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1. HepequL IVIAHUPYEMBIX PpPe3yjabTaToB OﬁyquI/Ifl no JucCoMmIlJIMHE

(Mmoay.ino),

00pa3oBaTeJbHOM NMPOrPaAMMBbI

COOTHECCHHDBIX ¢ IUVIAHMPYEMBbIMH pe3yJdbTaTaMid O0CBOCHUA

Koowi Pesyabsrarsl ocBoeHusi OOII | IlepeueHb miIaHUpyeMBbIX pe3y/IbTaTOB
Komnemenuyuu Cooeporcanue komnemenyuil o0y4eHus Mo IMCUUTIMHE
OIIK-1 CriocoOHOCTE pemarts | 3HATh:
CTaHJapTHHIC 3a1aun | 0a30BbIE u npodeccuoHaIbHO-
npodeCCHOHAIBHON npopUINPOBAHHBIE OCHOBBI
JIesATeIbHOCTH Ha OCHOBE | JOKYMEHTOBEACHHS.
MH(POPMALIMOHHOM u | Ymern:
oubmmorpaduueckoil KyJabTyphl | OIICHHUBAaTh  YPOBCHD COOCTBEHHBIX
C NPUMEHEHHEM | TYMaHUTapHBIX " COLIMAJIBHO-
nH(GOPMaLMOHHO- SKOHOMHYECKUX 3HAaHUNH M ONpeAesiTh
KOMMYHUKaIIMOHHBIX NOTPeOHOCTH B TaJTbHEUIIEM 00y4YEeHUH.
TEXHOJOTMH W ¢  yderoM | Biuamern:
OCHOBHBIX TpeOOBaHUM | HaBBIKAMU MEXKIIMYHOCTHOU U
nH()OpMaAITMOHHOM MEKKYJIbTYPHOU TOKYMEHTHOMN
0€301acHOCTH KOMMYHHKAIIHEH.
2. Mecto nucunmiuabl B cTpykrype OOII 6akanaBpuara
Hucnumraa «/{oOKyMEHTOBEEHUE» OTHOCHUTCS K 0a30BOiM (OCHOBHOINN)

JTUCIMIUIMHE B MAaTE€MaTHMYECKOM U eCTeCTBeHHOHaydyHoM mwukie, b3.B.O/I.1.
JucuuninrHa nzyyaercs Ha 1 Kypce, Bo 2 ceMecTpe.

N3yuenne pucuuiuinHbel «/{okymMeHTOBeAeHUE» Oa3upyercss Ha 3HAHMSX,
MOJIYYEHHBIX CTYJICHTaMHU paHee B OOJACTHU CISAYIOUIUX YYEOHBIX JIUCIUIUINH:
b1.B.O/.1. «Pycckuit s3bIKk M KynbTypa peum», bl.b.6. «Jloruka», a MMEHHO:
yMETh JIOTMYECKHM BEPHO, apryMEHTUPOBAHO U SICHO CTPOUTH YCTHYIO H
MUCbMEHHYIO PEYb.

N3yuenne aucuurubbl «JlokymeHnToBeneHue» (GopMmupyer 0a30Bbl€ 3HAHUS
JUISL OBJIQJICHUSI CIICIIMATbHBIMU MPOo(EeCCHOHATBHBIMU HaBBIKAMU, (OPMHUpPYEMbIC
nuciurmaamu: b3.B.OJ1.15 «Coumonorusa opranuzauuii», b3.b8. «Couunonorus
ynpasiieHusa», b3.B.JIB.8. «Counosnorus kommyHukanuii», b3.5.4. «Metogonorus
U METOJIMKA COILMOJOTUYECKUX HCCIEIOBaHUI». 3HATh MpaBuia W MNPOLETYPHI
MPUHSTUS OPraHU3aIMOHHO-YIIPABICHYECKUX PEUICHUH, YMETh JTOKYMEHTUPOBATH
ATU PEIICHUSA, B PA3IMYHBIX YNPABICHUECKUX CUTyalUsX; MIOHUMATh CYIIHOCTh U
3HaueHue WHGOpPMAUM B Pa3BUTUU COBPEMEHHOrO OOIIECTBAa, CO3HABATh
OMAaCHOCTH W YI'PO3bl, BO3HUKAIOIIKE B 3TOM IIpOIlecce, COOJIOAaTh OCHOBHBIC
TpeboBaHus HHPOPMAIMOHHON OE30MaCHOCTH; 3HATh OCHOBHBIE TpeOOBaHUS
opopMieHUS HAayYHO-TEXHHUYECKOW JIOKYMEHTAllud, B YAaCTHOCTH, OTYETOB O
HAY4YHO-UCCIIEIOBATEIILCKON paboTe; CHOCOOCH OCYIIECTBISITh JIOKYMEHTHYIO
KOMMYHHKAIIHIO.

3. Oobem AUCHUIUIMHBI B 3a9Y€THLIX €¢JIMHHUIIAX C YKA3AHHECM KOJHYECCTBA



aKaJeMHYeCKHX YacoB, BbIJeJEHHBIX Ha
odyyawimuuxcss ¢ mnpenogasaregeM (M0 BHAAM
CaAMOCTOAITEJIbHYI0 PadoTy 00y4arommxcs

KOHTAKTHYI0  padorty

3aHATHIA) M Ha

OO6mas Tpyn0eMKOCTh (00beM) AUCIUTIIIMHBI COCTABISAET 3 3aUeTHBIC ¢IMHHIIBI

(3E), 108 akageMHUYeCKHUX 4acoB.

3.1. Oo6vem oucuyunnumnvl no 6udaAM YUeOHbIX 3AHAMUIL (6 UaACAX)

O0beM IMCHUTITHHBI Bcero w4acoB aas | Becero yacos ais
OYHOM (¢opmbl | 320uHOM (POPMBI
o0yyeHus o0y4eHus

OO6m1as Tpy10eMKOCTh JUCITUTIIIAHBI 108 108

KonTakTHas pabora o0yuaromuxcs ¢

npernojaBareieM (Mo BUaM y4eOHbIX

3aHATUIN) (BCEro)

AynutopHsbie 3aHsATUs (BCEro) 51 8

B Tom uucne:

Jlexuyn 32 4

CemuHapbl, NPAKTUYECKUE 3aHITUS 19 4

B T. 4. B aKTUBHOW M HMHTEPAKTHBHOU 8 2

dbopmax

Bueaynutopnas pa6ora (Bcero) o/ 96

B Tom wumcne - wuHaUBHIyanbHas -

paborta o0yyJarommxcs c

penogaBaTeieM

CamocTosiTenbHas pabota 57 96

oOyyaromuxcst (BCero)

O3HakOMJIECHHE C  OCHOBHOM H 17

JIONIOJIHUTEIIBHOM JIMTEPATYPOI

TBopueckas padota (3cce) 10

CocraBnenue U opopmieHnE 24

JIOKYMEHTOB;

BBITIOJTHEHUE TPAKTUICCKUX 3aJIaHUN

[ToaroroBka K KOHTPOJIBHOW paboTe, 6

TECTY

Bung npomMexyTrodHoil — arrecTauuu 3a4yer 3auert 4

o0yuarorerocs (3auer)

4. Copepxkanue IUCHUIUIMHBI (MOAYJIfA), CTPYKTYPMPOBAaHHOE IO TeMaM
HA HUX  KOJHYeCcTBa
aKaJeMHUYeCKHX YaCOB U BUI0B Y4eOHbIX 3aHATHH

(pazzenamM) ¢ yKa3aHUeM

OTBCACHHOI'O

4.1. Pazodenvt oucyuniunvl (MOOyas1) u mMpPYo0eMKOCHIb HO 6UOAM YYEOHbBIX

5




3aHaAmuil (6 aKademuyeckux 4acax)

0111 OUHOU (hopmbl 00yueHuA

Ne | Pasznea amcuumiaunabl | O0mas Bujabl yueOHbIX 3aHATHH, DopMbI TEKYLIETO
Ne TPYAO BKJIIOYASI CAMOCTOSITEIbHY 10 KOHTPOJIsI
n/ eMKOCTh padory od0yyawmmxcs, u ycrneBaeMoCTH
n (wacax) TPY10€MKOCTb (B 4acax)
BCero
ayauTopHble yuednsle | Camocrosi
3aHATHA TeJbHasA
JIeKIl | ceMHHapBbl, padora
Hu NPAaKTUIHCK oﬁyqamm
He 3aHATHUA HXcs
1. | JlokyMeHTOBEICHHE 2 2 4 Ompoc, 3cce
KaK Hay4Has
JUACLUIUIAHA
2 | JIOKyMeHT, ero 40 12 6 18 Ompoc, acce,
(yHKUIHH, CIOCOOBI IIPAKTUYECKUE
u cpeacTsa 3aJaHusd, TECT
JTOKYMEHTUPOBAHUS
3. | Cucremsbl 12 8 20 Ompoc, acce,
JOKYMEHTAINH, MIpoOBEpPKa
yHUDUITUPOBAHBIE JTOKYMEHTOB,
CUCTEMBI KOHTpOJIbHAsA
JIOKYMEHTAIUU. pabora
CocrapieHue u
oopmieHue
OpraHu3alMOHHO-
pacropsAuTENbHBIX
JJOKYMEHTOB
4 | Opranuzanus 26 6 3 15 Ompoc,
paboThI c TECT
JOKYMEHTaMHU,
obecrieueHme 170.4
COXPAaHHOCTH
HToro 108 |32 19 o5/ 3ayer

0J151 3a04HOU (0YHO-3A04HOIL) Popmbl 00yUeHUA (eciu ecb OUCUUNTUHBL HA
3a04UHOM OmoeIeHuN)

Ne
n/n

Pa3znen
JTUCIHHUILINHEI

O0uIast TPyA0EMKOCTH
(uacax)

Buabl yueOHbIX
3aHATHI, BRIKOYas
CaMOCTOSITEILHY IO

padoTty ob0y4aouuxcs u

TPYAOEMKOCTH

(B yacax)

ayIuTOPHbIE
yueOHbI€e 3aHATHUS

CaMoOCT
oATE/Ib

®opmbl
TeKylle
ro
KOHTPO
Js
ycneBae
MOCTH




BcCero JICKITHHU CEMHMHapLL, | Hayg
MpaKTHYeCK padota
He 3aHATUA Oﬁyqa
I XC
b |
1. JlokyMeHTOBEICHUE KaK Hay4dHas 22 2 20
JTVCIIUTUINHA
2. JlokyMmeHT, ero GpyHKIIUHU, CTIOCOOBI U 26 2 24
CpeICTBa JOKYMEHTHPOBAHHS
3. CucTemMbl TOKyMEHTAINH, 30 2 28
YHU(PHUIUPOBAHHBIC CHCTEMBI
nokymeHrarun. CoctaBieHHe U
o(opmieHrEe OpraHu3aIMOHHO-
pacTopsIUTEeIbHBIX JOKYMEHTOB
4, Opranu3zanus padoThl C JOKYMEHTaMH, 26 2 24
o0ecrieyeHre UX COXPaHHOCTH
3auer 4
4. | Bcero mo Kypcy 108 4 4 96

4.2 Cooepicanue oucyuniaunvl (M0OOyas), CMpPYKmMypupoeanHHoe no memam

(pazoenam)
No HaumenoBanme pasaesna Conepranne
AU CUMILTHHBI
1 JIOKYMEHTOBEeIeHHE KaK
Hay4YHas JUCHUIIJINHA
Cooepoicanue 1eKYuoHH020 Kypca
1.1. [Ipeamer, cTpykTypa, nenu u IIpeamer w 3amaum Kypca.  CrpykTypa
3aJlauu JTOKyMEHTOBEICHHS JIOKYMEHTOBE/ICHUSI. Metonbl UCCIIeIOBaHHS
JIOKYMEHTOBEIYECKUX mpooseM. OOIeHaydyHbIlE W
crHeluaIbHbIe METOIBI.
1.2. Oransl OpMHUPOBAHUS, CraHOBJIEHHE M pa3BUTHE JOKYMEHTOBEJIEHUS Kak

IMMPAKTUYCCKUC TPHUITOKCHUA
AOKYMCHTOBCACHU

HAay4YHOM JUCUMUIUIMHBL, €€ MECTO B CHUCTEME HayK.
B3auMoCBA3b JOKYMEHTOBEACHUSA C IPYTMMH HayKaMu.

