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1. OBIIIME CBEJEHUSA O IUCHUIIJIMHE

1.1. HamMeHoBaHue TUCIUIIIIHHBI

PabGouast mporpamma AuCHUIUIMHBI «JlIOKyMEHTAIIMOHHOE OOecTeueHne
yIOpaBJICHHs» TpeAHa3HAaYeHa MJisi CTYJICHTOB, OOYYAIOIIMXCS I10 HAMpPaBIICHUIO
nonrotoBku 51.04.06 «bubnuoreuno-uHpopmaronHas AeaTeIbHOCTEY (MIPoduih
«MeHemKMeHT OuOIMOTeUHO-NH(GOPMAIIMOHHON NESITEIbHOCTHY), B COOTBETCTBHH
c @enepanbHBIM TOCYAAPCTBEHHBIM OOpPa30BATEIBHBIM CTAHIAPTOM BBICIIIETO
oOpazoBanuss — OakamaBpwar 10 HampaBieHuro moAarotoBku 51.04.06
«bubnroreyHo-uHPOPMALIMOHHASL  ACSATENBHOCTDY», YTBEPKIAEHHBIM  MPUKA30M
MunucrepctBa oOpa3zoBanust U Hayku P®D ot 06.12.2017 Ne 1182, ¢ yuerom
npoecCHOHANbHBIX ~ CTaHJIAPTOB,  COOTBETCTBYIOIIUMX  TpodeccroHaIbHOM
JESATEIbHOCTH BBIITYCKHUKOB.

1.2 MecTo TUCHUIUINHBI B CTPYKTYpPe 00pa30BaTeibHOI MPOrpaMMbl

VYyeOHass aucuumiuHa «J/lokymMeHTalmoHHoe oOecnedyeHue YIpaBICHUS
(uanexc b1.B.08) oTHOCHTCS K YacTH y4yeOHOro IuUlaHa MOJATOTOBKM OakajlaBpoOB,
(bOopMHpYEMBIX YYACTHHUKAMU OOpa30BaTENIbHBIX OTHOIICHWN IO HANpaBJICHUIO
oAroToBku 51.04.06 «budauoTeyHO-UHPOPMALMOHHAA AeATEIbHOCTb)»

Kypc sBisiercss OCHOBOM MJii M3Y4YEHUsI TEOPETUYECKUX, METOJUYECKUX H
OpraHU3allMOHHBIX BOIPOCOB YIpaBJiCHUS OHOIMOTEUHBIM AesioM. JlucuuminHa
CBA3aHa C O00sA3aTeJIbHBIMUA JUCUUIUIMHAMU Y4Y€OHOro TIUIaHa, TaKUMHU Kak:
«/loxymeHnToBeneHue», «MeHeKMEHT OMOIMOTEYHO-UH(POPMALTUOHHOM
NEATEIbHOCTI.

1.3 Ileaib 0ocBOEHMSI AMCHMILJIMHBI

Leab0 ocBoeHus JUCHMIUIMHBI  «J[OKyMeHTanMoOHHOE oOOecledeHue
yIpaBieHus» ABisieTcsi GopMupoBaHuEe (DyHIAMEHTAIbHBIX, CHCTEMHBIX 3HAHUU O
CUCTEME  YyMNpaBICHYECKUX JOKYMEHTOB B  JEATEIBHOCTH  OMOJMOTEUHO-
WHOOPMAITMOHHBIX  YUpeKJIeHUN. M3ydeHue mpoOieMaTHKd TpeaycMaTpuBaeT
U3yYeHUE HTOM JUCHUIUIMHBI C YYETOM HCTOPHUYECKMX OCOOCHHOCTEH €€
CTAHOBJICHUSI KaK HayKH. OTO COCTaBHas 4YacTb Kypca  YNpaBjiCHUs JTIOObIM
VUPEKICHUEM KYJbTYphl. YTpaBieHYECKass JESITEIBbHOCTh B  OpraHu3aluu
OMOJIMOTEUHOTO Jiesla TpeOyeT OT pyKOBOJUTEIISI YMEHUS pab0OTaTh ¢ IOKYMEHTaMH,
YMEHHUSI OpTaHU30BaTh paboTy CIIyx)0 JoKyMeHTanuu. [loaTomy B TeMaTtuky Kypca
BXOJISIT TIPOOJIEMBI JIOKYMEHTHUPOBAHUS JIEATEILHOCTH COBPEMEHHOM OpraHHu3alliy,
['OCT(»1) 1 cTaHAAPTHI 110 JOKYMEHTAIIMH, OPTaHU3aIUs paObOThI C TOKYMEHTAMH H
BOIPOCHI X COXPAHHOCTH.

3agaum kypca:

- 00eCTIeUHTh CTYJCHTY 3HAaHUE TEOPETUICCKUX OCHOB JICIOMPOU3BOICTBA;
- JaTh CTyJACHTaM CHCTEMHOE TMPEACTaBICHUE O Pa3BUTHH JOKYMEHTOB,
JOKYMEHTAIlMU, O COCTaB€ CIYy)XEOHBIX JIOKYMEHTOB, OCOOEHHOCTSX HX
o(opMIICHHSI B COOTBETCTBUU C TIPaBUJIAMH,



4

- IPUBUTH YMEHHE COCTABJIEHUS U OQOPMIICHHUS TOKYMEHTOB B COOTBETCTBUU
C IIpaBUJIAMU B 3aBUCUMOCTHU OT Ha3HAYCHUS;

1.4 Ilnanupyemble pe3yabTaThbl 00y4YeHUs1 JUCHUILVIHMHE «/OKyMeHTallMOHHOe

o0ecreyeHune ynpaBJeHUsD

[TpodeccrnonanbHbie KOMITIETEHITUU CHOPMYIMPOBAHBI HA OCHOBE BHIOPaHHBIX
u3 MpodecCHOHANBHBIX CTaHAAPTOB 000OIIEHHBIX TpyAoBbIX GyHKUUA (OTO),
COOTBETCTBYIOIMUX MPO(PECCHOHATIEHOM AESITEIIBHOCTH BBIITYCKHUKOB.

®opMyHPOBKA HNupukaropsl IInanupyemMsble pe3yJbTaThl IPAKTHYECKOM
Kon JTOCTHKEHHUS J1IeATeJIbHOCTH, 00ecneynBalonue
KOMIEeTEeHI[HH N .
KOMIIeTeHIU (¢opMupoBaHNe KOMIeTEeHIMIT
PexoMenayeMble npogeccHOHAJbHbIE KOMIIETEHIIUHT
K-8 Croco6HocTh popmupoBats | ITK-8.1. 3HaTh: IIK-8.1 3nats:
1 TIOI/ICPKUBATH OCOOEHHOCTH CUCTEMBI - 'OCT(s1) 1 cTaHAapTHl 1O JOKYMEHTAIIHH,
palMOHATIBHYIO CUCTEMY JOKYMEHTUPOBaHUS - Ipo0JIEMbI OpraHU3aluK PabOTHI C
JOKYMCHTAalUOHHOT'O JACATCIIBHOCTHU JOKYMEHTaMU U BOIIPOCHI UX COXPAHHOCTH;
oOecreyeHus COBpPEMEHHOU - OCHOBHBIE TEHJCHLMU M IPOOJIEMBI
OpraHu3anuy, pasBurus cuctemsl JI0Y;
- ¢pyHkumu ciayxosr JI0Y;
- TEOpPETHICCKHE OCHOBBI
JIOKYMEHTOIIPOHU3BOJICTBA I OCHOBHBIE (DOPMEI
JIOKyMEHTOB;
- OpPraHu3anrio JOKYMEHTOO0OpOTa.
IK-8.2. Ymern: [IK-8.2. Ymern:
* aHAJTM3HPOBAThH - pa30dHpaThCs B COCTABE CITY)KEOHBIX
JIOKyMEHTOTIOTOKH JIOKYMEHTOB, OCOOCHHOCTSX UX O0POPMIICHHUS
YUpexKICHUS U B COOTBETCTBHH C TIPaBUIIAMH;
BEITIOTHATE (PYHKITUH - UCTIOJIB30BaTh Pa3IMIHBIC METOIBI 1
JIOKYMEHTAIMOHHOTO IIPUEMBI IIPUHSATUS YIIPABICHYECKUX PEILICHUH
obOecrieueHHUS. ¢ ucnosib3oBanueM cucteMsl OV

I1K-8.3. Biagern
HABBIKAMM:

CO3JIaHus
JICITOTIPOU3BOICTBEHHBIX
JIOKYMEHTOB,
CTaHIAPTHBIX IS
OMOIHOTEYHOI
MPaKTUKH, HA
Ka4eCTBEHHOM YPOBHE

I1K-8.3. Biagers HAaBBIKAMU:

- KBATM(UIMPOBAHHO  UCCIIEJOBAThH
COCTaB I[OKyMeHTaHI/II/I yqpencz[eHmI,
OpraHu3aluy, NpeanpusIThs.

- OpraHu3alluy ¥ BeJIEHUs JAeTONPON3BOICTBA
110 HpeJIJ'IO)KeHI/IHM, 3asaBJICHUSAM, )KaJ'IO6aM
rpaX<aaH.

2. O0béM U coaepxaHue TUCIHUILIAHBI

2.1.006M QTUCHUILTUHBI

[Iporpamma mpemycMaTpuBaeT Kak YTEHHUE JICKIMM, TaK U 3aKperieHUe

3HAHUU

Ha MPAaKTHYCCKUX

3aHATUAX.

Kpome

TOTO, BKJIFOUCHA )51

camMocToATeNbHasg paboTa CTyIeHTOB. B kaudecTBe (POpM KOHTpOJSI 3HAHMM

PEeTyCMOTPEHBI KOHTPOJIbHAs pab0oTa U IK3aMEH.

Bupg yueOHoii padoThI

390

Bceero yacos |

KypcC




Bun yueOHoii padoThI

390

Bcero yacos

KypcC

KonTakTHas padorta (Bcero)

38

B ToMm uucne:

- nexyuu (J13)

10

- cemunapwi (C3)

- npaxmuyueckue (113)

26

- meaxoepynnosvie (MI'3)

- uHousudyaivHole (M3)

- epynnogoe koncyavmuposarue (I)

-UHOUBUAYAIbHOE KOHCYIbmuposarue (M)

CamocrosiTejibHasi paboTa cTyJeHTa (Bcero)

w

CPC

w

KOHTPOJIb

B ToMm uucne:

- 10020MOBKA KYpCo8oll pabomol

- meKywjuil KOHmMpOoJib

- NPOMENCYMOUHbII KOHMPOL (NO020MOSKA K
3auémy/IK3ameny)

Oomasi TpyA0eMKOCThb:
(Bcero 3a4. ea./k0J1-B0 4acoB no ®I'OC)

5/180

Buna npomexyTouyHoii aTrecranuu (3a4er,
IK3aMeH)

Kypc

3auyem

OK3AMEH

2.2. TemaTnyecKuu mjiaH

KoJj-Bo yacoB

KonrakrHas padora

CamocrosiTesibHast padoTa
CTY/IEHTOB

Bcero ayn.
4acoB

@]

=}

st

HanMeHoBaHHe Pa3iesioB =)

Ne U TeM =
n/n (popmupyembie 2
KOMIIETEHIHH) e

=

[~}

[

5]

(2]

3

J3 | C3 | 1I3

Kouncyabrauun

Bcero uacos
CPC

CpPC

KoHTpoJab CPC

npome
TeKyl|
5 JKYTOU
uii .
HBIi

Paspnen 1 Beegenue. [lokymMeHTallUOHHOE

o0ecnevyeHue ynpasjeHHsl Kak yyeOHas JMCHUIIMHA

1.1. | Mecro IOV B cucreme

Buper 6nankos (ITK-8)

Hayk (, [TK-8) 3 ! ! 2 2
1.2.
OcHOBHBIE
KJIaccU(UKaLIu 7 1 1 6 6
nokymentos ( [TK-8)
1.3 Jepxatenu JOKYMEHTOB
(TTK-8) 6 6 6
Pa3gen 2. JIokyMeHT 1 ero peKBU3UTBI
2.1. | T'ocynapcTBeHHbIE
cranaaptsl P6.30 — 97 u
P6.30-2003 — cxoxcTBO M 12 2 2 10 10
pazmuune ( I1K-8)
2.2. | TOCT P 7.0.97-2016), ero
ocobennoctu (ITK-8) 12 2 2 10 10
2.3
Dopmysap JOKyMeHTa. 16 16 16




