MHHHCTEPCTBO KyJIbTYpbl POCCHICKOH denepaunu
peiepaibHOE roCy/1apCTBEHHOE BropKeTHOE 00pa30BaTelIbHOE
yuperk/ieHHe BbICLIEr0 00pa3soBaHHs

[

«XABAPOBCKHI1 TOCY JIAPCTBEHHbIV
MHCTUTYT KYJIbTYPbD
(XT'VIK)

Kadenpa 616 HOTeYHO-HHPOPMALMOHHOM NeATENLHOCTH, IOKYMEHTOBEACHHA u
apXMBOBEJEHHS

VTBEPX/IAIO
[IpopeKTop 1o y4eOHOf,
Hay4HOH H Memnyﬂa_pogjﬂoﬁ

NIeATeIbHOCTH
@'r /" E.B.Cagenosa
«¥9 » WWAQM;{_/F

JTOKYMEHTAIMOHHOE OBECHNEYEHUE YIIPABJIEHUWA

PABOYAS TTPOI'PAMMA JIUCIIUTUIMHDI

JlononnuTeMbHas 00pasoBareibHas nporpaMma npodeccuoHanTbHOU
epenoAroToBku «PyKOBOACTBO YHPEKACHACM KYJIbTYPHO —
JI0CYTOBOTO THIIA»

XabapoBCK
2023



CocraBurein:
Opnosa Enena HukonaesHa, nmpodeccop kadeapsl 6M0I1M0TeUHO-UHPOPMALIMOHHOM
JIeATEIILHOCTH, IOKYMEHTOBEICHUS M apXUBOBEICHNS, KAHAUIAT TIeJarOrMYeCKUX HayK



1.1. HamMeHOBaHUE TUCUMILTHHBI

PabGouass mnporpamma AMCHMIUIMHBI «JlOKyMEHTallMOHHOE oOecreueHue
yOpaBJeHUs»  NpeAHazHayeHa s oOydamommxcs [0 MporpaMmme
JIOTIOJIHUTENIPHOTO mpodeccuoHaabHoro oOpa3oBaHus (B TOM 4HCIe IS
WHKIIIO3UBHOTO ~ O0Opa30BaHWs MHBAIUAOB W  JUI C  OrpaHUYCHHBIMU
BO3MOXHOCTSIMU 3J10pPOBbS), oOyyJaroumxcs o JOTIOJTHUTENBHON
o0pa3oBarenbHON nporpamme npodeccuoHabHON ePenoAroTOBKH
«PyKOBOJCTBO YUpEKIECHHEM KYyJIbTYPHO — JIOCYTOBOrO THUMHa»  (HAIpaBJEHUE
MOATOTOBKH 51.03.03 «ConmanbHO-KyJIbTYpHAsL JACSITEIBHOCTE», MPOPUIH
MOATOTOBKHU «MEHEIKMEHT COIMAIbHO-KYJIbTYPHOU JAESTETbHOCTI ).

JucuunnuHa uyuTaerca Ha Kadenpe OuOIMOTEYHO-MHPOPMAITMOHHON
NESTENIbHOCTH,  JOKYMEHTOBEIEHUsT M apxXxuBoBeldeHUS  XabapOBCKOTO
TOCYJapCTBEHHOTO WHCTUTYTa KYyJbTYPhl, B COOTBETCTBHH C (enepaibHbIM
roCyJapCTBEHHBIM O0pPa30BaTEIbHBIM CTAHAAPTOM BBICIIETO OOpa30BaHUS , YTB.
npukazoM MuHHUCTEpCTBa 00pa3oBaHusi W Hayku Poccuiickoit ®Deneparnuu
oT 6 pekabps 2017r.N 1179, c¢ yuyerom mnpodecCHOHAIBHBIX CTaHAAPTOB,
COOTBETCTBYIOIIMX MPO(PECCUOHATILHOMN JAESITEIbHOCTH BBIITYCKHUKOB.

1.2. MecTO TUCUMIJIMHBI B CTPYKTYpPe 00pa30BaTe/ibHOM MPOrpaMMbl

VYueOHas aucnuiuimHa «JlOKyMEHTAIMOHHOE OOCSCIICUCHHE YITPaBICHHS
OTHOCHUTCS K JHCIUIUIMHAM y4eOHOIO IIJIaHA M SIBJISETCS OCHOBOM IS M3y4CHUS
TEOPETUYECKUX, METOJAMYECKMX W OPraHU3alMOHHBIX BOIMPOCOB YMPAaBICHUS
OMOJIMOTEUHBIM JIesioM. JIUCIUIIIMHA CBsI3aHa C JUCHMIUIMHAMU Y4eOHOTO IJIaHa,
takumu Kak: «Mapketunr CKJI», «Menemxment CKJ».

1.3. Illeab 0cBOEHUS M CIATIIAHBI

[lenpt0 OCBOECHMSI AUCHUIUIMHBI  «JlOKyMEHTAIlMOHHOE OOecredeHue
yOpaBJieHus» gBisieTcss (GOpPMHUpPOBAHUE, CHUCTEMHBIX 3HAHUM O CHUCTEME
YOPaBJICHUYECKUX JOKYMEHTOB B JESITEIBHOCTH OMOIMOTEUHO-UH(POPMAIIMOHHBIX
yupexzaeHuil. HM3ydenune mnpoOieMaTUKH MpeAycMaTpUBaeT HW3YyuYEHUE HTOU
JUCHUIUIMHBI C YYETOM UCTOPUYECKUX OCOOCHHOCTEHN €€ CTaHOBJIEHUS KaK HAyKH.
DTO cocTaBHas 4YacTh Kypca YIpaBIEHUS JTIOOBIM YUPEXKICHUEM KYJIbTYPHI.
VYrpaBneH4eckas AeSITEIBHOCTh B OpraHu3alud OMOIMOTEYHOTO Aesia TpeOyeT oT
PYKOBOJIUTENSI YMEHHsI pab0OTaTh C JOKyMEHTaMHU, YMEHHUS OpPraHU30BaTh padoTy
cyk0 pokymeHtammu. [lodToMy B TeMaTwKy Kypca BXOISAT TPOOIEMBI
JOKYMEHTUPOBAHUSL JIESITEILHOCTH coBpeMeHHON opranuzanuu, ['OCT(s1) wu
CTaHAAPTHl 1O JOKYMEHTAIMH, OpTaHu3aIusi paboThl ¢ JOKYMEHTAMH M BOIPOCHI
UX COXPAHHOCTH.

1.4 ®opMupyemMbie KOMIIETEHIIUH
Kon @opMyIMpOBKa KOMIIETEHIIUU
11K IIpodeccnonaibHbIE KOMIIETEHIIUH
[1IK-8 | CnocoOHOCTH (OPMHUPOBATH U MOAJEPKHUBATH PALMOHATBHYIO CUCTEMY
JOKYMEHTAIlMOHHOT 0 o0ecreueHust




2.1. OFBEM U COAEP KXAHUE JUCHUIIJIMHBI
Juctunnuna «JlokyMeHTanmmoHHOe obecreueHrue yrpaBieHus» oOmuM oobemMoM 18 .

U3y4aercs Ha 3 MOJyJie IPOrpaMMBl.

[Iporpamma npexycMaTpuBaeT KaK YTCHUE JIEKIUH, TaK U

3aKpCIICHUEC 3HAHWI Ha MMPAKTUYCCKUX 3aHATUAX. KpOMe TOT'0, BKJIFOUCHA U CaMOCTOATCIIbHAs

paboTa CTyJeHTOB.

2.1. O0beM JUCHUIIINHBI

Buj yueOHoi padoThl

JdomosiHuTeIbHOE 00pa30BaHuE

Bcero uacos MOYJIb

KonrakTHasi pa6ora (Bcero)

6 3

B toMm uucne:

- 1ekyuu (JI3)

2 3

- cemunapul (C3)

- npakmuyeckue (I13)

- meakozpynnoswie (MI3)

- unousuodyanvhvie (U3)

- epynnoeoe Koucynomupoeanue (I')

- UHOUBUOYATIbHOE
Koncyavmuposanue (M)

CamocTtosTenbpHas paboTa CTyJeHTa
(Bcero)

12 3

CPC

10

KOHTPOJIb

B toMm uucne:

- IOJITOTOBKA KYPCOBOU pabOTHI

- TEKYIIUA KOHTPOJIb

- IPOMEXYTOYHBIN KOHTPOJIb
(moaroTOBKA K 3a4€Ty/IK3aMEHY)

OO01mast TpyJ0eMKOCTb:
(Bcero 3ad4. e/1./K0JI-BO 4acOB I10
dI'OC)

14 3

Bua npomexxyTouHOM arTecTanuu
(3auer, ’K3aMeH)

3a4er
9K3aMEH 3
2.2. TemaTnueckuii nIaxH
KoJu-Bo yacos
KonrtakTHas padora CamocrosiTesibHast padoTa
S CTYIECHTOB
HaunmeHoBaHue = KOHTPOJID
Ne pa3aesioB U TeM S 8 = Er a CPC
n/n (hopmupyembIe = o = g0
=
KOMIIETeHI[1H) °c8egu3|(C3| M| 55 & CP npom
o 3 X o = O C TeKy
2 Q = 3 5 | eKyTO
== -} S 2 1101074 .
Z YHBIH

Tperuii MoxyJb




Pasnea 1. /lokymeHTalMOHHOE 00ecnieyeHHe YIIPABJICHHUS KAaK y4eOHasl JMCIUIIJIMHA

1.1

Mecro JIOY B cucreme

Hayk (ITK-8) ! 1 1

1.2

OCHOBHBIE
KJIacCU(PUKAITIHI 1 1 1
nokymeHToB ( ITK-8)

1.3

Hepxarenn

nokymeHToB (I1K-8) 1 1 1

Paznen 2. Paznen 2. JIOKyMeHT U €ero peKBHU3UTHI

2.1

l'ocynapcTBeHHbIe
crannaptel P6.30 — 97
u P6.30-2003 -1 1 1 1
CXOJICTBO M paziuiue (
[1K-8)

2.2

I'OCT P 7.0.97-2016),
ero ocobennoctu (IIK-| 2 2 2
8)

23

DopmyJisip TOKyMEHTA.
Buapr 6mankos (ITK-8)

24

PexBu3uThI
nokymeHToB (ITK-8)

2.5

OpranuzanuoHHO-
IIpaBOBbIE JOKYMEHTHL | 1 1 1

(ITIK-8)

2.6

CrnpaBouHo-
WHPOpMaNMOHHBIE |
CIIPaBOYHO- 1 1 1
aHAJIUTUYECKUE
nokymeHThl. (ITK-8)

2.7

OpranuzanuoHHO-
pacropsiAUTEIIbHbIC 1 1 1
nokymeHTHI (ITK-8)

2.8

CTWIb U SI3BIK JEJI0BOTO
nokymenTa. (ITK-8)

Paznen 3. JlokymMeHTHpPOBAHME TPYAOBBIX IPABOOTHOIIEHH I

3.1

JIOKyMEHTBI o
nuyHoMmy cocrtaBy(ITK- | 1 1 1
8)

3.2

3anmTa MnepCcoOHAIbHBIX
nansbix (ITK-8)

3.3

Homenxknarypa nen
(ITIK-8)

3.4

JHoxymenToob6opot(ITK-
8).

