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PaGouas nporpavma mucumnmumbi «Jlokymentosenenne»  coctaiena B 2021 romy B
coorBercTBHM ¢ TpeGoBannamu OI'OC BO mno wHanpasnenuto moxarotoBku 51.03.06 «

Bubanoreuno-unpopmaunonnan AeSITe/ILHOCTBY, OT «6» nekabps 2017 r Nel182.

PaspaGorunk: kadenpa GuGnuorexosenenns u 6ubnuorpaduu

Cypxosa Enena AnarosbeBua — fonent Kaenpb1 GubaHOTEKOBEACHUA ¥ OubIMOrpaduy

PaGouas nporpamma qucnuniuus: onobpeHa:
Ha 3acefanun kapenpsr BubnnorexoBenennus u Gubmuorpadun
OT «22» mions 2021 r., gpogrokgn Ne 10
3aB. Kaempoit %/ JlomakoBckas 3.K.
£
Ha 3acefanun MeToamyeckoi koMuccuH (aKybTeTa KyIbTypbl
OT «24» wmions 2021 r., npgrokon Ne 6
ITpencenarens ~~ Tl'amxuesa P.1.

Pa6oyast mporpaMMa IHCUHIUIHEBI COrIACOBAHA C y4e6HO-METOANYECKMM YIIPABJIEHHEM
«9» wmons 2021r.

Havansank YMY ﬂ//’-‘ A.T. Tacanramkuesa




AHHOTaNuA padoyeil MPOrpaMMbl JUCHUIIMHBI

JAucuunnmza «/lokyMEHTOBEICHHE» BXOIAWT B 00S3aTENBHYI0 YacTh OCHOBHOU
npodeccuoHanbHOM 00pa3oBaTeIbHOM MporpamMmbl OakajaBpuaTa MO HAMpaBICHHUIO MOATOTOBKU
51.03.06 «bubnunoreuno-uHHOPMAIIOHHAS IS TEIHLHOCTDY.

JucuuminuHa peanusyeTcss Ha (akyiabTeTe KynbTypbl Kadeapoil OuOIMOTEeKOBEIEHUS U
oubmmorpaduu.
CopepxaHue IUCHUILUIMHBI OXBaThIBAET KPYr BOIPOCOB, KOTOPBIA JIOCTATOYHO IHUPOK, HO
TJIABHBIMU U3 HUX SIBIISFOTCS:

" 3aKOHOMEPHOCTH 00pa30BaHUs JOKYMEHTOB

"  CcHocoObl UX CO3JaHMs

* (yHKIUU, CBOUCTBA, CTPYKTYpa TOKYMEHTA

"  [IPHUHIMITEI OPTaHU3aLNN JOKYMEHTO000pOTa

" CTaHOBJICHHE U Pa3BUTHE CHCTEM JOKYMEHTAIMH, a TAKKE KOMIIEKCOB JOKYMEHTOB

"  [IyTH COBEPUICHCTBOBAHUS JOKYMEHTAIMOHHBIX IMPOIIECCOB B OOIIECTBE.

JucnuniuHa HareneHa Ha (QOPMHUpPOBAHUE CIEAYIOIIUX KOMIIETEHUUN BBIMYCKHHKA!
obmenpogeccuonansubix- OIK-1, mpodeccuonanpupix - [1K-3

VYueOHslii Kypc «JloKyMeHTOBeIEHUE» CTPOUTCS C y4eTOM 3HAHWI, YMEHUU U HAaBBIKOB,
MOJIYYCHHBIX CTYACHTAMU B TIPOLIECCE M3YYCHHUS MPEAIICCTBYIONMX AuciuIuime: OO0mee
oubnuorexoBenenue, Mcropus OubnmoreyHoro nema B Poccum u 3a pyOekoMm, AHAIMTHKO-
CHHTETUYECKON 00pabOTKU JOKYMEHTOB.

[IpenogaBanue MUCIUILIMHBI MIPEyCMAaTPUBACT MPOBEACHUE CIEAYIOIIUX BHUIIOB Y4EOHBIX
3QHSITHIA: JICKIUH, PAKTUICCKUE (CEMUHAPCKUE) 3aHATHS, CAMOCTOSITEIIbHAS paboTa CTy/IeHTa, KOH-
TPOJIb CAMOCTOATEIHHOU PaOOTHI.

PaGouass mnporpamMma JIUCHUIUTMHBI TMPEIyCMATPUBACT TMPOBEIACHUE CIEAYIOUIUX BHUIOB
KOHTPOJISI: TEKYIIHI KOHTPOIb YCIIEBAEMOCTH B (JOPME YCTHBIX OMPOCOB, TECTUPOBAHUS, TOKIA/I0OB,
pedepatoB, KOHTPOJIBHEIX PabOT U KOHTPOJIB B (hopMe dK3aMeHa.

OO0beM ITUCLMILIMHBI 6 3a4eTHBIE €OUHMIIBI, B TOM 4ucie 216 B akageMHYeCKHX dacax IO
BUJIaM Y4ICOHBIX 3aHATUN

Teopusi nokymeHnToBenenus (3aounasi gopma 00yvenmusi)

Cemec | YueOHbIe 3aHATHS dopma
Tp B TOM YHCJIE IIPOMEXYTOUHOU
KonTakTHas paboTa 00y4arouuxcs ¢ MpernoiaBaTesieM CPC, | arrecranuu
Bce | u3 Hux B ToM | (3auer,
ro Jlexn | JlaGoparop | Ilpaktuu | KCP | koncynsT | uncie | AuddepeHunpos
uu HBbIE ecKue aruu 9K3aM | aHHBIH 3ayer,
3aHATHS 3aHATHS CH 9K3aMCH
1- 108 | 10 8 90 9K3aMeH
2 108 | 10 8 86
1. Ilean ocBOCHUS AN CHMIIIMHBI
[lenssMu  ocBOeHHsS JNUCHMIUIMHBI «J{OKYMEHTOBEIEHUE» SABISIOTCA - OOecredyeHue
byHaaMeHTanbHON npogeccuoHaIbHON HOJITOTOBKH CHELIMAICTOB O6ubIMoTEeYHO-

I/IH(l)OpMaHI/IOHHOFO HpO(i)I/IJ'ISI Ha OCHOBC I/I3yTIGHI/I$[ TCOpI/II/I I[OKYMCHTa, 3HAaHUA OCHOBHBIX BHI0B
IIOKyMGHTOB U UCTOYHHUKOB HOKYMGHTHOﬁ I/IH(1)OpMaL[I/II/I, OBJIaACHUS HpaKTI/I‘ieCKI/IMI/I HaBbIKaAMHU
paboTHI C TOKYMEHTAMH.

2. Mecto aucuumiannsl B crpykrype OIIOII 6akanaBpuara
JucuumimHa — «/loOKyMEHTOBEEHHE» BXOAUT B  BAapUaTUBHYKD 4YacTb  OCHOBHOM
npodecCHOHaTBHONH 00pa3oBaTeIbHON mMporpaMmbl OakanmaBpuata 1o Hampasiernto 51.03.06
bubnuoreuno-uHdopmanonHas aesTeabHOCTh. HanMeHoBaHME AMCHUIUINH, HEOOXOIUMBIX IS
OCBOCHMS JIAaHHOW NUCHIMIUIMHEL: nuciuiuinHa «bubnuorekoBenenrey. [laHHbBIN Kypc TECHO CBSI3aH
3



C TaKUMHU IUCIHIUIMHAMH, Kak «buOmmoTreunbiii ¢oHny», «buOmMoTeKkoBeAcHHE», «AHATHTHKO-
CUHTETHYECKas nepepadoTka nHpopManum», «COIMOIOTHS YTCHUS.

3. Komnerenuuu oOyuyawumerocsi, (popmupyembie B pe3ybTaTe OCBOCHUS IMCHUIINHBI
(mepeveHb MIIAHUPYEMBIX Pe3yJIbTATOB 00y4eHUs).

Komnerenuuu ®opmynupoBka  kommnereHuuu | [Inmanupyemble pe3ynpTaTbl  00y4eHUs

n3 ®I'oC BO (mokazaTenu  JOCTMOKEHHS — 3aJJaHHOTO
YPOBHSI OCBOEHHsI KOMIIETEHIIUI)

OIIK-1 Crnioco0eH npuMeHsTh 3HaeT: OCHOBHBIE KATETOPUU
[IOJyYEHHBIE 3HaHUS B 00J1aCTU | KYJIBTYPOJIOTUH U KOHLIECTIIIUH
KYJIbTYpOBEICHHS U COBPEMEHHOM HayKH O KyJIbTYPE;
COLMOKYJIBTYPHOI'O OIpeJIeJIeHUE KYIbTYPHBIX (GOpM,
MIPOEKTUPOBAHUS B IIPOLIECCOB, NTPAKTUK; OCHOBHbIE
npodeccuoHaTbHON KJIaccu(UKaUK KYIbTYPHBIX GOpM,
JESTEIbHOCTH U COLIMATIbHOM IIPOLIECCOB, MTPAKTUK; OCHOBHBIE METO/IbI
IIPAKTHKE KYJbTYPOJIOTH.

YMmeer: paznuyaTtb OCHOBHbIE KaTErOpUU
KYJIbTYpPOJIOTH; TOJKOBAaTh KOHIENIUU
COBPEMEHHOU HAYKH O KYJIbTYpE;
MHTEPIPETUPOBATH TEOPETUUECKUE
OCHOBBI KYJIBTYPOJIOTUH,; IPUMCHACT Ha
IPaKTUKE KYJIbTYPOJIOTUUECKUE 3HAHUS
Buageer: TeopeTHUECKMMU OCHOBAMH U
METOJAMH KYJIbTYPOJIOTUH, KATETOPUSAMU
U KOHICIIIHUAMUA, CBA3aHHBIMU C
U3Y4YCHUEM KyNbTYpHBIX (OpPM, IIPOLECCOB,
ITPAKTHK.

[1K-3 Crioco0eH oCyIecTBIATh 3Haer: METOJUKY BBISIBJICHUSI
OpraHu3alOHHO-MeToAnYecKoe | 3PGEKTUBHBIX  GOpM U METOOB
obecrieueHrne MEpPOTPUATHIH 110 OMOJIMOTEYHOIIEITATOTHYECKONH  paboThI
Pa3BUTHIO Y 00y4JaIOLINXCS CpeACTBaMHU JIUTEpaTypbl W  YTEHUS;
MHTEpeca K YTECHUIO crnocoObl  (opmupoBaHUS Yy  AeTel
UHTEpeca K YTEHUIO; (GOPMBI U METOMIbI
Mponaral/ibl IETCKOTO YTEHHS.

