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AHHOTaNUA padoyeil MPOrpaMMbl AUCUUIIMHBI

JuctmiuimHa — «J{OKyMEHTOBEZICHHE» BXOJUT B 4YacTh, (HOPMUPYEMYIO YYaCTHHKAMH
oOpaszoBatenbHbIx  oTHomeHud mporecca b1.B.01.04  ocHoBHOW  mpodeccHoHaTbHON
oOpaszoBarelnbHONM TMporpamMMmbl OakamaBpwara 1o HampaBieHuto moarotoBku 44.03.01
[Tenarornyeckoe oOpa3soBaHue.

JlucuuiuinHa peanm3yercss Ha (akyiabTeTe KyJIbTYpbl Kadeapold OuUOIMOTEKOBEICHUS H
oubmmorpaduu.

ConepkaHue JUCHUIUIMHBI OXBaTBIBAET KPYr BOIMPOCOB, KOTOPBIH JIOCTATOYHO INHUPOK, HO
TJIABHBIMU U3 HUX SIBJISIOTCS:
"  3aKOHOMEPHOCTH 00pa30BaHMS JOKYMEHTOB

=  cocoOBI UX CO3IaHUs

* (yHKUUH, CBOICTBA, CTPYKTypa TOKyMEHTa

" [IPUHIMIIBI OPTaHU3ALUHU TOKYMEHTO000pOoTa

u CTAaHOBJICHUEC U pa3BI/ITI/Ie CUCTEM I[OKYMCHTaIII/II/I, a TaKKE€ KOMIIJICKCOB I[OKYMCHTOB
" [IyTH COBEPIICHCTBOBAHUS JIOKYMEHTAIIMOHHBIX MIPOIIECCOB B OOIIECTBE.

JlucuuninuHa HaleaeHa Ha (OpMHUPOBAHHE CIEAYIOUINX KOMIETSHIIN BHITYCKHHKA: -

oO1enpodecCuoHAIbHBIX
OIIK- 1 CnocoGeH ocymecTBIsATh MPOPECCHOHATBHYIO IESTEIBHOCTh B COOTBETCTBUU C
HOPMAaTHBHBIMU IIPABOBBIMHU aKTaMu B cpepe 00pa3zoBaHus U HOpPMaMH MPO(ecCHOHAITBHOM
STUKU
[1K-9 CnocobeH GpopMupOBaTh B YUPESKIACHUAX 00pa30BaHUs U KYIbTYpbl (DOHIBI JOKYMEHTOB,
aBTOMATHU3UPOBAaHHBIEC 0a3bl JaHHBIX, 00eceuynBaTh UX 3(H(HEKTUBHOE UCTIOIH30BAHUE U
COXPAHHOCTh

VY4eOnblll Kypc «Jl0OKyMEHTOBEIEHNE» CTPOUTCS C YUYETOM 3HAHWM, YMEHUN U HABBIKOB,
[OJIyYEHHBIX CTYJEHTAMH B IIPOLECCE W3YUYEHHUS COIMYTCTBYIOIIUX JIUCHUIUIMH: (OCHOBBI
00paboTKu KyNbTyposiorndeckoil mHpopmainuu, BBenenue B MHPOpPMAIMOHHBIE TEXHOJIOTHUH,
CoBpeMeHHbIe TTPOOJIEMBI IOMOJIHUTETHLHOTO 00pa30BaHMs. .

[IpenofgaBanue JOUCHUIUIMHBI NOpEeAycCMaTpUBaeT MPOBEJICHUE CIEAYIONIMX BUIOB
y4eOHBIX 3aHATUH: JIEKIIMH, MPAKTHUYECKUE (CEMHHApPCKUE) 3aHATHS, CaMOCTOATEIbHas pabora
CTYAE€HTa, KOHTPOJIb CAMOCTOSITEILHON pabOTHI.

Pabouas mporpamma AMCUMIUIMHBI TNpeAyCMaTpUBAaeT MPOBEACHHUE CIEAYIOIIUX BHUIOB
KOHTPOJIS: TEKYIIMA KOHTPOIb YCIEBaeMOCTH B (OpMe YCTHBIX OIPOCOB, TECTHUPOBAHUS,
KOHTPOJIBHBIX pabOT ¥ KOHTPOJIb B JOpME IK3aMEHa.

OO0beM AUCHHUIIINHBI 6 3a4eTHBIX AMHMUII, B TOM uncie 216 B akaJeMUYecKuX dacax Io
BUJIaM y4€OHBIX 3aHATUI

Teopusi nokymMeHTOBe/ieHHs (O4UHasA (popMa 00ydyeHHs)

Cemec | YueOHbIE 3aHATHS ®opma

TP B TOM YHCIIe MIPOMEKYTOUHOMN
KonrtakTHas paboTa o0yJaronmxcs ¢ npenogaBaTeaeM CPC, | arrecranuu
Bce | u3 Hux B TOoM | (3auer,
ro | Jlekny | JJaboparop | Ilpaktia | KCP | koHcymeT | uncne | AuddepeHmpos

uu HBIC €CKHue aruu 9K3aM | AHHBIH 3a4er,
3aHATUA 3aHATUA CH JK3aMCEH
1 72 18 34 20 3a4
2 144 | 32 32 44 9K3

1. Hean ocBOeHM AUCHUITIUHBI

[lensmMu  OCBOGHHMS  TUCHMIUIMHBI  «JIOKyMEHTOBeIEHHE»  SBISIOTCS -  obecrieueHue
dbyHIaMEHTaIbHON MPOQECCHOHANBHONW TOATOTOBKM  OOYYAIOIMIMXCS 1O  HampaBICHHUIO
noarotoBku 44.03.01 Ilemarormueckoe oOpa3oBaHHE HAa OCHOBE M3yUEHUS TEOPUH JIOKYMEHTa,




3HAHHS OCHOBHBIX BUJOB JOKYMEHTOB M MCTOYHHMKOB JOKYMEHTHOW MH(OpMaIuu, OBIaeHUs
NPAaKTUYECKMMHU HaBBIKaMU pabOTHI C JOKYMEHTaMHU.

