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1. lean u 3agaun AUCHUATIHMHBI
1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:

ITK-1 CriocoGeH oCcymecTBIATh TOKyMEHTUPOBAHHUE YITPABICHUYECKON JEATEILHOCTH B OpraHU3aIN

1.2 Tumel 3aga4 npoQecCHOHANBHOU NeATeNbHOCTH, K KOTOPBIM TOTOBSTCS OOydYaroluecsi B paMKax

OCBOCHUS NUCHUIIIINHBIL.
- TEXHOJIOTUYECKUN

1.3 JIucuurniauHa OpHEHTHPOBAaHA HA MOATOTOBKY OOydYaromuxcs K MpodeCCHOHAIBLHON JesSTEIhHOCTH B
cthepe: 07 AIMUHHUCTPATUBHO-YIpaBieHYeCKast U oUCHAS JAeATENBHOCTh (B chepe OpraHu3allmOHHOTO U
JOKYMEHTAI[MOHHOTO 00eCIeYeH sl YIIPABICHUS OPTaHU3aLMSIMHI )

1.4 B pe3ynbrare 0CBOCHHSI TUCIUILUIUHBI Y 00YYaromMUXCsl TOJKHBI ObITH CHOPMUPOBAHBI:

O0001IeHHBIC TPYIOBBIE

KO,I[ 1 HAUMCHOBAHUC

(yHKUMY / TPYAOBBIC komriereHiu @I'OC BO,
(GyHKUMY / TPYyZOBBIC T HEOOXOIUMOM ISt .
WuankaTopbl JOCTHXKEHHSI KOMIIETEHIHHA
npodeccroHaIbHbIE (hopMHupOBaHUS TPYAOBOTO
JeicTBus (py HATUIUU WK IpoecCHOHATBHOTO
npodcranaapra) nefcTBUS
- A loxymernranmonnoe  |[IK-1 Cnocoben OcymecTBiser ITOATOTOBKY u odopmiieHue
o0ecrieueHue ynpaBieHus |OCYLIECTBIATH OpTraHU3allMOHHBIX, pacropsiAUTENbHBIX,
opraHusanuein JOKyMEHTHPOBaHUE UHGOPMAIIMOHHO-CIIPABOYHBIX ~ JOKYMEHTOB  pa3HbIX
- A/02.6 Opranusaius YIIpaBICHICCKOH BHJIOB
JOKyMEHTHPOBaHUS NeSITeNIbHOCTH B
yIpaBJIeH4YEeCKOH OpraHu3aluu
NeSITeNIbHOCTH B
OpraHu3aluu

- C OpraHuzarimoHHoe,
JNOKYMEHTAIIMOHHOE U
nH(pOpMaIOHHOE
obecrieueHue ACSITSIBHOCTH
PYKOBOAMTENS OPTaHU3allnU

- C/10.6 CocraBnenue u
odopmiIcHIE
YIIpaBJIeHYECKOU
JOKYMEHTAIUN

1.5 CormacoBanue MCKIUCHTUIITIMHAPHBIX CBsI3eH JAWUCIIMIIINH, OGCCHG‘-II/IBEIIOH_II/IX OCBOCHHC KOMHGTGHHHﬁ:

I1IK-1 CnocobeH oCyIIecTBIATh JOKYMEHTUPOBAHHUE YIPABICHUYECKOM NEATENIFHOCTU B

OpraHu3aluu
Ne HaumeHnoBanue ®dopma
n/n JTUCLUILINH, o0y4eHHs
OIpeAcIAIOIUnX ZBaounas
MCXKIUCHUITIIMHAPHBIC (CCMCCTP)
CBA3U 3 4 6 7
1 | AAIMMHHCTpaTUBHOE,

TpaXXaAaHCKOC U
TPYAOBOC IIpaBO

2 | JoKyMEHTHpPOBaHNE
OyXranTepcKoi u
0aHKOBCKOM
JeSITeIbHOCTH

3 |doxymeHTHas
JIMHTBUCTUKA




4 {O3HaKOMHUTEIIbHAS +
IMpaKTUKa

5 [Texnomormueckas +
MIPaKTHKa

2. MecTo nucuuiuiaabl B cTpykrype OIl 0akanaBpuara:

JucuuminHa «J{oKyMEeHTOBEIEeHHE» OTHOCUTCS K 4acTH, (JOpPMHUPYEMOH y4aCTHHKaMHU 00pa3oBaTEbHBIX
oTHouleHu#, yueOHoro mmana OIl mo HampaBneHuto noarotoBku 46.03.02 - JlokyMeHTOBeICHHE H
apXUBOBEJICHUE.

JucuuminHa «JlokymMeHToBeAeHe» n3ydaercs B 3, 4 cemecTpax.

3.00beM U coep:kaHMe TUCHUILTHHBI
3.1.00beM gucoumummas: 10 3.¢.
3aounas: 10 3.e.

Bun yueOHo# paboThI 3aounas
(Bcero 4yacoB)

O0mast Tpy10éMKOCTb TUCHUILIHHBI 360
KonrakTHas pabora 76
Jlexmmm (JIextmm) 34
[Tpakruueckue (Ilpakt. pad.) 42
CamocrostensHas padota (CP) 271
OK3amMeH 9
3auer 4

3.2.ConepxaHue Kypca:

Ne Ha3zBanue Bun yuebHoli | DopMbI TEKYIIETO
TEMBI paszena/TeMsbl pabortsl, yac. KOHTPOJIS
Jlex |IIpa| CP
LIMH | KT.
pao.
31313
3 cemectp
1 JlokyMeHTOBeIeHHE IToaroroska
KaK Hay4Has 1 - |10 AIEKTPOHHOM
JUCLUIIIINHA MIPE3EHTALINHI
ceMecTp
2 ITousatue u IToaroroska
MPOUCXOXKICHUE 1 - |10 AIEKTPOHHOM
JOKyMEHTa MIPE3EHTALINHI
3 cemectp




OyHKIUU
JIOKyMEHTa

10

pelieHue
KOHTEKCTHBIX,
CUTYalIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3aJlaHui); pelIeHne
KOHTEKCTHBIX,
CUTYaIIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3a/1aHHi )

JIOKyMEHTUPOBaHHE
Ha €CTECTBEHHBIX U
HCKYCCTBEHHBIX
SA3bIKAX

10

ITonroroska
IIEKTPOHHON
IIpE3EHTALUU

CnocoObl 1
CpencTBa
JTOKYMEHTHUPOBAHUS

10

Ormpoc; [lonroroska
IIEKTPOHHON
IIpE3EHTALUU

MarepuanbHbie
HOCHUTENHN
JOKYMEHTHPOBAaHHO
i nadopmarm

10

KonTtponbHas
pabora

CaoiicTBa
JOKYMEHTHPOBAaHHO
i nadopmarm

10

perieHue
KOHTEKCTHBIX,
CUTYallMOHHBIX
3ama4y
(Bemonuenue
NPaKTUIECKHX
3aJIaHNM ); pereHue
KOHTEKCTHBIX,
CUTYallMOHHBIX
3ama4y
(Bemomnuenue
NPaKTUIECKHX
3aJIaHHI )

Knaccudukanun
JOKYMEHTOB

10

perieHue
KOHTEKCTHBIX,
CUTYallMOHHBIX
3ama4y
(Bemomnuenue
NPaKTUIECKHX
3aJIaHNM ); pereHue
KOHTEKCTHBIX,
CUTYallMOHHBIX
3ama4y
(Bemomnuenue
NPaKTUIECKHX
3aJIaHHM )




CucreMsl
JOKYMEHTAIU!

