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1.1. HaumeHoBaHHe TUCHUIIINHBI

PaGouass mporpamMMa IUCHUIUIUHBEI «JlOKyMEHTAallMOHHOE OOeCrevYeHne YIpaBICHUS
npenHa3HayeHa Uig OoOy4aloluxcs [0 JOMOJHUTEIbHOW 00pa30BaTeabHOW MpOTrpaMMbl
npo(ecCHOHANFHOM  MEPETNOArOTOBKH  «YTIPABICHHE MYHHIIMITANLHOW  OHMOMMOTEKOW B
COBPEMEHHBIX YCIOBHUSX: CHCTEMHBIM MOAXOM» B (B TOM 4YHCIE [ HWHKIIO3UBHOIO
o0pa3oBaHWS WHBAIMJOB W JIMIl C OrPAHWMYEHHBIMA BO3MOXXHOCTSIMH 370POBbsI), TIO
HampaBiaeHuto moarotoBku 51.03.06 «bubamoredyHo-uHGOPMAITMOHHAS — JIEATEILHOCTHY,
npopmwis  TOATOTOBKU  «MEHEIKMEHT OHOIMOTEeUHO-UH(POPMALIMOHHON  JESTETBHOCTH.
HMuctunmuaa yurtaercs Ha kKadeape  OMOIMOTEUHO-MHGOPMAIIMOHHOW  JIESITEIBHOCTH,
JIOKYMEHTOBE/ICHUS U apXHUBOBEICHHS Xa0apOBCKOTO TOCYIapCTBEHHOT'O MHCTUTYTA KYJIbTYPHI,
B COOTBETCTBUU C (hefepaibHbIM IOCYyIapCTBEHHBIM 00pa30BaTEIbHBIM CTaHIAPTOM BBICILIETO
oOpa3oBaHus, yTB. MpuKka3oM MuHucTepcTBa 0Opa3oBanus u Hayku PO ot 06.12.2017 Ne 1182,
C ydyeToM Mpo(ecCHOHAIBHBIX  CTAaHAAPTOB, COOTBETCTBYIOIIMX  MPOdeccHOHANBHON
NESTEIIbHOCTH BBIITYCKHUKOB.

1.2. MecTo tucuMIIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

VYyebnas mucnurumHa «JlOKyMEHTAIIMOHHOE OOecleueHrue YMPaBICHUs» OTHOCHTCS K
TUCIUIUIMHAM y4e0HOTO TUTaHA U SIBISIETCS OCHOBOWM Mt W3YYCHHS] TEOPETHUECKHUX,
METOJMYECKUX M  OpPraHWU3AIMOHHBIX BOMPOCOB  YIPABICHHUS OHOIUOTEHYHBIM  JICTIOM.
JuctumnimHa cBsi3aHa ¢ AUCHHUILUTMHAMHE Y4eOHOro IIaHa, TakuMu Kak: «Mapketunr BU[»,
«MeHeKMEHT KauecTBa OMOINOTECUHO-UH(DOPMAITMOHHON IEATETLHOCTI.

1.3. Ilesib 0CBOEHHUS TUCHUIIIHHBI

Leabl0 OCBOGHUS IUCHUIUIMHBI «J{OKyMEHTalMOHHOE OOEeCIeUYeHHUEe YIpaBICHUS»
ABIsieTcs (HOPMUPOBAHME, CHCTEMHBIX 3HAaHMH O CHCTEME YIPABIECHYECKUX JIOKYMEHTOB B
NEeSITeIbHOCTH ~ OMOIMOTEYHO-MH(DOPMAITMOHHBIX  yupexkaeHuid. M3ydenue mnpobiemMaTuku
IpeaycMaTpuBaeT M3y4eHHE STOM JUCLUIUIMHBI C Y4€TOM HMCTOPUYECKHX OCOOEHHOCTEH eé
CTaHOBJICHUSI KaK HAyKM. JTO COCTaBHas 4YacThb Kypca YIpaBlIEHHUsS JIOOBIM YyUpexkIeHHUEM
KYJbTYpbl. YIIPaBICHUECKas! JEATEIbHOCTh B OPraHM3aluu OMOJMOTEYHOro Aena TpedyeT oT
pYKOBOIUTENS yMEHHUs paboTaTh C JOKYMEHTaMM, YMEHHUS OpraHM30BaTh paboOTy CIIyKO
nokymeHtanuu. IlosToMy B TeMaTHKy Kypca BXOIAT MpoOJeMbl  JOKYMEHTHUPOBaHMS
NesITeNbHOCTH coBpeMeHHOM opranuzamuu, ['OCT(sl) ¥ crapgapTsl 1O JOKYMEHTAalUH,
oprasHu3zanys paboTsl C JOKYMEHTaMHU U BOIPOCHI UX COXPAHHOCTH.

1.4 ®opMupyembie KOMIETEHIIUN
Kop DopMyIMpOBKa KOMIIETEHIUH
IIK IIpodeccnonanbHbIe KOMIIETEHITUN
I1K-8 Cnioco6HOCTHh OPMUPOBATH U TTOIJICPKUBATH PAITHOHAIBHYIO CUCTEMY
AOKYMCHTAIIMOHHOT O OGGCHG‘IGHI/IH

2.1. OFbEM U COAEPXAHUE JUCIHUIIJIMHbI
JuctunnuHa «/lokyMeHTanmoHHOe oOecrieueHne yrpaBieHus» oOmuM oobemMoM 18 .
u3ydaercs Ha 3 MojyIne nporpaMMbl. [Iporpamma mpemycmarpuBaeT Kak YTEHHUE JIEKIUH, TaK U
3aKperieHNe 3HAHWN Ha MPaKTHYECKUX 3aHATHSAX. KpoMe TOoro, BKIFOUEHA M CaMOCTOSTEIbHAS
paboTa CTYACHTOB.

2.1. O0beM JUCHUIIINHBI

JlonoHUTEIbLHOE 00pa3oBaHue

Buna yueOHoii padoThI
Bcero uacos MOYJIb

KontakTHasi paGora (Bcero) 6 3




Buj yueOHoi1 padoThl

JdonmosiHuTeIbHOE 00pa30BaHUE

Bcero uacos MOYJIb

B ToMm uucine:

- aexkyuu (J13)

2 3

- cemunaput (C3)

- npakmuyeckue (113)

4 3

- menkozpynnoewvie (MI'3)

- unoueudyanvnwie (U3)

- 2pynnosoe koucynrvmuposanue (I)

- UHOUBUOYATbHOE
Koncynomuposanue (M)

CamocTosTenpHas padoTa CTyACHTa
(Bcero)

12 3

CPC

10

KOHTPOJIb

B ToMm uucie:

- TOJITOTOBKA KYPCOBOH pabOTHI

- TEKYILUH KOHTPOJIb

- IPOMEXYTOYHBIA KOHTPOIIb
(MoAroTOBKA K 3a4€Ty/9K3aMeHY)

OO6m1as TpyI0€MKOCTb:
(Bcero 3a4. ¢1./K0JI-BO 4acOB I10

®roC)

14 3

Bua npomexyTo4HOM arTecTanuu
(3aueT, SK3aMEH)

3a4er
3K3aMEH 3
2.2. TemaTnueckuii mjia"
Kou-Bo yacon
KonTakTHas paéora CamocrosiTesibHast padoTa
o CTYAE€HTOB
HaunmenoBanme : - KOHTDOID
Ne pa3aesioB U TeM S = = 2 CPC
n/m (popmupyempbie g E z 2 E g0
KOMIIETEHI1H) o8| e § J3 | C3 |13 |5 = ZE| cp npoM
g |8F = 5| C | Tew eKyTO
-~ S 2 i .
&z YHBII

Tperuii MoxyJb

Pa3nes 1. JlokymeHTallMOHHOE 00ecnieyeHHe YIIPABJICHHUS KAaK y4eOHasl JMCIUIIJIMHA

1.1 | Mectro IOV B cucreme

Hayk (ITK-8) !

1 1

1.2 | OcHoBHEIE
KJIacCU(PUKAITIHI 1

nokymeHToB ( [TK-8)

1.3 | depxarenu

nokymeHToB (I1K-8)




Paszgea 2. Paznen 2. JIOKyMeHT M €ro peKBH3UTHI

2.1 | 'ocynapcTBeHHbIE
crannaptel P6.30 — 97
u P6.30-2003 -1 1 1 1
CXOJICTBO W paznuyue (
I1K-8)

22 |TOCT P 7.0.97-2016),
ero ocooernoctn (ITIK-| 2 2 2
8)

2.3 | @opMmynsip OKYMEHTA.
Buapr 6;1ankoB (ITK-8)

2.4 | PekBU3UTHI
nokymeHToB (T1K-8)

2.5 | Opranu3anoHHO-
IIPaBOBbIE JOKYMEHTHL | 1 1 1

(TTK-8)

2.6 | CnpaBouHo-
WHpOpMaNMOHHBIE |
CIIPaBOYHO- 1 1 1
aHAJIUTUYECKUE
nokyMmeHTsl. (ITK-8)

2.7 | Opranu3anoOHHO-
pacropsiAUTEIbHbIE 1 1 1
nokymeHTHI (ITK-8)

2.8 | CTUib U A3BIK AEJI0OBOTO
nokymenTa. (ITK-8)

Pa3nes 3. JlokyMeHTHPOBaHHE TPYA0BBIX NPABOOTHOIICHHIl

3.1 | JlokyMeHTBI o
muuHoMmy coctaBy(ITK- | 1 1 1
8)
3.2 | 3ammTa NEepcOHATbHBIX 1 1 1
nanubIx (ITK-8)
3.3 | Homenknarypa nen | 4 1 1
(TTK-8)
3.4 | Hoxymentoo6opot(ITK-
9). 1 1 1
3.5 | Texnomorusi paboThHI C 1 1 1
nokymeHToMm (I1K-8)
Kontpoas CPC 2 2 2
Hroro 3a xkypc 18 | 6 2 4 12 10 2

2. 3. KpaTkoe coep:kaHue pa3aesioB U TeM

BBenenue.

Beenenne B kypc. PackpeiBaercs — mpeaMmeT, — 3amadym, — CTPYKTypa  Kypca,
MEXIUCIUTUIMHAPHBIC CBs3U. [loka3bIiBaeTcsi CBsA3h C OOIICHAYYHBIMH W WHGOPMAIMOHHBIMU
JTUCLUUTUTMHAMHE, C MPAKTUKONH OMOIMoTeuHo-0nbarorpadguueckoil aearenbHocT. OnuchBaeTCs
3HAQUYCHWE JUCIUIUIMHBI JUUI  TOATOTOBKH  CHEIUAIUCTOB B  cdepe  OMOIMOTEUHO-



UHPOPMALIMOHHON JEATENbHOCTH B COBPEMEHHBIX YycinoBusX. Jlaércs o0030p yueOHOIM
JUTEPATyphl U OCHOBHBIX HCTOYHHUKOB I10 KypCYy.