2. Mecrto aucunminnsbl B ctpykrype OIIOII 6akanaBpuarta

Jucnunimna «JlokyMeHTOBeeHHEe» BXOJIUT B B 4acTb, (DOPMHUPYEMYIO yYaCTHHUKAMU
obpazoBarensHoro mnpomecca b1.B.01.04 ocHOBHOU mpodeccnoHaNbHONH 00pa3oBaTeIbLHON
mporpamMmbl  0akamaBpuata 1o  HampaBieHuto noarotoBku  44.03.01 Ilemarormueckoe
oOpazoBanue. HanMeHoBaHuE AUCIUIUINH, HEOOXOAUMBIX JJIi OCBOCHHS JAHHOW JHUCIUILIUHBL:
OcHoBBl 00pabOTKM KyJIbTypoJOrHueckor wuHopmanuu, Bpegenne B uH(MOpMalUOHHBIC
TexHosoruu, CoBpeMeHHbIE MPOOIIEMBI JONOTHUTEIBHOTO 00pa30BaAHUS. .

3.3. Komnerenunu ody4armerocsi, popmupyemsbie B pe3yabTaTe 0CBOCHHUS
AUCHMILIMHBI (TIepevYeHb IVIAHUPYEeMbIX pPe3yJIbTAaTOB 00yYeHHsl ¥ Npoueaypa

OCBOEHMUS).
Koa n Koa n Ilnanupyemble pe3yJibTaThl IIpoueaypa ocBoeHus
HAUMEHOBaHMe HAHMEHOBaHMe o0y4eHus1
KOMIIeTeHIIN U U3 HHIMKATOpa
oroIn HOCTHKEHHSA

KOMIIeTeHIIHIA (8
COOmMEemcmeuu ¢

(0)1(0)1]
OIIK-1 Crocoben | ONK-1.1. 3naer: HopmaTuBHbIE TIpaBoBble | [TUCHMEHHBIN Onpoc
OCYILECTBIISTH Bocnpunumaer JIOKYMEHTBI, PErIaMEHTHUPYIOIIHE
Mpo¢eCCUOHANBHYIO | PO(PECCHOHATBHYIO
npohecCuoHaTbHY IO
JeATEeIbHOCTh B | IEATEIBHOCTS.
ACATCIILHOCTD B | coorBercTBUU VMeeT: IpUMEHATL COfEep)KAHUE
COOTBETCTBUU C | c HOPMATHBHBIMU | OCHOBHBIX IPABOBBIX JOKYMEHTOB,
HOPMAaTHBHBIMHU NPaBOBBIMHU periaMeHTHPYIOLIHX
IIPABOBBIMH aKTaMmy | AKTaMH B ctepe | mpodeccHOHATHHYIO
obpazoBaHus JIESITEIbHOCTb,
B chepe
U HOpMaMH Baaneer: HOpMaMH
0bpa3oBaHs U | npodeccronanbHolt | NpoeccHOHANTBHON JTUKH  NPH
HOpMaMU STHKH. peanuzaiuu  npodheCCHOHATBHON
HpO(I)CCCI/IOHaJIBHOP'I JEATEIBHOCTH C  YYaCTHHKaMH
STHKH O6pa30BaT?J'H>HI>IX
OTHOLICHHH.
OIIK 1.2. rpamotHO | 3Haet: [ICUXO0JIOTO-
IUIAHUPYET U NeJaroruueckue OCHOBBI
UHTEPIPETHPYET OpraHu3alHuu
npoecCHOHANBHYI | MPO(PECCHOHATBHOTO

JACATEIbHOCTh B
COOTBETCTBUHN
C HOpMAaTHUBHBIMU

B3aUMOICHCTBYS; TPUHIINIIBI
PO eCCHOHANTBHOMN STHKH.

Ywmeer: MIPUMEHSATH OLIEHKH

MPaBOBBIMHU Pe3yJIbTaTOB peaau3aliu
akTaMd B cdepe | mpodecCHOHAIBHON AeSTeTbHOCTH
00pa3oBanus ... B COOTBETCTBUH C HOPMATHBHO-
MpaBOBBIMU  akTaMu B  cdepe
o0pa3oBaHuUs.
Baaneer: HaBBIKAMU
ONTUMHU3ALNU cBoei
poeCCHOHATBHOM

JESITEIPHOCTH B COOTBETCTBHH C
HOPMATHBHO-IIPABOBBIMU aKTaMH B
cthepe 00pa3oBaHusl.




TIK-9 Crnocoben
¢hopmupoBath B
YUPEKICHUAX
00pa3oBaHUs u
KyJIBTYPBI (hoHIBI
JIOKyMEHTOB,
ABTOMAaTH3HPOBaHHbIC
0assl aHHBIX,
obecrneurBaTh X
3¢ dexTHBHOE
HCIIOJIE30BaHNE u
COXPaHHOCTb

[K-9.1. 'oToB
CO3/aBaTh U
NPEI0CTaBIISTh
nndopmanuro,
OTBEYAIOIIYIO
3ampocam
YYaCTHUKOM
npodeccHoHaIbHOMN
JeATeIbHOCTH;

[IK-9.2.T'oToB
OCyH.IeCTBJIﬂTL
KOMIIJICKTOBAHUC U
YYeT JOKYMEHTHOI'O
(onpa ;

I[IK-9.3. ToroB K
o0ecIeueHn o

s dekTuBHOrO
HCIIOIL30BaHUS u
COXPaHHOCTH
Z[OKyMeHTHI)IX
dhonI0B

3HaeT: HOPMATHBHO-IIPABOBYIO
JIOKYMEHTAITUIO 110
(hopMUPOBAHHUIO JTOKYMEHTHBIX
(hoHIIOB;

YmMmeer: onpeaeniTs
COOTBETCTBHUC BEJICHHS U y4eTa
JIOKyMEHTHOTO (hoHIa
001eo0pa3oBaTeIbHON
OpTraHM3aIlA HOPMATHBHBIM
TpeOOBaHUSM;

