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1. OBIIME CBEJAEHUSA O JUCHUIIJIMHE

1.1. HamMeHOBaHUE JUCHUILTUHBI

PabGouast mporpamma AUCHUIUIMHBI «JlOKyMEHTAIlMOHHOE oOOecreueHue
yIOpaBJICHUS» TMpeAHa3HAYEHA HJisi CTYJIEHTOB, OOYYaIONIMXCA [0 HampaBJICHUIO
noaroroBku 51.04.06 «bubanoTeyHo-uH(POPMAITMOHHAS JEATSIBHOCTE (MPOdUIIb
«MeHeIKMEHT OMOIMOTEeYHO-UH(OPMAITMOHHON JIEATSILHOCTHY), B COOTBETCTBUH
c @exnepanbHbIM TOCYAAPCTBEHHBIM O0pPa30BaTENbHBIM CTAHJIAPTOM BBICILIETO
oOpazoBanus — OakamaBpuaT TI0 HampaBieHuro TnoarotoBku  51.04.06
«bubnuoreuyHo-uHPOPMAITMOHHAS ~ ACATEIBHOCTE», YTBEPKIAEHHBIM  MPUKA30M
MunuctepctBa 00pazoBanusi U Hayku P® ot 06.12.2017 Ne 1182, ¢ yuerom
npoecCHOHANBHBIX ~ CTaHIAPTOB,  COOTBETCTBYIOMMX  TpodeccrHoHaIbHOM
NESATETLHOCTH BBIITYCKHHUKOB.

1.2 MecTo TUCUMILIMHBI B CTPYKTYpPe 00pa30oBaTeibHOM MPOrpaMMbl

VYuebnas auciumimHa «J[okyMeHTallmoHHOE OOecreYeHUue YIPaBICHUS
(uanexc b1.B.08) oTHOocuTCS K YacTh y4yeOHOro IlaHa TMOJATOTOBKM OakaliaBpoOB,
bopMHUpPYEMBIX YYACTHHUKAMU OOpa30BaTENbHBIX OTHOIICHHM IO HAMpaBIICHUIO
noArotoBku 51.04.06 «budauoTe4HO-UHPOPMALMOHHAA 1EATEIbHOCTb)»

Kypc sBisieTcss OCHOBOM MJIsI M3Y4YEHUSI TEOPETUYECKHX, METOOUYECKUX U
OpraHU3allMOHHBIX BOIPOCOB YIpaBJiICHUS OHOIMOTEUHBIM JAesioM. JlMCIUILIMHA
CBsA3aHAa C OO0s3aTeNbHBIMU JUCIUIUIMHAMU Y4eOHOro TIUIaHa, TaKUMHU Kak:
«JlokyMEeHTOBEICHUEY, «MeHeIKMEHT OnOIMOTEeYHO-UH(GOPMAITHOHHOM
JEATEIIbHOCTH.

1.3 Ilesb ocBOEHMSI AUCUUIIIAHBI

Heabo ocBoeHMs AUCHMIUIMHBI  «J[OKyMeHTalmoHHOEe oOecredyeHue
yIpaBJieHUus» sBisieTcs GopmupoBaHue (QyHAaMEHTAIbHBIX, CUCTEMHBIX 3HaHUN O
CUCTEME  yMPABJICHYECKUX JOKYMEHTOB B  JEATEIbHOCTH  OMOIMOTEUYHO-
UHOOPMAITMOHHBIX YUpekJeHud. M3ydeHue mnpoOieMaTukud TpenycMaTpuBaeT
U3y4eHUE JTOW JUCHUIUIMHBI C YYETOM HCTOPUYECKHX OCOOCHHOCTEH eé
CTAaHOBJICHMSI KaK HayKd. OTO COCTaBHAas 4YacThb Kypca  yMOPABJICHUS JIOOBIM
VUPEKICHUEM KYJIbTYpbl. YTpaBJIEHYECKAas JEITEIbHOCTh B  OpraHM3aluu
OuOIMOTEUHOTO Nena TpedyeT OT PYKOBOJIUTENSI yMEHHUsS paboTaTh C JOKYMEHTaMH,
YMEHUSI OpraHu30BaTh paboTy ciayk0 qokymeHTaruu. [loaToMy B TeMaTUKy Kypca
BXOJST MPOOJIEMbl JOKYMEHTUPOBAHUS JESITEIHLHOCTH COBPEMEHHON OpraHU3alluy,
['OCT(p1) 1 cTaHmapTHI IO JOKYMEHTAIIMH, OpraHu3aius padoThl C JOKYMEHTaMH U
BOIIPOCHI KX COXPAHHOCTH.

3agaum Kypca:

- 00€eCIeunuTh CTYJICHTY 3HaHWE TEOPETUUECKUX OCHOB JIETIONPOU3BOICTBA;
- JaTb CTyJACHTaM CHCTEMHO€ TMPEJCTaBIICHHUE O pPa3BUTHUH JIOKYMEHTOB,
JIOKyMEHTAIlMU, O COCTaBe CIYXKEOHBIX JOKYMEHTOB, OCOOCHHOCTAX HUX
o opMIICHHUSI B COOTBETCTBUH C MPABUIIAMH;
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- IPUBUTb YMCHHUC COCTABJICHUA U O(bOpMJIeHI/IH AOKYMCHTOB B COOTBECTCTBUU
C ITpaBUJIaMH B 3aBUCUMOCTU OT HA3BHAYCHU S,

1.4 IliianupyemMble pe3yabTaThl 00y4eHHs JUCUHMILINHE «/[oKyMeHTalnoHHoe

o0ecneyeHue ynpanjeHUusD

[Ipodeccnonanbupie KOMIETEHIIUU CHOPMYIUPOBAHBI HA OCHOBE BHIOPAHHBIX
U3 TMpodeccHoHANBHBIX CTaHIApTOB 0000meHHBIX TpyAoBbiX ¢GyHKIUN (OTD),
COOTBETCTBYIOLIUX NMPO(PECCUOHANBHON 1€ATEIHOCTH BBIITYCKHUKOB.

HuankaTopsl [nanupyembie pe3ybTaThl MPAKTHYECKOI
Kon PopmyuposKa JOCTHKEHHUSI JIeATeJIbHOCTH, 00ecIeunBaIoNIne
KOMIIETEHIH U . .
KOMIIETEeH I i (opMupoBaHMe KOMNIETEHIMIT
Pexomenayemble npodecCHOHATbHBIE KOMIIETEHIIUH
K-8 Cnoco6nocts popmuposats | IK-8.1. 3nars: IIK-8.1 3nars:
1 TIOI/ICPKUBATH OCOOEHHOCTH CUCTEMBI - 'OCT(»1) 1 cTaHAapTHl 1O JOKYMEHTAIIHH,
paIMOHATHHYIO CHCTEMY JOKYMCHTHPOBAHHS - IpoOIeMBI OpraHU3aluu paboTHI ¢
JIOKYMEHTaIIHOHHOTO ESITENHLHOCTH JIOKYMEHTaMH H BOTIPOCHI UX COXPaHHOCTH;
obecrieueHus COBpPEMCHHOM - OCHOBHBIC TEHJCHIIMU U MPOOIIEMBI
OpraHu3alu, pazButusa cucremsl JJOY;
- ¢pyHkumu ciayxosr JI0Y;
- TEOPETUYECKUE OCHOBBI
JTOKYMEHTOTIPOU3BO/ICTBA U OCHOBHBIC (DOPMBI
JIOKyMCHTOB;
- OpraHu3aIrio JTOKYMEHTO000pOTA.
IIK-8.2. YMmeTh: IIK-8.2. YMeTh:
- aHaJIM3UPOBATh - pa30upaThCs B COCTABE CIIYKEOHBIX
JIOKYMEHTOIIOTOKH JTOKYMEHTOB, OCOOCHHOCTSAX UX O(POPMIICHHS
VUPEKACHUS U B COOTBETCTBHH C TIPaBUIIAMH;
BBITIOJTHATE (DYHKITHH - UCTIOJIB30BaTh Pa3IMIHBIC METOIBI 1
JOKYMEHTAITHOHHOTO TIPUEMBI IPUHATHS YIIPABICHUYSCKAX PEIICHHI
obecrieueHusl. ¢ ucnonb3oBanueM cucreMsl [JOVY;

I1K-8.3. Biagern
HABBIKAMM:

CO3JaHus

JIETIONPOU3BO ICTBEHHBIX
JIOKYMEHTOB,
CTAHJAPTHBIX IS
OMOIHOTEYHOI
NPAKTHUKH, HA
Ka4eCTBEHHOM YPOBHE

I1K-8.3. Biagers HAaBBIKAMU:

- KBaIH(UIUPOBAHHO  HCCIICAOBATH
COCTaB JTOKYMEHTAllMH  YUPEKACHUS,
OpTaHU3AIUH, TIPEATIPUITHS.

- OpTaHU3AINH U BEICHUS JIEIOPOU3BOICTBA
0 TIPETTOKEHUSM, 3asBICHUAM, KajIo0am
rpaX<aaH.

2. O0béM M coaepxkaHue TUCHUIIIAHBI

2.1.00L€M qTUCHUMIIIUHBI

[Iporpamma npexycMaTpuBaeT KaK YTEHUE JIEKIHUW, TaK M 3aKPEIUICHHE

3HAHUUN

Ha IMPAKTHYCCKHUX

3aHATHAX.

Kpome

TOIO, BKJIFOYCHA "

caMoCTOsATeNbHAs paboTa CTyJAeHTOB. B kadecTBe (opM KOHTpOJS 3HAHUU

PETYCMOTPEHBI KOHTPOJbHAS pab0oTa U dK3aMEH.

