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1.1. HammeHoBaHMe TUCIUTIIIHHBI

PabGouass mporpamma gucrumMHbB  «JlOKyMEHTAIlMOHHOE OOECIICYCHHE
yOpaBJICHUS»  TpeAHa3HadeHa s OOydJamImmuxcs M0 MpoTrpaMme
JOTIOTHUTENHHOTO  TPO(PECCHOHATILHOTO 00pa3oBaHus (B TOM YHCHE IS
WHKIIIO3UBHOTO ~ O0Opa30BaHWs WHBAJIWAOB W JHUI[ C  OrPAaHUYCHHBIMHU
BO3MOXKHOCTSIMU 310POBBS), oOy4JaroImxcs o JOTIOJIHUTEIHHOM
o0OpasoBarenbHOI porpaMmme npodeccuoHanbHON NEepenoAroTOBKU
«PyKOBOJCTBO YyUpeKJICHHEM KYJIbTYPHO — JIOCYTOBOrO THMa»  (HAIpaBJeHUE
MOJATOTOBKHU 51.03.03 «CormuanbHO-KyJIbTypHasi JACSATEILHOCTH», MNPOPUIH
MOATOTOBKU «MEHEIKMEHT COLIMAIbHO-KYJIbTYPHOU JEATeIbHOCTI ).

HucuumuinHa 4urtaercs Ha Kadeape OuOIMOTEYHO-UHGPOPMAITMOHHON
NEeATEIbHOCTH,  JIOKYMEHTOBEACHUS M apXuBoBeleHUs  XabapoBCKOIo
rOCyAapCTBEHHOTO HMHCTUTYTa KYJbTYpbl, B COOTBETCTBUM C (heaepaibHbIM
rOCYJapCTBEHHBIM 00pa30BaTEIbHBIM CTaHAAPTOM BBHICIIETO OOpa30BaHUS , YTB.
npukazoMm MuHncTepcTBa O0Opa3oBaHusi W Hayku Poccuiickoit @Deneparnuu
or 6 nekabps 2017r.N 1179, ¢ ydyeroM mnpodeccCHOHANBHBIX CTaHIapPTOB,
COOTBETCTBYIOIIHX MPOPECCHOHATILHON ACSITEIIBHOCTH BBIITYCKHUKOB.

1.2. MecTo tucuMIIMHBI B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

YuebHas gucnuiuinHa «JlOKyMEHTAaIlMOHHOE OOecreueHue YIpaBICHUS
OTHOCHUTCS K JUCIUIUIMHAM y4eOHOIO TjIaHA M SBJISIETCS OCHOBOM JJISi M3y4EeHUS
TCOPETUUYCCKUX, METOAUYECKHMX W OPraHU3alMOHHBIX BOIPOCOB YIPABJICHUS
OnbmuoTeUHbIM AeoM. JIMCIUIUITMHA CBSI3aHA C MUCIUIUIMHAMU Y4eOHOTO IIaHa,
takumu Kak: «Mapketur CKJI», «Menemxment CK/».

1.3. Ilesib 0CBOEHHUS TUCHUILIHHBI

[lenpto oOCBOEHHS OUCHUILUIMHBI  «JloKyMeHTanmoHHOe oOecredyeHue
yIpaBiICHUS» SBISETCS (POPMUPOBAHUE, CHCTEMHBIX 3HAHUH O CHCTEME
YIPaBICHUYECKUX TOKYMEHTOB B JESATEIBHOCTH OMOIMOTEYHO-UH(GOPMALIMOHHBIX
yupexaenuil. W3ydeHnwe mpoOieMaTuku MpelycMaTpuBaeT H3YyYEHUE OSTOU
JTUCIHUIUIMHBI C YIE€TOM HCTOPUUYECKUX OCOOCHHOCTEH €€ CTAaHOBIEHHS KaK HAyKH.
OTO cocTaBHas 4YacTb Kypca  YIOPaBIEHUS JIOOBIM YUYPEKICHUEM KYJIbTYPBHI.
VYnpasieHdyeckas 1eATeIbHOCTh B OpraHU3aluy OMOIMOTEUHOrO Jena TpeOyeT OT
PYKOBOJUTENSL YMEHUsI padOTaTh ¢ TOKYMEHTAMH, YMEHUSI OpPraHU30BaTh padboTy
cnyk0 gokymeHtauuu. IloaToMy B TeMaTuky Kypca BXOJAT HpOOJIEeMbI
JOKYMEHTUPOBAHUS [JEATENBHOCTH coBpeMeHHoW opranuzauuu, ['OCT(s1) u
CTaHAapThl M0 JOKYMEHTAllMM, OpraHu3alus padoThl ¢ JOKYMEHTaMH U BOIPOCHI
UX COXPAHHOCTH.

1.4 ®opmupyemMbie KOMIETEHUHH
Kon DopmMyJIUPOBKA KOMIIETECHIIUU
1K IIpodeccrnonaibHbIE KOMIIETEHIUHT
I1K-8 Crioco6HOCTh (OPMUPOBATH U TTOIJIEPKUBATH PAITHOHAIBHYIO CUCTEMY
AOKYMCHTAIIMOHHOT O obecrieueHust




2.1. OFBEM U COAEPKAHUE JUCHUIIJIUHBI
JucuumuinHa «J{oKyMeHTaIllMOHHOE O0ecledeHre yIpaBieHHs» o0muM o0beMoM 18 4.

U3y4aercs Ha 3 MOJlyJie IPOTrPaMMBbl.

[IporpamMma npenxycMaTpuBaeT KaKk YTCHHUE JIEKIUH, TaK U

3aKpPCIUICHUC 3HaHUM Ha MPAKTUYCCKUX 3aHATHAX. KpOMe TOT'0, BKJIIFOUC€HA U CaMOCTOATCIIbHAs

paboTa CTyJeHTOB.

2.1. O0beM JUCHUTIINHBI

JlonosHUTEIbLHOE 00pa3oBaHHue

Buna yueOHoii padoThI

Bcero yacos MOAYJ1b

KonrakTHasi pa6ora (Bcero)

6 3

B ToMm uucine:

- aexkyuu (J13)

2 3

- cemunaput (C3)

- npakmuyeckue (113)

- menkozpynnoewvie (MI'3)

- unoueudyanvnwie (U3)

- 2pynnosoe koucynrvmuposanue (I)

- UHOUBUOYAIbHOE
Koncynomuposanue (M)

CamocTosTenpHas padoTa CTyJACHTa
(Bcero)

12 3

CPC

10

KOHTPOJIb

B ToMm uucine:

- IOJITOTOBKA KYPCOBOH PabOTHI

- TEKYILUH KOHTPOJIb

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

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

®roC)

14 3

Bua npomexyTo4Hoi arrecTanuu
(3a4eT, SK3aMEH)

3a4er
3K3aMEH 3
2.2. TeMmaTuyecKMil MJIaH
Kou-Bo yacoB
KonTakTHas padora CamocrosiTesibHast padoTa
o CTY/IEeHTOB
HaumenoBanue : - KOHTPOD
Ne pa3aeyioB U TeM S = = 8 CPC
n/u (hbopmupyembIe 8 8 z 2 E 2 S
KOMIIETEHIHH) ° 8| e § J3 | C3 |13 |5 = TE| cp npoM
g |8F = s c TeRY | ekyTo
-~ S 2 i .
& YHBIH

Tperuii MoxyJb




Pazgea 1. lokymeHTaAMOHHOE 0OeclieyeHre YIIPABJIeHUS KAK yUueOHast TUCIUILUIHHA

1.1 | Mecro JIOY B cucreme

nayk (ITK-8) ! 11
1.2 | OcHOBHBIE
KJaccu(uKanuu 1 1 1
nokymeHTOB ( [TK-8)
1.3 | Hepxarenu 1 1 1

nokymeHToB (T1K-8)

Pa3nea 2. Pazgen 2. JIOKyMeHT M ero peKBHU3HThHI

2.1 | 'ocynapcTBeHHbIE
crannaptel P6.30 — 97
u P6.30-2003 -1 1 1 1
CXOACTBO W paznmuue (
ITK-8)

22 |TOCT P 7.0.97-2016),
ero ocooennoctn (ITK-| 2 2 2
8)

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

2.4 | PekBU3UTHI
nokymeHToB (ITK-8)

2.5 | Opranu3anuoHHO-
IIPaBOBBIE JOKYMEHTHL | 1 1 1
(ITK-8)

2.6 | CpaBoYHO-
UHOOpPMALIMOHHBIE |
CIIPaBOYHO- 1 1 1
aHAJTUTHYECKHUE
nokymeHThI. (ITK-8)

2.7 | Opranu3anuoHHO-
pacIopsIUTENIbHBIE 1 1 1
nokymeHTsl (ITK-8)

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

Pa3nea 3. JlokyMeHTHPOBaHHE TPYA0BBIX NPABOOTHOIICHHI1

3.1 | JlokymMeHTHI o
muuHomy coctaBy(ITK- | 1 1 1
8)

3.2 | 3ammTa NEepCOHAIBHBIX

nanubIx (ITK-8) 1 1 1
3.3 | Homenknarypa nen | 1 1
(TTK-8)
3.4 | Hoxkymentoobopor(ITK-
2) 1 1 1
3.5 | Texnonorusi paboTHl C 1 1 1
nokymeHToMm (ITK-8)
Kontpoas CPC 2 2 2

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




2. 3. KpaTkoe coep:kaHue pa3aejioB U TeM

BBenenue.

Beenenne B kypc.  PackpeiBaercst  mpemMer,  3amadd, — CTPYKTypa  Kypca,
MEXIUCIUTUTMHAPHBIE CBsi3U. [loKa3bpiBaeTcs CBSI3p C OOMIEHAYYHBIMH M HWH()OPMAIMOHHBIMU
JTUCIUTIIIMHAMY, C MPAKTHKONH OMOIMoTeuHo-O0nbmnorpaduueckoi aestenbHOCTH. ONMUChIBaeTCS
3HaUEHWE JWCHUIUIMHBI IS TOATOTOBKH  CICNHMATUCTOB B  cdepe OUOIMOTEUHO-
WH()OPMAITMOHHOW NIEATETLHOCTH B COBPEMEHHBIX ycioBusax. Jlaércs o0630p y4eOHOM
JUTEPATypPhl U OCHOBHBIX UCTOYHUKOB TI0 KYpCY.

