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1.1. HaumeHoBaHMe U CIIUILIAHBI

PaGouass mporpamMma auciuruivHbl «JloKyMeHTalmoHHOE oOecnedyeHue YIpaBICHUS
npenHa3HaueHa uis OOydalolmuxcs [0 JOMOJHHUTEIBHOW 00pa30BaTelbHONW MPOTPaMMBI
MpoECCHOHAIBHONW ~ TEPENOATOTOBKH  «YTIpaBiIeHWE MYHHUIUIIAIBHON  OMOJIMOTEKOW B
COBPEMEHHBIX YCIOBHUSX: CHCTEMHBIM MOAXOM» B (B TOM HYHCIE s WHKIIO3MBHOTO
o0pa3oBaHUsl MHBAJIWJOB H JHMIl C OrPAaHUYEHHBIMH BO3MOXXHOCTSIMH 370POBbsI), IIO
HanpaBneHuto noarotoBku  51.03.06  «bubnmoredHo-uHGOPMAIMOHHAS  JIEATEIHLHOCTDY,
npoduib TOATOTOBKHM  «MeHEHKMEHT OMOIMOTEYHO-UH(POPMAITMOHHON  JAEATEITHHOCTHY.
JucuurmumHa uutaercs Ha Kadeape  OMONMMOTEYHO-MH(DOPMAITMOHHOW  JEATEIbHOCTH,
JIOKYMEHTOBECHUS U apXUBOBEACHHsI Xa0apOBCKOIO TOCYIapCTBEHHOI'O MHCTUTYTA KYJbTYpBI,
B COOTBETCTBUU C (hefepaibHbIM T'OCYAapCTBEHHBIM OOpPA30BATEIBHBIM CTAaHIAPTOM BBICIIIETO
o0OpasoBaHus, yTB. MpUKa3zoM MuHHUCTEpCTBa 00pa3oBanus u Hayku P® ot 06.12.2017 Ne 1182,
C yueToM Tpo(eCcCHOHANBHBIX  CTAaHAAPTOB, COOTBETCTBYIOMIMX  MPO(HECCHOHATLHOM
NESITEIbHOCTH BBIITYCKHUKOB.

1.2. MecTO IMCUMIJIMHBI B CTPYKTYpPe 00pa30BaTe/ibHOM MPOrpaMMbl

YyeOHast aucuuIUIinHa «J{OKyMEeHTallMOHHOE OOecreueHue YIPaBJICHUS» OTHOCHUTCSA K
TUCIUIUIMHAM y4e0HOro TIUlaHa U SIBJISIETCS OCHOBOM ISt H3YYEHHS] TEOPETHUYECKHUX,
METOJUYECKMX W OpPraHHU3aIlMOHHBIX BOMPOCOB  YyNpaBICHUS OWUOIHOTEYHBIM  JICJIOM.
JucnuniauHa cBs3aHa C JUCHUIIMHAMU y4eOHOTO TUTaHa, TakuMHU Kak: «Mapketunr BU/»,
«MeHeKMEHT KauecTBa OMOIMOTeYHO-NH()OPMAITIOHHOHN IEATEIIEHOCTI.

1.3. Illeab 0cBOEHUS M CIATIIAHBI

Heabo ocBoeHHs IUCHMIUIMHBI «J[OKyMEHTAallMOHHOE OOecleyeHnue YIpaBICHUS»
aBisieTcs (OpMHUpOBAaHUE, CHUCTEMHBIX 3HAHUH O CHCTEME YIPaBIEHYECKHUX JIOKYMEHTOB B
JEATETLHOCTH  OMOJMOTECYHO-UH(DOPMAITMOHHBIX — yupexacHui. M3ydenue mpoOaeMaTHKH
npeaycMaTpuBaeT HM3y4YeHHE STOW TUCHUIUIMHBI C YYETOM HCTOPUYECKUX OCOOEHHOCTEH eé
CTaHOBJIEHUS KaK HayKH. DTO COCTaBHAas 4acTb Kypca YIpaBieHHs JIOOBIM YUpexkKIeHHEM
KYJIbTYpBl. YTIpaBlIC€HUECKas JEATEIbHOCTh B OpraHM3aluu OMOIMOTEUHOro Aena TpedyeT oT
pYKOBOIUTENS yMEHHUS pabdoTaTh C JOKYMEHTaMH, YMEHHUS OpraHu30BaTh paboTy Ciayxo
nokymeHtanuu. IlosToMy B TeMaTHKy Kypca BXOIST HpPOOIeMbI JTOKYMEHTHUPOBAHUSA
NEeATeTbHOCTH coBpeMeHHOM opranu3anuu, ['OCT(sl) w cTaHgapThl MO JIOKYMEHTAIIWH,
opranu3zaius paboTsl ¢ JOKYMEHTaMHU M BOIPOCHI UX COXPAHHOCTH.

1.4 ®opmupyeMbie KOMIETEHIMHT
Kon DopMyJIMPOBKA KOMIIETCHIIUU
IIK IIpogeccnoHaibHbIE KOMIIETEH U
[1IK-8 | CnocoOHOCTH (OPMHUPOBATH U MOAJEPKHUBATH PALUOHATBHYIO CHCTEMY
JOKYMEHTAIMOHHOTO 00eCIIeUeHHUsI

2.1. OFBEM U COJAEPKAHUE JUCHUIIJIUHBI
JucuumumHa «JloKyMEeHTaIlMOHHOE O0ecledeHre YIpaBlIeHHs» o0muM o0beMoM 18 4.
u3y4aercst Ha 3 MoyJe mporpaMmsl. [Iporpamma nmpemycMaTpuBaeT Kak YT€HHE JIEKIN, Tak U
3aKpeIuieHUue 3HAaHUK Ha MPaKTHYECKUX 3aHATUsAX. KpoMe TOro, BKIIOYEHA M CAMOCTOSTEIbHAS
paboTa CTyJeHTOB.

2.1. O0beM JUCHUATIINHBI

JdomosiHuTEIbHOE 00pa30BaHUE

Buj yueOHoi padoThl
Bcero yacos MOAYJ1b

KonTakTHasi padora (Bcero) 6 3




JlonoHuTEIBLHOE 00pa3oBaHue
Buna yueOHoii padoThI

Bcero yacos MOAYJ1b

B toMm uucne:

- aexkyuu (J13) 2 3

- cemunapul (C3)

- npakmuyeckue (I13) 4 3

- meakozpynnoswie (MI3) -

- unousuodyanvhvie (U3) -

- epynnoesoe Koucynomupoeanue (I')

- UHOUBUOYATIbHOE
Koncyavmuposanue (M)

CamocTosTenpHas paboTa CTyJeHTa 12 3
(Bcero)

CPC 10

KOHTPOJIb 2 3

B tom uucne:

- IOJITOTOBKA KYPCOBOW PabOTHI -

- TEKYIIU KOHTPOJIb -

- IPOMEXYTOYHBIN KOHTPOJIb
(moroToBKA K 3a4€TY/9K3aMEHY)

OO01mast TpyJ0eMKOCTb:
(Bcero 3ad4. e71./K0JI-BO YacOB 110 14 3
dI'OC)

Bua npomexxyTouHOM arTecTanuu
(3auer, ’K3aMeH)

3a4€CT

9K3aMeH 3

2.2. TemaTH4yecKHil MJIaH

Koa-Bo yacoB

KonTakTHas paGora CamocrosiTesibHast padora
CTYIECHTOB

HauMenoBanue

KOHTPOJIb
Ne pa3aeyioB U TeM

CPC

n/n (popmupyembie
KOMIIETEHIIMH)

droc

Bcero ayn.

J3 | C3 | 113 npom
€XKyTO

YHBIH

YacoB

C TeKy
11107041

Bcero yacos nmo

KoncyabTaumu
/1
Bcero yacon
CPC
@
a~]

Tperuii MoxyJb

Paznen 1. JlokymeHTAMOHHOE 00ecnieyeHre YIIPABJIeHUS KAK yUYeOHast IUCIUILUIHHA

1.1 | Mecro JIOVY B cucreme

Hayk (I1K-8) ! 1 1

1.2 | OcHOBHEIE
KJIacCU(UKALIUN 1 1 1
nokymMeHTOB ( [TK-8)

1.3 | Hepxarenu
nokymMeHTOB (ITK-8)




Pasnea 2. Paznen 2. JIOKyMeHT M ero peKBU3HThHI

2.1 | 'ocynapcTBeHHBIE
crangaptel P6.30 — 97
u P6.30-2003 -1 1 1 1
CXOJICTBO M paznuuue (
[1K-8)

22 |TOCT P 7.0.97-2016),
ero ocobennoctu (IIK-| 2 2 2
8)

2.3 | ®opmynsp AOKYMEHTA.
Bunpr 6mankos (ITK-8)

2.4 | PekBU3UTEI
nokymeHToB (ITK-8)

2.5 | Opranu3anvoHHO-
MpaBOBbIE JOKYMEHTHL | 1 1 1
(IIK-8)

2.6 | CpaBoYHO-
UHPOpPMALIMOHHBIE |
CIIPaBOYHO- 1 1 1
aHAJTUTHYECKHUE
nokyMmeHThI. (ITK-8)

2.7 | Opranu3anoHHO-
pacrnopsIuTeIbHbIE 1 1 1
nokymeHTsI (ITK-8)

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

Paznen 3. JlokymMeHTHpPOBaAHME TPYAOBBIX IPABOOTHOIIEHH I

3.1 | JlokyMeHTBI 1o
nuyHoMmy cocrtaBy(ITK- | 1 1 1
8)
3.2 | 3ammTa NepCOHAIbHBIX 1 1 1
nansabix (ITK-8)
3.3 | Homenknarypa nen | 4 1 1
(IIK-8)
3.4 | Hoxkymentoobopor(ITK-
2) 1 1 1
3.5 | Texnomorusi paboOTHl 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 coaep:kaHmne pa3aesioB U TeM

BBeaenue.

Bengenne B kypc.  PackpeiBaercss  mpemMer,  3amadd,  CTPYKTypa  Kypca,
MEXIUCIUTUTMHAPHBIC CBsi3U. [loKa3piBaeTCs CBSI3h C OOMIEHAYYHBIMH M WH()OPMAIMOHHBIMU
JTUCIUTIIIMHAMH, C MPAKTHKONH OMOIMoTeuHo-0nbmnorpaduueckoi aestenbHOCTH. ONMUChIBaeTCS
3HauUeHWE JWCHUIUIMHBI IS TOATOTOBKH  CICHHMATUCTOB B  cdepe OUOIMOTEUHO-



WH()OPMAITMOHHOW NIEATETLHOCTH B COBPEMEHHBIX ycioBusx. Jlaércs o0630p yueOHOM
JIMTCPATYPbl U OCHOBHBIX HCTOYHUKOB 110 KYpCY.

