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1. OBIIME CBEJAEHHUSA O JUCHUIIJIMHE

1.1. HauMeHoBaHHe TUCIHUILINHLI.

PabGouass ydeOHas mporpaMMa MO JUCHUIUIMHE «JlOKyMEHTAIlMOHHOE
o0ecrnieueHre yHpaBleHUs» MNpeaHa3HaueHa Il 0OydarolmuXcsl MO HalpaBICHUIO
nonroroBku 51.03.06 «bubnuoreyHo-uHGOpMaIIMOHHAS EATEIBHOCTEY, TPOQUIH
NOArOTOBKM  «MeHemKMEeHT OHOIMOTEeYHO-MH(POPMALIMOHHON — AESTENbHOCTHY,
kBanM(pukauuu (creneHu) «OakamaBp», B TOM 4YHCIE IS HWHKIIO3UBHOTO
00pa30BaHMsI MHBAJIUIOB U JIUL C OTPaHUYEHHBIMU BO3MOKHOCTSAMH 3/10POBBSI.

1.2 MecTo TUCHMILIMHBI B CTPYKTYpPe 00pa3oBaTeibHOM MPOrpaMMbl

VYyebnas aucuuruinHa «JloKkymMeHTalMOHHOE OOECIeYeHHe YIpaBICHUS
(uagexc Bb1.B.07) oTtHOcuTCcs K BapuMaTUBHOM 4YacTU MOJATOTOBKH OakalaBpoOB,
OCYLIECTBJISIEMOI B COOTBETCTBUU C YYEOHBIM IUIAHOM MHCTHUTYTA 1O HAIIPaBJIEHUIO
oAroToBku 51.03.06 «budauoTeyHo-uHGOPMALMOHHAA AeATEIbHOCTbY»

Kypc sBisiercss OCHOBOM MJii U3YYEHHUS] TEOPETUUYECKUX, METOAUYECKUX U
OpraHU3allMOHHBIX BOIPOCOB YIpaBi€HUs OHOIMOTEYHBIM AesioM. JlucuuminHa
CBA3aHa C 0a30BBIMH JUCHMUIUIMHAMM  Y4€OHOro IUIaHa, TaKUMHU  Kak:
«lokymenTtoBenenue» (b1.b.13.), «MeHemxkMeHT OMOIMOTEUHO-UH(POPMAITMOHHOMN
nestensHOoCTH» (B1.5.20), «Ynpasnenue 6ubnuoreunsim nenom» (b1.5.24). Kpome
TOro, 3TOT KypC CBSI3aH U C JAUCUUIUIMHON BapUaTUBHOW 4acTh «MeEHEmKMEHT
kauectBa» (b.1.B.06).

1.3 Ileab ocBOEeHMSI AUCHUILIUHBI

JHannas paboyas mporpamMma NpeaycMaTpUBaeT YYET OCHOBHBIX TpeOOBaHUM
K YPOBHIO BBICIIEIrO O0Opa3oBaHusi OakalaBpoB, K KayeCcTBY 3HaHUU IO
JUCUUIUIMHAM M TIOCTPO€HAa B COOTBETCTBUU C TpeboBaHusiMu DenepanbHOTo
rocyJlapCTBEHHOTO 00Opa3oBareNbHOro cTaHaapta Poccuiickoit ®denepanuu o
BBICIIIEM 00pa30BaHUMU.

Heabr0 ocBoeHUs AUCHMIUIMHBL  «J{OKyMeHTauMOHHOE oOOecrneueHue
yopaBieHus» sgBisieTcs: (OpMHUPOBAHUE (PYHIAMEHTAIBHBIX, CUCTEMHBIX 3HAHUS O
CUCTEME  YNPaBIEHYECKHX JOKYMEHTOB B  JIEATEIbHOCTH  OUOIMOTEUHO-
UHPOPMALMOHHBIX  yupexaeHui M3ydeHune mnpoOieMaTuku NpeaycMaTpUBaeT
U3yYeHUE JTOM JUCHUIUIMHBI C YYETOM HCTOPUYECKHX OCOOCHHOCTEH eé
CTAaHOBJICHUS] KaK HayKd. OJTO COCTaBHas 4acTh Kypca  YIpPaBJICHUS JIIOOBIM
YUPEXKIACHUEM KYJIbTYpbl. YIIpaBlIEHYECKas JACSATENBHOCTh B  OpraHU3alud
OuOAMOTEHYHOTO Aena TpeOyeT OT pyKOBOJUTENS yMEHHsI paboTaTh C JOKYMEHTAMH,
YMEHUSI OpraHu3oBaTh padoTy CiIyk0 AokymeHTaluu. [loaToMmy B TemMaTUKy Kypca
BXOJST MPOOIEMbl TOKYMEHTUPOBAHUS JEATEILHOCTH COBPEMEHHOM OpraHu3aiui,
['OCT(»1) 1 cTaHgAPTHl O JOKYMEHTAILIMK, OPTaHU3alusl padoThl C JOKYMEHTAMU U
BOIIPOCHI X COXPAHHOCTH.

3agaum Kypca:
— o0ecneyuTh CTyIeHTY 3HaHHE TEOPETUUECKUX OCHOB JIEJIONPOU3BO/ICTBA;
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—  J1aThb CTYJACHTaM CHCTEMHOE MPEACTABICHUE O Pa3BUTHUU JOKYMEHTOB,
JOKYMEHTAIlMM, O COCTaBe CIHYXEOHBIX JIOKYMEHTOB, OCOOCHHOCTSIX HUX
o¢opMIICHHS B COOTBETCTBUH C IIPaBUJIAMH,

— TPUBUTHh YMEHHE COCTaBJCHUS W OQOPMIICHHS JIOKYMEHTOB B
COOTBETCTBHHM C ITPABWJIAMHU B 3aBUCUMOCTH OT HA3HAYCHUS,

—  KBATA(DHUITUPOBAHHO HUCCIeI0BaTh COCTaB JIOKYMEHTALIUU
YUYPEKICHUS, OPTAaHU3ALMHU, TPEATIPUATHS.

1.4 Ilnanupyemble pe3yabTaThbl 00y4eHUs1 AUCHUIVIHMHE «/[OKyMeHTallMOHHOe
o0ecreyeHne ynpaBJeHUsD

Kon DopMyJIHPOBKA YpoBHU Iliianupyemble pe3yabTaThl
KOMIICTCHIINH 0CBOCHUA Oﬁy‘leHl/lﬂ
OIIK - | T'oroBHOCTb HCIIOJIB30BATh IToporossrit Nmeet obOmue, HO HE CTPYKTYpHUPOBAaHHEIC
3 HOPMAaTHBHO-TIPAaBOBBIC AKTHI B YPOBEHb 3HAHMS HCIIOIb30BaTh HOPMAaTHBHBIC
cBoei mpodeccHoHaNbHON TIPaBOBBIE aKTHI B CBOCH IPO(heCCHOHAIBHOM
JCATCIIBHOCTH JACATCIBHOCTH.

B nenom ycreriHoe, Ho He CUCTEMaTHYECKH
OCYIIECTBIISIEMOE YMEHHUE HCIIOIb30BaTh
HOpPMAaTUBHBIE [IPABOBbIE aKThl B CBOEH
npodeccroHaNbHOI NI TeIbHOCTH.

B nenom ycreriHoe, Ho He CHCTEMAaTHIECKoe
BJIQ[ICHHE HABBIKAMH HCIIOJIb30BaTh
HOPMATUBHBIC IIPABOBBIC aKTHI B CBOCH
Ipo(eCCHOHANBHOM JASSTSILHOCTH.

CrangapTHbIN CchopmMupoBaHHBIe, HO COAEpIKaIIIHe
YPOBEHb OTAENbHBIC TPOOEIBI 3HAHNUH 1O
HCTIONIB30BAHHMIO HOPMATHBHBIX IPABOBBIX
aKTOB B CBOeH mpodeccrnoHaIsHON
JeATEeIIbHOCTH.
B 1enom ycrnenrHoe, Ho cozepaariee
OTJeNbHBIC TPOOEIBl B YMEHUH UCTIOIb30BaTh
HOPMAaTHUBHBIE IPABOBbIC aKThI B CBOEH
npodeccroHaBHOI eI TeIbHOCTH.
B nienom ycrnenrHoe, HO cozepkariee
OTAENbHBIC TPOOEIIBI BO BJIAICHUN HABBIKAMH
HCIIONIb30BAaTh HOPMATHBHBIC TTPABOBHIE AKTHI
B CBOEH Npo(heccCHOHAILHOM JeTeTbHOCTH.

OTanoHHbIH CdopMupoBaHHbBIE CHCTEMAaTHUECKHUE 3HAHUS
YPOBEHb 00HCIIOIb30BaHNN HOPMATHBHBIX ITPABOBBIX
aKTOB B CBOEH mpodeccrnoHaIsHON
JeATEeIbHOCTH.

CdopmMupoBaHHOE CUCTEMATHUECKOE YMEHUE
HCTI0JIb30BATh HOPMATHUBHBIC MTPABOBBLIC aKThI
B CBOEH Mpo(heCcCHOHAILHON JeATeIbHOCTH.
YcnenHoe 1 Mociae10BaTeNbHOE BIaICHUE
HaBbIKaMH HCIIOJIb30BATh HOPMATUBHBIC
MIPaBOBBIC aKTHI B CBOCH MPO(eCCHOHATHHON

JIeATeIIbHOCTH.
OIIK | I'oroBHOCTB BEICTpanBaTh Ioporo.srii Hmeer oOmue, HO HE CTPYKTYpHUpPOBaHHbIC
_4 3¢ QeKTUBHbIC YPOBEHb 3HAHMSA B o0jacTH  OpraHu3alyu
BHYTPUOPTaHW3aI[MOHHBIE 3¢ PEKTUBHBIX BHYTPHOPTaHU3AIIMOHHBIX
KOMMYHUKaIUU KOMMYHUKaINH, METO/INKE nx

BBICTPAMBaHUS B YCIOBHUAX OMOITHOTEKH.
YMeeT, HO C CYIIECTBEHHBIMH OINUOKaMHU
BBICTPanBaTh s dexTrBHBIE
BHYTPHOPTaHU3AIMOHHBIE KOMMYHHUKAIHH
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Kon

DopMyJIHPOBKA
KOMIIETEeHIIUH

YpoBHHU
O0CBOCHHS

Ilnanupyembie pe3yabTaThl
00y4YeHust

Crioco0eH B 1LEJIOM YCIIEIIHO, HO He
CHCTEMaTHYECKU BBICTPaNBaTh
3¢ QeKTUBHBIC BHYTPUOpPTaHN3al[MOHHBIE
KOMMYHHUKAIUN

TOTOBHOCTBIO BBICTPamBaTh 3P (PEKTHBHEIC
BHYTPUOPTaHN3AI[MOHHBIE KOMMYHHKAIH
Bnaneer HaBBIKAMU
BHYTPHUOPTaHMU3AI[MOHHBIX ~ KOMMYHHKALIUH
HEBBICOKOH CTETIEHH CIIOKHOCTH

CranmapTHBIN
YPOBEHBb

Vmeer cdopmupoBaHHBIE, HO cOIEpIKaIlue
OTIeNbHBIC TPOOENBl 3HAHUS O CIeIuduke
OpraHu3aluu 3¢ PEKTUBHBIX
BHYTPUOPTaHU3AIMOHHBIX ~ KOMMYHHUKAIIWH,
METOJMKE MX BBICTPAaMBaHHsS B YCIIOBHSX
OnbIHOTEKN.

YMmeer B LeNOM  YCHNEIIHO, HO C
OTIpeIeIeHHBIMU npobenamu
CHCTEMaTHYECKH BBICTPaNBaTh
s¢dexTrBHBIE BHYTPHOPTaHU3aLHOHHBIC
KOMMYHHKaIUH

Croco0GeH B IeJIOM YCIICIIHO, BBICTPAaHBAaTh
s¢dexTrBHEBIE BHYTPHOPTaHU3aLHOHHBIC
KOMMYHUKaIUU

Bnaneer HaBBIKaMHU BBICTPaUBaTh
3¢ PeKTUBHBIC BHYTPHOPTraHU3aLIMOHHBIE
KOMMYHUKaIUU cpenHeit CTETIeHH
CJIOYKHOCTH

DTaIOHHBIN
YPOBCHB

Hmeer chopMUpOBaHHBIE CHCTEMATHYECKUE
3HAHMS 0 crneuupuKe OpraHU3aLUH
3¢ eKTUBHBIX BHYTPHOPTaHU3aLHOHHBIX
KOMMYHHKaIHU, METOJHKE ux
BBICTPAUBAHUSA B YCIOBHAX OHOIMOTEKH.
YMeeT  yCHeIHO M CaMOCTOSTENBHO
CHCTEMaTHYECKH BBICTPaNBATh
s¢dexTrBHBIC BHYTPHOPTaHU3aLOHHBIC
KOMMYHHUKaIUH

VYcnemHoe U IHOCIEOBATEIbHOE BIAJCHUE
YMEHHSMH  BBICTpauBaTh S (EKTHBHBIC
BHYTPHOPIraHU3aIMOHHbIE KOMMYHHUKAIINU
Brnaneer HaBbIKaMHU BBICTPaNBaTh
s¢dexTrBHBIE BHYTPHOPTaHU3aLHOHHBIC
KOMMYHHKaIUH

BBICOKOH CTEIECHH CII0KHOCTH

IK-
15

CrmocoOHOCTE  popMHpOBATH U
NOAJCPKHBATh  PALlMOHAJBHYIO
CHCTEMY  JOKYMEHTAllMOHHOTO
obecrieueHus

[Hoporoserit
YPOBEHb

Nmeer oOmme, HO HE CTPYKTYpHUPOBAHHEIC
3HaHUS B 00JACTH PAalMOHATBHOW CHCTEMBI
JOKYMEHTAITHOHHOTO obecrieueHus B
YCIOBHSAX OUOIHOTEKH.