3.5

TexHomorust paboThl ¢
nokymeHnToMm (ITK-8)

Kontpoas CPC 2 2 2

Hroro 3a kypc 18 | 6 2 4 12 10 2




2. 3. KpaTkoe coep:kaHune pa3aesioB U TeM

BBenenmue.

Beenenne B Kkypc.  PackpeiBaeTcst  mpeamer,  3amadd, — CTpPyKTypa  Kypca,
MEXIUCUUIUIMHApHbBIE CBs3U. [loka3piBaeTcst CBsA3b C OOIIEHAYyYHBIMHM M HMH(GOPMALMOHHBIMU
JTUCLHUTUTMHAMHE, C MPAKTUKONH OMOIMoTeuH0-0nbarorpadguueckoi aearenbHocT. OnuchBaeTCs
3HAUYCHWE JUCIUIUIMHBI JUUI  TOATOTOBKH  CHEIUATUCTOB B  cdepe  OMOIMOTEYHO-
UHPOPMALIMOHHON JEATENbHOCTH B COBPEMEHHBIX YycioBHsX. Jlaércs 0030p yueOHOI
JUTEPATYPBl U OCHOBHBIX HCTOUHUKOB I10 KYpCY.

Pazgea 1. lokymeHTaniMmOHHOE o0ecievyeHre YIIPaBJeHUs KaK ydeOHasi M CIUTIINHA
Tema 1.1 Mecto OV B cucreMe HayK.

Onpenenenne AokyMeHTa. [IOHATUS «JIOKYMEHT», «HOCHUTEIb HH(DOpPMAINN,
«ECTECTBEHHBII W MCKYCCTBEHHBIM S3bIKM JIOKyMeHTa». [Ipenmer u  0OBEKT
HCCIIEI0BAHMS. B3anmocsszu c ryMaHUTapHBIMA HayKaMH. CrniocoOsl
JNOKyMeHTHpOBaHUS ((OTO-, (POHO-JOKYMEHTHPOBAHHE;, PYKOMHCHBIE JOKYMEHTHI).
JIOKyMEHTBI — HOCUTEJIM ONIEPATHBHOMN M PETPOCIIEKTUBHON WH(OpMAITUH.

Tema 1.2. OcHOBHbIE KJIaCCH(PUKALNH TOKYMEHTOB

Knaccuukanum 1o0KyMEHTOB, UX CXOACTBO M pa3inuue. Pa3ieneHune 1OKyMEHTOB IO
dbopme (TeKCTOBBIC, TpaPUUYECKHE ayAHMOBH3yaIbHBIC), TIO PEAAKIIMOHHO-U31aTEIbCKON
NOJATOTOBKE (OMyOJIMKOBaHHbIC, HEOIyOJUKOBAHHBIE), IO CTENEHH NepepadoTKu
(mepBUYHBIC, BTOPUYHBIC), MO LIEJIEBOMY U YHUTATEIbCKOMY HA3HAYEHUIO M T.J.
OdunmanbHble TOKYMEHTH! (HOPMaTHBBI, CTAHAAPTHI, IPEUCKYPaHTHI), UX 00s3aTeIbHbIH
XapakTep, paz/ieleHue M0 TEPPUTOPUATIEHBIM YPOBHAM. OYHKIMH JOKYMEHTa — 001IKe U
crieMaibHbIe.

Tema 1.3. /lep:kaTesim JOKYMEHTOB

[lonsiTHE «apXuBHBIA JOKYMEHT». Buabl apXWMBOB — TOCYJIapCTBEHHBIE,
BEJIOMCTBEHHBIE, MEKXBEJIOMCTBEHHbBIE, JIMUHbIE. BUIbI TOKYMEHTOB rocyAapCTBEHHOTO
apXMBa: OPraHU3ALMOHHO-PACIIOPSAUTENbHBIE JOKYMEHTBI, TBOPYECKHE JOKYMEHTHI,
JMYHBIE apXWUBBl. DKCIEPTU3a TOKyMEHTOB. CHcTeMaTH3alus apXUBHBIX JOKYMEHTOB,
dbopmupoBanue nen. Y4éraole (HOpMbI apXUBHBIX JOKYMEHTOB. APXUBbI U apXUBHBIC
¢donasl XabapoBCKOTo Kpasi.

My3eiiHble HSKCHOHAThl M MY3€WHBIE JTOKYMEHTBI — CXOJCTBO U pa3jiNyHeE.
Perucrpanus, MHBEHTapu3auus U KaTaJIOIM3alUs MY3€MHBIX IJOKYMEHTOB. YUETHO —
XPAHUTEJIBbCKUE JOKYMEHTBI My3€sl. DTalbl CO3/1aHUsI My3€HHOM TOKYMEHTALIUH.

bubnuoreka kak nepxareiab  JOKyMeHTOB. (OcoOeHHOCTH  OMOIMOTEUHBIX
JIOKYMEHTOB.

Pasnen 2.JIokyMeHT H ero peKBU3UTHI
Tema 2.1 I'ocynapcTBeHHbIE CTAHAAPTHI N0 JOKYMEHTONPOU3BOACTBY.
[Mpoueccer yaudukanmu u craggaptuszanuu. ['OCT(s1) «YHUPUIUPOBAHHBIE CHCTEMBI
nokymeHTauun» B cucteMe nenonpousBoacTBa. ['OCT P6.30 — 97 u I'OCT P6.30-2003 —
cX0/cTBO U paznuuue. Knaccudukanus 10KyMEHTOB OpraHU3aliy.

Tema 2.2. @opmyJisip fokymeHTa. Buabl 0J1aHKOB
Dopmymsp mokyMeHTta. TumoBoit dopmymssp u dopmynsap-obpazen. Buapl 0i1aHKOB.
TpeboBaHMs K MCIONB30BAaHUIO, U3TOTOBICHUIO, YUETY M XpaHEHHIO OJaHKOB ¢ repbamu PO u
repbamu cyObekTOB PO.

Tema 2.3. PeKBU3UTBI JOKyMEHTA.



Pa3mepsl mosneit u pacronokeHue peKBU3UTOB. TpeGoBaHUS K OPOPMIICHUIO PEKBHU3UTOB
nokymeHToB. Homenkiatypa nen. OTpakeHue KiacCH(PHUKAIMKA JOKYMEHTOB B HOMEHKIIATYype
nen. HomeHnkiarypa Kak OCHOBHOM YYETHBIM JIOKYMEHT B Jenonpou3BoiacTBe. CTpyKkTypa
HOMEHKIATYpPEIL.

['pynnupoBKa TOKyMEHTOB OJTHOTO KaJIEHAAPHOTO rojia B fena. JJOKyMeHTbl IOCTOSIHHOTO
Y BPEMEHHOT'O CPOKOB XpaHeHUsl. CpOKU XpaHEHUs I0KyMEHTOB.

Tema 2.4. Oprann3anMOHHO-NIPABOBbIE JOKYMEHTHI
PexBusutel OINlJ[. YcraB opraHuzanuu Kak CBOJ MpPaBWJI, PETYJHPYIONIMX AEATEIbHOCTD
OpraHu3alii, X B3aWMOOTHOIICHUI C APYTUMH OpraHH3alMsIM{, UX NpaBa M OOS3aHHOCTH.
[TonoxkeHus, AOMKHOCTHBIE HHCTPYKIUH, IITaTHOE pacnucanue. [lonoxxeHus HHIUBUIyaabHbIE
U THUIIOBBIC.

Tema 2.5. CnpaBo4yHo-uH(pOpPMALHOHHBIE M CIIPABOYHO-AHAJIUTHYECKHE JOKYMEHTHhI.
C6op u 00paboTka OOBEKTHBHOW M JOCTOBEPHON HHGOPMAIMHN KaK yCIOBHE YCHEITHOTO
npoliecca NPUHATHS yIpaBIeHYecKoro pemeHus. [IpoTokon, JokIaaHas 3anucka, IpeioskeHue,
OOBSICHUTENIbHAS 3allUCKa, 3asiBICHME, IPEJICTABICHME, CIpaBKa, akT. Kparkuii mportokon,
BBINKCKA U3 MPOTOKoJa. MHpOopMaMOHHBII 00MEH ¢ MOMOIIBIO0 epenuck. Bupl cimyxeOHoi
MEPENUCKH: CITY)KeOHOEe MUChMO, Telerpamma, TeiedoHorpamma, (pakcorpamMma, 3JIEKTPOHHAsS
nouta. O0s3arenbHble PEKBU3UTHI TUCbMa. BUIbI CITy)KeOHBIX THUCEM.

Tema 2.6. Oprann3anMoOHHO-pacNOPsSIAUTENbHbIE TOKYMEHTBI
PacnopsinutenpHast  nokyMeHTauus. PacnopsaurenbHble  JOKYMEHTBI, H3JaBacMble
KOJUICTUAJIBHO — TIOCTAHOBJICHUA, PCIICHUS. PaCHOp}II[I/ITeJILHBIG JAOKYMCHTBI, H3/1aBaCMbIC
€IMHOJIMYHO - NPHUKa3bl, yKa3aHUs, pacopsbkeHus. PekBU3UTHI prka3a. Buel mprukasos.

Tema 2.7. CTHJIb U A3BIK [1€J10BOT0 TOKYMEHTA.

OcoOenHoctr  OoduIMATBEHO-EN0BOr0 CcTisA. Jlekcuueckue, Mopdonoruueckue u
CHUHTAKCHUYECKHE CPEJICTBA SI3bIKa MPHU COCTABICHHM CIY>KEOHBIX JTOKYMEHTOB. TpeOoBaHUS K
TCKCTaM JOKYMCHTOB: TOYHOCTb, SCHOCTb, JIAKOHUYHOCTD. YHOTPGG.HGHI/IG CHGHH&HBHOﬁ
JIEKCUKHU (TEPMUHBI, TPO(PECCHOHATTN3MBI M KapTrOHHO-TIPOo(eCCHOHATBHBIC CIOBA). Y cTapeBIIas
JIeKCHKa — apXau3Mbl MM UCTOpu3Mbl. [IpaBuna ynoTpebaeHHss HEOJIOTU3MOB M MHOCTPAHHBIX
CJIOB B JICJIOBBIX JoKyMeHTax. Mcnonbp3oBanue abopeBuaryp.

Paznen 3. /lokymeHTHpPOBaHHME TPYAOBBIX NPABOOTHOLIEHH
Tema 3.1. JlokyMeHTBI 10 INYHOMY COCTABY
JIOKYMEHTHI 1O JMYHOMY cocTaBy (Mo mpuémy Ha paloTy, IEepeBOAY, YBOJIbHEHUIO, IO
O(OPMIICHHIO OTITYCKOB, MOOIIPSHU W B3bICKaHWI). BUABI JTOKYyMEHTOB: 3asBJICHHE, aHKETA,
TPYJIOBOW JOroBOp (KOHTPAKT), IpHUKa3 o MpuéMe, JU4YHas KapTouka, Ju4yHoe aeno. [Ipasuiia
3aI0JIHEHUS AHKETHI.