YMeeT: OpraHu3OBBIBATH M TPOBOIHTH

TBOPYECKHUE MEpONPUSITHS o
dbopMupoBaHHIO y JETe HWHTEpeca K
YTEHUIO

B.Ha)]eeT: HaBBIKaAMH IMPOBCACHUA

MEPONPUITHIA MO0 MONyJIsSpU3aluu U
Tpormaranjie IeTCKOro YTeHUs Ha OCHOBE
COLIMAJIBHOTO MapTHEPCTBA HHCTUTYTOB
COLMaIN3alliu

4. O0beM, CTPYKTYypa U coAepKaHue TUCHUILINHBI.

4.1. O0beM TUCHMILIMHBI COCTABIIIET 6 3aUeTHRIE €NUMHUIEI, 216 akageMHUUYeCKHUX Jaca.
4.2. CTpyKTYpa AMCUUILINHBI.
3a04HOE OTACIeHHE



OuHoe oTaeIeHNE

Pasaesnl 4 TeMbl

Buabi yueOHoi
padoThl, BKJIIOYAS

®opMbI TEKYLIETO
KOHTPOJIfA
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Monayas 1. Paznea 1. JlokyMeHTOBe1eHHEe KAK HAYYHAS TUCIUILJINHA
1 Tema 1. Ilpeamer, 1 1 2 3 YcTHbI onpoc.
CoZIeprKaHue, 3aJauu
Kypca.
2 Tewma 2. . 1 2 3 VYcTHBIN onpoc
JlokymMeHTOBEICHNE
KaK HayKa
3 | Tema 3. CranoBnenue | 1 3-4 2 3 KonTtponsHast
U pa3BUTHE pabora
OTEYECTBEHHOTO
JIOKYMEHTOBEJICHHS
4 Tema 4. Mecto 1 5 3 YCTHBIN ompoc
JOKYMEHTOBEJICHHS B
CHCTEME HaKyK
5 Tema 5. Mertobt 1 6-7 3 YCTHBIN ompoc.
JIOKYMEHTOBETYECKHX
VCCIIETOBAHUI
6. | Tema 6. Ucrounukuu | 1 8 2 5 KOJUIOKBUYM
JuTeparypa
Hmoeo no mooynio 1: | 36 2 4 35 MonynbHas
KOHTPOJIbHAS
pabota
MopayJb 2. JIOKyMeHT KaK COUMOKYJIbTYPHbIH (hpeHOMeH
1 Tema 7. 1 9 5 OpOoHTAIBHBIN
IIpoucxoxnenue ompoc
JIOKYMEHTa
2 Tema 8. ConmanpHas | 1 10 5 YCTHBIN ompoc
CYIIHOCTh JOKYMEHTa
3 Tema 9. Onpenenenue | 1 11 2 5
JIOKYMEHTa B KonTtponbHas
3aKOHOAATEIbHBIX U paborta
HOPMATHUBHBIX aKTax
4 Tema 10. @yHkMM 1 12 5 YcTHBIN onpoc.
JIOKYMEHTa
5 Tema 11. CpotictBau | 1 13 2 5 VYcrHbll onpoc

IIPU3HAKU JOKYMEHTA




Tewma 6. 14 VYcTHBIH onpoc

Knaccudukanus

JTOKYMEHTOB

Tema 7. lens u 15 2 ITpoBepka

OCHOBHBIE METO/IbI KOHCIIEKTOB

KITKacCcU(DUKaIH

Tema 8. OcHOBaHMS U 16 KOJUIOKBUYM

cxema

Kiaccuukanum

JIOKYMEHTOB

Hmoeo no mooynro 2: | 36 4 2 35 KOHTPOJIbHAS
pabora

Moayab 3. 3HaKoBbIE CHCTEMbI B JOKYMEHTHPOBAHUM

Tema 1. [lonsTue 1-2 |2 4 OpoHTAJIbHBIN

JIOKYMEHTHUPOBAHHUS. orpoc

Konuposanue

nHpopmanuu

Tema 2. 3Haku, 3 2 3 ®dpoHTAIBHBII

3HAKOBbBIE CHCTEMBI U orpoc

UX KJIacCU(UKAIUS

Tema 3. 4 3 OpoHTAIBHBIN

H3o6pasurensHOe orpoc

JOKYMEHTHPOBAHHE

Tewma 4. 56 |2 3 ®dpoHTANBHBII

JloxymenTupoBanue ompoc

Ha Pa3UYHbIX

(dopMabHBIX SI3bIYBX

Tema 5. Cucremsl 7 3

3aIUCH. [IpoBepka

HIudposanue KOHCIIEKTOB

uH(pOopMalun

Tema 6. 8 4 Komnoxksuym

Nndpopmanmonusie

6apbepsl

HUroro: 36 4 2 20 MonynbHas
KOHTPOJIbHAS
pabora

Bceero 3a 1 kypc: 108 10 | 8 90

MopayJib 4. Cioco0bl U cpeIcTBA JOKYMEHTHPOBAHUS

Tema 1. [IlonsTus 9 2 OpoHTAIBHBIN

«croco0b 4 onpoc

JOKYMEHTHPOBAU,

«CpelcTBa

JOKYMEHTHPOBaHUS,

«cucTema

JIOKYMEHTHPOBAHUSI.

Tema 2. 10 2 4 DpOoHTAIBHBIN

TpanuuroHHbBIE ompoc

CHOCO0BI

JTIOKMEHTHUPOBAHHS

Tema 3. Pa3zButue 11 4 DpOHTAJIBHBIN




TEXHUUYECKUX CPE/ICTB oTpoc
MUCHEMEHHOTO
JIOKYMEHTHUPOBAHUS
Tema 4. 12 4 ®poHTAJIbHBIN
DJIEKTPOMArHUTHBIN ompoc
croco6
JIOKYMEHTHUPOBAHHUS.
Tema 5. DnekTpoHHOE 13 2 4 [TpoBepka
JIOKYMEHTUPOBaHUE KOHCIIEKTOB
Tema 6. 14 2 4 ®poHTAJIbHBIN
MartepuanbHbie orpoc
HOCHUTEIN
JIOKYMEHTHPOBAHHOMN
uHpopManun
Tema 7. Biustaue 2 4 ®DpoHTATBHBIN
TUIIA HOCUTEIIS OT1poC
nHpopManuu Ha
JOJTOBEYHOCTH H
CTOUMOCTD
JIOKYMEHTa

Hroro : 36 4 4 28 Ornpoc

Mopayas 5. CBoiicTBa U CTPYKTY

a JOKYMEHTHPOBAHHOIl HHpopMannu

Tema 1. CBoiicTBa
JOKYMEHTHPOBaHHOM
uHpOpMaun

2

4

OpOHTAIBHBIN
OIpoc

Tema 2. Co3manune u
pa3BuTHe
TPAAUIITMOHHON
(GopMBbI TOKyMEHTa

IIpoBepka
KOHCIIEKTOB

Tema 3. Crpykrypa
JIOKYMEHTHOH
UHpOpMaLnH.
PexBusuThl
JIOKYMEHTa

OpOoHTAIBHBIN
oIpoc

Tema 4. ®opmynsp
COBPEMEHHOTO
YIPaBJIEHYECKOTO
JIOKYMEHTa

[IpoBepka
KOHCIIEKTOB

Tema 5. Tekct
JIOKYMEHTA U €ro
(HKITMOHAJIbHBIE
0COOEHHOCTHU

@pOoHTAIBHBIN
onpoc

Hroro

36

6

20

Monyab

IK3aMeHY

6. IoaroroBka K

DK3amMeH

36

36

OK3aMCH

Wroro no monynto:

Bcero :

216

|

86

4.3.1. Coaepxxanue TUCHMILIMHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM (pa3aesiam).




2.2.Conepxanue Kypca

Monayasb 1. TeopeTnueckue 0CHOBbI JOKYMEHTOBEIEHHUS

Tema 1. BBegenmne. Ilpeamer, conep:xanue, 3aga4uu Kypca. Meroanbl ero usy4eHus.

IIpenmer, conepskaHue, 3agadyd Kypca M METOABI €ro H3ydeHus. JlOKyMEHTOBEIEHHE —
JUCLUIUIMHA, M3YYaromas 3aKOHOMEPHOCTH 00pa3oBaHMs JOKYMEHTOB, CIIOCOOBI MX CO3JIaHHS U
Pa3sBUTHSI CUCTEM JIOKYMEHTAlMU. 3apOoXkJIeHHE Hay4yHbIX 3HAHMHW O JOKyMeHTe B KoHue XIX —
nepBoii noioBuHe XX B. Teopus mokymenrta. Victopust craHoBieHHs TOKyMeHTOBeAeHuss. O630p
pa3sBUTHsI OHUMaHMs JOKYMEHTOBEICHMsI KaK HaydHOH aucuuiuivHbl. Jluckyccus o0 oObekTe u

CTPYKTYpe JOKYMEHTOBEACHHUS. MeToJapl HUCCIeN0BaHHUS JIOKYMEHTOBEIUYECKUX MPOOIIeM.
OO0mieHayyHbI€ U CICIIUATBHBIE METOBI.

Tema 2.. [lonsitue 0 1okymMeHTe. DYHKIHMOHAIbHBINA aHaMu3 IokyMeHTa.  [lonsatue o
JIOKYMEHTOBE/ICHUM KaK Hay4HOM AMCUUIUIMHE, OOBEKT M IpeAMET JOKYMEHTOBEAEHHUsS. OTalbl
pa3BUTHS JOKYMEHTOBEIEHUS. B3auMOCBI3b JOKYMEHTOBEIEHUS C IPYrUMHU HayKamMu. VlcTOUHUKH
B JJOKYMEHTOBEICHUU. MeTobI UCCIIE0OBAHNS B JOKYMEHTOBEICHHUH.

[Ipenmer, conepkaHue, 3aaud Kypca U MeToJbl ero nzydeHus. CoBpeMeHHbIE MPOOIEMbI
JOKyMeHToBesleHus. JlokymeHTooOpa3oBaHue. YHuUpuUKauus, Kiaaccupukanusi, CTaHIapTH3aLUs
JNOKyMeHTOB. O01as XapakTepruCTUKa TEPMUHOCUCTEMBI JJOKYMEHTOBEICHUSI.

Mertoabl ucclieoBaHUS JOKYMEHTOBEIYEeCKHX IMpobsieM. OOlieHay4Hble U CIEelHaIbHbIe
meToabl. CBSA3b JOKYMEHTOBENECHHS C APYTUMH AUCHUIUIMHAMH: TPABOBBIMH, HHPOPMAIMOHHBIMH,
SKOHOMMYECKMMH U TEXHUYECKMMH. JIOKYMEHTOBEJAECHHE B CHCTEME HCTOPHUYECKHX HayK.
B3aumocBsI3b JOKYMEHTOBEIEHUS C HUCTOYHUKOBEACHHUEM, AapXUBOBEACHHUEM, JUILIOMATHKOM,
nayeorpagueii, repalbIUKOM W APYrMMHU Hay4YHbIMHM HampaBieHUsMU. Ha3HaueHue u cTpykTypa
Kypca. MeToauka n3ydeHus JUCUUILINHBL.

OOs3arenbHas, [ONOJHUTENbHAS HayyHas W ydeOHas Juteparypa. llepuoauueckue
U3JIaHUsl.

Tema 3. CpoiicTBa M mnpu3HAKH JA0KYMeHTOB. Kiaccupukanusi JOKYMEHTOB 10
NPU3HAKaM.

JlokymeHnToobOpa3ytomue npusHaku. [IoHATHS «CBOMCTBO JOKYMEHTa» M «IIPU3HAK
nokymeHTa». CootTHomieHue NOHATUN. [loHsATHE «BHEIIHWE TNPU3HAKU JOKYMEHTa», JIaHHOE B
I'ocynapctBeHHOM craHaapre. PasHOBHIHOCTH NOKyMEHTAa. Buapl ITOKyMEHTOB, ONpEleiseMble
COBPEMEHHBIMH 3aKOHO/ATEIbHBIMU U HOPMATUBHBIMU aKTaMH. 3aBUCUMOCTH (POPMbI JOKYMEHTA
OT €ro BHJA.

YaocroBepeHne JOKYMEHTOB Kak TIOATBEPXKAEHHE JOCTOBEPHOCTH HMH(pOpMAIH,
cozepskauieiics B fokyMeHTe. CBoiicTBa ToKyMeHTa. [loamHHOCTE TOKyMeHTa. TeXHOJI0rM4ecKue,
IIPABOBBIE, JEJIONPOU3BOJCTBEHHBIE CIIOCOOBI 3alUThI JOKYMEHTOB OT nojenku. Knaccudukanus
JIOKYMEHTOB I10 IpPU3HAKaM.

Tema 4. Knaccupukanusi 10KyMeHTOB.

Knaccuukanuss mOKyMEHTOB IO TpH3HaKaMm. Buasl ¥ pa3HOBHJIHOCTH CIyXKeOHBIX
JIOKyMEHTOB. Mepapxuueckuil 1 gaceTHbIil MeTObl Kiaccupukanuu. Paznuunble kinaccudukanuu
JIOKYMEHTOB: M0 MH()OPMAIIMOHHONW COCTaBJIAIOIIEH JOKYMEHTa, 0 (U3UYECKOM (MaTepuanbHOM)
cocrasistoned. Kitaccudukamus mo cnoco0y ¢gukcamnuu nHbOpMaIiuu, o CTENEHU CI0KHOCTH, IO
IOPUAMYECKON CHIIE, TIO CPOKaM MCIIOJIHEHMS, [0 IPOUCXOXKACHUIO, N0 CPOKaM XpaHEHusd, II0
CTENEeHH O005A3aTeIbHOCTH, IO CTENEeHW YHUPUKAUMU. Buabl ¥ pasHOBUIHOCTH CIIY>KEOHBIX
JOKYMEeHTOB. Ha3HaueHue pas3iIn4HbIX BHAOB JOKYMEHTOB. Kiaccudukanus ITOKyMEHTOB IO
GYHKIUSAM  YIpaBICHUS, KOMILJIEKCHl CIY>K€OHBIX JIOKYMEHTOB. 3Hau€HHe KiacCu(pUKaluu
JOKYMEHTOB  JUIi  TPAKTUKU  JeJoNpou3BoAcTBa.  OOIIEpOCCHHCKHN  KJIacCH(PHUKATOP
ynpasieHueckoit JokymenTauu (OKY [I). JlokanbHble ki1accupuKaTopbl JOKYMEHTOB.

