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1. OPTAHU3AIIMOHHO-METOINYECKAI PA3JEJ

1.1. llean u 3a7a9u AU CIUILIMHBI

Henb(n) TUCUUIIHHBI:
3HAKOMCTBO C JOKYMEHTAJIbHBIMU MCTOYHUKAMH UH(OPMAIIHH.

3agauyu AMCHHUILINHBIL:
3HAKOMCTBO C BUJaMH JCJIOBOM JOKYMEHTAIlMU, METOJaMU PabOTHI C TOKYMEHTAMH.

1.2. MecTto u poJsb gucuumiinnsl B cTtpykrype OIIOII BO

JlucruminHa OTHOCUTCS K 4acTH, GOpMHUPYEeMOH ydaCTHUKaMH 00pa30BaTeIbHBIX
oTHoteHui biioka 1 «/Iucuummmmue (MOTyIIN)».

JlucuurnianHa OCHOBBIBAC€TCS HA 3HAHUAX M YMEHHSIX, NPUOOPETEHHBIX B XOAE H3YYCHHS
MPEAMISCTBYIONINX  AUCIHUIUIMH/TIPOXOXKIEHUS ~ MPAaKTUK ©  B3aUMOCBs3aHA C  MapajulelIbHO
M3y4aeMbIMU JUCIUIUIMHAMMU:

3axBat aBmxkeHust Motion Capture u aHUMAITMOHHOE MOJISTHPOBAHKE

AkazeMuueckasi CKyJIbITypa U MIaCTHYECKOE MOJCIIUPOBAHUE

HauepraTtenbHas reometpus u rpaduka

OcBoeHHEe JUCHUITTUHBI HEOOXOIUMO KaK MPEANISCTBYIOIee IS JUCHUILTAH W/UIN MPaKTHK:

Hem nociedyiowux OUCYUNIuUH

1.3. IlepedyeHb MJIAHMPYEMBIX pe3y/IbTATOB 00yYeHHs IO AMCUHMIIJIMHE, COOTHECEHHBIX €
IVIAaHMpYeMbIMH pesyabsTaTamu ocBoenust OIIOII BO

IIpodeccuonanbHbie KOMIIETCHUH
Buo oeamenvnocmu: xyooicecmeennulil.
[TK-8 — Crnioco6eH K Xy10KeCTBEHHO-TEXHUYECKOU pa3paboTKe MU3aifH-TPOEKTOB OOBEKTOB
BU3yaTbHOUW HH(pOPMAITIH, HACHTU(PUKAIIUA 1 KOMMYHHKAIUH.
[MK-8.3 — OcyiecTBasieT XyI0KECTBEHHO-TEXHUYECKYIO pa3pabOTKy AU3aiH-TIPOEKTOB
00BEKTOB BU3yaTbHOU HMHQOpMAIUH, UACHTU(DUKAIIMH U KOMMYHUKAIUH.
3HaeT: nepeveHb JOKYMEHTAIUU, HEOOXOIUMOM IJIsl XYI0KECTBEHHO-TEXHUYECKOM
pa3paboTKu AU3aH-TIPOEKTOB BU3yaJdbHOW MH(POpPMALUU, UACHTU(DUKAIINN U
KOMMYHHKAITUU
YMeeT: OCyIIECTBIATh XYH0KECTBEHHO-TEXHHUUECKYI0 Pa3pabOTKy AU3alH-IPOEKTOB
BU3YaJIbHOW WH(POpPMANNY, HICHTH(PUKAIUMA ¥ KOMMYHUKAIIMA Ha OCHOBE MCXOJTHOM
JIOKYMEHTalUN
Baaneer: onbIToM Xy[q0K€CTBEHHO-TEXHUYECKON pa3padOTKU AU3aWH-TIPOEKTOB
BU3YalIbHOW MH(OpMallMK Ha OCHOBE MPOEKTHOM JTOKyMEHTAIHH

2. CTPYKTYPA, OFBEM U COAEPKXAHUE JIUCIUIIJIMHBI (MOAYJISA) B
KOMIIETEHTHOCTHOM ®OPMATE

2.1. CTpyKTypa M TPYA0EMKOCTb Y4eOHOH IMCIUIIIHHBI
OO01mas Tpy10eMKOCTh JUCIUIUIMHBI COCTABIISIET 72 akajeM. yac. / 2 3ad.e/l.
B TOM YHCJIe: KOHTaKTHas paboTa: 38,4 yac.

camocrosiTenbHas padoTa: 33,6 yac.

Buja(sl) npomeskyrouHoii arrecraunu, |Cemectp (Kypc)
KYPCOBbIe padoThl/MIPOEKTHI
3a4€eT C OLICHKOU 8




