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1. HEJIN U 3AJAYN OCBOEHUA JUCHUIIJINHBI

Lenu:

- obecreunTh JOCTAaTOYHBIM M HEOOXOMWMBIH YypPOBEHb TEOPETHYECKUX 3HAHUU U
MPAKTUYCCKUX HAaBBbIKOB B MMPUMCHCHUU I/IHq)OpMaI_II/IOHHO-I[OKYMGHTaI_II/IOHHOFO
MEHEeKMeHTa JyIs pemenus 3a1a4d JIOY u apxuBHOro nena

3aoauu:

- HU3yYUTh TEOPETHUYECKHE OCHOBHI HH(POPMAIIMOHHO-JOKYMEHTAIMOHHOTO MEHEKMEHTA,

- chopmupoBath MpodecCHOHATbHBIC HABBIKM TPUMEHEHUS MPUHIMIIOB W  METOJIOB
WH(OPMAIIMOHHO-TOKYMEHTAIIHOHHOTO MEHE)KMEHTA B YIIPABICHUH IOKYMEHTAMHU.

2. MECTO JMCHUIIVIMHBI B CTPYKTYPE OIIOII BO

Huctunnuna «Menemxment B JIOY u apxuBHOM jene» BXOIUT B cocTaB bioka 1,
yacTu, GopmMupyeMor ydacTHuKamu oOpasoBarenbHbIX oTHomeHud OIIOIl mo HampaBieHuto
nonroroBku 46.03.02. JlokyMeHTOBeJACHHE H apxuBoBeaeHue, mnpoduns - Hcropuueckoe
apXHUBOBECHUE.
Hucuunnuna ««Menemkment B JIOY u apxuBHOM jene» u3ydaercs B 4 ceMecTpe Ha OYHOU
dopme oOyuyeHus. BxonHble 3HaHUSA, YMEHHS U KOMIIETCHLUU, HEOOXOIWMBIE IJi1 M3y4eHUs
JaHHOTO Kypca, (GOpMHUPYIOTCS B TpOIECCe M3YUYCHHs] TaKUX TUCIUIUINH, Kak: BBeneHue B
npodeccuto, Opranmzanus u TexHosorun JIOY. B pe3ynbrare OCBOCHUS IUCITUTIIMHBI
(bopMUPYIOTCS 3HAHUS, YMEHUS U HABBIKH, HEOOXOAMMBIE JIJISI H3yYEHUS CIEAYIOMUX TUCITUTLINH
U TPOXOXkJAeHUs NpakTHK: [Ipom3BoacTBeHHas MpakTHKa: HaydHO-HCCIEAOBaTelIbCcKas padora,
[Ipaktuka npegaumiomMuas. B3anmocss3s kypca ¢ apyrumu quctumiinaaMu OOIT ciocobeTByeT
IUTAHOMEPHOMY (OPMUPOBAHUIO HEOOXOAMMBIX KOMIETEHIMH M YIIIYOJIEHHOM MOJIrOTOBKE
CTYJEHTOB K PEIICHUIO CIICUATBHBIX MPAKTUISCKUX MPO(ecCHOHANBHBIX 3a/1ad.

3. KOMIIETEHIIMX OBYYAIOHIEI'OCS, ®OPMUPYEMBIE B PE3VYJIBTATE
OCBOEHMUSA JUCHUITJIMHBI

[Iporiecc ocBOeHUsI MUCHMIUIMHBI HampaBiieH Ha (HOPMUPOBAHHE KOMIICTCHLUH (271eMeHmos
cnedyrouwux komnemenyuit [1K-5.4., I[1K-6.1., IIK-7.1) B coorBerctBuu ¢ ®I'OC BO u OITOIT BO
[0 JJAaHHOMY HaNpaBJIEHUI0 NOAroTOBKM (cnenuanbHocTH) 46.03.02. JlokyMeHTOBEnEHHE U
apXUBOBeJIEHUE, TPoduib - Mcropuueckoe apXuBOBeICHHE:

Ilepeuenv nnanupyemolx pe3yiomamos 00yuenus no oucyuniune (MooyJi).

I[InanupyemMble pe3y/bTaThl
o0yueHusi MO0 AMCUMILINHE,

®opmupyemMble .
KOMITeTeHIHII NHaukaTopbl KOMIETEHUMA | XapaKTepu3ywIllue 3Talnbl
(popmupoBanus
KOMIIeTeHIN
IIK-5.4 Bnaneer 3HaTh: NpaBUia CO31aHuUs U
HaBBIKAMU pa3pabotku U | ohOpMIICHUS JIOKATBHBIX
TK-5 Buiazietue BHEJIPCHHUS JIOKAJIbHBIX | HOPMATUBHBIX JOKYMCHTOB;

HOPMATHBHBIX aKTOB B cdepe | YMeTh: pa3pabarbiBaTh U BHEIPSTH
JIOKYMEHTAILHOHHOTO 00ECIIeYCHHsI | MOJOKEHHS O CTPYKTYPHBIX
YIPaBICHUS K ApXUBHOTO Jiesia MOJIpa3/IeIeHHSX;

pa3pabarbiBaTh U BHEAPSTH
HHCTPYKIIMH 110 TEXHOJIOTUH
paboTHI C TOKYMEHTAMH;

Bnaners: mpaBwiamu co3maHUS U
odopmIteHHS JIOKAJIbHBIX
HOPMATHBHBIX TOKYMCHTOB.

MIPaBOBBIMU OCHOBAMU
JIOKYMEHTOBE/ICHUS U
APXUBOBEJICHUS U CMEKHBIX
obnacTeil 1 MpUMEHEeHNE UX B
npodeccroHabHOM chepe




TIK-6 Bnanenue TIK-6.1 Bnageer ocHOBaMH 3HaTh: Hay4HbIE OCHOBBI

METOIaMH YIIPABICHAS U YHOpaBJICHUS U MPUHITUIIAMA YHOpaBJICHUS U IPUHIUIGI, QYHKINN

SKOHOMHUKH IIpH paboTe ¢ OpTaHU3AINH APXUBHBIX CITY)KO OpTraHM3aIUH APXUBHBIX CITYXO;

ApPXUBHBIMH JOKYMEHTaMHU Ymern: aHATM3UPOBATh
TEOpETHUYECKHE

KOHIENIMA W  METOAMYECKHE
MIOAXO/BI K OLIEHKE

JIOKYMEHTOB;

Biaagern: HOPMATHUBHO-
METOAUYECKON 0a30i

OIIEHKH JOKYMEHTOB.

IIK-7  PykoBoacTBo IIK-7.1 YMmeer BeICTpauBaTh, 3HATh: Hay4YHbIE OCHOBBI U METOABI

MOJpa3/eIeHUEM apXUBa KOHTPOJIHPOBATH, obecrieueHust COXPaHHOCTH
COBEPIICHCTBOBATH CUCTEMY JIOKYMEHTOB,  HaXOJSIIUXCS Ha
ApPXHMBHOTO XPaHECHUS JeT apXMBHOM XPaHECHNUH;
(IOKyMEHTOB) B OpraHM3aIun YMeTb: NPUMCHATh Ha IPAKTHKE

METOJIBI 00ECTIEUEH ST COXPAHHOCTH
JMOKYMEHTOB,  HAXOJSIIIUXCS — Ha
apXMBHOM XPaHEHHUH,

Biaaaern: HOPMATHUBHO-
METOAUYECKON 0a30il oOecneueHus
COXPaHHOCTH JIOKYMEHTOB B
apxmuBe.

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJINHBI (modyns)
4.1 O6vem oucyunaunst (Mooyns)
O0beM (0oOmiasi TPyaOEMKOCTh) IUCHUIUTHHBL «MeHemkmeHnt B JIOY u apxXuBHOM [ene»

cocraBmsieT 3 3e, 108 akan. yacoB, u3 HUX KOHTakTHBIX 40 akam.4., CPC 68 akam.4., hopmbl
KOHTPOJIS 3a4€T C OLIEHKOM , POPMBI KOHTPOJIS 3a4ET C OLICHKON

Bugp! yue6HOM paboThl, BKodas | Popmbl TEKyLIEeTO
CaMOCTOSTENBHYO paboTy | KOHTPOJA  YCIEBAEMOCTH
CTYJICHTOB (no neodenam cemecmpa)
u TpymoemkocTh (B uacax)/ c | Popma  mpoMeKyTOUHOH
YKa3aHHUEM 3aHSATUH, MPOBOAMMBIX | aTTECTALMU (no
NQ TeMa/Pasz[en B MHTCPAKTHUBHBIX (I)OpMaX cemecmpam )
I/TI |[AMCIUIUTMHBI
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1 | Pasoen ] 4 14 |4 1 12 | Ilpaxmuueckas
dec;()fwem u Memooonous paboma 1
unHpopmayuorno-
OOKYMEHMAYUOHHO20 Pecepam
MeHeoHcMeHma
2 | Pasoden 2. 4 12 |4 1 13 | Ilpakmuueckas
Oc;oeyble dyuryuu paboma 2
unpopmayuorno-
OOKYMEHMAYUOHHO2O0 Pegepam
MeHedHCMeHma
3 | Pasoen 3. 4 12 |2 1 13 | IIpakmuueckas
Kuznennwiii ) YUK paboma 3
OOKYMEHMUPOBAHHOU epepam
uHGopmayuu pepep




4 Pasoen 4. 4 |4 2 1 13 | Ilpakmuueckas
DxoHomuueckas s¢pgpexmuerocmo paboma 4
uHghopmMayuoHHo- epepam
OOKYMEHMAYUOHHO20 pepep
MeHeOHcMeHma

5 Pasoen 5. 4 |4 4 1 13 | Ilpaxmuueckas
Ilpobnemvr  u  nepcnekmugol paboma 5
pazeumust UHGOPMAYUOHHO-

OOKYMEHMAYUOHHO2O

MeHeOdHCMeHmA

Ipomesicymounas ammecmayus 4 2 1 KOHmpo./ZbHaﬂ pa60ma
3auém oyenxoii /3auém ¢ oYeHKoll
UTOTO: 4 |16 |18 6 68

4.3. Cooepircanue pazoenoe oucyuniaunsl (Mooyis)
(Oaemcs 6 mabauuHoOU UIU MeKcmosou ghopme)

UHDOPMAYUOHHO-OOKYMEHMAYUOHHO20
MeHeddcMenma

Ne | HaumeHnoBanue pasaena | Copepxanue
(moxpasnesia, TeMbl) IHCIUTIIUHbBI
Pasoen 1 [Ipenmer, 3amaun, coiep:kaHrue U METOTUKA
Ilpeomem u Memooonocus

U3y4CHUS JUCHUIUIMHBI «MEHEIKMEHT B
JAOY wu apxuBHOM [ene», €ro poiib B
HOATOTOBKE CHEIUAINCTOB, CBSI3b C IPYTHMHA
y4eOHBIMM  JIUCHMIUIMHAMHU.  YueOHas,
METOJIUYECKass M HOPMAaTHBHO-CIPaBOYHAS
auteparypa. OOLIeTeopeTHUecKue acrieKThl

TOHATUI «MEHEIKMEHTY,
«TOKyMEHTallMOHHOE obecrieyeHne
YIIPaBJICHUS», «H(POPMAITHOHHBIT
MCHCI?KMCHT», ((,Z[OKYMGHTaI_[I/IOHHI:Jﬁ
MEHEHKMEHT,
«H()OPMAITMOHHO-TOKYMEHTAIIMOHHBII

MEHEHDKMEHT, «yTIpaBIICHUE
JNOKyMeHTanue». 3amaud, OQyHKOUH |
CTPYKTypa nH(pOpMaAITMOHHO-

AOKYMCHTAITUOHHOT'O MCHCIIPKMCHTA.
3aKOHOI[aTeJ'II)Haﬂ N HOpMATUBHO-IIpaBOBasd

6aza B chepe MH(POPMAIIMOHHO-
JTOKYMEHTAMOHHOTO MEHE/PKMEHTA.
3aKOHOMEPHOCTH UH()OpPMaIIMOHHO-

JOKYMEHTAIlMOHHBIX IpOLEeccoB B cdepe
COIIMAIbHO- SKOHOMHUYECKOT'O YIIPABIICHHUS.

MeTtonsl nH(pOpMaIMOHHO-
I[OKyMGHTaI_II/IOHHOI‘O MCHCPDKMCHTA.
CuctemHbIii TIOAXOA B HWH(MOPMAIMOHHO-
I[OKyMeHTaI_II/IOHHOM MCHCIIPDKMCHTC.

CuTyalMOHHbBIN MOJIXOI.




HopmaruBHO-MeTOIMUECKOE OOecreueHue
yIpaBIeHUS nH()OPMAIIMOHHO-
JOKYMEHTAIMOHHBIMA nporeccaMmu B
opraam3anui. CTaHIapThl  OpPraHU3AIINH,
UHCTPYKIIMK MO  JOKYMEHTAI[HOHHOMY
o0ecrevYeHn0  ynpaBlieHUs. PermameHTs
TEXHOJIOTUIECKUX MPOIECCOB.

[Tonoxenune o ciyxbe UHGOPMAIMOHHO-
JOKYMEHTAI[HOHHOTO o0ecrieyeHHSI.
JIOMKHOCTHBIC U CITYKEOHBIE PETIAMEHTHI U
WHCTPYKIIUU COTPYIHUKOB.

Paszoen 2.

OcHogHvle yHKYUU
UHDOPMAYUOHHO-
OOKYMEHMAYUOHHO20
MeHeOHCMEeHmA

[Ipumenenue aJIMUHUCTPATUBHBIX,
YKOHOMMYECKHX u COIIMAJIFHO-
IICUXOJIOTHYCCKUX METOJIOB B
“H()OPMAITMOHHO-TOKYMEHTAIIHOHHOM
MCHEKMCHTE.

OcCHOBHBIE byHKIIH yIpaBJIeHUs.
[InanupoBanue, opraHu3anus, MOTHUBALHUS,
KOHTPOJIb B nH(pOpPMaIMOHHO-
JIOKYMEHTAIIMOHHOM MEHEIKMEHTE.
[InanupoBanue nH(pOpPMaIMOHHO-
JIOKYMEHTAIlMOHHBIX MIPOIIECCOB. Bunpr
MJIAHOB, UX COAEpKaHUE. Y CTAHOBIICHUE 1IEeH
M 33ama4y B cHcTeMe HWH(DOpPMAIMOHHO-
JIOKYMEHTAIlHOHHOTO MEHEIKMEHTA.
Ilonutuka ympaBieHUs JOKyMEHTAallMEHd B
OpraHu3aIuu.