24. PexBu3uth JAOKYMCHTOB.

(TTK-8) 14 4 4 10 10

2.5 | OpraHu3annuoHHO-
MIPaBOBBIE TOKYMEHTEHI. 19 4 4 15 15
(TIK-9)

2.6. | CopaBoyHoO-
UH(POPMALHOHHBIC U
CIIPaBOYHO- 19 4 4 15 15
AHATUTHYECKUC
nokymenTsl. (ITK-8)

2.7. | OpranuzanoHHo-
pacnopsuTeNbHbIe 19 4 4 15 15
nokyments (ITK-8)

2.8. CTuib u SI3BIK JACJI0BOTO

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

Pa3nen 3. JlokyMeHTHpOBaHHe TPYAOBBIX IPABOOTHOLI CHUIA

ﬂOKyMeHTH IO JINYHOMY

3.1 cocrany(ITK-8) 17 11 1 10 6 6
3amuTa NepcoHaIbHBIX
3.2 nauubix (ITK-8) 2 2 2
33 IS‘I)OMCHKHaTypa nen (ITK- 6 6 6
3.4 | JJoxymenroobopot(ITK-8). 7 1 1 6 6
Texuonorus paboTsI ¢
35 nokymentom (ITK-8) / 1 1 6 6
Kontpons CPC 9 9 9
KoncynbTHpoBaHMe K 3K3aMeHy
1) 2 2
Bcero nmo qucuuniune 180 38 10 - 26 2 142 133 - 9

2. 3. KpaTkoe coiep:kanue pa3iejioB U TeM

Bsenenmue.

Beenenne B Kkypc. PackpeiBaercs mnpenMer, 3adadd, CTPYKTypa Kypcea,
MEXIUCUUIUIMHApHBIE CBsi3u. [loka3piBaeTcsi CBsI3b € OOIEHAyYHBIMH U
uH(OPMAITMOHHBIMU JTUCUUILIMHAMM, c MPaKTHUKON OuOIMOTEUHO-
oubnuorpaduueckoit neareiabHocTd. ONHUCHIBACTCA 3HAUYEHUE JUCLMILIUHBI IS
MOJATOTOBKHU CHELHUATIUCTOB B chepe OMOIMOTEeYHO-UH(POPMALIMOHHOM ESITEIbHOCTH
B COBpPEMEHHbIX ycnoBusx. Jla€rcs 0030p y4eOHOW nuTEpaTypbl M OCHOBHBIX
MCTOYHUKOB MO KypCy.

Paszpnes 1. JlokyMeHTAaLMOHHOE o0ecieyeHHe YIpaBJIeHUsl KaK yueOHas
AUCHUILIMHA
Tema 1.1 Mecto JOY B cucreme HayK.

Onpenenenne  JgokyMeHTa. [IOHATHS — «IOKYMEHT», «HOCHUTEIb
uHbOpMaIIUN», «ECTECTBEHHBIM W MCKYCCTBEHHBIM SI3BIKM JOKYMEHTa.
[IpenmMer u 00BeKT wuccienoBaHus. B3auMocBsizu ¢ TyMaHUTapHBIMU
Haykamu. Crioco0bl gokyMeHTHpoBaHus ((HoTo-, HOHO-TOKYMEHTUPOBAHUE;
PYKOIIMCHBIE JTOKYMEHTHI). JIOKyMEHTBI — HOCUTENIM ONEpPaTUBHON W
PETPOCIIEKTUBHOM MH(POPMAITUH.
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Tema 1.2. OcHOBHBIE KIacCHPUKALMYU JOKYMEHTOB

Knaccudpukanmm MOKyMEHTOB, WX CXOACTBO M pasnuuue. Pasznenenue
JIOKYMEHTOB 10 ¢opMe (TEKCTOBBIC, TpadUUECKUe ayIHOBU3YaIbHBIE), TIO
PEMAKITMOHHO-U3/1aTeIhCKOM MOJITOTOBKE (omyOMKOBaHHEIE,
HEOIyOJIMKOBAaHHBIC), 10 CTENEHU MepepadOTKH (TEPBUYHBIE, BTOPUYHBIC),
MO0 IeJIeBOMY U YHMTATEeIIbCKOMY Ha3HaueHuto u T.1. OdunmanbHbie
JIOKYMEHTHI (HOPMaTHBBI, CTaHIAPTHI, MPEUCKYpaHTHI), WX O0OSI3aTCIbHBIN
XapakTep, pa3eeHre 0 TEPPUTOPUATBHBIM YPOBHIM. DYHKIIMH TOKyMEHTa
— o011ue U creuaibHbIE.

Tema 1.3. [lep:kaTe/ii JOKYMEHTOB

[loHATHE «apXWBHBIM AOKYMEHT». BUabl apXMBOB — roCyJapCTBEHHBIE,
BEJIOMCTBEHHBIE, MEXBEJOMCTBEHHbIE, JIMYHbIE. Buasl TOKyMEHTOB
roCyAapCTBEHHOIO apxuBa: OpraHU3alMOHHO-PACIIOPSAUTEIIBHBIE
JOKYMEHTBI, TBOPYECKHE JOKYMEHTBI, JIMYHBIC ApPXUBBIL. OKCIEPTHU3a
JNOKYMeHTOB. CHucTeMaTu3alys apXuBHBIX IOKYMEHTOB, (POPMUPOBAHUE JIE.
VYyérHble (QOpMBI apXUBHBIX JTOKYMEHTOB. ApXMBBI M apXWUBHbBIC (OHIBI
XabapoBCKOTo Kpasl.

My3eliHble 3KCHOHATbl W My3€iHBIE JOKYMEHTBI — CXOACTBO U
paznuuue. Perucrpanus, MHBEHTapu3alus W KaTajJoru3anus My3€HHBIX
JOKYMEHTOB. YYETHO — XPAHUTEIbCKUE TOKYMEHTHI My3€sl. DTalbl CO3/1aHUS
MY3€MHOM TOKYMEHTALIUH.

bubnuoreka kak aepkarenb TOKyMEHTOB. OCOOCHHOCTH OMOIMOTEUHBIX
JOKYMEHTOB.

Pazgea 2./IoKyMEHT M €ro peKBU3HUThI

Tema 2.1 I'ocyaapcTBeHHBIC CTAHAAPTHI MO TOKYMEHTONIPOU3BOACTBY.
[Ipouieccht ynudukanuu u crapgaptuzaiuu. ['OCT(b1) «YHUbDUIMPOBAHHBIC
CUCTEeMBbl JNOKyMeHTauum» B cucteme nenonpousBogctsa. 'OCT P6.30 — 97 u
I'OCT P6.30-2003 — cxoactBo u paznuuue. Kiaccudukanus JOKyMEHTOB
OpraHU3alnH.

Tema 2.2. ®opmyasip 1okymMeHTa. Buabl 0.1aHKOB
dopmynsp noxkymeHTta. TumoBoit dopmyisip u dopmynsip-oopaszer.  Bumbl
OomankoB. TpeOGoBaHUsI K HCIOJIB30BAHUIO, HU3TOTOBJICHUIO, YYETY M XPaHEHUIO
osankoB ¢ repoamu P® u repdbamu cyobekToB PO.

Tema 2.3. PeKBU3UTBI JOKYMEHTA.

Pa3mepsl mosieil U pacnoyiokeHUe peKBU3UTOB. TpedoBaHUs K 0(OPMIICHUIO
PEKBU3UTOB JOKyMeHTOB. Homenknatypa pen. OTpaxkeHue Kiaccuuxanuu
NOKYMEHTOB B HOMEHKJarype aein. HomeHkiarypa Kak OCHOBHOW YYETHBIN
JOKYMEHT B J1eJI0Npon3BoAcTBE. CTPyKTypa HOMEHKIATYPBHI.

['pynmupoBka JOKYMEHTOB OJHOTO KAJIEHAAPHOIO roja B Aena. JIOKyMEHTBI
MOCTOSIHHOT'O ¥ BPEMEHHOI'O CPOKOB XpaHeHusl. CpOKM XpaHEHHsI TOKYMEHTOB.

Tema 2.4. Oprann3auoHHO-NIPABOBBIE JOKYMEHTBI
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PexkBusutel OIlJl. YcrtaB opraHu3zanmu Kak CBOJ NPaBWI, PETYIUPYIOLIUX
JEATEIbHOCTh OPraHU3alui, X B3aUMOOTHOILIEHU! C APYTUMU OPTraHU3ALMIMU, UX
npaBa W o00s3aHHOCTU. IlonokeHUs, JOJKHOCTHBIE HMHCTPYKLUH, IITATHOE
pacniucanue. I1oyoxeHuss MHAMBUAYaJIbHbIE U TUIIOBBIE.

Tema 2.5. CnipaBouHO-UH(POPMALMOHHBIE U CIIPABOYHO-aHAJTUTHYECKHE
TOKYMEHTBI

C6op u 00paboTka OOBEKTUBHOW M JTOCTOBEPHOW MHGPOpPMAIMU KaK YCIOBHE
YCHEMIHOTO MpoIiecca MPUHATHS YIIpaBiIeHUYEeCKOro pemenus. [Ipotokon, noknaaHas
3alucKa, TMPEeASIoKeHUEe, OOBSCHUTENbHAs 3alicKa, 3asBIICHUE, MPEICTaBJICHUE,
cnpaBka, akT. KpaTkuil mpoTokond, BbIIMCKAa M3 MpOTOKoJa. MH(popMannoHHBIM
O0OMEH C MOMOIIBIO MEePenuCcKu. Bupl ciykeOHON MepenucKu: CirykeOHOe MUCHMO,
TejerpaMma, TenedoHorpamma, pakcorpamma, IeKTpoHHAs mmodta. O0s3aTeIbHBIC
PEKBU3UTHI TMChMa. BUIBI CITyKEOHBIX MHUCEM.

Tema 2.6. Opranu3anMoOHHO-PACTIOPAAUTEIbHbIE TOKYMEHTHI
PacnopsnurenbHas ~ AOKyMmMeHTauMs.  PacnopsiauTenbHble  JOKYMEHTHI,
W3/1aBa€Mble KOJUIETHUAJIBHO — I[IOCTAHOBJICHUS, peElIeHus. PacnopsauTenbHble
JOKYMEHTBI, M3JaBAEMbI€ E€AUHOJMYHO - TIPUKA3bl, YKa3aHUs, PaCIOPSKEHHUS.
PexBu3nThl mpukaza. Buasl npukazos.

Tema 2.7. CTHIb H A3BIK 1€J10BOT0 J0KYMEHTA.

Ocobennoct 0(UIIHAIBHO-/IETTIOBOTO CTHIA. Jlexcuueckue,
MOP(OJIOTUYECKHE W CHHTAKCHYCCKHE CPEJCTBAa S3bIKa TIPH  COCTABJICHHUH
CITy’)KEOHBIX TOKYMEHTOB. TpeOOBaHMSA K TEKCTaM JOKYMEHTOB: TOYHOCTb, SICHOCTH,
JTAKOHUYHOCTb. Ynorpebienue CIIeIMaIbHOU JIEKCUKHU (TEpMUHBI,
npodecCHOHaNM3Mbl ¥ JKaproHHO-TIpo(ecCHOHaNbHBIE  CIIOBa).  YcTapeBmias
JIEKCUKA — apXaum3Mbl WM ucTopu3Mbl. [IpaBuna ymoTpebiieHuss HEOJOTH3MOB H
WHOCTPAHHBIX CJIOB B JICJIOBBIX JIOKyMeHTax. Mcnons3oBanue ab0peBuatyp.