Bun yueOHoii padoThI

390

Bcero yacos |

Kypc




Bun yueOHoii padoThI

390

Bcero yacos

KypcC

KonTakTtHas padora (Bcero)

38

B ToMm uyucne:

- nexyuu (J13)

10

- cemunapwi (C3)

- npaxmuyueckue (113)

26

- meaxoepynnosvie (MI3)

- uHousudyauvHole (MU3)

- epynnogoe koucyavmupoganue (1)

-UHOUBUOYAIbHOE KOHCYabmuposarue (M)

CamocrosiTejibHasi paboTa cTyJeHTa (Bcero)

w

CPC

w

KOHTPOJIb

B ToMm uyucne:

- 10020MOBKA KYpCosoll pabomoi

- meKyuwjuli KOHMpOoJib

- IPOMENCYMOUHBIL KOHMPOLb (NOO20MOBKA K
3auémy/IK3ameHy)

O0umas TPy10€eMKOCTh:
(Bcero 3a4. e1./k0Ji-Bo 4acoB no ®IrocC)

5/180

Bua npomexyTouHo# aTTecranuu (3aver,
IK3aMeH)

Kypc¢

3avem

IK3AMEH

2.2. TeMaTH4YeCKHUM MJIAH

Koa-Bo yacos
) KonrakrHas padora CamocrosiTeanbnas paGora
8 CTYJeHTOB
HanMeHoBaHHe pa3ie/ioB =) -
Ne 0 TeM g . § 2 KoHTpoJab CPC
n/n (¢hopmupyemebie 2 E[} @ s g g
3] [=] -2
KOMIETEeHIHH) = °eslJ3 | C3 | I3 5 = E-) CPC npome
o g = 2 = TeKyl[
5 =} = 3] 5 KYTOU
) =) o) Un o
53 < HBIii
-
Pa3gen 1 Beenenne. JlokyMeHTAlMOHHOE 00ecliedeHUEe YNIPABJIeHUS KaK YUyeOHAs TUCHMILIMHA
1.1.
Mecrto JIOY B cucreme 3 1 1 2 2
Hayk (, [TK-8)
1.2.
OcHoBHbIE
KJIacCU(pUKAIIH 7 1 1 6 6
nokymentos ( [TK-8)
1.3 | JepxaTenu JOKYMEHTOB
(TIK-8) 6 6 6
Pa3gen 2. JIokyMeHT 1 ero peKBU3UTBI
2.1. | T'ocynapcTBeHHbIE
cranaapTel P6.30 — 97 u
P6.30-2003 — cxoacTBO H 12 2 2 10 10
paznuumne ( ITK-8)
2.2. | TOCT P 7.0.97-2016), ero
ocobennoctu (TTK-8) 12 2 2 10 10
2.3
DopMyJIsIp TOKyMEHTA. 16 16 16
Buper 6nankos (ITK-8)




2.4. PexBu3uth JOKYMCHTOB.

(K8 14 | 4 4 10 | 10

2.5 | OpraHuzanuoHHO-
MIPaBOBBIC TOKYMEHTEHI. 19 4 4 15 15
(TIK-9)

2.6. | CopaBouHO-
HHPOPMAITMOHHBIE H
CIPaBOYHO- 19 4 4 15 15
AQHATUTUYECKUE
JqokymenThl. (ITK-8)

2.7. | Oprann3anoOHHO-
pacnopsiAuTeIbHbIC 19 4 4 15 15
nokymentsl (ITK-8)

2.8. CTHIIb U S3BIK JCJI0BOTO

nokymenta. (ITK-8) 3 1 1 2 2

Paspnen 3. JlokyMeHTHpPOBaHMe TPYAOBbIX IPABOOTHOLICHUI

JIOKyMeHTBI TIO INYHOMY

3.1 cocrasy(ITK-8) 17 11 1 10 6 6
3amuTa nepcoHaIbHBIX
3.2 nauubix (ITK-8) 2 2 2
33 18‘I)OMCHKHaTypa nen (ITK- 6 6 6
3.4 | dokymentoobopot(ITK-8). 7 1 1 6 6
TexHomorus paboThI ¢
35 nokymentoM (ITK-8) ! ! ! 6 6
KonTpoas CPC 9 9 9
KoncyabTHpoBaHHe K IK3aMeHY
1) 2 2
Bcero mo gucuunianue 180 38 10 - 26 2 142 133 - 9

2. 3. Kpatkoe coaep:kaHue pa3iejoB U TeM

Bsenenmue.

BBenenne B Kkypc. PackpelBaeTcs mnpenmer, 3adgadM, CTPYKTypa Kypca,
MEXIUCIUIUTMHAPHBIE CBsi3u. [lokaspiBaeTcsi CBsSI3b € OOIIEHAYYHBIMH |
UH(OPMAIMOHHBIMU JVCHUTUIMHAMM, c MIPAKTUKON OMOIMOTEUHO-
oubnmorpaduueckoit gestenbHOCTU. ONUCHIBACTCS 3HAYEHWUE MMCIUTUIMHBI IS
MOJATOTOBKY CIEIUATUCTOB B chepe OnOIMoTeuHO-HH(POPMAIIMOHHOM eI TETbHOCTH
B COBpPEMEHHBIX ycioBusAx. Jlaércs 0030p yueOHOW JUTEpaTyphl U OCHOBHBIX
UCTOYHHUKOB 1O KypCy.

Pa3zpnes 1. JlokyMeHTALMOHHOE 00eclieueHHne yIPaBJIeHUsl KaK yueOHas
AUCHHUIIMHA
Tema 1.1 Mecto JOY B cucreme HayK.

Onpenenenue  nokymeHTa. [loHATHUA — «JOKYMEHT», «HOCHUTEINb
uH(pOpMaIUU», «ECTECTBEHHBI M HCKYCCTBEHHBIM S3BIKM JOKYMEHTa».
[Ipeamer u 00BEKT wuccienAoBaHMs. B3auMocBs3W € T'yMaHUTapHBIMU
HaykaMu. CrocoObl AoKyMeHTHpoBaHUs ((hoTo-, HOHO-TOKYMEHTUPOBAHUE;
PYKONIUCHBIE JOKYMEHTHI). JIOKYMEHTBI — HOCHUTENM OINEpPaTUBHOM U
PETPOCIEKTUBHON HH(POPMALIUH.



Tema 1.2. OcHoBHbBIE KjIacCHPUKAIUU JOKYMEHTOB

Knaccudpukanmm mOKyMEHTOB, MX CXOACTBO M pasnuuue. Pazgenenue
JIOKYMEHTOB 1O (opMme (TEKCTOBBIE, TpapuUecKhe ayIuOBU3YaIbHBIE), IO
PEIaKIHOHHO-U3/IATENBCKON MMOJATOTOBKE (ommyOIMKOBaHHBIE,
HEOMyOJIMKOBAaHHBIE), O CTEIECHH TepepadOoTKu (TIEpBUYHBIC, BTOPUYHEIE),
MO0 LEJIeBOMY M YHUTATeNbCKOMY Ha3HaueHui0o u T.0. OduuuanbHbie
JIOKYMEHTHI (HOpMaTHBBI, CTaHAAPTHI, MPEUCKYpaHTHI), UX O0OS3aTEIbHBINI
XapakTep, pa3aeieHue Mo TEPPUTOPUAIbHBIM YPOBHAM. DYHKIIUK TOKYMEHTA
— o01ue U creruanbHbIe.

Tema 1.3. [lep:xaTesin JOKYMEHTOB

[lonsiTue «apXuBHBIA JOKYMEHT». Buabl apXuBOB — rocyJapCTBEHHbBIE,
BEJIOMCTBEHHBIC, MEKBEJOMCTBEHHbIC, JIMYHbIE. Buasl T0KyMEHTOB
roCyJ1apCTBEHHOTO apXuBa: OpTraHU3alMOHHO-PACTIOPSAUTEIBHBIE
JIOKYMEHTBI, TBOPUYECKHWE JOKYMEHTBHI, JIMYHBIE AapXUBBL. JKCIEpPTU3A
TOKyMeHTOB. CucTeMaTu3aius apXUBHBIX JOKYMEHTOB, ()OpPMUpPOBAaHUE JE]I.
VYuétHbie (OpMBI ApXUBHBIX JOKYMEHTOB. APXUBBl U apXWUBHBIE (OHIBI
XabapoBCKOTo Kpasi.

My3eliHple 3KCIIOHATBl W MY3€WHBIE JOKYMEHTBI — CXOJCTBO H
paznuuue. Peructpanusi, WHBEHTapu3allds M KaTaJoTHU3alus MY3eHHBIX
JOKYMEHTOB. YYETHO — XPAHUTEIbCKUE TOKYMEHTBI My3€sl. DTalbl CO3/IaHHS
MY3€UHON IOKYMEHTAIUH.

bubnuoteka kak aepxateib JOKyMEHTOB. OCOOEHHOCTH OUOIMOTEYHBIX
JIOKYMEHTOB.

Pazgea 2./I0KyMeHT M €ro peKBU3HUTHI

Tema 2.1 I'ocyaapcTBeHHBbIE CTAHAAPTHI MO TIOKYMEHTONPOU3BO/JCTBY.
[Tponeccht yuudukanuu u cragaaptuzanuu. ['OCT(w1) «YHuUUIIUPOBAHHBIE
CHUCTEMBI JIOKyMEHTalum» B cucteme aenonpousBoacta. 'OCT P6.30 — 97 u
I'OCT P6.30-2003 — cxomctBo u pazmuuue. Kiaccupukanus HTOKYMEHTOB
OpraHu3alIluu.

Tema 2.2. ®opmyasip AokymMeHTa. Buabl 0.1aHKOB
®opmyisip f1okymeHTa. TunoBoil gopmynsip u Gopmynsip-oOpazen. Bumbl
OnaHkoB. TpeOoBaHMS K HCIOJB30BAHUIO, W3TOTOBICHUIO, YUYETY U XPAHEHUIO
6mankoB ¢ repbamu PO u repbamu cyonexkToB PO.

Tema 2.3. PekBU3UTBI JOKYMEHTA.

Pa3mepsl mosieit U pacrmoyioKeHHuEe PEeKBU3UTOB. TpeboBaHus K O(OPMIICHUIO
pPEeKBU3UTOB JOKyMeHTOB. Homenknatypa nen. OtpaxeHue KiacCHPHUKAIUH
JIOKYMEHTOB B HOMEHKJarype jneil. HoMeHkiarypa Kak OCHOBHOM YYETHBIN
JOKYMEHT B JI€JIONPOU3BOACTBE. CTPYKTypa HOMEHKIIATYPHI.

['pynnupoBka JOKYMEHTOB OJHOTO KAJIEHAAPHOIO Toja B Aena. JJOKyMEHTHI
ITOCTOSTHHOT'O X BPEMEHHOTO CPOKOB XpaHeHus. CPOKU XpaHEHUSI JOKYMEHTOB.



Tema 2.4. Opranu3anMOHHO-NPABOBbIE JOKYMEHTHI
PexkBusutel OIlJ[. VYcrtaB opraHuzanuy Kak CBOJ HPaBWI, PETYIUPYIOLIUX
NEATEIbHOCTh OPTaHU3alAM, UX B3aNMOOTHOLIEHUN C APYTMMH OPTaHU3aLUAMU, UX
npaBa W o0s3aHHOCTU. [loJOXKEHUS, JOMKHOCTHBIE HWHCTPYKIUMHU, IITaTHOE
pacrincanue. [1ooxennss THAMBUyalbHbIE U TUIIOBBIE.

Tema 2.5. CnipaBo4HO-UH(pOpMALMOHHBIE M CIIPABOYHO-AHAJIUTHYECKHUE
TOKYMEHTBI

CO6op u 00paboTka OOBEKTUBHOM M JOCTOBEPHON HH(pOpPMAIMM KAaK YCIOBUE
YCHENIHOTO MpoIlecca MPUHITHS YIIpaBieHUYecKoro peuieHus. [Ipotokos, nokmaaHas
3aMucKa, MpeasIoKeHHe, OOBSICHUTENbHAs 3aIlucKa, 3asBJICHUE, IMPEJCTaBICHUE,
cnpaBka, akT. KpaTkuil mpoTokon, BbIMHCKAa U3 MpoTokoja. MHpopmannoHHBIH
OOMEH C TOMOIIBIO TIEpenuCcKU. Buabl ciry>keOHOM Mepenucku: CiryxeOHoe MUChMO,
Tenerpamma, tenaedoHorpamma, dhakcorpamMmma, dJeKTpoHHas noura. OOsi3aTeNbHbIC
PEKBU3UTHI MHCbMA. BUbI CITy’KEOHBIX MHUCEM.