OcHOBHBIC DJICMCHTHI CTPYKTYPBI
nH(pOPMaAITMOHHO-TOKYMEHTAIIHOHHOTO
obecrieyenus. HopMbl ¥ HOpPMATHUBHI,
NMpUMEHSIEMbIE 11  pacuera Tpyao3arpar,
TEXHHYECKOTO O0O0ecleueHusl TMpOILEeCCOB B
“H()OPMAITMOHHO-TOKYMEHTAIIHOHHOM
MCHEKMCHTE. Hopma YIPABIISIEMOCTH.
Pacnipenenennie  ¢GyHKnmMiA ©W  3amad B
YVOPABJICHUU MO JOJDKHOCTHBIM KaTETOPHUSM.
Opraaun3annoHHO-(QyHKITHOHATBHBIC
CTPYKTYpPHBI YIPaBJICHUs, UX BUBL.

MoTuBanuss kKak  (yHKOHS ~— YIpaBJICHUS.
Kpurepun  motuBanuu.  MotuBanus u
HOBOBBEJICHUSI B cHCTeMe HWH(OPMAIMOHHO-
JOKYMEHTAIlMOHHOTO MEHEIKMEHTa. MeToabl
CTUMYJIMPOBaHUS paOOTHUKOB.

Kontpoinb B cucteme ynpasnenus. TexHonorus
OpraHU3aIu KOHTPOJISI U CPOKU UCIIOJTHEHHS B
WH(HOPMAIIMOHHO-T0KYMEHTAIITHOHHOM
MEHEI>KMEHTE.

Paszoen 3.
JKusHennvlll  Yuka  OOKYMEHMUPOBAHHOU
ungopmayuu

Mopenu JKU3HEHHOI'0 LIUKJIA.
OcHOBHBIE 3Tallbl ~ JKU3HEHHOTO IUKJA
JOKYMEHTHpOBaHHON umHpopmanuu. Teopus u
rpaduyeckas MOJZIEIIb KOHTHHYyMa
JIOKYMEHTOB.




Cucrema ympaBieHHS JOKYMEHTHPOBAHHOM
uHpopManue.

[Tpouecchl 1 UHCTPYMEHTHI UH(POPMAIIMOHHO-
JOKYMEHTAllMOHHOTO MEHEKMEHTA. CHUCTEMBI
3JIEKTPOHHOTO JIOKYMEHTO000poTa.
DJIEKTPOHHBIE APXUBBI.

Pazoen 4.

Oronomuueckas aghpexmugnocme
UHDOPMAYUOHHO-O0KY MEHMAYUOHHO2O
MeneorHcMeHma

MeToaB! TEXHUKO-?KOHOMHYECKHX PACYETOB H
000CHOBaHHUS perieHui B obmactu
MH()OPMAIIMOHHO-T0KYMEHTAI[HOHHOTO
MEHEKMEHTA. CocrosiHue PBIHKA
MH()OpPMaIMOHHO- JOKYMEHTAIMOHHBIX
TEXHOJIOTHH. Opranuzanuu-pazpaboTuYHKu
pemenuit B oOmactu. Pexkomenmamum 110
BBIOOPY MH(OPMAIIMOHHBIX TEXHOJOTHHA H
HPOTrPaMMHO-TEXHHUECKUX CpencTB
o0ecrieueHus MH(POPMALMOHHO-
JOKYMEHTALMOHHOTO MEHEKMEHTA. TaIbl
BHE/IPCHHUS MIPOEKTOB ONITUMH3ALNH
MH()OPMAIIMOHHO-TOKYMEHTAI[HOHHOTO
oOecrieueHus yrpasieHus. CXxeMbl peaau3aliu
Y COTIPOBOYKICHHSI TPOCKTOB.

Pazoen 5.

Ilpobnemvl u nepcnekmugvl  pazeumus
UHGDOPMAYUOHHO- OOKYMEHMAYUOHHO20
MeHedxHcMeHma

Hayuno-reopernueckue poOIIeMbI
WH()OPMaAITMOHHO-TOKYMEHTAIIHOHHOTO
MCHCIPKMCHTA.

Pa3BuTne 3akoHOAATEIBHOM M HOPMATHUBHO-

METOINYECKON 6a3bl. [Ipobnembl
TapMOHM3ALUH MEXTyHapOIHOTO "
HAIMOHAJILHOTO 3aKOHOJATEIbCTBA U

COTpyAHHYECTBA B 00JIacTH WH(DOPMAITMOHHO-
JOKYMEHTAITMOHHOTO MEHE[KMEHTA.
AyTcopcuHT B nH(OpMaIMOHHO-
JIOKYMEHTAIMOHHOM o0OecrneveHuu.
Koncantuar B obnactu  uHOOpPMAIMOHHO-
JOKYMEHTAITUOHHOTO MEHEJ)KMEHTA.
NuHoBanmu 1 mpoOsieMbl BHEAPEHHS B cepe
uH(OPMAIIMOHHO-A0KYMEHTAI[HOHHOTO
MeHekMeHTa. [loBbllieHne KBadupuUKaluu
PYKOBOAUTEINIEH U CIELIUAIMCTOB OpraHU3aIum.
NudopManiioHHbIN MEepcOHA — HW3MEHEHUE
TpeOoBaHMH K pabOTHUKaM B CBSI3U C
NEPEX0JI0M K IIU(PPOBOIl IKOHOMHUKE.

5. OBPA3OBATEJIBHBIE TEXHOJIOT YA

Ne Bunnl Y4eOHbIX
HanmeHnoBanue pasaeia . Oo0pa3zoBaTe/bHbIC TEXHOJTOTHH
n/n 3aHATHIl
1 2 3 4
1. |Pasoen 1 Jlexyus 1. Beoonas nexyus c ucnonvzosanuem
Ilpeomem u Memooonoaus udeoMamepuanos
UHpOPMAYUOHHO-
doxymenmauuonnozo
MeHeONCMeHmda




IIpaxkmuueckasn Onpoc, paszeepuymas beceda c
paboma 1 obcyacoeHuem peghepama
Camocmosmenvnaa |Koncynemuposanue u npogepka
paboma OOMAWHUX 3A0AHULL NOCPEOCMBOM
anekmporHou noumvt/IMOC
2 |Paszoen 2. Jexyus 2. Jexyus c UCNONIb3068AHUEM
Ocrosnsie Pynryuu sudeomMamepuaios
ungopmayuonHo-
00KyM€Hmal4u0HH020
J Ipakxmuueckas Onpoc, paszeepuymas beceda c
paboma 2. obcyacoenuem pepepama
Koncynemuposanue u npogepka
Camocmosmenvras |0OMawHUx 3a0aHUll NOCPeOCmeom
paboma anekmporHotl noumvl/IMOC
3 |Pasoen 3. Jlexyus 3. Jlexyust c UCNONIb306AHUEM
AKusiennont 5 yurn sUOeOMaAmMepuaios
0OKYMEHMUPOBAHHOU UHDOPpMAYUU
IIpaxkmuueckasn Onpoc, paszeepuymas beceoa c¢
paboma 3 obcyacoeHuem peghepama
Koncynemuposanue u nposepka
Camocmosmenvras |0OMAWHUX 3A0AHULL NOCPEOCMBOM
aboma anekmporHou noumst/IMOC
4 |Pasoen 4. Jlexyus 4. Jexyus c UCNONIb3068AHUEM
OxoHomuueckass 3ppexmueHocmo BUOCOMAMEPUATO8
ungopmayuonHo-
()OKyMeHmaHMOHHOZO
MeHeONCMEeHmA Ipakxmuueckas Onpoc, paszeepuymas beceoa c
paboma 4 obcyacoenuem pepepama
Camocmosmenvnaa |Koncynemuposanue u npogepka
paboma OOMAWHUX 3A0AHULL NOCPEOCMBOM
anekmporHou noumvt/IMOC
5 |Pasoen . Jlexyus 5. Jlexyus c UCNONIb3068AHUEM
Hp06ﬂeMbl u nepcneKkmuesl GMOQOMamepuaJZOG
pazeumusi UHpOpMaYUOHHO-
()OKyMeHmaHMOHHOZO
MeHeONCMEeHMA Ipakxmuueckan Onpoc paszeeprymas beceoa
paboma 5.
Koncynemuposanue u nposepka
OOMAWHUX 3A0AHULL NOCPEOCMBOM
Camocmosmenvras |21ekmponnots noumst/IUOC
paboma

OchosHas yenb 00pazo8amenbHbiX MeXHON02ULL - POPMUPOBAHUE KOMREMEHYUL 00Y4aAtouWUXCsL C
NOMOWbIO MPAOUYUOHHBIX U UHHOBAYUOHHBIX NOOX0008 K npoyeccy o0yuenus (0enosvle uepbl,
Kpyaible CIoJibl, KOMAbIOMEPHOe MeCmuposanie, KOMNbIOmMepHoe MOOeIUposanue u op.)

6. OHEHOYHBIE CPEACTBA Ui TEKYHEI'O KOHTPOJIA YCIIEBAEMOCTMU,

MMPOMEXKYTOYHOM ATTECTAIIUH IO U'TOI'AM OCBOEHMS JJUCIUTIJIUHBI
Tekymuit KOHTPOJIb BBITOTHEHHUS 3a7aHUil (KOHTPOJIb (hOPMHUPOBAHMS KOMITCTCHITHH)

OCYIIECTBIISICTCSl PETyIspHO, HAuWHAas C TEpPBOM Hemenu ceMecTpa (BXOISIIMA KOHTPOJb).



KoHTpons M olieHMBaHME BBINOJHEHUS (HApUMEp, 3CCE€) OCyLIECTBiseTcs Ha 7-12 Henene
cemecTpa. Tekyluii KOHTPOJIb OCBOEHUS OTAENBHBIX Pa3fesioB AMCUUILUIMHBI OCYIIECTBISIETCS
IIPY IIOMOIIM OINIpOCa B 3aBEPUICHUM U3YUEHHUs Kaxaoro pasaena. Cucrema TEKYIEro KOHTPOJIs
yCIIEBa€MOCTH  CIYXHMT HE TOJbKO OLIEHKE YPOBHA KOMIIETEHTHOCTHOM MOJIrOTOBKH
00y4aromerocss U CrocoOCTBYeT B AalbHEHIeM HanOojiee KadyeCTBEHHOMY M OOBEKTHBHOMY
OLICHUBAHHUIO €r0 B XOJ€ NPOMEXKYTOYHOW aTTecTali, HO U CaMOOLIEHKE 00ydarolerocs,
CTUMYJIMPYS €T0 YCUIIHSL.

[TpomesxyTouHas arTecTanus N0 AUCHUILUINHE:

[IpomesxyTouHas arTecTanus NpoBOIUTCS B (hopMe 3aueTa ¢ OLEHKOM

6.1. Cucmema oyenueanus
Cucmema oyenusanus modcem Oblmb NPEOCMABIEHA KAK 8 MeKCmOoBol, maxK u 8 madiuyHoul

gopme.
Hanpumep,
dopma KoMmnerennus |Ounenka
KOHTPOJIst
Texymmit IIK-5.4
KOHTpPOJIb: 1IK-6.1
IIK-7.1
- onpoc OMIUYUHO/XOPOULO/YO0BIEMBOPUMENbHO/HEYO08IemBOpUmMEe
JILHO
- [Ipakmuueckas
paboma (pazoen
1-5)
OMAUYHO/XOPOULO/YO08NEeMBOPUMENbHO/HEYO08IeMBOPUME
JIbHO
Jloxnaowi/Peghep OMAUYHO/XOPOULO/YO08NEMBOPUMENbHO/HEYO08IeMBOPUME
amul Ha JIbHO
cemunape
[Ipomexyrouna (/IK-5.4 3aumeHo (OMAUYHO, XOPOULO, YOO0BIIemEOPUMENbHO)/ He
ST aTTeCTals IIK-6.1 3aumeno
(3auem c| IIK-7.1
OYeHKolL)

6.2. Kpumepuu oyeHku pe3yibmanos no OuCyuniuHe

Ouenka no Kpurepun oueHku pe3yjJbTaToB 00y4YeHHs 10 TUCUUIJIMHE
JAUCIUTLINHE

3auyreno/ BrictraBnsiercs o0ydaromemMycsi, €ciii KOMIeTeHIUsA(MH), 3aKperuIeHHast
COTIUIHOY 3a JUCHUIUIMHOM, chopMupoBaHa (MO WHAUKATOpam/ pe3yibTaTam

oOydeHuss B ¢dopMaTe 3HATb-yMETb-BIAJIETh) B TOJHOM O0OBEeMe Ha
YPOBHE «BBICOKHI», U OOYYAIOUIUIICS TEMOHCTPUPYET KaK pe3yJbTar
oOydeHHUs CIEQyIOIIUe 3HAHWSA, YMEHUS W HAaBBIKH: OOyJaroIuucs
rIyOOKO M TIPOYHO YCBOWJI TEOPETHUECKUH U MPAKTUICCKHIA MaTepHall,
MPOJEMOHCTPUPOBA 3TO HA 3aHATUSX U B XOJE MPOMEKYTOUHOH
aTTECTAIlHH.




Onenka no
TUCHMILINHE

Kpurepun onieHk# pe3yibTaToB 00y4eHUsI 10 AMCHUILIMHE

OOyuJaromuiicss MCYEPIBIBAIOIIE M JIOTHYECKH CTPOMHO H3JIaraer
yueOHBII MaTepuan, yMeeT CodYeTaTh TEOPHI0 C MPAKTUKOM,
CIPABIISIETCS C peUIeHUeM 3aJ1ad Mpo(hecCHOHATbHOM HAPaBIEHHOCTH
BBICOKOTO YPOBHS CJIO)KHOCTH, IPAaBUIBHO OOOCHOBBIBACT NPHUHSITHIC
pelieHus.

CBoOomHO oOpHeHTHpyeTcs B y4yeOHOM U MpodecCHOHATBHOM
JauTeparype.

OneHka MO IUCHMIUIMHE BBICTABISIOTCS OOydYaromemycs ¢ y4€ToMm
pe3yJIbTATOB TEKYIIEH M MPOMEKYTOUYHON aTTECTAIlUH.

3auTeno/
«XOPOIIIOY

BrictaBnsiercss o0ydaromemycsi, €clid OH 3HAaeT TEOPETUYECKHH H
MPaKTUYECKUI MaTepuai, rpaMOTHO U, IO CYIIECTBY, U3J1araer ero Ha
3aHATHSIX M B XOJ€ IPOMEKYTOUHOM arTecTaluu, He JOIycKas
CYILIECTBEHHBIX HETOYHOCTEH.