Pa3nea 1. [lokymeHTallHOHHOE o0ecrieyeHre YIIPABJIeHHA KaK yyeOHas TUCIUIIIHHA
Tema 1.1 Mecto JOY B cucteMe HayK.

Onpenenenne aokymeHTa. [IOHATHS «IOKYMEHT», «HOCUTEIb HH(POPMALIUNY,
«ECTECTBEHHBIH W MCKYCCTBEHHBIH S3bIKM JOKyMeHTa». IIpenmer u  0OBekT
UCCIIEJOBAHMSL. B3aumocss3u c T'YMaHHUTapHBIMU HayKaMH. CriocoOsr
noKkymMeHTUpoBaHusl ((oTo-, (HOHO-TOKYMEHTHPOBAHUE; PYKOMHMCHBIC JTOKYMEHTHI).
JIOKyMEHTBI — HOCUTEIH ONEPAaTUBHOM U PETPOCIIEKTUBHON NH(POPMALIHH.

Tema 1.2. OcHOBHBIE KJIacCHPUKALUN JOKYMEHTOB

Krnaccudukanum 10KyMEHTOB, UX CXOJCTBO U paznuuue. Pa3neneHne 10OKyMEHTOB MO
dbopme (TekcToBble, Tpaduueckue ayauOBU3YaIbHBIE), TI0O PENAKIIMOHHO-U3/1aTebCKOM
MOATOTOBKE (OMyOJIMKOBAaHHBIE, HEOMYOJIMKOBAHHBIE), II0 CTEIEHU TepepadOTKu
(HepBI/I‘-IHBIe, BTOpI/I‘IHBIe), no nejIcBOMY HW YHUTATCIBCKOMY HA3HAYCHUIO HW T.O.
OdunmanpabIe JOKYMEHTHI (HOPMATHBBI, CTAaHIAPTHI, TPEHCKYPAHTHI), UX 00sS3aTeIbHBIN
XapakTep, pazJesieHue 10 TEPPUTOPUATIBHBIM YPOBHAM. OYHKIIUU JOKYMEHTa — O0IIUE U
CHeluaibHbIe.

Tema 1.3. [lepkaTesin JOKyMeHTOB

IlonaTHEe «@pXWBHBIM JOKYMEHT». Buasl apxuBoB — TIOCYAapCTBEHHBIC,
BEJIOMCTBEHHbIE, MEXBEJIOMCTBEHHbIC, TUUHbIE. BUIbI JOKYMEHTOB roCcyAapCTBEHHOTO
apXuBa: OpPraHM3allMOHHO-PACIOPSAUTEIbHBIE JOKYMEHTBI, TBOPYECKHE JOKYMEHTHI,
JMYHbIE apXUBBL. DKCHEpTHU3a NOKYMEHTOB. CucTemMaTH3alusi apXUBHBIX JOKYMEHTOB,
¢dopmupoBanue aen. YuérHele (OpMbl apXHMBHBIX JOKYMEHTOB. APXUBBI U apXUBHBIC
dbonaB Xa0apOBCKOTO Kpasi.

Mys3eliHble 3KCIIOHATBl M MY3€WHBIE JOKYMEHTbI — CXOACTBO W pasiMyue.
Perucrpamnusi, MHBeHTapu3alus U KaTaloru3alnus MY3eWHbIX JOKYMEHTOB. YYETHO —
XPaHUTENbCKUE TOKYMEHTBI My3€sl. DTallbl CO3/1aHUs My3€HHON JOKYMEHTALMH.

bubnuorexka kak jgepkarenb  JOKyMEHTOB. (OcOOCHHOCTH  OMOJMOTEYHBIX
JIOKYMEHTOB.

Paznen 2./l0KyMeHT U €ro peKBU3HUTHI
Tema 2.1 I'ocynapcTBeHHbIE CTAHAAPTHI 10 JOKYMEHTONPOM3BOICTBY.
[Ipoueccet yaubukamuu u craggaptuzanuu. [OCT(b1) «YHUPUIIUPOBAHHBIE CHCTEMBI
JnokyMmeHTanuu» B cucreMme aenonpousBoictsa. I'OCT P6.30 — 97 u I'OCT P6.30-2003 —
CX0ACTBO U paznuune. Kinaccupukanuus TOKyMEHTOB OpraHU3aliH.

Tema 2.2. @opmyJisip 1okymeHnTa. Buabl 0J1aHKOB
@opmynsip nokymeHta. TumnoBoit Qopmynsip u Qopmyisip-oOpasen. Bunel O6maHKOB.
TpeGoBaHMs K MCIOIB30BAHHIO, U3TOTOBJICHHIO, YUETY U XpaHCHHUIO OJaHKOB ¢ repbamu PO u
repb6amu cyobekToB PO.

Tema 2.3. PeKBU3UTBI JOKYMEHTA.



Pa3zmeps! mosnieit u pacrnonoxeHue peKBU3UTOB. TpeOoBaHMS K OPOPMIICHUIO PEKBU3UTOB
nokymeHtoB. Homenxiatypa nen. OTpakeHue KiacCU(pUKalMU JOKYMEHTOB B HOMEHKJIATYpe
nen. HomeHknarypa kak OCHOBHOW YYETHBIM JOKYMEHT B Aenonpou3BoicTBe. CTpyKTypa
HOMEHKJIATYPHI.

I'pynnupoBka JOKyMEHTOB OJHOTO KaJ€HAAPHOIO roja B Jaeia. JJOKyMEHTHI IOCTOSSHHOTO
Y BPEMEHHOT'O CPOKOB XpaHeHMs1. CpOKU XpaHEHUs TOKYMEHTOB.

Tema 2.4. Opranu3auMOHHO-NPABOBbIE JOKYMEHThbI
PexkBusutel OIIJ[. YcraB opraHumszanuu Kak CBOJ IpaBW, PETYIHUPYIOIIMX AESITEIbHOCTD
OpraHu3alyii, X B3aUMOOTHOIIEHUH C APYrMMM OpraHu3alMsIM{, UX NpaBa M OOS3aHHOCTH.
[TonoxxeHus, NOJKHOCTHBIE HHCTPYKLIUH, IITATHOE pacnucaHue. I1onoxenns HHIUBUAYaIbHBIC
Y TUIIOBBIE.

Tema 2.5. CipaBoYHO-MHPOPMALMOHHBbIE H CTIPABOYHO-AHAJTUTHYECKHE JOKYMEHTbI.
CO6op u 00paboTka OOBEKTUBHON M JOCTOBEPHOW MH(POPMALUHU KaK YCIOBHE YCHEIIHOTO
mpolecca NPUHATHUS yIIpaBieHuecKoro peuieHus. [Ipotokon, qokiagHas 3anucka, IpeioKeHne,
OOBSICHUTENIbHAS 3allMCKa, 3asBJICHHE, MPEJCTAaBICHUE, CIpaBKa, akT. KpaTKuil MpPOTOKOI,
BBITIMCKA W3 TTPOTOKOIa. HpOpManmoHHbIIT OOMEH ¢ MOMOIIBIO TEpenucKu. Bunibl 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 — TIOCTAHOBJIEHUS, peuieHus. PacnopsiuTenbHble JOKYMEHTHI, H3aBacMble
€IUHOJINYHO - IIPUKA3bl, YKAa3aHUs, pacIoOpsKeHUs. PEeKBU3UTHI ITpuKas3a. Buasl npukasos.

Tema 2.7. CTHIB ¥ A3BIK 1€JI0BOT0 10OKYMEHTA.

OcobenHocTd  O(UIMAIBHO-ACIOBOTO CTUJA. Jlekcuueckne, MOpP(OIOTHYECKUE U
CHHTAKCUYECKHE CPE/ICTBA S3bIKAa MPU COCTABICHUU CIY)KEOHBIX HOKYMEHTOB. TpeGoBaHHs K
TEKCTaM JIOKYMEHTOB: TOYHOCTb, SICHOCTh, JAaKOHMYHOCTb. YTOTpeOJeHHE CHelHaIbHON
JIEKCHKH (TepMUHBI, TPO(HECCHOHAIN3MBI M KaprOHHO-TIPO(eCcCHOHAIBHBIE CI0Ba). Y cTapeBLIast
JIEKCUKa — apXau3Mbl WU UcTOpu3Mbl. [IpaBuna ynorpeOiaeHus] 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,
TPYAOBOM AOroBOp (KOHTPAKT), IpHUKa3 O NMpHEME, JMYHAs KapTouka, Ju4dHoe aeno. IIpasBuiia
3aIlOJIHCHUS AHKETBI.

Tema 3.2. 3amuTa nNepcoHANbHbBIX JaHHbIX
Kondunenmmansnas undopmarnus. Bunel xonduaenumansHoil unpopmarmu. I[lonsrue
«TEpCOHANIBHBIC TaHHBIE». 3alliTa MepCOHAIBHBIX JAHHBIX — OPTaHM3AalMOHHAS, TeXHHYECKas,
IpaBoBasi, MPOrPaMMHO-MaTEeMaTHIYECKasl.

Tema 3.3. JlokymeHT0000pPOT
Opranuzanus JelONpOU3BOACTBEHHON CIYKObI Mpennpustus. Bxopsmue, ucxonsinue,
BHYTpEHHUE JOKYMEHThl. OCHOBHBIE TapaMeTPbl M COJEp)KaHUE TOKyMEHTonoToka. CTpyKTypa
JTIOKYMEHTONoToKa. Peructpanusi nokyMmeHnToB. @opmupoBanue nei. cnonb3zoBanue [19BM B
JOKYMEHTAITMOHHOM OoOecrieyeHnHt yrpasiieHus. PaimonanbHas cucrema JOKyMEeHTO000poTa.