Poinn IMPpAaKTUKKU B Pa3sBUTUHU JOKYMCHTOBCACHUA.
VicTounuku u nuteparypa.
Temvl npakmuyecKux/cemMuHapCcKux 3aHamuil
1.1. JIoKyMEHTOBEICHHE kak | [Ipeamer u 3aauu, METO/IbI JOKYMEHTOBEICHHS.
Hay4yHas AUCLUUILINHA CrpykTypa JTOKyMEHTOBEICHHUS.
CBsI3b JOKYMEHTOBEICHUS C TYMAHUTAPHBIMU HAayKaMH.
Hctopusa u opranuzanus aenonpousBoacTBa B Poccun
(XV-u. XX BB.)
2 JIOKyMeHT, ero
(pyHKIIUHA, CTIOCOOBI U
cpeacTsa
JOKYMEHTHPOBaHUSA

Cooeporcanue 1eKYuoHHO20 Kypca

2.1. JIOKYMEHT U ero (pyHKIHH.
Krnaccudukanus JTOKyMEeHTOB

I'enesuc u Pa3sBUTHUC IIOHATHUA AOKYMCHT».

OnpeneneHI/Ie HAOKYMCHTA B ToCya1apCTBCHHOM




HaumenoBanue pa3aesna
AUCLHUILIMHBI

Conep:xkanue

cragmapre. CBoiicTBA M TNPU3HAKK  JIOKYMEHTA.
OcHOBHBIE QYHKIIMU TOKYMEHTA, UX OCOOCHHOCTH.
CrniocoObl MpuIaHusl TOKYMEHTY IOPUIMYECKON CHIIBL.
YepHOBUKY, MOUIMHHUKH, KOIMU JOKYMEHTOB. Buibl
KOITUH. PenaktupoBanue JIOKYMEHTOB.
danscuduupoBaHHbIE JOKYMEHTBI, CHocoOBI
ITO/JIEIIKU JIOKYMEHTOB.

Knaccuduxanus JIOKYMEHTOB. OcHoBanus
KJIACCU(DUKAIINHN:

2.2.

JlokyMeHT kak
uHbOpMalMOHHAS CHUCTEMA

O61ue u cnenupuveckue CBOICTBa
JOKYMEHTHPOBAaHHOW WH(OpMAIMU: PEJICBaHTHOCTS,
[IEHHOCTb, IIOJIHOTA, [IOJIE3HOCTD U JP.

Paccessnre nHpOpManuu BO BpeMEHH M IPOCTPAHCTBE.
[TpoOaembl MOMCKa TOKyMEHTHPOBAHHOW WH(OPMAIIHH.
[Touck conuonaoruueckoi HHPopMaLuu.
KommyHHMKaTHBHEIE BO3MOYKHOCTH JOKyMEHTA.
HNudopmanmonnsle Oapbepbl, HMX KIacCUPHUKALMA U
XapaKTePUCTHKA. [Mytn MIPEOIOJICHUS

MH(GOPMaLIMOHHBIX 0apHEPOB.

2.3.

CriocoOsb1 U cpezcTBa
JTOKYMEHTHPOBAHUS,

[lonsiTusT  «AOKYMEHTUPOBAHHUE»,  «CIOCOOBI,
METOABl M CPENCTBA JOKYMEHTHPOBaHUSY. DBOIIOIUS
CIoco0oB JIOKYMEHTHUPOBaHUSI. TexcroBoe
JOKYMEHTHpOBaHHe. Pa3BuTHE TUTIOB TUCHMA.
Hcnons3zoBanue (OTOJOKYMEHTOB B pa3lIMYHbIX chepax
YeJIOBEUYECKOU JIeATEIbHOCTH. KMHOIOKYMEHTUPOBaHHE.
Bunp: KUHOJOKYMEHTOB. Buneosanuce.
doHo(ayno)I0KyMEHTUPOBAHUE, €T0 OCOOCHHOCTH U
o0acT  MPUMCHCHHS. JIOKyMeHTUpOBaHUE C
PUMEHEHHUEM 3JICKTPOHHO-BBIYMCIIUTEIILHOW TEXHUKH.
CpenctBa TOKyMeHTHpOBaHUsA. VICTOpUYECKOE pa3BUTHE
U KJIacCUUKAIHS CPEIICTB TOKYMECHTUPOBAHUS.

2.4.

MarepuanbHble HOCUTEIN
uHdopmanuu

[Tonsarue HOCHUTETA JIOKYMEHTHPOBaHHOM
uHpopManuu. [lpeBHeillne Marepuanbl s MUCHMA.
N3o0perenne Oymarw, BuIbl U (popmarel Oymaru.
CoBpemenHble HocuTenu MHbopManuu. BrnusHue Ttuma
HOCUTENS UHPOPMALIMU Ha JA0JITOBEYHOCTh U CTOUMOCTD
JIOKYMEHTA.

2.5.

Texanueckoe
JTOKyMeHTupoBaHue. OT4eT o
HUP

Texnuueckoe nokymeHTupoBaHue. OCHOBHBIE
TPYIIIbI TEXHUYECKOU JIOKYMEHTALINH. Bunnr
TEXHUYECKUX JOKYMEHTOB.

TpeboBaHus K COCTABICHUIO U OPOPMIICHUIO OTYETOB O
HUP. TOCT 7.32-2001 Otuer o0  Hay4dHO

uccuenoparesbekoit pabore (HUP).

Temwi npakmutteCKux/cemuHapCKux

3AHAMUU

2.1.

JIOKYMEHT ¥ ero (HyHKIIHH.
Knaccudukanms 1oKkyMeHTOB

[TonsiTie «uHOpMAaIUs», €ro CBA3b C HOHATHEM
«ITOKYMEHT.

Pacmmpenue noHATUS «JOKYMEHT».

OyHKINN JOKYMEHTa U UX OCOOEHHOCTH.

Knaccudukanus 10KyMeHTOB.




HaumenoBanue pa3aesna

Ne Conep:xkanue
AV CLHUILTHHBI
2.2. JlokymeHT kak | CBolicTBa JOKYMEHTHPOBAHHOW WH(POPMAIIHH.
UH(QOPMAaLIMOHHAs crcTeMa KomMyHMKaTHBHBIE BO3MOKHOCTH JOKYMEHTA.
WNudopmannonHbie 6apbepsl U MYTH UX MPEOIOJICHHS.
2.3. Crioco6sb1 1 cpecTBa TexcToBOE JOKYMEHTUPOBAHHE: OCHOBHBIE 3TAIIbI
JOKYMEHTHUPOBaHMUS, pa3BUTHSL.
MaTepHaJbHbIE HOCUTEIH ®oT0-, KUHO- ayANOAOKYMEHTUpOBaHHEe. Bujeo3anuce.
uHbopMauu Oco0OeHHOCTH U 00JaCTH TPUMEHEHHUS.
Knaccudukanus cpencts 10KyMEHTHPOBAHUSI.
MarepuanbHble HOCHUTEIIN JIOKYMEHTUPOBAaHHOMH
uHpOpMaLUH.
3. Cucrembl
AOKYMEHTAIlUXH,
YHU(PUIUPOBAHbIE
CUCTEMBbI JOKYMCHTAIINU.
CocrasJiienne u
odopmienue
OpraHm3allMOHHO-
pacnopsiAuTeIbHbIX
JOKYMEHTOB
3.1. CTtpyKTypa TOKyMEHTA. [TonsiTHe «cucTeMa IOKYMEHTAIUH». YHUPHUKAIHUI U
TpeboBaHuUs K COCTABICHUIO U | CTaHIApTU3ALU. YuauduuupoBaHHbIE CHCTEMBI
opopmienuro OPJ] nokymeHtauuu. Epunas ['ocymapctBenHas Cucrema
JIOKYMEHTAIHOHHOT'O obecrnieueHHs yIpaBICHUS
/EI'CHOY/. "Tunosas MHCTPYKLUS 1o
JIEJIONPOU3BOJICTBY B denepalbHBIX  OpraHax
UCTIOTHUTEIILHOU BiacTu'. rocT 6.30-2003
«YHUPHUIHUPOBaHHBIE CUCTEMBI JIOKYMEHTAIUH.
Cucrema OpTaHU3AIMOHHO-PACTIOPSTUTEIEHOM
nokyMmeHTaruu.  TpeGoBanus K 0hOpMIICHUIO
JIOKYMEHTOB. dopmyisap-obpazern JIOKYMEHTA..
TpeboBanue K OQOPMIECHHIO PEKBU3UTOB. Buabl
OJIaHKOB.
Tekcr nokymenra. IIpaBuna mocTpoeHUsT TEKCTa,
TpeOOBaHUSA K COAEPKAHUIO, CTUWIIO JTOKYMEHTA.
Yaudukanus Tekcta JokyMeHTa. PopmMbl yHUDUKAITIH:
3.2 TpeboBanus k cocrapineHuo 1 | OpraHu3allMOHHBIE JOKYMEHTHI: OCHOBHOE Ha3HaYCHHE,
0hOpMIICHHUIO obmas XapaKTEPUCTHKA. CrtpykTypa TEKCTa,
OpTraHU3aLMOHHBIX U CoJIep)KaHHe PEKBU3UTOB OCHOBHBIX OPTaHMU3ALMOHHBIX
pacnopsIuTeIbHbIX JOKYMEHTOB:  yCTaBa, IIOJOXEHMs, MHCTPYKIHH,
JIOKYMEHTOB IPOTOKOJIA.
PacnopsinurensHble JIOKYMEHTBHI. OcobenHoctu
MOJATOTOBKM ¥ O(GOPMIICHUS  OTHENbHBIX  BHJOB
JOKYMEHTOB:  INpUKa3, pPAacCHOpsIKEHUE,  pelleHHe,
yKa3aHHe.
3.3. CrnpaBouHo-uH(popmanronHsle | CipaBOYHO-UH(POPMAIIMOHHBIE JOKYMEHTBI: JOKJIa{Has
JIOKYMEHTBI 3aIlnCcKa, cirykeOHas 3aIncKa, CIpaBKa,
OOBSICHUTENIbHAS  3amHCKa, aKT, Telie)OHOTpaMMa,

Tenerpamma, ¢akc, MoaeM. JlenoBsie 1 KOMMEPUECKHE
MUChbMa: Kiaccuukamusi, CTpyKTypa, cTwib. [IpaBuiia
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HaumenoBanue pa3aesna

Ne Conep:xkanue
JUCIATIIMHBI
COCTaBJICHUS CIPaBOYHO-HH(OPMAITTOHHBIX
JIOKYMEHTOB.
3.4, JIOKyMEHTBI 110 INYHOMY JIOKyMEHTHI IO INYHOMY COCTaBY.

COCTaBy

JIOKyMEHTBl JIMYHOTO IPOUCXOXKICHHUS; 3asiBICHUE,
aBTOOMOrpadus, pe3oMe, pacinucka. Buabl 10KyMeHTOB
[0 JIMYHOMY COCTaBy: TPYAOBOH IOrOBOp, MPHKa3 IO
JUYHOMY COCTaBY, TpYyIOBas KHWXKKa, JIMYHOE [EJO,
au4Has ~Kaptouka T-2, XapakTepucTtuka, M Jp.
OcHOBHbBIE IIpaBWJIa COCTaBICHMs JOKYMEHTOB 10

JMYHOMY COCTaBY.