PaCHpeI[eJ'ICHI/IC TPYAOCMKOCTH IO NEpHUoaaM 06yLICHI/I}II

Cemectp 8 | Uroro
Jlexkuu 12 12
[IpakTrueckue 24 24
Koncynpranumn 2 2

CamocrosTenpHas padora | 25 25

CamocrostenbHas pabora | 8,6 | 8,6
BO BPEMsi CECCHH

Hroro 71,6 71,6

2.2. Conepxanmne y4eOHOH TMCUMILTHHBI
Pa3nen 1. [Ipouecc cTaHOBJIeHUsSI JOKYMEHTOBEIEHUS KAK HAYYHOUH JUCHHILIMHBI
Tema 1. 1. UcTopusi noxymenroBegenns B Poccun
HoxymentupoBanue B JlpeBHeld Pycu. BO3HMKHOBEHHE M CTAHOBJICHHUE CUCTEMBI T'OCYJapCTBEHHOTO
JIEJIONPOU3BOJICTBA B cepeauHe XV BeKa, OCHOBHbBIE BHUJIbI JOKYMEHTOB: I'PaMOThI (LIAPCKHE YKa3bl,
yKa3Hble TPaMOThl), MPUTOBOPHI, HAKa3bl, JOKJIAJbl, MaMATH, OTMHUCKU, 4eroOuTHble. I[lpukasHoe
JIeJIONPOU3BOJICTBO. Jlenmonpou3BOACTBO M JOKYMEHTOBEICHHE B cucTeMe yupexiaeHud Poccuu B
Hauane XV111 Beka. [lokymentoo6opotr B Hauaie XIX B. BBemenuwe enuHooOpasusi B CO3MaHUE U
apXMBHOE XpaHEHHE JOKyMEHTOB. KaTeropuu [OKYMEHTOB «Jeil»: TEKyllue, 4Ype3BblYalHEBIE,
cpouHble nena. Buasl TOKYMEHTOB: JIOKYMEHTBHI, COCTaBIJISIBIIFE BHYTPEHHEE JEIIONMPOU3BOJICTBO
yIpexkJIeHUsl (3alHMCKH, CHpPaBKH, BBIMHCKH, JXYpHajbl 3aceJaHuli, PETUCTPAIMOHHBIE KypPHAIBI,
HACTOJBHBIE PEECTPbl), JOKYMEHTHI, IIOCTYNAaBIIME B VYUIPSKICHHUE U3 JPYIUX YIPSKACHUH U
OTMpaBISABIIMECS B JApyrde YUpPEeKACHUA («UCMOJNHUTENbHbIE Oymarm». «OTmpaBka gem» Kak
caMoOCTOSITeNIbHAs CTaJausl «IpOU3BOJICTBA Jena». PeBusus pen. M3ganue cOOpHHKOB 00paslioB
JOKYMEHTOB. YTOPSAIOUYEeHUE CTPYKTYpbl U (OpMBI TOKyMEeHTOB B XX Beke. Pa3zpaboTka mpoekra
OCHOBHBIX TOJIOKeHUN EnmHONW rocymapctBeHHOUW cuctembl nenonpousBojactea (EI'CJl). U3panume
CTaHAAPTOB  HA YINPABICHYECKUE  JIOKYMEHTHI B KOHIIE XX BeKa
Tema 1. 2. OcHOBHbBIE 1LeJIH, 32124, TEPMUHBI U ONpeAe/IeHHs] B JOKYMEHTOBEACHUN
Jlenonpou3BOACTBO  Kak  OTpaciib  JCATENbHOCTH,  OOecledMBaomas JOKyMEHTUPOBAHUE U
OpraHM3aluio padoThl ¢ OQPHUIHAIBHBIMH JOKyMEHTaMH. JIOKyMEHT Kak MaTepualbHbI OOBEKT,
SIBJISTFOIIMICS HOCHTEeM WH(pOpMaIuu, GYHKIIMA JOKYMEHTOB. [[OKyMEHTOBEACHHE KaK KOMILIEKCHAs
HayKka. JIOKyMeHT Kak OOBEKT JOKyMEHTOBEIEHHUsS. 3adaud AeTOMPOU3BOJICTBA M JOKYMEHTOBEICHUS
HA TMPEANPUATUSX U OpraHm3ausax:  OoQOpMIICHHE JIOKYMEHTOB,  OTPAXKAIONIUX  CIEKTP
yIpaBJIeHYECKON JEeSITeNbHOCTH MPEITPUITHS (pupmsl, OpraHU3allHH, OpraHu3aIus
JIOKYMEHTO000pOoTA.
EnuHcTBO mMpaBuil NOKYMEHTHPOBAaHUS HAa OCHOBE MEXIYHAPOJIHBIX M OTCUECTBEHHBIX CTAHIIAPTOB.
HopmartuBHasi OCHOBa JENONPOM3BOJCTBA. YHU(DUIMPOBAHHBIE  CHUCTEMBI JOKYMEHTAllUM  KakK
KOMIUIEKC B3aUMOCBSI3aHHBIX JIOKYMEHTOB, CO3JaHHBIX IO €AWHBIM MpaBuUjIaM U TpeOOBAHUSIM,
coaepkaix MHGpOpMaInio, HeOOXOAUMYIO JUIS YIPABICHUS B ONPEACICHHON cdepe AesTeTbHOCTH.
Paznen 2. OcHoBHBbIE BH/IbI IOKYMEHTOB HA NMPeJINPUSITUA U B OPraHU3aluu
Tema 2. 1. Opranusanusi J0KyMeHTO000pPOTAa HA NMPeANPUITHN U B OPraHU3aALUU
OOecrieueHre €IMHCTBA TPABUI JOKYMEHTUPOBAHMS YIPABICHUECKUX JECHUCTBUI Ha BCEX YPOBHSIX
yrpaBieHusi Ha ocHoBe npumeHeHus ['CHOVY, yaudunupoBannsix cuctem nokymeHntanuu (YCJ) u
locynapcTBeHHBIX KiTacCH(UKATOPOB TEXHUKO-IYKOHOMHUYECKOW MH(popManuu. Pob rocymapcTBeHHBIX
KJIacCCU(PUKATOPOB KakK CUCTEMAaTU3UPOBAHHBIX NEpeyHel HAMMEHOBAaHUN U KOJIOB OOBEKTOB MJIs
oOecriedeHusi aBTOMATH3AIMU MPOLIECCOB 00pabOTKH MHPOPMALIUY.
YHudumupoBaHHble  CUCTEMBl  JOKYMEHTAllMM KaK KOMIUIEKC B3aMMOCBSI3aHHBIX JIOKYMEHTOB,
CO3/IaHHBIX 10 EIWHBIM IMpaBWIAM M TPEOOBAHMSM, COAEPKAMMUX WHGOPMAILUIO ISl YIPABICHHS B
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onpeneneHHoN cdepe aearensHocTH. Llenn yHupUKanuss JOKYMEHTOB: COKpPAIEHHE KOJHMYECTBa
JOKYMEHTOB, THUOM3alUsl (OpPM JIOKYMEHTOB, IIOBBIIIEHUE KayecTBa, CHMKEHHE TPYIOEMKOCTU
00palboTKH, JOCTHKEHHE HH()OPMALMOHHON COBMECTUMOCTH CHCTEM JOKyMeHTauuu, 3¢hdexkruBHOe
UCIOJIb30BaHUE CPE/ICTB BHIYMCIUTENBHON TEXHUKH.
locynapcTBeHHass cucremMa JIOKyMeHTalMoOHHOro obecredenuss ynpasienus (I'CJOY)  kak
COBOKYITHOCTh IPHUHLHUIIOB U MPaBUJ, YCTAHABIMBAIOIIUX €IUHbIE TPEOOBAHUS K JIOKyMEHTHPOBAHUIO
yIOpaBJIEHYECKON JeATEeIbHOCTH, OpraHuzanuuu pabotrel ¢ jpokymeHtamu. Llenm I['CAOY -
yHOpA0YEHUE JOKYMEHTOOOOpOTa, COKpAIlleHWE KOJIMYECTBAa M IMOBBIIIEHHE KauecTBa JOKYMEHTOB,
co3/laHue YCIOBUH Juid 3((PEKTUBHOTO MPHUMEHEHUS TEXHUYECKUX CPEJICTB M TEXHOJOIrui cbopa,
00paboTKM M aHaNMM3a MHPOPMALINHU, COBEPIICHCTBOBaHUE PabOTHI anmapara ynpaBJIeHUsI.
IIpouenypsl cormacoBaHMsl YIPAaBJIEHYECKHX JIOKyMEHTOB. (COIIacOBaHHE IPOEKTOB JIOKYMEHTOB.
CyOBbeKTbl BHYTPEHHEr0 COIJIaCOBAaHUS IMPOEKTa JOKYMEHTa: OTpacieBble, (YHKLIHMOHAJIbHBIE,
TEepPUTOpPUANIbHBIE, PETHMOHAJIbHBIE OpraHu3aluy; paOOTHUKM,  OTBETCTBEHHBIE 3a pa3pelleHHue
(YHKIIMOHAIBHBIX ~ BOINPOCOB;  TJIABHBIN Oyxranrep;  IOpUAMYEcKas  cIayx0a;  ciayxba
JOKYMEHTALIMOHHOTO ~ OOECleYeHus; 3aMEeCTUTENb PYKOBOIUTENS OpPraHU3allMi IO  CYIIECTBY
pelIaeMbIX BOIIPOCOB.
IIpouenypbl  yrBepKIOCHMs  YNPABICHUECKUX M  PACHOPSAOUTENBHBIX JOKYMEHTOB. [lopsaok
opopMIICHHS JOKYMCHTOB-TIpUIOKeHUH. TpeOoBaHus K (opMe ITOKYMEHTa: COOTBETCTBHE OJaHKa
JIOKYMEHTa CTaHJapTy, HaJlu4he KOMILJIeKca 00s3aTelIbHbIX PEKBU3UTOB, CTAaOWJIBHBIN MOPAIOK HX
PacoJIoKEHUsI. CtpykTypa  OpraHu3allMOHHO-PACIOPSAUTEIbHON JIOKYMEHTaluu Ha
OPENIPUATHA U B YUpekacHHH. OpraHu3alMOHHO-PACIOPSAUTENbHAS noxkymenrauuss  (OPJI)
KaK COBOKYIIHOCTb B3aMMOYBSI3aHHBIX JOKYMEHTOB: OpPraHU3allMOHHBIX, PaCHOPAIUTEIbHBIX,
UH(POPMALIMOHHO-CIIPaBOYHbIX. OpraHu3alMOHHbIE TOKYMEHTBl KaK KOMILJIEKC B3aMMOYBSI3aHHbBIX

JIOKYMEHTOB, PEIJaMEHTHPYIONNX CTPYKTYPY, 3aJaud W (YHKIUH TPENNpPUATHS, OpPraHU3AIUI0
paboThl, MMpaBa, 00A3aHHOCTU M OTBETCTBEHHOCTh PYKOBOJICTBA U CIELHUAINCTOB MPEINpPUATHS: YCTaB,
MIOJIOKEHUS, IITaTHOE PACHMCAHME, WMHCTPYKUMU (JAODKHOCTHBIE WHCTPYKIMH), IpaBuwia (IpaBuiia
BHYTPEHHEI0 TPYIOBOTO pacnopsiika. Buabl M Ha3HaueHUE paclopsIUTEIbHBIX JOKYMEHTOB,
o0ecreynBaoMUX TPOIECCHl  YIPaBICHUS Ha TMPENNPUATHH W B OpPraHU3AlMH: TPUKA3bI,
IIOCTAaHOBJIEHUs, PACHOPsDKEHMsI, YyKa3aHus, pemeHus. CTaauu MOATOTOBKH PpacHopsIUTEILHOIO
JOKYMEHTa: M3Yy4eHHE CYIIEeCTBAa BOIIPOCA, IMOATOTOBKA MPOEKTa JOKYMEHTa, COINIACOBAaHUE
JOKYMEHTa, MOANUCAaHUE JOKYMEHTA.