OOyuaromuiics MpaBUIIbHO MPUMEHSIET TEOPETHUECKHUE TIOJI0KEHHUS TIPH
pelIeHUH MPaKTUYECKUX 3a/1ad MpodecCHOHAIbHONW HaIPaBICHHOCTH
pa3HOrO YpPOBHS CJIOXHOCTH, BJIZiceT HEOOXOAMMBIMHU JJISI 3TOTO
HaBBIKAMH U IPUEMaMHU.

JlocTaTouHO XOPOIIIO OPUEHTHPYETCS B yueOHOM U TPo(hecCHOHATBLHOM
auTeparype.

OneHka MO IUCHMIIMHE BBICTABISIOTCS OOydYaromeMmycs ¢ y4€ToMm
pe3yJIbTaTOB TEKYILIEH U TPOMEKYTOUHON aTTECTAIlUH.

Komnerenun, 3akpemi€éHHble 3a TUCHMILIMHON, COpPMHUpPOBaHBI Ha
YPOBHE «XOPOIITUIY.

3auTeno/
«YJIOBJIETBOPHUTEIH
HO»

BricTaBnsiercs oOydaromieMycsi, €Clii OH 3HaeT Ha 0a30BOM YpOBHE
TEOPETHUYECKUN M NPAKTUYECKUN Marepual, JOMYCKAaeT OTICNIbHBIC
OIIMOKY TIPH €T0 U3JIOKCHUU Ha 3aHATUAX M B XOJE MPOMEKYTOYHON
aTTECTalUN.

OOyJaromuiicss  UCHBITBHIBACT  ONpEACNEHHBIC  3aTPYAHCHHS B
IIPUMEHEHNN TEOPETHUUECKUX MOJIOKEHUI ITPU PEIEHUN TPAKTUYECKHUX
3ama4 MpodecCHOHANTBHON HAMpPaBICHHOCTH CTaHJAPTHOTO YPOBHS
CJI0KHOCTH, BJIaZieeT HEOOXOIUMBIMU JJIsl 3TOr0 0a30BbIMH HaBbIKAMU
U IIpUEMaMU.

JleMOHCTpHUpYET TOCTaTOYHBIA YPOBEHb 3HAHUS YUCOHOU JTUTEPATYPHI
M0 AUCLUIUIMHE.

OneHka Mo IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToM
pe3yJIbTAaTOB TEKYILEH U TPOMEKYTOUYHON aTTECTALlUH.

Komnerennuu, 3akperui€HHbIE 3a JUCIHUILUIMHON, cOPMUPOBAHBI Ha
YPOBHE «JI0CTAaTOYHBIN).

He 3a4TeHo/
«H ey,Z[OBHeTBOpI/ITe
JIBHOY

BricTaBnsercs oOydaromeMycsi, €Clii OH HE 3HAaeT Ha 0a30BOM YpPOBHE
TEOPETUYECKH W TPAKTUUYECKUH Marepuan, JONyCKaeT TrpyoOble
OLIMOKY MPH €ro U3JIOKEHUU Ha 3aHATUAX M B XOJE MPOMEKYTOUHON
aTTECTALIUH.

OOyyvaromuiicsi UCHBITHIBACT CEPbE3HBIE 3aTPYAHEHUS] B MPUMEHEHUU
TEOPETUYECKUX TMOJOXKEHUN NpHU pEelIeHHH NPaKTHUYECKUX 3a]ad
npodecCHOHANBbHOM  HAMpaBIEHHOCTH  CTAHAAPTHOTO  YPOBHS
CIIO)KHOCTH, HE BIIaZiceT HEOOXOAMMBIMU JUIS STOTO HAaBbIKAMH H
NpUEMaAMU.

JlemoHCTpHpyeT (parMeHTapHble 3HaHMS y4eOHOW JUTEpaTyphl IO
JUCIUILINHE.




Ouenka no Kpurepun oueHku pe3yjJbTaToB 00y4eHHs 10 TUCHUIJINHE

JQUCIUIIINHE

OneHka MO IUCHUIUIMHE BBICTABISIOTCS OOydaromemycsi ¢ y4éToM
pe3yJIbTaTOB TEKYILEH U TPOMEKYTOUYHON aTTECTALlUH.

KoMnereHnimm Ha ypOBHE «IOCTAaTOYHBIN», 3aKpeIruIi€HHbIE 3a
JTUCITUTUIMHOM, HE COPMUPOBAHEI.

6.3. Ouenounvie cpeocmea (mamepuaivl) O0nA MmMeEKYULE20 KOHMPOIA YCHEBAEMOCHIU,
RPOMENCYMOUHOU AMMeCMauuu 00y4arwuxcs no OUCYUNIUHe

Texywut koHmponw

1.

IIpumepnvie memul pecpepamos no pazoeiram OUCYUNIUHBL:

AHanmM3 3aKOHOJATEIbHOW M HOPMAaTHUBHO-TIPABOBOM 0a3bl B cdepe

MH(POPMAITMOHHO- TOKYMEHTAIIMOHHOTO MEHEHKMEHTA

2.

VYrpaBieHre )XKMU3HEHHBIM ITUKIOM JOKYMEHTHPOBaHHOW MH(pOpManuu B

COBPCMCHHEBIX OpraHU3aluax.

3.

[IpoGnemMbl BHeIpeHUs WHHOBAIMA B 00JacTH WHEOOPMAIMOHHO-

JOKYMEHTAITMOHHOTO MEHEKMEHTA.

4,

[TnanupoBaHue u MIPOTHO3UPOBAHNE B nH(GOpPMAIIMOHHO-

JIOKYMEHTAITMOHHOM MEHEKMEHTE.

5.
6.
7.

PopMHUpPOBaHKE NOJIUTUKY YIIPABIECHUS JOKYMEHTAlMEN B OpraHU3aliu.
KonTposib B nHGOpMalMOHHO-T0KYMEHTAIIHOHHOM MEHEIKMEHTE.
[TepcniekTuBHBIC HaIpaBJICHUS pa3BUTHUSA UHGOPMAITMOHHO-

AOKYMCHTAIITMUOHHOTO MCHCIPDKMCHTA

8.
9.

[IpoGnems! pazputust UHHOPMALTMOHHO-TOKYMEHTAITMOHHOTO MEHEKMEHTA.
[IpumeHenre agMUHHCTPATUBHBIX, OSKOHOMHYECKMX U  COLHUAJIBHO-

IICUXOJOTrHYCCKUX METOJ0B B I/IHq)OpMaI_II/IOHHO-I[OKYMCHTaI_[I/IOHHOM MCHCIPKMCHTC.

10.

11.

Koncantunrossie yciayru B chepe nH(POPMAITMOHHO-TOKYMEHTallHOHHOTO
MEHEIKMEHTA.

[Ipo6nemsl ompeneneHust 3((HEKTUBHOCTH MEpONpHITUH B chepe
MH()OPMAIIMOHHO- TOKYMEHTAIIHOHHOTO MEHEIKMEHTA

Ilepeuens 6onpocos Kk KOHMPOIBLHOU pabome/3a4émy ¢ OYeHKOU

1.

HopmatuBHo-npaBoBas 0aza B chepe MHPOPMAITMOHHO -

AOKYMCHTAITUOHHOT'O MCHCIIPDKMCHTA.

2. OcHOBHBIE 3aKOHOMEPHOCTH MH(OPMALIMOHHO-T0KYMEHTAIIMOHHBIX TPOIIECCOB.

3. MeTtoab1 HH)OPMALIMOHHO-IOKYMEHTAIMOHHOTO MEHEKMEHTA.

4. Cocras HOPMaTHUBHO-METOINYECKOT000ECIIeYeHUE YIIPaBICHUS
MH(OPMALIMOHHO- TOKYMEHTAIIMOHHBIMU MTPOLIECCAMH B OpraHU3alINH.

5. CucTtemMHBIH MOX0/] B MH()OPMAITMOHHO-TOKYMEHTAIIMOHHOM MEHEKMEHTE.

6. MeTtoas! ynpaBiaeHus: B ”HPOPMAIIMOHHO-TOKYMEHTAIIUOHHOM MEHE)KMEHTE.

7. OcHoBHbIE QYHKIIMH YIPaBIeHUS B UH(OPMALMOHHO-A0KYMEHTAIIHOHHOM

MEHEIKMEHTE.

8. [TnanupoBanue B UHPOPMALIMOHHO-TOKYMEHTAITMOHHOM MEHEIKMEHTE.

9. OpraHu3alluOHHOE  MPOEKTUPOBAHHUE B nH(pOpMaIMOHHO-

JAOKYMCHTAIITUOHHOM MCHCIPKMCHTC.

10.

MotuBaiys B vH(GOPMAIMOHHO-TOKYMEHTALIHOHHOM MEHEKMEHTE.




11. Kontposs B cucteme nHGOpPMAITMOHHO-TOKYMEHTAITMOHHOTO MEHEPKMEHTA.

12.  JXu3HEHHBIH LUK TOKYMEHTUPOBaHHOW HHPOPMALIUH.

13.  Mogenb KOHTUHYYMa TOKYMEHTOB.

14. OcCHOBHBIE 3Talbl )KU3HEHHOTO IIUKJIA JOKYMEHTUPOBAaHHON HH(OpMAIUH.

15. Cuctema yrmpaBieHHs! JOKYMEHTUPOBaHHOW HH(pOpMaLUEi.

16.  Meroauka TEXHUKO-3KOHOMHYECKOT0 000CHOBAHMS pelIeHi B 001acTi
UH(POPMALMOHHO- JOKYMEHTAITMOHHOTO MEHEKMEHTA.

17.  OcHoBHBIE IPOOIEMBI B pa3BUTHH HH(POPMAIIMOHHO-TOKYMEHTALIMOHHOTO MEHEKMEHTA.
18.  Hayuno-teopeTrnueckue npooieMbl HHPOPMALIMOHHO-TOKYMEHTALMOHHOTO
MEHEIKMEHTA.

19.  Pa3Butume ppiHKa HHPOPMALMOHHO-JOKYMEHTAIIMOHHBIX TEXHOJIOTUH.

20. [TepcnekTrBBI pa3BUTHS HHDOPMAITMOHHO-TOKYMEHTAIIMOHHOTO MEHEHKMEHTA.

7. YUYEBHO-METOIUYECKOE W HWH®O®OPMAIMOHHOE OBECIHEYEHUE
JAUCHUIIJINHBI

7.1.  Cnucok aumepamypol U UCHOYHUKOG

Ocnoenasn:

Jlapun Muxaua BacuabeBnu. MHpopmannonHoe obecrieueHue ynpaBieHHs [DIEKTPOHHBIN
pecypc]: yuebHoe mocodue / Jlapun Muxaun Bacunsesuy; M. B. Jlapun; [M-Bo o0pa3oBanus u
Hayku Poc. @enepanuu, @enep. roc. Or0KeTHOE 00pa30BaT. YUpPEXKISHUE BBICII. 00pa30BaHUs
"Poc. roc. rymanuTapHsiii yH-T"]. - D1neKTpoH. 1aH. - Mocksa : PITYVY, 2018. - 278, [1] c. - Pexum
nocryma : http://elib.lib.rsuh.ru/elib/000012473. - 3aru. ¢ skpana. - ISBN 978-5-7281-2036-0.
I'punéepr A.C., Kopoabs U.A. UndopManimoHHbIil MEHEHKMEHT: Yueb. mocooue it By30B. —
M. IOHUTU-IAHA,2017. — 415 c. — (Cepus «IIpodeccnoHanbHblii y4eOHUK:
Nudopmatukay). - ISBN 978-5-238-00614-4. - Tekcr : osmekrponnsii. - URL:
http://znanium.com/catalog/product/1028593

I'punbepr Anatoauii CosiomoHoBuY. MHDOpMAITMOHHBI MEHEIKMEHT. - 1. - [DIEeKTpOHHBIHA
pecypc] Mocksa : UznarensctBo "FOHUTU-JHAHA", 2015. - 415 c. - ISBN 5- 238-00614-4.
Ccplka Ha pecypc: http://znanium.com/go.php?id=872151

ZIonOﬂnumerbuaﬂ:

NudopmanimoHHbie TEXHOJIOTUHA B YKOHOMHKE M yrpaBieHWU B 2 4. Yacth | : yueOHUK aiis
cpenuero npodeccuonansHoro oopazosanus / B. B. Tpodgumos [u ap.] ; mox penakumeii B. B.
Tpodumora. — 3-e uzn., nepepad. u gorn. — Mocka: U3narensctBo FOpaiit, 2019. — 269 ¢. —
(IIpoeccuonansHoe  obpazosanue). —  ISBN  978-5-534-09137-3. —  URL:
urait.ru/book/informacionnye-tehnologii-v-ekonomike-i-upravlenii-v-2-ch-chast-1-442381
7YmpasieHue mpoekTamu (IPOEKTHBIM MEHEDKMEHT) : yuyebnoe nocodbue / I'.A. [loTameBa. —
Mocksa: UH®PA-M, 2020. — 224 c. + Jlomn. matepuansl [DaeKTpoHHBIN pecypc]|. — (Bricmiee
obOpa3oBanme: bakamaBpuar). — DOI 10.12737/17508. - Tekcrt: snektponHbii. - URL:
http://znanium.com/catalog/product/1055100

7.2. Ilepeuens pecypcos ungopmayuonno-meneKoOMMyHuKayuonnoi cemu «Mumepnemy.

«Kynprypa.P®» — rymaHuTapHbIi IPOCBETUTENBCKUI MPOEKT, MOCBAILICHHBIN KyJIbType Poccun
- https://www.culture.ru/

Bcepoccuiickuii HaydHO-HUCCIIEIOBATENbKUIT MHCTUTYT JOKYMEHTOBEJICHHUS M apXMBHOIO Jeia
(BHUMNAAN) [Dnextponnsiit pecypc] /BHUUJIA - DnektpoH, aaH. - M., — Pexxum goctyna:
www.vniidad.ru, cBoO0oaHBINH. — 3ari. ¢ 3KpaHa.

Koncantunrosas  rpymma  «Tepmukay». [HopmaruBHO-mpaBoBas 0a3a  JaHHBIX  TIO
JIETIOTIPOU3BO/JICTBY, TIOKYMEHTOOOOPOTY U apXUBHOMY Aely| [DIeKTpoHHBIN pecypc] /




«Tepmuka» - DJEeKTpPOH, JIaH. - M., [200-]. —  Pexum  pocryna:
http://www.termika.ru/Catalog/catalog.html, cBoO6oHBIIT. — 3ari. ¢ skpaHa.

