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Paccmotpeno na 3acemanuu ITLIK
001menpodecCHOHATFHBIX TUCIUILINH 1
IpoheCCHOHATBHBIX MOIYJIEH CIEMHATBHOCTH
09.02.04 NadopMaoHHbIE CHCTEMBI (II0 OTPACIAM)
Hpotoxkon Ne 2~ ot L FF Le7 T
IIpencenarens 4/%4 Y1 B. Kocurosa

JlaHHbIE METOOWYECKHE PEKOMEHJAIWM IPeIHAsHAYeHB Ui cremuansroctd  09.02.04
HHbopManuoHHble CHCTEMBI (IO OTPacisiM) IIPU BEIIONHEHWH BHEAYIHTOPHOMN CaMOCTOSTENbHOMN
paboTEL 0 y4eOHOH nucmmuIMHE JJOKyMEHTaHOHHOEe 00eCTIede e YIpaBIeHHS, pa3paboTaHbI B
coorercTBuH ¢ IlomoxeHmeM 00 OpraHH3alUH CaMOCTOSTENBHOM paGOTHl O6YJArOIUXCS B
OT'ATIOY «AuexceeBCKHi KOIUIEKY.

B Merommuyeckmx pEeKOMEHIALHAX ONpeNeNeHa CYITHOCTb, BHIIBI BHEAYIUTOPHOR
CaMOCTOATENBEHON PabOTSL, AaHbI yKa3aHHUS IO MX BBIIOIHEHYIO, OIPENETeHE! GOopMb KOHTPOJISL.

CocraBuTens:
Adanacrera Onpra AHaTOIBLEBHA,
npenogasarens OI'ATIOY «AnekceeBckuit KOMUTESIKY
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BBEJIEHUE

Merommdeckue pekoMeHnauy mpeaHa3HATCHE] g CTYACHTOB cnerumansrocta 09.02.04
ndopmanuonsble cucTeMs! (110 OTpaciAM) NIPH BHEIIOIHCHUH BHEAYJTUTOPHON CaMOCTOSTEIHHOM
paboTsl 110 yuebHO# mucuummHe JJOKyMEHTAHOHHOS obecrieueHne yrpapieHus.

ClIb  METONMYECKHX yKA3aHWi: OKa3aHHE IOMOMM CTYAEHTAM B  BBIIONHEHHM
CaMOCTOATENLHOU PAbOTHI 10 MUCHMILIIEE JIOKyMEHTAIHOHHEOE 06eCIedeH e VIIpaBICHHS.

Ilean n 320290 MaCHUILIMEE — TPeGOBAHMS K Pe3yIbTATAM OCBOEHHS XU CUUILIHHE:

B pesyinbrare ocBoeHMs IMCITMIIIHHEEL 06y 9aromHitcs JOJDKEH YMETh:

- 0hOpPMIIITE OPraHu3alHOHHO-PACTIOPSIUTENBHYIO  JOKYMEHTAMIO B COOTBETCTBHH C
neiicteyromuM 'OCTomM; cocraBiaTs u 0OPMIIATE OpraHM3aNMOHHELE, PaclopAIuTeNbHELE,
MH(OPMAIMOHHO-CIIPABOYHBIE  TOKYMEHTEL AOKYMCHTAlIMIO IO  TPYAOBEIM  OTHOIIEHHSIM;
HCIONB30BaTh B paboTe pas3aMYHBIE BHIOB OJIAHKOB JOKYMEHTOB, BBIOMpaTh Hambolee
PAllHOHATEHOTO pacIONIOKEHHs PEKBH3HTOB HA OJNIAHKE; IIPHMEHATH YHEOQUIHPOBaHHEIE GOPMEL
JOKYMEHTOB, 00pabaThIBATh BXOMSIINE, BHYTPEHHHE 1 UCXOASAINHE JOKYMEHTEL.

