHHOT'O 00ECTICUEHHMSI YIIPABJICHUSI.
HNudopmanoHHbIe TEXHOJIOTUN B CUCTEME
JOKYMEHTAIMOHHOT'O 00ECTIeUeHHsI YITpaBICHUSI.
NudopmanmonHas Moienb AeIONPOU3BOICTBA
IPEITPHUITHS
Dransl npoeKTupoBaHusi cuctemsl JJOY
Hcnonb3oBanue 6a3 1aHHBIX B yIIPaBICHUN
Konuenmus 0a3 1aHHBIX B YIIpaBICHUU
JEJIOITPOU3BOACTBOM
[IpoexktupoBanue ctpykrypsl b/l B cucteme JJOY
Knaccudukanus B/l B cucreme JJOY
Hcnons3oBanue 6a3 qanaeix B JIOY
MeToaomorus MPOEKTUPOBaHUSI 0a3 JAHHBIX B CUCTEME
)1 (0)%
OcHOBHBIE 3Tanbl NPOeKTHPOBaHU b/[
JOKYMEHTAIMOHHOTO 00EeCTICUeHUs yIPaBICHHSI
Mertoabl otieHkH 3¢ HEeKTUBHOCTH opranu3anuu bJ|
Anann3 HHPOPMAIIMOHHBIX TPOIIECCOB MPEANIPHUAITHS IPU
TTOMOIIY U3YYEHUS JOKYMEHTO000pOoTa
Dransl ONMCaHUs MPEIMETHON 00J1aCTH 1E€JI0MPOU3BO/ICTBA
NudopmanronHsie TOTPeOHOCTH MPEATPUITHS
[IpencraBnenue nHGOPMALIMOHHBIX MOTPEOHOCTEN C
MOMOIIBIO TEXHUKU (DOPMATLHOTO MOJIECTUPOBAHUS



JlokyMeHTaImoHHOe obecrieueHne OU3HeC-MPOIeCCOB
MpEANPUATHS
@opMHUpOBaHUE AEITOBOM MOJIENN MPEAPUATHS HA OCHOBE
UCCIIEOBAaHUS TOKYMEHTAIMOHHBIX TOTOKOB
Jlornueckoe npoektupoBanue b/l JOKyMEHTaLIMOHHOTO
obecrieueHus yIpaBIeHUs
KoHuenryansHoe nmpoektupoBanue b/l T0KyMEHTalmOHHOTO
oOecrieueHus yIpaBJIeHHS
[lepcrieKTUBBI pa3BUTHUS CUCTEM 00PaOOTKU JTAHHBIX
[Tpumenenune CYB/l B IOY
HNupopmanumonnas 6e3onacHocts CYB/]
Pacnipenenennas cucrema J1eJI0MPOU3BOJCTBA U
JIOKYMEHTO000pOTa
[IporpamMmHbIe TEXHOIOTHH NOJHOTEKCTOBBIX B/l B JIOY
[Iporpammusie Texnonoruu JUIIC B IOY
@opMHUpPOBaHUE ANEKTPOHHOTO apXUBa MPEANPUATHS Ha
ocHoBe cnenuaibHoro 110
CucTteMsbl yrpaBieHUs] 3HAHUSAMU
Texnnka 6e30macHOM pabOTHl B UHTEPHET
Texnonorun UHTEPHET B CUCTEMAX AIEKTPOHHON KOMMEPLIMU
Hcnons3zoBanue Murtepuet B I0Y
KommbroTepHas cetb yupexxaeHus (intranet) kak cpecTBO
noBeiieHus dpdexruBoctu JJOY
DJIEKTPOHHAS TTOYTa KaK CPEJICTBO 00ECIIeUCHUS ICIOBBIX
KOMMYHUKaLIU!
['uneprekcroBas TexHosorus B /JOY
OnexTpoHHO-M(POBast MOAMKUCH KaK MHCTPYMEHT IS
IPUIAHUS FOPUIUYECKON CUIIBI AJIEKTPOHHBIM JOKYMEHTAM.
Omnpenenenne 3¢ (HEKTUBHOCTH MHBECTUIINN B
uH(GOPMAIIMOHHBIE TEXHOJIOTUU TPU aBTOMATU3AIIH
yIpaBJeHUs NPEANPUITUEM