NupopmManiioHHO-CIIPaBOYHBIE  JIOKYMEHTBI ~ KaK  COBOKYITHOCTb  JIOKYMEHTOB,  COJAEPKaIIUX
UHPOpMALMIO [UId TPHUHATHS pELIeHUH, W3JaHUs PpacHoOpsSAUTENbHBIX JOKYMEHTOB: CIIPAaBKH,
JIOKIIAQJIHbIE W OOBSACHUTEIbHBIC 3alMCKU, CBOIKH, O0030pBI, aKThl, NHCbMa. BcrmomoratenbHbIH
XapakTep HH(OPMAIMOHHO-CIIPABOYHBIX JIOKYMEHTOB [0 OTHOIIEHHIO K paclopsIuTeIbHbIM
JIOKYMEHTaM.

Tema 2. 2. JIOKyMeHT KaK HCTOYHMK M HOCUTeJb HHGpopManun

Omnpenenenue nokymeHnrta B 3akoHe PO "OO6 mHpopmanmu, nHPopMaTU3aLUU U 3a1uTe HHPopmanuu'"
KaK «3a(UKCHpOBaHHAs HAa MaTepHAIbHOM HocuTele MH(OpMalus ¢ PeKBU3UTAMH, MO3BOJSIOLIMMU
ee UACHTU(DULUPOBATH» U «IOKYMEHT KaK MaTepualbHbli OOBEKT € 3a(MKCUPOBAHHONM Ha HEM
uHpopManuel B BUAE TEKCTa, 3BYKO3AMCH WM M300paskeHMs, NpeAHa3HAYeHHBIH AJIs mepegadyu BO
BPEMEHHU U IPOCTPAHCTBE B LIENISAX XpaHEHUs U OOLIECTBEHHOTO HMCIIOJIb30BAHUSM.

JlokyMeHT Kkak HocuTenb uHpopmanmu. MHpopManuoHHBI pecypc Kak JOKYMEHT WJIM MAacCHB
JIOKyMEHTOB, TIOMEIIEHHbIE B WH(MOPMAIMOHHYIO CHCTeMy (OMOJIMOTEKH, apXwBhl, (DOHIBI, Oa3bl
JTAHHBIX ).

OcoOenHoctu nH(pOpMaLMU, COJEpKalIelcs B JOKYMEHTE: COLMAIbHBIN; JUCKPETHBIN, 3aBEpLICHHbIH,
BEILIECTBEHHBI  XapakTep wuHpopManuu. OTIMYUTENbHbIE MPHU3HAKM  JOKYMEHTA:  HaJU4yue
CMBICIIOBOTO CEMAHTHYECKOTO COJEepXaHMs, IepeJaBaeMoOro 3HaKaMu; CTaOWiIbHas BELECTBEHHas
¢dopma, obecrieunBaromas J10JTOBPEMEHHYIO COXPAaHHOCTh JOKYMEHTa, BO3MOXKHOCTb MHOTOKPAaTHOTO
(10rOBpEeMEHHOT0) UCMOJb30BaHUS U TepeMelieHuss WHGOpMaluh B MPOCTPAHCTBE U BPEMEHH;
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NpeIHA3HAYEHHOCTh JUIS HWCIOJB30BaHHUA B COIMAIBHOM KOMMYHUKAIMH;  3aBEpIICHHOCTb
coo0IIeHn .

CocraBnsronue  TOKyMEHTa: MaTepuanbHas cocTaBistomas u uHbopmamus. MarepuanpHas
COCTaBJISIONMIAs JOKYMEHTA, KaK YCIOBHE CYIIECTBOBAHHS JOKyMEHTa M (popma, oOecriednBaromas ero
CIOCOOHOCTh XPaHUTh M TiepefaBaTh HH(POPMAIMIO B MPOCTPAHCTBE M BPEMEHHU, OIpeaemsemMast
HOocUTeNneM MHpopMauuu. Buasl JOKYMEHTOB B 3aBUCUMOCTH OT (OpPMbI  MaTepualbHOU
COCTABJISIIOIICH: KHUTH, OpONIIOPBI, JKYpHAJbI, Ta3eTbl, OYKJIEThI, OJJICKTPOHHBIC, MATHUTHBIC,
MAarHuTOOIITHYECKUEC HOCHUTCIN, TTIMHAHBIC Ta6J'II/I‘-IKI/I, HaHHPYCHBIC nu HepFaMeHTHI)IG CBHUTKH, (1)OT0,
BUICO-, KHHOJIOKYMEHTBHI.

JlokyMeHT Kak MH()OKOMMYHUKAIIMOHHBIA pecypc. MHPOKOMMYHHKAaIMOHHBIE (PYHKIMU IOKYMEHTOB:
WHPOpPMAIIMOHHAsl ~ pOJIb,  COLNMAJIBHOE  HA3HAYEHHWe,  IeaM,  3agaud.  JIOKyMEHT  Kak
NOJU(PYHKIMOHAIBFHBIA OOBEKT, BBIMOJHSIOMNN P B3aMMOCBSI3aHHBIX COIMAJBHBIX  (YHKIWH.
OyHKIMU TOKYMEHTOB: XpaHEHUE W Tepeiaya (pacrnpocTpaHeHne) MH(POpPMAlUu BO BPEMEHH H/HIIH
NpoCTpaHcTBe; WH(POPMAIMOHHAS (YHKIWS; KOMMYHUKATHBHAsE (DYHKUUS; KyMYJISTHBHas (DyHKIUS;
yIpaBJIeHYeCKas, TO3HaBaTEeNbHAs; TpaBoBass (QyHKIUS; OOIIEKYIbTypHas (YHKIHMSI, MeMOpHaIbHAs
(HaMfITHI/IKOBaﬂ); TCAOHHNYCCKAasAd, CTaTUCTHYCCKAasd, NCTOYHUKOBAsA q)YHKHI/IFI, HOI[TBCP)KILGHI/IG
aBTOPCKOI'O IIpaBa.



3. PACIIPEJEHUE YACOB 11O TEMAM M BUJIAM YYEEHOM PABOTHI

Ne | HaumenoBanue pasjena, - = = -
n/n | (OTaenbHOM TEMBbI) @) & = ol o
| © = O | 3
< am ) s
o = o o 5 = | 5
= L > 9 )
= O = O o = E; = E
= S < S o Z| &€ =
= |2 8] 2 2 8|8l =
B 2 < S S QA=
= =9 E a5 | g
= 8 s |FE|=
Q < (=8 Q
= = = =
ITpounecc ctaHoBJIEHUA
1 |moKymMeHTOBeJeHHMs KaK HAYYHOMH 8 0 0 16 0 0 24
AUCIHUILIMHBI
HcTopust JOKyMEHTOBEICHHUS B
1.1 PYC IOKYM A 41 0| o 8 0 | o 12
Poccun
OCHOBHBIC II€JTH, 3a/1a4, TCPMHHBI U
1.2 HEIH, 3ana'l,Tep 4 1 0o o | 8] 0] o0 12
OTIpENICIICHUS B TJOKYMEHTOBEICHUU
OcHOBHbBIE BH/IbI JOKYMEHTOB HA
2 AL 10Ky 4 1 0o | o | 8] 0] o0 12
NpeAnpUATHA U B OPraHu3aAnNU
Opranmzaiys J0KyMeHTO000poTa Ha
2.1 | P LG OKIM P 2 1l 0ol o | 4] 0] o0 6
NOPEANPHUSITHNA U B OPraHU3ALUN
OKYMEHT KaK HCTOYHHK U HOCHUTEIb
2 |HoryM 2l oo | 4] o o] 6
uHpopMaUn
BCEI'O 12 0 0 24 0 0 36

4. JABOPATOPHBIE 3AHATUA

JlaGopaTopHbIe 3aHATHS 110 AUCHUILUIMHE «J|OKyMEHTOBEACHHE B MEIMAWHIYCTPUN» B
COOTBETCTBHH C Y4COHBIM IUTAHOM HE MPEITYCMOTPEHBI.