Buaaneer: TexHOIOTHAMU

3¢ PEKTHBHOTO UCIIOIB30BAHUS 1
COXPAaHHOCTH JJOKYMCHTHBIX
(honHIO0B 00pa30BaTEIHLHON
OpraHu3aIIH

ITucemenHsId onpoc

4. O0beM, CTPYKTYpPA U CO/iepPKAHME TN CHUILIHHBI.

4.1. O0beM TUCHUILIHHBI COCTABISET 63aueTHBIX €IUHULL, 216 akageMHUYecKHX Jaca.
4.2. CTpyKTYypa TUCHUNIHHBI.
OuHoe oTaeIeHHE

4.2.1.CTpyKTypa TUCIUILUIMHBI B O9YHON opme

Buabl yueGHoii padoTbl, BKIIOYAS
CaMOCTOAITEIbHYI0 pa0oTy CTyeHTOB (B

yacax)
= ®opMbl TEeKYLIET0
= e o g . KOHTPOIsA
Pa3aesbl M1 TeMBI g ) é 2 =
= = o ® E= = = z| YycmeBaeMOCTH H
Ne JTUCIHUIIINHBI 5 = S = &= $ 43 .
&) = 5o = = = S| HNPOMEKYTOUHOH
n/n 10 MOAYJISIM Z = =® g8 = g s g
> g E 2z =52 aTTeCTAIUH
= = 8 3] g © m
2 = = 2
= = <
®)
Mopyib 1. JIOKyMEHT KaK COUMOKYJIbTYPHbIH (PeHOMEH
1 CraHoBnenue u pasButHe | 1 2 4 1 YcTHBIN onpoc
OTEYECTBEHHOI'O
JIOKYMEHTOBEICHHUS.
2 Mecto pokymeHToBenenus | 1 4 1 IIncemenHas
B CUCTEME HayK pabota
3 ITpoucxoxnenue 1 2 1 @poHTANBHBIN
JIOKyMEHTa u ero OIpoc
COLIMAJIbHAS CYHITHOCTh
4 CeoiictBa u  mpusHaku | 1 2 1 YeTHBII onpoc
JIOKYMEHTa
5 QDYHKIMH IOKyMEHTa 1 4 1 OsuIonpoc
6 Knaccudukanus 1 2 2 1 ITpoBepka
JIOKYMEHTOB ... KOHCIIEKTOB
7 HNudopmannoHHble 1 2 2 YcTHBIN onpoc
Oapbepbl




3HaKH, 3HAKOBBIE CHCTEMBI
1 WX KJacCUpUKaIus

MonaynbHIA
KOHTPOJIbHAs

Hmozeo no mooynio 1.

10

18

10

Moayab 2. CBOMCTBA U CTP

KTYPa A0OKYMEHTHPOBAHHOI HH(pOPMAIIUH

IMousaTue
JIOKYMEHTUPOBAHUSI.

1 2

2

1

OpoHTaTBHBIN
oIpoc

3HaKH, 3HAKOBBIE CHCTEMBI
U MX KJIacCUpUKaIus

ITucemennas
pabora

IMousarus «cI1oco0
JOKYMEHTHPOBAUS»,
«cpencTBa
JOKYMEHTHPOBAHUS,
«cucreMa
JOKYMCHTHPOBaHUS.

YceTHBIN onpoc

TpaguuuoHHble  CcIIOCOOBI
JOKMEHTUPOBAHUS

YcTHBII onpoc

DNEeKTPOHHOE
JIOKYMEHTUPOBaHUE

YcTHBII onpoc

MarepuanbHble  HOCHUTENIN
JOKYMEHTHPOBAHHON
uHpopManun

IIpoBepka
KOHCIIEKTOB

JIOKYMEHTHOMN
PexBusutel

CrpykTtypa
uHpOpMaLUH.
JIOKYMEHTa

OpoHTaTBHBIN
orpoc

DopMyIsip COBPEMEHHOTO
YIPaBIEHYECKOIO
JOKYMEHTa

IIpoBepka
JIOMalIHETo
3aJlaHus

Texkcr nOKyMeHTa M €ro
(HKITMOHAJIbHBIE
0COOEHHOCTH

MonynbHIsA
KOHTPOJIbHAS

Hmoeo no mooynw 2:

1 8

16

10

HUTOI'O:

18

34

20

3a4CT

Bropoii cemectp

Moayas 3.

I[OKyMeHTHaﬂ KOMMYHHKaAIUS

Jenonpou3BoacTBO M €ro
crta”oBlieHue B Poccun

2 2

2

HopmaTtuBHo-1ipaBoBas
0a3a JIeonpOn3BOJICTBA

Yuudukanus u
CTaHIapTH3AIUS B
JIEIIONPOU3BOICTBE

OO0ue HOpMBI U TpaBUIIA
COCTaBJICHUS IOKYMEHTOB

bnanku HJOKYMCHTOB

YucnurenbHbIe B
JIOKYMEHTaxX

Hmoeo no mooymo 3:

2 12

10

12

Monay.ab 4. JIoOKyMeHTHAasl 1eATeIbHOCTh

Tewma 1. Opopmnenue

OpraHn3allMOHHO-TIPABOBLIX

2 2

™~

®poHTaTBHBIN

oIpoc




JIOKYMEHTOB

Tema 2. Odopmuenue | 2 2 2 2 dpoHTaTBHBII
pacropsIuTeIbHBIX OTpocC
JIOKYMEHTOB
Tema 3. Odopmienue | 2 2 2 2 DpoHTATBHBIH
nH(OPMALIMOHHO- orpoc
CIIPaBOYHOM JOKYMEHTALMU
Tema 4. CoBpeMeHHOE 2 2 2 2 KoHnTtposbHas
JIeTI0BOE MHUCHMO pabota
Tema 5 JlokymeHTaIus 1o 2 2 2 dpoHTaTBHBII
TPYAOBBIM OTHOLICHUSM OIpoc
Tema 6. Opranuzamus | 2 2 2 dpoHTaTBHBII
paboThI ¢ JOKYMEHTaMHU oIpoc
Tema 7. 2 2 2 [Tposepka
Kondunennuansueie KOHCIIEKTOB
JOKYMEHTBI U OpTaHU3aAIHS
3aIlUTHI OT
HECaHKLIMOHUPOBAHHOTO
J0CTyma
Tema 8. [lenoBeie u 2 2 2 @OpoHTANBHBIN
JUYHOCTHBIE Ka4eCcTBa orpoc
cekperaps-pedepeHTa
.DTHKa CEKPETapCcKOro
Tpyaa

