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1. OBINUE CBEJIEHUWSA O JMCHHUIIJIMHE

1.1. HammeHoBaHue TUCIUTIIIHHBI

PabGouass ydeOHass mporpamMma IO AUCHUIUIMHE «JlOKyMEHTaIIMOHHBIH
MEHEKMEHT» TpeAHa3HaueHa JIJIT MarucTpoB (B TOM YHCIIC JJII WHKITFO3UBHOTO
00pa3oBaHMsI WHBAJIUIOB U JIUIl C OTPAHUYCHHBIMA BO3MOXHOCTSIMHU 3JI0POBBS),
oOydJaroruxcst 1O HampaBieHuto mnoaroroBku 51.04.06 «bubnmoreuno-
uH(OpMaAIMOHHAS  JESITENBHOCTh», MNpoduiab TNoarotroBku  «Teopuss
METO/IOJIOTHS YIIpaBiIeHUsI ONOIMOTeYHO-UH(POPMAITMOHHON JESITEIbHOCTHIO», Ha
Kadeape OuOIMOTEYHO-UHDOPMAITMOHHON JEATEIHLHOCTH, JOKYMEHTOBEIACHHS H
apxuBoBeleHUsT XabapoOBCKOTO TOCYJApCTBEHHOTO WHCTUTYTAa KYJIbTYpbl, B
COOTBETCTBMM ¢  (enepaibHbIM  TOCYJapCTBEHHBIM  00pa30BaTEIbHBIM

CTaHAApTOM BBICHIEr0 00pa30BaHus, YTB. IpUKa30M MHUHHCTEpCTBAa 00Opa30BaHuUs
1 Hayku P® ot 06.12.2017 r. Ne 1188.

1.2. MecTo IMCHUIUIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbl

Juciurnnuaa «/{oKyMEeHTaIMOHHBI MEHEIKMEHTHSIBIISIETCS TUCITUTLIIMHOM
4acTH, (OpMHUPYEMOM YyYaCTHUKaMH OOpa3oBaTEIbHBIX OTHOLIEHUH (0JI0Ka
b1.B./1B.03.01).

JluciuriiiHa ~ HEMOCPEJACTBEHHO  HAXOJMUTCA  BO  B3aWMMOCBS3H  C
aucuuiiarHon  «Teopuss W METOJOJOTHS  MHHOBAIMOHHO-METOJMYECKOTO
MeHemxkMmenTa BU» n «CTparernyeckuii MEHEI)KMEHT U CHCTEMHBIN aHaln3
OuOIMOTEYHO-UH(OPMAITMOHHON JESTEIHLHOCTUY.

1.3. Ileaib ocBOEHMSI AMCHMILJIMHBI

Hens quctumnuvabl «/JOKyMEHTAalMOHHBIN MEHEIKMEHT» - TEOPETUYECKAs
Y TIPAKTUYECKasl IMOATOTOBKA OMOJIMOTEYHBIX CIICIIHAIMCTOB K POSKTHPOBAHUIO
TEXHOJIOTHYECKUX CXEM IS CHHTE3a WH(OPMAIMH TI0 3ampocaM IMOIb30BaTeIeH
B Oubmmotekax, WH(POPMALMOHHBIX CIyk0ax. YriyOJeHHe TeopeTUYECKUuX
3HaHUU B 00JIACTU MPOCKTUPOBAHUSI MHTEIUICKTYIbHBIX TEXHOJIOTUH; OTpabOTKa
MPO(ECCHOHAILHBIX ~ HAaBBIKOB TMPUMEHCHMSI HOBBIX TEXHOJIOTMH CHHTE3a
uHOpMaIuK, yMEHHUS MOJCPHU3UPOBATH AHAJIMTHYECCKHUE TEXHOJIOTHH B
3aBUCHUMOCTH OT CIeU(UKH 00BEKTa, pECypCOB OMOINOTEKH.

1.4. Ilnanupyemble pe3yabTaThbl 00y4eHUs MO JUCHUILJINHE

dDopmHpyeMble NHaaukaTopsl 10CTHKEHUS ILnanupyemMsble pe3y/ibTaThl
KOMIIETCHIM U KOMITeTeHIM NMPAKTUYECKOM AeATeTbHOCTH,
ol0ecneunBaromme GopMHpPOBaAHHUE
KOMIIeTEeHIUI
IIpodeccnonaibHbIE KOMIIETCHIMU
[IK-3T"oToB K [1K-3.1 3uars: [IK-3.1 3nars:
CUCTEMHOMY aHaJu3y, - OCHOBBI aHAJIN3a, KCIIEPTU3bI U | - OCHOBBI aHAIIN3a, IKCIIEPTU3HI U
9KCIICPTU3C U MOACPHU3AINHU TCXHOJOTMYCCKUX | MOACPHU3AINU TCXHOJIOTMYCCKUX
MOJIEpHHU3ALIUU nporeccoB B chepe MPOLIECCOB JOKYMEHTALMOHHOTO
TEXHOJIOTHYECKUX OuOIMOTEYHO-NH(POPMAITMOHHON | yIIpaBiIeHUS B OMOIHOTEUHO-

POIIeCcCOB B chepe JESITEIIBHOCTH WH(OPMAIIMOHHON JIESITeIHbHOCTH




OnoOIMOTEYHO-

IIK-3.2 YMmeTn:

IIK-3.2 YMmeTn:

nH(OPMAMOHHON - UCTIOJIb30BaTh METO/IBI, - ICTIOIb30BATh METO/IbI, CIIOCOOBI
JESTEeTbHOCTH CIOCOOBI aHAJIM3a M AKCIIEPTH3bl | aHAIN3a M SKCIIEPTH3bI
TEXHOJIOTMUECKUX MTPOIIECCOB B TEXHOJIOTMYECKHX MTPOLIECCOB
chepe OMOIMOTEUHO- JTIOKYMEHTAIIMOHHOTO yIPaBJICHUS B
UH(POPMALIMOHHOM 610MoTeYHO-MH(POPMAITTOHHON
JeSITeTbHOCTH NeSITeITbHOCTH,
- MOICPHU3UPOBATH - MOJICPHU3UPOBATH
TEXHOJIOTUYECKHE TIPOIIECCHI B TEXHOJIOTHUECKHE TTPOIIECCHI B cepe
cdepe OubIMOTEUHO- 610MoTeYHO-MH(POPMAITTOHHON
UHPOPMAIIMOHHOM JeSITeTbHOCTH
JeSITeIbHOCTH
I1K-3.3 Bnanets: I1K-3.3 Bnaners:
- HaBBIKAMU MPOBEICHUS - HaBBIKAMU MPOBEICHUS aHAIIN3A,
aHaJIM3a, DKCTIEPTU3bI M aHAJIN3a, | SKCIIEPTH3HI U aHAITN3a, SKCIIEPTH3HI
AKCTIEPTHU3BI U MOJICPHU3ALINI Y MOJICPHU3ALIUH TEXHOJIOTHUECKIX
TEXHOJIOTHUECKHUX MTPOIECCOB B IPOIIECCOB TOKYMEHTAIIMOHHOTO
cdepe OubIMOTEUHO- ymnpasiieHus B chepe 6MOIoTeUHO-
nH(OpMaAITMOHHOM WH()OPMAITMOHHON eITETLHOCTH
JeSITeIbHOCTH
[IK-7 I'oToB k [1K-7.1 3nats: [1K-7.1 3naTs:
Pa3BUTHIO - OCHOBBI OpPTraHU3alUOHHON - OCHOBBI OpPTraHU3alMOHHON
OpTraHU3aIMOHHON KYJBTYPBI M KOPIIOPATUBHBIX KYJBTYPBI M KOPIIOPATUBHBIX
KYJIbTYPBI U KOMMYHHKAIUI B OMOIMOTEUHO- | JOKYMEHTAIIMOHHBIX KOMMYHUKAIIHA
KOPIOPATUBHBIX nH(popManmoHHOM cdepe; B OMOIMOTEYHO-UH(POPMAITUOHHOMN
KOMMYHUKAIUi B - 3HaTh HAIlpaBJICHUs U cpecTBa | chepe;
OuOIMOTEYHO- pa3BUTHS OpPraHU3aIMOHHOM - 3HATh HAIIPABIICHUS U CPEACTBA
nH(OPMAMOHHON KYJIBTYPBI B KOPIIOPATUBHBIX Pa3BHUTHS OpTraHU3AIMOHHON
chepe KOMMYHUKAIUH B OMOJIMOTEYHO- | KYJIBTYPBI U KOPITOPATHBHBIX

UH(POPMALIMOHHOM cepe

KOMMYHHKAIMH B OMOIHOTEYHO-
nH(pOpMaMOHHON cdepe

[IK-7.2 Ymerts:

- IICTIOJIh30BaTh
OPraHU3aIMOHHYIO KYJIBTYPY U
KOPITOPaTHBHBIX
KOMMYHHKAIMH B OMOIMOTEYHO-
nH(popManmoHHOM cdepe;

- UCTIOJIb30BaTh CPEJICTBA
pa3BUTHSL OPTAHU3ALMOHHOMN
KYJBTYPBI U KOPIIOPATUBHBIX
KOMMYHUKAITUH B OMOJIMOTEYHO-
UH(POPMALIMOHHOM cepe

[IK-7.2 Ymerts:

- ICTIOJIb30BaTh OPTaHU3AIMOHHYIO
KyJIbTYpY U

KOPIOPATHUBHBIX TOKYMEHTAI[HOHHBIX
KOMMYHHKAIMH B OMOIHOTEYHO-
nH(popManmoHHOM cdepe;

- ICTIOJIb30BaTh CPEICTBA PAa3BUTHUS
OpTraHU3alMOHHOMN KYJIBTYPHI U
KOPITOPAaTHUBHBIX
JOKYMEHTAIIMOHHBIX KOMMYHHUKAIINH
B OuOIMOTEeYHO-MH(POPMAITTOHHON

chepe

[1IK-7.3 Bnanerts:

- HaBBIKAMU Pa3BUTHUS
OpraHU3alMOHHON KYJIBTYPHI U
KOPITOPaTUBHBIX
KOMMYHHKAIMH B OMOIHOTEYHO-
nH(popMaImoHHOM chepe

[1K-7.3 Bnanets:

