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

Lens qUCIUTIIMHBIL:

U3YYCHHE 3aKOHOMEPHOCTEH JOKYMEHTOOOpa3OBaHWs, CKIAABIBAHUS W PA3BUTUS CHCTEM
JIOKYMEHTAIIUN, TEOPETUYECKUX W TPAKTUUECKUX MPOOJIEM CO3MaHHS JOKYMEHTOB OpraHaMH
TOCYIapCTBEHHOW  BIACTH, MECTHOTO CAMOYIpAaBICHUS W  OpPTaHM3alMsIMH  JIF000i
OpraHU3aIMOHHO-TIPABOBOU (POPMBEI.

3amayn:

- TIOKa3aTh B3aUMOCBS3b HH(OPMALINY U JOKYMEHTA,

- TPOCIEIUTHh HBOJIOLMIO JOKYMEHTa, KaKk HOCHUTeNlsl MH(pOpMaluu, pa3BUTHE CIIOCOOOB
JOKYMEHTHUPOBAHUS U MaTepuaioB it pukcanuu nHGpopMaImm;

- NpOaHaAIM3UPOBATh MPOLIECC CKIAAbIBAHUS U pa3BUTHS (POPMYIIsipa JOKYMEHTA;

- TPOAHAIM3UPOBATH MPOLECC CKIAABIBAHUS U PA3BUTUSI CUCTEM JIOKYMEHTALIUH;

- BBIABUTH M TOKa3aTh TEHAECHUUU YHHU(PHUKAIUHU, CTAHAAPTU3ALMH U KIacCU(UKAIMK KaK
OTIIEBHBIX (POPM TOKYMEHTOB, TaK M CHCTEM JOKYMEHTAIINH B IIEJIOM;

- TOKa3aTh COBPEMEHHbIE TPeOOBaHUS K COCTABJICHHUIO U O(DOPMIIEHUIO JTOKYMEHTOB; —
MPUBUTH HABBIKM aHAJIW3a IOKYMEHTA;

- TPUBUTH HAaBBIKK COCTaBJIEHUS JIOOBIX BHAOB JOKYMEHTOB M MPOEKTUPOBAHUS
YHAPUITIPOBAHHBIX dbopm JIOKYMEHTOB, CUCTEM JIOKyMEHTAIlUU u
MH(OPMaLMOHHOJOKYMEHTAIIMOHHON CUCTEMBI YUPEXKICHUS B LIETIOM.

JucnunnuHa (Mo0y/ib) HanpaBiieHa Ha (OPMHUPOBAHUE CISTYIOMNUX KOMITETCHITHN:



®opmupyeMble
KOMIIETCHIIUH

NuaukaTopbl KOMIIETEeH Uit

IlnannpyemMblie pe3yibTaThl
0o0yueHUsI MO TUCHUILINHE,
XapakTepu3yume 3Tanbl

¢dopmupoBaHusi KOMIIETEH NI

OIIK-2. Cnocoben
HAXOJIUTh
OpraHU3aHOHHO-
YIpaBICHYECKUE
pEeLICHHS [IPU PEIICHUU
3amad B cepe cBoeit
npodeccruoHaTEHOM
JIeSITEIbHOCTH

OIIK -2.1. 3HaeT OCHOBHBIE COBPEMEHHBIE
poOJIEMBI TOCTPOEHUSI CHCTEMBbI
JIOKYMEHTAIHOHHOTO 00ECIICUeHHUS
YIpaBICHUS ¥ apXUBHOTO JeTa

3HATBH: COBpEMEHHBIC IPOOICMBI
JIOKYMECHTAI[HOHHOTO 00CCIICUCHUS
yIpaBIIEHUS U ApXUBHOTO Jeia
YmeTh: pemath mpodecCHOHATbHBIE
3a/1a49¥ B chepe JOKYMEHTAIIMOHHOTO
obecrieueHns yIpaBIeHUs U ApXUBHOTO
nena

Baagern: HaBBRIKAMH OIICHKH
COBPEMEHHOT'O COCTOSIHUS CUCTEMBI
JIOKYMCHTAIHOHHOTO 00CCIICUCHUS
yOpaBJIeHUS] U apXUBHOIO Jieia

OIIK-2.2. Opranu3oBsiBacT padboTy
oipa3iesieHuit B cepe
JIOKYMEHTAIUOHHOT'O 00CCIICYCHUS
yIPaBJICHUS U APXUBHOTO JeJia

3HATB: NOPSIOK PabOTHI CITYKO
JOKYMEHTAI[IOHHOTO 00eCIeYeHNU s
YIPaBJICHUS U apXUBOB

YMeTh: perilaMeHTHpoBaTh paboTy ciryx0
JIOKYMEHTAI[HOHHOTO 00eCHeYeHuU s
YIPABJICHUSI U apXUBOB

Buiiajgerb: HaBbIKAMU OpraHU3aLUH
paboThI ToIpa3aesieHni B cdepe
JOKYMEHTAI[HOHHOTO 00eCIeYeHuU s
YIpaBJICHUS ¥ apXUBHOTO Jiejia B
COOTBETCTBUH C HOPMATHBHBIMHU
TpeOOBaHUSIMHU

OIIK -2.3. Pemaer ynpaBaeHuUeCKUe
3a71a4M B chepe NTOKYMEHTaMOHHOTO
obecrieueHHs! yIpaBJICHHsI 1 ApPXUBHOTO
zena

3HaTb: GYHKIMH ITOApa3eieHuil B cdhepe
JOKYMEHTAI[IOHHOTO 00eCIeYeHNU s
YIPAaBJICHUS U apXUBHOTO Jeja

YMeTh: BHINOJIHATH PadoOTy 110
JOKYMEHTAILJHOHHOMY 00ECIIeYeHHIO
YIIPABJICHUS U apXUBHOMY XPaHEHUIO
Baanern: HaBbIKaMU BEIOOpa HanboJiee
OIITHMAJIBHOTO PEILCHUS yIPaBICHIECKHX
3a1a4 B cepe TOKyMEHTalMOHHOTO
00ecIe4eHH s YIIPABICHNS U ApPXUBHOTO
Jerna

OIIK-3. Cnocoben
MPUMEHSTh
TEOPETUUECKHE 3HAHUS
JUTSL pEICHUs
[IOCTaBJICHHBIX 331324 B
obnactu
JIOKYMEHTOBCIACHHUS U
APXUBOBEICHUS

OIIK -3.1. Ucnons3yeT Hay4HO-
METOIUYECKHE TTOIXO0/IbI K TIOATOTOBKE
JIOKYMEHTOB, B paboTe ¢ JOKYMEHTaMH, B
OpraHHU3alK XpaHEeHN S,
KOMIUIEKTOBAHHMS, YUeTa 1
UCIIONB30BAaHMS JOKYMEHTOB

3HATh: TEXHOJIOTHIO JOKYMEHTALMOHHOTO
00eCreueHHs YIIPABICHHUS U apXUBHOTO
XpaHEHUs! JOKYMEHTOB

YMeTh: NPUMEHATh TEOPETUUECKHE
3HaHUSI 110 TOKYMEHTOBEJICHUIO U
apXMBOBEICHUIO NIPH TTIOATOTOBKE
JOKYMEHTOB, paboTe C JOKyMEHTaMH,
OpTraHU3aINH UX XPaHECHHUS,
KOMIUICKTOBAaHUS, YUeTa U MCIIOJIE30BAHUA
Baanersb: Hay9HO-METOIMYECKIMHA
MOX0IaMH TOKYMEHTHPOBAHUS U PaOOTHI
C JOKYMEHTaMH B JIEJIONPOU3BOJICTBE U
MPY OpPTaHU3AIMH UX XPAHCHUS




OIIK -3.2. IIpuMeHsieT TeopeTuYeCKre 3HATh: TEOPETHUUECKHUE OCHOBBI

3HaHUS B cepe JOKYMEHTOBEICHHS 1 MOCTPOCHHUS CHCTEMBI IOKyMEHTAIIHOHHOTO
ApPXUBOBEJCHUS B IPOPECCHOHANBHON obecrieueHns yIIpaBICHUA U ApXUBHOTO
JIESITETFHOCTH nena

YMeTh: MPUMEHSTh TEOPETUIECKUEC
3HAHMS 110 JOKYMEHTOBEICHUIO
apXMBOBE/ICHUIO B MPAKTHYECKOM
JICSITETIBHOCTH

Bnamers: HaBbIKaMU aHAJIM3a TOCTAHOBKU
JIOKYMCHTAIIHOHHOTO 00CCIICUCHUS
YIpaBJICHUS W APXUBHOTO JIe)Ia HA OCHOBE
TEOPETUICCKUX 3HAHUMN

OIIK -3.3. Hcnonp3yeT B3aUMOCBA3U 3HATB: CMEXHBIE C JOKYMEHTOBEICHUEM U
JOKyMEHTOBEJICHUS U apXUBOBEACHHS CO | apXMBOBEJCHUEM HAaYUHbIE JUCLHUIUIMHBI
CMEXHBIMU HayKaMH U Hay4YHBIMH YMeTh: BBIABIATE B3aUMOCBS3H MEXIY
JHCIUIIMHAMEA JOKYMEHTOBEACHHEM, APXUBOBEACHUEM H

JIPYTAMH HAyYHBIMHU TUCIUIUTHHAMHI
Baaners: HaBBIKAMH HHTEPIPETAINN
3HaHUI B 007aCTH CMEXHBIX HAYIHBIX
IUCHIWIUIMH TP PeIIeHIH 3a7ad B cdepe
JIOKYMEHTOBEACHHUSI U apXUBOBEICHHUS

2. MecTto nucuuiuiaHbl B cTpykrype OIIOII BO:

VYuebnas guctnumimHa b1.0.23  JlokyMeHTOBEIEHHE peaau3yercs B
BapUATUBHOMN YaCTH, U3y4aeTCs B IEPBOM CEMECTPe Ha OYHOW M 3a04HON (hopmax
00yueHus.

JMucuumiuna b1. O.23 JlokyMeHTOBeIeHHE SIBISIETCS IPEALIECTBYIOIIEH JIIst
muciuiinH «OpraHu3anuss ¥ TEXHOJOTHUS JIOKYMEHTAIlMOHHOTO 00eCTeueHUs
yhnpasienus»,  «JlokymeHTtoBenenue», «OpraHuzalmoHHO-UH(DOPMAIMOHHOE
obecrieueHre NeATEILHOCTH PYKOBOAUTENsD», «MH(POpPMAIMOHHBIE TEXHOJIOTHU B

JAOY u apxuBHOM A€me».

3. O0beM OUCHUIVIMHBI B 3a4€THBIX €IUHHMIAX C YKa3aHHMEM KOJHYecTBa
aKaJieMU4eCKNX 4YaCOB, BbIJIeJIEHHBIX HA KOHTAKTHYI0 padoTy 00y4aromuxcs ¢
npenogaparejeM (M0 BHAAM 3aHATHII) M HA CaMOCTOATEJbHYI0 PadoTy
o0y4yaromuxcs

OO6mr1ast Tpy10EMKOCTh TUCITUTIIIMHBI COCTABIsIeT 4  3a4€THBIX €IMHMIIBI,
144 gac

[To Bugam y4eOHOH JIEATCIHHOCTH JHCHUIUIMHA pacIpeneicHa CIICTYIOIuM
obpazom:

- 111 09HOM (hopMBbI OOyUECHUS
Tabnuya 2

5



Bunpr yueOHOM neaTenbHOCTH CemecTphbl

Bcero 1
KonrakTHas padora 78 78
00y4aoIuXcs
B TOM YHCIIC:
3aHATHS JCKIIMOHHOTO THTIA 34 34
3aHATHS CEMHUHAPCKOro THNA 34 34
I/IHI[I/IBI:II[yaJ'II)HI)Ie U IPYTHE BUIBI 10 10
3aHATUH
['pynnoBbie KOHCYJIbTALUN
CamocrosiTesibHAs padoTa 21 21
DopMa NIPOMeKYTOUHOMI 45 Oxsamen
arTecTaumMu
OO61mas TpyA0eMKOCTh 144 144
qac

4 4

3.€.

JUTS 3a09HOU (hOPMBI 00yUEHUS

Tabauya 3

Bunbr yueOHoiA CeMecTphl

JeITeIbHOCTHU Bcero 1 2
KonrakTHasa padora 40 20 20
00y4aIoIIUXCsl
B TOM YHUCJIE:
3aHATHS JEKIIMOHHOTO TUTIA 20 10 10
3aHATHS CEMHUHAPCKOTO 12 5 6
THIIA
NuauBunyanbHbIE U ApyTHE 8 4 4
BH/JIbI 3aHATHHA
['pymnmoBbie KOHCYNIBTAIUU
CamocrosiTesibHas padoTa 95 52 43
®opMa NPOMEKYTOUHOM 9 9K3AMEH
aTTecTalnu
OO6mast Tpy10eMKOCTh 144 79 79
qac

4 2 2

3.€.

4.ConepkaHue JUCHUILVIMHBI, CTPYKTYPHMPOBAHHOE MO0 TeMaM ¢ YKa3aHHeM
OTBEJIEHHOT0 HA HHUX KOJHYECTBA aKAJAeMHUYECKHX YaCOB U BHIA0B y4eOHBIX
3AHATHN

Dopma obyueHus: ouHas



Ne | Pa3gen QuCIUILINHEI Bunnr yaeOHol | Dopmbl TEKYIIETro
paboThl,  BKJIIOYAs | KOHTPOJIA
i/ & | CAMOCTOSTEIIbHYIO YCIIEBa€MOCTH (mo
n 2 | paboTy CTYICHTOB U | HEIETIM  CEMECTpa)
§ S | TpymoemkocTh (B | Popma
3 = | acax) POMEKYTOUHOM
§ C:, . o aTTeCTaluU (o
= = S| s & g % cemMecTpam)
3|8 = |E |g3¢8
5|2 E138 |25%
o | = = o O F &
1 [Ipenmer, conepxanue, 2 2 OTBETHI HA BOMPOCHI
3a1a4u Kypca.
Hcrounnkn u
JTuTepaTypa
2 JlokymeHT, €ro 2 2 cobeceoBanme
IIPU3HAKU, CBOMCTBA U
byHKIUHA
3 | Croco6s1 20 |2 2 5 TectupoBanue
JIOKYMEHTHUPOBAHUS pe3eHTaluN
4 CrpykTypa IOKyMEHTa 10 2 2 PyGexxHbIif KOHTPOITH
DopmyJisip TOKYMEHTa
U €r0 COCTaBHBIC YaCTH
5 Coznanue M pas3BUTHE 20 2 2 6 TectupoBanue
TPaIULUOHHON (OPMBI pe3eHTaluN
JOKYMEHTa
6 Dopmysisap 28 8 10 2 TectupoBanue
COBPEMEHHOT'0 MPAKTUIECKHE
YIPABICHIECKOTO paboTsl
JOKYMEHTa
7 TekcT JoKyMeHTa 14 2 2 2
8 | Cucremsl 2 2 PyOexHbIil KOHTPOJIB
JIOKYMEHTaIUH.
CkrnaaplBaHHE CUCTEM
JIOKYMEHTaIUH.
YHupHUIupoBaHHbIE
CUCTEMBbI
JIOKYMEHTAIuU
9 OpraHu3aloOHHO- 36 8 16 2 TectupoBanue
pacnopsiAuTeNbHbIE U MPAKTUIECKHE
nH(pOpMaIMOHHO- paboTsl
CIIPaBOYHbIE
JIOKYMEHTBI
10 | Mcnonb3oBaHME HOBBIX 10 4 2 2 OTBeThI Ha BONPOCHI
TEXHOJIOTHI B
JIOKYMEHTHUPOBAHUHU.
®dopma HUTOTOBOTO SK3aMeH
KOHTPOJIS
HUTOI'O: 144 |34 |34 21 + 10 y. UKP




3aouHas popma oOydeHHS:

Ne | Paznmes mUCHUIIIINHEL Bunpl yueOHo# paboThl, BKiItodas | Dopmbl
CaMOCTOSTENIbHYIO paboTy | TeKyIiero
/I Q | CTYACHTOB H TPY/I0EMKOCTh (B | KOHTpOJIA
O | yacax) yCIIEBAaEMOCTHU
% 3 5 s S:ESIGCT o
e — = & B pa)
e| £ s = c% § Lc% Dopma
§ ~ = | £ | & g g & . POMEKYTOUHON
= 2| 2| 2¢l 2| arrectanuu (10
o S o | ¥ a] O i ~ cemMecTpam)

1 JlokyMeHT, ero | 1 5 2 2 1 OTtBeThI Ha
[IPU3HAKU, CBOWCTBA H BOIIPOCHI
byHKIUHA

2 Croco0sbl 1 32 2 21 1 MPE3EeHTALUN
JIOKYMEHTHUPOBAHUS

3 CtpykTypa nmokymeHTa | | 32 |2 21 1 TectupoBanue
DopMyIsp JOKYMEHTA U
€ro COCTaBHBIE YacTu
Coznanue u pasBUTHE
TPAJUIIMOHHON (POPMBI
JIOKYMEHTa

4 Dopmysisap 1 26 |4 4 6 1 TectupoBanue
COBPEMEHHOT0 MPaKTUYECKUE
YIPABICHYECKOTO paboThI
JIOKYMEHTa

5 TekcT JoKkymMeHTa 1 5 2 2 MPaKTUYECKUE

paboThI
Bcero 3a 1 cemectp: 1 10 | 6 52 4

6 CucrteMbl 2 5 2 9 1 OTBeTHI Ha
JIOKYMEHTaIUH. BOIIPOCHI
CkrnaaplBaHHE  CHUCTEM
JIOKYMEHTaIUH.

YHupHUIupoBaHHbIE
CUCTEMBbI
JIOKYMEHTAIUU

7 OpraHu3aloHHO- 2 132 |6 4 25 1 TectupoBanue
pacnopsiAuTeNIbHbIE U MPaKTUYECKUE
nH(pOpMaIMOHHO- paboThI
CIIpaBOYHbIEC
JTIOKYMEHTBI

8 Ucnonp3oBanne HOBBIX | 2 7 2 2 9 2 OTtBeTbI Ha
TEXHOJOTHUI B BOIIPOCHI
JIOKYMEHTHPOBAHUMU.

Bcero 3a 2 cemectp: 10 |6 43 4 Ox3ameH (9 u.
KOHTPOJIb)
HUTOT'O: 144120 |12 95 8

4.2.KpaTkoe coaep:kaHue JTHCUUIJIMHBI (MOAYJIH)

Temaruka \

Coneprxkanne paszaena (TeMbl)




Tema 1.
[Ipenmer,
COJlep)KaHue, 3anadu
Kypca. Mcrounuku u
JUTEparypa.