10

pelieHue
KOHTEKCTHBIX,
CUTYalIMOHHBIX
3a1a4
(Bemmonuenue
MPaKTUYECKUX
3a/1aHHi)

10

[IpaBuna
odopmiieHus
PECKBH3HTOB

20

Ompoc

11

biianku 1okyMeHTOB

10

pelieHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3aj1a4y
(Bemomnuenue
MPAKTHYECKUX
3aJIaHNM ); pereHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3a1a4y
(Bemomnuenue
MPAKTHYECKUX
3aJIaHNM ); pereHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3a1a4y
(Bemonuenue
MPAKTHYECKUX
3a/IaHHM ),
TecTtupoBanue

4 cemec

Tp

12

OpranuzaimoHHbIE
JTIOKYMEHTBI

40

KonTtponbHas
pabora; pernieHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3aj1a4y
(Bemonuenue
MPAKTHYECKUX
3aJIaHHI )

13

PacnopsiautensHbie
JTIOKYMEHTBI

40

pelieHue
KOHTEKCTHBIX,
CUTYaI[MOHHBIX
3a1a4y
(Bemomnuenue
MPAKTHYECKUX
3a/IaHHM ),
KonTtponbHas
pabora




14 WNudopmanmonHo-c pelieHue
IIPaBOYHbIE KOHTEKCTHBIX,
JOKYMEHTBI CUTYaL[MOHHBIX
4 |1 8 |40 3aj1a4
(Bemmonuenue
IPAKTHYECKUX
3a/1aHHi)
15 Kanposeie peuieHue
JOKYMEHTBI KOHTEKCTHBIX,
CUTYal[MOHHBIX
3aj1a4
(Bemmonuenue
IPAKTHYECKHUX
3a/1aHui);
TectupoBanue
16 VYnpasienue [ToaroroBka
JOKyMEHTauuen 4 - |11 IIEKTPOHHON
IIpE3EHTALUU

Tema 1. /lokymeHTOBeIeHHE Kak HayuyHas qucuuiuinHa (ITK-1)
Jlexknus.

3apoKIEHUE «IPAKTUYECKOI0» JOKYMEHTOBEAEHUS. llepBble NOMBITKH TEOPETUYECKOIO OCMBICICHMUS
JOKyMEHTAIlMOHHBIX TpoueccoB. Tpyasl H.B.Bapamunosa u B.BenpaOpexra. @opmupoBaHUE CMEKHBIX
mucuuiuinH. OTkpeiTHe MexxayHapoaHoro 6udnuorpagudeckoro nacturyra. Jlokymenrosenenune B CCCP.
[Tpob6nema oObekTa U mpeamera Hayku. OOIiee U crienuaibHOE JOKyMEHTOBeIeHue. JJoOKyMeHTOBeIeHHE 1
ucTopusi. B3auMocCBsA3M JOKYMEHTOBEICHUS C HayKaMH 00 yINpaBlieHHH, IPAaBOBEICHHEM, SKOHOMMKOM,
JUHTBUCTUKON. YacTHOHAyUHbIE TOKYMEHTOBEIUECKUE AUCIUILINHBL. Vcnionbp30BaHNe TOKYyMEHTOBEIEHUEM
JOCTH)KEHUH TEXHMYECKUX M eCTeCTBEHHBIX Hayk. OOIlIeHay4yHble ¢ CIIEHUAJbHBIE METOIbI
JOKYMEHTOBEUECKUX UCCIIEJOBAHUM.

IIpakTH4Yeckoe 3aHATHE.
AHaIn3 TOKYMEHTaJIbHOIO MTOTOKA MO JOKYMEHTOBECHHUIO.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[ToaroroBka nmpe3eHTaUu MO TEME MPAKTUYECKOTO 3aJaHuUs.

Tema 2. [TousaTue u npoucxoxaeHue nokymenrta (IIK-1)
Jlekumus.
CuMmBoIMYeCKass W yCJIOBHas CUTHalIW3aluus. BO3HMKHOBEHME NMHUCBMEHHOCTH U JOKyMeHTa. M3meHeHue
coiepaHusl MOHATHUS «IOKYMEHT» Ha pa3HbIX 3Tanax MCTOPHUUECKOTo pa3BuTus obmiectBa. CooTHOIIEHUE

MOHATUN «HMHPOPMALUS» UM «IOKyMEHT». VcTouyHuKoBemueckass W HMH(POPMAlMOHHAS KOHIICTIIIUU
nokymeHTa. OnpeseneHne J0KyMEHTa B 3aKOHAaX U CTaHIapTax.

IIpakTnyeckoe 3ansATHE.
1.OBomronus NOHATHSA «TOKYMEHT.
2. Jluckyccust 0 TOKyMEHTE.
3. ConnanbHas CyIIHOCTb IOKyMEHTA.
4. Ha3zHaueHne JOKYMEHTA.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
[ToaroroBka nokiana Ha TeMy «JlMCKyccusi O JOKYMEHTE».

Tema 3. @ynkuuu gokymenra (I1K-1)
Jlekumus.



[TonuyHKIMOHANBHOCTh ~ JOKYMEHTa: (YHKLUMS 3aKpeIUIeHUs W COXpaHeHHsT WH(POpPMaLUH,
KOMMYHHUKaTHBHasl, KyJlIbTypHas, yIpaBleHYECKas, IIpaBoOBasi, CTAaTUCTHYECKas, I103HaBaTEJIbHAS,
oOpa3oBarenbHas, MOJUTUYECKAs], MJCOIOrHYecKasi, XyI0KECTBEHHO-ICTETHUECKasA, JOCYroBas, TOBapHas
¢byHKIMY, (GYHKIUS HCTOPUYECKOTO HCTOYHHMKA. KoOMMYecTBEHHBbIE M KaueCTBEHHBIC XapaKTEPHUCTUKU
¢bynkuuii. @yHKINN ONEPATHBHOTO XapaKTepa U MOCTOSIHHO JIEHCTBYIONIHE.

IIpakTH4Yeckoe 3aHATHE.

Onpenenenue GyHKIHN TOKyMEHTOB.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.

Onpenenuth GyHKIIMHA TOKYMEHTOB: TIpUKa3 o mpueme Ha padoty (2001 1.), poman JI.H.Toncroro «Boiina u
MHp», TporpaMma noJmtrudeckoi naptuu «Egunas Poccusy.

Tema 4. /lokyMeHTHpPOBAHHE HA €CTECTBEHHBIX U HCKYCCTBeHHBIX si3bIkax (ITK-1)
Jlexknus.

[ToHATHS «JTOKYMEHTHPOBAHHE», IIPABUJIA JOKYMEHTHPOBAHUSY, «KOIUPOBaHHE UH(OpMALUN. SI3bIKOBBIE
A HEI3LIKOBBIE 3HAKW. 3HAKOBas cHUCTeEMa. IIMCbMO Kak CHOC06 AOKYMCHTHUPOBAHHA. Tunel mmceMa:
nUKTOrpaguueckoe, Huaeorpapuueckoe, CIOroBoe, OyKBEHHO-3BykoBoe. CozmaHHe CIaBSHCKOW a30yKH.
BnusiHue rocymapcTBEHHBIX pedopM Ha pPa3BUTHE PYCCKOM NHUCBMEHHOCTH. VICKYCCTBEHHBIE SI3BIKH,
CO3JaHHBIC AJId O6IJ.I€HI/I$I MCXKAY JIIOAbMHU: BOJIAIIIOK, O3CICPAHTO, HWAO, OKINUACHTAJb, HOBHAJIb,
UHTEpIUHIBA U Ap. HPOPMALMOHHO-TTIOUCKOBBIE S3BIKU. SI3BIKM MporpaMMupoBaHus. CUCTEMBI 3alHCH.
CreHorpadusi Kak CUCTeMa 3HAKOB JJII CKOPOCTHOW 3amuCU peuyd. TexXHHYecKoe IOKYMEHTHpPOBaHHE.
Kaprorpaduueckas 3HakoBas cucreMa. M300pa3uTesibHOE UCKYCCTBO.

IIpakTH4eckoe 3aHATHE.
[TuxTorpaduyeckoe MUCHLMO.
Wneorpaduueckoe TUCHMO.
CnoroBoe nuceMo.
BykBEHHO-3BYKOBOE ITUCHEMO.
PazBuTune pycckoil TMCbMEHHOCTH.