- HaBBIKAMU Pa3BUTHUS
OpPTaHU3AIMOHHON KYIbTYPHI U
KOPIOPaTUBHBIX
JIOKYMEHTAIMOHHBIX KOMMYHHKAITUI
B OMOIMOTEYHO-UH(POPMAITMOHHOM

chepe




2. OBbEM 1 COJAEPKAHUE JUCIIUITJINHBI

2.1. O0BLeM TUCHHUILIMHBI

Bup yueOHoit padoTbl

00

390

Bcero
JacoB

Cemectpsl

Bcero
JacoB

Kypc

KonTakTHas paéora (Bcero)

30

B TOoM umncie:

- nexyuu (J13)

12

- cemunapul (C3)

- npaxmuyeckue (113)

16

- menxozpynnogvie (MI'3)

- uHouguoyanvHvle (U3)

- epynnogoe Koncynvbmuposanue (I)

- UHOUBUODYaNbHOEe KOHCYIbmuposarue ()

CamocrosiTesqibHasi  padora
(Bcero)

CTy/J€eHTa

78

CPC

69

KOHTPOJIb

B ToMm yucie:

- 10020MOBKA KYPCOBOU pabombi

- MeKyWuti KOHMpPOoib

- NPOMENCYMOUHDBLI
(n0020MOBKA K IK3AMEHY)

KOHMpPOJlb

O01mas Tpy10eMKOCTh:
(Bcero 3a4. e1./k0,1-B0 4acoB no ®I'OC)

3/108

Bun MPOMEKYTOYHOM
(3aueT, IK3aMeH)

aTTecTaluu

ceMecCTpbI:

Kypc:

3auyem

IK3AMEH

2.2. TemaTnueckuii MJIaH

KoJ-Bo yacoB

KonrakrtHas pa6ora

CamocrosiTesbHasi padoTa
CTYJIEHTOB

HaumeHnoBanmue
pa3aesioB u TeM

(popmupyemble
KOMIIETEeHMHU)

Ne
n/n

Bcero yacos
mo ®IroC
Bcero ayn..

qyacoB

J3 (C3 | 113

Kouncyabrauun
T, n

KOHTPOJIb
CPC

npo
MeK
yTou
HbIH

CPC

CPC | Teky

1110747

Bcero yacos

BBenenue B
JTUCHUILIUHY. 3HAUCHUE
JTOKYMEHTAIMOHHOTO
obecrnieucHUs B
yIpaBJiIeHUU
6ubIMoTEYHO-
WH(POPMAITMOHHBIM
yUpexKICHUEM




2 | JJoxymeHTHpoBaHue
YIIPaBJICHYECKOMN
NesITeIbHOCTH
OnOIMOTEK

3 | Cucrema
YIIPaBJICHYECKOMN
nHpopmarun
OnOIMOTEYHO-
WH(POPMAITMOHHOTO
YUpEeXKICHUS

4 JIoOKyMEeHTaIMOHHBIN
MEHEI)KMEHT
OuOIMOTEYHO- 2 6
MH(POPMAIIMOHHOTO
VAP ICHUS

5 | Opranuzauus Tpyaa
OTBETCTBEHHOTO 3a 4
JeTIONIPOU3BOACTBO

IToaroToBKa K 3K3aMEeHY 9 9 9

I'pynnoBoe KOHCYJIBTUPOBaHUE
K DK3aMCHY

BCEI'O yacos: 108 | 30 | 12 16 | 2 78 69 9

2.3. Kparkoe cogep:xaHue pa3iejoB U TeM

Tema 1.Begenue B AUCHMIUIMHY. 3Ha4YeHHMe JOKYMEHTALMOHHOIO
o0ecrneyeHns B ynpaBJeHUH OMOJIHOTEKOM

[Ipeamer, wenun W  3adauyd  JAMCUMIUIMHBI, MECTO  Kypca B
npodeccuoHanibHoM oOpazoBanuu. @dopmbl npoBeneHUss 3aHATHH. DOpPMBI
KOHTpPOJISI B paMKax JaHHOW JUCHUIUIMHBIL. Mertoaudeckoe obecrnedueHue
JTUCIUTUTUHBI.

JIoKyMEeHTaIlMOHHOE OOeCleYeHUe YIpaBiIeHUsS: OT JEJIONpPOU3BOJICTBA K
YOPABICHUIO  JIOKyMeHTaMH. IIpaBoBble = OCHOBBI  JOKYMEHTAI[MOHHOIO
oOecrieueHuss yrpaBieHUs OMOIMOTEYHO-UH(POPMALMOHHON JIESITENIBHOCTHIO.
[Tonsitne «HopMatuBHO-MeToAMYeckas 0aza JIOY». Hanpasnenus opraHuzamuu
U TEXHOJIOTU JOKYMEHTAIlMOHHOTO OOeCreueHus yrnpaBieHus. 3aKOHOJATeIbHOE
perynupoBanue. Crangapruzauus. HopmMaTHBHO-METOIWYECKHE JIOKYMEHTHI.
TpeGoBanus K  pa3paboTke  yHUDUIMPOBAHHBIX  (HOPM  JOKYMEHTOB.
Ob6mepoccuiickue KiaccuPpukaTopbl JOKYMEHTAIIHH.

Tema 2. JlokyMeHTHpPOBAaHHE YIPABJICHYECKOH AeATEJHbHOCTH
Oudmorexk

Ucropust pa3Butus OuONIMOTEYHOM JOKyMeHTauuu. bubamoreunas
JOKYMEHTAIUs: MOHATUE, BUIAbI U (POpMBI. XapaKTEPUCTHKA OTAEIbHBIX BUIOB
OMOIMOTEYHON JOKYMEHTaUK. TpedoBaHus K X 0(hOPMIICHHIO.




Tema 3. Cucrema ynpapieH4Yeckoii uHPopMauuu OHOJIUOTEYHO-
HHGPOPMALMOHHOIO YYpPeKIACHUA

OpranuzanmoHHO-TIpaBOBast JOKyMeHTanus Pa3zpaboTka u yTBepxkaAceHHE
KOMILJIEKCA OPraHU3allMOHHO-TIPABOBbIX JOKyMeHTOB (YctaB, [lonoxkeHue 00
OpraHu3alyi, CTPYKTYPHBIX MOAPA3/ICICHUN, KOJJIETHAIbHBIX U COBEIIATEIbHBIX
OpraHax; INTaTHOE paclHUCaHWE; WHCTPYKUUM 1O OTACIbHBIM  BHJAM
NEeATEbHOCTH; 1O KHOCTHBIE MHCTPYKIIUH).

PacnopsinurenbHas JOKYMEHTAIUSI. OcHoBHOE HAa3HAYCHUE
pacniopsutenbHoit mokymentanuu (PJ1). [IpaBuna cocraBnenus u opopmieHus,
OCHOBHBIX OPTraHU3ALMOHHO-PACTIOPSAUTENbHBIX JTOKYMEHTOB. COCTaBIIEHHE H
oopMIIEHUE TTPUKA30B, TOCTAHOBJICHHUM, PACTIOPSHKEHUN U T.J.

[InaHoBas u oTyeTHas AOKyMeHTalus. JJoKyMEHThI coaepKalliue CBeICHUs
O pe3ylnbTaTax MAEATCIbHOCTA 3a OINPENCICHHBIA TEpUOJ BPEMEHU — TOJ,
Moayrone, kpaprai, Mecsl. OyHKIMA OTYETHON JOKYMEHTALUU B JACATEIHbHOCTH
oubnmmotrexku.  KoMIUIEKChI ~ OTUETHBIX  JOKYMEHTOB:  TOCYJapCTBEHHAas
CTaTUCTUYECKAass OTYETHOCTh, BEJOMCTBEHHAS! OTYETHOCThb, OTYETHOCTH BHYTPH
YUPEKICHUS

CnpaBodHO-UHPOPMAITUOHHAS 151 CIIPABOYHO-aHAIUTUYECKAS
JOKYMEHTALIUSL. CnpaBouHO-UHPOpMAITMOHHAS JOKYMEHTAIUS (CHU):
COCTaBJICHHE W O(OpMJIEHHE TMPOTOKOJOB, JOKIAAHBIX (CIY>KEOHBIX) W
O0OBACHUTENBLHBIX 3aMHUCOK, 3asBICHUM, IPEACTABICHUM, IEPETTUCKHU (CITY>KEOHBIX
nuceM, TeierpamM, TenedakcoB, (GakcorpamMm, SJIEKTPOHHBIX COOOIIEHUN).
CnpaBoyHo-ananutudeckas gqokymentausi (CAJl): coctaBienue u opopmieHue
AKTOB, CIIPABOK, CBOJOB, 3AKIIFOYEHNI, OT3bIBOB, CIIMCKOB, IIEPEUHEHN.

HenoBoe mnmucbMo. Buasl genoBeix mnuceM. (OCHOBHBIE 3JIEMEHTHI
CTPYKTYpBI JI€JIOBOrO MHChbMa. TpeOoBaHUs MPEABIBIAEMbIE K TEKCTY JI€IOBOTO
NHUChMA.

Tema 4. JIOKYMEHTANMOHHBIH  MEHEIXKMEHT  OUOJIMOTEYHO-
HH(OPMALMOHHOTIO Y4peKACHUS

VYrpaBinenue AOKyMeHTauue OuOnnoreku. JoKymMeHTOOOOpOT M €ro
cocrapisiforiie. OCOOCHHOCTH — YHPABICHUS BXOASIMIUMHU, HUCXOASIIUMU |
BHYTPEHHUMH JOKyMeHTamMu. KOHTpOJIb MCHOJHEHUS! TOKYMEHTOB. YIIPaBIICHHE
ONEPaTUBHBIM XPAaHEHUWEM JIOKYMEHTOB. YTIPaBJIEHUE ApPXUBHBIM XPaHEHUEM
JOKYMEHTOB.

Tema 5. Opranusanusi TpyJaa OTBETCTBEHHOI0 32 J1eJIONPON3BOACTBO

OO6mue  BOOPOCHl ~ OpraHu3alMyd  TpyJa  OTBETCTBEHHOIO  3a
nenonpou3BoAcTBO. OCHOBHBIE TpeOOBaHUSI K OOOpPYAOBaHHIO pabodero mecra
OTBETCTBEHHOTO 3a JEI0NPOU3BOACTBO. OCHOBHBIE TpeOOBaHUS K 000PYI0BAHUIO
pabouero Mecta OTBETCTBEHHOTO 3a JIEJOMPOM3BOJCTBO. TpeOoBaHus K
MUKPOKJIMMATy W CAHUTAPHO-TUTHEHUYECKOMY pEeXuUMy pabouero mecra
OTBETCTBEHHOTO 3a JEJONMPOM3BOJACTBO. TpeOoBaHMS K pa3MENICHUIO W
o0opynoBaHut0 pabo4yero Mecra OTBETCTBEHHOTO 3a JIEJIOMPOU3BOJICTBO.
TpeGoBanus K yCIOBUSM TpyJa OTBETCTBEHHOTO 3a JEJIOMPOU3BOICTBO.