JIOKyMEHT - OCHOBHOM OOBEKT JOKYMEHTOBEIUECKHX
uccienoBannii. Ponb JTOKyMEHTa B JKM3HHM YEIOBEKa M OOIIECTBa.
JlokymeHnTsl B cdepe TpaBa HW yhOpaBlieHHWs. BiusHMe Hay4dHO-
TEXHUYECKOM pEBOJIOLMM Ha pa3BUTHE JOKymeHTa. PasButue
dbopmymnsipa aAokymeHTa. HaydHo-mCTOpWYecKas H TpaKTHYECKas
LEHHOCTh JOKYMEHTAa. MeTobl NCCIIEIOBAHUS TOKYMEHTOBEIYECKUX
npobaem. OOmIeHayYHbIE W CHEIUaIbHBIE METOAbl. CTaHOBJICHHE U
pa3BUTHE JOKYMEHTOBEICHMS KaK HAyYHOM JUCUMUIUIUHBL. CBS3b
JIOKYMEHTOBEACHUSI C Teopued HMHQPOpMAIMH, apXWBOBEICHHUEM U
HUCTOYHUKOBENICHHEM. VIcmonp30BaHHEe JOKYMEHTOBEAECHHUEM  JI0-
CTHXEHUW MHPOPMATHUKH, UCTOPUUECKON HAYKH, TTpaBa, TUHTBUCTHKH,
TEOpPUH YOpPaBICHUS M JPYruX HAY4YHBIX AUCHUIUIMH. Poib
JIOKYMEHTOBEJICHHS B COBEPILICHCTBOBAHUY MTPOIIECCOB YIIPABIICHUS.

Tema 2.
JIOKyMeHT, €ero
MpU3HAKHU, CBOMCTBA U

byHKITII

[Tonstue "¢QyHkuus goxkymeHTa". 3aBUCHUMOCTH TOHSATHUS
"mokymMeHT" oOT ero ¢yHKUMU. 3HaueHUE U3Y4eHUs (QYHKUUHU
nokymeHnrta. MHpopmanyonHass (yHKIMsS JOKYMEHTa Kak CpelCTBO
3arnevarieHuss M coxpaHeHus: uHpopmarmu. ConuanbHas (yHKIHS
nokymeHnrta. KynbTypHas ¢yHknus noxymeHnTta. KomMmyHuKaTHBHas
(GyHKIMS KaK CPEJCTBO Mepeiau HH(POPMAIIHH.

VnpasneHueckass QyHKIHS M €€ 3HAUEHUE B OpraHU3aluu
ynpasinenus. IlpaBoBas ¢yukius. Dyaxmus yuyera. DyHKIUA
JNOKYMEHTa KaK HCTOPHUYECKOrO0 HCTOYHUKA. DyHKINM IOCTOSHHO
neiicTByomme ©  (QYHKUMM omepaTuBHble. Brusnue QyHKImiA
JIOKYMEHTa Ha ero cTpykrypy. [lonmnpyHKIHOHAIBHOCTh TOKYMEHTA.

Tema 3.
Croco0sl
JIOKYMEHTHUPOBAHUS

[lonsitTne  «cmoco®  TOKYMEHTUPOBAHMS»,  «CPEICTBO
JOKYMEHTUPOBAaHUSA», «CUCTEMA JOKYMEHTHUPOBAHHSA».  OTallbl
pa3BUTHUS CIOCOOOB JOKYMEHTHUPOBAaHHUA. TpaJulIMOHHBIE CIIOCOOBI
JOKYMEHTUpOBaHHs. MexaHuyeckas 3anuch. DOUTOXUMUYECKUN
cnoco6 nokymeHTHpoBaHus. KunogokymentupoBanue. CoBpeMEeHHbIE
CHoCcOOBl  JTOKyMEHTHpPOBAaHUS. MarHuTHas, 3JIEKTPOMarHuTHasd,
ONTHUYECKasi U MarHUTOONTHYECKas 3anuch. ['omorpadus.

3HaKOBbIE CUCTeMbl HX Kiaccuukanus. CHCTEeMbI 3aIHCH.
Crenorpadus. [lludposanue.

Hocutenu wundpopmanuu. J[IpeBHeimue wMarepuanbl s
nucbMa. M3o0perenue Oymaru. CpenctBa W Opyaus NMHUCbMa U UX
BJIMSIHHAE Ha pa3BUTHE rpaduky NUChbMa. PydyHble muiymme cpeacTsa.
TexHuueckne  CpeacTBa  NUCBMEHHOIO  JOKYMEHTHUPOBAHMS.
KomnbioTepusie HocutTenu uHbopMmanuu. BiusHue HOcHUTENs
uH(pOpMalMU Ha JI0JITOBEYHOCTh U CTOUMOCTH JIOKyMEHTA.

Tema 4.
CrpykTypa
JOKYMEHTA.
DopMmyirsp
JIOKyMEHTa U
COCTaBHBIE YaCTH

€ro

[Tonsstue  «pexBuszut». [lOCTOSIHHBIE W NEPEMEHHBIE
pexkBu3uThl. llonatue «popmymnsip pokymenTta». OcobeHHOCTH
dopMyInsgpa TOKYMEHTOB, MOJIYyYEHHBIX PA3IMYHBIMU CHOCOOAMHU
JIOKYMEHTHUPOBaHUS (TEKCTOBBIMH, MAIITMHHBIMH, KHHO-, (OTO-, POHO-
, TeXHU4YeCKHMMH). VHIMBHUIyadbHBIH M TUIOBOH (QOPMYISp IOKY-
MeHTa. @opMyIsip-oOpaserl, ero 3a1ay B yHU(PUKAIMU TPeOOBaHUN K
PEKBU3HUTAM JIOKYMEHTA U UX PACIIOJIOKEHHUIO.




Tema

5.

Coznanue u pa3BuTue

TPaJIULIMOHHOMN
(hOpMBI TOKyMEHTa

®opmynsap TekctoBoro aokymenta XVI - XVII BB. Bnusinue
TpaaIMlMid W 3aKOHA Ha CKIaJgpiBaHue (QopMyssipa TOKYMEHTA.
Crneuunduxa o003HaUeHNS HAUMEHOBAHUS BUJA JOKYMEHTA, yKa3aHUE
aBTOpa M cocraBuTens JokymeHta. (OOo3HaueHHe ajpecara.
Oco0eHHOCTH JAaTUPOBKHU JTOKyMEHTa. MecTo u XapakTep MOAMUCEi
JOKYMEHTA, «CIPaBbl» M «IPUIUCU», ABTOPCKAasl MOANUCH. Buubl
neyareid. OTMETKH Ha JOKyMEHTax. TpagullMOHHO CJOKUBIIAACS
CTPYKTYpa TEKCTa U OCOOCHHOCTH M3JIOKEHHSI  COJCpKaHUs
Pa3JINYHBIX BUJIOB JOKYMEHTOB.

®opmyisap TekcroBoro nokymenra XVIII B.

3aKOHOJATENbHBIE U HOPMATHBHBIE AKThl O COCTaBICHHUU H
oopmieHnn TOKyMeHTOB. BiusHue uepapxuu "Bracteid u Mect" Ha
pa3BUTHE BUAOB U pasHOBUHOCTENH. OO03HaUEHNE aBTOPA U €r0 MECTO
B opMyJIsipe TOKyMEHTA.

Tekct nokymenta. Ponb 3akoHonmarenbHbix aktoB XVIII B. B
YHH(PUKAIIUN TEKCTa OMPEIEICHHBIX BUIOB JOKYMEHTOB. 3aroJIOBOK K
TEKCTy, ero HazHadeHue u Mecto. Ckpema. Iledatm u mnpaBuia
noyiib30BaHusg MMU. OTMETKH, HUX BHJbl, Ha3HAYEHHE U MECTO B
dopmymspe.

dopmyiisap TekcToBoro nfokymenta XIX - Hagana XX B.

PernamenTanus  3aKOHOJATEIBHBIMM  aKTaMU  MOpPsIKA
cocrtaBieHus U opopmiieHus 1oKkyMmeHToB. O003HaUeHHE BUa, aBTOpa
JIOKYMEHTOB, X MecTO B ¢popmyisipe. [losiBnenue Onanka.

Oco00EeHHOCTH apPEeCOBAaHMS TOKYMEHTOB U OPOPMIICHUS JaThl.
N3menenne B mopsake OQOPMIICHHS TOMANUCH PA3IUYHBIX BHUJIOB
nokymeHToB. [IpocraBienue mnewateid. XapakTep OTMETOK Ha
JIOKYMEHTaX.

CrpykTypa TeKcTa TOKYMEHTA.

OOmierocynapctBeHHasi ~ yYHU(HUKAIMsS ~ JOKYMEHTOB |
CTPYKTYpPBI TEKCTOB.

[Ipaktuyeckas paborta. Popmynsip Aokymenta XVI-nHagana
XXBB.

Tema
dopmynsap
COBPEMEHHOTO
YIPaBJICHUYECKOTO
JNOKYMEHTA

Bonpocel 10oKyMEHTHpOBaHUSI, COCTaBIEHUS U OdopmiIeHus
JOKYMEHTOB B  3aKOHOJATENbHBIX U  HOPMATUBHBIX  aKTax.
YHudukanus 10KyMeHToB. BHyTpuBuaoBas yHudukamus. Pazsurtue
YHU(QUKAIUKW W CTaHJapTH3aluu  JOoKyMeHTOB. (CoBpeMeHHbIE
rOCyJapCTBEHHBIC CTAaHIAPThI HA TOKyMEHTHl. OCOOCHHOCTH OpraHu-
3allMOHHO-pacnopsaAuTeabHbIX JTokymMeHToB. ['OCT P 7.0.97-2016
"TpeboBanust kK O0GOPMIICHUIO TOKYMEHTOB" M M3MEHEHUS K HEMY.
PekBU3UTHL, perIaMeHTHPYEMbIE TOCYAAPCTBEHHBIM CTAaHAAPTOM.

brnank moxymenrta. Bunbl 6mankoB. CoctaB OyiaHKa, MOPSIIOK
pacmojyio’)keHusi pPEeKBU3UTOB B OjaHke. brmaHku ¢ yrioBeIM U
LIEHTPOBAaHHBIM pacrosoKeHueM PEKBHU3UTOB. IIpaBuiia
KOHCTpyHpoBaHus OnaHka. brmanku ¢ u3o0pakeHHeM rocynap-
CTBEHHOTO repOa u repba cyobekTa denepanuu.

ABTOp nokymeHta. I[lopsimok o00o03HAYeHHST HAMMEHOBAHUS
OpraHu3aluy -aBTopa AokyMeHnTa. CripaBovHbIe TaHHBIE 00 aBTOpE, UX
COCTaB, pa3MelleHue Ha OnaHke. ABTOPBI JIMYHBIX JIOKYMEHTOB.
[loanuce, neyarp Kak NpU3HAKKU aBTOpA.
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Bung noxkymenTta, ero pasBuTue. Buibl JOKYMEHTOB,
orpezieNiieMble 3aKOHOIATEIbHBIMU U HOPMAaTUBHBIMH akTamMu. CBS3b
BUJIOB JOKYMEHTOB M (yHKUMH yrpaBieHus. YKa3aHHE BHIA
JOKYMEHTa, €ro MEeCTO ¥ Ha3HayeHue B (opMyJsipe JOKyMEHTa.
3aBUCUMOCTh (POPMBI TJOKYMEHTA OT €ro BUA.

O6o3nauenue anpecara. [IpaBuna HamucaHusi agpecara u
MECTO yKazaHusi azapecara B ¢opmynspe nokymeHTa. OTpaxxeHue
cdepsl neiicTBus JOKyMeHTa B ero azapecare. [lopsnok odopmienus
TOKYMEHTa C HEeCKOJIbKMMHU ajpecatamu. [lopsgok odopmiienus
IIOYTOBOTO ajpeca.

Jata gokymeHTa. 3HAauYy€HHE JaTUPOBAHUSA JOKYMEHTA.
ABTOpCKUE AaThl (COCTaBICHHE, MOANMCAHNE), 1AaThl, OTHOCSILIUECS K
coJiepkaHuto. JaTel, XapakTepu3yromue 3JeMeHTbl popmysipa. JlaTel
00paboTku nokymMeHToB. [Topsaok opopmieHus nar.

Cocras YAOCTOBEPEHUS JIOKYMEHTOB. Hasznauenue
MO CAHUS TOKyMEHTOB. [IpaBuiia moanmucu JOKyMEHTOB pa3IndHBIX
Kareropuii. Mecto moanucu B GopMyisipe JTOKyMEHTa. DICKTPOHHAS
HOJIIUCH.

Ileyatn n ux HazHayeHue. Bunpl neuyarei. ['ocynapcrBeHHas
repOoBass  me4aTh. 3aKOHOAATEIBCTBO 00  HM3rOTOBICHUH U
MOJIb30BaHUU medyaTsMu. [lopsmoK MpocTaBleHUs TMeyaTH Ha
JIOKYMEHTaX.

VYTBepxkaeHue AokymMeHToB. CriocoObl yrBepkaeHus. CocraB
rpuda yTBEpKISHUS, MOPSAIOK ero 0ohOopMIICHHS, MECTO B HOPMYJIsipe
JIOKYMEHTA.

CornacoBanue nokymeHTa. [Topsook ¥ BUABI COTIIACOBAHUS.
Bussl u rpud cormacoBanus, ux opopmiieHue, MecTo B (hopMyisipe
JIOKYMEHTA.

OTMmeTkn Ha JOKyMeHTax. VX poilb B MPOXOXKIACHUH U
WCIIOTHEHUH JOKyMEHTa, MecTo B ¢dopmyisipe mokymeHta. Ocoboe
HazHaueHue pesononnu. TpeOoBaHMe K ee COACPKAHUIO U
opopmienno. OTMETKM O B3ATUHM JIOKYMEHTa Ha KOHTpPOJb,
UCTIOJIHEHUH JOKYMEHTA U JIp.