Pasznea 1. [lokymMeHTAlIMOHHOE o0eclieyeHre YIPaBJeHUs KaK ydeOHasi M CIUTIINHA
Tema 1.1 Mecto JOY B cucreMe HayK.

Omnpenenenne nokyMeHTa. I[IOHSATHS <«JOKYMEHT», «HOCUTENb HH(pOpMaum,
«ECTECTBEHHBII M MCKYCCTBEHHBIH S3bIKM JIOKyMeHTa». IIpenmer u  0OBEKT
HCCIIEI0BAHMUS. B3anmocssizu c ryMaHUTapHBIMA HayKaMH. CrniocoOsl
JOKyYMEeHTHpOBaHUS ((oTO-, (OHO-JOKYMEHTUPOBAHHE; PYKOIHCHBIE JOKYMEHTHI).
JIOKyMEHTBI — HOCUTEIIA ONIEPATHBHOMN M PETPOCIIEKTUBHON WH(OpMAITUH.

Tema 1.2. OcHOBHBIE KJIacCH(PUKANNM TOKYMEHTOB

Knaccuukanum 10KyMEHTOB, UX CXOJCTBO M pasinuue. Pa3neneHue 10OKyMEHTOB IO
dbopme (TeKCTOBBIC, TpaPUUYECKHE ayIMOBH3yaIbHBIC), TIO PEAAKIIMOHHO-U31aTEIhCKON
NOJATOTOBKE (OMYOJMKOBAaHHbBIC, HEOIYOJMKOBAHHBIE), MO CTENEHH NepepadoTKu
(mepBUYHBIC, BTOPUYHBIC), MO LIEJIEBOMY U YWUTATEIbCKOMY HAa3HAUCHUIO M T.J.
OdunmanbHble TOKYMEHTH! (HOPMAaTHBBI, CTAHAAPTHI, IPEUCKYPAHTHI), UX 00s3aTeIbHbIN
XapakTep, pa3/ieJeHue M0 TEPPUTOPUATIEHBIM YPOBHAM. OYHKIINU TOKYMEHTa — 001IKe U
crieMaibHbIe.

Tema 1.3. /lep:kaTesin JOKYMEHTOB

[lonsiTne «apXuBHBIM JOKYMEHT». BuIbl apXWMBOB — TOCYIJAapCTBEHHBIE,
BEJIOMCTBEHHBIE, MEKXBEJIOMCTBEHHbBIE, JIUYHbIE. BUbI JOKYMEHTOB rocyAapCTBEHHOTO
apXMBa: OPraHU3ALMOHHO-PACIIOPSAUTENbHBIE JOKYMEHTBI, TBOPYECKHUE JOKYMEHTBHI,
JIMYHBIE apXUBBL. DKCIEPTU3a JOKYMEHTOB. CucremaTu3anusi apXUBHBIX JOKYMEHTOB,
dopmupoBanue nen. Y4éruole (HOpMbI apXUBHBIX TOKYMEHTOB. APXUBbI U apXUBHBIC
¢donasl XabapoBCKOTo Kpasl.

My3eiiHble 3KCHOHAThl M MY3€WHBIE JIOKYMEHTBI — CXOJICTBO M pa3jiNyHeE.
Perucrpanus, MHBEHTapu3anus U KaTaJIOrW3alds MY3€WHBIX JOKYMEHTOB. YUETHO —
XPaHUTEIbCKUE JOKYMEHTBI My3€sl. DTalbl CO3/ITaHUsI MY3€HHOM TOKYMEHTAIIUH.

bubnuoreka kak nepxareiab  JOKyMeHTOB. (OcoOeHHOCTH  OMOIMOTEUHBIX
JIOKYMEHTOB.

Pa3nes 2.Jlo0kyMeHT H ero peKBU3UTHI
Tema 2.1 I'ocynapcTBeHHbIE CTAHAAPTHI 110 JOKYMEHTONPOU3BOACTBY.
[Mpoueccer yaudukanmu wu craggaptusanud. ['OCT(s1) «YHUDUIIUPOBAHHBIE CHCTEMBI
nokyMeHTauuu» B cucreme nenonpousBoactBa. ['OCT P6.30 — 97 u I'OCT P6.30-2003 —
€X0/cTBO U paznuuue. Knaccudukanus 10KyMEHTOB OpraHU3aliy.

Tema 2.2. @opmyJsip fokymeHTa. Buasl 6,1aHKOB
Dopmynsp mokymeHTta. TumoBoit Gopmymsip u dopmynsap-oOpaszen. Buabl O1aHKOB.
TpeboBaHMs K MCIONB30BAaHUIO, U3TOTOBICHUIO, YUETY U XpaHEeHHIO OJaHKOB ¢ repbamu PO u
repbamu cyObekToB PD.

Tema 2.3. PeKBU3UTBI JOKYMEHTA.

Pa3zmeps! mosnieit u pacrnonoxeHue peKBU3UTOB. TpeOoBaHHS K OPOPMIICHUIO PEKBU3UTOB
nokymeHtoB. Homenxiatypa nen. OTpakeHue KiacCU(pUKalMU JOKYMEHTOB B HOMEHKJIATYpe
nen. HomeHknarypa kak OCHOBHOW YYETHBIM JOKYMEHT B Jenonpou3BoicTBe. CTpyKkTypa
HOMEHKJIATYPHI.

I'pynnupoBka JOKyMEHTOB OJHOTO KaJ€HAAPHOIO roja B Jaeia. JJOKyMEHTHI IOCTOSSHHOTO
1 BPEMEHHOT'O CPOKOB XpaHeHMsl. CpOKU XpaHEHUs TOKYMEHTOB.

Tema 2.4. Opranu3auMOHHO-NPABOBbIE TOKYMEHTbI



PexkBusutel OIIJ[. YcraB opraHumszanuu Kak CBOJ IpaBW, PETYIHUPYIOIMIMX AESITEIbHOCTD
OpraHu3alyii, X B3aWMOOTHOLIEHUH C APYrMMM OpraHU3alMsIMU, UX NpaBa U OOS3aHHOCTH.
[TonoxxeHus, NOJKHOCTHBIE HHCTPYKLIUH, IITaTHOE pacnucaHue. [1onoxenns HHIUBUAYaIbHBIC
Y TUIIOBBIE.

Tema 2.5. CipaBoYHO-MHPOPMALMOHHBbIE H CIIPABOYHO-AHAJTUTHYECKHE JOKYMEHTbI.
CO6op u 00paboTKka OOBEKTUBHON M JOCTOBEPHOM MH(POPMALUU KaK YCIOBHE YCHEIIHOTO
mpolecca NPUHATHUS yIIpaBieHuecKoro peuieHus. [Ipotokon, qokiagHas 3anucka, IpeioKeHue,
OOBSICHUTENIbHAS 3allMCKa, 3asBJICHHE, MPEJCTAaBICHUE, CIpaBKa, akT. KpaTKuil MpPOTOKOI,
BBITIMCKA U3 TIPOTOKOIa. HpOpManmoHHbIIT 0OMEH ¢ MTOMOIIBI0 TEpenucKu. Bunabl ciry>xeOHOM
NEPENuCKH: CIyKeOHOE MUCHhMO, Telerpamma, TenedoHorpamma, (akcorpamMma, >JIEKTPOHHAS
nouta. O0s3aTenbHble PEKBU3UTHI MHUCbMA. BUIBI C1yKeOHBIX MHCEM.

Tema 2.6. Oprann3auMoOHHO-PACIOPSAUTEIbHbIE TOKYMEHTbI
PaCHOpHI[I/ITCJIBHaH AOKYMCHTAaLUs. PaCHOpH,Z[I/ITe.HBHBIC JAOKYMCHTEI, n3gaBacMbIC
KOJUIETHAJIbHO — TIOCTAQHOBJIEHUS, peuieHus. PacropsiuTenbHble JOKYMEHTHI, H3JaBacMble
€IUHOJINYHO - IIPUKA3bl, YKAa3aHUs, pacIopsKeHus. PEeKBU3UTHI ITpuKas3a. Buasl npukasos.

Tema 2.7. CTHIBb U A3BIK 1€JI0BOT0 JOKYMEHTA.

OcobenHocTd  O(UIMAIBHO-ACIOBOTO CTUJA. Jlekcuueckue, MOp(OIOTHYECKUE U
CHHTAKCUYECKHE CPE/ICTBA S3bIKAa MPU COCTABICHUU CIY)KEOHBIX JOKYMEHTOB. TpeGoBaHHs K
TEKCTaM JIOKYMEHTOB: TOYHOCTb, SICHOCTh, JAKOHMYHOCTb. YTOTpeOJeHHE CHelHaTIbHON
JIEKCUKH (TepMHHBI, TPO(HECCHOHAIN3MBI U KaprOHHO-TIPO(ecCHOHABHBIE CI0Ba). Y cTapeBLIast
JIEKCUKA — apXau3Mbl WU UCTOpu3Mbl. [IpaBuna ymnorpeOsiaeHHs] HEOJOTU3MOB U MHOCTPAHHBIX
CJIOB B JICTIOBBIX JIOKyMeHTax. Mcrions3oBanue abopeBuaryp.

Pa3nes 3. JlokyMeHTHPOBaHHE TPYAOBBIX IPABOOTHOLICHUH
Tema 3.1. JIoKyMeHTBI 110 JINYHOMY COCTABY
JIOKyMEHTBI 10 JIMYHOMY COCTaBy (10 mpuémy Ha paboTy, MepeBOAY, YBOJBHEHHIO, IO
0(OPMIIEHHIO OTIYCKOB, MOOIIPEHUH M B3bICKAHWH). BUabl TOKYMEHTOB: 3asBlICHHE, aHKETA,
TPYZAOBOM AOroBOp (KOHTPAKT), IpHUKa3 O NMpHEME, JIMYHAs KapTouka, JndHoe aeno. Ilpasuiia
3aIIOJIHCHUS AHKETHI.

Tema 3.2. 3amuTa nNepcoHANbHBIX JAHHBIX
Kondunennmansnass undopmarus. Bunsl xonduaenumansHoil unpopmarnmu. I[lonsrue
«MEpCOHANIBHBIC TaHHBIE». 3alliTa MepCOHATBHBIX JAHHBIX — OPTaHW3AalMOHHAs, TEXHHUYECKas,
IpaBoBast, MPOrPaMMHO-MaTEeMaTHIYECKasl.