Pa3nea 1. JlokymeHTaliHOHHOE 00ecniedeHHe YIIPABJIeHHA KaK yyeOHas TUCIUIIIHHA
Tema 1.1 Mecro JOY B cucTteMe HayK.

Onpenenenne aokymeHTa. [IOHATHS «IOKYMEHT», «HOCHTENb HWH(POpPMALUN,
«ECTECTBEHHBIH W MCKYCCTBEHHBIM S3bIKM JOKyMeHTa». [Ipenmer u  0OBEKT
UCCIIEJOBAHMSL. B3aumocss3u c T'YMaHUTapHBIMU HayKaMH. CriocoOsr
noKkyMeHTHpoBaHUs ((oTo-, (HOHO-TOKYMEHTUPOBAHUE; PYKOMHCHBIE TOKYMEHTHI).
JIOKyMEHTBI — HOCUTEJH ONEPAaTUBHOM U PETPOCIIEKTUBHON NH(POPMALIHH.

Tema 1.2. OcHoBHBIE KJIacCHPUKALIUA JOKYMEHTOB

Krnaccudukanum 10KyMEHTOB, UX CXOJCTBO U paznuuue. Pa3neneHue 10KyMEHTOB MO
dbopme (TekcToBbIe, Tpaduueckue ayIuOBU3YAIbHBIE), TI0O PENAKIIMOHHO-U3/1aTeIhCKOM
MOATOTOBKE (OMyOJIMKOBAaHHBIC, HEOMyOJIMKOBAHHbBIE), II0 CTENEHU TNepepadOTKH
(HepBI/I‘-IHBIe, BTOpI/I‘IHBIe), no nejIcBOMY W YHUTATCIBCKOMY HA3HAYCHUIO W T.O.
OdunmanpabIe JOKYMEHTHI (HOPMATHBBI, CTAaHIAPTHI, TPEHCKYPAHTHI), UX 00sS3aTeIbHBIN
XapakxTep, pa3zJesieHHe 10 TePPUTOPHUATIBHBIM YPOBHAM. DYHKINU JTOKyMEHTa — O0IIUE U
CHelHaibHbIe.

Tema 1.3. [lepxxaTenn 10KyMeHTOB

IlonATHEe «apXWBHBIM JOKYMEHT». DBuasl apxuBoB — TIOCYJapCTBEHHBIC,
BEJIOMCTBEHHbIE, MEXBEJIOMCTBEHHbIE, TUUHbIE. BUIBI TOKYMEHTOB rocyAapCTBEHHOTO
apxXuBa: OPraHMU3alMOHHO-PACIOPSAUTEIbHBIE JOKYMEHTBI, TBOPYECKHE JOKYMEHTHI,
JMYHBIE apXUBBL. DKCHEpTU3a NOKyMEeHTOB. CHcTremaTH3alusi apXMBHBIX JOKYMEHTOB,
¢dopmupoBanue aen. YuérHele (OpMbI apXHUBHBIX JOKYMEHTOB. APXUBBI U apXUBHBIC
dboHaBl Xa0apOBCKOTO Kpasi.

My3eliHble DKCIIOHATBI M My3€WHBIE JOKYMEHTBI — CXOACTBO M pasiMiyue.
Perucrpamnusi, MHBEeHTapu3alus U KaTaJoru3alus My3eWHBIX JOKYMEHTOB. YYETHO —
XPaHUTENbCKUE TOKYMEHTBI My3€sl. DTalbl CO3/1aHUs My3€HHON JOKYMEHTaIMH.

bubnuotexka Kkak jgepkarenb  JOKyMEHTOB. (OcCOOCHHOCTH  OMOIMOTEYHBIX
JIOKYMEHTOB.

Paznen 2./I0KyMeHT U ero peKBU3HUThHI
Tema 2.1 I'ocynapcTBeHHbIE CTAHAAPTHI 10 JOKYMEHTONPOU3BOICTBY.
[Iponeccel yHubukamuu u crapgaptuzauu. [OCT(s1) «YHHGUIIUPOBAHHBIE CHCTEMBI
JnokyMmeHTauum» B cucreMme paenonpousoictsa. I'OCT P6.30 — 97 u I'OCT P6.30-2003 —
cXoAcTBO U paznuune. Kinaccupukanuns TOKyMEHTOB OpraHU3aliH.

Tema 2.2. @opmyJisip 1okymenTa. Buabl 0J1aHKOB
@opmynsap nokyMmeHta. TumoBoit Qopmynsip u gopmynsap-odpazen. Bunbl O6maHKOB.
TpeGoBaHMs K MCIOIB30BAHHIO, U3TOTOBJICHHIO, YUETY U XpaHCHHUIO OJaHKOB ¢ repbamu PO u
repb6amu cyobekToB PO.

Tema 2.3. PeKBU3UTBI JOKyMEHTA.

Pazmepsl moneit u pacronokeHue peKBU3UTOB. TpedoBaHUs K OPOPMIICHHIO PEKBHU3UTOB
nokymeHToB. Homenkiatypa nen. OTpakeHue KiacCH(pHUKAIMKA JOKYMEHTOB B HOMEHKIIATYype
nen. HomeHkiarypa kak OCHOBHOM YYETHBIM JIOKYMEHT B Jenonpou3BoiacTBe. CTpykTypa
HOMEHKIATYPEL.

['pynnupoBKka 1OKyMEHTOB OJTHOTO KaJIEHIApHOTO rojia B fena. JJOKyMeHTbl IOCTOSIHHOTO
Y BPEMEHHOT'O CPOKOB XpaHeHUsl. CpOKU XpaHEHUs IOKyMEHTOB.

Tema 2.4. Oprann3anMOHHO-NIPABOBbIE JOKYMEHTHI



PexBusutel OIlJ[. YcraB opraHuszanuu Kak CBOJ MpaBWJI, PETYIHUPYIOMIMX AEATEIbHOCTD
OpraHu3aiii, UX B3aWMOOTHOIICHUI C APYTUMH OpraHH3alMsIM{, UX MpaBa M OOS3aHHOCTH.
[TonoxeHus, AOMKHOCTHBIE HHCTPYKIUH, IITaTHOE pacnucanue. [lonoxxeHus UHIUBUIyaabHbIE
U TUIIOBBIC.

Tema 2.5. CnpaBo4yHo-uH(pOpPMALHOHHBIE M CIIPABOYHO-AHAJIUTHYECKHE JOKYMEHTHI.
C6op n 00paboTKka OOBEKTHBHOW M JOCTOBEPHON HHGOPMAIMH KaK yCIOBHE YCHEITHOTO
npoliecca NPUHATHS yIpaBIeHYecKoro pemeHus. [IpoTokon, JokIaaHas 3anucka, IpeioskeHue,
OOBSICHUTENIbHAS 3allUCKa, 3asABICHME, IPEJICTABICHME, CIpaBKa, akT. Kparkuii mportokon,
BBINKCKA U3 MPOTOKoJa. MHpOpMaMOHHBII 00MEH ¢ MOMOIIBIO Tepenucku. Bupl cimyxeOHoi
MEPENUCKH: CITY)KeOHOEe MUChMO, Telerpamma, TeiaedoHorpamma, (pakcorpamMma, 3JIEKTPOHHAsS
nouta. O0s3arenbHble PeKBU3UTHI HCbMa. BUIbI CITy)KeOHBIX MTHUCEM.

Tema 2.6. OpraHn3anMoHHO-pacNoOpPsiAUTENbHbIE JOKYMEHTBI
PacnopsinutenpHast  noKyMeHTauus. PacnopsaurenbHble  JOKYMEHTBI, H3JaBacMble
KOJUICTUAJIBHO — TIOCTAHOBJICHUA, PCIICHUS. PaCHOp}II[I/ITeJILHBIG JAOKYMCHTBI, H3/1aBACMbIC
€IMHOJIMYHO - NPHUKa3bl, yKa3aHUs, paclopsbkeHus. PekBU3UTHI prka3a. Buel mprukasos.

Tema 2.7. CTHJIb 1 A3BIK [1€JI0BOT0 TOKYMEHTA.

OcobenHoctr  oduIHMANBLHO-IEN0BOr0 cTis. Jlekcuueckue, Mopdonorudeckue u
CHUHTAKCUYECKHE CPEJICTBA SI3bIKa MPU COCTABICHUM CIYKEOHBIX JTOKYMEHTOB. TpeOoBaHUS K
TCKCTaM JOKYMCHTOB: TOYHOCTb, SACHOCTb, JIAKOHUYHOCTD. YHOTPGG.HGHI/IG CHGHH&HBHOﬁ
JIEKCUKH (TePMUHBI, TPO(PECCHOHATTN3MBI M KapTrOHHO-TIPOo(eCcCHOHATBHBIC CIIOBA). Y cTapeBIIas
JIeKCHKa — apXau3Mbl UM UCTOpu3MBbl. [IpaBuna ynoTpebieHHss HEOJIOTU3MOB M MHOCTPAHHBIX
CJIOB B JICJIOBBIX JoKyMeHTax. Mcnonbp3oBanue abopeBuaryp.

Paznen 3. lokymeHTHpOBaHHME TPYAOBBIX NPABOOTHOLIEHU A
Tema 3.1. JlokyMeHTBI 10 JIUYHOMY COCTABY
JIOKYMEHTHI 1O JMYHOMY cocTaBy (Mo mpuémy Ha paldoTy, IEpeBOAY, YBOJIbHEHUIO, IO
O(OPMIICHHIO OTITYCKOB, MOOMIPSHW W B3bICKAHWI). BUABI JTOKYMEHTOB: 3asBJICHHE, aHKETa,
TPYJIOBOW AOroBOp (KOHTPAKT), IpHUKa3 o MpuéMe, JU4YHas KapTouka, JudHoe aeno. [Ipasuiia
3aI0JIHEHUS AHKETHI.

Tema 3.2. 3amuTa nNepcoHAJbHBIX JAHHBIX
Kondunennmanpaas wHpopmanusa. Buasl xondunenumansHoit uHpopManuu. IloHsTHE
((HepCOHa.HBHBIe JAHHBIC)). 3aH_[I/ITa HepCOHaJII:HBIX JAaHHBIX — OpFaHHSaHI/IOHHa}I, TEXHUYCCKAA,
MpaBoBasi, TPOrpaMMHO-MAaTEeMaTHIECKasl.