Tema S. MaTtepuajbHbIe HOCUTEIHN JOKYMEHTHPOBAHHOM HH(OPMALMHU

[lonsiTe «HocuTens HHPOpPMALUKY. OBOJIOLMS THIOB HoOcUTeled HHPOpMaIUH.
JlpeBHeilne MaTepuanbl A MUChbMa. MaTepualibl, pUMEHseMble s (PUKCAIMM CBEICHUI B
[peBHeM Mupe ¥ aHTHYHOCTH. POpMa paHHUX TOKYMEHTOB.



N3o0perenne Oymaru. Pa3BuTHe TEXHOJNOTHH €€ HW3TOTOBJICHUS. DBOMIONMS TpaduKu
nucbMa. byMaxxHblii HOCUTETh HHPOPMAIUH, €T0 BUIBL.

@otorpaduueckuii HOCHUTENb HH(pOpPMAIMK, €ro Buibl. l[lepBHYHBIE W BTOPUYHBIC
dororpaduyeckue Hocutenu. MUKpOHOCUTENU BU3yaldbHOU MHGopManuu. Crnaiapl, TuapuibMBbl.
Buneonocurenmu. 3Bykonocutenu. @ororpadudeckas goHorpamma. llepcrieKTUBHBIE HUPPOBHIC
CpeacTBa.

TexHUYecKne MarHUTHBIE HOCUTENHN IS 3allMCH KOJUPOBAaHHON MH(pOpMaui. MarHuTHbIE
JICHTBI, JUCKHU, KapThl, TUCKETHI, Quieni-mamsatu ais obecrneyeHus padborst DBM. ucmien s
JEeMOHCTpAllMd  HM300paXEHUs JOKYMEHTa, BHUACOTpaMMbl. MaruutHele mnepdopanuoHHbIe
HOcUTENM. MarHuTHas KapTa Kak JOKYMEHT, HWIACHTU(PUUUPYIOIUNA JUYHOCTh 4YelIOBEeKa.
[TnacTukoBbie KapThl. MarHUTHBIE HOCUTEIH JUI 3alTUCH (DOHOTpaMM U BUICO(PHIEMOB

Tema 6. Cioco0bI M cpeaCTBA JOKYMEHTHPOBAHUS

[ToHATHS  «IOKYMEHTHPOBAHHE», «CPEACTBA JIOKYMEHTHPOBAHUSA», «CIOCOOBI
JOKYMEHTUPOBaHUA». VIcToprueckue 3Tambl pa3BUTUSL CIIOCOOOB U CPEICTB JOKYMEHTHPOBAHMSL.
3ByKOBasi pedb, €€ BO3MOKHOCTM M HEIOCTAaTKHM B 3aKpEIUVICHUH M TIepenade WHGOpPMAIHU.
[IpenMeTHBIN, 3BYKOBOW, HadepTaTENbHBIN CHOCOOBI Mepelayd W XpaHeHUs HHPOpMAaIIUH.
Knaccugukarus cmoco60B JOKyMEHTHPOBAHHUS.

HcTtopuueckue sTambl pa3BUTUS MHCbMEHHOCTH. [Iukrorpaduyeckoe u sororpaduyeckoe
(uneorpaduueckoe) MUCbMO, €ro JOCTOMHCTBA, HEJOCTAaTKH, NPUMEHEHHE B HACTOSIIEE BpEMs.
CrnoroBoe nuceMo. @onernueckoe (OykBeHHoe) muchbMo. Cdepa ucnonb3oBaHus (HOHETHUECKOTO
nucbMa. CteHorpadust.

CpenctBa  TEKCTOBOTO  JOKYMEHTHUPOBAHUA.. JIoKyMeHTHUpOBaHHE C  IOMOIIBIO
OpPraHW3alMOHHOW TEXHUKHU: TEJIETAUIOB, Tele(aKkcoB, PErHCTPaTOpOB, OPraBTOMATOB U T.II..
CoBpemeHHbIE CIOCOObI TOKYMEHTUPOBAHMS ¢ MCIOJIB30BaHUEM HH(POPMAIIMOHHBIX TEXHOJIOTHUH.
O6sacTp  NPUMEHEHHS]  TEKCTOBOIO  JIOKyMEHTHpoBaHUS.  DOHOAYIMOJIOKYMEHTHUPOBAHHE.
KunogokymentupoBanue. @orogokymentupoBanue. Knaccudukanus cpeicTB JOKYMEHTHPOBAHUS.

Moayasb 2. Opranu3anus 10KyMeHTHOMH J1esiTeJIbHOCTH

Tema 7. CTpyKTYpa 1OKyMeEHTA

OcHOBHbIE TIOJIOKEHUS MO JIOKYMEHTUPOBAHMIO YIIPABJIEHUYECKOHN aedarenbHOCcTU. Buasl u
Ha3HAYCHHE YIPABJICHYECKUX TOKYMEHTOB. Omnepamnuu AeJ0npou3BOICTBA M0 JOKYMEHTHPOBAHUIO.
Otarbl NOATOTOBKH JIOKYMEHTA.

I'OCT P 6.30-2003. Yuuduuuposanusie cuctreMsl gfokymentanuu. Y COPJI. TpeGoBanus k
opopmiIeHHIO TOKyMEHTOB. COoCTaB M pacIoyioKeHHE PEeKBU3UTOB. PernmamenTanust odopmiieHus
pexBU3UTOB ['ocynapcTBeHHBIM cTaHgapToM.. CpaBHuTenbHbIl aHanu3 [OCT P 6.30-2003 c panee
JNENCTBYIOIIMMU HOPMaTUBHBIMU aKTaMH.

TpeboBanust k O(OPMIEHHIO TEKCTOB CIYXeOHBIX JOKyMEHTOB. CTpyKTypa TEKCTOB
OTJIENbHBIX BUJIOB IOKYMEHTOB (IIpHKa3a, IPOTOKOJa, aKTa, MUCcbMa U 1p.). TpadapeTHbie TEKCTHI,
OpOCThIE U CIOXHBIE. OJeMeHThl Tekcra. (OcoOeHHOCTH JenoBOro cruwid. Meroauka
peAaKTUPOBaHUS JOKYMEHTa. TUIIUYHbIE OIIMOKH B S3bIKE U CTUJIE JOKYMEHTOB.

[TonsiTne «OnaHK TOKyMeHTa». Bubl GIaHKOB M MOPSAOK PACHOJOXKEHUS PEKBU3UTOB B
Omanke (yrioBoe u 1eHTpoBaHHOE). CoCTaB peKBU3UTOB, Ha3HAYEHUE, OCOOEHHOCTH O(GOPMIICHUS
pa3iauuHbIX BUIOB OnaHkoB. OcoOeHHOCTH paboThl ¢ OJaHKaMH, HMEHOIIUMU H300paKeHHe
repOOBOM CUMBOJIMKH.

OOmme TpeGoBaHUs K OPOPMIICHHIO JOKYMEHTOB. DOpMaThl JOKYMEHTOB Ha OyMa)KHBIX
Hocutensx. CoziaHue TOKyMEHTOB.

Tema 8. YHudukauus u crangapTuzanus

CooTHolleHrEe MOHATUN «yHU(DUKAIUS» U «cTaHAapTu3anus». Llenu, 3amaun, OCHOBHbBIE
MIPUHIIMITBI, METOIbI YHU(DUKAIIMY U CTaHaapTu3anuu. Hampasnenus yHudukarmm.

YHudukamuss TEKCTa TOKYMEHTa, OCHOBHBIE METONBI. BEBIZieIeHHe TIOCTOSHHOW W
nepeMeHHoi nH(opMaK B TEKCTe, BKIIOYEHHE B (hOpMY JOKYMEHTa. Buabl yHUPHUIIMPOBAHHBIX
TEKCTOB. DTallbl MPOBEJEHUS YHHU(PHUKAUU TeKcTa JoKyMmMeHTa. OpraHusalioHHOEe oOecredeHue



YHU(UKAUU TEKCTOB JOKYMEHTOB. DOpMBI TNpeACTaBICHUS YHU(PHUIMPOBAHHOTO TEKCTA.
Komno3uimoHHas cTpykTypa TekcTa. 3HaueHUe IPUMEHEHHUS S3bIKOBBIX (POPMYII.

YHuuuupoBanHsle cucTeMbl NokyMeHTannu. DyHKIMOHanbHBIE U oTpaciieBbie YCJI.
CocraB gerictBytomux YCJ[. OOmepoccuiickue yHUGUIUPOBAHHBIE (GOPMBI M CHCTEMBI
JOKYMEHTOB. Y HU(HUKAIHS JOKYMEHTOB B OpraHU3alllH.

IIpaBoBBIe OCHOBBI cTangapTusauu B Poccuiickoit @enepanun. denepanbHbiii 3aKoH «O
TEXHUUYECKOM PEryJIMpOBaHUN» O CTaHJapTU3anuu. Kareropum craHzapToB U KOMIUIEKC paboT 1O
yaupukanuu.  PasBurue  yHupukanuu u crapgaptu3anmud.  OOBEKTHl  YHU(DHKAIMH.
['ocynapcTBeHHas cucrema craHjaaptusanuu. CoBpEMEHHBIE TOCYIapCTBEHHBIE CTaHIApThl Ha
JOKYMEHTaLUIO.

Tema 9. ®opmysip 10KYMEeHTA U €ro pa3BuTHe

@dopMyIsip yNpaBIEHYECKOIO JOKYMEHTa U €ro COCTaBHbIE YacTH (peKkBHU3MTHI). IloHATHS
«PEKBU3UT JIOKyMEHTa», «popMyisip-oOpazen». VHAMBUAYanbHBIM W THUIIOBOW (OPMYIISPHL.
Hcropuyeckue sTambl CO3JaHMS M pa3BUTUS (QOpMylspa TEKCTOBOIO JOKyMeHTa. TumoBas
yaudunupoBanHas Qopma gokymenrta. Crernuanu3upoBaHHas —yHU(UIMpoBaHHAs —(opma
JOKYMEHTa. Y HU(UIMPOBAHHBIA JOKYMEHT.

3HayeHne Tpaauuui B 0OPMIICHUH TOKYMEHTOB. 3aKpEIJICHHE Pe3yJIbTaTOB YHU(DUKALIUU
B cTaHaapTax, Tabemsx, Anp0omax yHUDUIIUPOBAHHBIX (POPM TOKYMEHTOB.

CranoBnenue u paszsutue ¢opmynsipa aokymenta XVI-XVII B. Ilpoucxoxnenuve u
pa3BUTHE JIPEeBHEPYCCKOro JokyMeHTa. Hakoruienue omnbita B ohopmienuu qokymenta B XI-XV
BB. @opmynsip noxkymenta XVIII B. Ilepuon komexckoro paenonpousBoactsa. Dopmyisip
TekcToBOro nokymenta XIX — nauana XX BB. @opmysp nokymenta XX B.

Tema 10. CoBpeMeHHOe 3aK0OHOJATeJIbHOEe 1 HOPMATHBHO-MeTOUYecKoe odecreyeHne
B cepe 10Y

Knaccudpukanus 3akoHOAATENbHBIX, HOPMATHUBHBIX, METOJIMYECKUX  MaTepHasIoB,
KacalolUXcsl MOpsAKa JOKYMEHTHPOBaHHUS. YPOBHM TOCYJapCTBEHHOM  pPErIaMEeHTaluu
JIeJIONPOU3BO/ICTBA.

3akoHOAATeNbHbIE aKThl, yKasbl [Ipesnnenta Poccuiickoin ®@enepanuu, NOCTaHOBIECHUS U
pacniopsokenus IIpasurensctBa Poccuiickorn denepanuu, periiaMeHTUPYIOIINE TPAaBOBBIE HOPMBI
opopmieHus JoKymMeHTOB. HampaBineHus  pa3BUTHS — 3aKOHOJATEIBHOI'O  PErYJIHPOBAHUS
JIOKYMEHTHUPOBAHHUS YIIPABICHUYECKON JESITETbHOCTH.