Docflow. Bce o mupe 31eKTpoHHOTO JoKyMeHTooOopoTa. [[lopTan mOCBAIIEH 3JIEKTPOHHOMY
JOKYMEHTOO0OpOTY M CMEXHBIM oOTpacisiM. OH Hpu3BaH MPEJAOCTaBUTh YUTATENSIM CaMylo
MOJIHYI0, CTPYKTYPUPOBAHHYIO M TIOJIE3HYIO MH(DOPMAIHIO O PBHIHKE, TEXHOJOTHUSAX, PEIICHUSIX,
KOMITAaHHSX | JIMIAX |. [DIEKTpOHHBINA pecypc] - DnekTpoH, naH. - www.docflow.ru, cBoOO HBIA.
— 3ar. ¢ sKpaHa.

DOC-Online. He3aBucuMelii mopTai 0 CUCTEMaxX 3JEKTPOHHOTO JTOKyMeHTooOopoTa. www.doc-
online.ru

TAdviser. Iloptam BbIOOpa TEXHOJOTHMH M TOCTAaBIIMKOB - [DNEKTpOHHBIA pecypc| -
http://www.tadviser.ru/.

Hoctyn B ObC:

000 «2neKTPOHHOE U3/IaTEeIbCTBO FOPAMT».

000 «M3narenbcTBO JlaHbY.

00O «llenTpanbhbiii kosiekTop oudmmorexk «bBUBKOM».

8. METOANMYECKHUE VYKA3AHHUA IO OCBOEHHUIO JUCHUIIJIMHBI
MOAYJIA)
8.1. IThanwvl cemunapckux/ npaKmuuecKkux 3aHamuil

Tema 1 (4u) Memooonozus unghopmayuonno-00KyMeHmMaAUUOHHO20 MEHEOHCMEHMA

IIpaxmuueckas paboma 1. Pazpabomka HOpMamuHo-memoou4ecko2o obecneyeHus ynpaeienus
UHGOPMAYUOHHO-OOKYMEHMAYUOHHBIMU NPOYECCAMU 8 OP2AHU3AYUU (MO KOHKPEMHbIM UCXOOHbIM

OaHHbIM)

3aoanus:

N3yunts:

l. KakuMyu HOpPMaTHBHO-METOJAWYECKHMMH JIOKYMEHTaMH OOECIICUMBAETCs YIpPaBICHHE

MH(POPMALMOHHO-TOKYMEHTALMOHHBIMU IIPOLIECCAMH B OPraHU3ALINH.

2. KakoBo Ha3Ha4YeHHE, CTPYKTypa U OCHOBHBIE MIOJIOKEHUS
WHCTpyKIIMK 110 1€I0NPOU3BOJCTBY OpraHU3aLUH.

3. KakoBo Ha3HaueHMe, CTPYKTypa U OCHOBHBIE NI0JI05keHUs1 CTaHaapTa OpraHu3alyi.

Cnucok numepamypuol:

Jlapun Muxann BacwnbeBud. MHbopMmamnmonHoe obOecriedeHre YIpaBieHUs [DIIEKTPOHHBIN
pecypc] : yuedHoe nmocodue / Jlapun Muxaun BacunbeBuu; M. B. Jlapun ; [M-Bo obpazoBanus u
Hayku Poc. ®eneparnuu, denep. roc. OropkeTHOE 00pa30BaT. yUPEKICHUE BBICII. 00pa30BaHUS
"Poc. roc. rymaHuTapHbii YH-T"]. - DnekTpoH. naH. - Mocksa: PITY, 2018. - 278, [1] c. - Pexum
noctyna: http://elib.lib.rsuh.ru/elib/000012473. - 3armu. ¢ sxpana. - ISBN 978-5-7281-2036-0.
Ilepeuens pecypcoé ungopmayuonHo-meneKoMMyHUKAYyuoHHoU cemu « Mnmepnemy
CnpaBouyHo-1ipaBoBbIe cucTeMbl «KoHCynbTaHT», «I'apanTy.

CNews.ru — M3/1aHHEe O BBICOKUX TEXHOJOTHSIX. [DNEeKTPpOHHBIN pecypce] - http://www.cnews.ru/
Docflow. Bce o mupe smekTpoHHOTO AOKyMEeHTO0OOpoTa. [[lopTanm mocBsIIeH 3JeKTPOHHOMY
JIOKYMEHTOOOOpOTY M CMEXKHBIM oTpacisM. OH Tpu3BaH MPEIOCTAaBUTh UYUTATENSIM CaMYIO
MOJIHYI0, CTPYKTYPUPOBAHHYIO U TIOJIE3HYI0 MH(OPMALMIO O PBHIHKE, TEXHOJOTHUAX, PELICHUSX,
KOMITaHUSAX U JUIax]. [DIeKTpoHHbIH pecypc] - OnekrpoH, maH. - M., — www.docflow.ru,
CBOOOJTHBIN. — 3ari. ¢ dKpaHa.

DOC-Online. He3aBucuMblii mopTai 0 CUCTEMax 3JEKTPOHHOTO JOKyMEHTooOopoTa. www.doc-
online.ru

TAdviser. Ilopran BbIOOpa TEXHOJNOTMH H TIOCTABIIUKOB - [DJIEKTPOHHBIA pecypc] -
http://www.tadviser.ru/.



Tema 2 (4u) Ocnoenvie hynkyuu un@opmayuoHHO-00KYMEHMAUUOHHO20 MEHEOHCMEHMA

Ilpakmuyeckaa padboma 2. ITIpoeKTHpPOBaHUE CTPYKTYpPBl CIYKOBI HH(DOpPMAIIMOHHO-
JTIOKYMEHTAITMOHHOTO 00eCTIeUeHHsI OpraHu3aIuy (TI0 KOHKPETHBIM UCXOJIHBIM JaHHBIM) 3a0anusi.

N3yuuts:
1. Kakumu pokymeHTamMH pErjIaMeHTUPYETCS NEeSATENbHOCTh CIYXObl MH(pOpPMaIMOHHO-
JAOKYMCHTAIIMOHHOT'O O6€CH€‘-I€HI/I$I opraHu3anuu.
2. Kakue ¢ynkimn u 3a/1auy BO3J1aratoTcsi Ha CITy X0y
MH(POPMALIMOHHO- JOKYMEHTAIMOHHOTO 00ECTICYeHHsI OpTaHU3aIUH.
3. Kakoe w™ecro cayx6a HWHPOPMAMOHHO-IOKYMEHTAIIMOHHOTO OOECIEYCHUsI MOXKET
3aHUMATh B CTPYKTYpE OpraHU3aluu.
4. Kakue akTopsl BIHAIOT Ha CTPYKTYpY U UHCIEHHOCTb COTPYIHUKOB CIIYKOBI

UH(POPMALMOHHO-TOKYMEHTALMOHHOTO 00eceueHMsl.

Chnucox rumepamypul:

Jlapun Muxann BacunbeBud. MHbopMmamnmonHoe obOecriedeHre YIpaBieHUs [DIIEKTPOHHBIN
pecypc]: yuebHoe mocobue / Jlapun Muxaun BacunbeBuu; M. B. Jlapun; [M-Bo oOpa3oBanus u
Hayku Poc. ®eneparnuu, denep. roc. OromkeTHOE 00pa30BaT. yUPEKICHUE BBICII. 00pa30BaHUS
"Poc. roc. rymaHuTapHbIi yH-T"]. - DnekTpoH. naH. - Mocksa: PITY, 2018. - 278, [1] c. - Pexum
nocrtyna: http://elib.lib.rsuh.ru/elib/000012473. - 3armu. ¢ sxpana. - ISBN 978-5-7281-2036-0.
WNndpopmanoHHbIil MEHEDKMEHT [ DIIeKTpoHHBIN pecypc]: Yuebnuk. - Mocksa: OOO "HayuHno-
m3patensckui neHtp MHO®PA-M", 2014. - 400 c. - ISBN 978-5-16-003814-8. Ccblika Ha pecypc:
http://znanium.com/go.php?id=429111

I'punbepr A.C., Kopons 1.A. MHbopManimoHHBIH MEHEKMEHT: Y4eb. mocodue 1y By30B. —
M.: IOHUTU-AAHA,2017. — 415 c¢. — (Cepusa «lIpodeccruoHanbHblii yueOHUK:
Nudopmarukay). - ISBN  978-5-238-00614-4. - Tekct: oanekrponnsid. - URL:
http://znanium.com/catalog/product/1028593

I'punbepr Anarommii ComomoHoBUY. MH(pOpMAIIMOHHBIN MEHEHKMEHT. - 1. - [DIeKTpOHHBIHA
pecypc] MockBa: U3narensctBo "FOHUTU-ITAHA", 2015. - 415 c. - ISBN 5- 238-00614-4.
Ccplka Ha pecypc: http://znanium.com/go.php?id=872151

Ilepeuenv pecypcos ungopmayuoHHoO-menreKoOMMYHUKAYUOHHOU cemu « InmepHem »

CnpaBouyHo-ipaBoBbIe cucTeMbI «KoHCynbTaHT», «I'apanTy.

CNews.ru — M3/1aHHE O BBICOKUX TEXHOJOTHSX. [DNEeKTPOHHBIN pecypce] - http://www.cnews.ru/
Docflow. Bce o mupe s1nekTpoHHOTO AOKyMEeHTO0OOpoTa. [[lopTanm mocBsIIeH 3JeKTpOHHOMY
JIOKYyMEHTOOO0OpOTY M CMEXHBIM oTpacisM. OH TpuU3BaH MPEAOCTABUTh UYUTATENSIM CaMYIO
MOJIHYI0, CTPYKTYPUPOBAHHYIO U TIOJIE3HYI0 MH(OPMALMIO O PBHIHKE, TEXHOJOTHUSAX, PELICHUSX,
KOMIAHUSX M Jumax|. [DNeKTpoHHBIA pecypc]| - DnekTpoH, maH. - M., — www.docflow.ru,
CBOOOJTHBIN. — 3ari. ¢ 9KpaHa.

DOC-Online. He3aBucumslii mopTai 0 CUCTEMAaxX 3JIEKTPOHHOTO JOKYyMEHTOoOopoTa. www.doc-
online.ru

Tema (2 u) /Kuznennwlit yuki 00KymeHmupoeanHou uHgopmayuu

Ilpakmuuecxas paboma 3. Pa3paboTka CcXeMbl IBIKEHUS  WH(OOpPMAIMOHHO-
JIOKYMEHTAI[MOHHBIX IOTOKOB B OPTaHU3aINH (110 KOHKPETHBIM UCXOIHBIM JJTAHHBIM)
3adanus:

1. Onummre OCHOBHBIE ATAIbl )KU3HEHHOTO [UKJIA JOKYMEHTHPOBAHHOW HH(OPMALIUH.



2. Ot kakux (aKkTOPOB 3aBUCUT pa3pabOTKa MaplipyTa JBHXKEHHMS JIOKyMEHTa B
OpraHH3aIHH.

3. Pazpaborate cxemy JABWKEHUS WH(POPMAIIMOHHO-IOKYMEHTAIMOHHBIX IIOTOKOB B
opraHuzanuu (A1 BXOAALIMX, UCXOASIIUX U BHYTPEHHHUX JOKYMEHTOB).

Cnucox numepamypul:

Jlappun Muxaun BacunbeBnu. MHpopmannonHoe oOecrieueHHe yrpaBieHUs [DIEKTPOHHBIN
pecypc]: yuebHoe mocodue / Jlapun Muxaun Bacunsesuy; M. B. Jlapun; [M-Bo o06pa3oBaHus u
Hayku Poc. @enepanuu, @enep. roc. Or0KeTHOE 00pa30BaT. YUPEXKICHUE BBICII. 00pa30BaHUs
"Poc. roc. rymanuTapHsbiii yH-1"]. - DnekTpoH. naH. - Mocksa: PI'TY, 2018. - 278, [1] c. - Pexum
nocryna: http://elib.lib.rsuh.ru/elib/000012473. - 3armn. ¢ skpana. - ISBN 978-5-7281-2036-0.
NudopmaninoHHbIi MEHEKMEHT [ DJIeKTpOHHBIN pecypc]: Yuebnuk. - MockBa: OOO "Hayuno-
uznarensckuil uentp MHOPA-M", 2014. - 400 c. - ISBN 978-5-16-003814-8. Ccbuika Ha pecypc:
http://znanium.com/go.php?1d=429111

I'punbepr A.C., Kopons N.A. NndopManimoHHBI MEHEIKMEHT: Yuel. mocobue A By30B. —
M.: IOHUTU-JIAHA,2017. — 415 c¢. — (Cepus «lIpodeccuoHanbHblii Yy4eOHHK:
Wndopmaruka»). - ISBN 978-5-238-00614-4. - Tekcr: osnektponsbii. - URL:
http://znanium.com/catalog/product/1028593

I'punbepr Anatomuii ConomoHoBHY. MH(DOPMAITMOHHBIA MEHEIKMEHT. - 1. - [DIeKTpOHHBIH
pecypc] Mocksa: UznarensctBo "FOHUTU-JTAHA", 2015. - 415 c. - ISBN 5- 238-00614-4.
Ccpuika Ha pecypc: http://znanium.com/go.php?id=872151

Ilepeuens pecypcoé ungopmayuonHo-meneKoMMyHUKAyuoHHoU cemu « Mnmepnemy
CnpaBouyHo-ipaBoBbie cucTeMbl «KoHCynbTaHT», «I'apanTy.

CNews.ru — H3/1aHHE O BBICOKUX TEXHOJOTHSX. [DNEeKTPOHHBIN pecypce] - http://www.cnews.ru/
Docflow. Bce o mupe s1nekTpoHHOTO AOKyMEeHTO0OOpoTa. [[lopTanm mocBsImeH 3JeKTPOHHOMY
JOKYMEHTOO0OpOTY M CMEXKHBIM oTpacisM. OH TpuU3BaH MPEAOCTABUTh UYUTATENSIM CaMYIO
MOJIHYI0, CTPYKTYPUPOBAHHYIO U TIOJIE3HYIO MH(OPMALMIO O PBIHKE, TEXHOJOTHUAX, PELICHUSX,
KOMIAHUSIX M Jumax|. [DNeKTpoHHBIA pecypc]| - DnekTpoH, maH. - M., — www.docflow.ru,
CBOOOJTHBIN. — 3ari. ¢ 9KpaHa.