Tema 2.6. Opranu3auMOHHO-PACIOPAAUTEIbHbIC JOKYMEHTHI
PacnopsiaurenbHas ~— gokymeHTanus.  PacnopsauTenbHble  JOKYMEHTHI,
U3/1aBacMble KOJUIETHAIBHO — T[OCTAHOBJIEHUS, pelleHus. PacnopsaurenbHble
JIOKYMEHTBI, W3/1aBAa€Mbl€ €IWHOJIMYHO - MPHUKa3bl, yKa3aHUs, PaCHOPSKEHUS.
PexBusutsl npukasa. Buasl mpukasos.

Tema 2.7. CTUJIb 1 A3BIK [1€JI0BOT0 JJOKYMEHTA.

Ocobennoctu o¢uIMaIHLHO-/IEJIOBOTO CTHIISL. Jlexcuueckue,
MOP(OJIOTUYECKHE U CHUHTAKCUYECKHUE CPEJCTBAa S3bIKa TIPU COCTABJICHUH
CIIy’KEOHBIX TOKYMEHTOB. TpeboBaHMs K TEKCTaM JOKYMEHTOB: TOYHOCTb, SICHOCTb,
JTAKOHUYHOCTb. Ynorpebienue CIIeIMaIbHOU JIEKCUKHU (TEpMUHBI,
npodeCCUOHAIU3MBI M KapTrOHHO-TIPO(ecCHOHANbHBIE  CJIOBa). Y cTapeBlias
JIEKCUKA — apXauW3Mbl WM HCTOpU3MEL. [IpaBmia ymoTpeOieHus HEOJIOTH3MOB H
WHOCTPaHHBIX CJIOB B JICJIOBBIX JOKyMeHTax. Mcnons3oBaHue abopeBuartyp.

Pasznes 3. JlokyMeHTHPOBaHHE TPYAOBbIX NPABOOTHOILICHU I
Tema 3.1. JloKyMeHTBI 110 JIHYHOMY COCTABY
JIOKyMEHTBl MO JHMYHOMY cocTaBy (1o mnpuémy Ha paboTy, MNEepeBOay,
YBOJIbHEHHIO, TI0 O(OPMIICHHIO OTITYCKOB, MOOIIPEHUN H B3bICKaHUI). Bumsl
JIOKYMEHTOB: 3asIBJICHHE, aHKETa, TPYJAOBOM JOTOBOp (KOHTPAKT), MPUKa3 O IpUEMeE,
JUYHas KapTouKa, JIM4HOe feno. [IpaBua 3aroaHeHnst aHKETHI.

Tema 3.2. 3amuTa nepcoHaJbHBIX JAHHBIX
Kondunenunanbuas undpopmaius. Buasl koHpuaeHmaisHol uHGOpMAaIUU.
[lonatne «mnepcoHaJbHBIE JaHHBIC». 3allUTa MEPCOHAJIBHBIX JAHHBIX —
OpraHu3allMOHHasl, TEXHUYECKasl, TpaBoBasi, IpOorpaMMHO-MaTeMaTUYeCKasl.

Tema 3.3. JlokymMeHT0000pPOT
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Opranuzanusi JeJONPOU3BOACTBEHHON CIIy>kObl Tpennpusitusi. Bxopsiue,
UCXOMSIINE, BHYTPEHHHE JTOKYMEHThl. OCHOBHbIE NapaMeTpbl U COAEpKAHUE
TOKyMeHTOnoToka. CTpyKTypa IOKYMEHTONOTOKa. Perucrpanusi JOKYMEHTOB.
dopmupoBanue aen. Mcnons3oBanue [[9BM B HOKyMEHTaIIMOHHOM OOECTICUCHHH
ynpasieHus. PanonanbHas cuctema T0KyMeHTO000poTa.

Tema 3.4. TexHosorust padoTbl ¢ JOKYMEHTOM
TexHonornyeckas ILENOYKa OIEpalvil: COCTABJICHHE IPOEKTAa JOKYMEHTAa,
COIJIaCOBaHUE IPOEKTA, YTBEPKICHHUE JTOKYMEHTAa PYKOBOJAUTENIEM; HPHUEM U
IIPEIBAPUTEIIBHOE PACCMOTPEHHE JOKYMEHTa  PYKOBOJCTBOM, MCIIOJHEHUE H
KOHTPOJIb UCIIOJIHEHUS, popMupoBanue jei1. KoHTpoab UCTIONHEHN JOKYMEHTOB.
CpOKH UCIIOJIHEHHSI IOKYMEHTOB.

3. YYEBHO-METOAUYECKOE OBECIIEYEHUME JJIA
CAMOCTOATEJBHOHU PABOTBI OBYYAIOIIIUXCA 1[0
JAUCHUIIJIMHE

3.1. o yyeOHOMY IUIAHY CEMHHAPBI He MPEAYCMOTPEHbI
3.2. [InaHbl NpaKTHYeCKUX 3aHATHIA

CryneHThl BBIIOJIHSIOT NPAKTUYECKUE 3aJaHUs KAaK IOJ PYKOBOICTBOM
nejgarora, TaKk M CaMOCTOATENBHO, IIOCHIE KOHCYJIBTALMM C IPENoAaBaTeIeM U
ITOJTYYEHHsI PEKOMEHJALAN 110 UX BBIITOJIHEHUIO.

CryaeHTbl NpU TMOATOTOBKE K MPAKTHYECKOW padoTe MOKHBI IOBTOPHUTH
JEKIIMOHHBIM MaTepual M CAMOCTOATENIBHO H3YYHWTh BOIIPOCHI, CBSI3aHHBIE C
CO3JAaHUEM JJOKYMEHTOB OpTraHU3ALNH.

IMpakTuyeckue 3anustus 1 - 3.

K paszaeny «/loKyMeHT M ero peKBU3HTHI»

IpoaosxurebHOCTD - 16 yacoB

Hear 3anaTMii: nOpuUOOpETEHHME  MPAKTHUYECKUX  HABBIKOB  COCTABJICHHS
OpPraHW3allMOHHBIX,  PACIOPSAUTENBHBIX U WHGOPMAIIMOHHO-CIIPABOYHBIX
JIOKyMEHTOB

Ils1aH npakTUYeCKUX 3aHATHIM:

1. CocraBnenue YcraBa OpraHu3allMM, IITATHOTO PpACIUCaHUA, JOJKHOCTHBIX
WHCTPYKLIHM

2. CocraBjieHHe TMPHUKA30B IO OCHOBHOW JAESITENBHOCTH, MPOTOKOJA OOIIETOo
coOpanus

3. CocraBieHue TOKIAAHON 3aMUCKU

4. CocTtaBieHHe MHCbMa-NPETEH3UN Ha HEKAYECTBEHHBII TOBap

B paMkax nmpakTH4ecKOro 3aHsATUs IPOBOAUTCS AesioBas urpa «Cospai cBoé
JeJI0»: TOArOTOBKA CTYJAEHTAMHM OCHOBHBIM  YUPEIOUTENBHBIX JOKYMEHTOB
co3naBaeMoro mnpeanpustus. Cneayroumii stan -  pa3paboTka JOKYMEHTOB,

HGO6XOI[I/IMBIX AJIs OpraHv3alnuu HpOI/I3BOI[CTBeHHO-XOBSIfICTBCHHOﬁ ACATCIIBHOCTHU
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MNpCAIIPHUATHA. B 3akiaroueHue IMPOU3BOAUTCA IIOATIOTOBKaA IIAIIKH ((I[GJIO» JJIA
OIICHKHN Ka4C€CTBa JOKYMCHTOB.

IIpakTnueckoe 3ansaTue 4

K pasaeany «/lokymMeHTHpOBaHMEe TPYAOBBIX IPABOOTHOILICHUID)

Tema «Ilopsaaok ABMKeHHSI JOKYMEHTOB B OPraHU3 AU
poaxosxurenbHocTh - 10 yaca

Heasb 3anaTusi: npuoOpeTeHUE MPAKTUYECKUX HABBIKOB MO JOKYMEHTOOOOPOTY
OpraHu3aluu

I1;1aH NPaKTHYeCKOr0 3aHATHSA:

CocraBiieHUE CXEMBI ABWKEHHS] BHYTPEHHUX, UCXOISIINX U BXOIAIINX JOKYMEHTOB
B OUOIHMOTEKE

[enoBass  urpa  «/loKymMeHTO000POT M  ero  OpraHu3anus».
PaccmarpuBaercss HOpMaTUBHO-METOIMYECKAs PErNIAMEHTALUs TOKYMEHTOO00pOTa.
N3yuatorca 1 00CYKIAat0TCS OCHOBHBIE MPABWIJIA OPraHU3aLUU JTOKYMEHTOO0OpOTa
Ha NIPEANpPUATUHN, BBISBISIIOTCS KaYECTBEHHBIE XapaKTEPUCTUKH TOKYMEHTOO0O0pOTA.
CryzneHTsl KJacCUuPUIUPYIOT JOKYMEHTOIOTOKU: TOPU30HTAIbHBIE, BEPTUKAJIBHEIE,
BOCXO/ISLIUE, HUCXOAUIUE, BXOIAIIUE, UCXOAIue U BHyTpeHHue. [IpousBoaurcs
noACYET 00BEMA TOKYMEHTOO00POTA.

JIns nojiydeHus MPAaKTUYECKUX HABBIKOB MO JAHHOM TEME CTyAeHTaM
npejiaraeTcs pa3padboTaTh CXeMy JTOKyMEHTO000pOTa JIIsl KOHKPETHOM OMOINOTEKH.

[TogroroBka u ydactue B aeqoBoil urpe «OdopmieHue JOKYMEHTOB IO
Ka/IPOBOMY COCTaBY». B XoJ€ AeJI0BOM UTPhI CTYJAEHTHI IOIYYar0T MMPAKTHUECKUE
HaBbIKM O(OpPMIIEHUS JOKYMEHTOB TIpU MpuUEME, YBOJBHEHHH U IIEPEBOJIE
paOOTHHUKA Ha JIPYTYIO JOJDKHOCTb; TPYAOBBIX KOHTPAKTOB; MPUKA30B IO JIUIYHOMY
coctaBy. M3y4yatoT OCHOBHbIE€ PEKBU3UTHI JOKYMEHTOB U MpaBUiIa UX O0()OPMIICHHUS.
CooOmarorcst cBeieHHsI O TpaBWiIaxX OQOPMIIEHUS TPYAOBBIX KHUKEK, JMYHBIX
KApTOYEK, JIMYHBIX JeJl pAOOTHUKOB.

3.3. Bornipochl 1t caMOKOHTPOJIsI IO pa3aeiaM JUCHUTILIHHBI

Paszgeu 1. JlokyMeHTAaMOHHOE o0eclieyeHre YIIPaBJICHU KaK yueOHas

1. Onpenenenne pokymeHta. IIOHATHS — «IOKYMEHT», «HOCHUTEIb

UH(pOpPMaIIUN, «ECTECTBEHHBIN U NCKYCCTBEHHBIN SI3BIKU JOKYMEHTA.

CriocoObl JOKYMEHTUPOBAHUS

Knaccudukanum 10KyMeHTOB, UX CXOJCTBO U pa3jIUyHeE.

OyHKIMK JOKYMEHTa — O0LIHe U CIIeIUaNIbHBIE.

[loHATHE «apXUBHBIA JOKYMEHT).

Bunbt apXUBOB — rocyJapCTBeHHbIE, BEJIOMCTBEHHBIE,

MEXBEJIOMCTBEHHbIE, TUYHBIE.