Tema 3.3. JlokymeHT0000pOT
Opranuzanus AeJIONpPOU3BOACTBEHHON CiyXObl mpeanpusaTus. Bxonsimue, ucxoasiue,
BHYTPEHHHUE NOKYMEHThI. OCHOBHBIE ITapaMeTPbl U COAEPIKAHUE TOKyMEHTONOTOKA. CTpyKTypa
JNOKyMeHTonoToka. Peructpanus nqokymeHtoB. @opmuposanue aen. McnonszoBanue II9BM B
JOKYMEHTallMOHHOM 00ecrieueHUH! ynpasiieHus. PanmonanbHas cucrema JOKyMEeHTo000poTa.

Tema 3.4. Texnosorusi padoTbl ¢ JOKYMEHTOM
TexHonmoruyeckasi 1emoyka ONepaiuii: COCTaBIEHUE MPOEKTa JIOKYMEHTa, COrIacOBaHUE
MIPOEKTa, YTBEPKJIEHUE TOKYMEHTa PyKOBOJIUTENEM; TPUEM U IPEIBAPUTEIHLHOE PACCMOTPEHUE
AOKYMCHTA PYKOBOACTBOM, MCIIOJIHCHUC U KOHTPOJIb HCIIOJIHCHUA, (bOpMI/IpOBaHI/Ie OCII.
KoHTpo:b ncnonHenus JOKyMEHTOB.
CpOKI/I HCIIOJIHCHUA JOKYMCHTOB.



3. YYEBHO-METOJUYECKOE OBECHEYEHHME JJ5 CAMOCTOSTEJBHOM
PABOTbBI OBYYAIOIIUXCA 11O JUCHUIIJIMHE

3.1. Il.1aHbl NPAKTHYECKUX 3AHATHI

CTyneHTBI BBIIOJNHAIOT IPAKTUYECKUE 3aJaHus KaK 110J] PpyKOBOJACTBOM II€1arora, Tak 1
CaMOCTOATEIIBHO, ITOCJIE KOHCYJIBTALUU C NPENOAABATEIEM U IOJyYCHUS PEKOMEHIAUN 10 UX
BBIIIOJIHEHHUIO.

CryneHTsl IpU MOATOTOBKE K MPAKTUYECKOH padoTe MOHKHBI MOBTOPUTH JIEKIIMOHHBIH
MaTepuaJ]l M CaMOCTOSTENbHO HM3YYUTh BOIIPOCHI, CBSA3aHHBIE C CO3JaHMEM JIOKYMEHTOB
OpraHu3aLuu.

IIpakTnyeckue 3ansarTus 1 - 3.

K pasneny «Jlo0kyMeHT U €ro peKBH3UTHD)

IIpoxo/kuTeILHOCTD - 16 YacoB

Henp 3anaTHii: npuoOpeTeHHE MNPAKTUYECKUX HABBIKOB COCTABIIEHUS OpraHU3allMOHHBIX,
pacropsaIuTeIbHBIX U HH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB

Il1aH npakTHYeCKUX 3aHATHIA:

1. CocraBnenue YcraBa opraHu3aliy, ITATHOIO PACIIUCAHUS, JOJPKHOCTHBIX HHCTPYKLINN

2. CocraBneHue MpUKa3oB 0 OCHOBHOM JESATEIHHOCTH, TPOTOKOJIA OOIIETO cCOOpaHus

3. CocraBneHue JOKIaIHON 3aMUCKU

4. CocraiieHHE TUCbMA-TIPETEH3MN HA HEKAYE€CTBEHHBINA TOBAP

B paMkax nmpakTH4YeCKOro 3aHsTUs NpOBOAUTCA aesjoBasi urpa «Co3nail cBOE aesio»:
IIoATrOTOBKA CTYI[CHTaMI/I OCHOBHBIM y‘-IpGI[I/ITeJII:HBIX I[OKYMCHTOB co31aBacMoro Hp@I[HpI/IHTI/IH.
Crnenyroumuii  3tam - pa3paboTKka JOKYMEHTOB, HEOOXOJUMBIX JUIsl OpTaHHU3allud
HpOI/ISBOHCTBCHHO-XOSHﬁCTBCHHOﬁ ACATCIIBHOCTHU Hpe,Z[HpI/ISITI/IH. B 3AaKJIFOYCHHUEC HpOI/I3BO,Z[I/ITC$I
MOATOTOBKA TMAIKH «J[es10» 1JIs OIeHKH KayecTBa JOKYMEHTOB.

3.3. Borpochl 1J1s1 CAMOKOHTPOJISI IO pa3/iesiaM I CIUIINHbI
CamocrosiTesibHast padoTa BKJIKOYaeT:
1. H3yueHne M KOHCHIEKTHPOBAHHE AONOIHUTENBHOM JIUTEPaTypbl B COOTBETCTBUH C
[IpOrpaMMoi Kypca.
2. KoHcynpranuu npenojaaBaTess o Haubosee CI0KHBIM TEMaM.
3. CamocrosATenbHOE  BBINOJIHEHHWE  JTAOOPAaTOpPHBIX  paboT,  MPEATIOKEHHBIX
IPENoIaBaTeNeM.

['maBHBIM HampaBJIeHHEM CaMOCTOATENBHON pPabOTHI CTYAEHTOB SBIAETCS MOJATOTOBKA K
IPaKTUYECKUM 3aHATHAM. B mpomecce camMoCTOATENBHOM pabOThl  CTYyIEHTBl JOJDKHBI
O3HAKOMUTBCSI C PEKOMEHIYEeMOW JHUTEepaTypoil, W3y4UTh HOPMATHBHYIO IOKYMEHTAIHIO IO
Kkypcy. Ilpu HeoOxonumocTu crenath cooTBeTCTBYIOUIME 3anucd. Oco0oe BHUMaHHE AOJIKHO
OBITH y/I€JICHO PACCMOTPEHHUIO HOBBIX HCTOYHHKOB IO UCCIIEAYEMOH mpolieme.

@opMbI M METOABl CaMOCTOATENBbHOM pabOThl CTYIEHTOB 3aBHCAT OT CTENEHU
MOJATOTOBJICHHOCTU CTYIECHTOB, 0a30Boro ypoBHsS uXx 3HaHuWil. [IpemopmaBartens, ucxons u3
BBIIIIECKA3aHHOT'0, TIOJJOMPAET BapUAHTBl CAMOCTOSTEIbHBIX 3aJaHUI U Aa€T KOHCYJIbTALMU IO
UX BBINIOJHEHUIO JUII KOHKPETHOM CTYIEHYECKOH Ipynmbl U, B KOHEUHOM HTOTE, JJISl KaXK0TO
cryaeHra.  CamocrositenbHas  paboTa  IMO3BOJSET  CTYAEHTAaM  IOJYyYUTb  HaBBIKH
UCCIIEIOBATEIbCKOW paboThl, OBICTpee OBIIAAETh HAaBBIKAMH PAa0OTHI ¢ OUOIHMOTpadUUECKUMU
HMCTOYHHKAMHU, KaTaJIOTAMH M KapTOTeKaMu OMOJINOTEK,

Htorn camocrosTensHON pabOThl MOTYT OBITh pealn30BaHbl B (opMe JoKiIana, pedeparta,
KOHTPOJIbHON PabOThI, BRICTYIUICHHS HA HAYYHOH CTYJIeHYECKON KOH(EepeHIINH.
Ha camocTosiTeIbHYI0 pa00Ty BHIHOCSTCS cjleyIolHe TeMbI:



Tema 1.HopmaTnBHO-MeTOAUYeCcKas 0a3a 1eJ10NMPOU3BOACTBA
H3yunTs BONpockl:
1.HopMaTuBbl o JOKYMEHTHPOBAHUIO, AETONPOU3BOICTBY U XPAHEHUIO TOKYMEHTOB
2.CocTaBUTh CIIOBapUK OCHOBHBIX TEPMUHOB 110 Kypcy (110 YKa3aHHUIO IIE1arora)
Tema 2. SI3bIKk COBpeMeHHbIX JIOKYMEHTOB
H3y4nTs BOnpockl:
1. 3amuTa nHGOpPMAIIUK B AJIEKTPOHHOM JTOKYMEHTOOOOpOTE: TPEOOBaHUS K KPHUIITOCHUCTEMAM,
3NIEKTPOHHAs! HU(POBast MOAIHUCH.
2. ®enepanbhblii 3aK0H PO «O06 371eKTpOHHON TU(PPOBOI TTOATHCH.
3. Hanbonee ynorpebisieMble COKpAIIIEHUS CIIOB.
Tema 3.Jl0KyMeHTBI 10 TUYHOMY COCTABY.
H3y4nTs BOnpockl:
1.JInunas kapTouka paboTHUKA
2.Bbiaga  TpyoOBOM KHMKKHM TPU YBOJBHEHHWU COTPYIHHMKA (IIPEKpPAIIEHUU TPYAO0BOTO
JIOTOBOPA).
3.YueT TpyJIOBbIX KHMKEK, XPAaHEHNUE U YHUUTOXKEHUE HEBOCTPEOOBAHHBIX TPYAOBBIX KHIKEK.
4 KoMIIeKke TOKyMEHTOB 110 0()OPMIICHHIO TTOOIIPEHUH M TUCIIMTUIMHAPHBIX B3bICKAHUM.
Tema 4. JIOKyMeHT 1 ero peKBHU3HThI
N3y4uts BONpoOCHI:
[MoHATHS «IOKYMEHT», «TOKYMEHTOO0OPOT», «IEIOIPOU3BOJICTBO.
Enunas rocynapcTBeHHasi cucteMa JeJI0NpOU3BOICTBRA, €€ 3a1a4u.
OCHOBHBIE TOCYAAapPCTBEHHBIE CTAHJAPTHI IO AETIOMPOU3BOICTBY.
PexkBu3uTH JOKYMEHTa
Tema S.
«/lokyMeHTBI 10 JINYHOMY COCTABY»
H3y4nTs BOnpockl:
1. Ocobennoct ohopmMiIeHUST JOKYMEHTOB TI0 KaJIPOBOMY COCTaBY.
2.KomIuieke JOKYMEHTOB, CO3/IaBaeMbIX MPH MpUEME, YBOJIHHEHUU U TNepeBOJe pabOTHUKA Ha
JIPYTYIO JOJKHOCTb.
3. TpyAoBO# 10rOBOp U KOHTPAKT.
4. OcHOBHbBIE PEKBU3UTHI PUKA30B 110 JINYHOMY COCTaBy | MpaBuja UX o(popmiieHus.
5. IlpaBuiia ohopMIICHHUS TPYIOBBIX KHUXKEK, TMUHBIX KAPTOUYEK, TMUYHBIX JIEJI PAOOTHUKOB.
Tema 6.
«Opranu3anusi paéoThbl ¢ KOHPUIEHINAIBLHBIMH JOKYMEHTAMI».
N3y4yuts BONpoOCHI:
1. Uro mnoHumaercs mojJ WHGPOPMAIMOHHON 0e30MacHOCThI0 (UPMBI, KaKylO Leidb OHa
npecneayer?
2. Yto Takoe KOHPUIECHIIMATIbHBII TOKYMEHT?
3. VkaxuTte kiaccupukanuio KOHQUIEHIIUAIbHBIX JOKYMEHTOB.
4. Kakue OCHOBHBIEC yTrpO3bl BOZHUKAIOT NP padboTe ¢ KOH(PUICHINATbHBIMUA JOKYMEHTaMH?
5. YkaxxuTte 0COOEHHOCTH BEJIEHUS JIEIOMPOU3BOJCTBA, 00ECIEUNBAIOIIETO YYET U COXPAHHOCTh
KOH(HICHIIMATHHON MH(OPMAIMH U TOKYMEHTOB.
6. Uro moHuMaeTcs MOJ 3alIUIIEHHBIM JIOKYMEHTOOOOPOTOM, 3a CYET YEro MOXKET ObITh
oOecrieyeHa ero 3amura’?
Tema 7.
«/lokyMeHT0000pOT B OPraHu3anum»
N3y4uts BONpoOCHI:
1.Homenkmarypa e Kak OTpaxXeHHne KIacCu(pUKaIMi JOKYMEHTOB
2.9kcnienuIronHast 00paboTKa TOKYMEHTOB
3.ParronansHo€e ABM)KEHHE JJOKYMEHTOB BHYTPU OpTraHU3aIH