Tema
TekcT nokyMeHTa

7.

[lonsiTHe «TEKCT AOKYMEHTa» MpU Ppa3MyHBIX CIocodax
TOKyMeHTupoBaHus. CuieHapuii TOATOTOBKHU ToKyMeHTa. Coaep:kaHue
IPOCTBIX U CIOKHBIX JOKYMEHTOB.

[Topsimok  W370KEHUS TEKCTa JOKyMeHTa. TpeboBaHus
YETKOCTH M SICHOCTM TeKcTa JoKyMeHTa. Jlormueckas CTpyKTypa
Tekcta. B3aumocBsizb  comepkaHus M (QOpMBI  TOKYMEHTA.
dopmanuzaius TeKCTa JOKyMEHTA.

OneMmeHThl  TekcTta. [loHarue '"3aronoBok  JOKyMeHTA'.
Ha3nauenue 3aronoBka, ero mecro B (opMmyinsipe IOKyMEHTa.
[TpunokeHus K TEKCTY U MOPSIOK UX 0POPMIICHHUS.

YHuuKanus JOKyMEHTa KakK OJHO M3 HampaBICHUH ero
COBEPILIECHCTBOBAHUSI. [Ipeanoceuiku YHU(PHUKALUY. Meron
yHU(DUKAIWH.

YHudukauus CTpyKTypbl TEKCTa. DIEMEHTbl (OpMallu3alkH.
DopMann30BaHHBIM XapakTEp TEKCTOB YYETHOW JOKYMEHTALUH.
YHudukamusi sS36IKOBBIX CcpencTB. DopMbl YHU(DHUKAIIMNA: THUIIOBOH,
TpadapeTHbIN TEKCTHI, TAOIUIIA, aHKETA, TPAPUKH, AUATPAMMBI.
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Tema 8.
Cucremsl
,Z[OKYMGHTaI_[I/II/I.
CkJapIBaHUE CHUCTEM
,Z[OKYMGHTaI_[I/II/I.
YHudumupoBaHHbIe
CUCTCEMBI
JIOKyMEHTAITU!

[lonstTne «cucrema noKymMeHTauuw». IIpu3HaKU CHCTEMBbI
nokymeHTaruu. OCHOBaHUS KIACCU(PUKAIIUN CUCTEM JOKYMEHTAIUH.

Hcropudeckass 00yCIIOBIEHHOCTh (OPMHPOBAHHUS CHUCTEM
JIOKyMEHTAIUH. Cucremsr JOKYMEHTAIu1 YUpEeKICHUN
JIOPEBOTIOLIMOHHOM Poccun.

Pa3BuTtHe cucreM MOKyMEHTAallUM Ha COBPEMEHHOM JTarie.
KauecTBeHHBIE HW3MEHEHHS COCTaBa M  COJIEP)KAaHUS  CUCTEM
JIOKYMEHTAIUH.

l'ocynapcrBennas cucrtema nokyMeHTanuu. OyHKIIMOHATIbHbIE
cUCTeMbI ToKyMeHTanuu. OTpacieBble U BEJJOMCTBEHHBIE CUCTEMBI U
UX B3aUMOCBSI3b.

[TonstTne «yHU(UUIUPOBAHHAS CHUCTEMa JOKYMEHTAIHI.
Pa3paboTka yHU(PUIIMPOBAHHBIX CHCTEM JOKYMEHTAIMU - HOBBIN 3Tan
B yHU(DHKAIUU WM CTaHAAPTH3AIUU JTOKYMEHTOB. XapaKTePUCTHKA
YHU(QUIIMPOBAHHBIX CHCTEM JOKyMeHTanuu. [ocynapcTBeHHBIE
CTaHJapThl Ha YHUQPUIUPOBAHHBIE CHCTEMBI. TpeboBaHUS K
noctpoeHnto  gopmynsipa  obpasma.  ONBIT  MEXIyHapOIHOM
CTaHIapTHU3aIUU TOKYMEHTOB.

[IpoekTupoBanue yHHU(PUIIUPOBAHHBIX (OPM JTOKYMEHTOB.
TunoBele cHenuanIu3upoBaHHBIE (POPMBI  TOKYMEHTOB. Metoj
coJiepkaTeIbHOM U popManbHON YHUDUKAIINHA.

OOmiepoccuiickue U oTpacieBble YHU(PHUIMPOBAHHBIE (POPMBI
JTOKYMEHTOB; YHU(UIUPOBAaHHbIE (DOPMBI TOKYMEHTOB MPEIIPUITHS.
Peructpanus yaudumupoBanueix (opm mokymeHtoB. [lopsmox
BBEJCHUS B JeiicTBUe YHUGUUIUPOBAHHBIX (OPM TOKYMEHTOB.
Anbp00oMbI popM YHUDUIIUPOBAHHBIX JOKYMEHTOB.

PermamenTtanusi cocraBa  BHJAOB M Pa3HOBUIHOCTEH
JOKYMEHTOB OTPEACIIEHHOT0 KOMIUIEKCAa IO 3aJa4aM YIPaBJICHUS.
Tabenb GpopM JOKYMEHTOB.

Tema 9.
Opranu3zanuoHHO-
pacnopsiIUTEeNIbHBIE U
MH(POPMAIIMOHHO-
CIIPaBOYHBIC
JTIOKYMEHTBI

YuudumupoBanHas cucreMa
pacropsaIuTeTbHON  JOKyMEHTAIHH.
COCTaB.

OpraHu3anvoHHblE  JTOKYMEHTHI.  [lonokeHusi,  yCTaBHhl,
WHCTPYKIIMU, TIpaBWiIa W Jp. TpeOoBaHUS K WX COCTaBICHHUIO W
0(OpPMIICHHUIO.

Pacniopsimutensabie 1oKyMeHTHI. [locTaHOBIICHHMSI, pEIICHUS,
NPUKa3bl, pacriopsHKeHUs, YKa3aHus U Jip. Ilopsiok ux cocTaBieHus U
odopmIIeHHUS.

WHdopMalnoHHO-CIIPaBOYHbIE JTOKYMEHTBI: aKThl, CIIPaBKH,
JOKJIQJIHBIE W OOBSCHUTEIbHBIC 3allUCKH, IHChMA, TEJIETPAMMBI,
tesneonorpammel. VX coctaBieHne u opopmIiieHHE.

OcobenHoct  OopOpMIICHHST JESTETBHOCTH KOJUICTHATBHBIX
OpraHoB.

OpraHU3aIMOHHO-
Oco0EHHOCTH CHCTEMEI, €€

Tema 10.
Hcnonb3oBan
e uHGOPMAITMOHHBIX

Bnusaune BHCOPCHUA BBEIYHCIATEIbHON TEXHUKHN Ha
oOpazoBaHue JOKyMEHTOB. JIOKYyMEHT B 3JEKTpPOHHOH (dopme.
[IpoGnema mpaBOBOro pexuma JOKYMEHTa, CO3JaHHOTO B
aeKTpoHHOU (hopme. OCOOCHHOCTH COTJIACOBAHUS W TIOJAMMCAHMS
9JICKTPOHHBIX JOKYMCHTOB.
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TEXHOJIOTUH B OcobenHocT co3maHust W O(QOPMIICHHSI JIOKYMEHTOB Ha
AOKYMCHTHUPOBAHUMU. KOMIIBIOTCPE: HUCIOJIB30BAHUC 6213 JaHHBIX, CO3JaHUC I_HaG.HOHOB,
TEKCTOBBIC  pPEIAaKTOPHI, CIIOBapW, NpPOBEpPKA TPAMOTHOCTH W
opdorpadpuu. CoBpeMEHHOE MPOrpaMMHOE 00ECTICUCHHUE.

S.JlepeyeHb yueOHO-MeTOAMYECKOr0 o0eceYeHHs M0 TUCHUILTHHE.

Oo0pa3oBaTe/ibHbIE TEXHOJIOTHH.

JInst  oCBOGHMS  KOMIETEHIWI  ycTaHOBIEHHbIX  DemepaibHBIM — TOCYIapCTBEHHBIM
00pa3oBaTeNbHBIM CTAHAAPTOM MPUMEHSIOTCS KaK TPaJUIMOHHBIE 00pa30BaTeIbHBIC TEXHOJOIHUH,
TaKUe KaK JICKIMOHHBIC U MPAKTUYECKHE (CEMUHAPCKUE) 3aHSTHSI, MOIrOTOBKA pedepaToB, a TaK ke
OJICKTPOHHAA I/IH(l)OpMaHI/IOHHO-O6pa30BaTeJ'IBHa${ cpeaa.

[Ipouecc mM3ydyeHUs MUCHUIUIMHBI TPEIyCMaTpPUBAeT KOHTAKTHYIO (paboTa Ha 3aHATHIX
JICKIIMOHHOTO U MPAKTUYECKOTO THITA) M CAMOCTOATEIBHYIO PaboTy 00yJaromerocs.

Ha 3aHATHAX JIGKIIMOHHOTO TUIIA W3JIaraloTCsl TEMbI AUCHUILUINHBI, IPETYCMOTPEHHbBIE
pabodeil mporpaMMoii, aKIIEHTUPYETCsl BHUMaHUE Ha HanOoJyiee MPUHIUIUAIBHBIX U CIOXKHBIX
BONpOCax AMCLUMIUIMHBI, YCTAaHABIMBAIOTCS BOMPOCHI I CaMOCTOSITENIbHON MPOpPabOTKH.
KoHncrniekt neknuii siBnsieTcss 0a30i Mpu MOATOTOBKE K MPAKTUYECKUM 3aHATHSM, a TaKXKe
CaMOCTOATEJIbHON HAYYHOU JAESATEIbHOCTH.

Ha mpakTudeckux 3aHSITHIX MO JAUCHUIUINHE «J[OKYMEHTOBEIECHHE» HCIOIb3YIOTCS
cienyromye GopmsI,

- U3yYCHHE TEOPETHYECKOr0 MaTepuaia IUCHUIUIMHBI Ha JIEKIUAX C HUCHOJIb30BaHUEM
MYJIbTUMEANINHBIX TEXHOJIOTHH;

- CaMOCTOSITENIbHOE W3YYCHHE TEOPETHMUYECKOTO MarepHalia IUCHUIUIMHBI CTyJEeHTaMH C
UCIIONIb30BaHUEM [nternet-pecypcoB, HHGOPMAIIMOHHBIX 0a3, METOJWYECKHX pa3padOToK,
CrelMaNtbHON yueOHOI U HayYHOI TUTEepaTyphl;

- 3aKpeIUIeHHe TEOPETUYECKOro MaTepuana NpH TMPOBEACHUM CEMHUHApOB, BBITOJIHEHUU
KOHTPOJILHBIX palboT, HANTMCAaHUU pedepaTos;

OaHUM U3 OCHOBHBIX BHJIOB JIEATEIBHOCTH OOYYaIOIIErocs SIBISIETCS CaMOCTOSITeNbHAs
pabota, KoTOpasi BKIIIOYaeT B ceOs M3yueHHUe JEKIMOHHOTO MaTepuala, Y4eOHUKOB U y4eOHBIX
nocoOuii, MEepBOMCTOYHMKOB, MOJITOTOBKY COOOILIEHUH, BBICTYIUICHUS Ha MPAKTUYECKUX
3aHSTHIX, BBIMOJTHCHUE 3aJaHUI MTPEno1aBaTesl.

MeTtoauka caMoCTOSTENbHON pabOThl IPEIBAPUTENBLHO Pa3bICHIETCS MpenoaBaTesieM U B
MOCJIEIYIONEM MOXET YTOUHSATHCS C YUETOM HHIMBUAYAJIBHBIX OCOOCHHOCTEH 0O0ydYaromIMXCsl.
Bpems 1 MmecTo caMoCTOSTETbHOM PabOThl BHIOMPAIOTCS CTYACHTaMU 110 CBOEMY YCMOTPEHHIO C
Y4eTOM PEKOMEHAIHIA MPermoaBaTels.

CamocToATenbHyI0 paboTy HaJ TUCHUIUIMHON «J{OKyMEeHTOBeIEeHUE) ClIelyeT HaYuHaTh C
u3ydeHus pabodei mporpaMMBbl, KOTOpasi COJIEPKUT OCHOBHBIE TPEOOBAHUS K 3HAHUSAM, YMEHUSIM
U HaBblkaM oOy4yaeMmbIx. OO0s3aTelabHO ClIEyeT BCIOMHUTH PEKOMEHAALMU TMpernojiaBares,
JMaHHBIE B XOJ€ JICKIIMOHHBIX M TMPAKTUYECKUX 3aHATHNA. 3aTeM — MPUCTYNaTh K H3YYCHUIO
OTJIENIbHBIX TEM B MOPSAJKE, MPEIYCMOTPEHHOM paboyeil mporpaMmMoi.

[TonyuuB npencraBienre 06 OCHOBHOM COACPKAHUH TEMbI, HEOOXOAMMO U3YYUTh MaTepHall
C TIOMOIIIbIO Y4eOHUKOB, APYTUX METOAMUYECKUX MAaTepHANIOB, YKa3aHHBIX B pa3jiese 7 ykazaHHOM
paboueii mporpamMmsl.

IMoaroroBuTenbHbI 3Tan. [lepen HavanoMm u3ydeHUs y4eOHOW AUCIUTUIMHBI CJIETYET
MPOBECTH MOJATOTOBKY K Hadaly oOy4deHHs. JTa TOJArOTOBKAa B CaMOM OOIIEM BKJIIOYAET
HECKOJIbKO HEOOXOIUMBIX TYHKTOB.

1) Cnemyer yOemuTbcs B HaIWMYUKM HEOOXOJUMBIX METOAMYECKHX YyKa3aHUU U
OporpaMMbl 1O MpeIMETy M SICHOTO IOHUMaHUs TpeOOBaHMM, MNpeabsBIseMbIX paboueit
IPOTPaMMOii 10 y4eOHOH TUCIUILTHHE.

2) Ilpm HEOOXOAMMOCTH HAIJICKUT TMOJYYUTHh HA Kadeape HeoOXOAMMBIC YKa3aHUs U
KOHCYJIbTAIMH, KOHTPOJIbHBIC BOMPOCHI JJIsl U3YUCHUS YUeOHOU AUCIIUILTUHBL
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3) HeoGxomuMo co3mare (panMoOHATBFHO M SMOLMOHAIBHO) MAKCUMAJIbHO BBICOKUI
YpOBEHb MOTHBAIIUHU K MOCJIEIOBATEILHOMY M IJIAHOMEPHOMY M3YUEHHUIO YUeOHOM TUCIUTUINHBI.

4) HeoOXxoauMo M3YyYUTh CIHCOK PEKOMEHJOBAaHHONW OCHOBHOW M JIOTIOJIHUTEIHHON
JUTEPATYpPhl U yOeIUThCA B €€ HaIu4yuu y ceOs JoMa Wik B OMONMMOTEKe B OyMaKHOM HIIH
anekTpoHHOM Buje. [Ipu HeoOxoaumocTu obparutes k DBC.

5) Heobxoanmo UMETh «IOJ PYKOH» CIOBaph TEPMHUHOB, AJISL TOTO, YTOOBI TOCTOSTHHO
YTOYHATh 3HAUYEHUS HCHOJB3YEMBIX TEPMUHOB M MOHATHH. Ilosnb30BaHue cioBapsMu H
CIOpaBOYHMKAMU  HEOOXOOUMO  cAenaTh  NpuBbIYKOM.  ONBIT  MOKAa3bIBAaeT,  YTO
HEYJIOBJIIETBOPUTEIILHOE YCBOEHHUE IPEIMETA 3a4acTyl0 KOPEHUTCS B HETOYHOM, CMYTHOM WJIU
HENPaBWJILHOM MOHUMAaHUH U YHIOTPeOJICHUH MOHATUITHOTO anmnapara yueOHO!H AUCIUITITUHBIL.