Uroro: 36 |10 12 16 MonynbHas

KOHTPOJIbHAS
pabora
Moayab 8. JIOKYMEHTHBIE pecypchl

Tema 1. IlonsTue 2 2 2 2 OpOoHTANIBHBIN
«HGOPMAIIIOHHBIE onpoc
peCYpChI» U UX 00IIas
XapaKTepUCTHKA
Tema 2. [lokyMeHTHBIE 2 2 2 OpOoHTANIBHBIN
MIOTOKH M JJOKYMEHTHBIC OTIpoC
KaHAaJIbI
Tema 3. [lepcoHanbHbIe 2 2 2 ®poHTANIbHBIN
JOKYMEHTHBIE PECYpCHI orpoc
Tema 4. JlokyMeHTHBIE 2 2 2 2 ®poHTANIbHBIN
pecypchl OMOIMOTEK U onpoc
My3€eeB
Tema 5 PacnipeneneHubie 2 2 2 2 OpoHTATBHBIN
JIEKTPOHHBIE PECYPCHI oIpoc
Tewma 6. 2 2 2 [IpoBepka
WNudopmannonusle KOHCIIEKTOB
TEXHOJIOTUU KaK CPEICTBO
MIOBBIIIEHUS
s dexTuBHOCTH
JIeJIOTIPOU3BOICTBA
Tema 7. CoBpeMeHHBIE 2 2 4 Komnoksuym
cpeacTsa

TEJIEKOMMYHHKAIUN U UX
[IPUMEHEHHUE B




ACJIOMMPOU3BOACTBE

Hroro: 36 10 10 16 MopynbHas
KOHTPOJIbHAS
paborta

Moayab 9. IloaroroBka K 3K3amMeHy

. DK3aMeH 36 36
Hroro: 36 3K3aM€EH
Bcero 144 | 32 32 44 3K3aM€EH

2.2.Coaep:xanmne Kypca

Mopnyas 1. Moayas 1.. JlokymMeHTOBeleHHe KaK Hay4YHAasl M CUMIIJIMHA

Tema 1. BBenenne. Ilpenmer, coaepkanue, 3axa4u Kypca. MeToabl ero u3y4eHmusl.

[Ipenmer, copepxaHue, 3aJaud Kypca U METOAbl €ro u3yuyeHus. J[okymMeHTOBeleHHE —
JUCLUIUIMHA, U3y4arollas 3aKOHOMEPHOCTH 00pa30BaHMsl JOKYMEHTOB, CIIOCOObI UX CO3JaHUS U
Pa3BUTUSI CUCTEM JOKYMEHTAIMH. 3ap0K/I€HUE HayYHBIX 3HAHUN O JTOKyMeHTe B KoHle XIX —
nepBoil nososuHe XX B. Teopust nokymenTa. Mcropust cranoBiieHus JokyMeHToBeaeHHus. O630p
pa3BUTHS TOHUMAHUS JOKYMEHTOBEICHUS KaK HAyYHOW TUCHMIUIMHEL. JucKyccust 00 00beKTe u

CTPYKTYpE JOKyMEHTOBelIeHHs. MeToapl MCCIeOBaHUs JIOKYMEHTOBEIUECKUX MpoOieMm.
OO0rmieHayuYHbIE U CICIIUATBHBIE METOBI.

Tema 2.. IlonsTHe o0 JgokymeHTe. @OYHKIHOHAJBLHBIH aHAJM3 JOKYMEHTA.

[loHATHE O JOKYMEHTOBEIEHUM KaK HAy4YHOH JAUCLUIUIMHE, OOBEKT M MpeaMeT
JIOKYMEHTOBECHUsI. DTalbl pa3BUTUS TOKYMEHTOBEACHUs. B3auMOCBsA3b TOKYMEHTOBEIEHUS C
JpyrMMH  HaykKamH. VICTOUHMKM B JIOKyMEHTOBEIACHMM. MeETOoAbl UCCIEJOBaHUs B
JIOKYMEHTOBEACHUH.

IIpenmer, conepkaHue, 3ajgadyd Kypca M MeToAbl ero usydeHus. CoBpeMEHHbIE
npoOiaemMbl  TOKyMeHTOBeneHUs. JlokyMeHTooOpa3zoBaHHe. YHUDHUKAIMS, KIaCCHU(PUKAIHS,
CTaHJapTH3aIMsl JOKyMeHTOB. OO0111ast XapakTepUCTHKA TEPMUHOCUCTEMBI JOKYMEHTOBEICHUSI.

MeTtoap! uccie[oBaHUs JOKYMEHTOBeIUECKUX MpodseM. OOieHayYHbIe U CHelHalbHbIE
meTonapl.  CBsI3p  NOKYMEHTOBEJNEHMS C  JAPYTMMH  JUCLUIUIMHAMM:  IIPaBOBBIMH,
MH(OPMALIMOHHBIMU, AKOHOMHUYECKUMHU U TEXHUYECKMMH. JIOKyMEHTOBEIEHHE B CHUCTEME
UCTOPUYECKMX  HayK.  B3auMoOCBA3b  JOKYyMEHTOBEACHHMS  C  HMCTOYHHMKOBEIECHUEM,
apXMBOBEJCHHUEM, JUIUIOMATHKOM, maneorpaduel, repaJbIuKod U JpPYrUMH HayYHBIMHU
HanpasieHusAMU. HazHaueHne u cTpykTypa Kypca. Meronnka U3yueHus IUCLHUIUIMHBIL.