5. IPAKTHYECKHUE 3AHATUA (CEMUHAPDI)

Ne . TpynoemMkocTh
TemaTuka MPaKTUYECKUX 3aHATUNA (CEMUHAPOB)
/11 (dac.)
1 Tema: «Mctopusa nokymenrosenenuss B Poccum». Mcropus 3
JOKyMeHTOoBeneHus: B Poccun
Tema: «OCHOBHBIE LI€NH, 33]1a4, TEPMHUHBI U ONPEICIICHUS B
2 JOKYMEHTOBeZIcHUn». OCHOBHBIE LIENH, 3a]a4,TEPMHUHBI 1 ONIPEJCIICHUS B 8
JIOKYMEHTOBEJICHUN
Tema: «Opranuzanusi JOKyMEHTOO00OpOTa Ha MPEANPHUSITHH U B
3 opranuszanun». OCHOBHbIE BUJIbI JOKyMEHTOB Ha MPEANPUSATHH U B 4
OpraHu3aIu
4 Tema: «JloKyMEHT Kak MCTOYHHMK M HOCHUTETh WH(MOpManum». JJoKyMEeHT Kak 4

UCTOYHUK U HOCHUTENb WH(pOpMAIHH




6. OHEHOYHBIE CPEACTBA JJIsA TEKYIEI'O KOHTPOJIA YCIIEBAEMOCTHU U
MPOMEXXYTOYHOM ATTECTAIIUU

OnennBaHue pe3ylbTaTOB OOydeHHS MO AWCHUIUIMHE OCYIIECTBISAETCS B XOJ€ TEKYILEro
KOHTPOJISI U TPOMEXYTOYHON aTTECTAllMU C UCIIOJIb30BAaHUEM OaNTIbHO-PEHTUHIOBON CUCTEMBI.

OneHouyHbIE CpelCcTBAa B TOJHOM O0beMe mpeacTaBicHbl B (DOHIE OIEHOYHBIX CPENCTB IO
JUCHUIUTUHE «J[OKYMEHTOBEIEHUE B METUAUHITYCTPUI.

[Ipemycmotpensl cienyromue (HOpPMBI U MPOIETYPHl TEKYIIEro KOHTPOJS U MPOMEKYTOUHOM
aTTecTaluu:

Bua(bl) TeKymero KOHTpoJIs Cemectp (Kypc)

BBIIIOJIHEHHE TECTA 8

BBICTYIJICHHE HAa HAy9HOW KOH(pepeHuun |8
10 TeM€ AUCLUIUIUHBI WU TTOATOTOBKA
Hay4YHOM WJIM TBOPYECKOW pabOTHI MO
TeMe AUCLUITUHbI

BBICTYIUICHUE C IOKJIAa/I0M, cooOLIeHreM, |8
MpE3eHTalMEN HA 3aHITUU

MPAKTHKYM (BBITIOJTHEHHUE MPAKTUYECKUX |8
3a/TaHM )

IIPUCYTCTBHUE HA BCEX 3AHATHUAX 8

Bua(vl) npome:kyrouHoi arrecranum, |Cemectp (Kypc)
KYPCOBbI€ padoThl/POEKThHI

3aY€eT C OLIEHKOU 8

6.1. OueHouHbIe cpeACTBA AJSI BXOAHOI0 KOHTPOJS (MPH HAJIUYNH)
BX01HOM KOHTPOJIb OTCYTCTBYET.

6.2. OneHOYHbBIE CPEACTBA ISl TEKYLIEr0 KOHTPOJISI YCIIeBaeMOCTH
TecTsr:
1.CoBOKYNMHOCTh PabOT MO AOKYMEHTHUPOBAHUIO JCSITEILHOCTH YUPEXKIEHUS W TIO0 OpraHu3aluu
JIOKYMEHTOB B HEM — 3TO:

1) 0OBEKT IEeTOTPOU3BOICTBA;

2) nenonpou3BOACTBO;

3) co3naHue CHCTEMBI TOKyMEHTAIIHH,

4) enuHas rocyJapCcTBEHHasi CUCTEMa JOKyMEHTAIIUU.
2. BriepBbie TpeOoBaHUE €IUHOOOPA3US U3JI0KEHUS TEKCTa B JOKYMEHTaX BO3HUKJIO:

1) B nepuox npasnenus Ilerpa [;

2) B niepuo npasienus Mpana 1V;

3) B nepuoj npasieHuss Anexcanapa I;

4) B mepuon npasiienus Bpemennoro IIpaButenbcrBa.
3.COBOKYITHOCTh ~ B3aUMOCBSI3aHHBIX  JOKYMEHTOB, TPHMEHSEMBIX B ompeaenéHHoir  cdepe
NEeSITeNIbHOCTU, — 3TO:

1) cucrema nOKyMeHTalUU;

2) 0OBEKT JETONPOU3BOICTBA;

3) mpeaMeT J1eJI0NpOU3BO/ICTBA;

4) enuHas rocyIapcTBEHHAs] cUCTeMa JOKYMEHTAIUH.
4. JIOKyMEHTallMOHHOE O0ECIICYCHHUE YIPABICHUS — ITO:

1) JnesTenbHOCTH ammapaTra yYIpaBiCHUs, OXBAaTHIBAIOIIAs BOMPOCH JOKYMEHTHUPOBaHUS U
OpraHu3aIy padoThl C JOKYMEHTaMH B MPOIIECCE OCYIIECTBICHUS UM YIPaBICHUYECKUX (YHKIUH;

2) mnpaBUIbHO O(OPMIEHHBIE JOKYMEHTBI, OTpaXkalolule BeCh CIHEKTp YIIpaBJIEHYECKOU
NEeSITENLHOCTU TPEATIPUATHS;

3) opraHuzamusi JOKyMEHTOO00POTa B YUPESKICHUU;



4) KOMIUIEKC OCHOBHBIX TIOJOXEHUH, ONpENeNAlmUX | PErJaMEeHTUPYIOIUX OpPraHU3aluio
JOKYMEHTHPYEMBIX TPOIECCOB HA TPEATIPHUITHH.
5. Kakoe ycnoBue siBisieTcss HeOOXOAMMBIM ISl TIOSIBJICHUS JET0NPOU3BOICTBA?

1) ctabunpHasi MOJUTHYECKAsE CUCTEMA;

2) ycTaHOBJICHHE TOCYIapCTBEHHOCTH;

3) ycTaHOBHUBIIIASICSI cUCTEMa O0Opa30BaHMS;

4) oco3HaHHe OOIIECTBOM HEOOXOIUMOCTH BBEICHUS JIE€IOMPOU3BOJICTBA.

HpI/IMepHLIe TCEMBbI JOKJIAaaA0B:

1. WudopmanoHHBI pecypc KaK JOKYMEHT WJIM MAacCHB JIOKYMEHTOB, IIOMEIIECHHBIE B
UHGOPMALIMOHHYIO cUcTeMy (OUOMMOTEKH, apXuBbl, (GOHMBI, 0a3bl JAaHHBIX).