7. Buapl JOKYMEHTOB TOCYAApCTBEHHOI'O apXuBa: OPraHU3alMOHHO-
pacnopsiIUTEeNbHbIE JTOKYMEHTBI, TBOPYECKHE JOKYMEHTHI, JUYHbIC
apXuBbl. JKCIIEPTH3a TOKYMEHTOB.

OOk wn
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8. CucremaTusaiusi apXuMBHBIX JIOKYMEHTOB, (opMupoBaHue JeI.
Yuétabie POpMBI ApXUBHBIX JOKYMEHTOB.

9. ApxuBbl 1 apxuBHbIE (POH/IBI XaOapOBCKOT0 Kpasi.

10.My3eliHble SKCIOHATBl M My3€WHbIE JOKYMEHTHI — CXOJCTBO H
pasnuune. Peructparus, MHBEHTapU3alysl M KaTaTOTU3AIMS MYy3EHHBIX
JOKyMEHTOB. YUETHO — XPAHUTEIBCKUE TOKYMEHTHI My3es. ODTarbl
CO3JIaHUsI MY3€HHON JOKYMEHTALUH.

11.bubnuoreka KakK JepKaTEIIb JIOKYMEHTOB. OcoOennoctu
OMOJIMOTEUHBIX JIOKYMEHTOB.

Paznen 2.JI0KyMEHT U €ro peKBU3UThI

12.T'ocynapcTBeHHbIE CTAaHAAPTHI IO JOKYMEHTOIPOU3BO/ICTBY.

13.IIporecchl yHU(DUKAIIUKA U CTaHAAPTH3ALIUN.

14 Knaccudukanus JOKyMEHTOB OpraHHU3aIUu.

15.@opMysip TOKyMEHTA.

16.TunoBoit popmyisip u hopmyssp-oopaserr.

17.Bunpr OmankoB. TpeOGoBaHUS K HMCHOJIb30BAaHUIO, M3TOTOBJICHUIO, YUETY U
XpaHeHHo 0J1aHKOB ¢ repbamu PO u repbamu cyobekToB PO.

18.PexBu3UTHI JOKyMeHTa. Pasmephl mosei u pacmonokeHne PeKBU3UTOB.
TpeboBanus K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

19.Homenknatypa gen. OrtpaxeHue  KiaccuuKalud  JOKYMEHTOB B
HOMEHKJIaType Jnen. HoMeHkiaTypa Kak OCHOBHOM YUYETHBIM JTOKYMEHT B
nenonpou3BoAcTBe. CTpyKTypa HOMEHKJIATYPBHI.

20.I'pynnupoBka JOKYMEHTOB OJHOTO KaJeHIapHOIo roja B Jieja.

21.JIOKyMEHTBI IOCTOSIHHOTO M BPEMEHHOT'O CPOKOB XpaHeHHsl. CpOKU XpaHEHUs
JIOKYMEHTOB.

22.0prann3airoHHO-TIPABOBHIE TOKYMEHTHI

23.YcTaB oOpraHM3alii Kak CBOJ TPaBW, PETYIHUPYIOIUX ACSITEIbHOCTD
OpraHU3aINid, UX B3aMMOOTHOIIIEHUH C APYTUMHU OpraHU3aAIUsIMH, X MIpaBa U
00S13aHHOCTH.

24.TlonoxkeHus, TOJDKHOCTHBIE MHCTPYKIIMHU, MITaTHOE pacnucanue. [lomoxenus
WH/IMBHUIyaJIbHbIE U TUTIOBBIC.

25.CrpaBo4HO-HH(POPMAIIMOHHBIC U CIIPABOYHO-aHATUTUIECKUE TOKYMEHTHI

26.InpopManiioHHbIii OOMEH ¢ TIOMOIIBIO TMepenucku. Bumubl cimyxeOHOH
NEPENUCKH.

27.Opranu3aiuoHHO-PACTIOPSIAUTENBHBIE TOKYMEHTHI

28.CTuib U S3bIK JISJI0BOTO JOKYMEHTA.

Paznen 3. JlokyMeHTHPOBaHME TPY/AOBbIX NPABOOTHOIIECHUH
29.JI0KyMEHTBI 10 JTUYHOMY COCTaBY

30.3ammTa nepcoHanbHBIX JAHHBIX

31.JlokymeHTOO0OPOT

32.TexHosorust paboThl C JIOKYMEHTOM
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4. METOANYECKHUE YKA3AHUA 11O OCBOEHUIO JUCHUIIJIMHBI

[TpucTynas Kk U3y4eHuro y4eOHOH AUCIUITIMHBI 110 BRIOPAHHOMY HAIIpaBJICHUIO,
oOyuatomuiicsi, g 3(PQPEKTUBHOTO OCBOCHHS, OCBAaWBAE€T CAMOCTOSTEIHLHO
TeMaTUKy Kypca. Lleab camocTosiTenbHON paboThl OOydaromuxcs — oOydeHue
METOJIaM TIOJyYeHHUsI HOBBIX 3HAHWM, MPHOOPETEHHUE HABBIKOB CaMOCTOSTEIHHOTO
aHallM3a MaTepuaia 1o yueOHOMY Kypcy, YCHICHHE Hay9IHBIX OCHOB MPaKTUYCCKOM
JesTeNbHOCTH. [ TaBHAs 3a7ada caMOCTOSITEIbHOW paboThl CTYIACHTOB — pa3BUTHE
YMEHUS TPUOOPETEHUSI HAyYHBIX 3HAHUN TyTEeM JUYHOTO IMOMCKAa WH(pOpMaIuy,
dbopMHpOBaHUS aKTHBHOTO MHTEpECa K YU4eOHOW AUCITUIUIMHE, CHCTEMATH3aIlud W
3aKPETUICHUH TOJYyYEHHBIX TEOPETHYCCKUX 3HAHWA M TPAKTUYCCKUX YMCHHH,
yIayOJIeHne U PacUIupeHre TEOPETHUECKUX 3HAHUI.

YcBoeHne wMarepualiia JUCHUIUIMHBI Ha JICKIUSX, NPAKTHYCCKUX H B
pe3yNbTaTe CaMOCTOSATEIBLHOM TIOATOTOBKM W HW3YYCHHUS OTAEIBHBIX BOIPOCOB
JTUCIUTUINHBI,  TO3BOJIUT  TMOJAOWTH K  TMPOMEKYTOYHOW  aTTECTAIUA
MOATOTOBJICHHBIM, U MOTPEOYET JIUIIIb MOBTOPEHHUS paHee MPONICHHOTO MaTepuara.
3HaHUS TpPU OTOM SIBIAIOTCS TIYOOKMMH M Ka4eCTBEHHBIMH, M TIO3BOJISIOT
dbopMHpOBaTh COOTBETCTBYIOLIUE MPOGECCUOHANIbHBIE KOMIETEHIIMU KaK MTOT
00pa30BaTeIBLHOrO MpoLEecca.

PaGouas nmporpamMma Kypca BKIIIOYaeT B ce0s pa3/ieiibl U OCHOBHBIE MTPOOJIEMBI
JUCIUIUIMHBI, B paMKax KOTOPBIX M (DOPMUPYIOTCS BOMPOCHI JUIsl KOHTPOJS U
arTectaru. [lodTOMy CTyIeHT, 3apaHee O3HAKOMHUBIIHCH C TPOTPaMMON Kypca,
MOJKET JIydIlle COPUEHTHUPOBATHCS B TIOCIICIOBATEIHHOCTH €T0 OCBOCHHUSI.

[Ipy mnnaHUpOBaHWM BpPEMEHW HA OCBOCHHE JHWCIMIUIMHBI  CIICTyET
PYKOBOJICTBOBATBCS CTPYKTYpOH IUCIUIUIMHBI, B KOTOPOW YyKa3aHbl KOJIHMYECTBO
aKaJleMUYECKUX YacoB JUIS KaXKIOH TeMbl, BHUAA 3aHATUH (JEKIIMOHHOE,
MPAaKTUYECKOE, CEMUHAPCKOE) W Yachl Ha CaMOCTOSITEIbHYIO paboty; (opmoit
TEKYIIErO0 KOHTPOJII YCIEBAaeMOCTH (TECTBI, BBITIOJIHCHHE WHAWNBUAYATbHBIX W
MPAKTUYECKUX 3aHIATUH U Jp.); HOPMOIl MPOMEKYTOUHON aTTECTAIINH (IK3aAMEH).

N3yuenne KaxaoW TeMbl AUCIMIUIMHBI [E€eCO00pa3HO HayuHATH CO
3HAKOMCTBA C COJICpKAHUEM TEMATUKH; 3aT€M CJIEyeT 3Tal MoJ00pa MCTOYHUKOB
U3 4YKClia PEKOMEHIYEMBIX M TOJI0OpaHHBIX CAMOCTOSATENBbHO (Hay4dHBIE CTaThU;
uHdopmarusi ¢ O(UIMATBHBIX CAaWTOB TOCYAAPCTBEHHBIX OPTraHOB, OPraHOB
MECTHOTO caMoymnpaBieHus u np.). llenecoobpa3sHo BecTH mepeydeHb MpOOIEMHBIX
BOTIPOCOB ClTy4yae 3aTPYyAHCHUN C YSACHEHHWEM CMBICTA M3JI0KEHHOTO B MCTOYHHKAX
MaTepuana (yka3aHHBIE BOIIPOCHI MOTYT OBITH pa3penieHbl CaMOCTOSTEIBHO, BO
BpEMsI CECCHOHHBIX 3aHITHH WJIM HAa KOHCYJIBTAIMH C TTPETIOIaBaTelIeM).

CeMHHApCKHE 3aHATHS 110 JUCIUIUIMHE HE TTPETYCMOTPCHEI.

JInst TTOATOTOBKM K TPAKTUYECKUM 3aHATHSAM PEKOMEHIYETCS TIOJIPOOHO
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U3y4UTb KOHCIIEKT JICKIUM, MPEAIIECTBYIOIMIMX IPAKTUYECKOMY  3aHSTHIO.
TexHoynoruss NMpoOBENCHUS] NPAKTHUYECKUX 3aHITUM BKIIOYACT CIEAYIOLIME OSTallbl:
OOBSICHEHHE 3a/I1aHUS; 3HAKOMCTBO C KOHKPETHBIMU UCTOYHUKAMU WHGOpMAIIUU IJIs
BBITIOJIHEHUSI 3aJaHusl; OOCYXJEHHE M YTOYHEHHE BOMNPOCOB B XOJE aHajH3a
UCTOYHUKOB WH(GOpPMAIIMK; COBMECTHBIH MPOCMOTpP TMEPBUYHBIX PE3YJIbTATOB,
OLIEHKA WX COOTBETCTBUS MO (POPMABHBIM U CO/IEPKATETLHBIM TPEOOBAHUSIM.

Jns 3¢p¢deKkTHBHON MOATOTOBKH K TEKYIIEMY KOHTPOIIO IO JUCIUIUIMHE
HEOOXOJMMO  HCHOJb30BaTh PEKOMEHIOBAHHYIO II€aroroM OCHOBHYIO U
JIOTIOJIHUTEIBHYIO JIUTEPATYPY, KOHCIEKTBl JIEKIUH, pa3padOTKU CTYACHTOB,
BBIIIOJIHEHHBIE B PE3YJIBTATE ITOATOTOBKU U BBIIIOJHEHHS IIPAKTHYECKUX 3aHATHH.