Pa3znen 3. JlIokyMeHTHPOBaHME TPY/AOBbIX NPABOOTHOIIEHUI
Tema 3.1. JIoKyMeHTBI 110 JIHYHOMY COCTABY
JIoKyMeHTBI 10 JIMYHOMY coOcCTaBy (1o mnpuéMmy Ha paboTy, TEpeBOmY,
YBOJIBHEHHIO, TIO O(OPMIICHUIO OTIYCKOB, MOOUIPEHUN U B3bICKaHU). Buasl
JIOKYMEHTOB: 3asIBJICHHE, aHKETa, TPYI0BOM JAOTOBOP (KOHTPAKT), MPUKA3 O IpUEMe,
JMYHAS KapTOUKa, TuYHOE Jeno. [IpaBuna 3anoiHeHrs] aHKETHI.

Tema 3.2. 3ammTa NepCOHANBHBIX JAHHBIX
Kondunenunanbuas undpopmaius. Buasl koHpuaeHmaisHol uHGOpMaIUU.
[ToHsTHEe «IEepCOHANIbHBIE JaHHBIE». 3alllMTa TMEPCOHAJIBHBIX JAHHBIX —
OpraHu3allMOHHAas, TEXHUYECKas, TpaBOBasi, MpOrpaMMHO-MaTeMaTUIECKasl.

Tema 3.3. lokymMmeHTO0O0pPOT
Opranmsanusi JeJIOMPOU3BOACTBEHHON CIIy>KObI Tpennpusitus. Bxopsmiue,
HUCXOOAIINEC, BHYTPCHHHUC HOOKYMCHTHI. OcHOBHEIE mapamMcCTphbl n COACPIKAHUC
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TOKyMeHTOnoToka. CTpyKTypa AOKYMEHTONOTOKa. Perucrpanusi JOKYMEHTOB.
dopmupoBanue nen. Ucnonb3oBanue [19BM B 10KyMEHTAIlMOHHOM OO€CIICUCHHUH
ynpasiieHus. ParmonanapHas cucteMa JOKyMEHTO000poTa.

Tema 3.4. TexHoJsiorusi padoTbl € JOKYMEHTOM
TexHonornyeckas IemMmoYKa ONEpPALMii: COCTaBIIEHHWE MPOEKTa JOKYMEHTA,
COrJIaCOBaHME TMPOEKTA, YTBEPXKICHUE JTOKYMEHTa PYKOBOJUTENEM; NpUEM U
IPEIBAPUTEIILHOE PACCMOTPEHHE JOKYMEHTAa  PYKOBOJCTBOM, MCIIOJHEHUE H
KOHTPOJIb UCTIOJIHeHUS, (popMupoBaHue nei. KoHTpOIh UCTIOTHEHUS TOKYMEHTOB.
CpOoKH UCTIOJIHEHUS] JOKYMEHTOB.

3. YYEBHO-METOJHYECKOE OBECIIEYEHUE TS
CAMOCTOSITEJBLHOM PABOTBI OBYYAIOLIUXCS o
JTUCHUILIAHE

3.1. o yyeOHOMY IUIAHY CEMHHAPBHI He MPEAYCMOTPEHbI
3.2. Il.1anbl NPAKTHYECKUX 3aHATHIH

CTYI[CHTBI BBIITIOJIHAKOT IPAKTHUYCCKUC 3aJaHusl KaK 1104 PYKOBOACTBOM
neaarora, Tak M CaMOCTOATCIBbHO, ITOCJIC KOHCYJIbTAallMKM C IIPCIIOJaBaTCIICM M
MMOJYy4YCHUA peKOMCHI[aI_[I/Iﬁ II0 UX BBIIMOJIHCHUIO.

CTy,Z[eHTBI IIpu IIOATOTOBKC K HpaKTH‘{eCKOﬁ pa60Te JOJIDKHBI ITOBTOPUTH
H@KI.[HOHHBII?I MaTrcpual M CaMOCTOATCIIbBHO HN3YUYHUTH BOIIPOCHI, CBA3aHHBIC C
CO3TaHUCM JOKYMCHTOB OpraHu3aliu.

IMpakTuyeckue 3anustus 1 - 3.

K paszaeay «/loKyMeHT ¥ ero peKBU3UTHD)

IHpopomxurenbHoCTh - 16 yacos

Hear 3aHATHMH: [OpUOOpPETEHHUE  MPAKTUYECKUX  HABBIKOB  COCTABJICHUS
OpraHU3allMOHHBIX,  PACIOPSAIUTENIBbHBIX W WH(POPMAIMOHHO-CIPABOYHBIX
JIOKYMEHTOB

Il1aH npakTU4ecKuXx 3aHATHH:

1. CocraBnenue YcraBa OpraHu3aliM, IITATHOTO pPacHUCAHUS, JAOJKHOCTHBIX
WHCTPYKLIHM

2. CocraBiieHHE TPUKA30B 110 OCHOBHOW JEATEIHLHOCTH, IMPOTOKOJIA O0OIIero
cobpaHms

3. CocraBiieHH€e TOKIAIHON 3aMUCKU

4. CocraBiieHUE TUCbMa-IIPETEH3UU HA HEKAYECTBEHHBIN TOBAP

B pamMkax mpakTHuecKkoro 3aHsITUs NPOBOAUTCS AesioBasi urpa «Co3aaii cBoé
JAeJIO»: TOJrOTOBKA CTYACHTAMH OCHOBHBIM  YUPEIUTEIBbHBIX JIOKYMEHTOB
co3maBaemMoro mnpeanpusTus. Crenyrouid stam -  pa3paboTka JTOKYMEHTOB,
HEOOXOJIMMBIX JIJII OpTraHU3allUd MPOU3BOJICTBEHHO-XO03IMCTBEHHON AEATEIbHOCTH
npeanpusatTus. B 3akiroueHue MNPOU3BOAMTCS MOATOTOBKA Namnku «Jlemo» s
OIICHKH Ka4eCTBa JIOKYMEHTOB.
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IIpakTuyeckoe 3ansaTue 4

K pa3neny «/lokymMeHTHpOBaHUE TPYAOBbIX PABOOTHOIIEHHID)

Tema «Ilopsaaok ABUKeHHS JOKYMEHTOB B OPraHU3alMu)
IIponosxureabHOCTD - 10 yaca

Heap 3aHsATHSI: TpUOOpPETEHHE MNPAKTUYECKUX HABBIKOB IO JIOKYMEHTOOOOPOTY
OopraHu3aIyu

Il1aH NpakTH4ecKOro 3aHATHUS:

CocraBiieHUE CXEMBbI ABWKEHUS] BHYTPEHHUX, UCXOSIINX U BXOJAIINX JOKYMEHTOB
B OMOJIIMOTEKE

HesoBasgs  urpa  «JlOKyMeHT0000pPOT ¥  ero  OpraHu3amus».
PaccmarpuBaercss HOpMaTUBHO-METONYECKAs PErNIAMEHTALNs TOKYMEHTOO00pOTa.
N3y4daroTcst 1 00CYKIal0TCsl OCHOBHBIE IPaBUJla OpraHU3alK JTOKYMEHTO000pOTa
Ha NPEINPUATUH, BBISBISAIOTCS KaU€CTBEHHbIE XapaKTEPUCTUKU JOKYMEHTO0O0pOTA.
CTyneHThl KJIacCUPUIUPYIOT JOKYMEHTOIIOTOKH: TOPU30HTANIbHBIE, BEPTHUKAJIbHBIE,
BOCXOJSIIME, HUCXOAUINE, BXOIAIIME, UCXOAdIue U BHyTpeHHue. [IpousBoaurcs
moACYET 00BEMA IOKYMEHTO000POTA.

JUisi TOoNMy4eHusT NPAaKTUYECKUX HABBIKOB II0 JAaHHOM TEME CTyAEHTaM
npejiaraeTcs pa3padboTaTh CXeMy JOKYMEHTOO00pOTa JIsl KOHKPETHOM OMOINOTEKH.

[TogroroBka u yuactue B aeqoBoil urpe «OdopmieHue JOKYMEHTOB 110
Ka/IPOBOMY COCTaBY». B XoJ€ 1e10BOM UTPhI CTYJAEHTHI MOTY4YaloT MPAKTHYECKHUE
HaBBIKM O(OpPMIIEHHSI JOKYMEHTOB TIpU MpUEME, YBOJBHEHUH U MEPEBOAC
pabOTHHKA Ha JIPYTyI0 JOJKHOCTh; TPYAOBBIX KOHTPAKTOB; MPUKA30B MO JUYHOMY
coctaBy. M3y4atoT OCHOBHbIE€ PEKBU3UTHI JOKYMEHTOB U MpPaBUIIa UX O()OPMIICHHUS.
CooOmarorcst cBeieHHsI O TpaBWiIaxX OQOPMIIEHUS TPYAOBBIX KHUKEK, JIMYHBIX
KapTOYeK, JINYHBIX JIe]1 paOOTHUKOB.

3.3. Bonnpochl AJ151 CAMOKOHTPOJIS 110 pa3jaesiaM M CHUNIMHbI

Pazgea 1. lokyMeHTAIMOHHOE 00ecnievyeHre YIIPABJICHUA KaK yueOHast

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

UH(GOpPMAIIUNY, «ECTECTBEHHBIN U UCKYCCTBEHHBIN SI3bIKU JOKYMEHTA.

CrocoObl JOKYMEHTHPOBAHUS

Knaccudukanmy J0OKyMEHTOB, UX CXOJCTBO U pa3jinyue.

@DyHKIMU JOKYMEHTA — O0IIME U CIeUaIbHbIE.

[loHATHE «apXUBHBIA JOKYMEHT).

Bunbt apXUBOB — roCcy/1apCTBEHHbIE, BEJIOMCTBEHHBIE,

MEXBEJIOMCTBEHHbIE, TUYHBIE.

7. Buasl JOKYMEHTOB TOCYAApCTBEHHOIO AapXWBa: OPraHU3alUOHHO-
pacnopsIuTENbHbIE JTOKYMEHTBI, TBOPYECKHME JOKYMEHTBI, JIMYHbIE
apXuBbl. JKCIEPTH3A TOKYMEHTOB.

8. Cucremaruzaldsi apXUBHBIX JOKYMEHTOB, (OpPMHUpOBaHUE €Il
VYyérHble POpPMBI APXUBHBIX JJOKYMEHTOB.

9. ApxwuBsl 1 apxuBHbIE POHIEI XaOapOBCKOTO Kpas.

ok own
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10.My3eliHble SKCIOHATBl M My3€WHbIE JOKYMEHTHI — CXOJCTBO H
paznuune. Peructpariusi, ”HBEHTapU3alKs U KaTaJIOrU3alus My3eiHbIX
JOKYMEHTOB. YUETHO — XpaHUTEIbCKHE JIOKYMEHTHI My3e€s. ODTallbl
CO3/IaHUsI My3eHHON JOKYMEHTAIIUH.

11.bubnuoreka KakK JepKaTEIIb JIOKYMEHTOB. OcoOennoctu
OMOJIMOTEUHBIX JIOKYMEHTOB.

Pa3znea 2./IoKyMEHT M €ro peKBU3HThI

12.T'ocynapcTBeHHBIE CTAaHAAPTHI MO TOKYMEHTOIPOU3BOICTBY.

13.I1poreccol yHU(DUKAIMK U CTAaHIAPTH3AIIH.

14 . Knaccuduxaims 10KyMEHTOB OpraHU3aI|H.

15.@opMysip TOKyMEHTA.

16.TunoBoii popmyisip u hopmysp-oopaserr.

17.Bunpr 6mankoB. TpeOoBaHUsS K HCIOJIB30BAHHUIO, W3TOTOBJICHUIO, YUETY H
XpaHeHnuto 6yaHkoB ¢ repbamu P u repdbamu cyobexToB PO.

18.PexBu3uTHI JOKyMeHTa. Pa3mepsl nosei u pacmnonokeHe peKBU3UTOB.
TpeboBanust kK 0HOPMIIEHUIO PEKBU3UTOB IOKYMEHTOB.

19.Homenknatypa gen. OrtpaxeHue  Kiaccu(UKalMM  JOKYMEHTOB B
HOMEHKJaType Jnen. HoMeHkiaTypa Kak OCHOBHOM YUY€THBIM JOKYMEHT B
nenonpou3BoAcTBe. CTpyKTypa HOMEHKJIATYPBHI.

20.I'pynmupoBKa JOKYMEHTOB OJHOTO KaJeHIapHOTO rojia B Jieja.