Tema 3.2. 3amuTa NepcoOHAJBHBIX JAHHBIX
Kondunennmanpaas wHdopmanus. Buasl xondunenumansHoi unpopmanuu. IloHsTHE
((HepCOHa.HBHBIe JAHHBIC)). 3aH_[I/ITa HepCOHaJII:HBIX JAaHHBIX — OpFaHHSaHI/IOHHa}I, TEXHUYCCKAaA,
MpaBoBasi, TPOrPaMMHO-MATEMaTHIECKasl.

Tema 3.3. JlokymeHT0000pOT
Opranuzanus AeIONpPOU3BOACTBEHHON ciyxObl mpeanpusaTus. Bxonsimue, ucxoasiue,
BHYTPEHHHUE NOKYMEHTbI. OCHOBHBIE ITapaMeTPbl U COAEPIKAHUE TOKyMEHTONOTOKA. CTpyKTypa
JNOKyMeHTonoToka. Peructpanus nokymentoB. @opmuposanue aen. McnonszoBanue [I9BM B
JOKYMEHTallMOHHOM 00€ecrieueHUH ynpasiieHus. PanmonanbHas cucremMa JOKyMEeHTo000poTa.



Tema 3.4. Texnosorusi padoTbl ¢ JOKYMEHTOM
TexHonmoruyeckasi 1enoyka Onepaiuii: COCTaBlIEHUE MPOEKTa JIOKYMEHTa, COrIacOBaHUE
MIPOEKTa, YTBEPKJIEHUE JTOKYMEHTa PyKOBOJIUTENEM; TPUEM U IIPEIBAPUTEIHLHOE PACCMOTPEHUE
JAOKYMCHTA PYKOBOACTBOM, MCIIOJIHCHUC U KOHTPOJIb HCIIOJHCHUA, (bOpMI/IpOBaHI/Ie pI(S
KoHTpo:b ncnonHenus JOKyMEHTOB.
CpOKI/I HCIIOJIHCHUA JOKYMCHTOB.

3. YUEBHO-METOJUYECKOE OBECHEYEHHME JJ5 CAMOCTOSTEJBHOM
PABOTbBI OBYYAIOIIUXCA 11O JUCHUIIJIMHE

3.1. Il.1aHbl NPAKTHYECKUX 3AHATUI

CTyneHTBI BBITOJIHAIOT IPAKTUYECKUE 3aJaHus KaK 110J] PpyKOBOJACTBOM II€1arora, Tak 1
CaMOCTOATEIIBHO, ITOCJIE KOHCYJIBTALUK C IPENOAABATEIEM U IOJyYCHHUST PEKOMEHIAUN 110 UX
BBIIIOJIHEHHUIO.

CryneHTsl MpU MOATOTOBKE K MPAaKTUYECKOH padoTe MOKHBI MOBTOPUTH JIEKIIMOHHBIH
MaTepyaJ] MU CaMOCTOSTENbHO M3YYUThb BOIIPOCHI, CBSA3aHHBIE C CO3JaHUEM JIOKYMEHTOB
OpraHu3aLuu.

IIpakTnyeckue 3ansarTus 1 - 3.

K paszneny «Jlo0kyMeHT U €ro peKBH3UTHD)

IIpoxo/KUTEeIBLHOCTD - 4 YacoB

Henap 3anaTHii: npuoOpeTeHHE MNPAKTUYECKUX HABBHIKOB COCTABIIEHUS OpraHU3allMOHHBIX,
PacCIoOpAANUTCIIbHBIX U I/IHq)OpMaLII/IOHHO-CHpaBO‘-IHBIX AOKYMCHTOB

Il1aH npakTHYeCKUX 3aHATHIA:

1. CocraBnenue YcraBa opraHu3aliy, ITATHOI'O PACIIUCAHUS, JOJPKHOCTHBIX HHCTPYKLINN

2. CocraBneHue MpUKa30B 0 OCHOBHOM JCSATEIHHOCTH, TPOTOKOJIA OOIIETO cCOOpaHus

3. CocraBneHue JOKIaIHON 3aMUCKU

4. CocraiieHUE TUCbMA-TIPETEH3MN HA HEKAYE€CTBEHHBIA TOBAP

B paMkax nmpakTH4YeCKOro 3aHsTUs NpOBOAUTCA aejoBasi urpa «Co3aail cBOE aesion»:
IIoATrOTOBKA CTYI[GHTaMI/I OCHOBHBIM y‘-IpGI[I/ITeJII:HBIX I[OKYMGHTOB cOo31aBacMoro Hp@I[HpI/IHTI/IH.
Crnenyroumii  3Tam - pa3paboTKka JOKYMEHTOB, HEOOXOJUMBIX JUIsl OpTaHHW3allud
HpOI/I3BO,Z[CTBCHHO-XO?)HI‘;ICTBGHHOI‘;I ACATCIIBHOCTHU Hpe,Z[HpI/ISITI/IH. B 3aKJIFOYCHHUEC HpOI/I3BO,Z[I/ITC$I
MOATOTOBKA TMAIKH «J[es0» AJI1s OIeHKH KayecTBa JOKYMEHTOB.

3.3. Bonpocsl 1J1s1 CAMOKOHTPOJISI IO pa3/iesiaM U CIUIINHbI
CamocrosiTesibHast padoTa BKJIKOYaeT:
1. N3yyeHne M KOHCIIEKTMPOBAHME IOIOJIHUTEIBHON JINTEPATYpbl B COOTBETCTBUHU C
[IporpaMMoiu Kypca.
2. KoHcynpranuu npenojaaBaTess Mo Haubosee CI0KHBIM TEMaM.
3. CamocrosATenbHOE  BBINOJIHEHHWE  JTAOOPAaTOpPHBIX ~ paboT,  MPEATIOKEHHBIX
IIpenoaaBaTeieM.

['maBHBIM HampaBJIeHHEM CaMOCTOATENBHON pPabOTHI CTYAEHTOB SBIIAETCS MOJATOTOBKA K
OPaKTUYECKUM 3aHATHAM. B mpomecce camMoCTOATENBbHOM pabOThl CTYyIEHTBl JOJKHBI
O03HAKOMUTBCSI C PEKOMEHJyEMON JIUTEPaTypoil, U3y4YUTh HOPMATHUBHYIO JTOKYMEHTALUIO IIO
kypcy. Ilpu HeoOxonumocTu crenath cooTBeTCTBYIOUIME 3anmucd. Oco0oe BHUMaHUE JOJIKHO
OBITH y/I€JICHO PACCMOTPEHHUIO HOBBIX HCTOYHHKOB IO UCCIIEAYEMOH mpolieme.

@opMbI M METOABl CaMOCTOATENBbHOM pabOThl CTYJIEHTOB 3aBHCAT OT CTENEHU
HOJATOTOBJICHHOCTU CTYIECHTOB, 0a30Boro ypoBHsS uX 3HaHuil. [IpemopmaBartens, ucxons u3



BBIIIECKA3aHHOTO0, MOAOHUPAEeT BapUAHThl CAMOCTOSITENIbHBIX 3aJaHUi M Ja€T KOHCYJIbTAllMU IO
UX BBINIOJHEHUIO JUII KOHKPETHOM CTYIEHYECKOH TIpynmbl U, B KOHEUHOM HTOTE, JJIsl KaXKJ0TO
ctynenta.  CamoctostenpHas  paboTa  TO3BOJIIET  CTYJAGHTaM  MOJYYUTb  HABBIKU
UCCIIEIOBATEIbCKOW paboThl, OBICTpee OBIAAETh HAaBBIKAMH PAa0OTHI ¢ OHOIHOTpadUUECKUMU
HMCTOYHHKAMHU, KaTAJIOTAMH M KapTOTeKaMu OMOJINOTEK,
Utorn camocrosTensHON pabOThl MOTYT OBITH pealn30BaHbl B (opMe JO0KiIana, pedeparta,
KOHTPOJILHOM PabOThI, BRICTYIUICHHS HA HAYYHOH CTYJIEHYECKON KOH(EepeHIINH.
Ha camocTosiTeIbHYI0 paG0Ty BHIHOCSTCS CjleyI0LHe TeMbI:

Tema 1.HopmaTnBHO-MeTOAUYeCcKas 0a3a 1eJ10NMPOU3BOACTBA
H3yunTs BOnpockl:
1.HopMaTuBbl 10 JOKYMEHTHPOBAHUIO, AETONPOU3BOICTBY U XPAHEHUIO TOKYMEHTOB
2.CocTaBUTh CIIOBapUK OCHOBHBIX TEPMUHOB 110 Kypcy (110 YKa3aHHUIO IIEAarora)
Tema 2. SI3bIKk COBpeMeHHbIX JIOKYMEHTOB
H3y4nTs BOnpockl:
1. 3amuTa nHGOpPMAIIUK B AJIEKTPOHHOM JTIOKYMEHTOOOOpOTE: TpeOOBaHUS K KPHUIITOCHCTEMAM,
3NIEKTPOHHAs! HU(POBast MOAIMHUCH.
2. ®enepanbhbiii 3aK0H PO «O06 371eKTpOHHON TU(PPOBOI TTOATHCH.
3. Hanbonee ynorpebisieMbie COKPAIIIEHUS CIIOB.
Tema 3.Jl0KyMeHTBI 10 TUYHOMY COCTABY.
H3yunTs BOnpockl:
1.JInunas kapTouka pabOTHUKA
2.Bbiaya TpyooOBOM KHMKKHM TPU YBOJBHEHHWU COTPYIHHMKA (IIPEKpPAIICHUU TPYAOBOTO
JIOTOBOPA).
3.YueT TpyJOBbIX KHUKEK, XPAaHEHHUE U YHUUTOXKEHUE HEBOCTPEOOBAHHBIX TPYAOBBIX KHIKEK.
4 KoMIIeke TOKyMEHTOB 110 0(hOPMIICHHIO TTOOIIPEHUH M TUCIIMTUIMHAPHBIX B3bICKAHUM.
Tema 4. JIOKyMeHT 1 ero peKBHU3HThI
N3y4yuts BONpoOCHI:

[MoHATHS «IOKYMEHT», «TOKYMEHTOO00POT», «IEIOIPOU3BOICTBOY.

Enunas rocynapcTBeHHasi cucteMa JeJI0NpOU3BOICTBRA, €€ 3a/1a4u.

OCHOBHBIE TOCYIAapPCTBEHHBIE CTAHJAPTHI IO AETIOMPOU3BOICTBY.