Temwl npakmuquKux/cemuHapCKux

3AHAMUU

3.1. CTpyKTypa TOKyMEHTa YHudukanus u craHaapTU3aus J0KyMEHTOB.
OdopmiieHre OCHOBHBIX PEKBU3UTOB.
TpeOGoBaHUs K TEKCTY JOKYMEHTA.
biianku 10KyMEHTOB.
Ananus 06pas3oB JOKYMEHTOB.
3.2. TpeboBanus k cocraBieHuo U | OCHOBHOE HAa3HAYEHHE M BUJAbl OPraHU3ALMOHHBIX U
0(QOpMIIEHHIO pacropsaNTEIbHBIX JOKYMEHTOB.
OpraHU3alMOHHBIX u | XapakTepucTHKa OCHOBHBIX OpIaHU3ALUOHHBIX H
pacTopsIuTeIbHBIX pacTopsAIUTEIbHBIX JOKYMEHTOB..
JIOKYMEHTOB Ananmu3 o6pasua npotokosna. CocTaBieHHME TEKCTa
POTOKOJIA.
Amnanu3 o0pasna npukasza. CoctaBieHne NpuKasa.
3.3. CrpaBouHO-uH(popMalMoHHble | AHamu3 oOpasna akta. CocTaBleHME  CIIPaBKH,
JIOKYMEHTHI JOKIIQAHON  3ammCKH, OOBSICHUTEIHPHON  3alHCKH,
JIMYHOMN JIOBEPEHHOCTH, TeJIe(hOHOTPAMMBI.
AHanu3 o0pasiia CiIyKeOHOTo MIUChMa.
CocraBieHue ciryxe0HOro MUChbMa, peKJIaMallny.
3.4. JIOKYMEHTBI 11O JTHYHOMY CocrtaBuTh JIMYHBIC JOKYMEHTBI: 3asBIICHUE,
COCTaBy aBTOOMOrpaduIo, XapaKTEPUCTHUKY.
AHanmu3  TpPYAOBOTO JIOTOBOpa M JIOJDKHOCTHOM
MHCTYKIIUH.
Kontponbnast pabora «Pemienre mnpou3BOACTBEHHBIX
cuTyanui» (cM. COOpPHHMK MPAKTUYECKUX 3aJaHUil B
CIIHMCKE JIOTIOJTHUTENLHON JTUTepatyphl 21, c. 36-42).
4. Opranu3anus padoTsl ¢
HOKYMECHTaAMH,
o0ecmeveHmne UX
COXPAHHOCTH
4.1. Opranuzanus paboTsl ¢ Opranuzanus JokymMeHTooOopora. Perucrpamus u
JIOKYMEHTaMH1 KOHTPOJb  WCHOJHEHHs  JOKyMeHToB.  IloHsTue
«HOMEHKJIATypa JIeNl», €¢ 3HaYeHHe W OCHOBHBIC BUJIBI,
TpeOOBaHUS.
Pabora c JIOKYMEHTaMH, coJiepKaluMHu

KOH(UIeHIIMaIbHbIe cBefieHus. [IpaBuia cexkpeTHOCTH
U COOJIIOMCHUS] TOCYIapCTBEHHOW W KOMMEPUYECKOU
taitubl. ['pud, o003HavarOnMii OrpaHuYeHre JOCTyma K
nokyMmeHTaM. Opranuzanus paboOThl O 3alUTe

KOH(I)I/II[CHI_II/IELHBHBIX JOKYMCHTOB oT
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HaumenoBanue pa3aesna

Ne Conep:xkanue
AU CHUILIHHBI
HECaHKLMOHUPOBAHHOI'O JOCTYTIA.

4.2. Howmenknarypa nen u VYnopsnouenue nokymeHtoobopora. Homenknarypa
TpeGoBaHus K (POPMHUPOBAHUIO | JIEN: MOHATHUE, BUIBL, QyHKIMKA. MeTOIMKa COCTAaBICHHUS
nen HOMEHKJIATyphl Aedl.

dopMHpOBaHUE €1 M HUX TEKyllee XpaHEHHE.
[lpuzHaku  TPYNIUPOBKU  JIOKYMEHTOB B  JEIIO.
OKkcnepTuza LEHHOCTU JAOKyMEeHTOB. IlpuHuuner wu
KPUTEPHH IEHHOCTH JOKYMEHTOB.

4.3. XpaHeHue OcHoBHbIE TIpaBUJIa IOATOTOBKU JOKYMEHTOB K C1a4€ B
JIOKYMEHTUPOBAaHHOM apXuB OpraHMU3alMK U NIepeade 1 B BEIOMCTBEHHBII
UHpOpMALIUU Y TOCYJapCTBEHHBIN apXuB. ['ocy1apcTBEHHbIN

apXUBHBIA (HOH/ KaK KOMIUIEKC IOKYMEHTOB,
IIPUHAJIEKALINX TOCYJapCTBY.

4.4, OKcKypcus B Hcropus apxuBa Kemeposckoit obmacry,

I'ocynapcTBeHHBIN apXuB | HOPMAaTUBHbIE JIOKYMEHTHI, periIaMeHTUpYoLe

KemepoBckoii obnactu.
Tema: «Ilepenaua nen Ha

apXUBHOE XpaHeHue u
apXUBHOE XpaHCHHE
JTOKYMEHTOBY

ACATCIIBHOCTL ApXMUBOB, ICpcaada [ACJI Ha AaApXHUBHOC
XpaHEHUE, CUCTEMaTH3allMsl apXWUBHBIX Jea (KaTajor),
npaBuia paboThl B apXUBHBIMHU IOKyMEHTAMH U JIP.
OO030pHast  AKCKypcHsl B  XpaHWIHIIC  apXuBa:
o0ecrieueHHe COXPAaHHOCTH APXMBHBIX JIOKYMEHTOB,
TpeOOBaHUSI K  apXWBOXpAaHWIHILY, odopMieHue
ApXUBHBIX J€JI, ONUCHU €] U AP.

Temwi npaKn’ZMLIQCKI/lX/CeMuHClpCKMX

3aHAMUU

4.1. Opranuzanus paboTsl ¢ YnopsoueHre JOKyMeHT0000poTa
JOKYMEHTaMHU AHanu3 HOMEHKIJIATYpPhI Jell.

Pe:xuM orpaHudeHus 10CTyna K JOKYMEHTaM.

4.2. XpaHeHue OnepatuBHOE (TEKYIIEE) U ApXUBHOE XpaHEHUE.
JOKYMEHTUPOBAHHON Ilepenada TOKyMEHTOB Ha ApXUBHOE XPaHEHHE.
UHpOpMALIUU DKcnepTr3a HEHHOCTH JOKYMEHTOB

ITogBeieHne UTOTOB SKCKYPCHUML.
5. IlepedyeHb y4eOHO-METOAMYECKOT0 00ecniedeHUs JAJIs1 CAMOCTOSITEeIbHOM
padoThI 00Y4AKIIMXCS 10 JMCIHUILIMHE
[ToMUMO pEeKOMEHI0OBAHHONM OCHOBHOM W JONOJHUTEIBHOU JINTEPATYPHI, B
IpoIiecce  CaMOCTOSITEIbHOW ~ padOTBl  CTYACHTHBI ~ MOTYT  IIOJIB30BaThCS

CJIETYIOUTUMHU METOMYECKUMH MaTepUaiaMu:
1. Onexrponnsiit pecypce Canaszkuna JI.11. Jlokymenmuposarue ynpasieH4eckou

0esIMeNbHOCIU  YYPEIHCOeHULl  COYUAIbHO-KYIbMYPHOU — cghepbl:  meKcm
00KyMeHmos:  yuebnoe nocobue. YuebHo-memoouueckuii. KOMHJIEKC O
cmyoenmoe BY306: - 2010e. 5,14 Mé6. (I CD-R). (YMK B coaBTOopcTBE C
Maxxenunoit E.A.) Jluck naxonurcs B 6uonauoreke Keml'Y

2. CnoBapp TEpMHHOB TIO JUCHUIUINHE «JlOKyMEHTOBEIECHUE)
crynentoB HanpasiaeHus 62.040100 — Coumomnorus .

JJIsA
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3. Temarnyeckuil IIaH CaMOCTOSITENIEHON pabOTBl CTYACHTOB MO KYypCy
«/lOKyMEHTOBEICHUE.
Metoaudeckne MaTepuaiabl B BUAE DJIEKTPOHHBIX PECYPCOB HAXOMSTCS B
OTKPBITOM JIOCTYTIE€ Ha Kadeape COIHOIOrHIecKuX Hayk ayad. 427.

6. ®oH/1 OLIEHOYHBIX CPEACTB JJI51 MPOBEACHUSA MPOMEKYTOUHOM
arrecTanuy 00y4arIMXcs M0 JUCUUILINHE (MOIYJII0)

Ne KonTponupyemsie paznenst (Tembl) | Kox KOHTpoMpyeMoi KOMITETCHIIMK | HAUMEHOBAaHHE
n/n JVCLIUTUINHBI (umu e€ yacTtH) / 1 ee GOPMYIUPOBKA | OLIEHOYHOTO
(pe3yabTaThl MO pa3aenam) — TI0 JKEJIAHUIO CpeacTBa
1. Pa3znexn 1. JIokyMeHTOBe/IeHHE 3namo: Tecrosbie
OIIK-1 3a1aHUs
KaK HayqHas IHCHHUILIHHA 0a3zoBele U MPOQecCHOHAIBHO-
p
npoUIMpOBaHHBIC OCHOBBI
JIOKYMEHTOBEICHUSI.
Ymemon:
OIlK-1
OIICHUBATh YPOBEHb COOCTBEHHBIX | Jcce
TYMaHUTApPHBIX W COIMAJIBHO-
3KOHOMHUYECKUX 3HAHUU u
OTIpeNIeIsTh noTpeOHOCTh B
JATbHEHUIIIEM 00yICHH.
2. Paznen 2. JIoOKyMeHT, ero 3Hamo: TecToBbIe
OIIK-1 3aJaHUs
GyHkuum, CIocoo0bI u|
a30BbIC npoheccCHoHALHO-
CpeacTBa IOKYMEHTUPOBAHMS | poduiiipoBaHHbIE OCHOBBI JIOTHKH,
9KOHOMUKH U UCTOPHH.
OK 9-2 0ocHOBHBIE 3aKOHOMEPHOCTH
9KOHOMHYECKOM KU3HU 0OIIECTRA.
Ymemon: [pakTuyeckue
OIIK-1 3aJaHUs
HCII0Ib30BATh cpeacTsa | Dcce
JIOTUYECKOT0 aHaJIN3a TPHU PEHICHUH
OPUKJIATHBIX  3a7ad HW  OICHKE
npodeCCHOHANBHON U OOIIeHAyIHON
uHbOpMaIIUK. [IpakTrueckue
Bnaoemo: 3aJaHUs
OIIK-1 Occe
HaBBIKAMHU TTOJTYYICHUS
npodeccuoHanbHON MHDOPMAIH U3
pPa3IMYHBIX ~ TUNOB  HMCTOYHHKOB,
BKJIIOYAsl UHTEPHET.
3. Pasznea 3. CucreMbl 3namo: TecToBBIE
JTOKYMEHTaINH, OINK-1 sajans
OCHOBHBIE METOJIbI COOpa M aHaIH3a
YHU(PUIHPOBAHBIE CHCTEMBbI HHDOPMAIIHL
nokymenrauuu. CocraBiieHue Ymemn:
" odopmaenue OIK-1 IIpakTryeckue
y4acTBOBaTh B IPOEKTHBIX (popmax | SaAGHNA
OPraHM3aIUuOHHO-
paboThI " peann30BHIBATH




pacnopsiauTeJ IbHbIX CaMOCTOATCIIBHBIC IIPOCKTHI;
[IPEACTaBIIATh pesynbrartsl | [IpakTueckue

AOKYMEHTOB .
UCCIIEIOBATEILCKON U | 3a1aHUs
AHATUTHYCCKOU paboThI B | KoHtposbHas
COOTBETCTBYIOIIUX JJOKYMEHTAX. pabora
Bnaoembw:
OIlK-1
HaBbIKAMU (OPMYJIIPHOTO aHaJIHM3a
HOKYMEHTOB.
3namo
OINK-1 TecroBble
0azoBble M NPO(ECCHOHANBHO- | 3anapys
npodunrpoBaHHbIE OCHOBEI | JrcKyDCHS

Pasnen 4. Opranusanust OKYMEHTOBE ICHHS. IKCKYpC

4. padoThI ¢ JOKYMEHTAMMU, Brademn:

o0ecrneyeHre UX COXPAHHOCTH | OIIK-1 TTpakTHyeCKHe
HaBBIKAMH  MEXJIMYHOCTHOW W | 3ajaHus
MEKKYJIbTYPHOU JIOKYMEHTHOH
KOMMYHUKAIUEH.