21.JIOKyMEeHTBI TIOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XpaHeHHs. CpOKU XpaHEHUs
JTIOKYMEHTOB.

22.0prann3airoHHO-TIPABOBHIE TOKYMEHTHI

23.YcTaB oOpraHM3allii Kak CBOJA TpPaBWI, PETYIHUPYIOIMUX AESITEIbHOCTD
OpraHU3aINid, UX B3aMMOOTHOIIIEHUH C APYTUMHU OpraHU3aAIUsIMH, X MIpaBa U
00513aHHOCTH.

24.TlonoxkeHus, TOJKHOCTHBIE HHCTPYKILIMH, IITaTHOE pacniucanue. [lonoxenus
WHIUBUTyaJIbHbIC U TUTIOBBIC.

25.CnpaBouHO-MHGOPMAIIMOHHBIE U CIIPABOYHO-aHAIMTUYECKUE TOKYMEHTHI

26.InpopManiioHHbIii OOMEH ¢ TIOMOIIBIO Tepenucku. Buubl cimyxeOHON
HEPETUCKH.

27.Opranu3aiuoHHO-PACTIOPSIIUTENBHBIE TOKYMEHTHI

28.CTuib | S3bIK JACIIOBOTO JOKYMEHTA.

Pazgea 3. JlIokyMeHTHPOBaHHME TPYAOBbIX PABOOTHOLICHUI
29.JI0KyMEHTBI 10 JIMYHOMY COCTaBY

30.3ammTa nepcoHanbHBIX JAHHBIX

31.JlokymeHTOO0OPOT

32.TexHonorus paboThl C TOKyMEHTOM
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4. METOINYECKHUE YKA3AHUA 11O OCBOEHUIO JUCHUIIJIMHBI

[TpucTynas K M3y4eHur0 y4eOHOH AUCIUITIMHEI 10 BHIOPAaHHOMY HAIIPaBJICHHUIO,
oOyuatomuiicsi, s 3(PQPEKTUBHOTO OCBOCHHsS, OCBAaMBACT CAaMOCTOSITEIHLHO
TeMaTUKy Kypca. Llemb camocTosiTenbHON paboThl OOydaromuxcs — oOydeHue
METOJIaM TIOJTyYeHHUsI HOBBIX 3HAHWM, MPHOOPETEHHE HABBIKOB CaMOCTOSTEIHHOTO
aHaIM3a MaTepuaia 1Mo ydeOHOMY KypCy, YCHICHHE HayIHBIX OCHOB MPAKTHYECKOM
JesTeNbHOCTH. [ TaBHAs 3a7auya caMOCTOSITENIbHOM pabOThl CTYIAEHTOB — pa3BUTHE
YMEHUSI TPUOOPETEHUSI HAyYHBIX 3HAHUN TyTEeM JUYHOTO TMOMCKa HWH(pOpMaIuy,
dbopMHUpOBaHUS aKTHBHOTO MHTEpPECa K YUeOHOW AUCITUIUIMHE, CHCTEMATH3aIlud |
3aKPETUICHUH TOJYyYEHHBIX TEOPETUYCCKUX 3HAHWM W TPAKTUYECKUX YMEHUH,
yIIyOJIeHHe U pacUIMpeHre TEOPETHUECKUX 3HAHUIA.

VYcBoeHne wMarepualia JUCHUIUIMHBI Ha JICKUUSX, NPAKTUYECKUX U B
pe3yibTaTe CaMOCTOATENBbHON TOATOTOBKM W HW3YYEHUS OTACIBbHBIX BOIPOCOB
JUCHUIUIMHBI,  TO3BOJIUT  TMOJOWTH K  MPOMEXKYTOUHOW  aTrTecTaluu
MOJTOTOBJICHHBIM, U MOTPEOYET JIMIIIb MOBTOPEHUS paHee MPOMIEHHOT0 MaTepurara.
3HaHUS TpPU OTOM SIBIAIOTCS TIYOOKHMMH M Ka4eCTBEHHBIMH, M TIO3BOJISIOT
dbopMHpOBaTh COOTBETCTBYIOLIUE MPOGECCHOHANIbHBIE KOMIETEHIIMU KaK MTOT
00pa30BaTeIBLHOTO MpoLEcca.

Pabouas nporpamma Kypca BKJIIOYaeT B ¢€0sl pa3esibl U OCHOBHBIE ITPOOJIEMbI
JTUCITUTIIMHBI, B paMKax KOTOPBIX M (DOPMHUPYIOTCS BOMPOCHI ISl KOHTPOJS U
arTectaruu. [lodToMy CTyIeHT, 3apaHee O3HAKOMHUBIIHCH C TPOTPaMMON Kypca,
MOJKET JIy4Ille COPUECHTHPOBATHCS B MOCIEIOBATEIEHOCTH €T0 OCBOCHHUH.

[Ipy mnmaHupoBaHWMM BpPEMEHM HA OCBOCHHE JUCITUIUIMHBI  CIIEAYeT
PYKOBOJICTBOBATBCS CTPYKTYpOH IHCIUIUITMHBI, B KOTOPOW YyKa3aHbl KOJIHMYECTBO
aKaJleMUYECKUX YacoB JUIS KaXIOW TeMbl, BHUAA 3aHATUN (JEKIIMOHHOE,
MPaKTUYECKOE, CEeMHHAPCKOE) M 4Yachl Ha CaMOCTOSITEIbHYIO paboTy; ¢opMoi
TEKYIIEro KOHTPOJIA YCIEBAeMOCTU (TECThI, BBITIOJIHEHUE WHIWBUIYAIbHBIX U
MPAKTUYECKUX 3aHIATUH U Jp.); HOPMOIl MPOMEKYTOUHON aTTECTAIINH (IK3aAMEH).

N3yuenne KaxaoW TeMbl AUCIMIUIMHBI [E€eCO00pa3HO HAayMHATH CO
3HAKOMCTBA C COJICpKAHUEM TEMATUKH; 3aT€M CJIEyeT 3Tall MoJ00pa UCTOYHHKOB
U3 4YKCla PEKOMEHIYEMBIX M TIO0JI0OpaHHBIX CaMOCTOSATEIHHO (HAY4YHBIE CTAaThH,
uHopMmarus C O(UIMATBHBIX CAaWTOB TOCYJApCTBEHHBIX OPTraHOB, OPraHOB
MECTHOTO camoympasieHus u 1p.). LlenecooOpa3no BecTu mepeueHb MpoOIEeMHBIX
BOTIPOCOB CITy4yae 3aTPYAHEHUN C YSACHEHHEM CMBbICIAa U3JI0)KEHHOTO B MCTOYHUKAX
MaTepuana (ykazaHHBIE BOIPOCHI MOTYT OBITh pa3penieHbl CaMOCTOSATEIBHO, BO
BpEMsI CECCHOHHBIX 3aHITHH WM HA KOHCYJIBTAIMH C TIPETIOIaBaTeIIeM).

CeMHHApCKHE 3aHATHS 110 JTUCIHUIUIMHE HE TIPETYCMOTPCHBI.

JInst MOATOTOBKM K TPAKTUYECKUM 3aHATHSM PEKOMEHAYETCS MOAPOOHO
U3YYUTh KOHCIEKT  JICKIMM, TMPEANMICCTBYIONMX MPAKTUYECKOMY  3aHSTHIO.
TexHonmorrs TMPOBEACHUS MPAKTUYECKUX 3AHATUN BKIIIOYACT CIEAYIOIINE OSTarlbl:
OOBSICHEHHE 3aIaHMS; 3HAKOMCTBO C KOHKPETHBIMH UCTOYHUKAMH UH(GOPMAIIIH JJIS
BBITIOJIHCHUS 3a/laHusl; OOCYXKJ€HHWE W YTOYHEHHE BOIIPOCOB B XOJI€ aHaIM3a
HMCTOYHUKOB HWH(MOpPMAIIMU; COBMECTHBIH MPOCMOTP TMEPBUYHBIX pE3YyJIbTaTOB,
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OLIEHKA UX COOTBETCTBHUS MO (POPMABHBIM U CO/IEPKATEIbHBIM TPEOOBAHUSIM.

JUia 3¢¢peKTUBHON MOATOTOBKM K TEKYIIEMY KOHTPOJIK MO JUCLUUIUIMHE
HEOOXOJMMO  HCHOJb30BaTh PEKOMEHJOBAHHYIO II€aroroM OCHOBHYIO U
JIOTIOJIHUTEIBHYIO JIUTEPATYPY, KOHCIEKTBl JIEKIUH, pa3padOTKU CTYACHTOB,
BBIIIOJIHEHHBIE B PE3YJIBTATE ITOATOTOBKU U BBIIIOJHEHHS IIPAKTHYECKUX 3aHATHH.

3aHATHS TPOBOAATCS B cleAyrolux (opmax: oOmnpocsl, MOATOTOBKa
JOKJIaoB, pedeparoB, nenoBas urpa. MHTepakTuBHBIE (QOpMBI TpeOYIOT OT
CTYZEHTa aKTUBHOCTH M BHUMATEJIBHOCTH Ha 3aHATHUAX, YTO TPEOYET OT CTyIECHTA
CHEHHAIIBHOW TOJATOTOBKM — HW3y4YEHHUE HAy4dHOM, CIPABOYHOM, METOIMYECKOMN
JUTEPATYPBI U NEPUOJNYECKUX U3JaHUH, CETEBBIX VIHTEpHET-pECYPCOB U JIp.

Jlnsg  olleHMBaHHUS PE3yJIbTATOB OOYYCHHS HCHIOIB3YIOTCS TMPAKTUYECKUE
3aaHUsA, BKIIOYAKOMMX OJWH WM HECKOJIBKO BOIPOCOB B BHJE KpaTKOU
(GOpMyJIUPOBKM JEHUCTBUIM, KOTOpbIE CIEIYEeT BBINOJIHUTh, WJIH OIUCAHHUE
pe3ynbTaTa, KOTOPBIM HYXHO MOJIy4uTh. K HUM MOKHO OTHECTH: HECIIOXKHBIC
3a/1aHUA 110 BBIIOJIHEHUIO KOHKPETHBIX AeUCTBUN. IIpocThie 3a1anus IpUMEHAIOTCS
JUIs olleHKH yMeHui. KoMruiekcHble 3a1anus TpeOyloT HECKOJIBKMX PEUICHUH Kak B
TUIINYHOM, TaK U B HECTAHJIAPTHOU CUTyalUsIX, KOTOPBIE CBSI3aHbI C BBINOJHEHUEM
IIPaKTUYECKUX JeHCTBUIA. KOMIUIEKCHBIE TPAKTUYECKHE 3aJaHUsI IPUMEHSFOTCS JUIS
OLICHKM BianeHuid. lIpakTuueckue 3agaHusd BBINOJHAIOTCS OOY4YalOIIMMKCS B
paMKax NPAKTUYECKUX 3aHATHUH.

JUist oueHHMBaHUS PpPE3yJbTaTOB OOYYEHHUS HCIOJIb3YIOTCS CIEAYIOLINe
IPOLIETypbl: TECTUPOBAHKE; MHAUBUAYAIbHOE COOECEOBAaHUE, MUCbMEHHBIE OTBETHI
Ha BOIPOCHI (B BUE TEKYIIEro KOHTPoJs1). OCHOBHOM 3a/1adeil TEKYyIEero KOHTPOJIS
YCIEBAEMOCTH  OOydYaroluXxcsi  SIBJIIETCS  TOBBIIIEHWE  KayecTBa  3HAHUM,
NpUOOpPETEHNE W Pa3BUTUE MMM HABBIKOB CaMOCTOATEIbHON padoThl. Tekyuui
KOHTPOJIb 3HAaHUI 00y4YaromuXcsl M0 AUCHUILUIMHE MOXKET UMETh CIIEAYIOLIUE BU/IbI:
YCTHBIA ONPOC HA JEKUUAX, NPAKTHUYECKUX 3aHATHUAX; IPOBEPKA BBITOIHEHUS
NUCHbMEHHBIX CAMOCTOATEIbHBIX pa0d0T U JTOMAIIHUX 33JaHHIl; TECTUPOBAHUE.