PexkBu3uTH AOKYMEHTa
Tema S.
«/lokyMeHTBI 10 JINYHOMY COCTABY»
H3y4nTs BOnpockl:
1. OcobennocT ohopmMiIeHHUST JOKYMEHTOB 10 KaJIPOBOMY COCTaBY.
2.Komruieke JOKYMEHTOB, CO3/IaBaeMbIX MPH MpUEME, YBOJIHHEHUU U TNEpeBOJe pabOTHUKA Ha
JIPYTYIO JOJKHOCTb.
3. TpyaoBO# 10rOBOp U KOHTPAKT.
4. OcHOBHbBIE PEKBU3UTHI PUKA30B 110 JINYHOMY COCTaBy U MpaBuja UX o(popmiieHus.

5. IlpaBuiia ohopMIIeHHUS TPYIOBBIX KHUXKEK, TMUHBIX KAPTOUYEK, TMUYHBIX JIEJI PAOOTHUKOB.

Tema 6.
«Opranu3anusi paéoThbl ¢ KOHPUIEHINAIBLHBIMH JOKYMEHTAMI.
N3y4uts BONpoCHI:
1. Uro mnoHumaercs mojJ WHGPOPMAIMOHHON O0€30MacHOCThI0 (UPMBI, KaKylO Leidb OHa
npecieayer?
2. Yto Takoe KOH(PUIECHIIMATIbHBII TOKYMEHT?
3. VkaxuTte kiaccupukannio KOHQUIEHIIUAIBHBIX JOKYMEHTOB.
4. Kakue OCHOBHBIEC yTpO3bl BOZHUKAIOT NP padboTe ¢ KOH(PUICHINATBHBIMUA JOKYMEHTAMH?
5. YkaxuTe 0COOEHHOCTH BEJIEHUS JEIOMPOU3BOJCTBA, 00ECIECUNBAIOIIETO YYET U COXPAHHOCTh
KOH(pHICHIIMATHHON MH()OPMAIMH U TOKYMEHTOB.
6. Uro moHuMaeTcs MOJ 3alIUIIEHHBIM JIOKYMEHTOOOOPOTOM, 3a CYET YEro MOXKET ObITh
oOecrieyeHa ero 3amura?



Tema 7.

«/lokyMeHT0000pOT B OPraHu3anum»

N3y4uts BONpoOCHI:

1. Homenkmnarypa fen kak oTpakeHue KIacCU(pUKAIUU JOKYMEHTOB
2.9kcnienuIroHHast 00paboTKa TOKYMEHTOB

3.PannoHnasibHOE IBUYKEHUE TOKYMEHTOB BHYTPU OpraHU3aluN

4. METOANYECKHUE YKA3AHUSA 11O OCBOEHUIO JTUCHUIIJIMHBI

[Mpuctynas K wW3y4eHHIO y4eOHOW JUCIMIUIMHBI 10 BBIOPaHHOMY HAIPaBJICHUIO,
oOyuaronuiics, st 3(GEKTUBHOTO OCBOCHHS, OCBAaMBAET CAMOCTOSTEIHLHO TEMAaTHKY Kypca.
Lenr camocrosiTenbHON paboOThl oOydaromuxcss — oOydeHHe METOAaM TMONyYeHHUsT HOBBIX
3HAaHUHU, MPUOOPETEHNE HABBIKOB CaMOCTOSITENILHOIO aHajU3a MarepHuala 1o yueOHOMY Kypcy,
yCHUIIGHWE HAy4YHBIX OCHOB IMPAKTUYECKOHN NeATENbHOCTH. [J1aBHas 3amada CcaMOCTOATEIHHOM
paboThI CTYIGHTOB — Pa3BUTHE YMEHUS IPUOOPETEHHS HAYYHBIX 3HAHUHM IyTEeM JIMYHOTO ITOUCKa
uH(popMaiuu, (GOpMUPOBAHUS AKTUBHOTO MHTEpECa K YUeOHOM NUCIUIUIMHE; CHCTEMaTH3alluu 1
3aKpEeIJICHUH TMOJIyYEHHBIX TEOPETUYECKUX 3HAHUU M MPAKTUYECKHMX YMEHUH, yriyOjeHue u
paciupeHne TeOpeTUISCKUX 3HAHHM.

VYcBoenne Matepuana JUCHUIUIMHBI Ha JIEKUUAX, MPAKTUYECKHMX KM B pe3yJbTaTe
CaMOCTOSITENIbHOM TIOJTOTOBKA W HW3YYECHHS OTICIBHBIX BOIPOCOB AWCIUILINHBI, MO3BOJIUT
MOJNONTH K MPOMEXKYTOYHOM aTTeCTallud MOJTOTOBJIEHHBIM, U MOTpeOyeT JIMIIb MMOBTOPEHUS
paHee MPOIEHHOTO MaTepualia. 3HaHUS TIPH STOM SBIISIOTCS TIYOOKHMMH U KaueCTBEHHBIMHU, U
MO3BOJIAIOT (POPMHUPOBATH COOTBETCTBYIOLIHE TNPOQPECCHOHANbHBIE KOMIIETEHLIUH KaK HTOT
00pa3oBaTeNBLHOTO MpoIiecca.

PabGouast mporpamMma Kkypca BKIOUYaeT B ceOS pa3ielbl W OCHOBHBIE IPOOJIEMBI
TUCITUIUIMHBI, B paMKax KOTOPBIX U (OPMHUPYIOTCS BOIPOCHI s KOHTPOJISI M aTTECTAIIHH.
[ToaTomMy cTyaeHT, 3apaHee O3HAaKOMHUBLINCh C MPOrpaMMON Kypca, MOXET JIydlle
COPUEHTUPOBATHLCS B TIOCTIEIOBATEIIFHOCTH €TI0 OCBOCHHSI.

[Ipy nmaHupoBaHMM BpPEMEHU Ha OCBOCHHE JMCUUIUIMHBI CIEAYET PYKOBOACTBOBATHCS
CTPYKTYpPOH AMCLUIUIMHBL, B KOTOPOW YKa3aHbl KOJIMYECTBO aKaJEMUUYECKUX YaCOB ISl Ka) IO
TEMBI, BUJA 3aHIATUN (JIEKLIHOHHOE, MPAKTUYECKOe, CEMUHAPCKOE) M Yachl HA CAMOCTOSITENIbHYIO
paboty; GopMoOil TEKYIIer0 KOHTPOJIS yCIIEBAEMOCTH (TECThI, BHITIOJTHEHUE WHINBUIYATBHBIX U
MPaKTUYECKHUX 3aHATUH U JIp.); GOPMO MPOMEKYTOUHON aTTeCTalluu (PK3aMEH ).

N3ydyenne Kaxkaoll TeMbl IUCIUIUIMHBI II€IECOO0pa3HO HAYMHATH CO 3HAKOMCTBA C
coJlep’KaHMEM TeMAaTHUKH; 3aTeM CJeayeT dTal MoJ00pa HCTOYHUKOB U3 YHCIIa PEKOMEHAYEMBIX
U TOJ00paHHBIX CaMOCTOSATENbHO (HAaydHbIE CTAaThu;, WHGPOpMAIUs ¢ O(QUIMATHHBIX CANTOB
rOCy/IapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO caMoyIpaBieHus u Ap.). LlenecooOpa3Ho Bectu
nepeyeHb MPOOJIEMHBIX BOMPOCOB ClIydae 3aTPYIHEHHH C ySICHEHHEM CMBICIA U3JI0KEHHOTO B
UCTOYHUKAX MarepHuaya (yKa3aHHbIE BOMPOCHI MOTYT OBITh pa3pelieHbl CaMOCTOSITENBHO, BO
BpEMsI CECCHOHHBIX 3aHSTUI WM Ha KOHCYJIBTAIIUU C MPENOIaBaATEIIeM).

CeMuHapcKue 3aHATUS 110 JUCIHUILIMHE HE MPEAYCMOTPEHBI.

JUis TIONTOTOBKM K TPAKTHYECKUM 3aHATHSAM PEKOMEHIYETCsS TOAPOOHO U3y4YHTh
KOHCIIEKT JIEKLMH, MPEAIIECTBYIOIMX MPAKTUYECKOMY 3aHSATHIO. TEeXHOJIOTHUS MPOBEIEHUs
MPAKTUYECKUX 3aHATUN BKIIOYACT CIEAYIONIUE JTambl: OOBSCHEHWE 3a/JaHUS, 3HAKOMCTBO C
KOHKPETHBIMU HCTOYHUKAMU HWHGQOpManMM [UIsl BBINOJIHEHUS 3a/aHus; OOCYyXJEeHHEe U
YTOYHEHHE BOIMPOCOB B XOJ€ aHajdn3a HCTOYHUKOB HH(OPMALUU; COBMECTHBIH MPOCMOTP
MEPBUYHBIX PE3YJIbTaTOB, OLEHKA HMX COOTBETCTBUS MO (OPMAIBbHBIM U COJEP)KaTeIbHBIM
TpeOOBaHUSM.

Jns 3 dexTuBHOM MOATOTOBKH K TEKYIIEMY KOHTPOJIIO MO AUCLHUILIUHE HEOOXOAMMO
UCIIOJIb30BaTh PEKOMEHJOBAHHYIO TIEaroroM OCHOBHYIO M JIOTIOJHHUTENBHYIO JHTEpaTypy,
KOHCIEKThI JIEKIUH, pa3pabOTKU CTYJIEHTOB, BBIMOJIHEHHbIE B pe3yjbTaTe MOATOTOBKH U
BBITIOJTHEHUS PAKTUYECKUX 3aHATHA.



3aHATUS TPOBOAATCA B CIEAYIOUMX (opMax: OINpOChl, TMOATOTOBKA JOKJIAJIOB,
pedeparoB, nenoBas urpa. MHTepakTuBHBIE (OPMBI TPEOYIOT OT CTYJAEHTAa AKTHBHOCTH H
BHHUMATCJIIBHOCTHU HA 3aHATHUAX, YTO Tpe6yeT OT CTYACHTA cneunaanoﬁ MOATOTOBKH — U3YYCHHC
HAay4yHOH, CIPABOYHOW, METOJMYECKOM JUTEpaTypbl M NEPUOAMYECKHX H3JAHUM, CETEBBIX
HuTepner-pecypcoB u ap.

JInsi OLIEHWBAHUS PE3yJIbTaTOB OOyUYEHHsS] MCIOJIB3YIOTCS TPAKTUYECKUE 3aJaHMs,
BKJIIOYAIOLIUX OJUH WJIM HECKOJIBKO BOIIPOCOB B BHJE KPAaTKOW (POPMYJIUPOBKH ACHCTBUIA,
KOTOPBIC CICAYCT BBIIIOJIHUTH, WUJIM ONIMCAHHUC PE3YyJIbTaTa, KOTOpBIfI HYXHO IOJIYYUTh. K #um
MOKHO OTHECTH: HECIIOKHbIE 3a/JlaHds IO BBINOJIHEHUIO KOHKpPETHBIX naeWcTBuid. IlpocTbie
3alaHus OPUMCHAKOTCA OJid OLICHKU YMCHI/Iﬁ KoMmmnekcusie 3alaHusA Tp€6yIOT HECKOJBbKUX
pelieHnii Kak B TUNUYHOM, TaKk M B HECTAaHAAPTHOM CHUTyalUsiX, KOTOPBIE CBSI3aHBI C
BBITTIOJTHCHUCM TTPAKTHYCCKUX I[CI‘/JICTBI/II\/'I. KoMmmnekcusie MPAKTUYCCKUC 3aJaHUs TTPUMCHSAIOTCA
JUIsl OoueHKHM BianeHuil. [lpakThueckue 3aJaHUsl BBIIOJHSIOTCA OOyYaroOIIMMHCS B pPaMKax
IIPaKTUYECKUX 3aHATHUM.