Tema 3.4. Texnosorus padoTsl ¢ JOKYMEHTOM
TexHonmornueckas LENnoyka Oonepaluii: CoCcTaBlIeHHE IMPOEKTa JOKYMEHTa, COIVIACOBAHUE
IIPOEKTa, YTBEP)KJIEHUE TOKYMEHTA PYKOBOAUTENEM; IPUEM U IPEIBAPUTEIBLHOE PACCMOTPEHUE
JOKYMEHTa  PYKOBOJCTBOM, MCIIOJIHEHHME W KOHTPOJIb HCIIOJHEHUs, (OpPMHUpPOBAHHUE €.
KOHTpOJIb HCIIOJIHCHUS JOKYMCHTOB.
CpoKH UCTIONHEHUS TOKYMEHTOB.

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

3.1. IlnaHbl NPAKTHYECKUX 3AHATHI

CryaeHThI BBINOJIHAIOT MPAKTUYECKUE 3a/IaHMsI KaK MO/l pYKOBOACTBOM IeAarora, Tak u
CaMOCTOSITENIbHO, TOCJI€ KOHCYJIbTAllUU C MPEeNoAaBaTeaeM U MOIyYeHHs] peKOMEHAalui 1Mo ux
BBITIOJIHEHHUIO.

CTyneHThl pU MOJATOTOBKE K MPAKTUYECKOW padoTe JOKHBI MOBTOPUTH JEKIIMOHHBII
MaTepual MU CaMOCTOSITEIbHO M3YyYUTh BOIPOCHI, CBS3aHHBIE C CO3/IaHHEM JIOKYMEHTOB
OpraHH3aIiH.

IpakTnyeckue 3ansarus 1 - 3.

K pa3neny «/loKyMeHT U ero peKBU3UTBI»

IIpoxo/LKUTEJIBbHOCTD - 4 4YAaCOB

Henp 3aHaTHii: TpUOOpPETEHHE TMPAKTUYCCKUX HABBIKOB COCTABIICHUS OpraHU3aIlMOHHBIX,
pacnopsAUTENbHBIX U HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB

ILnaH npakTHYeCKHUX 3aHATHI:

1. CocraBneHnue YcTaBa opraHu3alyu, ITATHOTO PACHUCAHUS, JOKHOCTHBIX MHCTPYKIIHI

2. CocraBneHue MpUKa30B [0 OCHOBHOM JEATEIbHOCTH, IPOTOKOJIA O0IIEro COOpaHus

3. CocraBieHue JOKJIAIHOM 3alIMCKU

4. CocraBieHre TUCbMA-TIPETEH3UN HAa HEKAUE€CTBEHHBIN TOBap

B paMkax mpakThyeckoro 3aHATHs NPOBOAUTCS AenoBast uMrpa «Co3gaii cBoOé nesio»:
MOJITOTOBKA CTYACHTAMH OCHOBHBIM YUYPEIAHTEIbHBIX JOKYMEHTOB CO31aBa€MOTO MPEIIPHUSITHSI.
Cnenyronmmit  stanm - pa3paboTka JTOKYMEHTOB, HEOOXOAUMBIX IS OpTraHHU3aI[uh
IIPOM3BOJICTBEHHO-XO035MICTBEHHOW JICATEIILHOCTH TPEANIPHUITUS. B 3aKioueHne mpou3BOIUTCS
HOJTrOTOBKA MaNKH «J{e1o» /i OLleHKH KayeCcTBa JTOKyMEHTOB.

3.3. Bonmpocs! AJ151 CaMOKOHTPOJISI 110 pa3/iesiaM JMCIUIITHHbI
CamocTosiTesibHasi pad0Ta BKJIKOYAET:
1. W3ydeHue u KOHCIIEKTHpPOBAHHME IOIOJIHUTEIBHON JINTEPATYpbl B COOTBETCTBUH C
MpOTrpaMMoOit Kypca.
2. KoHcynbranuu npernoaaBares mo Hanboiee CI0KHBIM TEMaM.
3. CamocToATenbHOE  BBIMIOJIHEHHWE  Ja0OpaTOpHBIX  paboT,  MpPeasIOKEHHBIX
IpernoiaBaTeNeM.

['maBHBIM HampaBlIEHHEM CaMOCTOSTENbHOW pabOThl CTYJEHTOB SIBISETCS IMOATOTOBKA K
NPaKTUYECKUM 3aHATHAM. B  mpoiecce caMOCTOATENBHOM pabOThl  CTYIEHTHI  JJOJDKHBI
O03HAKOMUTHCSI C PEKOMEHJIYeMOH JUTepaTypoil, M3y4yuTh HOPMATHUBHYIO JTOKYMEHTALHUIO IO
Kypcy. [Ipu HEoOXoauMoCTH cAenaTh COOTBETCTBYOMmUE 3amucu. Oco0oe BHHUMAaHHE TOJKHO
OBITH yJIEJIEHO PAaCCMOTPEHHUIO HOBBIX ICTOYHHUKOB I10 MCCIIEeAyeMOil mpolieme.

@opMbI M METOIBl CAMOCTOATENBbHOM pabOThl CTYIEHTOB 3aBHCAT OT CTENEHHU
MOJTOTOBJICHHOCTH CTYJEHTOB, 0a30BOro ypoBHS uX 3HaHui. [IpemomaBarens, ucxons wu3s



BBIIIIECKA3aHHOT' 0, TIOJJOMpAaeT BapHAHTBl CAMOCTOSITEIbHBIX 33JaHUI U AT KOHCYJIbTAIUU IO
UX BBIMOJIHEHUIO JJI1 KOHKPETHOW CTYAEHYECKOH IpyMIbl U, B KOHEYHOM HTOTe, JUJIS KaXKIO0ro
cryaenta. CamocrositenbHas  paboTa  IMO3BOJSET  CTYACHTAM  IOJYyYUTh  HABBIKH
HCCJIEI0OBATENbCKOM paboThI, ObICTpEe OBJIAIETh HAaBBIKAMH PaOOTHI ¢ OMONMHOrpadUIECKUMU
UCTOYHUKAMU, KaTAIOTaMH U KapTOTeKaMH OMOITNOTEK,
HUrorn caMocCTOSTENbHONW pabOTBI MOTYT OBITh peayin30BaHbl B (Gopme IoKiIama, pedepara,
KOHTPOJILHOM paboThl, BHICTYIUIEHUS] HA HAYYHOH CTYI€HUECKON KOH(pEpEHIUH.
Ha camocTosiTe/ibHYI0 pa60Ty BHIHOCSTCS CJle1yIOlIie TeMbl:

Tema 1.HopmaTuBHO-MeTOAMYeCKas 0a3a 1eJ10NPOU3BOACTBA
N3y4uts BONpoCkI:
1.HopMaTuBbl 10 JOKYMEHTHUPOBAHUIO, AEIONPOU3BOACTBY U XPAHEHHIO TOKYMEHTOB
2.CocTaBUTh CIOBApUK OCHOBHBIX TEPMUHOB MO Kypcy (110 YKa3aHHUIO IIe1arora)
Tema 2. SI3bIK COBpeMEeHHBIX JOKYMEHTOB
N3y4uts BONpoCHI:
1. 3ammra nHbOpPMAMK B IEKTPOHHOM JOKYMEHTOOOOPOTE: TPEeOOBAaHHS K KPHIITOCHCTEMAM,
3JIEKTpOHHAs HU(PPOBask MOIHUCH.
2. ®enepanbhblii 3ak0H PO «O0 31ekTpoHHOI HU(POBOM MOITUCHY.
3. HauGonee ynorpebisieMble COKpaIeHus CIOB.
Tema 3./l0KyMeHTBI 10 JIUYHOMY COCTABY.
N3y4uts BONpoCHI:
1.JInunast kapTOUuKa pabOTHHKA
2.Bbimaya TpynoBOM KHMKKM TIPU YBOJIBHEHMM COTPYAHHKA (IPEKpalieHud TPYAOBOIO
JIOTOBOPA).
3.Y4er TpyaOBbIX KHI)KEK, XpPAHEHHUE U YHUUTOKEHHE HEBOCTPEOOBAHHBIX TPYIAOBBIX KHUKEK.
4.KoMmruieke JOKYMEHTOB 110 0()OpMIICHHUIO TOOIIPEHUH U AUCHUIUIMHAPHBIX B3BICKAHUH.
Tema 4. JIOKyMeHT M €ro peKBU3UTbI
HN3y4nTs BONpoCkI:

[ToHATHS «IOKYMEHT», «JOKYMEHTOO00POT», «AEIOMPOU3BOIACTBOY.

Enunas rocynapcTBeHHast CUCTEMA ACJIONPOU3BOICTBA, €€ 3a0a4H.

OcHOBHBIE TOCYJApCTBEHHbIE CTAaHAAPTHI 1O JI€JIONPOU3BOJICTBY.

PexBu3uTel OKyMeHTa
Tema S.
«/loKyMeHTBI 10 JINYHOMY COCTABY»
N3y4uts BONpoOCHI:
1. Ocobennoctu 0hopMIIEHUS TOKYMEHTOB IO KaJpOBOMY COCTaBY.
2.Komrieke TOKYyMEHTOB, CO3JaBaeMbIX IpU MpuEME, YBOIbHEHUH M TepeBojie pabOTHHKA Ha
JIPYTYIO JOJKHOCTD.
3. TpynoBoit JOroBOp U KOHTPAKT.
4. OCHOBHBIE PEKBH3HUTHI IPHUKA30B 10 TUYHOMY COCTaBY U MpaBUiia UX 0(hopMIIeHHUS.

