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1.IlepeyeHb MIaAHMPYeMbIX Ppe3yJbTATOB OOy4YeHHsI MO JAUCIHHUILINHE,
COOTBETCTBEHHBIX € IUIAHMPYEMBIMH Pe3yJIbTATAMH OCBOCHUSI OCHOBHOM
npodeccnoHaILHON 00pa30BaTeJIbHOI MPOrPAMMBI

B pesynbrate ocBoenuss OIIOIl OakanaBpuara oOydYaromuiics TOJDKEH
OBJIAJIETh CIEAYIOIHUMH pe3ylbraTaMd OOy4YeHUs MO Y4eOHOW JMCIMILIUHE

(Momymto) JlokyMeHTOBEICHHE:

APXHUBHOT'O J€jIa

Tabnuya 1
Konpr pe3yabrarsl ocBoenust OITOII IIepeyeHs MuIaHNUPYEMBIX
KOMITIETE Cooepircanue KomnemeHuuil pe3yJIbTATOB 00y4eHUSsI 110
HIIUHN Y4eOHOM TUCUMIITIMHE
OIlIK-2 Criocoben Haxomuth | OIIK - 2.1. 3Haer | 3HaTh: COBpEMEHHbIE TPOOIECMEI
OpraHU3aIl[HOHHO- OCHOBHBIE JTOKYMEHTAIIMOHHOTO 00eCIeueHMs
yIpaBICHYECKHE COBPEMCHHBIC YIPaBJICHUS U APXUBHOTO JieJa
pelieHus npH | mpoOIeMbl
PCIICHUH  33/1a4 B | MOCTPOCHHS CHCTEMBI | yyiory: permath mpoecCHORATbHbIE
chepe cBOCH | IOKYMCHTAUMOHHOTO | 341434y B chepe TOKYMEHTAIMOHHOTO
nmpodeccHoHanbHOM | obecneenus o0ecreueHusI yIpaBICHHs 1 apXUBHOTO
JeATEIbHOCTH yIIpaBICHUSI "

Jaciaa

Bnaners: HaBBIKAMHA OLIEHKU
COBPEMEHHOTO  COCTOSIHHSI ~ CHUCTEMBI
TIOKyMEHTAITHOHHOTO oOecrieueHust

YHOpaBJIeHHsI U apXUBHOTO Jeia

OIlIK-2.2. 3HaTh: MOPSIOK pabOTHI CITYKO

OpraHu3oBBIBaeT JOKYMEHTAIIMOHHOTO 00eCTIeYeHus

padoty yIpaBJICHUs U apXUBOB

MoJipa3AeIeHUH B

chepe YMeTh: pernaMeHTHpOBaTh paboTy

AOKYMCHTALHOHHOTO | ¢ 11vix JOKYMEHTAITMOHHOTO

obecneuenns o0ecrieyeHusl ypaBleHHUsS U apXUBOB

yIIpaBIICHUS u

apXMBHOTO Jeia
Bnaners:  HaBbIKaMuM  OpraHM3allUuH
pabotbl  monpasdeneHuid B cdepe
JOKYMEHTAIOHHOTO oOecrieyeHust
yOpaBlIeHHsT M apXUBHOIO Jena B
COOTBETCTBUU c HOPMAaTUBHBIMU
TpeOOBaHUSIMU

OIIK -2.3. Pemaer 3HaTh: (YHKUMM TOApA3[eNCHHH B

yIIpaBJIEHYECKHE
3agauu B chepe
JOKyMEHTAI[HOHHOTO
obecrevyeHus
yTIpaBJICHUS U
apXMBHOTO Jena

chepe JIOKYMEHTAI[HOHHOIO
obecrieyeHusT ynpaBieHUs U apXUBHOTO
nena

YMeTb:  BHIMONHATH ~ paboTy MO
JTOKYMEHTaIllMOHHOMY 00€eCTIeYeHU IO
YIpaBJIEHUs U apXUBHOMY XPaHEHHUIO

BJ'IaZ[CTI:Z HaBBIKaMH BI:I60pa Hanbomee

ONTUMAJILHOTO perieHust
yOpaBieHUYECKHX  3a7ad B cdepe
JTOKYMEHTAIIMOHHOTO obecrieyeHus

YHOpaBIeHHsI ¥ apXUBHOTO Jieia




OIIK-3

Cnocoben
MIPUMEHSATh
TEOPETUUCCKHE
3HAHUS IS PEIICHUS
[TOCTaBJICHHBIX 3a11a4
B obnactu
JIOKYMECHTOBEICHUS
U apXHUBOBEICHUS

OIIK - 3.1.
Hcnonb3yer Hay4HO-
METOANYECKHUE
MOAXO/IbI K
MOJITOTOBKE

JIOKYMEHTOB, B paboTe
C JOKyMEHTaMH, B

3HaTh: TEXHOIOTHIO
TIOKyMEHTAIIMIOHHOTO 00eCIICUCHIS
YIpPaBICHUS U aPXUBHOTO XPaHCHUS
JIOKyMEHTOB

VYMerTs: MMPUMCHSATH TCOPCTUICCKUC
3HaHHA IO JOKYMCHTOBCICHUIO U

OpraHusaliinn APXUBOBEJICHHUIO TIPH TIOJTOTOBKE

XpaHCHus, JIOKYMEHTOB, paboTe ¢ JOKyMEHTaMH,

KOMIIICKTOBaHNAL, OpraHM3alluU UX XPaHEHHUS,

yuera 1| xoMIIeKTOBaHMS, ydeTa U

HCIIONIb30BaHHUs T —

JIOKYMEHTOB
Braziers: HAy4YHO-METOJMYECKUMH
NOAXOJaMHM  JOKYMEHTHPOBaHHS U
paboTHI c JIOKyMEHTaMH B
JIeTONPOU3BOICTBE M MPU OPTaHU3ALUU
MX XpaHEHHs

OIIK - 3.2. 3HaTh: TEOPETUICCKUE OCHOBBI

[Ipumenset OCTPOEHHUS CUCTEMBI

TeOpeTUYECKHUE JIOKYMEHTAILIHOHHOTO 00€CTIeYeH s

3HaHUA B cepe
JIOKYMECHTOBE/ICHUS U
apXMBOBEICHUS B
npodeccHoHaTLHOM
JIeSITEITbHOCTH

YIpaBIeHHS ¥ apXUBHOTO Jeia

YMeTh: MPUMEHSTH TEOPETHIECKIE
3HAHUSA N0 JOKYMEHTOBEICHHIO 1
aApPXUBOBEJICHUIO B MPAKTHUUECKOU
JeATEIBHOCTU

Bnanets: HABBIKAMH aHanm3a
MOCTaHOBKHU JIOKYMEHTAI[MOHHOT'O
oOecrniedeHus] yIpaBlIeHHs] U apXUBHOTO
Jiea Ha OCHOBE TEOPETHUUECKUX 3HAHUM

OIIK-3.3. Vicnons3yeT
B3aUMOCBSI3H
JIOKYMCHTOBEJICHUSI H
aApPXUBOBE/ICHUS co
CMEKHBIMH ~ HayKaMu
u HAYYHBIMU
JUCTIUTLTUHAMHA

3HaTh: CMEXHBIE C TOKYMEHTOBEACHUEM
3 apXHUBOBEICHUEM Hay4JHBIE
IUCLUIUIAHEI

VYMeTh: BBIBISATh B3aUMOCBSI3H MEXOYy
OTOKYMCHTOBCIACHUEM, APXHWBOBCICHUEM
" APpYTUMU HAYYHBIMU JUCHUTITIMHAMUA

Briagets: HaBBIKAMH  HHTEPHPETAIHN
3HAHUH B 00NACTH CMEXKHBIX HAYYHBIX
JTUCHUIUIMH TPH  PEHICHUH 33734 B
chepe JIOKYMEHTOBEICHHS u
apXUBOBEICHUS

2. MecTto nucuuiuianbl B cTpykrype OIIOII BO:

VYueOHas nuctuiuimHa JIOKyMEHTOBEJEHHE peaiu3yeTcs B 0053aTeIbHOM

YacTH, U3y4aeTcs B IEPBOM CEMECTPE.




JucuunnvrHa  JIOKyMEHTOBEACHHE  SIBJISICTCSl  MPEAIICCTBYIOIIEH A
TUCITUTIINH «ApxuBoBeneHue», «lcrounukoenenuey, «Pabota ¢ mokyMeHTamu
OTPAaHUYEHHOrO TOJIb30BaHMs», «KaapoBoe 1emonmpou3BOACTBO U APXHUBBI

JOKYMEHTOB II0 JUYHOMY COCTaBY», IPH IPOXOKACHUHU NPAKTUK U HPOLETYPHI

['hA.

3. O0beM IMCUMINVIMHBI B 324YeTHBIX €JIMHMLAX € YKAa3aHHMEM KOJHMYeCTBa
aKaJeMHYeCKMX YaCOB, BbIICJICHHBIX HA KOHTAKTHYI0 padoTy o0y4aroumuxcs
¢ mnpemojaBarejieM (0 BHAAM 3aHATHI) M HA CAMOCTOATEJIbHYI0 pPadoTy
o0y4yaromuxcs

OO6mr1ast Tpy10EMKOCTh TUCIUATIIIMHBI COCTABIsIeT 4  3a4ETHBIX €IMHMIIBI,
144 gac

[To Bugam y4eOHOH JIEATCIBHOCTH JHCHUIUIMHA pacIpeleicHa CIICTYIOIUM
obpazom:

- 111 09HOM (hopMBbI OOyUEeHUS

Tabnuya 2
Byl yueOHOI nesiTenbHOCTH CemecTphbl

Bcero 1
KonTakTHas padora 78 44
00y4aOIUXCS
B TOM YHCIIE:
3aHAaTHA IEKIIUOHHOTO THUIIA 34 34
3aHsTHsI CEMUHAPCKOr0 THIIA 34 34
I/IHILI/IBI:II[yaJ'IBHBIe U IPYTHE BUIBI 10 10
3aHATHH
['pynmnoBbie KOHCYIbTAIIUN
CamocrosiTesibHas padoTa 39 39
®opmMa npoMeKyTOUHOI 36 Oxsamen
aTTrecTaluu
OO6m1ast Tpy10€MKOCTh 144 144
yac

4 4

3.€.

4.Conep:kaHue MUCHUIUINHBI, CTPYKTYPHPOBAHHOE MO TeMaM C yKa3aHHEM
OTBEJIEHHOT0 HA HHUX KOJHYECTBA aKAaJAeMHUYECKHX YaCOB U BHIA0B y4eOHBIX
3AHATHN

dopma o0byuenus ouHas



Ne | Pasgen qucnUIUIMHEL Bunpr yuebHoi paboThl, | DopMbl TEKYIIEro
BKJTIOYAst KOHTPOJISI ~ yCIIEBAEMOCTH
n/ CaMOCTOSITENIbHYIO (mo HexmenmsaM ceMmecTpa)
1| pabory cryneHtoB u | Dopma  MPOMEKYTOUHOU
TPYJIOEMKOCTH (B 4acax) | aTTecTalluu (o
=) cemMecTpam)
2 s g
5lE | g =8
O = =~ a9 3 &
51815 |2 23
O =
1 [Ipenmer, cogepxxanue, | 1 |2 1 3 OTBeTHI Ha BOMPOCHI
3aga4M Kypca. ICTOUHUKH 1
JuTepaTypa
2 | JoxymeHt, ero mnpusHaku, |1 |2 1 4 cobeceioBaHue
CBOMCTBA U (DYHKIIH
3 | CrocoOsr 1 |2 2 1 4 TectupoBanue
JOKYMEHTUPOBaHUS pe3eHTaluN
4 Crpyxkrypa nokymenta | 1 | 2 1 4 Py0exHbIif KOHTPOIB
DopmyJisip TOKYMEHTA U €0
COCTaBHBIE YaCTH
5 Co3ganue u  pazBurue | 1 | 2 2 1 4 TectupoBanue
TPaAUIIMOHHOM dbopMbI IIpe3eHTAlUN
JIOKYMEHTa
6 @opMmynsip  coBpemeHHoro | 1 | 8 10 |1 4 TectupoBanue
YIPaBIEHYECKOTO pakTH4ecKue paboThl
JOKYMEHTA
7 TekcT noKyMeHTa 1 2 2 1 4
8 Cucrembl  mokymeHTaumu. | 1 | 2 1 4 Py0GexxHbIlT KOHTPOJIB
CknanpiBanue CUCTEM
JOKYMEHTAI1H.
YHupUUUpOBaHHBIE
CUCTEMBI IOKYMEHTALIHI
9 | Opranu3anuoHHO- 1 |8 16 |1 4 TectupoBanue
pacrnopsAUTENbHbIE u pakTHUecKue padboThl
MH(POPMAIIMOHHO-
CIPaBOYHbIE TOKYMEHTHI
10 | Mcnonb3oBanue HOBBIX | 1 | 4 2 1 4 OTBeThI Ha BONPOCHI
TEXHOJIOTHI B
JOKYMEHTHUPOBAHHUH.
®dopma UTOroBoro | 1 SK3aMeH
KOHTPOJIS
NTOI'O: 34 134 |10 |39 +27 u KoHtpoib
4.2.KpaTkoe coaep:kaHue JTHCUUIJIMHBI (MOAYJIH)
Temaruka Coneprxanue paszzena (TeMbl)
Tema l. JIokyMeHT OCHOBHOH  OOBEKT JOKYMEHTOBEIYECKHUX
[Ipenmer, uccienoBanuii. Ponlb MOKyMEHTa B JKM3HHM 4YEJIOBEKa M OOIIECTBA.
conepkanue, 3agauu | Jlokymentsl B cdepe mpaBa U ymnpapieHus. BiusHue Hay4yHO-
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Kypca. McTOUHUKH U
auTeparypa.

TEXHUYECKOM PpEBOJIIOIMM HAa pa3BUTHME JOKyMeHTa. PasBurue
dopmynsapa JgokymeHTa. HaydHo-ucTopwueckas U IMpaKTUYecKas
LEHHOCTh JIOKYMEHTa. MeTolbl HcciIeqoBaHusl JOKYMEHTOBEIUECKHUX
npobiieM. OOmIeHay4YHbIE W CHElUaNbHble MeToAbl. CTaHOBICHHE U
pa3BUTHE JOKYMEHTOBEJCHMS KaK HaydyHON JMCHUIUIMHBL CBS3b
JTOKYMEHTOBEICHUS C Teopuell uHPOpMaIuu, apXUBOBEACHHEM W
HUCTOYHMKOBeJeHUEM.  Mcronb30BaHHE  JTOKYMEHTOBEAEHUEM  J0-
CTH)KCHUU MHPOPMATHKHU, UCTOPUIECKON HAYKH, MpaBa, JTUHTBUCTUKH,
TEOPUH YHOPABJICHHWS W JPYTHUX HAy4YHBIX JAWCHUIUIMH. Pounb
JTOKYMEHTOBEACHUS B COBEPIIICHCTBOBAHUH MTPOLIECCOB YIIPaBJICHUSI.

Tema 2.
JlokyMeHT, €ro
IIPU3HAKU, CBOMCTBA U

byHKIUHA

[Monstne "dyHKuus moKkymeHTa". 3aBHCHUMOCTh TOHSTHS
"mokymeHT" OT ero (QyHknuu. 3HaueHWE U3Y4YeHHUS (QYHKIIHH
nokymenrta. WupopmarnonHas (yHKIHS IOKYMEHTa KakK CpelICTBO
3areyaryieHusi U coxpaHeHus uHpopmauuu. ConuanbHas (yHKIUSA
nokymeHnTta. KynbTypHass QyHKmust gokymeHTa. KoMMyHUKaTHBHas
GYHKIMS KaK CPEJICTBO Tepenadu HH(OpMaIuu.