YMeeT, HO C CYIIECTBEHHBIMU OINUOKaMU
BBICTPaMBaTh  DAIMOHAIBHYIO  CHUCTEMY
JOKYMEHTAI[HOHHOTO 00eCIIeYeHUs
CrmocobeH B TI€IOM  YCHEIIHO, HO He
CHCTEeMaTHYECKU BBICTPaMBaTh
panroHaIbHYIO CHCTEMY
JIOKyMEHTAI[HOHHOT'O 00eCIIeYeHns

Bnanmeer HaBBIKAMU OpraHU3aIIH
paMoHaITbHON CHCTEMBI
JOKYMEHTAITHOHHOTO obecrieyeHUs
HEBBICOKOW CTEIICHH CI0XHOCTU

CraHjapTHBIH
YpOBEHb

Nmeer chopmupoBaHHBIE, HO COJEpIKallUe
OTJeNbHBIC NPOOENsl 3HAHUS O creluduke




6

Kon DopMyJIUPOBKA

KOMIICTCHIUHU

YpoBHHU
O0CBOCHHS

Ilnanupyembie pe3yabTaThl
00y4YeHust

CUCTEMBI
obecrieueHus B

OpraHM3alid  palnuOHAIBHOMN
JOKYMEHTAI[HOHHOTO
YCIOBUSIX OMOINOTEKH.
YMeer B LenoM
OTIpEAEICHHBIMA
CHCTEMaTHYECKU
panoOHATIBHYIO
JOKYMEHTAI[HOHHOTO 00€CIICIECHUS
CriocoOeH B IEJIOM YCIEITHO, BBICTPAauBaTh
panoOHATIBHYIO CHCTEMY
JOKYMEHTAI[HOHHOTO 00eceYeHus

Bnaneer HaBbIKaMHU BBICTPaNBaTh
paunoHaBHYIO CHCTEMY
JOKYMEHTAI[MOHHOTO O0ECHeUeHUs] CpeaHei
CTENECHH CI0XKHOCTH

yCHEIIHO, HO C
npoberaMu
BBICTPaNBaTh
CHCTEMY

DTaIOHHBIA
YpOBEHb

Nmeer chopMUpOBaHHBIE CHCTEMaTHYECKHUE
3HAHMS 0 crneuuduke paoOHAIBHYIO
CHCTEMY OKyMCHTALHOHHOTO OOeCICYCHHS
B YCIIOBHAX OMOJIMOTEKH.

Vmeer ycnenrHo u CaMOCTOATCIbHO
CUCTCEMATHUYCCKHU BBICTpanBaThb
panrOHAJIbHYIO CUCTEMY

JOKYMCHTAllTUOHHOT'O obecneueHus
YcnemHoe U MOcCienoBaTeIbHOE BIaJCHUE

YMEHUSMH  BBICTpaWBaTh  palHOHAIbHYIO
CHCTEMY JOKYMEHTAI[HOHHOI'O 00CCIICUeHUS

Bunageer HaBbIKaMU BBICTPauBAaTh
palUOHAIILHYIO CHUCTEMY

JAOKYMCHTAllTUOHHOT'O obecrneueHus
BBICOKOH CTEIICHU CI0KHOCTH

2. O0béM U coaepxaHue TUCHUILIAHBI

2.1.00L6M TUCHUILTHHBI

[Iporpamma mpemycMaTpuBaeT Kak YTEHHUE JICKIMM, TaK U 3aKperuieHue

3HAHUM Ha  NPAKTUYECKUX

3aHATHAX.

Kpome

TOrO, BKJIIOUCHA u

caMoCTOfATeNbHAs paboTa CTyJAeHTOB. B kadecTBe (OpM KOHTPOJsi 3HAHUMN

IIPEyCMOTPEH SK3aMEH.

300

Bua yueOHoi padoTbl Beero 9acon Kype
KonTtakTHas padora (Bcero) 18 3
B toMm uncae:

- nexyuu (J13) 8 3
- cemunapwl (C3) -
- npakmuyeckue (I13) 8 3
- meaxozpynnosuvie (MI3) -
- unousudyanvivle (M3) -
- epynnogoe Koucynomuposarue (I) 2 3
-UHOUBUOYAIbHOE KOHCYIbmupogarue (M) -
CamocrosiTebHasi padoTa CTyIeHTa (Bcero) 126 3
CPC 117 3
KOHTPOJIb 9 3
B toMm uncre:
- 10020MOBKA KYpCo8oll pabombi -




. 300
Bupn ydeOHoii padoThI Beero 9acon xype
- meKywuil KOHMpPo.ib -
- npfa/weafcymoqnbld KOHMPOJb (N0020MOBKA K 9 3
3auémy/aK3ameny)
OO0 as Tpy10eMKOCTD:
(Bcero 3a£.yez[./lcon-so yacoB no ®IroC) 41144 3
Bua npomexyTouyHoii arrecranuu (3a4er, Kypc¢
IK3aMeH)
3ayem -
K3AMEH 3
2.2. TemaTu4yecKMH IJIaH
Kou-Bo yacosB
KonrakTHas padoTa CamocTosiTesibHas padoTa
- CTYJIE€HTOB
HaumenoBanue :4 = KOHTPOJIB
Ne pa3esioB U TeM B = S| 8 CPC
n/n (popmupyembie S E 2 e g g O
KOMIIETEeHIIHH) °®8 | § Bl 3| m| 8| I npome
3 3 = z | 59 | CPC | rexy x
m 2 5| 2 i yrTod
< HbIi
Pa3znen 1 Beeaenne. JlokymeHTAaNMOHHOE 00ecnieyeHUe yIIPaBJIeHUs KaK yueOHast
JUCHHUILIMHA
1.1 | Mecro IOV B 2 2 5
. CHUCTEME HAyK
1.2 | OcHOBHBIC
KJIacCU(PUKALINH
nokymenToB (OIIK-3, 2 2 2
OIIK-4, TIK-15)
1.3 | Hdepxarenu
nokymenToB(OI1K-3, 3 3 3
OIIK-4, TIK-15)
Pa3nes 2. JIoKyMeHT U ero peKBU3HTHI
2.1 | T'ocynapcTBeHHBIE
ctannaptsl P6.30 — 97
u P6.30-2003 — 11 1 1 10 10
CXOJICTBO U
pazmmane(OITK-3,
OIIK-4, TIK-15)
2.2 | TOCT P 7.0.97-2016),
€ro 0COOEHHOCTH
(OIIK-3, OIIK-4, TIK- 11 1 1 10 10
15)
2.3 | ®opmymsp
JIOKyMeHTa. Buibl 5 5 5
omankoB(OI1K-3,
OIIK-4, I1K-15)




2.4

PexBusutnl
nokymeHnTos. (OIIK-3,
OIIK-4, TIK-15)

12

10

2.5

Opranu3zanuoHHo-
IIPaBOBEIC
nokymentsl. (OIIK-3,
OIIK-4, [1K-15)

14

10

2.6

CrnpaBouHo-
UH(OPMAIMOHHBIE U
CIIPaBOYHO-
aHAINTHYECKHE
nokymentsl. (OIIK-3,
OIIK-4, [1K-15)

13

10

2.7

Opranu3zanuoHHO-
pacnopsiIuTeIbHbIe
nokymentsl (OITK-3,
OIIK-4, [1K-15)

13

10

2.8

CTHIIb U SI3BIK
JIEIIOBOTO IOKYMEHTA.
(OIIK-3, OIIK-4, ITK-
15)

Pa3nea 3. JlokymeHTHPOBaHHE TPYAOBBIX

NPAaBOOTHOIICHU

3.1

JIOKyMEHTBI 110
JTUYHOMY
cocraBy(OIIK-3,
OIIK-4, TIK-15)

17

2 2 15

3.2

3amura
MEepCOHATBHBIX
nansbix(OI1K-3,
OIIK-4, [1K-15)

15

3.3

Howmenxknarypa
nen(OIIK-3, OTIK-4,
I1K-15)

3.4

JokymenToo60pot(O
[1K-3, OIIK-4, IT1K-
15).

3.5

TexHomorus paboTHI C
nokymentom(OI1K-3,
OITK-4, TIK-15)

10

10

10

KonTpons CPC

KoncynbTHpoBanue k

JK3aMeHny (1)

Bcero no aucuunjinHe

144

18 | 8 - 8 2 | 126

117

2. 3. KpaTtkoe coaep:kaHue pa3iejioB U TeM

Beenenue

Bsenenue B Kypc.

MEXAUCITUTUIMHAPHBIE
UH(OPMAIMOHHBIMU

PackpsiBaercs mnpenmer,
CBSI3H.

Iloka3piBaeTCca CBSI3HL C

3aJ1auu,

CTPYKTypa Kypca,
oOIlleHaAyYHBIMU U

JUCITATIIIMHAMH, C MPAKTUKON

OMOJIMOTEYHO -
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oubnmuorpaduueckoit nesarenbHOCTH. ONHUCHIBACTCS 3HAYCHHUE MUCIMIUIAHBI IS
MOATOTOBKM  CIEHMAIMCTOB B chepe  OuOIMOTEYHO-MH(GOPMALIMOHHON
JIESITEIIBHOCTH B COBPEMEHHBIX ycioBusX. Jlaércs 0030p yueOHOW nmTepaTypsl U
OCHOBHBIX UCTOYHHKOB T10 KYpCY.

Paznen 1. JlokymMeHTALMOHHOE O00ecIieYeHrE YIIPaBJIeHHUS KaK y4eOHas
AUCHHUILIMHA
Tema 1.1 Mecto OY B cucreme Hayk

Onpenenenne  nokymeHTa. [loHATHS —~ «JOKYMEHT», «HOCHTEIb
uHbOpMaIIUN», «ECTECTBEHHBI W MCKYCCTBEHHBIM SI3BIKM JOKYMEHTa.
[IpenmMer u 00BeKT wuccieqoBaHus. B3auMoOCBsI3M C TyMaHUTapHBIMU
Haykamu. CrocoObl JokyMeHTHpoBaHUs ((OTO-, POHO-TOKYMEHTUPOBAHUE;
PYKONHMCHBIE JIOKYMEHTHI). JIOKYMEHTBI — HOCHUTEIH OIEpPaTUBHON U
PETPOCIEKTUBHON MH(pOpMALIUN.

Tema 1.2. OcHOBHBIC KIacCH(PUKAINEA JOKYMEHTOB

Knaccupukanum ROKyMEHTOB, MX CXOACTBO M pazinuuue. Pazgenenue
JOKYMEHTOB 10 (opMme (TEKCTOBbIE, TpaUUeCKHe ayIHOBU3YaJIbHBIE), IO
PEAAKIIMOHHO-U3/1aTENbCKOM HOJITOTOBKE (omyOIMKOBaHHBIE,
HEOMYyOJIMKOBAaHHBIE), MO CTENEHH MepepadOoTKu (NEpBUYHbBIC, BTOPUYHEBIE),
0 I[EJICBOMY H YHTATeNbCKOMY HaszHadeHHio ©u T.J. OdunuaibHbie
JOKyMEHTBI (HOPMATUBBI, CTaHAAPTHI, MPEHCKYpaHTHI), UX O0A3aTEIbHBIN
XapakTep, pazaeieHne Mo TePPUTOPUATHHBIM YPOBHIM. DYyHKIIUU TOKYyMEHTA
— o011ue U creuaibHbIe.