2. OcobenHocTr MH(POPMALINK, COJEPKAIICHCS B JOKYMEHTE.

3. OtnuuuTenbHble TPU3HAKKA JOKYMEHTA: HAJIMYUE CMBICIIOBOTO CEMAHTHUYECKOTO COJCpKaHMS,

nepeaaBaeMoro 3HakaMmM; cTaOWibHas BellecTBeHHas (opma, obOecnedrBaroniasi J10JITOBPEMEHHYHO
COXPAaHHOCTh JOKYMEHTa, BO3MOXHOCTb MHOTOKPAaTHOTO (JOJTOBPEMEHHOT0) HCIIOJIb30BaHUS U
nepeMenieHnss nHGOpPMAIMK B MPOCTPAHCTBE W BPEMEHHM; MPEIHA3HAUYCHHOCTH UIS MCIIOJIb30BaHUS B
COLMAJIbHOM KOMMYHUKAIMK; 3aBEPIIEHHOCTh COOOIIECHUS.

4. Cocrapnsionue JOKyMEeHTa: MaTepualbHasl COCTABISIOMAs U HHGOpMaIus.

5. MarepuanbHasi COCTABIAIOIIAS JOKYMEHTA, KaK YCIOBHME CYIECTBOBAaHMS JOKyMEHTa H
¢dopma, obecrieunBaromas €ro COCOOHOCTh XPaHHUTh U IEpefaBaTh MH(POPMAIMIO B MPOCTPAHCTBE U
BpPEMEHH, oIpeenseMas HocuTeaeM HHPOpMaIHH.

6. Buasl J10KyMEHTOB B 3aBUCHMOCTH OT (DOPMBI MaTepHaIbHOM COCTABISIOIICH: KHUTH,
OpOLLIOpBI, >KypHaJbl, Ta3eTbl, OYKJIEThl, 3JIEKTPOHHbIC, MarHUTHbIE, MAarHUTOONITHYECKHE HOCUTEIH,
TJIMHSHbIE TAOJIMYKH, TAMPYCHBIE W NEpraMeHTHbIE CBUTKHU, ()OTO, BHJEO-, KHHOJIOKYMEHTHI.

7. JIOKyMeHT Kak HH()POKOMMYHUKAIIMOHHBIA pecypc. MH(DOKOMMYHUKAIIMOHHBIE (QYHKLIHN
JOKYMEHTOB: HH(pOpPMaIHOHHAs POJib, COUAIBLHOE HA3HAUCHHE, LIEIH, 3aauu.

8. JIOKyMEHT KakK NOJU(PYHKIMOHAIBHBIA OOBEKT, BBINOJHAIOMUN Pl B3aMMOCBSI3aHHBIX
COLMANBHBIX (PYHKIUH.

9. @OyHKIUU JOKYMEHTOB: XpaHEHHE U repefada (pacnpocTpaHeHue) HHPOpMaluyu BO BpPEMEHH
W/WIM TPOCTpaHCTBe; WHpOpMAIMOHHAs (QYHKIMS; KOMMYHHKATHBHAs (QYHKIHS, KyMYJISATHBHAs
GyHKIMS; yOpaBieHYecKas, II03HaBaTelbHas; IpaBoBas (YHKIMSA; OOIIEKYIbTypHas (QyHKIuS;
MeMopuaibHast  (MaMATHUKOBAs); TeOHMYECKas; CTaTUCTHYEeCKas, WCTOYHUKOBAas  (yHKUHS,
HOJTBEP KICHUE aBTOPCKOIO IpaBa.

6.3. Oneno4nbie cpeAcTBA JJIsl IPOMEKYTOYHON aTTeCTALNHU
Teoperndeckre BOIPOCH K 3a4€Ty C OLEHKOM:

l. Joxymentuposanue B JlpeBHel Pycu.

2. BoO3HUMKHOBEHHE M CTAHOBJIEHUE CHCTEMBI FOCYIapCTBEHHOTO JEJIONPOU3BOJACTBA B CEPEIUHE
XV Beka

3. Jlenonpoun3BoACTBO U JOKYMEHTOBEJAEHUE B cuUcTeMe ydpexaeHud Poccum B Hauvane XV111
Beka. /lokymenToo60poT B Hayane XIX B.

4. VYnopsnoueHue CTpykTypbl U OpMBI JOKYMEHTOB B XX BEKe.

5. Buenpenne EI'CJ] B npakTHKy ympaBiIeHUS.

6. Jlenonpoun3BoacTBO Kak 0Tpacib eATEIbHOCTH, oOecrieynBaromas
JOKYMEHTHPOBa-HUE M OPraHU3aLUI0 padOThl C OGHUIHMATIBLHBIMU JOKYMEHTAMHU.

7. JIOKyMEHT Kak MaTepHaJibHbI OOBEKT, SIBJISIOLIMICS HOCUTEIEeM HHQOpMaluu, (QYHKIUH
JOKYMEHTOB.

8. 3ajaun JENONpOM3BOACTBA M JOKYMEHTOBEACHUS Ha NPEIIPUATHAX U OpraHU3alMSIX:

oopmiieHHE JOKYMEHTOB, OTPAXKAIOUIMX CHEKTP YIPABICHUECKONH JESITENbHOCTU MpeNnpU-sTHS
(¢pupmbl, opranuzanuu, OpraHU3aLUs JOKyMEHTOO00pOTa).

9. EnuHCTBO mpaBui JTOKYMEHTHUPOBaHHMS HA OCHOBE MEXKIYHAPOJIHBIX M OTEYECTBEHHBIX
CTaH/IapTOB.
10. HopmartuBHast ocHOBa A€n0NpPOU3BOACTBA.



11. YHuduuupoBaHHbIE CHCTEMBI JOKyMEHTAallMd KaK KOMIUIEKC B3aMMOCBSI3aHHBIX
JOKYMEHTOB, CO3JaHHBIX 110 €IUHBIM TMpaBHJIaM H TPeOOBAHMSAM, COJEpKAIINX WH(HOPMA-IIHIO,
HEOOXOIMMYIO ISl YIIpaBJIEHHUsI B OTIpeNeNIeHHON cepe NesITenbHOCTH.

12. ObecrieueHrne €AMHCTBA MpPaBWJI JOKYMEHTHPOBAHUS YIIPaBICHYECKHX JEUCTBUH Ha BCeX
ypoBHSX ymnpaBieHuss Ha ocHoBe mpumeHeHus ['CIIOY, yHU(PHUUMPOBAHHBIX CHUCTEM TOKYMEHTAlUU
(YCI) u T'ocymapcTBeHHBIX KJIaCCU(DPHUKATOPOB TEXHUKO-DKOHOMUYECKON MH(MOpPMAIIUH.

13. Ponb rocymapcTBEeHHBIX — KIacCH()UKATOPOB Kak CHCTEMAaTH3HPOBAHHBIX IIEpPEYHEH
HAaNMEHOBAaHMKA W KOJOB OOBEKTOB JIsi OOECIeYeHUs] aBTOMATH3AllMM IPOLECCOB 0OpabOTKH
UH(POPMAIIHH.

14. VYHuUIUpOBaHHBIE  CHCTEMbl  JOKYMEHTAlMd  KaK  KOMIUIEKC B3aMMOCBSI3aHHBIX
JOKyMEHTOB, CO3JIaHHBIX IO €AMHBIM TpaBHJIaM U TPEOOBAaHHSAM, COJCPKAIINX HWHPOPMALUIO IS
YIpaBJICHUS B ONPEACICHHON cdepe AesTeTbHOCTH.

15. Llenn yHu¢uKanus JOKYMEHTOB: COKpAIlEeHHE KOJIMYECTBA OKYMEHTOB, THIHU3ALMS (GOopM
JOKYMEHTOB,  TOBBIIIEHHE  KAayecTBA, CHWKEHHE TPYIOEMKOCTH  OOpabOTKH, OCTH)KEHHE
MH()OPMAIIMOHHON COBMECTUMOCTH CHCTEM JOKYMEHTaluH, 3((QEKTHBHOE HCIOJIb30BAaHHE CPEICTB
BBIYMCIUTEIBHON TEXHUKH.

16. [Ipouenaypsl cornacoBaHHsl —YIpaBICHYECKHX JOKyMeHTOB. (CoriacoBaHHE MPOEKTOB
JIOKYMEHTOB.