Tema 3.3. lokymeHT0000pPOT
Opranuzanus JelONpOU3BOACTBEHHON CIY>KObI Mpennpustus. Bxopsmue, ucxonsinue,
BHYTpEHHUE JOKYMEHThl. OCHOBHBIE TapaMeTpbl U COJEp)KaHUE TOKyMEHTOonoToka. CTpyKTypa
JTIOKYMEHTONoToKa. Peructpamusi nokymeHnToB. @opmupoBanue nei. Mcnonb3zoBanue [19BM B
JOKYMEHTAITMOHHOM OoOecrieyeHnHt yrpasiieHus. ParmonanbHas cucrema JOKyMEeHTO000poTa.

Tema 3.4. Texnosorusi padoTbl ¢ JOKYMEHTOM
TexHonmornueckas Lenoyka onepaluii: CoCcTaBlIeHHE IMPOEKTa JOKYMEHTa, COIVIACOBAHUE
IIPOEKTa, YTBEP)KJIEHUE JTOKYMEHTA PYKOBOAUTENEM; IPUEM U IPEIBAPUTEIBLHOE PACCMOTPEHUE
JOKYMEHTa  PYKOBOJCTBOM, MCIIOJIHEHHME W KOHTPOJIb HCIOJHEHUs, (OPMHUPOBAHHUE €.
KOHTpOJIb HCIIOJIHCHUS JOKYMCHTOB.
CpoKH UCTIOTHEHUS TOKYMEHTOB.



3. YYEBHO-METO/IMUECKOE OBECHEYEHUE JIJII CAMOCTOSTEJIbHON
PABOTbBI OBYYAIOIIUXCA 11O JUCHUIIJIMHE

3.1. IlnaHbl NPAKTHYECKUX 3AHATHI

CryaeHThI BBIMOJIHAIOT MPAKTUYECKUE 3a/1aHMsI KaK MO/l pYKOBOACTBOM IeAarora, Tak u
CaMOCTOSITENIbHO, MOCJIe KOHCYJbTAllUU C MPEeNoaBaTeaeM U MOIyYeHHs] peKOMEHAAali 1Mo ux
BBITIOJIHEHHUIO.

CTyneHThl pU MOJATOTOBKE K MPAKTUYECKOW padoTe JOKHBI MOBTOPUTH JEKIIMOHHBII
MaTepual MU CaMOCTOSITEIbHO H3YyYUTh BOIIPOCHI, CBS3aHHBIE C CO3/IaHHEM JIOKYMEHTOB
OpraHH3aIiH.

IIpakTnyeckue 3ansarus 1 - 3.

K pa3neny «/loKyMeHT U ero peKBU3UTBI»

IIpoxoskuTebHOCTD - 16 YacoB

Henp 3aHaTHii: TPUOOpPETEHHE MPAKTUYCCKUX HABBIKOB COCTABIICHUS OpraHU3aIl[MOHHBIX,
pacnopsAUTENbHBIX U HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

ILnaH npakTHYeCKUX 3aHATHI:

1. CocraBneHnue YcTaBa opraHu3alyu, ITATHOTO PACHUCAHUS, JOTKHOCTHBIX MHCTPYKIIHI

2. CocraBneHue MpUKa30B M0 OCHOBHOM JEATEIbHOCTH, IPOTOKOIA OOIIEro COOpaHus

3. CocraBieHue JOKJIAIHOM 3alIMCKU

4. CocraBiieHrEe TUCbMA-TIPETEH3UN HA HEKAUE€CTBEHHBIN TOBap

B paMkax mpakThyeckoro 3aHATHs NPOBOAUTCS AenoBast urpa «Co3gaii cBoé nesio»:
MOJITOTOBKA CTYACHTAMH OCHOBHBIM YUYPEIAHMTEIbHBIX JOKYMEHTOB CO31aBa€MOTO MPEIIPHUSITHSI.
Cnenyrommit  stam - pa3paboTka JTOKYMEHTOB, HEOOXOAUMBIX Ui OpTraHHU3aIUN
NIPOM3BOJICTBEHHO-XO035IICTBEHHOW JICATEIILHOCTH TPEANIPHUITUS. B 3aKioueHne mpou3BOIUTCS
HOJATrOTOBKA MANKH «J{e10» /i OLleHKH KayeCcTBa JTOKyMEHTOB.

3.3. Bonmpocs! AJ151 CaMOKOHTPOJISI 110 pa3/iesiaM JMCIHIITHHbI
CamocTosiTesibHasi pad0Ta BKJIKOYALT:
1. M3yuyeHne M KOHCIEKTHPOBAHHE JOMOJIHHUTEIBHOM JIUTEPAaTypbl B COOTBETCTBUH C
MpOTrpaMMoit Kypca.
2. KoHcynbranuu npernoaaBares mo Hanboiee CI0KHBIM TeMaM.
3. CamocToATenbHOE  BBIMIOJIHEHHWE  Ja0OpaTOpHBIX  paboT,  MPEeasIOKEHHBIX
IpernoIaBaTeeM.

['maBHBIM HampaBJIEHHEM CaMOCTOSTEIbHONW pabOThl CTYJEHTOB SIBISETCS IMOATOTOBKA K
NPaKTUYECKUM 3aHATHAM. B  mporecce camMOCTOATENBbHOM pabOThl  CTYIEHTHI  JJOJKHBI
O03HAKOMUTHCSI C PEKOMEHJIyeMON JUTepaTypoil, M3y4yuTh HOPMATHUBHYIO JTOKYMEHTAalLUIO IO
Kypcy. Ilpu HeoOXxonuMocTH caenaTh COOTBETCTBYIOIIME 3anmuch. Oco0oe BHUMaHHE JOJKHO
OBITH yJIEJIEHO PAaCCMOTPEHHUIO HOBBIX HICTOYHHUKOB I10 MCCIIEAYyeMOil mpolieme.

@opMbI M METOIBl CaMOCTOATENBbHOM pabOThl CTYIEHTOB 3aBHCAT OT CTENEHU
MOJIFOTOBJIEHHOCTH CTYJEHTOB, 0a30BOro ypoBHS uX 3HaHuil. [IpemomaBarenb, ucxons wu3s
BBIIIIECKA3aHHOTO, MOAOUPAET BapUAHTHI CAMOCTOSITENBHBIX 3aJaHUi M JaéT KOHCYIbTAIUH TIO
UX BBIMOJIHEHUIO JJI1 KOHKPETHOW CTYAEHYECKOM IpyMIbl U, B KOHEYHOM HTOTe, JUJISl KaXKIO0ro
cryneHta.  CamocrositenpbHass  paboTa  TO3BONISET  CTYACHTaM  MOJYYUTh  HABBIKU
HCCJIEI0OBATENbCKOM paboThI, ObICTpEe OBJIAIETh HAaBBIKAMH PaOOTHI ¢ OMONMHOrpadUIECKUMU
UCTOYHUKAMU, KaTAIOTaMH U KapTOTeKaMH OMOITHOTEK,

HUrorn camocTosITeNbHONW pabOTBI MOTYT OBITh peayin30BaHbl B (Gopme mokiaaa, pedepara,
KOHTPOJILHOM pabOThl, BHICTYIUICHHUS HA HAYYHOH CTYI€HUECKOM KOH(pEpEHIUH.
Ha camocTosiTe/ibHYI0 pa00Ty BHIHOCSTCS CJleYIOlIie TeMbl:



Tema 1.HopmaTuBHO-MeTOAMYeCKas 0a3a 1eJ10NPOU3BOACTBA
N3y4uts BONpoOCHI:
1.HopMaTuBbl 10 JOKYMEHTHUPOBAHUIO, AEIONPOU3BOICTBY U XPAHEHHIO TOKYMEHTOB
2.CocTaBUTh CIOBAPUK OCHOBHBIX TEPMUHOB MO Kypcy (110 YKa3aHHUIO IIe1arora)
Tema 2. SI3bIK COBpeMEeHHBIX JOKYMEHTOB
N3y4yuts BONpoOCHI:
1. 3ammra nHbOpPMAMK B 3IEKTPOHHOM JOKYMEHTOOOOPOTE: TPEeOOBAaHHS K KPHIITOCHCTEMAM,
3JIEKTPOHHAs U(PPOBask MOIHUCH.
2. ®enepanbhblii 3ak0H PO «O0 31ekTpoHHOI HU(POBOM MOITUCHY.
3. HauGonee ynorpebisieMble COKpaIieHus CIOB.
Tema 3./l0KyMeHTBI 10 JIUYHOMY COCTABY.
N3y4yuts BONpoOCHI:
1.JInyHast kapTOoUyKa pabOTHHKA
2.Bbimjaya TpynoBOM KHMKKM TIPU YBOJIBHEHHM COTPYAHHKA (IPEKpalleHud TPYAOBOIO
JIOTOBOPA).
3.Y4er TpyAOBbIX KHI)KEK, XpPAHEHHUE U YHUUTOKEHHE HEBOCTPEOOBAHHBIX TPYIOBBIX KHUKEK.
4.KoMmruieke JOKYMEHTOB 110 0()OpMIICHHUIO TOOIIPEHUH U AUCHUIUIMHAPHBIX B3bICKAHUH.
Tema 4. JIOKyMeHT M €ro peKBU3UTbI
H3y4nTs BONpockl:
[ToHATHS «IOKYMEHT», «JOKYMEHTOO00POT», «AEIOMPOU3BOACTBOY.
Enunas rocynapcTBeHHast CUCTEMA JCJIONPOU3BOICTBA, €€ 3a0a4H.
OcHOBHBIE TOCYJapCTBEHHbIE CTAHAAPTHI 10 JI€JIOMPOU3BOJICTBY.
PexBu3uThl TOKyMEHTA
Tema S.
«/loKyMeHTBI 10 JINYHOMY COCTABY»
N3y4yuts BONpoCHI:
1. Ocobennoctu 0(hopMIIEHHUS JOKYMEHTOB IO KaJpOBOMY COCTaBY.
2.Komrmieke TOKyMEHTOB, CO3JaBaeMbIX IpU MpuEMeE, YBOIbHEHUH M TepeBojie padOTHHKA Ha
JIPYTYIO JOJKHOCTD.
3. TpynoBoit JOroBOp U KOHTPAKT.
4. OCHOBHBIE PEKBH3HUTHI IPHUKA30B 110 JTUYHOMY COCTaBY U MpaBUiia UX 0(hopMIICHHUS.
5. IlpaBuna oopmiieHUs: TPYAOBBIX KHIKEK, TUUYHBIX KapTOUEK, JINYHBIX J1e]1 pAOOTHUKOB.
Tema 6.
«Opranuszanus padoTbl ¢ KOHPUACHIUAIbHBIMHA JOKYMEHTAMI.
H3y4nTs BONpockl:
1. Yro mnonmmaercs mox HWH(POPMAIMOHHOW O€30MaCHOCThIO (UPMBI, KaKyl IIeJb OHa
npecienyeT?
2. Uto Takoe KOHPUACHIINATBHBIA TJOKYMEHT?
3. YkaxuTte kiaccupukanuio KOHPHIESHIHATBHBIX JJOKYMEHTOB.
4. Kaxue oCHOBHbBIE YIPO3bl BO3HUKAIOT MIPHU paboTe ¢ KOH(UIECHIIMAIBHBIMU JOKYMEHTaMu ?
5. Ykaxurte 0COOEHHOCTH BEICHHUS JEIIONPOU3BOJICTBA, 00ECIIEUNBAIOIIETO YUET U COXPAaHHOCTh
KOH(puAeHIMAIbHON HH(OpPMAIIUK U JOKYMEHTOB.
6. Uto moHumaercs MOJ 3allUIIEHHBIM JOKYMEHTOOOOPOTOM, 3a CYET YEro MOXKET OBITh
oOecrnieveHa ero 3auura?
Tema 7.
«JlOKyMeHTO0000pOT B OPraHU3aumN»
H3y4nTs BONpoCkI:
1. Homenknarypa fen kak oTpakeHre KjacCU(PUKaIUU JOKYMEHTOB
2.OkcneuIuoHHas 00paboTKa JOKYMEHTOB
3.PannonanpHoOe IBUKEHHE TOKYMEHTOB BHYTPU OpTaHU3aluU