A e

3ananHus AJ151 CAMOCTOSITEILHOI padoThI.
[IpuBecTr mpruMephl 3HAKOB MTUKTOTpadUIECKOT0, HacorpaduIecKoro, CIOTOBOTO U OYKBEHHO-3BYKOBOTO
MHMCHbMa, MPUMEPHI 3HAKOB KUPUJUIUILIBI M TJIATOJIUIIBI, TI000H CUCTEMBI CTEHOTpaduH, a TaKKe Ha3BaHUs 2-3
SI3BIKOB IMPOTPAMMHPOBAHUS U MH(POPMAITMOHHO-TTOMCKOBBIX SI3BIKOB.

Tema 5. Cnioco0bl1 u cpencrsa fokymentupopanus (I1K-1)
Jlekumus.

[TonsTHs «crnoco® TOKYMEHTHUPOBAHUSY), «CPEICTBA JOKYMEHTHPOBAHUS), «CHCTEMa JTOKYMEHTUPOBAHUSY.
HaueprarenbHblii (MUCbMEHHBIN) CIOco0 3akperuieHus uHpopmaiuu. [IpocTeitmue numrynme cpencra:
CTHJIO, KajaMm, Tepo, KapaHpaaml. M300peTeHrne M yCOBEPIICEHCTBOBAHKE MEPHEBON M IIAPUKOBON PYUKH U
yepHuI. Pa3BuTHE TEXHUUECKHUX CPEJCTB MUCbMEHHOTO IOKYyMEHTUPOBAHUS: MUIIYIIasi MallluHA, MALTY I
aBTOMAT, TEpPCOHaNbHBIN KommbloTep. IlepdopupoBanmne. Mexanudeckas 3anmuch 3BykKa. (OCHOBHBIC
cpenctBa: nepdoparop, MoHOTHII, (oHAyTOrpad, TpaMMO(OH, IEKTPONPOUTPHIBATEb U Ap. PazButne
($hoTO- U KHHOMOKYMEHTHpOBaHus. [onorpadus: HETOCTaTKH U TOCTOMHCTBA. DJeKTpoMarHuTHoe ((poHo- u
BHJICO-) JOKyMeHTHpoBaHue. OCHOBHBIE  cpencTBa:  TenerpadoH, AUKTO(POH, aBTOOTBETYHK,
BugeoMaroutopon. OnrTuyeckas W MarHUTOONTHYECKas 3alucCh: MPEUMYIIECTBA W HEIOCTaTKU.
DneKTpoHHOE AokymeHTupoBanue. Buast OBM. Buemnue ycrpoiictBa IIK. DnekTpoHHbIe cekperapu u
opraHaizepsl. buomerpuueckuii cnocod TOKyMEHTHPOBAHUS.

IIpakTH4eckoe 3aHATHE.
1. TpaguuuoHHbIE CIOCOOBI U CPEACTBA JOKYMEHTHPOBAHUS.
2. TexHOTpPOHHBIE CIIOCOOBI H CPEACTBA JOKYMECHTHPOBAHMSI.
3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.



[TpuBecTH B COOTBETCTBHE CIOCO0AM TOKYMEHTUPOBAHUS CPEJICTBA: HAuepTaTeIbHbIHN (ITMCHMO),
MeXaHH4YeCKuH, (poTorpaduuecknii, KHHOIOKYMEHTUPOBAHHE, HIICKTPOMAarHUTHOE
AYAUOJOKYMCHTUPOBAHUC, SJICKTPOMArHUTHOC BUACOAOKYMCHTUPOBAHUEC, OIITUYCCKAA 3allUCh,
rosiorpauyecKuii crocoosl.

Tema 6. MaTepuajibHbIe HOCUTEIH TOKYyMeHTUPOoBaHHOI uHGopmauuu (ITK-1)

Jlekumus.
[TonsTusa: «HOCHUTENh WHGOOPMAIIMN» M «HOCUTEIh JOKYMEHTUPOBAaHHOW wHpopManum». JlpeBHeime
MaTepuaibl A THCbMa MPHUPOTHOTO MPOUCXOXKACHHS (MAJIbMOBBIE JUCThS, JEPEBSIHHBIC JOIICUKH,
yepenamniby IUTKY, NIHHAHbIE U METAJUIMYeCKUe TaOlWYKH, IIeJK, nanupyc, Tana, Oepecra, mepraMeHT 1
np.). Wzobperenme Oymaru. CBorictBa, BHabl u ¢opMatel Oymaru. dortorpaduyeckue HOCHUTEIIH:
(GOTOIUIEHKH, KHUHOIUIEHKH, MHUKpOoQOpMBl. MarepuanbHble HOCHUTENM  MEXaHUYECKOM  3amucu:
¢doHorpaduueckue BalWKH, TPAMIUIACTUHKU. MarHuTHbIE HOCUTENM: CTallbHas IPOBOJIOKA, CTaJbHAs
KaTaHas JIEHTA, MOPOIIKOBas MarHWTHas JIEHTa, MarHUTHBIE IHCKH, IUIACTUKOBBIE KapThl. OnTHUecKue
aucku: CD-ROM, CD-R, CD-RW, DVD. HUx npeumymiecTBa no CpaBHEHUIO C MATHUTHBIMU HOCHUTEIISIMHU.
Hocurenu Ha 06aze d¢umm-namsaru. Hocurenun oObemMHOrOo wn300pakeHus. BnusHue THma HOCUTENS
uHpopMauu Ha MHMOPMALMOHHYIO €MKOCTh, JIOJTOBEYHOCTh U CTOMMOCTh JOKyMEHTa. TexHUYeckoe U
JIOTUYECKOE CTapeHHe MalIMHOYMTAEMbIX JOKYMeHTOB. HoBelinine noCTH)XKeHHS B OOJAcTH TOUCKa
MH(OPMAITMOHHO €MKHUX, HAJEKHBIX U JIOCTYIHBIX IO 1I€HEe HOCUTENEH.

IIpakTH4eckoe 3aHATHE.
He npenycmotrpeno

3ananHus AJ151 CAMOCTOSITEILHOI padoThI.
[ToaroroBka XpOHOJIOTUYECKOH TaOIHIIBI IO IBOJIOLUU CUCTEM JOKYMEHTHPOBAHUSI.

Tema 7. CBoiicTBa 1okyMmeHTUPOBaHHOI uHGopmauuu (ITK-1)

Jlekumus.
Crnenuduyeckre CBOMCTBA TOKYMEHTHPOBAHHOW  MH(OpMaIuu: (GUKCHPOBAHHBIM XapakTep, IIEIeBOC
Ha3Ha4Y€HHE, WHBAPHUAHTHOCTh, OPEHHOCTh, TPAHCIUPYEMOCTb, pacCesHHe, TUCKPETHOCTh. BHemHue
cBOlicTBa (IMOKa3aTeld KadecTBa) COIMAIbHOM WHMOpPMAIMU: I[IEHHOCTh, IOJIE3HOCTh, IIOJHOTA,
JOCTOBEPHOCTh, HOBH3HA, JOCTYNMHOCTh, 3allMIIEHHOCTb, 3PrOHOMUYHOCTb, aJIeKBaTHOCTh. OO0beM U
CTPYKTypa Kak BHYTpEHHHE CBOicTBa nHpopManuu. Ousndecknii 1 nHGOPMAIIMOHHBIN 00beM JOKYMEHTA.
DOneMeHThI JoKyMeHTa. [IoHATHS «peKBU3UTY, «HOpPMYISIp», «MeTagaHHbie». UHIUBHIYyaTbHBIA U THUIIOBOM
dhopmyisipel, popmysip-oopasen. [TonmuHHOCTE U I0puaNYecKas cuiia OPUITUATILHOTO TOKYMEHTA.