[IpaBoBeie OCHOBBI crangaptuzauuu B Poccuiickonn Penepanuu. Ykasel Ilpe3uaenrta
Poccniickoit denepanuu, NOCBALIEHHBIE MOPAIKY JOKYMEHTUPOBAHHS B CUCTEME TOCYAAPCTBEHHON
rpaxaaHckoi ciyx0bl. IloctanoBnenus IlpaBurtensctBa Poccuiickoit denepanuu, yrBepauBLINE
TUIIOBBIE PETJIAMEHTHI (pe/iepaibHbIX OPraHOB UCIOJHUTENBHOM BJIaCTH.

l'ocynapcTBeHHbIe (HAllMOHAJIBHBIE) CTaHAAPTHl HA JOKYMEHTALMIO, perjJaMeHTUpPYIOIUe
cocTaB U 0POPMIIEHHE PEKBU3UTOB CIIY>KEOHBIX JOKYMEHTOB.

Oomepoccuiickue KIacCUPUKaTOpbl TEXHUKO-?)KOHOMUYECKON U COIMAIbHON MH(pOpPMAaLIUH.
MeTtonyeckue MaTepralibl 10 AeIONPOU3BOACTBY OpraHU3alui, yupeKIeHUH, pupm.

Tema 11. ®opMyJisip COBPEMEHHOI0 YIIPABJICHYECKOI0 JOKYMEHTA

OcHOBHbIE TIOJIOKEHUS MO JIOKYMEHTHPOBAHMIO YIPABJICHUYECKOH AedarenbHOCTU. Bunel u
Ha3HAa4YCHME YIPABICHYECKUX JTOKYMEHTOB. Onepanuy AeI0NpoU3BOICTBA M0 JOKYMEHTUPOBAHUIO.
Otarbl NOATOTOBKH JIOKYMEHTA.

PazButue yHU(PHUIMPOBAHHOW CHUCTEMBI PaCIOPAIUTEIBHON JOKyMeHTauuu. BHenpeHnue
I'OCT P 6.30-97, Buecenue B Hero uzmenenuit [OCT P 6.30-2003. YHuduuupoBaHHble CUCTEMBI
nokymernrtaiuu. YCOPJI. TpeOGoBanus k odopmieHHI0 AOKyMEHTOB.. CocTaB M pacHoOXKEeHHE
pexkBU3UTOB. Permamenrtanmuss odopmiaeHUss pPEeKBU3UTOB ['ocynapCTBEHHBIM  CTaHAAPTOM.
[Tpunoxxenus k cranaapty. CpaBautensHbiil ananu3 ['OCT P 6.30-2003 ¢ panee neicTBYOIUMU
HOPMAaTUBHBIMH aKTaMH.

Crpykrypa nokymeHTa. @DopMmyisip COBpEMEHHOro ympaBieHYecKoro paokymeHTta. CocraB
PEKBU3HUTOB, CIIOCOOBI MX pacnonoxenus. [locTosHHas, mepeMeHHas 4acTh PEKBU3UTOB.
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TpeboBanust K OQPOPMIICHUIO PEKBU3UTOB 3ar0JIOBOYHON YacTH AOKyMeHTa. TpeOoBaHMs K
oopMIIeHHIO TEKCTOB CITYyKEOHBIX JOKYMEHTOB. DTalbl MOJATOTOBKH TeKCTa. PyOpmkamms Tekcra
Ha pasfelnbl, nojapaszaensl. Hymeparus pasnenos, opopmieHHe 3arojoBKoB, ad3ama. CTpykTypa
TEKCTOB OTJENBbHBIX BHJOB JIOKYMEHTOB (TIpHKa3a, NMPOTOKOJIA, aKTa, mMuchbma u Ap.). [lonsartue
«OnaHK JOKyMEHTa». Buabl OJIaHKOB M MOPSIOK PACIIONIOKEHUSI PEKBU3UTOB B OJaHKe (YIJIOBOE M
[IEHTPOBAHHOE).

4.3.2.Conep:xanue Ja00PATOPHO-NIPAKTHYECKHUX 3AHATHH 10 JUCUUILIAHE
TeMbl NPAKTHYECKHUX U CEMHUHAPCKUX 3aHATHI
Temal. TeopeTuyeckue 0CHOBbI JIOKYMEHTOBEICHUS
Bonpocul ons 0o6cyscoenus:

1. [Tpennocbuiku (GOpMUPOBaHUSL JOKYMEHTOBEJICHHUS KaKk HayKH. 3apoKICHHE U DPa3BUTHE
WHCTUTYTA IOKYMEHTHPOBAHMS HH(POPMAIIHH.
2. XapakTepucTuka mpeaMmeTra, oObeKTa JoKyMmMeHToBeAeHHs. (COOTHOIIEHHWE TMOHSATUI

«TOKYMEHTOBEJICHHEY, «IEIOMPOU3BOJICTBOY, «TOKYMEHTAIIMOHHOE 00CCIICUCHHUE YITPABICHUS.
3. Bxnag K. I MutsieBa, A. . Coxosoi, B. H. Jlapuna, B. /l. banaciokeBuua, T. B.
Ky3nenosoii, M. II. Unomenko #  Apyrux CHEUHAIMCTOB B  PA3BUTHE OTEYECTBEHHOTO

JAOKYMCHTOBCACHU .
4. MG)KIH/ICHI/IHJII/IHapHaﬂ CBA3b JOKYMCHTOBCACHUA B CUCTCMC HAYK.
5. COBpeMeHHaﬂ TCPMUHOJIOTUS B obnacTu ACJIOIIPOU3BOACTBA.

Tema 2. [lonsiTHe 0 TOKYMEHTe
Bonpocul ons obcyscoenus:

1. OBOJIIOLIUS TIOHATHS «TIOKYMEHTY.

2. CoBpeMeHHBIE TEPMHUHBI «TOKYMEHT», «IOKyMEHTUPOBAHHAs HH(POpMAIUs, «MH(OPMAIHSD B
JOKYMEHTOBE/ICHUH. B3arMOCBSI3b MOHATHIA.

3. TpeboBanwus K HTHPOPMAIUH, 3aKPETUIIEMON B TOKyMEHTaX.

4. TpakTOBKa MOHATHUS «JOKYMEHT» B IPYTUX OTPACISIX HAYKH.

S. [ToHATHS «3TIEKTPOHHBIN TOKYMEHT», «3JIEKTPOHHOE COOOILIEHUE.

Tema 3. ®yHKINOHAJIBHBIN aHAJIN3 JOKYMEHTA
Bonpocul onsa obcyscoenus:

1. Knaccudpukanusa ¢pynkuuit nokymenTta. [Ipaktudeckas 3HaUMMOCTh BBIJIENEHUS (PYHKUIUN B
JIOKYMEHTaX.
2. Xapaktepuctuka  (pyHkumid. IIpumepsl  TOKyMEHTOB, B  KOTOpPBIX JOMHUHHUPYIOT

ofpeieNieHHble (YHKIIUH.
Tema 4. Cioco0bl JTOKYMEHTHPOBAHUS
Bonpocul onsa obcyscoenus:

1. HpeBueiinue crnocoOwl nepeaayn nHGOpMaIIiu.

2. DTansl pa3BUTHA CITOCOOOB TOKYMEHTHPOBAHUS.

3. TexHu4eckoe T0KyMEHTUPOBAHUE, 00JACTh TPUMEHEHUSI.

4. DOTONOKYMEHTHPOBAHUE: HCTOPHSI Pa3BUTHSA, 3HaUYeHUE (OTOAOKYMEHTOB B Pa3IUYHBIX
o0JacTsX AesITeNbHOCTH YEJIOBEKa.

5. DOHOJIOKYMEHTUPOBAHUE: BOSHUKHOBEHUE, TPUMEHEHUE.

6. BuneonokymentupoBanue kak crnoco0 3anvcu uHpopmanuu. Mcrnonb3oBanue BUICO3aMKICH.
7. DIIEKTPOHHOE IOKYMEHTUPOBAHUE.

Tema S. CpeacrBa 10KyMEeHTHPOBAHUS
Bonpocul onsa 0bcysrcoenus:

1. [peBHelmme npupoaHble CPeACTBA JOKYMEHTUPOBAHMS.
2. Bo3HukHOBEHHE CTIEMAIBHBIX TEXHUYECKUX CPEICTB /I 3aucu HHPOpMAIUH.
3. Knaccudukanus u Buibl COBpEMEHHBIX CPECTB TOKYMEHTHPOBaHUS. 3aBUCUMOCTD CIIocoba

AOKYMCHTHUPOBAHUSA OT HPUMCHACMOI'O JJIs1 3alIUCHU I/IH(I)OpMaI_[I/II/I cpeacTBa.
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4. XapakTepuCcTUKa COBPEMEHHBIX CPEJICTB JOKYMEHTHUPOBAHUS.

Tema: Knaccupukanus 10KyMEHTOB 10 NIPU3HAKAM
Bonpocwt ons obcyscoenus:
JlokyMeHTO0Opa3yomue Npru3HaKy JOKyMEHTa.
IOpuanueckas cuna JOKyMeEHTa.
KonuitHOCTh TOKYMEHTOB.
OpuUruHanbHOCTB, NOAJIMHHOCTD JJOKYMEHTOB.
Bueunue npusHaku JTOKyMEHTOB.
[TonsiTve «MeTagaHHBIE» TOKYMEHTA.
Hepapxudeckuii ¥ paceTHbIN METO/| KITacCH(PHUKAIIMNA JOKYMEHTOB.

NoakownhE

I[IpakTHyeckne 3aHATHSA N0 Kypcy «/lokymeHTOBeIEHUE» Y.
Tema: CunkBeiiH

Metoauka mpoBenenusi: CTyaeHTaM Ipeajiaracrcs TEPMHUH «I0KyMeHT». K naHHomy
TEPMHUHY HY)KHO MMOA00paTh 2 MpHaraTeibHbIX, XapaKTepU3YyIOIIUX JaHHBIA TEPMHH; 3 Tjarosna,
PacKpBIBAOIIUX €ro GYHKIHUIO; (pa3y u3 4 B3aUMOCBS3aHHBIX CJIOB U CHHOHHM.

Tema: CTpyKkTypa 10KyMeHTa

Metoauka npoBeneHusi: Kaxablii CTyAEHT MOJy4aeT KOMIUIEKT JIOKyMEHTOB (KHUTa,
JKypHaJI, PETPOAYKIHS, U3JaHUE C UIUTIOCTPAIIUSMH U T.J1.) U OTPEeINseT CTPYKTYpYy (BHYTPEHHIOIO
Y BHEIIHIOK) KaXKJI0T0 IOKYMEHTA, BBIIEISET IPOCTOM, BKPAIJIEHHBI U COCTaBHOM TOKYMEHTHI.

Tema: KosimuecTBeHHBbIH aHAJIN3 JOKYMEHTOB

Mertoauka mnpoBeneHusi: KaxIblil CTyJIEHT IOJIy4aeT KOMIUIEKT «E’KeromHuKa KHUIH)
(«Kuuru Poccuiickoit @enepauun») 3a nociennue 10 ner. BeiOpaB npeamMeTHyo pyOpUKy, CTYIEHT
MOJICYUTHIBAET KOJIMYECTBO U3/IaHHBIX B KaXKJIOM ro/ly JIOKYMEHTOB I10 3TOH TeMe. B koH1e paboThl
JIEJIaeTCs BBIBOJ O Pa3BUTUU TOW WIIM HHOW OTPACIIH.