5. ®OHJ OLIEHOYHBIX CPEACTB JJs TMPOBEJIAEHUSA
MPOMEXXYTOUYHOM ATTECTAIIMHA IO JUCIUILJINHE
5.1. Ilepevyenb KoMneTeHIMI U ITaNbl HX (POPMUPOBAHUS
Cormacho ®I'OC BO mno wHampaBnenuto moarotoBkun 51.03.06
bubmmnoreuno-uHPpOpMAIOHHAST IEATEIBHOCTh B paMKax W3YyYEHHUs TUCIUTUIAHBI
«JlokyMeHTallMOHHOE obOecrieueHue ymnpaBieHUus» y OoOydaromuxcsl TOHKHBI ObITh
c(OpMHPOBAHBI CIETYIONINE KOMIETEHIUU:

Kon DopMynHpoBKa KOMIETEHIIUN

IIK PexoMeHnayemble NpogecCHOHATbHBIE KOMIIETCHIIMU
[IK-8 | CnocoOHOCTE GOPMHUPOBATE U MOAAEPKHUBATH PALUOHAIBHYIO CUCTEMY
JOKYMEHTAIIMOHHOT0 00eCIeYeHUs

Jtanbl GOPpMHUPOBAHUSA KOMIIETEHIIUN:
Havanbublii — Ha »TOM 9Tane (GOpMUPYIOTCS 3HAHUS U WHCTPYMEHTAJIbHBIE
OCHOBBI KOMITETCHIIUH, OCBAUBAIOTCSI OCHOBHBIE KaTeropuu, GopMUPYIOTCs 0a30BbIe
ymeHusi. CTyZ€HT CIIOCOOEH aHATM3UPOBATh UCXO/IHbIE JaHHbIE, 3HaTh OCOOEHHOCTH
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OCHOBHBIX (hOopM U MeTOZI0B. Ecnu cTyAeHT oTBeYaeT ATUM TPeOOBAHUSAM, MOYKHO
TrOBOPUTH 00 OCBOEHUH UM MOPOrOBOr0 YPOBHS KOMIIETEHIIUM.

3HaeT OCHOBHBIE (OPMBI  JOKYMEHTOB. 3HA€T TEXHOJOTMH OpraHU3allu
JIOKyMEHTOo0OOpoTa B 00mmx ueprax. CTYIEHT 3HAET OCHOBHBIE TEHJICHIUHU U
npo0iemsbl pa3BuTHs cuctemsl JJOY.

Ha ocHoBHOM »srame 3HaHUWS, YMEHHsS, HaBbIKU, OOecHeunBaIONIUe
dbopMHUpoBaHUE KOMIETEHIMHU, 3HAYUTEIHLHO BO3PACTAIOT, HO €Il€ HE JOCTUraloT
WTOTOBBIX 3HaueHuil. Ha 3TOM 3Tamne CTyAeHT OCBaMBAET aHAIMTHUYECKUE JEHUCTBUSA
C npeAMETHbIMH 3HaHHUSAMU 110 JIOY, BHOCS KOPPEKTUBBI B AJITOPUTM JIEHCTBHM, OH
yMEET aHAJIM3UPOBATh OCHOBHBIE MPOOJIEMBI Kypca, CIHOCOOEH CaMOCTOSITEIBHO
pemath y4eOHBIC 33/a4u MO KIAaCCH(PHUKAIUU Pa3HOOOpPA3HBIX BUAOB JIOKYMEHTOB,
MIEPEHOCUTh 3HAHWS U YMEHHUS HA HOBBIE yCIOBHUs. Bianeer HaBbIKamMu CO31aHUA
OPOCTHIX  JOKYMEHTOB, 3HAeT, KakuM O00pa3oM MOXHO  OCYIIECTBISATH
uHdopMaImoHHY0 nojiepx Ky B chepe BUJl. VYcmemHoe npoxoxkaeHHE 3TOTO
JTama MO3BOJIIET  JOCTHYb  CTAHJAAPTHOIO YPOBHS  C(HOPMUPOBAHHOCTHU
KOMIICTCHIMH.

Ha 3aBepuiaromem srtamne CTyIEHT JOCTUraeT UTOTOBBIX IOKA3aTENIEH 10
3asiBJICHHOW KOMIIETEHIIH, TO €CTh OCBAaMBAET BECh HEOOXOAMMBIA 00bEM 3HAHUH,
OBJIaJICBAECT BCEMU YMEHUSIMU M HaBbIKaMH B cepe 3asBiieHHON kommneTeHIuu. OH
CIIOCOOEH UCIOJIb30BaTh JTH 3HAHUS, YMEHUS, HABBIKM TMpPU PEHICHUH 3aj]ad
MOBBIIICHHON CIIO)KHOCTM W B HECTAHJAPTHBIX YCJIOBHUAX, JEMOHCTPUPYET
ITAJIOHHBIA YpPOBEHb CPOPMHUPOBAHHOCTH KOMIIETCHIIMU. BrajeeT mMoJHbIMU
HABBIKAMH CO3JIaHUS TOKYMEHTOB Ci1yk0b1 JIOY.

CnocobeH co3maBaTh OCHOBHBIE BHJIbI JICJIONPOU3BOJICTBEHHBIX JOKYMEHTOB,
UCIIOJIB3YEMBbIX B OMOIMOTeUHOU cdhepe [TokazaTensamMu yCnenmHOCTH OCBOCHUS
CTYJICHTOM JIaHHOW y4eOHOW AUCHUIUIMHBI TIPU MPOBEICHUU HUTOTOBOI'O KOHTPOJIS
SBJISFOTCSI HA0Op OCBOEHHBIX KOMIIETEHIIUN 3HAHWM, YMEHUM ¥ HaBBIKOB. CTYyJIEHT
BJIAJICET MTOJIHBIMU 3HAHUSMMU 110 3asIBJICHHOU KOMIIETCHIIUU

Jist appexkTUBHOM MOATOTOBKY K MPOMEKYTOUHON aTTECTAIUU MO JUCITUTUINHE
HEOOXOJMMO HCIOJB30BaTh PEKOMEHOBAHHYIO OCHOBHYIO M JOTOJHUTEIHHYIO
JIUTEPATYPY, KOHCIIEKTHI JICKLHM, 3alUCH, CHCJAHHbIE B XOJAE IIOATOTOBKH K
MPAKTUYECKUM 3aHSATHUSIM, BBITIOJIHEHHBIE pedepaThl.

5.2. lloka3aTen U KPpUTEPUU OLICHUBAHUSA KOMIIETEHIUI

IIpome:xxyTouHasi aTrecTamusi pealu3yercss B XOJ€ CHa4d OOyYaroIIMMUCS
OYHOH U 3a04HOM (OPMBI OOYUEHHS IK3AMEHA.

DK3ameH npoBoJUTcs B hopMe codeceioBaHus Mo OumieTam. DK3aMeHAIIMOHHBIH
OWJIET COAEPKUT JIBA TEOPETUUECKUX BOMPOCAa U OJHO MpakTUueckoe 3ananue. Ha
MOJATOTOBKY OTBETOB OTBOAUTCA 25 MHUHYT. OIl€HKA 3HAHWI MPOU3BOJIUTCA MO O-
OambHOM mIKane. B ciydyae HEeyOBIETBOPUTENBHOM OLICHKH CTYJIEHT UMEET MPaBo
NepecaaTh 3K3aMEH B YCTAHOBJIEHHOM mopszake. g yCrnemHo cliadu sK3aMeHa
HEOOXOJMMO MOJTOTOBUTH COOOIIEHHE, PAaCKpbIBAIOIee COAEPKaHUE TEPMUHOB U
NOHATUN HAa OCHOBE HM3y4YaeMOI'0 MaTepuania; MpPaBWIBHO OTBETUTH HA BOIPOCHI
tecta. Ha 3aBepmaromiem 3rtane B paMKax IPOMEKYTOYHOM —aTTECTalUu
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oOyyarolyecsi TOTOBST OTBETHI Ha BONpPOCHI, o0oOmIaroNnme yuyeOHbI Marepua
U3y4aeMOH IUCLUUIUIMHBI, a TaKKe pedepaTUBHOE COOOIIEHNUE.

KputepussMu  yCHEIIHOCTH  OCBOEGHMSI  CTYJEHTOM JIaHHOM  y4eOHOMH
JUCLUIUIMHBI IIPU IIPOBEICHNUN TEKYLIETO U HTOTOBOI'0 KOHTPOJISI SIBJISIFOTCS:

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

2. AKTUMBHOCTH IIOBEJIEHHUS CTYyJCHTAa HA 3aHATHAX, BBINOJHEHUE Ka)KIbIM
CTYJIEHTOM BCEX NPAKTUYECKHUX pabdOT, OCMBICIEHHOCTb U CAaMOCTOSTEIbHOCTb
CY’KJ€HUH, IPOSBJIEHHBIX B X0J/I€ YCTHOI'O OIpOCca.

3. lemoHcTparus 3HaHUS TPO(PEeCcCHOHATBHBIX TEPMUHOB, IMOHATHH, KaTeropuit
Y TEOPUH.

4. Hamnuyume CcOOCTBEHHOr0 BHUAEHUS pPaccMaTpUBAaEMONl  MPOOJIEMBI,
c(OpMUPOBAHHOTO HAa OCHOBE M3YYCHHUS M aHAJIN3a HAYyYHBIX PabOT, BHIMOJIHEHHS
IIPaKTUYECKUX 3aJJaHUN.

[lo pesynapTaTaM cIadd 3K3aMe€Ha CTYACHTBI IOJIYYArOT KOJWYECTBEHHYIO
OLIEHKY («OTIMYHO», «XOPOIIO», «YIOBIETBOPUTEIBHO», «HEYTOBIECTBOPUTEIHHON).

OO0umue KpUTEPHH OLIEHKH OTBETOB CTYJACHTOB

OneHka «OTJINYHO»

Ouemca «Xopouio»

Onenka
«YHOBJIETBOPHUTEILHOY»

Onenka
«HEeYIOBJIETBOPUTEIbH
o»

OILICHUBAETCS OTBET, ECIIN
CTYJIEHT UMEET CUCTEMHBIE
MOJIHbIE 3HAHUS U YMEHUS 110
MIOCTaBJIIEHHOMY BOIIPOCY.
CopneprkaHue BOIpoca H3J1araet
CBSI3HO, B KpaTKo# (opme,
PacKpbIBaeT MOCIEN0BATENILHO
CyTb U3yYEHHOI'0 MaTepHaa,
JEMOHCTPHPYS NIPOYHOCTh U
MPUKIIAJHYIO0 HAIIPABIEHHOCTh
MOJIyYEHHBIX 3HaHUN U YMEHUH,
HE JIONyCKaeT
TEPMUHOJIOTMYECKHUX OIMIMOOK U
(haKTHUECKUX HETOYHOCTEH

OLICHUBAETCS OTBET, B
KOTOPOM OTCYTCTBYIOT
HE3HAYUTEIbHbIE
3JIEMEHTHI COJICPIKAHHUS
WK IPUCYTCTBYIOT BCE
HeOOXOMBIE
JJIEMEHTBI COJIEPIKAHHUS,
HO JIOTYIICHBI
HEKOTOPBIE OLINOKH,
MHOT/Ia HAPYIIAJIACh
[TOCJIEI0BATEILHOCTE
H3JI0KEHUS.

OIICHMBAETCS HEMOIHBIN
OTBET, B KOTOPOM
OTCYTCTBYIOT
3HAYUTEIJILHBIC DJIEMEHTHI
COZIEp KAHUS UITH
MIPUCYTCTBYIOT BCE
BBIIIICH3JIOKEHHBIE
3HAHMSL, HO JOMYIIEHbI
CyIIeCTBEHHBIC OIIHOKH,
HEJIOIMYHO, IPOCTPAHHO
H3J10’K€HO OCHOBHOE
cojeprKaHue BoIpoca.