DOC-Online. He3aBucumslii mopTai 0 CUCTEMAaxX 3JIEKTPOHHOTO JOKYyMEHTOoOopoTa. www.doc-
online.ru

Tema 4 (2 u) Ixonomuueckana Iphekmusnocmes UHGOPMAUUOHHO- OOKYMEHMAUUOHHO20
MeHeOoHcMeHma

Ipaxmuueckas paboma 4. Pacder >KOHOMHYECKON 3PPEKTUBHOCTH MPOECKTOB ONTUMHU3ALNU
UH(OPMAIMOHHO-T0KYMEHTAIIMOHHOTO MEHEKMEHTA (TI0 KOHKPETHBIM UCXOHBIM JTaHHBIM )
3aoanusa:

N3yunts:

1. B yem coCTOMT CyTh HpPOEKTOB ONTHUMHU3ALUU HH(POPMALMOHHO-JOKYMEHTALMOHHOTO
MEHEIKMEHTA.

2. Kakue mokazarenu y4HWTHIBAIOTCA TIPH pacueTe SKOHOMHYECKOH 3(PPeKTUBHOCTH
MIPOEKTOB.

3. KakoBbI psiMble 1 KOCBEHHBIE MTOKa3aTeal 3 (HEKTUBHOCTH MPOEKTOB.

Ilepeuens pecypcos unpopmayuoHHO-mereKOMMYHUKAYUOHHOU cemu « MnmepHemy
OnekTpoHHble ohuCcHBIE CHUCTEeMBI-DOC: CHCTEMBI 3JIEKTPOHHOTO JIOKYMeHToobopora | COJI,
cucTeMa aeno u ap. ot EOS.

Hurepdetic Ltd. (interface.ru)

bb workspace - crucTeMa KOMIUIEKCHON aBTOMAaTH3allMU OI0KETHPOBAHUS M JTOKYMEHTO000pOTa
B 0aHKax, Koprnopanusx, rocopranax (bbsoftware.ru)




Tema 5 (4 4) Ocnoenvie npobdaemvr u nepcnexkmuenl pazeumus
UHPOPMaAUUOHHO-0OKYMEHMAUUOHHO20 MEHEONCMEHMA

Ilpakmuueckaa paboma 5. W3ydeHue BO3MOXKHOCTEH ayTCOPCHHra B HH(OPMAIIMOHHO-
JOKYMEHTAIlMOHHOM 00€eCTeuyeHU!

3aoanus:

1. KakoBbl ocHOBHBIE mMpoOIEMBI B pa3BUTHH HHGOPMAIMOHHO-I0KYMEHTAIIHOHHOTO
MEHEKMEHTA.

2. B 4yem cocTouT CyTh ayTCOpCHHTA, €70 BHUIBI.

3. Kakue ycnyrm W Ha Kakux YCJIOBHSX MNpeIaratoT OpraHU3alud, 3aHUMAarouluecs

ayTCOPCUHTOM B 001aCTH HH(GOPMAITMOHHO-JOKYMEHTAITMOHHOTO 00eCTIeYeHUSI.

Cnucox numepamypul:

Jlappun Muxaun BacunbeBnu. MHpopmannonHoe oOecrieueHHe yrpaBieHUs [DIEKTPOHHBIH
pecypc]: yuebHoe mocodue / Jlapun Muxaun Bacunsesuy; M. B. Jlapun; [M-Bo oOpa3oBanus u
Hayku Poc. @enepanuu, @enep. roc. Or0KeTHOE 00pa30BaT. YUPEXKISHUE BBICII. 00pa30BaHUs
"Poc. roc. rymanuTapHsbiii yH-1"]. - DnekTpoH. naH. - Mocksa: PI'TY, 2018. - 278, [1] c. - Pexum
nocryna: http://elib.lib.rsuh.ru/elib/000012473. - 3arm. ¢ skpana. - ISBN 978-5-7281-2036-0.
NudopmaninoHHbIi MEHEKMEHT [ DJIeKTpOHHBIN pecypc]: Yuebnuk. - Mocksa: OO0 "HayuHo-
uznarensckuii uentp MHOPA-M", 2014. - 400 c. - ISBN 978-5-16-003814-8. Ccbuika Ha pecypc:
http://znanium.com/go.php?1d=429111

I'punbepr A.C., Kopons N.A. MndopManiioHHBI MEHEIKMEHT: Yuel. mocobue A By30B. —
M.:. IOHUTU-JIAHA,2017. — 415 c¢. — (Cepus «lIpodeccuoHanbHbIii Yy4eOHHK:
Wndpopmaruka»). - ISBN 978-5-238-00614-4. - Tekcr: osnextponssii. - URL:
http://znanium.com/catalog/product/1028593

I'punbepr Anatomuii ConomoHoBHY. MH(DOPMAITMOHHBIA MEHEIKMEHT. - 1. - [DIeKTpOHHBIH
pecypc] Mocksa: UznarensctBo "FOHUTU-ITAHA", 2015. - 415 c. - ISBN 5- 238-00614-4.
Ccpuika Ha pecypc: http://znanium.com/go.php?id=872151

Ilepeuens pecypcoé ungopmayuonHo-meneKoMMyHUKAyuoHHou cemu « Mnmepnemy

CrnpaBouHo-nipaBoBble cuctembl «KoHcynbTanTy», «l"apanT».

CNews.ru — #u37aHHE O BBICOKHX TEXHOJIOTHIX. [ DIEKTPOHHBIN pecypce] - http://www.cnews.ru/
Docflow. Bce o mupe 31eKTpoHHOTO JoKyMeHTooOopoTa. [[lopTan mocBAIIEeH 3JIeKTPOHHOMY
JOKYMEHTOO0OpOTY M CMEXHBIM oOTpacisiM. OH Hpu3BaH MPEAOCTaBUTh YUTATENSIM CaMylo
MOJIHYIO, CTPYKTYPUPOBAHHYIO M TOJE3HYI0 MH(OPMAIMIO O PHIHKE, TEXHOJOTHUAX, PEIICHUsX,
KOMITAHHMSX W JUNAax]. [DIeKTpoHHBIA pecypc| - DnekTpoH, maH. - M., — www.docflow.ru,
CBOOOHBIN. — 3ari. ¢ 9KpaHa.

DOC-Online. HezaBucumbIil mopTai 0 CUCTEMax 3JEKTPOHHOTO JTOKYyMEHT0ooO0opoTa. www.doc-
online.ru

8.2. Memoouueckue pekomenoayuu K camocmoamenvHoul padome cmyoeHmoes

dopma
Ne | camocTosiTeIbHOI MeTtoauyeckue peKoMeHIAIUH
padoTsI
CaMmocTosTenbHast CaMmocTosTenbHast pa60Ta MMpOBOAUTCA C LCIIbIO: CUCTEMATU3allUN
pabota U 3aKpCIUICHHs IIOJYyYEHHBIX TEOPETHUYECKUX 3HAHUU U
MPaKTUYECKNX  YMEHHUM  OOydJarommxcs;  yrayOJeHus u
paciupeHus TEOPETUUECKHUX 3HaHUU oOyJaromuxcs;




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

(GopMHMpOBaHUS ~ yYMEHHHl  MCIOJB30BaTb  HOPMATHUBHYIO,
IIPaBOBYIO, CIPABOYHYIO JOKYMEHTAIUI0, Y4eOHYIO u
CHEeLMANbHYI0  JIUTEpAaTypy;  pa3BUTUS  IO3HABATENBHBIX
CIIOCOOHOCTEH W aKTUBHOCTH OOYYAIOIIUXCS: TBOPYECKOM
VUHUIIMATHUBHI, CaMOCTOSITEJIBHOCTH, OTBETCTBEHHOCTH,
OpPraHU30BaHHOCTH; (dbopmupoBaHue CaMOCTOSITEIbHOCTH
MBILICHUS, criocoOHOCTEH K CaMOPa3BUTHIO,
COBEPILIEHCTBOBAHUIO M CcaMoOOpraHusanuy; (GpopMHUpOBaHUS
npodeCCHOHATBHBIX KOMIIETEHIIHIA; Pa3BUTHIO
UCCIIEIOBATEIbCKUX YMEHUH oOyuaronmxcs. DopMbl U BUABI
CaMOCTOSITENIbHOW paboThl 00y4alOMIMXCs: YTEHHE OCHOBHON M
JIOTIOJTHUTEIIBHON JUTepaTypbl — CaMOCTOSITEIbHOE H3y4YEeHUE
Marepuaja M0 PEKOMEHAYEMbIM JIMTepaTypPHbIM HCTOYHHUKAM;
pabota ¢ OMOTUOTEUYHBIM KAaTaJIOTOM, CaMOCTOSATEIIBHBINA MOI00D
HE00X0IMMOM ITepaTyphl; paboTa co CI0BapeM, CIIPABOYHUKOM;
NOUCK HeoOxoaumol wuHpopmauuu B cetd VIHTepHeT;
KOHCIIEKTUPOBAaHHE HCTOYHUKOB; pedeprupoBaHHE MCTOUYHUKOB;
COCTaBJICHHME AHHOTAIMi K TMPOYUTAHHBIM JIUTEPATYPHBIM
HCTOYHHKAM; COCTABJICHHUE PEIICH3UI U OT3hIBOB HA IPOYUTAHHBII
MaTepuay, COCTaBJICHHE o0030pa NyOJuKamuii 10 TeMme;
COCTaBJIEGHUE M Pa3paboOTKa TEPMHHOJIOTUYECKOTO CIIOBApS;
COCTAaBJICHUE  XPOHOJOTMYECKOM  TaOJuIbl;  COCTaBJIEHUE
oubmorpaduu (6udbmuorpadudeckoil KapTOTEKH); MOATOTOBKA K
pa3nuuHbIM (popMam TeKyILIel U MPOMEKXYTOUHOM aTTecTanuu (K
TECTUPOBAHUIO, KOHTPOJBbHOW paboTe, 3adery, »JK3aMEHY);
BBINOJIHEHHE JOMAIIHUX KOHTPOJBbHBIX PadOT; CaMOCTOSITEIbHOE
BBINIOJIHEHUE TNPAKTUYECKUX 33JaHUN PENpOAYKTUBHOIO THIIA
(OTBETHI Ha BONIPOCHI, 3aJjau, TECThI; BBIMOJIHEHUE TBOPUYECKUX
3amannii). TEeXHOJOTHUS OpraHU3aIllii CaMOCTOSITEIIBHOW PabOThI
00y4aromuxcsi BKIIOYAET HCIOIb30BaHUE HH()OPMAIIMOHHBIX
MaTepHaIbHO-TEXHUUECKUX pecypcoB 00pa30BaTeNLHOTO
YUPEXKIEHU: 6ubnuoreky c YUTAJIBHBIM 3aJI0M,
YKOMIUIEKTOBAaHHYI0O B COOTBETCTBHM C CYHIECTBYIOIIUMHU
HOpMaMH; Y4eOHO-METOAMYEeCKylo 0a3zy y4ueOHbIX KaOWHETOB,
nabopaTopuil U 3ana KOIM(UKAIUH;, KOMIIBIOTEPHbIE KJIACCHl C
BO3MOXHOCTBIO paboThl B ceTd MHTepHeT; ayauTopun (Ki1accel)
JUTSE KOHCYJBTAIIMOHHOM JEsTeNbHOCTH, Y4eOHYI0 M y4eOHO-
METOAMYECKYI0  JUTEepaTypy, pa3paboTaHHYI0 C  y4eToM
YBEJIUYEHUS TOJU CaMOCTOSATENILHOW pabOThl CTY/ICHTOB, U UHBIE
METOANYECKHE MaTepHaIbl. Iepen BBITTOJIHEHHEM
00ydJaronMucs BHEAYAUTOPHON CaMOCTOSITEIHHOM PabOTHI
IpenoiaBaTesb NPOBOJUT KOHCYJIbTHUPOBAHUE IO BBIMOIHEHUIO
3aJlaHHs, KOTOpBIA BKIIIOYAET II€Jb 3aJaHMsl, €ro COZIep KaHusi,
CPOKH  BBITMIOJIHEHUS, OPHEHTHPOBOYHBIM 00BEM  padoTHI,
OCHOBHBIE TPEOOBaHUS K pe3yIbTaTaM pabOThl, KPUTEPUU OLIEHKH.




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

Bo Bpems BBIIOJNIHEHHS OOYy4YalOIMIMMHCS  BHEAYAUTOPHOMN
CaMOCTOSITENIbHOI pabOThI U MPU HEOOXOAUMOCTH IPENnoJaBaTellb
MOKET  MPOBOJUTH  WHIAUBUAYAIbHbBIE U TPYIIOBBIC
KOHCYJIbTAIlUH. CamocTosaTenbHas pabora MOJKET
OCYIIECTBIATHCSA UHINBUYaIbHO WM IpyHIaMu 00y4aromuxcs B
3aBUCUMOCTH OT I1elHd, O0beMa, KOHKPETHON TeMaTHUKU
CaMOCTOSITENIbHOM paboThI, YPOBHSI CIIOKHOCTH, YPOBHSI YMEHUMN
oOydJaronuxcs. KoHnTposs CaMOCTOSITEIIbHOU paboTsl
00yJaromuxcst MpeycMaTpUBacCT:

— COOTHECEHHE CO/EP KaHUSI KOHTPOJIS € LEIIMU 00y4YeHHUS,;
00BEKTUBHOCTH KOHTPOJIS;

— BaQJUAHOCTb KOHTPOJS (COOTBETCTBHE MPEIbIBIAEMBIX
3aJaHlii TOMY, 4TO MPEIoIaracTcs MPOBEPUTH);

— muddepeHnmramio KOHTPOJIbHO-U3MEPUTEITbHBIX
MaTepuaoB.

—  DopMBI KOHTPOJISI CAMOCTOSTEILHON paOOTHI:

— TMPOCMOTP M MPOBEPKA BBHIMOJIHEHUS CaMOCTOSITEIbHOM
paboThI penogaBareneM;

— OpraHm3als CaMOIpOBEPKH,

— B3aUMOIIPOBEPKH BBIIIOJHEHHOTO 3a/IaHUsl B TPYIIIIE;
00CyX/IeHuEe pEe3yIbTaTOB BBIOJHEHHON pPabOThl Ha
3aHATHUU;

— TpOBEJICHHE NUCHbMEHHOTO OIPOCa;

— TPOBEJEHHE YCTHOTO OIPOCa;

— oOpraHu3aluMs W TPOBEACHHE  WHAMBHUIYAIbHOTO
cobece10BaHUS; OpraHu3aIus U IpOBE/ICHNUE
cobeceroBaHUsI C TPYIIION;

3alUTa OTYETOB O MPOJIEIaHHOI paboTe.