OO0s13aTenbHas, JONOJHUTENbHAs HayyHas M ydeOHas Jnuteparypa. llepmonnueckue
W3JIaHUS.

Tema 3. CpoiicTBa M NpHM3HAKM J0KyMeHTOB. Kiaccupukauusi 10KyMeHTOB 110
NPHU3HAKAM.

HoxymentooOpasytome mnpu3Hakd. [loHATHS «CBOWCTBO JOKyMEHTa» |
«TIpu3HaK NoKyMeHTa». CooTHoumeHue NoHATUH. [IoHsATHE «BHELIHME NPU3HAKU JTOKYMEHTA»,
naHHoe B ['ocynmapcTBeHHOM cTaHnapte. PasHOBHIHOCTH JOKyMeHTa. Buasl J0KyMeHTOB,
OIpeesieMble COBPEMEHHBIMM 3aKOHOJATEIbHBIMH M HOPMAaTHUBHBIMU aKTaMH. 3aBHCHUMOCTh
(bopMBbI TOKyMEHTa OT €ro BUJA.

VYiocroBepeHHe JIOKYMEHTOB KakK MOJTBEPXkAECHUE JOCTOBEPHOCTH WH(pOpMAINY,
comepxamieiica B JgokymMeHTe. (CBoiictBa  AOKyMmeHTa. [IOJUIMHHOCTH  JTOKyMEHTAa.
TexHOJIOrMYECKUe, MPaBOBbIE, AEIONPOU3BOACTBEHHBIE CIIOCOOBI 3alMTHI JIOKYMEHTOB OT
noanenku. Kitaccudukammsi TOKyMEHTOB 110 TIPU3HAKAM.

Tema 4. Knaccudgukanusi 1OKyMeHTOB.

Knaccudukanus 1OKyMEHTOB IO Npu3HaKaM. BuIpl M pa3HOBUIHOCTU CIIyXEOHBIX
nokyMeHToB. Mepapxuueckuit u  aceTHblii  Mmeroabl  kiaccupukanuu. Pasnndsble
KJIacCCU(UKALMU  JTOKYMEHTOB: IO HWH(OPMAllMOHHONW COCTABJIAIOIIENH JIOKyMEHTa, IO
¢usnueckoil (MatepuanbHOM) cocraBisomeil. Kmaccudukamus mno crnocoly  Quxcanuu




UH(POPMALIMU, N0 CTENEHU CIOXKHOCTH, MO IOPUIMYECKOW CHie, 1O CpPOKaM HCIOJIHEHUs, IO
MPOMCXOXKACHUIO, TI0 CPOKAM XPaHEHMS, TI0 CTETIEHU 00s13aTeIbHOCTH, IO CTETIEHU YHU(DHKAIIUH.
Bunsl 1 pa3sHOBUAHOCTH ciIyKeOHBIX JOKyMeHTOB. Ha3zHaueHne pa3inyHbIX BUJOB IOKYMEHTOB.
Knaccugukarus J0KyMeHTOB 1O (YHKIHSIM YIPABJICHUS, KOMILIEKCHI CITy)KEOHBIX JIOKYMEHTOB.
3HavyeHue Kiaccu(pUKAMK TOKYMEHTOB AJIS MPAKTUKU JAEI0Npou3BojcTBa. OOuepoccuiickuit
knaccudukarop ympasineHueckor mpokymentanuu (OKVY]I). JlokanpHble KiacCU(pUKATOPHI
JIOKYMEHTOB.

Tema S. MatepuaJIbHbIe HOCUTEJIH JOKYMEHTHPOBAHHOM HH(OPMALMHU

Ilonatue «Hocutenp wuHGpOpMALMKU». OBOJIOLMS TUIIOB HOCHTENEH HH(MOPMAIMH.
JlpeBHeiimue mMarepuansl A MUcbMa. MaTtepuainbl, MpuMeHseMble s (UKCAIlMU CBEACHUHN B
JpeBHeM Mupe 1 aHTUYHOCTH. POpMa paHHUX TOKYMEHTOB.

N3o00perenne Oymaru. Pa3BuTue TEXHOJOTMM €€ W3TOTOBICHHS. DBOMIONMA TpaduKu
nucbMa. byMaxHblil HocuTenb HHGOpPMAaLUY, €T0 BUBI.

dotorpaduueckuii HocUTenb HH(poOpManuu, ero BHUAbL. [lepBUYHBIE W BTOPUYHBIC
¢dororpaduyeckre HocuTeNUM. MHUKpOHOCUTENH  BHU3yaslbHOW uHOpopmauuu. Craigpl,
TuaUITbMBI. Buneonocurenu. 3BYKOHOCHUTEIIH. dororpaduueckas ¢dhoHorpamma.
[TepcnexTrBHBIE LIU(POBBIE CPEACTBA.

TexHuueckne MarHUTHBIE HOCUTENW IS 3aluCd  KOAWPOBAaHHOW WH(pOpMAIHH.
MarsuTHble JEeHTBI, AUCKU, KapThl, TUCKETHI, (piem-namaru ans odbecneueHus: padorsr DBM.
Jucruien [uisi  AEMOHCTpalUU  M300paK€HUS JOKYMEHTa, BUJEOrpaMMbl. MarHuTHbIE
nephopaoHHbIe HOCUTENU. MarHuTHas KapTa Kak JOKYMEHT, UIEHTUPULUPYIOUHUNA JTMYHOCTh
yenoBeka. IlnactukoBble KapThl. MarHutHele HOCUTENM JUIsl 3amucu  (OHOrpaMM U
BHJICO(UITEMOB

Tema 6. CiocoObI 1 cpeiICTBA JOKYMEHTHPOBAHUS

[ToHATHS «IOKYMEHTHPOBAHUE», «CPEICTBA JIOKYMEHTHUPOBAHUS», «CIIOCOOBI
JOKYMEHTUPOBaHUs». McToprueckue atansl pa3BUTHS CIOCOOOB U CPEJACTB JOKYMEHTUPOBAHUS.
3ByKOBasi pedb, €€ BO3MOYKHOCTHM M HEIOCTaTKM B 3aKpEIUIEHMM U Iepenade HH(POpMAalUH.
[IpenMeTHBIN, 3BYKOBOW, HauepTaTeNbHBIM CIOCOOBI Mepedaud M XpaHEHUs HH(OPMALUHU.
Knaccugukanus cnoco60B J0KyMEHTUPOBAHHUSL.