6.2 Tunoevie KOHmMpoOLHBIE 3A0AHUA UTU UHBLE MAMEPUATIbL
6.2.1. 3auer
A. Tunogvie sonpocul.
. [Ipeamer, 3agauu U CTPyKTypa TOKYMEHTOBEACHUS.
. CTaHoBIIeHNE U Pa3BUTHE JOKYMEHTOBEICHHS KaK HAYYHOU TUCITUTIIINHBI.
. MecTo TOKyMEHTOBEACHHS B CUCTEME HaYK.
. ICTOYHMKY ¥ METO/IbI HCCIIEOBAHUS B TOKYMEHTOBEICHHH.
. [Ipoucxoxenue nokymeHTa. Pacirpenre mOHATHS «TOKYMEHT.
Ornpenenenre JOKyMEHTa B TOCYIapCTBEHHOM CTaHAapTe.
7. ConuanpHasi CyUtHOCTh U QYHKIIUH IOKYMEHTa, UX OCOOCHHOCTH.
8. Kitaccudukanus 10KyMeHTOB.
9. CBoiicTBa JOKYMEHTHUPOBAaHHON MH(POPMAIUH.
10. IIpo6yieMbl oKCKa M TPAHCISIUU JOKYMEHTUPOBAHHON MH(GOpMAIIHH.
HNudopmarmonHslie Oapbepbl U IyTH UX MPEOI0ICHUS.
11. TloHATHS «TOKYMEHTHPOBAHUEY, «METOJIbI, CIIOCOOBI M CPEACTBA
JOKYMEHTUPOBAHUS.
12. 3HaKoBBIN METOJ JOKYMEHTHPOBAHHS.
13. TekcToBoe nOoKymMeHTHpOBaHue. PazButue pycckoro niuchbma.
14. Bo3HMKHOBEHHE U OCOOCHHOCTH TEXHUYECKOT'O JIOKYMEHTHUPOBAHUS.
OcCHOBHBIE TPYMIbI U BUABI TEXHUUECKON JOKYMEHTAIIUH.
15. CriocoObl JOKYMEHTHPOBAHUS.
16. Knaccugukanus cpeacTB JOKYMEHTUPOBaHUs. PydHble TUIIYIIHE CPECTBA.
MexaHn4ecKkue 1 3JIEKTPOMEXaHMUYECKUE CPEICTBA TOKYMEHTUPOBAHMSI.
17. ABTomMaTHueckue cpecTBa COCTaBICHUS U U3rOTOBJIECHUS JJOKYMEHTOB.
18. Knaccudwukaims COBpeMEHHBIX HOCUTENEH HHPOPMAIIUH, UX XapaKTePUCTHKA.

AN DN W N —
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19. JlpeBHeiiue maTepuansl s nucbMa. M3o0perenue Oymaru,
COBEPIIIEHCTBOBaHKE €€ MPON3BOACTBA. Bubl, cBOMCTBa, (popmaThl Oymar.

20. [Tpo6yieMbl JOJITOBEYHOCTH U SKOHOMHUYECKOH 3(()EKTUBHOCTH HOCUTENECH
uH(pOpMaLIH.

21.Yuaudukanus 1 cTanaapTuzanus. Y HUPUITUPOBAHHBIE CUCTEMBI
JIOKYMEHTAIUH.

22. JlokymeHToOOpa3ytomnue npusHaku. FOpuanyaeckas cuia JOKyMeHTa.

23. BapuaHThl TOKYMEHTOB: YEPHOBUKH, MOJJIMHHUKY, OpuruHaiibl. Konuu
JIOKYMEHTOB, UX UCTOPUYECKOE PA3BUTUE U BUJIBI.

24. PepaktupoBaHue TOKyMEHTOB. KoppekTypHbie 3HAKH.

25. ®anscuduiupoBaHHbie JOKYMEHTHI. CTIOCOOBI MOJICIKH IOKYMEHTOB.

26. ®opmyisp JOKYMEHTA B €r0 COCTaBHBIC YacTH. VIHIUBUTyallbHBIN, TUITOBOM
dbopmyispel. Dopmysisip-oOpaserr.

27. TlocTosiHHBIE PEKBU3UTHI (hopMyIisgpa JoKyMeHTa. briank qokymenTa. Buabt
OJIaHKOB.

28. O0s13aTenbHbIC U JONOIHUTENbHbIE peKBU3UTHI. [IpaBuia ux odpopmiieHus

29. TlonsiTHe TeKCTa JOKYMEHTa. DJIEMEHTHI TeKCTa. Y HU(pUKAIHs TeKCTa
JIOKyMEHTA.

30. Opranu3alOHHO-TIPABOBBIE JOKYMEHTHI: BU/IbI, TPEOOBAHUS K COCTABIEHUIO U
0(pOpMIICHHIO.

31. PactiopsiuTenbHble TOKYMEHTHI: TPEOOBaHUS K COCTaBICHUIO U OPOPMIIEHHUIO.

32. Cucrema cripaBOYHO-UH(OPMAITMOHHON JOKYMEHTAIIHH.

33. JIoKkyMeHTHI 110 JINYHOMY COCTaBY.

34. Opranuzanusi pabOTHl ¢ JOKYMEHTAMH, COJEPIKAIIUMHU KOH(PHUIACHIIMATbHBIC
CBEJICHUS.

35. Tekymiee xpaHeHUE JOKYMEHTOB.

36. ApXUBHOE XpaHEHHUE JOKYMEHTOB.

37. TlpuHIMIBI, KPUTEPUH SKCIIEPTU3bI IIGHHOCTH JJOKYMEHTOB.

38. COoBEpIICHCTBOBAHUE TOKYMEHTAIIMOHHBIX MPOLIECCOB.
b. Kpumepuu u wkana oyenuganusl.

3ader MOXKET ObITh MPOBEAECH B YCTHOU (POpME C TEMHU CTYyA€HTaMH, KOMY He

yJlajaoch HaObpaTh HYKHOE KOJIMYECTBO OaoOB JJi1 aBTOMAaTHYECKOT 0 3a4eTa.

OneHka «3a4T€HO» CTaBUTCS CTYJIEHTY, KOTOpBIM a) yCBOWJI BecCh (WJIu
OCHOBHOI1) 00b€M MPOrpaMMHOT0 MaTepuaia; 0) MpaBHWIbHO, apTyMEHTUPOBAHHO
OTBETHJI Ha BCE€ BONPOCHI (OCHOBHBIC, IOMOJHUTEIbHBIC, YTOYHSIONINUE), OTBET
WUTIOCTPUPYETCST TIPUMEPAMH; B) YMEET INPUMEHATh IOJyYCHHbIE 3HAHUSA Ha
IPAKTUKE, YMEET COCTAaBJIATh OCHOBHBIE JIOKYMEHTBHI (HE JOIyCKaeT TIpyObIX
OLIMOOK, YCTpaHseT OTAENbHbIE HETOYHOCTU CaMOCTOATEIbHO WU C TOMOIIbIO
JOTIOTHUTENIBHBIX BOIPOCOB MPENOJABATENS).

OneHka «HE3auTEeHO» CTABUTCS, €CIIM COACpP>KaHHWE BOIPOCOB PACKPHITO
cina0o, 3HAHMS UMEIOT (dparmMeHTapHbII XapakTep, OTJINYAIOTCSA
NOBEPXHOCTHOCTBIO W MAJIOW COJEP>KATEIBHOCTBIO, UMEIOTCS HETOYHOCTH IIPU
OTBETE Ha OCHOBHBIE BOIPOCHI, JOMYyCKalOTCs ¢aktruueckue omuOku. CTyIeHT
OpOSBIIAET  CTPEMJICHHME  NOJMEHHTh HaydyHOe  OOOCHOBaHME  MpoOseM
paccyX/IeHUsIMU OOBIIEHHO-TIOBCETHEBHOIO OBITOBOrO Xapakrepa. He Moxer
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OTBCTUTb Ha AOOIMOJIHHUTCIBHBLIC BOIIPOCHI, MPCAJIOKCHHBIC IIPCIIOAaBATCICM. C
OIIIMOKAMU BBIITOIHSCT MMPAKTHYCCKHC 3adaH1A.

6.2.2 Jcce
[lenp scce COCTOUT B PA3BUTHUM TAaKUX HABBIKOB, KaK CaMOCTOSITEIbHOE
TBOPYECKOE MBIIUICHUE W TMHUCHbMEHHOE H3JI0KEHHUE COOCTBEHHBIX MBICIEH IO
KOHKPETHOMY BOIIPOCY Ha OCHOBE M3YUE€HHOM JINTEPATYPHI.
A. Temwl 5cce

. CTaHoBNIE€HUE U Pa3BUTHUE JOKYMEHTOBEICHUS KaK HAYYHOU JUCIUTIIINHBI.

. CoumasnpHasi CylHOCTh JOKYMEHTA.

. UudopmarmonHsie ypoBHH JOKYMEHTA.

. Uudopmarmonnsie 6apbephl U MMyTH UX MPEOI0TICHUSI.

. UHopmanmonHas KyJIbTypa 4eaoBeKa.

. TexHnyeckoe JOKyMEHTHUPOBAHUE.

. CpencrBa JOKYMEHTHUPOBAHUS, UX UICTOPUUECKOE PA3BUTUE U COBPEMEHHAS

KJIaCCU(PHUKAIHSI.

8. Uctopust 6ymaru u 6yMa>KHOTO MTPOU3BOJICTBA.

9. PazBuTHne pycckoro nucbma.

10. CoBpemeHHbIE MaTepUaIbHbIE HOCUTEH JIOKYMEHTUPOBAaHHOM UH(OpMAIINH,
uX Kiaccupukamus U XxapakTeprucTHKa.

11. CriocoOb! 1 0COOEHHOCTH JOKYMEHTHUPOBAHUSI.

12. ®anbcudukanus T0KyMEHTOB: BUIbI paibCUPUKALIUU, UCTOPUS MOAEIOK.

13. BapuaHThl 1 KOIMU JOKYMEHTOB.

14. CrannapTtuzanus u yHUGUKAIKIS JOKYMEHTOB.

15. lokyMeHTOOOOpOT: TEOpHs, UCTOPHUSI, COBPEMEHHAs ITPAKTUKA.

16. 3amuTa TOKYMEHTUPOBAaHHOW MH(POPMAIIUK OT HECAHKITMOHUPOBAHHOTO
J0CTyTa.

17. Dkcneprr3a HEHHOCTH JOKYMEHTOB.

18. Ynpasnenue nokymenranueit B Poccuiickoit ®enepaiumu.

19. Poccus B ycioBusix rio0anu3aiii MUPOBBIX HHPOPMALMOHHBIX MTPOLIECCOB.
®denepanbhbiii 3akoH «O0 nHpopManuu, HHGOPMATHU3ALNN U 3AIIUTE
uHOOpMAaLIHH.

20. JlokyMeHTHass KOMMYHUKAIHS.

21. JIokyMEHTHBIE TOTOKH MO COLIMOJIOTHH.

22. Meroabsl  COBEpIICHCTBOBaHUS  JOKYMEHTHPOBAHUS  YNPaBICHYECKOU
NEeSATENbHOCTH.

b. Kpumepuu u wixana oyenusanus.

CooO1eHue 3cce TOMHKHO OBITh MPEACTaBICHO B KPaTKOM TE3UCHON (opMme
(06beM 10 3 cTpaHUI] MMe4aTHOro Tekcta). Jist mombopa auTepaTyphbl CTYICHTHI
MOTYT BOCIIOJIb30BaThCs MyOJUKAIIMSAIMU U3 CIMCKA JOMOJIHUTEbHON JIUTEPATyphI
WIH COOCTBEHHBIMU UCTOYHUKAMM.

Onenka — max 10 6amioB, kKak cyMMa CJICYIOIIUX KPUTEPUEB:
- MyJIbTUMEIUWHAS TIPE3CHTAIMS WIM HAIMYKUE Pa3aTOYHOro MaTrepuana JJis

CTYJIEHTOB — 2 0aJ;

NN W~
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- comepkaHue dcce (MOTHOTa WCTONB30BaHUS JIUTEPaTyphl, COOCTBEHHBIC
BBIBOJIBI M YMO3AKJTIOUEHUS, JIOTHUKA W3JIOKECHUS U Ip.— S 6a;

- rpaMOTHas peyb/ BHUMAHUE ayJIuTOpuH — 2 0as;

- MIOJIHBIE OTBETHI HA BOMPOCHI — 1 Oas.