6) KemarenbHO B camMOM Hayaje TMepHoAa OOYYEHUS BO3MOXKHO TIIaTelIbHEE
CIUTAHUPOBATh BPEMsl, OTBOAMMOE Ha CAMOCTOSATEIbHYIO pabOTy ¢ HCTOUHHUKAMH U JUTEepaTypon
no y4eOHOW AMCIUIUIMHE, NMPEACTaBUTh 3TOT IUIAH B HArsAHOM ¢dopme (rpadux paboThl ¢
JaTaMH) ¥ B JaJIbHEHIIIEM ero MpUIep>KUBaThCs, He JOMYCKask CPbIBOB rpadika HHIMBUYaTIbHOM
paboThl M aBpajia B IpencecCHOHHBIN mepuon. IlpeHeOpekeHHe 3TUM MYHKTOM HPUBOAUT K
NEepeyTOMIICHUIO ¥ Pe3KOMY CHM)KEHHUIO KauecTBa YCBOCHHS y4eOHOTO MaTepuania.

HexoTtopble 001ue peKOMeHIANMHU 110 U3YYEHHUIO JTUTEPATyPhL.

1) Bcro yueOHy JnuTepaTypy JKEJIaTeNIbHO HW3y4yaTh «I0J KOHCHEKT». UTeHue
JUTEPATyphl, HE CONPOBOXKAAEMOE KOHCIEKTUPOBAaHUEM, JaXe IYyCTb CaMbIM KpPaTKUM —
Oecnonie3nas padora. Llenp HanmucaHUs KOHCIIEKTa— cPOPMUPOBATH HABBIKH T10 TMOUCKY, OTOOPY,
aHanmu3y U (OpPMYIHPOBAHUIO YU4eOHOTO MarepHaja. DTH HaBBIKM OOS3aTENbHBI JUIS JII0OOOTO
CHEIHMAJIMCTa C BHICIIMM 00pa30BaHUEM HE3aBUCHUMO OT BHIOPAHHOM CIIEIMaIbHOCTH.

2) HamucaHue KOHCIEKTa JOHKHO OBITh TBOPUYECKUM — HY)KHO HE IEPENHCHIBATH TEKCT
U3 UCTOYHHUKOB, HO MBITAThCS KPATKO M3JaraTh CBOMMH CJIOBaMU COJIEpKaHHE OTBETA, IPU ITOM
MaKCHUMAaJIbHO €r0 CTPYKTYPHUPYS U UCIIOJIb3YsI CHMBOJIBI M YCIIOBHBIE 0003HaueHus. KonupoBanue
U 3ay4MBaHHUE HEOCMBICIICHHOTO TEKCTa TPYIOEMKO U MO OONbIIOMY CUYETY HE MMEET OOJbIION
IIO3HABATEJILHON U IIPAKTUYECKON LIEHHOCTH.

3) [Ilpum HamucaHMM KOHCIIEKTA MCIOJIBb3YeTCS TETPajib, MOJs B KOTOPOH 00S3aTENbHEI.
Crpanuisl HyMEpYIOTCSI, KaXKIblii HOBBII BOIIPOC HAYMHAETCA C HOBOTO JIMCTA, JUIS KaX10TO
AK3aMEHAIIMOHHOTO BOIpOca OTBOAMUTCA 1-2 cTpaHuIpl KOHCIIeKTa. Ha momnsix pazmeraercst Best
BCIIOMOTaTeNbHasi HH()OpPMAIHsI — CCBIIKU, BOIIPOCHI, YCIIOBHBIE 0003HAYECHHUS U T 1.

4) B wupeame I0DKEH TONMYYUTHCS TIOJMHBIA KOHCIEKT [0 TporpamMme ydeOHOM
JUCLIUIUINHBL, C BBIJICJICHHBIMU OIIPEIEICHUSIMH, y3JI0BBIMHU ITYHKTaMH, IPUMEPAMHU, HESICHBIMU
MOMEHTaMH, IPOCTABJICHHBIMH Ha MOJIIX BOMPOCAMHU.

5) IIpu pabore HaJg KOHCIIEKTOM 0053aTEIbHO BBISBIISIOTCS M OTMEYAIOTCS TPYIHBIC IS
CaMOCTOSITENIbHOTO U3y4YEHHS BOIIPOCHI, C KOTOPHIMU YMECTHO OOPAaTUTHCA K IPETOAaBaTeNI0 Mpu
MOCEIICHUH JICKIMHA, MPAKTUYECKHX 3aHATUH W KOHCYIbTaluid, JU0OO0 B HHIMBUAYAJIEHOM
MOpSIKE.

6) Ilpu yrenuun yueOHON M HAYYHOW JUTEPATYpPhl BCETIA CIEAUTH 32 TOYHBIM H IOJHBIM
MOHMMAaHUEM 3HA4YeHHUS TEPMUHOB M COJEp)KaHUS IMOHSATHH, HUCIONb3yeMbIX B TekcTe. Bcerna
cllelyeT YTOYHATh 3HA4YEHUs IO CIIOBapsAM WM DHUUKIONEAMSM, INPU HEOOXOTUMOCTH
3aIHChIBATh.

7) Ilpu Hamucanum  y4eOHOTO  KOHCIEKTa  00s3aTeNbHO  yKa3blBaTh  BCE
npopalaTeiBaéMble HCTOYHUKH, aBTOpP, Ha3BaHME, JaTa M MECTO H3JaHus, C yKa3aHUeM
MCII0JIb30BAaHHBIX CTPAHULI.

IloaroroBka k »3k3ameny. K »sk3ameHy gomyckaioTcss oOydaromiuecsi, KOTOpBIE
CHCTEMaTH4YeCKH, B TEUEHHUE BCETro ceMecTpa paldoTaju Ha 3aHATUSAX W TMOKa3ald yBEpPEHHBIC
3HaHUSA M0 BOIIPOCAM, BEIHOCHUBIIUMCS Ha TPYIIIOBBIE 3aHATHUS.

HenocpencrBeHHass NOATOTOBKAa K 3K3aMEHY OCYLIECTBIIIETCA 10 BOIpOCaM,
MPEJCTaBICHHBIM B JaHHOW y4eOHOH mporpaMMe. TmiarenbHo u3ydnTe GOpMyIUpOBKY KaXKIOTO
BOIPOCA, BHUKHUTE B €T0 CyTh, COCTaBbTE IIJIaH OTBETA.

[Inan oTBeTa kenarenbHO pa3BEpHYTh, MPUIOKHUB K HEMY CCHUIKH Ha MEPBOMCTOUYHUKH C
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XAapPaKTCPHBIMU ITUTATAMU.

6.DoH1 OLIEHOYHBIX CPEACTB /1JIsl MPOBeAeHUsI MPOMEKYTOUHOI aTTecTAlMU
o0yyaromuxcsi Mo JUCUMIIHHE

B manHOM pasznene pabodeii mporpaMMbl JaHbI KPaTKUE MPUMEPHI 3aIaHUs IS TEKYIIETo
U TIPOMEXKYTOYHOTO KOHTPOJISI 3HAHUH 00y4aroierocs.
B mnomHomM oOBeme (HOHA OLIGHOYHBIX CPEACTB JUIS TPOBEACHHS TEKyIIeH H
MPOMEKYTOYHOM aTTECTAINH 110 AUCHUTUTHHE OTPAXKEH B OTACTHHOM JOKYMEHTE:
— @OoHJ OIIECHOYHBIX CPEJICTB TEKYIIET0 KOHTPOJIS U MPOMEKYTOYHOU aTTeCTAIlUH 110
NUCILUIIIINHE b1.0.23. JoxymeHToBeneHne —  XHUMKH, MI'K -
http://www.mgik.org (pexxum goctymna: CBOOOIHBIN).

6.1.Texkymasa artrecTanus

IIpumepHnas memamuka pegpepamos.

[loHATHE «TOKYMEHT)», €0 Pa3BUTHE.

Bo3HHKHOBEHNE MUCEMEHHOCTH, MOSIBJIEHUE IOKYMEHTA.

3HAKOBBIE CUCTEMBI U UX MCIOJIb30BAHKE.

Crioco0bl JOKYMEHTUPOBAHU.

MatepuanbHblii HOCUTEIh HHPOPMAIIH.

TexcToBOE JOKYMEHTHPOBAHUE, pA3BUTHE, HA3HAUYECHUE U 00JIaCTh MPUMEHEHHUSI.

HcTopus ynudukanuu TeKCTOB JOKYMEHTA.

PazBuTune nenoBoro CTuis pyccKoro JUTepaTypHOro s3bIKa.

3akoHOJaTeNbHass W HOPMATHBHAsA peErjlaMeHTauus JAOKYMEHTUPOBAaHHS B

JIOPEBOMOIIMOHHOM Poccum.

10.3akoHomarenbHasi W HOPMATHBHAsg pErjaMEHTAlUs JOKYMEHTHUPOBaHUS
pPa3IMYHBIX  BHUJIOB  JEATEIBHOCTH  (OPraHU3al[MOHHO-PACIOPSAIUTENHHOM,
KOMMEPUYECKOH, KaJIpOBOH, JIMIICH3MOHHOU U JIp.).

11.Metonsl COBEPUICHCTBOBAHUS JTOKYMEHTHUPOBAHUS YIPaBJIEHYECKOU
NEATEIBHOCTH.

RN R W=

6.2.1lpomMe:xxyTOUHAS aTTECTAUMUA

Bonpocwl k ax3ameny

Knaccudukanys 3HaKOBBIX CUCTEM.
HauepraTtenbHoe MHCHMO.

[IudpoBanue nHbopmaIuu.

dopmaibHbIE (MCKYCCTBEHHBIC SI3BIKH).
TpanuiroHHbIe CITOCOOBI JOKYMEHTHPOBAHUSL.
Knaccudukanus crmoco60B JOKyMEHTUPOBAHHS.
MexaHu4eckne CrocoObl TOKYMEHTHPOBAHUSI.

Nk =
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8. doToXUMHUYECKUE CTIOCOOBI TOKYMEHTHUPOBAHHUSL.

0. DNEeKTPOMArHUTHBIA CIIOCOO JOKYMEHTHUPOBAHMS.

10.  OnTtuueckuit crocod TOKYMEHTHPOBAHUS.

11. Knaccudukauus HocuTeneil UHGOpMalUK U CPEACTB 3aIUCH.

12.  bymara (ucTopusi IpOUCXO0XK/I€HHUSI, CBOWCTBA U THUIIbI).

13.  Hocurenn MmexaHUYECKOW 3aInCH.

14.  MarauTHble HOCUTEINH.

15. Hocutenn onTUYECKON 3alUCH.

16.  CsoiicTBa HHpOpPMAIIH.

17.  JIpeBHeilue Matepuabl Jjs TUChMA.

18. @yHKUHMU JOKYMEHTA.

19.  Omnpexnenenue noHATUA «IOKYMEHT». IIponcxoxieHrne qOKyMeHTa.

20.  ®opmbl JOKYMEHTOB B EPHUOJ MPUKAZHOIO JEIOMPOU3BOICTBA.

21.  OcobeHHOCTH MPUKA3HOTO JETONPOU3BOJICTBA. OcHOBHEIE
3aKOHOJIaTEJIbHBIE AKTHI.

22. Oco0eHHOCTHM  KOJUIETHAJBLHOTO  JICJIONPOU3BOACTBA.  (OCHOBHBIC
3aKOHOJIaTEJIbHBIE AKTHI.

23.  OcoOeHHOCTH  MHUHHUCTEPCKOro  Jenonpou3BojcTBa.  (OCHOBHBIC
3aKOHOJIaTEJIbHBIE AKTHI.

24.  @opwmymsp nokymenta XVI-XVII BB.

25.  ®opmynsp nokymenrta X VIII B.

26.  ®opmynsap XIX - Hayana XX B.

27.  Pa3Burtue yHM(PHUKAIUHU U CTAaHAAPTU3ALUN JOKYMEHTOB B XX B.

28.  CoBeTckoe Aen0mnpon3BOACTBO.

29.  PexBu3uTh 001IETO OJaHKA OpraHU3AIMKU: TIPABUIA PACIIOIOKEHUS U
oopMIIeHHS.

30.  PexBu3UTHI OJIaHKA TUChMA: MIPABUJIA PACTIONOKEHUS U 0QOPMIICHUS.

31. PexBu3uthl OJaHKa KOHKPETHOrO BHUJA JOKYMEHTa: IpaBuja
pacnoyioxeHust ¥ oPopMIICHUSI.

32.  Jartel B nokymeHTte. TpeOoBaHusi Kk HUX O(OpPMIIEHHIO; JaTa Kak
COCTaBHAs YacTh JIPYTUX PEKBU3UTOB.

33. CornacoBanue n10KyMeHTOB. OdopMiIeHUS BHYTPEHHETO U BHEITHETO
COTJIACOBAHUAI.

34. CocraB ypoctoBepeHUs JOKyMeHTOB. llpaBuma odopmieHus
PEKBU3UTOB, YJIOCTOBEPSAIOIIUX TOKYMEHT.

35. OrtMeTkH Ha JOKYMEHTE, UX 3Ha4eHHE U 0(popMIICHHE.

36.  PekBU3UTHI, MPUIAIONINE JOKYMEHTY IOPUIUYECKYIO CUITY.

37.  OOumme TpebOBaHUSA K TEKCTY TOKYMEHTA.

38.  PexBu3uTHI, OTpaxkaroume 00paboTKy U ABHKEHUE JOKYMEHTA.

39.'0OCT P 7.0.97-2016. Ero conepxanue, 3Ha4€HUE.

40. TpeboBaHMs K KOHCTPYUPOBAHUIO OJaHKOB. Buibl 0J1aHKOB.

41. Tlonsrtue "cucrtemsbl qokyMeHTanuu'". Kakue ObIBalOT CUCTEMBI?

42. Haznauenue, onpenenenue u cocta Y COP/I.

43.  OpraHu3zallMOHHO-TIPABOBas IOKyMeHTauus. HazHauenue u cocras.
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44.  TpeboBaHHS K COCTaBJICHHIO M OGMOPMIIECHUIO OpPraHU3AIOHHO-
IPaBOBBIX IOKYMEHTOB.

45.  OpranuzaiMoHHO-pacIopsIuTeNbHas JoKyMeHTanus. Ha3snauenue u
COCTaB.
46. TpebGoBaHus K COCTaBJICHHI0O W OGOPMIICHUIO OpraHU3aIlMOHHO-

pacnopAaANTCIIbHBIX JTOKYMCHTOB.

47.  CnpaBouHO-MH(OpMaLMOHHAs NoKyMeHTauus. HazHaueHnue u cocras.

48.  TpeboBaHUS K COCTABICHUIO U OPOPMIICHUIO TPOTOKOIA.

49.  Krnaccudukanusi 10KyMEHTOB.

50.  JlokyMeHTHI, epelaBaeMble IO KaHajlaM CBSI3H.

51. PexBU3UT «HaMMEHOBAaHHWE OpPraHU3aALHUA - AaABTOPA JOKYMEHTA»,
TpeOOBaHUS K HEMY.

52. PekBU3HT «CHpaBOYHBIE JaHHBIE 00 OpraHu3alu - aBTOPE

I[OKYMCHT&'», €ro CoCTas.

53. PexBusutr «aapecaty», ero 3HAYCHHE M COBPEMEHHBIC TPEOOBaHUS K
0hOpPMIICHUIO.
54. PexkBU3HUTBHI: «PETUCTPAIMOHHBIA HOMEP JOKYMEHTa», «JaTa

JOKYMCHTaA», «CCbLJIKa Ha pCI‘I/ICTpaHI/IOHHHﬁ HOMCP M JaTy JOKYMCHTa», HX
3HAYCHHC.

55. Bwuasl yTBEpKIAECHUSA TOKYMEHTOB.

56. Ilonstue "yHUPUIIMPOBAHHBIE CUCTEMBI JOKYyMEHTaIH",
«OTpacCJICBBIC CUCTCMbI JAOKYMCHTAIUN, ((Cl)YHKHI/IOHaHBHBIe CUCTCMbI
JAOKYMCHTAIU.