4. METOANYECKHUE YKA3AHUSA 110 OCBOEHUIO JUCHUITIJIMHBI

[lpuctynas K wu3ydyeHHIO Yy4eOHOW [UCHMIUIMHBI 1O BbIOPaHHOMY HAIpaBJIEHUIO,
oOydaromuiicsi, ansi 3Q¢GEKTUBHOTO OCBOEHUS, OCBaMBaeT CaMOCTOSTENILHO TEMAaTHUKY Kypca.
Ilens camocTosATENTEHON pabOTHl OOYYAOMIMXCS — OOyYEeHHE METOJaM IOJTYy4YeHHUS HOBBIX
3HaHUH, MTPUOOPETEHHE HABBIKOB CAMOCTOSTEIBHOIO aHAJIM3a MaTepuana 1o yuyeOHOMy Kypcy,
yCUJIEHUE HAYYHBIX OCHOB IMPAKTUYECKOM NesATeNbHOCTH. [7MaBHast 3amaya caMOCTOATEIbHOM
paboThI CTYICHTOB — PA3BUTHE YMEHUS IPUOOPETEHNS HAYYHBIX 3HAHUHU ITyTEM JIMYHOTO TIOUCKA
uH(popMalnu, GOpMUPOBAHUS AKTUBHOTO MHTEpeca K yueOHOM NUCHUIUIMHE; CUCTeMaTH3aluu U
3aKpEIUICHUH TOJYYCHHBIX TCOPETHUECKUX 3HAHMM U MPAKTUYSCKUX YMEHHUMU, YriyOleHue u
paciupeHne TeOpeTUYECKUX 3HAaHHM.

YcBoeHne MaTepuana JUCIHHUIUIMHBI Ha JIEKIUAX, MPAKTUYECKHUX UM B pPE3yIbTare
CaMOCTOSITENIbHOM TOJTOTOBKM W HW3YYEHUS OTAENbHBIX BOIPOCOB AMCHUILINHBI, MO3BOJIUT
MOJOWUTH K HPOMEXYTOUYHOW aTTeCTallMd IMOATOTOBICHHBIM, M MOTPeOyeT JHUIIb MOBTOPCHUS
paHee MpoiIeHHOro MaTepuaia. 3HaHUs MPHU 3TOM SABISAIOTCS ITYOOKMMH U KaueCTBEHHBIMHU, U
MO3BOJISIOT (DOPMUPOBATH COOTBETCTBYIOIIUE MPO()ECCHOHAIBHBIE KOMIIETCHIIMM KaK HTOT
00pa3oBaTenbHOTO Mpoliecca.

PabGouass mporpamma Kypca BKIIOYaeT B ceOsl pa3felbl U OCHOBHBIC TPOOJIEMBI
JUCIUIUIMHBI, B paMKax KOTOPBIX U (OPMHUPYIOTCS BOIPOCHI IS KOHTPOJISI M aTTeCTallUH.
[losToMy cCTymeHT, 3apaHee O3HAKOMHUBIIHCH C TPOTPAaMMOM Kypca, MOMKET JIydlle
COPUEHTHPOBATHLCS B TIOCIIEI0BATEIBHOCTH €r0 OCBOCHHS.

[Ipu nnaHWpOBaHUM BPEMEHH Ha OCBOCHHUE AMCIUIUIMHBI CIEIYET PYKOBOJICTBOBATHCS
CTPYKTYPOH NUCIUIUTUHBI, B KOTOPOH yKa3aHbl KOJIMYECTBO aKaJEMHUUYECKUX YacCOB JJISl KaXIOu
TEMBI, BUJIA 3aHATHH (JIEKIMOHHOE, MPAKTHYECKOE, CEMUHAPCKOE) U Yachl HA CAMOCTOSITEIbHYIO
paboTy; GopMOii TEKYIIEro KOHTPOJISl yCIIEBAEMOCTH (TECThI, BBIIIOJHEHNE WUHIMBUIYaTbHBIX U
NPaKTUYECKUX 3aHATUH U 1p.); POPMOIl MPOMEKYTOUHOM aTTecTaluu (IK3aMeH).

W3ydyenne Kaxxqoil TeMbl IUCHUIUIMHBI 11€1IeCO00pa3HO HAuMHATh CO 3HAKOMCTBAa C
COJIepKaHUEM TEMAaTHKH; 3aTe€M CJeIyeT 3Tall MoA0Opa UCTOYHUKOB U3 YHCIIA PEKOMEH]IYEMbIX
U MOJ00paHHBIX CaMOCTOSTENbHO (HAay4YHbIC CTaThU; WHGPOpMANHS ¢ O(DHUIIMAIBHBIX CaWTOB
rOCYJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O caMoylpasieHus u 1p.). Llenecoobpaszno BecTu
nepeyeHb MpoOJIEMHBIX BOMPOCOB Cllydae 3aTPYIHEHHH C YSICHEHHEM CMbICIa U3JI0’KEHHOTO B
UCTOYHMKAX MaTepuayia (yKa3aHHBIC BOIPOCHI MOTYT OBbITh pa3pelieHbl CaMOCTOSITENBHO, BO
BpEMsI CECCHOHHBIX 3aHATUI UM Ha KOHCYJIbTAIlUU C MPENO0/IaBaTEeNIEM).

CemuHapckue 3aHATHS IO AUCHUIUINHE HE TPEAYCMOTPEHBI.

Jlis TOATOTOBKM K NPAKTHUYECKUM 3aHATHUAM PEKOMEHIYeTCs MOAPOOHO U3Y4YHUTh
KOHCIIEKT JICKLHUH, MPEAIIECTBYIOMMX I[PAKTHYECKOMY 3aHSATHIO. TEXHOJIOTHS TPOBEICHUS
MPAKTUYECKUX 3aHATUN BKIIOYACT CIEAYIOLIUE ATambl: OOBSCHEHHE 33/JaHUs; 3HAKOMCTBO C
KOHKPETHBIMH HWCTOYHUKAMH WH(OpPMANMK JUTsI BBIIOJIHEHUS 3a/IaHus; OOCYXKICHUE U
YTOYHEHHE BOINPOCOB B XOJ€ AaHajdu3a HCTOYHUKOB HH(OpPMALUK; COBMECTHBIH MPOCMOTP
MEPBUYHBIX PE3YJIbTATOB, OLEHKA HMX COOTBETCTBUS MO (OPMAIBHBIM U COJEPKATEIhbHBIM
TpeOOBAHUSIM.

Jns 5pPEeKTUBHON MOATOTOBKM K TEKYHIEMY KOHTPOJIO MO AWUCHUILIMHE HEO0OXOIMMO
UCIOJIb30BaTh PEKOMEHJOBAHHYIO I€JarOrOM OCHOBHYIO M JOIMOJIHUTENBHYIO JIUTEpaTypy,
KOHCIIEKTBI JIKIMH, pa3pabOTKH CTYACHTOB, BBIOJIHEHHBIE B pe3yjlbTaTe IOATOTOBKU H
BBITMIOJTHEHUS PAKTUYECKUX 3aHATHH.

3aHATUS TPOBOIATCA B CIEAYIOUMX (opMax: OINpOChl, MOATOTOBKA JOKJIAJIOB,
pedeparoB, nenoBas urpa. MHTepakTuBHBIE (GOPMBI TPEOYIOT OT CTYJEHTAa AKTHBHOCTH H
BHUMATEIHHOCTH HA 3aHATHUSX, YTO TPeOyeT OT CTyAEHTA CIEUUAIBbHON MOATOTOBKY — U3yYCHHE
HAay4YyHOH, CIPAaBOYHOM, METOJMYECKOM JUTEpaTypbl M NEPUOAUMYECKHX H3JAHUM, CETEBBIX
HuTepner-pecypcoB u ap.

Jlis oueHuBaHUS pe3yNbTaTOB OOYyYEHHs HCIOIB3YIOTCS MpPaKTHUECKHe 3aaHus,
BKJIIOYAIOIIUX OJWH WJIM HECKOJIbKO BOIPOCOB B BHUIE KPAaTKOH (OPMYIHMPOBKH JEHCTBHIA,
KOTOpBIE CIIEAYET BBIMOJHUTH, WM OMHMCAHUE PEe3yNbTara, KOTOPhIM HYKHO MoayuuTh. K HuUM



MO>KHO OTHECTH: HECIIOKHBIC 3aJaHMs 110 BBIIOJIHEHUIO KOHKPETHBIX JedcTBHU. I[IpocTeie
3aJlaHUsd MPUMEHSIOTCS JUIsl OLEHKU yMeHMH. KommiekcHble 3amaHus TpeOYIOT HECKOJIbKUX
peleHui Kak B TUIIMYHOM, TaK M B HECTAHJAPTHOM CHUTyalUsX, KOTOPBIE CBS3aHbl C
BBITNIOJTHCHUEM MPAKTUYECKUX NEUCTBUN. KOMIUIEKCHBIE NMPAKTUYECKHUE 3aJaHUS NPUMEHSIOTCS
JUIs OLIEHKM BhaaeHuil. [lpakThueckue 3alaHUs BBIIOJHSAIOTCS OOYYAIOIIMMHUCS B paMKax
MPAKTUYECKUX 3aHSITUH.