Tema 1.3. [lep:xaTesin JOKYMEHTOB

[ToHsiTHE «apXWUBHBIM TOKYMEHT». BHUIbI apXUBOB — IrOCYyIapCTBEHHBIE,
BEJIOMCTBEHHBIE, MEXBEJOMCTBEHHbIE, JIMYHblE. Buasl TOKyMEHTOB
roCyAapCTBEHHOIO apXuBa: OpraHU3alMOHHO-PACIIOPSAUTEIIbHbBIE
JOKYMEHTBI, TBOPYECKHE JIOKYMEHTBI, JMYHBIE AapXUBBl. OKCIEPTH3a
JNOKYMeHTOB. CHcTeMaTu3alys apXuBHBIX TOKYMEHTOB, (JOPMUPOBAHUE JIE.
VYyérHble (QOpMBI apXUBHBIX JTOKYMEHTOB. ApXHMBBI M apXWUBHbIE (OHIBI
XabapoBCKOTO Kpasi.

My3eliHple 3KCIIOHATBI W MY3€WHBIE JOKYMEHTBI — CXOJICTBO H
paznuuue. Perucrtpanus, HMHBEHTapu3aluusi M KaTalOrM3alus MYy3€HHBIX
JIOKYMEHTOB. YYETHO — XPaHUTEIbCKUE IOKYMEHThI My3€s. DTambl CO3JaHus
MY3€MHOM TOKYMEHTALIUH.

bubnuoreka kak aepkarenb TOKyMEHTOB. OCOOEHHOCTH OMOJIMOTEUHBIX
JIOKYMEHTOB.

Paspnen 2./l0kyMeHT 1 ero peKBU3MTHI

Tema 2.1 T'ocynapcTBeHHbIE CTAHAAPTHI 10 JOKYMEHTONPOU3BOACTBY
[Ipoueccht ynudukanmu u crapgaptuzanuun. ['OCT(b1) «YHUDUIEIPOBAHHBIC
CUCTEMBI JOKyMeHTauum» B cucteMe nenonpousBoictsa. ['OCT P6.30 — 97 u
I'OCT P6.30-2003 — cxomctBo u paznuume. Kiaccudukanus JOKyMEHTOB
OpraHU3alxH.
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Tema 2.2. ®opmyJisip 10KyMeHTa. Buabl 0J1aHKOB
dopmynsip mokyMeHTa. TumnoBod Qopmymsip u ¢Gopmyisap-oopaszen.  Bujbl
onankoB. TpeOGoBaHusi K HCIOJIB30BAHUIO, M3TOTOBJICHUIO, YUETY U XPaHEHUIO
0s1anKoB ¢ repdbamu P® u repbamu cyobekToB PD.

Tema 2.3. PeKBU3UTBI JOKYMEHTA
Pasmeps! monelt U pacroyiokeHne peKBU3UTOB. TpeboBaHHS K OQOpPMIICHHUIO
pPEeKBU3UTOB JOKyMeHTOB. Homenknatypa pgen. OtpaxeHue KiIacCH(PHUKAIUU
JTOKYMEHTOB B HOMEHKJAType aein. HomeHkiarypa Kak OCHOBHOW YYETHBIM
JOKYMEHT B J1eJIoNpon3BocTBE. CTPYKTypa HOMEHKIATYPBHI.
['pynnupoBKa JOKYMEHTOB OJHOTO KaJIEHAApHOro roja B Aena. JlOKyMEHTBI
MOCTOSIHHOT'O U BPEMEHHOI'O CPOKOB XpaHeHusl. CpOKM XpaHEHHs TOKYMEHTOB.

Tema 2.4. Opranu3anMOHHO-NIPaBOBbIE JOKYMEHTbI
PexBuzutsl OIIJl. YcraB opraHu3anuv Kak CBOJ HpaBWI, PETYIUPYIOLIUX
JESATENbHOCTh OPraHU3alNi, UX B3aUMOOTHOILLICHUN C IPYTUMHU OPTraHU3aLMsIMU, UX
nmpaBa W 00s3aHHOCTU. [loJO>KeHMs, JOJDKHOCTHBIE WHCTPYKIIMHU, IITATHOE
pacnucanue. [1onoXeHnss UHAUBUYaIbHbIE U TUIIOBBIE.

Tema 2.5. CipaBo4HO-UHGOPMAIMOHHBbIE U CIIPABOYHO-AHAJIUTHYECKHE
TOKYMEHTBI.

COop n 00paboTKa OOBEKTUBHOM M JOCTOBEPHON HH(POPMALIUM KaK yCIOBUE
YCHENIHOTO Tpollecca MPUHATHS — yIpaBlIeHYecKoro pemieHus. [IpoTokod,
JOKJIaJHAsl 3alrcKa, TMpeIoKeHne, OOBICHUTENbHAS 3aIlucKa, 3asBIICHUE,
MpEACTaBIICHUE, CIpaBKa, akT. KpaTkuii MPOTOKOJ, BBIMHCKA W3 MPOTOKOJA.
NudopmarimonHsiii 0OMEH ¢ MOMOIIBIO TTepenucku. Buapl ciykeOHOM mepenucku:
CiIy’keOHOe THUChMO, Tejerpamma, TenedoHorpamma, dakcorpamma, 3JIEKTPOHHAS
nourta. O0s3aTeNnbHbIE PEKBU3UTHI TMCbMa. BUIBI CITyKEOHBIX TTHCEM.

Tema 2.6. Opranu3anMoOHHO-PACTIOPAANTEIbHbIEC TOKYMEHTHI
PacnopsiaurensHass ~ gokymeHTanus.  PacnopsauTenbHble  JOKYMEHTHI,
W3/1aBacMble KOJUIETMAIBHO — IIOCTAHOBJICHUS, pEIIeHMs. PacnopsaurenpHble
JOKYMEHTBI, W3/1aBAaEMble €IMHOJIMYHO - MPHUKA3bl, YKA3aHUS, PACHOPSKEHUS.
PexBu3nthl npukaza. Buasl npukazos.

Tema 2.7. CTUIb U A3BIK 1€J10BOI0 J0KYMEHTA

OcobennocT ohUIHATBHO-IETOBOTO CTHIIA. Jlexcuueckue,
MOP(OJIOTUYECKHE W CHHTAKCHYCCKHE CPEJCTBAa S3bIKa TIPH  COCTABJICHHH
CITy’KEOHBIX TOKYMEHTOB. TpeOOBaHMS K TEKCTaM JOKYMEHTOB: TOYHOCTb, SICHOCT,
JJAKOHUYHOCTb. Ynorpebnenue CITEIIAILHOM JIEKCUKH (TepMUHBI,
poeCCHOHAIN3MBI M JKaproHHO-TIpO(pecCHOHAIbHBIE  ClIOBa). Y cTapeBInas
JEKCUKa — apXaum3Mmbl WM uctopu3Mbl. [IpaBuna ymorpeOieHuss HEOJOTU3MOB H
WHOCTPAHHBIX CJIOB B JCJIOBBIX IOKyMeHTaX. Mcmoiap30Banne abopeBuaTyp.
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Pa3znen 3. JlokymMeHTHpOBaHUe TPYAOBbIX IPABOOTHOLICHHI1
Tema 3.1. JIoKyMeHTBI 110 JIJUYHOMY COCTABY
JIOKyMEHTBl 1O JMYHOMY cocTaBy (1o mnpuémy Ha paboTy, HEpeBOy,
YBOJIBHEHUIO, MO O(OPMIIEHHIO OTIIYCKOB, MOOIIPEHUM W B3bICKaHUM). Buuel
JIOKYMEHTOB: 3asIBJICHHE, aHKETa, TPYAOBOM JOTOBOp (KOHTPAKT), MpUKa3 O IpUEME,
JMYHAs KapTOUKa, JUYHOE Aeio. [IpaBuia 3an0JIHEHNs aHKETHI.

Tema 3.2. 3ammTa NePCOHANBHBIX JAHHBIX
Kon¢punennuansnas unpopmanus. Buasl koHpuaeHmansHoil nHGOpMAaIUm.
[lonsiTue «mepcoHaNbHBIE JAHHBIC». 3allUTa [EPCOHANBHBIX  JAaHHBIX —
OpraHu3alMOHHAas, TEXHUYECKasl, TPaBOBasi, IPOrpaMMHO-MaTeMaTHYECKasl.

Tema 3.3. lokymMeHT0O000pPOT
Opranuzanusi JeJ0NpOU3BOJCTBEHHON CIIy»KObl mpeanpusaTus. Bxoasiue,
UCXOMSIINE, BHYTPEHHHE JTOKYMEHThl. OCHOBHBIE NapaMeTpbl M COAEpPKAHUE
TOKyMEHTONoToKa. CTpyKTypa HOKYMEHTONOTOKa. Perucrpanuss TOKYMEHTOB.
dopmupoBanue nen. Mcnonb3oBanue [19BM B 1oKyMEHTAallMOHHOM OOECIICUCHUH
yrnpasiieHus. ParmonanapHas cucteMa JOKyMEHTO000poTa.

Tema 3.4. TexHosiorust padoThbl € JIOKYMEHTOM
TexHonornyeckas ILEMOYKa ONEPALMI: COCTABJICHHE IPOEKTa JOKYMEHTA,
COTJIACOBAHME TIPOCKTA, YTBEPXKICHUE JIOKYMEHTAa PYKOBOAUTEIEM; MPUEM U
NpPEIBAPUTEIILHOE PACCMOTPEHHE JOKYMEHTa  PYKOBOJICTBOM, HCIOJHEHUE H
KOHTPOJIb UCTIOJIHEHUS, (hopMuUpoBanue esl. KOHTpoIb UCIOTHEHUS TOKYMEHTOB.
CpoKH UCTIOJIHEHUS] JOKYMEHTOB.

3. YYEBHO-METOJUYECKOE OBECIIEYEHUE IS
CAMOCTOSITEJBHOM PABOTHI OBYYAIOLMXCS o
JTACOUTIINHE

3.1. o y4eOHOMY IVIAHY CEMHHAPBHI He MPEAYCMOTPEHbI
3.2. Il;1aHbl NpAKTHYECKUX 3aAHSATHI

CTyneHThl BBINOJHSIOT MNPAKTHYECKUE 3aJaHUsl KAaK IOJ PYKOBOJICTBOM
Ienarora, TaKk M CaMOCTOSITEIBHO, IOCJIE€ KOHCYJIbTAllMW C MPENOJABaTeNIEM H
MOJIyYEHUs PEKOMEHAAINUN [0 UX BBIIIOJIHEHHUIO.

CtyneHTsl MpU TMOATOTOBKE K MPAKTUUECKOW pabOTe MOKHBI MOBTOPUTH
JEKUUOHHBIM MaTepuaJl M CaMOCTOSTEIBHO HW3YYUTh BOIPOCHI, CBSI3aHHBIE C
CO3JIaHUEM JIOKYMEHTOB OPTraHU3alUH.

IIpakTuyeckue 3anstus 1 - 3.
K pazneny «/lokyMeHT 1 ero peKBU3UTHD»
IIpopoxuTeIbHOCTD - 6 YacoB
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Henp 3anaTmii: npuoOpeTeHHE  MPAKTUYECKUX  HABBIKOB  COCTABJICHHS
OpraHU3allMOHHBIX,  PACHOPSAMTENIbHBIX U MH(OPMAILIMOHHO-CIPABOYHbIX
JIOKYMEHTOB

I11aH NpaKTHYeCKUX 3aHATHM:

1. CocraBnenune YcraBa OpraHu3allMM, IITATHOTO PACHUCAHUA, JOJDKHOCTHBIX
MHCTPYKIUN

2. CocraBiieHHE TPUKA30B [0 OCHOBHOW JEATEIBLHOCTH, IPOTOKOJA OOIIEro
coOpaHus

3. CocraBieHue JOKIaTHON 3aMUCKH

4. CocraBieHHe NUCbMa-IIPETEH3UU HA HEKAYECTBEHHBIN TOBap

B paMkax nmpakTHuecKoro 3aHsATUs POBOAUTCS AesioBas urpa «Co3ngaii cBoé
JAeJIO»: TOArOTOBKA CTYACHTAaMH OCHOBHBIM YYPEIWUTENBHBIX JIOKYMEHTOB
co3maBaeMoro npeanpusatus. Cnepyromui stan - pa3paboTka JOKYMEHTOB,
HEOOXOJUMBIX JUIsl OpraHU3alMK MPOU3BOJICTBEHHO-XO3SICTBEHHON N1E€ATEIbHOCTH
npeanpuATud. B 3akiroyeHue INpPOU3BOAUTCA IOATOTOBKA NAnKu «/Jlemo» s
OLICHKH Ka4yeCTBA JIOKYMEHTOB.