IIpakTnyeckoe 3aHsATHE.
1. Omnpenenenue cBONCTB U 00beMa PYKOIIUCHBIX JOKYMEHTOB.
2. OmnpeneneHne CBONCTB U 00beMa MEYATHBIX TOKYMEHTOB.
3. Ompenenenue cBOMCTB U 00beMa NEKTPOHHBIX TOKYMEHTOB.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
Omnpenenenre CBOMCTB U 00beMa MAITHHOMMCHBIX JOKYMEHTOB.

Tema 8. Knaccupunkxanun noxymenros (IIK-1)

Jlexknus.
Ilenb W OCHOBHBIE MeETONBI KiIacCU(UKAIMM: HepapxXxuueckui, ¢aceTHplif. CeMaHTHYECKHE W
¢byHKUMOHANbHBIE — KiIaccupUKAMU  JTOKyMeHTOB. Kiaccupukamuu  MaTepualbHBIX — HOCHUTENEH
uHpopmanuu. Knaccupukamus no cnocoly noxkymeHTupoBanusi. Knaccudukamuu mo ypoBHI0 00001IeHUs
U OTHOIICHUIO K OPUTHHAJIBHOCTH HHGOpMALMU, IO MEPUOJUYHOCTH, IO PEKUMY JOCTYIa, IO
IOPUINYECKOMY CTaTycCy, 10 reorpauueckoMy IMpH3HAKy. BUabl TOKYMEHTOB 1O BPEMEHM MOSBJICHUS B
COLIMATTbHOM KOMMYHUKAIIUH: YePHOBOH, OSIIOBOM, MOTMHHHUK U KOTIHSL.

IIpakTnyeckoe 3ansATHE.
Onpenenenne BUAOB JOKYMEHTOB, IPEIOKEHHBIX IIPETIO1aBaTENIEM.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
Onpenenenre BUIOB TOKYMEHTOB
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Tema 9. Cucrembl nokymentanuu (ITK-1)
Jlekuus.

Hcrtopudeckoe pa3BUTHE CHCTEM JOKyMEHTallMU. Buabpl cucTeM JOKyMEHTAlUW: KOPIOpaTHBHEIE,
¢dbyHkuuoHaabHbie. OCHOBHBIE (DYHKIIMOHAIBHBIC CHUCTEMBI JTOKyMeHTanuu B Poccuiickoit Depepanuu.
VYHuuIupoBaHHbIE CUCTEMBI JOKYMEHTAIIUH.

Enunas cucrema xinaccupuKalvyu U KOAUPOBAHUS TEXHHKO-SKOHOMUYECKON M COIMAIbHON MH(POPMAIIUH.
OcCHOBHBIE TpyNIbl  KIACCU(PHUKATOPOB: COLUaNbHAs HWHPOpManus, HHPOpPMAIUs 1O ONHCAHUIO
OpraHu3allii SKOHOMMKH, HH(pOpMalMs O NPOAYKTaX, BHIAX DSKOHOMHYECKOH JAEATENbHOCTH H
OKa3bIBaeMbIX ycCiyrax, uWHQpoOpMalnus O TPUPOIHBIX M TPYIOBBIX pecypcax, uHPopMmanus o
(buHAHCOBO-KpEeUTHOM chepe, nHPpopMaIus 00 yrnpaBIeHYeCKOM JOKYMEHTAIMH, TIOKa3aTeNsAX U eIMHUIAX
u3MepeHus, HMH(pOpMamMs O CTaHAapTax M TEXHOJIOTMYECKUX  Ipoleccax, Mpouyue  BUIBI
TEXHUKO-IKOHOMHUYECKON M COIUATBHON MHPOPMAIIHH.

IIpakTH4Yeckoe 3aHATHE.
Omnpenenenue komoB hopm nokymeHToB o OKVY/]

3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
BrIsBIIeHHE CTaHIapTOB HA CUCTEMBI JJOKYMEHTAIUU

Tema 10. [IpaBuia opopmienuss peksuzuton (I1K-1)
Jlekumus.

[Tonstust popmynsipa U peKBU3UTOB TOKyMeHTa. COCTaB peKBU3UTOB O(GUIIMAIBHOIO TOKYMEHTa COIIAaCHO
rocyaapctBeHHOMY cTtannapty (2016 r.). OdbopmiieHre peKBU3UTOB OJIaHKA M OTPAHHYUTEITLHBIX OTMETOK.
PexBu3uThl, oOmpenensionie OPUIANMYECKYI0 CHIy JOKyMeHTa, U uX odopmieHue. PekBU3UTHL,
oTpaxkaromue o0pabOTKy W JBW)KCHHE ITOKyMEHTa (IIeJTOMPOU3BOJCTBEHHBIE OTMETKH). HecranmapTHbie
pekBU3UTHL. OcoOeHHOCTH 0(OPMIICHHS TIpaBa MOANKUCH OPUIMAIBHBIX TOKYMEHTOB. [IpuMeHnenue neuaru,
AIEKTPOHHOM MOAHUCH.

IIpakTH4Yeckoe 3aHATHE.
Odopmiierre pekBU3UTOB B cOOTBETCTBUU ¢ AciicTBYrommM ['OCT.
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
Odopmitenne pekBU3UTOB B cOOTBETCTBUU ¢ AccTBYyrommM ['OCT.

Tema 11. baanku nokymentos (IIK-1)
Jlekuus.

OCOOCHHOCTH M3TOTOBJICHHS W TPUMEHECHHs OJIaHKOB. YIJIOBOWM W TpomoibHbIA Omanku. [IpaBuia
pa3MeIeHnsi OCHOBHBIX PEKBH3WUTOB. braHk mucbma, oOmuii OnaHk, OJaHK BHIA JOKYMEHTa, OJaHKH
JOJDKHOCTHBIX JIMI[ U CTPYKTYPHBIX TOApAa3AeeHN, OJaHKW Ha JIByX sI3bIKax. TWMHYHBIE OIMIMOKH B
IIOATOTOBKE OJIAHKOB.

IIpakTnyeckoe 3ansATHE.

IToaroroska oOmiero OnaHka.

ITonroroska OiaHka nuCbMa.

[TonroroBka OnaHka BUJa TOKyMEHTA.

[TonroroBka Gi1aHKa CTPYKTYpPHOTO TIOJIpa3ICIICHHS.

A

IToxroroska OiraHKa TODKHOCTHOIO JIHIIA.
3ajanus AJ151 CAMOCTOSITEJIbHOM PadoThlI.
[ToaroroBka KOMITIEKTa OJTAHKOB OpTaHU3AINH

Tema 12. Oprannzanuonnbie 10kyMeHThI (ITK-1)
Jlexknus.
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OYHKIMM OpPraHU3alMOHHBIX JOKYMEHTOB. (OCHOBHBIE BUABL: YCTaB, IOJOXKEHUE, WHCTPYKLHUA
(IOMKHOCTHAsE MHCTPYKLHUS), PENIAMEHT, CTPYKTypa W IITaTHAas YUCIEHHOCTb, IUTAaTHOE pacIUCaHUE,
IpaBuUja BHYTPEHHEro pacropsaka, 1oroBop. CTpyKTypa W OCOOCHHOCTH MOATOTOBKH M O(GOPMIICHHS
JOKYMEHTOB.

IIpakTH4Yeckoe 3aHATHE.
[ToaroroBka CTPyKTYyphl M IITATHOW YHCICHHOCTHA OpPraHU3AIUH.
HOIIFOTOBKa mITaTHOTroO pacnncaHHﬁ.
[ToaroroBka OMKHOCTHON MHCTPYKITUH.
3anonHeHue GopM JOTOBOPOB Pa3HBIX BUIOB.
AHanu3 yCTaBOB Pa3HbIX BUJIOB.

A o e

AHanu3 periaMeHTa COBETa HapOJIHBIX ACIyTaTOB.
3aganus AJ151 CAaMOCTOSITEJIbHOM PadoThI.
ITonroroBka 1OKyMEHTOB

Tema 13. Pacnopsiaurennbnsbie fokymenTsl (IIK-1)
Jlexknus.