CHuCTeMBI 3JIEKTPOHHBIX TIATEKEH, IU(PPOBBIC ACHBIH
ABTOMAaTU3UPOBAHHBIC CUCTEMBI YIIPABICHHS TPEIPUITHEM
(SAP R/3, BAAN)- ripo0iieMbl 1 BBITOIbI BHEAPEHUSI.
CoBpeMeHHbBIE METOJI0JIOTHH MMPOSKTUPOBAHUS CUCTEM
aBTOMATH3alMH YIIPABJICHUS MPEATNPUITHEM

CASE - texnosoruu npoektupoBanust ACYII

Ilo y4eOHO# qTMCUNIINHE KAPXHUBOBEICHUE)
ITepBoie apxuBbl Kuesckoiil Pycu.
JIpstueckasi 1eI0npOn3BOACTBEHHAS CUCTEMA.
I'oponckon apxus IIckoga.
Hosropoackue apxussl.
MOCKOBCKHI BETMKOKHSKECKUU apXuB XV Beka.
I'ocynapes (apckuii) apxus XVI Beka.
Cospnanue B XVI Beke CUCTEMBI TPUKA3O0B.
Apxussl uepkseit 1 MmoHacTbipein XVI-XVII Bekos (Kupusiio-
benozepckuit MmonacTeipb, Tpoutie-CeprueBckas JiaBpa...).
Hcnonb3oBaHne apXUBHBIX JOKYMEHTOB.
Bnusuue pedopwm Ilerpa I Ha apxuBHOE nemo0.
JearenbHOCTh MOCKOBCKOTO apxuBa Koserum nHoCTpaHHbIX
ned.
CocraB u coepkaHne TOKYMEHTOB UCTOPUYECKUX apXUBOB
Pocculickon nmnepun.
CeTb BOCHHBIX apXWBOB: ApPXHB TJaBHOTO mTaba BoernHoro
muHucTpa B [leTepOypre; equHbIN IEHTPATBHBIA apXUB
Mopckoro MUHUCTEPCTBA.
Bxiag H. B. KanauoBa B pa3BuTHe apXUBHOTO JAea.
Bxuan JI. 5. CamokBacoBa B pa3BUTHE APXHUBHOTO JIEJIA.
3akoHoAaTenbHas 0a3a apXUBHOTO Jena 10 XI1X Beka.
3akoHo aTeabHas 6a3a apXUBHOTO Jieya B XX BEKe.




3akoHogaTenpHas 0aza apxuBHOTO Jena BOB.

3akoHo aTenbHas 6a3za apxuBHoro jena nocie BOB.
ApxuBbI B rojibl Bennkoi 0TeuecTBEHHOW BOWHBI.
JeaTenbHOCTh NapTUITHBIX apXUBOB.

CoBpeMeHHast OpraHu3alys U NEPCIEKTUBBI Pa3BUTHUS
BEJIOMCTBEHHBIX apXUBOB B P® (Ha KOHKPETHOM MPUMEPE).
Jleno3uTapHble BEJOMCTBEHHbBIE aPXUBBI: TPABOBOM CTATYC U
cnenupuka X OTHoIIeHU! ¢ PeepanbHOl apXUBHON
ciyx0oit POD.

YyeT 0co00 1IEHHBIX JOKYMEHTOB B apXUBaX.

YerpoiicTBo, 000py10BaHUE U HKCILTyaTallMs TOMEIEHUM
apXxuBa.

TexHuKa ¥ peKUM XpaHEHUS JOKYMEHTOB.
NudopmaTuzanmst apxuBHOTO Jea.

[lepBuuHas pectaBpalusi 1 KOHCEPBALIMS apXUBHBIX
JIOKYMEHTOB.

TexXHOTPOHHBIE APXUBBI.

DNEeKTPOHHBIE aPXUBBI.

PaboTa c mepconaiiom apxuna.

ApXUBHBI MapKETHUHT.