4. METOANYECKHUE YKA3AHUSA 11O OCBOEHUIO JUCHUIIJIMHBI

[Mpuctynas K wW3y4eHHIO Yy4eOHOW JUCIMIUIMHBI 10 BBEIOPaHHOMY HAIpaBJICHUIO,
oOyuaronuiics, st 3QGHEKTUBHOTO OCBOCHHS, OCBAaMBAET CAMOCTOSTEIHLHO TEMATHKY Kypca.
Lenp camocrosiTenbHON paboOThl oOydaromuxcss — oOydeHHe METOAaM TMONyYeHHUsT HOBBIX
3HAaHUHU, MPUOOPETEHNE HABBIKOB CaMOCTOSITENIHHOIO aHajU3a MaTepHuala 1o yueOHOMY Kypcy,
yCHUIIGHWE HAy4YHBIX OCHOB IMPAKTUYECKOHW MEeATENbHOCTH. [J1aBHas 3alada caMOCTOATEIbHOM
paboThI CTYIGHTOB — Pa3BUTHE YMEHUS IPUOOPETEHHS HAYYHBIX 3HAHUHN IyTEeM JIMYHOTO ITOMCKa
uH(popMainu, (GOpMUPOBAHUS AKTUBHOTO MHTEpECa K YIeOHOM NUCIUIUIMHE; CHCTEMAaTH3alluu 1
3aKpEeIJICHUH TOJIyYEHHBIX TEOPETUYECKUX 3HAHUU M MPAKTUYECKHX YMEHUH, yriyOjeHue u
pacipeHne TeOpeTUISCKUX 3HAHHM.

VYcBoenne Matepuana JUCHUIUIMHBI Ha JIEKIUAX, MPAKTUYECKHMX M B pe3yJbTaTe
CaMOCTOSITENIbHOM TIOJTOTOBKA W HW3YYCHHS OTACIBHBIX BOIPOCOB AWCIUILTUHBI, MO3BOJIUT
MOJNONTH K MPOMEXKYTOYHOM aTTeCTallud MOJTOTOBIIEHHBIM, M MOTPeOyeT JIMIIb MMOBTOPEHUS
paHee MPOIEHHOTO MaTepualia. 3HaHUS TIPH STOM SBIISIOTCS TIIYOOKHMMH U KaueCTBEHHBIMHU, U
MO3BOJIAIOT (POPMHUPOBATH COOTBETCTBYIOLIUE TNPOQPECCHOHANbHBIE KOMIIETEHLIUH KaK HTOT
00pa3oBaTeNBLHOTO MpoIecca.

PabGouast mporpamMma Kkypca BKIOYaeT B ceOs pa3ielbl W OCHOBHBIE IPOOJIEMBI
TUCITUIUIMHBI, B paMKax KOTOPBIX U (OPMHUPYIOTCS BOIPOCHI s KOHTPOJISI M aTTECTAIIHH.
[TosToMy cTyaeHT, 3apaHee O3HAaKOMHUBLINCh C MPOrpaMMON Kypca, MOXET JIydlle
COPUEHTUPOBATHLCS B TIOCTIEIOBATEIIFHOCTH €TI0 OCBOCHHS.

[Ipy nmaHupoBaHMM BpPEMEHH Ha OCBOCHHE JMCHUUIUIMHBI CIEAYET PYKOBOACTBOBATHCS
CTPYKTYpPOH JAMCLUIUIMHBL, B KOTOPOW YKa3aHbl KOJIMYECTBO aKaJEMUUYECKUX YaCOB ISl Ka)IOU
TEMBI, BUJA 3aHIATUN (JIEKLIHOHHOE, MPAKTUYECKOe, CEMUHAPCKOE) M Yachl HA CAMOCTOSITENIbHYIO
paboty; GopMoOii TEKyIIer0 KOHTPOJIS yCIIEBAEMOCTH (TECThI, BHITIOJTHEHUE HHINBUIYATBHBIX U
MPaKTUYECKUX 3aHATUH U JIp.); GOPMON MPOMEKYTOUHON aTTeCTalluu (PK3aMEH ).

N3ydyenne Kaxkaoll TeMbl IUCIUIUIMHBI II€IECOO00pa3HO HAYMHATH CO 3HAKOMCTBA C
coJlep’KaHMEM TeMAaTHUKH; 3aTeM CJelyeT dTal MoJ00opa HCTOYHUKOB U3 YHCIa PEKOMEHAYEMBIX
U TOJ00OpaHHBIX CaMOCTOSTENHHO (HAaydHbIE CTAaThu, WHGPOpMAIUs ¢ O(UIMATHHBIX CANTOB
rOCy/IapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO caMoyIpaBieHus u Ap.). LlenecooOpa3Ho Bectu
nepeyeHb MPOOJIEMHBIX BOMPOCOB ClIydae 3aTPYIHEHHH C ySICHEHHEM CMBICIA U3JI0KEHHOTO B
UCTOYHUKAX MarepHuaia (yka3aHHbIE BOMPOCHI MOTYT OBITh pa3pelleHbl CaMOCTOSITENBHO, BO
BpEMsI CECCHOHHBIX 3aHSTUI WM Ha KOHCYJIBTAIIUU C MPETNOIaBaATEIIeM).

CeMuHapcKue 3aHATUS IO JUCIUILIMHE HE MPEAYCMOTPEHBI.

Jlis TONTOTOBKM K TPAKTHYECKUM 3aHATHSAM PEKOMEHIYETCsS TOApPOOHO U3y4YHTh
KOHCIIEKT JIEKLIMH, MPEAIIECTBYIOIMX MPAKTUYECKOMY 3aHSATHIO. TEeXHOJIOTHUS MPOBEIEHUs
MPAKTUYECKUX 3aHATUN BKIIOYACT CIEAYIONIUE ATambl: OOBSCHEHWE 3a/JaHUS, 3HAKOMCTBO C
KOHKPETHBIMH HCTOYHUKAMU HWHGQOpMaLMK [UIsl BBINOJIHEHUSA 3a/laHus; OOCYyXJEeHHEe U
YTOYHEHHE BOIMPOCOB B XOJ€ aHajdn3a HCTOYHUKOB HH(OPMALHUU; COBMECTHBIA MPOCMOTP
NEPBUYHBIX PE3YJIbTaTOB, OLEHKA HMX COOTBETCTBUS MO (OPMAIbHBIM U COJEp)KaTeIbHBIM
TpeOOBaHUSM.

Jns 3 dexTuBHON MOATOTOBKH K TEKYIIEMY KOHTPOJIIO MO AUCLHMUILIUHE HEOOXOAUMO
UCIIOJIb30BaTh PEKOMEHJOBAHHYIO TIEarorOM OCHOBHYIO M JIOTIOJHUTENBHYIO JHTEpaTypy,
KOHCIEKThI JIEKIUH, pa3pabOTKU CTYJIEHTOB, BBIMOJIHEHHbIE B pe3yjbTaTe MOATOTOBKU U
BBITIOJTHEHUS PAKTUYECKUX 3aHATHA.

3aHATHS TPOBOIATCS B CHEAyIOMMX (oOpMax: OMpOChl, TMOATOTOBKA JOKIIAJOB,
pedeparoB, nenoBas urpa. MHTepakTuBHBIE (GOPMBI TPEOYIOT OT CTYJAEHTAa AKTHBHOCTH M
BHUMATEJIPHOCTH Ha 3aHATHUSX, YTO TPEOYET OT CTYACHTA CleUaIbHON MOATOTOBKH — U3y4EHUE
HAay4yHOH, CIPABOYHOW, METOJMYECKON JUTEpaTypbl M NEPUOAMYECKHX H3JAHUM, CETEBBIX
HuTepner-pecypcoB u ap.

Jlis  OolleHWBaHUs PE3YJNbTaTOB OOYYEHUS WCIOIB3YIOTCS MPAKTHYECKHE 3aaHus,
BKJIIOUYAIOLIUX OJUH WM HECKOJBKO BOIIPOCOB B BHJE KpaTKOW (POPMYIUPOBKH ACHCTBUIA,
KOTOPBIC CIEAYET BBIMOIHUTE, UM OMHCAHUE PE3yNIbTaTa, KOTOPHIM HYKHO MONy4nuTh. K HUM



MO>XHO OTHECTH: HECIOXXHBIE 3aJaHMS IO BBINOJIHEHUIO KOHKPETHBIX JedcTBHM. IIpocTeie
3a/laHusl TPUMEHSIIOTCS JJIs OICHKHM yMeHwid. KoMITIeKCHbIe 3amaHus TPeOYIOT HECKOIBKUX
peuieHuii Kak B TUIIMYHOM, TaK M B HECTAHJIAPTHOM CUTyalUsiX, KOTOpPbIE CBS3aHbl C
BBITIOJIHEHUEM TPAKTHYECKUX JeicTBHUil. KoMIUIeKCHbIE MpaKkTUYeCKHe 3aJaHusl MPUMEHSIOTCS
JUIsl OuUeHKHM BianeHuil. [lpakThueckue 3anaHuUsi BBIIOJHSIOTCA OOyYarOIIMMHCS B paMKax
[IPaKTUYECKUX 3aHATHUM.