IIpakTnueckoe 3ansaTue 4
K pasneny «/lokymMeHTHpPOBaHUE TPYAOBbIX IPABOOTHOIIECHUID)

Tema «Ilopsanok ABH:KEeHHMS JOKYMEHTOB B OPraHU3alluN»»
IIpoaoKuTeIbHOCTD - 2 Yaca

Henab 3anaTHs: npuoOpeTEHUE MPAKTUYECKUX HABBIKOB IO JIOKYMEHTOOOOPOTY
OpraHu3aluu

Il;1aH NpaKTUYeCKOro 3aHsITHS:

CocraBneHue cxembl JBHKEHNS BHYTPEHHUX, HCXOISIINX U BXOIAIINX JOKYMEHTOB
B OuOIMOTEKE

HenoBast urpa  «JlokyMeHT0000pOT 7 ero OpPraHu3anus».
PaccmaTpuBaeTcs HOpMaTUBHO-METOAMYECKAsl PETIaMEHTalusl JOKYMEHTO000pOTa.
N3y4daroTcst 1 00CYKIat0TCsl OCHOBHBIE MpaBUiia OpraHU3alMK TOKyMEHTO000poTa
Ha NPENpPUATUH, BBISIBISIOTCS KAUECTBEHHbIE XapaKTEePUCTUKU JOKYMEHTO000pOTA.
CryzneHTsl KJacCUuPUUUPYIOT JOKYMEHTOIIOTOKH: TOPU30HTAIbHbIEC, BEPTUKAIBHEIE,
BOCXOJSIINE, HUCXOMSIIUE, BXOASANINE, UCXOASIIME U BHYyTpeHHUE. [IponsBoauTcs
noACcYET 00BEMA TOKYMEHTOO00pOTA.

JIns ToJlydeHus NPAKTUYECKUX HABBIKOB IO [JAHHOW TEME CTyAEHTaM
npeajiaraeTcs pa3padoTaTh CXeMy JOKYMEHTO000pOoTa /Il KOHKPETHON OMOINOTEKH.

[TogroroBka u ydactue B aesqoBoil urpe «OdopmiaeHue JOKYMEHTOB 10
Ka/JpoOBOMY cocTaBy». B Xxoze 1enoBOM UIpbl CTYAEHTHI MOJIYYarOT IPAKTUYECKUE
HaBbIKM O(OpMIIEHUS JOKYMEHTOB IpU MpuéMe, YBOJIBHEHMH U TEPEBOE
paOoOTHHKA Ha IPYTYIO JOJDKHOCTB; TPYAOBBIX KOHTPAKTOB; MPUKA30B IO JUYHOMY
coctaBy. M3y4aroT OCHOBHbIE PEKBU3UTHI JOKYMEHTOB U MpaBuia UX 0GOPMIICHHUS.
Coo0miaroTcst cBeieHUs O TpaBuUiiaX OQOPMIICHUS TPYAOBBIX KHUXKEK, JIMUHBIX
KapTOYeK, JINYHBIX JIe]1 paOOTHUKOB.
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3.3. Bonpochl AJ1s1 CAMOKOHTPOJIS 110 pa3jaesiaM M CHUNINHbI
CamocrosiTesibHAsA pad0Ta BKJIKOYAET:

1. V3ydyeHne W KOHCHEKTHUPOBAHWE JOIMOJHUTEIILHOM JIUTEpaTyphl B
COOTBETCTBHH C NMPOTpaMMOi Kypca.

2. KoHcynbTanuu npemnoiaBatelis no Hauoosee CI0KHBIM TEMaM.

3. CaMmocTosITeNbHOE BBIMIOJIHEHHE JIA0OPATOPHBIX PadOT, MPEATIOKEHHBIX
IPENO/IaBATEIIEM.

['TaBHBIM HaIpaBJIEHUEM CAMOCTOSTEIBHOM padOThl CTYACHTOB SIBISIETCS
MOJITOTOBKA K MPaKTHYECKUM 3aHsATHsIM. B mpoiecce camocTosTeNnbHOM paboOThI
CTYJIEHTBhI JIOJDKHBI O3HAaKOMHUTBCA C PEKOMEHAYEMOW JHUTEpaTypod, H3Yy4HTh
HOPMAaTUBHYIO JIOKyMEHTaluio 1o Kypcy. Ilpm HeoOXoaumocTu caenaTh
cooTBeTcTBytomue 3amucu. (Ocoboe BHUMaHHE JODKHO OBITh  YAENEHO
PacCMOTPEHHIO HOBBIX UCTOYHHUKOB 10 UCCIIENyEeMOM podieme.

@DOopMBI U METOJIBI CAMOCTOSITEIBLHOM PabOTHI CTYIEHTOB 3aBUCST OT CTEIICHU

MOJATOTOBJICHHOCTH CTYACHTOB, 0a30BOro YypoBHS uX 3HaHuid. [IpemnopaBaress,
UCXOJI M3 BBINIECKA3aHHOTO, MOJ0MpPAaeT BapUAHThl CAMOCTOSITENIbHBIX 3aJaHUN U
JNA€T KOHCYJIBTAIMU 10 UX BBINOJIHEHHIO JIJI KOHKPETHOW CTYJIEHYECKOU TPYIIIbI U,
B KOHEYHOM HUTOT€, JJII KaKI0ro cryiaeHta. CaMmocTosTelbHas paboTa Mo3BOJISIET
CTYJICHTaM TMOJYYUTh HAaBBIKM HCCIIEJA0BATENBCKONW paboThl, OBICTpEE OBJIAJIEThH
HaBBIKAMH paboTbl ¢ OuOIuMorpaUyeCKMMH HMCTOYHUKAMH, KaTaJIOraMu H
KapTOTeKaMu OMOJINOTEK,
HUtorn camocTosiTenbHOM pabOThl MOTYT OBITH peaau3oBaHbl B (hopMme J0KIaja,
pedepara, KOHTPOJIHLHON pPaOOTHI, BBICTYIUICHUS Ha HAy4YHOH CTyJEHYECKOU
KOH(epeHUuu.

Ha caMmocTosiITeIbHYI0 PA00TY BHIHOCATCH CJIeAYIOIIHEe TeMbI:

Tema 1.HopmaTuBHO-MeTOAMYECKAA 0a3a 1€JI0NIPOU3BO/ICTBA

HN3yunts BONpoOCHI:

l.HopMatiBbl 10 JAOKYMEHTHPOBAHUIO, JCJIONPOU3BOACTBY U  XPAHEHUIO
JIOKyMEHTOB

2.CocTaBuTh CIOBAPUK OCHOBHBIX TEPMUHOB 10 KypCy (110 YKa3aHUIO TeIarora)
Tema 2. SI3bIK COBpeMEHHBIX JOKYMEHTOB

HN3yunth BONpOCHI:

1. 3ammra uHbOpMALMKM B 3JIEKTPOHHOM JOKYMEHTOOOOpOTE: TpeOOBaHMS K
KPHUIITOCUCTEMAM, 3JIEKTPOHHAs! HU(POBask MOANHKCH.

2. ®enepanbHblil 3akoH PD «O0 31neKTpoHHON TU(DPOBOM MOITUCH.

3. Haubonee ynorpebiasieMble COKpAIIEHHS CIIOB.

Tema 3./loKyMeHTBI 10 TUYHOMY COCTABY.

N3yunTs BONpochkI:

1.JInunas kapToyka paboTHUKA

2.Bbijaua  TpyJOBOM KHWXKKA TPU  YBOJIBHEHHH COTPYAHHUKA (MpPEKpalleHUuu
TPYAOBOTO AOTOBOPA).

3.Yuer TpymOBBIX KHWKEK, XpaHEHWE U YHUUYTOXKECHHE HEBOCTPEOOBAHHBIX
TPYIAOBBIX KHUKEK.
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4. Kommiekc AOKYMEHTOB IO OGOPMIICHHIO TMOOIIPEHUH U JUCHUIUTMHAPHBIX
B3bICKaHUM.
Tema 4. [IOKyMeHT U €ro peKBU3UTbI
N3y4yuTh BONPOCHI:
[ToHATHS «TOKYMEHT», «JOKYMEHTOO0OPOT», «AEIONPOU3BOICTBO.
Enunas rocyiapcTBeHHas CHCTEMA JEJI0NPOU3BOCTBA, €€ 3aJauH.
OCHOBHBIE TOCYJAapCTBEHHBIE CTAHAAPTHI IO IEIONPOU3BOJCTBY.
PekBU3HUTHI TOKYMEHTa
Tema S.
«/loKyMeHTBI 10 JIUYHOMY COCTABY)
HN3y4urs BONpOCHI:
1. OcoGenHocTr 0pOpMIICHUS JOKYMEHTOB 10 KaJJpOBOMY COCTaBY.
2.Kommiekec JOKYMEHTOB, CO3/1aBAEMbIX NpPH MNPUEME, YBOJBHEHHUH U MEPEBOJE
pabOTHUKA Ha IPYTYIO TOJKHOCTb.
3. TpyZ10BOi1 TOrOBOpP U KOHTPAKT.

4. OCHOBHBIE PEKBH3UTHI IPHUKA30B IO JHMYHOMY COCTaBY U TpaBuia HX
oopMIIECHUS.

5. IlpaBuna odopmieHUs TPYIAOBBIX KHHKEK, JMYHBIX KapTOUYeK, JIMYHBIX el
PabOTHUKOB.

Tema 6.

«Opranuzanus padoTsl ¢ KOHPUICHIMATbHBIMA JOKYMEHTAMI.

MN3y4urs BOonpocskI:

1. Yro moHumaercs moa UHGPOPMAIMOHHOM OE€30MaCHOCTHIO (DUPMBI, KaKylO II€JIb
OHa Tpecienyer?

2. Yto Takoe KOH(PHUACHINATHHBINA JOKYMEHT?

3. YkaxuTe Kiaccu(puKanio KOHGUIEHITNATBHBIX JOKYMEHTOB.

4. Kakue OCHOBHBIE YIpO3bl BO3HHKAIOT TpH paboTe ¢ KOHGUICHIIMATHLHBIMU
JIOKyMEHTamMu?

5. YVkaxuTe 0COOEHHOCTH BEJICHUS JIEJIOMPON3BOJICTBA, 00ECIICUUBAIOIIETO YUET U
COXPAaHHOCTb KOH(UIEHIIMAIBHON HH(pOPMALIMK U JOKYMEHTOB.

6. Uto moHuMaeTcs moj 3aiuiIEHHBIM IOKYMEHTOOOOPOTOM, 32 CUET YETO MOMKET
ObITh OOecrieueHa ero 3ammra’?

Tema 7.

«JloKyMeHT0000pOT B OpraHu3alun»

N3y4urs BOnpocskI:

1.HomeHkiatypa aen Kak oTpaxeHue KiacCuuKaluu J0KyMEHTOB
2.0kcnenuuruoHHas 00padoTKa JOKYMEHTOB

3.PanrionanbHo€ IBM>KEHUE TOKYMEHTOB BHYTPH OpPraHU3alluU

4. METOANYECKHUE YKA3ZAHUA ITO OCBOEHMIO JIMCHUIIJIMHBI

Llenp camocTosTENbHOM paboThl 00ydYaloImUXCs — OOydYeHHE MeEToJaM
MOJy4Y€HHUs! HOBBIX 3HAHUU, MPUOOPETEHHE HABBIKOB CaMOCTOSTEIBHOIO aHalln3a
MaTepuajga MO Y4eOHOMY KypCy, YCHJIGHHE HAy4YHBIX OCHOB MPAaKTUYECKOU
NesTeNIbHOCTH. [ '1aBHas 3a7ada caMOCTOSITEIbHOM padOThl CTYAEHTOB — pa3BUTHE
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yMEHHsI NMPUOOPETEHUs HAYYHBIX 3HAHUI IMyTeM JUYHOTIO MOMCKa WH(pOpMaluHu,
(opMUpOBaHUS aKTUBHOTO MHTEpeca K YYEOHOH QUCLUIUIMHE; CUCTEMaTU3aluu U
3aKPEIUICHUH TIOJYYEHHBIX TEOPETUYECKUX 3HAHUW M INPAKTUYECKUX YMEHMI,
yIiIyOJIeHHE U pACUIMPEHNE TEOPETUUECKUX 3HAHUM.

YcBoeHne Marepualia JUCLUIUIMHBI HA JIEKLUAX, I[PAKTUYECKUX U B
pe3ynbTaTe CaMOCTOATENIBHOM IIOATOTOBKM W H3Y4YEHUs OTACIBHBIX BOIPOCOB
JUCLUIIIINHBL, NO3BOJIMT  NOJOHTH K  IPOMEXYTOYHOU aTTeCTaluU
MOJATOTOBJIEHHBIM, U MOTPEOYET JIMILb IOBTOPEHUS paHEEe MPOUIEHHOTO MaTepuaia.
3HaHUA TIPH OSTOM SBIAIOTCS TJIYOOKMMH W KayeCTBEHHBIMH, M TO3BOJISIIOT
dbopMUpOBaTh COOTBETCTBYIOIINE MPOPECCHOHATBHBIE KOMIIETEHIIMM KaK HTOT
00pa3oBaTeNLHOTO IpoIiecca.