8



[IpumepHblii  persamMeHT pabOThl OTBETCTBEHHOI'O 3a JIEJOMPOM3BOJICTBO.
JIOJMKHOCTHAsT UHCTPYKIMS OTBETCTBEHHOTO 3a JIEJIONPOU3BOJICTBO, MOPSIOK €€
pa3paboTku. MHCTpyKIMs MO JeI0NPOU3BOACTBY, MOPSIOK €€ pa3padoTKu

3. YYEBHO-METOJMYECKOE OBECIIEYEHUE JIJIsI
CAMOCTOSITEJBLHOM PABOTHI OBYUAIOIIMXCS [TO
TV CHUILIAHE

3.1. [Inanbl NpaKTHYECKUX 3aHATHI

IIpakTnueckas padora Ne 1
no teme «OdgopmieHne OPraHu3anMOHHO-IPABOBBIX JOKYMEHTOB»
(3 yaca)

Heab 3aHaTHA -QOpPMUPOBAHME CHUCTEMbl 3HAHUM, YMEHUH M HaBBIKOB
MOJIFTOTOBKU U OPOPMIICHUSI OPTraHU3AIIIOHHO-TIPABOBBIX TOKYMEHTOB.

3aganue:

1. O3HaKOMUTCS C CUCTEMOM OpraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB.

2. O3HaKOMHUTBCSI C OCOOEHHOCTSMU TOJTOTOBKM U  O(OpPMIICHUS
OpraHU3alMOHHO-TIPABOBBIX JTOKYMEHTOB.

3. CocraBuTh TNI€peUYECHb OPraHU3ALMOHHO-TIPABOBBIX JIOKYMEHTOB,
00pa3yronmxcsi B JICITCIBHOCTH OHOIMOTEKH (HAa TmpuMepe CcOOCTBEHHOMU
OMOJIMOTEKN ).

4. BeINOJHUTH 33JlaHus, IPEAJI0KEHHBIE MTPENO0/IaBaTeNIEM Ha 3aHSITHH.

IIpakTHyeckas padora Ne 2
no teme «Opranuszaunusi M BeJieHue J1eJI0BOM nmepenuckmn» (3 yaca)

Hean 3anaTus -GopMHPOBAHUE CHUCTEMbl 3HAHWM, YMEHUW U HaBBIKOB
MOATOTOBKHU, O(OPMIICHUS U BEJEHUS JEIOBON MEPETTUCKHU.

3aganue:

1. O3HakoMUTCS C BUIAOBBIM PA3HOOOPA3UEM JIETOBBIX MTHUCEM.

2. O3HaKOMUTBHCA ¢ OCOOEHHOCTSIMU MOJATOTOBKU U OPOPMIICHUS JEIOBBIX
MIACEM.

3. CocraButh mnepeyeHb BUIOB MHCEM, OOpPa3yIOIIMUXCA B JEATEILHOCTH
OoubMoTeKHu (Ha MpuMepe COOCTBEHHOU OMOIMOTEKN).

4. BeINOJHUTH 33J]aHus, TPEAJIOKEHHBIE MTPENO0/IaBaTeNIEM Ha 3aHSITHH.

5. O3HaKOMUTBHCS ¢ OCOOEHHOCTSIMU BEJICHUS JIETI0BOM MEPEMUCKHU.

6. BeimomHUTh 3a1aHMS, TIPE/JIOKEHHBIE TIPEToaBaTeIeM Ha 3aHSATHH.



IIpakTHuyeckas padora Ne 3
no teme «HoMenkiaaTypa nea opranmzanuu. OnepaTuBHOe U TeKylee
XpaHeHue JOKYMeHTOB» (6 yaca)

Hean 3aHsaTHS -QOPMHPOBAHHWE CHCTEMBl 3HAHWH, YMCHUW W HaBBIKOB
paboTHI C TOKYMEHTAaMHU Ha BCEX ATarax JeIONPOU3BOACTRA.

3aganue:

1. O3HaKOMUTCS C HOMEHKJIATYpOl e U €€ BUAaAMH.

2. [Ipoananu3upoBaTh HOMEHKJIATYPY JI€JT OpTraHU3aIiy 3a 3 roja (JaHHbIe
BBIJIAIOTCS TIPEToJiaBaTelieM Ha 3aHATHW WM HCIOJIB3YIOTCS HOMEHKIIATypa
COOCTBEHHOI OMOIMOTEKH).

3. CocraButh mpaBmia pa3padOTKH W BEACHUS HOMEHKIATYphI I AJis
OpraHu3alMH.

4. O3HaKOMHUTBCA C OCOOEHHOCTSIMU CHCTEMaTH3allud JIOKYMEHTOB.
CdopmynupoBath 001TME TPUHIIUITBI (POPMUPOBAHUS JEI.

5. W3 mnpenioxkeHHOTO KOMIUIEKTa JOKYMEHTOB C(HOpPMHpPOBATH JIEIIO
(maHHBIC BBIIAIOTCS MpenojiaBaTeieM Ha 3aHsATUH). O0G0CHOBATH CBOM BHIOOD.

6. O3HaKOMHUTCS C OCOOEHHOCTSIMH COCTaBJIEHHUS 3ar0JIOBKOB JIEI.

7. BeIOTHUTE 3aaHus, TPEII0KCHHBIE TIPETIoaBaTeIeM Ha 3aHSATHH.

8. O3HAKOMUTCS C 0OCOOCHHOCTSIMH YCTAHOBJICHUSI CPOKOB XpaHEHUS JICII.

9. BoimoHUTH 3aaHUs, TPE/JIOKEHHBIE TIPETIojaBaTeieM Ha 3aHATHH.

10. O3HaKOMHTCS C OCOOCHHOCTSIMH TEKYIIIETO XPaHEHUS JIelI.

11. TToAroTOBUTH MAMSTKY MO OCYIIECTBICHUIO TEKYIIIET0 XPaHSHUS JICIL.

12. BeImoaHUTH 3a/1aHus, TPEIIOKEHHBIC TTPETNO/IaBaTeNIeM Ha 3aHITHH.

13.  CdopmupoBath U  opopMUTh Jei0  (JaHHBIE  BBIJAIOTCS
MpernojaBaresieM Ha 3aHITHH ).

IIpakTnyeckas padora Ne 4
no Tteme «OpraHusanus TPyAa OTBETCTBEHHOI'0 32 /1eJI0NPOU3BOJCTBO»
(4 yaca)

Hean 3ansaTHSA -HOPMHUPOBAHUE CHCTEMBl 3HAHWN 00 OpraHU3aIud Tpyaa
OTBETCTBEHHOTO 3a JICJIONPOU3BOJICTBO B OMOJIMOTEKE.

3aganue:

1. IIpoananm3upoBaTh 00S3aHHOCTH OTBETCTBEHHOTO 32 JIEJIOMPOU3BOICTBO
B OmOmoTeke (Ha mpuMepe COOCTBEHHOM OUOIMOTEKH ).

2. [Ipoananu3upoBath TpeOOBaHUSI, TPEABIBISIEMbIC K OTBETCTBEHHOMY 32
JIETOTIPOU3BOICTRO.

3. Ilpoananu3upoBaTh YCIOBUSM Tpyjaa M TpeOOBaHUS K 00OPYIOBAHHUIO
paboyero Mecta OTBETCTBEHHOTO 3a JICIIOIPOU3BOCTRO.

4. Pa3pabortaTh JOJDKHOCTHYHO HHCTPYKIIMIO OTBETCTBEHHOTO  3a
JIEJ0MPOU3BOACTBO B OMOIHOTEKE.

3.2. Bopochl AJ151 CAMOKOHTPOJIsI

1. CoBpeMeHHOE COCTOSIHUE ACSATENBHOCTHU MO YIPABICHUIO TOKYMEHTaMHU.
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2. IlpaBoBble OCHOBBI JOKYMEHTAIIMOHHOTO OOECIEeUYEHUsl YIMpPaBIICHUS
OMOIMOTEUHO-UH(POPMAITMOHHOM €SI TEIHHOCTHIO

3. bubnuoTeyHast TOKyMEHTAIWs: TOHsATHE, BUABI U (hopMbl. TpeboBaHus K
ux 0OPMIICHUIO.

4. Opranu3allMOHHO-TIPABOBasi JOKyMeHTalusi oubnuorekn PazpaboTka u
YTBEPKJI€HHE KOMILIEKCa OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB.

5. PacnopsautensHas nokymeHTanus 0ubanorekn. OCHOBHOE Ha3HAUYEHUE
pacniopsnutensHoit nokymentanuu (P1). [IpaBuna cocraBnenust u ohopmMIIeHHS.

6. [1InanoBas u oTYeTHASI JOKYMEHTAIUsl OMOJIMOTEKH.

7. CnpaBoyHo-uH(pOpMaAITMOHHAS 151 CIIPABOYHO-aHAJIUTHYECKAS
nokyMmeHTarus: ondnuoteku. [IpaBuia cocraBienus u 0hoOpMIICHUS

8. [lemoBoe mucbMo. Buapl 1enoBbIX muceM. TpeOoBaHMS MPeabIBIsIEMbIC
K TEKCTY JI€JI0BOTO MHUChMa.

9. Ynpapnenue JoOKyMeHTalueil OMOINOTEKH.

10. ZIokyMeHTOOOOPOT U €ro

11. KoHTpoap ucnonHeHns TOKyMEHTOB.

12. YnpaBienue onepaTuBHbIM XpaHEHUEM IOKYMEHTOB.

13. YnpaBienue apXuBHBIM XpaHEHUEM JOKYMEHTOB.

14. OcHoBHble TpeOOBaHMS K OO0OpyJOBaHHIO paboyero Mecra
OTBETCTBEHHOTO 3a JEJIONPOU3BOICTBO.

15. TpeboBaHus K yCJIOBUSIM TPyAa OTBETCTBEHHOTO 3a JICJIONPOU3BOJICTBO.

16. HopMaTtuBHO-TIpaBOBasi perjaMeHTalusi TpyAa OTBETCTBEHHOIO 3a
JEIOMPOU3BOACTBO.

4. METOIMYECKHUE YKA3AHUA ITO OCBOEHHMIO JUCHUITJINHBI

YcBoeHne matepuana IUCHUIUIMHBI HA JICKIUSAX, MPAKTUYECKUX 3aHATHUSIX
U B pe3yNbTaTe CaMOCTOSATEIBHON MOATOTOBKH M U3yUEHUS OTAEIBHBIX BOIPOCOB
AUCHUIUTMHBI, TO3BOJSAT CTYACHTY MOJOWTH K MPOMEXKYTOYHON AaTTecTaluu
MOJFOTOBJCHHBIM. 3HaHMs, HaKalUIMBaeMble TOCTENEHHO M B Pa3IAYHBIX
paKypcax, ¢ UCIOJIb30BaHUEM MPOTUBOMOIOKHBIX MHEHUH U B3TJIS0B Ha Ty WU
UHYI0O TpoOJeMy SBJSIOTCS TIAyOOKUMH M KayeCTBEHHBIMU, M MO3BOJISIOT
(GopMHpOBAaTh COOTBETCTBYIOIINE MPO(PECCHOHATBHBIE KOMIIETCHLIMU KaK HTOT
00pa30BaTEIBLHOTO MPOIIECCa.