JUis OueHUBaHUSA pe3ylbTaTOB OOYYEHHS HCIHOJB3YIOTCA CIEAYIOIIUE MPOLETYPHI:
TECTUPOBAHUE; WHIUBUIYyaJbHOE CcOOEceloBaHUE, MUChMEHHBIC OTBETHI HA BOIPOCH! (B BHIE
TEKyIero KOHTpoJisi). OCHOBHOM 3ajadyeil TEKYIIEro KOHTPOJS YCIEBAEMOCTH OO0YYarOIIMXCS
SIBIIICTCS. TOBBINICHUWE KauyecTBa 3HAHWW, NPHOOpETEHHWE U pPa3BUTHE WMH HaBBIKOB
CaMOCTOSITEIbHONW paboThl. TeKyIuit KOHTPOJIb 3HAHUK OOYYAIOMIUXCS MO AUCITUTIIMHE MOXKET
UMETh CIIEIYIOIIME BUABL: YCTHBIA ONPOC HA JIEKIUSAX, MPAKTUYECKUX 3aHATUSX; MPOBEpPKa
BBITMIOJTHEHUS MUCbMEHHBIX CAaMOCTOSITENIbHBIX PA0OT U JOMAITHUX 33aJJaHUI; TECTUPOBAHHUE.

5. ®OHA OLEHOYHBIX CPEJACTB JJIsA IMPOBEJEHUSA
MPOMEXYTOYHOM ATTECTAIIMH IO JUCITATIJIMHE
5.1. [lepeyeHb KOMNeTEeHIIMIA U dTanbl X GOPMHUPOBAHUSA
Cormacho ®I'OC BO mno wnanpaienuto noarotoBku 51.03.06 bubimoreuyno-
UHQOPMALIMOHHAs JIEATEIbHOCTh B paMKaxX M3Y4EHUs JUCHMIUIMHBI «/loOKyMeHTalnoHHOe
o0ecrieyeHne YMpaBlICHUS» y OOYyYaIOUIMXCS JOJDKHBI OBITh CHOPMHUPOBAHBI CIEAYIOIINE
KOMIIETEHIINHU:

Kon DopMyJIHPOBKA KOMIIETCHIIUU

IIK Pexomenayemblie npogeccHOHAIbHbIE KOMITETEHIUH

[1IK-8 | CnocoOHOCTH (OPMHUPOBATH U MOAIEPKHUBATH PALMOHAIBHYIO CUCTEMY
JTOKYMEHTAIIMOHHOTO 00eCTIeUeHHS

Jrtansl GopMHPOBAHHMA KOMIIETCHIMH:

HavaabHblii — Ha 3TOoM 3Tane (QOpPMHUPYIOTCS 3HAHHS W HHCTPYMEHTAJIbHBIE OCHOBBI
KOMIIETEHIIMH, OCBAaHBAIOTCS OCHOBHBIE KaTeropuu, GopMupyrorcs 6a3oBeie yMeHHs. CTyaeHT
CIOCOOEH aHANIM3UPOBATh UCXOJHbIE JaHHbIE, 3HATh OCOOEHHOCTH OCHOBHBIX ()OPM M METO/IOB.
Ecnu cryneHT oTBeyaeT 3TMUM TpeOOBaHHSIM, MOXHO TOBOPHTH 00 OCBOGHHU UM MOPOr0OBOI0
YPOBHSI KOMITETCHIIUH.

3HaeT OCHOBHBIE ()OPMBI JOKYMEHTOB. 3HAE€T TEXHOJOTUH OpraHU3alMi JOKYMEHTOOO0OpOTa
B 00mux 4yeprax. CTyJeHT 3HAET OCHOBHBIC TEHCHIIUU U TIPOOIeMbl pa3BuTHs cuctemsl [JOVY.

Ha ocHoBHOM »JTame 3HaHWs, yMEHHUS, HaBBIKM, oOecmeuuBaromue (HOpMUPOBaHHE
KOMIIETEHIIMH, 3HAYUTEIbHO BO3PACTAIOT, HO €lle HE JOCTUTaloT UTOTOBBIX 3HaueHui. Ha sTom
JTane CTyAECHT OCBaMBAET aHAIUTUUYECKUE JEHCTBUS ¢ NIpeAMETHbIMM 3HaHusAMU 1o JIOY, BHOCA
KOPPEKTHUBBI B QJITOPUTM JEHCTBUI, OH YMEET aHaJM3UpPOBaThb OCHOBHBIE MPOOJIEMBI Kypca,
CIOCOOEH CaMOCTOSITENIFHO peIaTh yueOHbIe 3a/1aui 10 KiIacCu(UKaIUN pa3HOOOpa3HbIX BUJIOB
JOKYMEHTOB, TIEPEHOCUTh 3HAHHS M YMEHHUS Ha HOBBIEC yCJIOBHUS. Bianeer HaBbIKaMu CO3aHUS
IOPOCTHIX JOKYMEHTOB, 3HAeT, KakKUM 00pa3oM MOXKHO OCYHIECTBISATh HH(OPMAIIMOHHYIO
nomgnepxkky B chepe BUJl. VYcmemHoe mnpoxokaeHHWE ATOrO 3Tara IMO3BOJSET JOCTHYb
CTAH/IAPTHOT0 YPOBHS C(HOPMHUPOBAHHOCTH KOMIIETEHIIHH.

Ha 3aBepmaromemM sTane CTyJIEHT AOCTUTAa€T UTOTOBBIX MOKAa3aTEJIEH MO 3asBJICHHON
KOMIIETEHIIMM, TO €CTh OCBaMBaeT BeCh HEOOXOIMMBI 00BEM 3HAHUH, OBIAZECBAET BCEMHU
YMEHHUSIMH U HaBbIKaMH B cdepe 3asBiieHHOM kommneTeHInH. OH CrOCOOEH HCIOJIb30BaTh 3TH
3HAHMSI, YMEHHUsSI, HABBIKU NPU PELICHUH 33]a4 MOBBILIEHHON CI0XHOCTH M B HECTAHJAPTHBIX
YCIIOBUSIX, JEMOHCTPUPYET ITAJOHHBIH YpOBEeHb C(OPMUPOBAHHOCTH KOMIeTeHIMH. Brageer
MIOJTHBIMHU HAaBBIKAMU CO3/IaHUS IOKYMEHTOB CIIy:k0b1 JJOVY.

CrocoGeH  co3laBaTh  OCHOBHBIE  BUIBl  JENONPOM3BOACTBEHHBIX  JOKYMEHTOB,
UCTIOJIb3YEMBIX B OMOIMOTEUHOM cdepe [lokazarensiMu yCHEIIHOCTH OCBOEHUSI CTYACHTOM



JaHHOW y4eOHOM NHUCUMIUIMHBI TpPHU TMPOBEACHUU WTOTOBOTO KOHTPOJIS SBIAIOTCS HaOOp
OCBOCHHBIX KOMIIETEHIIMI 3HaHWM, YMEHUM U HaBBIKOB. CTYJEHT BJIaJ€ET MOJIHBIMU 3HAHUSMU
10 3as1BJICHHOM KOMITETEHIINH

Jnst 5 PeKTUBHON MOATOTOBKU K IMPOMEXYTOYHON aTTECTAIMHU 10 AUCIHUILIMHE HEOOXOAMMO
UCIIOJIb30BaTh PEKOMEHJOBAHHYI0 OCHOBHYIO M JOMNOJHUTEIBHYIO JIMTEPATypy, KOHCIIEKTBI
JIEKLHM, 3aMKuCH, CAEJIaHHbIE B XOJI€ MOJArOTOBKU K MPAKTUUYECKUM 3aHSTHUSM, BBIMOJHEHHBIE

pedepartsi.

5.2. [loka3aTesid 1 KPpUTEPUU OLIEHMBAHUS KOMIIETeH U

IIpoMeskyTOUHasI aTTECTALUS PEATU3YETCS B X0OJI€ CAaYM 00YyJaIOUMMUCS OYHOU U 320YHOM
dbopmbl 00yUEHUS HK3aMEHa.

Dk3aMeH mnpoBoauTcs B (opme coOecemoBaHus MO OwieTam. DK3aMEHAI[MOHHBIN Ouier
COJIEPKUT JBAa TEOPETUUECKUX BOMPOCA U OJHO MPAKTHYECKOe 3aJaHne. Ha moaroroBky oTBeTOB
orBoauTcs 25 MuHYT. OIleHKa 3HaHUM TPOM3BOIUTCS Mo S5- OamnbHOM mKane. B ciydae
HEYIOBJIETBOPUTENBHON OLEHKH CTYJEHT MMEET MPaBO IepecAaTh 3K3aMEH B yCTAHOBIEHHOM
nopsiake. [l ycmemiHOM  ciadM  9K3aMeHa  HEeoOXOAMMO — TOATOTOBHTH — COOOIIEHHE,
PAacKpBIBAIOILIEE COJAEpPKAHUE TEPMHHOB W TOHATUM HAa OCHOBE HM3y4aeMOI'O MaTepHala;
IIPaBWJIBHO OTBETUTHh Ha BONPOCH! TecTa. Ha 3aBepiaroiemM sTamne B paMKax NMPOMEKYTOYHON
aTTecTanuyu oO0ydYaromuecss TOTOBAT OTBETHI HAa BOMPOCHI, 000OmIaromme y4eOHBIH MaTepHua

U3y4aeMOi TUCIUILINHEI, a TaKKe pedepaTuBHOE COOOIICHNUE.
KputepusmMu ycnemHoCTH OCBOCHHSI CTYACHTOM JaHHOW y4eOHOW IUCHMIUIMHBI MPHU
IIPOBEJCHUH TEKYILIETO U MTOTOBOr0 KOHTPOJIS SIBJISIIOTCS:

1. KomuuectBo

IMpaBUJIbHBIX

9K3aMEHAIIMOHHOMY OHUJIETY.
2. AKTHBHOCTb TTOBE/ICHHS CTY/ICHTA Ha 3aHATHSX, BHITIOJHEHNUE KAXKIBIM CTYJICHTOM BCEX
MPAKTUIECKUX PabOT, OCMBICICHHOCTh M CAMOCTOSITENILHOCTh CY)K/ICHUH, MPOSIBIICHHBIX B XOJIE

YCTHOTO OTIpOCa.

OTBETOB Ha

TEKyIIeM

TECTUPOBAHUU U  II0

3. lemoHCTpalys 3HaHHUS MPOPECCHOHATBHBIX TEPMUHOB, IIOHATHIA, KATETOPUI U TEOPUH.

4. Hanuune COOCTBEHHOTO BHUJCHUS paccMaTpuBaeMoi MpoOiieMbl, chOPMHUPOBAHHOTO
Ha OCHOBE M3YUYCHMS U aHAIM3a HAyYHBIX padoT, BHIIOJHEHNUS IPAKTUYECKHUX 3a/1aHUM.