JUis oOueHUBaHUSA pe3ylbTaTOB OOYYEHHS HCIHOJB3YIOTCA CIEAYIOIIUE MPOLETYPHI:
TCCTUPOBAHHUC, WHAUBUAYAJIbBHOC CO6€C€,Z[OBaHI/I€, IMUCbMCHHBIC OTBCTHI HAa BOIIPOCHI (B BUC
TEKyIero KOHTpoJisi). OCHOBHOM 3ajadyeil TEKYIIEro KOHTPOJS YCIEBAEMOCTH OOYYarOIIMXCS
ABJISICTCA  IIOBBLIIMLICHUE KaydcCTBa 3HaHHI>'I, HpI/IO6peTeHI/I€ U pa3sBUTUC HMHU HABBIKOB
CaMOCTOSITENIbHONW paboThl. TeKyIuit KOHTPOJIb 3HAHUK OOYYAIOIIUXCS MO AUCITUTIIMHE MOXKET
HUMCTh CJIICAYIOIIUC BUIBI: yCTHI:II>'I OonpocC Ha JICKIOUAX, NPAKTHYCCKHUX 3aHATUAX; MPOBCPKa
BBITMIOJTHEHHS MTUCbMEHHBIX CAaMOCTOSITENIbHBIX PA0OT U JOMAITHUX 33aJJaHUI; TECTUPOBAHHUE.

5. ®OHA OLEHOYHBIX CPEJACTB JJIsA IMPOBEJEHUS
MPOMEXYTOYHOM ATTECTAIIMH IO JUCITATLJIMHE
5.1. [lepeyeHb KOMNeTeHIIMIA ¥ dTaNbl X GOPMHPOBAHUSA
Cormacho ®I'OC BO mno wnanpaienuto noarotroBku 51.03.06 bubiuoreuno-
UHQOPMALIMOHHAs JIEATEIbHOCTh B paMKax M3Y4YeHUs JUCHMIUIMHBI «/loOKyMeHTalmoHHOe
oOecrieyeHne YMpaBlICHUS» y OOYyYaIOUIMXCS JOJDKHBI OBITh CHOPMHUPOBAHBI CIIEAYIOIINE
KOMIIETEHIINH:

Kon DopMyJIHPOBKA KOMIIETCHIIUU

IIK Pexomenayemblie npogeccHoOHAIbHbIE KOMIIETEHIIUH

[1IK-8 | CnocoOHOCTH (OPMHUPOBATH U MOAJEPKHUBATH PALMOHATBHYIO CUCTEMY

AOKYMCHTAIITMOHHOT O obecricueHuUs

Jtanbl (OPMHUPOBAHUA KOMIETEHINH:

HavaabHblii — Ha 3TOoM 3Tane (QOpPMHUPYIOTCS 3HAHHS W HHCTPYMEHTAJIbHBIE OCHOBBI
KOMIIETEHIIMH, OCBAaHUBAIOTCS OCHOBHBIE KaTeropuu, GopMupyrorcs 6a3oBeie ymMeHHs. CTyaeHT
CIOCOOEH aHANIM3UPOBATh UCXO/HbIE JaHHbIE, 3HATh OCOOEHHOCTH OCHOBHBIX ()OPM M METO/IOB.
Ecnu cryneHT orBeyaeT 3TMUM TpeOOBaHHIM, MOXHO TOBOPHTH 00 OCBOCHHH UM MOPOrOBOI0
YPOBHSI KOMITETCHIIUH.

3HaeT OCHOBHBIE ()OPMBI JOKYMEHTOB. 3HAECT TEXHOJOTUH OpraHU3allMd JOKYMEHTOO0OpOTa
B 00mux 4yeprax. CTyJCHT 3HAET OCHOBHBIC TEHCHIIUU U TIPOOIeMBbI pa3BuTHs cuctemsl [JOVY.

Ha ocHoBHOM »>Tame 3HaHMs, yMEHHUS, HaBBIKM, oOecmeuuBaromue (HOpMUPOBaHHE
KOMIIETEHIIMH, 3HAYUTEIbHO BO3PACTAIOT, HO €lle He JOCTUTaloT UTOTOBBIX 3HaueHui. Ha sTom
JTalne CTyACHT OCBaWBAET aHAIUTUUYECKUE JEHCTBUS ¢ IpeaAMETHbIMM 3HaHusAMU 1o JIOY, BHOCA
KOPPEKTHUBBI B QJITOPUTM JEHCTBUH, OH YMEET aHalM3UpOBaThb OCHOBHBIE MPOOJIEMBI Kypca,
CIOCOOEH CaMOCTOSITENIFHO pelaTh yuyeOHbIe 3a/1aui 10 KiIacCu(UKaIUN pa3HOOOpa3HbIX BUJIOB
JOKYMEHTOB, TIEPEHOCUTH 3HAHHS M YMEHHUS Ha HOBBIEC yCIIOBHUS. Bianeer HaBbIKaMu CO3AaHUA
IOPOCTBIX JOKYMEHTOB, 3HAeT, KakUM 00pa3oM MOXKHO OCYHIECTBIATh HH(OPMAIIMOHHYIO
nomgnepxkky B chepe BUJl. VYcmemHoe mnpoxokaeHHWE ATOrO 3Tara IMO3BOJSET JOCTUYb



CTAaHIAPTHOI0 YPOBHS COOPMUPOBAHHOCTH KOMIIETEHITHH.

Ha 3aBepmiarmemM starne CTyJIEHT AOCTUIAaET UTOTOBBIX MOKAa3aTElIEH IO 3asBICHHON
KOMIIETCHIIMHA, TO €CThb OCBaMBaeT BECh HEOOXOAUMBIM OO0BEM 3HAHMM, OBJIAJIEBAECT BCEMHU
YMEHHUSMH U HaBbIKaMH B cdepe 3asBleHHOW kommneTeHmun. OH CIOCOOCH HCIONIb30BaTh 3TH
3HAHUS, YMEHMS, HABBIKM MPHU PEIICHUU 3a7a4 MOBBIIICHHOW CIIO)KHOCTU U B HECTAaHIAPTHBIX
YCIIOBUSIX, JEMOHCTPHPYET ITAJOHHBIH ypOBEeHb COPMUPOBAHHOCTH KOMIIETEHIMH. Brageer
MTOJTHBIMU HaBBIKAMH CO3JaHUS JOKYMEHTOB cl1yk0b1 JIOY.

Croco0eH  co3maBaTh  OCHOBHBIE  BUIBI  JCIOMPOM3BOACTBEHHBIX  JOKYMEHTOB,
HCIIONIB3YEMBIX B OMOIMOTEUHON cdepe [TokazarensiMu yCENTHOCTA OCBOEHUS CTYJIEHTOM
JaHHOW y4eOHOW NUCUMIUIMHBI TPH TPOBEACHUU HWTOTOBOTO KOHTPOIS SBISIOTCS HAOOp
OCBOCHHBIX KOMIIETCHIIMN 3HAHUM, YMEHUN W HAaBBIKOB. CTYIEHT BIaJ€ET MOJHBIMU 3HAHUSMU
10 3asIBJICHHOM KOMITETCHIINH

Jlist 3¢ HEeKTUBHOM MOATOTOBKH K MPOMEKYTOYHOW aTTECTAIIUH 10 JUCITUIUIMHE HE0OXO0MMO
UCIIOJIb30BaTh PEKOMEHJOBAHHYIO OCHOBHYIO M JOMOJHUTENBHYIO JIUTEPATypy, KOHCIEKTBI
JIEKIMA, 3alKCH, CIEJIaHHBbIE B XOJI€ MOATOTOBKM K MPAKTUYECKUM 3aHATHUSIM, BBIITOJHEHHBIE

pedepatsl.

5.2. Iloka3aTe U M KPUTEPUH OLICHUBAHHUA KOMIIETeHM I

IIpoMe:xxyTOUYHAsI aTTeCTANUS PEATH3YETCS B X0/1€ Ca9 00YUYaIOIIMMUCS OYHON U 3a09HOU
dbopMbI 00yUEeHHS SK3aMeHa.

Dk3aMeH mnpoBoauTcs B (opme cobecemoBaHus 1Mo OuyeraM. DK3aMEHAIIMOHHBINA OWIIEeT
COJICPXKUT JBa TEOPETUUECKUX BOMPOCA U OAHO MPaKTHUECKOe 3aanne. Ha moaroroBky oTBeTOB
otBoauTCs 25 MuHYT. OlEeHKa 3HAHUM TPOM3BOAUTCS MO 5- OamnpHOM mikanme. B cioydae
HEYJIOBJICTBOPUTEIHLHOW OIICHKU CTYACHT MMEET IMPaBO IepeclaTh dK3aMEH B yCTaHOBICHHOM
nopsake. [Jlns  ycmemHoW cladM  dK3aMeHa  HEOOXOAMMO IOATOTOBUTH  COOOLICHHE,
packphIBaIee CoAcpKaHUE TEPMHHOB W TIOHATHH HAa OCHOBE HM3y4yaeMOro MaTepuana;
MPaBWJIbHO OTBETUTHh Ha BONPOCHI TecTa. Ha 3aBepiiaroiiem sTame B paMKax MPOMEXKYTOYHON
aTTecTallid OOydaroluecsl TOTOBAT OTBETHI Ha BOIMPOCHI, 0000IIarmue y4eOHBI Marepual
M3y4aeMo# TUCIHUIUIMHEI, a TaKxke pedepatuBHOE cCOOOIIEHNE.

KpurepusiMu yCHENIHOCTH OCBOEHUS CTYJIEHTOM NaHHOW y4eOHOW IUCIUIUIMHBI TPU
MPOBEJICHUH TEKYLIETO 1 MTOrOBOr0 KOHTPOJIS SBIISIOTCS:

1. KommyecTBO TpaBWIBHBIX OTBETOB Ha TEKYyIEeM TECTUPOBAHUU U  TIO
9K3aMEHAIlMOHHOMY OHJIETY.

2. AKTUBHOCTD MOBEJICHUS CTYJICHTA Ha 3aHSTHUSX, BHIITOJIHEHNE KAXKIBIM CTYJIEHTOM BCEX
MPAKTUYECKUX PabOT, OCMBICIEHHOCTh U CAMOCTOSITENILHOCTD CY)K/IEHUH, MPOSIBICHHBIX B XO0JI€
YCTHOTO OTpoca.

3. JlemoHcTpartus 3HaHUS IPOGECCUOHATTLHBIX TEPMHUHOB, TIOHATHH, KATETOpUH M TCOPHUH.

4. Hanuune coOCTBEHHOTO BUJACHUS PacCMaTpUBAeMOM MpoOsieMbl, CHOPMHUPOBAHHOTO
Ha OCHOBE M3yUYEHUS U aHAJIM3a HAyYHBIX pa0OT, BHIMOIHEHUS] TPAKTUYECKUX 3a/1aHUM.