OyHKIUN pacTIOPSIUTENBHBIX TOKYMEHTOB. Kpurepun BbIOOpa BUIOB PACHOPSAUTENBHBIX JOKYMEHTOB.
Ocobennoctu moArotoBkd. OCHOBHBIE BHBI: ITOCTAHOBJICHUE,  TPUKA3, DPACHOPSHKEHUE, peIleHHe,
yKa3aHHe.

IIpakTn4yeckoe 3ansATHE.
[ToaroroBka npukasa.
[ToaroroBka pacnopsKeHHs.
ITonroroBka yka3aHusl.
[ToaroroBka pemenus.

A

[ToaroroBka nmocTaHOBIEHHUS.
3aganus 1J151 CAaMOCTOSITEJIbHOM PadoThI.
[ToaroroBka MpoeKTOB JOKYMEHTOB.

Tema 14. UnpopmanuonHo-cnpaBoynbie 1okymeHTsI (ITK-1)
Jlexknus.

OyHKIMM WHPOPMALMOHHO-CIIPABOYHBIX JTOKYMEHTOB. (COOCHHOCTH TIOATOTOBKM OCHOBHBIX BHJIOB
JOKYMEHTOB: aKTa, IPOTOKOJA, JOKJIAJHOM 3aluCKu, OOBSCHUTENbHOH 3aluCKd, CIPaBKH, MHChMAa,
TenedoHorpaMMBl.

IIpakTnyeckoe 3ansATHE.
ITogroroBka akra.

[ToaroroBka nmpoToxoa.

IlonroroBka QOKIIaMHOM 3aIIUCKH.
IToaroroBka 0OBSICHUTEILHOM 3AIIUCKH.
ITonroroBka cripaBku.

IlonroroBka nucepMa.

o

[ToaroroBka TenedoHOrpaMMBl.

3aganus 1J151 CAMOCTOSITEJIbHOM PadoThlI.

[ToaroroBka nucbMa-npurIaIeHUs.

IlonroroBka akTa CriicaHus.

3. TloaroroBka KpaTKOTo MPOTOKOIA COOpAHUS TPYAOBOTO KOJIJICKTHBA.

Tema 15. Kaapossbie 1okymentsi (ITK-1)
Jlexknus.



Ponp kanpoBbIXx JOKyMeHTOB. (OCHOBHBIE BHJABI JIOKYMEHTOB: IIPUKa3bl [0 JIMYHOMY COCTaBY,
NpeACTaBICHNUE, TPYIAOBOM JOTOBOp, 3asBIEHHE, aBTOOMOTrpadusi, pe3roMe, XapaKTepUCTHKA, JUYHBINA
JIUCTOK II0 YYETY KaJIpOB, TPyAOBask KHUXKKA.

IIpakTnyeckoe 3aHsATHE.
1. IloaroroBka 3asBJICHUSI.
2. TloaroroBka mpuiKasa 0 IpreMe Ha padoTy.
3agaHus AJ51 CAMOCTOSITEILHOI padoThI.
1 1. TIloaroroBka pe3rome.
[ToaroroBka aBTobUOrpaduu

Tema 16. YnpaBaenue nokymentanueii (IIK-1)
Jlexknus.

OcCHOBHBIE HampaBJIeHUS JOKYMEHTHOH JEATEIIbHOCTH: HEMOCPEICTBeHHas paldoTa ¢ JOKyMEHTaMH,
aJIMUHUCTPATUBHO-yNpaBlIeHUYECKas, Hay4dHasi, HH()OPMAIMOHHO-METOUYECKasi JeSITEIbHOCTh. BubI
JOKYMEHTHOW JIeATeNIbHOCTUA. IIpOM3BOACTBO JOKYMEHTOB, TEXHHMYECKass M TBOpuUeckas oO0paboTka,
JKCIIEPTU3a LEHHOCTH JOKYMEHTOB,

IIpakTH4eckoe 3aHATHE.
He npenycmotrpeno
3ananus AJ51 CAMOCTOSITEILHOI padoThI.
1. TloxaroroBka o030pa caliToB Mo JOKyMeHTOBeAeHUo u [JOVY.
2. TloaroToBka AoKjaza o JI000M IpodeccHOHaTFHOM 00bEANHEHHH JOKYMEHTOBEOB U ApXHUBUCTOB.

4. Konrpoab 3HaHMI 00y4alOLINXCS M THIIOBbIE OLICHOYHBbIE CPEICTBA
4.1. Pactipenenenue 0auioB:
banbHO-pEUTHHIOBBIE MEPOIIPUATHUS HE IIPELYCMOTPEHBI

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
Kontponbnas padora

Tema 6. MarepuanbHble HOCUTEIN JOKYMEHTUPOBAaHHON MH(OpMauu
Turnoseie BOIPOCHI 17151 KOHTPOJIBHBIX CPE30B
Kak mMeHsioch copepkanue MOHATHS TOKyMEHT CO BpEMEHEM?
Korna TepMUH TOKYMEHT BOIIEN B PYCCKUMN A3bIK?
Ilepeunciure CBOMCTBA JOKYMEHTA.
Urto Takoe ropuanyecKkas cuia 10KyMeHTa?

AN

Kak odopmisiercs noanuce?
Omnpoc

Tema 5. CiocoOsI U cpenicTBa TOKYMEHTUPOBAHHUS
TunoBkie BOIPOCH! ompoca
JlokyMeHTOBe/IeHHE KaK Hay4YHasi AUCIUILIMHA.
MecTo JOKyMEHTOBEICHUS B CUCTEME HAYK.
[TonsTHE N TPOUCXOKACHUE JOKYMEHTA.
DYHKIUU JOKYMEHTA.

AN

I[OKYMCHTI/IPOBaHI/Ie Ha €CTCCTBCHHBIX A3bIKAX.

IToaroroBka 31€KTPOHHOM NPE3eHTALMHU
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Tema 1. JlokyMeHTOBEeICHUE KaK Hay4YHas! JUCHUILIMHA
TunoBbIe TEMBI TPE3EHTALIUI
CriocoOsI 1 cpecTBa TOKYMEHTHPOBAHHUS.
Crenorpadusi.
JlpeBHelMe MaTepranbHble HOCUTEIN HHPOPMAITUH.
CoBpeMeHHbBIE MaTepHAIbHBIC HOCUTENN UHGOPMAITIH.

Nk -

[udper B JOKYMEHTUPOBAHUH.
pelieHHe KOHTEKCTHBIX, CHTYallHOHHBIX 32/1a4 (BbIno/iHeHHe NpPaKTHYeCKUX 3aJaHUil)

Tema 3. dyHKIHUM TOKYMEHTA
TunoBble KOHTEKCTHBIE CUTYaIlMOHHBIE 32141
[ToaroroBka npukasa.
ITogroroBka akra.
IlonroroBka nmucepMa.
ITonroroska mpoTokoa.

Nk -

[ToaroroBka pemieHus.
TecTupoBanme

Tema 11. bnanku JOKyMEHTOB
1. Obs3aTenpHBIN 37eMEHT 0(OopMIIEHUS OUIIHMATEHOTO TOKYMEHTA Ha3bIBACTCS:
(?) popmymnspom.
(!) peKBU3UTOM.
(?) MeTaTaHHBIMH.
(?) 3HAKOM.
2. TumoBoit hopmysap - 310:
(?) bopmynsip, mpHUCyIIHNA KOHKPETHOMY JOKYMEHTY.
() bopmyssip, XapaKTepHBIH I ONIPEICTICHHOTO BUA IOKYMEHTOB.
(?) bopmynsip-obpaser.
(?) bopmymsip, 3a1aHHBINA CTAHIAPTOM.
3. Kakoii ToOKyMeHT periaMeHTUpYeT nporecc o(popMICHHUS CITy>KEOHBIX TOKYMEHTOB?