6.3.KpuTepuu oleHKHN KayecTBa 3HAHUU

Tabnuya 7
HNnpunkarop Paznen Kpurepun
IMoka3zarenn OLlCHHBAHUA
Ne JTOCTUKEHUS aucnunianabl | CpeacTBo OlleHUBAHUS
OlLICHUBAHHUS Ixaase!
KOMIETeHI[UU (Tema) OLCHUBANHS
I1K-3
BeicTynnenue ¢
pedeparom
[IpakTudeckoe 3amanue AHanu3 TeKcTa Komnuectso,
3Hath OCHOBHEBIC
(pedepar) OTBETHI Ha BOIPOCHI KoppekTHocTh
po0IeMBbI
1. Tema 1-10 CemuHap Brictynnenue ¢ (110 KaKIOMY
AOKYMCHTOBC/ICHIL, IIpaktrueckas pabora COOOILIEHHEM U
apXUBHOTO JIETa. P p . KpuTepuro ot 0
KontponbHas pabora Mpe3eHTalmeH 0 1 Gama)
Pewenue
MPAKTUYCCKUX 3a/1a4

Ymerb 06001maTh

repeioBoit Brictymnienue ¢

OTCYCCTBEHHBIN U pedepaTom Houtora

3apyOeKHBIH OTIBIT B IIpakTrueckoe 3aganue AmHanus Texcra p04HOCTE

obnacTu (pedepar) OTBETHI Ha BOIPOCHI CECTGMHOCTB
2. | JOKYMEHTAIMOHHOTO Tema 1-10 CemuHap BricTymienue ¢

(1o kaxxaOMYy
obecniedeHus [IpakTrueckas pabora COOOIIeHNEM H KOHTEDHIO oT 0
YIpaBJICHHUS, KonTponbHast paboTa Mpe3eHTaIuei pHTep

no 1 6ama)
ApXUBHOTO JIeTa, Pemenne
BBISIBIISATH TCH/ICHIIMU MPAKTUYCCKUX 3a/1a4
pa3BUTHSA
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Kpurtepunu

HNuaukatop Paznen
IMoka3zarenaun OlIeHMBAHUS
Ne JAOCTHIKEHUSI aucuniuabl | CpeacTBo olleHUBaHUS
OLlCHHBAHUS I xaJsl
KOMIETeHI[UU (Tema)
OlICHMBAHUS
JIOKYMEHTOBE/ICHHS U
apXMBHOTO JIeJ1a;
COBEpIICHCTBOBATh
TEXHOJIOTUIO
JTIOKyMCHTAIMOHHOT'O
obecrieyeHust
YIIPaBJICHUS,
apXUBHOTO JIENa,
OIMUpPasiCh HA
COBpPEMEHHBIE
TeH/ICHIIMH Pa3BUTHUS B
podecCHOHATBHOM
chepe.
ObocHoBaHme
BrnajeTs HaBBIKAME aKTyalIbHOCTH
aHAIIM3a COBPEMEHHBIX TEMBI,
npoGuieM B 0GaCTH BeictyruieHue ¢ NpPaBHIbHOCTh
TPO(ecCHOHATBHOI pedeparom BBIJICTICHUS
IESTENBHOCTA [pakTryeckoe 3a1aHue AHanu3 TekcTa LENU | 33]1a4;
[IOCTAHOBKH 33124 (pedepar) OTBeTHI Ha BONPOCHI CootBeTcTBHE
COBEPIIEHCTBOBAHMSI CeMuHap BricTymienue ¢ COJICpKAHUS
JIOKYMEHTALIHOHHOTO [MpakTuyeckas padbora COOﬁHleHI/IeMUI/I TeMe;
yTIpaBJicHHS, (KontpompHas paborta TIpe3eHTaIuei ImyOouna
apXUBHOTO JIENA; Tema 1-10 Pemenne npopadoTKu
3. | cnocoGHoCTBIO MPaKTHYECKUX 33134 marepuana;
BBIABJICHUS OCHOBHBIX (1o koMY
1pobIeM B 061IacTH Kpurepuio 0-2
JIOKYMEHTOBEICHUS, banna)
apXUBOBE/ICHNS, C Tonrora
HCIIOJIb30BAHUEM IIpounocTs
A3JTAIHBIX
p DK3amMeH OTBETHI Ha BOIPOCHI CurcreMHOCTS
HCTOYHUKOB (110 KaKIIOMY
HHpOpMALHL. KpUTEPHIO OT 0
no 1 6ama)
IK-31
Tema 1-10 Breictymienue ¢
eeparom
3HaTh hetpep Komuuectso
[IpakTrueckoe 3aganue AmHnanuz Texcra )
MpaBuIia CO3aHUs U
S — (pedepar) OTBETHI Ha BOIPOCHI KoppekTHocTh
4. CeMuHa BhICTyIIeHHE ¢
JIOKAJIBHPIX II aKTH‘I;eCKaSI aboTa 0006H};GHI/I€M " (no xentonty
HOPMATHBHBIX (KpOHT oJIbHas p2160Ta npe3eHTanuei KPHTEPHIO OT 0
JIOKYMEHTOB. p p p 1o 1 Gamma)
Pewenune
MPAKTUYCCKUX 3a/1a4
Ymets pa3pabateiBate | Tema 1-10
BricTynienue ¢
U BHEIPATH
pedeparom
MIOJIOKCHHS O IMonuora
[pakTryeckoe 3a1aHue AHanu3 TekcTa
CTPYKTYPHBIX IIpouHoCTh
(pedepar) OTBETHI Ha BOIPOCHI
MOJIpa3/IeIICHHSIX. CucteMHOCTh
5. Cemunap BrIcTymeHue ¢

Pa3pabaTsiBath u
BHEJPSATh UHCTPYKLHU
0 TEXHOJIOTUHU
paboThI ¢
JIOKYMEHTaMHU.

[IpakTudeckas pabora
(KontpompHas paborta

COOOIIEHHEM U
Npe3eHTaIuei
Pemenne
MPAKTUICCKUX 3a/1a4

(1o KaxKIOMY
Kkputeputo ot 0
no 1 6amna)
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Kpurtepunu

HNuaukatop Paznen
Iloxa3aTenu OLleHUBAHUS
No JAOCTHKEHUS aucuunauHbl | CpeacTBo OlleHUBAHUS
OLlCHHBAHUS I xaJsl
KOMIIeTeHI[UH (Tema)
OlLleHUBAHUS
Tema 1-10 ObocHoBaHMe
aKTyaJIbHOCTU
TEMBI,
BricTymuienne ¢ TIPaBUIBHOCTH
[pakTuyeckoe 3a1aHue pedepaTom BBIJICIICHUS
(pedepar) AHanu3 TekcTa LENU | 33]1a4;
Cemunap OTBeTHI Ha BONPOCHI CooTtBeTcTBHE
6.
Ba1ajieTh npaBHIaMu [IpakTuueckas pabora BeicTymienue ¢ COJICpXKAHUS
CORNARYS 1 (coobrienue c COO6H16HI/I€M“I/I TeMe;
odopmiIeHus Mpe3CHTAIHCH ) Mpe3eHTalHeH I'mybuna
TOKATBHBIX KonTponpHast paboTa Pemenune popadboTKH
HOPMATHBHBIX MIPAKTUIECKUX 32129 MaTepHaia;
JIOKyMEHTOB. (1o KaxoMy
kputeputo 0-2
Oasa)
ITonnora
IIpounocts
9K3aMeH OTBETHI Ha BOTIPOCHI CrcTeMHOCTS
(mo kaxxgoMy
Kkputeputo ot 0
no 1 6ama)
IIK-35
BeicTynnenue ¢
pedeparom
[IpakTudeckoe 3amanue AHanu3 TeKcTa Komnuectso,
3Hath OCHOBHBIC
(pedepar) OTBETHI Ha BOTPOCHI KoppekTHocTh
|. | TpaBHIa OpraHM3ALMH 1
. ., | Tema 1-10 CemuHap Brictynnenne ¢ (110 KaKIOMY
(YHKIIMHU CEKpeTapCKOi I 6 6
paGoTHI pakTHyeckas padbora coobenHeM 1 KpUTEpUIo 0T 0
KontponbHas pabora Mpe3eHTalmeH 10 1 Gama)
Pewenue
MPAKTUYCCKUX 3a/1a4
BricTynuienue ¢
YMeThb IIIaHUPOBATh pedepaTom
N ITonnota
pabouwuii ieHb [pakTryeckoe 3a1aHue AHanu3 TekcTa MpouHOCTE
PYKOBOJIUTETIS, (pedepar) OTBETHI Ha BOIPOCHI p
5 CucTeMHOCTB
.| OCYIIECTBIISTH COOp U Tema 1-10 CemuHap BricTynnenue ¢ (110 KakI0M
aHaTN3 HHPOPMAIH [IpakTudeckas pabora COOOIIIeHHEM U KOHTEDHIO o}TI 0
TI0 3a1poCcy KonTponpHast paboTa Mpe3eHTaIuei HE 1 6I;nna)
PYKOBOJIUTETISI. Pemenne
MPAKTUYCCKUX 3a/1a4
O6ocHoBaHUE
AKTyaJlbHOCTU
TEMBI,
BricTymuienue ¢ MPaBUIBHOCTh
pedepaTom BBIJICJICHUS
[pakTuyeckoe 3a1aHue AHanu3 TekcTa LENU | 33]1a4;
(pedepar) OTBETHI Ha BOTIPOCHI CooTBeTCcTBHE
Brazers HaBbIKamMu CemuHap BricTynnenue ¢ coepKaHust
3 | opranmsaumu pabouero Tema 1-10 IpakTuueckas pabora COOOIIEHHEM U TEME,
IIPOCTPAHCTBA (KontpompHas paborta TIpe3eHTaIuei IryOouna
CCKpeTapst Pemenune mpopadboTKH
MIPAKTUIECKUX 3219 MaTepHania;

(o Kaxxaomy
kpurepuio 0-2
Oaa)

DK3aMeH

OTBETHI Ha BOIPOCHI

TTonnora
IIpounocts
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Kpurtepunu

HNuaukatop Paznen
IToka3areau OLleHUBaHUS
Ne JOCTHKEHUS M CHHUILTHHBI CpencTBo OLIEHMBAHUA
OllEeHMBaHHUA I xaab1
KOMIIETeHIIUH (Tema)
OlleHHBaHUS
CHuCTEMHOCTD

(mo kaxxgoMy
kpurepuro ot 0
J0 1 6amna)

7.JlepeyeHb OCHOBHOW ¥ [IONOJIHUTEJIBHON Y4eOHOH JiMTepaTyphbl,

Heo0X0AUMO#l 1JIsi OCBOCHHMSI Y4eOHOH IMCHHMILIHHBI.

Ilepeyens pecypcos

HUHPOPMANMOHHO-TEJIEKOMMYHUKAIIUOHHOM ceTu «UHTEepHET», HEOOXOAMMBbIX
JJIS OCBOEHMS TN CIUTLINHBI
7.1.0cHOBHas1 JIUTEpPaTYypAa:

l.

brikoBa, T. A. JlokyMeHTaIlmoHHOE O0eCIeUeHUE yIpaBICHUs
(menornpoun3BoacTBO) [ Tekct]: yueO. mocoodue / T. A. breikosa, T. B.
Kysnenona, JI. B. Cankuna; nog oomr. pea. T. B. Ky3nenonoii. - 2-¢
u3., mepepad. u poi. - M. : Uadpa-M, 2015. - 303, [1] c. - (Boiciuee
obpazoBanue. bakanaspuar). - [Ipui.: anexkTpoH.-6ubi1. cucrema
znanium (Www.znanium.com). - bubmuorp. c. 295-301. - ISBN 978-
5-16-004805-5. - ISBN 978-5-16-101961-0: 534-; 312-03.
HoxymenTtoBenenne. Yacth 1 [DnexkTpoHHBIN pecypc]: yueOHOe
nocobue / coct. C.B. Munyk. — DnektpoH. gaH. — Jluneunxk:
JIuneuxuii I'TTY, 2017. — 56 ¢. — Pexum goctyna:
https://e.lanbook.com/book/111986. — 3ari. ¢ skpana.

HoponuHa, JI. A. JlokymeHTOBeAeHUE [ DIEKTPOHHBIN pecypc]:
y4eOHUK U MpakTUKyM / oTB. ped. JI. A. JloponuHa. - 2-e u3f. ; nep. u
nom. - M. : FOpaiit, 2019. - 309 c. - (bakanaBp. AkajgeMudecKuit
Kypc). - ISBN 978-5-534-04330-3 : 749.00.

7.2.JlonoJiHUTEILHAS JIATEPATYpPA:

l.

NBanoBa, A. FO. Pycckuii s3bIK B J1€JI0BOM TOKYMEHTAIIUU
[DnexTpoHHBIHM pecypc]: yueOHuk u npaktukym / A. }O. MBaHosa. -
M.: KOpaiir, 2018. - 157 c. - (IlpodeccnonanprOe 00pa3oBaHue). -
Pexum noctyna: https://www.biblio-online.ru. - ISBN 978-5-534-
10261-1.

VYcanona, O.I'. JIoOKyMEHTOBEIEHHE U apXUBOBEACHUE [ DIEKTPOHHBII
pecypc]: cnoBapb / O.I'. Ycanosa, A.B. JlymaukoBa. — DIEKTPOH.
nan. — Cankt-IletepOypr: Jlans, [Inanera my3siku, 2019. — 172 c.
— Pexxum nocrtyna: https://e.lanbook.com/book/113186. — 3aru. ¢
AKpaHa.

. Ilyanora, H. H. OcHoBBI nemonpou3BojicTBA. SI3bIK CIIy>K€OHOTO

JOKYMEHTa [DIEeKTPOHHBIH pecypc|: YUYEOHHK M MPaKTUKyM. - M.:
FOpaiit, 2016. - 375 c. - ISBN 978-5-9916-8355-5 : 560.00.

7.3HopMaTHBHO-IPABOBbIE JOKYMEHTHI:
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®denepalibHbII KOHCTUTYIIMOHHBIN 3aK0H OT 25 nexabps 2000 r. N 2-
®K3 "O IN'ocynapctBenHom repoe Poccuiickoit deneparun”
[TocranoBnenune IlpaButenbctBa PD ot 27.12.1995 Nel268 «O6
YHOPSIAOYEHUH  M3TOTOBJIEHUS, HWCMOJb30BaHUS, XPAHCHHUS U
YHUUTOXKEHUST Teyarel M OJaHKOB C  BOCIPOU3BEACHHEM
INocynapctBenHoro repoa Poccuiickort denepanumy»

. IIlpukaz MuHHCTEpCTBA CBSI3M M MAaCCOBbIX KOMMYHUKanui P® ot

31.07.2014 Ne234 «OO0 yTBEep>XKIEHUM TPaBUI OKAa3aHUS yCIYyT
ITIOYTOBOM CBSA3M»

'OCT 9327-60. bymara u uznenus u3z Oymaru. IloTrpeOutenbckue
¢dbopMaTsl.

. TOCT P 7.08-2013. Jlenonpon3BOICTBO U apXUBHOE J1€J10. Te€pMHUHBI U

ONpeaeICHUS.

I'OCT P 7.0.97-2016 «Cuctema ctanaapToB 10 HH(poOpMaImu,
OMOMMOTEYHOMY U HW3JAaTeNbCKOMYy  neny. OpraHu3aluoHHO-
pacnopsiuTenbHas JokyMmeHTalus. TpeboBaHust K 0(hOpMIICHUIO»

7.4.AnTepHeT-pecypchbl, npodecCuoHAIbHbIE 0a3bI JAHHBIX H
NH(OPMALMOHHO-CIIPABOYHbIE CUCTEMBI

1.
2.
3.

CIIC «Koncynprant-matocy - http://www.consultant.ru/
CIIC «I"apanTt» - http://www.garant.ru/
Caiir ®enepasbHOrO AapXUMBHOIO areHTcTBa. Jlexkum jgocryna:

http://www.archives.ru

4,

[{eHTp KOMIETEHITNH 110 BOTIPOCaM JTOKYMEHTAIIMOHHOTO 00eCIIeYeHUS

yIpaBiIeHUS U apXuBHOTO Aena. Jlexum nocryna: http://www.edou.ru/enc/

8.MeToanueckne yKkazaHus sl 00y4aromuXxcsi 10 OCBOEHUIO TUCHMILTUHbI

Tabauya 12
®opma
Ne | camocTosATeIbHOM Metoauyeckue peKOMeHAALUH 1JIsl CTYIeHTOB
padoThI
[Ipu pabote ¢ yuebHOI nuTepaTypoil HEOOXOAMMO MOIO00PATH
JUTEPATypy, HAYUYUTHCS IIPABUIILHO €€ YUTATh, BECTH 3AIIMCH.
Jns  monbopa nuTepaTypsl B OMONMOTEKE HCMONB3YIOTCS
araBUTHBIA U CUCTEMATUICCKUNA KaTaJIOTH.
AHanus u [IpaBunbHBI 1OAOOP y4eOHOM AMTEpaTyphl PEKOMEHIYETCs
KOHCIIEKTUPOBAHUE IpernojiaBaTenaeM, YUTAOIUM JIEKIMOHHBIH Kype. Heobxonnmas
OCHOBHOI U JAUTEepaTypa yKa3aHa B METOAMUYECKUX pa3padOTKax Mo JaHHOMY
JIOTTOJTHUTEIbHOM Kypcy.
JUTEPATYPBHI. W3ydass wmarepuan 1o BBIOpaHHOW JMTEpaType, CleayeT
NEPEXOIUTB K CIEAYIOIEMY BOIIPOCY TOJIBKO IOCIIE NPAaBUIBHOTO
YSCHEHUS MPEAbIIYIIETro, ONUCHIBAs Ha Oymare BCe BBIKJIAIKHU U
BBIUHUCIICHUSI (B TOM YHCIIE T€, KOTOpPbIE B yUeOHUKE OMYIIEHbI MU
Ha JIEKIIMH JaHbl U1 CAMOCTOSITEJIbHOTO BBIBOJIA).