Jlnsi OLIEHWBaHUS pPE3YyJIbTaTOB OOYYEHHUS HCHOJB3YIOTCSA CICAYIOIUE MPOLETypHI:
TECTUPOBAaHUE; MHAMBHUIYyaJlbHOE COOEceOBaHUE, IMUCbMEHHBIE OTBETHI Ha BOMNPOCHI (B BUE
TEKyIero KOHTposs). OCHOBHOM 3ahayeil TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH OO0yYaroIIUXCs
ABIISICTCA IOBBIINIEHUWE KayecTBa 3HAHMH, NpUOOpPETeHHE U DPA3BUTHE UMM  HAaBBIKOB
CaMOCTOSITeNIbHONW paboThl. TeKyluii KOHTPOJIb 3HAHUI 00YYarOMUXCs MO TUCHUIUIMHE MOXKET
UMETh CIEIYIOIIME BHUABL. YCTHBIM OIPOC Ha JICKLUAX, NPAKTHYECKUX 3aHATUAX; IPOBEPKA
BBITTOJIHEHHS! TMCbMEHHBIX CAMOCTOSTENbHBIX padoT U IOMAITHUX 33/1aHUH; TECTUPOBAHHUE.

5. OOHJ OLIEHOYHbIX CPEACTB JJIsA IMPOBEJEHUSA
IMPOMEXYTOYHOM ATTECTAIIMH IO JUCITATIJIMHE
5.1. IlepeyeHb KOMIIETEHI M U 3TANbI HX (POPMHUPOBAHUS
Cormacao ®I'OC BO mno wnHanpasnenuto moarotoBku 51.03.06 bubmmnoredno-
I/IHq)OpMaL[I/IOHHaH ACATCIIBHOCTL B pPaMKax HU3YUYCHHA OUCHUIIJIMHBI ((I[OKYMCHTaI_[I/IOHHOC
obOecrieueHrne YIpaBiICHUSA» Y OOYJarONIUXCs JOJDKHBI OBITh CHOPMUPOBAHBI CIICIYIONINE
KOMIICTCHIINU:

Kon DopMyIUPOBKA KOMIIETCHIIUU

IIK PexoMenayeMble IpogeccHOHAIbHbIE KOMITETEHIIUHT

[1IK-8 | CnocoOHOCTH (hOPMHUPOBATH U MOAJIEPKUBATH PALMOHATIBHYIO CUCTEMY
JTOKYMEHTAI[HIOHHOTO 00eCTIeUeH s

Jranbl (JOPMUPOBAHUS KOMIIETEHIIUN:

HavanbHblii — Ha 3TOM dTane (QOpPMHUPYIOTCS 3HAHHWS W HHCTPYMEHTAIbHBIE OCHOBBI
KOMIIETEHIIMH, OCBaMBAIOTCSI OCHOBHbBIE KaTeropuu, Gopmupyrorcsi 0azoBble ymeHus. CTyneHT
CIOCOOCH aHAM3UPOBATh UCXOMHBIC JaHHBIC, 3HATH OCOOEHHOCTH OCHOBHBIX ()OPM M METOJIOB.
Ecnu cTyneHT oTBedaeTr 3TUM TpeOOBaHUSAM, MOXKHO TOBOPUTh 00 OCBOCHHHM UM MOPOTrOBOI0
YPOBHSI KOMIIETCHIIUH.

3HaeT OCHOBHbBIE (DOPMBI JOKYMEHTOB. 3HAET TEXHOJIOTMH OPraHU3allud JTIOKyMEHTO000poTa
B 00mnx yeprax. CTyIeHT 3Ha€T OCHOBHBIC TEHICHIINU U TIPOoOIIeMbl pa3Butus cuctemsl JJOY.

Ha ocHoBHOM »>Tame 3HaHMs, yMEHHUsS, HaBBIKM, obOecreyuBaromue (HopMHUpOBaHHE
KOMIIETEHIINH, 3HAUUTEJIbHO BO3pPAcTalOT, HO €IIe HE JIOCTUTalOT UTOTOBBIX 3HaueHuil. Ha aTom
JTane CTYACHT OCBaMBAECT aHAIMTHYECKUE AEHUCTBUS C IpeaAMETHbIMU 3HaHUsMU 1o JIOY, BHOCS
KOPPEKTHUBBI B QITOPUTM JEHCTBUI, OH yMEET aHaIU3UPOBATh OCHOBHEIE MPOOIEMBI Kypca,
CIOCOOEH CaMOCTOSTEIBLHO PElIaTh yueOHbIC 3a/1auH M0 KiIacCH(pUKAIMK Pa3HOOOpa3HBIX BHJIOB
JIOKYMEHTOB, IEPEHOCUTh 3HAHUSI U YMEHHS HA HOBBIE yCIIOBUs. Braneer HaBbIKaMU CO31aHUS
IPOCTBIX JOKYMEHTOB, 3HAeT, KaKUM OOpa3oM MOXHO OCYLIECTBISATh HH(GOPMAIUOHHYIO
nonnepkky B chepe BUJI. VYcmemrHoe TPOXOXACHHWE ITOTO 3Tara MO3BOJISAET JIOCTHYb
CTAHJAPTHOIO YPOBHS CHOPMUPOBAHHOCTH KOMITETEHIUH.

Ha 3aBepmaromem stane CTyJIEHT AOCTUIAaET UTOTIOBBIX MOKAa3aTEJIEH IO 3asBICHHOM
KOMIIETEHIIMM, TO €CTh OCBAaWBAaeT BeCh HEOOXOIMMBIM 00bEM 3HAaHWM, OBIAJEBACT BCEMU
YMEHHSIMH U HaBBIKAaMH B cdepe 3asBleHHOW kommneTeHmud. OH CIOCOOCH HCIONIb30BaTh 3TH
3HAHHUS, YMEHUS, HaBBIKK MPH PEIICHUU 3aJad MOBBIIIEHHON CII0O)KHOCTH U B HECTaHJAPTHBIX
YCIIOBUSX, JTEMOHCTPUPYET ITAJOHHBIH YpOBEHb COPMUPOBAHHOCTH KOMIETCHIMH. Brameer
MTOJTHBIMU HaBBIKAMH CO3JaHUS JOKYMEHTOB cTyk0b1 JIOY.

CrocoOeH  co3maBaTh  OCHOBHBIE  BUIBI  JCIOMPOM3BOACTBEHHBIX  JOKYMEHTOB,
UCIIOJIb3YEMBIX B OMOIMOTEYHOU cdepe [ToxazarensiMi yCIIEITHOCTA OCBOEHUSI CTYAECHTOM



JaHHOW Y4eOHOW NUCHUIUIMHBI TPH TPOBEACHUU HWTOTOBOTO KOHTPOIS SBISIOTCS HaOOp
OCBOCHHBIX KOMIIETCHIIMN 3HAHUM, YMEHUW W HAaBBIKOB. CTYJIEHT BIAJEET MOJHBIMU 3HAHUSMU
10 3asIBJICHHOM KOMITETEHIINH

Jlist 3¢(HEKTUBHOM MOATOTOBKH K MPOMEKYTOYHOW aTTECTAIIUH 110 JUCITUIUIMHE HEOOXOaMMO
UCIIOJIb30BaTh PEKOMEHJOBAHHYIO OCHOBHYIO M JOMOJHUTEIBHYIO JUTEPATypy, KOHCIEKTHI
JIEKIIMH, 3alKiCH, CACJIaHHBIE B XOJIe MOJATOTOBKH K MPAKTHUUYECKUM 3aHSTHSM, BBIMIOJHEHHBIC

pedepatsl.

5.2. Iloka3aTe/ M M KPUTEPUH OLICHUBAHUA KOMIIeTeHIN I

IIpoMexxyTOUHAsI ATTECTAIUS PEATU3YETCS B X0JI€ CIaYH O0yJarOIIMMHUCS OYHON U 3a09HOU
dbopMbI 00yUICHHS SK3aMeHa.

Dk3aMeH mnpoBoauTcs B (opme cobecemoBaHus 1Mo OwieraM. DK3aMEHAIIMOHHBINA OWIIeT
COJICPXKUT JBa TEOPETUUECKUX BOMPOCA U OJHO MpaKTHUEeCcKoe 3ajanue. Ha moaroroBky oTBeToB
otBoauTCs 25 muHYT. OlEHKa 3HAHUM TPOM3BOAUTCS MO 5- OamipHOM mikame. B ciydae
HEYIOBJIETBOPUTEIBHOM OLEHKH CTYIEHT MMEET MPaBO IepecAaTh 3K3aMeH B YCTAHOBIEHHOM
nopsiake. [l ycmemHOM  cmaym  9K3aMeHa  HEOOXOAMMO — IMOATOTOBUTH  COOOIICHHE,
pacKpbIBaIOIIEEe COJACpXKAHUE TEPMHUHOB M TOHATUM HAa OCHOBE M3y4aeMOI'o MaTepHala;
MpaBUJIILHO OTBETUTH Ha BOIPOCH TecTa. Ha 3aBepmiaroriem stare B paMKax MPOMEKYTOUHOU
aTTecTaliud OOydarolIuecss TOTOBAT OTBETHI HAa BOMPOCHI, 00OOIIArIIMe y4eOHBIN Marepual

M3y4aeMoOW TUCIMIUIMHEI, a TaKkxke pedepatuBHOE cOOOIIEHNE.
Kputepusimu yCcremHOCTH OCBOEHHUSI CTYIEHTOM JAaHHOM Y4eOHOH NUCIMIUIMHBI TPH
MPOBEICHUH TEKYILETO 1 HTOTOBOT0 KOHTPOJISI SIBIISIFOTCS:

1. KomuuectBo

MpaBUJIbHBIX

9K3aMEHAIlMOHHOMY OUJIETY.
2. AKTHBHOCTb TIOBEJICHHSI CTY/ICHTA HA 3aHATHUSX, BHITIOJHEHUE KaX]IbIM CTYAEHTOM BCEX
MPAKTUYECKUX PabOT, OCMBICIEHHOCTh U CAMOCTOSITENIbHOCTD CY)KJIEHUH, MPOSIBICHHBIX B XOJI€

YCTHOTI'O OIIpocCa.

OTBCTOB Ha

TEKYIIEM

TCCTUPOBAHUUN n 110

3. JlemoHcTpartus 3HaHUS TPOGECCUOHATTLHBIX TEPMHUHOB, TIOHATHH, KATETOPUH U TCOPHUH.

4. Hanuune coOCTBEHHOTO BUJACHUS PAacCMAaTpUBAeMOM MpoOsieMbl, CHOPMHUPOBAHHOTO
Ha OCHOBE M3y4YEHUS U aHAJM3a HAyYHBIX pa0OT, BHIMOIHEHUS] IPAKTUYECKUX 3a/1aHuM.

Ilo pesynapTaTaMm cIadu HK3aMEHA CTYAEHTHl IMOJIY4YarOT KOJIMYECTBEHHYIO OLIEHKY
(«OTITUYHOY, «XOPOILIO», «YIAOBIETBOPUTEIHHOY, «HEYTOBIETBOPUTEIHLHOY).