PabGouass mporpamMma Kypca BKIIOYaeT B ceOsl pas3lieiabl U OCHOBHBIC
npoOsieMbl JUCIHUIUIMHBI, B paMKaX KOTOPBIX U (POPMHUPYIOTCS BOIMPOCHI IS
KOHTpoJII M arrecrauud. [lodToMy CTyAeHT, 3apaHee O3HAKOMHUBIIHCH C
IIPOrpaMMON Kypca, MOXKET JIydllle COPUEHTHPOBATHCS B IOCIEAOBATEIBHOCTH €TI0
OCBOCHHSI.

IIpy nnaHUpPOBaHMM BPEMEHM HA OCBOCHHE JHUCLHUIUIMHBI  CIENYET
PYKOBOJCTBOBATBCSI CTPYKTYpPOM JIHMCLHUIUIMHBI, B KOTOPOM YyKa3aHbl KOJUYECTBO
aKaJlEMUYECKHX YacoB JUI KaXJIOM TeMbl, BHUAA 3aHATUN (JEKLHOHHOE,
IPAKTHYECKOE, CEMUHApCKOE) M Yachl Ha CaMOCTOSITENIbHYIO padoTy; (opmoi
TEKYLIErO0 KOHTPOJI YCHEBA€MOCTH (TECTHI, BBINOJHEHWE WHIWBUIYAIbHBIX H
MPaKTUYECKUX 3aHATHI U Jp.); POPMOIl MPOMEKYTOUHOU aTTecTaluu (IK3aMEH).

N3ydenne Kaxaoil TeMbl JUCHUIUIMHBI I€J€COO0pa3HO HA4YMHATH CO
3HAKOMCTBA C COJIEPKAHUEM TEMATHUKH; 3aT€M CIIEyeT 3Tall MoJ00pa UCTOUYHUKOB
U3 4YKCla PEKOMEHAYEMBIX M TOJOOpaHHBIX CaMOCTOSATEIBHO (HAYYHBIE CTAThH;
uHpopmauss Cc O(UIHMATBHBIX CaWTOB TOCYJAPCTBEHHBIX OPraHoB, OPraHOB
MECTHOIr0 camoymnpasieHus u 1p.). LlenecooOpa3zHo BecTu nepeueHb MpoOIeMHbBIX
BOIIPOCOB CJIy4yae 3aTPyIHEHHUM C YSICHEHUEM CMBICIIA U3JI0KEHHOTO B MCTOYHHKAX
MaTepuaia (yka3aHHbIE BOINPOCHI MOTYT OBITh pa3pelieHbl CaMOCTOSITEIbHO, BO
BpEMsI CECCUOHHBIX 3aHITHI WJIM HA KOHCYJIBTALUK C ITPENOIaBATEIIEM).

CeMMHapCKHeE 3aHATHSA 110 TUCLMIUIMHE HE IPELYCMOTPEHBI.

JUis TOATOTOBKM K MPAKTUYECKUM 3aHITUSIM PEKOMEHIYeTCs MOIpOOHO
W3yYUTb KOHCIIEKT  JIEKIMM, MPEIUIECTBYIOIIMX IPAKTUYECKOMY  3aHSTHIO.
TexHonorus MpoBEACHUS MPAKTUYECKUX 3aHATUN BKIIOYAET CIEAYIOIIME STarlbl:
O0OBSICHEHHE 3aJaHMs]; 3HAKOMCTBO C KOHKPETHBIMH UCTOYHUKAMHU MH(GOPMALIUK J1JIs1
BBINIOJIHEHUS 3a/laHusl; OOCYKJIE€HHWE M YTOYHEHHE BONPOCOB B XOJE aHaIW3a
VMCTOYHUKOB HWH(OpPMAIMU; COBMECTHBIA MPOCMOTP TIEPBUYHBIX PE3YyJIbTATOB,
OLICHKA UX COOTBETCTBUSA MO (POPMATIbHBIM U COJEPKATEIbHBIM TPEOOBAHUSIM.

Jnst 3pdexTrBHON MOATOTOBKM K TEKYIIEMY KOHTPOJIIO MO JUCIHUIUIMHE
HEOOXOJMMO  HCIOJb30BaTh PEKOMEHJOBAHHYIO II€1aroroM OCHOBHYIO U
JIOTIOJIHUTEIBHYIO JIUTEPATypy, KOHCIEKTHl JIEKUUH, pa3pabOTKH CTYACHTOB,
BBIIIOJIHEHHBIE B PE3YJIbTATE MMOATOTOBKU U BBIIIOJIHEHUS MPAKTHYECKUX 3aHATHH.

3aHATHS TPOBOAATCS B ciaeAyloumx (opMmax: ONpochl, MOATOTOBKA
JOKIaa0B, pedepaToB, nenoBas urpa. HurtepaktuBHble (GOpMBI TpeOYIOT OT
CTYJCHTAa aKTUBHOCTH M BHUMATEJIBHOCTH Ha 3aHATHSIX, YTO TpeOyeT OT CTyJeHTa
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CHEUHAIIBHOW TOATOTOBKM — W3y4YEHUE HAy4YHOM, CIPABOYHOM, METOIMYECKOMN
JUTEPATYPBI U NEPUOJNYECKUX U3JaHUH, CETEBBIX VIHTEpHET-pECYPCOB U IIp.

Jlisg  olleHMBaHUS PE3yJIbTATOB OOYYCHHS HCHOIB3YIOTCS TMPAKTUYECKUE
3a/laHds, BKJIIOYAKOUIMX OJWH WM HECKOJIbKO BOIPOCOB B BHUAE KpaTKON
(GOpMyJIUPOBKM JEHCTBUM, KOTOpPbIE CIEIYEeT BBINOJIHUTh, WX OIUCAHHUE
pe3ynbTaTa, KOTOPBIM HYXHO MOJNYy4uTb. K HMM MOJKHO OTHECTH: HECIIOXKHBIC
3aJIaHU 110 BBINIOJHEHUIO KOHKPETHBIX NeUCTBUM. IIpocThie 3a1aHust TPUMEHSAIOTCS
JUIs OLleHKH yMeHui. KoMIuiekcHble 3a1aHus TpeOyIoT HECKOJIBKMX PEUICHUH KakK B
TUIIAYHOM, TaK U B HECTAHIAPTHOM CUTyalUsX, KOTOPBIE CBSI3aHBI C BBIIIOJHEHUEM
IIPAKTUYECKUX NEeUCTBUU. KOMIITIEKCHBIE TPAKTUYECKUE 3aJaHUs TPUMEHSIIOTCS JUIs
ouleHkn BianeHui. [lpakTudeckue 3amaHusi BBITONHAIOTCS OOYYaIOIIMMUCS B
paMKax NPAKTUYECKUX 3aHATUM.

JUis  OLEHMBAaHUS PpE3yJbTAaTOB OOYYEHMsS UCIOJB3YIOTCS — CIEAYIOIINe
IPOLETYypbl: TECTUPOBAHKE; MHAUBUAYAIbHOE COOECEOBAaHUE, MUCbMEHHBIE OTBETHI
Ha BOIPOCHI (B BUJIE TEKYIEro KOHTPoJis). OCHOBHOM 3a/lauell TEKYIIEero KOHTPOJIs
yCIIEBAEMOCTH  OOyyaroluxcs  SBJISETCA  NOBBILICHHE  KauyecTBa  3HAHUH,
npuoOpeTeHNe U pa3BUTUE HWMHU HABBIKOB CaMOCTOATEIbHOW paboThl. Texymiuit
KOHTPOJIb 3HAaHUIN 00y4aroIUXCs M0 AUCHUILIMHE MOKET UMETh CIEAYIOLIUE BUJIBI:
YCTHBI OIPOC Ha JIEKUUAX, NPAKTUYECKUX 3aHATHUAX; IPOBEPKA BBIIOJHEHUS
NUCHbMEHHBIX CAMOCTOATEIbHBIX pa0dOT U JOMAIIHUX 33JaHHI1; TECTUPOBAHUE.

5. ®OHJ OHLEHOYHBIX CPEIACTB /JJsd HNPOBEJIEHUS
MNPOMEXXYTOUHOM ATTECTALIMU IO JUCHUIIJIUHE
5.1. llepedyeHs KOMIIETEHUMIA M TANbI UX (popMUPOBaAHUA
Cormacho ®I'OC BO mno wHampasnenuto mnoarotoBku 51.03.06
bubnnoreuHo-uHPOpMALIMOHHASA ESITEIbHOCTh B PaMKax H3YYEHUs HUCUUILIMHBI
«JlokymMeHTallMoOHHOE o0OecTieueHue yMNpaBIeHUsD» y OOy4arolmuXcs JTOJKHBI OBITh
c(OpMHPOBAHBI CIETYIOUIUE KOMIIETEHIIUU:

Kon DopMyIMpPOBKAa KOMIIETECHIUU

OIIK o0menpodeccuoHaTbHbIE KOMIIETEHINH

OIIK-3 | [0TOBHOCTh HCHOJB30BaTh HOPMATHBHO-TIPABOBHIE AaKThl B CBOEH
poheCCUOHAIBHON eI TEIbHOCTH

OIIK- 4 | 'otoBHOCTh BBICTpauBaTh J(PQPEKTUBHBICE BHYTPHOPTaHU3AIMOHHBIC
KOMMYHUKAIIUA

IIK npogeccuoHalbHble KOMIIETCHIIUU

[1IK-15 | cnocoGHOCTh (POPMUPOBATH U TIOJIEPKUBATH PAIMOHAIBHYIO CUCTEMY
JIOKYMEHTAIIMIOHHOTO 00eCTIeYEHUS

Jdranbl GopMHUPOBAHUS KOMIIETCHIIUN:

HavaabHblii — Ha 3TOM dTane GOPMUPYIOTCS 3HAHUSI M MHCTPYMEHTAJIbHBIC
OCHOBBI KOMITETEHIIUN, OCBAWBAIOTCSI OCHOBHBIE KaTeropuu, GopMupyrorcsi 6a3oBbie
ymenus. CTyneHT CnocoOeH aHamu3WpoOBaTh MCXOJHBIC JaHHBIC, 3HATH
OCOOEHHOCTH OCHOBHBIX (OpM U MeToNOB. EciM CTyaeHT OTBeYaeT »3TUM
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TpeOOBaHMSIM, MOXXHO TOBOPHUTHh OO0 OCBOGHMM WM TIOPOTOBOTO  YPOBHS
KOMIIETEHITU M.

3HaeT OCHOBHBbIE (OPMBI  JIOKYMEHTOB. 3HA€T TEXHOJOTHHM OpraHU3allU
JIOKyMEHTOoOOOpoTa B 00mux ueprax. CTyIEHT 3HAE€T OCHOBHBIE TEHJICHIUHU U
npo0iemsbl pa3BuTHs cuctemsl JJOY.

Ha ocHoBHOM »srane 3HaHUWS, YMEHHS, HaBbIKU, OOeCcHeunBaIONIUE
dbopMHpOBaHUE KOMIETEHIIMHU, 3HAYUTEIHLHO BO3PACTAIOT, HO €Il€ HE JIOCTUTaIOT
WTOTOBBIX 3HaueHuil. Ha 3TOM 3Tame CTyIeHT OCBaMBAECT aHAIUTUYECKUE AEHUCTBUSA
C mpeAMETHbIMH 3HaHHUAMU 110 JJOY, BHOCS KOPPEKTUBBI B aJITOPUTM JIEHCTBUIA, OH
yMEET aHAIM3UPOBATh OCHOBHBIE MPOOJIEMBI Kypca, CIHOCOOEH CaMOCTOSITEIBHO
pemiath y4eOHBIC 33/a4u MO KJIacCHU(PHUKAIUU Pa3HOOOPa3HBIX BUAOB JIOKYMEHTOB,
MIEPEHOCUTh 3HAHHWS U YMEHHUS HA HOBBIEC yCJIOBHs. Biiazeer HaBbIKamMu CO31aHUA
MPOCTBIX  JOKYMEHTOB, 3HAET, KakuM oOpa3oM MOXXHO  OCYIIECTBIISITH
uHpopMaIMoHHYI0 Nojiepx Ky B chepe BUJl. VYcmemHoe mpoxokIeHHE 3TOrO
Tama  MO3BOJSIET  JOCTUYh  CTAHIAPTHOTO  YpOBHA  C(OPMHUPOBAHHOCTH
KOMIICTCHIMH.