Ilo pesynpTaTam cHayu HK3aMEHA CTYACHTHI IIOJY4YalOT KOJMYECTBEHHYHIO OLICHKY
(«OTIMYHO», «XOPOIIOY», «YAOBIETBOPUTEIEHOY, KHEYAOBICTBOPUTEILHON).

OO01ue KpUTEPUH OLIEHKH OTBETOB CTY/IEHTOB

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

CCJIK CTYACHT UMCCT

OTBCT, B KOTOPOM

OTBCT, B KOTOPOM

KOTOPOM CTYIEHTBI

CHCTEMHBIE TTOJIHbIE OTCYTCTBYIOT OTCYTCTBYIOT JE€MOHCTPUPYIOT
3HAHMA ¥ YMEHUS 110 | HE3HAYUTEJIbHBIC 3HAYUTEIIbHbIC OTpPBHIBOYHBIE,
HIOCTABJICHHOMY JJIEMEHTHI AIIEMEHTHI COZICPKAHUS OeccrcTeMHBIC 3HAHUS,
BOIIPOCY. COAEpKaHMS I | WM IPUCYTCTBYIOT BCE HEyMEHHE BBIICITUTh
Coneprxanue HPUCYTCTBYIOT BCE BBIIIEU3JI0)KEHHBIC IJIaBHOE, CYIIECTBEHHOE B
BOIIPOCA H3JIaraer HE00XO0IMMbIe 3HaHUS, HO JIOMYIIEHBI OTBETE, JIOMYCKAIOT
CBSI3HO, B KpaTKOM DIIEMEHTBI CyLIECTBEHHBIE OIINOKH, rpyObie omnoOKu

¢dopme, packpbiBaeT

COJICpKaHUs, HO

HCJIOTUYHO, ITPOCTPAHHO

MOCIEA0BATEILHO JOTTYIICHBI U3JI0KEHO OCHOBHOE
CYTh U3YYCHHOTO HEKOTOPBIC CoJIepKaHue BOIPOCa.
Marepuana, OIINOKH, HHOT A
JEMOHCTPHUPYS HapyIajach




Onenka «OTJINYHO» Onenka Onenka Onenka

«Xopouro» «YAOBJICTBOPUTECIBbHO» | «HEYAOBJCTBOPHUTEC/IbHO»
IMPOYHOCTH U oCICaA0BATCIBHOC
IMPUKITAAHYIO Th U3JIOKCHHA.

HaIpPaBJIEHHOCTb
MOJYYEHHBIX 3HAHUI
Y YMEHHI, HE
JOTTYCKaeT
TEPMUHOJIOTHYECKUX
OIMOOK U
(bakTHUIeCKUX
HETOYHOCTEH

CobecennoBanre Ha 3K3aMEHE - CPEICTBO KOHTPOJS Ui BBIABICHHS 00BEMa 3HAHHMA
CTyJCHTa 10 KOHKPETHOMY BOIIpOCY Kypca. Kpurepusimu OLIEHKH SBIAIOTCA: TIyOMHA U
IIPOYHOCTh YCBOEHMS 3HAHWW, YMEHUE NMPUMEHITh 3HaHUSA B KOHKPETHOW CUTyalluu, YMEHHE
JIOTMYECKHU BBICTPOUTH OTBET, C(HOPMUPOBAHHOCTH MPO(ECCHOHAIBHO 3HAYMMBbIX JIMYHOCTHBIX
Ka4ecTB, yMEHHE MOIICP)KUBATh Oeceny.

Tekylmuii KOHTPOJb OCYILECTBJIAETCS 10 HUTOraM pabdOTbl M IO BBINOJHEHUIO
IpeJlaraéMplX MPENoJaBaTeIeM CaMOCTOSATENbHBIX 3aJaHui. J[OMOJHUTEIBLHO OLIEHUBAETCS
CTENEHb AKTHMBHOCTH CTYJEHTOB B COBMECTHBIX OOCYXIEHHSIX IO ydyeOHOMY Marepuaiy,
JOTIONIHEHWS W BBIBOJBL,  CHAEJIaHHbIE  CTyJAeHTaMH. IIpoMeXyTOuHBII  KOHTPOJb
OCYILECTBIIICTCSI B CEPEIMHE OCBOEHMS IMPOrpaMMbl AUCLHUIUIMHBI IPU BBIIOJIHEHUU TECTA.
HTOroBslii KOHTPOJIb OCYILECTBIIACTCS HA DK3aMEHE.

5.3. MaTtepuaJbl 1Jis1 OHEHKH H KOHTPOJISI Pe3yJIbTATOB 00y4eHHUs

Bomnpocs! k 3x3aMeny dopmMupyemblie
KOMIIETEeHIM U

I.Ilenb ®w 3agaum  J1€ITONPOMU3BOJICTBA. Hoxymentanuonnoe | [1K-8
obecrieueHue ynpasieHus. JJokyMeHTUpOBaHUE.

2.®opmupoBanue nena: opopMiieHHE 3aroyioBka W ero sjemeHTsl, | [1K -8
MOCIIEI0BATEIHHOCTh PACIIOIOKEHUS TJOKYMEHTOB B JIEJI€.

3.ITopsaox xpaHeHus: OKyMeHTOB. OcHOBHbIC d3Tambl pabotsl mo | [IK -8
MOJMOTOBKE JJOKYMEHTOB K apXMBHOMY XpaHEHHUIO.

4.Bxogsmue, UCXOAAIIUME U BHYTPEHHUE NOKYMEHTHI npeanpustus; | 1K -8
OpraHu3allMOHHbIE,  pacHoOpSIUTeNbHbIE U HMH(OPMAIIMOHHO-
CIIPABOYHBIE TOKYMEHTBI

S5.IlepBuuHble M CBOAHBIC, OYMaXXHBIE W AJICKTPOHHBIC NOKyMeHTHI. | [IK -8
[IpeumyriecTBa 31€KTPOHHOTO TOKyMEHTa

6.Hanpasnenus periamMeHTanuu nenonponsBojctna. | [IK -8
3akoHOJATEeIbHBIE M TPaBOBbIE akThl B cdepe wuHbopManuu u
JOKYMEHTALUU

7.HopMaTHBHO-METOIUYECKOE PETYIIMPOBAHKE EIONPOU3BOICTBA IIK -8

8.Cragmapt ®  craHmapTuzamms  J0KyMeHTOB.  YHubukamus | [TK -8
JOKYMEHTOB.  YHH(UIIMPOBAHHBIE  CHUCTEMBI  YIIPaBICHYECKOM




AOKYMCHTallUn

9.3amaun yHudukanuu noxkymentoB. Kmaccudukaropsr u ux tunsl. | [IK -8
[Ipumeps! copepkanus KI1acCH(PUKATOPOB

10.Yto Takoe pekBu3uT. Ilepeuncnure obOs3atenbHble pekBU3UTHI | [IK -8
JIOKYMEHTOB.

11.Kakue pazzmenbl COOEPKUT HOJDKHOCTHas WHCTpykuus, kewm | [1K -8
YTBEPKIAETCA.

12.Kakue JOKyMEHThl OTHOCATCS K pacnopsautenbHbiM. [Jlaiire | [IK -8
OIIpEECIIEHUE KAXKIOMY.

13.Ha3zoBuTe rpynmbel MNpUKa30B, KOTOpble MOTYT wu3aaBaTbes Ha | [1IK -8
npeanpustau (B opraHuzaiuu). KakoB mopsok oQopMiIeHUS H
MOJNMCAHMS TTpUKa3a?

14.Knaccuduxanus J0KaJbHBIX HOPMATUBHBIX aKTOB IIK -8

Texymuii KOHTPOJIb - TOCENIEHUE JIEKIUWA, MPAKTUYECKUX 3aHATHI, MOATOTOBKAa K HUM Ha
OCHOBE BBITIOJTHEHHSI KOHTPOJIBHBIX pa0dOT U 3aJJaHHiA, BEITIOTHEHHE pedepaToB.

Texymuii KOHTPOJb OCYIIECTBIISICTCS IO BBIMIOJHEHUIO TPEJIaraéMbIX IpenoaaBaTelieM
CaMOCTOSATCIIBHBIX 3az[aH1/n71. I[OHOJIHI/ITG.HBHO OILICHUBACTCA CTCIICHb AKTHUBHOCTHU CTy,ZleHTOB B
COBMECTHBIX OOCYXXJEHUSIX IO y4eOHOMY MarTepuaiy, IOMOJHEHHsS W BBIBOJIBI, CIIEJAHHBIC
cTyneHTaMu. MITOroBslii KOHTPOJIb OCYILECTBIIAECTCS HAa DK3aMEHE.

5. 4. Metoau4eckue MaTepuaJibl 10 OLEHUBAHUIO Pe3yIbTATOB 00y4eHHUs!

1.IlpoBepka ycBoeHHs Y4yeOHOro Marepualia, TMPEACTABICHHOTO0 Ha JEKIUAX U
MIPaKTUYECKUX 3aHATHUSAX;

2. IlpoBepka 3HAaHUN M yMEHUH, MOIYUYEHHBIX B XOJIE CaAMOCTOATENbHOW MOJATOTOBKHU
CTYJIEHTOB K pa3HbIM THUIIAM 3aHSATHH;

3. [IpoBepka 3HaHMI U HABBIKOB BJIAJICHUS] OCHOBHBIM TEPMHUHOJOTUYECKUM aIIapaTroM U
MOHATUSAMH TOKYMEHTOIPOU3BO/ICTBA;

4. IlpoBepka yMEHHUsI CTYJIECHTOB aHAJIM3UPOBATh U CONMOCTaBIATh OcHOBHbIE ['OCTHI Mo
JOYVY, nornmats cnenuduxy u ocooerrocts [0V B 6ubimotedHo-uH(GpOpMaImoHHoM cdepe.

5. TlpoBepka HaBBIKOB KOMMYHHMKATHBHBIX TEXHOJIOTUH B cdepe KyIbTypbl U
00pa3zoBaHMs, CIIOCOOHOCTH K MyOJMYHON KOMMYHHUKAITUH.