(D TOCT P 7.0.97-2016 «Cuctema cTanaapToB 1o HHGOpMauu, OMOTUOTECUHOMY U U3IATCIIBCKOMY JIETTY.
OpraHn3anmoOHHO-pACTIOPSAUTEIbHAS JOKyMeHTaIHs. TpeOoBaHus K 0hOPMIICHUIO TOKYMEHTOB)

(?)«IIpaBuna nenonpou3BOACTBA B TOCYJAPCTBEHHBIX OPraHax, OpraHax MECTHOTO CaMOYITPaBIICHUS»
(?) «IIpaBuna nenonpou3BoACTBa B (pefepanbHbIX OpraHax UCTIONHUTEIBHON BIACTH»
(?) @3 «O6 nnpopmaruu, THGOPMAIIMOHHBIX TEXHOJIOTHIX U O 3aITUTE HHHOPMAITHID.
4. I'me mpocTaBisieTcss OTMETKA O MOCTYIUIEHUH TOKYMEHTa B OPTaHU3aIHIo?

(!) B mpaBOM yIJTy HMDKHETO TTOJIS IOKYMEHTA.

(?) B BepxHEM IIPaBOM YIIIY.

(?) B 1IEBOM HUKHEM YTITY.

(?) Ha mocneAHeM JIUCTE.

5. OTMmeThTe HEeNpaBUIbHBIE BApUAHTHI O(DOPMIICHUS 1aThI:

(108.12.2021 .

(?) 08.12.2021.

(!) 8 nexabps 21 1.

(?) 8 nexabps 2021 1.

6. Kaxkoii pekBu3uT ohopmiseTcsi mpu BHYTPEHHEM COTTIAaCOBAaHUH JOKYMEHTA?
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(?) rpud yTBEpKICHUS.
(?) rpud cormacoBaHus.
(!) Bu3a
(?) moanuce.
7. CKOJIBKO apecoB MOXKET COJEPkKATh PEKBU3HT «aapecar»?
(?) TONIBKO OZTUH.
(!) He Oomee YeThIpeX.
(?) He Gomee Tpex.
(?) He Gonee AByX.
8. Kakoe yTBepxkaeHne HeBEpHO?
(!) Ha 6nanke nokymeHTa MOTYT OBITh pa3MelneHbl rep0 cyobekTa PO u ToBapHBI 3HaK.
(?) T'ocymapcTBennblii Tep0d PO pasmeniaroT TonpKo Ha OJlaHKaxX opraHu3aiuii peaepagsbHOro MOTINHEHUS.
(?) MHuorougetHbI BapuaHnt ['ocynapctBeHHoro repba PO pazmemniator Ha 61aHkax (enepanbHbIX 3aKOHOB.
9. K cipaBo4YHBIM TaHHBIM 00 OpraHU3aIi HE OTHOCHUTCS:
(?) E-mail.
(1) ampecar.
(?) xon opranuzanuu o OKIIO.
(?) mourtoBHIit ampec.
10. I'ne mpocTaBsieTcst OTMETKA O OCTYIUIEHUH TOKyMEHTA B OpraHu3aluio?
(!) B mpaBOM yITy HU>KHETO IOJIS1 TIEPBOTO JINCTA TOKYMEHTA.
(?) B BEpXHEM IpPaBOM yINIy IIEPBOIO JINCTA JOKYMEHTA.
(?) B mpaBOM yIUTy HMKHETO HOJISI TOCJIEAHEr0 JIMCTa JOKYMEHTA.
(?) B JIEBOM HMIKHEM YTy IIEPBOTO JUCTA JOKYMEHTA.

4.3 TIpomexxyTouHas aTTecTalus Mo AUCIUILTIHE TPOBOAUTCA B (hOpME 3a4eTa, SK3aMeHa

Tunosbie Bonpocekl 3auera (I1K-1)
. JIOKyMEeHTOBEIeHNE KaK HayKa.
. OyHKIMH TOKYMEHTA.

1

2

3. CBolicTBa JOKYMEHTA.

4. MarepuaibHble HOCUTEIN HHPOPMALIUH.
5

. CriocoObI 1 cpencTBa JOKYMEHTHPOBAHHSL.

Tunosble 3aganusa 1 3adera (IIK-1)
. Onpenenenne BUIOB JOKYMEHTOB.
. Onpenenenne koa0B 1okyMeHTOB o OKVY/I.
. [TogroroBka o01iero OaHka OpraHU3aIiH.
. [TonroroBka Gi1aHKa MUChMa OpraHU3AINH.

D AW N -

. IlogroroBka 61aHKa MpUKas3a.

Tunosbie Bonpockl 3xk3amena (I1K-1)
biianku 1OKyMEHTOB.
VYcTaB 1 JOTOBOP Kak BUIbI JOKYMEHTOB.
OcHoBHbIE BUIbI OPTraHU3AIIMOHHBIX JOKYMEHTOB.
PacnopsimutenbHbie TOKYMEHTHI.

Nk -

HupopMaimoHHO-CTIpaBOYHBIE JJOKYMEHTHI.

Tunosble 3aganusa s 3k3amena (IIK-1)
1. [ToaroroBka npukasa.



ITonroroBka pacropsKEHHUs.
IlonroroBka nuceMa.
ITonroroska mpoTokoa.

kb

[ToaroroBka pemieHus.

4.4. llIkana oueHMBaHUS TPOMEKYTOUHOM aTTeCTALMK

3auer

JleckpunTopsl (YpOBHU) — OCHOBHBIC TIPU3HAKH OCBOCHHUS (ITOKA3aTeIn

Ornenka Komnerentuu
TOCTHKEHHMSI pe3ynbTaTa)

IK-1 B 1menom ycmemHO OCyHIECTBISET MOATOTOBKY M OQOpMIICHUE
«3a4TCHO» OpTaHU3aIMOHHBIX, pacnopsAUTENbHBIX,
MH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB Pa3HbIX BUIIOB

TIK-1 He ocymectisier moaroTroBky u oGopmMiIeHHE OpraHU3al[MOHHBIX,
«HE 324TCHON pacropsITUTEIbHBIX, HWH(POPMAIIMOHHO-CIIPABOYHBIX  JJOKYMEHTOB
pa3HBIX BHIOB

DK3aMeH

Jeckpuntops! (ypOBHN) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTEIH

Onenka Kommnerenriu
TIOCTYOKCHHSI pe3YJIbTaTa)

TIK-1 Ha BBICOKOM YpOBHE OCYIIECTBIISICT IOATOTOBKY U O(OpMIICHHE
«OTIIHIHO» OpTraHU3aIMOHHBIX, pacnopsIuTeIbHbIX,
MH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB Pa3HBIX BUJIOB

TTK-1 Ha npocraTouHo BBICOKOM YPOBHE OCYHIECTBIISIET MOJTOTOBKY H
«XOPOLIO» odopmiieHue OpraHU3alMOHHBIX, pacnopsAUTENbHBIX,
MH(OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB Pa3HbIX BHJIOB

TIK-1 Ha nocraTouHoM ypoBHE OCYIIECTBISET MOATOTOBKY U O(OpMIICHHE
«YIOBJIETBOPUTEIIBHON OpTraHU3aIMOHHBIX, pacnopsIuTeIbHbIX,
MH(POPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB Pa3HBIX BUJIOB

IK-1 He ocymectBiser moarotoBky u o(OpMIICHHE OpraHWU3aIllMOHHBIX,
«HEYIOBJIETBOPUTEIILHOY pacropsIUTeIbHBIX, WH(POPMAIMOHHO-CIIPABOYHBIX  JIOKYMEHTOB
pa3HBIX BUOB

5. Metoanueckue yKkazaHus JJisi 00y4al0UUXCsl 0 OCBOCHHMIO IMCIUILIMHBI (MOXYJIA)

5.1 Meronuueckue yKa3aHus IO OPraHU3aIlUN CaMOCTOSITEIbHOI paboThl 00yUYaromuXCs:

[Ipuctynas K W3yYeHHUIO TUCIUIUIMHBI, B MEPBYIO ouepe/b OOydaromuMcsi HEOOXOAMMO O3HAKOMHUTHCS
comepkanreM paboueii mporpammbl aucturumabl (PIT[]), koTopas ompenenseT comepskaHue, oObeM, a
TaKKe MOPSAIOK U3YUYESHHsI U MTPEToAaBaHus yueOHOM TUCIUILIMHEL, €€ pa3/iena, YacTu.