VYropasnendeckass (yHKIUS W €€ 3HAYCHHWE B OpTraHU3AINH
ynpaBnenus. IlpaBoBas ¢dynkmusa. Dynkmus yuera. DyHKIuUA
JOKYMEHTa KaK HMCTOPUYECKOTO0 HCTOYHMKA. DYHKIHUU MOCTOSHHO
nercTByromuye W (QYHKIMKW  omepaTuBHbIe. Brusaue ¢QyHKINN
JIOKYMEHTa Ha ero CTPYKTYpY. [lomndyHKIIMOHATEHOCT JOKYMEHTA.

Tema 3. ITonsTne «cnocod JOKYMEHTUPOBAHUA, «CPENCTBO
Crnioco0sl JOKYMEHTHUPOBAHU», «CHUCTEMA JOKYMEHTHUPOBAHMSY». DTalbl pa3BUTHS
JIOKYMEHTHUPOBAHHUS croco0oB JOKYMEHTHPOBAHMSIL. TpaguuuoHHbIe CIIOCOOBI

JTIOKYMEHTHUPOBaHUs. Mexannueckas 3anuchb. UTOXUMHYECKUI CIIOC00
nokyMeHTupoBanus. KunogokymentupoBanue. CoBpeMEHHBIE CIIOCOOBI
JOKYMEHTUPOBaHUs. MarHuTHas, 3J€KTpOMAarHuTHas, ONTHYECKas H
MarHUTOONTHYECKas 3anuch. ['onorpadus.

3HaKoBbIe CUCTeMbl MX kiaccudukanua. CHCTEMBbl 3amuCH.
Crenorpadus. llupposanue.

Hocurtenn nadopmanmu. [peBHeimme MaTepransl sl MEUChMa.
Nzob6perenne Oymaru. CpeactBa U OopyAus NUCbMa M UX BIMSHHUE Ha
pasButue rpaguku nucbMa. Pydnble numrymue cpeacta. TexHu4eckue
CpEJCTBA MUCbMEHHOTO IOKYMEHTUpOBaHMsl. KoMIIbIOTEpHBIE HOCUTENN
uHpopmanuu. BrousHue Hocutens mHGOpMalUu Ha JOJITOBEYHOCTH U
CTOMMOCTbH IOKYMEHTA.

Tema 4.

CtpykTypa [Tonsitue «pexBu3uT». [lOCTOSIHHBIE W TIEPEMEHHBIE PEKBU3UTHI.

JIOKYMEHTA. Ionartue «popmynsip mokymenta». OcobenHoctu  opmymsipa

dopmysip JIOKYMEHTOB, MTOJTyYEHHBIX Ppa3InYHBIMU criocobamu

JOKYMEHTa U  €ro | JOKYMEHTHPOBaHUS (TEKCTOBBIMM, MAIIMHHBIMHU, KHHO-, (OTO-, hOoHO-,

COCTaBHBIE YaCTU TeXHUYeCKUMHU). HIUBUAYaNnbHBIA U TUIOBON (HOPMYISp TOKYMEHTA.
@opmyisip-obpaszen;, ero 3agaud B yHUUKAUM TpeOOBaHMU K
PEKBU3HUTAM TIOKYMEHTA U UX PACIIOJIOKEHHUIO.

Tema 5. ®opmyinsip TekcroBoro aokymenta XVI - XVII BB. Biusinue
Co3nanue u pa3BUTHE | TPAAMLMKA M 3aKOHAa HA CKIaJAbIBaHME (GOpMYyNsipa JOKYMEHTA.

TPaIULIMOHHOMN
(dbopMBI TOKyMEHTA

Cnemuduka 0003HaUYCHHs] HAMMEHOBAHMS BHJa JIOKYMEHTA, YKa3aHUE
aBTopa W cocTtaBuTens Jokymenta. (OOo3HadeHHWe ~anpecara.
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Oco0eHHOCTH JaTHPOBKH JOKYMEHTa. MeCTO M XapakTep MOJnucein
JOKYMEHTA, «CIpaBbl» U <«IIPUIUCKY», aBTOPCKAsl MOANUCH. Bumsl
neyareid. OTMETKM Ha JOKYMEHTaX. TpaaullMOHHO CIIOKUBIIASICA
CTPYKTYpa TEKCTa M OCOOCHHOCTH M3JIOKEHUS COACPIKAHUS Pa3IMYHBIX
BHJIOB JJOKYMEHTOB.

®opmyisap TekcroBoro nokymenra XVIII B.

3aKOHO/JATENbHBIE M HOPMAaTUBHBIE AKTBl O COCTaBICHUU U
oopmieHnn TOKYMEHTOB. BnusHue mepapxuu "Biacteil m mect" Ha
pa3BUTHE BUIOB U pazHOBUAHOCTeH. O003HAUEHHE aBTOpa U €r0 MECTO
B (opMyJIsipe TOKyMEHTA.

Tekct noxymenta. Ponb 3akoHomarenbHbix akToB XVIII B. B
YHHU(PUKAIIUKA TEKCTa OMPEACICHHBIX BHIOB JOKYMEHTOB. 3arojoBOK K
TEKCTy, ero Ha3HaueHue u wmecto. Ckpemna. Iledatm u mnpasuna
noJib30BaHusg WMU. OTMETKHM, WX BHJbI, Ha3HAYEHUE M MECTO B
dbopmyspe.

@opMyisip TekcToBOro nokyMeHnra XIX - nagama XX B.

PernamenTanus ~ 3aKOHOAATENBHBIMH  aKTaMU  [OpsAKa
cocTtaByieHUs U oopmieHus TokymeHToB. OO03HaueHHe BHA, aBTOPA
JIOKYMEHTOB, X MecTO B ¢popmyisipe. [losiBinenue OnaHka.

OcobOeHHOCTH aapecoBaHUsl JOKYMEHTOB M O(OPMIICHHS J1aThI.
N3menenne B mopsiake OQOPMIICHHS TOMIMUCH PA3IUYHBIX BHUIOB
nokymeHToB. IIpocraBneHue mevareil. XapakTep OTMETOK Ha
JIOKYMEHTAaX.

CrpykTypa TeKcTa TOKYMEHTA.

ObmerocynapctBeHHasi YHUGUKALIUS JOKYMEHTOB M CTPYKTYPBI
TEKCTOB.

[Ipaktuyeckas pabGora. Dopmynssp nokymeHta XVI-nHauana
XXBB.

Tema
Dopmysisap
COBPEMEHHOTO
YIIPAaBJIEHYECKOTO
JIOKYMEHTa

Bomnpocel AOKYMEHTHUPOBaHHUS, COCTAaBIEHUS M OQOPMIICHHUS
JOKYMEHTOB B 3aKOHOJATEIbHBIX M HOPMATUBHBIX aKTaxX. YHUPUKALUS
JTOKYMEHTOB. BHyTpuBuaoBas yHudukauusa. Pazputue yHuduxanum u
CTaHJapTU3aluuu  JOKyMeHTOB. (COBpEeMEHHbIE TOCYIapCTBEHHbIE
CTaHAapThl HAa  JOKyMeHTbl. (OCOOEHHOCTM  OpraHHU3alOHHO-
pacniopsiauTenbHbIX 1okyMmeHTOB. ['OCT P 7.0.97-2016 "TpebGoBanus k
O(QOpPMIICHHIO JIOKYMEHTOB' ¥ U3MEHEHUs K HeMy. PeKBHU3UTHI,
periaMeHTHpyeMble TOCYIapCTBEHHBIM CTaHIapTOM.

brnank nmokymenrta. Buapl OmankoB. CoctaB OnaHka, MOPSAOK
pacmojio’)keHusi pPEeKBU3UTOB B Osanke. brnanku ¢ yriioBeIM
LEHTPOBAaHHBIM pacnoyioKEeHUEM PEKBU3HUTOB. [IpaBuina
KOHCTpyHpOBaHus OjaHKa. bianku ¢ n3o0pakeHrneM rocy1apcTBEHHOTO
rep6a u repba cyObekTa (eaepar.

ABtOop gnokymeHnta. Ilopsgok o0003HaYeHUST HaWMMEHOBAHUS
OpraHMu3aIy -aBTopa JokyMeHTa. CrpaBoYHbIE JaHHBIE 00 aBTOpe, UX
COCTaB, pa3MelleHHe Ha OylaHke. ABTOPbl JIMYHBIX JIOKYMEHTOB.
[Toanuck, neyaTh Kak MpU3HAKUA aBTOpA.

Bung  nmoxymenTta, ero pasButhe. Buasl  JOKYMEHTOB,
omnpeiesieMble 3aKOHOJIATEIbHBIMU U HOPMAaTUBHBIMU akTamu. CBsI3b
BUJOB JOKYMEHTOB U (YHKUMH yhpaBieHus. YKazaHue BHJA
JMOKYMEHTa, €ro MeCTO M Ha3HaueHue B (opMmyisipe ITOKyMEHTa.
3aBUCHUMOCTh ()OPMBI TOKYMEHTA OT €ro BUJA.




Ob6o3nauenue agpecara. [IpaBuia HanucaHus ajgpecaTa U MECTO
yKazaHus ajpecara B (opmyispe aokymeHta. OrTpaxeHue cdepsl
JNEeUCTBUsI JOKyMeHTa B ero azapecare. Ilopsmoxk odopmieHus
JOKYMEHTa C HECKOJbKUMH anpecaTamu. [lopsimox odopmiueHus
MOYTOBOTO ajpeca.

Jlata  nokyMmeHTa. 3HadyeHHWe JaTUPOBAHUS  JOKYMEHTA.
ABTOpCKHE AaThl (COCTaBJICHHE, MOANMCAHUE), aThl, OTHOCALIUECS K
coJepxkaHuio. JlaTel, XapakTepusyromue 31eMeHTsl Gpopmyisipa. JlaTsl
00paboTku nokymeHTOB. [lopsigok opopmieHus nat.

CocrtaB ynocToBepeHus: TOKyMeHTOB. HazHaueHue moamucanus
TOoKyMeHTOB. [IpaBuia moamucu JOKYMEHTOB pazUYHBIX KaTEropHil.
Mecto noanucu B popmyisipe JOKyMEeHTa. DJIEKTPOHHAs TOAIHUCH.

[leyatn m ux Ha3zHaueHwe. Bunapl medareil. ['ocynapcTBeHHas
repOoBas rnevyarb. 3aKOHOAATENECTBO 00 M3TOTOBJICHUH U TOJIb30BAaHUH
nevatsamu. [lopsnok npocraBneHus neyaTy Ha TOKyMEHTaX.

VYTBepxkaenue nokyMeHTOB. CrocoObl yrtBepxkaeHus. Cocra
rpuda yTBEpKACHUS, MOPSAIOK ero oGopMiIeHHs, MecTO B (popMyisipe
JIOKYMEHTA.

CornacoBanue aokymeHTta. IIOpsgoK M BHIBI COTJIACOBAHUS.
Busbl u rpud cornmacoBanus, ux odopmiieHue, MecTo B (opmysspe
JIOKYMEHTA.

OtrMmeTkn Ha JOKyMeHTax. WX poiab B TPOXOXKICHUH U
UCTIOTHEHUH JOKYMEHTa, MecTo B dopmyisipe aokymeHTa. Ocoboe
Ha3HayeHue pe3omronuu. TpeboBaHMe K €€ COACpKAHUIO U
opopmuenuto. OTMETKHM O B3STHHM JOKYMEHTa Ha KOHTPOJb,
MCIIOJTHEHUH TIOKYMEHTa U Jp.

Tema
TekcT JoKkyMeHTa

[ToHsiTHE «TEKCT MJOKYMEHTa» TPU PA3IUYHBIX CIOco0ax
nokyMeHTupoBaHus. CrieHapuil MOAroTOBKH JOKyMeHTa. ConeprkaHue
MPOCTHIX U CIOXKHBIX JJOKYMEHTOB.

[Topsanox u3n0XKEeHUs TeKCTa JOKyMeHTa. TpeGoBaHUs YETKOCTH
M SICHOCTM TEKCTa JOKyMeHTa. Jlormdeckas CTpPyKTypa TEKCTa.
B3anMocBs3e comepkanuss U Gopmbl JoKyMeHTa. Dopmanm3anus
TEKCTa IOKYMEHTA.

OnemenTbl  Tekcra. [loHstue  "3aronoBok — JOKyMeHTaA'.
Ha3znauenune 3arojoBka, ero Mecto B QopMyJspe IOKyMEHTa.
[IpunoxeHust K TEKCTY | MOPSIIOK UX OOPMIICHHS.

YHudukanus AOKyMEHTa KaKk OJHO U3 HalpaBJICHUH €ro
COBEpPILIECHCTBOBAHMUSL. [Ipeanoceuiku yHU(DUKALINY. Meron
YHU(DUKAIUH.

YHUpUKAIKA CTPYKTYPBl TEKCTa. DJIEMEHTHI (OpMaIH3alHH.
@opMaIu30BaHHBIA  XapakTep TEKCTOB YYETHOM JIOKYMEHTAllUH.
YHuUKams sA3bIKOBBIX cpelncTB. Dopmbl yHU(UKAIMH: TUIIOBOH,
TpadapeTHBIN TEKCTHI, TAOIHIIA, AaHKETA, TPAQUKH, TUATPAMMBI.

Tema
CucreMsl
JIOKYMEHTAITUH.

8.

CkI1agbIBaHUE CUCTEM

JOKYMEHTAITHH.
YHUpHIMpOBaHHBIE

Ilonsatne «cucremMa JAOKyMeHTauuu». lIpusHaku cucreMsl
JnokyMeHTauu. OCHOBaHUS KIacCU(PUKALIMK CUCTEM TOKYMEHTALHH.

Hctopuyeckast 00yCIOBIEHHOCTh (HOPMUPOBAHHS  CHUCTEM
JOKYMEHTal1H. Cucremsl JOKyMEHTaluu YUPEKICHUN
JIOPEBOIIOLIMOHHOM Poccun.




CHCTEMBI
AOKYMCHTAallUU

Pa3zBuTHe cucTeM MJOKyMEHTaliM Ha COBPEMEHHOM JTarle.
KayecTBeHHbIE  M3MEHEHHS CoOCTaBa M COJIEPXKAHHUS  CHUCTEM
JOKYMEHTAITHH.

l'ocynapcTBeHHass cuctema JOKyMeHTauuu. (DyHKIMOHAIbHBIE
CHCTeMbI JOKyMeHTanuu. OTpacieBble U BeJOMCTBEHHBIC CHCTEMBI U HX
B3aUMOCBSI3b.

[TonsiTne  «yHUpHUIUpPOBaHHAs  CHCTEMa  JIOKYMEHTAIHN».
Pa3paboTka yHU(DHUIIMPOBAHHBIX CUCTEM JOKYMEHTAILIUH - HOBBIM JTall B
YHUOUKAIUKM ¥ CTaHAAPTHU3ALMH  JOKYMEHTOB. XapaKTepHCTHKA
YHU(DUIUPOBAHHBIX ~ CHUCTEM  JOKyMEHTanmuu. [ocymapcTBEeHHbIE
CTaHAapThl Ha YHH(QUIMPOBAHHBIE CHCTEMbl. TpeOoBaHUS K
noctpoeHnio  ¢opmynspa  obpazua.  OmelT  MEXAyHapOIHOU
CTaH/IapTU3AIMU JTOKYMEHTOB.