3aHATHS TPOBOASATCS B cleAyomux (opmax: oOmpochl, MOATOTOBKA
JOKJIaJIOB, pedeparoB, JenoBas urpa. VHrepakTuBHbE (QOpPMBI TpeOyIOT OT
CTYJI€HTa AKTUBHOCTU U BHUMATEJIBHOCTH Ha 3aHATHAX, YTO TpeOyeT OT CTYyJEHTa
CHEUAIbHOW IIOATOTOBKM — HW3Y4YEHUE HAYYHOM, CIIPAaBOYHOM, METOAUYECKOU
JUTEPATyphI U NMIEPUOANYECKUX U3AAHUH, CETEBBIX VIHTEpHET-pEeCcypCcoB U Ap.

JUist oueHUBaHUS Ppe3yJbTaTOB OOYYEHUS HCIOJb3YIOTCS IMPAKTUYECKHE
3aaHUsA, BKIIOYAKOMIMX OJWH WM HECKOJBKO BOIPOCOB B BHJE KpaTKOU
(GOpPMYIMPOBKM JIEUCTBUI, KOTOpBIE CJEAYET BBINOJHUTh, WM ONHCAHHE
pe3ynbTaTa, KOTOPBIM HYXHO MOJy4uTh. K HUM MOKHO OTHECTH: HECIIOXKHBIE
3a/1aHMA 110 BBIIOJIHEHUIO KOHKPETHBIX ACUCTBUN. IIpocThie 3a1anus IPpUMEHAIOTCS
JUIs olleHKU yMeHui. KoMIuiekcHble 3a1anus TpeOyloT HECKOJIBKMX PEUICHUH Kak B
TUNUYHOW, TaK U B HECTAHIAPTHOM CUTYaALUsIX, KOTOPBIE CBA3AHBI C BHIITOJIHECHUEM
IIPaKTUYECKUX NeHCTBUIA. KOMIUIEKCHBIE TPAKTUYECKHE 3aJaHUs IPUMEHSFOTCS IS
olleHKH BianeHui. [lpakTuyeckue 3aJaHusi BBIOJIHAIOTCS OOYYalOIIUMUCS B
paMKax IPaKTUYECKUX 3aHATUH.

JUist  oueHUMBaHUS PpPE3yJbTaTOB OOYYEHHUS HCIOJIB3YIOTCS CIEAYIOIINe
MPOLIETypbl: TECTUPOBAHKE; MHAUBUAYATIbHOE cOOECEOBaHUE, MUCbMEHHBIE OTBETHI
Ha BONPOCHI (B BUE TEKYyIIEro KOHTPoJs). OCHOBHOM 3a/1adeil TEKYIIEro KOHTPOJIS
YCIEBAEMOCTH  OOydYaroluXxcsl  SIBJIIETCS  TOBBIIIEHWE  KayecTBa  3HAHUM,
NpUOOpPETEeHNE W Pa3BUTUE MMM HABBIKOB CaMOCTOATEIbHOM padoThl. Tekyuiui
KOHTPOJIb 3HAHUN 00YyYaroIUXCs MO AUCLMIUIMHE MOKET UMETh CIEAYIOIINE BUIbI:
YCTHBIM ONPOC Ha JIEKUUAX, NPAKTHUYECKUX 3aHATUAX; IPOBEPKA BBIITOJIHEHUS
MUCBMEHHBIX CAMOCTOATEIbHBIX pa0dOT U IOMAIIHUX 33JaHHIl; TECTUPOBAHUE.

5. ®OHJA OLOEHOYHbLIX CPEACTB /UJUIsd MPOBEJIEHUSA
IMPOMEXYTOUYHOM ATTECTAIIMY IO JUCIIUTIJINHE
5.1. Ilepevyenb KOMIIETEeHUMA U ITanbl UX GopMUPOBAHMS
Cormacho ®I'OC BO mno wHanpasnenuto moaroroBku 51.03.06
bubnuoreuno-undopMaloHHas JEATEIBHOCTh B paMKaxX W3Y4YEHHUS AUCIUTIIAHBI
«JlokymMeHTallMoHHOe obOecrieueHue ymnpaBiIeHUs» y 0Oydaromuxcs TOHKHBI ObITh
c(hopMHUPOBAHBI CICAYIOIINE KOMITETCHITUU:

Kon PopMynHpoBKa KOMIETEHIIUH
IIK PexoMeHnayemble NIpogecCHOHATbHBIE KOMIIETCHIIMU
I1K-8 | CnocoOHOCTh (OPMHUPOBATH U MOAJICPKHUBATH PALMOHAIBHYIO CUCTEMY

14




‘ ‘ JIOKYMEHTAIIMOHHOTO 00ecTieueHus

Jtanbl GOPMHUPOBAHUSA KOMIIETCHIIUN:

Havanbublii — Ha »TOM dTane (QOpMUPYIOTCS 3HAHUS U HWHCTPYMEHTAJIbHbBIE
OCHOBBI KOMITETEHIIUH, OCBAWBAIOTCSI OCHOBHBIEC KaTErOpHH, POPMUPYIOTCS Oa30BbIC
ymeHus. CTyZIeHT cloCOOEH aHAJIM3UPOBATh UCXOIHbIE JaHHbIE, 3HaTh OCOOCHHOCTHU
OCHOBHBIX (hOpM U MeTOZI0B. Ecnu cTyaeHT oTBeYaeT ATUM TPEOOBAHUSAM, MOYKHO
TOBOPUTH 00 OCBOCHHH UM MOPOTOBOI0 YPOBHA KOMIICTCHIU.

3HaeT OCHOBHBIE (OPMBI  JOKYMEHTOB. 3HACT TEXHOJIOTHH OpTaHU3aIluu
JOKyMEHTOOOOpoTa B 00mmx ueprax. CTyIEeHT 3HAET OCHOBHBIC TCHACHIIMH W
npoOemsl pa3BuTHs cuctemsr J[OY.

Ha ocHoBHOM »JTane 3HaHUsA, YMEHUS, HaBbIKH, OOECIICUUBAIOIINE
dbopMHUpoBaHUE KOMIETEHIMHU, 3HAUUTEIHLHO BO3PACTAIOT, HO €Il€ HE JOCTUraloT
UTOTOBBIX 3HaUeHUI. Ha 3TOM 3Tamne CTyJIeHT 0CBanBaeT aHAIIMTUYECKUE JNEHCTBUS
C nmpeaMeTHbIMU 3HaHUAMU 110 JIOY, BHOCS KOPPEKTUBBI B aITOPUTM JACHCTBHI, OH
yMEET aHAJIM3UPOBATh OCHOBHBIE MPOOJIEMBI Kypca, CIIOCOOEH CaMOCTOSITEIHHO
pemaTth ydeOHbIE 3a/lauu M0 KJIacCU(PUKAIMK pa3HOOOpa3HBIX BHUJIOB JIOKYMEHTOB,
MIEPEHOCUTh 3HAHWS U YMEHHS Ha HOBBIE YCIJIOBHs. Bliajnieer HaBbIKaMH CO3JaHUS
OPOCTBIX  JOKYMEHTOB, 3HAeT, KakuM oOpa3oM MOXHO  OCYIIECTBIISThH
uH(popMaMOHHYI0 NojaepxkKy B cpepe BUJl. VYcnemHoe npoxoxkaeHHE 3TOro
JTana  MO3BOJISIET  JOCTHYh  CTAHAAPTHOrO YPOBHA  CHOPMUPOBAHHOCTHU
KOMIIETEHIIUH.

Ha 3aBepumiarmomem stane CTyJEHT JOCTUTAa€T UTOTOBBIX MOKA3aTEJEH IO
3asBJICHHON KOMIICTCHIIMH, TO €CTh OCBAaMBACT BECh HECOOXOMUMBIM O00BEM 3HAHHM,
OBJIaJICBa€T BCEMU YMEHUSIMU U HaBbIKaMUu B cdepe 3asiBIeHHON KoMieTeHIuu. OH
CIIOCOOEH UCIOJIb30BaTh JTH 3HAHUS, YMEHUS, HABBIKM TMpPU PEHICHUH 3a]a4
MOBBIIIEHHONM CJO0XXHOCTM W B HECTAHJAPTHBIX YCJIOBHUAX, JEMOHCTPHUPYET
ITAJOHHBIA YpPOBEHb CQPOPMUPOBAHHOCTH KOMIIETCHIIUUA. Braaeer moOJHBIMU
HABBIKAMH CO3JIaHUSI TOKYMEHTOB Ciry k0561 JIOY.

CnocobeH co3naBaTh OCHOBHBIE BHJIbI JICJIONPOU3BOJICTBEHHBIX JOKYMEHTOB,
UCIIOJIb3yeMBbIX B OMOMMoTeUHOM cepe [TokazarensamMu yCHEMIHOCTH OCBOCHUS
CTYJIEHTOM JIaHHOM y4eOHOW MMCIMIUIUHBI MPU MPOBEIECHUN UTOTOBOTO KOHTPOJIS
SBJIFOTCS. HA0Op OCBOEHHBIX KOMIETEHUUH 3HaHWI, YMEHHN UM HaBBIKOB. CTYJIEHT
BJIAJICET MOJTHBIMU 3HAHUSIMU 1O 3asIBJICHHON KOMIETEHIIUU

Jlnst 5 PexTUBHON MOATOTOBKHM K MPOMEKYTOYHON aTTECTAlMK MO JUCHUILIMHE
HEOOXOJIMMO UCIOJIb30BaTh PEKOMEHJOBAHHYIO OCHOBHYIO M JOTOJHHUTEIHHYIO
JUTEPATYpPy, KOHCIIEKTHI JIEKUWW, 3alUCH, CHIEIAHHBIE B XOJ€ MOATOTOBKH K
MPAKTUYECKUM 3aHATHUSIM, BBITIOJTHEHHBIE pedepaThl.

5.2. lloka3aTeJn U KPUTEPUHU OLICHMBAHNS KOMIIETEHIIHI
IIpome:xxyTouHasi aTTecTamusi pealu3yeTcss B XOJ€ CHa4M OOy4YarOIIMMUCS
OYHOM ¥ 3a04HOM (HhOpMBI OOYUCHHS IK3aMEHa.
DK3aMeH NpoBoIUTCs B hopMe codece1oBaHMs 1Mo OrmieTaM. DK3aMEeHAIIMOHHBIHA
OWJIET COAEPKUT JIBa TEOPETUUECKUX BOMPOCA U OJHO MpaKTHUEeCKoe 3ananue. Ha
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HOJIFOTOBKY OTBETOB OTBOAUTCA 25 MHHYT. OlLieHKa 3HAHMWA NPOU3BOIUTCS IO O-
OaJTbHOM 1Kane. B cilyyae HEey10BIETBOPUTENBHON OLIEHKU CTYAEHT UMEET MPaBO
NepecaaTh 3K3aMEH B YCTAHOBJIEHHOM mopsjake. Jlid ycnemHou ciadu sK3aMeHa
HEOOXOJMMO TOJTOTOBUTH COOOIIEHHE, PAaCKphIBAIOIIee COAEPKaHUE TEPMUHOB H
MOHATUM HAa OCHOBE HM3y4aeMOI'0 MaTepuania; MpPaBHUJIbHO OTBETUTH Ha BOIPOCHI
tecta. Ha 3aBepmatromiem 3rtane B paMKax POMEKYTOYHOM —aTTeCTaluu
oOyuJaroluecss TOTOBIAT OTBETHl Ha BOIMPOCHI, 000OIIalomKe y4eOHBI MaTepuanl
U3y4aeMOoU MCUUIUIMHBI, a TaKkKe pedepaTUBHOE COOOIIEHNUE.