Hctopuueckue  3Tambl  pa3BUTHUS ~ NUCbMEHHOCTH.  [lukrorpaguueckoe  u
aororpaduueckoe (uaeorpapuyeckoe) MUCbMO, €ro JOCTOMHCTBA, HEJOCTATKH, PUMEHEHUE B
Hacrosimiee Bpems. CioroBoe mmucbMo. @Donernueckoe (OykBeHHoe) mucbMo. Cdepa
UCIOJIb30BaHUs poHeTHYeckoro nucbMa. Ctenorpadusi.

CpenctBa TEKCTOBOTO  JIOKYMEHTHPOBAHHUS.. JIOKyMEHTUPOBAaHHE C TIOMOIIbIO
OpPraHU3alMOHHOW TEXHUKHU: TeJeTalmoB, TenedakcoB, pPEruCTPaTOPOB, OPraBTOMAaTOB U T.II..
CoBpemeHHbIE  CIIOCOOBI  JOKYMEHTHUPOBAaHUSI C  HUCIOJb30BaHHWEM  HMH(DOPMAIIMOHHBIX
TEXHOJIOTUH. Obnactb IIPUMEHEHUS TEKCTOBOT'O JIOKYMEHTHUPOBAHHS.
®oHOayIMOI0KyMEHTUPOBAHHUE. KunonokymeHnTupoBanue.
®dortonokymenTuposanue.Kinaccudukanus cpeacTs JOKyMEHTUPOBAHMSL.

Mopayasb 2. Opranusanusi J0KyMeHTHOM JesiTeJIbHOCTH

Tema 7. CTpyKTYpa 10KyMeHTa

OcCHOBHBIE TIOJIOKEHUS 110 JOKYMEHTHPOBAHUIO YIIPABIEHUYECKON NeATENbHOCTH. Buasl u
Ha3Ha4YCHHE YIPaBIEHUYECKUX JIOKYMEHTOB. Onepanun JIEJIONPOU3BOJACTBA  TIO
JIOKYMEHTHPOBAHUIO. DTallbl MOATOTOBKH TJOKYMEHTA.

I'OCT P 6.30-2003. VYuauduuupoBanusle cucreMbl JgokyMeHTauuu. YCOP/I.
TpeboBanust k odopmieHuto JgokymMeHTOB. (CocTaB U pacloJIOKEHHE PEKBU3HUTOB.
Pernamenramus odopmieHus pexkBuU3UTOB [ocynapcTBeHHBIM cTaHAapTOM.. CpaBHMTEIbHBIN
anaimu3 ['OCT P 6.30-2003 ¢ paHee nefiCTBYIOIIMMH HOPMATUBHBIMHU aAKTaMU.

TpeboBanust K OQOPMIIECHHIO TEKCTOB CIYXEOHBIX JOKyMEHTOB. CTpPYKTypa TEKCTOB
OTJIENbHBIX BHUJOB JOKYMEHTOB (IpHKa3a, MPOTOKOJa, akTa, mucbMa M Ap.). TpadaperHsbie
TEKCTHI, MPOCThIE U CIOXKHBbIE. DJIeMeHThl TeKkcTa. OCOOEHHOCTH JIeI0BOro CTHIA. Meronnka
pelaKTUPOBAHUS TOKyMEHTA. TUIMYHbIE OMIMOKU B A3bIKE U CTHJIE JOKYMEHTOB.



[TonsTue «OmaHk JOKyMeHTa». Bubl OJaHKOB U MOPSIIOK PacHoIOKEHNs PEKBU3UTOB B
Omanke (yrmoBoe u I1eHTpoBaHHOe). CoOCTaB pPEKBU3HTOB, HA3HAYCHHE, OCOOCHHOCTHU
obopMIIeHUS Pa3IUYHBIX BUAOB OjaHKOB. OcoOeHHOCTH PabOTHI ¢ OJIAHKAMHU, HMEIOIUMU
n300paxeHne repOoBOY CUMBOIIUKH.

O6mue TpeboBanus K 0GOPMIICHUIO TOKyMEHTOB. DopMaThl TOKYMEHTOB Ha OyMaXKHBIX
Hocutensax. Co3laHue TOKyMEHTOB.

Tema 8. YHupukauus u cranaapTu3anus

CooTHolleHne MOHATUH «yHU(DUKAIUI» U «cTaHgapTu3anms». Llenu, 3agauu, OCHOBHBIE
MPUHIIMIIBI, METO/IbI YHU(UKALIMY U cTaHaapTu3anuu. Hampasnenus ynuduxamm.

Yuupukanus TEKCTa JOKyMEHTa, OCHOBHBIE METOJbl. BbIJeNieHne MOCTOSHHOW H
NepeMeHHOl  uHpopMalMM B  TEKCTe, BKIOYeHHEe B  (opMmy JOKyMeHTa. Buabl
YHU(UUIUPOBAHHBIX ~ TEKCTOB. JTambl NPOBEAEHUS YHUPHUKAIMM TEKCTa JIOKyMEHTA.
OpranuzannonHoe obecrneueHue yHU(PUKAUU TEKCTOB JNOKyMEHTOB. DOpMBI MpeacTaBiIeHUs
YHU(UIMPOBAHHOTO TekcTa. KOMIO3MIMOHHAs CTPYKTypa TEKCTa. 3HaueHHEe HPUMEHEHHS
A3BIKOBBIX (hOopMyII.

YHUGUIUPOBaHHBIE CUCTEMBI TOoKyMeHTannu. OyHKuuoHampHbIe U oTpaciesbie YC/I.
CocraB pneiictByrommx YCJ. OO6mepoccuiickue yHUPHUIUPOBAHHBIE (OPMBI U CHCTEMBI
JOKYMEHTOB. Y HU(PHUKAIHSI JOKYMEHTOB B OpTraHH3aIIHH.