21



dopma
CaMOCTOSITEJIbHOM
padoTbI

MeToanuyecKkue PEKOMEHAAIUHA 1JISl CTYICHTOB

Oco0oe BHIMaHHE CIIETyeT OOpaTUTh HA ONPEIEICHNE OCHOBHBIX
MOHATHH Kypca.

CryneHT [ODKeH MOApOOHO pa3dupaTh NpPUMEPHI, KOTOpBIE
MOSICHSIIOT TaKWe OMPEACTICHHS, U YMETh CTPOUTH aHAJIOTHYHbBIE
npuMepsl  caMmoctosiTenbHo.  HykHO  100MBaThCs  TOYHOTO
NPECTaBICHUS O TOM, YTO W3y4Yaellb.

[Tone3Ho cocTaBIATh OMOPHBIE KOHCTIEKTHI.

[Ipu m3ydyeHnn maTepuaia 1o ydeOHUKY MOJIE3HO B TeTpaau (Ha
CHELHATbHO OTBEJCHHBIX IOJIAX) JOMOIHATH KOHCIEKT JICKIHH.
Tam >xe ciemyer oTMedaTh BOMPOCHI, BBIICIICHHBIC CTYICHTOM JIJIs
KOHCYJIbTAIIMH C TPENOJaBaTEICM.

BBIBOIBI, TOJTyUEHHBIE B pE3yIbTaTe H3yUCHHS, PEKOMEHIyeTCS B
KOHCIIEKTE BBIJICNIATH, YTOOBI OHM NPH MEPEUUTHIBAHUH 3arHceit
Jy4Ile 3aIIOMUHAITUCH.

OnbIT  TOKa3bIBaeT, YTO MHOTHM  CTyJAEHTaM IIOMOTaeT
COCTAaBJICHHWE JINCTa OMOPHBIX  CHUTHAJIOB,  COJEPIKAIIEro
Ba)XHEHIINE U HanboJee 4acTo ynorpedisemble moHATHS. Takoi
JWCT TIOMOTAaeT 3allOMHUTh OCHOBHBIC ITOJIOKEHHS JICKIMH, a
TaKXKE€ MOXET CIY)KUThb TIOCTOSHHBIM CIPAaBOYHUKOM ISt
CTY/ICHTA.

Paznuuator 1Ba BUAa YTEHUS: IEPBUYHOE U BTOPUYHOE.
[lepBu4yHOE - 3TH BHUMATEIBHOE, HETOPOIUIMBOE UYTCHHE, NPHU
KOTOPOM MOKHO OCTaHOBHTBHCS Ha TPYAHBIX MecTax. [locie Hero
HE [IOJDKHO OCTaTbCs HH OJHOTO HETOHSTHOTO  OJIOBa.
CopneprkaHue He BCEeria MOKET OBITh TOHSATHO MOCIIE IEPBUYHOTO
YTEHUSI.

3agaua BTOPUYHOTO YTEHUS MTOJTHOE YCBOSHHE CMBICIIA LEJIOTO (110
CYETy ATO YTCHHE MOXET OBITh U HE BTOPHIM, & TPETHUM HITH

YETBEPTHIM).
OCHOBHBIE BU/IbI CUCTEMATU3UPOBAHHOMN 3aIIMCH IPOUYUTAHHOTO:
1. AHHOTHMpOBaHHE — TMIPEAEIBHO KpPATKOE CBA3HOE

OINKCaHNE MPOCMOTPEHHOM WM MPOYUTAHHON KHUTH (CTaThH), €€
coJlep’KaHusl, ICTOYHUKOB, XapaKTepa U Ha3HAUCHUS;

2. IlnanupoBaHue — KpaTkas JIOTMYECKas OpraHu3anus
TEKCTa, PACKpbIBAIOLIAs COJIEpP)KaHUE U CTPYKTYpY H3ydaemMoro
MaTepuaa;

3. Te3upoBanue — JAaKOHHMYHOE BOCIPOU3BEICHUE
OCHOBHBIX YTBEP)KICHUH aBTOpa 0€3 mpuBiIeueHus (PakTUIecKoro
MaTepuania;

4. IlutupoBaHue — JOCIOBHOE BBHINMCBIBAHUE U3 TEKCTA
BBIIEP)KEK, M3BJIEUEHUM, Hanboyiee CYIIECTBEHHO OTPa)KaIOLINX
Ty WJIA UHYIO MBICJIb aBTOPA;

5. KoHcnekTupoBaHue — KpaTKO€ M TOCJIEeI0BaTEIbHOE
U3JI0KEHUE COAEPKAHUS IPOYUTAHHOTO.

KoHcnekT — cloXHBIA croco0 H3JI0KEHUS COJAEpKAaHUS KHHUTU
WIM CTaTbd B JIOTMYECKOM mocienoBarenbHOcTH. KoHcnekr
aKKyMyJIUpyeT B ceOe MpeablayIlIue BUIbI 3alKCH, MO3BOJIET
BCECTOPOHHE OXBaTUTh COJIEp)KaHUE KHUTH, craThu. Iloaromy
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YMEHUE COCTaBIIATH IUJIaH, TE3UCHI, JENATh BBIMHCKUA U JIPYrue
3aIKMCH OIPEIEIISIET U TEXHOJIIOTHIO COCTaBIEHUSI KOHCIIEKTA.

Meroanueckue  peKOMEHJALUUU  TO  COCTABJICHHUIO
KOHCIIEKTa:!

1. BHumaTenpHO NpPOYMTANWTE TEKCT. YTOUHUTE B
CIIPABOYHOM JIUTEpaType HENOHATHBIE cioBa. [Ipu 3amucu He
3a0y/bTe BEIHECTH CIIPABOYHBIC JAHHBIE HA MOJISI KOHCIIEKTA;

2. Beimenure ri1aBHOE, COCTaBbTE IJIaH;

3. KpaTko copmynupyiiTe OCHOBHBIE MOJIOKEHHS TEKCTa,
OTMETHTE apryMEHTALMIO aBTOPA;

4. 3aKOHCIEKTUPYHUTE Marepuall, YETKO CIIeAys IyHKTaM
mnaHa. [Ipy KOHCHIEKTMPOBaHUM CTApalTECh BBIPA3UTh MBICIb
CBOMMHU CJIOBaMU. 3allUCH CIEAYET BECTH YETKO, SICHO.

5. 'pamoTHO 3anuceiBaiTe HuTathl. LIuTHUpys, yuutsiBaiiTe
JTAKOHUYHOCTh, 3HAYUMOCTH MBICIIH.

B TekcTe KOHCIIEeKTa )KeaaTeIbHO TPUBOIUTH HE TOIBKO TE3UCHBIE
MOJIOKEHUs, HO H WX JoKazarenbcTBa. [lpm odopmiieHun
KOHCIIEKTa HEOOXOIMMO CTPEMHUTHCS K EMKOCTH KaXXIoro
npeaiokeHusi. MpICiin aBTOpa KHUTH CIIEyeT U3jaratb KpaTko,
3a00TChb O CTHJIE W BBIPA3UTEIBHOCTH HamucaHHoro. Ywucio
JOTIOTHUTEIIPHBIX ~ JJIEMEHTOB  KOHCIIEKTa  JIOJDKHO — OBITh
JIOTUYECKH OOOCHOBaHHBIM, 3aIUCH JIOJDKHBI paclpeensiThes B
ONPEAEIEHHOM IOCIE0BATEIbBHOCTH, OTBEYAOUIEN JIOTHYECKOU
CTPYKType mnpousBeaeHusa. Jlns yTOUYHEHHMS] U JIONOJIHEHMS
HEOOXOIUMO OCTABIIATH MOJIS.

OBnaneHre HaBbIKAMU KOHCIIEKTUPOBAHUS TpeOyeT OT CTyleHTa
IEJICYCTPEMIICHHOCTH, TIOBCEHEBHON CaMOCTOSTENILHON paOOTHI.

Jleknsa

Hanucanue  KOHCIEKTa  JIGKUMM:  KpaTko, CXE€MAaTU4HO,
MOCIIE0BATEIHHO (PUKCUPOBATH OCHOBHBIC TIOJIOKEHUS, BBIBOIBI,
bopMyIUpOBKH, O0OOOIIEHHS; TIOMEYaTh BaXKHBIC MBICIIH,
BBIICNIATh KJIIOUEBBIE CJIOBA, TE€pMUHBI. [IpoBepka TEpMHUHOB,
MOHATHI C TOMOIIIBIO SHIIUKIIONEIN, CIIOBAPEH, CIIPABOYHUKOB C
BBIMICHIBAHUEM TOJKOBaHUN B TeTpagb. OO03HAYUTH BOMPOCHI,
TEPMUHBI, MaT€pUajl, KOTOPBIA BBI3BIBAET TPYJHOCTH, IOMETUTD U
MOIBITAThCSl HAWTHU OTBET B PEKOMEHIyeMOM auteparype. Ecnu
CaMOCTOSITENIbHO HE yJaeTcs pazobpaTbCsi B  Marepuale,
HE00X0UMO CPOPMYITUPOBATH BOIIPOC U 337aTh MPEIOAABATEIIO
Ha KOHCYJIBTAIIH, HA IPAKTUYECKOM 3aHATHH.

CemuHapckue
3aHATUS

CGMI/IHap 110 JUCLHUIIIINHE ((I[OKyMCHTOB@I[@HI/IC»— BU/
y4eOHOT0 3aHsTHSI, TPU KOTOPOM B pe3yJIbTaTe MpeIBapUTEILHON
paboThl Haj MPOTrPaMMHBIM MaTEpUAIIOM NpENojaBaTeNs H
CTYJEHTOB, B 0OOCTaHOBKE MX HEMOCPEJCTBEHHOTO M aKTHBHOIO
O6H.I€HI/I}I peIIaroTCA 3aa4yu IIO3HABATCIIbHOI'O )41
BOCIUTATEIBLHOTO XapakTepa, (GOopMUpPYETCS MHPOBO3PEHHUE,
IMPUBUBAIOTCA MCTOAOJIOTHMYCCKHUEC U TPAKTUUCCKHC HABBIKH B
o0jacTu JOKYMEHTOBEIEHUS, HEOOXOMUMbIe ISl CTAaHOBJICHUS
KBa.HI/I(bI/II_II/IpOBaHHBIX CrrenuajanucToB B COOTBCTCTBHUU C
tpeboBanusiMu  OPI'OC BO 10 HampaBIeHHIO TOATOTOBKU
«JloKyMEHTOBEICHHE U ApXUBOBEICHUEY, OaKallaBpHar.
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Leanb ceMuHAPOB: 3aKpeIJICHUE TEOPETUUECKUX 3HAHUM,
aKTHUBM3AIMs PabOThl CTYIEHTOB B XOJI€ U3YYECHUS! JUCIUILINHBL,
pa3BUTHE HABBIKOB  CaMOCTOSITEJIbHOW  MCCIENOBATEIbCKOM
NeATeTLHOCTH, YMEHHUs paboTaTh ¢ HAydyHOH © ydeOHOH
JTUTEPATypPOM, ApryMEHTUPOBAHO 0OOCHOBHIBATH CBOU PEIIICHUSI.

Posb  cemMMHAapoOB:  CTUMYJIUPYIOT  BHHUMATEIbHOE
OTHOILIEHUE CTYJEHTOB K JICKIMOHHOMY KypCY M pEryjsipHOe
U3y4eHUe MU JTUTEepaTyphbl o TUCIUILTNHE
«JloOKyMEHTOBEZIEHUE»  3aKPEIUISIIOT  3HAHUS, IOJyYEHHBIE
CTYJEHTaMH Ha JIEKIHSIX U B XOJ€ CaMOCTOSTEIbHON pabOThI HAJl
JUTEPATYpPOU; PaCIIUPAOT KPYI 3HAHMM 10 KOHKPETHOU TEME;
MO3BOJIAIOT ~ CTyJEHTaM TMpOBEPUTh TMPAaBUIBLHOCTH  paHEe
MOJIyYEHHBIX  3HAHWW, BHIWICHHTh B HHX  HaumboIee,
CYLIECTBEHHOE;  NPUBHUBAIOT  HABBIKH  CaMOCTOSTEIHHOIO
MBIILJICHHUS], YCTHOT'O BBICTYILJICHHUS IO TEOPETUUECKUM BOIIPOCaM,
OTTaYMBAIOT  MBICIb, MPUYYAIOT  CTYIAEHTOB  CBOOOIHO
ONEpUPOBATH TEPMHUHOJIOTUEH; MPEJOCTABISIIOT BO3MOXKHOCTD
IpenojaBaTeNllo CUCTEMAaTHYeCKd KOHTPOJIMPOBATh YPOBEHb
CaMOCTOSITENILHOM pabOThI CTYJICHTOB Ha/l YU€OHBIM MaTEPUATIOM,
CTENEeHb UX BHUMATEJIbHOCTH Ha JICKIIHSIX.

OcHoBHbIe (OpMBI ceMHMHAPOB: pa3BepHyTas Oecena,
o0cyxaeHue JOKIagoB W pedeparoB, ceMHUHAP-IUCIIYT,
KOMMEHTHPOBAHHOE UTCHUE, YIIPAKHEHUSI HA CAMOCTOSI TEIbHOCTD
MBIIIICHUS, MUChbMEHHAs (KOHTPOJbHAs) padoTa.

[IpakTnueckue
3aHATUA

[IpopaboTka paboueil mporpamMMmbl, yAelsss 0co00e¢ BHHUMaHHE
HeiasiM M 3a/ladaM, CTPYKTYpE U COJEPKAHHUIO JIUCLMIUIAHBIL.
KoHcnektupoBaHue UCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITUH,
MOATOTOBKA OTBETOB K KOHTPOJIbHBIM BOIPOCaM, MPOCMOTP
PEKOMEH1yeMOM JIUTEPATYPBHIL, pabota c TEKCTOM.
[IpociymuBaHue ayiuo- ¥ BUACO3ANUCEN 110 3aJaHHOU TEME U JIP.