Jlnist caMOCTOSTENbHON pabOThl BAKHOE 3HaUECHUE UMEIOT paszieibl «O0beM U copepikaHue TUCIUILTHHBDY,
«Y4eOHO-MeToauueckoe U HH(popMaIMoHHOE 00ecTiedeHne TUCIUILTMHBD U «MarepruanbHO-TEXHUIECKOe
obecriedeHre TUCIUILINHEI, IPOrpaMMHOE obecrieueHue, mpodeccHoHaIbHbIe 0a3bl TaHHBIX U
MH(POPMALMOHHBIE CIIPABOYHBIC CUCTEMBI.

B pasgene «O0beM U conepkaHWe IUCIMIUIMHBD) YKa3bIBAIOTCS BCE pasfelibl M TEMbl H3y4aeMoil
JTMCLUIUIMHBIL, @ TAK)KE BUJBI 3aHATHH U TNIAHUPYEMBbI 00bEM B aKaJJeMHUYECKUX Yacax.

B pasgene «YuebHO-MeTommyeckoe W HMH(OpMAIMOHHOE oOecreueHre AUCHUIUIMHBDY — yKa3aHa
pEKOMEHIyeMasi OCHOBHAs M IOTIOJTHUTEIbHAS JTUTEPATYPA.

B pasgene «MarepuaabHO-TeXHUYECKOE oOOECIeYeHne IUCLHUIUIMHBL, MPOrpaMMHOE OOecCIeyeHue,
npodeccruoHabHble 0a3bl JaHHBIX U MH()OPMAIMOHHBIE CIPABOYHBIC CHUCTEMBD» CONEPKUTCS MEpedyeHb
npodeccuoHaNbHBIX 0a3 JaHHBIX U HHPOPMAIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX JJISi OCBOCHHUS
JTUCUUTUIAHBL.

5.2 Pexomennaruu oOy4aromumcs o padbore ¢ TEOpETHUECKUMHU MaTeprallaMy 110 TUCIUILIIMHE

[Ipu uzyyennu u npopabOTKe TEOPETUUECKOr0 MaTepHana HeoOX0AUMO:
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- IPOCMOTPETH €1lIe pa3 npe3eHTaluo Jekuu B cucteMe MOODLe, noBTOpUTh 3aKOHCIIEKTUPOBaHHBIN Ha
JEKUMOHHOM 3aHATUM MaTepual M JOMNOJIHUTh €ro € YYE€TOM PEKOMEHJOBAHHOM IOMOJIHUTEIbHOU
JIUTEPATYPBL;

- IIPA CAMOCTOATEIbHOM M3Y4YEHHH TEOPETUYECKON TEMBI CAEIaTh KOHCIIEKT, HCIOJIb3Yysl PEKOMEHIOBAHHbIE
B PITJI ucrounuku, npogeccuoHanbHble 0a3bl JaHHBIX U HHPOPMALMOHHBIE CIIPAaBOYHBIE CUCTEMBI:

- OTBETUTD Ha BOIIPOCHI JIsI CAMOCTOATEIILHON pabOoThI, TIO TeMe MpecTaBieHHbIe B myHKTe 3.2 PIT/I.

- [P IOATOTOBKE K TEKYIIEMY KOHTPOJIIO HCIIOIb30BaTh MaTepuaiibl (hoHa oreHouHbIX cpencts (POC).
5.3 Pexomenmanuu mo paboTe ¢ Hay9HOU U y4eOHOM JIUTepaTypoit

PabGoTa ¢ OCHOBHOM M JONOJIHMUTENBHOM JHMTEPAaTYpOl SBISETCS IIaBHOM (POpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHAPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M pPEeKOMEHIOBAHHBIX
HCTOYHHMKOB U JINTEPATYPHI 110 TEMATHKE JIEKLIUH.

KoHCHeKT JIeKInu JOJKEeH coliepKaTh peepaTuBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeneHHble B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIUTEPATYpPhl IO
TeMaM, BBIBOJBI MO KaXAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax pacliedyaTKd BbIIa4uH
Mpe3eHTAlUi JIEKIUH WM B OTACNIbHOW TeTpaau mo mpeamery. OH JOKEH ObITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKaTh HE OTHOCALIYIOCS K TeMe HH(POPMAITUIO HITH PUCYHKH.

KoHcnieKkThl HayyHOW JHUTEparypbl NMPU CaMOCTOSATENbHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/bli TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpAa, HAa3BaHMS W TOJa HU3AAHUS HCIOJNb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoOXeT ObITh ONOpPHBIM (COAEpXkAaTh JIUIIb OCHOBHBIC KIIIOUYEBbIC MO3MIMHU), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET ObITh MOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOH CTYICHT MOXKET:

- JenaTh 3allUCU IO XOAy 4YTE€HHS B BMJIE NPOCTOr0 WIM Pa3BEPHYTOro IIaHa (co31aBaTh IEPEUYEHb
OCHOBHBIX BOIIPOCOB, PACCMOTPEHHBIX B UCTOYHHKE);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoOJee BAKHBIX MECT CTaTbu MJIM MOHOTpaduu, KOPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 0000I1eHe OCHOBHBIX BOIIPOCOB PabOTHhI);

- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).

5.4. PexoMeH1a1tuy MO NOATOTOBKE K OTAENIBHBIM 33aHUAM TEKYIIETO KOHTPOJISA

CoOecenoBaHue TmpeanoyaraeT OpraHU3alUI0 Oecelbl MpernojaBaTeiss €O CTYIEHTaMH II0 BOIpOcaM
IIPAKTUYECKOTO 3aHATUS C LENbl0 0ojee OOCTOATENBHOIO BBISBICHUS UX 3HAHUN IO ONPEAEICHHOMY
paszmeny, TeMe, npolieme M T.II. Bce uieHbl Ipynmbsl MOTYT ydacTBOBaTb B OOCYKICHHH, 100aBISTH
MH(POPMALUIO, TUCKYTUPOBATh, 331aBaTh BOIPOCH! U T.1.

YCTHBIA OMpOC MOXKET TMPUMEHATHCS B pa3audHbIX (Qopmax: (QpoHTaIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHbII. OCHOBHBIE Kau€CTBA YCTHOTO OTBETA MOJUIEXKAILETO OLICHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOuHa OTBETA;

- CO3HATEJIBHOCTh OTBETA;

- JIOTHKA U3JI0KEHUS MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHUs OCTABICHHON yueOHOil 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMHA M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCII0JIb30BAaHUE JIONIOJHUTEIBHOTO MaTepraa;

- PalIMOHAJILHOCTb HUCIIOJIBb30BaHUS BPEMEHH, OTBEJCHHOIO Ha 3a/laHNE.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUSA. [Ipy BRICTYIUIEHHH ¢ Mpe3eHTalnueld HeoOXoauMo oOpamarb BHUIMaHUE
Ha TaKU€ MOMEHTBI KaK:
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- cofep)KaHUE MPE3CHTAlMN: AKTYaJIbHOCTh TEMbI, MOJHOTA €€ PACKPBITUS, CMBICIOBOE COJAEp)KaHUE,
COOTBETCTBHE 3asIBICHHOW TEMBI COJIEPKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBAaHUAM (IIETTH. CCHUIKU
Ha PeCypChl. COOTBETCTBHE COJEPXKAHHUS M JUTEPaTyphl), MPaKTHYECKash HAlpaBIE€HHOCTb, COOTBETCTBHE
coziepKaHus 3asiBICHHON (opMe, aleKBaTHOCTh UCIIOJIb30BaHUS TEXHHUUECKUX CPEJCTB yUEOHBIM 3a1adam,
MOCIIEIOBATEILHOCTD U JIOTHYHOCTb MPE3CHTYEMOT0 MaTrepuara;