[TpaBoBbie OCHOBBI cTaHAapTuiauuu B Poccuiickoii @enepanuu. denepanbHbId 3aKOH
«O TEeXHHYECKOM pEeryJupoBaHUU» O CcTaHaapTusanuu. Kareropum craHgapToB M KOMILIEKC
pabot mo yHudukauuu. Pazputue yHudukanuu u crangaptuzanud. OObeKThl YHU(DUKALINU.
['ocynapcrBenHas cucrema craHfaptuzauud. CoBpeMeHHbIE IrOCyAapCTBEHHbIE CTaHIApThl Ha
JIOKYMEHTAIHIO.

Tema 9. ®opmyisip 10KYMEHTA U ero pa3BuTHE

Dopmymsip YIPaBICHYECKOTO JOKYMEHTA U €ro COCTaBHbIE YacTu (pekBU3UTHI). [ToHsATHS
«PEKBU3HUT JIOKYMEHTa», «(popMysip-oOpazery. MHIUBUAYyaIbHBIA W THIIOBOW (HOPMYIISIPHL
HcTtopuueckue sTambl co3/laHus M pa3BuUTus Gopmyisipa TEKCTOBOTO JOKyMeHTa. TurmoBas
yHUUIMpoBaHHas ¢opma JokyMmeHTa. CrenuanusupoBaHHas YyHUUUUpoOBaHHAas ¢dopMa
JIOKYMEHTa. Y HU(UIIUPOBAHHBIA JOKYMEHT.

3HaueHue TpaguUuil B OQOPMIIEHMHM JIOKYMEHTOB. 3aKperjieHHe pe3yJbTaToB
yHU(UKaLUU B cTaHAapTax, Tadenax, Aap00Max yHUGHUIMPOBAHHBIX (POPM JOKYMEHTOB.

CranoBnenue u paszpurue ¢opmynspa nokymenta XVI-XVII BB. Ilpoucxoxiaenue u
pa3BUTHE JApPEBHEPYCCKOro AokyMeHTa. Hakorenue ombita B opopmiiennn gokymenta B XII—
XV BB. ®opmynsip nokymenta XVIII B. Tlepuon kxomnexckoro nenonpousBozictsa. Gopmyssp
TeKkcToBOTO JJokyMeHTa XIX — Hagana XX BB. ®opmyisip fokymeHTa XX B.

Tema 10. CoBpeMeHHOe 3aKOHOJATeJIbHOE M  HOPMATHBHO-MeETOAUYeCKOe
odecneuenue B cepe 10Y

Knaccudukanys 3akoHOJATENbHBIX, HOPMATUBHBIX, METOJIMYECKUX MaTepHalIoB,
KacalooluXcs NOpsAAKa JOKyMEHTHpPOBaHMsS. YPOBHM TOCYHApPCTBEHHOW pErIaMEHTALUU
JIeJIONPOU3BO/ICTBA.

3akoHOJaTenpHble aKThl, yKasbl [Ipesunenta Poccuiickoit @enepaiu, NOCTaHOBIEHUS U
pacnopsbkenust [IpaBurensctBa Poccuiickoit ®Penepanuu, periaMEHTHPYIOIIUE TPABOBBIE
HOPMBI O(OpMIIEHHs TOKyMeHTOB. HampaBineHus pa3BUTHSI 3aKOHOJATEIBHOIO PETyIUPOBAHUS
JIOKYMEHTHPOBAHUSI YIIPABIECHUYECKON JAESITETbHOCTH.

[IpaBoBeie OCHOBBI cranmaptusaiuu B Poccuiickoii @enepaumu. Ykasel [Ipesumenra
Poccuiickoit  ®Depeparuu, TOCBSUIEHHbIE MOPSAKY  JTOKYMEHTHPOBAHHMSI B  CHUCTEME
rOCYJapCTBEHHOM rpaxaaHckoi cmyxObl. IloctanoBnenus IlpaBurensctBa Poccuiickoit
®enepaliv, yTBEpAUBIINE THUIIOBBIE pEriiaMeHThl (elepalbHbIX OpPraHOB HCIIOJIHUTEIbHON
BJIACTH.

lNocynapcrBenHble (HallMOHAIbHBIE) CTAHAAPTHI HA TOKYMEHTALMIO, PErJIaMEHTUPYIOIIHE
coCTaB U 0POPMIICHHE PEKBU3UTOB CITyKEOHBIX JOKYMEHTOB.



O6mepoccuiickue  KIacCUPUKATOPHl  TEXHUKO-DKOHOMHYECKOM W COLMAIBLHOMN
uHpopManuu. MeToauuecKkue Marepuaibl MO AENONPOU3BOACTBY OpraHU3alMi, YUpeKICHHH,
bupm.

Tema 11. @opMyJisip COBPEMEHHOI0 YIIPABJIECHYECKOI0 JOKYMEHTAa

OCHOBHBIE TIOJIOKEHUS 110 JOKYMEHTUPOBAHUIO YIIPABICHUYECKON AEATENbHOCTH. Buabl n
Ha3Ha4YCHUE YIPaBIEHUYECKUX JIOKYMEHTOB. Onepaunn JIEJI0NIPOU3BO/ICTBA 1o
JOKYMEHTHUPOBAHUIO. DTaIlbl HOATOTOBKU JOKYMEHTA.

Pa3zButne yHU(UIIUPOBAHHON CHCTEMBI PaclOpSIUTEIbHON JOKyMEHTaluu. BHenpenue
I'OCT P 6.30-97, Buecenue B Hero um3ameHenuii ['OCT P 6.30-2003. YuudumupoBaHHbIC
cuctembl nokymentanuu. YCOPJl. TpeGoBanus k odopmieHuto maokymeHTOB.. CocTraB u
pacrosoXeHue peKBU3UTOB. Pernamenranus odopmiieHus pekBU3UTOB [ocynapcTBEHHBIM
cranaapToM. Ilpunoxenusa k crannapty. CpaBuutenbHblil ananus 'OCT P 6.30-2003 c panee
JIEHCTBYIOIIMMHA HOPMAaTUBHBIMU aKTaMHU.