[TpoexTupoBanue yHU(UIUPOBAHHBIX (HOPM  JTOKYMEHTOB.
TumoBble  crenmanu3upoBaHHble  (GOPMBI  JOKYMEHTOB. MeTox
coJiepKaTeNnbHOM U (opMaTbHON YHU(DUKAITUH.

OO6mepoccuiickue W OTpacieBble YHUDUIIMPOBAHHBIE (DOPMBI
JOKYMEHTOB; YHU(UIIUPOBAHHbIE (POPMBI TOKYMEHTOB MPEIIPUSTHS.
Perucrpauuss  yHuuuUpoBaHHBIX (opM  1OoKyMeHTOB. [lopsmok
BBEICHUSI B JeiicTBUE yHHUOUIMPOBAHHBIX (OPM  JOKYMEHTOB.
Anbp00oMbI popM YHUDUIIUPOBAHHBIX JOKYMEHTOB.

Pernamenranus coctaBa BUIOB M Pa3HOBHIHOCTEH JOKYMEHTOB
OTIpeNIeJICHHOr0 KOMIUIeKca Mo 3ajadaMm yrpasieHus. Tabemnb ¢opm
JOKYMEHTOB.

Tema 9.

OpraHu3aloOHHO-

paclopsAIUTENbHBIE U

nH(pOpMaIMOHHO-
CIIPABOYHEIE
JOKYMEHTBI

YHupuupoBaHHast cucreMa OpraHU3aIMOHHO-
pacropsaauTenbHON foKyMeHTanuu. OCOOCHHOCTH CHCTEMBI, €€ COCTaB.

OpraHu3ainMoOHHbIE  JOKYMEHTBHL.  [lo/loKeHUs,  yCTaBHhl,
WHCTPYKIIMU, TpaBuWia W Jp. TpeOOoBaHMS K MX COCTaBICHUIO H
0(OpPMIICHHUIO.

PacniopsimutensHbie  JOKYMEHTHL. [locTaHOBICHHS, pEHICHHS,
NPUKa3bl, PACTIOPSDKEHUS, YKa3aHus u 1p. [TopsAaok UX COCTaBICHUS U
odopmIIeHHUS.

WHubopMalnoOHHO-CITPaBOYHbBIC JOKYMEHTBI: aKThl, CIPaBKH,
JOKJIQJIHBIE H OOBSCHUTEIbHBIC 3allUCKH, TIHCHhMA, TEJIeTrPaMMBI,
tenedoHorpamMmel. VX coctaBieHue u opopMieHue.

OcobenHoctr  oopmIieHUST JIEATEIBHOCTH  KOJUICTHATBHBIX
OpraHOB.

Tema 10.
Hcnonw3oBanu
e uHGOPMAITMOHHBIX

TEXHOJIOTUH
JIOKYMEHTUPOBAHUH.

B

Bnusaue — BHeIpeHUs  BBIYMCIUTENILHONH  TEXHUKH  Ha
oOpazoBaHHe JOKYMEHTOB. JIOKyMEHT B JJIEKTPOHHOU ¢opme.
[IpoGnema mpaBoBOTO pekMMa JOKYMEHTA, CO3JAHHOTO B AJICKTPOHHOM
dopme. OCOOEHHOCTH COTJIACOBAHHSI M TOANMCAHHS SJICKTPOHHBIX
JIOKYMEHTOB.

OcobenHoctu co3manust W OGOPMIICHUS JOKYMEHTOB Ha
KOMIIBIOTEpE: HUCIOJb30BaHWE 0a3 JJaHHBIX, CO3/laHUE MAOJI0OHOB,
TEKCTOBBIC  PEHAAaKTOPHI, CIIOBapH, TNPOBEpKa T'PAMOTHOCTH W
opdorpaduu. CoBpeMEHHOE MPOrpaMMHOE 00ECIICUCHHE.

S.JlepeueHb yueOHO-MeTOAMYECKOr0 o0eceYeH s M0 JUCHUILTHHE.
Oo0pa3oBaTesibHbIE TEXHOJIOTHH.




JInst  oCBOGHMS KOMIETEHIWI  ycTaHOBIEHHbIX  DemepanbHBIM — TOCYIapCTBEHHBIM
00pa3oBaTeNbHBIM CTAHAAPTOM MPUMEHSIOTCS KaK TPaJUIMOHHBIE 00pa30BaTeIbHBIC TEXHOJOIUH,
TaKUe KaK JICKIHOHHBIC U MPAKTUUECKHE (CEMUHAPCKUE) 3aHSATHSI, MOrOTOBKA pedeparoB, a Tak ke
OJICKTPOHHAA I/IH(l)OpMaIII/IOHHO-O6pa3OBaTeHBHa${ cpeaa.

[Ipouecc mM3ydeHUs MUCHUIUIMHBI TPEIyCMaTpPUBAeT KOHTAKTHYIO (paboTa Ha 3aHATHIX
JICKIIMOHHOTO U MPAKTUYECKOTO THITA) M CAMOCTOATEIbHYIO PaboTy 00y4aromerocs.

Ha 3aHATHSAX JIEKIIMOHHOTO TUIA W3JIaraloTCsl TEMbI AUCHUIUINHBI, IPETYCMOTPEHHbBIE
pabodeil mporpaMMoii, aKIIEHTUPYETCsl BHUMaHUE Ha HanOoJiee MPUHIUIMUAIBHBIX U CIOXKHBIX
BOMNpOCaxX AMCUMIUIMHBI, YCTaHABIMBAIOTCS BOMPOCHI I CaMOCTOSITENIbHON MPOpabOTKH.
KoHncrniekt neknuii siBnsieTcss 0a30i MpU MOATOTOBKE K MPAKTUYECKUM 3aHATHSAM, a TaKXKe
CaMOCTOATEJIbHON HAYYHOU JAESATEIbHOCTH.

Ha mpakTudeckux 3aHITHIX MO AUCHUIUIHNHE «J[OKYMEHTOBEIECHHE» HCIOIb3YIOTCS
cienyromye GopmsI,

- U3YyYCHHE TEOPETHYECKOr0 MaTepuaia IUCHUIUIMHBI Ha JIEKIUAX C HUCHOJIb30BaHUEM
MYJIbTUMEIUNHBIX TEXHOJIOTUH;

- CaMOCTOSITENIbHOE W3YYCHHE TEOPETHMUYECKOTO Marepualia IUCHUIUIMHBI CTyJEeHTaMH C
UCIIONIb30BaHUEM [nternet-pecypcoB, HHGOPMAIIMOHHBIX 0a3, METOJWYECKHX pa3padOToK,
CrHelMaTbHOM yueOHOI U HAyYHOI TUTEepaTyphl;

- 3aKpeIUleHHe TEOPETUYECKOro MaTepuana NpH TMPOBEACHUM CEMHUHApOB, BBIIOJIHEHUU
KOHTPOJIbHBIX Pa0boT, HANTMCAaHUU pedepaTos;

OaHMM U3 OCHOBHBIX BHJIOB JIEATEIBHOCTH OOYYaIOIIErocs SBISIETCS CaMOCTOSITeNbHas
pabota, KoTopasi BKIIIOYaeT B ce0sl M3yueHHUe JEKIMOHHOTO MaTepuala, Y4eOHUKOB U y4eOHBIX
nocoOuii, MEepPBOMCTOYHMKOB, MOJITOTOBKY COOOIIEHUH, BBICTYIUICHUS Ha MPaKTUYECKUX
3aHSTHIX, BBIMOJTHEHUE 3aJaHU MPEno1aBaTesl.

MeTtoauka caMoCTOSTENbHON pabOTHl IPEIBAPUTENBHO Pa3bIACHIETCS MpernoaBaTesieM U B
MOCTIEAYIOMIEM MOXET YTOYHSTHCS C Y4ETOM HHAWBHIYAIBHBIX OCOOCHHOCTEH 00ydaromuxcs.
Bpems u mecTo caMoCTOSTETbHOM PabOThl BHIOMPAIOTCS CTYACHTaMU 110 CBOEMY YCMOTPEHHIO C
Y4eTOM PEKOMEHAINIA MPermoaBaTels.

CamMocToATenbHy0 paboTy HaJ TUCHUIUIMHON «J{OKyMEeHTOBeIEeHUE) ClIelyeT HaYuHaTh C
U3y4eHHUsS pabouell MporpaMMbl, KOTOpas COJAEPKHT OCHOBHBIC TpPEOOBAHUS K 3HAHUSIM,
YMEHHMSIM M HaBblkaM oOyudaeMbiXx. OOs3aTeNbHO cleAyeT BCIOMHUTh PEKOMEHIAIMHU
MpernoaaBaTesis, JaHHbIC B XO/I€ JICKIIMOHHBIX M MPAKTUYECKHUX 3aHSATHI. 3aTeM — MPUCTYNATh K
U3YYEHHUIO OTACIBHBIX TEM B MOPSJIKE, IPEyCMOTPEHHOM paboueil mporpaMMoi.

[MonyuuB mpencraBieHHe 00 OCHOBHOM COJICPKAHWHM TEMBI, HEOOXOAMMO U3YYUTh
MaTepuai ¢ MOMOUIbI0 Y4eOHUKOB, IPYTMX METOAMYECKUX MaTEepHUalioB, yKa3aHHBIX B pasneie 7
yKa3aHHOH pabodel IporpaMMBl.

IMoaroroBuTenbHbI 3Tan. [lepen HavanoM u3ydeHUs y4eOHOW AUCIUTUTHMHBI CJIETYET
MPOBECTH MOJATOTOBKY K Hadalmy oOy4deHHs. JTa TOJArOTOBKAa B CaMOM OOIIEM BKJIFOYAET
HECKOJIbKO HEOOXOIUMBIX ITyHKTOB.

1) Cnemyer yOemuTbcs B HAIWMYUKM HEOOXOJUMBIX METOAMYECKHX YyKa3aHUU U
OporpaMMbl 1O MpeIMETy M SICHOTO IOHUMaHUs TpeOOoBaHMM, MNpeabsBIseMbIX paboueit
IpOTpaMMOii 10 y4eOHOH TUCIUILTHHE.

2) Ilpm HEOOXOAMMOCTH HAJICKUT TMOJYYUTHh HA Kadeape HeoOXOAMMBIC yKa3aHUs U
KOHCYJIbTAINH, KOHTPOJIbHBIE BOMPOCHI /ISl U3YUEHHUS YUeOHOU AUCIUILTHHBL

3) Heobxogmmo co3math (parMoHAIBLHO M SMOIMOHAIBHO) MaKCUMAaJIbHO BBICOKHI
YpOBEHb MOTHUBAIIMHU K MOCIIEJIOBATEILHOMY U IJIAHOMEPHOMY MU3YUCHHUIO YI€OHOUW TUCITUTUINHEIL.

4) Heob0xomuMo H3y4uTh CHUCOK PEKOMEHJIOBAHHOW OCHOBHOM W JIOMOJIHUTEIHbHON
JUTEpaTyphl U yOeAUThCS B €€ HaNMuuMu y ceOs JoMa Wik B OMOIHOTEKe B OyMa)kKHOM WIIH
anexkTpoHHoM Buje. [Ipun Heobxoaumoctn ooparutcs k IbC.

5) Heobxoammo UMETh «IIOJ PYKOH» CIOBAph TEPMHUHOB, JJISI TOTO, YTOOBI TTOCTOSTHHO
YTOYHSTh 3HAUYEHHUS HCHOJB3YEMbIX TEpMUHOB H MOHATHH. [lonb3oBaHue cioBapsMu U
CIPaBOYHMKAMU  HEOOXOAMMO  CAeNaTh  NpuBbIYKOW.  ONBIT  TOKAa3bIBAaET,  YTO
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HEYJIOBJIIETBOPUTEIILHOE YCBOEHHUE IIPEIMETA 3a4acTyl0 KOPEHUTCSI B HETOYHOM, CMYTHOM WJIU
HENPaBWJILHOM MOHUMAaHUH U YIOTPeOJICHUH MOHATUITHOTO anmnapara yueOHON AUCIUITITUHBIL.

6) KemarenpbHO B camMOM Hayaje MepHoAa OOYYEeHHs BO3MOXKHO TIIaTelIbHEE
CIUTAHUPOBATh BPEMsl, OTBOAMMOE Ha CAMOCTOSATEIbHYIO pabOTy ¢ HCTOUHHUKAMH U JUTEepaTypon
no y4eOHOW AMCIUIUIMHE, NMPEACTaBUTh ATOT IUIAH B HArsaHOM ¢dopme (rpadux padoThl ¢
JaTaMM) W B JajbHEWIIeM ero MNpUAEpKHUBATbCs, HE JONycKas CpbhIBOB TIpaduka
WH/IMBUYaJIbHOM pabOoThI U aBpajia B IPEJACeCCUOHHBIN nepuo. [Ipenedpexenne 3TUM MyHKTOM
MPUBOJIUT K MEPEYTOMIICHHIO I PE3KOMY CHIKEHHUIO KauyecTBa YCBOCHHS y4eOHOTO MaTepHuaia.

HexoTtoppble 0011e peKOMeHIALMHU 110 U3YYEHHUIO JUTEPATyPhI.

1) Bcro yueOHyo JnuTepaTypy JKEIaTeNIbHO HW3y4yaTh «I0J KOHCHEKT». UTeHue
JUTEPATyphl, HE CONPOBOXKAAEMOE KOHCIEKTUPOBAHUEM, JaXe IYCThb CaMbIM KpPaTKUM —
Oecnonie3nas padora. Llenp HanmMcaHWs KOHCIIEKTa— chOPMUPOBATH HABBIKH T10 IMOUCKY, OTOOPY,
aHanmu3y U (OpPMYIHMPOBAHUIO YU4eOHOTO MarepHaja. DTH HaBBIKM OOS3aTENIbHBI JUIS JII0OOOTO
CHEIMAJIMCTA C BHICIIMM 00pa30BaHUEM HE3aBUCHUMO OT BHIOPAHHOM CIIEIMaIbHOCTH.

2) HanucaHue KOHCIEKTa JODKHO OBITh TBOPUECKUM — HY)KHO HE TEPENUChIBATH TEKCT
U3 UCTOYHHUKOB, HO IBITAThCS KPATKO M3JIaraTh CBOMMHM CJIIOBAMM COJIEPKAHUE OTBETA, IPU 3TOM
MaKCHUMaJbHO €ro CTPYKTYpPUPYSd H© HCHOJb3ysd CHMBOJIBI M YCJIOBHBIE 0003HauCHHUS.
KonupoBanue u 3ayunBaHHE HEOCMBICIEHHOTO TEKCTa TPYAOEMKO M MO OOJBIIOMY CUETy He
uMeeT OONBIION TT03HABATEIbHOM U MPAKTUYECKON IEHHOCTH.

3) [Ilpum HamucaHMM KOHCIIEKTA MCIOJIBb3yeTCS TETPajib, MOJs B KOTOPOH 00S3aTENbHEI.
CrpaHunbsl HyMEpYIOTCSI, KaXKblii HOBBIM BOIIPOC HAYMHAETCA C HOBOTO JIMCTA, JUIS KaX10TO
AK3aMEHAIIMOHHOTO BOIpOca OTBOAMUTCA 1-2 cTpaHMIbl KOHCIIEKTa. Ha momnsix pazmeraercs: Best
BCIIOMOTaTeNbHasi HH()OpPMAIIHsI — CCBUIKU, BOIIPOCHI, YCIIOBHBIE 0003HAYECHHUS U T. 1.