KputepussMu  yCHEIIHOCTH  OCBOEGHHS  CTYAEHTOM JIaHHOM  yuyeOHOM
JUCLUIUIMHBI IIPU IPOBEICHUH TEKYLIETO U HTOTOBOI'0 KOHTPOJISI SIBJISIFOTCS:

1. KosmuecTBO NpaBUIBHBIX OTBETOB HA TEKYIIEM TECTUPOBAHMHM M IIO
HK3aMEHALIMOHHOMY OUJIETY.

2. AKTUMBHOCTH IIOBEJIECHHUS CTYACHTa HA 3aHATHAX, BBINOJHEHUE KaKIbIM
CTYJIEHTOM BCEX MPAKTUYECKUX padOT, OCMBICIEHHOCTh U CaMOCTOATEIbHOCTh
CYKJI€HUH, IPOSIBJIEHHBIX B X0J/I€ YCTHOT'O OIpOCca.

3. JlemoHcTparus 3HaHUS TPOPECCUOHATBHBIX TEPMUHOB, TIOHSATHHA, KaTETOPHIA
Y TEOPUH.

4. Hamuuyue coOCTBEHHOr0 BHUAEHUS paccMaTpUBAEMONl  MPOOJIEMBI,
c(OPMHPOBAHHOTO HAa OCHOBE M3YYEHUS M aHaJIM3a HayYHBIX paOoOT, BBHIITOJIHEHHUS
MIPAKTUYECKUX 3aTaAHUM.

[lo pesynapTaTaM cIadu 3K3aMe€Ha CTYACHTBHI IOJIYYArOT KOJWYECTBEHHYIO
OLIEHKY («OTIMYHO», «XOPOILIO», «YIOBIETBOPUTEIBHO», HEYTOBIECTBOPUTEIHHON).

O01mme KpuTepun OEHKN OTBETOB CTY/IEHTOB

OneHkKa «OTJINIHO»

Ouemca «Xopouio»

Onenka
«YHOBJIETBOPHUTEILHOY»

Onenka
«HEeYIOBJIETBOPUTEIbH
o»

OLCHUBACTCA OTBET, €CIIN

OLICHUBACTCA OTBCT, B

OIICHMBAETCS HEMOIHBIN

OIICHUBACTCA OTBET, IIPU

KOTOPOM CTYJICHTBI
JEMOHCTPHPYIOT
OTpPBHIBOYHBIE,
GeccucTeMHBIC 3HAHUS,
HEYMEHHE BBIJICINTh
TJIaBHOE, CYIIECTBEHHOE
B OTBETE, IOMYCKAIOT
rpyObIe ouTOKH

CTYJIEHT UMEET CUCTEMHBIE
MIOJIHbIE 3HAHUS M YMEHUS 110
MOCTaBJIIEHHOMY BOIIPOCY.
CopneprkaHue BOIpoca H3J1araet
CBSI3HO, B KpaTKo# (opme,
PackpbIBaeT NOCIEN0BATENILHO
CyTb U3yYEHHOI'0 MaTepHala,
JEMOHCTPHUPYS IPOYHOCTh U
[IPUKJIAHYIO HAIIPaBICHHOCTh
MOJIyYEHHBIX 3HaHUN U YMEHUH,
HE JIOIyCKaeT
TEPMUHOJIOTMYECKHUX OIMIMOOK U
(haKTHUECKUX HETOYHOCTEH

KOTOPOM OTCYTCTBYIOT
HE3HAYMTEILHEBIE
3JIEMEHTHI COZIePIKaHHS
WJIH TPUCYTCTBYIOT BCE
HEOOXOMMBIE
3JIEMEHTHI COIePIKAHMUS,
HO JIOITYTIICHEI
HEKOTOPBIE OIINOKH,
HHOTIa HapyIIagach
[TOCJIEI0BATEILHOCTE
H3JI0KEHUS.

OTBET, B KOTOPOM
OTCYTCTBYIOT
3HAYUTEIBHBIC DIIEMEHTHI
COJICPKAHUS WITH
MIPUCYTCTBYIOT BCE
BEIIIICU3II0KEHHBIE
3HAHUS, HO JOITyIICHEI
CYIIIECTBEHHBIC OINOKH,
HEJIOTUYHO, IIPOCTPaHHO
U3JI0)KEHO OCHOBHOE
coJiepKaHue BOIPOcCa.

CobecenoBanne Ha SK3aMEHE - CPEACTBO KOHTPOJISA ISl BHISBJICHHS 00bEMaA
3HaHWM CTyJIGHTa IO KOHKPETHOMY BOINpOCY Kypca. Kputepusmu OmeHKH
SIBJISFOTCS: TTTyOWHA ¥ TPOYHOCTHh YCBOCHUS 3HAHUM, yMEHUE TPUMEHSATh 3HAHUS B
KOHKPETHOM CUTYyallul, yMEHHE JJOTUYECKU BBICTPOUTH OTBET, CHOPMHUPOBAHHOCTH
poECCHOHAIEHO 3HAYUMBIX JIMYHOCTHBIX KadecTB, YMCHHE IMOIJICPKUBATH
Oeceny.
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Texyuuii KOHTPOJIb OCYIIECTBISETCS IO UTOraM pabOThl U MO BBHIMOJIHEHUIO
MpEIJIaracMbiX MPENOAABATEIEM CAMOCTOATENBHBIX 3aJaHuil. [[OMOTHUTEBHO
OIICHUBAETCSl CTETICHh AKTUBHOCTH CTYJIEHTOB B COBMECTHBIX OOCYXICHHUSX II0
yueOHOMY MaTepuaidy, JONOJHEHUS U BBIBOABL, CJIEJIAHHBIC CTYJCHTaMH.
[IpOoMEXXYTOUHBIM KOHTPOJb OCYLIECTBIISICTCSI B CEPEAUHE OCBOCHUS MPOTrPAMMBI
JUACLUIUIAHBI TIPU BBIMNOJHEHUH TECTA. VITOrOBBIM KOHTPOJIb OCYIIECTBISAECTCS HA
DK3aMEHE.

5.3. MaTepuaJibl Ui OLIeHKHA U KOHTPOJIsI pe3yJibTATOB 00yUYeHus!

Bonpocs! k 3k3aMeHy ®dopmupyemMble
KOMIIeTeHIIH I

l.Heme w 3amaum  jgenompom3BoAcTBa. JlokymeHTammoHHOe — obecriedenue | [1K-8
ynpasieHus. JJoKkyMeHTHpOBaHIE.

2.@opmupoBaHue  mema:  oQOpMIICHHME ~— 3aroloBka W ero  sueMeHTH, | [IK -8
TIOCJIEI0BATENILHOCTD PACTIONOKEHHUS JOKYMEHTOB B JIEJIE.

3.Iopsmox xpaHeHHs AOKyMeHTOB. OCHOBHBIE JTambl paboTel mo moxrotoBke | I1K -8
JOKYMEHTOB K apXHBHOMY XPaHECHHIO.

4 .Bxomsmue, HUCXOISIINE u BHYTPEHHUE JIOKYMEHTBI npexnpustist, | [1K -8
OpraHn3anuoHHBIE, pacropsauTeIbHEIC 31 HHPOPMALNOHHO-CITPABOYHBIC
JIOKYMEHTBI

S5.IlepBuuHbIe U CBOJHBIE, OyMaXKHbIE M AJIEKTPOHHBIE NOKyMeHTHI. [Ipenmymecta | [1K -8
JJIEKTPOHHOIO IOKYMEHTa

6.Hanpagienus: periaMeHTaIlMH JACIOMPOU3BOICTBA. 3aKOHOAaTeIbHbIC U npaBoBbie | [1K -8
akThl B chepe nHbOpMAIMU M TOKYMCHTAITUH

7.HopMaTHUBHO-METOUYECKOE PETYIUPOBAHKE IETONPOU3BOACTBA IK -8

8.Crammapt ¥ CTaHmapTU3alWsd JOKYMEHTOB. YHu(uKamus mokymeHToB. | I1K -8
YHaudunupoBaHHbIC CHCTEMbI YIIPABJICHUYCCKON JOKYMCHTAIIUH

9.3agaun yHupuxkauuu nokymeHToB. Kiaccugukaropsr u ux Tumsl. [lpumepsr | 1K -8
COoJIepKaHUs KIacCH(UKATOPOB

10.Yt0 Taxkoe pexBu3uT. [lepeuncinre 00s13aTeIbHbIC PEKBU3HUTHI JOKYMEHTOB. 11K -8

11.Kakue pa3aens! COASP>KUT T0DKHOCTHAS! HHCTPYKITHSL, KEM YTBEPKIAETCSL. 11K -8

12.Kakue HOKYMEHTBI OTHOCATCS K pacrnopsautenbHbiM. [laiite onpenenenue | 1K -8
KaXJOMY.

13.HazoBuTe rpynmbl NpuUKa3oB, KOTOpble MOTYT W3/aBarTbesi Ha mpeanpusitiu (B | [IK -8
opranuzaiyn). KakoB nopsjiok ohopmileHus! U OINHCaHUs IPHKa3a?

14.Knaccudukaiiyist JJOKaJbHbIX HOPMATHBHBIX aKTOB I1K -8

Texkymuid KOHTPOJIb - TOCEIICHUE JICKIIUWA, MPAKTUYECKUX 3aHATHM, TOATOTOBKA
K HAM Ha OCHOBE BBINOJIHCHUS KOHTPOJIBHBIX PabOT W 3aJaHUM, BBHITIOJHCHUE
pedeparos.

Tekymuii KOHTPOJb  OCYIIECTBIISIETCS IO  BBIIOJIHECHHUIO MPEIaracMbIX
MPEIO/IaBaTeIeM CaMOCTOSITENIBHBIX 3aJaHuil. J[OMOJHUTENBHO OLICHUBAETCS
CTEMeHb AaKTUBHOCTH CTYJEHTOB B COBMECTHBIX OOCYXJICHHUSX MO y4eOHOMY
MaTtepuany, JOMOJHEHUS W BBIBOJBI, CJI€JIaHHBIE CTyAeHTamMu. HWTOroBbiid
KOHTPOJIb OCYILECTBIISECTCS HA DK3aMEHE.

5. 4. MeTtoguyeckne MaTepPHAJIbI 110 OLICHMBAHUIO Pe3yJbTATOB 00y4eHHUA
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1.IlpoBepka ycBoeHHs] y4eOHOr0 Marepuania, MpeACTaBICHHOTO Ha JICKIUAX U
MPAKTUYECKUX 3AHSATHUSAX;

2. IlpoBepka 3HaHW W YMEHUW, NOJYYECHHBIX B XOJI€ CAMOCTOSITEIBHOU
MOATOTOBKHU CTYJACHTOB K Pa3HbIM THUIIAM 3aHSTUH;

3. IIpoBepka 3HAHWI W HABBIKOB BIIAJICHUS OCHOBHBIM T€PMHHOJIOTHYECKUM
anrnapaToM U MOHSATUSIMU JOKYMEHTOIIPOU3BO/ICTBA,;

4. TlpoBepka yMEHUSI CTYJI€HTOB aHAJIU3UPOBATH U COIMOCTABIISITh OCHOBHBIC
['OCTe1 mo OV, nonumats cnenuduxky u ocodeHHocts JOY B 6ubnuoredHo-
nH(popMarmoHHo# chepe.