Jlnist cucTeMaTru3aluuy 3HaHUH 10 AMCUUILIMHE MepBOHAYaIbHOE BHUMAHHE
creayeT oOpaTUTh Ha pabouyro MporpaMMy Kypca, KOTopas BKIIOYAaeT B ceOs
OCHOBHBIE NPOOJIEMBl AUCHUIUIMHBI (TEMATHKY 3aHSATHI), B paMKaxX KOTOPBIX H
(bopMHUpYIOTCS BOMPOCHI JIJIsl KOHTPOJIA U artecTauuu. [loaToMy cTyaeHT, 3apaHee
O3HAaKOMHBIIUCH C MPOrPaMMON Kypca, MOXKET JIy4lle COPUEHTHPOBATHCS B
MOCIICIOBATEILHOCTH  OCBOGHHS ~ Kypca  C  TO3UIMA  OpraHu3ainuu
CaMOCTOSITENILHOUN PabOTHI.

[Ipu opranuzanuu npouecca OCBOCHUS TUCIUILIMHBI CIIEAYET YUUTHIBATh:

1. Ilhanuposanue epemenu, 0meeo0eHHo20 HA 0CEOEHUE OUCYUNTIUHDL.

[Ipy mnyaHupOBaHMM BpPEMEHU HA OCBOCHHUE JUCIUIUIMHBI CIIETYyeT

PYKOBOJICTBOBATbCS: CTPYKTYPOU AUCHUILIMHBI, B KOTOPOU YKa3aHbl KOJIMYECTBO
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aKaJIeMUYECKHX YacOB B pa3pe3e KaXIOW TeMbl, BUIA 3aHATUNA (JIEKIMOHHOE,
PaKTUYECKOE, CEMUHAPCKOE) M Yachl HA CaMOCTOSITENIbHYIO paboty; (dopmoii
TEKYLIEro KOHTPOJISI YCIIEBAEMOCTHU (TECThl, BBIMOJIHEHUE WHAMBUIYAIbHBIX H
MPaAKTUYECKUX 3aHATUH U JIp.); GOPMOM MPOMEKYTOUHOM aTTecTaluu (3a4der).

2. llocnedosamenvrocms Oeticmeuil npu 0C80eHUU OUCYUNTUHDI.

N3ydeHne KaxaoMl TeMbl JUCHMIUIMHBI I1€Jeco00pa3HO HAuyUHATH CO
3HAKOMCTBA C COJIEp)KaHHEM IHUCIMIUIMHBI B pa3pe3e TeM; 3aTeM CJeAayeT JTarl
mogbopa HMCTOYHWMKOB M3  YHUCIAa PEKOMEHAYEMbIX H  TOJI0OpaHHBIX
CaMOCTOSTENbHO (HAy4YHBIE CTaThu;,; HHPOpMANUS C O(UIMATBHBIX CaUTOB
rOCYJapCTBEHHBIX OpPTraHOB, OPraHOB MECTHOTO CaMOYMPAaBICHUS | Jp.).
N3yuenne MCTOYHMKOBOW 0a3bl MOXET COMPOBOXKIATHCS KOHCIIEKTUPOBAHHEM.
[lenecooOpa3Ho BecTH MepedyeHb MPOOIEMHBIX BOIIPOCOB KaK IO CYIIECTBY TEMBI,
0OyCIIOBIIGHHBIX TIpOOE€TaMHM B HAyYHOM M IIPAaBOBOM IIOJIe M TMpoOjeMaMu
MPAKTUYECKOTO XapaKTepa, TaK U B CIydae 3aTPyJAHCHHH C YSICHCHHEM CMBICIIA
M3JI0)KECHHOTO B HWCTOYHHMKAX MaTepuana (yKa3aHHBIE BOIPOCHI MOTYT OBIThH
paspemieHbl CaMOCTOSITEIbHO, BO BpeMs CECCHOHHBIX 3aHATHH WM Ha
KOHCYJIbTAIlMM C MPETo/IaBaTesIeM).

JIJIsl TTIOATOTOBKM K TMPAKTHUECKUM 3aHSATHAM PEKOMEHIYETCS MOAPOOHO
M3YYUTh KOHCIIEKTHI JISKIIUH, MTPEIIICCTBYIONINX MPAKTHUYECKOMY 3aHATHIO. TaKKe
PEKOMEHIyeTCsl O03HAaKOMHTBCS C TEXHOJOTHUEH TMPOBEJACHUS MPAKTUUYECKUX
3aHATHH, KOTOpas BKIIOYAET CIEAYIOIIME OJTalbl: OOBSICHEHHUE 3aJaHus W
HABBIKOB (KOMIIETEHIIMI), KOTOPBIE 3aKPEIUISIIOTCS B XOJI€ €ro BBIMOJHEHUS;
3HAKOMCTBO C KOHKPETHBIMH HMCTOYHUKAMH HH(POPMAIMKA [IJISi BBIOJIHEHUS
3a/laHusl; OOCYXKJEHWE M YTOYHEHHE BOMPOCOB B XOJE aHain3a HCTOYHUKOB
uH(pOpMAIIMK; COBMECTHBIM MPOCMOTP MEPBUYHBIX PE3YJIbTATOB, OIIEHKA HX
COOTBETCTBHS 110 (POPMaATBHBIM U COACPIKATETHHBIM TPEOOBAHUSIM.

3. Hcnonvzosanue yuebHO-MemoOUHecKUx mamepuaios u pabomy c
aumepamypou.

Crnenyer MPUMEHATH CIEAYIOIIYIO TOCIEAOBATEIIBHOCTh UCTOYHUKOB IS
U3Y4YCHHUS] TEM AUCIUIUIMHBI: HOPMATHBHBIE MPABOBbIE AKThl MO JAUCIMILINHE;
KOMMEHTApUHU K 3aKOHOJIATEIhHBIM aKTaM; HAyYHYIO M Y4EOHYIO JTUTEPaTypy, a
TaK)Ke JPYrue UCTOYHUKH.

4. [lo02omogKy Kk meKyujemy KOHmpoio yCneeaemocmu.

OcHOBHOI 3ajayeill TEKyIIEro KOHTPOJIA YCIEBAEMOCTH OO0YyYaroIUXCs
SIBIIIETCSI TIOBBIIIICHUE KayecTBa 3HAHWM, NPUOOpETEeHHWE U PA3BUTHE HMHU
HABBIKOB CaMOCTOSTENbHON palboThl. TeKyIIil KOHTPOJIb 3HAHUN 00ydYaroImuxcs
0 JUCUUIUIMHE MOXXET MUMETh CJIEIYIOUIME BUJIbI: YCTHBIM ONMPOC Ha JICKIUSX,
MPAKTUYECKUX 3aHITHSIX; MpoBepKa BBITIOJTHCHUS MTUCEMEHHBIX
CaMOCTOSTEILHBIX Pa0O0T M JOMAITHUX 3aJaHUI; TECTUPOBAHHE.

Jlist 5pdheKTHBHOW MOATOTOBKH K TEKYIIEMY KOHTPOJIO IO JAUCIUILUIAHE
HEOOXOJAMMO HCIOJB30BaTh PEKOMEHIOBAHHYIO OCHOBHYIO M JOTIOJHUTEIHHYIO
JTUTEPATYPy, KOHCHEKTHI JIEKIWHA, pa3paOOTKH CTYJCHTOB, BBHITIOJIHCHHBIE B
pe3ynbTaTe MOJATOTOBKH U BBHITIOJTHEHHSI CEMUHAPCKUX M MPAKTHYECKUX 3aHSATHH.
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5. ®OHJI OLIEHOYHBIX CPEJICTB JJIs IPOBEEHUS
MPOMEKYTOUYHOW ATTECTALIAU 1O TUCHUATIJIMHE

5.1. IlepevyeHb KOMIIETEeHUUI U 3TANbI KX ()OPMHUPOBAHUA
Cormacho ®I'OC BO mno HampaBiaenutro mnoarotoBku 51.04.06
bubnuoTreuHo-nHGOpMAIIMOHHAS I€SITEIbHOCTh B paMKaX U3y4Y€HUs TUCUUTLITUHBI
y 00y4aronmxcs J0HKHbBI ObITh CPOPMHUPOBAHBI CIEIYIONINE KOMIIETEHIUU!