OLICHUBAETCS OTBET, IIPU
KOTOPOM CTYJCHTBI
JEMOHCTPHPYIOT
OTpPBIBOYHbIE,
OeccucTeMHbIe 3HAHMUS,
HEYMCHHE BBIICIUTD
IJIaBHOE, CYIECTBEHHOE
B OTBETE, JOIMYCKAIOT
rpyOBIe omHOKH

CobecenoBanue Ha SK3aMEHE - CPEACTBO KOHTPOJIS ISl BBISBJICHUSI 00bEMaA
3HaHWM CTyJIEHTa 10 KOHKPETHOMY BOIpOCY Kypca. Kputepusmu OImeHKH
SBJISIOTCS: TTTyOWHA ¥ TPOYHOCTh YCBOCHUS 3HAHUM, YMEHUE MPUMEHSATh 3HAHUS B
KOHKPETHOM CUTYyalluu, yMEHHUE JOTUYECKHU BBHICTPOUTH OTBET, C(HOPMUPOBAHHOCTD
poeCCHOHATEHO 3HAYUMBIX JIMYHOCTHBIX KadecTB, YMEHHE IMOIICPKUBATH
Oeceny.

Texymuit KOHTPOJIb OCYIIECTBIISAETCS IO UTOTaM pabOTHI U TIO BBIMTOJTHEHHUIO
npejiaraéMbIX TPEeroaaBaTesieM CaMOCTOSITENbHBIX 3adaHuil. JlomoaHUTETHHO
OIICHWBAETCS CTCTIICHb AKTUBHOCTH CTYJEHTOB B COBMECTHBIX OOCYKICHHSX IIO
ydeOHOMY MaTepuainy, IOTIOJHEHUS W BBIBOABI, CJACIAHHBIE CTYJICHTAMHU.
[TpoMexyTOUHBIN KOHTPOJIb OCYIIECTBISIETCSI B CEPEIUHE OCBOCHHS MPOTPAMMBI
JUCITUTIIMHBI TIPY BBITIOJTHEHUH TecTa. MITOTOBBIN KOHTPOJIH OCYIIECTBIISCTCS HA
HK3aMEHE.
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5.3. MaTepuaJibl 1Jisl OEHKHA M KOHTPOJISI Pe3yJIbTATOB 00y4eHUsI

Bonpocs! k 3k3aMeHy ®dopmupyemMble
KOMIIeTeHIIH I

l.emp w 3amaun memompomsBozacTBa. JlokymeHTanmmonHoe obecnedenne | [1K-8
ynpasieHus. JJokyMeHTHpOBaHIE.

2.@opmupoBaHue  mema:  opopmIeHHME ~— 3arosioBka M ero  sneMmeHts, | [IK -8
HOCIIEOBATENILHOCTD PACIIONOKECHNS JOKYMEHTOB B IeJe.

3.Iopsmox xpaHeHus AOKyMeHTOB. OCHOBHBIE JTambl paboTel mo moxrotoBke | 1K -8
JOKYMEHTOB K apXHBHOMY XPaHEHHIO.

4 Bxonsuue, HUCXOSIINE " BHYTPEHHUE JIOKYMEHTBI npexnpustist, | [IK -8
OpraHn3anuoHHBIE, pacropsauTeIbHEIC n HHPOPMANOHHO-CITPaBOYHBIC
JIOKYMEHTBI

S5.IlepBuyHbIe U CBOJHBIE, OyMaXKHbIE M AJICKTPOHHBIE NOKyMeHTHL. [Ipenmymectsa | [1K -8
ANEKTPOHHOI'0 TOKYMEHTa

6.HarmpaBieHus pernaMeHTanuy AeIONPOU3BOACTBA. 3aKoHOaTenbHbIe u npaBosbie | [1K -8
aKThl B cepe HHPopMaluK U TOKYMEHTALNH

7.HopMaTUBHO-METOUYECKOE PETYIUPOBAHKE IETONPOU3BOACTBA IK -8

8.Crammapt ¥ CTaHmapTU3alWsd JOKYMEHTOB. YHu(uKamus mokymeHToB. | [1K -8
YHuduIupoBaHHBIC CUCTEMbI YIIPABJICHUYECKOH JOKYMCHTAIIUH

9.3agaun yHupuxkauuu nokymeHTtoB. Knaccugukaropsr m ux tumsl. [lpumepst | I1K -8
COJIepIKaHuUsl KJIacCU(UKATOPOB

10.Y70 Taxkoe pexkBu3uT. [lepeuncanre o0s13aTeIbHBIC PEKBU3HUTHI JOKYMEHTOB. I1K -8

11.Kakue pazaensl COIep UT TOJKHOCTHAS HHCTPYKITUS, KEM YTBEP)KIAeTCsl. IK -8

12.Kakue HOKyMEHTBI OTHOCATCS K pacrnopsaurensHbiM. J[laiite onpenenenue | 1K -8
KaXJOMY.

13.HazoBuTe rpynmsl NpuUKa3oB, KOTOpble MOTYT W3jiaBaTbesi Ha mpeamnpusitin (B | [IK -8
opranuzaiyn). KakoB nopsiok ohopmiieHus! U OANUCaHUs TIpHKa3a?

14.Knaccudukaiyst JOKaJbHbIX HOPMAaTHBHBIX aKTOB I1K -8

Tekymuii KOHTPOJIb - TOCCHICHUE JICKIUH, MPAKTUYCCKUX 3aHATHI, TIOJrOTOBKA
K HAM Ha OCHOBE BBINIOJIHCHHMS KOHTPOJIBHBIX pa0OT W 3aJaHUi, BBIIOJTHCHHUE
pedeparos.

Texymuii  KOHTPOJb OCYIISCTBISCTCS 110 BBIOJHEHHIO IIPEaaracMbIX
IpernoaaBaTelieM CaMOCTOSTCIIBHBIX 3aJaHui. JIOMOJHUTEIIBHO —OILICHUBACTCS
CTCIICHb AKTUBHOCTH CTYJCHTOB B COBMECTHBIX OOCYXJICHHSAX IO y4eOHOMY
MaTepuaay, JOTNOJHCHWS W BBIBOJBI, CJEIaHHBIC CTyJIeHTaMH. VTOroBwIi
KOHTPOJIb OCYIIECTBIIACTCS Ha dK3aMEHE.

5. 4. MeToau4eckue MaTepuaJibl 110 OLCHUBAHUIO Pe3YJILTATOB 00y4eHUA

1.IIpoBepka ycBOeHHUs y4eOHOrO MaTepuana, MpeACTaBICHHOTO Ha JICKIHIX U
IPaKTUYECKUX 3aHATHSX;

2. IlpoBepka 3HaHWU W YMEHHUH, IOJYYEHHBIX B XOJE CAMOCTOSTEIBHOU
MOJITOTOBKM CTYJIEHTOB K Pa3HBIM TUIIAM 3aHSTHIA;

3. IIpoBepka 3HaHWI M HABBIKOB BIJIAJICHUS OCHOBHBIM TEPMHHOJOTHYECKUM
anmnapaToM U MOHATUSAMHU JOKYMEHTOIIPOU3BO/CTBA;

4. IlpoBepka yMeHHUs CTYJIEHTOB aHAJIU3UPOBATH U COIMOCTABISTH OCHOBHBIE
I'OCTst o IOY, nonumats cnenudpuxky u ocooeHHocts JIOY B OubamoTedHo-
uH(popmamoHHou chepe.
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5. IlpoBepka HaBBIKOB KOMMYHUKATUBHBIX TEXHOJIOTHH B cepe KyIbTyphl U
o0pa3oBaHMsl, CIOCOOHOCTh K MyOJINYHOW KOMMYHHKALIUH.

6. PECYPCHOE OBECIIEYHEHUME

6.1. OcHOBHAS U JONOJHUTEIbHAS y4eOHas JJUTEpaTypa

1. OpraHuszanmss W TEXHOJIOTHS  JOKYMEHTAI[MOHHOrO  oOecreyeHus
VIOpaBJICHHUS : DJEeKTpoHHOe ydeObHoe mocodue / coct. C.E. Mumenun ;
MunucrepctBo oOpa3zoBanusi W Hayku Poccuiickoii ®enepanuun, PenepanbHoe
rocyapcTBeHHOe  OMO/KeTHOE  00pa3oBaTellbHOE  YUPEXKACHHE  BBICIIECTO
oOpazoBanus «KeMepoBCKHii TOCYIapCTBEHHBIN YHUBEPCUTETY», THCTUTYT ucTOpUn
u ap. - Kemeposo : KemepoBckuii rocynapcTBeHHbIN yHUBEepcuTet, 2016. - 478 c. -
bubmuorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe [DnexrpoHHBI pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=481592

2. Tpodumona, O.B. OcHOBBI JenoBoro mnuchkMa : ydeOHoe mocobue /
O.B. Tpopumona, E.B. Kynuuk ; MuHucTepcTBO 00pa3oBaHus U HAYKH
Poccuiickoit @enepannn, TroMEHCKHI rOCYTapCTBEHHBI YHUBEPCHUTET. - 4-€ U31.,
crep. - Mocksa : U3narensctBo «@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. JlokyMeHTaIlmoHHOE 00ecIeueHHnEe yIIpaBieHUs : yueOHOe mocodue / COcCT.
C.I'. YepnoBa ; HoBocmOMpCKHIl TOCYyIapCTBEHHBIM arpapHblii YHUBEPCUTET,
DxoHomudeckuit dakynbret. - HoBocubupck : U1 «3omoToit komocy, 2014. - 106 c.

. cxeM., Tabm. - bubmumorp. B kH. ; To e [DnexkTpoHHBI pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=278155

6.1.2. CniuCOK JONOJIHUTEJIbHOM JIUTEPATYPbI
1. PwibakoB, A.E. OcHoBbl genomnpous3BoacTBa : yueOHuk / A.E. Pribakos. - 3-e

u3., ucrtp. - Murck : PUIIO, 2016. - 320 c. - bubmmorp. B kH. - ISBN 978-985-
503-606-8 ; To xKe [DmeKTpOHHBIHI pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=463666

2. I'punbepr, A.C. JlokymMeHTallmOHHOE 00eCTieUeHre yIpaBICHUs | yIeOHUK /
A.C. I'pun6epr, H.H. I'op6aués, O.A. MyxameriuHna. - Mocksa : FOuutu-Jlana,
2015. - 391 c. : Tabun., rpad., ui., cxemsl - bubmmorp.: c. 382-383 - ISBN 978-5-
238-01770-9 ; To ke [DneKTpoHHBIN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=115031

6.2. Pecypchbl MH(POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOU ceTH «HTEepHET)

B cooTBercTBMM ¢  JIMIIGH3MOHHBIMH  HOpPMAaTHBaMH  OOeCTICUCHUS
OuOIMOTEeYHO-MH(GOPMAITMOHHBIMU pecypcamu oubmmoTeka OpraHU3yeT
WHUBUTyaJIbHBI HEOTPAHUYEHHBIA TOCTYI U3 JIFOOOW TOYKH, B KOTOPOW MMEETCS

JIOCTYyNn K ceTu MHTepHeT, Kk yuyeOHbIM MaTrepuajiaM DJIEKTPOHHO-OUOIMOTESUHBIX
cuctem (OBC):


http://biblioclub.ru/index.php?page=book&id=481592
http://biblioclub.ru/index.php?page=book&id=57968
http://biblioclub.ru/index.php?page=book&id=278155
http://biblioclub.ru/index.php?page=book&id=463666
http://biblioclub.ru/index.php?page=book&id=115031
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1. ObC «YuuBepcuterckas Oubmmuorexa ownmaiitn». WsnarensctBo: OO0
«HexkcMenua». IlpuHamiexxHoCcTh cTOpoHHsss. Www.biblioclub.ru. Koaudectso
Kirouel (mosp3oBateneit): 100% on-line. Xapakrepuctuku 0ubimoreynoro Gouia,
JIOCTYT K KOTOPOMY IIPEI0CTaBISIETCS JOTOBOPOM: JOCTYI K 6azoBoi yactu IbC.

2. OBC «M3parenbctBo Ilmanera My3bIKH». JIEKTPOHHO-OMOIMOTEUHAS
cucreMa 0OOO «M3marensctBo IINIAHETA MYVY3bBIKN». IlpuHaaiexxHOCTh
cropoHHsis. Www.e.lanbook.com. KonuuectBo kimodeii (moss3oBaredneii): 100% on-
line. Xapakrepuctukum  OuOmmoreyHoro  (oHma, JOCTYI K  KOTOPOMY
MIPEIOCTABIISICTCA JOTOBOPOM: TOCTYI K KoJeKmusiM: «My3bika u Teatpy», «baier.
Tanern. Xopeorpadus».