5. [IpoBepka HaBHIKOB KOMMYHUKATHUBHBIX TEXHOJOTUN B chepe KyIbTyphl U
o0pa3oBaHusl, CIOCOOHOCTh K MyOJUYHOM KOMMYHUKAIUH.

6. PECYPCHOE OBECIIEYHEHUME

6.1. OcHOBHAS U JAONOJHUTEIbHAS y4eOHas JJUTEpaTypa

1. Opranuzanuss W TEXHOJIOTHS  JOKYMEHTAI[MOHHOTO  oOecreyeHus
yOpaBieHUsl : DJJIEKTpoHHOe YyueOHoe tmocooue / coct. C.E. MumeHun ;
MunucrepctBo obOpazoBanusi U Hayku Poccuiickoit ®eneparuu, DenepanbHoe
rocyapcTBeHHOe  OMO/KeTHOE  00pa3oBaTelbHOE  YUPEXKACHHE  BBICIIETO
oOpazoBanus «KeMepoBCKHii TOCYIapCTBEHHBINH YHUBEPCUTETY», THCTUTYT ucTOpUU
u 1p. - Kemepoo : KemepoBckuil rocy1apcTBeHHbIN yHUBEpCcUTET, 2016. - 478 c. -
bubmuorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe [DnekTpoHHBIM pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=481592

2. Tpodumona, O.B. OcHOBBI A€IOBOr0 mHUChbMa : ydyeOHOe mnocodue /
O.B. Tpojpumona, E.B. Kynuuk ; MunucTepcTBO 00pa3oBaHus U HAYKH
Poccuiickoit @enepannn, TroMEHCKHI rOCYTapCTBEHHBI YHUBEPCHUTET. - 4-€ U31.,
ctep. - Mocksa : U3parensctBo «@nunTay, 2016. - 305 c. : Tabin. - bubauorp. B KH.
- ISBN  978-5-9765-0930-6 ; To e [DaexkTpoHHBIH  pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=57968

3. JlokyMeHTaImoHHOE O0eCIIeUeHHe YIIpaBIeHHs : yudeOHOe mocodure / CoCT.
C.I'. YepnoBa ; HoBocuOHWpckHil TOCYyIapCTBEHHBIM arpapHblii YHUBEPCHUTET,
Oxonomuueckuit pakynbrer. - HoBocubupcek : U1 «3omotoi komocy», 2014. - 106 c.

: cxem., Tabn. - bubmuorp. B kH. ; To xe [DneKkTpoHHBIM pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=278155

6.1.2. CniMCOK J0NIOJIHUTEJIbHOM JIUTEPATYPhbI
1. PeibaxoB, A.E. OcHoBBI aenonpon3BojacTBa : yueOonuk / A.E. Pribakos. - 3-e

u3a., ucnp. - Munck : PUIIO, 2016. - 320 c. - bubmuorp. B kH. - ISBN 978-985-
503-606-8 ; To xKe [DeKTpOHHBII pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=463666

2. I'punb6epr, A.C. JIokyMeHTallMOHHOE 00eCIieYeHUE YIPaBICHUS | YUeOHUK /

A.C. I'punbepr, H.H. I'op6aués, O.A. Myxametmmna. - Mocksa : FOuutn-/lana,
2015. - 391 c. : Tabx., rpad., ui., cxemsl - budmmorp.: ¢. 382-383 - ISBN 978-5-
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238-01770-9 ; To e [DneKTpoHHBIHN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=115031

6.2. Pecypchl nHGOPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTn «AHTEepHET»

B cooTBercTBHM < C  JIMIICH3WMOHHBIMH  HOpMAaTWBaMH  OOeCIIeUeHUS
OUOIMOTEYHO-UH(POPMAITTOHHBIMH pecypcamu o6ubnnoTeka OpraHu3yeT
VHIMBHUIYAJIbHBIN HEOTPAaHUYCHHBIN JOCTYI U3 JI000M TOYKH, B KOTOPOW MMEETCs
IoCcTyn K ceTu MHTepHeT, Kk yuyeOHbIM MarepuaiaM JIEKTPOHHO-OMOIMOTEUHBIX
cucteMm (ObC):

1. ObC «YuuBepcuterckas Oubmmorexa owmaitn». WsnarensctBo: OO0
«HexkcMenua». IlpuHamiekHOCTh cTOpoHHsSS. WWWw.biblioclub.ru. Koaudectso
Kirouelt (moss3oBateneit): 100% on-line. Xapakrepuctuku Ondnmorednoro ¢onna,
JIOCTYT K KOTOPOMY TIPEI0CTaBISIETCS JOTOBOPOM: JOCTYIl K 6azoBoi yactu IbC.

2. ObBC «M3parenbctBo Ilmanera My3bIKH». OJIEKTPOHHO-OMOIMOTEUHAS
cucreMa OOO «M3marensctBo IINIAHETA MY3bBIKM». IlpuHaaiexHOCTb
cropoHHsist. Www.e.lanbook.com. KonuuectBo kimrodeii (moss3oBareneii): 100% on-
line. Xapakrepuctuku  OuOmMoTeyHoro  (oHma, JOCTYI K  KOTOPOMY
MIPEIOCTABIISICTCS JOTOBOPOM: JTOCTYIT K KOJIEKIMsIM: «My3blka u Teatpy, «barer.
Taneu. Xopeorpadgus».

3. b/l Onexrponnas Cucrema «Kynbrypa». ba3a [laHHBIX DOieKTpOHHAas
Cucrema «Kynbrypay. [IpuHamiexxHocTs cTopoHHss. http://www.e-mcfr.ru.

4. Web HWPBUC XabapoBckuii TOCYIapCTBEHHBI HHCTHUTYT HCKYCCTB H
KyJbTYPHI (3JIEKTPOHHBIN KaTayor). MexIyHapoiHasi acCcoIaIus Mojib30BaTenei u
pa3pabOTUMKOB AJEKTPOHHBIX OMOIMOTEK M HOBBIX MH(POPMAIMOHHBIX TEXHOJIOTUHN
(accormarst OBHUT). [punannesxuocTs croponnss. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snektponnas Oubmuorexka. OOO Hayunas
SJIeKTpOHHast OmOmuoreka. IlpuHamnexHOoCcTh  cTOpoHHssA.  http://elibrary.ru/
JIunensnonnoe cormamienue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

6. DnextpoHHo-O6mbMMoTeuHas cuctema ®PI'BOY BO «XT'MK». ®I'bOY BO
«XT'UK». [TpunaanexxHocTs coocTBeHHas. JIokanbHbIN mocTy. http://carta.hgiik.ru.
[Tpuka3 no Uucturyty Ne 213-06 ot 07.10.2013 .

7. EnvHOE OKHO JOCTyNa K O0pa3oBaTeNbHBIM pecypcaMm. ODJIEKTPOHHAas
oubmuorexka. ®I'AY I'HUU UTT «Mudpopmukay, MunucrepctBo o0pa3oBaHUs U
HayKu P®. [IprHaIEeKHOCTD CTOPOHHSIS. CBoOoaHBIN JTOCTYIL.
http://window.edu.ru

8. Emunas xomnekuus [udposeix OOpazoBarenvhbix PecypcoB. OI'AY
'HUNU UTT «Uudopmukay. IlpunannexHocts cropoHHss. CBOOOAHBINA TOCTYII.
http://school-collection.edu.ru

9. @enpepanbHBIi IEHTP HUHPOPMAITMOHHO-O00PA30BATEIBHBIX PECYpPCOB.
®denepanbHbIi  1IEHTP HHPOpPMAIMOHHO- oOpa3zoBarenbHbIX pecypcoB, DI'AY
'HUNU UTT «Uudopmukay. IlpunannexxHocts cropoHHss. CBOOOIHBIN TOCTYII.
http://fcior.edu.ru

JIJIsl TIONTOTOBKM KYPCOBBIX, BBITYCKHBIX M HAyYHBIX PabOT oOydaromuecs
MOT'YT HCIOJIb30BaTh MOJHOTEKCTOBYI0 0a3y naHHeix WebofScience. Pexum
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JOCTyMa: DJIGKTPOHHBIM, W3 BHYTPEHHEW ceth uHCTUTYTA. OduiuanbHbIN
caiit: webofknowledge.com

6.3.ndopmaniuoOHHbIEC TEXHOJIOTHH, IPOrPAMMHOE O0ecliedyeHUue U
HH(OPMALMOHHBIE CNIPABOYHbIE CHCTEMBI

[IporpamMmMHO-uHQOpMAIIMOHHOE ~ o0ecrieyeHne  ydeOHOro  mporecca
COOTBETCTBYET TpeOOBaHMAM (henepasbHOr0 TOCYyIapCTBEHHOTO 00pa30BaTEIILHOTO
cTaHjapra.

JIJist mpoBeZIeHUsT 3aHSATHI JIEKIIMOHHOTO THUIIA, 3aHATHM CEMHHAPCKOTO THUIIA,
3aHSATHI MPAKTUUECKOTO THUIIA, TPYNIOBBIX KOHCYJbTAlUM, TEKYIIETO KOHTPOJS U
MPOMEXKYTOUHOM  aTTecTalliM  MCHOJB3YeTCs  CJEAyIolllee  MPOrpaMMHOE
obecrieyeHue:

—JHUIIEH3MOHHOE MPONPUETAPHOE MPOrPaMMHOE 00ecTIeueHuE:

Microsoft Windows

Microsoft Office (B cocraB makera Bxoxsar:. Word, Excel, PowerPoint,
FrontPage, Access)

Adobe Creative Suite 6 Master Collection (B cocraB makera BXOJST:
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);

—CBOOOJTHO pacIpoCcTpaHsIeMOe IPOrpaMMHOE 0OECTICUCHHE:

Ha6op oduchbix nporpamm Libre Office

aynuonpourpsiBatens AIMP

BuneonpourpeiBarenb Windows Media Classic

uHTepHeT-Opay3ep Chrome.

JIs caMOCTOSITEIbHOM MOJATOTOBKUA CTYACHTOB K 3aHITHUSIM IO JTUCIUIUIMHE
TpeOyeTcss oOpamieHue K mporpaMMHoMy obOecnedenutro Microsoft Windows,
MicrosoftOffice, B ToM unciie 1y TOATOTOBKU MYJbTUMEAUNHBIX MPE3eHTAUN 110
TeMaM CceMUHapoB B nporpamme PowerPoint. Jlns co3pmaHus KOHEYHBIX
HEpPEJaKTUPYEMbIX BEpCHUM TOKYMEHTa PEKOMEHAYETCs UCToIb30BaTh AcrobatXPro,
Bxoasuui B coctaB nakera AdobeCreativeSuite 6 MasterCollection.