4) B wupeame 0DKEH TOMYYUTHCS TIOJMHBIA KOHCIEKT [0 TporpamMme ydeOHOM
JUCLIUIUINHBL, C BBIJICJICHHBIMU OIIPEIEICHUSIMH, Y3JI0BBIMHU ITYHKTaMH, IPUMEPAMHU, HESICHBIMU
MOMEHTaMH, IPOCTABJIEHHBIMU Ha MOJISIX BOITPOCAMH.

5) IIpu paGore Haag KOHCHEKTOM OO053aTENbHO BBISBISIOTCS M OTMEUAIOTCS TPYIHBIE
JUISL  CaMOCTOSATEILHOTO HM3YyY€HHUS BONPOCH, € KOTOPHIMH YMECTHO OOpaTUThCA K
IPENoJIaBaTe0 MPH MOCEIIEHUH JIEKIHMHA, MPAKTHUECKUX 3aHATHUH M KOHCYJIbTAlMi, THUOO B
WHJVBUIyaJIbHOM MOPSIKE.

6) Ilpu yrenuu yueOHON M HAYYHOW JUTEPATYpPhl BCET 1A CICAUTH 32 TOYHBIM H MOJHBIM
MIOHUMAaHUEM 3HA4YE€HHUS TEPMHHOB M COJEP>KAHMS MOHATUM, MCHOJB3yeMbIX B Tekcre. Bcerna
clieflyeT YTOYHATHb 3HA4YEHUs IO CIIOBapsAM WM DHUUKIONEAMSM, INPU HEOOXOTUMOCTH
3aMUChIBATh.

7) Ilpu Hamucanum  y4eOHOTO  KOHCIEKTa  00s3aTeNbHO  yKa3blBaTh  BCE
npopalaTeiBaéMble HCTOYHUKH, aBTOpP, Ha3BaHME, JaTa M MECTO H3JaHus, C yKa3aHUEM
MCII0JIb30BAaHHBIX CTPAHUL.

IloaroroBka k »3K3ameny. K »sk3ameHy pgomyckaroTcsi oOydarouigecsi, KOTOpbIE
CHCTEMaTH4YeCKH, B TEUCHUE BCETrO ceMecTpa paldoTajM Ha 3aHATUSAX W TMOKa3ald yBEpPEHHBIC
3HAHMS 10 BOIIPOCAM, BBIHOCUBIIMMCS Ha IPYIIIOBBIEC 3aHATHS.

HenocpencrBeHHass NOATOTOBKAa K 3K3aMEHY OCYLIECTBIIIETCA 10 BOIpOCaM,
MPEICTaBICHHBIM B JaHHOW yueOHOH mporpaMMe. TmiarenbHo u3yunTe GOpMyIUpOBKY KaXKIOTO
BOIPOCA, BHUKHUTE B €T0 CyTh, COCTaBbTE IIJIaH OTBETA.

[Inan oTBeTa KenaTesbHO Pa3BEPHYTh, IPUIIOKHUB K HEMY CCBUIKH Ha NEPBOMCTOYHUKH C
XapaKTEepPHBIMU LIUTaTaMH.

6.D0H/ OLIEHOYHBIX CPEJACTB I MPOBEACHUS MMPOMEKYTOYHOM aTTeCTANMHU
o0y4aromuxcs 1o AMCHUUIIHHE
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B nannom paszzgene paboueld mporpaMMbl JaHbl KPaTKHE MIPUMEPHI 331aHUS IS TEKYIIEro
U IPOMEXKYTOYHOT'O KOHTPOJISL 3HAaHUI 00ydaromerocs.

B mnomHom o0bemMe (OHI OLIGHOUHBIX CpPEACTB JUIS TPOBEACHHS TEKyIled u
IIPOMEKYTOUYHOM aTTECTAlMHU 10 JUCLMILIMHE OTPAKEH B OTACIIBHOM JOKYMEHTE:!

— DOHJ OICHOYHBIX CPEJCTB TEKYIIET0 KOHTPOJIS M MPOMEKYTOUYHOW aTTeCTalluu
no aucuumiuHe JlokymenrtoBenenne — Xumku, MI'MK -http://www.mgik.org
(pexxuM octyma: cBOOOIHBIN).

6.1. Texkymas arrecranus

IIpumepnas memamuxa pegepamos.

[loHATHE «TOKYMEHT», €r0 pa3BUTHE.

Bo3HHKHOBEHNE NMCEMEHHOCTH, MOSIBJIEHUE TOKYMEHTA.

3HAKOBBIE CUCTEMBI U UX HCIOJIb30BAHHE.

Crioco0b! JOKYMEHTHUPOBAHUA.

MatepuanbHblii HOCUTEIh HHPOPMAIIH.

TexcToBOE  NOKyMEHTHpPOBaHHE, pa3BUTHE, Ha3Hau€HUE U  00JIaCTh

IIPUMEHEHUS.

HcTopus yHu(UKaKu TEKCTOB JOKYMEHTA.

PasButre nenoBoro cTuis pyccKoro JMTEPaTypHOTro S3bIKA.

9. 3akoHomarenbHass M HOPMATHBHAas peErJIAMEHTAlMs JOKYMEHTHUPOBAaHUS B
JIOPEBOMOIIMOHHOM Poccum.

10.3akoHOmaTenbHass M HOPMAaTUBHAs  PErVIAMEHTALUs  JTOKYMEHTHUPOBAaHUS
pa3IMYHBIX BUJOB  JEATENBHOCTH  (OpraHU3alMOHHO-PACIOPSAUTEIBHOM,
KOMMEpYECKOH, KapOBOH, JINLIEH3UOHHOW U Ap.).

11.Metroasl COBEPLICHCTBOBAHUA JIOKYMEHTUPOBAHUS YIPaBIECHYECKON
NEATEIBHOCTH.

A i

o0

6.2.1IpomMe:xxyTOUYHAS aTTECTAUMA

Bonpocwl k ax3ameny

Knaccudukanys 3HaKOBBIX CUCTEM.

HaueprarenbHoe nucsMo.

[IudpoBanue nHbopmaIuu.

dopmanibHbI€ (MCKYCCTBEHHBIE SI3BIKH ).
TpanuuuoHHBIE CIOCOOBI JOKYMEHTHPOBAHMSI.
Knaccudukanus crmoco60B JOKyMEHTUPOBAHHSL.
MexaHu4eckne crocoObl TOKYMEHTHPOBAHUSI.
DOTOXMMUYECKHE CITOCOOBI TOKYMEHTHPOBAHUS.
DNEeKTPOMArHUTHBINA CITOCOO JOKYMEHTHPOBAHMS.
OnTuyeckuii crnoco0 JOKYMEHTUPOBAHMUSL.
Knaccudukanus HocuTeneit tHpopMaluu U CpeACTB 3aIUCH.
bymara (ucTopust mpoUCX0KI€HUsI, CBOWCTBA U THUIIbI).

WA R WD =

—
N = o
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13.  Hocutenn MexaHUYECKOM 3aIKCH.

14.  MarauTHble HOCUTEINH.

15.  Hocurenn onTU4ECKON 3aIUCH.

16.  CpoiicTBa nHpop™MaIyu.

17.  [dpeBHellne MaTepuabl 1J1d MUChMa.

18. @yHKUMM TOKYMEHTA.

19.  Omnpexaenenue NoHATUA «IO0KYMEHT». [IporcxoxieHrue JOKyMeHTa.

20.  ®opmbl JOKYMEHTOB B IEPHUOJ MPUKA3HOIO JEIONPOU3BOICTBA.

21.  Ocobennoctu IIPUKA3HOTrO JEJONPOU3BOCTBA. OcHOBHBIE
3aKOHOJATEIbHBIE AKTHI.

22.  OcoOeHHOCTHM  KOJUIETHAJBHOTO  JENONpou3BOACTBA. (OCHOBHBIC
3aKOHOJATEIbHBIE AKTHI.

23. OcoOeHHOCTM  MHUHHUCTEPCKOrO  AeNonpon3BoAcTBa. (OCHOBHBIE
3aKOHOJIaTEJIbHBIE AKTHI.

24.  @opwmymsp nokymenta XVI-XVII BB.

25. ®@opwmynsap nokymenta XVIII B.

26. ®@opmynsap XIX - Hauana XX B.

27.  Pa3Burue yHU(pUKAIIUU U CTaHJIapTHU3AIMN JOKYMEHTOB B XX B.

28.  CoBeTCKO€ J1eJIONPOU3BO/JICTBO.

29.  PexBu3uThl 0011€T0 OJaHKA OpraHU3alMy: MPaBUiIa PACIIOIOKEHUS U
oopmIIeHUS.

30.  PexBu3uThl OJaHKa MUChMA: MPaBUIIA PACTIONOKEHUS U OPOPMIICHUSI.

31. PexBu3utbl OnaHKa KOHKPETHOTO BHJA JOKYMEHTAa: IIpaBHJia
pacnojoxeHus: 1 0(OpMIICHHUS.

32.  Jlatel B nokymeHTte. TpeOoBaHuS K UX O(OPMIICHHIO; JaTa Kak
COCTaBHAas 4acTh IPYTUX PEKBU3UTOB.

33. CornacoBanue q0KyMeHTOB. OdopMiIeHUS BHYTPEHHETO U BHEITHETO
COTJIACOBAHUAI.

34. CocraB ygoctoBepeHuss JokymeHTOB. IlpaBuna  odopmiienus
PEKBU3UTOB, YIOCTOBEPSIOLIUX IOKYMEHT.

35. OrTMeTKH Ha IOKyYMEHTE, X 3HaueHHe U 0(OpMIICHHUE.

36.  PexkBU3UTHI, NPUAAIONINE TOKYMEHTY IOPUIMYECKYIO CHUITY.

37.  OO6mmue TpeOOBaHUS K TEKCTY JOKYMEHTA.

38.  PexBu3uThl, OTpaxkarouiye 00paboTKy U ABHKEHUE JOKYMEHTA.

39.OCT P 7.0.97-2016. Ero coaep:xanue, 3Ha4CHHE.

40. TpeboBaHUs K KOHCTPYUPOBAHUIO O1aHKOB. Buibl OJaHKOB.

41.  Tlonsarue "cucremsl fokymentauun'". Kakue ObIBaloT CHCTEMBI?

42. Haznauenue, onpenaenenue u coctaB Y COP/I.

43.  OpraHuzalMoOHHO-NpaBOBas JOKyMeHTalusl. Ha3naueHue u cocras.

44. TpeboBaHHMs K COCTaBIEHUIO M O(GOPMIEHHUIO OpPraHU3aIMOHHO-
MPaBOBBIX JOKYMEHTOB.

45.  OpraHu3alMOHHO-pacHopsiAUTENbHAA ToKyMeHTauus. Haznauenue u
COCTaB.
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46. TpeOoBaHus K COCTaBICHHIO M O(OPMIEHHUIO OpPraHU3AI[OHHO-
pacrnopaauTeNbHBIX JOKYMEHTOB.

47.  CnpaBouHO-MH(pOpMaIIMOHHAs JOKyMeHTanus. HasHaueHnue u cocrtas.
48. TpeboBaHuUs K COCTABICHUIO U OPOPMIICHHUIO ITPOTOKOIA.

49. Knaccudukaius J0KyMEHTOB.

50.  JlokyMeHTHI, IiepeilaBacMble 110 KaHaJlaM CBSI3H.

51.  PexBusur
TpeOOBaHUS K HEMY.

52.  PeKBU3HUT «CIpPaBOYHBIE
JTIOKyMEHTa'», €ro COCTasB.

«HAaUMCHOBAHHEC OpraHu3alyvi - aBTOpa AJOKYMCHTa»,

JaHHBIC 00 OopraHu3anuum - aBTOPC

53. PexBusutr «agpecar», ero 3Ha4€HHE M COBPEMEHHBbIE TPEOOBaHUS K
0 opMIIEHHTO.
54. PeKBU3HUTBI: «PETUCTPALIMOHHBIA HOMEpP JOKYMEHTa», <«Jara

JOKYMCHTA», «CCbLJIKa Ha pCl“I/ICTpaHI/IOHHHﬁ HOMCP M JaTy JOKYMCHTa», HX
3HAYCHHUC.

55. Bwuawl yTBEpKIAECHUSA TOKYMEHTOB.

56. IlousTue "yHUPUITUPOBAHHBIC CHUCTEMBI JTOKYMEHTaIuu",
«OTpacCJICBBIC CHUCTEMBI JAOKYMEHTAIUN, «(I)yHKHI/IOHaJIBHBIC CHUCTEMBI
JOKYMCHTAIIUN.

6.3.KpuTepum OeHKH Ka4YeCTBA 3HAHUH

Tabruya 7
HNupuxartop Pasznen Kpurepuu
IToka3aTtenu OLICHMBAHHSA
Ne JAOCTHKEeHUS AucuunIuHbl | CpeacTBO OLlCHMBAHHA
OLlCHMBAHHSA Hlkanabl
KOMIIeTeHIuH (Tema)
OIICHMBAHHA
OIIK-3
BricTynnenue ¢
pedeparom
[MpakTHyeckoe 3anaHue AmnHanus Texcra
3Hath OCHOBHBIC 0
HpoGIIeMB! (pedepar) TBETH! Ha BOIIPOCHI KoJHuecTBo,
L. Tema 1-10 CeMuHap BricTynuienue ¢
JIOKYMEHTOBEACHUS, KoppekrHocTh
[MpakTuyeckas padbora coo0IIeHneM U
ApXMBHOTO JIEJIa. o
Konrponbhas padora Hpe3eHTalneH
Pemenne
MpaKTHIECKUX 33124
VYmers 0000111aTh
MepeIoBOM
OTEYECTBEHHBIN U
3apyOEKHBIH OITBIT B
obmactu BricTymienue ¢
JIOKYMEHTALIOHHOTO pedeparom
obecrieyeHust [TpakTnyeckoe 3anaHue AmHanus Texcra
YIPaBJICHHUS, (pedepar) OTBeTHI Ha BOIIPOCHI IonHoTa
2. | apXWBHOTO J€Na, Tema 1-10 CeMuHap BricTynienue ¢ IIpounocts
BBISIBJIATH TCHACHIIMN [MpakTuyeckas padbora coo0IIeHHEM U CucteMHOCTh
pazBuTHS KonrponbHas padora Hpe3eHTanune
JOKYMEHTOBEACHMS 1 Pemenne
apXHUBHOTO JIENa; MpPaKTHIECKUX 33129
COBEpIIICHCTBOBATh
TEXHOJIOTHIO
JOKYMEHTAI[IOHHOTO
obecrieueHus
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Kpurepuu