[To pesynpTaTam cHadM »K3aMEHA CTYACHTHI TOTYYalOT KOJMYECTBEHHYIO OIICHKY
(«OTIUYHO», «XOPOIIO», «YIOBIETBOPUTEIHHOY, «HEYIOBIETBOPUTEILHO).

O01mme KpUTEPUHU OLIEHKH OTBETOB CTYIEHTOB

Onenka «0TJINYHO» Onenka Onenka Onenka
«XOpOoIo» «YAOBJIETBOPUTEJIBHO» | «HEYI0BJETBOPHUTEIbHO)
OLICHUBAETCS OTBET, OLICHUBAETCS OLICHUBAETCS HEMOJIHBIH OIICHUBAETCS OTBET, IPHU
€CJIM CTYJICHT UMEET | OTBET, B KOTOPOM OTBET, B KOTOPOM KOTOPOM CTYICHTHI
CHCTEMHBIE ITOJTHBIE OTCYTCTBYIOT OTCYTCTBYIOT JTEMOHCTPHUPYIOT
3HAHUA U YMGHI/IH 110 HC3HAYUTCIIbHBIC 3HAYUTCIIBHBIC OTpBIBO‘IHInle,
HOCTaBHeHHOMy DJIEMCHTBI 3JICMCHTBI CO,Z[ep)KaHI/IH 6GCCI/ICTGMHBIG 3HaHU,
BOHpOCy. COI[ep)KaHI/I}I NN nJjm HpI/ICYTCTByIOT BCC HGYMGHI/IG BBIACIUTH




Onenka «OTJINYHO» Onenka Onenka Onenka

«XOpOI0» «Y/IOBJIETBOPUTEJILHO» | «HEYI0BJIETBOPHUTEILHO»
CozlepxcaHHe MPUCYTCTBYIOT BCC BBIIIICU3JI0KECHHBIC rIaBHOC, CYICCTBCHHOC B
BOIIPOCA M3JIaraet HEOOXOIUMBbIE 3HaHUSs, HO JTOITYIIECHBI OTBETE, JIOMyCKAIOT
CBSI3HO, B KPaTKOM 3JIEMEHTBI CYIIECTBEHHBIC OITMOKH, rpyObie OITUOKH
dbopme, pacKpeIBaeT | COJEpXaHUSA, HO | HEJIIOTUYHO, TPOCTPAHHO
MOCJIeIOBATEIHHO JOTYIIEHBI U3JI0)KEHO OCHOBHOE
CYThb U3YYCHHOTO HEKOTOpHIC coJiepKaHue BOIIpoca.
Marepuana, OIINOKH, MHOT A
JEMOHCTPUPYS Hapylajuach
MPOYHOCTH U MOCIIE0BATEIHHOC
MMPUKIIAAHYIO Tb U3JI0KCHUS.

HaIpPaBJIEHHOCTb
MOJYYEHHBIX 3HAHUI
Y YMEHHI, HE
JIOTTyCKaeT
TEPMUHOJIOTHYECKUX
OIMOOK U
(haKkTUYECKUX
HETOYHOCTEU

CobecenoBanre Ha PK3aMEHE - CPEICTBO KOHTPOJS Ui BBIABICHHS 00BEMa 3HAHMMA
CTyJCHTa 10 KOHKPETHOMY BOIIpOCY Kypca. Kpurepusimu OLIEHKH SBIAIOTCA: TIyOMHA U
IIPOYHOCTh YCBOEHMS 3HAHWW, YMEHUE NMPUMEHTh 3HAaHUSA B KOHKPETHOW CUTyalluu, YMEHHE
JIOTMYECKHU BBICTPOUTBH OTBET, C(HOPMUPOBAHHOCTH MPOPECCUOHATIBHO 3HAYUMBIX JIMYHOCTHBIX
Ka4ecTB, yMEHHE MOJIICP)KUBATh Oeceny.

Tekylmuii KOHTPOJb OCYILECTBJIAETCS 10 HUTOraM padOTbl M IO BBINOJHEHUIO
IpelaraéMplX MPENoJaBaTeIeM CaMOCTOSTENbHBIX 3aJaHui. J[OMOJHUTEIBHO OLICHUBAETCS
CTENEHb AaKTHMBHOCTH CTYJEHTOB B COBMECTHBIX OOCYXJIEHHSAX IO ydyeOHOMY Marepualiy,
JOTIONIHEHWS W BBIBOJBIL,  CHAEJIaHHbIE  CTyJAeHTaMH. IIpoMeXyTOuHBII  KOHTPOJb
OCYILECTBIIICTCSI B CEPEIMHE OCBOEHMS IMPOTrpamMMbl JUCLHUIUIMHBI IPU BBIIOJIHEHUU TECTA.
HTOroBslii KOHTPOJIb OCYILECTBIIAECTCS HA DK3aMEHE.

5.3. MaTtepuaJbl 1Jis1 OHEHKH H KOHTPOJISI Pe3yJIbTATOB 00y4eHHUs

Bomnpocs! Kk 3x3aMeny dopmMupyemblie
KOMIIETeHIIM U

l.ene w  3amaum  genomnpousBoacTBa.  Jloxkymenrtanuonunoe | ITK-8
obecrieueHue ynpasieHus. JJokyMeHTUpOBaHUE.

2.®opMupoBanue aena: odopmiieHHE 3aroiioBka W ero siemeHtdl, | [1K -8
MI0CJIEIOBATEIBHOCTD PACIIONIOKEHHSI JOKYMEHTOB B JIEJIC.

3.ITopsgox xpaHeHus: OKyMeHTOB. OcHOBHbIC d3Tambl pabotsl mo | [IK -8
MOJMOTOBKE JJOKYMEHTOB K apXMBHOMY XpaHEHHUIO.

4.Bxopsiue, UCXOIAIIME W BHYTPEHHUE AOKYyMeHThl npeanpusrtus; | [1K -8
OpranuzanvoHHbIe,  pacHoOpsSAUTENbHbBIE W HHPOPMAIMOHHO-
CIIpaBOYHbIE JOKYMEHTBI

S5.IlepBuuHble ¥ CBOAHBIC, OYMaXXHBIE W AJICKTPOHHBIC TOKyMeHTHI. | [IK -8




[IpenmyniecTBa 37€KTPOHHOTO TOKyMEHTA

6.Hanpasnenus periiaMeHTaluu nenonpoussozcrtsa. | [IK -8
3akoHOJATEIbHBIE M TPaBOBBIE akThl B cdepe wuHbopManuu u
JOKYMEHTaLUU

7.HopMaTUBHO-METOIMUECKOE PETYIUPOBAHUE ICIONPOU3BOIACTBA IIK -8

8.Crapmapr u  craHmaptuszauusi  JOKyMeHToB.  YHudwukamus | [IK -8
JOKYMEHTOB.  YHUQUIIMPOBAHHbIE  CUCTEMbl  YIPaBICHUYECKOU
JOKYMEHTaluu

9.3amaun yHudukanuu noxkymentoB. Kmaccudukaropsr n ux tunsl. | [IK -8
[Tpumepsl conepkanus Ki1acCU(PUKATOPOB

10.Yto Takoe pekBu3uT. Ilepeuncnure obOsi3atenbHble pekBU3UTHI | [IK -8
JIOKYMEHTOB.

11.Kakue pasgensl CcoAepXKUT JODKHOCTHas MHCTpykuus, kem | [IK -8
YTBEPKAAETCS.

12.Kakue JOKyMEHThl OTHOCATCS K pacnopsautenbHbiM. [Jlaiire | [IK -8
OIIpEeIeNIEHUE KaKIOMY.

13.Ha3zoBuTe rpynmbel NpUKa30B, KOTOpble MOTYT wu3aaBaTbes Ha | [1IK -8
npeanpustau (B opraHuzaiuu). KakoB mopsaok oQopMiIeHUS H
MOJIMCAHUS TTpUKa3a?

14.Knaccuduxanus J0KaJbHBIX HOPMATUBHBIX aKTOB IIK -8

Texymuii KOHTPOJIb - TOCENIEHUE JICKIUWA, MPAKTUYECKUX 3aHATHI, MOATOTOBKA K HUM Ha
OCHOBE BBITIOJTHEHHSI KOHTPOJIBHBIX pa0dOT U 3aJJaHHiA, BEITIOTHEHHE pedepaToB.

Texymmuii KOHTPOJb OCYIIECTBIISICTCS IO BBIMIOJHEHUIO TPEJIaraéMbIX IpenoaaBaTelieM
CaMOCTOSTCIIBHBIX 3az[aH1/n71. I[OHOJIHI/ITG.HBHO OILICHUBACTCA CTCIICHb AKTHUBHOCTHU CTy,Z[GHTOB B
COBMECTHBIX OOCYXXJEHUSIX IO y4eOHOMY Marepuaiy, IOMOJHEHHs W BBIBOJIBI, CIICTIAHHBIC
cTyneHTaMu. MITOroBslii KOHTPOJIb OCYILECTBIIAECTCS HA DK3aMEHE.

5. 4. Metoau4eckue MaTepuaJibl 10 OLEHUBAHUIO Pe3yIbTATOB 00y4eHUsI

1.IlpoBepka ycBoeHHs Y4yeOHOro Marepuala, IMPEACTaBICHHONO Ha JEKIUAX U
MIPaKTUYECKUX 3aHATUSAX;

2. IlpoBepka 3HAaHUN M yMEHUH, MOITYUYEHHBIX B XOJIE CaAMOCTOATENbHOW MOJATOTOBKHU
CTYJIEHTOB K pa3HbIM THUIIAM 3aHSATHH;

3. [IpoBepka 3HaHMI U HABBIKOB BJIAJICHUS] OCHOBHBIM TEPMHUHOJOTUYECKUM alIapaTroM U
MOHATUSAMH TOKYMEHTOIPOU3BOJICTBA;

4. IlpoBepka yMeHHUsI CTYJIEHTOB aHAJIM3UPOBATh U COMOCTaBIATh OcHOBHbIE ['OCTHI Mo
JOYVY, nornmats cnenuduxy u ocooerrocts 0V B 6ubimotedHo-nHpOpMaImoHHoOM cdepe.

5. TlpoBepka HaBBIKOB KOMMYHHMKATHBHBIX TEXHOJIOTUH B cdepe KyIbTypbl U
00pa3zoBaHMs, CIIOCOOHOCTH K MyOJMYHON KOMMYHHUKAITUH.

6. PecypcHoe o0ecnieueHue

6.1. OcHOBHAsl M IONOJIHUTEJIbHASL y4eOHasi IUTepaTypa
6.1.1. OcHoBHasi yuyeOHasi JauTepaTypa

1. Kprokosa, H. I1. /JokymeHTHpOBaHUE YIIPaBICHYECKOMN EATEILHOCTH: YU4eOHOE ocooue
11t ctynentoB By3oB / H. I1. Kprokosa. - M.: UHOPA-M, 2014. - 268 c.