Ananus u
KOHCIIEKTUPOBAHHUE
OCHOBHOH M
JOTIOJTHUTEIILHOM
JIUTEPATYPBHI.

[Ipu pabote ¢ y4eOHOM JUTEpaTypol HEOOXOAMMO TMOA0OPAThH
JTUTEPATypy, HAYUUTHCS TPABUIILHO €€ YNTATh, BECTU 3alUCH.
Jns monbopa nuTepaTypsl B OMONMOTEKE HCMOIB3YIOTCS
a1(haBUTHBIN M CUCTEMAaTHUECKUI KaTaJOTH.

[IpaBunbHBIE TOAO0OP y4eOHOW aHWTEpaTyphl PEKOMEHIYeTCs
npernoaaBaTesieM, YATAIONMUM JICKIIMOHHBIN Kypc. HeoOxomumas
aUTepaTypa ykazaHa B METOIUYECKUX pa3paboTKax Mo JaHHOMY
Kypcy.

N3ywyass wmartepuan 1o BBIOpaHHOW JUTEpaType, CIEayeT
MEePEXOUTH K CIEAYIOLEMY BOIPOCY TOJIBKO MOCIE MPABUIHLHOTO
YSICHEHHSI TIPEABIAYIIETO, ONMKChIBas Ha Oymare BCe BHIKIAJKH U
BbIUKCIICHUS (B TOM YHCIIE T€, KOTOPBIE B yUeOHUKE OMYILEHbI I
Ha JIEKIIUU JaHbl U1 CAMOCTOSITEIbHOTO BBIBOJIA).

Oco0oe BHUMaHHE ClelyeT 0OpaTUTh Ha ONpe/IeIeHHe OCHOBHBIX
MOHATHH Kypca.

CTyaeHT IOJDKeH TOApPOOHO pa3douparh MPUMEPHI, KOTOPHIC
MOSICHSAIOT TaKue OINPEACIICHUS, U YMETh CTPOUTHh AHAJOTUYHBIE




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

NpUMEpPBl  caMmocTosiTeNnbHO.  HyXHO 10OMBaThCS  TOYHOTO
NPECTABICHUS O TOM, YTO W3y4Yaelb.

[Tone3HO COCTaBIIATH OMOPHBIE KOHCIIEKTHI.

[Ipu m3ydyeHnn maTepuaia 1o yuyeOHUKY IMOJIE3HO B TeTpaau (Ha
CTEUATbHO OTBEJCHHBIX TIOJISAX) JOTOIHATH KOHCIEKT JICKIIHH.
Tam >xe cieayer oTMedaTh BOMPOCHI, BBIICIICHHBIC CTYICHTOM IS
KOHCYJIBTAIMH C TIPENOIaBaTEIICM.

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

OnbIT  TOKa3bIBaeT, 4YTO MHOTHM  CTyJAEHTaM IIOMOTaeT
COCTaBJIGHHME JIMCTa ONOPHBIX  CUTHAJIOB,  COJEpPIKaIlero
Ba)XHEHIIME U HanboJee 4acTo ynorpedisemble moHATHS. Takoi
JHUCT TOMOTaeT 3allOMHUTh OCHOBHBIC IOJIOKEHHS JIEKIMH, a
TaKXKE€ MOXET CIY)KUThb TIOCTOSHHBIM CIPAaBOYHUKOM ISt
CTY/ICHTA.

Paznuuaror 1Ba BUAa YTEHUS: IEPBUYHOE U BTOPUYHOE.
[lepBuyHOE - 3TH BHHUMAaTENbHOE, HETOPOILJIMBOE UYTEHHE, HPHU
KOTOPOM MOKHO OCTaHOBHTBHCS Ha TPYAHBIX MecTax. [locie Hero
HE JIOJDKHO OCTaTbCs HH OJHOTO HETOHSTHOTO  OJIOBa.
ConeprxaHue He BCETIa MOKET OBITh TIOHSATHO TIOCIIE IEPBUYHOTO
YTCHUSI.

3amaua BTOPUYHOTO YTEHUS MOITHOE YCBOSHHUE CMBICIIA IENIOTO (110
CYETy ATO YTCHHE MOXET OBITh U HE BTOPHIM, & TPETHUM HITU

YETBEPTHIM).
OcHoBHBIE BUbI CUCTEMATU3UPOBAHHOMN 3alMCH TPOYUTAHHOTO:
1. AHHOTHpOBaHHME — TPEACIBHO KpaTKOE CBA3HOE

OINKCAaHNE MPOCMOTPEHHOM MM POYUTAHHON KHUTH (CTaThH), €€
coJlepKaHusl, ICTOYHUKOB, XapaKTepa 1 Ha3HAUCHUS;

2. IlnaHupoBaHWe — KpaTkas JIOTHYECKash OpTraHU3aIus
TEKCTa, PACKPBIBAIOLIAs COJEP)KaHUE U CTPYKTYpYy H3ydaeMoro

MarepHaa;

3. Te3upoBanue — JIAKOHUYHOE BOCIPOM3BEICHHUE
OCHOBHBIX YTBEP)KICHUI aBTOpa O€3 mpuBieueHus (HakTUIecKoro
Mmarepuaa;

4. llutupoBaHue — JOCIOBHOE BBHIUCHIBAHUE W3 TEKCTA
BBIJICP)KEK, M3BJICUCHUN, Hanboyiee CYIIECTBEHHO OTPaXArOIINX
Ty WJIA UHYIO MBICJIb aBTOPA;

5. KoHcnekTupoBaHue — KpaTKOe U MOCIEA0BATENIbHOE
U3JI0KEHUE COJIEP KAHUS TPOUYUTAHHOTO.

KoHcnekT — cloXHbIH croco0 M3JI0KEHUS COJAEp>KAaHUS KHHUTU
WIM CTaTbl B JIOTUYECKOW mocnenoBarenbHOCTH. KoHcmekr
aKKyMyJIUpyeT B ceOe MpeablAylIue BHUIbI 3alKCH, MO3BOJISET
BCECTOPOHHE OXBaTUTh COJIEp)KaHWE KHUTH, cTaThbu. [loaTomy




®opma
CaMOCTOSITEJIbHOM
padoTbI

MeTtoanueckue PEKOMEHIAUU

YMEHHUE COCTaBIIATH IIJIaH, TE3UCHI, JEJIaTh BBIMMCKA U IPYrue
3aIKMCH OIPEAEIISIET U TEXHOJIIOTHIO COCTaBIEHUS KOHCIIEKTA.

Meroanueckue  peKOMEHJAMM 1O  COCTABJICHUIO
KOHCIIEKTa!

1. BuuMaTenbHO MOPOYMUTANTE TEKCT. YTOYHUTE B
CIIPABOYHOM JIUTEpaType HENOHATHBIE cioBa. [Ipu 3amucu He
3a0y/IbTe BRIHECTU CIPABOYHbBIC JAHHBIE HA MOJIS KOHCIIEKTA;

2. Beimenure ri1aBHOE, COCTaBbTE IJIaH;

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

4. 3aKOHCHEKTUPYHUTE Marepuall, YETKO CIIeQys IyHKTaM
maHa. [Ipy KOHCIEKTUPOBaHUU CTAapalTECh BBIPA3UTH MBICIb
CBOMMHU CJIOBaMU. 3allUCH CIEAYET BECTH YETKO, SICHO.

5. I'pamoTHO 3anuceiBaiTe nuTarsl. L{utHpys, yauTeiBanTe
JTAKOHUYHOCTh, 3HAYUMOCTH MBICIIH.

B TekcTe kOoHCTIEKTa KeNaTeabHO MPUBOAUTH HE TOJBKO TE3UCHbBIE
MOJIOKEHUsI, HO U UX JoKazarenbcTBa. [lpm odopmiienuun
KOHCIIEKTa HEOOXOIMMO CTPEMHUTHCS K EMKOCTH KaXIOoro
npeaiokeHusi. MpIciin aBTOpa KHUTH CIIEYeT U3jaratb KpaTko,
3a00TChb O CTHJIE W BBIPA3UTEIBHOCTH HamucaHHoro. Ywucio
JOTIONTHUTEIBHBIX ~ 3JEMEHTOB  KOHCIIEKTa  JIOJDKHO — OBITh
JIOTUYECKH OOOCHOBAHHBIM, 3aIUCH JIOJDKHBI paclpeensiThes B
ONPEACIICHHON MOCIEI0BATEIbHOCTH, OTBEUAIONIEH JIOTUYECKOU
CTPYKType mnpousBelaeHusa. Jlisi yTOUYHEHHMS] M JIONOJIHEHMS
HEO0OXOUMO OCTABIIATH MOJIS.

OBnaneHre HaBbIKAMU KOHCIIEKTUPOBAHUS TpeOyeT OT CTyleHTa
LEJICYCTPEMIICHHOCTH, IOBCEAHEBHON CaMOCTOSITENIbHOI pabOTHI.

Hamncanne
KOHCIIEKTa JICKIUI

Hanucanne  KOHCIEKTa  JIEKIMH:  KPAaTKO, CXEMaTUYHO,
MOCIIEI0BATENHHO (PUKCUPOBATH OCHOBHBIC TIOJIOKEHUS, BBIBOIBI,
bopMymTUpOBKH, 0000IIEHHUs; TIOMEYaTh BAXKHBIE MBICIH,
BBIJICTISATh KIIFOYEBBIE CJIOBA, TepMUHBL. [IpoBepka TEpMUHOB,
MOHATUI C TOMOIIBIO SHIUKIIONEIN, CIIOBAPEN, CIIPABOYHUKOB C
BBIMMCHIBAHUEM TOJKOBaHUU B TeTpagb. OO03HAYUTH BOMPOCHI,
TEPMHHBI, MATEPHAIL, KOTOPBIA BBI3BIBAET TPYJHOCTH, IOMETUTH U
MOIBITaThCSl HAWTHU OTBET B PEKOMEHIyeMOM auteparype. Ecnu
CaMOCTOSITENILHO HE yJOaeTcs pazo0paThCsi B Marepuaie,
HE00X0UMO CPOPMYITUPOBATH BOIIPOC U 337aTh MPEMOAABATEIIO
Ha KOHCYJIbTallM{, HA MIPAKTUYECKOM 3aHATHUH.

ITonroroBka K
CEMUHAPCKUM
3aHSATUAM

CeMuHap - BuA yueOHOro 3aHATHUA, TPU KOTOPOM B
pe3ynbTare MIpeaBapUTENbHON paboThl HaX MPOrpaMMHBIM
MaTepuajoM IMpernojaBaTesiss M CTYIEHTOB, B OOCTaHOBKE HX
HEMOCPEJACTBEHHOTO M aKTUBHOI'O OOIIEHMS pPelIaloTcs 3ajauu
MO3HABATEJIILHOTO U BOCIUTATENBHOIO XapakTepa, (hopMupyercs
MHUPOBO33pEHUE, MIPUBUBAIOTCS METOJI0JIOTUYECKHE u
NpAaKTUYECKHE HaBbIKM B  O0JIaCTH  JOKYMEHTOBEACHUS,




®opma
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MeTtoanueckue PEKOMEHIAUU

HEOOXOOUMBbIE i  CTAHOBJICHHUS  KBaJU(ULIHMPOBAHHBIX
CrenuaaucToB B coorBeTcTBUU ¢ TpeboBanmsimu GI'OC BO mo
HAIIpaBJICHUIO TIOATOTOBKH «Jl0OKyMEHTOBEIEeHUE U apXUBOBEJICHUE,
OakasaBpHar.

egb ceMUHAPOB: 3aKPEIUICHUE TEOPETUUECKUX 3HAHUM,
aKTHUBU3AIMs PabOThl CTYIEHTOB B XOJI€ U3YYECHUS JUCIUILIUHBL,
pa3BUTHE HABBIKOB  CAMOCTOSITENIBHOM  MCCIIEOBATEIbCKON
NEeATeTbHOCTH, YMEHUs paboTaTh ¢ HAydyHOH © y4eOHOH
JTUTEPATypPOid, apryMEHTUPOBAHO 0OOCHOBBIBATH CBOU PEIIICHUSI.

Pob  cemmHapoB:  CTUMYNHMPYIOT  BHHMMATENIbHOE
OTHOILIEHUE CTYJEHTOB K JICKIMOHHOMY KypCY M peryjsipHOe
M3Y4YEHUE UMH JIUTEPATYPHI MO IUCLUIUIMHE 3aKPEIUIAIOT 3HAHUS,
MOJIyYEHHBIE CTYJICHTaMU Ha JIEKIUSAX U B X0JI€ CAMOCTOSITEIbHOM
paboThl Hax JUTEPaTypoOd; pACHIMPSAIOT KPYr 3HAHUH 1O

KOHKPDETHOH  TEME; MIO3BOJISIIOT ~ CTYJEHTaM  IIPOBEPUTH
[IPaBUJILHOCTh PAHEE IOJYYEHHBIX 3HAHWW, BBIWICHUTb B HUX
Hauboee, CYILLIECTBEHHOE; IIPUBUBAIOT HAaBBIKU

CaMOCTOATCIIBHOTO  MBIINUICHUA, YCTHOTO BBICTYIUICHUA 11O
TCOPCTUUCCKHUM BOIIPOCaM, OTTAYUBAIOT MBIC/Ib, TPUYYAIOT
CTYJICHTOB CcBOOOAHO OIIepUpOBaThH TEPMHHOJIOTHEH;
MPEIOCTABIISAIOT BO3MOXKHOCTh MPENO/IaBaTENI0 CUCTEMAaTUYECKU
KOHTPOJIMPOBATh YPOBEHb CaMOCTOSITENILHON pabOThl CTYACHTOB
HaJ y4yeOHBIM MaTepuajioM, CTEleHb MX BHHUMATEJIbHOCTH Ha
JEKUHUAX.

OcHoBHbIE (popMBI ceMHMHAPOB: pa3BepHyTas Oecena,
o0CyXJIeHHE BOIPOCOB, CEMHUHAp-AUCIIYT, KOMMEHTHPOBAHHOE
YTeHHE, YNPAKHEHUS Ha CAMOCTOSITEIbHOCTh  MBIIIJICHHUS,
MMCbMEHHas (KOHTPOJIbHAs) paboTa, CeMHUHAP-KOJIOKBUYM.