HNupuxatop Paznen n
oKa3zaTesin OlleHUBAHUSA
Ne JOCTUKEHUS aucuumauHbel | CpencTBo OLleHMBAHMA P — xatnr
KOMIIeTeHI[ UM (Tema)
OlleHUBAHUSA
YIIpaBIICHHS,
ApXUBHOTO JIETIa,
OITMPAsCh Ha
COBpEMEHHBIC
TCHJICHIIUY Pa3BUTHS B
poheCCHOHATBHOM
chepe.
BianeTts HaBBIKAMU Oo6ocHOBaHKE
aHaJIN3a COBPEMEHHBIX BhicTyrieHe ¢ aKTyaabHOCTH
npoOiieM B 00yacTu TEMBI,
poheCCHOHATBHOM pegepatom MPaBUIBHOCTh
eSITEHOCTH 1 [IpaxkTrdeckoe 3a1aHue AmHanm3 TexcTa e
TIOCTAHOBKH 337124 (pedepar) OTBeTHI HA BONPOCE! LeNIN 1 33a7a4;
COBEPILICHCTBOBAHMS Cemunap Boicrymienne ¢ CooTBeTcTBHE
[IpakTudeckas pabora COO0IIeHnEM U
JIOKYMCHTAIIHOHHOTO (KontpombsHas paborta Mpe3eHTaIHeH COHeraHM
YIIpaBIICHHS, ‘ Pewmenie TeMe;
apXHUBHOTO JIEJIa,; Tema 1-10 HpAKTHUCCKHX 38124 I'mybuna
3. | crmoco6HOCTBIO npopaboTKU
BBISIBIICHUS] OCHOBHBIX MaTepuaa,
npoOiieM B 00yacTu
JIOKyMCHTOBCICHUSI,
apXMBOBEICHHS, C Honnota
HCTI0JIb30BaHUEM Ox3aMeH OTBeTHI Ha BOIIPOCHI [Ipounoctsb
PasITIHBIX CHCTEMHOCTh
HCTOYHUKOB
rHOpMAaIHH.
OIIK-2
Tema 1-10 BricTymienue ¢
3 pedeparom
n;[;;;na S — [IpakTrdeckoe 3a1aHue AmHanm3 TexcTa
(pedepar) OTBETHI HA BOIIPOCHI Komnuectso,
4. ngfn ﬁi?;ﬂ CeMuHap BricTynuienue ¢ KoppexTtHocTh
HOPMATHBHBIX [IpakTruueckas padora COOOIICHHUEM U
(KouTponpHas padota npe3eHTaImen
JIOKyMCHTOB. Pewmerue
MPAKTUYCCKUX 3a]1a4
YmMmers pa3pabatsiBare | Tema 1-10 BhicTymicnie ¢
U BHEJPATH pedbepatom
g’?;;:;?;:;i [IpakTraeckoe 3a1aHue AmHanm3 TexcTa TMostora
(pedepar) OTBETHI Ha BOTIPOCHI hOUHOCTE
> gzzg:ggf;i;?: )1(/1 Cemnap Bricrynuerme ¢ CII/)ICTCMHOCTB
BHE/IATH HHCTDYKIIIH [IpakTudeckas pabora COO6LI.[€HI/ICMvI/I
(KontpompHas paborta Mpe3eHTaIHeH
MO TEXHOJOTHH Pemerue
pagoteL ¢ MPAaKTUYCCKUX 33124
JIOKYMCHTaMHU.
Tema 1-10 BhicTyrieHe ¢ O6ocHOBaHUE
Baaners npaBuiaMu [pakTuyeckoe 3a1aHue pedepaTom AKTYAILHOCTH
CO3JIaHUS U (pedepar) Amnanus Texcra TOMET,
odopmieHns CemuHap OTBeTHI Ha BOIIPOCH NPABIBHOCTH
6. | moxambHBIX [IpakTudeckas pabora BeicTynnenue ¢ BBIICIICHHA )
HOPMATHBHBIX (coobmenwue ¢ COOOIICHNEM H gziﬁ;eiii[;;;
JIOKYMEHTOB. TIpe3eHTAINeH) Mpe3eHTane
KonTponpHast pabota Pemrenue Egﬁ?mal{m
b
MPaKTUYECKUX 3a/1a9 Tny6usa
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Kpurepuu

HNupuxatop Paznen
IToka3aTenu OLICHMBAHHA
Ne JAOCTHKEeHUS AucuunIuHbl | CpeacTBO OLICHMBAHHSA
OlleHUBAHUSA I xansl
KOMIeTeHIIuH (Tema)
OIICHMBAHHA
IPOpPadOTKU
MaTepuana;
ITomHoTa
9K3aMCH OTBeThI Ha BOIIPOCHI [Ipounoctsb
CucteMHOCTB
BricTynnenue ¢
pedeparom
[MpakTHyeckoe 3anaHue AmHanus Texcra
3narh OCHOBHIC (pedepar) OTBeTHI Ha BOIPOCHI
| | mpaBuia  opraHu3aru pedep p Konmuectso,
. Tema 1-10 CeMuHap BricTymienue ¢
U byHKIIMN KoppekrHocTh
. [MpakTuyeckas padbora COOO0IIeHNEM U
CEKpPETapPCKOU pabOThI N
KonrponbHas padborta Hpe3CHTalneH
Pemenne
NpaKTHIECKUX 3324
BricTynnenue ¢
YMeTh ImIaHupoBaTh pedeparom
pabounii 1eHb [IpakTudeckoe 3amanue AHanu3 TeKcTa
PYKOBOZIUTEIIS; (pedepar) OTBeTHI Ha BOIIPOCHI [Moxnora
2. | ocymiecTBIsATh cO0p U Tema 1-10 CeMuHap BricTynienue ¢ IIpounocts
aHanm3 uHQopManun [MpakTuyeckas padora coo0IIeHNEM U CucTeMHOCTb
TIO 3a1pocy Konrponbhas padora Hpe3eHTanne
PYKOBOJUTEIISL. Pemenne
NpaKTHYECKUX 3a/1a4
ObocHoBaHME
aKTYaJIbHOCTH
BricTynnenue ¢
TEMBI,
pedeparom
MPaBUILHOCTh
[TpakTHyeckoe 3anaHue Amnanus Texcra
BBIJCTICHUS
(pedepar) OTBETHI Ha BOTIPOCHI )
CemuHa BeicTyruienue ¢ LI M 38713,
BuiajieTh HaBbIKAMH 0 P . p Yy COOTBETCTBHE
3 | opramusaum paGouero Tena 110 pakThudeckas paborta coobeHIEM 1 D —
| npocrpatictsa (KouTponpsHas padota gpe3eHTauHeH Teme:
eleHue
CCKpETaps I'nmyOuna
NPaKTHYECKUX 3a/1a4
npopaboTKH
MaTepuaa;
[Tonnota
OK3aMeH OTBeTHI HAa BOIPOCHI ITpoynocThb
CucTeMHOCTb

He00X0AUMOI IJIsi OCBOEHHUSI Y4eOHOW AMCHHUIIMHBI.

7.11lepedyeHb OCHOBHOW W JONMOJHUTEJIbHOW Y4YeOHOW JMTEPATYyphl,

Ilepeyens pecypcos

HHPOPMAIIMOHHO-TEJIEKOMMYHUKANMOHHOMI ceTn « UHTEepHeT», HE00X0AMMBbIX
JJISE OCBOCHUS JUCUUIJINHBI

7.1.0cHOBHasI IMTEpaTypa:

1. boikoBa, T. A. JlokymMeHTaIlMIOHHOE OOecTieueHNe YIIpaBICHUs
(memompounsBoicTBO) [Tekct] : yueb. mocobue / T. A. brikona, T. B.
Kysnemnona, JI. B. Cankuna ; mox o6mr. pen. T. B. Ky3nenosoii. - 2-¢
u3., mepepad. u mom. - M. : Uudpa-M, 2015. - 303, [1] c. - (Breicmiee
obOpasoBanue. bakanaspuar). - [Ipwi.: anexTpoH.-6ub. cuctema
znanium (Www.znanium.com). - bu6auorp. c. 295-301. - ISBN 978-
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5-16-004805-5. - ISBN 978-5-16-101961-0 : 534-; 312-03.
JloxymentoBeaeHue. Yactp 1 [DneKTpoHHBIN pecypc] : yueOHoe
nocobue / coct. C.B. Muiyk. — DJeKTpoH. aH. — JIunenx :
Jluneukuii I'TTY, 2017. — 56 ¢. — Pexum pgoctyna:
https://e.lanbook.com/book/111986. — 3aru. ¢ skpana.

. Joponuna, JI. A. JlokyMeHTOBeieHUE [ DNEKTPOHHBIN pecypc] :

y4eOHUK U TIpakTuky™m / oTB. pen. JI. A. Jloponuna. - 2-e u3n. ; nep. u
nor. - M. : ¥Opaiit, 2019. - 309 c. - (bakanaBp. AkageMHU4eCKUI
Kypc). - ISBN 978-5-534-04330-3 : 749.00.

7.2.Jlon0THUTEJIbHAA JIUTEPATYpA:

l.

NBanosa, A. FO. Pycckuii 3bIK B IeIOBOM JOKYMEHTAIIMU
[DnexTpoHHBIH pecypc] : yueOHuK U npaktukym / A. FO. BanoBa. -
M. : FOpaiit, 2018. - 157 c. - (Ilpodeccuonansuoe odbpasoBanue). -
Pexxum nocryma: https:// www.biblio-online.ru. - ISBN 978-5-534-
10261-1.

VYcanosa, O.I'. JIokyMEHTOBEJIEHUE U APXUBOBEACHUE [ DIICKTPOHHBIN
pecypc] : cioBaps / O.I'. Ycanosa, A.B. JlymHukoBa. — DJIEKTPOH.
naH. — Cankt-IletepOypr : Jlans, [Tnanera my3biku, 2019. — 172 c.
— Pexxum nocrtyna: https://e.lanbook.com/book/113186. — 3ari. ¢
JKpaHa.

. [ysanosa, H. H. OcHOBBI aenonpou3BoAcTBa. SI3BIK CiIy>keOHOTO

JOKYMEHTa [DIeKTPOHHBIN pecypc] : yueOHUK U MpakTUKyM. - M. :
IOpaiit, 2016. - 375 c. - ISBN 978-5-9916-8355-5 : 560.00.

7.3HopMaTHBHO-IPABOBbIE JOKYMEHTHI:

l.

2.

denepanbHbIl KOHCTUTYIIMOHHBIM 3akoH oT 25 nekabps 2000 r. N 2-
®K3 "O IN'ocynapctBenHoM repbe Poccuiickoit deneparun”
[TocranoBnenune IlpaButensctBa PD ot 27.12.1995 Nel268 «O6
YHOPSIAOYEHUH  U3TOTOBJIEHUS, HWCMOJb30BaHUS, XPAHCHHUS U
YHUUTOXKEHUST Teyarel M OJaHKOB C  BOCIPOU3BEACHHEM
INocynapctBenHoro repoa Poccuiickoit denepanum»

. IIlpukaz MuHHCTEpCTBA CBSI3M M MAaCCOBBIX KOMMYHUKanui P® ot

31.07.2014 Ne234 «OO0 yTBEepKIEHUH TPAaBUI OKa3aHUS YCIyT
ITIOYTOBOM CBSA3M»

I'OCT 9327-60. bymara u uznenus u3z Oymaru. IloTpeOutenbckue
dbopMaTsl.

. TOCT P 7.08-2013. Jleqonpou3BOACTBO U apXUBHOE Aey0. TepMHUHbI

U ONpeCICHUSI.
I'OCT P 7.0.97-2016 «Cucrema ctanaapToB 10 HH(poOpMaImu,
OMOMMOTEYHOMY U UW3JATeNbCKOMY  neny. OpraHu3aluoHHO-
pacnopsuTenbHas JokyMmeHTalus. TpeboBaHust kK 0(hOpMIICHUIO»
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7.4.AuTepHeT-pecypchl, npodeccuoHabHbIe 0a3bl TaHHBIX U
NH(OPMALMOHHO-CIIPABOYHbIE CHCTEMBI

1. CIIC «KoncynpranTt-1uitocy - http://www.consultant.ru/

2. CIIC «I"apanTy - http://www.garant.ru/

3. Caiit @enepallbHOTO apXWMBHOTO areHTCTBa. Jlexxwm mocryna:
http://www.archives.ru

4. [lenTp  KOMIETeHIIMM  TI0  BONpPOCaM  JIOKYMEHTAIIMOHHOTO

oOecrieyeHHsT  ympaBjieHWsT W apXWBHOro  jgena. JleokuM  JIoCTyIa:
http://www.edou.ru/enc/

8.Metoanueckne ykazaHus 1Jisl 00y4alONIUXCsl 0 OCBOCHHUI0 JUCHUILIUHBI

Tabnuya 12

dopma
Ne | camocToATENBbHOM MeTtoauyeckue peKOMeHAALMHU 1JIsl CTYIeHTOB
padoThI

[Ipu paGote ¢ yueOHOW nUTEpaTypoil HEOOXOAUMO MOA0OpaTh
TUTEPATypy, HAYUYUTHCS IPABIILHO €€ YUTATh, BECTH 3AITUCH.
st mombopa yMtepaTypbl B OMOTHMOTEKE HCIOIB3YIOTCS
an(haBUTHBIN M CUCTEMAaTHYECKUI KaTaJOTH.

[IpaBunbHBIE TIOHMOOP YYEOHOW NUTEPATYPHI PEKOMEHIYETCS
mpernojaBaTesieM, YUTAIOIIUM JIEKIIMOHHBIN Kypc. Heobxonumas
JuTepaTypa yKazaHa B METOJMYECKHX pa3paboTKax Mo JaHHOMY
Kypcy.

N3yuass wmartepmanm 1o BBIOpaHHOW JHTEpaTrype, CIEIyeT
NEPeXOAUTh K  CIEOYIOUIeMy  BOINpPOCY  TOJBKO  IOCIe
MPaBWJIBHOTO YSICHEHUS TPEbIYIIEro, ONKUChIBas Ha Oymare Bce
BBIKJIAJIKU U BBIYMCIICHUS (B TOM YHCIE T€, KOTOPBIE B YUEOHUKE
OIYIIEHbI WJIM Ha JIEKIIUU JaHbl JJI1 CAMOCTOSITEIbHOTO BBIBOJIA).
Ocoboe BHUMaHUE cieyeT 00paTUTh Ha OINpeielIeHUe OCHOBHBIX
MOHSTUH Kypca.

CTyneHT IOMKEeH MOoApOOHO pa3dupaTh NpPUMEpBI, KOTOPHIE
MOSICHSIIOT TaKHe ONpeieNieHusl, U YMeTh CTPOUTh aHAJIOTUYHBIE
npUMepbl  camocTosiTenbHo.  HykHO  100MBaThCsl  TOYHOTO
MIPE/ICTABJICHHS O TOM, YTO H3y4aelllb.

[Tone3Ho coCTaBIATH OMOPHBIE KOHCIIEKTHI.

[Tpu m3ydyeHnn maTepuaya 1Mo y4eOHUKY TMOJIE3HO B TeTpaau (Ha
CIELUANBHO OTBEJCHHBIX IOJIAX) JOMOJHATH KOHCIEKT JICKLIUH.
Tam xe cienyer oTMeyaTb BONPOCHI, BBIJEIEHHBIE CTYACHTOM
111 KOHCYJIBTAIlUU C TIPETIOAaBaATENIEM.

BbIBozibI, IONTyueHHBIE B pE3yJbTaTe W3YYEHHs, PEKOMEHIyeTCs
B KOHCIEKTE BBIICIATh, YTOOBI OHU TMPH TEPEUYNTHIBAHUU
3aMuCcen JIydlle 3alOMUHAIIUCh.