Ilo yyeOHOM AucuunanHe «Opranu3anus 1 TEXHOJIOT s
AOY»

PernmameHnTanus 1e0npor3BOICTBA B 3aKOHOJATEIIBHBIX aKTax
JIOPEBOTIOIIMOHHOM Poccuu.
Ciyx0bl JIeTIOTPOU3BOJICTBA B
JIOPEBOIIOIMOHHON Poccnm.
Texnonorus 06pabOTKH JOKYMEHTOB B yupexaeHusx Poccun
(XVI-XVII B., XVIII B., XIX B.).
Pannonanu3zanust nenonpous3BoICTBA B yUpexkIeHUsAX Poccun
B XIX - Hagane XX B.

YUPEKICHUSIX

HampaBnenuss  pauuoHaJu3anuu  JACJIONPOU3BOJACTBA B
HEHTPAIBHBIX U MECTHBIX YUpexKaeHUsAX B 1920-¢ rT.

O0630p oteuectBeHHOU JsuTepaTypbl 1920-1930-x rr. mo
BOIIPOCaM JIEIOMPOU3BOCTBRA.

O0630p oteuecTBeHHOU JsutepaTypbl 1960-1970-x rr. mo
BOIIPOCaM JIEIOMPOU3BOCTBRA.

O630p oteuectBeHHOU JstepaTypel 1980-1990-x rr. mo
npodJieMaM JeI0NpPOU3BOICTRA.

AHanu3 WHCTpYKUMH 10 Jenonpou3BoAcTBy (HOY) (Ha
pUMepe MHCTPYKITNI KOHKPETHOTO YUPEKIACHNUA).

AHanu3 JOMKHOCTHBIX WHCTPYKIHMHA pPaOOTHUKOB CIIY>KOBI
JOYV (Ha npuMepe MHCTPYKLHMI KOHKPETHOTO YUPEKICHUSA).
AHanu3 CTpyKTypbl U (YHKUUN CITYy>KOBbI JEIONPOU3BOACTBA
(AOY) (Ha npumepe KOHKPETHOW OPTaHU3aLINN ).
Opranuzaius padOThl KaHIICISIPUN YUPEKICHUsT (Ha mpuMepe
KOHKPETHOTO YUPEKICHHUS).

CoBpeMeHHbIE MPOOJIeMbl HOPMATUBHOW  perjaMeHTaIluu
JEJIOIPOU3BOCTBA.

Opranuzanus JOKYMEHTO000pOTa  yUPEKICHHUS (Ha
KOHKPDETHOM TIpUMEPE) U OCHOBHBIC HANpPABJICHHS €T0
COBEPILIEHCTBOBAHMSI.

AHaM3 JOKyMEHTOO00OpOTa YyupexaeHus (Ha mnpumepe
KOHKPETHOTO YUPEKIACHHUS).

Opranuzaius perucTpanuy  JOKYMEHTOB (Ha MpuMepe
KOHKPETHOM OpraHu3aluu).

Meroabl ~ opraHu3allii  KOHTPOJS 32  HMCIOJHEHUEM
JOKYMEHTOB TMpHU TPAJAULMOHHOM JEJONPOU3BOACTBE (Ha
nprUMepe KOHKPETHOTO YUPEKICHHS).

ABTOMAaTH3aIMs PErUCTPALIUN TOKYMEHTOB.
ABTOMaTH3UPOBAHHBIE CUCTEMBI KOHTPOJISI 3@ UCTIOJTHEHHUEM.



Opranuzanusi  pabOTel ¢ OOpallleHUSIMU
TOCY/TapCTBCHHBIX YUPEKICHUAX.

MeToauka cocTaBIeHUS HOMEHKIIATYPBI A YUPEIKICHHSL.
[TpoGiieMbl ~ BKCHEpPTU3bl  IICHHOCTH  JIOKYMEHTOB B
JICIIONIPOU3BOJICTBE.

KnaccudukaiimoHHple CHpPaBOYHUKH B JCIOMPOU3BOICTBE.
[TpoGaembl pa3paboOTKu U MPUMEHEHHE.

OmnwIT OpraHu3auu paboThl ¢ JOKYMEHTAMH 32 PYOSKOM.
HoBble MH(pOpMAITMOHHBIC TEXHOJIOTUU 00paboTKH
JOKYMEHTOB, WX BIHSHHUE HA OpPraHU3AIUI0  CITYXOBI
JIEIONPOU3BOICTBA.