17. CyOBeKThl BHYTPEHHETO COTJIaCOBAHUS MPOEKTa JOKYMEHTA.

18. [Iponienypsl yTBEp)KIIEHUS YIPABICHYECKUX M PACIIOPSAUTEIBHBIX JIOKYMEHTOB.

19. [Topsok oopmiieHus: TOKYMEHTOB-TIPUIIOKESHUN.

20. TpeGoBanusi kK GopMe JTOKyMEHTA: COOTBETCTBHE OJIAHKA JOKYMECHTA CTAaHIAPTY, HAIAYIHC
KOMIUIEKCa 00s3aTENIbHBIX PEKBU3UTOB, CTAOMIIBHBIN MOPSIOK UX PACIIONIOKECHHUS.

21. CtpykTypa OpraHu3alldOHHO-PACTIOPSIUTEIBHON  JOKYMEHTAllUM Ha TPEANPUATHH U B
YUIpEKICHUU.

22. Opranu3anuoOHHO-PACTIOPSAUTEIbHAS nokymentauus  (OP/I) Kak COBOKYITHOCTb
B3aMMOYBSI3aHHBIX JIOKYMEHTOB: OpraHHU3aI[MOHHBIX, pacmnopsAUTENbHbIX,
UH(POPMAIIMOHHO-CITPABOYHBIX.

23. OpranuzalluoOHHbIE  JOKYMEHThl  KaK KOMIUIEKC  B3aMMOYBS3aHHBIX  JOKYMEHTOB,

PETJIaMEHTUPYIOIIUX CTPYKTYPY, 3aJaddl W (YHKIUW TPEANPUATHS, OpPraHU3aluio padOThl, MpaBa,
00513aHHOCTH M OTBETCTBEHHOCTh PYKOBOJACTBA M CHELUAIMCTOB MPEINPUATHUS: YCTaB, IOJIOXKEHUS,
HITaTHOE PACIHCAHUE, MHCTPYKUUHU (JOJDKHOCTHBIE HMHCTPYKLMM), IpaBuia (MpaBuia BHYTPEHHETO
TPYAOBOIO pacropsika.

24. Bunsl ¥ Ha3HayeHHWE PpACHOPSAUTENBHBIX JOKYMEHTOB, OOECHEUMBAIONIMX IPOIIECCHI
yIpaBI€HUsS Ha IMPEANpUATHM W B OpPraHM3alMU: IPUKa3bl, IIOCTAHOBIEHUSA, PACIOPKEHUS,
YKa3aHHUs, PELICHUS.

25. Craguu TOATOTOBKH pACHOPSAIUTENFHOTO JTOKyMEHTAa: HW3ydeHHe CyIIecTBa BOIpOCa,
MOATOTOBKA MPOEKTa JOKYMEHTa, COTJIacoBaHUE JOKYMEHTA, MOJMUCAHUE JOKYMEHTA.
26. HNudopmanoHHO-CIIpaBOYHbIE JTOKYMEHTBl KaK COBOKYMHOCTh JTOKYMEHTOB, COZIEpXKAIIUX

UHPOpPMAIMIO JUIS TPUHATHS PEIICHUH, W3JaHUs PpaCHOPSIAUTENBHBIX JOKYMEHTOB: CIIPAaBKH,
JIOKJIaIHbIe U OOBSCHUTENbHbIE 3aIIUCKU, CBOJKH, 0030pbI, aKThl, IUChMA.

27. BcenomoratensHplii Xapakrep MH()OPMAIIMOHHO-CIPABOYHBIX JTOKYMEHTOB I10 OTHOIICHHIO K
pacrnopsIuTeIbHbIM TOKYMEHTAM.

28. Omnpenenenue noxkymeHta B 3akoHe P® "OO6 unpopmanuu, MHPOpPMATH3ALMU U 3aLIUTE
uH-popmarun'.

29. JIOKyMEHT Kak HOCHUTEIb MH(OPMAIUH.

30. NHpopmalMoHHBIN pecypc KaK JOKYMEHT WJIM MacCUB JIOKYMEHTOB, IIOMEILEHHbIE B
uH-(hopManmoHnyto cucremy (6ubIMoTeKu, apXuBbl, (OHIIBI, 0a3bl JaHHBIX).

31. Ocob6enHocTr UHPOPMAIIMH, COACPKAIICHCS B JOKYMEHTE.

[IpakTyeckre BOMPOCHI K 3a4ETy C OLEHKOM:
1. OTIUYNATENILHBIE MPpU3HAKH AOKYMCHTA: HaIn4ue CMBICJIOBOI'O CEMAaHTHUYCCKOI'O
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coJiep-)KaHMs, IepeaBaeMoro 3HakamH; cTaOuibHas BellecTBeHHas (opma, obecneyuBaromas
JOJITOBPEMEHHYIO COXPAaHHOCTh JIOKYMEHTa, BO3MOXXHOCTb MHOTOKPATHOTO (J10JTr0Bpe-MEHHOIO0)
UCIIOJIb30BAaHUS U TEepeMelleHUs] UHPOpPMalUK B MPOCTPAHCTBE M BPEMEHH; MpeIHA3HAYEHHOCTh JUIs
UCIOJIB30BaHUsl B COLMAIbHOW KOMMYHHMKAIIMH; 3aBEPIIEH-HOCTh COOOIICHHUS.

2. Cocrapnsionye J0KyMeHTa: MaTepuaibHas COCTABIAIOMAs U UH(OpMaLus.

3. MarepuanbHasi COCTABIAIOIIAS JOKYMEHTa, KaK YCIOBHE CYIECTBOBAaHHMS JOKyMEHTa H
¢dopma, obecrieunBaroias €ro CnoCOOHOCTb XPaHUTh M IepefaBaTh MH(MOPMALMIO B MPOCTPAHCTBE U
BpPEMEHH, OmpezesnsieMas HOCUTENEeM UH(pOopMaIi.

4. Buasl 10KyMEHTOB B 3aBUCHUMOCTH OT (DOpMBI MaTepHalIbHOM COCTABIAIOIICH: KHUTH,
OpOIIIOpBI, KYpHaJbl, ra3eTbl, OYKIETbI, 3JIEKTPOHHbIC, MAarHUTHbIE, MArHUTOONTUYE-CKHUE HOCHUTEIH,
[JIMHSIHbIE TaOJIMYKY, MalUpYCHbIE M NEpraMeHTHbIE CBUTKH, (OTO, BHUIEO-, KHHOJOKYMEHTHI.

5. JIokyMeHT Kak HH()OKOMMYHUKAIIMOHHBIA pecypc. WH(MOKOMMyHUKAIIMOHHBIE (DYHKIUH
JOKYMEHTOB: HH(pOpMaIOHHAas POJib, COLMAILHOE Ha3HAYCHHE, LIEIH, 3aauu.

6. JIOKyMEHT Kak MNONU(YHKIHMOHAJIbHBIH OOBEKT, BBINOJHSIOMNUNA PsIi B3aUMOCBSI3aHHBIX
COLMANIbHBIX (PYHKLUH.

7. @OyHKIMU JOKYMEHTOB: XpaHEHHE W mepefada (pacnpocTpaHeHue) HHPOpMauyd BO BPEeMEHH
W/WIM TIPOCTPAHCTBE; MH(POpMALMOHHAs (DYHKLHUSA; KOMMYHUKAaTUBHas (QYHK-LUS; KyMYJISTHBHAs
GyHKIMS, ynpaBieHYecKas, II03HABaTeNbHAs; IpaBoBas (YHKIMSA;, OOIIEKYIbTypHas (QyHKIuS;
MeMopHajbHas  (MaMATHUKOBas); TEIOHUYECKas; CTATUCTHU-YeCKas, WCTOYHMKOBas  (QyHKUuS,
HOJTBEP>KJICHUE aBTOPCKOIO IpaBa.
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6.4. bajibHO-pellTHHIOBAsA cHCTEMA