6.2.3. TecToBbIE 3a1aHUsA

[lenp TECTOBBIX 3aJlaHUM — NMPOBEPKA 3HAHWKW TEPMUHOJIOTMYECKOTO OIS
JUCUUIUIMHBL W OpPUEHTUPOBAHUS CTYAEHTOB B BOIPOCAaX, OrPAHUYECHHBIX
IpOrpaMMON TUCHMIUIMHBL. TecTupoBaHNE MPOBOAUTCS MO UTOraM U3ydeHus 1 u 2
pa3zesioB MPOrpaMMbl M IO UTOraM HM3y4deHHus 3 U 4 pa3lienos.

A. Ilpumepvt mecmoswvix 3a0anuii

Tecr 1.
1. JIoKyMeHT 1 JOKYMEHTHO-KOMMYHHUKAI[HOHHAS 1€ TEILHOCTD 3TO ...
A) mpeaMeT JOKYMEHTOBEIEHUS
B) 00beKT 1oKyMeHTOBeIeHUS
B) uens nokymeHTOBeA€HUS
I') cTpykTypa 1OKyMEHTOBEICHHS
2. [JleiicTBue WM COBOKYINHOCTb JACWCTBHM, NPUMEHSAEMBIX HpU 3alucu HHGPOpPMALMU Ha
MaTepUaJbHOM HOCHUTEIIE - 3TO
A) MeTOoJ TOKyMEHTUPOBAHUS
b) crioco6 noxymeHTHpOBaHUS
B) cpenctBo 10KyMEHTHPOBAaHUS
I') noxymenTHpOoBaHue
Tecr 2.
1. ®opmynsp-obpaser — 3T0:
A) COBOKYMHOCTb PEKBU3UTOB JE€JIOBOTO MHChMa
B) COBOKYITHOCTH pEKBU3HUTOB, MPHUCYIIUX KOHKPETHOMY JOKYMEHTY
B) cOBOKYIHOCTh PAcroyIOKEHHBIX B OMNPEJCICHHOM IOPSAIKE PEKBU3UTOB, MPHUCYIIUX BCEM
JOKYMEHTaM OIpPEeIIEHHON CHCTEMBI JIOKyMEHTAIIUN
I') o6pazen cocraBieHust U 0POPMIICHHUS JOKYMEHTA
2. Ilepenaya nenm Ha apXUBHOE XPAaHEHNE OCYIIECTBIISETCS 10"
A) akTy npuema-nepenadu
b) cripaBke, comeprkaniei nepedeHs Ae
B) onucu aen
I') npoToKoITy SKCTIEpTHON KOMUCCHH

b. Kpumepuu u wikana oyenusanus

Kax et Tect cocrout u3 30 BompocoB, B KaXKJ0M BOMPOCE NPEANIONIATAETCA

TOJIBKO OJUH HpaBI/IHBHBIﬁ oTBeT. MakcumanbHas OLCHKa - 5 6annos.
81% -100% — 5 6annos,
66%-80% — 4 6anna;
51%-65%— 3 6anna;
menee 51% - 0 6annos (unu HeyoosiemeopumenbHo).

6.2.4. IlpakTu4yeckue 3aJaHus
A. Ilpumepvl npaxmuueckux 3a0anuil
I. OrOepure 5-6 Ha3BaHM  pa3IMYHBIX BHJIOB JOKYMEHTOB H
NPOaHAIN3UPYHTE OCHOBHBIE CBOMCTBA MH(OpManuu, 3a)UKCHPOBAHHON B ITUX
JOKYMEHTaXx.
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2. IlpuBeaute mpuMepsl U3 CBOEH NMPAKTUKKW WH(OPMAIIMOHHBIX OaphepoB, C
KOTOPBIMH BaM TPUXOJIWIOCH CTAJIKWBATHCS TIPU TOMCKE HAYYHOW | Jp.
uH(GOpMAIINK U KaK Bbl UX MPEOI0JIEBAIIH.

3. Ot0epute 5-6 Ha3BaHU pa3IUYHBIX BUAOB IOKyMEeHTOB. CrenaiiTe aHamu3
JIOKYMEHTOB T10 TaKUM TMpU3HAKaM: 3HAKOBOW Mpupoje WHPOPMAIHMH, CUCTEME
3anucu uHpopManuu, cnenuPuKku MaTepraIbHON COCTABJISIONICH TIOKYMEHTA.

4. Tlpoanamm3upyiiTe o0Opa3Ibl MAIIMHOMMCHBIX JIOKYMEHTOB II0 TaKUM
NpU3HAKAM: PEKBU3UTHI JOKYMEHTA, UX PACIONIOKEHUE U IpaBuia opopmiieHus,
paBUJIa MMOCTPOCHUS U 0(OPMIIEHUS TEKCTa TOKYMEHTA.

5. PazpabGoraiite u odopmure OnaHku mnpennpusATUs (0OmuMiA, OJaHK
KOHKPETHOTO BUJa JOKYMEHTa, OJaHK MUChMA).

6. Ha OGnmankax cocTaBUThH MPOTOKOJ, CIPABKY, MUCHMO, TOKJIATHYIO 3aIlKCKY,
OOBSCHUTEIBHYIO 3aIMUCKY U JP. TOKYMEHTHI.

5. Opopmure pekBM3UT-TpU( OTrpaHUYEHUS JOCTyNa K JIOKYMEHTY,
coJlepKallleMy KOMMEpUYECKyro TaiHy. Omnpenenure ero pacrnojoXeHHE Ha
JIOKYMEHTE.

b. Kpumepuu u wxana oyenusanusi

MakcumanibHasi OIlEHKa 3a Kax[o€ 3aJaHue U KaXIbli OQOpPMIICHHBIH
JIOKYMEHT 3 Oauia.

3 Gaia cTaBUTCS €CIIU CTY/IEHT:

- apryMEHTHUPOBAHO AaHAIM3UPYET JIOKYMEHTBI, TIOJNB3YACh HAyYHOU

TEPMHUHOJIOTHEM;

- 3HaeT Ha3BaHUE PEKBU3UTOB U MECTO UX PACIIOJI0KEHUE;

- YMEET NPaBUIbHO 0(OPMIISITh BCE PEKBU3UTHI;

- PaBWJIBHO COCTABJISIET TEKCT JOKYMEHTA.

2 GaJiya CTaBUTCS €CJIU CTYCHT:

- apPryMEHTHUPOBAHO AHAIM3UPYET JOKYMEHTBHI, TIONB3YySICh HAYYHOU

TEPMHUHOJIOTUEH, HO HE TMOJHOCTbIO PACKPhIBAET CBOMCTBA, MPU3HAKU

JIOKYMEHTOB;

- 3HAET Ha3BaHHE OCHOBHBIX PEKBU3UTOB U MECTO UX PACIIOJIOKEHUE;

- YM€ET NMPaBWIbHO O(POPMIITH OCHOBHBIE PEKBU3UTHI;

- PaBWJILHO COCTABJISIET TEKCT JOKYMEHTA.

1 Gann cTaBUTCS €CU CTYACHT:

- TpU aHaIW3€ JOKYMEHTOB YaCTUYHO PACKpbIBAET CBOWMCTBA, MPU3HAKU

JIOKYMEHTOB;

- 3HaeT Ha3BaHHE OCHOBHBIX PEKBU3HUTOB, HO HE MOXET ONPENEIUTh MECTO MX

PacIOIOKEHMS;

- YMeeT NPaBUWIbHO 0OPMIISITH OCHOBHBIE PEKBU3UTHI;

- JIOMYCKaeT OIMOKU (CTUIMCTHYECKUE, opdorpadpuueckue) npu COCTaBICHUU

TEKCTa JOKyMEHTA.

(0 OayIoB CTaBUTCS €CJIM CTY/ICHT:

- IPU aHAJIU3€E JIOKYMEHTOB HE PAaCKPBIBACT CBOMCTBA, MPU3HAKU JOKYMEHTOB;

- HE 3HAET Ha3BaHME OCHOBHBIX PEKBU3UTOB, HE MOKET ONPEACIUTh MECTO MX

PacoIOKEHMS;

- HEe yMEEeT MPaBUIbHO 0(OPMIISITH OCHOBHBIE PEKBU3UTHI;
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- JIOMyCKaeT OLIMOKM (CTUIIUCTUYECKUE, opdorpapuieckre) Ipu COCTaBICHUN
TEKCTa JOKYMEHTA.

6.2.5. Koutpoabnasi padora

A. IIpumepwi KoHmponbHOU pabomol

KonTponbshas paGora — ogHa U3 (GOpM KOHTPOJIA YPOBHS 3HAHUU CTYJIEHTA U
OPUEHTUPOBAHUS €r0 B BOIIPOCAX, OTPAHUYEHHBIX O0BEMOM YUEOHON TEMATHKH.

[leny KOHTPOIBHOM PaOOTHI:

— yrayOuTh, CHCTEMATH3UPOBAThb U 3aKPENUTh TEOPETUUYECKHUE 3HAHUSA
CTYJIEHTOB;

— MPOBEPUTH CTETIEHb YCBOEHUSI Y4E€OHOI0 MOAYJIS;

— BbIpa0OTaTh y CTYJEHTa YMEHHsS M HABBIKM CaMOCTOSITEIbHO COCTABISATH U
0o(OopMIISITH JOKYMEHTHI.

Kontponbnas padora «Pemenue npon3BOICTBEHHBIX CUTYaIuil» (cM. COOpHHK
NPAKTUYECKUX 3aJaHUi B CIUCKE JOMOJHHUTEIbHON aureparypbl 29, c. 38-42);
[Ipumepbl BBIOJIHEHUSI KOHTPOJIBHOW paboThl cM. Tam ke, c¢. 36-37. Bcero 6
3a1aHUM.

b. Kpumepuu u wkana oyenusanus

MakcuMmarnbHas orieHKa 3a paboty 5 6aJLIoB.
5 GayIsIoB CTABUTCS €CIIU CTYJEHT:

- IPABUJILHO U B TIOJTHOM Mepe BBITTOJIHUI BCE 3a/1aHUS
4 Gana CTaBUTCS €CJIH CTYICHT:

- IOMYCTUJ 710 3 HE3HAUMUTENbHBIX OIMOOK B BBIMOJIHEHUH BCEX 3aJaHUM
3 bayna:
- JomycTWia 10 3 HE3HAUMTEIbHBIX OIIMOOK W HE BBINOJHWI WIH
HENpPaBUJIHHO BBIMTOJIHUI | 3a7aHue
2 Gamna:
- JONYyCTWJI 10 3 HE3HAYUTENIbHbIX OIMOOK W HE BBINOJHWI WU
HENPABUJIHHO BBITTOJIHUI 2 3aaHUS
1 Gam:
- IPABUJILHO BBIMOJIHWI TOJIBKO 3 3a1aHUs
0 6amos:
- IPABUJILHO BBIMIOJIHEHO MEHEE MOJIOBUHBI 3a/1aHuil (MeHee 3-X)

6.2.6. Ikckypeus B ['ocynapcrBenHslii apxuB KemepoBckoit o0macTu.

A. Coodepoicanue sxcKypcuu

C NOMOIIBIO 3KCKYpPCHHM pPEATM3yeTcs MNPUHLIMI HAarsaJHOCTH OOy4eHus,
AKCKYPCHS MO3BOJISIET YKPEIUIATH CBSI3b C KU3HBIO U IPAKTUKOM.

Tema: «llepemaua nen Ha apXUMBHOE XpaHEHHWE W APXMWBHOE XPAaHEHUE
JIOKYMEHTOBY

[enb: 3akpemsieHWe, KOHKpETH3alusi 3HAaHUH 10 apXMBHOMY XPaHEHHUIO
JIOKYMEHTOB.

CopeprxaHue HKCKYpCHUH.
1. JlexkumoHHOE 3aHATHE, POBOJAUMOE COTPYJHUKAMH apXHBa, KOTOPOE BKIIFOYAET

clIeyIolre BONpockl: uctopusi apxuBa KemepoBckoil 001acTi, HOpMaTUBHBIE
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JIOKYMEHTBI, PEriiaMeHTUPYIOIIHE JesITeIbHOCTh apXWBOB, Mepenada Jaell Ha
apXMBHOE XPAaHEHHUE, SKCIEepPTH3a IEHHOCTHU JOKYMEHTOB, CHCTEMaTHU3alus
apXMBHBIX JIe] (KaTajor), mpaBuia paboThl B ApXUBHBIMHU JTOKYMEHTAMH U JIp.