5. IlpaBuna oopmiieHUs: TPYAOBBIX KHIKEK, TUUYHBIX KaPTOUEK, JIMYHBIX J1e]1 pAaOOTHUKOB.

Tema 6.
«Opranuszanus padoTbl ¢ KOHPUAECHIUAIbHBIMHA JOKYMEHTAMI.
H3y4nTs BONpockl:
1. Yro mnoHummaercs monx HWH(POPMAIMOHHOW O€30MaCHOCThIO (UPMBI, KaKyl IIeJb OHa
npecienyerT?
2. Uto Takoe KOHPUACHIIMATBHBIA TOKYMEHT?
3. YkaxuTte Kiaccuukanuo KoHPHIESHIHAIBHBIX JOKYMEHTOB.
4. Kakue oCHOBHbBIE YIpO3bl BO3HUKAIOT MIPHU paboTe ¢ KOH(UIECHIIMAIbHBIMU JOKYMEHTaMu ?
5. Ykaxurte 0COOEHHOCTH BEICHHUS JEIIONPOU3BOJICTBA, 00ECIEUNBAIOIIETO YUET U COXPAaHHOCTh
KOH(pHuAeHIMAIbHON HH(OpPMAIIUU U JOKYMEHTOB.
6. Uto moHuMmaercs MOJ 3allUIIEHHBIM JOKYMEHTOOOOPOTOM, 3a CYET YEro MOXKET OBITh
oOecrnieveHa ero 3auura?



Tema 7.

«JlOKYyMeHT0000pOT B OPraHu3amumn»

HN3y4nTs BOnpockl:

1.HoMeHnknatypa e Kak oTpaxkeHHue KiaacCu(uKaul JOKyMEHTOB
2.OkcneuIuoHHas 00paboTKa JOKYMEHTOB

3.PanmonasibHOE IBHYKEHUE TOKYMEHTOB BHYTPH OPTaHU3ALNH

4. METOAUYECKHUE YKA3AHUSA 110 OCBOEHUIO JUCHUITIJIMHBI

[lpuctynas K wu3ydyeHHIO Yy4eOHOW JUCHMIUIMHBI 1O BbIOPaHHOMY HAIpaBJIEHUIO,
oOydaromuiicsi, ansi 3Q¢GEKTUBHOTO OCBOSHUS, OCBaMBaeT CaMOCTOSTENILHO TEMAaTHUKY Kypca.
Ilens camocTosATETEHON pabOTHl OOYYAOMIMXCS — OOyYE€HHE METOJaM IOJIYy4YeHHUS HOBBIX
3HaHUH, MPUOOPETEHNE HABBIKOB CAMOCTOSTEIBHOTO aHAJIM3a MaTepuana 1o yuyeOHOMy Kypcy,
yCUJIEHUE HAYYHBIX OCHOB INPAKTUYECKOM NesATeNbHOCTH. ['7aBHasi 3amaya caMOCTOATEIbHOM
paboThI CTYIEHTOB — pa3BUTHE YMEHUS MPUOOPETECHHS HAYYHBIX 3HAHUN MyTEM JINYHOTO MTOMCKA
uH(popMalnu, GOpMUPOBAHUS AKTUBHOTO MHTEpeca K yueOHOM NHUCUUIUIMHE; CUCTeMaTH3aluu 1
3aKpEIUICHUH TOJYYCHHBIX TEOPETHUECKUX 3HAHWM U MPAKTUYSCKUX YMEHUMU, YriyOleHue u
paciupeHne TeOpeTUYECKUX 3HAaHUM.

YcBoeHne Matepuana JUCIHHUIUIMHBI Ha JIEKIUAX, MPAKTUYECKHMX M B pPE3yiIbTare
CaMOCTOSITENIbHOM TOJTOTOBKM W HW3YYEHUS OTAENbHBIX BOIPOCOB AUCHUILINHBI, MO3BOJIUT
MOJOUTH K HPOMEXYTOUHOW aTTeCTallMd IOATOTOBICHHBIM, M MOTPeOyeT JHUIIb MOBTOPCHUS
paHee MpoIeHHOro MaTepuaia. 3HaHUs MPHU 3TOM SBISAIOTCS ITYOOKMMH U KauyeCTBEHHBIMHU, U
MO3BOJISIOT (POPMUPOBATH COOTBETCTBYIOIIUE MPO(ECCHOHAIBHBIE KOMIIETCHIIMM KaK HTOT
00pa3oBaTenbHOTO Mpoliecca.

PaGouass mporpamma Kypca BKIIOYaeT B ce0sl pa3felbl U OCHOBHBIC TPOOJIEMBI
JUCIUIUIMHBI, B paMKax KOTOPBIX U (OPMHUPYIOTCS BOIPOCHI IS KOHTPOJISI M aTTECTallUH.
[losToMy cCTymeHT, 3apaHee O3HAKOMHUBIIHCH C TPOTPAMMOM Kypca, MOMKET JIydlle
COpPUEHTHPOBATHCS B TIOCIIEI0BATEIBHOCTH €T0 OCBOCHHS.

[Ipu nnaHupoBaHUM BPEMEHH Ha OCBOCHHUE AMCIUIUIMHBI CIEIYET PYKOBOJICTBOBATHCS
CTPYKTYPOH NUCIUILTUHBI, B KOTOPOM yKa3aHbl KOJMYECTBO aKaJEMHUUYECKUX YacOB JJISl KaXAOu
TEMBI, BUJIa 3aHATHH (JIEKIMOHHOE, MPAKTHYECKOE, CEMUHAPCKOE) U Yachl HA CAMOCTOSTEIbHYIO
paboTy; GpopMOii TEKYIIEro KOHTPOJISl YCIIEBAEMOCTH (TECThI, BBIIIOJHEHNE UHIMBUIYaIbHBIX U
NPaKTUYECKUX 3aHATUH U 1p.); POPMOIl MPOMEKYTOUHOM aTTecTaluu (IK3aMeH).

W3ydyenne Kaxqoill TeMbl IUCHUIUIMHBI 11€1IeCO00pa3HO HAuMHATh CO 3HAKOMCTBA C
COJIepKaHWEM TEMAaTHKH; 3aTe€M CJIeyeT 3Tall MoA0Opa UCTOYHUKOB U3 YHCIA PEKOMEHIYEMbIX
U MOJ00paHHBIX CaMOCTOSTENBbHO (HAay4YHbIC CTaThu; WHGPOpMANHS ¢ O(DHIIMAIBHBIX CaWTOB
rOCYJapCTBEHHBIX OPIaHOB, OPraHOB MECTHOI'O caMoylpaBieHus u 1p.). Llenecoobpaszno BecTu
nepeyeHb MpoOJIEeMHBIX BOMPOCOB Cllydae 3aTPYIHEHHH C YSICHEHHEM CMbICIa U3JI0KEHHOTO B
UCTOYHMKAX MaTepuayia (yKa3zaHHBIC BOIPOCHI MOTYT OBITh pa3pelieHbl CaMOCTOSITENBHO, BO
BpEMsI CECCHOHHBIX 3aHATUI WM Ha KOHCYJIbTAIlUU C MPENO0/IaBaTEeNIEM).

CemuHapckue 3aHATHS 10 AUCHUIUINHE HE TPEAYCMOTPEHBI.

Jlis TONTOTOBKM K NPAKTHUYECKUM 3aHATHUAM PEKOMEHIYeTCs MOAPOOHO U3Y4YHUTh
KOHCIIEKT JICKLHH, MPEAIIECTBYIOMMX IPAKTHYECKOMY 3aHATHIO. TEXHOJIOTHS TPOBEICHUS
MPAKTUYECKUX 3aHATUN BKIIOYACT CIEAYIOIIUE ATambl: OOBSICHEHHE 33/aHUs; 3HAKOMCTBO C
KOHKPETHBIMH HCTOYHUKAMU WH(OpPMANMK JUTsl BBIIOJIHEHUS 3a/IaHUs; OOCYXKICHUE U
YTOYHEHHE BOINPOCOB B XOJ€ aHajdu3a HCTOYHUKOB HH(OpPMALUK; COBMECTHBIH MPOCMOTP
MEPBUYHBIX PE3YJIbTATOB, OLEHKA HMX COOTBETCTBUS MO (OPMAIBHBIM U COJEPKATEITHHBIM
TpeOOBAHUSIM.

Jnst 5pPeKTUBHON MOATOTOBKU K TEKYHIEMY KOHTPOJIO IO AWUCIUILIMHE HEO0OXOIUMO
UCIIOJIb30BaTh PEKOMEHJOBAHHYIO II€JarOrOM OCHOBHYIO M JOMOJIHUTENBHYIO JIUTEpaTypy,
KOHCIIEKTBI JICKIMH, pa3pabOTKH CTYACHTOB, BBIOJIHEHHBIE B pe3ylbTaTe IOATOTOBKU H
BBITMIOJTHEHUS PAKTUYECKUX 3aHATHH.



3aHATUS TPOBOIATCA B CIEAYIOUMX (opMax: OINpOChl, MOATOTOBKA JOKJIAJIOB,
pedeparoB, nenoBas urpa. MHTepakTuBHBIE (OPMBI TPEOYIOT OT CTYJAEHTAa AKTHBHOCTH M
BHUMATEIBHOCTH HA 3aHATHUSAX, YTO TPeOYyeT OT CTyAEHTA CIEHUAIBHON MOATOTOBKY — U3yYCHHE
HAay4HOHM, CIIPAaBOYHOM, METOJMYECKON JUTEpaTypbl M NEPUOAUMYECKHX H3JAHUM, CETEBBIX
HuTepner-pecypcoB u ap.