Ha 3aBepmiaromem »srtamne CTyIEHT JOCTUIaeT WTOTOBBIX IIOKA3aTENed I10
3asiBJICHHOW KOMIIETEHIIMH, TO €CTh OCBAaMBaET BECh HEOOXOIUMBIN 00BEM 3HAHUM,
OBJIJICBACT BCEMU YMEHUSIMU M HaBbIKaMH B cepe 3asBlIeHHON komneTeHIuu. OH
CIIOCOOEH UCIOJIb30BaTh JTH 3HAHWSA, YMEHUS, HABBIKM TPU PEIICHUH 3ajad
MOBBIIICHHON CIIO)KHOCTM W B HECTAHJIAPTHBIX YCIOBHSX, JAEMOHCTPHUPYET
ATAJOHHBIM ypOBEHb C(HOPMUPOBAHHOCTH KOMIICTCHIIMU. BrajeeT MOIHBIMU
HABBIKAMH CO3JIaHUS TOKYMEHTOB Ci1yk0b1 JIOY.

CnocoOeH co3aaBaTh OCHOBHBIE BHU[BI JEIONPOU3BOJACTBEHHBIX JOKYMEHTOB,
UCIIOJB3YEeMBbIX B OMOIMOTEUHOU cdepe [Toka3zarenmamMu yCnenmHOCTH OCBOCHUS
CTYJICHTOM JIaHHOW y4eOHOW AUCHUIUIMHBI MPU MPOBEICHUH HUTOTOBOI'O KOHTPOJIS
SBJISIOTCS. HA0Op OCBOEHHBIX KOMIIETEHIIMN 3HAHWM, YMEHUNU U HaBBIKOB. CTyJEHT
BJIAJICET MTOJIHBIMU 3HAHUSMMU 110 3asIBJICHHOU KOMIIETCHIIUU

Jist appexkTUBHON MOATOTOBKU K MPOMEXKYTOUHON aTTECTAIUH MO JUCITUTUIHHE
HEOOXOJMMO HCIOJB30BaTh PEKOMEHJOBAaHHYI0 OCHOBHYIO M JOTOJHUTEIBHYIO
JUTEPATYPY, KOHCIIEKTHI JICKUHM, 3alUCH, CACJaHHbIE B XOJE ITOJATNOTOBKH K
MPAKTUYECKUM 3aHSATHUSIM, BBITIOJIHEHHBIE pedepaThl.

5.2. lloka3aTen U KPpUTEPUU OLICHUBAHUSA KOMIIETEHIUI

IIpome:xxyTouHasi aTrecTalusi pealu3yercss B XOJ€ CHa4d OO0y4YaroIMMHCS
OYHOH U 3a04HOM (OPMBI OOYUEHHS IK3AMEHA.

DK3amMeH npoBouTcs B hopMe codecenoBaHus Mo OmwieTam. DK3aMeHAIIMOHHBIH
OMJIET COAEPKUT JIBa TEOPETUUYECKUX BOMPOCA U OJHO NpakTuieckoe 3ananue. Ha
MOJATOTOBKY OTBETOB OTBOJAUTCA 25 MHUHYT. OlleHKa 3HAHWM MPOU3BOJUTCS MO S-
OayuibHOM 1IKaje. B ciydyae HEey0BIETBOPUTENHHONM OLICHKH CTYJEHT UMEET MPaBo
NepecaaTh 3K3aMEH B YCTAHOBJIEHHOM mopsjake. g ycnenHo cliadu sK3ameHa
HEOOXOJMMO MOJTOTOBUTH COOOIIEHHE, PAaCKpbIBAIOLIee COAEPKaHUE TEPMUHOB U
NOHATUN HAa OCHOBE HM3y4YaeMOI'0 MaTepuaya; MPaBHJIBHO OTBETUTH HA BOIPOCHI
tecta. Ha 3aBepmatroniem 3rtane B paMKax IPOMEKYTOYHOM —aTTECTaluu
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oOyyarolyecsi TOTOBST OTBETHI Ha BONpPOCHI, 00oOmIaroNe yuyeOHbI Marepual
U3y4aeMOH IUCLUUIUIMHBI, a TaKKe pedepaTUBHOE COOOIIEHNUE.

KputepussMu  yCHEIIHOCTH OCBOEHHS CTYAEHTOM JIaHHOW  y4eOHOH
JUCLUIUIMHBI IIPU IIPOBEICHNUN TEKYLIErO U HTOTOBOI'0 KOHTPOJISI SIBJISIFOTCS:

1. KosnuecTBO NpaBUIBHBIX OTBETOB HA TEKYIIEM TECTUPOBAHWU M IIO
HK3aMEHALIMOHHOMY OUJIETY.

2. AKTUMBHOCTH IIOBEJICHHUS CTYACHTa HA 3aHATUAX, BBINOJHEHUE KaXKIbIM
CTYACHTOM BCEX MPAKTUYECKUX pPabOT, OCMBICIEHHOCTh M CaMOCTOSITENIbBHOCTD
CY’KJ€HUH, IPOSBJIEHHBIX B X0J/I€ YCTHOI'O OIpOCca.

3. lemoHCTparus 3HaHUS TPO(PEeCCHOHATIBHBIX TEPMUHOB, MMOHATHH, KaTeropuit
Y TEOPUH.

4. Hanuuume COOCTBEHHOTO BHICHHS paccMaTpuBaeMoOil MpoOJIeMsbl,
c(OpMUPOBAHHOTO HA OCHOBE M3YyUCHHUS U aHAIW3a HAYYHBIX PaOOT, BBIMOJIHEHUS
IIPaKTUYECKUX 3aJJaHUN.

Ilo pe3ynapTaTaM clHauu 3K3aMeHa CTYACHTBI IOJYy4YarOT KOJWYECTBEHHYIO
OLIEHKY («OTIMYHO», «XOPOIIO», «YIOBIETBOPUTEIBHOY», «HEYTOBIECTBOPUTEIHHOY).

OO0uue KpUTEPHH OLIEHKH OTBETOB CTYACHTOB

Ouenka Ouenka Ouenka Ouenka
«OTJIMYHO» «XOPOLIO» «YHAOBJIETBOPHUTEIb | «HEYA0BJECTBOPUTEIb
HO» HO»
OLICHUBAETCS OLICHUBAETCS OLICHUBAETCS OLICHUBAETCS OTBET,
OTBET, €CIIN OTBET, B HETIOJIHBIN OTBET, B IpU KOTOPOM
CTYJEHT UMEET KOTOPOM KOTOPOM CTYJI€HTBI
CUCTEMHBIE OTCYTCTBYIOT OTCYTCTBYIOT JEMOHCTPUPYIOT
IIOJIHBIE 3HAHUS U | HE3HAYUTEIbHBI 3HAYNTEIIbHBIE OTPBIBOYHBIE,
YMEHUS 110 € DJIEMEHTHI DJIEMEHTBI OeccrucTeMHbIE 3HAaHU,
IIOCTaBJICHHOMY COJIEp KaHUS CoZlepKaHUs WIH HEYMEHUE BBIIEIUTh
BOIIPOCY. WIH IIPUCYTCTBYIOT BCE IJIaBHOE,
Conepxanune IPUCYTCTBYIOT | BBIIIEU3JIOKECHHBIC CYILIECTBEHHOE B
BOIIPOCA M3JIaraeT BCE 3HAHMS, HO OTBETE, IOIYCKAOT
CBSI3HO, B HEO0OXOAMMBbIE JONYILIEHBI rpyObie OIMIMOKHU
KpaTtkoi (opwme, AIIEMEHTBI CYILLIECTBEHHbIE
pacKpbIBaeT CoJIep>KaHusl, HO | OLUMOKHU, HEJIOTHYHO,
NOCJIEIOBATENBHO JOITYIIEHBI IPOCTPAHHO
CYTh U3YyYEHHOTO HEKOTOpbIE U3JI0)KEHO OCHOBHOE
Marepuana, OIITNOKH, CoJIepKaHue
JEMOHCTPUPYSI WHOT A BOIIpOCA.
IPOYHOCTH U Hapylagach
MIPUKJIATHYIO [0CJIEOBATENb
HaIlPaBJIEHHOCTb HOCTh
MOJIYYEHHBIX U3JI0KEHHS.
3HAHUU U
YMEHUH, HE
JOMYCKaeT
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Onenka Onenka Onenka Onenka
«OTJINIHOY «XOPOIIO» «y/I0BJIETBOPUTE/Ib | «HEYI0BJIETBOPUTE/Ib
HO» HO»
TEPMUHOJIOTHYEC
KHX OIIHOOK U
(dhaKkTHIeCKIX
HETOYHOCTEH

CobecenoBanne Ha 3K3aMEHE - CPEJICTBO KOHTPOJIS JIJIsl BBISBICHUSI 00bEMA
3HaHUW CTyJIE€HTAa 10 KOHKPETHOMY BOMNpocy Kypca. KputepusMu OIeHKH
SIBIISIIOTCS: TNyOMHA ¥ IIPOYHOCTh YCBOEHUS 3HAHUM, YMEHHE IPUMEHATH 3HAHUS B
KOHKPETHOW CUTYaIluH, YMEHHE JIOTHUECKU BBICTPOUTH OTBET, CHOPMHUPOBAHHOCTD
npodeCCUOHANBPHO 3HAYMMBIX JIMYHOCTHBIX KAauecTB, yMEHHUE TMOAJICPKUBAThH

Oeceny.

TGKYIHI/Iﬁ KOHTPOJIb OCYHICCTBIIACTCA 110 UTOTI'aM pa6OTBI H 110 BBIIIOJIHCHHIO
npeajiaraCMbIX IIPCIIOAaBaTCIICM CaMOCTOATCIbHBIX 3a,Z[aHI/II>’I. HOHOJIHI/ITGJIBHO
OOCHUBACTCA CTCIICHb AKTHUBHOCTH CTYACHTOB B COBMCCTHBIX 06CY)KII€HI/IHX I10

y4eOHOMY MaTepuaity, JOTOJHEHUS W  BBIBOJHI,

CACJIAaHHBIC CTyACHTAMH.

[IpoMeXXyTOUHBI KOHTPOJb OCYLIECTBIISICTCS B CEPEAMHE OCBOCHUS MPOTrPAMMBI
JUACIHUIUIAHBI TIPU BBINOJHEHUN TeCTa. MITOTOBBIM KOHTPOJIL OCYHIECTBISETCS Ha

OK3aMCHC.

5.3. MarepuaJibl AJ151 OHEHKH U KOHTPOJISl Pe3yJIbTATOB 00y4eHUs

BOHpOCI)I K 9K3aMEHY

dopmupyembie
KOMIIETeHLIUH

1.1lenp W 3amaum JEIOMPOU3BOACTBA. JIOKyMEHTAIIMOHHOE
obecrieueHue ynpasiacHus. JJoKkyMEeHTHpOBaHHE.

OIIK-3, OIIK-4,
[1K-15

2.®opmupoBanue Jnena: o(opmIIeHHE 3arojoBKa M €ro
AJIEMEHTHI, MOCJIE10BATENbHOCTh pacCIoNI0XKEeHUs
JIOKYMEHTOB B JIEJI€.

OIIK-3, OIIK-4,
[1K-15

3.ITopsimoxk  xpaHeHHS JOKyMEHTOB. (OCHOBHBIE OTallbl
paboThl 1O TIOATOTOBKE JIOKYMEHTOB K apXHUBHOMY
XPaHEHUIO.

OIIK-3, OIIK-4,
[1K-15

4.Bxopsume, UCXONAIINE W BHYTPEHHUE JOKYMEHTHI
npennpusatrs; OpraHu3aldOHHBIE, PACIOPSAINUTEIBHBIE U
MH(}OPMaAIIMOHHO-CITPABOYHbBIE JJOKYMEHTHI

OIIK-3, OIIK-4,
[1K-15

5.IlepBuuHble M CBOJHBIC, OyMa)KHbI€ U DIJIEKTPOHHBIC
JNOKYMEHTHI. IIpenMyniecTBa 3JIEKTPOHHOIO JOKYMEHTA

OIIK-3, OIIK-4,
[1K-15

6.Hanpasnenus perjlaMeHTaINH JIEIOTIPOU3BOICTRA.
3akoHOJIaTeIBbHBIE U TTPABOBBIC aKThI B chepe nHpopManuu
Y JJOKYMEHTAINH

OIIK-3, OIIK-4,
[1K-15

‘7. HopMaTUBHO-METOIUYECKOE
JIEJIONPOU3BOCTBA

peryJmpoBaHue

OIIK-3, OIIK-4,
[1K-15
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8.CtanmapT u cranmaptuszanus gokymeHToB. YHubuxanus | OI1K-3, OIIK-4,
JTOKYMEHTOB. YHuduupoBaHHbIe cucremsl | [TK-15
yIPaBJICHYECKON TOKYMEHTAIUU
9.Knaccudpukaropsr u ux tunsl. [Ipumepsr copepxkanus | OIIK-3, OIIK-4,
KJ1acCu(HUKaTOPOB I1K-15
10.PexBU3UTHI TOKYMEHTOB. OIIK-3, OIIK-4,
[1K-15
11.Ilopsimok cocrtaBiieHuss M yTBepxkaeHus nomkHoctHOH | OIIK-3, OIIK-4,
MHCTPYKIIUU. [1K-15
12.HazHaueHue u BUAbI pAaCHOPSAUTEIbHBIX TOKYMEHTOB. OIIK-3, OIIK-4,
[1K-15
13.I'pynnsl  mpukazoB B opranuzanuu.  llopsmox | OIIK-3, OIIK-4,
odopMIICHUS 1 TTOANMCAHUS TIPUKA3a. I1K-15
14. Cnermduka 10V B ycnoBusx pasubix TunoB ounommotek | OIIK-3, OIIK-4,
[1K-15
Texkymuid KOHTPOJIb -  MOCEUICHHE JEKIUWA, NPAKTUYECKUX 3aHSATHM,

MOATOTOBKA K HHUM Ha OCHOBE BBINIOJIHEHUSI KOHTPOJIBHBIX pPabOT M 3aJaHuM,
BBITIOJTHEHHE pedepaToB.