2. O030pHasi JKCKypcus B XpaHWIHIIE apxXuBa: OOECIEYCHHE COXPAHHOCTH
aApXMBHBIX JOKYMEHTOB, TpEeOOBaHMUA K AapXUBOXPAHUIUILY, OhOopMIICHHE
ApXUBHBIX JIEJI, OMUCH JEN U JIp.

[TonBenexnrie UTOTOB HIKCKYPCHUHU.
b. Kpumepuu u wxana oyenusanus
- MOCEIIEHNE dKCKypcun — 16amn
- MIOCTAHOBKA MPOOJIEMHOT0 BOIIPOCA CTYACHTOB HAa SKCKYPCHH MO YKa3aHHOM

Teme — 1-2 Gasta (B 3aBUCUMOCTH OT HOBU3HBI U CIIOKHOCTH BOITPOCA)

VYcBoeHHBIE 3HAHMS MO Mepenade JeJd Ha apXMBHOE XPAHEHUE U apXHBHOE

XpaHEHHE JIeN MPOBEPSIOTCA C MOMOIIbIO TECTOBBIX 3aJJaHUI 2 TecTa.

6.4 Memoouueckue mamepuaivl, onpeoenaouiue npouedypovl OUeHUGAHUs
3HAHUI, YMEHUIl, HAGbIKOG U (U1U) OnbIMa 0eamelbHOCmU, XapaKmepusyloujue
IMansvlt GopmMupoeanus KomMnemeHyuil

[Ipy u3yyeHUM IUCUUIUIMHBI UCIOJB3yeTCs OallIbHO-PEUTHUHIOBAs CHUCTEMA
OLICHUBAHUSI PE3yJIbTATOB OOyUEeHHsI CTyJIEeHTOB. Ha mepBoM 3aHSITHUU BbIJACTCS
«TexHonornueckass Kapra H3y4YEHUS AUCUUIUIMHBI «/OKyMEHTOBEIEHHS», B
KOTOpOM yKazaHbl: MecTo nucuuiuinHel B OOII, o0mas TpyaoeMKocTh, B T. H.
ayJIMTOpHAsI, CAMOCTOSITENIbHAsI paboTa, mIKajga O0aabHBIX OIIEHOK, TPEOOBAHMS TS
MOJTyYEeHHs] aBTOMATHYECKOI'O0 3adera, a Takxke IycTtas Tabiuia, B KOTOPOM
NPEAYCMOTPEHO CaMOCTOSITEJIbHOE 3allOJIHEHUE CTYJICHTOM JaThl 3aHATUS U
KOJIMYECTBO OAJIJIOB, MOJYYEHHBIX UM HA 3aHSITHH, JJII CAMOKOHTpOJs. B KoHIIe
KQXKJIOT0 3aHSATUSI TIPEMO/IaBaTelb 0OBSIBIAECT KOJIMUECTBO OAJIJIOB, KOTOpOE Habpa
CTYJICHT.

IkaJyia 0aJbHBIX OLICHOK

Bupa yueOHO# 1eATeJIbHOCTH KoumnuecTBo 0a/1/10B
[Tocenienne JTEKIMOHHBIX 3aHATHI 1
VYcTHBIE OTBETHI HA CEMHUHAPCKUX 3aHATHAX (B 2-5
3aBHCHUMOCTH OT COJICP’KaHUsI U IOJTHOTHI)
JlonosiHeHUe, yTOUHEHHE 1-2
[TocTanoBka nmpo6JIEMHOTO BOIPOCA CTYICHTOB 1-2

Ha CEMHMHApCKOM 3aHATHM IO H3y4aeMoil
npobyieMe (B 3aBUCUMOCTH OT HOBH3HBI H
CJIO)KHOCTH BOIIPOCA)

Hanucanme »scce (kpuTepuu M LIKalLy 1-10
OILICHMBAHHUS CM. 6.2.2.)
BrimoniHeHNE TpaKTUYECKUX 3aaHui (3amad, 1-3

YOPa)KHEHHUH,  COCTaBJICHHE  JOKYMEHTOB,
aHaJlM3 KOHKPETHBIX CHTyalldid © Jp. B
3aBUCHMOCTH  OT  CJIO)KHOCTH  3aJlaHUil)
(KpUTEpUU M KTy OIIEHUBaHUsA CM. 6.2.4.)

BrImosiHeHHe TECTOBBIX 3aJaHUM (KpUTEPUU U 1-5
LK1y OLIEHUBaHus cM. 6.2.3.)
KonTponbHast pabora (KpUTepuu U IIKaLy 1-5

19




OIleHUBaHUs cM. 6.2.5.)

DKCKypCHs 1-3

[Io oOKOHYaHMM U3YYEHUS JUCUUIUIMHBI MOTYT OBITh HAYUCIJIECHBI
npeMualibHble Oalbl (38 aKTUBHOCTbD, CBEPX HOPMATUBHOCTh B paboOTe U T. I1.)- 3-5
Oanna.

JlJ1st aBTOMaTH4€eCKOro 3a4eTa He00X0AUMO HA0OpaTh He MeHee S5 0aIoB!

JInst Tex CTyAEHTOB, KTO HE HaOpaj HYXHO€ KOJWYECTBO OaioB, BO3MOXKEH
BapuMaHT cCJayd 3adera [0 BONpPOCaM, MpPU YCIOBHUU BBIIOJHEHUS BCEX
[IPAKTUYECKUX 3aJaHUN, IPETYCMOTPEHHBIX IIPOTPAMMOM.

7. IlepeyeHb OCHOBHOW M /[JONOJHUTEJbHOM Y4YeOHOH JIMTEpPaTypBhl,
He00X0UMOi 1151 OCBOEHUS U CIMILIMHBI (MO1YJIA)

@) OCHOBHAA TUMeEpamypa:

1. KynseB, H. H. JlokymenroBenenue: yueOnuk s By3oB / H. H. Kynses,
. H. Ypanos, A. I'. ®abpuunos; nox pen. H. H. Kynsea. — Mocksa: Jloroc,
2011. — 348 c.

2. Kynses, H. H., ®abpuunoB A. I'. JlokyMeHTOBe/eHUE: yUEOHUK JJIs1 BY30B;
non pea. H. H. Kynsea. — Mocksa: Jloroc, 2011. — 348 c. — URL:
http://biblioclub.ru/index.php?page=book &id=84880&sr=1 (OBC
«Onexrponnas oudauoreka ONLINEY).

0) OononnumenvHasa 1umepamypa.

1. bapmaeB, O. A. JlokymeHnroBemenue: yueObnuk / 3. A. bapnaes,
B. b. KpaBuenko. — M.: Axanemus, 2008. — 301 c.

2. beikoBa, T. A.  JlokyMeHTaloHHOe  oOOecrieueHHue  ympaBICHUS
HErOCYJapCTBCHHBIX oOpranu3amuii: yded. mocobme / T. A. bBrikosa,
JI. B. Cankuna. — M.: TH®OPA-M, 2011. — 288 c.

3. JlapekoB, H. C. JlokymentoBenenue: y4ued. mocoome. — M.: ACT: Bocrok-
3aman, 2008. — 428 c.

4. MoceeB, P. H. CoBpemeHHOe [OKyMEHTOBeAeHHE: Yyueld. mocooue /
P. H. Mowncees. — M.: ACT: Bocrok-3aman, 2007. — 377 c.

5. Canazkmna JI. II. JlokyMeHTHpOBaHHE YIPaBIECHYECKOW JIESITEIHLHOCTH
YUPEXKACHUN COIUATBHO-KYJIbTYPHONH C(hEphl: TEKCT ITOKYMEHTOB: y4eOHOE
nocobue. YueOHO-MeTOANYECKH KoMIUieke s ctyaeHtoB BY3os: 2010r.
5,14 M6. (1 CD-R). (YMK B coaBTopcTBe ¢ MaxkenuHoi E.A.).

8) Tumepamypa 01 camocmoamenvHoil padomaoi:
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http://biblioclub.ru/index.php?page=book&id=84880&sr=1

10.

11.

12.

13.

14,

15.

16.

17.

18.

19.

I'OCT P 6.30-2003 VYuudunupoBaHHas CHUCTeMa OpPraHHU3aIMOHHO-
pactopsAIuTeILHON JOKyMeHTauu. TpedoBaHus K 0POPMIIEHUIO JOKYMEHTOB.
— M.: T'occrangapt Poccuu, 2003.

I'OCT P 51141-98 [lenonpous3BOACTBO M apXUBHOE nel0. TepMHHBI M
onpenenenus. — M., 1998.

I'OCT 7.32-2001 Otyer o HayyHO-MccIeqOBaTENbCKOM padore. CTpyKTypa U
npaBuia opopmiienusi. — Munck: UTIK U3n-Bo ctangapros, 2001. — 22 c.
bacosckas, E. H. PenaktupoBanue cinyxebubix nokymenToB / E. H. bacoBckas
// Cexperapckoe nemno. — 1988. Ne 4. — C. 84-90.

3abonorckas, K. A. JlokymMeHTOBeneHHME M JIEJIONPOU3BOJCTBO: yueOHOE
nocobue / K.A. 3abonorckas. — KemepoBo: Ky36accBy3suznar, 2005. — 190 c.
Ky3nenoa, T. B. OcHOBb J0KyMeHTOBeAeHMs: yuebd. 1mocobme /
T. B. Ky3nenosa. — M., 1988.

HenonpousBoactBo Ha kommbioTepe / T. M. EnmzaBernna, M. B. Jlenucosa. -
3-¢ 3. — CII6, M.: ITurep: KY AUIL-OBPA3, 2005. - 299 c.
JenonpousBoacTBo: y4ed.-cupaB. nocooue / U. H. Ky3nenon. — 2-e wusn.,
nepepad. u gon. — M.: Jlamxkos u K, 2006. - 519 c.

HenonpousBoactBo. OO6pasibl, MOKyMEeHTHl. OpraHuzanuss U TEXHOJIOTHUS
pabotsl: ¢ yaerom HoBoro 'OCT P 6.30-2003 / [B. B. I'anaxoB u ap.]; [pen.
. K. Kopnees]. - 2-e u3z., nepepad. u goi. - M.: IIpocnekt, 2005. — 456 c.
Hemymkun, A. C. Kak pacnoznats noanenku gokymenta /A.C. emymikun //
OreuectBennnie apxuBbl. — 2000.— Ne 1. — C. 86-100.

Nmromenko, M. I1. ®yakuuonanbHbI ananu3 pokymenTa / M. I1. Umomenko
/I NemompomsBoacTro. — 1999.— N 2.— C.43-46; 2000.— N 1.— C.20-23.
Koctomapos, M. H. MexnyHapoanbie U 001epoccuiickue KiaacCupuKaTopsl
UH(pOpPMAIUU KaK CTaHMAPTHBIA S3BIK OMHMCAaHWSA JAaHHBIX: ydeO. mocodue /
M. H. Koctomapos. — M.: PTTVY, 2000.

Ky3nemora, T. B. J[lenonpou3BOACTBO M TEXHUUYECKas JOKyMeHTarms /[
T.B. Ky3nenosa, E.A. Crenanos, H.I'. @ununnos. — M.: Beicmias miko:na,
1991.

Kymnapenko, H.H. HokymentoBenenue / H. H. Kymnapenko. — Kues:
«3uanusay, 2000. — 459 c.

Jlapun, M. B. VmnpaBieHue JOoKyMEHTallMel U HOBbIE HH(POPMAIMOHHBIC
texnonoruu / M.B. Jlapun. — M.: Hayunas kuura, 1988.— 137 c.

Jlapu, M. B. Paspurue mnoustus «iokyment» / M. B. Jlapun //
HenonpousBoactBo. — 2000.— Nel. — C.5-9.

Opraamzarust paboThl ¢ qokymMeHTaMu: yueonuk / B. A. KynpsieB u ap.; mon
pen. B. A. Kyapsea. - 2-e uzn., nepepad. u gomn. — M.: UHOPA-M, 2003. —
591 c.

[Mensun, 3. A. [oxymeHToBeneHue. JJOKyMEHT W CHUCTEMBbI JOKYMEHTAIIMU
/3. A. Tlensun. — ExarepunOypr, 2003.