O01mme KpUTEPUHU OLIEHKH OTBETOB CTY/ICHTOB

OneHkKa «OTJIUYHO» Onenka Onenka Onenka
«XOpOoIOo» «YAOBJIETBOPUTEJIBHO» | «HEYI0BJETBOPUTEIbHO)
OLICHUBACTCA OTBCT, OILICHUBACTCA OILICHHUBACTCA H€HOHHBIﬁ OLICHUBACTCA OTBCT, HpI/I

CCJIK CTYACHT UMCCT

OTBCT, B KOTOPOM

OTBCT, B KOTOPOM

KOTOPOM CTYACHTBI

CHCTEMHBIE TTOJIHbIE OTCYTCTBYIOT OTCYTCTBYIOT J€MOHCTPHUPYIOT
3HAHMA ¥ YMEHUS 10 | HE3HAYUTEJIbHBIC 3HAYUTEIIbHbIC OTpPBHIBOYHBIE,
MOCTAaBJICHHOMY JJIEMEHTHI AIIEMEHTHI COZICPKAHUS OeccrcTeMHBIC 3HAHUS,
BOIIPOCY. COCPKaHMS I | WM IPUCYTCTBYIOT BCE HEyMEHHE BBIICITUTD
Coneprxanue HPUCYTCTBYIOT BCE BBIIIECH3JI0)KEHHBIC IJIaBHOE, CYIIECTBEHHOE B
BOIIPOCA M3JIaraet HE00X0IuMbIe 3HaHUS, HO JIOIMYIICHBI OTBETE, JIOMYCKAIOT
CBSI3HO, B KpaTKOM DIIEMEHTBI CYIIIECTBEHHBIE OIINOKH, rpyObIe omMOKH

¢dopme, packpbiBaeT

COJICpKaHUs, HO

HCJIOTUYHO, ITPOCTPAHHO

MOCIEA0BATEILHO JIOTTYIIICHBI U3JI0KEHO OCHOBHOE
CYTh U3YYCHHOTO HEKOTOPBIC CoJIepKaHue BOIPOCa.
Marepuasna, OIINOKH, HHOT A
JIEMOHCTPHPYSI HapyIIajach




Onenka «OTJINYHO» Onenka Onenka Onenka

«Xopouio» «YAOBJICTBOPUTEJIBbHO» | «HEYAOBJICTBOPUTEIbHO»
IMPOYHOCTH U oCICaA0BaATCIBHOC
IMPUKITAAHYIO Th U3JIOKCHHA.

HaIpPaBJIEHHOCTb
MOJYYECHHBIX 3HAHUI
Y YMEHUM, HE
JIOTTyCKaeT
TEPMUHOJIOTHYECKUX
OIMOOK U
(bakTHUecKux
HETOYHOCTEU

CobecenoBaHne Ha 3K3aMEHE - CPEJICTBO KOHTPOJISA AJis BBISBICHUS O0BEMaA 3HAHUI
CTYZICHTa II0 KOHKPETHOMY BOIpPOCY Kypca. KpuTepusiMu OLIEHKH SIBIAIOTCA: TIyOMHAa M
MPOYHOCTh YCBOCHMSI 3HAHUN, YMEHHUE MPUMEHITh 3HaHUSA B KOHKPETHOW CUTYyallud, YMEHHE
JIOTHYECKHU BBICTPOUTH OTBET, C(HOPMUPOBAHHOCTH MPO(ECCHOHATBFHO 3HAYMMBbIX JIMYHOCTHBIX
Ka4yecTB, yMEHUE MOJIePKUBATh Oeceny.

Texkymuii KOHTPOIb OCYIIECTBISIETCS MO UTOraM paboOThl W TO BBIMOJTHCHHUIO
npeyiaraéMbIX MPEnoiaBaTeleM CaMOCTOSATENbHBIX 3aJaHul. J[OMOJHUTETHHO OICHUBACTCS
CTETEHb AKTHUBHOCTH CTYJCHTOB B COBMECTHBIX OOCYXKIEHHUSIX MO y4yeOHOMY Marepuaiy,
JOTIONIHEHUST W BBIBOJBL,  CHAEJaHHBbIE  CTyAeHTaMH. [IpoMeXyTOuUHBII  KOHTPOJb
OCYHICCTBIIACTCA B CCPCAUMHC OCBOCHHA MPOTpaMMbl AUCHUIIJIMHBI IPU BBIITOJHCHHU TCECTA.
NTOroBbIil KOHTPOJL OCYILECTBISETCS HA YK3aMEHE.

5.3. MaTepuaJbl 1Jisl OLEHKH U KOHTPOJIAA Pe3yJibTATOB 00y4YeHUs

Bomnpocs! k 3x3aMeny dopmMupyemblie
KOMIIETEeHIIM U

I.Ilenb ®w 3agaum  J1€ONPOMU3BOJICTBA. Hoxymentanuonnoe | [1K-8
obecrieueHue ynpasieHus. JJokyMeHTUpOBaHHE.

2.®opmupoBanue nena: opopMiieHHWE 3aroyioBka W ero siemeHTsl, | [1K -8
MOCIIEI0BATEIHHOCTh PACIIOIOKEHUS TOKYMEHTOB B JIEI€.

3.ITopsgok xpaHeHus: OKyMeHTOB. OcHOBHbIe d3Tambl pabotsl mo | [IK -8
MOJTOTOBKE JJOKYMEHTOB K apXUBHOMY XpaHEHHUIO.

4.Bxopsmue, UCXOAAIME U BHYTPEHHUE NOKYMEHTHI npennpustus; | 1K -8
OpraHu3allMOHHbIE,  pacHoOpSIUTEeNbHbIE U HMH(OPMAIIMOHHO-
CIIPABOYHBIE TOKYMEHTBI

S5.IlepBuuHble M CBOAHBIC, OyMaXXHBIE W AJICKTPOHHBIC NOKyMeHTHI. | [IK -8
[Ipeumy1iecTBa 31€KTPOHHOTO TOKYMEHTA

6.HanpaBnenus periamMeHTanuu nenonpousBojctna. | [IK -8
3akoHOJATEIbHBIE M TPaBOBbIE akThl B cdepe wuHbopManuu u
JOKYMEHTALlUU

7.HopMaTHBHO-METOIUYECKOE PETYIMPOBAHKE EIONPOU3BOICTBA IIK -8

8.Cragmapt ®  craHmapTuzamms  JOKymMeHTOB.  YHubukamus | [TK -8
JTOKYMEHTOB.  YHH(UIIMPOBAaHHBIE  CHUCTEMBl  YIIPaBICHYCCKOM




AOKYMCHTallU1

9.3amaun yHudukanuu nokymeHToB. Kmaccuduxaropsr n ux tunsl. | [IK -8
[Ipumeps! copepkaHus KI1acCUPUKATOPOB

10.Yto Takoe pexBu3uT. Ilepeuncnure obsi3atenbHble pekBU3UTHI | [IK -8
JIOKYMEHTOB.

11.Kakue pazzmenbl COOEPKUT JOJDKHOCTHas HWHCTpykuus, kem | [1K -8
YTBEPXK1a€TCA.

12.Kakue JOKyMeHTBl OTHOCATCS K pacnopsautenbHbiM. [Jlaiite | [IK -8
OIIpEICNICHUE KAXKIOMY.

13.HazoBuTe rpynmnel NpUKa30B, KOTOpble MOTYT wu3aaBaTbes Ha | [1IK -8
npeanpustiu (B opraHuzaiu). KakoB mopsaok oQopMIIeHUS H
MOJNMCAHMS TTpUKa3a?

14.Knaccuduxanus J0KaJbHBIX HOPMATUBHBIX aKTOB IIK -8

Texkyumuii KOHTPOJIb - TOCEUIEHUE JIEKUUW, MPAKTUYECKUX 3aHATHM, MOATOTOBKA K HUM Ha
OCHOBE BBITOJIHEHHSI KOHTPOJIBHBIX pa0dOT U 3aJjaHUii, BBITIOJHEHHE pedepaToB.

Tekymuii KOHTPOJIb OCYLIECTBIIAECTCS IO BBINOJHEHUIO IPEIJIAraéMbIX MPENoaaBaTeeM
CaMOCTOSTENIbHBIX 3a1aHUN. J[ONOJIHUTENBHO OLIEHUBAETCSA CTENEHb AKTUBHOCTH CTYJIEHTOB B
COBMECTHBIX OOCYXIEHHUSAX MO y4eOHOMY Marepually, TOTOJTHEHHS W BBIBOJBI, CICIIaHHBIC
cTyneHTaMu. VITOroBblii KOHTPOJIb OCYILECTBIIAETCS HAa 3K3aMEHE.

5. 4. MeToan4yeckne MaTepHuaJbl 0 OLEHUBAHUIO Pe3yJIbTATOB 00yUEeHHUs

1.IlpoBepka ycBoeHus y4yeOHOro Marepuaia, IMPEACTABICHHONO0 Ha JEKUUAX U
MPaKTUYECKHUX 3aHATHUSAX;

2. IlpoBepka 3HaHWUN W YMEHHWH, MOJYYEHHBIX B XOJE€ CaMOCTOATEIbHON MOATOTOBKH
CTYJICHTOB K pa3HbIM THUIIAM 3aHSTHUI;

3. IIpoBepka 3HaHUM M HABBIKOB BJIAJICHUSI OCHOBHBIM TEPMUHOJIOTMUECKUM amlnapaToM U
HNOHSTUSMH JOKYMEHTOIPOU3BOCTBA;

4. IlpoBepka yMeHUs CTYAEHTOB aHAJIU3UPOBATh U COMOCTaBISATH OCHOBHBIE ['OCTHI 1O
JOVY, nonumars cneuuduky u ocodennocts JJOY B 6ubaroTeuHo-uHGOpMaLMOHHOM chepe.

5. ITlpoBepka HaBBHIKOB KOMMYHHMKAaTHBHBIX TEXHOJOTUH B chepe KyIbTypbl |
00pa3oBaHus, CHOCOOHOCTH K IyOJIMYHON KOMMYHUKAIIH.