- odopmiieHHE TMpe3eHTalMu: 00beM (ONTUMAIbHOE KOJIWYECTBO), IHM3aiiH (YMTaeMOCTb, HAJIWYHE HU
COOTBETCTBHE TpapUKd W aHUMAIMM, 3BYKOBOE OQOpMIICHHE, CTPYKTYypUpOBaHHE HWH(POpPMALUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAHUSIM), OPUTHHAIBHOCTH OGOPMIICHHS, 3CTETHKA, HCIIOIb30BaHHUE
BO3MO)KHOCTH ITPOTPaAaMMHOI CpeJibl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- IMYHOCTHBIC Ka4eCTBa: OPATOPCKUE CIIOCOOHOCTH. COOMIONEHHE PErIaMEHTa, SMOLMOHAIBHOCTD, YMEHHE
OTBETHUTbH Ha BOIPOCHI, CHCTEMATU3UPOBAHHBIE, TITyOOKHE 1 TIOJIHbIE 3HAHUS 110 BCEM pa3JiesiaM IpOrpaMMBI:
- COIep)KaHHE BBICTYIUICHUS: JIOTMYHOCTh M3JIOKEHUS Marepuasa, pacKpblTHE TEeMbl, JOCTYIHOCTb
m3noxkeHus, dPdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS  JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH AJIsS BBIONHEHUS 3a/ad CcBoed MpodeccHoHANbHOW WU yueOHOU
JeSTeIbHOCTH, J0KA3aTeIbHOCTh NMPUHUMAEMBIX PELICHUH, YMEHHE apTyMEHTHUPOBATh CBOM 3aKJIIOYCHUS,
BEIBO/IBI.

6. YueOHO-MeTOnM4YecKoe 1 HHPOPMALMOHHOE o0ecriedeHre JUCHMIITHHbI

6.1 OcHoBHas UTEpaTypa:

1. TopaykanoBa [.®., 3axapuyk T.B., IlnemkeBuu E.A. JlokymentoBenenue : yueOHuK. - CIIO.:
[Tpodeccus, 2013

2. Measeaera O. B. Odopmienrne opraHu3allmOHHO-PACHOPAIUTEIBHBIX JOKYMEHTOB : KypC JICKITUH
(mexmust). - 2-e w3Ad., mepepad. um gom.. - Mocksa|bepnun: [upexr-Memma, 2018. - 79 c. - Tekct
anekTponubii  //  OBC  «YHuBepcurerckas ~— OMOnMMOTEKa  OHJIAMHY [caiir]. - URL:
http://biblioclub.ru/index.php?page=book&id=480166

6.2 JlonosHUTENBHAS IUTEpPATYpA:

1. Kopuees U.K., [Tmenko A.B., Mamypues B.A. Ynpasnenue nokymeHTamu : yueOHuk. - M.: UHOPA-M,
2012.-299c.

2. KynsieB, H. H., Ypanos, JI. H., ®abpuunoB, A. I. [okymentoBenenue : ydeOHuk. - 2021-09-20;
HokymentoBenenue. - Mocksa: Jloroc, 2015. - 352 c. - Tekcr : anekrponnsiii // [IPR BOOKS [caiit]. - URL:
http://www.iprbookshop.ru/70692 . html

3. Hoponuna JI.A. JlokyMeHTOBeIeHHE | YUeOHMK JUIsl akajeM. OakanaBpHara. - 2-e u3il., nepepad. u Jo1.. -
Mockasa: FOpaiit, 2018. - 308, [1] c.

6.3 VlHble UCTOYHUKHU:
1. bubnuorexa 'OCToB - www.vsegost.com
2. ITopran «Apxussl Poccuny» http://www.rusarchives.ru - http://www.rusarchives.ru

7. MaTepuaibHO-TeXHHYECKOe o0ecnedeHue M CHUIIMHBI, IPOrPpaMMHOe odecreveHne,
npodeccuoHaIbHbIE 0a3bI JAHHBIX U HHPOPMAIIMOHHBIE CTIPABOYHbIE CHCTEMbI

I[JIH MMPOBCACHUA 3aHATHN 110 JUCHUITIINHE HGOGXO,Z[I/IMO CJICAyromee MarcpruaJIbHO-TCXHUYCCKOC
OGCCHC‘-IGHI/ICZ yqe6HHe AyaIuTOpruu JId TIPOBCACHUA 3aHATUN JICKIUOHHOI'O M CCMHUHAPCKOT0 THIIA,
IPYIIIOBbIX UM HHIUBHUIYaJIbHBIX KOHCYJIBTALMM, TEKYyLIETO KOHTPOJIA M IIPOMEXKYTOYHOM arrecTalud,
IIOMCIICHUSA OJIs1 CaMOCTOSITEIILHOU pa6OTI:I.

VY4eOHble ayTUTOPUN U MIOMELICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATIM3UPOBAHHOM
MeOeNbl0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPEACTaBIeHUs yueOHoM nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHust A1 CaMOCTOSITEIBHON pabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHnEeM JloCcTyna B AIEKTPOHHYIO
nH(pOPMAITMOHHO-00pa30BaTEIBHYIO CPENy YHUBEPCUTETA.
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Jlnst mpoBeeHusl 3aHATHI JIEKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHUS,
o0ecreYnBaroIe TEMaTHYEeCKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JInnieH3MOHHOE U CBOOOHO pacipoCTpaHsIeMoe IPOrpaMMHOE 00eCTIeueHHE:
Microsoft Office [Ipodeccronanshsrii mioc 2007

Kaspersky Endpoint Security mist 6usneca - Cranpaptaeiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

Omneparmonnas cuctema Microsoft Windows 10

[Tpodeccuonanpubie 6a3bl JaHHBIX U MH(POPMAITMOHHBIC CITIPABOYHBIE CUCTEMBI:

1. Poccuiickas rocynapctBenHast oubnunorexa. — URL: https://www.rsl.ru

2. llpe3unentckas 6ubmmorexka nmenn b.H. Enprinna. — URL: https:// www.prlib.ru

3. Poccuiickas HanoHanbHas oubmanoreka. — URL: http://nlr.ru

4. CnpaBouHas npaBoBas cucrema "KoncynbranT miroc”. — URL: http://www.consultant.ru

5.  VYHuBepcutrerckas ~ OuOnMoTeKa  OHJIAMH:  JIEKTpOHHO-OMOmuoTeunas  cucrema. —  URL:
https://biblioclub.ru

6. ObC «YHuBepcutetckas 6nbnuoreka onnaiin» . — URL: http://www.biblioclub.ru
7. FOpaiit: anexrpoHHO-O0nOMMoTeunas cucrema. — URL: https://urait.ru

8. ObC «KOHCYNbTaHT CTy#eHTa»: KOJUIEKIMU: MenuuuHa. 3apaBooxXpaHeHue. ['yMaHUTapHbIE HAyKu . —
URL: https://www.studentlibrary.ru

9. udporoit oopazosarenbublii pecypc [IPR SMART. — URL: http://www.iprbookshop.ru

10. KoncynpranT cryneHTa. ['ymMaHuTapHble HayKH: 3JIEKTpOHHO-OMOnmuoreuHast cuctema. — URL:
https://www.studentlibrary.ru

11. Hayunas snexkrponHas onomuoreka eLIBRARY.ru. — URL: https://elibrary.ru

JJIeKTpPOHHAs HH(pOPMALIMOHHO-00pa3oBaTe/ibHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz

BsaumogeiictBue mnpemnogaBarensi M CTyAEHTa B Iporecce OOy4YeHHs] OCYIIECTBISETCS MOCPEACTBOM
MYJIBTUMEIUNHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHUKALMOHHBIX TEXHOJOTHH, MCHOIb3yEeMbIX B
AIIEKTPOHHON MHPOPMAIIMOHHO-00pa30BaTeIbHOM Cpelle YHUBEPCUTETA.