IToaroroBka k
MPaKTUYECKOMY
3aHATHIO

[IpopaboTka paboueil mporpammsbl, yaemnsisi 0coboe BHUMAaHHE
HeJsIM U 3aJa4aM, CTPYKTYpEe W COJEPKAHUIO JUCLMILUIMHBI.
KoHcrnektupoBanre UCTOYHUKOB. PaboTa ¢ KOHCIIEKTOM JICKITHH,
MOArOTOBKA OTBETOB K KOHTPOJBHBIM BOIIPOCaM, IPOCMOTP
pEKOMEHyEMOM JUTEPATYPBHL, pabora c TEKCTOM.
[IpociymuBanue ayauo- U BHUACO3AIUCEN IO 3aJaHHOM TEME,
pelieHne pacdeTHO-TpaduIecKuX 3aJaHui, pelieHue 3aaad o
JNTOpUTMY U JIp.

NuauBunyanbHble
3aIaHus

3HAKOMCTBO C OCHOBHOM W JIOMOJHHUTEIBHOW JIUTEPATYpOH,
BKJIIOYAsl CIPABOYHBIC W3JIaHUsI, 3apyOeKHbIE WCTOYHHUKH,
KOHCIIEKT OCHOBHBIX TIOJIO)KEHUH, TEPMHUHOB, CBEICHUMH,
TPEOYIOMHXCS JUISt 3aIIOMHUHAHUS U SBISIIOIIHAXCS
OCHOBOITOJIATalONIUMU B 3TOH TeMe. CocTaBiieHUe aHHOTAIIUH K
MIPOYUTAHHBIM JIUTEPATYPHBIM UCTOYHUKAM H JIP.

Onpoc

Onpoc - 3TO CpPEACTBO KOHTPOJS, OPraHW30BaHHOE Kak
crienMagbHas Oecena mpernoiaBaTesis C 00 yJaroIuMCs Ha TEMBI,
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CBSI3aHHBIE C M3Yy4aeMOW AUCUUIUIMHOM, WM PAaCCUUTAHHOE Ha
BBISIBJICHHE 00BbE€Ma 3HAHHWK 00YyYaromerocs Mo OMnpeaeIeHHOMY
pasnmeny, Teme, nmpoodsieme u T.1. [IpoOiemarnka, BEIHOCHMMAsT Ha
ONpOoC oOmpezesieHa B 3aJaHUsX IS CaMOCTOSITENbHOM paboThI
oOyuJaromerocsi, a Takyke MOXET ONPEeAeNAThCS MPernojaBaTelieM,
BEJYUIMM CEMHHApCKue 3aHATHA. Bo BpeMs mpoBeaeHus orpoca
oOydJaronuics JODKeH YMETh OOCYAHWTh C IpenojaBaTelieM
COOTBETCTBYIOIYIO TPOOJIEMaTUKY Ha YPOBHE AHAJIOTA.

Texymuit OpranusyeTcs Kak »JJIEMEHT Y4eOHOro 3aHATUS B BHJE
KOHTPOJIb BBITIOJTHEHHSI OOy4aronuMucs ONoka 3aJaHuii B MUCHMEHHON
(KOHTPOJIBHBIH dbopMe 10 3aIlaHHBIM TeMaM JTUCIUTIITTHBI

cpe3)

IToaroroska k I[Ipu mnoaroroBke K 3au€Ty C OLEHKOM HEoO0Xoaumo
3a4€Ty C OLICHKOMN OPUEHTUPOBATHCS Ha KOHCIIEKTBI JeKIuid, pabouyio

nporpaMMmy y4eOHOW IMCHUMIUIMHBI, HOPMATUBHYIO, YUEOHYIO U
pexomeHayemyro aurepaTypy. OCHOBHOE B IIOJTOTOBKE K 3a4€Ty
C OEHKOW JTO TIOBTOPEHHE BCEro Mmarepuaiga YydeOHOH
JUCHUIUIMHBL, TIO0 KOTOpPOMY HeoOXoaumo chaBaTh. llpu
MOJTrOTOBKE K claue 3auéTa ¢ OLleHKOI 00yJaromuiicss Bech 00beM
paboThl  JOJKEH  paclpeiessTb PpPaBHOMEPHO IO  JTHSM,
OTBEACHHBIM [UIsl MOJATOTOBKHM, KOHTPOJIMPOBATH KaXKJbI JI€Hb
BBINOJIHEHHE HAMEUEHHOMN pabOThI.

8.3. Memoouueckue pexomenoauuu no NOO20MOBKE RNUCbMEHHBIX padom (Kypcoewvix,
KOHmMPOIbHBIX, pedhepamos, KOHCREKmM o8 u m.n.)

®opMa NMCbMEHHOM

N padoTbI

MeTtoaunueckue PEKOMEHIAUU

[ToaroroBka pedepara MO3BOJISET 3aKPEHHUTh TEOPETHUECKUE
3HaHUsA 1o JMCLUIUINHE, npuoOpectu HaBBIKU
CaMOCTOSITENILHOTO ~ YIIIyOJIGHHOTO  HM3y4eHHMS OJHOTO U3
pasgenoB kypca. Ilpm moxaroroBke pedepata CTyAEHTHI
MOJy4al0oT HAaBBIKM W yMEHHE pPaboTaThb C HCTOUYHUKAMHU U
JUTEpaTypol, aHATU3UPOBaTh (PAKTHI M JaHHbBIE CIELHATIbHON
JUTEPaTypHl, u3jaraTh POYHUTAHHOE COBPEMEHHBIM
PO eCCHOHATIBHBIM SI3bIKOM.

Pedepar Pedepar nomxeH ObITh o0¢GOpMIIEH B COOTBETCTBHH C
TpeOOBAaHUSAMH,  MNPEIbSBIAEMBIMH K  IOATOTOBKE U
o(opMIIeHHIO HAYYHBIX PadOT.

Pedepar Bxirouaer:

- TUTYJIbHBIN JIUCT;

- OIJIaBJICHUE;

- BBEJICHUE;

- OCHOBHYIO YacCTh (TEMaTUUECKHE Pa3/Ieiibl);

- 3aKIJIIOYCHHE;
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- CIHCOK HMCIIOJIb30BAHHBIX HCTOUYHUKOB U JINTEPATYPHI.
O6bem pedeparta - 15-20 crpanun Tekcra (ipu Habope uepes 1,5
uHTepBana u pasmepe mpudra 13-14). Pedepar numercs Ha
OJIHOW CTOpPOHE CTaHJAapTHOro Jjucta Oymarm ¢dopmata A4
(210x197Mm).

Crpanunbl pedepara HyMEpyrOTCs apaOCKUMH IudpamMud Ha
BEPXHEM I10JIe JIUCTA, O6e3 KaBbIUeK, Ae(UCOB U APYrHX 3HAKOB
npenuHanus. TUTYIbHBIA JTUCT U OTJIaBJIEHUE HE HyMEPYIOT, HO
BKIIIOYAIOT B 0011t 00beM pedepara.

Hayuno-cripaBouHbIli anmapatr pedepara BKIIOYACT CIHCOK
UCTOYHUKOB H JIUTEPATypbl H  TOJCTPOYHBIE CHOCKH.
[ToncTpouHble CHOCKM HCHOJB3YIOTCS BO BCEX CIlydasx
[IUTUPOBAHUS B TeKCTE pedepaTa MpaBOBHIX aKTOB, TOKYMEHTOB,
MPOM3BEICHUA aBTOPOB MoOHoOrpaduid, crarei, y4eOHUKOB,
Y4eOHBIX MOCOOMH, a Takke NpPHU [UTUPOBAHHU CTaHIAPTHBIX
ONpeAeieHud TEPMHUHOB M TOHATUM. Bce mnpuBoaumbie B
pedepare QaxTbl, TUPPHI, IaThl, KOHKPETHBIE TaHHBIE TaKXe
JOJKHBI OBITh TOATBEPKACHBI TOJICTPOYHBIMU CHOCKAMHU.
CHOCKM HYMEpYIOT B MpejesiaX OJHOW CTpaHUIbl apaOCKUMU
nudpamMu, TEKCT CHOCKH Pa3MEIal0T IMOJ MOCIECIHEH CTPOKOM
TEKCTa

KontponbHas pabora

KontponbHas pabora — OpUrnHaIbHOE COUYMHEHUE HEOOJIBIIIOTO
pasmepa, B KOTOPOM H3JIararoTcs KOHKPETHBIC Pe3yJIbTaThl
M3y4deHus 00ydaeMbIM JUCITUTIINHBI (PE3yIbTaThl COOCTBEHHOTO
HCCIIEIOBaHUsl 110 KOHKpETHON Teme). B xoxme HammcaHus
KOHTPOJIbHOW paboThl 00y4aeMmblii MpUOOpeTaeT HaBBIKU
CaMOCTOSITENIbHON pabOThI C HAYYHOM, YUeOHOM U CriennanbHOMI
JUTEPaTypOH, YUUTCS aHAIU3UPOBATh UCTOYHUKH U IPaMOTHO
u3JaraTh CBOM MBICTH. BBINONTHEHHE KOHTPOJIBLHOW paboTHI
BKJIIOYAET PsiJl ATAIOB:

— BBIOOp TEMBI U ITOJI00P HAYYHBIX UCTOYHUKOB;

— M3yYCHUE HAyYHOW JUTEpaTyphl, aHAJIH3 U 0000IIeHHE

MaTepHaloB IO MPoOJIeMe UCCIIEIOBAHUS;

— (¢opMyIupOBaHNE OCHOBHBIX MOJIO)KEHUN U BBIBOJIOB;

— 0 opMIICHHE KOHTPOJIHHOU PaOOTHI.
OdopmiieHre SBISETCS 3aBEPIIAIOIIMM 3TAlOM KOHTPOJIBHOU
paboTel. Beibop TeMbl u moaOOp MCTOYHUKOB JOKEH OBITh
COTJIACOBAaH C HAyYHBIM PYKOBOAMTEIEM, BeylIuM npeamet. Ha
OCHOBE COOpaHHOTO MaTepHaja YTOUYHSeTCS CTPYKTypa,
colepkaHue W O0BEM KOHTPOJIBHOW paboThl. TexHUYecKue
TpeboBanus K padore: 00beM 10-12 cTpaHuIl MAaIIMHOMIMCHOTO
TEKCTa, OTIedaraHHoro yepe3 1,5 umHTepBaa. KoHTposbHas
paboTa JOKHA UMETh: THUTYJIBHBIM JIMCT, COJAEpIKAIIUA:
HazBaHue paboter, ®.M.0. aBTOpa W HAYYHOTO PYKOBOIUTEIS,
Ha3zBaHUe (akynpTeTa, Kypca, ToJl M MECTO HalHCaHus,
coJiep’)KaHuEe Ha OTHENBbHOM CTpaHHUIlEe, HyMEpaluio CTPaHULI.
Cmpykmypa KoumponbHOU pabomul 6KIo4Yaem: 3arojioBOK,
BBEJICHHE, OCHOBHYIO 4YacTh (M3JI0)KCHHE JIBYX BOIIPOCOB),
3aKJIIOYCHHUE, CIIMCOK  HCIIOJb30BAaHHBIX ~ HCTOYHHUKOB U
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JUTEPATYpPHI.
3aroyloBOK (Ha3BaHUE) OTPAKAET TEMY JAHHOI'O COYMHEHUS U
COOTBETCTBYET COZiepKaHuio. BBenenue (BBOAHAS 4aCTh) JOJIKHO
OBITH KpaTKUM U TOYHBIM. B HeM 000CHOBBIBaeTCS BBIOOP TEMBI,
dopmymnupyercs 11enb padoTel. OCHOBHAS YacTh JSTUTCS HA IJ1aBbI
B COOTBETCTBUM C 3amadamu pabotbl. [laercs ompenenenue
MOHATHUSAM HUCCIIEAYeMbIX SIBICHUI U MPOIECCOB, PACKPBIBAIOTCS
UX CYHIHOCTb U 0cOOeHHOCTH. B HeGobII0#i paboTe yacTu MOTyT
HE BBIIENATh, HO KaXKAas HOBas MBICIb O()OpMIISIeTCS B HOBBIN
ab3au. 3axioueHre UMeeT (GopMy BBIBOJOB, COOTBETCTBYIOIINX
JTanam Mcciael0BaHus, Wi GOopMy pe3toMe.

9. MEPEYEHb MTH®OPMAIIMOHHBIX TEXHOJIOT UI¥A.

[lpn W3y4eHWW TUCHMIUTMHBI OO0YYarOIIMMUCS HCIIONB3YIOTCS CIEAYIoNe WHPOPMAIMOHHBIC
TEXHOJIOTHH:

-ayIMOBU3YyaJbHOE TIPEJICTABICHUE OOYYaIONIMMCS C TIOMOIIbI0 KOMITBIOTEPA COJCPKAHUS
OTJICTHHBIX TEM JUCIMILTUHBI HA JICKIIMOHHBIX 3aHSATHSX;

-TPEI0CTaBICHUE 00YJAIOIUMCSI JOCTYIAa K y4eOHOMY TUTaHy, pabovell mporpaMMe JUCIUTUTHHBL
B 3JICKTPOHHOI (hopMe, K ANIEKTPOHHO-ONOIMOTEUHOM CUCTEME HHCTUTYTA, COAepIKaliel yaeOHo-
METOAMYECKHE MaTepHallbl 10 TUCIHILIMHE B DJIEKTPOHHOH Qopme, K MHPOPMAIHNOHHBIM
CIPAaBOYHBIM CHUCTEMaM, KOTOpBIE HCIIONB3YETCS IPH OCYIIECTBICHUH 00Pa30BaTEILHOTO
nporecca 1Mo IUCIHIUIMHE, TOCPEACTBOM AJIEKTPOHHOW HWH(OPMAIMOHHO-00pa30BaTEIbHOM
Cpeasl WHCTUTYTAa W3 JIO0OW TOYKHM, B KOTOPOM HMeEeTCs IOCTyn K HH(OPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOU ceTu « HTepHeTY;

-pukcanus xoma o0Opa30BaTENBHOrO Mpollecca MO TUCHUIUIMHE TOCPEICTBOM 3JIEKTPOHHOM
nH(}pOpMaIMOHHO-00Pa30BaATEIHLHON CpeIbl HHCTUTYTA;

-popMUpOBaHUE DIIEKTPOHHOTO TOPTHOIMO OOYyYAOIIErocs MO IUCHUIUIMHE MOCPEACTBOM
AJNIEKTPOHHON MHPOPMAIIMOHHO-00Pa30BaTEIBHOM CPEbl HHCTUTYTA.

[Ipu ocymiecTBiaeHnrn 00pa30BaTENbHOTO Mpollecca MO TUCHUIIMHE UCIOIB3YETCs CleyIoliee
JMIIEH3UOHHOE MPOrpaMMHOE 00ecIIeYeHuE:

Word, Excel, Power Point;

Adobe Photoshop;

Adobe Premiere;

Power DVD;

Media Player Classic.