OnbIT MOKa3bIBAaeT, YTO MHOTMM CTYJEHTaM IOMOTaeT
COCTaBJI€HHE JIUCTa OMOPHBIX CHUTHAJOB,  COJAEPIKAIIETro
Ba)XKHEHIIME 1 HanboJiee 4acTo ynorpednsemble MOHATHs. Takoi
JIUCT TIOMOTAaeT 3allOMHUTh OCHOBHBIC IOJOXKEHHUS JEKLWU, a
TaK)K€ MOXET CIYKUTh TIOCTOSSHHBIM CIPAaBOYHHKOM  JISI

AHnamu3 u
KOHCIIEKTUPOBAaHHUE
OCHOBHOU U
JIOTIOJIHUTEIILHOM
JIUTEPATYPBHI.
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dopma
CaMOCTOSITEIbHOM
padoThI

MeToanueckue PEeKOMEHIAIUHA NJIA CTYACHTOB

CTYJEHTA.
PaznuuaroT 1Ba BuJa 4T€HUS: IEPBUYHOE U BTOPUYHOE.
[lepBuuHOE - 3TH BHUMATEIBHOE, HETOPOIUIMBOE YTEHUE, MPHU
KOTOPOM MOKHO OCTAaHOBUTBCS Ha TPYAHBIX MecTax. [locne Hero
HE JIOJDKHO OCTaThCd HHM OJHOTO HEMOHSTHOTO  OJIOBA.
Copep:xaHue He Bcerjia MOKeT ObITh OHATHO MOCJIE TEPBUYHOTO
YTEHUSI.

3ajadya BTOPUYHOTO YTEHUs IOJHOE YCBOEHHE CMBICIA LEIO0TO
(0 cYeTy ATO YTeHHUE MOXKET ObITh U HE BTOPHIM, & TPETHUM HIIN
YETBEPTHIM).

OcHOBHbBIE BUJIbl CUCTEMATHU3UPOBAHHOM 3aMKMCH TPOUYUTAHHOIO:

I. AHHOTHpOBaHWME — TPEACIBHO KpaTKOe CBA3HOE
OIMHMCaHNEe MTPOCMOTPEHHOW WM TPOYUTAHHON KHUTH (CTaThH), €€
coJiepKaHusl, ICTOYHUKOB, XapaKkTepa U Ha3HAYCHUS,

2. IlnanupoBaHue — KpaTkKas JIOTHYECKash OpraHu3aius
TEKCTa, PACKPBIBAIOLIAs COAEPKAHUE U CTPYKTYpPy HU3Y4aeMOTro
Marepuana;

3. Te3upoBanue — JAKOHMYHOE BOCIPOU3BEICHUE
OCHOBHBIX  YTBEpXKIEHUW  aBropa  0€3  MpUBJICUYCHUS
(haKTUYECKOTO MaTepHaa;

4. [lutupoBaHuE — JOCIOBHOE BBHINMCHIBAHWE M3 TEKCTa
BBIIEPKEK, M3BJICUEHUHN, Hanboyiee CYIIECTBEHHO OTpPa)KaroINX
Ty WIX UHYIO MBICJIb aBTOPA;

5. KoHcnekThupoBaHue — KpaTKoe MU TMOCJIEeIOBaTEIbHOE

M3JI0KEHUE COJIePKaHUsI TPOUYUTAHHOTO.
KoHcnekT — cinoxHblid crnoco0 H3I0KEHUsI COJEp>KaHUsl KHUTU
WU CTaTbM B JIOTUYECKOW TmocienoBaTenbHOCTH. KoHcmekT
aKKyMyJIupyeT B ce0e Mpenblaylliue BUIbI 3allHiCH, MO3BOJISET
BCECTOPOHHE OXBAaTUTh COJAEp)KAaHWE KHUTH, cTaTbu. [loaTomy
YMEHHUE COCTaBIIATH IIJIAH, TE€3UCHI, JEJaTh BBIMUCKA U IpPYyrue
3aUCH ONPEEISIET U TEXHOJIOTHIO COCTaBJICHUSI KOHCIICKTA.

Meronuueckue  peKOMEHJAUUM 1O  COCTAaBJIECHUIO
KOHCIIEKTA!

1. BnaumarenpHO npOYMTANWTE TEKCT. YTOUHUTE B
CIIPAaBOYHOM JIUTEpaType HEMOHATHBIE cioBa. [Ipu 3amucu He
3a0y/IbTe BEIHECTU CIIPABOYHBIC JAHHBIC HA MOJIST KOHCIIEKTA;

2. Beigenure riraBHOE, COCTaBbTE IJIAH;

3. Kparko cdopMmynupyiiTe OCHOBHBIC TIOJOKEHUS
TEKCTa, OTMETHTE apTyMEHTALINIO aBTOPA;

4. 3aKOHCIEKTUPYHTE MaTepHuall, YETKO CJIELysl MyHKTaMm
minaHa. [Ipy KOHCHEKTHpPOBAaHUM CTAPANTECh BBIPA3UTh MBICIb
CBOMMH CJIOBAaMH. 3alMCH CIENYET BECTU YETKO, SICHO.

5. TI'pamotHO  3anuchiBaiiTe  nutTathl.  [utupys,
YUHUTBIBANTE TAKOHUYHOCTh, 3HAYUMOCTH MBICIIH.

B Tekcre KOHCHEKTa JKENaTeabHO NPUBOAWTH HE TOJBKO
TE3UCHbIE TIOJIOKEHUs, HO W HX JoKa3arenbcTBa. [lpum
oQOpMIIEHHH KOHCIIEKTa HEOOXOAMMO CTPEMHUTHCS K E€MKOCTU
KaXXJI0TO MpeJUIokKeHUs. MBICIN aBTOpa KHUTU CIIEyeT U3JiaraTh
KpaTKo, 3a00TACh O CTHJI€ U BBIPA3UTEIBbHOCTH HAIMMCAHHOTO.
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Uncno MOMOTHUTETBHBIX 3JIEMEHTOB KOHCIEKTa JOJDKHO OBITh
JIOTUYECKH OOOCHOBaHHBIM, 3aMUCHU JIOJDKHBI PaclpeleNiaTbcs B
ONPEACICHHON IMOCIE0BATEIbHOCTH, OTBEYAOIIEN JIOTHYECKOU
CTPYKType mnpousBefeHus. Jlid yTOYHEHHS M JIONOJIHEHHUS
HEO0OXOIUMO OCTABJIATH TMOJIS.

OBnaneHue HaBbIKAMH KOHCIIEKTHPOBAHUS TpeOyeT OT CTylEeHTa
1[EJICYCTPEMIICHHOCTH, TIOBCEAHEBHOW CaMOCTOSITEILHON paOOTHI.

Jlexusa

Hanucanne  KOHCIEKTa  JIKIMH:  KpPAaTKO, CXEMaTU4HO,
MOCIIE0BATEIHHO (PUKCUPOBATH OCHOBHEIC TIOJIOKEHUSI, BHIBOIBI,
dbopMynupoBKH, O0OOOIICHMS; TIOMEYaTh BaKHBIC  MBICIIH,
BBIJICJISITh KIIIOUEBBIE CJIOBA, TepMUHBL. [IpoBepka TEepMHHOB,
MOHSTUH C TTOMOUIIBIO SHIMKIIONEINNA, CIOBapeil, CIPaBOYHUKOB
C BBIMICHIBAHUEM TOJIKOBaHUU B TeTpaah. OO03HAYUTH BOTIPOCHI,
TEPMUHBI, MaTepuai, KOTOPbIM BBI3BIBAET TPYAHOCTH, IOMETUTH
U IIOIBITaThCS HAUTHU OTBET B PEKOMEHyeMou ureparype. Eciu
CaMOCTOSITENILHO HE YyJaeTcss pa3oOpaThCsi B  MarTepHalle,
He00X0IMMO chOPMYITUPOBATH BOMIPOC M 337aTh MPETOAABATEIIO
Ha KOHCYJIbTAIIMH, HA IPAKTUYECKOM 3aHATHH.

CeMuHapckue
3aHATHUSA

CCMI/IHap 0 JUCHUIIIIMHEC «I[OKYMGHTOBC,Z[CHI/IG»— BHUJ

yueOHOro 3aHATHS, Ipy  KOTOPOM B DPE3yJbTaTe
NpeaBapuUTeNIbHOW paboThl HajJ MNPOTPaAMMHBIM MaTEpUaTIOM
IIpenoaaBaTess U CTYAEGHTOB, B  OOCTAaHOBKE  HX

HEMOCPEJACTBEHHOTO M aKTHBHOTO OOMICHUS PEIIAIOTCS 3a7adud
MO3HABATEIBHOTO U BOCIUTATENBHOIO XapakTepa, (hopMupyercs
MHUPOBO3PEHHUE, MIPUBUBAIOTCS METOA0JIOTUUECKHUE u
MpPaKTUYECKHEe HaBBIKK B  00JAacTU  JOKYMEHTOBEACHMS,
HEOOXOMUMBIE i CTAHOBJICHHUS  KBaJTU(UIIMPOBAHHBIX
CIEIUATUCTOB B cOOTBETCTBUHU ¢ TpeboBanusmu PI'OC BO mo
HaIpaBJICHUIO IOJTOTOBKH «J/{OKYMEHTOBEICHHE U apXUBOBEICHUEY,
OakaaBpHar.

Henab ceMuHApPOB: 3aKpeIJICHUE TEOPETUUECKUX 3HAHUM,
aKTUBU3alMs pabOThl CTYIEHTOB B XOJ€ M3YYCHUS JUCLMILIUHBL,
Pa3BUTHE HABBIKOB  CAMOCTOSITEIBHOW  MCCIEA0BATEIbCKOMN
NEeSATEeILHOCTH, yMEHHUS paboTarh C HAydYHOH H ydeOHOM
JTUTEPATypPOH, apryMEHTHPOBAHO 0OOCHOBBIBATH CBOH PEIICHUS.

Poabs  cemMHapoOB:  CTUMYJIHMPYIOT  BHHUMATEIBHOE
OTHOILIEHUE CTYJEHTOB K JIEKIMOHHOMY KYpCY U pEryjsipHOE
n3y4yeHue UMH JUTEPaTyphI o JUCLUTIIINHE
«/lokyMeHTOBeAeHUE»3aKPEIUISIOT 3HaHUS, MOJTyYeHHBIE
CTYJIEHTaMM Ha JIEKIHIX U B XOJ€ CaMOCTOSTEIbHON pabOThHI HaJl
JUTEPaTypoOu; pacIIMpAOT KPYr 3HAHWM [0 KOHKPETHOU TEME;
MMO3BOJISIFOT ~ CTYAEHTaM IPOBEPUTH IPABWIBHOCTh  paHee
MOJIYYCHHBIX  3HAHWW, BBHIYWICHUTH B  HUX  HauOoee,
CYLIECTBEHHOE;  IMPUBHUBAIOT  HABBIKM  CaMOCTOSITEIBHOIO
MBIIUICHUS, YCTHOTO  BBICTYIUIGHHSI [0  TEOPETUYECKUM
BOIIPOCaM, OTTAuMBAIOT MBICIIb, IPUYYAIOT CTYACHTOB CBOOOIHO
OMEepUpPOBaTh TEPMHUHOJOTUEH; MPEJOCTABISIIOT BO3MOXXHOCTb
MPENOIABATENI0 CUCTEMAaTUYECKH KOHTPOJIMPOBATh YPOBEHb
CaAMOCTOSITENIbHOW ~ pabOThl  CTYAGHTOB  HaJ  Y4eOHBIM
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MaTepurajoM, CTCIICHb X BHUMATCIIbHOCTHU HaA JICKIIUAX.

OcHoBHbIe (opMBI CeMHHAPOB: pa3BepHyTas Oecena,
oOCyKJeHHe JOKIaaoB u  pedepaToB, CeMUHAP-TUCHYT,
KOMMEHTHUPOBaHHOE YTEHHE, yIpaxHEHUS Ha
CaMOCTOATCIIbHOCTh MBIIIJICHUSA, ITHCbMCHHAsA (KOHTpO.HBHaH)
pabora.

[IpakTnueckue
3aHATUA

[IpopabGoTka pabodyeit mporpamMmsbl, yAedssi 0c000€ BHHUMaHHUE
HeasiM M 3aJadaM, CTPYKTYpe U COJEPKaHUIO JAUCIUIUIMHBL.
KoncniektupoBaHue HCTOYHUKOB. PaboTa ¢ KOHCTIEKTOM JICKITUH,
MOATOTOBKA OTBETOB K KOHTPOJBHBIM BOIPOCAM, IPOCMOTP
PEKOMEHTyeMOit JUTEPaTypHI, pabora c TEKCTOM.
[IpocnymmBanue ayauo- U BHAEO3ANKUCEN MO 3aJaHHOM TEME U

Ap.

CamMocTrogTeapHas
paborta

CamocrosTenbHas pabota POBOJTUTCS C EJBIO:
CUCTeMAaTH3allMi U 3aKpeIUICHUs MOJIYYEHHBIX TEOPETHUYECKHUX
3HAHUI M NMPAKTHUYECKUX YMEHUN 0Oydaromuxcs; yriayOoieHus u
paciupeHus TEOPETUUECKHUX 3HAHUHOOY4aIOIINXCS;
dbopmMHpoBaHHMS ~ yYMEHUH  HCIIONB30BaTh  HOPMAaTHBHYIO,
MPaBOBYIO, CIIPABOYHYIO JOKYMEHTAIUIO, y4eOHYIO u
CICUUANbHYIO  JINTEPATypy;  pa3BUTHS  IO3HABATEIbHBIX
CIIOCOOHOCTEH W aKTUBHOCTH OOYYArOUIUXCS: TBOPUYECKOM
WHUIMATUBBI, CaMOCTOSITENIbHOCTH, OTBETCTBEHHOCTH,
OpPraHU30BaHHOCTH; dbopmupoBanue CaMOCTOSITENIbHOCTH
MBILIICHUS, CIOCOOHOCTEH K CaMOPa3BHUTHIO,
COBEpIICHCTBOBAHHWIO M  CaMOOpTaHu3aluu; (OpMUPOBAHUS
npo¢eCCHOHATBHBIX KOMITETEHIIHIA; Pa3BUTHIO
UCCIIEIOBATENbCKUX yMEHUH oOydaromuxcsi. dopMbl U BUIBI
CaMOCTOSITENTbHONW paboThl 00yYaIOMIMXCs: YTEHHE OCHOBHOM U
JIOTIOIHUTENBHON JIUTEPATypbl — CaMOCTOSITENIbHOE H3Yy4eHHE
MaTtepuaja 10 PEKOMEHAYEMbIM JINTEPaTypHBIM HCTOUYHHUKAM;
paboTta ¢ OMOJIMOTEYHBIM KaTaJIOTOM, CAMOCTOSTEIbHBIN T0100p
HE00X0AuMOH JUTEPATYPBI; pabota co CIIOBapeM,
CIIPAaBOYHHUKOM; TIOMCK HEOoOXonuMonW WH(POPMAIMK B CETH
WHTepHeT; KOHCIEKTUPOBAaHUE HWCTOYHUKOB; pedepupoBaHue
HMCTOYHUKOB; COCTAaBJICHME AaHHOTAIMl K MPOYUTAHHBIM
JUTEPaTypHBIM MCTOYHHUKAM; COCTABJICHUE PELEH3UH M OT3hIBOB
Ha MPOYMTAHHBIA MaTepHall; COCTaBJIeHWE 0030pa MyOIuKaruit
[0 TeMe; COCTaBleHHE U pa3padoTKa TEPMHHOJIOTUYECKOTO
CJIOBapsi; COCTaBJICHHE XPOHOJIOIMUECKON TabJIUIIbI; COCTABIIEHUE
oubnuorpaduu (6udnuorpaduyeckoit KApTOTEKN); MOATOTOBKA K
pa3nuuHbIM (popmMaM TeKylel U IpOMEeXYTOYHOM aTTecTaluu (K
TECTHUPOBAHUIO, KOHTPOJBHON paboTe, 3adery, SK3aMeHy);
BBITIOJTHEHUE JOMAIIHUX KOHTPOJbHBIX PaboT; CaMOCTOATEIbHOE
BBIITOJIHEHUE TPAKTUYECKUX 3aaHUN PENpOJYKTUBHOTO THIIA
(oTBETHI Ha BOIPOCHI, 33J]a4M, TECThI; BBHIOJIHEHUE TBOPUYECKHUX
3aaHuii). TeXHOMOTHsl OpraHMU3aluU CAMOCTOSTEIHHON pabOTHI
oOyyaromuxcsi BKJIIOYAET HCIOIb30BaHHE HWH(OPMALMOHHBIX U
MaTepHabHO-TEXHUYECKUX pecypcoB 00pa3oBaTEeNTHLHOTO
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padoThI