6. PecypcHoe o0ecnieueHue

6.1. OcHOBHAsl M IONOJIHUTEJIbHASL y4eOHasi IUTepaTypa
6.1.1. OcHoBHasi yuyeOHasi JauTepaTypa

1. Kprokosa, H. I1. /JokymeHTHpOBaHUE YIIPaBICHYECKOMN EATEILHOCTH: YU4eOHOE ocooue
st ctynentoB By3oB / H. I1. Kprokosa. - M.: UHOPA-M, 2014. - 268 c.
2. JlokymeHTanmonHoe obecrieueHue ynpasieHus : yueoHoe nocobue / coct. C.I'. YepHosa

; HoBOoCMOMpPCKUI TOCYIapCTBEHHBIN arpapHbIi YHHUBEPCUTET, DKOHOMUYECKUN (aKyJIbTET. -
Hosocubupck : UL «3omotoii komoc», 2014. - 106 c. : cxem., Tabn. - bubmuorp. B kH. ; To xe
[Onextponnsii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=278155

3. Opranu3zaiuys u TEXHOJIOTHS JOKYMEHTAIIMOHHOTO O0ECTICUeHUs YIIPABICHHUS :
aexkTpoHHOE yueOHoe mocobue / coct. C.E. Mumenun ; MuUHHCTEPCTBO 00pa30BaHMs M HAYKH
Poccwuiickoit @enepanuu, GenepaabHOe TOCYy1apCTBEHHOE OIOKETHOE 00pa30BaTEIIbHOE
yupexxJieHue Boicuiero oopasobanus «KemepoBckuii rocy1apCTBEHHBIN YHUBEPCUTETY,
WHucrutyT nctopun u ap. - Kemeposo : KemepoBckuii rocynapcTBeHHbIN yHUBEpCUTeT, 2017. -



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

478 c. - bubnuorp. B kH. - ISBN 978-5-8353-2149-0 ; To ke [DnexkTpoHHBIH pecypc]. -

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

4. Tpodumona, O.B. OcHoBbl nenoBoro mucbkMa : ydeOHoe mocodue / O.B. Tpodumosna,
E.B. Kynuuk ; MunucrepctBo oOpa3oBanusi u Hayku Poccuiickoit @enepaunu, TroMeHCKHA
rOCYIapCTBEHHBI YHUBEPCUTET. - 4-€ u3., cTep. - MockBa : M3gatenscTBo «PnuHTay, 2016. -
305 c. : Tabn. - bubnuorp. B kH. - ISBN 978-5-9765-0930-6 ; To xe [DnekTpoHHBIN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=57968

6.1.2. Cniucok AONOJIHUTENbHOI JTUTEPATYPHI

1. Pri6akoB, A.E. OcHoBBI nenonpousBojicTBa : yueonuk / A.E. Pribakos. - 3-e u3a., ucnp. -
Munck : PUIITO, 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 yIpaBICHUs ;| YICOHUK /

A.C. T'pun6epr, 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
[Onextponnsiii pecype]. - URL: http://biblioclub.ru/index.php?page=book&id=115031

6.2. Pecypchbl nHGOpMAIMOHHO-TEJIeKOMMYHUKAUMOHHOM ceTH «HTepHeT»

B cooTrBeTcTBHUM C JIMIIEH3MOHHBIMH HOpMaTHBamMHu oOecnedeHus OubIMOoTedHO-
UH(POPMALIMOHHBIMH pecypcaMi OMOIMOTEKa OPraHu3yeT WHIAMBHIYaJbHBIH HEOTpaHUYCHHBIH
JOCTYT U3 JII000M TOYKH, B KOTOPOM UMeeTcsl AOCTYyM K ceTh MIHTepHeT, K y4eOHbIM MaTepraiaM
DneKkTpoHHO-0nbMoTeuHsx cucteM (ObC):

1. ObC «YHuBepcuterckas oubnuoreka onnaitny. M3garensctBo: OO0 «HekcMennay.
[Ipunagnexxnocts croponHsiss. www.biblioclub.ru. KonngectBo kmoueit (monszoBateneit): 100%
on-line. XapakTepucTuku OWONMHOTEYHOTO (OHIA, TOCTYNN K KOTOPOMY TIPEIOCTaBISAETCS
JIOTOBOPOM: JIOCTYTI K 6a30Boit yactu IbC.

2. OBC «M3narenscTBo [lmanera mMy3bIkn». DiIeKTpoHHO-OMOIMoTeuHas cuctema OO0
«M3narensctBo TINTAHETA MY3bBIKUY. [IpuHaanexHOCTh cTOpoHHSs. www.e.lanbook.com.
KomnuuecTBo xitoueii (monb3opareneii): 100% on-line. Xapaktepuctuku Oubnuoreunoro Gouaa,
JOCTYTI K KOTOPOMY IPEJOCTaBIISCTCS TOTOBOPOM: JIOCTYH K KoJuleKuusim: «Mys3bIka U TeaTpy,
«banet. Tanem. Xopeorpadus.

3. B/l OnextponHas Cucrema «Kynprypa». baza JlanHeix OnekrtponHass Cucrema
«Kynbrypay. [IpuHaniexxHocTh cTopoHHss. http:// www.e-mcfr.ru.

4. Web UPBUC XabapoBckuil rocynapcTBEHHBIH HHCTUTYT HMCKYCCTB U KYJIBTYPBI
(oMeKTpOHHBIN KaTayior). MexXayHapoIHas accoIlMalys I0JIb30BaTele W pa3paboTYMKOB
ANIEKTPOHHBIX OMOIMOTEK M HOBBIX WHGOPMAIMOHHBIX TexHojorui (accoumarnuss DBHUT).
[TpunaIe:)kHOCTH CTOPOHHSA. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snextponHast 6ubnuoreka. OOO Hayunas 3meKTpoHHas
oubmorteka. [IpuHammexxHocTh cTopoHHss. http://elibrary.ru/ Jlunen3unonHoe cornamenue No
13863 ot 03.10.2013 r. — 6eccpouHo.

6. DnexrponHo-OubMoreunas cuctema ®I'BOY BO «XT'MK». ®I'BOY BO «XT'MK».
[Ipunagnexxnocts cobctBeHHas. JlokanmpHbIW  gocTtym.  http://carta.hgiik.ru. I[lpuka3z 1o
HNucturyty Ne 213-06 ot 07.10.2013 T.

7. EnuHoe OKHO aocTyma K oOpa3zoBaTelbHBIM pecypcaM. DJIeKTpOHHas OubimoTreka.
O®I'AY THUMU UTT «Uadopmuka», MunHucTepcTBO o0Opa3oBaHusi W Hayku PO.
[Mpunagnexnocts ctopoHHss. CBoOOaHBIHN nocTym. http:/window.edu.ru

8. Enunas xomnmekmus [{udposeix O6pazoBarensHbix PecypcoB. ®I'AY T'HUU UTT
«Mudopmukay.  IlpuHamnexHocTs  cTopoHHss.  CBoOomubli  moctym.  http://school-
collection.edu.ru

9. ®depepanpHBli LEHTp MHGOPMALMOHHO-00pa30BaTENbHBIX pecypcoB. DenepanbHbII
HEeHTp WH(POPMAIMOHHO- 00pa3oBaTenbHBIX pecypcoB, ®T'AY T'HUU UTT «Uudopmukay.
[Tpunagnexnocts ctopoHHssA. CBOOOAHBIN noctym. http://feior.edu.ru
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JInsi TOATOTOBKM KYPCOBBIX, BBITYCKHBIX M HAaydHBIX paboT oOydarommecs MOTYT
UCIIOJIb30BaTh MOJHOTEKCTOBYIO 0a3y maHHbIXx WebofScience. Pexxum nmoctyna: 37eKTpOHHBIMH,
W3 BHYTpeHHeH cetu nHctuTyTa. OduinansHelil cat: webofknowledge.com

6.3.UndopmManmoHHbIe TEXHOJOTHMH, IPOrPaAMMHOe OOecriedyeHue 1 MH(POPMAIUOHHbIE
CIIPaBOYHbIE CHCTEMbI

[IporpammHO-uHGOPMAITMOHHOE OOECIeYeHHEe Y4eOHOro Tpolecca COOTBETCTBYET
TpeboBaHUSM (eAepaTbHOTO TOCYIaPCTBEHHOTO 00pa30BaTEIbHOTO CTaHIAPTA.

JInst mpoBeneHMs 3aHATHI JEKIMOHHOTO THUIIA, 3aHATUH CEMHHApCKOrO THUIA, 3aHITHI
MPAKTUYECKOTO THUIA, TPYMNIOBBIX KOHCYJITALUN, TEKYIIETO KOHTPOJS U IMPOMEKYTOYHON
aTTeCcTallly UCIOJIB3YEeTCs CIeAyIolee MporpaMmMHoe o0ecredeHue:

—JUIIEH3MOHHOE MPOMPUETAPHOE MIPOTPAMMHOE OO0EeCTICUeHHE:

Microsoft Windows

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

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

—CBOOO/IHO pacIpoCTpaHsIeMOe IPOTpaMMHOE 00eCIICUCHHE:

Ha6op oducupix nporpamm Libre Office

ayauonpourpsisarens AIMP

BuneonpourpeiBatesib Windows Media Classic

uHTepHeT-Opay3ep Chrome.

Jljig caMOCTOSITENNbHOM MOATOTOBKH CTYJEHTOB K 3aHATHUAM IO AMCUUILUIMHE TpeOyeTcs
oOpatieHue k mporpaMmmHoMy obecriedueHuto Microsoft Windows, MicrosoftOffice, B Tom uucie
JUIsE TIOATOTOBKM MYJIBTUMEIUNHBIX Mpe3eHTalMii MO TeMaM CEMHUHapoB B IpOrpaMMme
PowerPoint. J{nst co3gaHuss KOHEUHBIX HEPEJAKTHPYEMbIX BEPCHUH JTOKyMEHTa PEKOMEHIYETCS
ucnons3oBath  AcrobatXPro, Bxomanmii B coctaB 1makera AdobeCreativeSuite 6
MasterCollection.

[Ipy wu3ydyeHWH JOUCHUIUIMHBI OOYyYaloluecss HMEIOT BO3MOXHOCTb HCIIOJIb30BAHUS
uH(pOpMaIMOHHO-CIIPaBOYHbIX cucteM «KymnbTypa» u «["apanTt», Beepoccuiickyto oTpaciieByio
crpaBouHyto cucremy «Mubopmuo», pedepatuBHbIx M OUOIMOMETpUUYECKHX ©0a3 JaHHBIX
peuensupyemoit nmreparypsl  WebofSciencenScopus, B COOTBETCTBHH C 3aKIIOYCHHBIMHU
JIOTOBOPaMH.

Ha Bcex kommplOTEpax B HWHCTUTYTE YCTAaHOBIECHO JHIICH3MOHHOE AHTUBUPYCHOE
nporpammuoe obOecnieueHue Kaspesky Endpoint Security. HeoO0xomumbeiM — ycioBuem
UH(POPMALIMOHHON 0e30MacHOCTH MHCTUTYTa SBJISIETCS oOs3aTeNbHas MPOBEpKAa Ha HAIWYHE
BUPYCOB BHEIIHMX HOCHTENEH Tepen uX Hucroib3oBaHueMm ¢ momomrsio Kaspesky End point
Security.