Tema: UndopmanmoHHasi eMKOCTb TEKCTa JOKYMEHTAa
MeTtoauka npoBeaeHus:
1 3tan. CocTaBiieHHE YaCTOTHOI'O CJIOBApsl CYIIECTBUTEIbHBIX U3 MPEIJI0KEHHOTO TEKCTA.
2 3ran. PamxupoBanue CyiecTBUTENbHBIX MO YOBIBAHUIO YaCTOTHI YIIOTPEOICHUS.
3 3tan. Onpeznenenre HAOOPa CYIIECTBUTENBHBIX, Yallle BCETO UCTIOIB3yEMbIX B TEKCTE.
4 »3ran. DOpMHPOBAHHE CMBICIOBOTO BBIPAKEHUS M3 CYIIECTBUTENbHBIX, Yalle BCEro
UCIIOJIb3YEMBIX B TEKCTE.
5 3ran. Ilyrem mojcyera B MPOLEHTHOM COOTHOLIEHUH OTOOPAHHBIX CJIOB K OOIIEMY KOJIMYECTBY
BBITIMCAHHBIX CJIOB PACCYUTHIBACTCS €MKOCTh TekcTa. Hampumep, 5 cioB u3z 150 =5 * 100 / 150 =
%
5. Odpa3oBaTe/ibHbIE TEXHOJIOTUH

B nmpomnecce mnpenonaBaHus AUCUHUIUIMHBL  «JlOKyMEHTOBEAEHHE» NPUMEHSIOTCA
cienyrole o0pa3oBaTelibHbIE TEXHOJIOTMH: pa3BUBaoOIIee oOydeHue, MpolOjeMHOe OOydeHHe,
KOJJIEKTUBHAS cucTeMa 00y4eHHUs, TEKIIMOHHO-3a4eTHAsI CCTeMa 00Y4YeHHsI, TEXHOJIOTUSI Pa3BUTHUS
KPUTHYECKOTO MbIUIeHus. [Ipu uTeHnn JaHHOTO Kypca MPUMEHSIOTCS TaKhe BUBI JICKIIMMA, KaK
BBOJIHAsI, JEKIUsA-UHPOpMAIHs, 0030pHasi, MpodIeMHasl, TEKIUs-BU3yaTH3aIlusl.

VY aenbHbIN BeC 3aHATUN, TPOBOJUMBIX B MHTEPAKTUBHBIX (popmax (1ekuus-6ecena, JeKIus-
TUCKYCCHSI, JICKIUS-KOHCYIbTAIUsI, MTPOOJIeMHAsT JICKIHs, JEKIUsA-BU3YAIU3aIMsl, JEKIUs C
3aMJIaHUPOBAHHBIMU OIIMOKaMH), JIEKLIUU C MCTIOJIb30BAaHUEM HArJIIHBIX MOCOOUH, MpaKTUYECKUe
U CEMHHAPCKHE 3aHSATHUS C UCIOJIb30Ba"HHEM aKTHBHBIX U MHTEPAKTUBHBIX (DOPM UX MPOBEICHUS,
pa30uparoTcs KeWCoBbIE 3aJaHUs, MPOBOJATCS KOHTPOJbHBIE PabOTHI ONpENeNseTcs TJIaBHOU
Henplo (MuUccHen) mporpaMMbl, OCOOEHHOCTbIO KOHTHHI€HTAa OOYYaroIIMXCs U COJEpKaHHUEM
KOHKPETHBIX JUCLUHUIUIMH, U B II€JIOM B y4eOHOM Ipoliecce MO JaHHOM JAMCUHUILIMHE OHU JOJKHBI
COCTaBJIATh HE MeHee 20 YacoB ayJJUTOPHBIX 3aHATUI

B mpouecce n3ydeHust Kypca y CTyIEHTOB pa3BUBAIOTCSl TAaKME€ METOJbl MBILUICHUS, Kak
BBIIBIDKEHUE TUIOTE3 U (OpMyITUpOBaHKE MpOOJieM, aHAllW3, CUHTE3, MHAYKIUsS, ACTyKIus, ab-
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CTparupoBaHue, KOHKpeTu3aIys, 00001IeHrne, OrpaHUYeHNE, AaHATOT U, IPOTUBOIIOI0KHOCTb.

IIpu opraHuzanuu CcaMOCTOSTENBHOW pabOThl Ha 3aHATUAX HUCIOJB3YIOTCS TakKue
o0Opa3oBaTeNbHbIE TEXHOJIIOTUU KakK: pa30op KOHKPETHBIX CHTyaluid, padoTa ¢ JOMOJHUTEIHHON
JUTEPATYpPO, HOATOTOBKA YCTHBIX JJOKJIA/I0B.

VYyeOHast paboTa mojpasiensercs Ha CIEAYIOLUIUME BUJBL 3aHATUS B ayJUTOPHUM U Camo-
CTOAITENIbHYIO PabOTy CTYIEHTOB.

B aynuropuu npoBoAsTCS JEKLUUU U NPAKTUYECKUE (CEMUHAPCKUE) 3aHITHSL.

Opzanuzayus 1eKYUOHHBIX 3AHAMUTL

[lepBoe JEKIMOHHOE 3aHATHE OTJIMYAETCS OT OCTAJIbHBIX 3aHATUH BBOJAHON YacCThIO.
BBosHas yacTh 3aHATHSA TPOUCXOIUT CIEAYIOLIMM 00pa3oM:

- 3HAKOMCTBO C Y4€OHOW rpynmnoii (Tpymnmnamu);

- PEKOMEHJIyeTCsl CHHUCOK JINTEpaTyphbl Ul CAMOCTOSTEIbHOIO M3YYEHUS I0 NPEAMETY U
JTAeTCsl CChUIKA Ha MPOrpaMMy JUCHUILIUHBI B ceTH Internet;

- JlaeTcs KpaTKas XapaKTepUCTUKA AUCLHUILINHBI « Teopust JOKYMEHTOBEIEHUS»;

- omucaHue 00pa30BaTEeNHLHOIO MpoIlecca M0 TUCIHUIIMHE B TEYCHHE CEMECTpA.

Ilocne »Toro HauMHaeTcsa mepexoja K Teme nepBoil jekuuu. CTyneHThl 3alUChIBAIOT TEMY
JEKIIMM U BOMPOCHI, KOTOpPBIE OYAYyT paccMaTrpuBaTbcs B Hell. Jlamplie m3nararorcs mocienoBa-
TEJIBHO BCE BOMPOCHI IO 1aHHOU TeMe. I1o Mepe HeoOX0AMMOCTH Ha JJOCKE PUCYIOTCS JHarpaMMbl,
rpaduky, TaONHIBI, KOTOPBIE 3aHOCAT B KOHCHEKT CTYIEHTHl. JIEKIMH TPOXOIAT B aKTUBHOU
dopme: B X0/1€ JIEKLIMHU 3aJ1al0TCsI BOIPOCHI ayuTOpHH. [IpuBeTCTBYIOTCS BOMPOCHI OT CTYAEHTA K
IIpEenoaaBaTesio.

ITpumeuanue. Bo BpeMst npoBeieHUs JIEKIIMOHHBIX 3aHATUH BO3MOXKHO IPUMEHEHHE ayTHO -
BU3YaJIbHBIX CPEJICTB TEXHUUECKUX CPECTB.

Opzanuzayus RPaKmMu4ecKux 3auamuii (CeMunapoe)

[IpakTuueckue 3aHATHs (CEMUHAPbI) COCTOAT U3 YCTHBIX JIOKJIAI0B CTYAEHTOB, OpPraHU3aluu
JMCKYCCHI U pEelIeHus 3a/1a4 B PEKUME COPEBHOBAHUH.

Y cTHBIE AOKIIAAbl OPTraHU3YIOTCS CIIEYIOIIUM 00pazoM:

¢ [IPOCIYIIMBAETCS BHICTYIJIEHUE CTY/I€HTA 110 N30paHHOMN TEME;
® CTYJEHT, BBICTYNUBILUN C JOKJIaJ0M, OTBEYAET HAa BOIPOCHI OT IPYIIIbI UM IpernoaaBaress,
KOTOPbIE BO3HUKAIOT TOCJIE BBICTYIUICHHUS;
e IIpernojaBaresb J1aeT OOLIYI0 OLIEHKY BBICTYIUICHHIO, B KOTOPOM YKa3bIBaeT Ha €ro JOCTOUH-
CTBa M HEJJOCTATKU U CTaBUT OLIEHKY CTY/IEHTY 3a BBICTYIIJICHHE.
BhICTyIIIIEHNS OLIEHUBAIOTCS 110 CIEYIOIIMM KPUTEPUSIM:
® [10 CTENIEHU COOTBETCTBHS COACPKAHMS TEME AOKIIALA;
® [10 [TOJIHOTE OXBaTa U ITyOWHE 3HaHUS NPEIMETa;
® YETKOCTH U apTyMEHTUPOBAHHOCTH OTBETA;
® [10 YPOBHIO M3JI0KEHHSI MaTepHalla CTYIACHTAMH.

Opeanuzayus pewienus 3a0a4 6 pejicume COpeHOBAHUA.

I'pynne npeanaraercs 3a1a4a, KOTOPYIO HaJl0 PEIIUTh NPAaBUIBHO U OBICTPO, HACKOJIBKO 3TO
Bo3MOXkHO. Ecin HaOnromaercs 3aTpylHEHHE B PELIEHUH, TO BBIJAIOTCS IMOACKAa3KH, KOTOPbIE
CHOCOOCTBYIOT pEIIEHHIO 3a/aud. B pemeHusx 3agad OLEHMBAETCS SCHOCTh, YETKOCTb, JIOTHY-
HOCTb, a TaK)ke ObICTPOTa pelIeHus. 3a MPABUIbHOE U ONIEPATUBHOE PEIIEHHUE CTYIEHTHI MOIy4atoT
ouieHKU. Ecnu ke M mocine mojcKa3Ky y TpyMIbl coXpaHseTcs npodiemMa ¢ pelieHneM 3aaadyu, TO
npenojaBaTeslb Ha JOCKE IOKAa3bIBAaeT TPYIIE IOJHOE pELIEHHE C TMOJAPOOHBIM OO0BSICHEHHEM
METO/Ia PELICHMS 3a1a4u.

6. YueOHO-MeTOAMYECKOE 00ecTieYeHre CAMOCTOSITe/ILHOI PadoThl CTY/IeHTOB.

MeTtoauyeckue PpeKOMEHIALMH 110 CAMOCTOSATEJbHOH padore O00y4alIUXCA U
U3YYEeHUI0 JUCHUTIUHBI.

B mpouecce y4eOHOW  JeSTENbHOCTH OrPOMHAs pOJb OTBOAWUTCS  OpPraHU3aLUU
CaMOCTOSITENIbHOM paboTe CTYAEHTOB, KOTOpask TECHbIM 00pa3oM B3aMMOCBS3aHA C ayJUTOPHOM.
CamocrosTenbHas paboTa CTYIEHTOB HalleleHa Ha paboTy CTYIEHTOB C NEPBOUCTOYHHKAMH,
IpelycMaTpUBaeT aHajdu3 MpPOOJIEMHBIX CHUTYyallUd, CBSI3aHHBIX C (opMUpoBaHUEM (HOHIOB
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OMOIMOTEK Pa3HBIX THIIOB.

OCHOBHBIM BHJIOM CaMOCTOSATEIBbHOW paboThl CTYACHTOB sBisieTcss pedepar. Pedepars
o0ecreynBaOT 3aKperieHne W yrIIyOJeHWH € TEeOpeTUYeCKUX (DOHJOBEIUECKUX 3HAHUH,
nonyueHHbIX B mporecce CPC ¢ ucrounukamu. B pedepare AOMKHBI OTpakaThCs pPa3IUYHBIC
TOYKU 3pPEHHS CIICIHAUCTOB OMONMOTEYHOro Jejla Ha paccMaTpuBaeMyro mpooOiemy. Temarmka
pedepaToB nocpseHa npodiemam GopMHUpPOBaHUs OUOIMOTEUHOTO (HOHIOB IETCKOM OMOIMOTEKH,
PELICHHUIO CUTYAIIMOHHBIX 3a/1a4 10 KOMIUIEKTOBAHUIO U OpraHu3anuu GoHIa JOKYMEHTOB.

K camocrositenbHOl paboTe CTYAEHTOB OTHOCSTCS: MOBTOPEHHE yueOHOro Marepuaina ¢
LEJIbI0 3aKPEIUICHUs, O3HAKOMJIEHUE C JIUTEPATypOM M0 JaHHOMY pa3jeily, NOJArOTOBKA K CEMU-
HapaM U K KOHTPOJBHOW pabote, pabota Haa pedeparom. Bo BpeMs camocTosTensHOM pabOTHI
CTYJICHTHI JIOJDKHBI YCBOUTBH IMPOUICHHBIA MaTepHasl, 03HAKOMHUTHCS C JIOMOIHUTEIBHOU JUTEpa-
TYpOil ¢ 1enbio 6osee riy0OKOro MOHUMAaHUS U3y4aeMbIX BOIIPOCOB U PACIIMPEHHS KPYTro30pa.