YUPEXKIECHUSA: 6ubnuoreky C YUTAIBHBIM 3aJI0M,
YKOMIUJIEKTOBAaHHYI0O B  COOTBETCTBUM C  CYLIECTBYIOIIMMU
HOpMaMHM; Y4eOHO-METOANYEeCKylo 0a3zy y4ueOHBIX KaOWMHETOB;
KOMIIBIOTEPHBIE KJIACChl € BO3MOXKHOCTBIO pabOTBl B CETU
WutepHer; ayautopuu (KJacchl) JUISL  KOHCYJIbTallMOHHOMN
NESTeNbHOCTH; YUeOHYI0 M y4eOHO-METOAMUYECKYIO JIUTEPaTypy,
pa3pabOTaHHYIO C Y4E€TOM YBEIMYEHHUS JOJM CaMOCTOSTEIbHOU
paloThI CTYAEHTOB, U MHbIE MeToaMYeckue Martepuainsl. Ilepen
BBITIOJIHEHUEM 00y4aromuMucs BHEAYJIUTOPHOM
CaMOCTOSITENIbHOM paboThI Iperno/iaBaTeib IIPOBOJIUT
KOHCYJIbTUPOBAHHE 110  BBIMOJHEHUIO 33aJaHHs, KOTOPBIH
BKJIIOYAET LIeNb 3a/laHusl, €r0 COAEP)KaHUs, CPOKHM BBIIOJHEHHUS,
OpPUEHTUPOBOYHBIH 00BEM pabOThl, OCHOBHBIE TPEOOBAHUS K
pe3yabTataM paboThl, KPUTEPUH OLIEHKU. Bo BpeMs BBINIOIHEHUS
00y4aroIMMHUCST BHEAYIUTOPHOM CAMOCTOSITEIBHONW pabOThl U
IpU  HEOOXOAMMOCTH MpEnoiaBaTelb MOXET I[POBOAUTH
WH/IMBUyaJIbHBIC U IpYIIOBBIE KOHCYJIbTAIIH.
CamocrosrenbHas pabota MOXET OCYILECTBIISATHCS
WHIMBUYAIIbHO WJIM TpyNnaMud oOy4yaromMXCsl B 3aBUCUMOCTH
oT 1enu, o0beMa, KOHKPETHOH TEeMAaTUKH CaMOCTOSTEIbHOU
palboTbl, YPOBHS CIIOKHOCTH, YPOBHA YMEHHH OOyYarommxcs.
Kontponb CaMOCTOSTEIIbLHON paboThl 00ydJaronmxcst
IpeIyCMaTpUBACT:

— COOTHECEHHUE COZEp>KaHUs KOHTPOJIS C LEIIMUA O0yUEeHHUS;
00BEKTHUBHOCTH KOHTPOJIS;

— BaJUIHOCTh KOHTPOJS (COOTBETCTBHE NPEAbABISECMBIX
3aJJaHUN TOMY, YTO MPEAIOIaracTcs NpoOBEPUTH);

— muddepeHnmanmo KOHTPOJIbHO-U3MEPUTEITBHBIX
MaTepHaoB.

—  ®opMbl KOHTPONA CAMOCTOATE/NbHOM PaboTbi:

— TMPOCMOTP M IPOBEPKA BBINOJHEHHUS CaMOCTOATENbHOM
paboTHI IPeToIaBaTesieM;

— OpraHM3anus CaMOIpPOBEPKH,

— B3aMMONPOBEPKM BBHIMOJIHEHHOTO 3aJaHUsl B TPYIIIE;
00CyXJIEHHE pEe3yJIbTAaTOB BBIIOJHEHHOM pabOThl Ha
3aHATUH;

— IPOBEJCHUE MHUCbMEHHOIO OIPOCa;

— TPOBEJCHUE YCTHOTO OIPOCa;

— oOpraHM3alds U TPOBEJCHME  WHAMBUIYAIBHOTO
cobecen0BaHus; OpraHu3aIus u IPOBE/ICHHE
cobecesi0BaHUS C TPYIIION;

—  3almTa OTYETOB O IPOAETIaHHOM padorTe.

Onpoc Onpoc - 3TO CpeACTBO KOHTPOJI, OPraHU30BAaHHOE Kak
crienianbHas Oecea mpernoaaBarens ¢ 00yJarmuMCs Ha TEMBI,
CBSI3aHHBIE C M3Yy4aeMOW AUCUUIUIMHOW, W PACCUYUTAHHOE Ha
BBISIBJICHHE O00BbEMa 3HAHHUN OOYYaIOUIETOCs IO OMPEIEIICHHOMY
pasneny, Teme, npodseme u T.1m. [Ipobiiemarnka, BBIHOCHMas Ha
OIpPOC OMpezeNieHa B 3aJaHUSX I CaAMOCTOSITENILHON paboThI
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00y4aroIerocs, a Takke MOXKET ONPENEIAThCS MPEToiaBaTelieM,
BEYIIIMM CEMUHApCKHe 3aHATUA. Bo Bpems mpoBeneHus omnpoca
o0yJaroImuicss JMOJKEH yMeTh OOCYIUTh C IIperojaBaTesieM
COOTBETCTBYIOILYIO POOJIEMAaTHKY Ha YPOBHE AMAJIOTa.

Jlokmang

Jloknag — BHJA CaMOCTOATEIBHOW paboOThI, CIOCOOCTBYET
(GOpPMHUPOBAHWIO  HABBIKOB  HCCIEIOBATEIIBCKOM  padoTHI,
paciupsieT MO3HABATENIbHBIE WHTEPECH], MPUYYaeT KPUTUUYCCKH
MBICITUTb.

[ToarotoBka mOKIana MpeaycMaTPUBAET CHUCTEMATHYECKYIO
paboTy 00yJarouuxcs, yMEHUE MOJIb30BAaThCA PEKOMEHI0BAaHHON
mutepaTypoil. OHa BKIIIOYAET B ce0sl CIEAYIONIUE ITAIIbI:

- coCTaBJIsieTCs IJIaH JAOKJIaAa MyTeM 0000IIeHHs U JOrH4eCcKOro
MIOCTPOCHHUSI MaTepHaa JOKIaaa;

- MOJIOMPAIOTCSI OCHOBHBIC HCTOYHHUKHU WH(OpMAIUK;

- CHCTEMAaTU3UPYIOTCS TMOITYYCHHBIE CBEACHHS IyTEM H3y4eHUs
Hau0OoJee BaAKHBIX HAYYHBIX pabOT MO JaHHOHM TeMme, MepedyeHb
KOTOPBIX, BO3MOXKHO, TA€T CaM TPEeToaBaTeb;

- JIeMaroTCs BBIBOJBI W O0O0OIIEHHWS B pe3yibTaTe aHalnu3a
W3YYCHHOTO MaTepuana, BBIICICHUS HauOoliee 3HAYMMBIX s
pacKpbITUsi  TE€Mbl  JOKJIaAa  (akToB, MHEHMH  pa3HbIX
HCCIIEIOBATEIIEH.

[TocTpoenue nokiana, Kak v JII0O0H APYyroil HAy4YHOUW padoTHI,
TPAAUIIMOHHO BKJIIOYAeT TPU YACTU: BCTYIUICHHE, OCHOBHYIO
yacTb W 3akiioyeHue. Bo  BerymieHun — oOo3Havaercs
aKTyallbHOCTh UCCIIEyeMOH B JOKIAAE TEMbl, YCTAaHABINBACTCS
Joruyeckas CBA3b €€ C JApYrMMH TeMaMH. B 3akiioueHuu
GopMynUpYyIOTCS  BBIBOJBI,  JCNAIOTCA  TNPEMJIOXKEHUS U
MOTYEPKUBACTCS 3HAUEHHE PACCMOTPEHHOM MPOOIEeMBbI.

Pedepar

Pedepar - sTo camocrosiTenbHas y4eOHO-MCCIIEI0BATEIbCKAs
pabora oOydaromierocsi, TJ€ aBTOP PACKpbIBa€T CYTh
uccienyeMoil mpo0aeMbl, IPUBOAUT Pa3IMYHbIC TOUYKH 3PEHUS,
a Takke coOCTBeHHble B3Il Ha Hee. CoxepkaHue
MaTepHaia J0JDKHO OBITh JOTMYHBIM, M3JI0OKEHHE Marepuaia
JIOJPKHO HOCHUTB MPOOJIEMHO-TIOUCKOBBIN XapaKTep.

Beibop Tembl pedepara ocymiecTBisiercss 0OydaroOIIMMCS HeE
MEHEee YeM 3a JIBE€ HEJEIH 10 INIAHUPYEMOr0 OKOHYAHUS PaOOTHI.
Tematuka pedepaToB JOBOAUTCS A0 CBEIEHUS OOYYAFOIIMXCS
BEAYIIUM IpEnoaBaTeieM.

[Ipumepnsbie 3Tansl paboThl HaJ pedeparom: GopMyIHpOBaHUE
TeMbl (TeMa JOJKHA OBITh aKTyalbHOH, OpPUTMHAIBHOW U
MHTEPECHOH M0 COJIEPKAHMIO); TIOJ00p M N3YYEHUE OCHOBHBIX
HMCTOYHHMKOB I10 TeMe (KakK MpaBujIo, HE MEHee 7); COCTaBICHUE
o6ubmuorpaduu; obpaboTka U cucTeMaTuzays HH(oOpMaIy;
pa3paboTka IlaHa; HamWcaHue pedepara;  BO3MOXKHO
nyOJIMYHOE BBICTYIUIEHHE C pe3ylbTaTaMU HCCIeloBaHMs (Ha
CEeMHMHape, Ha IPAKTUYECKOM 3aHATHHM, Ha CTYyJEHYECKOM
HAYYHO-TIPAKTHUECKOW KOH(EPEHINH, Ha KOHCYJIbTAIUH).
Pedepar nomkeH oTpaxarb: 3HaHHE COBPEMEHHOI'O COCTOSHUS
npo6emMbl; 000CHOBaHUE BHIOPAHHOIN TEMBbI; MCIOJIb30BAHUE
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Ne | camocTosITeIbHOI MeTtoanyeckue peKOMeHAAIMH ISl CTY/IeHTOB
padoThI
U3BECTHBIX PE3YyIbTaTOB U (DAKTOB; IOJHOTY LUTHPYEMOM
JUTEpPaTyphl, CCHUIKM Ha pabOThl YUYEHBIX, 3aHUMAIOIIUXCS
JAHHOM MPOOJIEeMOIi; aKTyaJbHOCTh MOCTABICHHON MpPOOIEeMBblI;
MaTepuai, MOATBEPXKAAIONINN HaydHoe, JH00 IpPaKTHUYeCKOoe
3HaYCHHE B HACTOSIIEE BPEMSI.
Pexomenayemplit o0beM pedepara 10-15 CTpaHMI]
KOMIIBIOTEPHOT0 (MAIIMHOMMCHOI0) TEKCTA.
Tekymmit Opranm3yercsi Kak OJJIEMEHT YYeOHOro 3aHSITHS B BHJC
KOHTPOJIIb BBITIOJIHEHUST OOydJaromuMucs OJIoKa 3aJaHuil B MHCbMEHHOMN
(KOHTPOJIbHBIH ¢dbopMe 10 3a/JaHHBIM TeMaM JIUCLHUTIIIMHBI
cpes)
KonTponbhas KonTponbhast pabota — OpUuruHaIbHOE COYMHEHUE HEOOIBIIIOTO
pabota pa3mepa, B KOTOPOM U3JaraloTcsi KOHKPETHBIE pPEe3YJIbTaThl

U3YYEHUS o0y4aeMbIM JUCITUTUTAHBI (pe3ynbTathsl
COOCTBEHHOTO HCCJIEIOBaHUsI MO KOHKpETHOW Teme). B xome
HaIlMCaHUsl KOHTPOJIBHOM paboThl 00y4daeMmblii MpHUOOpeTaeT
HaBBIKM CaMOCTOSITEJIbHOM pabOThl C Hay4YHOH, y4eOHOW W
CHEIMAIbHON JIUTEepaTypold, YUUTCS aHAIM3UPOBATh UCTOYHUKHU
¥ IPaMOTHO M3J1araTh CBOU MBICTHU. BhINoiHEHNEe KOHTPOIBHOM
paboThI BKIIIOYAET PSIJI ATAMOB:

— BBIOOp TEMBI U 1TOI00P HAYYHBIX HCTOYHUKOB;

— W3y4YCHUE HAayYyHOW JUTEpaTypbl, aHAJIU3 U 0000IIeHNEe

MaTepHaJIoB IO MPOoOJIeMe UCCIIEIOBAHUS;

— (dopMyIHpOBaHHE OCHOBHBIX MOJIOKEHHI U BBIBOJIOB;

— odopmIIeHHE KOHTPOJIBHOU PaOOTHI.
Odopmiienne sBISETCS 3aBEPIIAIOIIMM 3TAallOM KOHTPOJIBHOM
pabotel. BpiOop TeMbl M TOAOOP HMCTOYHUKOB JIOJDKEH OBITh
COIJIACOBAH C HAYYHBIM PYKOBOJIUTENEM, BEAYIIMM IIPEAMET.
Ha ocHoBe coOpaHHOro Marepuana YTOYHSIETCS CTPYKTYpa,
colepKaHue U 00BbeM KOHTpPOJIbHOW paboThl. TexHuueckue
TpeboBaHus K padote: o0beM 10-12 cTpaHHI] MAITMHOMCHOTO
TEKCTa, OTHe4yaraHHoro uepe3 1,5 mHTepBasna. KoHTpoisbHas
paboTta JOMKHA WMETh: THUTYJIBHBIA JIHCT, COJEPIKAIIHMA:
Ha3BaHue paboTel, @.M.0. aBTOpa U HAYYHOTO PYKOBOIMUTEIS,
Ha3BaHMe (akynbTeTa, Kypca, IO M MECTO HallMCaHus,
coJiepKaHHEe Ha OTJAENbHON CTpaHMIe, HyMEpalHio CTPaHHUL.
CtpykTypa KOHTPOJBbHOH pabOThl BKIIOYAET: 3arojoBOK,
BBE/ICHHE, OCHOBHYIO 4YacTh (M3JI0)KEHHE JIBYX BOIPOCOB),
3aKJIF0YCHHE, CIIUCOK MCIIOJIb30BAaHHOM JTUTEpaTyphI.
3aroioBoK (Ha3BaHHE) OTpPakaeT TEMY JAHHOTO COYMHEHUS U
COOTBETCTBYET COJAep)KaHUIO. BBeneHue (BBOIHAs 4YacTh)
JOJKHO OBITh KpaTKMM M TOYHBIM. B HeM 000CHOBBIBaeTCSs
BBIOOp TeMbl, popmynupyeTcs 1enb padoTsl. OCHOBHASA YacTh
JIIUTCS HA TJ1aBbl B COOTBETCTBUU C 3a/1adyamMu paboThl. Jlaercs
OTIpeieIeHNE MOHATUSAM HCCIEyEeMBIX SBICHHH M MPOIECCOB,
PAcCKpBIBAIOTCS MX CYIIHOCTh M OCOOCHHOCTH. B HeOoboi
paboTe yacTH MOTYT HE BBLAEIATH, HO KaXKJas HOBAs MBbICIb
obopmiieTcss B HOBBIM abO3arl. 3akiaioueHue umeer Gopmy
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Ne | camocTOSTENbHOI MeTtoanyeckue peKOMeHIAIUN [IJISl CTYAE€HTOB
padoThI
BbBIBOAOB, COOTBCTCTBYIOIIUX OSTallaM HCCICAOBAHUA, WA
dbopmy pe3rome.
[MoaroroBka k OcHOBHOE B MOJATOTOBKE K Cllade IK3aMEHA - 3TO MOBTOPEHUE
JK3aMEHY BCEro Marepuanga y4yeOHOW JUCIHMIUIMHBL, IO KOTOPOMY

HEOOXOIUMO claBaTh dk3aMeH. [lpu mOAroToBKE K cHaye
JK3aMeHa oOy4Jaroruiics Bech 00beM palbOThl JIOJDKEH
pacupeacsiATb PaBHOMCPHO 1O JHAM, OTBCACHHBIM  JUJIA
MOJATOTOBKH K JK3aMEHY, KOHTPOJIUPOBATh KAXKIBIH JICHb
BBITIOJTHEHNE HAMEUCHHON pabOTHI.