Tekymuid KOHTPOJb OCYIIECTBISETCA II0 BBIIOJIHECHHUIO IIpeJjlaracMbiX
MIPEIO/IaBaTeNIeM CaMOCTOSITENIbHBIX 3aJaHuil. J[OMOJHUTENBHO OLICHUBACTCS
CTEIICHb AaKTUBHOCTH CTYJEHTOB B COBMECTHBIX OOCYXKICHHMSIX I0 Yy4eOHOMY
MaTepuanay, JOMOJHEHWS MW BBIBOJBI, CJICJIaHHBIE CTyAeHTamMu. WMTOroBblii
KOHTPOJIb OCYILECTBIISAECTCS Ha DK3aMEHE.

5. 4. Meroauyeckue MaTepuaJibl 10 OLCHUBAHUIO Pe3YJIbTATOB 00y4YeHUSs

1.IlpoBepka ycBoeHHs ydeOHOro Marepuasna, MPeACTaBICHHOIO0 Ha
JICKIUSAX U IPAKTUUECKUX 3aHSITUSX;

2. IlpoBepka 3HaHMI U YMEHWH, MOJYYEHHBIX B XOJI€ CAMOCTOSITEIBbHOU
MOATOTOBKHU CTYJACHTOB K Pa3HBIM TUIIAM 3aHSTUH;

3. ITIpoBepka 3HAaHUU 151 HAaBBIKOB BJIAJICHUS OCHOBHBIM
TEPMUHOJIOTHYECKUM aNnapaToM U MOHSATUSMH IOKYMEHTOIPOU3BOCTBA;

4. TlpoBepka yMEHHsSI CTYJEHTOB aHAJIM3UPOBATh M COIMOCTAaBISATH
ocHoBHble ['OCTe1 mo JIOY, monumare cnenuduky u ocobennocts J1OY B
O6ubnuoTeuHo-nHGOPMAIIMOHHOH cdepe.

5. IlpoBepka HaBBIKOB KOMMYHUKATHUBHBIX TEXHOJOTUN B cepe KyIbTyphl
1 00pa3oBaHUsl, CIIOCOOHOCTH K MyOJIMYHON KOMMYHHUKALIUU.

6. PECYPCHOE OBECIIEYEHUE

6.1. OcHOBHASI U JONOJHHUTEIbHASA Y4eOHas JuTeparypa
6.1.1. OcHoBHas1 yuyeOHasi JuTepaTrypa
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1. Opra#amzanyus ©W TEXHOJOTHUS JIOKYMEHTAllHOHHOTO 00OecTeueHus
yOpaBJIeHUs] : dJEKTpoHHoe yueOHoe mocobue / coct. C.E. Mumienun ;
MunucTepcTBO 00pa3zoBaHuss W Hayku Poccuiickoit ®denepanuu, denepanbHoe
rocyapcTBeHHOe  OMO/KeTHOE  00pa3oBaTellbHOE  YUPEXKACHUE  BBICIIETO
oOpazoBanus «KeMepoBCKHii TOCYIapCTBEHHBIH YHUBEPCUTET», NTHCTUTYT UCTOpUU
u 1p. - Kemeporo : KemepoBckuii rocynapcTBeHHblil yauBepcutet, 2016. - 478 c. -
bubmuorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe [DnexkTpoHHBIA pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=481592

2. Tpodumosa, O.B. OcHOBBI nenoBoro muchbMa : ydebHOoe mocobue /
O.B. Tpopumoa, E.B. Kymuuk ; MunucrepctBo 00pa3oBaHus ©  HAYKH
Poccuiickoit ®enepannu, TrOMEHCKHI TOCYTapCTBEHHBI YHUBEPCUTET. - 4-€ U3,
ctep. - Mocksa : U3znatensctBo «@DaunaTan, 2016. - 305 c. : Tabn. - bubnuorp. B KH.
- ISBN  978-5-9765-0930-6 ; To e [DaexkTpoHHBIA  pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=57968

3. lokyMeHTaImoHHOEe 00ecIeueHre yIpaBlIeHHs : yueOHoe mocodure / COCT.
C.I'. YepnoBa ; HoBocuOHMpCKHil TOCYIapCTBEHHBIN arpapHblii yHUBEPCHUTET,
DxoHomudeckuit dakynbret. - HoBocubupck : U1 «3o0moToit komocy, 2014. - 106 c.

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

6.1.2. Cnucok A0MOJTHUTEIbHOM’ JUTEPaTyPhI
1. PwibakoB, A.E. OcHoBBI aenonpon3BoacTBa : yueOHUK / A.E. Pribakos. - 3-e

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

2. I'punbepr, A.C. JlokyMeHTaIIMOHHOE 0OecTICUCHUE YIPABICHUS | YICOHUK /
A.C. I'punbepr, H.H. I'op6aués, O.A. MyxamermiHa. - Mockga : FOauTu-/lana,
2015. - 391 c. : Tabun., rpad., mi., cxemsl - bubmmorp.: c. 382-383 - ISBN 978-5-
238-01770-9 ; To e [DaAeKTpOHHBIN pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=115031

6.2. Pecypcbl MH(pOPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOU ceTn «AHTEepHET»

B cooTBercTBHM ¢  JIMIICH3WOHHBIMH  HOpPMAaTUBaMH  OOECIICYCHUS
OnOIMOTEeYHO-MH(GOPMAIIMOHHBIMU pecypcamu oubmuorexa OpraHu3yeT
WHIUBUyaJIbHBI HEOTPAHUYCHHBIA OCTYI U3 JIFOOOM TOYKH, B KOTOPOU MUMEETCs
noctyn K cetd MHTepHeT, K y4eOHBIM MaTepHayiaM DJIEKTPOHHO-OUOIMOTEUHBIX
cucteMm (OBC):

1. ObC «YHuBepcurerckas OuOnmmoreka onimaiH». M3marenscTtBo: OO0
«HexcMenunay. IlpuHamiexxHocts croponHss. Www.biblioclub.ru. Komnugectso
kioueit (monp3oBareneit): 100% on-line. Xapakrepuctuku 6ubOanoTeYHOrO (HOH/IA,
JOCTYIT K KOTOPOMY TIPEIOCTaBIISCTCS JOTOBOPOM: TOCTYIT K 6a3oBoii yactu DbC.

2. ObC «M3natensctBo Ilmaneta My3bIKH». OJIEKTPOHHO-OUOIMOTEUYHAS
cucreMma OOO «M3marensctBo IINIAHETA MY3bBIKW». IlpunaaiexHOCTb
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cropoHHsiss. WWWw.e.lanbook.com. KonmyectBo kimroueit (mmosib3oBareneit): 100% on-
line. Xapakrepuctuku  OuOAMOTEUHOro  (OHIA, JOCTYI K  KOTOPOMY
MPEIOCTABIISICTCA JOTOBOPOM: JOCTYI K KoJeKusM: «My3blka u Teatpy», «baner.
Tanen. Xopeorpadus».

3. Bl Onexrponnas Cucrema «Kynbrypa». baza JlaHHbIX OIeKTpOHHas
Cucrema «Kynbrypay. [IpuHaanexxHocts ctoponnss. http://www.e-mcfr.ru.

4. Web HUPBUC XabapoBckuii roCyIapCTBEHHBIH HHCTUTYT HCKYCCTB H
KYJbTYpbI (3JIEKTPOHHBIN KaTajor). MexIyHapoaHas acCOlMaIMs MOJIb30BaTeIe U
pa3pabOTYNKOB AJICKTPOHHBIX OMONIMOTEK U HOBBIX WH()OPMAITMOHHBIX TEXHOJIOTHMA
(accormmarst OBHUT). [punamnexxHocTs cropornss. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas snextponHas Oubmuoreka. OOO Hayunas
JJIGKTpOHHAss OmOnmoteka. IlpwHamie:kHOCTH cTOpoHHssA.  http://elibrary.ru/
JIuuensunonnoe cornamenue Ne 13863 ot 03.10.2013 1. — 6GeccpouHo.

6. DnekTpoHHO-0ubMHoTeyHast cucteMa OI'BOY BO «XT'UK». ®I'BOY BO
«XT'UK». [IpunaanexHocTs coOcTBeHHas. JlokanbHbIH gocTym. http://carta.hgiik.ru.
[Tpuka3 no Unucturyty Ne 213-06 ot 07.10.2013 T.

7. EnuHOoe OKHO JOCTyma K oOpa3oBaTelbHBIM pecypcam. DIEKTPOHHAas
oubnuorexka. ®I'AY I'HUU UTT «Mudopmuka», MunucrepctBo oOpa3oBaHUs U
HAyKH PO. [IpunagnexHOCTH CTOPOHHSIS. CBoOoHBIN JIOCTYII.
http://window.edu.ru

8. Enmunas xomnekuus Ludposeix OOpazoBarenbHbix PecypcoB. ®I'AY
I'HAU UTT «udopmuka». IlpunannexkHoctb cTopoHHsAS. CBOOOAHBIA AOCTYI.
http://school-collection.edu.ru

9. @enepanbHbli LEHTP HHPOPMALMOHHO-O00PA30BATENBHBIX PECYPCOB.
®denepanbHblii LUEHTP HH(POpPMAMOHHO- 0Opa3oBaTenbHbIX pecypcoB, DPI'AY
I'HUU UTT «udopmuka». IlpunannexHoctb cTopoHHsAS. CBOOOAHBIA AOCTYI.
http://fcior.edu.ru

JIJisi TOATOTOBKU KYPCOBBIX, BBIITYCKHBIX M HAy4YHBIX pabOT oOydaroruecs
MOTYT HCIIOJIb30BaTh TIOJHOTEKCTOBYIO 0a3zy maHHbix WebofScience. Pexum
JIOCTYTA: DJIGKTPOHHBIM, W3 BHYTPEHHEW ceTu uHCTUTyTa. OdunnanbHbIi
caiit: webofknowledge.com

6.3.IndopmaninoHHbIC TEXHOJOTHH, IPOTPAMMHOE O0ecreyeHue u
HH(pOPMALIMOHHBIE CTIPABOYHBIE CHCTEMBbI

[IporpamMHO-UHpOpMaLIMOHHOE  OoOecneyeHue  y4eOHOro  mpolecca
COOTBETCTBYET TpeOOBaHUAM (PefepaibHOTO rOCyIapCTBEHHOTO 00Pa30BaTEILHOTO
CTaHJapTa.

Jlmga mpoBeneHNs 3aHATUN JIEKIIMOHHOTO THUIIA, 3aHATUA CEMHUHAPCKOTO THIIA,
3aHSATUNA MPAKTUYECKOTO TUIIA, TPYNIOBBIX KOHCYJbTAIMM, TEKYIIETO KOHTPOJIS U
MPOMEXKYTOUYHOM  aTTecTallud  HUCHOOJB3yeTCs  CIEAylollee  MPOrpaMMHOE
oOecrieueHue:

—JHUIIEH3UOHHOE MPOIPUETAPHOE MPOTPAMMHOE 00eCTIeueHue:

Microsoft Windows

Microsoft Office (B cocraB makera Bxomsr: Word, Excel, PowerPoint,
FrontPage, Access)
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Adobe Creative Suite 6 Master Collection (B cocraB makera BXOJST:
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium Edition,
Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6, After Effects CS6,
Adobe Audition CS6, SpeedGrade CS6, Prelude CS6, Encore CS6, Bridge CS6,
Media Encoder CS6);

—CBOOOJTHO pacIpoCTpaHsIeMoe MPOrpaMMHOE 0OecTIeUeHHE:

Ha6op oducubix mporpamm Libre Office

ayauornpourpsiBaresib AIMP

BuaeonpourpsiBarenb Windows Media Classic

uHTepHeT-Opay3ep Chrome.