Kog DopMynMpOBKa KOMIIETEHIIUH

npogeccuoHaIbHbIEe KOMIIETEHINHU

[K-3 I'oTOB K CHCTEMHOMY aHalIM3y, 3KCIEPTU3E€ U MOJACPHU3ALMM TEXHOJIOTMYECKUX
MPOIIeCcCOB B chepe OnOIMoTeuHO-NHGOPMAITMOHHON e TEIbHOCTH

I[IK-7 |T'oToB K pa3BUTHUIO OPraHU3allUOHHOW  KYyJIbTYphl M  KOPIOPATHBHBIX
KOMMYHUKAIUH B OMOJIMOTEYHO-UH(POPMAITMOHHOM cdepe

Jtanbl (POPMHUPOBAHUS KOMIIETEHIMH:

Hauanoneni - Ha dSTOoM  9sTane  (QOPMUPYIOTCS  3HAHUEBBIE WU
MHCTPYMEHTAJIbHbIE OCHOBBI KOMIIETEHIIUH, OCBAaUBAIOTCSI OCHOBHBIE KaTErOPHH,
dbopmupyrorcst 6azoBbie ymMeHUs. CTyJIEHT BOCIPOU3BOAUT TEPMHHBI, (HaKTHI,
METO/Ibl, TIOHSITHS, IPUHLMIIBI U MPABUJIA; pellaeT yueOHble 3aaun 1o 00pasiy.
Ecau cryneHT oTBedaeT 3TMM TpeOOBaHUS MOXKHO TOBOPUTH 00 OCBOCHUHU UM
MIOPOTOBOI0 YPOBHSI KOMIIETEHIINH;

OcHosHOUl — 3HaHUS, YMEHUS, HaBBbIKHM, oOecrieunBaronme GopMUpOBaHUE
KOMIIETEHIIUHM, 3HAYUTEIIbHO BO3pPACTAIOT, HO €II€ HE JOCTUral0T HUTOrOBBIX
3HaueHnil. Ha 3ToM 3Tame CTyAeHT OCBAMBAECT AHAJIUTHUYECKHUE JEUCTBUS C
MpeAMETHBIMA  3HAHMSIMH [0  KOHKPETHOW  JHUCIMIUIMHE,  CIOCOOCH
CaMOCTOSATENILHO peliaTh ydeOHbIE 3a/ladyd, BHOCA KOPPEKTHBBI B aJITOPUTM
NEeUCTBUM, OCYIIECTBIISISI CAMOPETYJIISIIUIO B X0J1€ pa0OThI, IEPEHOCUTh 3HAHUS U
YMEHHSI Ha HOBBIE YCJIOBHS. YCIEIIHOE MPOXOXKACHUE ATOTO 3Tama MO3BOJISIET
JOCTUYb CTAaHJAPTHOTO YPOBHS C(HOPMUPOBAHHOCTH KOMIIETCHIINY;

3asepwarowuti — Ha 3TOM J3Tal€ CTYAEHT JOCTUTAaeT MTOTOBBIX
MoKa3zaTejaed MO 3asBJICHHOM KOMIIETEHIMH, TO €CThb OCBaMBaeT BECh
HEOOXOIMMBbI 00bEM 3HAHUW, OBJIAJCBAET BCEMH YMEHUSIMU M HaBBbIKAMHU B
chepe 3asBieHHON KommeTeHIMU. OH CHOCOOEH HCIOJIB30BaTh ITH 3HAHUS,
YMEHHS, HABBIKM TIpU PEHIEHUWU 3a7a4 TOBBIIMIEHHON CJIOXHOCTU U B
HECTaHJAPTHBIX ycioBusxX. [Io pe3ynbraram 3TOro 3Tama CTyIeHT JEMOHCTPUPYET
ATAJIOHHBIN YPOBEHb C(HOPMUPOBAHHOCTH KOMITETCHIINH.

5.2. Iloka3aTe/in KPUTEPUH OLICHUBAHUS KOMIIETCHIIM I

Jlnst onleHMBaHUs pe3yJbTaTOB OOyYEHHS B BHJE 3HAHWHA HCIOJIB3YIOTCS
CIEAYIOIIME TMPOUEAYPHl W  TEXHOJOTHM:TECTUPOBAHUE, HWHIAMBHIYaJbHOE
co0eceoBaHUE, MHCbMEHHBIE OTBETHI Ha BOMNPOCHl (B BUIE mMEKyuie2o
KOHmMpPOJ).

IIpomMe:KyTOYHBIH KOHTPOJIb PEATU3YETCS B XO/I€ CIaYU 00yYarOIIMMUCS
AK3aMeHa. OJK3aMeH NpoBOAUTCA B ¢Gopme coOecelnoBaHMsI MO KOHTPOJIbHBIM
BoripocaM. OrleHKa 3HaHUW MPOM3BOAMTCS Mo 4-x OanbHOU mikajie.B ciyuae
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HCy,ZIOBJICTBOpI/ITeJIBHOﬁ OLHCHKN CTYACHT HMCCT IIpaBO IICPECAATb JK3aMCH B
YCTAaHOBJICHHOM ITOPAAKE.

O01mme KpuTepUn OLIEHKH 0TBETOB CTY/IECHTOB

Onenka
«OTJIHUYIHO»

OneHka «xopomo»

Onenka
«y[[OBJIeTBOI) HUTECJIBHO»

OneHnka
«HeyIIOB.IIeTBOI)I/ITeJIBHO»

«GAYTCHO»

«HE 3aYTCHO»

OLIEHUBAETCS OTBET,
€CITU CTYJeHT UMEEeT
CHCTEMHBIE MTOJTHEIE
3HaHUs U YMEHHUS 10
[IOCTaBJIEHHOMY
Borpocy. ConepxaHue
BOIIPOCA U3J1araeT
CBS3HO, B KPaTKOH
¢dhopme, packpbiBaeT
MOCJIEI0BATENLHO CYTh
M3y4eHHOTO MaTepuaa,
JIeMOHCTPUPYS
MIPOYHOCTH U
MPUKIIATHYIO
HaTpPaBJICHHOCTb
NOJTY4YEHHBIX 3HAHUH U
YMEHUH, HE IOMTyCKaeT
TEPMUHOIOTUIECKUX

OImMOOK U (PaKTHIECKIX

HETOYHOCTEN

OIICHHUBAETCS OTBET,
B KOTOPOM
OTCYTCTBYIOT
HE3HAYUTEILHEIE
DJIEMEHTEI
COJICPKaHUS WITH
MIPUCYTCTBYIOT BCE
HEOOXOINMEIE
DJIEMEHTHI
COJZIepKaHus, HO
JTOTTYIIIEHBI
HEKOTOpPBIE OITHOKH,
WHOT/Ia HapyIIajiach
IIOCJIEI0BATEILHOCTD
H3JI0KECHMUSL.

OILICHUBACTCS HEIIOJHBIHN
OTBET, B KOTOPOM
OTCYTCTBYIOT
3HAYUTEIbHBIE DJIEMEHTHI
coiepKaHus WIH
MPUCYTCTBYIOT BCE
BBIIIEU3JI0KEHHEIC
3HAHUS, HO JTONIYIIEHBI
CYIIIECTBEHHBIE OIIHOKH,
HEJIOTHYHO, IPOCTPAHHO
H3JI0)KEHO OCHOBHOE
cozep:KaHue BOIpoca.

OTICHUBAETCS OTBET, IIPH
KOTOPOM CTYJICHTHI
JEMOHCTPHUPYIOT
OTPBIBOYHEIE,
OeccucTeMHbIE 3HAHMUS,
HEYMEHHUE BBIJICIIUTh
TJIaBHOE, CYIIECTBEHHOE B
OTBETE, IOIYCKAIOT TpyObIe
OIMHOKH

5.3. MaTepuaJibl VIl OLIEHKH H KOHTPOJIS Pe3yJIbTAaTOB 00y4YeHus!

3ajaHus K IK3aMeHy ®opmupyemMble
KOMIIETCHIIUHN

1. CoBpeMEHHOE COCTOSIHHE JMAEATEeIbHOCTH 10 yrpasieHuro | K-3, IIK-7
JIOKyMEHTaMH.
2. TlpaBoBblec OCHOBBI JOKYMEHTallMOHHOro obecrneuenus | [IK-3, IIK-7
ynpaBieHus: OMOIMOTEUHO-MHPOPMAITMOHHOM e TEIbHOCTHIO
3. bubmmoreyHass MOKyMEHTalWs: TOHsATHE, BUIbI U (opmbl. | K-3, 1IK-7
TpeboBanust K X 0POPMIIEHHIO.
4. OpraHu3alliOHHO-TIpaBOBas JOKyMeHTanus OwuOmmorteku | [IIK-3, IIK-7
Pa3paboTka u yTBEpKIeHHWE KOMIUIEKCA OpraHW3aIllMOHHO-
IIPaBOBBIX JOKYMECHTOB.
5. PacmopsautenbHas mokymeHTtanus OuoOmnoreku. OcHoBHoe | IIK-3, IIK-7
Ha3zHadyeHue pacnopsautenbHo nqokymeHnrtaruu (PD). IIpaBuiia
COCTaBJICHHS ¥ O(DOPMIICHHSI.
6. [InanoBast u oTueTHast JOKyMEHTAIMs OMOITMOTEKH. I1K-3, TIK-7
7. CrpaBouHO-WH(OPMAIMOHHAS W CHpaBOYHO-aHaimTH4eckas | K-3, IIK-7
JoKyMeHTanusi  Oubnmmoreku. IlpaBunma  coctaBieHuss u
odopMIeHUS
8. JlenoBoe mmcbMo. Bunabl genoBbix nucem. Tpebomanus | IK-3, IIK-7
IPEIBSBISIEMBIC K TEKCTY JISJIOBOTO MHUCHhMa.
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9. YrpaBieHue TOKyMEHTAIMEH ONOIMOTEKH. IIK-3, I1K-7

10. JIokyMEHTOOOOPOT U €ro 1IK-3, TIK-7
11. KoHTpOJIb NCTIOJIHEHUS TOKYMEHTOB. I1K-3, TTK-7
12. YrpaBiieHre onepaTuBHbIM XpaHEHUEM JIOKYMEHTOB. 11K-3, IIK-7
13. YnpaBieHue apXuBHBIM XpaHEHHEM JJOKYMEHTOB. 1IK-3, TIK-7

14. OcHoBHBIE TpeOoBaHHs K 000pyAOBaHHIO pabodero mecra | HK-3,IIK-7
OTBETCTBEHHOT'O 3a JIEJOMPOU3BOICTBO.

15. TpeOoBanus K YyCIOBUSM Tpyaa oTBercTBeHHoro 3a | [IIK-3,1IK-7
JEeTOMPOH3BOICTBO.

16. HopmaTtuBHO-TIpaBoBast permamMeHTanus tpyna | HK-3, TIK-7
OTBETCTBEHHOTO 32 JICTOIPOU3BOACTBO.

5.4. Metoanuyeckne MaTepHAJIbI 10 OLEHUBAHUIO Pe3yJbTATOB 00y4eHH S

IIpome:xkyTouHast  arrecTalMsi  pealu3yercs B XOI€  Cla4yu
oOydarolmuMucst dSk3ameHa. llenplo IpOMEXyTOUHOM aTTecTaluu SIBISIETCA
KOMIUIEKCHasI U OOBbEKTHBHAs OIICHKA 3HAHWW CTYJCHTOB B IPOLIECCE OCBOCHMUS
MMU OCHOBHOM 00pa30BaTENbHONW MPOrpaMMbl BBICIIETO MPOGECCHOHAIBHOIO
o0Opa3oBaHUs.