6. PecypcHoe o0ecnieuenme

6.1. OcHOBHAas M IONOJIHUTEIbHAS y4eOHAas JJUTeparypa
6.1.1. OcHoBHasi y4yeOHasi JuTepaTrypa

1. Kprokosa, H. I1. /JokymeHTHpOBaHUE YIIPaBICHUYECKOMN NEATEILHOCTH: YIeOHOE ocooue
st ctynenToB By30B / H. I1. Kprokosa. - M.: UHOPA-M, 2014. - 268 c.
2. JlokymeHTaIrmoHHoe obecrieueHue ynpasieHus : yaeoHoe nocodue / coct. C.I'. YepHosa

; HoBOCMOMpPCKUI TOCYIapCTBEHHBIN arpapHbIi YHUBEPCUTET, DKOHOMHUYECKUN (aKyIbTeT. -
Hosocubupck : UL «3omotoii komocy, 2014. - 106 c. : cxem., Tabn. - bubmuorp. B kH. ; To xe
[Dnekrponnsii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=278155

3. Opranu3zanys U TEXHOJIOTHS JOKYMEHTAIMOHHOTO O0eCTieueHus yIpaBiIeHHs :
aneKTpoHHOE yueOHoe nocodue / coct. C.E. Mumienun ; MuHHCTEPCTBO 00pa30BaHUS U HAYKH
Poccutickoit ®enepanuu, GenepanbHoe rocy1apcTBEHHOE OF0HKETHOE 00pa30BaTeIbHOE
yupexJIeHue BeICIIero oopasoBanus «KeMepoBCKUil roCyaapCTBEHHBI YHUBEPCUTETY,
HNuctutyt uctopuu u ap. - Kemepono : KemepoBckuii rocyiapcTBeHHbI yHUBEpcuTeT, 2017. -



http://biblioclub.ru/index.php?page=book&id=278155

478 c. - bubmuorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe [ DnekTpoHHBIN pecypc]. -

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

4. Tpodumosa, O.B. OcHoBbl nenoBoro muchMa : ydeOHoe mocobue / O.B. Tpodumosna,
E.B. Kynmuuk ; MuHucrepcTtBo oOpa3oBanus W Hayku Poccuiickoni Denepanmu, TroMeHCKHMA
rOCyIapCTBEHHBIN YHUBEPCUTET. - 4-€ U3A., crep. - Mocksa : U3narenscrBo «PnunTtay, 2016. -
305 c. : Tabmn. - bubmauorp. B kH. - ISBN 978-5-9765-0930-6 ; To ke [DaeKTpoHHBINA pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=57968

6.1.2. CnucoK T0NOJHUTENbHO JUTEPaTyPbl

1. Pri6akoB, A.E. OcHoBBI nenonpousBojicTBa : yaeonuk / A.E. Pribakos. - 3-e u3a., ucnp. -
Munck : PUIIO, 2016. - 320 c. - bubauorp. B kH. - ISBN 978-985-503-606-8; To xe
[Dnextponnslit pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=463666

2. I'punbepr, A.C. JlokymeHTalMOHHOE O0OecIieueHNe yIpaBIeHUs : YICOHHK /

A.C. T'punb6epr, H.H. 'op6aués, O.A. MyxamermuHa. - Mocksa : FOuurtu-/lana, 2015. - 391 c. :
Tali., rpad., ui., cxemsl - bubmmorp.: c. 382-383 - ISBN 978-5-238-01770-9 ; To xe

[DnexTponnslii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=115031

6.2. Pecypchl nHGPOPMAIIMOHHO-TEJIeKOMMYHUKAIIUOHHOM ceTn «AHTEpHET»

B cooTBercTBHHM C JHMIICH3MOHHBIMH HOpMaTHBaMH oOecredeHus OuOIHOTEdHO-
MH(OPMaLIMOHHBIMU pecypcaMu OMOIMOTEKa OpPraHU3yeT WHAMBUAYAIbHBIH HEOTrpaHUYEHHBIN
JOCTYT U3 JII000H TOUKH, B KOTOPOI UMeeTCs JOCTYI K ceTH MHTepHeT, K yueOHbIM MaTepHaiam
DneKkTpoHHO-O0nbmoTeunbix cucteM (DBC):

1. OBC «YuuBepcuterckas 6ubmuoreka onnaita». M3narensctBo: OO0 «HekcMenuay.
[TpuHaIe)KHOCTH CTOPOHHSIS. www.biblioclub.ru. KonnuecTBo kimtoueit (mosp3oBareneii): 100%
on-line. XapakTtepuctuku OMOTMOTEYHOrO0 (OHAA, AOCTYH K KOTOPOMY MpPENOCTaBISIETCS
JIOTOBOPOM: JTOCTYTI K 6a30B0it wactu DbC.

2. OBC «M3narensctBo Ilnanera mMy3biku». DIeKTpoHHO-OnOMMoTeuHas cuctema OO0
«M3narensctBo [IJTAHETA MYVY3bIKWy. I[lpunamiexxHocTh CTOpoHHsA. www.e.lanbook.com.
KomuuectBo xiroueit (monb3osareneit): 100% on-line. Xapakrepuctuku 6ubnuoreynoro ¢poHna,
JOCTYN K KOTOPOMY MPEIOCTaBISETCS TOrOBOPOM: AOCTYI K KOJUIeKIusAM: «My3bIka U TeaTrpy,
«baner. Taneu. Xopeorpadus».

3. B/l Onexrponnass Cucrema «KynbTypa». baza [lanawsix OnektponHas Cucrema
«Kynbrypay. [IpuHaane:xHOCTh CTOPOHHSA. http://www.e-mcfr.ru.

4. Web NPBUC XabGapoBckuii ToCydapCTBEHHBIM HHCTHUTYT HCKYCCTB M KYJIBTYPHI
(9MeKTpOHHBINA Katajior). MexayHapoaHas accouualus I0Jb30BaTeNieil U pa3paboTUYNKOB
AJICKTPOHHBIX OHMOJMOTEK W HOBBIX WH(MOPMAIMOHHBIX TexHojoruk (accommaruss DBHUT).
[IpunamyexxHocTb cTOpoHHsS. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snextponHas Oubnmoreka. OOO Haydnasi snexTpoHHas
oubmuoteka. IIpuHamIEKHOCTH CTOpPOHHSA. http://elibrary.ru/ Jlunensuonnoe cornamenue No
13863 ot 03.10.2013 r. — 6GeccpoyHo.

6. DnekrporHo-6nbmMoreuynas cucrema ®I'BOY BO «XI'MK». ®T'BOY BO «XT'UK».
[Tpunamiexxnocts coOctBeHHass. JlokampHbI — nmocTym.  http://carta.hgiik.ru.  Ilpuka3z mo
Wucturyry Ne 213-06 ot 07.10.2013 1.

7. EnquHoe OkHO gocTynma K oOpa3oBaTelbHBIM pecypcam. DJIEKTPOHHas OuOIHoTeKa.
OI'AY THUU WUTT «Mudpopmuka», MuHuctepctBo obOpa3zoBaHnus U Hayku PO.
[Tpunamiesxxanocts cTtopoHHsss. CBoOOOHBIN mocTym. http://window.edu.ru

8. Enunas xomnekuus Lludposeix ObpaszoBarenshbix Pecypco. ®I'AY I'HUU UTT
«adopmukay.  IlpurammexHocTh  cTopoHHss.  CBoOOmHBIM  JgocTym.  http://school-
collection.edu.ru

9. ®enepanbHBId 1IEHTP WHGOPMAIIMOHHO-00pa30BaTEIbHBIX pecypcoB. DenepanbHbIi
HeHTp WH(pOpPMAMOHHO- oOpa3zoBaTenbHBIX pecypcoB, ®I'AY T'HUU UTT «Mupopmukar.
[TpunamiesxxHocTs cTopoHHsIss. CBOOOHBIN nocTym. http://fcior.edu.ru
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Jlis TIONTOTOBKM KYPCOBBIX, BBIMTYCKHBIX M HAYYHBIX pabOT oOydarommecs MOTYT
HCIIOJIB30BaTh IMOJIHOTEKCTOBYIO 0a3y maHHbIX WebofScience. Pexxum moctyma: 3meKTpOHHBIMN,
U3 BHyTpeHHel cetn nucturyra. Opunnanbuelil caifiT: webofknowledge.com

6.3.1H(popManimiOHHBIC TEXHOJIOTHH, IPOrpaMMHOe obecrniedyeHre 1 HHPOPMALMOHHbIE
CIIPaBOYHbIE CHCTEMbI

[TporpamMMHO-UHQOpPMAITIOHHOE O0ecreueHrne Y4eOHOTO TMpoIlecca COOTBETCTBYET
TpeboBaHUsIM (heIepaTbHOTO TOCYIApCTBEHHOT'O 00pa30BaTEIbHOTO CTaHIapTa.

Jns mpoBeneHus 3aHATUN JICKUMOHHOTO THUIIA, 3aHSATUNA CEMUHAPCKOTO THUIA, 3aHATHM
MPAKTUYECKOTO THUIIA, TPYNIOBBIX KOHCYJIbTALUN, TEKYIIET0 KOHTPOJS MU MPOMEXYTOUHOU
aTTeCTalluy UCTIONB3YETC sl CIEAYIOIIee MPOrpaMMHOe 0OeciedeHHe:

—JIUIIEH3UOHHOE MPONPUETAPHOE MPOTrPAMMHOE O0ecCTieueHue:

Microsoft Windows

Microsoft Office (B coctaB makera Bxoasat: Word, Excel, PowerPoint, FrontPage, Access)

Adobe Creative Suite 6 Master Collection (B coctaB makera Bxonsar: 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);

—CcBOOO/IHO pacIpocTpaHsIeMoe MporpaMMHoe oOeciedeHHe:

Ha6op oduchbix nporpamm Libre Office

aynauonpourpeiBaresnb AIMP

BuzeonpourpsBatens Windows Media Classic

nHTepHET-Opay3ep Chrome.

Jljis caMOCTOSITENNEHOM MOATOTOBKH CTYJAEHTOB K 3aHATHUSM 1O AMCHUILIMHE TpeOyercs
oOparieHue kK mporpamMmmHomy obecrieueHuto Microsoft Windows, MicrosoftOffice, B Tom uncie
JUISE TIOATOTOBKM MYJIBTHUMEIUNHBIX TPE3eHTAlMd MO TeMaM CEMHHapOB B IMpOrpaMMe
PowerPoint. i co3manuss KOHEUYHBIX HEPENAKTUPYEMBIX BEPCHH JTOKYMEHTA PEKOMEHIYETCS
ucmoib3oBath  AcrobatXPro, Bxomsammii B coctaB makera AdobeCreativeSuite 6
MasterCollection.

[Ipy w3ydeHUH IUCHUIUIMHBI OOYyYalolIuecs: WMEIOT BO3MOXHOCTh HCIIOJIb30BAHHUS
nHpopManmoHHO-cripaBoYHBIX cucteM «Kynbrypa» u «['apanT», Becepoccuiickyto orpacieByio
cnpaBouHyto cucremy «MHpopmuo», pedepaTuBHBIX W OUOIMOMETpUYECKUX 0a3 JaHHBIX
peuensupyeMoit nureparypel  WebofSciencenScopus, B COOTBETCTBHH C 3aKIIOYCHHBIMH
JIOTOBOPaMH.