Canazkuna, JI. II. JlokyMeHTHpOBaHUE YIIPABICHUYECKON EATEIbHOCTH.
Coopuuk mnpaktudyeckux 3anstuit / JI. II. Canaskuna. — Kemeposo:
Ky3zbaccBy3uzaat, 2006 — 204 c.
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20. Canazkuna, JI. II. OcHOBBI Jen0npou3BOACTBA. TpeOOBaHUS K TEKCTY
nokyMmenTa: yue6. nmocobue / JI. I1. Canaskuna. - 3-e uza., nepepad. u A0M. —
Kemeporo: Kyzbaccpysmuzaar, 2008. — 299 c.

21. CrapukoBa, JI. H. HWudopmammonHoe obecrneyeHne COMUOIOTUIECKOTO
oOpazoBanusi: pecypcbl, Texnonoruu JI. H. CrapuxoBa. — Kemepono:
Kyz0accBy3uznat, 1998. — 376 c.

22. Cromsapos, HO. H. MarepuansHbiii HocuTenh WHGOPMAIIMN KaK COCTaBHAS
gacTh qokymenTa 0. H. Ctonsapos // lenonpousBoactso. — 2003. — Ne 3.

8. Ilepeyenb pecypcoB HH(POPMAUUOHHO-TEJIEKOMMYHUKAIMOHHON CETH
"UuTepHer" (najee - cerb '"HHTepHer'), HEOOXOAMMBIX [JISI OCBOCHUS
AUCUUILIMHBI (MOIYJIs1)

http://edu.kemsu.ru/res/index.htm - JIETIO3UTAPUIA AJIIEKTPOHHBIX
oOpasoBaTenbHbIX pecypcoB Kem[Y

http://www.termika.ru/ - J1eonpon3BoACTBO U 3JIEKTPOHHBIN JOKYMEHTOO0OPOT
http://www.consultant.ru/ - Cucrema KOHCYJIbTaHT ILTIOC

9. Meroanueckne YyKa3aHusi Ui O0y4YalOUIUXCHA 1O OCBOCHHUIO

TUCUMUILIMHBI (MOIYJIs1)

Ha neknusx wu3naraercsi OCHOBHOE COIEpKaHUE TEM Kypca, HarTcs
METOAMYECKHUE yKa3aHus Mo JaibHeliel padore cryaenra. Pabora Ha cemuHapax
U CaMOCTOATENIbHAs paboTa HAmpaBlICHBI HAa OCBOCHHE OTICIBHBIX TEM Kypca,
3HAKOMCTBO C JIUTEPaTypoil, BBIPAOOTKY YMEHHMM M HaBBIKOB, YKa3aHHBIX B
TpeOOBaHUSX K YPOBHIO OCBOCHHMSI TUCLIUTLIINHBI.

CamocTosTenbHast paboTa CTYJAEHTOB M0 TUCHUIUTUHE «JlOKyMEHTOBEICHHEY,
IpelyCMOTPEeHHAas y4yeOHbIM IUIaHOM B 00beMe cBhilie 50% o0011ero KoiauvecTBa
gacoB. OCHOBHBIMU BHJIaMU U (hOpMaMHU CaMOCTOSITEIbHON PaOOTHI CTYIEHTOB 10
JAHHOM JUCUUIUINHE SBISIOTCS:

- O3HAKOMJIEHHE C OCHOBHOU U JONIOJIHUTENBHOM JINTEPATYPOH;

- CaMONOJrOTOBKa IO BOIIPOCaM;

- HamMcaHue 3cce

- BBINOJHEHUE NMPAKTUUYECKUX 3aJaHUMN

- cocTtaBiieHHe U 0pOpMIIEeHHE JOKYMEHTOB;

- MOATOTOBKAa K KOHTPOJBHOU padboTe

- MOATOTOBKA K TECTaM.

[Ipuctynas K M3y4EHUIO MATEpUAJIOB 3aHATHUS, CTYACHTHl BHauaje JOJHKHBI
O3HAKOMHUTHCS c METOAUYECKUMU pEKOMEHAAIUAMH, JUTEPaTypOH,
NEePBOMCTOYHUKAMH (HOPMATUBHBIMU JOKYMEHTAMH) MO COOTBETCTBYIOLIEH TEMeE.
B nmaHax ceMrHapCKuX 3aHATHH MPEIIIOKEH KPYT BONPOCOB, 3aJaHUN U TEM 3CCE,
KOTOPBIN MOI00paH Tak, YTOOBI OBLIO MO YaCTSIM PACKPBITO COJEP’KaHHE TEMbI B
nenoM. Bmecte ¢ Tem, BOIPOCHI U 3a/1aHHsI HAPABIISIIOT CTYJEHTOB HA TBOPYECKHI
NOJXO0Jl K OCBOEHUIO TUCLHUIIIINHBI.

Hawubonee pacnipoctpanenHoit Gpopmoii camoCTOSITeIbHON padOThl CTYJIEHTOB
ABJISIETCSI YTEHUE OCHOBHOM M JONOJHUTENIBHOW JIMTEpaTypbl MO Kypcy,
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KOHCIIEKTUPOBAaHUE M 3aydyrMBaHUE maTepuana. Bo Bpems yTeHus marepuaina Io
TOW WJIM MHOW TeMe HeOOXOAMMO OOpaTHTh BHUMAHUE Ha COJEP’KaHUE OCHOBHBIX
MOHSTHH, KaTeropuid U TEPMHUHOB, YIMOTPEOJIIEMbIX B JaHHOW nucuuiuinae. Mx
ONpPEEIICHUE B PA3IMYHON JUTEPATYype MOXKET OBbITh pa3IUYHbIM. BUMTHIBasiCH
BHUMATEIbHO W PAa3MbIIUISAS HAJ TEM WIM HHBIM ONPENEIICHUEM IOHSTHS,
KaTeropuu, TEpMHUHA MOKHO 3aMETUTh, YTO ONpEJIeIeHUE NpeiaraeT 0coOblil cpes
BUJIeHUs npoOsiembl. [Imopanu3m copepkaHusi MOHATUNA, KaTerOpUil U TEPMUHOB
CTOUT YYMTHIBATh U MO BO3MOKHOCTH IPHU OTBETE OOpallaTh Ha 3TO BHUMAaHUE,
JaBasi CPABHUTENIbHBIM aHAIW3 pPa3Myuid M CXOJACTBA ONPEACICHUM U
IpEeACTaBICHUNH 0 KAaKOM-IU00 OOIIECTBEHHOM SIBJICHHH.

- Tlpouecc m3zyueHusi y4eOHOM, HAy4HOM, METOJIUYECKON JUTEpaTyphl TpeOyer
BHUMATEILHOTO M  OOCTOATEIHHOTO OCMBICTICHHUS UM  KOHCIEKTUPOBAHUSI.
Koncnexmul 6bIBatOT HECKOJIBKUX BUJIOB:

- 1. [1;1aHOBBIM KOHCIIEKT — KOHCIIEKT KHHUTH 1O €€ COAEPKAHUIO: pa3JieliaMm,
riiaBam ¥ naparpadam. Takoil KOHCTIEKT MOJHOCTHIO OTPAKAET CTPYKTYPY KHUTH.

- 2. CBOOOIHBIN KOHCIEKT — KOHCIEKT, COYETAIOUIUIN IUTATHI C COOCTBEHHBIM
IIEPECKA30M COAEPIKAHUSA OTACIIBHBIX Pa3/IeIIOB.

- 3. TekcTyanbHbIN KOHCIIEKT — KOHCIIEKT B BUJE COOpaHUs LIUTAT, KOTOPbIE
IepeaaoT OCHOBHOE COJIEPKAHWE KHHUIM Yepe3 AaBTOPCKHE BBICKA3bIBAaHUS
HanOoiee BaXXHBIX HUIEH.

- 4. TemaTU4ecKUil KOHCIIEKT — KOHCIEKT, B KOTOPOM IIMTaThl U3 Pa3HBIX
HMCTOYHUKOB WJIM IE€pPEeCKa3 aBTOPCKUX MBICIEH TPyNIUPYIOTCS MO pyOpHKam,
PACKpPBIBAIOLIUM COJEPKAHUE TEMBI.

- KoHCHEKT MOMmKEH IMOCIeNOBAaTENbHO M JIOTUYHO OTPAaXKaThb B3aMMOCBS3b
BAKHEHIIUX CYKJICHUM U MMO3ULHMN aBTOPA WA ABTOPOB, OTPAXKaTh OCHOBHYIO CYTh
KOHCIIEKTUpPYyeMON TeMbl Kypca. COCTaBIE€HHBIA KOHCIEKT TIOMOXET B
3allOMUHAHUM MPOYTEHHOI0 MaTepuasna. PeKoMeHyeTCsi OCHOBHbIE MOHSTHUS TEMbI
BBIYUUTh HAaW3yCTh. BBIyYCHHBIE TMOHATHS M KaTEropud TMO3BOJIAT JIETKO
OPUEHTUPOBATLCA B T€ME U NMPUHUMATh aKTUBHOE ydyacTHe B OOCYXKJIECHHM €€ Ha
CEMUHAPCKUX 3aHITUSAX.

B mpouecce nzydyeHus: JaHHON TUCUMIUIMHBI YUUTHIBAETCS MOCEMAEMOCTh
JIEKIIMi, OLIEHUBAETCS] aKTUBHOCTh CTYJICHTOB HA CEMHHAPCKUX 3aHATHUSIX, a TAKKE
KaueCTBO M CBOEBPEMEHHOCTh ITOATOTOBKM TEOPETUYECKUX MAaTEpHUaJIoOB,
TBOPYECKMX 3aJaHUA M TPE3CHTAlMid 3CCE, BBINOJHEHUE TECTOBBIX U
KOHTPOJIBHBIX 3aJlaHuii. B KOHIIe KaXXJI0ro 3aHATHS MPENoaaBaTeNlb OOBSIBISET
KOJIMYECTBO OayioB, 3apa0OTaHHBIX CTyJAEeHTOM. [lo OKOHYaHMM U3y4YEeHHS
JUCUUIUIMHBL TIpenojaBaTellb W CTYACHT (BEOET CaMOCTOSITEIBHO YYET)
MOJICYUTHIBAIOT Oajuibl, 3apa0OTaHHbIE B TEUEHHE CEMEcTpa, M 10 HUTOoram
BbICTaBJIsieTCs 3a4eT. Eciu OaliyioB HE XBaTaer, TO MPOBOJIUTCS MHANUBUIYAIbHBIN
3a4€T MO NPEMIOKEHHBIM BompocaMm. CTyIOeHT, MOKa3aBIIWil BBICOKHI YpOBEHb
BJIQJICHUS 3HAHUSIMU, YMEHHMSIMU M HaBBIKAMHU [0 MPEJI0KEHHOMY BOMPOCY,
CUHMTAETCS YCIIENTHO OCBOMBIIUM Y4eOHBIN Kypc. B ciydae GonbIioro KonmdecTsa
3aTPYJHEHUM TMpPU PACKPBITUM BOMNPOCA CTYAEHTY MpEejaraercs NOBTOPHAs
IIOArOTOBKA U IEPE3aUET.