10. ONMCAHUE MATEPHUAJIBHO-TEXHUYECKOM BA3bl, HEOBXOIUMOM 114
OCYHECTBJIEHHUA OBPA30OBATEJIBHOI'O ITPOLHECCA ITIO JUCIUIIJIMHE

HaunmenoBanue 000py10BaHHBIX YI€OHBIX KAOMHETOB,

Bun yueOHBIX 3aHATHIA 110 OOBEKTOB JIJIsl IPOBEACHUS MPAKTUICCKUX 3aHITUI C
TVCIIATUTHHE NepEeYHEM OCHOBHOTO 000PYZIOBaHUSI U IPOTPAMMHOTO
obecrnieueHus
3aHATHUS JIEKIMOHHOTO [lorounass  ayauTopus, OCHAIICHHAs  MPOCKIMOHHBIM
THIA o0opynoBaHUEM

CamocrosarenbHas padora |OcHaméHHas NepCOHANBHBIMU KOMIBIOTEPaMU, UMEIOLIMHU
CTYJICHTOB BbIXOJ] B HMH(OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHYIO CETh




«IHTEpHET», CHENUAIN3UPOBAHHBIX KIIACCOB, OCHOBHBIC
M3MEpUTENIbHBIE YCTAaHOBKM M 00OpyJOBaHUE, CTEHJBI,
TEXHUYECKHE CPeJCTBa OOydYeHHs] M IIp. B COOTBETCTBUU C
dI"OC BO u OIIOII BO)

11. O0ecneyenne 00pa3oBaTeIbLHOIO MPOLECCa IS JIHI ¢ OTPAHUYEHHBIMH BO3MOKHOCTSIMH
310POBbSI M HHBAJNA0B (Npu HaIM4Ynu(

B xome peanmuzanuu IUCHUIUIMHBI HCMOJB3YIOTCS CIEAYIOUIME JOMOJHUTEIBHBIE METOJIbI
00ydYeHHsI, TEeKYIIETr0 KOHTPOIIS YCIIEBAEMOCTH U MPOMEKYTOYHOU aTTeCTalluy O0y4YaronInuxcs B
3aBUCUMOCTH OT WX UHAUBUIYaTbHBIX OCOOCHHOCTEH:

o JUIS CJIETIBIX U CIIa0OBUIAIINX:
- IEKIIMU 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOI'O TOKYMEHTA, JOCTYITHOTO C OMOILBIO KOMITBIOTEPA
CO CHeUHATU3UPOBAHHBIM IPOTPAMMHBIM 00€CTIeUeHHEM;
- IMCbMEHHBIC 3a/IaHUS BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIENNATN3UPOBAHHBIM IPOTPaMMHBIM
o0ecrieyeHreM, Ui MOTYT OBITh 3aMEHEHBI YCTHBIM OTBETOM;
- obecreunBaeTCs UHIUBHUIYaIbHOE paBHOMEpHOE ocBetenne He Menee 300 Jrokc;
- 17151 BBITIOJIHEHUS 3aJaHUs IPH HEOOXOTMMOCTH IPEAOCTABISAETCS YBEIMUUBAIOIIEE YCTPOHCTBO;
BO3MOYHO TaK)X€ MCIIOJIb30BaHUE COOCTBEHHBIX YBEJIMUNBAIOLINX YCTPOMUCTB;
- IUCHbMEHHBIE 3aJaHHs OPOPMIISIOTCS YBEIIMYSHHBIM HIPUPTOM;
- 3K3aMEH M 3a4€T NPOBOJATCA B YCTHOM (hOpME WM BBINOJIHAIOTCSA B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.

o JUIS TITyXHUX U cIa00CTbIIIAIHX:
- Jekuuu O(OPMISIOTCS B BHAE DSJIEKTPOHHOTO JOKYMEHTa, JMOO MpenocTaBiseTcs
3BYKOYCWJIMBAIOIAs allllapaTypa MHAUBUAYAIBHOTO TI0JIb30BaHUS;
- INCbMEHHBIE 33JJaHMsI BBINOIHAIOTCSA HA KOMIIBIOTEPE B MUCBMEHHOM (popme;
- 3K3aMEH U 3a4€T NMPOBOJAATCS B MUCHMEHHOM (pOpME Ha KOMIIBIOTEPE; BOSMOKHO IPOBECHHE B
dbopme TecTUpOBaHUS.

o JUISL JIUL] C HApYUIEHUSIMU ONIOPHO-BUTaTEIBLHOTO armapara:
- TIeKIMK 0(hOPMIISIOTCS B BUZE DJIEKTPOHHOTO TJOKYMEHTA, JOCTYITHOTO C TOMOILBIO KOMITBIOTEPA
CO CHELHATU3UPOBAHHBIM IPOTPAMMHBIM 00€CIIEUeHHEM;
- MUCbMEHHBIE 3a/1aHUS BBIIOJIHAIOTCA Ha KOMIIBIOTEPE CO CIIELNATN3UPOBAHHBIM IPOTPAMMHBIM
o0ecIreyeHneM;
- 9K3aMeH M 3a4€T MPOBOJATCA B YCTHOM (hOopMe WM BBINOJHAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEPE.
[Tpu HE0OXOAUMOCTH MPEeTyCMaTPUBAETCS YBEIIMUCHUE BPEMEHH IS TOJITOTOBKH OTBETA.
[Tponienypa npoBefeHNs MPOMEKYTOUHONW aTTeCTalMM Ui OOy4arolUXCs yCTaHABIMBACTCA C
y4€TOM MX MHIMBUAYAJIbHBIX MCUXO(U3NYECKUX OcOOeHHOCTed. [IpoMexyTodyHas aTTecTarus
MOJKET IIPOBOJUTHCSA B HECKOJIBKO JTAIOB.
[Ipu npoBeneHUM TMpOLEAYpPHl OLEHUBAHHUS pPE3YIbTaTOB OOyUYeHHs IpelycMaTpUBaeTCs
UCIOJIb30BAaHUE TEXHUYECKMX CpEACTB, HEOOXOAUMBIX B CBSI3M C HWHAWBUIYAJIbHBIMU
0CO0EHHOCTAMH 00yYaIOMIKUXCsl. DTH CPEICTBA MOTYT OBITh ITPEOCTABICHBl YHUBEPCUTETOM, WIIH
MOTYT MCII0JIb30BaThCsl COOCTBEHHBIE TEXHUYECKHE CPECTBA.
[IpoBenenue mpoueaypsl OLIEHUBAHUS PE3yIbTaTOB OOYUYEHMS JOIMYCKAETCs C MCIOJIb30BaHUEM
JUCTAaHIIMOHHBIX 00pa30BaTENIbHBIX TEXHOIOTHH.
ObecneunBaeTcss AOCTYN K HMH(OpPMAIMOHHBIM M OuOnHorpadguueckuM pecypcam B CETH
WutepHer Uil Kaxaoro oOydaromierocs B (opMmax, aalTUPOBAaHHBIX K OrPaHUYEHUSAIM HUX
3JI0pOBbsSI U BOCTIPUATHSL HHPOPMALIUH:

o JUIS CJIENIBIX U CIIa0OBUIAIINX:
- B IeYaTHOU (popMe yBEITMUYCHHBIM MIPUPTOM;
- B (hopMe 3JEKTPOHHOTO JOKYMEHTA;



- B hopme aynuodaiina.

° JUTSL TITYXUX U CIa0O0CITBIIAIINX

- B IIe4aTHoH ¢opme;
- B hopMe IEKTPOHHOTO JTOKYMEHTA.

. JUTSE 00YYArOIIUXCS C HAPYIIEHUSIMU OIIOPHO-/IBUTATEILHOTO afmapara;

- B Ie4aTHoH ¢opme;
- B hOopMe dIEKTPOHHOTO TOKYMEHTA;
- B (hopme aynnodaiina.

VYyeOHbIC ayAUTOPUH JIJIS1 BCEX BHJIOB KOHTAKTHON UM CAMOCTOSITEIBHOW paOOThI, HAyIHAS
OubnmuoTeKka W WHBIC MOMEIIEHUS JJisi OOyYeHUs OCHAIICHBI CHEIHATLHBIM OO0OPYJOBAaHHEM U
y4€OHBIMU MECTaMH C TEXHUYECKUMH CPEJICTBAMH OO0yUCHUS:

° JUISL CJICTIBIX U CI1a0OBUISIINX

- YCTPOMCTBOM JiJIsl CKaHUpOBaHUs U uTeHus ¢ kamepoit SARA CE;
- nucreeM bpaitns PAC Mate 20;
- npuaTepoM bpaitng EmBraille ViewPlus;
° JUISL TITYXUX W CJ1a00CTBIIIAIINX ;
- aBTOMAaTHU3UPOBAHHBIM pPAbOYMM MECTOM IS JIIOJed C HapylmieHHeM CciyXa H
¢1a00CIIBIIIAIINX;
- aKyCTHUYECKUN YCHIIMTENb U KOJIOHKH;
° JUTSE 00YYArOIIUXCS C HAPYIICHUSIMU OIIOPHO-/IBUTATEIILHOTO armapara;
- IEPEABIKHBIMU, PETYIHPYEMBIMU 3proHomMudeckumu napramu CU-1;
- KOMIIBIOTEPHON TEXHUKOM CO CIIEHAILHBIM ITPOTPAMMHBIM 00€CIICUYECHUEM.

CocraBurenb(n):
Kanouoam skonomuueckux nayx, ooyenm, Apugpyiiun Mapam Beneposuu



Menex:xkMenT B JIOY U apXuBHOM J1ej1e
46.03.02. IokyMEeHTOBeICHHUE U APXHUBOBEICHHE
HcTopuyeckoe apxXuBoOBeIeHHE

Lens qUCIUTIIMHBIL:
- obOecneunTh [JOCTAaTOYHBIM U HEOOXOIMMBIM YpPOBEHb TEOPETHUECKUX 3HAaHUM U
MPaKTUYECKNX HABBIKOB B NPUMEHEHWH HMH(POPMAIMOHHO-IOKYMEHTAIIHOHHOTO
MeHeKMeHTa i pereHus 3aaa4d JIOY u apxuBHOTrO gena

3amayn:

- HM3y4YUTh TCOPCTHUYCCKHE OCHOBBI HH()OPMAIIMOHHO-TOKYMEHTAIIMOHHOTO MCHEDKMCHTA,

- chopmMupoBaTh TPOPECCUOHATBHBIE HABBIKM TNPUMEHEHHUS TPHHLIUIOB U METOOB
WH(OPMAITMOHHO-T0KYMEHTAIIMOHHOTO MEHE/DKMECHTA B YIIPABICHUH JIOKYMEHTAMHU.

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

IInanupyemsble pe3ybTaThl
o0y4yeHUs] N0 AUCHUILIMHE,

®opmupyeMble .
NHaukaTopbl KOMIETEHUMA | XapaKTepu3ywIllue 3Talbl
KOMIIETCHIIUHN (l)OpMHpOBaHI/Iﬂ
KOMIIeTeHIH i
IIK-5.4 Bnaneer 3HaTh: npaBuja CO3JaHUSI U
HaBBIKaMHU pa3paboTKu 1 | oOopMIICHHS JOKAIbHBIX
TK-5 Buasietue BHEIIPCHHS JIOKQJIBHBIX | HOPMATHBHBIX IOKYMEHTOB;

HOPMATHBHBIX aKTOB B cdepe | YMeTh: pa3pabaTbiBaTh M BHEAPATH
JIOKYMEHTAIIMOHHOTO OOECTIeYeHNS | TIOJ0KEHHUS O CTPYKTYPHBIX
YIOpaBJICHUS U apXUBHOTO JIea TOIpa3IeIeHUSX;

pa3pabaTeIBaTh M BHEAPSATH
MHCTPYKLHHU MO TEXHOJIOTUH
PpaboTHI ¢ TOKYMECHTaMU;

Brnanets: mpaBuiaaMu CO3MaHHUS U

MPaBOBBIMH OCHOBaMH
JIOKYMEHTOBEICHUS U
apPXHUBOBEJICHUSI U CMEXKHbBIX
obnacTeil 1 MpUMEHEeHNE UX B
npodeccroHabHOM chepe

odopmIteHHS JIOKaJIbHBIX
HOPMAaTUBHBIX JOKYMEHTOB.
TIK-6 Bnanenne TIK-6.1 Bnageet ocHOBaMH 3HaTh: Hay4HbIE OCHOBBI
METOJIaMU yNpaBJIeHUs U yIpaBieHUS U MPUHIUTIAMHI YIPaBJICHUS U MPUHIUITBL, (YHKIIUH
9KOHOMHMKH TPH paboTe ¢ OpraHU3aIuH APXUBHBIX CITYKO OpraHU3aIuH APXUBHBIX CITYKO;
apXUBHBIMH IOKYMEHTAMHU YMerhb: aHAIM3UPOBATH
TEOPETHICCKUE

KOHIENIUA WU  METOAMYECKHE
MIOAXO/BI K OLIEHKE

JIOKYMEHTOB;

Biaagern: HOPMATHUBHO-
METOAUYECKON 0a3oi

OIIEHKH JOKYMEHTOB.

IIK-7  PykoBoacTBo IIK-7.1 YMmeer BeICTpauBaTh, 3HATh: Hay4YHbIE OCHOBBI U METOABI

MOJpa3/eIeHUEM apXUBa KOHTPOJIHPOBATH, obecrieueHus COXPaHHOCTH
COBEpPIICHCTBOBATH CUCTEMY JIOKYMEHTOB,  HaXOJSIIUXCS Ha
ApPXHMBHOTO XPaHEHUS JET apXMBHOM XPaHECHUH;
(IOKyMEHTOB) B OpraHM3aIun YMeTb: NPUMCHATh Ha IPAKTHKE

METOJIBI 00ECIIEUEH ST COXPAHHOCTH
JIOKYMEHTOB,  HAXOIALIMXCS  Ha
apXMBHOM XPaHEHHUH,

Biaagern: HOPMATHUBHO-
METOAUYECKON 0a30il oOecneueHus
COXPAHHOCTH JIOKYMEHTOB B
apxuBe.




dopma 00yueHust ceMecTp DopMa KOHTPOJIS

Ounas popma oOyueHus 4 3a4€T C OIEHKOM

OO01mast TpPyA0€MKOCTh OCBOSHUS JUCHHUTLINHBI (M00)/151) COCTABISET 3 3aU€THBIX €IHHHUIL