2. JlokymeHTanmonHoe obecrieueHre ynpasieHus : yaeoHoe nocobue / coct. C.I'. YepHosa
; HoBOCHOMpPCKUN TOCYTapCTBEHHBIN arpapHblii YHUBEPCUTET, DKOHOMHUYECKUH (haKyIbTeT. -
Hosocubupck : UL «3omotoit komoc», 2014. - 106 c. : cxem., Tabn. - bubmuorp. B kH. ; To xe
[Onextponnsiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=278155

3. Opranu3zanys U TEXHOJIOTHS JOKYMEHTAIIMOHHOTO O0eCTieueHus yIpaBiIeHHS :
aneKkTpoHHOe yueOHoe nocobue / cocT. C.E. Muriennn ; MunnctepcTBo 00pa3oBaHus U HAYKH
Poccuiickoit ®enepanuu, GenepanbHoe rocy1apcTBEHHOE OI0HKETHOE 00pa30BaTeIbHOE
yapexIeHue BeICIIEro oopa3oBanus «KeMepoBCcKuil rocy1apCTBEHHBIN YHUBEPCUTET,
NuctutyT uctopuu u ap. - Kemepono : KemepoBckuii rocynapcTBeHHbIA yHUBEpcUTET, 2017. -
478 c. - bubmuorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe [DnekTpoHHBIN pecypc]. -

URL: http://biblioclub.ru/index.php?page=book&id=481592 (10.04.2019).

4. Tpodumona, O.B. OcHoBbl nenoBoro mucbkMa : ydeOHoe mocodue / O.B. Tpodumosna,
E.B. Kynuuk ; MunucrepctBo oOpa3oBanusi u Hayku Poccuiickoit @enepaunu, TroMeHCKH
rOCYIapCTBEHHBI YHUBEPCUTET. - 4-€ U3., cTep. - MockBa : M3gatenscTtBo «PnuHTay, 2016. -
305 c. : Tabn. - bubnuorp. B kH. - ISBN 978-5-9765-0930-6 ; To xe [DnekTpoHHBIN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=57968

6.1.2. Cniucok AONOJIHUTENbHOI JTUTEPATyPHI

1. Pri6akoB, A.E. OcHoBBI nenonpousBojicTBa : yueonuk / A.E. Pribakos. - 3-e uza., ucnp. -

Munck : PUIIO, 2016. - 320 c. - bubauorp. B kH. - ISBN 978-985-503-606-8; To xe
[DnexTponnslit pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=463666

2. I'punbepr, A.C. JlokyMeHTalMOHHOE O0OecIieueHNe yIpaBICHUs ;| YICOHUK /

A.C. T'punb6epr, H.H. 'op6aués, O.A. MyxamermuHa. - Mocksa : FOuurtu-/lana, 2015. - 391 c. :
Tal., rpad., ui., cxemsl - bubmmorp.: c. 382-383 - ISBN 978-5-238-01770-9 ; To xe
[Onextponnsiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=115031

6.2. Pecypcobl nHpOpMAIMOHHO-TEJIeKOMMYHUKAUMOHHOM ceTH «HTepHeT»

B cooTrBeTcTBHM C JIMIIEH3MOHHBIMH HOpMaTHBamMHu oOecredeHus OubIMoTedHo-
WH(OPMAIIMOHHBIMU pecypcaMu OMOIMOTEKa OpPraHU3yeT WHIANBUAYATbHBIH HEOTPAaHUYCHHBIN
JOCTYT U3 JII000M TOYKH, B KOTOPOM UMeeTcsl A0CTYyM K ceTh IHTepHeT, K y4eOHbIM MaTepraiaM
DneKTpoHHO-0nbMoTeuHbx cucteM (ObC):

1. ObC «YHuBepcuterckas oubnuoreka onnaitny. M3garensctBo: OO0 «HekcMennay.
[Ipunagnexxnocts croponHsiss. www.biblioclub.ru. KonngectBo kmoueii (monszoBateneit): 100%
on-line. XapakTepucTuku OWONMHOTEYHOTO (OHIA, TOCTYN K KOTOPOMY TPEIOCTaBISAETCS
JIOTOBOPOM: JTOCTYTI K 6a30Boit yactu IbC.

2. OBC «M3narenscTBo [lmanera mMy3bIkn». DIeKTpoHHO-OnOIMoTeuHas cuctema OO0
«M3narensctBO TINTAHETA MY3bBIKU». [IpuHaanexHOCTs cTOpoHHSs. www.e.lanbook.com.
KomnuuecTBo xitoueii (monb3opareneii): 100% on-line. Xapaktepuctuku Oubnuoreunoro Gouaa,
JOCTYI K KOTOPOMY TPEIOCTaBISETCS JOTOBOPOM: JOCTYM K KOJIIEKIUsM: «My3bIka U TeaTpy,
«banet. Tanem. Xopeorpadus.

3. B/l OnextponHas Cucrema «KynpTypa». baza JlanHeix OnekrtponHass Cucrema
«Kynbrypay. [IpuHaniexxHocTh cTopoHHss. http:// www.e-mcfr.ru.

4. Web UPBUC XabapoBckuil rocynapcTBEHHBIH HHCTUTYT HMCKYCCTB U KYJIBTYPBI
(oMeKTpOHHBIN KaTayior). MeXayHapoIHas accoIlMalds I0JIb30BaTele W pa3paboTYMKOB
AIIEKTPOHHBIX OMOIMOTEK M HOBBIX WHGOPMAIMOHHBIX TexHojorui (accoumarnuss DBHUT).
[Tpunamie:)kHOCTh CTOPOHHSA. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snextponHast 6ubnuoreka. OOO Hayunas 3meKTpoHHas
oubmmoteka. [IpuHamgmexxHocTh ctopoHHss. http://elibrary.ru/ JlunensunonHoe cornamenue No
13863 ot 03.10.2013 r. — 6eccpouHo.
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6. DnexrponHo-OubMoreunas cuctema ®I'BOY BO «XT'MK». ®I'BOY BO «XT'MK».
[Ipunagnexxnocts cobctBeHHas. JlokanmpHbI  gocTym.  http://carta.hgiik.ru. Ilpuka3z 1o
HNucturyty Ne 213-06 ot 07.10.2013 T.

7. EnuHoe OKHO jaocTyma K oOpa3zoBaTelbHBIM pecypcaM. DJIeKTpOHHas OuOimoTreka.
O®I'AY THUMU UTT «Uadopmuka», MunHucTepcTBO 0OpazoBaHusi W Hayku PO.
[Mpunagnexnocts ctopoHHss. CBoOOAHBIHN nocTym. http:/window.edu.ru

8. Enunas xomnmekmus [{udposeix O6pazoarensubix PecypcoB. ®I'AY T'HUU UTT
«Mudopmukay.  IlpuHamnexHocTs  cTopoHHss.  CBoOomHbli  moctym.  http://school-
collection.edu.ru

9. depepanpHBIi IEHTP MHPOPMALMOHHO-00pPa30BaTENbHBIX pecypcoB. DenepanbHbII
HEeHTp HWH(POPMAIMOHHO- 00pa3oBaTenbHBIX pecypcoB, ®T'AY T'HUU UTT «Uudopmukay.
[Tpunagnexnocts ctopoHHss. CBoOOAHBIN noctym. http://feior.edu.ru

Jlisi TOATOTOBKM KypCOBBIX, BBIIYCKHBIX M HAay4HBIX pa0oT oOydYaromuecss MOTyT
UCIIOJIb30BaTh MOJHOTEKCTOBYIO 0a3y maHHbIXx WebofScience. Pexxum nmoctyna: 31eKTpOHHBIM,
W3 BHYTpeHHeH cetu nHctuTyTa. OduinansHelil cat: webofknowledge.com

6.3.UndopmManmoHHbIe TEXHOJOTHH, IPOrPaAMMHOe OOecriedyeHue 1 HH(POPMAIUOHHBIE
CIIPaBOYHbIE CHCTEMbI

[IporpammHO-uHGOPMAITMOHHOE OOECIEYeHHEe Y4YeOHOro Tpolecca COOTBETCTBYET
TpeboBaHUSM (eAepaTbHOT0 TOCYIapPCTBEHHOTO 00pa30BaTEIbHOTO CTaHIAPTA.

JInst mpoBeneHMs 3aHATHI JEKIMOHHOTO THUIIA, 3aHATUM CEMHHApCKOrO THUIA, 3aHITHI
MPAKTUYECKOTO THUIA, TPYNIOBBIX KOHCYJIbTALUN, TEKYIIETO KOHTPOIS U TMPOMEKYTOYHON
aTTeCcTalliy UCIOJIB3YEeTCs CIeAyIolIee MporpaMMHoe o0ecriedeHue:

—JIUIIEH3MOHHOE MPOMPUETAPHOE MMPOTPAMMHOE O0EeCTICUeHHE:

Microsoft Windows

Microsoft Office (B coctaB nmakera Bxoast: Word, Excel, PowerPoint, FrontPage, Access)

Adobe Creative Suite 6 Master Collection (B cocraB makera BxoasaT: Photoshop CS6
Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro, Dreamweaver CS6, Flash Professional
CS6, Flash Builder 4.6 Premium Edition, Dreamweaver CS6, Fireworks CS6, Adobe Premiere
Pro CS6, After Effects CS6, Adobe Audition CS6, SpeedGrade CS6, Prelude CS6, Encore CS6,
Bridge CS6, Media Encoder CS6);

—CBOOO/IHO pacIpoCTpaHsIeMOe POTpaMMHOE 00eCIIeUCHHE:

Ha6op oducueix nporpamm Libre Office

aynuonpourpsisarens AIMP

BuneonpourpeiBatesib Windows Media Classic

uHTepHeT-Opay3ep Chrome.

Jljig caMOCTOSITENNbHOM MOATOTOBKM CTYJIEHTOB K 3aHATHUAM IO AMCUMILIIMHE TpeOyeTcs
oOparteHue k mporpaMmmHoMy obecriedeHuto Microsoft Windows, MicrosoftOffice, B Tom uucie
JUIsE TIOATOTOBKM MYJIbTHUMEIUNHBIX Mpe3eHTalMii MO TeMaM CEMHUHapoB B IpOrpaMMme
PowerPoint. J{nst co3gaHuss KOHEUHBIX HEPEJAKTHPYEMbIX BEPCHUI TOKyMEHTa PEKOMEHIYEeTCS
ucnons3oBath  AcrobatXPro, Bxomanmii B coctaB nakera AdobeCreativeSuite 6
MasterCollection.

[Ipy wu3ydyeHWH JOUCHUIUIMHBI OOYyYalolIuecss HMEIOT BO3MOXHOCTb HCIIOJIb30BAHMUS
uH(pOpMaMOHHO-CIIpaBOUHbIX cucTeM «KymnbTypa» u «["apanT», Beepoccuiickyto oTpaciieByio
crpaBouHyto cucremy «Mubopmuo», pedepatuBHbIx M OHOIMOMETpUUYECKHX 0a3 JaHHBIX
peuensupyemoit nmreparypsl  WebofSciencenScopus, B COOTBETCTBHH C 3aKIIOYCHHBIMHU
JIOTOBOPaMH.