Jlis  oueHuBaHUS pe3yNbTaTOB OOYyYEHHs HCIOJIB3YIOTCS MpPaKTHUYECKHe 3aaHus,
BKJIIOYAIOIIUX OJWH WM HECKOJIbKO BOIPOCOB B BHUIE KPaTKOH (OPMYIHPOBKH JEHCTBHIA,
KOTOpBIE CJIEAYET BBIIOJHHUTh, WIM ONUCAHUE PE3yJbTaTa, KOTOPBIM HYXHO NOJy4uTh. K HUM
MOXXHO OTHECTH: HECIIOXKHBIE 3aJaHUs IO BBINOJHEHUIO KOHKPETHBIX JAeicTBHil. [IpocTeie
3aJjaHusl TPUMEHSIIOTCS JAJs OLleHKHM yMeHuid. KomruiekcHble 3amaHusi TpeOyrOT HECKOJBKHX
peleHui Kak B TUIIMYHOM, TaK M B HECTAHJAPTHOM CHUTyalUsX, KOTOPBIE CBS3aHbl C
BBIIIOJIHEHUEM TPAKTUYECKUX IeHCTBHM. KOMIUIEKCHBIE MPaKTHUYECKHUE 3aJaHUS MPUMEHSIOTCA
JUIs OLIEHKM BhaaeHuil. [lpakThueckue 3alaHUs BBIIOJHSAIOTCS OOYYAaIOIIMMHUCS B paMKax
MPAKTUYECKUX 3aHSITUH.

Jlnsi OLIeHWBaHUS pPE3YyJIbTaTOB OOYYEHHUS HCHOJB3YIOTCA CICAYIOIUE MPOLETypHI:
TECTUPOBAaHUE; MHIUBUIYyalIbHOE coOecel0BaHUE, MUChMEHHBIE OTBETHI Ha BOIPOCH! (B BHIE
TEKyIero KOHTposs). OCHOBHOM 3ahayeil TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH OOyYaroIIUXCs
ABJIIETCS TOBBIICHHE KadecTBa 3HAHUM, MNpUOOpETeHHE U pa3BUTHE HMH HAaBBIKOB
CaMOCTOSITeNIbHONW paboThl. TeKyluii KOHTPOJIb 3HAHUI 00YYarOIUXCs MO TUCHUIUIMHE MOXKET
MMETh CIIEIYIOLIME BHUJABL: YCTHBIA OINPOC HAa JIEKIUAX, NPAKTUYECKHX 3aHATHAX; MPOBEpKa
BBITIOJIHEHHS TMCbMEHHBIX CAMOCTOSITENIbHBIX padoT U IOMAITHUX 33/1aHUH; TECTUPOBAHHUE.

5. OOHJ OLIEHOYHbIX CPEACTB JJIsA IMPOBEJEHUSA
IMPOMEXYTOYHOM ATTECTAIIMH IO JUCITATIJIMHE
5.1. IlepeyeHb KOMIIETEHU NI U 3TANBI HX (POPMUPOBAHUS
Cormacho ®I'OC BO mno wnHanpasnenuto moarotoBku 51.03.06 bubmmroredno-
I/IHq)OpMaL[I/IOHHaH ACATCIIBHOCTL B paMKax HU3YUYCHHA OUCHUIIJIMHBI ((I[OKYMCHTaI_[I/IOHHOC
obecrieueHrue YIpaBiICHUS» Y OOYYarONIUXCs JOJDKHBI OBITh CHOPMUPOBAHBI CIICIYIONINE
KOMIICTCHIIN U :

Kon ®opMyIUPOBKA KOMIIETCHIIUU

IIK PexoMenayemMble NpogeccHoOHAIbHbIE KOMIIETEHIIUHT

[1IK-8 | CnocoOHOCTH (hOPMHUPOBATH U MOAJIEPKUBATH PALMOHAIBHYIO CUCTEMY
JOKYMEHTAIIHOHHOTO 00eCTIeYeHHS

Jranbl (GOPMUPOBAHUS KOMIIETEHIIUN:

HavanbHblii — Ha 3TOM »Tane (QOPMUPYIOTCS 3HAHUS W HHCTPYMEHTAJIBHBIE OCHOBBI
KOMIIETEHIIMH, OCBAaMBAIOTCSI OCHOBHBIE KaTeropuu, Gopmupyrorcsi 0azoBble ymeHus. CTyneHT
CHOCO6€H AHAJIM3UPOBATL UCXOJHBIC NAHHBIC, 3HATH OCO6CHHOCTI/I OCHOBHBbIX (bOpM n METOOAOB.
Ecnu cTyneHT oTBedaer 3TUM TpeOOBaHUSAM, MOXKHO TOBOPUTh 00 OCBOCHHHM UM MOPOTOBOI0
YPOBHSI KOMIIETCHIIUH.

3HaeT OCHOBHbBIE (DOPMBI JOKYMEHTOB. 3HAET TEXHOJIOTMH OPraHU3alui JTIOKyMEHTO000poTa
B 00mux yeprax. CTYACHT 3HACT OCHOBHBIC TEHICHLIUU U TPOOIeMBbI pa3BUTHs cuctemsl JJOY.

Ha ocHoBHOM »>Tame 3HaHMs, YMEHHUsS, HaBBIKM, oOecreyuBarome (HopMHUpOBaHHE
KOMIICTCHIIMH, 3HAYUTCIIbHO BO3pAaCTar0T, HO CHIC HC NOCTUTalOT UTOT'OBBIX 3HadeHuii. Ha 3Tom
3Tane CTYACHT OCBAaMBAECT aHAIMTHYECKUE AEHUCTBUS C TpeaAMETHbIMU 3HaHUsIMU 1o JIOY, BHOCS
KOPPEKTHBBI B aJTOPUTM JCHCTBUIM, OH yMEET aHaJIM3HpPOBATh OCHOBHBIE IMPOOJIEMBI Kypca,
CIOCOOEH CaMOCTOSTEIILHO PElIaTh yueOHbIC 3a/1a4H M0 KiIacCH(pUKAIMK Pa3HOOOpa3HBIX BHJIOB
JOKYMCHTOB, ICPCHOCUTL 3HAHUA U YMCHHUS HAa HOBBIC YCJIOBUA. BnaﬂeeT HaBbIKaMU CO34aHUA
IPOCTHIX JOKYMEHTOB, 3HAeT, KaKUM OOpa3oM MOXHO OCYLIECTBIATh HH(GOPMAIUOHHYIO
nonnepkky B chepe BUJI. VYcmemrHoe TPOXOXKACHHWE ITOTO 3Tara MO3BOJISAET JIOCTHYb



CTAH/APTHOT0 YPOBHS C(OPMHUPOBAHHOCTH KOMIIETEHIIHH.

Ha 3aBepmiaromem srtane CTyACHT JOCTUracT MTOTOBBIX ITOKAa3aTeleW IO 3asBICHHOU
KOMIIETEHIIMM, TO €CTh OCBaMBaeT BeCh HEOOXOOUMBI 00BEM 3HAHUM, OBIAZECBAET BCEMHU
YMEHUSIMH U HaBbIKaMH B c(epe 3asBiIeHHON kommeTeHIMH. OH COCOOEH HMCIOJIb30BaTh ITH
3HAHUS, YMEHUS, HAaBBIKK MPU PELICHUHU 3a/1a4 MOBBIIICHHON CIOXHOCTH M B HECTaHIApTHBIX
YCIOBHSX, JEMOHCTPUPYET ITAJOHHBIH ypOBEHb C(HOPMUPOBAHHOCTH KoMIeTeHUuH. Braneer
MIOJTHBIMH HAaBBIKAMU CO3/IaHUS IOKYMEHTOB cIy>k0b1 JJOVY.

CrocobeH  co3gaBaTh  OCHOBHBIE — BHJbl  JEJIONPOU3BOJACTBEHHBIX  JOKYMEHTOB,
UCTIONIb3yeMBbIX B OMOIMOTEUHOM cdepe [lokazarensiMu yCHEIIHOCTH OCBOEHUS CTYAECHTOM
JTAHHOM y4eOHOM MAMCUMIUIMHBI IpPU IPOBEJEHUU HTOrOBOTO KOHTPOJIS SIBISIOTCS Habop
OCBOCHHBIX KOMIETEHIMI 3HAHUH, YMEHUN W HaBBHIKOB. CTYACHT BJIaJeeT MOJHBIMU 3HAHUSIMHU
T10 3asBJICHHOM KOMIIETEHIIUH

Jnst 5 EeKTUBHON MOATOTOBKU K MPOMEXYTOYHON aTTECTAIMHU 110 AUCIHUILIMHE HE00XO0ANMO
UCIOJIb30BaTh PEKOMEH/IOBAHHYI0 OCHOBHYIO M JIONOJIHUTEIBHYIO JIUTEPaTypy, KOHCHEKTHI
JICKIMiA, 3aliCH, CIIEJIaHHble B XOJ€ MOJATOTOBKM K MPAKTUYECKUM 3aHATHUSAM, BBITOJHEHHBIC

pedepartsi.

5.2. [loka3aTesu 1 KPpUTEPUN OLIEHMBAHUS KOMIIETEeH LI

IIpoMeskyTOUHasI aTTECTALMS PEATU3YETCS B X0/I€ CIaUd O0YJaIOUUMHUCS OYHON U 320YHOM
dbopmbl 00yUEHUS HK3aMEHa.

Dk3amMeH mpoBoauTcs B (opme coOecemoBaHus MO Owmieram. DK3aMEHAI[MOHHBIN Ouier
COJIEPKUT JBa TEOPETUUECKUX BOIPOCA U OJHO MPAaKTHYECKOe 3aJaHne. Ha moaroroBky oTBeToB
orBoauTcs 25 MuHYT. OIeHKa 3HaHUM TPOM3BOIUTCS MO S5- OamnbHOM mKane. B ciyuae
HEY/IOBJIETBOPUTEIBHOW OLEHKH CTYIEHT MMEET MPaBO IepecAaTh 3K3aMEH B YCTAHOBICHHOM
nopsiake. [l ycmemHOM  ciayM 9K3aMeHa  HEeoOXOAMMO — MOATOTOBHTH — COOOIIEHHE,
PacKphIBaKOIIEE COJAEpPKAHUE TEPMHHOB M TOHATUM HAa OCHOBE HM3y4aeMOI0 MaTepHala;
IIPaBWJIBHO OTBETUTHh Ha BONPOCH! TecTa. Ha 3aBepiuaroiiem stame B paMKax MPOMEKYTOUHON
aTTecTanuyu OOYYaroIIuecss TOTOBAT OTBETHI HAa BOIMPOCHI, 00oOmIaromue y4eOHBIN MaTepual
U3y4aeMol TUCIHILTUHEI, a TaKkKe pedepaTuBHOE COOOIICHNUE.