DK3aMEHNO AMCLUMIUIMHE NPECNeAyIOT Ledb OUEHUTh padoTy CTyIEeHTa 3a
KypC WJIH CEMECTp, CTENEHb YCBOEHUSI TEOPETUUYECKUX 3HAHUW M KOMIIETECHIIUMH,
YPOBEHb TBOPYECKOI'O MBIIIJICHUS, HABBIKOB CAMOCTOATENBbHON paboThl, YMEHHE
aHAJIM3UPOBATh MOJTYYEHHbIE 3HAHUS U IPUMEHATh UX B PEUICHUH MPAKTHUYECKUX
3azay.

Bo BpeMs 5K3aMEHAcCTyJEHThl MOTYT  MOJb30BaThCs  y4€OHBIMU
IporpaMMaMi, CIPAaBOYHUKAMH W TPOYMMHU HCTOYHUKAMHU HH(POpMAIHH,
[EPEUYECHb KOTOPBIX YCTaHABIMBAETCA IPEMNOJABATEIEM U COIVIACOBBIBAECTCS Ha
3acenaHuu  kageapsl. Mcnonp3oBaHuWe MaTepuanoB, HE MPEAYCMOTPEHHBIX
yKa3aHHBIM MEPEYHEM, a TaKXKe IMOMNbITKa OOIIEHUs C APYTMMHU CTYJIEHTaMH, B
TOM qucIIe C IPUMEHEHUEM AIIEKTPOHHBIX CPENCTB CBsI3H,
HECAaHKIIMOHMUPOBAHHbIE MEPEMEIICHHS CTYJIEHTOB M T.II. SIBJISIOTCA OCHOBAHHUEM
JUTSl yAQJIEHUS CTYJIEHTa U3 ayJJMTOPUH U MOCIEAYIOIIEr0 BHECEHHS B BEIOMOCTb
HEYJIOBJIECTBOPUTEIIBHON OTMETKHU.

KpurepusiMu ycHnemHOCTH OCBOEHUS CTYACHTOM JaHHOW y4deOHOM
JUCUUIUIMHBI ITPU MPOBEICHNUN TEKYIIEr0 U UTOTOBOTO KOHTPOJIS SIBISIOTCS:

1. KonuyecTBO NMpaBWIBHBIX OTBETOB HA TEKYIIEM TECTHPOBAHWUU U IO
KOHTPOJIBHBIM BOIIPOCAM.

2. AKTMBHOCTb M aJCKBaTHOCTb IIOBEJACHMS CTYACHTA HA CEMHUHApPCKHUX
3aHSATUSIX, BBIMOJHEHUE KaXJbIM CTYJIEHTOM BCEX MPAKTUYECKUX padoT,
OCMBICJIEHHOCTb U CAMOCTOSITENIbHOCTD CYKAEHUM, MMPOSBICHHBIX B XOJI€ YCTHOIO
ompoca.

3. IlpaBusbHBIE OTBETHI HAa BOMIPOCHI MO COJCPIKAHUIO 0A30BbIX UCTOYHUKOB U3
CHHUCKOB PEKOMEHIOBAHHOW JINTEPATYPHI M0 TUCLUILINHE.

4. JlemoHcTpauusi 3HaHUS TNPO(PECCHOHANBHBIX TEPMHHOB, TOHATHUH,
KaTerOpUr U TEOPUHU.
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5. Hamuuue CcOOCTBEHHOTO BHJICHHS pacCMaTpuBaeMoOl MpPOOJIEMBI,
c(hOpMHUPOBAHHOTO HA OCHOBE M3YyUYCHUS U aHAJIN3a HAYYHBIX paOOT, BHITIOJTHEHUS
MPAKTUYECKUX 3aIaHUM.

6. PECYPCHOE OBECIIEYEHHUE

6.1. OcHOBHAsI ¥ 1ONOJTHUTENbHASA y4eOHas JUTEpaTypa
OcHoBHas JuTEparypa
1. Poroxun, M.IO. JlokymeHTalmoHHOE oOOecreYeHue yrpaBieHus /
M.IO. PoroxuHn. — Mocksa ; bepnun : Jupexr-Menua, 2014. — 384 c. — Pexxum
nocrtyma: URL: http://biblioclub.ru/index.php?page=book&id=253704

JlonoiHuTEILHAS JTUTEPATYPA

2. Kabamos, C.}O. [lenonpon3BoJACTBO M apXUBHOE €O B TEPMHHAX U
onpenenenusix / C.IO. Kabamos, W.I'. Achanmuspoa. — 3-e usm., crep. —
MockBa : WMzpatenbctBo «®nuuTa», 2018. — 295 c. — Pexum pocrymna:
URL.: http://biblioclub.ru/index.php?page=book&id=69168

3. Poroxun, M.IO. Oduc-mactep / M.IO. Poroxkun. — Mocksa ; bepnus :
Hupexr-Memnuna, 2014. - 351 ¢ : wun. — Pexum  Jocryma:
URL.: http://biblioclub.ru/index.php?page= book&ld 253708

4. Tpopumona, O.B. OcuoBbl aenoBoro mnucema / O.B. Tpodumona,
E.B. Kynmuuk ; MunuctepcTtBo oOpazoBaHus U Hayku Poccuiickoit denepanuu,
TroMeHCKHIl TOCyAapCTBEHHBI yHUBEpcUTET. — 4-¢ u3a., crep. — Mocksa :

M3narensctBo «Dnuntay, 2016. — 305 c. : Tabn. — Pexum pgocrymna:
URL.: http://biblioclub.ru/index.php?page=book&id=57968

6.2. Pecypchl mnHGOPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTn «AHTEepHET»

B cooTrBercTBUM ¢ JMIIEH3MOHHBIMH HOPMAaTHBAMH  OOCCIICYCHUS
OMOIMOTEYHO-MH(POPMAIIMOHHBIME ~ pecypcaMu  OMOIMOTEKa  OpraHu3yeT
WHAUBUAYAIbHBI HEOTPAaHUUYEHHBIM JOCTYN W3 JIOO00W TOYKH, B KOTOPOM
uMeeTcs J0CTyn K cetu VHTepHeT, K ydeOHbIM Marepuaigam OJIEKTPOHHO-
ouommoreunbix cucrteM (ObC):

1. ObC «YHuBepcurerckas OubamoTeka onnain». MzmarensctBo: OO0
«HexkcMenuay. IpunamnexxHocTs cropoHHss. Www.biblioclub.ru. KomnuectBo
Kiroder  (moiw3oBarenei): 100% on-line. XapaktepucTuku OUOIUOTEYHOTO
dboHAa, JOCTYNl K KOTOPOMY MpPEAOCTaBIIsIeTCS JOTOBOPOM: JOCTYyH K 0a30BOM
yactu ObC.

2. OBC «M3parenscTBO Ilmanera My3bIKW». DIIEKTPOHHO-OMOIMOTEUYHAS
cucrema OOO «M3narensctBo IIJNIAHETA MY3bBIKWy». IlpuHaniexHOCTh
cTropoHHss. WwWw.e.lanbook.com. KomuvectBo kiroueid (momb3oBateneii): 100%
on-line. Xapakrepuctukun OWOIMOTEYHOTO (OHIA, JOCTYII K KOTOPOMY
MPEIOCTABISACTCA JOTOBOPOM: JOCTYIl K KOJUIeKImsIM: «My3blka W Teatpy,
«baner. Tanen. Xopeorpadusi».
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3. B/l DOnextponnas Cucrema «KynbTypay. baza [laHHbIX DnekTpoHHas
Cucrema «Kymnbrypay. [IpuHamiexxHocTh cTopoHHss. http://www.e-mcfr.ru.

4, Web MPBUC XabapoBckuii TOCYIapCTBEHHBI HHCTUTYT HUCKYCCTB U
KYJbTYpPbI (2NEKTPOHHBIH KaTasor). MexayHapoaHas accoluanus
Mojb30BaTeiel W pa3pabOTYMKOB  DJEKTPOHHBIX OMOJMOTEK U HOBBIX
nHpopMarmoHHbIX TexHosiorui (accormmanus OBHUT). IlpuHamiexxHOCTH
cTopoHHss. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponnas 6ubnmoreka. OOO Hayunas
aneKTpoHHas OuOmmoteka. [lpuHamiexHocts croponHss. http://elibrary.ru/
JInuensuonnoe cornamenue Ne 13863 ot 03.10.2013 r. — 6eccpouHo.

6. DnektponHo-ombnnoreunas cucrema GI'bOY BO «XTUK». ®I'BOY
BO «XI'MK». IlpunagiexHocTb coOCTBeHHas. JIOKanbHBIA  JOCTYII.
http://carta.hgiik.ru. ITpuka3s o Uuctutyty Ne 213-06 ot 07.10.2013 .

7. EauHOE OKHO JIOCTyIa K 00pa3oBaTelIbHbIM pecypcaM. DJIEeKTPOHHas
ouomoreka. ®I'AY 'HUU UTT «udopmuka», MUHHCTEPCTBO 00pa30BaHUs U
HAYKH PO. [TpuHamIeKHOCTD CTOPOHHSIS. CB0OOIHBIT TIOCTYII.
http://window.edu.ru

8. Enunas xomnekuus Iludposeix O6pazoBarenbHbix PecypcoB. OI'AY
I'HUUN UTT «Uudopmukay. [IpunaanexHoctb ctopoHHsiss. CBOOOIHBINA JOCTYII.
http://school-collection.edu.ru

9. ®denepanpHbli LEHTP HHPOPMAIIMOHHO-O0OPA30BATEIBHBIX PECYPCOB.
®enepasibHbIl 1IeHTp WHGOPMAIMOHHO- 00Opa3oBaTeNbHbIX pecypcoB, DPI'AY
'HUU UTT «Uudopmukay. [lpunamiexxHocts ctopornsisi. CBOOOIHBIN TOCTYII.
http://fcior.edu.ru

JI1si MOATOTOBKYU KYPCOBBIX, BBIMYCKHBIX M HAYYHBIX pa0OT 00ydaronuecs
MOTYT MCIIOJIb30BaTh IMOJTHOTEKCTOBYIO 0a3zy maHHeIX Web of Science. Pexum
J0CTyNa: DJJIEKTPOHHBIM, W3 BHYTpeHHEeW cetn uHCTUTYTa. OQuurambHbIMI
caitt: webofknowledge.com

6.3. UndopmanuoHHbIE TEXHOJIOTHH, IPOTPAMMHOE O0ecriedeHue U
NH(OPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

[IporpammHoO-uHpOpPMAIIMOHHOE  OOecredeHrne  y4eOHOro  Ipolecca
COOTBETCTBYET TpeOOBAHUSIM benepabHOTO rocyAapCTBEHHOTO
00pa30BaTeNbHOrO CTaHIapTa.