OneHka ycrneBaeMOCTH C MpPHUMEHEHHEM OallIbHO-PEHTHHTOBOM CHUCTEMBI 3aKJIIOYAaeTCs B
HAaKOIJICHUU oOy4aromuMucss OalsIoB 3a aKTUBHOE, CBOCBPEMEHHOE U KAaueCTBEHHOE Y4acTHE B
OTIpeNIeNIeHHBIX BUIAaX Y4eOHOW IeATETbHOCTH W BBINOJHEHHE Y4eOHBIX 3aJaHUi B XOJE€ OCBOCHHS

IVCIUILIAHEI.
KomnuectBo 6amioB KonnuecTso
N Bbanist
KoHkpeTHbIE BUIBI OLIEHUBAEMOMN JESITEILHOCTH 3a 1 dakr (Touky) (akToB (TOYEK) (Maxcimym)
KOHTPOJIS KOHTPOJIS ™
O0s3aTenpHas ayTuTOpHas padoTa
IIpaktuxym (BeimoaHeHne MpakTHYECKUX 3aJaHuUiT) 3 4 12
Brinonuenue tecta 10 1 10
IIpucyrcTBue Ha BCeX 3aHATHAX 1 18 18
O06s13aTenbHas caMoCTosITeNbHAs paboTa
BricTyruienne ¢ mokmagoM, cooOUIeHUueM, Mpe3eHTaluel Ha 12 | 12
3aHSATHH
JlononHuTeNbHAS ayTUTOPHAS U CAMOCTOATENbHAs paboTa (IpeMuaIbHble OalIbl)

Beictymienne Ha  HaydHOH —KOH(epeHIMH IO  TeMe
JTUCLUIUINHBl WM TOATOTOBKAa HAYYHON WM TBOPUYECKOH 30 1 30
paboTHI IO TeMe TUCIUIUIHHBI

NTOT'O B pamMKax TEKYIIEro KOHTPOJIS 52 Gannos
NTOTI'O B pamKax IpOMEXYTOUHON aTTECTalluU 30 6amtoB
BCET'O no aucuurminge 3a ceMecTp 100 6amnoB

Hrorosas OLCHKA I10 AMCHMIIJIMHE BBICTABJIACTCA HAa OCHOBC HAKOIIJICHHBIX 0aJlJIOB B X0ae

TEKYILEro KOHTPOJIS U MPOMEXYTOYHOW aTTeCTallMl B COOTBETCTBUU C TAOIMIICH:

CucremMa OlleHHMBAaHHUS Pe3yabTATOB 00yYeHHs IO JUCHUIIHHE

IlIkamna no BPC OTtMeTKa o0 3a4eTe Ouenia 3a JIaMeH,
3a4eT ¢ OLEHKOI
85-100 OTJIMIHO
70 — 84 3a4TEHO XOpOLIO
56 - 69 YIOBJIETBOPUTEIBHO
0-55 HE 3a4TEHO HEYJOBJIETBOPUTEIBHO
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7. YYHEBHO-METOANYECKOE, UH®OPMALIMOHHO-TEXHUYECKOE "
MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI

OOyuwaromyecss W3 4HWciaa JIMI C  OTPAaHUYEHHBIMH  BO3MOKHOCTSIMH  370POBbS
o0ecreynBaOTCs TMEYaTHBIMU M (WJIM) 3JIEKTPOHHBIMH 0Opa30BaTENbHBIMU pecypcaMu B (opmax,
aJalTUPOBAHHBIX K OTPAHUYEHUSAM UX 300POBbs.
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KabamoB. - MockBa : @®muura, 2018. - 294 c¢. - ISBN 978-5-9765-0784-5. - Tekcr:
3JIEKTPOHHBIN.
https://ibooks.ru/bookshelf/23319/reading
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KprokoBa. - MockBa : UH®PA-M, 2019. - 268 c. - (Beicuiee oOpa3oBanue: bakamaBpuar). -
ISBN 978-5-16-003134-7. - Tekct : anexkrpoHHsblid. - URL:
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Kopounega. - Cankr-IlerepOypr : CIIOI'MIKuT, 2020. - 148 c. - URL: .
http://books.gukit.ru/pdf//2020/Uchebnaja%
20literatura/Koroleva Dokumentirovanie upravlencheskoj_ dejatelnosti UP_2020.pdf

4. Kynses H. H. KondwuaeHnmaipbHOe EIONPOM3BOJCTBO M  3aMIUIICHHBIA  3JICKTPOHHBIN
nokymentoobopot: yueOnuk / H.H. KynseB. - Mocksa : Jloroc, 2013. - 452 c. - ISBN 978-5-
98704-711-8. - URL:
https://ibooks.ru/bookshelf/29403/reading

7.2. UnTepHeT-pecypehl
1. O630p cucTEM PIEKTPOHHOTO JOKYMEHTOOOOpOTA

7.3. JInneH3uoHHOEe H CBOOOJHO pacnpocTpaHsieMoe NMpPorpaMMHoe odecrieyeHne

Hcnonp30BaHWe  JUIEH3UOHHOTO  MPOTPaMMHOTO  oOecriedeHus [0  JUCHUILIMHE
«JlOKyMEHTOBEICHUE B METUAUHIYCTPUU» HE MIPELYCMOTPEHO.

7.4. llpogeccuoHaIbHbIE 0a3b1 JAHHBIX U HH(POPMALIMOHHBbIE CIIPABOYHbIE CHCTEMbI

OnekrponHbli KaTanor oubanorexu CIIOIMKuT. https://www.gukit.ru/lib/catalog
DnexkTpoHHas OnbmuoTeuHas cucrema m3aatenberBa «JIAHbDy. http://e.lanbook.com
OnekTpoHHas OubauoTeuHas cucrema «AOyKkc-py». http://ibooks.ru

DnekTpoHHast OMOINOTEKAa 00pa30BaATEIHHO-U3AATEIBCKOTO IEHTPA «AKaIEMUSD».
http://www.academia-moscow.ru

7.5. MaTepuaJibHO-TeXHUYECKOe oOecrneyeHue

HauMeHoBaHHe ceNUAJIBHBIX OCHaNIEeHHOCTH CMEIHAIBHBIX MIOMEIIeHNH 1 MOMeIleHUil IS
NMOMeLICHHI ¥ IOMeIeHn i I CaMOCTOSAATEIbHOM PadoThI

CaMOCTOSITeJIbHOI paboThI

VYueOHas aynuTopus Pabouee mecTo npenogaBarens, 000pyIOBaHHOE KOMIIBIOTEPOM U

MYJIBTUMEIUHHBIM NPOeKTOpoM. Paboune mecra oOyuaronmxcs. Jlocka
(MHTEpaKTUBHAS 1OCKA) W/MITH SKpPaH.

ITomereHue st CaMOCTOSITEILHOM Paboune mecta oOydaromuxcst 000pyJOBaHHbIE KOMIIBIOTEPAMH C
paboThI 00YJaIOMMXCS MOJKIIOYeHUEM K ceTu «VIHTepHeT» U TOCTYIIOM B 3JIEKTPOHHYIO
UH(OPMALIMOHHO-00pa30BaTEIIbHYIO CPENY HHCTUTYTA.
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https://znanium.com/catalog/product/991955 
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https://ibooks.ru/bookshelf/29403/reading 

8. METOAMYECKUE PEKOMEHJALUNHA 11O OPTAHU3AIIMU OCBOEHUS
JANCHUIIJINHBI

HopmaTuBHBIMEH METOIMYECKUMHU JTOKYyMEHTaMH, C KOTOPBIMH JIOJDKHBI OBITh O3HAKOMJICHBI
CTYICHTBI, SIBIISIOTCA:

- Tlomoxenne o OaUTBHO-PEUTHHTOBOM CHCTEME OIICHKHM YCIEBA€MOCTH CTyneHTOB CaHKT-
[erepOyprckoro rocyaapcTBEHHOIO MHCTUTYTA KHUHO U TEIEBUACHUS;

- IlonoxeHne O MPOBENEHUU TEKYIIEr0 KOHTPOJSI YCHEBAEMOCTH M IMPOMEXKYTOYHOM aTTecTaluu
CTYJICHTOB;

- Ilonmoxxenme 00 oOpraHM3alM ¥  OCYIIECTBICHUHM  0O0pa30BaTEIbHOM JESITEIBHOCTH IO
0o0pa3oBaTeNbHEIM MPOrpaMMaM BBICIIETO 00pa3oBaHUsA — MporpaMMaM OakaiaBpuaTa, IporpamMmmam
CTIeIMAIINTETA, TIPOTPAMMaM MaruCTPaTypHI.