Ha Bcex kommbplOTEpax B HWHCTUTYTE YCTAaHOBICHO JHIICH3MOHHOE AHTUBUPYCHOE
nporpammuoe obOecnieueHue Kaspesky Endpoint Security. HeoO0xomumbeiM — ycioBuem
UH(POPMALIMOHHON 0e30MacHOCTH MHCTUTYTa SBJISETCS 0Os3aTeNbHAs MPOBEpKAa Ha HAJIWYHE
BUPYCOB BHEIIHMX HOCHTENECH Tepen UX Hucroib3oBaHueMm ¢ momomrsio Kaspesky End point
Security.
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[lepeuncnennoe mnporpaMMHOe obOecrieueHHue OOHOBIISIETCS IO MEpe BbIXOJa HOBBIX
BEPCHUI TPOrpaMM B paMKaxX COOTBETCTBYIOIIMX JIMLIEH3UI U COTJIAIICHUM.

6.4. MaTepuajbHO-TeXHHYeCKasi 0a3a

MatepuaabHO-TEXHHUUYECKOE O00eCleYeHne peannu3yeMol IUCIUIUITHHBI COOTBETCTBYET
TpeboBaHUIM (heIepaIbHOTO TOCYIapCTBEHHOT'O 00pa30BaTEIbHOTO CTaHIapTa.

JIns mpoBeneHus 3aHATUN JIEKUMOHHOTO THUIIA, 3aHSATUNA CEMUHAPCKOTO THUIA, 3aHATHM
MPAKTUYECKOTO THUIIA, TPYNMOBBIX KOHCYJIbTALUN, TEKYIIET0 KOHTPOJS U IMPOMEKYTOUHOMN
aTTecTallid B Y4YeOHOM TIPOIECCe aKTUBHO HCIIOJB3YIOTCA CIEAYIOIINUE CIeNHUaIbHbIe
MOMEILEHUS:

- aynuropuu 207, 211, 215-6, 313 ¢ moakmrodeHneM k cetu «MIHTEpHET» U JOCTYIOM B
3MEKTPOHHYI0 MH(POPMAIIMOHHO-00pa30BaTENbHYIO Cpelly By3a. /[aHHbIe ayIUTOpUN OCHAILIEHBI
MYyJIbTUMEANHHBIMU TIPE3CHTAIMOHHBIMA KOMIUIEKCAMH B COCTaBE MPOEKTOpa, aKTHBHOMN
AaKyCTHYECKOM CHCTEMBl, TEpPCOHAIBLHOTO KOMIBIOTEpA; CTOJAMH, CTYJbSMH, CTOJIaMU
MUCHhMEHHBIMU IS TIpeToAaBaTeneii, T0CKaMi HACTEHHBIMH, TOCKaMH ayAUTOPHBIMHU.

Jnsa  caMocTosATenbHOW pabOThl CTYIEHTOB M  BBINOJIHEHHS KYpCOBBIX padoT
npeaHasHaueHa ayautopus 209 (duuTanpHBIA 3am OMONMOTEKHM) C TOJKIIOYEHHEM K CeTH
«/HTepHET» M JOOCTYHNOM B D3JEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO Cpely BY3a,
000pyIOBaHHYIO TIEPCOHATBHBIME KOMIBIOTEPAMH, CTOJIAMHU, CTYJIbSIMH, KHUKHBIMU IIKa(amu,
KHIKHBIM U JJOKYMEHTAJIbHBIM (POHJIOM, TEIEBU30POM.

[Ipn HEoOXOaUMOCTH B y4EOHOM MPOIECCE HCIOIB3YIOTCS KOMILIEKTHI TMEPEHOCHBIX
JIEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOCKTOP, DKpaH).

Bce xommbroTepsr MHCTUTYTa OOBEIWHEHBI B JIOKAIBHYIO CETh, C KaXIOTO W3 HUX
BO3MOXKEH BBIXOJI B INI00aNbHYI0 ceTh MHTepHeT. IHCTUTYT MCIoNb3yeT BbACIEHHBIA KaHal CO
ckopocteio 10 MO/c. Jlns CTyAEHTOB HMMeEETCs BO3MOXKHOCTH BBIXO/Ja B ceTh VIHTEpHET ¢
MOOWJIBHBIX YCTPOHCTB mocpeacTBoM ceTtu WiFi, koTopas ycTaHOBJIEHAa B YHUTAJIBLHOM 3aJie
HNucturyTa.

[IpoBenenue nexuuit mo aucuuiuinae «J0OY» conpoBoxaaercs cliaia-npe3eHTausIMH.

7. OCOBEHHOCTHU OBYYEHUS UHBAJIMOB U JIUL C OTPAHUYEHHBIMHA
BO3MOXKHOCTSAMMH 310POBbS

B npornecce u3ydeHuss NUCUMIUIMHBI U OCYIIECTBICHUS MPOLEAYP TEKYIIETO KOHTPOJIS
yCIEBAaEMOCTH W MPOMEXKYTOUYHON aTTecTallid WHBAJUAOB M JIMI C OrPaHUYEHHBIMU
BO3MOXXHOCTSIMU 3/IOPOBbSI  TIPUMEHSIOTCSI aJalTHUPOBaHHBIE (OPMBI OOY4YEHHS C Y4YETOM
WHAUBUAYAIbHBIX ICUX0()U3HOIOTHIECKHX OCOOCHHOCTEH.

OOydeHnre nUI] C OrPaHUYCHHBIMH BO3MOXKHOCTSIMH M HMHBAIUIOB OPraHU3YETCS Kak
COBMECTHO C JIPYTUMHU OOYYarOIIMMHKCS Ha JIEKIMOHHBIX M MPAKTUYECKUX 3aHATUAX, TaK U IO
WHANBUAYyATbHOMY yueOHOMY TUTaHy. Bo Bpemsi mpueMHOI KaMIaHUH, a TaKKe BO BpeMsl CAadu
pa3IuUHbIX (HOPM MPOMEKYTOUYHOM M TOCYJApPCTBEHHON HMTOrOBOM arrectanuu B WHcTHTyTE
CO3/aHbl HEOOXOMMBIC YCIOBHS JUIsl OKa3aHUs TEXHUYECKOW MOMOIIM MHBAIUIAM U JUIAM C
OTPaHUYEHHBIMH BO3MOXKHOCTSIMH 3J0pOBbsI (IIpU HEOOXOAMMOCTH MOXKET OBITh JOMYIIEHO
MPHUCYTCTBUE B AYAUTOPHH ACCUCTEHTOB, COMPOBOXKAAFOIINX JIUII, COOAKU-TIOBOBIPS H T.IL.).

OOyyaromuecs M3 4YWCiIa HWHBAIMIOB U JIMI C OrPAaHUYCHHBIMH BO3MOXKHOCTSIMHU
3I0POBbS, TPU HEOOXOAMMOCTH, MOTYT OBITh 00€CHEYeHBl SJIEKTPOHHBIMH U TI€UYaTHBIMH
00pa30BaTeNbHBIMH PECYpCaMu € YU€TOM MX MHIUWBUIYAIBHBIX OTpeOHOCTEH. [ peanuzanuu
JMOCTYITHOW Cpelbl MPH HEOOXOAMMOCTH B y4eOHOM TPOIECCe MOTYT OBITh 3a/1€HCTBOBAHBI
JTOKYMEHT-KaMepa [Jisl YBEJIHYEHHUS TEKCTOBbIX (PparMeHTOB U H300pakeHUW (Iyid JUIl C
HAPYIICHUSIMH 3PEHHSI) U MEPEHOCHAs WHIYKIIMOHHAs cucTema s ciabocuprmanmx «cTok»
A2 co BCTpOEHHBIM TIEEPOM — 3BYKOBBIM HH(OpMATOpOM.

OBbC «YHuBepcuterckas OMOIMOTEKa OHJANH» mperocTaBisieT oOyyarommmes ¢ OB3
(o 3peHuIo) psi BO3MOXKHOCTEH st obecrieueHust 3¢ HeKTuBHOCTH mporiecca oOydeHus. [Ipu
YTEHUH MaciTa® CTPaHMIIBI CaiiTa MOXHO YBEIMYUTH C TOMOIIBIO CIEIHMATBLHOTO 3HAaYKa Ha
[JIaBHOM cTpaHuile. MOXHO HCIOJIb30BaTh MOJHOKPAHHBIN peXUM OTOOpa)KeHUsS KHHUTU WIH
BKJIIOYUTH 03BYUYMBAHHME HEMOCPEICTBEHHO C CailTa MpH MOMOILU MPOrpaMM IKPAHHOTO JOCTYIa



(manpumep, Jaws , «Balabolkay»). CkaunBaembie (hparmeHTsI B hopmate pdf, mmeromue BICOKOE
KayeCTBO, MOTYT HCIIOJIh30BATHCSA THUQIOMPOrpaMMaMu JJisi TOJIOCOBOTO O3BYYHUBAHUS TEKCTOB,
MOTyT OBITh 3arpy’ke€Hbl B THQIIOIUIEEPHI, a TaKKe CKOMHUPOBAHBI Ha JI000E YCTPOWCTBO MAJIst
KOM(OPTHOTO YTECHUSI.

CepBuc ObC «lluTaTHMK» MOMOTaeT MOJb30BATENI0 U3BJICYb LIUTATy U aBTOMATHYECKHU
dbopMUpyeT KOppEeKTHYIO OHOMHOrpadUYECcCKyr0 CCBUIKY, YTO OCOOCHHO aKTyallbHO HJISl JIUI C
OTpaHMYEHHBIMHU BO3MO>KHOCTSIMU M 00JIerdaeT Mpolecc HAaMMCaHUsl KypCOBOW MIJIM BBIITYCKHOM
KB (PHUKAIIMOHHOHN paboTBhI.

JIist moATrOTOBKM K 3aHATHAM oOyudaromuecs ¢ OB3 (1o 3peHrio) MOTYT MCIOJIb30BaTh
moOunpHOe mpmiokenne DBC «JlaHb», TpeqHa3HAYCHHOE /Uil O3BYYHMBAHHSI TEKCTa KHUTH.
Pexum noctyma: 3leKTpOHHBINA, MPUIIOKEHUE CKAuMBaeTCs OOYyYarolIMMCSI CaMOCTOSATEIBHO C
caifira e.lanbook.ru, HeoOxomumoe ycnoBue: ObITh 3apeructpupoBaHHbIM B OBC «JlaHby.
Hcnonp3yercst cBOOOIHO pacpocTpaHseMas porpaMMa sKpaHHoro goctyna Nvda.

[ToxpobHee 06 opraHu3au JOCTYITHOW CPebl CM. COOTBETCTBYIOIIUI pa3Jie]l OCHOBHON
npodeCCHOHAIBHON 00pa30BaTEeIbHON MTPOTPaAMMBI.
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