Ilooecomoska scce. Icce CTylAeHTa — 3TO CAaMOCTOSITENbHAsI MUCbMEHHAs
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pabota Ha TeMmy, TPEUIOKCHHYIO TMpernojaBaTeieM (TeMa MOXET ObITh
NpEeNIo’)KeHa M CTYASHTOM, HO 00s3aTelhbHO JOJKHA OBITh COTJIACOBAHA C
npernonaBareneM). Llemb 3cce COCTOMT B Pa3BUTHUH HABBIKOB CaMOCTOSITEILHOTO
TBOPYECKOTO MBIIUICHHS W THUCHMEHHOTO W3JIOKCHHS COOCTBEHHBIX MBICIICH.
Hammcanue scce 1mo3BossieT aBTOPY HAYYUTHCS YETKO M TPAaMOTHO (POPMYIIUPOBAThH
MBICIIA, CTPYKTYpPHpPOBaTh HWH(POPMAIIMIO, HCIIONB30BaTh OCHOBHBIC KaTErOpUHU
aHaIKM3a, BBIICIATh MPUYUHHO-CICICTBEHHBIC CBS3HM, WUTIOCTPUPOBATH MOHSITHS
COOTBETCTBYIOIIUMHU TpPHUMEpPaMH, apryMEHTHUPOBATh CBOHW BBIBOJBI; OBIAICThH
HAyYHBIM CTHJIEM pe4Yd. ®POPMBI 3CCE€ MOTYT OBITh PAa3IUYHBIMU. B HEKOTOPBIX
CIy4asiX 3TO MOXET OBITh aHAIN3 MMEIOMIMXCA CTAaTUCTHUYECKUX JaHHBIX TI0
u3ydyaeMoud mpobOsieme, TMOAPOOHBIA  pa3dbop MPEATIOKEHHOM  3adaud  C
pa3BepHYTHIMM  MHEHHUSIMH, TOAOOp ©  JI€TajdbHBIM  aHAW3 TPHUMEPOB,
WITIOCTPUPYIOIUX Tpobiemy W T. 1. TemMa 3cce JNODKHA coaepkarh B cebe
BOTIPOC, MPOOJIEMY, MOTUBHUPOBAThH Ha pa3mbiluieHne. CTpyKTypa 3cce BKIIIOYAET B
cebsi: BCTYIUICHHUE, T/Ie CTAaBUTCS MPpoOJieMa, MBICITH aBTopa 1o npodiieme B popme
KpaTKMX  TE3UCOB, TOJKPEIUICHWE  KaXJIOro Te3uca  JOKa3aTeIbCTBAMM
(apryMeHTaMH ), 3aKII0YCHUE, B KOTOPOM PE3IOMUPYETCSI MHEHUE aBTOpA.

Jlist OCBOEHUS! AMCHMIUIMHBI HEOOXOJMMO BBIMOJTHEHUE MPAKTHUECKUX
3amaHnuid. HekoTopele 3amaHusl paccUMTaHbl Ha WHIMBHIYAJIbHYI padoTy
CTYJIEHTOB, HEKOTOPBIE HA TPYIIIIOBYIO.

I'pynnosasa paboma wcnonwszyercs npu uzydenun 3 u 4 monaynei. Ha
NPaKTHYECKUX 3aHATUSAX CTYIACHTHl Yy4eOHOW TIpynmbl OOBEIUHSIOTCS 10
uHTepecam (1o 3-4 4YenoBeK), CO3/Aa0T CBOE «IIPEANPUITHEY, ONPEICNSIIOT €ro
1eNb, HalpaBjieHUe JeATeabHOCTH. COBMECTHO pa3padaThIBAlOT JU3AiH OJIAHKOB
«rpeanpusTusiy. Ha OnaHkax cOCTaBIsIOT NHChbMa, NPUKA3bl, JOKJIAIHBIE U
OOBSCHUTENbHBIE 3AMHMCKH, MPOTOKOJBI, aKThl U JPYTrU€ JTOKYMEHTBHI COIJacHO
tpeboBanusim ['OCTa P 6.30-2003. Urtorom paboOThl <«IIpEANPHUITHI C
JIOKyMEHTaMHu sBJIsieTcsl cocTaBlieHne HoMeHknaTypsl Aen npeanpusitus u
NOJIrOTOBKA JJOKYMEHTOB K C/lay€ UX Ha apXHUBHOE XpPaHEHHUE.

JlJist moAroTOBKU K mecmy Ne 2 u koumponvHou pabome 1o 3 1 4 MOIyIIAM
peKoMeHayeTcss  ucnoiib3oBaTh  ydyeOHoe mocobue JI.  II.  CanazkuHoii
JIOKyMEHTHUpOBaHUE YIpaBiIeHUECKON naedareabHocTH. COOpHUK MPaKTUYECKUX
3a/1aHUi, B KOTOPOM COJ/IEPKATCS IPUMEPHI BBHITTOIHEHHSI KOHTPOJIbHOM paboThl, 40
BapUAHTOB TECTOB U KJIIOY K HUM. EciIM BOIPOCHI TECTOB MOKA3aJUCh JOCTATOUHO
CJIO)KHBIMH, HY)KHO €II€ Pa3 BEpHYTbCS K YUEOHBIM TEKCTaM, IJIOCCApHUIO. 3aTeM
HOBTOPUTH MOMNBITKY OTBETUTH Ha BOMPOCHI TECTOB.

JUist  ycnemHoro OBJaJA€HHUs JHUCLHUILUIMHOM HEOOXOJMMO BBIINOJHATh
cienyroume TpeOOBaHuUs:

1) mocemars Bce 3aHATHS, T. K. BECh TEMAaTUYECKUI MaTepras B3aUMOCBSI3aH
MEXIy COOOM M TEOPETHYECKOr0 OBJAJEHUSI MPOIYIIEHHOTr0 HEJOCTaTOYHO ISt
KauyeCTBEHHOI'O YCBOCHHMS;

2) Bce paccMaTpuUBaeMble HA CEMUHAPCKUX 3aHSATUAX BOMPOCHI 003aTE€IIHHO
bukcUpoBaTh B OTIEIBHYIO TETPab, & JOKYMEHTbI, 0OPMIICHHBIE CTYJEHTaMH,
TIOJIIITUBATH B IATIKY;,
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3) oO0s3aTenbHO BBIMOMHATH BCE JomaniHue 3angaHus; OTCyTCTBHE Ha
CEMUHAPCKUX 3aHATUAX HE OCBOOOXKIAET CTYACHTA OT BBINOJHEHHUS JIOMAIIHETO
3ananus. BeinonHeHHbIe 3aaHusi HEOOXOIUMO MPEIOCTaBUThH IMPENOAaBaTEN0 B
MMCbMEHHOM BHJIE;

4) NposBIISATh AKTUBHOCTh HA 3aHATHUSX U MPHU MOJATOTOBKE, T. K. KOHEUHbIN
pe3yabTaT OBJIAJICHUS COJAEPKAaHUEM JIUCIUIUIMHBI HEO0OXOIuM, B TIEPBYIO
odepenib, CAMOMY CTYJICHTY;

10. Ilepeyenb UHGOPMAUMOHHBIX TEXHOJIOTHIl, WCHOJb3yeMbIX MPH
OCYILIECTBJICHMH 00pa30BaTeJIbHOI0 MNpoLecca Mo JAUCHHUILIMHE (MOIYJII0),
BKJIIOYASl TMepevYeHb MPOrPaMMHOr0 odecneyeHUuss W HHQOPMAIMOHHBIX
CNPABOYHbBIX CHCTEM (MMPH HEOOXOAUMOCTH)

Hab6op cmaiinos;

DNeKTpOHHBIE 00pa3Ibl JOKYMEHTOB

[Tporpammsl, obecrieunBaroIMe 10CTyl B ceTh MHTepHeT (Hanpumep, «Google
chromey);

[IporpamMmbl Jjisi IEMOHCTpPALIMM M CO3JaHUSl MPE3CHTAIui (Hampumep,
«Microsoft PowerPointy);

DnekTpoHHbld pecype Canasxuna JIII [[okymenmuposanue ynpaeieHueckou
0esIMeNbHOCIU  YYPEIHCOeHULl  COYUAIbHO-KYIbMYPHOU — cghepbl:  meKcm
00KyMeHmos:  yuebnoe nocobue. YuebHo-memoouueckuii. KOMHJIEKC O
cmyoenmoe BY306: - 2010e. 5,14 Mé. (I CD-R). (YMK B coaBTropcTBE C
Maxennnoit E.A.) Jluck Haxomutcs B Oumbmuoreke KemI'Y u merommueckom
KaOMHETE YKOHOMUYECKOr0 (haKybTeTa.

11. Onucanue MaTepuaIbLHO-TEXHUYECKOM 0a3bl, HEOOXOAUMOM 1151
OCYIIIeCTBJIEHUS 00Pa30BaTEJIbHOI0 MPOLECCa MO JUCHUIIINHE (MOTYJTI0)

Jlnst obecrieyeHus: TPaAUIIMOHHBIX U aKTUBHBIX (JOPM MPOBEAEHUS 3aHATUIA 1O
JUCLIUIUIMHE «/{OKyMEHTOBeneHrEe» TPeOYIOTCS MYJIbTUMEAUIHBIE ayIUTOPUH U
clleyIollee TEXHUIECKOoe oOeceueHue:

* Buzeonpoekrop + IIK;

12. Nuble cBeneHns v (WIH) MATEPUAJIBI

12.1. Ocobennocmu peanuzayuu OUCUUNIUHBL 0/l UHEAAUOO8 U JUY C
02PAHUYEHHBIMU 803MONHCHOCHAMU 300P06bA

Jlns  ocylecTBiIEeHUs NPOLEAYp TEKYIIEro KOHTPOJS YCHEBAEMOCTH H
IPOMEXYTOYHOM aTTeCTaly O0YUYaIOIIUXCs MHBAJIUIOB U JIUIl C OTPAaHUYEHHBIMU
BO3MOXKHOCTSIMM ~ 370POBbSI  YCTaHABJIMBAIOTCS  aJaliTUPOBaHHbIE  (POpPMBI
NPOBEACHUS C YUY€TOM WHIUBUAYATbHBIX MCUXO(PHU3UOTOTHUECKUX OCOOEHHOCTEH:
JUISL JIUL[ C HapyLWIeHWEM 3pEHUsl 3aJaHds MNPEAararTcs C YKPYIMHEHHBIM
mpudroM, ANA UL C HAPYUIEHHWEM CcllyXxa — OILIEHOYHBbIE CpEACTBa
NOpPEJOCTaBISAIOTCS B NUCbMEHHOHM ()OpME € BO3MOMKHOCTBIO 3aMEHBbl YCTHOIO
OTBETa HAa MHUCHMEHHBIM, [JIS JUI C HAPYIIEHHEM OIOPHO-ABUTATEIILHOIO
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amnmaparta JBUrarejibHble (OpMBI  OIICHOYHBIX CPEACTB 3aMEHSIOTCS  Ha
MUCHMCHHBIE/YCTHBIE C  HCKJIIOYCHHEM JIBUTATEIhbHOW  aKTHWBHOCTH. [lpm
HEOOXOJUMOCTU CTYJACHTY-UHBAIUAY MPEIOCTABIISIETCS JOMOIHUTEILHOE BpEMs
JJIs. BBIMIOJTHEHUS 3aAaHus. [Ipy BBIIOMHEHWM 3aaHUW 171 BCEX TPYI JIUIL C
OTPAaHUYEHHBIMU  BO3MOXKHOCTSIMH  3JI0POBbSI  JIOITYCKAE€TCS  MPUCYTCTBUE
WHJIUBU1YaJIbHOTO TMOMOIIHUKA-COMPOBOXKAAOIIET0 /IS OKa3aHUS TEXHUYECKOU
nomMormd B OoQOpMIICHHHM ~ pe3yibTaTOB  MPOBEPKH  CHOPMHPOBAHHOCTH
KOMIIETEHIINH.

CocraBuTenb:  KaHAWAAT  COIMOJIOTMYECKMX  HAyK, JIOIEHT  Kadeapsl

couuonorndyeckux Hayk E. A. MaxeHnuHa.

Maxker paboueil mporpaMMbl JUCHUIUIMHBI (MOAYJsS) pa3pabOTaH B COOTBETCTBUU C
npukazoM MuHoOpHayku Poccum ot 19.12.2013 Ne 1367, omoOpeH HaydHO-METOAUYECKHM
coBetoM (mpotokos Ne 8 ot 09.04.2014 r.) u yTrBepkAeH MpuKazoM pekropa ot 23.04.2014
Ne 224/10..

MakeT OOHOBJIEH ¢ TIONpaBKaMH B YacTH TOJNUCEH Ha THUTYJIBHOW CcTpaHuie, 1.3
nobaBiieHa CTpOKa Ui yKa3aHUs 4acoB, NPOBOJUMBIX B aKTUBHOW M MHTEPAKTUBHOM (opmax
o0ydenwus1, qob6asieH 1. 12.1 OcoOeHHOCTH peanu3aly TUCIUILIAHBI TSl MHBAJIUIOB W JIUIL C
OTPaHUYEHHBIMH BO3MOXHOCTSIMH 3710poBbsi  (mpotokon HMC Ne6 ot 15.04.2015rT.),
YTBEPXKJEH NIPUKA30M PEKTOPA.
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