3. B/l Onexrponnas Cucrema «Kynprypa». baza JlanHbIX DnekTpoHHas
Cucrema «Kynbrypay. [IpuHamiexxHocts ctoponHss. http://www.e-mcfr.ru.

4. Web HUPBUC XabapoBckuii TOCYZapCTBEHHBI WHCTHTYT HCKYCCTB H
KyJbTYPHI (3JIEKTPOHHBIN KaTaior). MexayHapoHas accolralus mojib3oBaTenei u
pa3pabOTUMKOB AJEKTPOHHBIX OUOIMOTEK M HOBBIX MH(POPMAIMOHHBIX TEXHOJIOTUHN
(accormarst OBHUT). [punannesxuocTs croponnss. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas nsnektpoHHas Oubnmoreka. OOO Hayunas
9JIeKTpOHHass OmoOnmuoreka. I[lpuHamIeKHOCTH  cTOpoHHsAsA.  http://elibrary.ru/
JIunensnonnoe cormamienue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

6. DnekTponHo-6mbmMoTeuHas cuctemMa ®I'BOY BO «XT'MK». ®I'bOY BO
«XT'UKy. [TpunannexxHocts coocTBeHHas. JlokanpHbiid goctyn. http://carta.hgiik.ru.
[Tpuka3 no Uucturyty Ne 213-06 ot 07.10.2013 .

7. EnvHOE OKHO JOCTyma K 0O0pa3oBaTelIbHBIM pecypcaM. DIIEKTPOHHas
oubmuorexka. ®I'AY I'HUUN UTT «Mudpopmuka», MunrcrepctBo o0pa3oBaHUs U
HayKu P®. [IpuHamexHOCTH CTOPOHHSIS. CB00OOIHBII JTOCTYIL.
http://window.edu.ru

8. Emunas xomnekuus [udposeix OOpazoBarenvhbix PecypcoB. OI'AY
'HUNU UTT «udbopmukay. IlpunannexHoctb cropoHHss. CBOOOAHBIA JOCTYII.
http://school-collection.edu.ru

9. @enepanpHbIi 1EHTP HUHPOPMAIMOHHO-O00PA30BATEIBHBIX PECYpPCOB.
denepanbHblii  1IeHTP HHOpMaAIMOHHO- oOpa3oBaTenbHbIX pecypcoB, DPI'AY
'HUNU UTT «Uudopmukay. IlpunannexHocth cropoHHss. CBOOOAHBIN OCTYII.
http://fcior.edu.ru

JIJIsl TONTOTOBKK KYPCOBBIX, BBITYCKHBIX M HAy4HBIX PabOT oOydwaromuecs
MOT'YT HCIIOJIb30BaTh MOJHOTEKCTOBYIO 0a3y naHHeix WebofScience. Pexum
JOCTyIA: DJJIEKTPOHHBIM, U3 BHYTPEHHEW ceTu uHCTUTyTa. OduunanbHbIi
caiit: webofknowledge.com

6.3.MndopmannoHHbIC TEXHOJOIMH, IPOrPAMMHOE 00ecreyeHue u
HH(OPMALMOHHBbIE CTIPABOYHbIE CUCTEMBI
[Iporpammuo-uHbOpMalMOHHOE  oOecmeyeHre  y4eOHOro  mpolecca
COOTBETCTBYET TpeOOBaHUAM (PenepaibHOr0 TOCYAapCTBEHHOTO 00pa30BaTEIHLHOTO
cTaHaapTa.
JIns mpoBeaeHus 3aHATHN JIEKIMOHHOTO THUIA, 3aHATUM CEMUHApPCKOTO THUIIA,
3aHITHI MPAKTHYECKOTO THUIIA, TPYMNIOBBIX KOHCYJIbTAIMNA, TEKYIIETO KOHTPOJS U


http://www.biblioclub.ru/
http://www.e-mcfr.ru/
http://irbis.hgiik.ru/
http://elibrary.ru/
http://carta.hgiik.ru/
http://window.edu.ru/
http://school-collection.edu.ru/
http://fcior.edu.ru/
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MPOMEXKYTOUYHOM  aTTecTallud  HCHOJB3yeTCs  CIEAylolllee  MpOrpaMMHOE
oOecrieyeHue:

—JHUIIEH3UMOHHOE MPONPUETAPHOE MPOrPaMMHOE 00ecTieueHue:

Microsoft Windows

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

Adobe Creative Suite 6 Master Collection (B cocraB makera BXOIST.
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 paCIpPOCTPaHIEMOe TPOrPaMMHOE 00ECTICUCHHE:

Ha6op oduchHbix nporpamm Libre Office

aynuonpourpsiBatens AIMP

BuseonpourpeiBarenb Windows Media Classic

uHTepHeT-0pay3ep Chrome.

JIJist caMOCTOSITENIbHON MOJATOTOBKH CTYACHTOB K 3aHATHSM MO JUCIMILIAHE
TpebyeTcss oOparieHrue K mporpaMMHoMy obOecnedeHuto Microsoft Windows,
MicrosoftOffice, B ToM yucie /it MOATOTOBKA MYJIBTUMEIUUHBIX MPE3CHTAIHNH 110
TeMaM CceMUHapoB B nporpamMme PowerPoint. Jlns co3pmaHus KOHEYHBIX
HEPEIAKTUPYEMBIX BEPCHUI TOKYMEHTA PEKOMEHIyeTCsl Mcnolib3oBaTh AcrobatXPro,
Bxoasumi B coctaB nakera AdobeCreativeSuite 6 MasterCollection.

[Ipy wW3ydYeHUM JUCHUIUIMHBI OOyYarlIuecs UMEIOT BO3MOXHOCTh
UCIIOJIB30BaHUs MH(POPMAIMOHHO-CIIPaBOUYHBIX cucteM «KynbTypa» u «l'apanty,
Bcepoccuiickyro oTpaciieByro cripaBouHyro cucremy «MHbopmuoy», pedepatuBHbIX
U oubnmuomeTpuueckux  0a3  JAHHBIX  PEHEH3UPYEMOW  JIUTEpaTyphl
WebofSciencenScopus, B COOTBETCTBUU € 3aKITIOYCHHBIMH JIOTOBOPaMHU.

Ha Bcex koMmmbloTepax B HUHCTUTYTE€ YCTAaHOBJIEHO JIMIIEH3UOHHOE
aHTUBUpYCHOe mporpamMmHoe obOecneuenue Kaspesky Endpoint  Security.
HeobxoaumpiM yciioBreM HHGOPMAIMOHHON O€30MacCHOCTH WHCTUTYTA SBIISCTCS
oOs3aTeNbHAsl TPOBEPKA HA HAJIWYUE BUPYCOB BHEIIHMX HOCHUTENEH Mepes HuX
ucroas3oBanueM ¢ momonisio Kaspesky End point Security.

[TepeuncnenHoe mporpaMMHOE OOecIieueHre OOHOBIISIETCS MO MEpe BbIXOJIa
HOBBIX BEPCUU ITPOTPAMM B PAMKAX COOTBETCTBYIOIIUX JINIIEH3UM U COTJIAIIEHUMN.

6.4. MatepuaJibHO-TeXHUYECKAasi 0a3a

MarepuanbHO-TEXHUYECKOE  OOECreYeHUe  peaiu3yeMOM  JUCHUIUIMHBI
COOTBETCTBYET TpeOOBaHUAM (efepaibHOTO roCy/IapCTBEHHOTO 00pa30BaTeILHOTO
CTaHJapTa.

JIns mpoBeAeHus 3aHATHM JIEKIIMOHHOTO THUIA, 3aHATUM CEMUHApPCKOTO THIIA,
3aHITHI MPAKTHYECKOTO THUIIA, TPYMNIOBBIX KOHCYJIbTAIMNA, TEKYIIETO KOHTPOJS U
MPOMEKYTOUYHOM aTTecTallud B y4eOHOM TMPOIECCE AaKTUBHO HCIOIB3YIOTCS
CJIEAYIOIINE CIIEIHAIbHBIE TOMEIICHUS:

- aymuropuu 211, 215-6, 213-a ocHamieHBl =~ MYJbTUMEIUWHBIMU
MPE3EHTAIMOHHBIMU KOMIUIEKCAMU B COCTaBE MPOEKTOPA, aKTUBHOM aKyCTHYECKOM
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CUCTEMbl, TNEPCOHAIBHOTO  KOMIIBIOTEpPA;  CTOJAMHU, CTYJbSIMHA, CTOJaMHU
NUCbMEHHBIMU 1A~ TIpernojiaBatesield, JOCKaMH  HACTEHHBIMH, JIOCKAMU
ayJIMTOPHBIMH.

JIJist caMOoCTOsITENbHOM paboThl CTYACHTOB M BBINOJIHEHUS KYPCOBBIX padoT
npenHazHadyeHa ayautopus 209 (4utanbHBIN 3251 OMOIMOTEKN) C MOAKIIOYEHUEM K
ceTu «HTEpHET» U JOCTYIIOM B 3JIEKTPOHHYIO MH(POPMAIMOHHO-00Pa30BaATEIBHYIO

cpelly By3a, 000pYIOBaHHYIO NEPCOHANBHBIMU  KOMIIBIOTEpAaMH, CTOJIAMH,
CTYJbSIMH, KHWKHBIMH TKaamMu, KHUKHBIM U JOKYMEHTAJIBHBIM (POHIOM,
TEJIEBU30POM.

[Ipn HEoOXOAMMOCTH B YYeOHOM MPOLECCE HCHOJIB3YIOTCS KOMILIEKTHI
MEPEHOCHBIX IEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOEKTOP, IKPaH).

Bce komnbroTepsl MHCTUTYTA OOBEIMHEHBI B JIOKAIBHYIO CETh, C KaXKJ0TO U3
HUX BO3MOXEH BBIXOJ B TJI0OanbHyr0 ceTh WHTepHeT. MHCTUTYT HCHONB3YeT
BBIJICJICHHBIN KaHa co ckopocThio 10 M6/c. JIjist CTyIeHTOB UMEETCSl BO3MOKHOCTh
BbIXOJla B ceTh MHTepHET ¢ MOOWJIBHBIX YCTpOMCTB mocpenctBoM cetu WiFi,
KOTOpasi yCTaHOBJIEHA B YATAIBHOM 3aje MHcTuTyTa.

IIpoBenenue nekmuid mo aucuuiuinHe «JIOY» compoBoxkaaercs cliaiia-
IIPE3EHTALUSMU.

7. BOCIIUTATEJIbBHAS PABOTA

Bocnuranue 00yyJarommxcs npu OCBOCHUU MU OCHOBHBIX
npodeCCUOHANIBHBIX ~ 00pa3oBaTeNbHbIX  mporpamMm  (mamee —  OIIOII)
OCYLIECTBJISIETCS. Ha OCHOBE paboyell mporpamMmbl BOCHHMTAHHMS U KAJIEHIAPHOIO
IJIaHa BOCIIUTATENbHOM padoThl, BKiItouaeMmbix B OITOIN.

Lenr BocnuTaTENbHOM pabOTBI — CO3JAHUE YCIOBUWA Il AKTHUBHOU
KU3HENEATEIIBHOCTH  OOy4arolUXcsl, MUX TPaXIaHCKOIO  CAMOOIPEIEIIECHNS,
1po(hecCUOHATIBLHOTO CTAHOBJICHUS " WHJUBUyJIbHO-TUYHOCTHOM

camMopeanu3allii B CO3WAATENbHOW  JEATETbHOCTH IS yJIOBJICTBOPECHHUS
NOTPEeOHOCTEN B HPABCTBEHHOM, KYJIbTYPHOM, HHTEIJICKTYaJIbHOM, COIIMAIILHOM H
poeCCHOHAIBHOM Pa3BUTHH.