[ToaroroBka K ceMHHapaM W K KOHTPOJIBHOH paboTe MMEIT MHOro obmero. B oOoux
ClIy4asix HeO0OXOIMMO O3HAKOMUTHCSA C JOIMOJHUTENbHON JHUTEpaTypod U TeM OO0BEMOM MpOWi-
JICHHOTO JIEKITMOHHOTO MaTepuasa, KOTOPbIi He0OOXOauM 11l HOATOTOBKU. OTIMYUE 3aKII0OYACTCS B
o0pemax Mmarepuana. [loAroroBka K KOHTPOJBHOM paboTe BBIMOJHSAETCS B O0ObEME BCEX TEM,
MIPOMICHHBIX IO KOHTPOJIBHOU PabOTHI, @ K CEMUHAPY - B 00hEME OJHOM, IBYX TEM.

CaMocrosTenbHast pabota Haa pedeparoM HaUYMHAETCS ¢ BHIOOpA MCXOHOTO MarepHuala, B
KaueCTBE KOTOPOT'O MOTYT OBITh TICUaTHBIC U3/IaHUs, HICTOYHHUKH U3 caiiToB Internet. Ilocie ananmn3sa
MaTepuana COCTaBISIeTCS KpaTKOe OrJiaBJeHHe II0 TeMe. 3aTeM CJeayeT IOCIeA0BaTeIbHO
CKOMITOHOBAaTh cozepkaHue pedepara B COOTBETCTBHU OriiaBieHueM. [loMuMO TEeKCTOBOH yacTu
pedepar MOXKET BKJIKOYATh TAONWYHBIA MaTepuan, PHUCYHKH, €CITH 3TO YIyYlllaeT KadeCTBO
U3JI0)KEHUS. B KOHIIe M310KEHUS IPUBOAUTCS CIMCOK MCIOJB30BaHHOM JIUTEPATyphl U CCHUIKM Ha
MaTepuansl U3 ceTu Internet, ecnmu 3to mumeer mecto. Pedepar odopmisiioT meYaTHBIM WU
PYKOIIMCHBIM CIIOCOOOM, C OTJIaBJI€HUEM U TUTYIIbHBIM JINCTOM.

CTyneHT [OJDKEH BECTH AaKTUBHYIO CaMOCTOSITENIbHYIO IIO3HABATENbHYIO paboTy.
LlenecooOpa3Ho cTpouTh ee B (hopMe HAOIIOACHUS, SKCIEPUMEHTAa U KOHCIEKTHPOBaHUS. BaxHo
HAYYUTHCS BKJIIOYATh BHOBb MOJYy4yaeMyl HH(OpPMALMIO B CHUCTEMY YK€ HUMEIOUIMXCS 3HAHUU.
HeoOxomnMo Takke aHAIM3UPOBATH MaTepuai sl BBIACICHUS OOIIEro B 4acTHOM M, Ha0OOpOT,
YaCTHOTO B OOIIIEM.

TpeOGoBanus Kk npeacraBjieHnio U ohopmiaeHuIo pe3yiabTaToB CPC

KonTponbHast paboTta BbIMONHAETCS N0 OMieTy, BbIOpaHHOMY oOyd4arorumcs. OTBeTHl Ha
BOIPOCHl OumiieTa CclenyeT 3amuChiBaTh IOCIENOBATEIbHO B MOPSAIKE BO3PACTaHUS HYMEPALUU.
Oco0bIx TpeOoBaHMI K OQOPMIIEHHIO OTBETOB HE MpeabsBiseTcsa. OTBET MUIIETCS Ha OTAETbHBIX
nuctax Oymaru Qopmara A4, A5 u Kpome coAepKaTeIbHOM YacTH JOKEH WMETh PEKBU3HUT
ucnonuutens (rpynmna, ©.1.0.). Bpems Beimonnenus KP ne 6onee copoka 40 munyt. IlpumepHsbie
BOIPOCHI JJ11 KOHTPOJIbHON pabOoThI 1aHbl B 7.3.

K ycTHBIM 10KIaaM CTyIEHTOB MPEAbSBISIOTCS CIAEAYIOIIIe TPeOOBaAHUS:

- 00bEM noKTaga 2 - 3 CTpaHuIL;

- Bpems 11t fokiaaa ot 10 go 15 MunyT.

Pedepar BeimonHsiercs 1o BeIOpaHHOM cTyaeHTOM TeMe u3 «llepeuns Tem ans
pedepartoB»(myHKT7.3).

K pedepary npeabaBnsioTcs ciaeayrouie TpeOoBaHus:

- coJiepkaHue pedepara T0JKHO COOTBETCTBOBATh TEME;

- 00beM pedepaTa TODKEH OBITh B Mpenesax OT 3 A0 8 JUCTOB IIPH MEXKITyCTPOYHOM
uHTepBasie 1,25 (mpu npeBbllieHMH 00beMa OIeHKa 3a pedepaT MoXKeT ObITh CHIDKEHa Ha 1 6am),
MpUYEeM B yKa3aHHBIA O0BEM HE BXOJST TUTYJbHBIN JIUCT, OTJIABJICHHE, CIIUCOK HMCIOIB30BAHHOMN
JTUTEPATYPHI.

- TutynbHBIA JNHCT JUIs pedepaToB BBINONHIETCS CTAaHAAPTHBIM CIIOCOOOM, T.€.
JOJKEH COJiep)KaTh HauMEHOBaHHME y4eOHOro 3aBeneHus, (akynbTeTa, TeMbl pedeparta, O.M.O.
ucnionautens, @.1.0. npenogasarens, ro.

- pedepar AoIKEeH UMETh MeYaTHOE WIH PYKOMMCHOE 0(OpMIICHHE;
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- pedepar B neuaTHOM 0hopMIICHHH JT0JDKeH uMeTh mipudT TimesNewRoman 12;

- pedepaTr momkeH OBITH CAaH IJIs MPOBEPKH He mo3gHee 11-oif Hexpenu oT Havana
cemectpa. [lepeuens Tem ams pedepatos fan B [lpunoxenun b

Ouenka BbinojgHenuss CPC

Cucrema OIeHUBaHUSI CAMOCTOSATEIHHONW Pa0OTHI CTYICHTOB OCHOBBIBACTCS HA CIEIYIOIINX
KPUTEPUSIX:

- TOYHOCTH OTBETA HA MTOCTABIICHHBINH BOIIPOC;

- JIOTUYHOCTH M MOCIIEA0BATEIIbHOCTD U3JIOKCHUS;

- MOJIHOTA U TJTyOMHA paccMaTpUBaeMOI0 BOIIPOCa, MPOOJICMBI;

- CITOCOOHOCTH K paboTe ¢ IUTEPATyPHBIMA UCTOUYHUKAMH, IHTepHET-pecypcamu;

- CHOCOOHOCTh CaMOCTOSITENIFHO aHAJIM3MPOBAaTh W 0000maTe WH(GOPMAIMOHHBIHI
MaTepHar,

- ymeHue (OopMyJIUpOBaTh IEIH M 3aa41 PaOOTHI;

- CTPYKTYpHAasl yIOPSAI0YCHHOCTh 0(hOPMIICHHS MaTepHala;

- coOuo/ieHre Mepbl pu OOPMIICHHH MaTepuanoB (00beM, MIPUQTHI, HHTEPBAJIHI,
TaOJMIIBI, PUCYHKH, CCHIJIKH ) Ha KOMITBIOTEPE.

NunuBuayanpHas yaeOHas ASSITEILHOCTh O0YUYAIONUXCS OLICHUBACTCS 110 OOMIECTIPUHSATON B
P® narubamipHOM cucTeMe:

- "5" - oTIIMYHO;

- "4" - xoporo;

- "3" - yIOBIETBOPHUTEIILHO;

- "2" - Hey/IOBIETBOPUTEIIBHO;

- 3a4eT W He3auerT.

MuHHUMaITbHBIM TTPOXOJHBIM OQJJIOM B CHUCTEME BBICIIETO OOpa30BaHUs SIBIISETCS OIICHKA
YIIOBJICTBOPUTEIHLHO H 3a4eT.

7. ®oH/X OLIEHOYHBIX CPeICTB /IS NPOBEJACHUS] TEKYLIero KOHTPOJISA ycleBaeMoOCTH,
NPOMEKYTOYHOM ATTECTALMM 110 HTOraM OCBOCHHS AU CHUILINHBI.
7.1.IlepeueHb KOMIETEHUUH C YyKa3aHWEM OTanoB UX (OPMUPOBAHHS B MPOLECCE OCBOEHUS
00pa3oBaTeNbHON IPOTrPAMMBI.

Kon HanmenoBanue Ilnanupyemble IIpoueaypa ocBoeHnust
KOMIIETEHIIUM | KOMIIETeHIIUH U3 | pe3yJabTaTbl 00y4eHHs
3 Proc BO | oroc BO
OIIK-1 CriocobeH npuMeHsTh 3HaeT: OCHOBHBIE YcrHbii o1poc
MIOJIy4YEHHBIE 3HAHUSI B KaTeropuu (ppoHTaNBHBIH,
obnactu KYJIBbTYPOJIOTHH U WH/IMBUIYaJIbHBIN ),
KYJIbTYPOBEICHUS U KOHLENINY COBPEMEHHOMN
COLIMOKYJIBTYPHOTO HAyKH O KYJIbTYpE;
IIPOEKTUPOBAHMUSI B OIpezeeHue
npoQeCCHOHATBHON KYJIbTYPHBIX (opM,
JESATEIIBHOCTH U IIPOLIECCOB, MTPAKTHK;
COLIMAJILHOM MPaKTUKE OCHOBHbIE
KJ1accu(puKauu
KYJIbTYPHBIX (opM,
IIPOLIECCOB, MTPAKTHK;
OCHOBHBIE METO/IbI
KYJIBTYPOJIOTH.
Ymeer: paznuyarh
OCHOBHBIE KaTeropuu
KYJIbTYPOJIOTH;
TOJIKOBATh KOHIENIINH
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COBPEMEHHOM HAYKH O
KYJIBTYpE;
UHTEPIPETUPOBATH
TEOPETHUUECKUE OCHOBBI
KYJIbTYPOJIOTHH;
MpUMEHSET Ha IIPaKTUKE
KYJIBTYPOJIOTHUECKHE
3HAHUA

Baaneer:
TEOPETUYECKUMU
OCHOBaMH U METOJaMHU
KYyJIbTYPOJIOTHH,
KaTeropusiMu U
KOHLICIIIUAMU,

CBA3aHHBIMU C U3YYCHHUEM
KYJIBTYPHBIX (opM,
IPOLECCOB, MPAKTHK.

[1K-3

Cnoco0eH ocyIIecTBIsATh
OpraHU3aIMOHHO-
METOIUYECKOe
obecnieueHue
MEpONPUATHI 1O
Pa3BUTHIO Y
oOyJaronuxcsi tHTepeca
K YTEHUIO

3HaeT: METOJIUKY
BBISIBJIICHUS
a¢exTuBHBIX GOpM H
METOJIOB
OubIMOTEeYHONIEAATOTNYEe
CKOH paboThl cpesicTBaMU
TUTEpaTypel M YTEHUS,
croco0bl  (popMHUpPOBaHUS
y JeTeil uHTepeca K
YTEHUIO; dopmbel  u®
METO/IBI MPOTaraH bl
JIETCKOTO YTCHUSI.

YMmeeT: OpraHM30BBIBATH
U MPOBOJUTH TBOPUYECKUE
MEpPOTPHUATHS 1o
dbopMHUpOBaHUIO Yy JeTen
MHTEpeca K YTEHHUIO

Baaneer: HaBBIKAMH
MIPOBEICHUS
MEPONPUATHN o
MOIYJISIPU3 AU u
Mponarasjie JIETCKOTO
YTECHUS Ha OCHOBE
COLIMAJILHOTO
[apTHEPCTBA MHCTUTYTOB
colMaan3alu

(bpoHTaNBHBIH OIpoC

4. CymHocTh MHGOPMALMOHHBIX U KYJIbTYPHO-UCTOPUYECKUX (DYHKIIHIA

7.2. TunoBble KOHTPOJILHbIE 3aJAHUS

TemaTnka pedepaToB U KypCcOBbIX padoT

1. Bxnan [Tons Otiie B pa3BuTHE JOKYMEHTOBEICHHUSI.

2. HUctopuorpaduueckuii 0630p pador I'. K. Mursesa.

3. 3HaveHue TOKyMEHTHOH HH(OpMAIK B COBPEMEHHOM OOIIIEeCTBE.