JIJIsi caMOCTOSITEIBHON TOJATOTOBKH CTYICHTOB K 3aHATHSM I10 TUCIUTIIINHE
TpeOyercs oOpalieHue K mnporpaMmHoMy oOecriedernnto Microsoft Windows,
MicrosoftOffice, B ToM yuciie 1t MOATOTOBKYA MYJIBTUMEIUUHBIX MPE3CHTALNN 11O
TeMaM ceMuHapoB B nporpamme PowerPoint. Jlng co3maHusi KOHEYHBIX
HEPEIaKTUPYEMBIX BEPCHUM IOKYMEHTa PEKOMEHIyeTCs UCTIoIb30BaTh AcrobatXPro,
BXosIui B coctaB makera AdobeCreativeSuite 6 MasterCollection.

[Ipyu wu3ydeHMH JUCHUIUIMHBI  OOydYarouuecs UMEIOT  BO3MOXKHOCTh
UCIIOJIb30BaHUsI MH(OPMAIMOHHO-CIIPaBOUHbIX cucteM «KymnbTypa» u «["apanty,
Bcepoccuiickyio oTpacieByio cripaBouHyto cucremy «MHbopmuoy, pedepaTuBHBIX
u  OubmmomerpuueckMx  0a3  JaHHBIX  PEUEH3UPYEMOW  JIMTEpaTypbl
WebofSciencenScopus, B COOTBETCTBUY C 3aKJIIFOUEHHBIMU JOTOBOPAMH.

Ha Bcex koMmmploTepax B HWHCTHTYT€ YCTAHOBJICHO JIMIICH3MOHHOE
aHTUBUpYcHOe mnporpamMmHoe obecneuenne Kaspesky Endpoint Security.
Heo6xonumpiM ycrnoBueM HHGOPMAIIMOHHONW OE€30MaCHOCTH HHCTUTYTa SIBJISIETCS
oOsi3aTenbHAs TPOBEpKAa HA HaJWYWe BUPYCOB BHEIIHMX HOCUTENEW Mepen uX
ucrojas3oBanueM ¢ momonisio Kaspesky End point Security.

[lepeuncienHoe nporpaMMHoe oOecrieueHue OOHOBIISIETCS MO MEpe BbIXOJa
HOBBIX BEPCUU MPOrPaMM B PAMKaxX COOTBETCTBYIOIIMX JULEH3UU U COTJIALICHUM.

6.4. MaTepuajJbHO-TeXHUYeCKAasi 0a3a

MarepuanbHO-TEXHUYECKOE  OOecredeHnue  pealn3yeMod  JUCITUTUTHHBI
COOTBETCTBYET TpeOOBaHMAM (peAepaIbHOTO IrOCYIapCTBEHHOTO 00Pa30BaTEIbHOTO
CTaHJapTa.

JInst mpoBeAeHUs 3aHATUN JICKIMOHHOTO THIA, 3aHATHI CEMHUHAPCKOTO THIIA,
KYpPCOBOT'O TPOEKTUPOBAHMS (BBIMOJHEHUS KYpPCOBBIX pabOT), TPYNIOBBIX U
WHJMBUAYAJIbHBIX KOHCYJbTAllMM, TEKYIIEro KOHTPOJS ¢ IPOMEXYTOYHOM
aTTecTallii B y4eOHOM TIpOIleCC€ AaKTUBHO  HCIOJB3YIOTCA  CICAYIOIINE
CIICIUAIIbHBIC TTOMEIIICHUS:

VYyeOHast aynuTopusi Uil IPOBEICHUS 3aHATHI JICKITMOHHOTO THIA, 3aHATUN
CEMHUHAPCKOTO THMA, TPYIIOBBIX U WHIAUBHAYAJIbHBIX KOHCYJbTAIMM, TEKYILETO
KOHTPOJISI W TpOMEXKYyTOouHOM arrectanmu (aynutopus Ne 213a). Cneuuanusu-
poBaHHas Mebenb Ha 30 MocamoYHBIX MECT (CTOJIbI MUChMEHHBIE, CTYJbs, pabodee
MECTO TMpENoJaBaTeis, JOCKa HAaCTeHHas, ayauTopHas). JleMOHCTpanuoOHHOE
o0opynoBaHue (MyJIbTUMEIUUHBIA TPE3CHTAIMOHHBI KOMIUIEKC B COCTaBe
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MPOEKTOpa, DOKpaHa, aKTUBHONW aKyCTHMUYECKOW CHCTEMBI, TEPCOHAIBHOTO
KOMITBIOTEPA) U YUEOHO-HATJISAIHbIE TOCOOUS (B T.4. B 3JIEKTPOHHOM BHJIE).

JJist caMOoCTOSITEIbHOM pabOThI CTY/IEHTOB IIPEIHa3HAUYCHBDI:

[Tomemienne ajis caMOCTOATENIBHOM PadOThl (YMTATBHBIN 3a71 OMOJIMOTEKH,
aynutopust Ne 209). CrneuuanuszupoBaHHas MeOenb Ha 25 MOCAaTOYHBIX MECT
(CTOJIBI, CTYJbSl, KHUXHBIE IIKa(bl), TEIECBU30p, KHUKHBIA U JIOKYMEHTAJIbHBIM
dona. [lepconanbHble KOMIBIOTEPHI (9 MIT.) ¢ MOAKIIOUEHHEM K ceTH «HTepHeT»
U JIOCTYIIOM B 3JIEKTPOHHYIO HH(POPMAIIMOHHO-00pa30BaTEIbHYIO CPEIy By3a.

[Ipy HeoOXogMMOCTH B YYEOHOM NPOLIECCE HCHOJB3YIOTCS KOMIUIEKTBI
MIEPEHOCHBIX IEMOHCTPAIIMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOEKTOP, IKPaH).

Bce xommbroTepsl HCTHTYTA 0OBETUHEHBI B JIOKAIBHYIO CETh, C KAXI0TO U3
HUX BO3MOXEH BBIXOJ B TJioOanmpHyI0 ceTb MHTepHeT. MHCTHTYT HCHONB3yeT
BBIJIETICHHBIN KaHal co ckopocThio 10 M6/c. Iy cTyIeHTOB UMEETCsl BO3MOKHOCTh
BbIXOJIla B ceTh MHTepHET ¢ MOOWMJIBHBIX YCTpOHCTB mocpenctBom cetu WiFi,
KOTOpasi yCTaHOBJICHA B UATAJIBLHOM 3ajie MHcTuTyTA.

[IpoBeneHue JEKIUNA MO MUCHUILIMHE COMPOBOXKIACTCS HCIOJIB30BAHUEM B
KauecTBe y4eOHO-HATJIAIHBIX MaTepPUAJIOB CIalI-TIPEe3ECHTAIUSIMHU.

7. OCOBEHHOCTU OBYYEHUSA UHBAJINJIOB U JIUII C
OI'PAHUYEHHBIMH BO3ZMOKHOCTAMMU 3/10POBbSA

B mporiecce n3ydeHus: TUCHMIUIMHBI U OCYILIECTBICHUS MPOLEIYP TEKYIIEro
KOHTPOJISl YCIIEBAEMOCTH M TPOMEXYTOUHOM aTTecTallid WHBAJIUIAOB U JIUI[ C
OTPAHUYECHHBIMH BO3MOKHOCTSIMU  3JIOPOBbSI IPUMEHSAIOTCA  aJanTHPOBAHHBIE
dopMbl  00y4YeHUsT C YYETOM UHAUBUAYAIBHBIX  MCUXO(DU3UOIOTHUECKUX
0COOEHHOCTEM.

OOydeHue Ml C OTPAHUYCHHBIMM BO3MOXXHOCTSMH U  WHBAJIUOB
OpraHU3yeTCcsi KaK COBMECTHO C JIPYTUMH OOYYaloIMMHCS Ha JEKIUOHHBIX WU
MPAKTUYECKUX 3aHATUAX, TaK U M0 UHIUBUIyAIbHOMY yueOHOMY Tuiany. Bo Bpems
MPUEMHON KaMIaHWH, a TAKKE BO BPEMS ClIauyd Pa3IMYHBIX (OPM TPOMEKYTOUHOM
U TOCYJAapCTBEHHOW HWTOTOBOM aTTecTtanmv B MHCTUTyTE CO3/aHBl HEOOXOIUMBIC
YCIOBUSL JUIsl OKa3aHUsl TEXHUYECKOW TMOMOIIM WHBaluMIaM W JHUIAM C
OTPaHUYCHHBIMA BO3MOKHOCTSAMH 3JI0pPOBbsl (TIpH HEOOXOJUMOCTH MOXET OBIThH
JONYIIEHO MPUCYTCTBUE B ayJUTOPUU ACCUCTEHTOB, COIPOBOXKIAKOUIUX JIUII,
cO0aKU-MOBOJBIPSA U T.I1.).

OOyuaronuecss W3 4YKWClIa HWHBAIMAOB MW JIMII C OTPAaHUYCHHBIMU
BO3MOXXHOCTSIMU 3JIOPOBbSI, TMPU HEOOXOJUMOCTH, MOTYT OBITb OOECIEeUYEHBI
AJIEKTPOHHBIMU W TEYATHBIMM OOpa3oBaTEIbHBIMU pecypcaMyd C YYETOM UX
WHIUBUIYAbHBIX TOTpeOHOCTe. [l peanuzauuu JOCTYNMHOW Cpelbl MpH
HEOOXOJMMOCTH B Y4e€OHOM TIpollecCe€ MOTYT OBITh 3aJelCTBOBAaHbI JOKYMEHT-
KaMmepa JUIA yBEJIMYEHUS TEKCTOBBIX ()PAarMEeHTOB W HM300paKeHWUH (I JIUIl C
HapylIeHUsIMH  3pEHUs]) MW  [EePEHOCHas  UWHAYKUHMOHHAas  CcUCTeMa  JJIs
cmabocnpimammx  «Mctok» A2 €O BCTPOSHHBIM IIJICEPOM —  3BYKOBBIM
uH(OpPMATOPOM.

9BC «YHUBEpPCUTETCKAS Oubnuoreka  OHJIAWH»  TPEIOCTaBISET
oOyuarormumcsi ¢ OB3 (o 3peHuro) psAa BO3MOXKHOCTEW nJisi  obOecrieueHus
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sabdexTuBHOCTH TIporecca oOydenwus. [lpm dreHnm macmrtad CTpaHUIBI caiiTa
MOXHO YBEJIUYHUTh C MOMOUIBIO CIEIHMATLHOIO 3Hauka Ha TJIABHOW CTpaHUIIE.
MO>KHO KCIOJIB30BATh MOJHOAKPAHHBIN PEKUM OTOOpPAXKEHUSI KHUTY WU BKJIIOYHUTh
O3BYYMBAHUE HEIMOCPEJICTBEHHO C caiiTa MpU MOMOIIUA MPOTPaMM SKPaHHOTO
nocryna (Hanpumep, Jaws , «Balabolkay). CxaunBaembie ¢parMeHTHl B gopMmare
pdf, umeronire BhICOKOE KaueCTBO, MOTYT UCIIOJIb30BAThCS TU(DIOMPOrpaMMaMu JIJist
rOJIOCOBOIO O3BYUYMBAHHUS TEKCTOB, MOTYT OBITh 3arpyeHbl B TU(IOIUIEEepHI, a
TaK)Ke CKOMMMPOBAHBI Ha JII000€ YCTPOMCTBO 11 KOM(OPTHOTO YTEHUSI.

CepBuc OBC «lluTaTHUK» NOMOraeT IMOJb30BATEII0 HU3BICYb LUTATy U
aBTOMAaTUYECKH (POPMHUPYET KOPPEKTHYI0 OuOIMOrpaduyecKkyro CChUIKY, 4YTO
OCOOCHHO aKTyaJbHO JUJISl JIUI] C OTPAaHUYCHHBIMH BO3MOXHOCTSIMH M OOJerdaer
MPOILIECC HAMMKUCAHUS KypPCOBOM WU BBITYCKHOM KBATH(PUKAITMOHHOMN pabOTHI.

JUist moArotoBku K 3aHATHSIM oOyvaromuecs ¢ OB3 (mo 3peHuro) moryr
UCIOJB30BaTh MoOWIbHOE mnpuiioxkeHne ObC «Jlanb», mnpenHa3HayeHHOE IS
O3BYyYMBaHUsl TEKCTa KHUTH. PeXHMM [0OCTyma: 3JIEKTPOHHBIA, TPUIOKEHHUE
CKauyuBaeTcsd 00yJaroluuMcs CaMOCTOATENBLHO ¢ caiTa e.lanbook.ru, HeoOxoammoe
ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanb». Wcnonb3yercss cBoOOAHO
pacrpocTpaHsemas mporpamma dKpanHoro pocryna Nvda.

[lonpoOHee 00 opraHuszalu JOCTYIHOW CpEAbl CM. COOTBETCTBYIOLIMIA
pa3zies OCHOBHOM MpoQeccHoHaNbHON 00pa30BaTEIbHON IPOrPaMMBI.