Y4eOHO-METOIMYECKUMH  JIOKYMEHTaMH, C KOTOPBIMU JOJDKHBI OBITh O3HAKOMJIEHBI CTY/AEHTHI,
SBJISIFOTCS y4eOHBIH MJ1aH, TaHHas paboyasi mporpaMMa yd4eOHOM TUCIUIUINHBI.

CrynenTtam cieqyeT MOMHHTBH, YTO OCHOBHBIMH (OpMaMH OOYydEeHHUs SBISAIOTCS ayAUTOPHBIE 3aHSATHS
U caMocrosTenbHas pabdota. CTyneHTaM pPEeKOMEHJyeTCsl TOTOBUTHCS K 3aHSITHSIM, 3a0JIarOBPEMEHHO
U3ydas JJUTEpaTypy 10 TeMe KaKI0ro 3aHATHS.

[lepeuenr u o00BEM JHTEpaTYphl, HEOOXOMUMOW JJs W3Y4CHHS AWCIUIUIMHBI, OIPEIeIseTCs
OporpaMMoil Kypca M peKOMEHJalMsAMU NpernojaBateis. [Ipu 3TOM akTyanu3upyroTcs HMEIOIUecs
3HAaHMS, a TaKXkKe co3laercs 0as3a JJis YCBOGHUS HOBOTO MaTepuaja, BO3HUKAIOT BOMPOCHI, OTBETHI Ha
KOTOPBIE CTYJICHT MOJY4aeT B ayAUTOPHUH.

CamocrositenbHast ~ paboTa  CTYIEHTOB,  IPEIYCMOTpPEHHas  y4eOHBIM  IJIAHOM,  JIOJDKHA
OpUEHTUPOBAThCSI Ha OoJjiee TNIIyOOKOE YCBOGHHE H3y4aeMoro Kypca, (OpMHpPOBATh HABBIKH
WCCIIEIOBATEIIbCKOM pabOTBl W yMEHHWE TPUMEHATh TEOPETHUYECKHe 3HAaHWS Ha TPAKTHKE.
CamocrosiTenbHass paboTa JODKHA HOCUTh CHCTEMAaTHYECKUH XapakTep, ObITb HMHTEPECHOH WU
IPUBJIEKATEIbHOM /JISl CTYJIEHTA.

CamocrosiTenbHast paboTa CTYIEHTOB SIBISICTCA HEOTHEMJIEMOM YacThio Mpolecca OOyuyeHHs WU
SBJISIETCSI CPEICTBOM OpraHU3alluyd caMo0oOpa30oBaHUsl.

Pe3ynpTaThl CcamMOCTOSATENBHOW pPabOTHI KOHTPOJMPYIOTCS TpernojaBaTeleM W YYUTBIBAIOTCS IPU
aTTeCTalluu CTyJI€HTa Ha SK3aMEHE.

[Ipu u3yuyeHUH IUCHMIUIMHBI OCHOBHOW aKLIEHT JeNIaeTCsi Ha METOJ/bl aKTUBHOIO OOYYeHHs, KOTOpPbIE
CTIOCOOCTBYIOT ~ ()OPMHUPOBAHHIO 3HAHWH, NPOPECCHOHATIBHBIX YMEHWH M HABBIKOB OyIyIINX
CIELUUAINCTOB, IIyTeM [pHUBJICYEHHs MX K MHTCHCUBHOM IO3HABATEIbHOM  JESATEIbHOCTH;
AKTUBHU3AIMH MBIIIICHNS YJaCTHUKOB Y4eOHO-BOCIIMTATENFHOTO TMpOIecca; IMPOSBICHUIO AaKTHBHOM
MO3MILIMHU YJALIUXCS; CAMOCTOATEIILHOMY MPHUHATUIO PEIICHUH B YCIOBHUSX IMOBBIIIEHHON MOTHBAIUM;
B3aMMOCBSI3H MIPENOIaBaTeNs U CTY/IEHTA.

OO0s3aTenbHBIME COCTABIISIOIIMME TIpoliecca OOY4YEeHHUs! SIBJSIFOTCS CPENCTBA, METOABI U CHOCOOBI
y4eOHOUM  JeATeNhbHOCTH, CIOCOOCTBytomme  Oosiee  A(DPEKTUBHOMY  OCBOEHHUIO  MaTepuala

CTYACHTaMU:

] UCIIOJIB30BaHHWE Ha 3aHATUAX HpCSCHTaIII/Iﬁ no pasgeiaMm MW TEMaM JUCHUIIJIWHEL,
IMOATOTOBJICHHBIX U MPETIOAABATCIIEM, U CTYACHTAMU;

] 3HAKOMCTBO CTYACHTOB C HAyYHBIMU Hy6J'II/IKaIII/I$IMI/I 1o paCCManHBaCMOﬁ TEMATHUKE, C

MaTepuaiaMu, TMPEeICTaBICHHBIME MpodeccHoHaniaMu, (hUpPMaMU-3aKOHOJATEISIMA Ha TEMaTHYECKUX
web-caiirax;

O IIHPOKOE WCIHOJIb30BAaHHE MYJIBTUMEIUUHBIX CPEICTB MPH MPOBEICHUH JabopaToOpHO-
HpaKTI/I‘-IeCKI/IX SaHﬂTI/II\/JI, BHGKTpOHHLIX OHOpHI)IX KOHCIICKTOB HpI/I YTCHUUN HeKHI/Iﬁ, HpeI[OCTaBJ'[eHI/Ie
CTyfeHTaM ydeOHOM HH(POPMAILIUH Ha SJEKTPOHHBIX HOCUTENSIX, IHTEpHET-TIOUCK;

] HCIIOJIb30BAHHUEC HOBBIX IMOAXOAOB K KOHTPOJIIO, OLCHWBAHUIO [[OCTI/I)KCHI/II\/JI CTYACHTOB, K
CTUMYIIMPOBAHHUIO UX K CaMOCTOSITEIbHOM TBOp‘lGCKOfI ACATCIBbHOCTU.
Hcnonn3oBanue BO3MOXKHOCTEH MHHOBAIIMOHHBIX METOJ0B O6y‘ICHI/Ifl, B mponecce

HpO(i)eCCHOHaHBHOfI nOoArOoTOBKH  CIICLHAJIHMCTOB CHOCO6CTBy€TZ AKTUBHU3allN1 IMO03HABaTEeILHOMN
ACATCIIBHOCTU  CTYACHTOB; MOTHBUPOBAHUIO HW CTUMYIUPOBAHUIO 6YI[yIHI/IX CIICHUAJIMCTOB K
TBOp‘IGCKOﬁ ACATCIBbHOCTH, (1)0pMI/Ip0BaHI/IIO HpO(I)eCCI/IOHaJ'IbHBIX YMCHHﬁ; YAOBJIETBOPCHUIO
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npodecCHOHAIbHBIX 00pa30BaTEeNbHBIX MHTEPECOB M MNOTPEOHOCTEH; Ppa3BUTUIO KPUTHUYECKOTO
MBILUIEHNS; YMEHHIO IMPOSBUTH CBOM JIMYHOCTHBIE U TNPO(PECCHOHAIBHO Ba)KHBIE KayecTBa;
00eCreYeHNI0  BO3MOXKHOCTH K OOYYEHHI0O  Ha  TNPOTSHKEHUH  KU3HU;  (HOPMUPOBAHUIO
npodecCHOHaIbHOM MOOMIBHOCTH, KPEaTUBHOCTH, KOMIIETEHTHOCTH U KOHKYPEHTOCIOCOOHOCTH Ha
pBIHKE TpyJa.
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