3amaun BOCTIUTATENILHON pabOThl: Pa3BUTHE MUPOBO33PEHUS M aKTyaIn3aIus
CUCTEMBbI 0a30BBIX I[EHHOCTEH JIMYHOCTH, NPUOOIIEHHE K OOIIEYEeIOBEUYECKUM
HOpMaM MOpaJid, HAIMOHAJIBHBIM YCTOSIM U aKaJeMUYECKUM TPAJIULIUSIM;
BOCIIUTAHWE YBAXKCHUS K 3aKOHY, HOPMaM KOJIJICKTUBHOW KWU3HH, Pa3BUTHE
TPOKIAHCKOH W COIMAJbHOM OTBETCTBEHHOCTH, BOCHHUTAHUE IIOJOKUTEIHLHOTO
OTHONICHUS K Tpyay, (OPMHPOBAHHUE KYyJIbTYpbl W OTHKH MPOGECCHOHATBHOTO
oO1ienusi; (OPMUPOBAHUE JIMYHOCTHBIX Ka4eCTB, HEOOXOAUMBIX IS 3 (PEKTUBHOM
npoeCCHOHANILHON  JEATEIbHOCTH, BOCHUTAHUE BHYTPEHHEH IMOTPEOHOCTH
JUYHOCTH B 370POBOM 00pa3e KU3HHU, OTBETCTBEHHOTO OTHOIICHHS K MIPUPOTHON U
COIMOKYJITYPHOH CpeJie; MOBBIIICHUE YPOBHS KYJIBTYPhI 0€30MIaCHOTO TTOBEACHHUSI.

Ocobennoctn u Tpamgunmu HMHCTHTYTA 0OYCIOBIMBAIOT — CJIEIYIONTHE
OCHOBHBIC HAIIPABJICHHS BOCIIMUTATEILHON pabOThI: MATPUOTUUYECKOE, TPAKITAHCKOE,
JTyXOBHO-HPABCTBEHHOE, KyJIbTYPHO-TBOPYECKOE, Hay4YHO-00pa30BaTeILHOE,
poecCHOHATLHO-TPYA0BOE, BOJOHTEPCKOE (JOOPOBOIBYECKOE), IKOJIOTUUYECKOE,
dbusndeckoe. Bunmbl nesTeNbHOCTH OOYYAIOMIMXCS B BOCIHUTATEIHLHOM CHCTEME
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00pa30BaTeNbHOM OpraHU3alMU: NPOEKTHAs MACSITENbHOCTh (KaK KOJIJIEKTHBHOE
TBOPYECKOE JEJI0), BOJOHTEPCKas AESITENbHOCTh, y4eOHO-HCCIIEN0BaTENbCKas M
HAy4YHO-UCCIIEI0BATEIbCKAsl ESATEIBHOCTD, JOCYTOBasi, TBOPYECKAs U COLUAIBHO-
KyJbTYpHas A€ATEIbHOCTD U JIP.

BocnuTatenpHplii  HOTEHIMAN  y4yeOHO-UCCIENOBATENbCKOM U HAy4YHO-
UCCJIEOBATEIBCKOW  JCATENBHOCTH  PEAIN3yeTCs B IIPOLIECCE  Pa3BUTHS
UCCIIE0BATENBCKON KOMIIETEHTHOCTH OOYYaroUIMXCcs Ha MPOTSIKEHUU BCErO CpoKa
ux o0yuyeHust B Uuctutyte. Pe3ynbraThl cTyIeHUECKON HAYYHO-UCCIIEI0BATEILCKON
JESITEIbHOCTH MPOXOAIT anpoOalyio B paMKaxX HAYYHBIX M HAYYHO-TIPAKTUYECKHX
KOH(GEpEeHLIUH pa3IuyHOrO YPOBHA, B T.4. KOH(EpEHIM, OpraHM30BaHHBIX
HNucTuTyTOM.

CouunanbHO-KyJbTypHAasT M TBOpYECKas JEATEIBbHOCTh  OOYyYarolIUXcCs
peanu3yercsl pu OpraHU3allK U MPOBEACHUH 3HAYUMBIX COOBITHI U MEPOIPHSIITHIA
IPpaKIaHCKO-TIaTPUOTUYECKOM, HAYYHO-HCCIEA0BATENbCKOM, COLMOKYJIBTYPHOU H
(GU3KYIBTYPHO-CIOPTUBHOM HamnpaBiIeHHOCTU. Buapl TBOpUeCcKOW [eATENbHOCTH
oOyuaromuxcss B HMHcTuTyTe: My3bIKaIbHOE TBOPYECTBO, XOpeorpaduyeckoe
TBOPYECTBO, TEATPAIIBHOE TBOPUYECTBO, HAYYHOE TBOPUYECTBO, MEIUAIIPOEKTHI U IP.

BonoHnTepckas aesTenbHOCTh 00yYaroUXcsl — MUPOKUN KPYyr HalpaBlIEHUH
CO3MIaTeIbHON JAESITEIbHOCTH, BKIIIOYAIOUIMM paziudHble (OPMBI IPaXKAAHCKOTO
yuactus. [lo nHunmaTuBe oOyyaromuxcs U pu UX aKTUBHOM ydacTuu B HCTHTYTE
OCYULIECTBIISIET CBOIO ACSATENBHOCTD JOOPOBOJIBYECKHM OTpsiA «MBbI».

Peanmzanuio Pabodeit mporpaMMbl BOCIHUTAHHUSI MOMOTAaeT 0OOECIeurBaTh
B3aMMOJICUCTBUE C PAa3IUYHBIMU COLMAJIBHBIMU HWHCTUTYTaMH, CyOBEKTaMH
BocnuTanusa. (Ocoboe 3HaueHHWe [JIsi BOCHUTATENBHOIO MpoOIecca HMEET
OpraHu3alys MPAKTUYECKOW NEATeIbHOCTH OOyYarouuxcsl C IENbl0 Pa3BUTHS
npo(ecCUOHANBHBIX KOMMETEHIM B ycloBuiaX WHcTUTyTa W IpO(HUIBHBIX
YUPEKIACHUN U OpTaHU3aLUN.

8. OCOBEHHOCTHU OBYYEHMUSA UHBAJINIOB U JIUII C
OI'PAHUYEHHBIMHU BO3MOXKHOCTAMMU 310POBbA

B mporecce n3ydeHus: TUCHUIUIMHBI U OCYIIECTBICHUS MPOLIEAYP TEKYIETO
KOHTPOJISI YCIIEBAEMOCTM M NPOMEXKYTOUYHOM aTTecTalud HWHBAJIUIOB U JIHI[ C
OTPAHUYCHHBIMH BO3MOXKHOCTSIMU  3JI0POBbSI TIPUMEHSIOTCS — aJalTUPOBAHHBIE
dbopMbl  00yueHHMS € Yy4E€TOM HWHIUBUAYAJIBHBIX TMCUXO(PU3HOIOTHUECKUX
OCOOEHHOCTEH.

OOydeHue JMIl € OTPAHUYCHHBIMM BO3MOXXHOCTSMM U  WHBAJIUIOB
OpraHU3yeTCs KaK COBMECTHO C JPYTUMH OOYYaIOIIMMHUCS Ha JICKIIMOHHBIX U
MPAKTUYECKUX 3aHITHUAX, TaK U MO WHIUBUAYAJIbHOMY yueOHOMY IuiaHy. Bo Bpems
MPUEMHON KaMIaHUH, a TAKKE BO BPEMSI ClIaYl PA3IMYHBIX (OPM MPOMEKYTOUHOM
U TOCYJAapCTBEHHON WTOTOBOM arrectaniuu B MHCTUTYTE CO3MaHBl HEOOXOIUMBIC
YCIOBUSL JUIsl OKa3aHUsl TEXHUYECKOW TOMOIIM WHBAIMJIAM W JHUIAM C
OTPaHUYCHHBIMA BO3MOKHOCTSMH 3JI0POBbsI (TIpH HEOOXOJUMOCTH MOXET OBIThH
JONYIIIEHO MPUCYTCTBHE B AaYJUTOPUU ACCUCTEHTOB, COIMPOBOXIAKOUIUX JIHUII,
COOaKHU-TIOBOJBIPS U T.I1.).
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OOyuvaromuecs W3 4YWCIA HWHBAIWAOB U JIMI C OTPAaHUYCHHBIMH
BO3MOXKHOCTSIMU  3JI0pPOBbSI, MpPU HEOOXOJUMOCTH, MOTYT OBbITh 00€CIeUeHbI
AJIIEKTPOHHBIMU UM TICYaTHBIMU O0Opa30BaTENIbHBIMU pecypcaMy C Y4Y4eTOM UX
WHIUBUIYAbHBIX TOTpeOHOCTe. [l peanuzauuu JOCTYMHOM Cpelbl MpH
HEOOXOJIMMOCTH B y4e€OHOM MPOIECCE MOTYT OBITh 3aJ€HCTBOBAHBI JIOKYMEHT-
KaMmepa JJid YBEJIMYEHUS TEKCTOBBIX (DPAarMEHTOB U M300paKEHUU (M1 JIUI[ C
HapyIIEHUSMU  3pEHHs) ©  TMEePEeHOCHAs  HHIAYKIMOHHAs  cUcTeMa  JyIsd
cmabocnpimammx  «Mcrok» A2 €O BCTPOEHHBIM IIIEEPOM —  3BYKOBBIM
uHPOPMATOPOM.

OBC «YHUBEPCUTETCKAA OuOnMoTeKa  OHJIAMH»  MPEAOCTaBIIAET
oOyuarormumcst ¢ OB3 (o 3peHwio) psx BO3MOXKHOCTEH iisg  0oOecredeHUs
sabdexTuBHOCTH TIporecca oOydenms. [lpm dreHmm wmacmrad CTpaHUIBI caiiTa
MO>XHO YBEJIMYHUTh C MOMOULIBIO CIEHHAIBHOIO 3HA4yKa Ha TJIABHOW CTpPaHULE.
MO>KHO KCIOJIB30BATh MOJHOAKPAHHBIN PEKUM OTOOpaKEHUST KHUTH WM BKIIOYUTh
O3BYYHMBAHUE HEIOCPEJICTBEHHO C CailTa NpU IOMOINM MPOrpaMM 3KPAHHOIO
nocryna (Hanpumep, Jaws , «Balabolkay). CxaunBaembie ¢parmeHThl B (hopmarte
pdf, umeroririe BHICOKOE KaueCTBO, MOTYT UCHOJIb30BaThC TU(IIONpOrpaMMaMu 1St
rOJ0COBOTO O3BYYMBAHHUSl TEKCTOB, MOTYT OBITh 3arpyXeHbl B TH(IOmIEEphl, a
TaK)K€ CKOMMMPOBAaHbI Ha JII000€ YCTPOICTBO 11 KOM(OPTHOTO YTEHUS.

CepBuc OBC «lluTaTHMK» TOMOTAET MOJB30BATEII0 H3BIEYb LUTATy H
aBTOMAaTHYECKH (OPMHUPYET KOPPEKTHYIO OMOIUOrpauuecKyt0 CCBUIKY, 4YTO
OCOOEHHO aKTyaJbHO JUIsl JIUI C OTPAaHUYEHHBIMH BO3MOKHOCTSIMH M 0OJIer4aer
MPOLIECC HAMMMCAHUSI KypPCOBOM WIIM BBIITYCKHOM KBAIM(PUKALMOHHON paOOTHI.

JIns moAaroToBKM K 3aHATHAM oOydaroniuecss ¢ OB3 (1o 3peHuto) moryt
UCIOJB30BaTh MoOunbHOe mnpwioxkenue OBC «Jlanby, mnpegHa3zHaueHHOE IS
O3BYYMBAHUSl TEKCTa KHUTH. PexuM pgoctyma: >SJIEeKTPOHHBIA, MPUIIOKEHHE
CKauMBaeTCsd 00yJaronuMcs caMOCTOATENLHO ¢ caiTa e.lanbook.ru, HeoOxogmmoe
ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanby. Ucnonw3yercss ¢cBOOOIHO
pacrpocTpaHnsemasi mporpamma skpaHHoro goctymna Nvda.

ITonpoOHee 00 opraHu3anuu JOCTYIHOM Cpeabl CM. COOTBETCTBYIOIIUI
paszies1 OCHOBHOM npodeccruoHanbHON 00pa30BaTeIbHON IPOrPaMMBI.