CamocTosTenpHas
pabota

CamocrosiTenbHas paboTa MPOBOAUTCS C IENbI0: CUCTEMATU3 AN
M 3aKpeIUICHUs] TOJYyYEHHBIX TEOPETHUYECKUX 3HaHUU U
MPaKTUYECKNX  YMEHHUM  OOydJarommxcs;  yriayOJeHus u

pacmupeHus TEOPETUYECKUX 3HaHUHN 00yyJaromuxcs;
(GopMHMpOBaHHS ~ yYMEHHIl  MCIOJB30BaThb  HOPMAaTHUBHYIO,
[IPaBOBYIO, CIIPAaBOYHYIO JOKYMEHTAIUIO, Y4eOHYIO u

CHELMANbHYI0  JIUTEpaTypy;  pa3BUTUS  IO3HABATEJIBHBIX
CHOCOOHOCTE W aKTUBHOCTH OOYYalOIIMXCS: TBOPYECKOM
VUHUIIMATHUBHI, CaMOCTOSITEJIBHOCTH, OTBETCTBEHHOCTH,
OpraHU30BaHHOCTH; ¢dbopmupoBanue CaMOCTOSITEIbHOCTH
MBILICHUS, criocoOHOCTEH K CaMOPa3BUTHIO,
COBEPILCHCTBOBAHUIO M  CaMOOpraHu3anuy; (popMHUpOBaHUS
Ipo¢eCCHOHATIBHBIX KOMIIETEHIIHH; pa3BUTHIO
UCCIIEIOBATEIbCKUX yMEHUH oOyuaronmxcs. DopMbl U BUABI
CaMOCTOSITEIbHOW pa0OThl OOYYArOIIUXCS: YTEHWE OCHOBHOU M
JOTIOJIHUTEIIBbHOW JIMTEPaTypbl — CaMOCTOSITEIbHOE H3Y4YEHUE
Marepuaga M0 PEKOMEHAYEMBIM JIMTEpaTYypPHbIM HCTOYHHUKAM;
paboTa ¢ OMOIUOTEYHBIM KAaTaJIOTOM, CaMOCTOSTENIBHBIA MOI00D
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HE00X0IMMOM ITepaTyphl; padoTa co CI0BapeM, CIIPABOYHUKOM;
MOUCK HeoOXomuMol wHpopmamuu B ceTd  HTepHeT;
KOHCIIEKTUPOBAaHHE HCTOYHHUKOB; pedeprupoBaHHE MCTOYHUKOB;
COCTaBJICHHME AaHHOTAMM K TPOYUTAHHBIM JIUTEPATYPHBIM
MCTOYHUKAM; COCTaBJICHHUE PEIIEH3UN U OT3HIBOB Ha MPOYNTAHHBIN
MaTepuay, COCTaBJICHHE o0030pa NyOJuKamuii 10 TeMme;
COCTaBJIGHHE M pPa3pabOTKa TEPMHHOJIOTUYECKOTO CIOBApS;
COCTaBJICHHME  XPOHOJOTHMYECKOW  TaONHIBI;  COCTaBIIEHHE
oubmmorpaduu (6ubdamnorpaduueckoit KapTOTEKN); TOATOTOBKA K
pa3nu4HBIM (popMaM TeKyIleld U MPOMEXKYTOUHOM aTTecTaluu (K
TECTUPOBAHUIO, KOHTPOJBHOM paboTe, 3adeTy, »HK3aMEHY);
BBIMOJTHEHHE JOMAITHUX KOHTPOJIBHBIX PaboT; CaMOCTOSATEIbHOE
BBITIOJTHEHUE TPAKTHYECKUX 3alaHuil PEnpOAYKTUBHOTO THIIA
(OTBETHI Ha BOMPOCHI, 33J]a4U, TECThI; BBHITOJHEHHUE TBOPUECKUX
3agaHuii). TeXHOIOTUS OpraHu3ally CaMOCTOSTENFHONW pabOThI
0o0y4aromuxcsi BKJIIOYAET HCIOIb30BaHHE HWH(OPMALMOHHBIX U
MaTepUaIbHO-TEXHUUECKUX pecypcoB 00pa3oBaTeNLHOTO
YApeKICHUS: OuOIMOTEKY c YUTATHHBIM 3aJI0M,
YKOMIUIEKTOBAaHHYI0O B COOTBETCTBHM C CYHIECTBYIOIIUMHU
HOpMaMH; Y4eOHO-METOAMYECKYI0 0a3y y4eOHBIX KaOWHETOB;
KOMITBIOTEPHBIE KJIACCHI C BO3MOXKHOCTBIO pabOTBI B CETH
WntepHer; ayautropuu (KJiacchl) 1 KOHCYJIbTallMOHHOM
NeSITeIbHOCTH; Y4eOHYI0 U y4eOHO-METOJHUECKYIO JIUTEPaTypy,
pa3paboTaHHYI0 C Y4E€TOM YBEIHYEHHUS JIOJIU CaMOCTOSITENbHOM
paboThI CTYACHTOB, U MHbIE MeToAWYecKre Marepuansl. llepen
BBITNIOJTHEHHEM 00y4aroUUMUCs BHEAYIUTOPHOI
CaMOCTOSITEIILHOM paboThl MpernoaBaTelib MIPOBOIUT
KOHCYJIbTUPOBAHUE 110  BBIINOJHEHUIO 3aJaHus, KOTOPBIA
BKIIIOUAET IeJIb 3aJ]aHMsl, €r0 COJEP>KaHUsl, CPOKH BBIMIOTHEHUS,
OPUECHTHPOBOYHBIH 00BEM pabOThI, OCHOBHBIC TpPeOOBaHMS K
pe3ynbraraMm paboThl, KPUTEPUH OLIEHKH. BO BpeMsi BHITIOTHEHUS
00yJaronMMucs BHEAYIUTOPHOM CaMOCTOSATEIBLHON pPabOThI |
npu  HEoOXOOUMOCTH  TPENojAaBaTeilb MOXET IPOBOAUTH
WHWBUTYyaIbHBIE " TPYMIOBBIE KOHCYJIbTAITHH.
CamocTosaTenbHas pabora MOJKET OCYIIECTBIATHCSA
WHAWBUIYAILHO WU TPYIIIaMUA 00YYaIOIUXCsl B 3aBUCHMOCTH OT
e, 00beMa, KOHKPETHON TeMaTUKH CaMOCTOSITENIbHOM paboThI,
YPOBHSI CIOXHOCTH, YpOBHSI yMeHHH oOyuatonmmxcs. KoHTpons
CaMOCTOSTEIIbHON paboThI 00yUYarOIIHMXCs MPEyCMaTPUBACT:
— COOTHECEHHE COJIepKaHUsI KOHTPOJIS C LEISIMU 00yUYeHHUS;
00BEKTUBHOCTH KOHTPOJIS;
— BaNUAHOCTb KOHTPOJS (COOTBETCTBHE MPEIbIBIAEMBIX
3a/laHuil TOMY, YTO TIPEJIOJIaraeTCs MPOBEPUTH);
— nuddepeHnmramio KOHTPOJIbHO-U3MEPUTEITbHBIX
MaTepuaoB.
—  ®opMbl KOHTPO/IA CAMOCTOATENbHOMN PaboTbI:
— TPOCMOTP M MPOBEPKa BBIOJIHEHUS CAMOCTOSITEIbHOM
paboTHI Iperno1aBaTesieM;
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— OpraHu3alys CaMOIPOBEPKH,

— B3aUMOIIPOBCPKU BBIIIOJHCHHOI'O0 3aJdaHUs B TPYIIIC,;
o0CyXJIeHHE pe3yJlbTaTOB BBHIMIOJTHEHHOW paboThl Ha
3aHSTHUH;

— [POBEACHUE MMCbMEHHOTO OIIPOCa;

— TIPOBEJCHHE YCTHOTO OIIPOCa;

— OpraHu3sanus n IMPOBCACHHUC HHAUBUAYAJIBHOT'O
cobecenoBaHus; OpraHu3aIus u HpOBE/ICHHE
cobeceI0BaHus C IPYIIIOH;

— 3aIIyTa OTYETOB O MPOJICIAHHON paboTe.

Onpoc

Ompoc - 93TO CpPeACTBO KOHTPOJIS, OPraHU30BaHHOE Kak
crienuanbHas Oecena mpernojaBaTelis ¢ 00yJaroIUMCcs Ha TEMBI,
CBSI3aHHBIE C M3Yy4aeMOW AUCUUIUIMHOW, WM PAaCCUUTAHHOE Ha
BBISIBJICHHE 00beMa 3HAHUH, 00yUaIOMIerocs Mo OMpPeeIEHHOMY
pasnmeny, Teme, nmpodsieme u T.1. [IpoOiemarnka, BEIHOCHMMAsT Ha
OMpOC ompezesieHa B 3aJaHUSX I CaMOCTOSITENbHON paboThI
00ydJaromerocs, a Takke MOXKET ONPEEATHCS MperogaBaTeieM,
BEIYIINM CEMHHApPCKUE 3aHATHsA. Bo BpeMs mpoBeJeHHs Orpoca
oOydJaronuics JODKeH YMETh OOCYAHWTh C IpenojaBaTelieM
COOTBETCTBYIOIIYIO TPOOJIEMATHKY Ha YPOBHE AHAJIOTA.

Hoxkmang

Jokmag — BHI CaMOCTOSITEIBLHOM pabOTHI, CIOCOOCTBYET
(GOpMUPOBAHUIO  HABBIKOB  HCCIENOBATENLCKOW  paboTHI,
pacimmpsieT Mo3HaBaTeIbHBIE WHTEPECHI, NPUYYaeT KPUTHUUYCCKH
MBICITUTb.

[TogroToBka JOKJIaga MPEIyCMATPUBACT CHUCTEMATHYECKYIO
paboTy 00yJaromuxcs, yMEHHE MMOJIb30BAThCSI PEKOMEHIOBAHHOM
auteparypoir. OHa BKJIIOYAET B CeOsI CIICTYIONTNE ITAIIBI:

- COCTaBIISIETCS IJIaH JOKIaaa MyTeM O00OOIIeHHS U JJOTHIECKOTO
TIOCTPOCHHS MaTepHalla I0KIaja,

- MOAOUPAIOTCS OCHOBHBIC UCTOYHUKU WH(OPMAIIUH;

- CHCTEMAaTU3UPYIOTCS MOJIyYCHHBIC CBEICHUS IyTEM H3YyYeHUS
HanOoJiee BaXXHBIX HAYYHBIX pabOT MO JaHHOH Teme, MepeueHb
KOTOPBIX, BO3MOXHO, JTA€T CaM IMPEIo/1aBaTellb;

- JlenaloTcs BBIBOAB W 0000IIeHHS B pe3yibTare aHalu3a
U3Y4EeHHOTO MaTepuaja, BBIICICHUs HaumOoyiee 3HAYUMBIX JIJIS
packpeITUsi  TeMbl  JOKiIaga  (GakToB, MHEHHH  pa3sHBIX
HCCIIeq0BaTENCH.

ITocTpoenue nokmnanga, Kak v JitoOOH Ipyroil Hay4HO#l paboTHI,
TPAJUIIMOHHO BKIIIOYACT TPH YaCTH: BCTYIUICHHWE, OCHOBHYIO
yacTh W 3aKimioueHue. Bo  BerymieHumM — 0003HavaeTcs
aKTyaJIbHOCTh HCCIIEyeMOH B JOKJIAJEC TEMBI, YCTaHABIMBACTCS
JoTUYecKasl CBsA3b €€ C JAPYTMMH TeMaMd. B 3akiodeHuH
GopMymHpYIOTCS ~ BBIBOABI,  JENAIOTCS  MPEIJIOKCHUS U
NOYEPKUBACTCS 3HAUEHUE PACCMOTPEHHOMN MPOOIIEMBI.

Pedepar

Pedepar - 3To camocTosTenpHas yd4eOHO-HMCCIEAOBATEIIbCKAS
pabora oOyuwaromerocsi, TIJ€ aBTOpP pAacKpbIBaeT CYTh
UCCIIeyeMOH TIPOOIIeMBbI, PUBOIUT Pa3TMYHBIC TOYKH 3PECHUS,
a TaK)Ke COOCTBEHHBIE B3Il Ha Hee. CoziepkaHue Marepuaia
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dopma
CaMOCTOSITEJIbHOM
padoTbI

MeToanuyecKkue PEKOMEHAAIUHA 1JISl CTYICHTOB

JOJDKHO OBITh JIOTHYHBIM, H3JIOKEHHE MaTepHuaja JOJDKHO
HOCHUTB NPOOIEMHO-IIOUCKOBBIN XapakTep.

Br160p Tembl pedepaTa ocyiecTBIsSETCS 00yUaoIUMCs He MEHee
YeM 3a JBE HeAeIM [0 IUIAHUPYEMOIO OKOHYaHHsS pPa0OTHI.
Tematuka pedepaToB JOBOIUTCS IO CBEACHUS OOYYArOIIMXCS
BEAYILUM MpEnoJaBaTeIeM.

[TpumepHsbie Tansl paboThl HaJ pedeparoM: GopMyIHpOBaHUE
TeMbl (TeMa [JOJDKHA OBbITh aKTyalbHOH, OpPUTMHAIBHOM U
MHTEPECHOH M0 COJEP)KaHMIO); TOA00p M U3Y4EHUE OCHOBHBIX
HMCTOYHHUKOB I10 TeMe (KakK MpaBujio, HE MEeHee 7); COCTaBIICHUE

oubnuorpaduu; obpaboTka U cucTemMaTu3anys MH(poOpMaIuy;
paspaboTka IIIaHA; HamucaHwe pedepara;  BO3MOXKHO
nyOJINYHOE BBICTYIUIEHUE C pe3ylbTaTaMM HCCIeAOoBaHMs (Ha
CEMUHape, Ha IMPAKTHMYECKOM 3aHATHM, Ha CTYJCHUYECKOU

HAYYHO-TIPAKTHYECKOW KOH(EPEHINH, Ha KOHCYJIbTALIUH).
Pedepar nomkeH oTpaxarb: 3HaHHE COBPEMEHHOI'O COCTOSHUS
npob6semMbl; 000CHOBaHUE BBHIOPAHHON TEMBI; MCIOJIb30BAHUE
U3BECTHBIX pPE3YyJIbTaTOB M (DAKTOB; IOJHOTY LUTHPYEMOM
JUTEpaTyphl, CCHUIKM Ha pabOThl YYCHBIX, 3aHUMAIOUIMXCS
JAaHHOUM TIPOOJIEMOM; aKTyaIlbHOCTh TTOCTABJICHHOU MPOOJIEMBI;
MaTepHual, MOATBEPXKIAIOMIMNA HaydHOE, MO0 MPaKTUYECKOe
3Ha4YEeHUE B HACTOSIIEE BPEMS.

PexomeHryeMblit oobeM  pedepara 10-15 CTpaHUIL
KOMITHIOTEPHOTO (MAIIMHOMMCHOTO) TEKCTA.

Texymmit
KOHTPOJIb
(KOHTPOJIBHBIN

cpe3)

Opranusyercst Kak OJJIEeMEHT Y4eOHOrO 3aHATHS B BHIE
BBITIOJIHEHHST OOydJaronmuMucs OJloka 3aJaHuil B MHChbMEHHOMN
dbopMe 1o 3alaHHBIM TeMaM JTUCIUTIITTHBI

KonTponbHas
paborta

KonTtponbHast paboTa — OpUruHaIbHOE COYMHEHUE HEOOIBIIOTO
pa3Mepa, B KOTOpPOM U3JIaraloTcs KOHKPETHBIE pPe3yJbTaThl
n3yueHus 00y4yaeMbIM JUCUUIUIMHBI (pe3yabTaThl COOCTBEHHOTO
WCCAEAOBaHUS IO KOHKpPETHOM Teme). B xome HamucaHus
KOHTPOJIbHOM palboThl 00y4aeMblii MPHOOpETaeT HaBbIKU
CaMOCTOATENILHON pabOThl ¢ HAYYHOU, yUeOHOUW U CIIeIHAIbHON
JUTEPaTypOH, YUUTCS aHAIM3UPOBATh MCTOYHHKH U TPAMOTHO
u3JlaraTb CBOM MbICIH. BBINOIHEHHE KOHTPOJIBbHON paboThI
BKJIIOYAET PAJ] 3TAIOB:

— BBIOOp TEMBI U NMOJ00P HAYYHBIX HCTOYHUKOB;

— UW3y4YeHWEe HAy4dyHOH JIMTepaTyphl, aHAIU3 U 0000IIeHHne

MaTepUasoB Mo MpobdieMe UCCIeI0BaHuUS;

— (opmynupoBaHHEe OCHOBHBIX MOJIOKEHUH U BBIBOJIOB;

— o¢opmiIeHHE KOHTPOJILHON PaOOTHI.
OdopmiieHne sBIsETCS 3aBEPLIAIOIIUM 3TAllOM KOHTPOJIbHOM
pabotel. BeiGOp TeMbl M TOA00Op MCTOYHUKOB JIOJDKEH OBITh
COTJIACOBaH C HAYYHBIM PYKOBOJHUTEIEM, BeyIIUM npeamet. Ha
OCHOBE COOpaHHOrO MaTepuaiga YTOYHSIETCS CTPYKTYpa,
coZiep)kaHue U 00BeM KOHTPOJIbHOM paboThl. TexHHueckue
TpeboBaHus K padote: o6bem 10-12 cTpanuI] MAaTMHOMCHOTO

27




dopma
Ne | camocTosiTeILHOM MeToauyeckne peKOMeHIAUMHU 1JISl CTY/IEeHTOB
padoTbI

TEKCTa, OTIe4YaTaHHoro uepe3 1,5 mHTepBana. KoHTposbHas
paboTta AOMKHA WMETh: THUTYJIBHBIA JIUCT, COJEPIKAIIHA:
Ha3zBaHue pabotel, @.M.0. aBTOpa U HAYYHOTO PYKOBOJIUTEIIS,
Ha3BaHue (akyinbTeTa, Kypca, ToJl M MECTO HalHUCaHus,
COJIep’)KaHUE Ha OTHEJIBHOM CTPaHHULE, HyMEpalul CTPaHUL.
CTpykTypa KOHTPOJBHOW pabOThl BKIIOYAET: 3aroJiOBOK,
BBE/ICHHE, OCHOBHYIO YacThb (U3JI0)KEHHE JIBYX BOIIPOCOB),
3aKJII0UYEHUE, CIIUCOK UCIIOJIb30BAHHOM JINTEPATYPHI.