Jist mpoBeAeHUsT 3aHATHM JIEKIMOHHOIO THMA, 3aHSITHM CEMHUHAPCKOTO
TUMA, 3aHATUA TPAKTUYECKOrO THUIA, TPYNIIOBBIXKOHCYJIbTALMM, TEKYIETO
KOHTPOJIS u MIPOMEKYTOUHOU aTTeCTallu
HCIOJIb3YETCSCIIEYIOIIEEIPOrPAMMHOE O0eCTIeueHuE:!

—JIUIEH3UOHHOENPOIPUETAPHOETTPOTPAMMHOE00ECTICYUEHHE!

1. Microsoft Windows

2. Microsoft Office (BcocraBmakeraBxomst: Word, Excel, PowerPoint,

FrontPage, Access)
3. Adobe Creative Suite 6 Master Collection (BcocraBrmakeTaBXosT:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X

Pro, Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6
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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);

—CBOOOIHOPACTIPOCTPAHSIEMOETIPOTPAMMHOE00€ECTICYEHHE:

1. nabopoducHsixnporpamm Libre Office

2. ayauonpowurpsiBateias AIMP

3. BuaeonpourpeiBareas Windows Media Classic

4. untepHer-Opayszep Chrome.

Jns1caMOCTOATEIbHOUIOITOTOBKUA CTYJICHTOB K 3aHSATHUSIM IO JUCHUILIAHE
TpeOyercss oOpalieHne K mporpaMMHoMmy obecrnedenuto MicrosoftWindows,
MicrosoftOffice, B ToM umcite 1Ist TOATOTOBKH MYJIbTUMEAMMHBIX IMPE3EHTAIUI
o TeMaM CeMHHapoB B mporpamme PowerPoint. [{ns co3gaHus KOHEYHBIX
HEpEJaKTUPYEMbIX  BEpCUM  JIOKYMEHTa  PEKOMEHJYETCS  HCIOJIb30BaTh
AcrobatXPro, Bxomsmmii B cocraB maketa AdobeCreativeSuite 6
MasterCollection.

[Ipy wu3yyeHUH JUCHUIUIUHBI OOydYarolHecss WMEHT BO3MOXHOCTb
MCIIOJB30BaHUs MHPOPMAIIMOHHO-CIIPABOUHBIX cucTeM «KynbTypa» u «["apanT»,
Bcepoccuiickyto  oTpacieByro  cmpaBouHyio — cuctemy  «MHDOpMUOY,
pedepaTUBHBIX 1 OMOIMOMETpUYECKHUX 0a3 JAaHHBIX PELIEH3UPYEMOU JINTEPATYyPhI
WebofSciencenScopus, B COOTBETCTBUH € 3aKJIFOYCHHBIMH JJOTOBOPAMHU.

Ha BCEX KOMIIBIOTEpAX B WHCTUTYTE
YCTaHOBJICHOJUIIEH3NOHHOEAHTUBUPYCHOE MPOTPaMMHOE oOecrieueHue
KaspeskyEndpointSecurity. HeoOxomuMbiM  yciioBHeM — WHGOPMAITMOHHON
0€30macHOCTH HHCTHUTYTA SIBIIIETCS 00s3aTeNIbHAs MPOBEPKA HA HATMYUE BUPYCOB
BHEIIHUX  HOCUTENIEW  TMepel]  MX  HUCIOJb30BAHUEM  C  I[OMOUIBIO
KaspeskyEndpointSecurity.

[lepeuncienHoe mporpaMMHOe oOecreueHre OOHOBIISIETCS IO Mepe
BBIXOJIa HOBBIX BEpPCUH MNpOrpaMM B paMKax COOTBETCTBYIOIIMX JHIEH3UN U
COIVIALLICHUH.

6.4. MaTepuaJibHO-TeXHUYeCKas 0a3a

MartepuaibHO-TEXHUUECKOE O0ECIeYeHUE peanu3yeMol JAUCLMILIMHBI
COOTBETCTBYET TpeOOBAHUSIM benepabHOTO roCyJ1apCTBEHHOTO
00pa3oBaTenpHOTO CTaHAApTA.

Jns mpoBeneHUs] 3aHATHNM JIEKIMOHHOTO THIA, 3aHATHUM CEMHHApPCKOTO
THUIIa, KypCOBOTO MPOEKTUPOBAHUS (BBITIOJHEHUS KYPCOBBIX PaboT), TPYIIMOBHIX H
WHJIUBUAYAIbHBIX KOHCYJIbTAllMM, TEKYIIEro KOHTPOJISI W IMPOMEKYTOUHOU
aTTecTalii B y4yeOHOM TIPOIECCE AaKTUBHO HCTOJB3YIOTCS  CICAYIONINE
CHEIHAIIbHBIEC TOMEIICHUS:

- y4yeOHble ayJAWTOPWUM, OCHAILECHHBIC CIEIUATU3UPOBAHHON MeOeblo,
JEMOHCTPAIlUOHHBIM  000pyAOBaHUEM (MYJITUMEAUNHBIN MPE3eHTAIIMOHHBIM
KOMIUIEKC B COCTaB€ MPOEKTOpa, AKpaHa, aKTUBHOM aKyCTUYECKOW CHUCTEMBI,
MEPCOHAIBHOTO KOMIIBIOTEpA) U y4eOHO-HATISAHBIMM TOcOoOusAMH (B T.4. B
aneKkTpoHHOM Buje) (aya. 213a, 303 (KOMIBIOTEPHBIN Kj1acc).

Jlnst caMocTosITeNTbHOM PaboThl CTYACHTOB MPEHA3HAYCHBI:

18



-ayn. 209  (uuTanmpHBIA  3a7), OOOPYIOBAaHHBIE  IEPCOHATHLHBIMU
KOMIBIOTEpaMH, 00ECTICYMBAIOIIMMH JOCTYI K JIEKTPOHHON HH(OPMAIMOHHO-
o0Opa3oBaTenbHON Ccpefe opraHu3anuu, K cetd «MHTepHeT», K AIEKTPOHHBIM
OMOJIMOTEYHBIM CUCTEMAM.

[Ipu HEOOXOAUMOCTH B yYE€OHOM IPOIECCE HCIOIB3YIOTCS KOMITJIEKTHI
MEPEHOCHBIX JICMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, MPOCKTOP, PKPaH).

Bce kommbroTepsl MHCTUTYTa 00BbETMHEHBI B TOKAJTBHYIO CETh, C KaXKOTO
M3 HUX BO3MOJKEH BBIXOJ B I100anbHYyI0 ceTh MHTepHEeT. HCTUTYT UCTIONB3yeT
BBIJICICHHBI KaHal €O ckopocthio 10 MO/c. Jlnms CcTyneHTOB uMeeTcs
BO3MOKHOCTh BBIXOJIa B CeTh MIHTEpHET ¢ MOOWJIBHBIX YCTPONCTB MOCPEACTBOM
cetu WiFi, koTopast ycraHoBlieHa B ynTaibHOM 3aie MHcTuTyTa.

[IpoBenenue JAeKIU MO AUCIUIUIMHE COMPOBOXKIACTCS UCIOJIB30BAHUEM B
KadecTBe YUCOHO-HATJISTHBIX MaTepHAJIOB CIIalI-TIPEe3CHTAIIUSIMH.

7. BOCITUTATEJIbHAS PABOTA
Bocnutanne — oOydJaromuxcsi NpPU  OCBOGHMHM  HWMH  OCHOBHBIX
npodecCuOHANIbHBIX ~ oOpa3zoBaTelbHBIX  mHporpamm  (mamee —  OIIOII)
OCYIIECTBIISIETCS HA OCHOBE pabodeil mporpaMMbl BOCIIUTAHUS M KaJeHAApHOTO
IJIaHa BOCIIUTATEIbHOM paboThl, BKItouaembix B OITOII.

[lens BocCHUTATENBHOM pPabOTBI — CO3JaHUE YCIOBUM ISl aKTHUBHOM
KUBHEACATEILHOCTH OOYYaroIIUXCsl, WX TPaXKIAHCKOTO CaMOOIpeIeTIeHuUs,
PO eCCUOHAIIBHOTO CTaHOBJICHUS u VHJIMBU1YaJIbHO-JIMYHOCTHOM

caMopeanu3aliyl B CO3UIATENBHOW JEATCTBHOCTH IS YAOBJICTBOPEHUS
MOTPEeOHOCTEN B HPABCTBEHHOM, KYJIHTYPHOM, WHTEIUICKTYabHOM, COIUATHHOM
1 Ipo(heCcCHOHATEHOM Pa3BUTHUH.

3amaun  BOCMUTATENBHOW  paboOThI:  pa3BUTHE  MHPOBO33PECHHUS U
aKTyalu3alds CUCTEMbl 0a30BBIX IIEHHOCTEH JIMYHOCTH, TMPHUOOIIECHUE K
00IIeYeIOBEeYECKMM HOpMaM MOPaJIi, HAIIMOHAJIBHBIM YCTOSIM M aKaJeMHUYCCKUM
TPAJMIKIM; BOCIIMTAHHE YBAKCHHUS K 3aKOHY, HOpMaM KOJUICKTUBHOHN >KW3HH,
pa3BUTHE TPAKIAHCKOW H  COIMAIBHOH OTBETCTBEHHOCTH; BOCIIMTAHHE
MOJIOKUTEIHPHOTO OTHOIICHUS K TPYyay, (HOpMUPOBAHHWE KYJIbTYpBl M OTHUKH
NpoQEeCCHOHAIBHOTO  OOwIeHus:;  (OPMUPOBAHHE  JUYHOCTHBIX  KaydecTB,
HeoOXonuMbIX st 3G(EeKTUBHON  TpoQecCHOHATBbHOW  JEATENIbHOCTH,
BOCITUTAHUE BHYTPEHHEW MOTPEOHOCTH JMYHOCTH B 3I0POBOM 00Opase KU3HH,
OTBETCTBEHHOTO OTHOIIEHUS K TPHUPOAHOW U COLHMOKYJIBTYPHOU cCpele;
MOBBIIICHUE YPOBHSI KYJIbTYpbl 0€3011aCHOTO TTOBEICHHUS.