KputepusmMu ycnemHocTH OCBOCHHSI CTYACHTOM JaHHOW y4yeOHOW IUCHMIUIMHBI MPHU
IIPOBEJCHUH TEKYIIETO U MTOFOBOT0 KOHTPOJISI SIBJISIIOTCS:

1. KomnyecTBO mNpaBWIBHBIX OTBETOB HAa TEKYHIEM TECTUPOBAaHUM M MO
9K3aMEHAIIMOHHOMY OHWIIETY.

2. AKTHBHOCTb TIOBEJICHHSI CTY/ICHTA HA 3aHATUSX, BBIIOJHEHNE KAXKIbIM CTYJAEHTOM BCEX
NPaKTUYECKUX PabOT, OCMBICICHHOCTh U CAaMOCTOATENBHOCTD CYXJICHUH, MPOSBICHHBIX B X0/
YCTHOTO OIpoca.

3. lemoHCTpalys 3HaHUS POPECCHOHATBHBIX TEPMUHOB, TIOHATHIA, KATETOPUI U TEOPUH.

4. Hanuune COOCTBEHHOTO BHUJICHUS paccMaTpuBaeMoi MpoOiieMbl, chOPMHUPOBAHHOTO
Ha OCHOBE M3y4YCHHUS U aHAIM3a HAyYHBIX padoT, BHIIIOJHEHNUS IPAKTUYECKHUX 3a/1aHU.

[lo pe3ynapTaTaM coayum S5K3aMEHA CTYJIEHTHI IOJY4arOT KOJMYECTBEHHYIO OIEHKY
(«OTIIMYHOY, «XOPOLIO», «YIAOBIECTBOPUTEIHHOY, KHEYIOBIECTBOPUTEIHEHON).

O0uue KpUTEPUH OLIEHKH OTBETOB CTY/IEHTOB

Onenka «OTJINYHO» Onenka Onenka Onenka
«XOpOoIOo» «YAOBJIETBOPUTEJIBHO» | «HEYI0BJETBOPUTEIbHO)
OLICHUBAETCS OTBET, OLICHUBAETCS OLICHUBAETCS HEMOJIHBIH OIICHUBAETCS OTBET, IPHU
€CJIM CTYJEHT UMEET | OTBET, B KOTOPOM OTBET, B KOTOPOM KOTOPOM CTYACHTBI
CHCTEMHBIE ITOJTHBIE OTCYTCTBYIOT OTCYTCTBYIOT JTEMOHCTPHUPYIOT
3HAHUA U yMeHI/ISI 10 HC3HAYUTCIIbHBIC 3HAYUTCIIBHBIC OTpBIBO‘IHInle,
HOCTaB.HeHHOMy DJIEMCHTBI 3JICMCHTBI CO,Z[ep)KaHI/IH 6GCCI/ICTGMHBIG 3HaHU,
BOHpOCy. COI[ep)KaHI/I}I NN N HpI/ICyTCTByIOT BCEC HGYMGHI/IG BBIACIUTH




Onenka «OTJINYHO» Onenka Onenka Onenka

«XOpOIIo» «Y/I0BJIETBOPUTEJIbHO» | «HEYI0BJIETBOPUTEILHO»
CozlepxcaHHe MNPUCYTCTBYIOT BCC BBIIIICU3JI0KECHHBIC rIaBHOC, CYICCTBCHHOC B
BOIIPOCA M3JIaraet HE0OXOIMMbIE 3HaHUS, HO JTOIYIICHBI OTBETE, IOMYCKAIOT
CBSI3HO, B KPaTKOM 3JIEMEHTHI CYIIIECTBEHHBIC OITMOKH, rpyObIe OITUOKH
dbopme, packpeIBaeT | COJEpXaHUSA, HO | HEJIIOTUYHO, TPOCTPAHHO
MOCJIeIOBATEIHHO JOTTYIIICHBI U3JI0)KEHO OCHOBHOE
CYTh U3YYEHHOTO HEKOTOpHIC coJiepKaHue BOIIpoca.
Marepuana, OIINOKH, MHOT A
JEMOHCTPUPYS Hapyuaugach
MPOYHOCTH U MOCIIEI0BATEIHHOC
HNPUKIAAHYIO Thb U3J10KEHHUSL.

HaIpPaBJIEHHOCTb
MOJTYYEHHBIX 3HAHUI
Y YMEHUM, HE
JIOTTYCKaeT
TEPMUHOJIOTHYECKUX
OIMOOK U
(bakTUYECKUX
HETOYHOCTEU

CobecenoBaHre Ha 3K3aMEHE - CPEJICTBO KOHTPOJISA AJis BBISBICHUS O00BEMaA 3HAHUI
CTYZICHTa II0 KOHKPETHOMY BOIpPOCY Kypca. KpuTepusiMu OLIEHKH SIBIAIOTCA: TIyOMHAa M
MPOYHOCTh YCBOCHMSI 3HAHUU, YMEHHUE MPUMEHITh 3HaHUSA B KOHKPETHOW CUTYallMd, YMEHHE
JIOTHYECKHU BBICTPOUTH OTBET, C(HOPMUPOBAHHOCTH MPO(HECCHOHATBFHO 3HAYMMBbIX JIMYHOCTHBIX
Ka4yecTB, yMEHUE MOJIePKUBATh Oeceny.

Texymuii KOHTPOIb OCYIIECTBISIETCS MO UTOraM paboThl W TIO BBHIMOJTHCHHIO
npeyiaraéMbIX TMPEnojiaBaTeleM CaMOCTOSATENbHBIX 3aJaHui. J[OMOJHUTETHHO OICHHBAETCS
CTETEHb AKTHUBHOCTH CTYJCHTOB B COBMECTHBIX OOCYXKIEHHUSIX MO y4yeOHOMY Marepuaiy,
JOTIONIHEHUS W BBIBOJBL,  CHAEJaHHBbIE  CTyAeHTaMH. [IpoMeXyTOuUHBII  KOHTPOJb
OCYHICCTBIACTCA B CCPCAMHC OCBOCHHA NPOTpaMMbl AUCHUIIJIMHBI IIPU BBIITOJHCHHU TCECTA.
NTOroBbIil KOHTPOJIL OCYILECTBISECTCS HA YK3aMEHE.

5.3. MaTepuaJbl 1Jisl OLEHKH U KOHTPOJIAA Pe3yJibTATOB 00y4YeHUs

Bomnpocs! Kk 3x3aMeny dopmMupyemblie
KOMIIETEeHIIM U

l.ene w  3amaum  genomnpousBoactBa.  Jloxkymenrtanuonunoe | ITK-8
oOecnieueHue ynpasieHus. [JokyMeHTHpOBaHUE.

2.®opMupoBanue aena: odopmiieHHE 3aroioBka W ero siemeHtdl, | [1K -8
MIOCJIEIOBATEIBHOCTD PACIIONIOKEHHSI JOKYMEHTOB B JIEJIE.

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

4.Bxopsiue, UCXOIAIIME W BHYTpEHHUE AOKyMeHThl npeanpusrtus; | [1K -8
OpranuzanvoHHbIe,  pacHopsSAUTENbHbBIE W HHPOPMAIMOHHO-
CIIPaBOYHbIE JOKYMEHTBI

S5.IlepBuuHble M CBOAHBIC, OyMaXXHBIE W AJICKTPOHHBIC JOKyMeHTHI. | [IK -8




[IpenmymiecTBa 37€KTPOHHOTO TOKYMEHTA

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

7.HopMaTUBHO-METOIMUECKOE PETYIUPOBAHUE ICIOMPONU3BOIACTBA IIK -8

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

9.3amaun yHudukamuu nokymeHToB. Kmaccuduxaropsr n ux tunsl. | [IK -8
[Tpumepsl conepkanus Ki1acCU(PUKATOPOB

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

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

12.Kakue JOKyMEHTBl OTHOCATCS K pacnopsautenbHbiM. [Jlaiire | [IK -8
OIIpeIeNIEHUE KaKIOMY.

13.Ha3oBuTe rpynmel NpUKa30B, KOTOpble MOTYT wu3aaBaTbes Ha | [1IK -8
npeanpustau (B opraHuzaruu). KakoB mopsok oQopMiIeHUS H
MOJMCAHUS TTpUKa3a?

14.Knaccuduxanus J0KaJbHBIX HOPMATUBHBIX aKTOB IIK -8

Texkyumuii KOHTPOJIb - TOCEUIEHUE JIEKUUW, MPAKTUYECKUX 3aHATHM, MOATOTOBKA K HUM Ha
OCHOBE BBITOJIHEHHS] KOHTPOJIBHBIX pa0dOT U 3aJ]aHHii, BBITIOJHEHHE pedepaToB.

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

5. 4. MeToan4yeckne MaTepuaJbl 10 OLIEHUBAHUIO Pe3yJIbTATOB 00yUeHHUs

1.IlpoBepka ycBoeHus y4yeOHOro Marepuaia, IMPEACTaBICHHONO0 Ha JEKUUAX U
MPaKTUYECKHUX 3aHATHUSAX;

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

3. IIpoBepka 3HaHUI M HABBIKOB BJIAJICHUSI OCHOBHBIM TEPMUHOJIOIMUECKUM amnmnapaToM U
HNOHSTUSMH JOKYMEHTOIIPOU3BOCTBA;

4. IlpoBepka yMeHHUs CTYAEHTOB aHAJIU3UPOBATh U COMOCTaBISATH OCHOBHBIE ['OCTHI 1m0
JOVY, nonumars cneunduky u ocodennocts JJOY B 6ubaroTeuHo-uHPOpMaLMOHHOM chepe.

5. TlpoBepka HaBBHIKOB KOMMYHHMKAaTHBHBIX TEXHOJOTUH B cdepe KyabTypbl |
00pa3oBaHus, CHOCOOHOCTH K IyOJIMYHON KOMMYHUKAIIH.