3arojoBOK (Ha3BaHME) OTpa)kaeT TeMY JAHHOTO COYMHEHHUS U
COOTBETCTBYET COJIEp’)KaHHMIO. BBeneHne (BBOJHAs YacTh)
JOJDKHO OBITh KPaTKMM W TOYHBIM. B HeM 00OCHOBBIBaeTCS
BBIOOp TeMbI, hopmynupyeTcs 1eiab padboTel. OCHOBHAs 4acTh
JeTTUTCS Ha TJIaBbl B COOTBETCTBUU C 3a7ayaMu paboTsl. JlaeTcs
oTpesiefieHUE MOHSATUSAM HMCCIEAYEMBIX SIBICHUH U TPOIIECCOB,
PacKphIBaIOTCA MX CYIIHOCTh M OCOOCHHOCTU. B Hebombmion
paboTe yacTu MOTYT HE€ BBIJENATH, HO KaKJas HOBas MBICIb
oopmisiercss B HOBBIM a03ar. 3akioyeHue uMeeT (opmy
BBIBOJIOB, COOTBETCTBYIOIIMX dTaraM UCCIIeOBaHUsL, UK (hopmy

pe3roMe.
[ToaroroBka k OcHOBHOE B IOATOTOBKE K CAade 3K3aMe€Ha - 3TO MOBTOPEHUE
9K3aMEHY BCEr0 Marepwajia yd4eOHOW JTUCHUIUIMHBI, 10 KOTOPOMY

HEoOXoqMMO caaBaTh Sk3aMeH. [Ipm moaroroBke Kk craue
9K3aMeHa  oOyuarommiics Bech 00beM paboOThl JOJKEH
pacnpeneniaTe PpaBHOMEPHO IO JHSAM, OTBEICHHBIM IS
MOJrOTOBKM K 9K3aMEHY, KOHTPOJIMPOBaTh KaXIblii JI€Hb
BBITIOJTHEHNE HAMEYEHHOH pabOTHI.

9.IlepeyeHb  MHPOPMALMOHHBIX  TEXHOJIOTHH,  HCHOJb3yeMbIX  IPH
OCylleCTBJIEHUM 00pa30BaTeIbHOTO Mpolecca MO AUCHUILVIMHE, BKJIIOYAs
nepevyeHb MPOrPaAaMMHOI0 odecriedyeHusi 1 MHGOPMALMOHHBIX CHPABOYHBIX
cucTeM

O6yuaronumes o OIIOIT obecnieyen A0CTym K ydeOHOMY IUIaHy, pabouei
nporpaMMe JUCHUIUIMHBI B 3JIEKTPOHHON (hopme, K 3IEKTPOHHO-OMOIMOTEUHON
cUCTeMe MHCTUTYTa, COJAEp)Kallel yueOHO-METOIMYEeCKHe MaTe-pHajbl o
JTUCIHIUIMHE B 3JIEKTPOHHOM opme, K UHYOPMALIMOHHBIM CITPABOYHBIM CUCTEMAM,
KOTOpPBbIE HCIIOJIB3YIOTCS TPU OCYIIECTBICHHH 00pa3oBaTeNIbHOTO Ipolecca Mo
JUCHHIUIMHE, TOCPEACTBOM D3JIEKTPOHHON HWH(GOPMaLMOHHO-00pa30BaTENbHOM
cpedbl MWHCTUTYTa U3 JIOOOH TOYKM, B KOTOPOM HMeeTcsl JIO0-CTyll K
UH(POPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHON ceTn «MHTepHeT» (wWww.mgik.org);
X0 00pa30BaTEeNLHOrO Tpolecca MO AMCHUIUIMHE (PUKCUPYETCS MOCPEICTBOM
3IIEKTPOHHOMN nH(POPMaLIMOHHO-00Pa30BaTEIBHOM Cpensl WHCTHUTYTa
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(www.mgik.org); oOecrieyeHO (QOopMUpPOBaHUE DJIEKTPOHHOTO MNOPT-(HOIHO
oOydJaromerocs Mo IUCIUILIMHE TOCPEJICTBOM 3JIEKTPOHHOW HWH(POPMAIMOHHO-
00pa3oBaTeNbHON Cpejibl HHCTUTYTa (WWWw.mgik.org).
[Ipu ocymecTBieHnn 00pa30BaTEIBLHOTO TMpolecca MO  AUCITUTUIHHE
UCTIONIB3YETCsI CIEAYIOIIee IMIIEH3NOHHOE TPOrpaMMHOE 0OecTieueHHE:
— Onmnepanuonnas cucreMa Windows 7 Professional
[TakeT opUCHBIX TPOTpaMM:
— Microsoft Office 2016 Word
— Microsoft Office 2016 Excel
— Microsoft Office 2016 PowerPoint
— VYuebnsie miansl BO u YII BIIO
AHTHBUPYCHBIE IPOTPAMMBI:
— Kaspersky Endpoint Security
Hpyroe I10:
— Mozilla Firefox
[Ipu ocymecTBieHNH 00pa30BaTENLHOTO TIpoIecca MO  JTUCIUIUIMHE
WCITOJIB3YIOTCS DJIEKTPOHHO-OMOITNOTEUHBIE CUCTEMBI:
— DnekTpoHHO-O0ubIMoTeuHas cuctema «Jlanb»: https://e.lanbook.com/
— DnekTtpoHHas oubimoreka «FOpaitt» https://biblio-online.ru/
— Hayunas AIIEKTPOHHAS oubMoTeKa:
https://elibrary.ru/projects/subscription/rus_titles open.asp

10.0nmncanne MaTeprajibHO-TEXHUYECKOH 0a3bl, HEOOXOAUMOM Il
OCyIIeCTBJIEHHsI 00Pa30BaTeJIbHOI0 MpoLecca Mo AMCIUIJINHE

YueOusie 3anatus no guciuminiae b1.0.23 JlokymeHTOBeIeHNE MPOBOIATCS
B CIeAyOUMX  OOOpPYJOBaHHbIX  Y4YeOHbIX  KaOMHETaX,  OCHAIEHHBIX

COOTBETCTBYIOIINM O00OPYIOBAHUEM H MPOTPAMMHBIM 00€CTICUECHUEM:
Tabauya 12
HaumeHoBaHue 000pPy10BAHHBIX Y4eOHbIX KAOUHETOB, 00bEKTOB

1JI5l MPOBeAeHUsI MPAKTHYECKUX 3aHITHH ¢ MepeYHeM OCHOBHOTO
000py/10BaHMsI M MPOTPAMMHOI0 00ecreYeHHs

Bup y4eOHbIX 3aHATHI
0 JUCIHUILINHE

SaHATHSA TEKIIMOHHOTO
[ToTouHast ayauTOpus, OCHAIIICHHAs! TPOCKITMOHHBIM 000PYI0BaHHEM

Tuna
3aHSATUS CEMUHAPCKOTO
e [TorouHast aynuTOpHsi, OCHAIIICHHAS TIPOCKIIMOHHBIM 000pyI0BaHHEM
CamocrosrenbHas pabora

HayuHo-TexHnueckas Oubanorexa
CTY/ECHTOB

11 O6ecnieuenne  oOpa3oBaTeNbHOrO  Tpollecca JUISL  JUI[ €
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OTpaHNUYCHHBIMH BO3MOKHOCTAMU 340POBbA 1 NHBAJINIOB.

B xo/e peanuzaiuu IUCHUIIIMHBI UCTIOIB3YOTCS CIEAYIONINE TOMOJIHUTEIIBHbIC
METO/IbI 00YUYECHHSI, TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTH U MPOMEKYTOUHOM
aTTeCTalliy 00YYarOIMXCs B 3aBUCMOCTH OT UX WHIAMBUIYaATbHBIX
0COOEHHOCTEI:

07151 CIIenbiX U CLAO0BUOSUUX:

- TeKIMH 0(GOPMIISIFOTCSL B BUJIE€ 3JIEKTPOHHOIO JOKYMEHTA, IOCTYITHOIO C
MOMOIIbIO KOMIIBIOTEPA CO CIIEMAIM3UPOBAHHBIM ITPOrPAMMHBIM 00ECIICUEHUEM;
- MUCbMEHHBIE 33/IaHKS] BBIMOJIHSAIOTCS HA KOMIIBIOTEPE CO CIEHUATU3UPOBAHHBIM
POrpaMMHBIM 00ECIIEYEHUEM, I MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;

- obecnieurBaeTCsl MHAMBUYaIbHOE paBHOMEpHOE ocBelieHre He menee 300
JIIOKC;

- JIJIS1 BBITIOJTHEHUS 3a/IaHMsI TIPU HEOOXOAMMOCTH MPEAO0CTABIISICTCS
YBEIMYHUBAIONIEE YCTPONCTBO; BO3MOKHO TAK)KE MCIIOIH30BaHUE COOCTBEHHBIX
YBETMYHUBAIONIUX YCTPOUCTB;

- MAChbMEHHBIC 3aTaHMs O(POPMIISIOTCS YBETUICHHBIM MIPUPTOM;

- 9K3aMEH U 3a4€T IPOBOJIATCS B YCTHOM (hOpME MU BBITIONHSIIOTCS B TUCHMEHHOMN
dbopme Ha KOMITHIOTEPE.

OJ151 27IYXUX U CNAOOCTBIUAUUX:

- KUK 0OPMIISIIOTCS B BUJIE€ SJIEKTPOHHOTO IOKYMEHTA, JIM0O MPeOCTaBISETCS
3BYKOYCUJIMBAIOIIAs annaparypa UHIUBUAYATbLHOTO MOJb30BAHMUS;

- MICHhMEHHBIC 3a/IaHMSI BHIMIOJTHSIIOTCS HA KOMITBIOTEPE B MTUCHMEHHOU (hopMme;

- 9K3aMEH U 3a4€T MPOBOJISATCSA B MUCHhbMEHHOM (popMe Ha KOMITBIOTEPE; BO3MOKHO
POBEICHNE B JOpME TECTUPOBAHMUS.

OJIs1 UY C HAPYUWEHUAMU ONOPHO-08ULAMENTbHO20 annapama:

- TeKIUH 0(GOPMIISIFOTCSL B BUJIE€ 3JIEKTPOHHOTO JOKYMEHTA, IOCTYIHOIO C
MOMOIIbIO KOMIIBIOTEPA CO CIIEMAIM3UPOBAHHBIM TPOrPAMMHBIM 00ECIICUEHUEM;
- MUCbMEHHBIE 33/IaHKSI BBIMOJIHSAIOTCS] HA KOMIIBIOTEPE CO CIEUUATU3UPOBAHHBIM
POrpaMMHBIM 00ECTICUEHUEM;

- DK3aMEH U 3a4€T MPOBOJATCA B YCTHOM (popMe WU BBIMOJIHSAIOTCS B TUCbMEHHON
dbopmMe Ha KOMITHIOTEPE.

[Tpu HEOOXOIMMOCTH TIPETYCMATPUBAETCS YBEIMUCHUE BPEMEHH JIJIS1 TIOJITOTOBKU
OTBETA.

[Ipouenypa mpoBeaeHUS IPOMEKYTOUHOM aTTECTAIMH JIJIST O0YJaAFOIIIHXCS
YCTaHABIMBACTCA C yIETOM UX WHIUBUIYATHHBIX TICUXO(PU3NIECKUX
ocobenHocTteil. [IpomexyTodHast aTTecTaris MOKET MTPOBOIUTHCS B HECKOJIBKO
ATaMoB.

[Tpu npoBeneHnr MpoLETypbl OLICHUBAHUS PE3YJIbTATOB 00YUYEHUs
peayCcMaTpUBAETCA UCIIOIb30BaHUE TEXHUUYECKUX CPEJICTB, HEOOXOIUMBIX B
CBSI3U C MHAUBUAYAJTBbHBIMU OCOOEHHOCTSIMU O0OYYAIOIINXCS. DTH CPEICTBA MOTYT
OBITh MPEIOCTABIIEHBI YHUBEPCUTETOM, HJIKM MOTYT UCIIOJIb30BATHCSI COOCTBEHHbBIE
TEXHUYECKUE CPEJICTBA.

30



[TpoBenenue npoieypbl OLEHUBAHUS PE3YIbTATOB O0YUEHUS JOITYCKAETCS C
UCIIOJIb30BaHUEM JUCTAHIIMOHHBIX 00pa30BaTEIIbHBIX TEXHOIOTHIA.

O6ecrieunBaeTcs JOCTYM K HHPOPMAITMOHHBIM U OnOMorpaduueckuM pecypcam B

cetu HTEpHET 1715 KaXk0ro o0yyaroiierocs B hopmax, aJanTUPOBAHHBIX K
OTPaHUYEHUSM UX 370POBbS U BOCHIPUATHUS UH(DOPMAIUU:

07151 ClIenviX U Clab0BUOSIUUX:

- B IIe4aTHOM (hopMe YBETMUYECHHBIM IIPUPTOM;
- B (hopme 3IeKTPOHHOTO TOKYMEHTA;

- B hopme ayanodpaiina.

OJ151 27LYXUX U CAADOCILIUALYUX!

- B IeyaTHoO# dopme;

- B (hopme 31eKTPOHHOTO JOKYMEHTA.

T 00YYArOIIUXCS C HAPYIIEHUSIMHU OMTOPHO-/IBUTATENILHOTO armapaTta:
- B me4aTHoO# dopme;

- B (hopme 3eKTPOHHOTO TOKYMEHTA;

- B hopme ayauodpaiina.

VYuebHbIC ayTUTOPUH IJIS BCEX BUIOB KOHTAKTHOW U CAMOCTOSTEIILHON pabOThI,

Hay4JHasi OMOIMOTeKa ¥ MHBIE TTOMEIICHHS 1711 00y4YSHUST OCHAIIICHBI
CIeIUaIbHBIM 000pYA0BAaHUEM M YICOHBIMH MECTAMH C TEXHUYCCKUMHU
cpencTBaMu OOYYCHHS:

07151 ClIenvixX U CaO0BUOSIUUX:

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

- npuHTepoM bpaiinsg EmBraille ViewPlus;

OJ151 27IYXUX U CNAOOCABIUUAUUX:

- aBTOMAaTU3UPOBAHHBIM PA00OYUM MECTOM JIJISl JTFOJICH C HApYIICHUEM CITyXa U
c1aboCIbIIIANTNX;

- aKyCTHYCCKHUI YCUITUTEh M KOJIOHKH;

TUTs1 O0Y4aOIIMUXCS ¢ HAPYIIEHUSIMHA OMTOPHO-ABUTATEIIHHOTO arapara:

- IEPEIBMKHBIMH, PETyIUPYEMbIMU dproHOMudecKkuMu naptamu CU-1;

- KOMITBIOTEPHOW TEXHUKOW CO CTICIIHAIBHBIM ITPOTPAMMHBIM 00eCTIEYCHUEM

Pazpaborano B cootBercTBUU C TpeboBanusimu DPI'OC BO mo HampaBieHUIo
46.03.02 JlokyMEHTOBEIEHUE U apXUBOBeICHHUE» - JlokymenmosedeHue u

()OKyMeHmaMuOHHOB obecneuenue ynpaejierus, u HCWIOpU'iBCKOB apxueoeec)eﬂue

PazpaboTuuk: cTapimii npenogasarens [Inuymkuna Tatbsina Muxaitnoaa (PHUO)
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