B pe3ynbTaTe 0CBOEHMS MUCIMILIHHEEL 00Y9arOIIUICs TOIDKEH 3HATE:

- OCHOBHBIC TOHSATHS NOKYMCHTHDOBAHHSA; (YHKIMH IOKYMEHTOB B OpraHu3aIny,
3aKOHOJATENbHAS OCHOBA JOKYMEHTHPOBAHHS, XapakTepucTuKy u coctaB 'OCTa P 6.30-2003;
BHIBl OIaHKOB JOKYMEHTOR; YHUQHIHPOBaHHBIE  (HOPMEL JMOKYMEHTOB;  TpeOOBaHMSA K
COCTABNCHHIO M O(OPMICHHIO OpPraHM3alHOHHEIX, PaCTIOPANUTENBHEX, HH()OPMALHOHHO-
CIPaBOYHBIC NOKYMEHTOB, NOKYMEHTAWH II0 TPYIOBBIM OTHOINEHMSM, IOKYMEHTHPOBAHUIO
ACATEIBHOCTH KOJUICTHATBHBIX OPraHOB; OPTaHHU3AIHIO HOKyMEHTO060pOTa: TpHeM, 06paboTKy,
PCTHCTPAIMIO, KOHTPONb HCHOJHECHUS JOKYMEHTOB,  OpPraHH3AIIO XPaHEHHS JOKYMEHTOB;
OKCIICPTH3Y NEHHOCTH TOKYMEHTOB, HOMEHKIIATYDY el OpraH3aI[|H. ;

B pesynerate ocBOeHMS MECHEIITHHEL oOyJaromuiics IODKeH 06najaTh OOMEMH U
IPO(ECCHOHATPHEIMA KOMIIETeHIMSAMA cormacko OIOC CIIO:

OK 1. IlomuMare cymmoCTE H COMHATIBHYIO 3HAIMMOCTE CBOeH Oynymeil mpodeccuu,
IPOSIBILATE K HEH yCTOMYMBEL HHTEpeEC.

OK 2. OpranusossBaTh COOCTBEHHYIO JeSTeNHbHOCTS, BBIOUPATh THIOBLIE METONB H
CIIOCOOBI BEIONHEHHUS IPODECCHOHATBHEIX 3a71a4, ONEHUBATH UX 3QPEKTUBHOCTE U KAYECTRO.

OK 3. [IpuruMaTs perienus B CTaHJApPTHLIX M HECTAHAAPTHBIX CHTYAIUSIX W HECTH 33 HUX
OTBETCTBEHHOCTE.

OK 4. OcymecTBmits moHCK wu MCIONB30BAHHE HMH(OPMAIMH, HEOOXOMAMOM s
3G (QEKTHBHOrO BEIIOIHEHHS IPOdeCcCHOHANBHEIX 3ajad, IPOQECCHOHALHOTO H JIMIHOCTHOrO
pa3BUTHSL.

OK 5. Hcooms3osars MH(OPMAIOHHO-KOMMYHIKAIHOHHbIE TEXHOJIIOTHH B
IPO(ECCHOHANBHOR NEeITeIBHOCTH.

OK 6. PaGorars B KONIEKTHBE wu KoMaHZe, 3(GhEKTHBHO 06ImMAaThCs C KOJUIEraMu,
PYKOBOJACTBOM, IOTPEOUTEIISIMH.

OK 7. Bpare Ha cebs OTBETCTBEHHOCTh 3a paboTy YICHOB KOMAHIEI (OAIMHEHHEIX),
DE3YIIbTaT BEIIOIHEHMUS 3a/1aHMIA.

OK 8. CamocTosTensuo OIPEACIIATE 3a1a9d IPO(YECCHOHANEHOTO U JIMYHOCTHOLO pa3BUTHS,
3aHAMATBCS CaM00Opa30BaHUEM, OCO3HAHHO TTaHEPOBATE IIOBBIMIEHNE KBAIH(DUKALHH.

OK 9. OpmeBTHpOBaTECS B yCIOBHAX 9acToi CMEHBI TE€XHOJOTHHA B IPO(hecCHOHAILHOMN
JEATETBHOCTH.