6. PecypcHoe o0ecnieuenme

6.1. OcHOBHAas M IONOJIHUTEIbHAS y4eOHAasi JJUTeparypa
6.1.1. OcHoBHasi y4yeOHasi JuTepaTrypa

1. Kprokosa, H. I1. /JokymeHTHpOBaHUE YIIPaBICHUYECKOHN NEATEILHOCTH: YIeOHOE ocooue
st ctynenToB By30B / H. I1. Kprokosa. - M.: UHOPA-M, 2014. - 268 c.




2. JlokymeHTaIrmoHHoe obecrieueHre yrpasieHus : yaeoHoe nocobue / coct. C.I'. YepHosa
; HoBocHOMpCKUI TOCYyTapCTBEHHBIN arpapHbli YHUBEPCUTET, DKOHOMHUYECKUH (aKyabTeT. -
Hosocubupck : UL «3omotoii komocy, 2014. - 106 c. : cxem., Tabn. - bubmuorp. B kH. ; To xe
[Dnektponnslii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=278155

3. Opranu3zanus u TEXHOJIOTHS JOKYMEHTAITMOHHOTO O0ECTICUeHUs YIIPABICHHUS :
aeKkTpoHHOE yueOHoe mocodue / coct. C.E. Mumenun ; MuauctepcTBo 00pa3oBaHus U HAYKH
Poccwuiickoit @enepanuu, GenepaabHOe TOCYIapCTBEHHOE OIOKETHOE 00pa30BaTEIIbHOE
yapexaeHue BeIciiero oopazoBanus «KemMepoBCKuii Tocy1apCTBEHHBIM YHUBEPCUTETY,
WHucrutyT nctopun u ap. - Kemeposo : KemepoBckuii rocynapcTBeHHbIN yHUBEpcUTeT, 2017. -
478 c. - bubmumorp. B kH. - ISBN 978-5-8353-2149-0 ; To ke [DnekTpoHHBIH pecypc]. -

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

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

6.1.2. CnucoK T0NOJHUTEIbHO JUTEePaTyPbl

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

2. I'punbepr, A.C. JlokymeHTalMOHHOE O0ecIieueHNe yIpaBIeHUs : YICOHHK /

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

6.2. Pecypchl nHGOPMAIITMOHHO-TEJIeKOMMYHUKAIIUOHHOM ceTn «AHTEpHET»

B cooTBeTcTBHHM C JIMIICH3MOHHBIMH HOpMaTHBaMH oOecredeHus OuOIHOTedHO-
MH(OPMaLIMOHHBIMU pecypcaMu OMOIMOTEKa OpPraHU3yeT WHAMBUAYAIbHBIH HEOTrpaHUYEHHBIN
JOCTYT U3 J1I000# TOUKH, B KOTOPOI UMeeTCs JOCTYI K ceTH MHTepHeT, K yueOHbIM MaTepHaiam
DnekTpoHHO-0nbmoTeunbix cucteM (OBC):

1. OBC «YuuBepcutTerckas 6ubnuoreka onnaita». M3narensctBo: OO0 «HekcMenuay.
[TpuHaIe)KHOCTH CTOPOHHSS. www.biblioclub.ru. KonnuecTBo kimtoueit (mosp3oBareneit): 100%
on-line. XapakTepuctuku OMOTMOTEYHOrO0 (OHAA, AOCTYH K KOTOPOMY MPENOCTaBISETCS
JIOTOBOPOM: JTOCTYTI K 6a30B0it wactu DbC.

2. OBC «M3narenbctBo Ilnanera mMy3bIku». DIeKTpoHHO-OnOMMoTeuHas cuctema OO0
«M3narensctBo [IJTAHETA MYVY3bIKWy. I[lpunamiexxHoCcTh CTOpOHHSA. www.e.lanbook.com.
KomuuectBo xiroueit (monb3osareneit): 100% on-line. Xapakrepuctuku 6ubnuoreynoro ¢poHpa,
JOCTYN K KOTOPOMY MPEIOCTaBISETCS TOrOBOPOM: AOCTYI K KOJUIeKIusAM: «My3bIka U Teatpy,
«baner. Taneu. Xopeorpadus».

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

4. Web NPBUC XabGapoBckuii ToCydapCTBEHHBIM HHCTHUTYT HCKYCCTB M KYJIBTYPHI
(9MeKTpOHHBINA Kataior). MexayHapoaHas accouualys I0Jb30BaTeNell U pa3paboTUYNKOB
AJICKTPOHHBIX OMOJMOTEK W HOBBIX WH(MOPMAIMOHHBIX TexHojoruk (accommaruss DBHUT).
[IpunannexxHocTb cTOpoHHsS. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snextponHas Oubnmoreka. OOO Haydnasi snexTpoHHas
oubmuoteka. [IpuHaIIEKHOCTH CTOpPOHHSS. http://elibrary.ru/ Jlunensuonnoe cornamenue No
13863 ot 03.10.2013 r. — 6GeccpoyHo.
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6. DnexkrporHo-6nbmHoTeynas cucrema ®I'BOY BO «XI'MK». ®T'BOY BO «XT'UK».
[Tpunamiexxnocts coOcTtBeHHass. JlokampHbI — mocTym.  http://carta.hgiik.ru.  Ilpuka3z mo
Wucturyry Ne 213-06 ot 07.10.2013 1.

7. EnquHoe OkHO gocTyma K oOpa3oBaTelbHBIM pecypcam. DJIEKTPOHHas OuOIHoTeKa.
OI'AY THUU WUTT «Mudpopmuka», MuHuctepctBo obOpa3zoBanus U Hayku PO.
[Tpunamiesxxaocts cTtopoHHss. CBoOOOHBIN mocTym. http:/window.edu.ru

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

9. ®enepanbHBIi 1IEHTP WHGOPMAIIMOHHO-00pa30BaTEIbHBIX pecypcoB. DenepanbHbIi
HeHTp WH(POpPMAMOHHO- oOpa3zoBaTenbHBIX pecypcoB, ®I'AY T'HUU UTT «Mupopmukar.
[TpunamiesxxHocTs cTopoHHsss. CBOOOHBIN nocTym. http://fcior.edu.ru

Jlis TONTOTOBKM KYPCOBBIX, BBIMTYCKHBIX M HAYYHBIX pabOT oOydarommecs MOTYT
WCITOJIB30BaTh IMOJIHOTEKCTOBYIO 0a3y nmaHHbIX WebofScience. Pexxum moctyma: 37IeKTpOHHBIMH,
U3 BHyTpeHHel cetn nncturyra. Opunnansuelil caifiT: webofknowledge.com

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

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

Jns mpoBeneHus 3aHATUN JIEKUMOHHOTO THUIIA, 3aHSATUNA CEMUHAPCKOTO THUIA, 3aHATHM
MPAKTUYECKOTO THUIIA, TPYNIOBBIX KOHCYJIbTALUN, TEKYIIET0 KOHTPOJII U MPOMEXYTOUHOU
aTTeCTalluy UCTIONB3YETCs CIEAYIOIIee MPOorpaMMHOe 0OeciedeHne:

—JIUIIEH3UOHHOE MPONPUETAPHOE MPOTrPAMMHOE O0eCTIeueHue:

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 MporpaMMHoOe oOeciedeHHe:

Ha6op oduchbix nporpamm Libre Office

ayauonpourpeiBarens AIMP

BuzeonpourpsiBatens Windows Media Classic

nHTepHET-Opay3ep Chrome.

Jljiss caMOCTOSITENNFHOM MOATOTOBKH CTYJAEHTOB K 3aHATHUSM 1O AMCHUILINHE TpeOyercs
oOpareHue kK mporpamMmmHomy obecrieueHuto Microsoft Windows, MicrosoftOffice, B Tom uncie
JUISE TIOATOTOBKM MYJIBTHUMEIUNHBIX TPE3CHTAlMid MO TeMaM CEMHHapOB B IMpOrpaMMe
PowerPoint. i co3manuss KOHEUYHBIX HEPENAKTUPYEMBIX BEPCHH JTOKYMEHTA PEKOMEHIYETCS
ucmoib30oBath  AcrobatXPro, Bxomsamumii B coctaB makera AdobeCreativeSuite 6
MasterCollection.

[Ipy w3ydeHWH IUCHUIUIMHBI OOYyYalolIecss WMEIOT BO3MOXHOCTh HCIIOJIb30BAHHUS
nHpopManmoHHO-cTIpaBoYHBIX cucteM «Kynbrypa» u «['apanT», Becepoccuiickyto oTrpacieByio
cnpaBouHyto cucremy «HHpopmuo», pedepaTuBHBIX W OUOIMOMETpUYECKUX 0a3 JTaHHBIX
peuensupyeMoit nureparypel  WebofSciencenScopus, B COOTBETCTBHH C 3aKIIOYCHHBIMH
JIOTOBOPaMH.

Ha Bcex kommbloTepax B HHCTUTYTE YCTAaHOBJIEHO JIHMIIEH3MOHHOE AHTUBUPYCHOE
nporpamMmHoe  obecrieuenne Kaspesky Endpoint  Security. HeobxomumbeiM — ycrmoBueM
nH(pOpMAITMOHHOW OE€30MaCHOCTH WHCTUTYTA SBISETCA OOs3aTeNbHAs IMPOBEPKAa HAa HAIMUYWC
BUPYCOB BHEIIHMX HOCHUTENEH Iepen MX Hcmosib3oBaHueM c¢ nomomsio Kaspesky End point
Security.


http://carta.hgiik.ru/
http://window.edu.ru/
http://school-collection.edu.ru/
http://school-collection.edu.ru/
http://fcior.edu.ru/

[lepeunciennoe mnporpaMmMHOe oOecriedeHne OOHOBISETCS IO MEpe BbIXOJa HOBBIX
BEPCHUIl TPOrpaMM B paMKaxX COOTBETCTBYIOIIMX JIUIIEH3UN U COTJIAIICHUM.