Ha Bcex kommbloTepax B HHCTUTYTE YCTAaHOBJIEHO JIHMIIEH3MOHHOE AHTUBUPYCHOE
nporpamMmHoe  obecrieuenne Kaspesky Endpoint  Security. HeoOxomumbeiM  ycrmoBueM
nH(pOpMaAITMOHHOW OE€30MaCHOCTH WHCTUTYTA SBISETCA OOs3aTe/bHAs TMPOBEPKAa HAa HAIMUYWE
BUPYCOB BHELIHMX HOCHUTENEH Iepen MX Hcmoib3oBaHueM ¢ nomomsio Kaspesky End point
Security.

[lepeuncnenHoe mporpaMMHOE oOOecrieueHUuEe OOHOBIISIETCS IO MEpPE BBIXOJa HOBBIX
BEPCHIl TPOrpaMM B paMKaxX COOTBETCTBYIOIIMX JIUIIEH3UM U COTJIAIICHU.

6.4. MaTepuajJbHO-TeXHHYeCKas1 0a3a

MatepuanbHO-TeXHUYECKOe O00ecreyeHne pearnu3yeMon HUCHUIUIMHBI COOTBETCTBYET
TpeboBaHUSAM (eAepaTHHOTO TOCYIapPCTBEHHOTO 00pa30BaTEIbHOTO CTaHIAPTA.

JInst mpoBeeHMs 3aHATHM JEKIMOHHOTO THUIIA, 3aHATUH CEMHHApCKOrO THUIA, 3aHITHI
MPAKTUYECKOTO THUIIA, TPYMNIOBBIX KOHCYJIBTALUN, TEKYIIETO KOHTPOJS M MPOMEXKYTOUHOU
aTTecTallid B Yy4eOHOM TIpOIECCe AaKTUBHO HCIIOJIB3YIOTCA CIEAYIOIIUe ClienuaabHbIe
MOMETIECHUSI:

- aygutopuu 207, 211, 215-6, 313 ¢ noxkimrodeHuem K cetu «MHTepHET» M TOCTYNOM B
AIIEKTPOHHYIO MH(DOPMAIMOHHO-00pa30BaTENbHYIO Cpely By3a. [laHHBIC ayTUTOPUN OCHAIICHBI
MYyJbTUMEAUMHBIMU TPE3EHTALMOHHBIMA KOMIUIEKCAMH B COCTaBE€ IPOEKTOpa, aKTUBHOM



AKyCTMUECKOM CHUCTEMBl, IMEPCOHAIBHOTO KOMIIBIOTEpA; CTOJIAMH, CTYJbSMH, CTOJIaMU
NUCbMEHHBIMU JJIS1 IPENoiaBaTeliell, JOCKaMU HACTEHHBIMH, JOCKaMU ayAUTOPHBIMU.

Jnst  caMoCTOSTeNnbHOW pabOThl  CTYIACHTOB M BBINOJHEHUS KYpPCOBBIX paboT
npeaHazHadeHa ayautopuss 209 (UuTanbHBIA 3a OMOJMOTEKH) C TOAKIIOYCHHEM K CeTH
«VlHTepHET» M JOCTYNOM B BJIEKTPOHHYIO HH(OPMAIMOHHO-00pa30BaTEIbHYIO Cpeay BY3a,
000pYyJIOBaHHYIO NEPCOHATBHBIMU KOMIBIOTEPAMH, CTOJIAMH, CTYJIbSIMH, KHIKHBIMU LIKadaMH,
KHUKHBIM U JOKYMEHTAJIBHBIM (DOHJIOM, TEIEBU30POM.

IIpu HEoOXOOMMOCTH B Y4eOHOM MPOLIECCE MCIOJIB3YIOTCS KOMIUIEKTBHI MEPEHOCHBIX
JEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, IPOEKTOP, YKPaH).

Bce komnbrotepel MHCTUTYTa OOBEOMHEHBI B JIOKAJIBHYKO CETh, C KaXJIOr0 M3 HHUX
BO3MOXEH BBIXOJ] B IN100abHYIO ceTh VHTepHeT. IHCTUTYT UCTONb3yeT BbIICICHHBIH KaHal CO
ckopocthio 10 MO/c. [l CTyneHTOB WMeeTCS BO3MOXKHOCTh BBbIXOAa B ceTh MHTEpHET ¢
MOOWJIBHBIX YCTpOHCTB mocpencTtBoM ceTu WiFi, KoTopas ycTaHOBJIEHAa B YUTAJIbHOM 3aje
Nuctutyra.

IIpoBenenue nexumii no qucuuiuinee «JJ0Y» conpoBokaaeTcs ciaia-npe3eHTausIMu.

7. OCOBEHHOCTHU OBYUYEHUSA UHBAJIMAOB U JIUI] C OTPAHUYEHHbBIMUA
BO3MOXHOCTAMMU 310POBbA

B npouecce n3ydyeHuss TUCHMIIMHBI U OCYLIECTBICHMS NPOLEIYpP TEKYLIEro KOHTPOJIs
YCIIEBaEMOCTH M TPOMEXKYTOYHOH aTTecTallid WHBAJIUAOB M JIMI C OTPaHUYCHHBIMH
BO3MOXHOCTSIMM 37I0POBbsl NPUMEHSAIOTCS aJaNTUPOBaHHbIE (OPMBI OOYYEHHUS C Y4ETOM
UH/IMBUYAIBHBIX TICUX0()U3UOIOTHYECKUX OCOOCHHOCTEH.

OOyueHue nHIl ¢ OrpaHUYEHHBIMH BO3MOXHOCTSMU U HMHBAJIUIOB OPraHU3yeTcsl Kak
COBMECTHO C JIPYTMMH OOYYalOLIMMHCS HA JIGKIMOHHBIX U MPAKTHYECKUX 3aHATUSAX, TaK U MO
UHIMBUYaJIbHOMY y4yeOHOMY IUIaHy. Bo BpeMs pHeMHON KaMIIaHuH, a TaK)Ke BO BpeMs cllauu
pa3nuyHbIX (OPM MPOMEKYTOUHOM M TOCYNAapCTBEHHOW HMTOrOBOM arTecTtanuu B MHCTUTYTE
CO3/1aHbl HEOOXOMMBIE YCIOBUS Ul OKa3aHUsA TEXHUYECKOM MOMOINM MHBAIMIAM U JIMILAM C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMHU 3/I0pOBBSI (IIPU HEOOXOAMMOCTH MOXKET OBITH JIOIYILEHO
IPUCYTCTBUE B Ay TUTOPUU ACCUCTEHTOB, COMPOBOXKIAIOLINX JIUL, COOAKU-TIOBOBIPS U T.I1.).

OOyuarouecs W3 YWCIa WHBAIMIOB M JIMI C OTPAHUYCHHBIMH BO3MOXKHOCTSMU
30pOBbsl, NPU HEOOXOAMMOCTH, MOTYT OBITb OOECIEYEHbl IEKTPOHHBIMU M TEYaTHBIMU
00pa3oBaTeNbHBIMU PECYPCAMH C YUE€TOM UX MHAMBUAYAIBHBIX IOTpeOHOCTEH. [ peanu3anuu
JIOCTYITHOM Cpeabl MpH HEoOXOJAMMOCTH B y4eOHOM Mporiecce MOTYT OBITh 3aJCHCTBOBAHBI
JOKYMEHT-Kamepa Ui YBEJIWYCHUS TEKCTOBBIX (PparMeHTOB W W300pakeHWH (Ui JHIl C
HapyLECHUSMU 3pEHHs) U MEePEHOCHAas MHAYKIHOHHAs cucTema Juisl cinadociapimamux «Mcrox»
A2 cO BCTPOCHHBIM IJIEEPOM — 3BYKOBBIM HH(POPMATOPOM.

OBC «YHuBepcuTeTcKass OMOIMOTEKAa OHJIAHY» MpeaocTaBisier odydaromumes ¢ OB3
(1Mo 3peHuI0) psJl BO3MOXKHOCTEH Jutst obecrieueHust 3(pGeKTUBHOCTH mpoiecca ooydenus. [lpu
YTEHUU MaclTald CTPaHMLBl caliTa MOXKHO YBEJIMYMTH C IOMOIIBIO CIELUAIBHOIO 3HAYKa Ha
IJIaBHOW cTpaHuIe. MOXXHO HCIIOJIB30BaTh MOJIHOIKPAHHBIM PEKUM OTOOPaKEHHUS KHUTH WM
BKJIIOYUTH 03ByYMBaHHE HEIIOCPEICTBEHHO C CaiiTa IpH MOMOLIM MPOrpaMM SKPAHHOTO JIOCTYIa
(manpumep, Jaws , «Balabolkay»). CkaunBaemblie ¢pparmenTsl B hopmate pdf, mmeromue BICOKOE
Ka4eCcTBO, MOT'YT UCIOJb30BAThCA TUQIIONPOrpaMMaMHM JUIsl TOJIOCOBOIO O3BYYMBAHMS TEKCTOB,
MOTYT OBITH 3arpy>XeHbl B THU(JIOIUIEEPhI, a TaK)Xe CKOMHPOBAHbI Ha JI000E YCTPOHUCTBO IS
KOM(OPTHOTO YTCHHUS.

CepBuc ObC «lluTaTHUK» MOMOTaeT MOJIb30BATEII0 U3BJIEUb LIUTATy U aBTOMATUYECKU
bopMHUpPYET KOPPEKTHYIO OMOIMOTPaPUIECKYIO CCBUIKY, YTO OCOOCHHO aKTyaJlbHO JUIsl JIUIL C
OTrPaHUYEHHBIMU BO3MOXKHOCTSIMU M 00JIEr4aeT MpoIecc HAMMCAaHUS KypCOBOM HIIM BBIITYCKHOM
KBATH(UKAIIMOHHON PabOTHI.

Jlnst MOArOTOBKH K 3aHATUAM oOyuatommecss ¢ OB3 (1o 3peHuio) MOryT HCHOJIB30BaTh
MobOmibHOe mpuioxkenne DBC «Jlanby», mpegHa3HaueHHOE ISl O3BYYMBAHUS TEKCTAa KHUTH.
Pexum noctyma: 3JIEKTPOHHBIN, NMPHIOKEHHE CKAYMBACTCS OOYYAIOIIUMCS CaMOCTOSITEIBHO C



caifita e.lanbook.ru, HeoOxoaumoe ycinoBue: ObITh 3apeructpupoBaHHbiM B DBC «Jlauby.
Hcnonb3yercst CBOOOJHO pactpocTpaHsieMasl porpaMMa SKpaHHoro noctymna Nvda.

[MogpoGHee 00 opraHU3aIMy JOCTYITHON CPEIIbI CM. COOTBETCTBYOIIHIA Pa3/iesl OCHOBHOU
npodeCCHOHAIBHON 00pa30BaTEeIbHON MTPOTPAMMBI.
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