00€eCTIeYNBAIOIIHX MTPOLIECC YIIPABIICHMYSL.
5. CraHOBJIEHHUE U COBPEMEHHOE COCTOSIHUE MTOHSATHIHOTO arnmapara JOKyMEHTOBEICHHSI.

JIOKYMEHTA,



6. JlokymMeHTOBeIeHUE KaK TeOpeTUIecKasi OCHOBa JenonpousBoacTea u JJOY.

7. IIpo6aeMbl MOJTMHHOCTH M COXPAHHOCTH KUHO(POTO(HOHOTOKYMEHTOB

8. JlokyMeHTOBeIeHUE KaK TeOpeTUIecKasi OCHOBa JenonpousBojcTea u JJOY.

9. JIokyMEHTOBEICHHE KaK TEOPETUIECKasi OCHOBA JICIIONPOU3BOICTB

10. 3nadeHue JOKYMEHTHOU WH(OpPMAILIUK B COBPEMEHHOM OOIIECTRBE.

11. HopmatuBHO-MeTOAMUYEeCKass 0a3a JOKYMEHTHPOBAaHUS YIPABICHUECKOW JESITEIHHOCTH B
YCIIOBUAX TIPUMCHCHHA I/IH(bOpMaHI/IOHHBIX TEXHOJIOTUH

Bonpocsl k 3k3aMeny 1o Kypcy «JloKyMeHTOBeleHue»

Pa3Butue nousaTus «1okyMeHT». COOTHOLIECHUE NOHATUH «IOKYMEHT» U «UH(POPMALIU».

1. Mecto 1 posb TOKYMEHTOB B PA3IMUHBIX 001ACTAX ACSITEIbHOCTH YEJIOBEKA.

2. HopmartuBHO-MeTOIMUYECKHE aKThl, pErIIaMEHTHPYIOIUE CO3aHue U 0(OpMIIEHHE JOKYMEHTA.
3. JlokymeHTOBeneHME Kak Hay4yHas JUCHMIUIMHA W €€ CBiI3b C JAPYIUMH HayYHBIMH
JUCLUTUITMHAMM.

4. OOmue QyHKIIUN TOKYMEHTA.

Yacrtasle (cnenuanbHbie) QYHKIIUU JOKYMEHTA.

Crioco0ObI TOKyMEHTHPOBaHUS U UX pa3BuTHe. OOIIas XapaKTepUCTHKA.

Marepuanbhable Hocutenu uHpopmanuu. Kinaccudukanuus MarepuaabHbIX HOCUTENEH.
TekcToBOE JOKYMEHTHUPOBAHUE U 3TaIbl €ro pa3BuTus. O01acTb NPUMEHEHHUS.

Oransl pa3BUTHA MUCbMEHHOCTH. [IpruMeHeHne nukrorpadguyeckoro nucbMa M UCIOJIb30BaHUE
JIOTOTPaMM CErOJTHSI.

10. TexHuueckoe JOKyMEHTUpOBaHHE. Buabl KOMIIIIEKCOB TEXHUUECKOW JOKYMEHTAIUH.

11. ®orogokymentupoBanue. [losBinenue, pa3zpurue, NpUMEHEHUE.

12. Kunonokymentuposanue. IlosBnenue, passutue. Buneozanuce. OO61acTe NpUMEHEHHs
KMHOJOKYMEHTOB.

13. ®ononoxkymentuposanue. [losBnenue, pa3Burue, IpUMEHEHHE.

14. TlonsATHS «CBOMCTBa» U «IPU3HAKW TOKYMEHTA, COOTHOLLIEHUE MTOHSATHI.

15. OpurusHanbHOCTh 1OKyMeHTOB. IlommmuHHOCTE JNOKymMeHTOB. PDanbcuukanus JOKYMEHTOB U
CIIOCOOBI BBISIBJIIEHUS TOJIEJIOK JJOKYMEHTA.

16. ®opmynsap nokymeHnTa. Tunosoii hopmyisp, popmymnsp-odpaserr.

17. PasButue gpopmynsapa nokymenta XVI, XVII Bexos.

18. ®opmynsip nokymenta XVIII Beka.

19. ®opmyisp TekcToBoro gokymenTa XX — magama XX BB.

20. CoBpeMeHHas CTPYKTypa U yIpaBlieHHe JoKyMeHTauei B Poccun.

21. KOpuanyeckas cuiia — OCHOBHOE CBOMCTBO JIOKYMEHTA.

22. JIOKyMEHTHI Ha MEePCIIEKTUBHBIX HOCUTEISX.

23. JlokymMeHTOOOpa3yroIIHe MPU3HAKH.

24. DnexTpoHHOE ToKyMeHTHpoBaHue. KOpuandeckas cuiia JOKyMEHTa B 3JIEKTPOHHOU dopMme.

25. CoBpeMeHHBIC TPOOIIEMBI JIOKYMEHTOBEICHUS.

26. CpencrtBa TOKyMEHTHPOBAHHUS, UX KIaCCU(PHUKAIMS, XapaKTEePUCTUKA, IPUMEHEHHUE.

27. Bnumsaue HOocuTeNs MHPOPMAITUH Ha JIOJITOBEYHOCTH JJOKYMEHTA.

28. Ilponenypa 10KyMEHTHPOBaHUs. J[eI0NMpOU3BOICTBEHHBIE ONIEPALIUH.

29. BymaxxHbIil HOCUTENs HH()OPMAITNH, €T0 MOSBICHUE, Pa3BUTHE, IPUMEHEHHE.

©CoNo O

7.3. MeToanyeckune MaTepHAaJIbl, ONpPeaesiioue MPoieIypbl OleHUBAHUS 3HAHMIA,
YMEHHi, HABbIKOB M (MJIH) ONBITA 1€ATEJIHHOCTH, XAPAKTEPU3YIOIIMX dTANbl (JOPMUPOBAHUS
KOMIIEeTEeHIINH
OO0muii pe3yabTaT BRIBOAUTCA KaK HHTETPaIbHAsS OLEHKA, CKIIaAbIBAIONIA M3 TEKYIIETO KOHTPOIIS -
30% wm mpoMexxyTOIHOT0 KOHTpOJs - 70 %.

Texymuit KOHTPOJIb MO TUCIUTUIMHE BKIIIOYAET:
- IOCEIIeHUE 3aHATHH - 5 0aJIIoB,
- y4acTue Ha MPaKTUYECKUX 3aHATUAX - 15 Gaos,
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- Hancanue pedepata - 10 Gaos.

KoHTpoIs 1 OLIeHKa pe3ysIbTaTOB OCBOCHUS TUCIUILTHHBI OCY-IIIECTBISCTCS MPENoaaBaTeeM B
nporiecce MPOBEACHHS MPAKTUYESCKUX 3aHATHH .

TpeboBanus k 3a4ery:

Jiis moy4eHust 3a4era CTyISHTHI IOJIKHBI BBIOpATh I cebs 00pa3, HanucaTh pedepat, KOTOPBIid
00O0CHOBBIBACT BHIOOD M JIa€T XapaKTEPUCTHUKY 00pa3y. B pedepare cryneHT onuceiBaet
TEXHOJIOTHIO BOIUIOIIEHHUs 00pasa.

Hesauer cTaBUTCS BO BCEX OCTAIbHBIX CIyYasx, a TAK)KE IMPU HATUYUH ITOCEIAEMOCTH 32 HATHI
amxe 50%

8. IlepeyeHb OCHOBHOM M JONMOJHHUTEIbHON Yy4eOHOH JMTepaTypbl, HEOOXOAUMON 1JIs1
OCBOCHMA THCHHUIIHHBI.
a) OCHOBHAd JMTeparypa:

1. Kynsies, H.H. lokymentoBenenue : yueOnuk / H.H.Kynses, J.H. Ypanos,
A.I'. ®abpuunoB. - Mocksa : Jloroc, 2011. - 178 c. - (HoBass yHuBepcuTeTckas OuOnMoTeKa). -
ISBN 978-5-98704-329-8 ; To xKe [DnexTpoHHBII pecypc]. -

URL: http://biblioclub.ru/index.php?page=book&id=84880

2. bapnaes, Onyapn ApkanbeBuy.

JlokymeHTOBeieHHEe : y4eO. IS CTYIEHTOB BY30B, 00yd. mo crermuanbHOCTsSIM "Opr. u
TexHoyiorus 3amuThl uHpopMmanuu" wu "Komrmiekc. 3amura 00BEKTOB HH(pOpMaTH3anuu'
HanpaBienuss noaror. " Wupopm. OezomacHocts" / bapmaeB, Onyapn ApxkanbeBud, B. b.
KpaBueHnko. - 2-¢ u3z., crep. - M. : Akagemus, 2010. - 300,[4] c. - (Bricuiee npodeccuoHanbHOE
obpa3oBanue. Mudpopmanmonnas Oe3onacHocTh). - PekomenmoBano YMO. - ISBN 978-5-7695-
7076-6 : 452-87.

0) TONOJHHUTEJbLHAS JUTEpaATYypa:
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2002. — 176 c. — (CoBpemenHast Oubnmoreka. Boim. 14).

2. barposa, @ W.}O. bubnmoreku u  uHopManHMOHHBIE  JOKyMeHTH[Tekctr]  //
bubmnorexoenenne. — 2003. — Ne 3. — C. 43-46.

3. 3unoBbeBa, H.b. [lokymenroBenenue : Yu.-meton. mocobue / H. b. 3unoBneBa. - M. :
[Mpodwusaar, 2001. - 206 c. - (CoBpemennast bubmmoteka . Beim. 17). - 0-0.

4. Kymnapenko H.H. JlokymenTtoBenenue [Tekcr]: yueOHUMK. — 2-e u3A., mepepald. u JOM. —
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CeménoBuu. - M. : ACT: Boctok-3anazm, 2006. - 428 c. - ISBN 5-17-033775-2 (ACT) : 190-00
6. JlapvkoB, H. C. JoxymentoBenenue| Tekct]|: Yueb. mocodue / H. C. JlappkoB. — M.: ACT:
Boctok-3amaz, 2006.-320c.

7. Cronspos, FO.H. JlokymenTtanbablii pecypc[Tekct]: yue0. mocoGue i CTYI€HTOB BBICIII.
yue0. 3aBenenuii. — M., 2014. — 149 c.

8. Epemuenko, B.A. O npoGieme 3nexkTpoHHbIX 10KyMeHTOB[Tekcrt] // Cekpetapckoe aemno. —
2014. — Ne 3. - C. 31-33.

9. 6.3uHoBreBa, H.b. JloKyMeHT B KOMMYHMKAallUM W BOCHPUSATHH: JEKIUH IO KypCy

«loxymentoBenenue» [Tekcr] / H.b. 3unoBwseBa, U.A. Casniuna, U.W. TTamuauna. — KpacHonap,
2015-58c.

10.  3yceman, O.M. JloxkymenroBeneHue|[Tekcr]: yued. mocodbme / O.M. 3ycbman, B.A.
Munkusa. — CII6., 2003. — 107 c.

11.  TwurynoBa, U. b. K Bonpocy o0 onpenenenun nonstus «iokymeHnt» / U. b. Turynosa //
HenonpouzBoactso. — 2006. — Ne3. — C. 7-9.