[lepeuncnennoe mnporpaMMHOe obOecrieueHHuEe OOHOBIISIETCS IO MeEpe BbIXOJa HOBBIX
BEPCHUI TPOrpaMM B paMKaxX COOTBETCTBYIOIIMX JIMLIEH3UM U COTJIAIIEHUM.

6.4. MaTepuajbHO-TeXHHYeCKasi 0a3a

MartepuanbHO-TEXHUUYECKOE O00eCreueHne peann3yeMon IUCIUIUITHHBI COOTBETCTBYET
TpeboBaHUsIM (heIepaTbHOTO TOCYIapCTBEHHOT'O 00pa30BaTEIbHOTO CTaHIapTa.

JIns mpoBeneHus 3aHATUN JICKUMOHHOTO THUIIA, 3aHSATUNA CEMUHAPCKOTO THUIA, 3aHATHMI
MPAKTUYECKOT0 THUIIA, TPYMNMOBBIX KOHCYJIbTALUN, TEKYIIET0 KOHTPOJS U IMPOMEKYTOUHON
aTTecTallid B Y4YeOHOM TIpPOIlECCe aKTUBHO HCIIONB3YIOTCA CIEAYIOIINE CIeHUaIbHbIe
MOMEILEHUS:

- aynuropuu 207, 211, 215-6, 313 ¢ moakmrodeHneM k cetu «MIHTEpHET» U JOCTYIOM B
3NEKTPOHHYIO MH(POPMAIIMOHHO-00pa30BaTEeNbHYIO Cpely By3a. /[aHHbIe ayIUTOpUN OCHAILIEHBI
MYyJIbTUMEANHHBIMU TIPE3CHTAIMOHHBIMA KOMIUIEKCAMH B COCTaBE MPOEKTOpa, AaKTHBHOMN



AaKyCTHUECKOM CHUCTEMBl, TEpPCOHAIBFHOTO KOMIBIOTEpA; CTOJAMH, CTYJbSMH, CTOJIaMU
MUCHhMEHHBIMU IS TIpeToAaBaTeneii, TOCKaMi HACTEHHBIMH, TOCKaMH ayAUTOPHBIMHU.

g caMocTosATeNbHOW pabOThl CTYNEHTOB M  BBINOJIHEHHS KYpCOBBIX padoT
npeaHasHayeHa ayautopus 209 (duuTanpHBIA 3am OMONMOTEKHM) C TOJKIIOYEHHEM K CeTH
«/HTepHET» M JOOCTYHNOM B D3JEKTPOHHYIO HH(POPMAIMOHHO-00pa30BaTEIbHYIO Cpely BY3a,
000pyI0BaHHYIO TIEPCOHAIBHBIMI KOMIBIOTEPAMH, CTOJIAMHU, CTYJIbSIMH, KHUKHBIMU IIKa(amu,
KHIKHBIM U JJOKYMEHTAJIbHBIM (POH]IOM, TEIEBU30POM.

[Ipn HEoOXOmUMOCTH B y4E€OHOM MPOIECCE HCTOIB3YIOTCS KOMILIEKTHI TMEPEHOCHBIX
JIEMOHCTPAIIMOHHBIX KOMIUJIEKCOB (HOYTOYK, TPOCKTOP, DKpaH).

Bce xommbroTepsr MHCTUTYTa OOBEIMHEHBI B JIOKAIBHYIO CETh, C KaXIOTO W3 HUX
BO3MOXKEH BBIXOJI B INI00aNbHYI0 ceTh MHTepHeT. IHCTUTYT HMCIONb3yeT BhIACIEHHBIA KaHa CO
ckopocteio 10 MO/c. Jlns CTyAEHTOB HMMEETCs BO3MOXKHOCTH BBIXO/Ja B ceTh VHTEpHET ¢
MOOWJIBHBIX YCTPOHCTB mocpeacTBoM ceTtu WiFi, koTopas ycTaHOBJIEHAa B YHUTAJIBLHOM 3aJie
HNucturyra.

[IpoBenenue nexuuit mo aucuuiuinae «J0OY» conpoBoxaaercs claia-npe3eHTausIMHI.

7. OCOBEHHOCTHU OBYYEHUS UHBAJIMJOB U JIUL C OTPAHUYEHHBIMHA
BO3MOXKHOCTSAMMH 310POBbS

B mporniecce u3yueHus: MUCHUIUIMHBI U OCYIIECTBICHUS MPOIEAYP TEKYIIEro KOHTPOJIS
yCIEBAaeMOCTH U MPOMEXYTOUYHON aTTecTallid WHBAJUAOB M JIMI C OrpaHUYEHHBIMU
BO3MOXXHOCTSIMU 3/I0POBbSI TIPUMEHSFOTCSI aalTHUPOBAaHHBIE (OPMBI OOY4YEHHS C Y4YETOM
WHAUBUAYAIbHBIX ICUX0(U3HOIOTHIECKHX OCOOCHHOCTEH.

OOydeHnre nUI] C OrPaHUYCHHBIMH BO3MOXKHOCTSIMH M HMHBAIUIOB OPraHU3YETCS Kak
COBMECTHO C JIPYTUMHU OOYYarOIIMMHKCS Ha JIEKIMOHHBIX U MPAKTUYECKUX 3aHATUAX, TaK U IO
WHANBUAYyATbHOMY yueOHOMY TUTaHy. Bo Bpemsi mpueMHOM KaMIaHUM, a TaKKe BO BpeMsl CAadu
pa3IuuHbIX (HOPM MPOMEKYTOUYHOM M TOCYJApPCTBEHHON HMTOrOBOW arrectanuu B WHcTHTyTE
CO3/aHbl HEOOXOMMBIC YCIOBHS ISl OKa3aHUs TEXHUYECKOW MOMOIIM MHBAIUIAM U JUIAM C
OTPaHUYEHHBIMH BO3MOXKHOCTSIMH 3/J0pOBbsI (IIpU HEOOXOAMMOCTH MOXKET OBITh JOMYIIEHO
MPUCYTCTBUE B AYAUTOPHH ACCUCTEHTOB, COMPOBOXKAAFOIINX JIUII, COOAKU-TIOBOJBIPS H T.IL.).

OOyyaromuecs M3 4YWCiIa HWHBAIMIOB U JIMI C OrPAaHUYCHHBIMH BO3MOXKHOCTSIMHU
3I0POBbS, TPU HEOOXOAMMOCTH, MOTYT OBITh 00€CHeYeHBl SJIEKTPOHHBIMH W TI€YaTHBIMH
00pa30BaTeNbHBIMU PECypCaMu C YU€TOM MX MHIUWBUIYAIBHBIX MOTpeOHOCTEH. [ peanuzanuu
JMOCTYITHOW Cpelbl MPH HEOOXOAMMOCTH B y4eOHOM TPOIECCe MOTYT OBITh 3a/1€HCTBOBAHBI
JTOKYMEHT-KaMepa [Jisl YBEJIHYEHHUS TEKCTOBbIX (PparMeHTOB U H300pakeHUM (Iyid JUIl C
HAPYIICHUSIMH 3PEHHSI) U MEePEHOCHAs WHIYKIIMOHHAs cucTeMa s ciaabocuprmanmx «HcTok»
A2 co BCTpOEHHBIM TIEEPOM — 3BYKOBBIM HH(OpMATOpOM.

OBbC «YHuBepcuterckas OMOMMOTEKa OHJAMH» mpenocTaBisieT olywaromumcs ¢ OB3
(o 3peHuIo) psiJ BO3MOXKHOCTEH st obecrieueHus 3¢ HeKTuBHOCTH mporiecca oOydeHus. [Ipu
YTEHHH MaciTa® CTPaHMIIBI CaiiTa MOXHO YBEIMYUTH C TOMOIIBIO CIEIHMATBLHOTO 3HAaYKa Ha
[JIaBHOM CcTpaHuile. MOXHO HCIOJIb30BaTh MOJHOIKPAHHBIN peXUM OTOOpaKeHUsS KHUTH WIIH
BKIIFOUUTH 03BYYHBAHHE HETIOCPEICTBEHHO C CaiiTa MPHU MOMOIIN IPOrpaMM SKPAHHOTO JOCTYIIa
(manpumep, Jaws , «Balabolkay»). CkaunBaembie (hparmeHThI B hopmate pdf, mmeromue BICOKOE
KayeCTBO, MOTYT HCIIOJIh30BATHCS THUQIOMPOrpaMMaMu JJisi TOIOCOBOTO O3BYYHUBAHUS TEKCTOB,
MOTYT OBITh 3arpy’ke€Hbl B THQIIOIUIEEPHI, a TaKKe CKOMHUPOBAHBI Ha JI000E YCTPOWCTBO MAJIs
KOM(OPTHOTO YTECHUSI.

CepBuc ObC «lluTaTHUK» MOMOTraeT MOJb30BATENI0 M3BJICYb LIUTATy U aBTOMATHYECKHU
dbopMUpyeT KOppEeKTHYIO0 OHOMHOrpadUYecCKyr0 CCBUIKY, YTO OCOOCHHO aKTyallbHO HJISl JIUI C
OTpaHUYEHHBIMU BO3MOXKHOCTSIMU M 00JIerdaeT Mpolecc HaMMCaHUsl KypCOBOW MIJIM BBIITYCKHOM
KBaJTH(PHUKAIIMOHHOIN paboTBhI.

Jlyst moATrOTOBKM K 3aHATHAM oOyudaromuecs ¢ OB3 (1o 3peHHio) MOTyT MCIOJIb30BaTh
MobunsHOe mpmiokenne DBC «JlaHb», TpeqHa3HAYEHHOE /Uil O3BYYHMBAHMSI TEKCTa KHUTH.
Pexum noctyma: 3leKTpOHHBINA, MPUIIOKEHUE CKAuMBaeTcs OOYyYarolIMMCSI CaMOCTOSATEIbHO C



caiita e.lanbook.ru, HeoOxomumoe ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «JlaHby.
Hcnonb3yercst cBOOOIHO pacmpocTpaHseMas porpaMma dKpaHHoro goctymna Nvda.

[Togpo6Hee 00 opraHu3aIuu JOCTYITHON CPeIbl CM. COOTBETCTBYIOIIUHN pa3/ieil OCHOBHON
npodeccruoHaIbHON 00pa30BaTeIbHON MPOTrPAMMBI.



	РАБОЧАЯ ПРОГРАММА ДИСЦИПЛИНЫ
	2.1. Объем дисциплины
	2.2. Тематический план

	Раздел 1. Документационное обеспечение управления как учебная дисциплина
	6. Ресурсное обеспечение
	6.2. Ресурсы информационно-телекоммуникационной сети «Интернет»