IrPOKIaH B

IIo yueOHOM qucuMIVINHEe «KOPraHu3alMOHHOE PA3BUTHE
CHUCTEM VIIPABJIECHUD)

[TocTpoeHue «aepeBa 1eiein» Npyu aHaIu3e OPraHU3alMOHHBIX
CHUCTEM YIIPABIICHUS
Opranuzanus AeTaabHbIX UCCIIEIOBAHUI B
OPTrTIPOEKTUPOBAHUU
MoaenupoBaHue OpraHu3allMOHHBIX CTPYKTYp U
TEXHOJIOTUYECKUX ITPOLECCOB HA OCHOBE KOPPEIALIMOHHOTO
aHaJin3a
MopenupoBaHue opraHu3alMOHHbBIX CTPYKTYp U
TEXHOJIOTUYECKHUX MPOIECCOB HA OCHOBE AUCIIEPCHOHHOTO
aHaJin3a
MeTobl pOBEICHUS AMATHOCTUKUA CUCTEMBI YIIPABIICHUS
OopraHm3anuen
[TpoexTupoBanre HHPOPMAITUOHHOTO OOSCIICYEHUST CUCTEMBI
yIpPaBJIEHUs OpraHu3anuen
Hcnonb30BaHMe HOPMATUBHBIX MATEPUAIIOB MPU
MPOEKTUPOBAHUM CUCTEMBI YIIPABJICHUS OpraHU3alneit

Pa3paboTka maHa BHEIpEHHs OPTIIPOEKTa U OLIEHKA
3(PEKTUBHOCTH €ro peaan3aluu

Onpenenenue TpeOOBaHUI K MEPCOHATY ITPU MPOEKTUPOBAHUU
CUCTEMBI YIIpaBJCHUS OpraHu3aluen

AHanu3 ¥ ONTUMU3ALINS TPYIOBBIX MPOIIECCOB B CUCTEME
yIpaBJICHUS

[lcuxodusnueckue aceKThl BHEAPEHUS OPTIIPOCKTA CUCTEMBI
yIPaBJIEHUs OpraHu3auen

AHanu3 1 OIleHKa Ka4ecTBa MOCTPOCHHS OPTCTPYKTYPHI
CUCTEMBI YIIpaBJICHUS OpraHu3auei

Ananu3 BmustHUA c(hephl AeSITENbHOCTH 00BEKTa yIPaBICHHUS
Ha TIOCTPOEHUE CHUCTEMBI YIIPABIICHUS OpraHU3aIHeH
[IpoexkTupoBanue pa3aeneHus: U KOONEpaluu Tpyaa B
yIpaBJICHUA

3apyOekHbBIN OMBIT PerJaMeHTaIluU TPya paOOTHUKOB
amnmapara yrnpaBJieHHUs

[IpumMeHeHnre MeTo/1a ClIEHapUEB B OPTaHU3AIMOHHOM
POCKTUPOBAHUH

Opranu3zaiuoHHbIC CTPYKTYPHI MPEITPUITHS

ObecnieueHre COOTBETCTBUS MEPCOHANA 3a/1a4aM OpraHU3aINH
ConnanbHbIe TEXHOJIOTUN OPTaHU3alMOHHOTO
IIPOCKTUPOBAHMSI

ConmanbHOE MPOCKTUPOBAHUE B CHCTEMAaX YIIPABIICHUS
CormanbHO€E MIaHUPOBAHUE

[IporHo3upoBaHue B OpraHU3alMOHHOM MTPOSKTUPOBAHUU
[IpenmpusiTrie Kak OOBEKT COLUATHHOTO IPOSKTUPOBAHUS
OCHOBBI HOPMATHBHO-TIPABOBOTO MPOEKTUPOBAHUS
OpraHu3aIiu

Opranu3aimoHHbIC CTPYKTYPHI YIIPABICHUS MPOSKTAMH
Pa3paboTka MpoeKTHOM TOKyMEHTAIIMH B OPTaHU3AIHOHHOM
MIPOCKTUPOBAHUH



[TnanmupoBanme MPOEKTa PEOPTaHU3AIUN HUPMBI
KoHTpoab u perynupoBaHue MpoeKTa OpraHu3allMOHHBIX
W3MCHEHUH

Poccuiickoit ®eneparnuu B Hawasie XX| Beka.