IIK 1,2. BsammopgeiicTsoBath co CICIHATICTAMA CMEXXHOTO TIpoduis mmpu paspaboTke
MCTOZOB, CPENCTB U TEXHONOTHH NPHUMEHEHHS OOGDLEKTOR NpOQECCHOHANBHOM NesITeTBHOCTH.
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2. METOJMYECKHE YKA3AHUS K BBITIOJTHEHUIO 3AJAHUI JIJIA
CAMOCTOATEJIBHOU PABOTBI
Mertoauaeckue pekoMeHaIMK MO COCTABICHAIO KOHCIIEKTA

KOHCIIEKT — CcloXHAs 3amuch COmep)KaHhs HCXOIHOIO TEKCTa, BKIIFOYAKOImas B ceOs
3aUMCTBOBAHMS (LUTATEI) HAMOOJICe IPUMEYATENEHEIX MECT B COUCTAHMI C IIJTAHOM HCTOYHHMKA,
a TAKOKe CXKATHIH aHAIN3 3aIIMCAHHOIO MATEPHANA H BEIBOJEI IO HeMy.

WHCTpyKITHS 10 COCTaBICHMIO KOHCIIEKTA:

1. BuumarensEo mpounmraiite Teker. VToummte B CIPaBOYHOH nHTeparype
HCNOHATHEIE cnoBa. Ilpm 3ammen me 3abymere BEIHeCTH CIPaBOYHEIE JAaHHBIE HA ITOJS
KOHCIIEKTA.

2. BrinenuTe rnasroe, coctaBbTe miaw. _

3. Kparko copmymmpyiite ocroBHBIE MOTOXEHHS TEKCTa, OTMETHTE apryMEHTAIIHIO
aBTOpA. :

4. 3aKoHCIeKTHpPYIiTE MaTrepuan, YeTKO Clefys IYHKTaM IJIaHa. IIpu

KOHCIEKTHPOBaHUU CTapafITCCB BBIPA3UTh MBICIIb CBOMMH CJIIOBAMIL 3amcu CIIEOYET BECTH
YE€TKO, SICHO.

5. I'pamoTHO 3ammchIBaiiTe HUTATEL Lutupys, yuureBaiire JAKOHUYHOCTE,
3HAYMMOCTD MBICIIH.

B TexcTe KoHCIEKTa JKenaTeNBHO IPHBOIHTD He TOTBKO TE3UCHBIC MOJIOKEHUS, HO ¥ UX
RokasarentcTpa. IIpu odopmieHnn koHCIekTa HeoOGXOMIMO CTPEMHUTECS K €MKOCTH KaXIOrO
Dpennoxenus. MbiC aBTOpa KHHTH CIeXyeT W3marars KpaTKo, 3a00TICh O cTWie H
BBIPA3UTENEHOCTH HAMCAHHOTO. YHCIIO HOMOMHUTENBHEIX SIEMEHTOR KOHCIIEKTa OJDKHO OBITH
JOTHYECKH  OOOCHOBAaHHEIM,  3allUCH  JOJDKHEI PaCpENeNATECA B ONpENEICHHOM
IIOCICAOBATENBHOCTH, OTBEYAIOIEH JIOrMYecKOit CTPYKTYpe NpOM3BeAeHHU. J[ns yTOUHEHHS 1
ZIOTOJIHEHHUSI HEOOXOMMO OCTABIIATH IIOJSL.

Kpurepuu, nemonssyemsie npu onerupanum KOHCIIEKTa
Kpurepuii - Bamnmer
Cocrasnen mnan marepuana

Bhizernienre caMoro BaxHOTo 1 He0BXO0MIMOro
Kpartxuit Texct no xaxmomy IIyHKTY
Mapxkuposka Tekcra

NN NN

Jlormyeckas mocnenoBaTe sHOCTS COLEpKAHUSA
Oyenusanue xoucnexma
- 10 6amnoB — «oTmraHOY;
- 8-9 GamoB — «xopormoy;
- 6-7 bayios — «YIOBIICTBOPUTEIHHO;
- MeHe 6 0amIoB — «HEYHOBIIETBOPHTEIHLHO.
Meroauueckne pexomennamuy mo COCTABJICHHIO CXeM