6.4. MaTepuajJibHO-TeXHHYeCKas 0a3a

MatepuanbHO-TeXHUYECKOEe O00ecreyeHne pearnu3yeMon HUCHUIUIMHBI COOTBETCTBYET
TpeboBaHUSAM (eAepaTbHOTO TOCYIapPCTBEHHOTO 00pa30BaTEIbHOTO CTaHIAPTA.

JInst mpoBeneHMs 3aHATHI JEKIMOHHOTO THUIIA, 3aHATUM CEMHHApCKOrO THUIA, 3aHITHI
IPAKTUYECKOI0 THUIA, TIPYNNOBBIX KOHCYJIbTALWN, TEKYIIEr0 KOHTPOJII M IMPOMENKYTOUHON
aTTecTallid B Yy4eOHOM TIpOIECCe AaKTUBHO HCIIOJIB3YIOTCA CIEAYIOIIKe ClienuaabHbIe
MIOMEILEHUS:

- aygutopuu 207, 211, 215-6, 313 ¢ noxkirodeHuem K cetu «MHTepHET» M JTOCTYNOM B
AIIEKTPOHHYIO MH(POPMALMOHHO-00pa30BaTeNbHYIO cpeay By3a. JlaHHBIE ayJUTOPUN OCHAIEHBI
MYyJIbTUMEAUMHBIMU TPE3EHTALMOHHBIMA KOMIUIEKCAMH B COCTaBE€ IPOEKTOpa, aKTUBHOM
AKyCTHMUECKOM CHUCTEMBl, IMEPCOHAIBHOTO KOMIIBIOTEpA; CTOJIAMH, CTYJbSMH, CTOJIaMU
MUCHbMEHHBIMU I MIpenoaaBareseil, TockaMi HACTEHHBIMH, TOCKaMH ayJAUTOPHBIMHU.

Jnst  caMOCTOSTeNbHOW  pabOThl  CTYIACHTOB M BBINOJHEHUS KYpPCOBBIX  paboT
npeaHazHadeHa ayautopus 209 (YuTanbHBIA 3a OMOJMOTEKH) C TOAKIIOYCHHUEM K CETH
«VlHTepHET» M JOCTYNOM B 3JIEKTPOHHYIO HH(OPMAIMOHHO-00pa30BaTEIbHYIO Cpely BY3a,
000py/I0BaHHYIO TMEPCOHATBHBIMU KOMIBIOTEPAMHU, CTOJIAMHU, CTYJIbSIMH, KHUKHBIMU IIKa(amu,
KHUKHBIM U JOKYMEHTAJIBHBIM (DOHJIOM, TEIEBU30POM.

[Ipu HeoOxomumocTH B y4yeOHOM MPOIECCE HCMOIb3YIOTCS KOMIUIEKThI MEPEHOCHBIX
JEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, IPOEKTOP, YKPaH).

Bce xommnbrotepsl MHcTuTyTa 00bEeIUHEHBI B JIOKAJIBHYIO CETh, C Ka)XJOro M3 HUX
BO3MOXEH BBIXOJ] B IN100abHYIO ceTh VHTepHeT. IHCTUTYT UCTONb3yeT BbIIEICHHBIH KaHal CO
ckopocthto 10 MO6/c. [l CTyHeHTOB WMeEeTCS BO3MOXKHOCTh BbIXOZa B ceTh MHTepHET ¢
MOOWJIBHBIX YCTpOMCTB mocpenctBoM ceT WiFi, KoTopas ycTaHOBJIEHAa B YUTAJIBHOM 3aje
HNuctutyra.

IIpoBenenue nexumii no nucuuiuinee «JI0VY» conpoBokaaeTcs cnaia-npe3eHTausIMu.

7. OCOBEHHOCTHU OBYYEHUSA UHBAJIM0B U JIML] C OTPAHUYEHHBIMHU
BO3MOXHOCTAMMU 3/10POBbSA

B mpouecce u3yueHuss IUCHUIUIMHBI U OCYIIECTBIIECHUS MPOIEAYpP TEKYIIEro KOHTPOJIS
yCIIEBAEMOCTH W IPOMEXKYTOUYHOM AaTTeCTallMd MWHBAJIUAOB M JIMI C OrPaHUYEHHBIMU
BO3MOXXHOCTSIMU  3/I0POBbSl IIPUMEHSIOTCS aJaNTUPOBaHHbIE (OPMBI OOY4YEHHS C Y4YETOM
UH/IMBUYAIBHBIX TICUX0()U3UOIOTHYECKUX OCOOCHHOCTEH.

OOyueHue JUI] C OrpaHUYCHHBIMH BO3MOXKHOCTSIMM M WMHBAJIUIOB OpraHU3yeTcs Kak
COBMECTHO C JIPYTMMH OOYYaIOLIMMHCS HA JIGKUMOHHBIX U MPAKTHUYECKUX 3aHATUAX, TaK U MO
UHAMBUAYaIbHOMY y4yeOHOMY IulaHy. Bo Bpems npuemHoO KaMnaHUM, a TaKkkKe BO BpeMsl cAauu
pa3nuyHbIX (OPM MPOMEKYTOUHOM M TOCYNAapCTBEHHOW HMTOrOBOM arTecTranuu B MHCTUTYTE
CO3/1aHbl HEOOXO/IMMBbIE YCJIOBHS JUIsl OKa3aHUs TEXHUYECKOW MOMOIIM MHBAJIUIAM U JIUIAM C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMH 3/I0pOBBSl (IIPH HEOOXOAMMOCTH MOXKET OBITH JIOIYILEHO
MPUCYTCTBUE B AYAUTOPUH aCCUCTEHTOB, COPOBOXKAAIOIINX JIULI, COOAKU-TIOBOJBIPS U T.IL.).

OOyuaroyecss W3 YMCIa WHBAIMJIOB M JIML C OTPAHUYCHHBIMH BO3MOXKHOCTSMHU
3JI0pPOBbS, MPU HEOOXOAUMOCTH, MOTYT OBITh OOECHEYEHbl 3JIEKTPOHHBIMU U TE€YaTHBIMU
00pa3oBaTeNbHBIMU PECYPCAMH C YU€TOM UX MHAMBUAYAIBHBIX IOTpeOHOCTEH. [ peanu3auu
JIOCTYITHOW Cpelbl MpH HEoOXOJAMMOCTH B Y4eOHOM Mporiecce MOTYT OBITh 3aJCHCTBOBAHBI
JOKYMEHT-Kamepa Ui YBEJIWYCHUS TEKCTOBBIX (PparMeHTOB W W300pakeHUM (Ui JHIl C
HapyILICHUSIMU 3PEHUSI) U MEePeHOCHAass MHAYKIMOHHAs cucTema ajs ciabocnpimanux «cTok»
A2 cO BCTPOCHHBIM IJIEEPOM — 3BYKOBBIM HH(POPMATOPOM.

OBC «YHuBepcuTeTcKass OMOIMOTEKAa OHJIAHY» MpeaocTaBisier odydaromumes ¢ OB3
(1o 3peHuI0) psJl BO3MOXKHOCTEH Jutst obecrieueHust 3(peKTUBHOCTH mpoiecca ooydenus. [lpu
YTEeHUH MaclTa® CTpaHMIIBI caiiTa MOXHO YBEJIMYUTH C TMOMOIIBIO CHENHMAIbHOTO 3HaukKa Ha
IJIABHOW cTpaHuIe. MOXXHO HCIIONIB30BaTh MOJIHOIKPAHHBIM PEKUM OTOOPaKEHHUS KHUTH WIIH
BKJIIOUUTH 03BYYHBAHHME HETIOCPEICTBEHHO C CcaiiTa MpU MOMOIIM IPOrpaMM SKpaHHOTO JI0CTyIa



(manpumep, Jaws , «Balabolkay»). CkaunBaemblie ¢pparmenTsl B hopmate pdf, mmeromue BICOKOE
KayeCcTBO, MOTYT HCIIOJb30BaThCS THUGIONPOrpaMMaMu AJis TOJIOCOBOTO O3BYUMBAHHUS TEKCTOB,
MOTYT OBITH 3arpy>XeHbl B THU(JIOIUIEEPhI, a TaK)Xe CKOMHPOBAHbI Ha JI000E YCTPOWUCTBO IS
KOM(OPTHOTO YTCHHUS.

CepBuc ObC «lluTaTHUK» MOMOTraeT MOJIb30BATEII0 U3BJIE€Ub LIUTATy U aBTOMATUYECKU
bopMHUpYET KOPPEKTHYIO OMOIUOTPaPUIECKYIO CCBUIKY, YTO OCOOCHHO aKTyaJlbHO JUIsl JIUII C
OTPaHUYEHHBIMU BO3MOXKHOCTSIMU M 00JIEr4aeT MpoIecC HAMMCAaHUS KypCOBOM HIIM BBIITYCKHOM
KBATH(UKAIIMOHHON PabOTHI.

Jlnst OArOTOBKH K 3aHATUAM oOyuatommecss ¢ OB3 (1o 3peHuio) MOryT HCHOJIB30BaTh
mobOmibHOe mpuioxkenne DBC «Jlanby, mpegHa3sHaueHHOE ISl O03BYYMBAHUS TEKCTAa KHUTH.
Pexxum noctymna: 3JIEKTPOHHBIN, MPHIOKEHHE CKAYMBACTCS OOYYAIOIIUMCS CaMOCTOSITEIBHO C
caiita e.lanbook.ru, HeoOxomaumoe ycimoBue: OBITH 3aperucTpupoBaHHbIM B OBC  «JlaHby.
Hcnonp3yercst cBOOOAHO pacnpocTpaHseMas mporpaMmma SKpaHHoro pocryna Nvda.

[Togpo6Hee 00 opraHu3aIuu JOCTYITHON CPeIbl CM. COOTBETCTBYIOIIMI pa3/iel OCHOBHOM
npodeccuoHaIbHON 00pa30BaTeIbHON MPOTrPAMMBI.
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