[Ipyu wu3ydeHHH JUCHMIUIUHBI OOydYarolmuecs HWMEIT BO3MOXXHOCTh
UCIIOJIb30BaHUsI MH(OPMAIMOHHO-CIIPAaBOUHBIX cucTeM «KynbTypa» u «["apanty,
Bcepoccuiickyto oTpacieByto cripaBouHyto cuctemy «ubopmuoy, pedepaTuBHBIX
U oubnmuomeTpuuecknux  0a3  JAHHBIX  PEIEH3UPYEMOW  JIUTEpaTyphl
WebofSciencenScopus, B COOTBETCTBUU C 3aKITIOYSHHBIMH JIOTOBOPaMHU.

Ha Bcex koMmprOTEpax B WHCTUTYTE YCTAaHOBJIICHO JIMIIEH3MOHHOE
aHTUBUpYycHOe mnporpamMmmHoe obecneyenne Kaspesky Endpoint Security.
Heo6xonumpiM ycnoBueM HHGOPMAIMOHHONW OE€30MaCHOCTH WHCTUTYTa SBISETCS
oOsi3aTesibHasl TPOBEpPKAa Ha HAJIWMYME BHUPYCOB BHEIIHUX HOCHUTEJIEH TMepes ux
ucrnoss3oBanueM ¢ nomonipio Kaspesky End point Security.
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[lepeunciienHoe nmporpaMMHOe oOecrieueHrne OOHOBJISIETCS MO MEpE BBIXOa

HOBBIX BEPCUH ITPOTPAMM B PAMKAaX COOTBETCTBYIOLIUX JIMIIEH3UU U COTTIAICHUN.
6.4. MarepuajJbHO-TEXHUYECKasA 0a3a

MarepuanbHO-TEXHUYECKOE  OOECIEYEeHUE  peaM3yeMOM  JUCUUIUIMHBI
COOTBETCTBYET TpeOOBaHUAM (henepatbHOr0 TOCYyIapCTBEHHOTO 00pa30BaTEIHHOTO
cTaHaapra.

JIns mpoBeAeHUs 3aHATHMN JIEKIIMOHHOTO THUIIA, 3aHATUHA CEMUHAPCKOIO THUIIA,
3aHATHI MPAKTUYECKOTO THUIIA, TPYNIOBBIX KOHCYJIbTAlUMA, TEKYIIETO KOHTPOJIS U
MPOMEKYTOUYHOM aTTecTallud B Yy4eOHOM TMPOIECCE AKTUBHO MCHOJIB3YIOTCS
CJIeIyIOUIUe CreaIbHbIe TOMEIICHUS:

- aymutopuun 211, 215-6, 213-a ocHalEeHbl  MYJIbTUMEIUHHBIMHU
MPE3EHTAMOHHBIMU KOMIUIEKCAMU B COCTaBE MPOEKTOPA, aKTUBHON aKyCTHYECKOM
CUCTEMBI, TEPCOHAJIBLHOTO  KOMIIBIOTEpA; CTOJAMH, CTYJIbSIMH, CTOJAMH
NUCbMEHHBIMU U1 TpernojiaBareyield, JIOCKAMH  HACTEHHBIMH,  JIOCKAMH
ayJIUTOPHBIMH.

JUist caMOoCTOSTENbHOM PabOThl CTYAEHTOB M BBINOJIHEHUS KYpPCOBBIX padoT
npeaHazHaueHa ayautopuss 209 (yuTtanbHbIN 3a70 OMOIMOTEKH) C TOAKIIOUCHUEM K
ceTu «HTEpHET» U JOCTYIIOM B 3JIEKTPOHHYIO MH(DPOPMAIMOHHO-00PA30BaATENBHYIO

cpelly By3a, O0O0OpYIOBaHHYIO MIEPCOHAIBHBIMHA ~ KOMIIBIOTEPAMHU, CTOJIAMH,
CTYJbSIMH, KHWKHBIMH INKadamM#, KHHKHBIM M JOKYMEHTAJIBbHBIM (DOHIOM,
TEJIEBU30POM.

[Ipu HeoOXoguMOCTH B Y4YEOHOM TIPOLIECCE MCMOJB3YIOTCS KOMILUIEKTHI
MEPEHOCHBIX JIEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOEKTOP, IKPaH).

Bce kommbroTepsl MHCTUTYTa 00BEIMHEHBI B JTIOKAIBHYIO CETh, C KAXI0TO U3
HUX BO3MOXEH BBIXOJ B Tio0OanbHyro ceTb MHTepHer. MHCTUTYT HCHONB3YEeT
BBIJICJICHHBIN KaHa co ckopocThio 10 M6/c. JIyist CTyIeHTOB UMEETCSl BO3MOKHOCTh
BbIXOJa B ceTh VHTepHET ¢ MOOMJIBHBIX YCTpOMCTB mocpenctBoM cetu WiFi,
KOTOpasi yCTaHOBJICHA B YATAIBLHOM 3aje MHCcTuTyTA.

IIpoBenenune nekuuii no aucuumuinHe «JJOY» compoBoxkaaercs crnaiia-
MPE3CHTAIUSMH.

7. OCOBEHHOCTHU OBYYEHUSA UHBAJINJ1OB U JIUI C
OI'PAHUYEHHBIMHU BO3ZMOXKHOCTSAMMU 310POBbS

B mporiecce u3ydeHus: TUCHMUIUIMHBI U OCYIIECTBICHUS MPOLIEAYP TEKYIETo
KOHTPOJISI YCIIEBAEMOCTM M NPOMEXKYTOYHOM aTTecTallud HWHBAJUIOB U JIUI[ C
OTPAHUYECHHBIMH BO3MOYKHOCTSIMU  3JI0POBbSI TIPUMEHSIOTCS — aJalTUPOBAHHBIE
dbopMbl  00yueHHS C Y4YETOM HWHIUBUIYAIbHBIX  TCUXO(PHU3UOIOTHIECKUX
0COOEHHOCTEH.

OOyuenue JMIl C OrPAaHUYEHHBIMH BO3MOXKHOCTSIMU ¥  HWHBAJIHUJIOB
OpraHU3yeTCsl KaK COBMECTHO C JIPYTMMH OOYyYalOIIMMHCS Ha JIEKIIMOHHBIX H
MPAKTUYECKUX 3aHITHUSAX, TaK U MO WHIUBUAYAIbHOMY yueOHOMY IutaHy. Bo Bpems
MPUEMHON KaMIIaHWU, a TaKXKe BO BpPEMs CAa4M Pa3IMUHbIX (POpM MPOMEKYTOUHON
U TOCYAapCTBEHHOW WTOTOBOW arTecTtanu B MHCTUTYTE cO3/1aHbl HEOOXOIUMBIE
YCIOBUSL JUIsl OKa3aHUs TEXHUYECKOW TIOMOIIM WHBAIMJIAM W JUIAM C
OTPAaHUYECHHBIMH BO3MOXXHOCTSIMU 37I0pPOBBSl (MU HEOOXOIUMOCTU MOXKET OBITh
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JOMYUIEHO TMPUCYTCTBHE B ayJAUTOPUM ACCHUCTEHTOB, COIPOBOXKIAIOIIUX JIHII,
cO0aKU-MOBOABIPSA U T.I1.).

OOyuvaromuecs W3 4YWCIA HWHBAIWAOB W JIMI C OTPaHUYCHHBIMH
BO3MOXKHOCTSIMH  3/I0POBbSI, TpU HEOOXOAMMOCTH, MOTYT OBITb OOECHEUEHBI
AIIEKTPOHHBIMU UM TI€YaTHBIMH O0Opa30BaTEIbHBIMU pPECYypCaMU C YYE€TOM UX
WHIUBUIYAIBHBIX TOTpeOHOCTe. [l peanusauud JOCTYNHOW Cpelapl MpH
HEOOXOJMMOCTH B y4eOHOM IIpoliecce MOTYT OBITh 3a/JeCTBOBAaHbI JJOKYMEHT-
KaMmepa JJid YBEJIMYEHUS TEKCTOBBIX (DPAarMEHTOB U M300paKEHUU (ISl JIUIL C
HapyLIEHUSMU  3pEHHs)) ©  MEePEeHOCHAs  HHIAYKIMOHHAs  cuUcTeMa  JyIsd
cnabocnpimamumx  «Mctok» A2 co BCTPOEHHBIM IUJICEPOM — 3BYKOBBIM
nH(pOpMaTOPOM.

ObC  «YHuBepcuterckas  OuOIMOTEKa  OHJIAWH»  MPEJOCTABIISIET
oOyvaromumcsi ¢ OB3 (o 3peHuio) psall BO3MOXKHOCTEW nJisi obecrieueHus
addexTrBHOCTH Tporiecca oOyuyeHus. IIpu uTeHun wmacmtad CTpaHUIlBl caiiTa
MO>XHO YBEJIMYHUTh C MOMOUIBIO CIEHHAIBHOIO 3HA4yKa Ha TJIABHOW CTpaHUIE.
MO0>KHO KCIIOIB30BAThH MOJHOAKPAHHBIN PEKUM O0TOOpaKEHUS KHUTH WK BKIOYUTh
O3BYYHMBAHUE HEIMOCPEJICTBEHHO C CaiiTa MNpU MOMOIIM MPOrpaMM 3KPAHHOIO
nocryna (Hanpumep, Jaws , «Balabolkay). CxaunBaembie ¢parmeHTsl B (hopmarte
pdf, uMerore BICOKOE Ka4eCTBO, MOTYT UCIOJIb30BaThCs TU(DIOMPOrpaMMaMHt ISt
rOJIOCOBOTO O3BYYHMBAHUSI TEKCTOB, MOTYT OBITh 3arpy:Ke€Hbl B TH(QIIOILIIEEPHI, a
TaK)K€ CKOMMMPOBaHbI Ha JIF000€ YCTPOMCTBO 11 KOM(OPTHOTO YTEHUS.

Cepeuc OBC «lluTaTHUK» NOMOraeT I0Jb30BATEII0 W3BJIEYb LUTATy M
aBTOMATUYECKH (POPMHUPYET KOPPEKTHYIO OHUOIMOrpauyecKyro CChUIKY, YTO
OCOOCHHO aKTyalbHO JJIsl JIUI[ C OIPaHUYEHHBIMU BO3MOXHOCTSMHU M OOJerdaer
IPOLIECC HAMKUCAHUS KypCOBOM MU BBITYCKHOM KBaIU(PUKAITMOHHOMN pabOTHI.

Jlist monroroBku K 3aHaTHsIM oOydarontuecs ¢ OB3 (mo 3peHuio) Moryr
UCIOJB30BaTh MoOuibHOe mnpwioxkenue OBC «Jlanby, mnpegHa3HaueHHOE IS
O3BYYMBAHUSI TEKCTa KHUTH. PexuMm pgoctyna: >JIeKTPOHHBIA, MPHUIIOKEHHE
CKayuBaeTcsd 00y4arouuMcs caMOCTOATENbHO ¢ caiTa e.lanbook.ru, HeoOxogmmoe
ycioBue: ObITh 3apeructpupoBaHHbiM B ObC «Jlanwby. Mcnonb3yercs cBOOOIHO
pacrpocTpaHsiemasl mporpamma 3kpaHaoro npocrymna Nvda.

[TonpoOHee 00 opraHuzanuu JOCTYIMHOM Cpeabl CM. COOTBETCTBYIOIIUMN
paszesl OCHOBHOM MpodheCCHOHAIBHOM 00pa30BaTeIbHOM MPOrpaMMBI.
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