CocraBnenne cxem, TaGmui CIIy>)XUT HE TOJNBKO JUIS 3alOMHUHAHHS Matepuana. Takas
paboTa craHOBHTCH CPCACTBOM  DasBHTHS  CHOCOGHOCTH  BEITEIISITH caMoe ITaBHOE,
CYIECTBCHHOE B y4eOHOM MarepHaie, KIaccupUImpoBaTh MHQOpManuio. BEIENIOT 0CHOBHEE
COCTaBILIrOIIME OOJIEE CIOKHOTO IIOHATHSA, KIFOYEBBIE CIOBA W T. II. W pacmoinararmorcs B
TIOCICIOBATENLHOCTH - OT OBINEro MOHSTHS K €T0 YaCTHEIM COCTAaBIISTFOILHM.

HyxHO mpomymars, xaxue us BXOIMIMMX B TEMY NOHATHIH SBISIOTCS OCHOBHBIMK "
3allMCaTh UX B CXE€ME TaK, YTOOBI OHM 00paszoBamu OCHOBY. Hanee mpucoemuuuts wacTHLe

COCTaBIIIOMIHE (KIFOYEBEIE CII0Ba, (hpaskL, OIIPENENCHNS), KOTOPLIE CIIyKAT OIIOPOM I maMsITH
H JIOTHICCKH TOIOJIHAIOT OCHOBHOE 0OIIEe TIOHSTHE.,

Jle#CcTBES Ipy cocTaBNeRuH cxeMbr MOTYT OBITH TAKHMU:
1. Tlombepure haxTsr mus COCTaBJIEHUS CXEMEL.



2. Beimenute cpeayw HUX OCHOBHBIE, 00IIE MOHSTHS.

3. Omnpeznenure KIIOUEBBIE CI0BA, (pa3bl, IOMOTAIOIIUE PACKPBITH CYTh
OCHOBHOTO ITOHSITHS.

4. Crpynnupyiite (pakTsl B JOTHYSCKOM IIOCIEN0BATENLHOCTH.

. JlaliTe Ha3BaHUE BBIACICHHBIM IPYIIIaM.

6. 3amnoyHUTE CXeMy JaHHBIMH.

3. THOOPMAITMOHHOE OBECIIEYEHUE

OcHOBHbIE HCTOYHUKH:

1. IImenko A.B. JlokyMeHTalHOHHOe OOECIEUeHHe YIpaBleHHs: MpakTukyM (6-e M3,
cTep.),yued.mocobe, 2015 r.

2. Kysuenos U.H. JloxymeHTannoHHOE obecriedeHne ympasieHus. JJoKyMeHTO060pOT H
IEJONMPOU3BOJCTBO 2-€ M3/, IIEP. U JONOoJN. Y4YeOHHK M mpakTukyM.-M.:IOpaiit, 2017-
477 c.

3. Ilmenko A.B. JIokyMEHTalluOHHOE OOECIEYCHUEC YIpaBlieHHs: mpaktukyM (18-e m3m..
mepep. | JIoI..),y4e0., 2020 r.-224 c. '

JlonoTHUTe b HbIE HCTOYHHKH:

1. bacosckas E.H. JlenonpouzsoactBo: Yuebnoe mocodue — M.: ®OPYM, 2011.

2. Kupcamosa M.B., Axcemo IO.M. Kypc nemonpomssomctsa: J[0KyMEHTaIHOHHOE
,obecreuenre ynpasieHus: Y4yebHoe mocobue — M.: Uudppa — M, 2011.