9.IlepeyeHb  MHPOPMANMOHHBIX  TEXHOJIOTHH,  HCHOJb3yeMbIX  IPH
OCYIIeCTBJIEHUH 00pPa30BaTeJIbHOTO Mpolecca MO JAUCHHUILVIMHE, BKJIOYAs
nepeyeHb MPOrpaMMHOr0 obecrevyeHUusi 1 MHGPOPMANMOHHBIX CHPABOYHBIX
cCUCTEM
O6yuaronumes o OIIOIT obecnieyen A0CTyI K ydeOHOMY IUIaHy, pabouei
nporpaMMe JTUCHUIUIMHBI B 3JIEKTPOHHON (hopme, K 3IEKTPOHHO-OMOIMOTEUHOU
CUCTEeME WHCTUTYTa, CoOJAepXkameld yd4eOHO-METOMUYECKUE MaTe-pUaibl TI0
JTUCIUIIIMHE B DJIEKTPOHHOW ¢dopme, K HMHPOPMAIMOHHBIM  CIPABOYHBIM
CHUCTeMaM, KOTOpbI€ WCIIOJNB3YIOTCSA TPH OCYIIECTBICHUH 00pa30BaTeIbHOTO
mporecca Mo JAMCHUIUIMHE, TOCPEICTBOM  3JIEKTPOHHOW HMH(OPMAIMOHHO-
o0pa30BaTeNbHOM Cpeibl MHCTUTYTA U3 JIFOOOH TOYKH, B KOTOPOW MMEETCs JO-CTYTI
K MH(QOPMAIMOHHO-TEIEKOMMYHUKAIMOHHON ceTu «MHTepHeT» (Www.mgik.org);
X071 00pazoBaTeNBHOrO TpoIlecca MO AUCIHUILIUHE (PUKCHUPYETCs] MOCPEICTBOM
3IIEKTPOHHOMN nH(}OPMaLIMOHHO-00Pa30BaTENBHOM Cpensl WHCTHUTYTa
(www.mgik.org); obecriedeHO (GOPMHUPOBaHHWE DIIEKTPOHHOTO  TOPT-(Hosro
oOydaromerocss Mo AWCIUILIMHE MOCPEICTBOM JJICKTPOHHOW HH(POPMAIIMOHHO-
o0Opa3oBaTeNbHOI cpebl HHCTUTYTa (Www.mgik.org).
[Ipu ocymecTBieHNH 00pa30BaTENLHOTO TIpoIecca MO  IUCIUIUIMHE
UCIOJIB3YETCsl CIEAYIOIIEE IMIEH3MOHHOE TPOrpaMMHOE 0OecTieueHHE:
— Omnepammonnas cuctema Windows 7 Professional
[TakeT OpUCHBIX MPOTPAMM:
— Microsoft Office 2016 Word
— Microsoft Office 2016 Excel
— Microsoft Office 2016 PowerPoint
— VYue6nsie miansl BO u YII BIIO
AHTUBUPYCHBIEC TPOTPAMMBI:
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— Kaspersky Endpoint Security
Hpyroe I10:
— Mozilla Firefox
[Ipu ocymecTBieHNN 00pa30BaTENLHOTO TIpoIecca TO  JUCIUIUIMHE
UCIIOJIB3YIOTCS 3JIEKTPOHHO-OMOIMOTEUHBIE CUCTEMBI:
— DnekTpoHHO-OubIMoTeuHas cuctema «Jlanb»: https://e.lanbook.com/
— Dnektponnas 6ubnuoreka «HOpait» https://biblio-online.ru/
— Hayunas AIIEKTPOHHAS oubMoTeKa:
https://elibrary.ru/projects/subscription/rus_titles open.asp

Hoctyn B ObC:
e  3BC HO-paunt
e JBCJ/IAHb

e SBCIPR Media
e 3BC PYKOHT
e 3BC Hekcmeama (YHMBepcUTETCKan BUBAMOTEKA OHNAMH)

HeorpannyenHbIM 4OCTYII 1715 3apETUCTPUPOBAHHBIX IIOJIb30BATENIEH

10.0nncanne MaTeprajbHO-TEXHUYECKOH 0a3bl, HEOOXOAUMOM Il
OCYIIeCTBJIEHHsI 00Pa30BaTEJIbHOI0 MPoLecca Mo AMCIUIJINHE

V4yeOHbIE 3aHATHS II0 JUCHUITTINHEC I[OKYMeHTOBeI[eHI/Ie IMPOBOJATCSA B
(02) (5714741001105 D:¢ 060py,Z[OBaHHLIX y‘IC6HBIX Ka6I/IHCTaX, OCHAIICHHBIX

COOTBCTCTBYIOIIIUM 060py,ZLOBaHI/ICM " IIpOorpaMMHbIM oOecreYeHUEM:

Tabnuya 12

HaumeHoBaHue 000py10BAHHBIX Y4eOHbIX KAOUHETOB, 00bEKTOB

JJIS1 IPOBeAeHN S MPAKTHYECKUX 3aHATHH € MepeYHeM OCHOBHOI'O
00opya0BaHMs ¥ NPOrPAMMHOI0 odecrevyeHust

Bup y4yeOHbIX 3aHATHI
0 JUCIHUILINHE

SaHATHSA TEKIIUOHHOTO
[ToTouHast ayaguTOpus, OCHAIIICHHAs! TPOCKITMOHHBIM 000PYI0BaHHEM

Tuna
3aHSATUS CEMUHAPCKOTO
e [TorouHas aynuTOpHs, OCHALEHHAs POEKIIMOHHBIM 000py10BaHUEM
CamocrosTenbHas pabora
HayuHo-TexHnueckas OubanoTexa
CTY/EHTOB

11 O6ecnieuenne  oOpa3oBaTeIbHOrO  Tpollecca JUISL  JIMI[  C
OrpaHUYCHHBIMU BO3MOKHOCTSIMH 3JI0POBBS 1 HHBAJIHJIOB.

B xoxe peanuzanuu qUCIUTIIMHBI UCTIONB3YIOTCS CIASAYIOMNE JOTIOTHUTETHHBIC
METO/Ib OOYYEHHS, TEKYIIET0 KOHTPOJISI YCIIEBAEMOCTH U TTPOMEKYTOUHOM
aTTeCTAIlMM O0yYarOIINXCS B 3aBUCUMOCTH OT UX WHANBUYATbHBIX
0COOEHHOCTEN:
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07151 CIIenbIX U CLAO0BUOSUUX:

- TIeKIMK 0()OPMIISIFOTCS B BHJIE 3JICKTPOHHOTO JJOKYMEHTA, IOCTYITHOTO C
MTOMOIIIBIO KOMITBIOTEPA CO CIIEIMAIN3UPOBAHHBIM ITPOTPAMMHBIM 00CCIICUCHUEM;
- MUCHbMEHHBIC 3a/IaHKS BBIMOJHAIOTCS HAa KOMITBIOTEPE CO CIICIUATU3HPOBAHHBIM
IPOrPaMMHBIM 00ECIICYCHUEM, HITH MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- oOecrnieurBaeTCsl MHANBUYaIbHOE paBHOMEPHOE OcBelieHre He MeHee 300
JIIOKC;

- JIJIS1 BBITIOJTHEHUS 3a/IaHMsI TP HEOOXOAMMOCTH MPEA0CTABIISICTCS
YBEIMYHUBAIONIEE YCTPONCTBO; BO3MOKHO TAK)KE MCIIOIH30BaHUE COOCTBEHHBIX
YBEITMYHUBAIONIUX YCTPOUCTB;

- MAChbMEHHBIC 3aTaHMs O(POPMIISIOTCS YBETUYCHHBIM MIPUPTOM;

- 9K3aMEH 1 3a4€T MIPOBOJIATCS B YCTHOM (hOpME MITU BBITIONHSIIOTCS B TUCEMEHHOMN
dbopme Ha KOMITHIOTEPE.

OJ151 27LYXUX U CAADOCILIUAUYUX!

- IeKIMH 0(DOPMIISIIOTCS B BHJIE DJICKTPOHHOTO JIOKYMEHTA, JIM0O MPEIOCTABISACTCS
3BYKOYCHJIMBAIOIIIAS anmapaTrypa HHIUBHIYaTbHOTO MOJb30BAHMS;

- MICHbMEHHBIC 33/IaHMSI BHIMOJTHSIIOTCS HA KOMITBIOTEPE B MTUCHMEHHOU (hopMme;

- 9K3aMEH 1 3a4€T MPOBOJISATCSA B MUCHhbMEHHOM (pOopME Ha KOMITBIOTEPE; BO3MOKHO
poBeeHrEe B opMe TECTUPOBAHUSI.

OJ1s 1Y C HAPYUWEHUAMU ONOPHO-08UAMENbHO20 ANnapama.

- IeKIIUU O(hOPMIIIOTCS B BHJIE DJIEKTPOHHOTO JJOKYMEHTA, IOCTYITHOTO C
MIOMOIIIHI0 KOMIIBIOTEPA CO CTICMATN3UPOBAHHBIM MPOTPAMMHBIM 00ECIICYCHUEM;
- MACbMEHHBIC 3a/IaHUs BHIMOJIHIIOTCS Ha KOMITBIOTEPE CO CHEIHATN3UPOBAHHBIM
IPOrpaMMHBIM 00€CTICYCHHEM;

- 9K3aMEH U 3a4€T MPOBOJATCS B YCTHOM (pOPME HIIM BBIMOIHIIOTCS B MUCHbMEHHON
dbopmMe Ha KOMITHIOTEPE.

[Tpu HE0OXOIMMOCTH MIPEeTyCMAaTPUBAETCS YBETUUCHUE BPEMEHH JIJIsl TOJATOTOBKHU
OTBeTA.

[Tpoueaypa npoBeneHus IPOMEKYTOUHOM aTTECTAIIMH JIJIsl 00YYarOIINXCs
yCTaHaBIMBAETCS C YIETOM UX MHAUBUAYAIbHBIX ICUXO(PU3NIECKUX
ocobenHocteil. [IpomexyTodHast aTTecTaris MOKET MTPOBOIUTHCS B HECKOJIBKO
ITAIoB.

[Tpu mpoBeneHNYU MPOIEAYPHI OLIEHUBAHUS PE3YIbTATOB O0YUCHHS
pelyCMaTPUBAETCS HCTIOIh30BaHNE TEXHHUECKUX CPEJCTB, HEOOXOINMBIX B
CBSI3M C MHANBUIYAIBHBIMU OCOOCHHOCTSIMH O0YYArOMIMXCS. ITU CPEJCTBA MOTYT
OBITh IPEOCTABICHBl YHUBEPCUTETOM, HJIM MOTYT HCITOJIb30BAThCS COOCTBEHHBIC
TEXHUUYECKUE CPEICTBA.

[TpoBenenue npoierypsl OLEHUBAHUS PE3YIbTATOB 00YUEHUS JOMYCKAETCS C
UCIOJIb30BaHUEM JUCTAHIIMOHHBIX 00Pa30BATEIbHBIX TEXHOIOTHIA.
ObecneunBaeTcs 10CTyN K HHGOPMAIIMOHHBIM B OMOIMorpaduueckiuM pecypcam B
cetu IHTepHET U1t Kask0oro ooydaromierocs B popmax, aIanTUPOBAHHBIX K
OTPaHUYEHUSM UX 3/I0POBbS U BOCTIPUSATHS HHPOPMAIIIH:

07151 CIIenbIX U C1AO0BUOSUUX:

- B IeYaTHOH (hopMe YBETMUYCHHBIM MIPUPTOM;
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- B (hopme 3IeKTPOHHOTO TOKYMEHTA;

- B hopme ayaunodaiina.

OJ151 27LYXUX U CAADOCILIUAUUX!

- B me4atHoO# dopme;

- B (hopMe 3IIEKTPOHHOTO JOKYMEHTA.

JUTSE OOYYAFOIIUXCS C HAPYIMICHUSMH OITOPHO-/IBUTATEIILHOTO aIliapaTra:
- B Me4aTHoO# dopme;

- B (hopme 3IeKTPOHHOTO TOKYMEHTA;

- B hopme ayanodpaiina.

VY4eOHbIe ayAUTOPUH JJI BCEX BUIOB KOHTAKTHOM M CAMOCTOSITEIbHON pabOTHI,
Hay4yHasi OMOIMOTEKa U MHBIE TIOMEIICHHUS JIJIs1 00yUYSHUS OCHAIICHBI
CHEIMAIBHBIM 000pYI0BaHUEM U YI€OHBIMA MECTAMH C TEXHHUECKUMHU
CpeICTBaMHU OOyUYCHUSI:

07151 ClIenvixX U ClaO0BUOSIUUX:

- YCTPOKCTBOM JJIs1 CKaHUpOBaHUs U uTeHus ¢ kamepoid SARA CE;
- nucmieem bpaiins PAC Mate 20;

- npuHTepoM bpaiinsg EmBraille ViewPlus;

OJ151 27IYXUX U CNAOOCTBIUAUUX:

- aBTOMAaTH3UPOBAHHBIM PA00OYUM MECTOM JIJISl JTFOJICH C HApYIICHUEM CITyXa U
c1aboCIbIIAITNX;

- aKyCTHYECKHUI YCUITUTEh U KOJIOHKH,

JUTs1 O0Y4arOIMUXCS ¢ HAPYIIEHUSIMHA OMTOPHO-ABUTATEIILHOTO arapara:

- IEPEIBMKHBIMH, PEryIUPYEMbIMU dproHoMudecKkuMu naptamu CU-1;

- KOMITBIOTEPHOW TEXHUKOW CO CTICIIMAIBHBIM ITPOTPAMMHBIM 00eCTIeYCHUEM

Pazpabotano B coorBerctBuM ¢ TpeboBanmsimu PI'OC BO mo HampaBieHUIO
46.03.02 JIokyMEHTOBEICHHUE U APXUBOBEICHUE)

Pazpabotumnk: crapmmii mpemnogaBatens lluuymkuna Taresna MuxaiiaoBHa
(®NO)
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