18


http://biblioclub.ru/index.php?page=book&id=84880

12. @unenko, E. H. 11. Yykoenkon, A. 0. TepmuHosorus B 061acTu eI0NPOU3BOJCTBA
[Tekcr] / A. 1O. Uykosenkos // Cekpetapb-pedepent. — 2007. — Nel.
13. OHuukonenus KamwkHOro nena [Teker]/ ot. pea. FO.®. Maiicypanze. — M. FOpucts, 1998.
—536¢.
9.Ilepeyenn pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOH ceTH «MHTepHeT»,
He00X0AMMBbIX /115l OCBOEHHUS TUCHUILINHBI
1. eLIBRARY .RU[OnekTpoHHbIN pecypc]: anekTporHas 6ubmuoreka / Hayd. anekrpoH. 0-ka.
— Mocksa, 1999 — . Pexxum moctymna: https://elibrary.ru/defaultx.asp (gara ooparuenus: 07.06.2018
21:05). — SI3. pyc., aHrI.
2. IPR BOOKS: anekTponHO-0nbOMM0oTeUHas cuctema [0asza nannbix| / Jlar.roc. yH-T. —
Maxaukana, — Jloctyn u3 cetu AI'Y mnm, mocie perucTpanny u3 CeTd yH-Ta, U3 JII000H TOUKH,
umerotneit nocryn B uaTepHer. — URL http:// http://www.iprbookshop.ru/366.html
3. O6pazoBarenbHbii mopran 'Y Moodle [OnekTpoHHsIii pecypc]: cuctema BUPTyaibHOTO
oOydenueM: [06a3a gqanHbIX | / Jlar. roc. yH-T. — Maxaukana,. — locryn u3 cetu 'Y umu, mocine
pPETUCTpAIIMK U3 CETH YH-Ta, U3 JIF000M TOYKH, UMeIomIel noctyn B uHTepHeT. — URL:
http://edu.dgu.ru/my/ (nata obpamenus: 02.05.2018).
4. OnextponHblid katanor Hb JII'Y [DnekrponHslil pecypc]: 6a3a JaHHBIX COAECPKUT CBEIECHUS
0 BCeX BUAAX JUT, noctynaromux B poug Hb JII'Y//larectanckuii roc. yH-T. — Maxaukaina, 2010 —
Pexxum noctyna: http://elib.dgu.ru/?g=node/724 cBoboaubIii (nata obpamienus: 02.03.2018).

10. MeTonnyeckue yKkazaHusi UIsl 00y4alOMMXCS 0 OCBOEHUIO AU CHUILIUHBI.

Mertoanyeckue yka3aHHUs CTYAECHTaM JOJDKHBI PACKpbhIBATh PEKOMEHIYEMBIH DPEXUM U
XapakTep yu4eOHOH paboThl MO0 M3YYEHHUIO TEOPETUUECKOTO Kypca, 1abopaTopHBIX paboT Kypca H
IPAaKTUYECKOMY TPUMEHEHUIO M3Yy4EHHOr0 MaTepuaja, IO BBIIOJHEHWIO 3aJaHuid  JaJs
CaMOCTOSITENIFHOW paboThl.  MeTonuveckne YyKa3aHusi HE JIOJDKHBI IOJMEHSTH y4eOHYIO
JUTEPATypy, a JOJDKHBI MOTHBHPOBATH CTYJEHTA K CaMOCTOSTEIbHOM padore. Ilepeuens ydueOHO-
METOAMYECKUX M3aHHN, PEKOMEHIYEMbIX CTYJSHTaM, JJIsl IOJATOTOBKH K 3aHATHSM IPEJICTaBICH B
paszene «YueOHO-MeToanueckoe odecrnieuenue. Jluteparypa»

Jlexyuonnwtii Kypc. Jlekuus sSBISE€TCS OCHOBHOW ()OpMOI 00y4eHUS B BHICIIEM Y4€OHOM
3aBeICHUU. B Xo/ie JIEKIMOHHOr0 Kypca MpOBOJUTCS CUCTEMATHUECKOE U3JI0KEHHE COBPEMEHHBIX
HAYYHBIX MaTepHaJIOB. B TeTpamu ans KOHCIIEKTHPOBAHUS JIEKIIUH HEOOXOIMMO UMETh IOJIA, TIIe
[0 XOJly KOHCHEKTHPOBAHUS CTYJEHT JelaeT HEeoO0XOAUMBbIe MOMETKU. 3arucCH JOJDKHBI OBITh
N30MpaTeTbHBIMU, CBOUMH CJIOBAMH, TOJIHOCTBIO CIIEAYeT 3alHChIBaTh TOJBKO oIpenesneHus. B
KOHCIIEKTAaX PEKOMEHAYETCS NPUMEHSATh COKpallleHHs CJIOB, YTO YCKOpseT 3amuch. Bompocsl,
BO3HUKIIKE y Bac B Xojie JEeKINH, PEKOMEHAYETCS 3alMChiBaTh HA TMOJSAX M IOCIE OKOHYAHUS
JEeKIMHU 00paTUTHCS 3a Pa3bsICHEHUEM K MTPEIo1aBaTelIto.

CryneHTy HEOOXOIMMO aKTHBHO paboTaTh ¢ KOHCIIEKTOM JICKIIUH: TIOCIIE OKOHYAaHUS
JEeKIMM PEKOMEHIyeTCsl MepeunTaTh CBOM 3aIllMCH, BHECTH MOIMPABKH M JOMOJIHEHUS Ha MOJX.
KoHCIIeKThI JIeKInii ciemyeT MCIOob30BaTh MPU MOATOTOBKE K DK3aMEHY, KOHTPOJBHBIM TECTaM,
KOJIJIOKBHYMAaM, TIPY BBITOJTHEHUH CAMOCTOSTENIbHBIX 3a/1aHUH.

IpakTnyeckue 3aHaATHA. [IpakTHyeckue 3aHATHA 1O KHHUTOBEICHHIO HMEIOT IENb
MO3HAKOMHUTH CTYAEHTOB C OCOOEHHOCTSIMM W3IaHUM, NPUBUTH HABBIKM PabOTHI C pa3IMYHBIMU
BUJAMH JIOKYMEHTOB, YMETh aHAJIM3UPOBATh JKAaHPOBBIE OCOOCHHOCTH W3/JaHUHM, PAaCKpPBIBATH
CTpyKTYypy u3faHuid. IIpoxokaeHue Bcero IUKIAa 3aHATUH SBJISETCS 00A3aTENbHBIM YCIOBHEM
JOMyCcKa CTyOeHTa K 3adery. B ciaydae mpomycka 3aHSATHA 10 YBaKWTEIBHOW TpPHUYMHE
IPOMYIIEHHOE 3aHATHE TNOJUIeKUT oTpaboTke. Llenb ceMuHApCKUX 3aHATUH — pPACHIMPUTH U
yIOIyOWTh  3HAHWS  CTYJCHTOB 1O  TEOPETHYECKUM M  TEXHOJOTHMUYECKHUM  TpolieMam
JIOKYMEHTOBE/IeHUsl. B uTOre MOArOTOBKM K CEMUHAPCKUM 3aHATHUSAM KaXJbld CTYJEHT JOJIKEH
OBITH TOTOB K OTBETY Ha JIF0O0H BOMPOC 00CYK/1aeMOM TEMBI.

CryneHT 10JDKeH BECTH aKTHBHYIO MTO3HaBaTelbHyI0 padoty. Llenecoobpa3Ho cTpouts ee
B (hopMe HaOrO/IEHUS, SKCIIEPIMEHTa ¥ KOHCIIEKTHPOBaHUS. BaKHO HayYHTHCS BKIIOYAaTh BHOBB
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nonydyaeMyr0 HH(pOpManHMiO B CHCTeMy YK€ UMEIonmxcs 3HaHud. HeoOxomumo Takxke
aHAJIM3UPOBATH MaTEPHUAI JJIS BBIICIICHUS OOIIETO B YaCTHOM U, HA000POT, YaCTHOTO B OOIIIEM.

[TpakTudeckue 3aHATHS (CEMUHAPBI) COCTOAT U3 YCTHBIX JTOKJIAIOB CTYACHTOB, OPraHU3aI[UU
JTMCKYCCUU U PEIICHMS 3a7]a4 B PeKUME COPCBHOBAHUM.

VY cTHBIE TOKIIaIbl OPTaHU3YIOTCS CIAEAYIOIUM 00pa3oM:

-IIPOCITYIINBAETCS BBICTYILJICHUE CTYICHTA 110 N30paHHOM TeMe;

-CTY/ICHT, BBICTYNUBIINHN C JOKJIAJIOM, OTBEYACT Ha BOIPOCHI OT TPYIIILI WM MPErogaBare-
JI51, KOTOPbIE BO3HUKAIOT TIOCJIC BBHICTYIUICHHUSI;

-TIPEerno/IaBaTeNlb JAeT OOIIYI0 OIEHKY BBICTYIUICHUIO, B KOTOPOM YKa3bIBaeT HA €ro JOCTO-
WHCTBA U HEJIOCTATKH U CTaBUT OIICHKY CTYJEHTY 3a BBICTYILJICHHUE.

BEICTYTIIICHHS OIEHUBAIOTCS TIO CIICAYIOIINM KPUTEPHSIM:

- T10 CTENEHU COOTBETCTBUS COJICPKAHUS TEME JOKIaa;

- 110 TIOJTHOTE OXBaTa W NTyOMHE 3HAHUS MTPEIMETa;

- YeTKOCTU U apTyMEHTHPOBAHHOCTH OTBETA;

- 10 YPOBHIO M3JIOKCHHS MaTepHalia CTYJACHTAMHU.

TpeboBanusi K yCTHBIM jokianaMm. K YyCTHBIM JOKIaJaM CTYIAEHTOB TIPEIbSBIISIOTCS
CIIeAyIOIIHEe TPeOOBaAHUS:

- 00bEM mokiana 2 - 3 CTpaHuIl,

- Bpems ais aokiaga ot 10 1o 15 Munyr.

[TpakTHyeckue 3aHSATHS MPOBOASATCS IO Y3JOBBIM M HauOoliee BaKHBIM TeMaM, pasjienam
yueOHoi mporpammbl. OHE MOTYT OBITh TOCTPOCHBI KaK Ha MaTepHalie OJHOW JICKIIMH, TaK U Ha
COJIEpKAaHUW HECKOJIbKHUX JICKIIMU. [ J1aBHAs W ompenesionias 0COOCHHOCTh JIFOOOT0 3aHATHS -
HAJIMYUE SKCTICPUMEHTA, HCCIICOBaHMS, a TAKKE TUAIOTa MEX/Ty IIPEIoIaBaTeieM H CTYICHTaMU U
CaMHUMH CTY/ICHTaMHU.

[Ipu mpoBeneHUU aTTECTAIlMKM CTYJASHTOB Ba)KHO BCErla IMOMHHUTH, YTO CUCTEMATHYHOCTb,
00BEKTUBHOCTD, APTYMEHTUPOBAHHOCTH - TJIaBHbIC MPUHIUIIBL, HA KOTOPBIX OCHOBAHBI KOHTPOJb U
OIICHKA 3HaHWH cTyneHToB. [IpoBepka, KOHTPOIb M OIEHKA 3HAHWUU CTYACHTA, TPEOYIOT y4eTa ero
WHAUBUAYAILHOTO CTHUJISL B OCYIIECTBICHUHM Y4€OHOU NEeATENbHOCTH. 3HAHUE KPUTEPUEB OIICHKU
3HAHUM 00S3aTEIHHO VISl IPETIOaBaTEeNs U CTY/ICHTA.

11. Ilepevyenb MH(OPMAIMOHHBIX TEXHOJIOTHIl, UCMOJIb3yeMbIX MPHU OCYIIECTBJIEHUH
0o0pa3oBaTe/ILHOIO MpoHecca MO0 [AUCHMIUVIMHE, BKJIKYasg IMepedyeHb MNPOrPaMMHOIO
odecreyeHUs1 1 HH(POPMAINHOHHBIX CITPABOYHBIX CHCTEM.

Peanuzarust pa3nuyHbIX BUAOB yueOHOUM paboThI (BKIIIOYAs, UCTIOIb30BaHUE OMOIMOTEUHBIX
CalTOB, AIEKTPOHHOM IMOYTHI U T.I1.) TIO JAHHOW JUCIMIUIMHE HE TPeOyeT YCTAHOBKH CITCIIUAILHOTO
JUICH3UOHHOTO TIPOTPAMMHOT0 00ECIICUCHHS B AYUTOPHAX U KOMIBIOTEPHBIX Kiaccax Y.

12. Onucanue MaTepUAJIbLHO-TEXHHYECKOH 0a3bl, HEOOXOAMMOI /sl OCYLIeCTBJICHUS
00pa3oBaTe/ILHOIO NMPoIecca MO TUCHHUILIHHE.

Peanuzanust y4eOHOM DUCHUIIMHBI TpeOyeT HaIW4YUs TUIIOBOM y4eOHOU ayauTOpHH C
BO3MOXXHOCTBIO TTOJKITIOUCHUS TEXHHUYECKHX CPEICTB (ayTUOBH3YabHBIX, KOMITBIOTEPHBIX U
TEJIEeKOMMYHUKAMOHHBIX). OOopynoBaHuEe y4eOHOW ayAUTOPHH: DJKpaH, MYJIbTUMEIUWHBIN
IIPOEKTOP, HOYTOYK.
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