Ocobennoct W Tpaauiuu MHCTUTYTa OOYCIOBIMBAIOT —CIEAYIOIINE
OCHOBHBIC  HAIpaBJICHUS  BOCHUTATEIbHOW  pabOThI:  MATPUOTHYECKOE,
TPAKJIAHCKOE,  JTyXOBHO-HPABCTBEHHOE,  KYJIbTYPHO-TBOPYECKOE,  HAY4YHO-
o0OpazoBarenpHOE, podecCuOoHAbHO-TPYI0BOE, BOJIOHTEPCKOE
(moOpoBoJibUECKOE), IKOJoTHYecKoe, (uiznueckoe. Buasl gesTenbHOCTH
o0ydJaronmmxcsi B BOCIUTATEIBHOM CHCTEME OO0pa30BaTEIbHOW OpTaHW3aIlUU:
IIPOCKTHAS JIEATeTLHOCTh (KaK KOJJIEKTUBHOE TBOPUYECKOE JIENI0), BOJIOHTEPCKAS
JeATEIBbHOCTh, y4eOHO-HCCIICIOBATENbCKAsI W HAYyYHO-HCCIIEIOBATEIhCKAS
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NEATEIBbHOCTD, I0CYT0Basi, TBOPUYECKAsl U COLUUAIBHO-KYJIBTYPHAs AEATEIbHOCTh U
AP

BocnuraTenpHblil  mOTEHIIMAN y4eOHO-HUCCIIEIOBATEIbCKOM W Hay4dHO-
HCCIIEIOBATEIIbCKOW  JEATEIBHOCTH  peaM3yeTcss B IIpoLecce  pa3BUTHS
UCCJIEI0OBATENbCKOM KOMIETEHTHOCTH OOYYaloIUXCs Ha MPOTSHKEHUH BCETO
cpoka wux oOydenuss B HMHctutyre. Pe3ynbrarbl CTyIE€HUECKOW Hay4yHO-
HCCJIEIOBATENIbCKON JEATEIBHOCTH MPOXOASAT ampoOaluio B paMKax HaydHbIX U
HAyYHO-TIPAKTUYECKUX KOH(EpPEeHINI pa3IMdyHOTO YPOBHS, B T.4. KOH(epeHIuil,
OpraHu30BaHHBIX HCTUTYTOM.

ConuanbHO-KyJIbTYypHasi M TBOpYECKas JEATEIbHOCTh OO0yYarommxcs
pealiu3yeTcss TpU OpraHu3allid W MPOBEJCHUM 3HAYMMBIX COOBITUH U
MEPOINPUATAN  TPAXKIAHCKO-IIATPUOTUYECKON,  HAYYHO-UCCIIEI0BATEIBCKOM,
COLIMOKYJBTYPHOH H  (PU3KYJIBTYpHO-CIOPTUBHOM HANpaBIEHHOCTU. Bumbl
TBOPYECKOM  JIeATENbHOCTH oOOydamommxca B HWMHcTUTyTe:  MYy3BIKaIbHOE
TBOPYECTBO, XOpeorpauyeckoe TBOPUYECTBO, T€ATPAIBLHOE TBOPUECTBO, HAYUHOE
TBOPYECTBO, MEIUATIPOEKTHI U JIP.

BosnoHntepckas — A€SATENbHOCTh  OOyYaroOIIUXCS —  IIUPOKUM  KpYr
HaIlpaBJIEHUN CO3UAATEIbHON NIEATEIbHOCTH, BKIIOYAIOUIUMN pa3inyHble (POpPMBI
rpaxxaaHckoro ydactus. [lo mHuMUMartiBe OOy4aroOMUXCA W NPU UX AKTHBHOM
yuyactud B WHCTUTYTE OCYILECTBISET CBOIO JESITEIBHOCTb J100POBOJIBYECKUI
oTpsan «Mp».

Peanuzanuio PabGoueli mporpammbl BOCIIMTaHUS MMOMOTraeT 00ECHeYrBaTh
B3aMMOJICICTBHE C PA3NUYHBIMU COLMAJIBHBIMM HHCTUTYTaMH, CYObEKTaMH
Bocnutanus. Ocoboe 3HaueHWe s BOCIMTATEIBHOIO IIpoLecca HMMEET
OpraHu3alus MPAKTUYECKON AESTEIBHOCTH OOYYAIOIUXCSl C LENbI0 Pa3BUTHUSA
npo(decCHOHANBPHBIX KOMIIETEHIIMM B ycioBusX WHcTUTyTa W TpO(UIBHBIX
YUPEKICHUMN, U OpraHu3aluu.

8. OCOBEHHOCTHU OBYYEHHWS UHBAJIMO0B U JIUL C
OI'PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbSA

B npomecce wu3yyeHHs OUCHMIUIMHBI W OCYUIECTBJICHUS MNPOLEAYP
TEKYILIETO KOHTPOJISl YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTeCTAllui UHBAJIUIOB U
JUII C  OrPaHUYEHHBIMH  BO3MOXHOCTSIMH  3J0pOBbSl  MPUMEHSIOTCS
aganTUpoBaHHble  (GopMbl  OOydYeHHS €  y4e€TOM  HMHAMBHUAYaJIbHBIX
NCUX0(PHU3NOIOTMUYECKUX 0COOCHHOCTEH.

OOyueHue Ml C OrPAHUYEHHBIMH BO3MOXKHOCTSIMM U HWHBAJUIOB
OpraHU3yeTCcsi KaK COBMECTHO C APYIMMH OOYy4YalOIIMMHCS Ha JIEKIHMOHHBIX U
MPAKTUYECKUX 3aHATUSAX, TaK U MO WHIMBHIyaIbHOMY ydeOHOMY TuiaHy. Bo
BpeMs MPUEMHOW KaMIaHWHU, a TakKe BO BpEeMs ClIadyd pa3IUYHBIX (OpM
MPOMEXKYTOUYHOW M TOCYJApCTBEHHOW WTOroBOM arrecranuu B HMHcTuTyTe
co3aHbl HEOOXONUMBIE YCIOBHS JJII OKa3aHUS TEXHUYECKOW MOMOIIU
MHBaJIWJaM W JHUIAM C OrPAaHUYEHHBIMHU BO3MOXKHOCTSIMU 3A0pPOBbs (TIpH
HEOOXOAMMOCTH MOXKET OBITh JOMYIIEHO TMPUCYTCTBUE B  ayJIUTOPHUH

ACCHCTEHTOB, COIPOBOXKIAIOIINX JIUII, COOAKHU-TTOBOJBIPS U T.I1.).
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OOyuyaroluecs U3 YKClIa WHBAJIWAOB M JIUMI C OTPAaHUYCHHBIMH
BO3MOXHOCTSIMU 3JI0pPOBbsI, MpPU HEOOXOJIMMOCTH, MOTYT OBbITh OO€ecredYeHbl
ANIEKTPOHHBIMU M TI€YaTHBIMU O0pPa30BaTEIbHBIMU pPECypcaMu C YYETOM UX
WHJIUBUAYAIBHBIX TOTpeOHOCTel. s peanu3anuu  JOCTYIMHOM Cpeabl MpH
HEOOXOJAMMOCTH B Y4€OHOM TMpOlEecce MOTYT ObITh 3aJeHCTBOBAHBI JOKYMEHT-
KaMmepa JJisi YBEJIMYEHUS! TEKCTOBBIX (DPAarMEeHTOB W M300pakeHWH (a1 JuIl ¢
HapyLICHUSIMU  3pEHHUs) M  TEpPEeHOCHas HWHAYKIMOHHAs CHUCTeMa  JUIs
cmabocnpimamux «McTtok» A2 €O BCTPOCHHBIM IIJIEEPOM — 3BYKOBBIM
uHpopmaTopom.

OBC  «YHuBepcuteTckas  OMOIMOTEKa  OHJIAMH»  MPEJOCTABIISCT
obyuarommmcss ¢ OB3 (o 3peHHio) psa BO3MOXKHOCTEH i1 obOecriedeHUs
s dexkTuBHOCTH Tpouecca oO0yuyeHus. [Ipu yreHun macimitad CTpaHULBI calTa
MOKHO YBEJIMYUTH C MOMOIIbIO CHEIUATbHOTO 3HA4YKa HA TJIABHOW CTPAHMIIE.
MOXHO UCHONIB30BaTh IMOJHOIKPAHHBIM PEXUM OTOOpaKEHUS KHHUTH WIIH
BKJIIOYUTH O3BYYHMBAHHE HEMOCPEACTBEHHO C CaidTa MpU MOMOUIM MNPOrpaMm
AKpaHHOTro Joctyna (Hanpumep, Jaws , «Balabolkay). CkaunBaembie pparMeHTHI
B (opmare pdf, umerommue BBICOKOE Kadye€CTBO, MOTYT HCIOJIb30BATHCS
TudronporpaMmMamMu JUisi  TOJOCOBOIO O3BYYHMBAHUSI TEKCTOB, MOTYT OBITh
3arpy>keHbl B TU(JIOIJIEEPHI, a TAKXKE CKOIMPOBAHBI Ha JHO0OE YCTPOMCTBO AJIs
KOM(OPTHOTO YTECHHUS.

CepBuc OBC «lluTaTHUK» MOMOTAET IOJIL30BATENII0 M3BJICYbL LIUTATy U
aBTOMATUYECKU (POPMHUPYET KOPPEKTHYIO OHOIMOTpadHUuecKyro CChUIKY, YTO
O0COOEHHO aKTyaJIbHO JJISl JIMI] C OFPaHUYEHHBIMU BO3MOXKHOCTSIMU U OOJeryaer
IPOLECC HAMKMCAHUS KypPCOBOM MJIN BBITYCKHOM KBaNIU(PUKAITMOHHOM pabOTHI.

Jlist moAroToBKM K 3aHATHSAM oOydatonuecss ¢ OB3 (mo 3peHuto) moryt
UCTONb30BaTh MoOmnpHOE mpuioxkeHue OBC «Jlanb», mpemHazHayeHHOE IS
O3BYyYMBaHUS TEKCTa KHUTH. PexuMm 1ocTyma: SJIEKTPOHHBIN, TNPHIOKEHHUE
CKauMBaeTcsl  OOydYaroIMMCS  CaMOCTOSITENbHO ¢ caiita  e.lanbook.ru,
HE0OX0oAMMOE ycloBHE: ObITh 3apeructpupoBaHHbiM B OBC  «JlaHb».
Hcnone3yeTcsi cBOOOMHO pacmpocTpaHseMas MporpaMMa SKpaHHOTO JOCTyMa
Nvda.

[TogpoGHee 00 opraHm3anuu JOCTYITHOH CpEeabl CM. COOTBETCTBYIOITUH
pazJie’ OCHOBHOM IpodeccroHanbHOi 00pa3oBaTeIbHON MPOTPaMMBI.
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