3. Pympmmma JLA. JlokyMeHTamuoHHOe oOOecleYeHHe yUpaBIeHHS: YYeOHHK JUIT
CTyICHTOB YYpeXIeHud cped. mpod. obpazoBamus/ JLA. Pymemmma. — M.:
W3narensckuii neHTp «Axanemusny, 2014,

DJIeKTPOHHBIE H3JaHHA (3JIeKTPOHHbIE PeCyPChI)

1. 3BC Jlans - https://e.lanbook.com/book/105319

2. Koncymprant Ilmoc I'OCT P 7.0.97-2016 «Cucrema cranmaproB mo wH(MOPMAIHH,
OubnuoTeYHOMY M H3JaTeNbCKoMy  JAeny. OpraHu3anuOHHO-PACIOPSIUTENbHA::
JOKyMEHTAITHSL. TpeGoBanus K odopmIIeHHIO JIOKyMEHTOBY
http://www.consultant.ru/document/cons_doc LAW 216461/

3. OnexTpoHHBIH  (GOHA TpPaBOBOH H  HOPMATHBHO-TEXHHYECKOH  IOKYMEHTALUM
http://docs.cntd.ru/document/1200142871

4. OdunuaneHeli caiit @eneparbHOro apxUBHOTO arcHTCTBA http://archives.ru/

DenepabHOE apXHBHOE areHTCTBO MeTOIMYECKHe PEKOMEHIAUMH 110 HPHMEHEHHIO
I'OCT P 7.0.97-2016 «Cucrema cTaHnaproB 0o HHGOpManwd, OUOIHOTEYHOMY H
H3[aTeIbCKOMY Jieiy. Opranu3aiioHI0-pacIopsaNTENbHA JOKyMeHTanus. Tpebosanus

'K  OoQOpPMIIEHHIO  JOKyMEHTOB»  http://archives.ru/sites/default/files/2018-metod-
rekomend-gost.pdf

ITopran PRO-genonpousBoactso https://www.sekretariat.ru/
Caiit 1o xaapoOBOMY JeNONPOU3BOACTBY https://www.kadrovik-praktik.ru/books/
8. Buneomarepuan KonpunenuuansHoe IpoH3BOACTBO — IIPE3CHTAIMA OHJIANH https:/ppt-
online.org/450405
9. Iudposasa obpazosarensHas cpena CIIO PROFo6pasosanue:

Kysnenosa, M. B. JlokymeHTanuoHHOe obecmetueHye ynpapieHHs : yueOHoe mocobue
ms CIIO / U. B. Kysnenosa, I'. A. Xauarpsm. — 2-e uzn. — Caparos : [Ipodobpasopanne, At
IIm Op Menua, 2019. — 166 c. — ISBN 978-5-4486-0404-1, 978-5-4488-0216-4. — TexcT :
ONEKTPOHHBIA // OmexTpommsii pecypc mudporoii oOpasosarensnoit cpems  CIIO
PROFoGpasosanme : [caliT]. — URL: https://profspo.ru/books/80326 (mara oOpameHms:
07.09.2020). — PexuM noctyma: st aBTOPU3UP. MMOJIB30BaTENEH

&

2

~




ApacrnanoBa, B. A. JlokyMeHTanMOHHOe OOCCIIEUEHHE YUpaBIeHHS : Yd4eGHO-

IPaKTHIECKoe Imocobue B cxemax, Tabnumax, obpasmax / B. A. Apacimasopa. — 3-e m3m. —
Cypryr : CypryTckuii rocyqapcTBeHHBIH Hemarorudeckmit yaupepcuter, 2019. — 240 ¢. —
ISBN 978-5-93190-385-9. — TekcT : 31MeKTpoHHBIA // DIEKTPOHHEIA pecypc I.II/I(I)pOBOI/I

06pa30BaTeJ'IBHOPI CpeIIBI CIIO PROFo6pa3013aHHe : [cam] — URL:

aBTopH3Hp. I10JIb30BaTeNei
DJIEKTPOHHO-0HOIHOTEYHASI CHCTEMA:
IPR BOOKS - http://www.iprbookshop.ru/78574.html
Be6-crcrema st Opranu3auu AMCTAHIHOHHOIO 06y YeH s H yIPABJICHHAS HM:

Cucrema  mucraHmmonHOro oOyuenus OIAIIOY  «AJeKceeBCKHN — KOJIIEIKY
http://moodle.alcollege.ru/