Crpykrypa nokymeHTa. @opMyiisip COBPEMEHHOIO YIIpaBJIeHYeCKOro JokyMeHTa. CocraB
PEKBU3HUTOB, CLIOCOOBI HX pacronoxenus. [locTosHHas, nepeMeHHas 4acTh PEeKBU3UTOB.

TpeboBanust kK 0POPMIICHHIO PEKBU3UTOB 3ar0JIOBOYHOM YacTh JTOKyMeHTa. TpeboBaHHS
K O(QOPMIICHHIO TEKCTOB CIY>KEOHBIX TOKYMEHTOB. DTambl MOJArOTOBKM TeKcTa. PyOpukaius
TEKCTa Ha pas3jaeibl, moapasaensl. Hymepamus pasnenoB, odopMmieHHE 3aroJioBKOB, ad3ara.
CTpyKTypa TEKCTOB OTAENbHBIX BUAOB JOKYMEHTOB (TIpHKa3a, MPOTOKOJIA, aKTa, MUChbMa U JIp.).
[TonsiTue «OmaHK JOKyMeHTa». Bujbl OJaHKOB U MOPSIIOK PacHoIOKEHUsT PEKBU3UTOB B OJaHKe
(YrioBoe 1 EHTPOBAHHOE).

Mopayasb 3. CucreMbl J0OKYyMeHTaAlUH

Tema 12.CucreMbl JOKYMEHTAIlUH

[lonATnst «cucremMa AOKyMEHTAllMM» W «YHU(HUIMPOBAHHAS CHUCTEMA JOKYMEHTALIUH.
Hctopust popmupoBaHust cucteMm B Jei0npou3BoacTBe. CUCTEMBI JOKYMEHTALUN YUYPEKIACHUN
nopeBosoniionHon  Poccun.  @opMmupoBaHue cHCTEM B coBeTckoe Bpemsi. OcHoOBaHUS
KIacCU(pUKAUU  CcHUCTeM, YyHUPHUKAUA HMX CcOCTaBa. YHUQPUIUPOBAHHBIE  CHCTEMBbI
JIOKYMEHTalluy, JeHCTBYIOIME B HacTosIee BpeMs. ['ocyiapcTBeHHas cucteMa JOKYMEHTAlUH.
@YHKIMOHAIBHBIE, OTPACIEBBIE U BEJOMCTBEHHBIE CHUCTEMBI JOKYMEHTAlUU, UX B3aUMOCBS3b.
KopnopatuBHast cucrema pokymeHTanuu. BsaumopeiictBue cucrteM. YHUGUIIMPOBAHHAS
cucTeMa OpraHU3alMOHHO-PACTIOPAAUTENbHON AoKyMeHTauu. OCOOEHHOCTH CHCTEMBI, €€
COCTaB.

YHuUuUpoBaHHas cUcTeMa NEPBUYHOM YYeTHOW JIOKYMEHTAalluu IO TPyAy U €ro
omiate. Crucrema U KOMIUIEKCHI KaJIpOBOW JIOKyMEHTaluuu. JIOKyMeHTalus 1o JINYHOMY COCTaBy
— TPYJOBBIE JOTOBOPBI, MPUKA3BI 110 JTUYHOMY COCTaBY, TPYJIOBbIC KHIDKKH. YHUPHUIIMPOBAHHBIC
(GbopMbI MEpBUYHON YYETHOH JAOKyMEHTAIMM 10 TpyAy U ero omiare. Cuctema Oyxraiarepckoit
nokyMmeHTauuu. [lopsnok 3amonHeHus YHUGUIMPOBaHHBIX ¢GopM. Bunael Oyxranrepckoi
JIOKYMEHTal1H.

PazpaboTka yHH(UIMPOBAHHBIX CHCTEM JOKYMEHTAllMH, 3aKpeIUIeHHEe MX COCTaBa B
OKV]l. XapakrepucTtuka YHUPHUIIMPOBAHHBIX CHUCTEM JOKyMEHTAIlMu. [ OCymapCTBEHHbBIE
CTaHAapThl HAa YHU(DUIIUPOBAHHBIE CUCTEMBI.

Tema 13.. /lokyMeHTHBIE pecypcChbl.

CoBOKYIHOCTh JTOKYMEHTOB B oOiectBe. [loHATHe MH(OpMAIMOHHBIE pecypchl B
pa3HbIX HAyUYHBIX U MPUKIATHBIX AUCHUIUIMHAX. MacCuBbI JOKYMEHTHPOBAHHON MH(OpMAIHH,
YIOPSIIOYEHHBIE ONPEAETICHHBIM 00pa30oM NPEACTaBISAIOT cO00M KOMIUIEKCH JOKYMEHTOB.

VYBenuuenne ob6beMa JTOKYMEHTOOOOpoTa B ympaBieHueckon chepe. HeobxomumocTs
peryaupoBaHMs Tpolecca JTOKyMEHTOoOpa3oBaHUs. 3ajaya yIpaBlieHHs JOKyMEHTaluend B
opranuzanusax. HeoOXoauMblii KOMILUIEKC JOKYMEHTOB JJisi oOecreueHus Kaxjaoi (yHKuuu
ynpasieHusi. MexorpacieBas U oTpacieBast yHU(UKAIUA (GOpM yIpaBIeHYECKUX JTOKYMEHTOB.
CoBpeMeHHbIE 3a/1a4Hl [TPABOBOI0 PEryJIMPOBaHUS Mpoliecca 00pa30BaHUs JOKYMEHTOB. DOpMbl
IIPaBOBOI'0 PETYJIUPOBAHUS.

Tema 14. JlokyMeHTHasi KOMMYHHKALIMHU
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CynrHocTh 1 0COOCHHOCTH JIOKYMEHTHON KOMMYHHUKAIMHU. [[BHKeHHE COIMaTbHOM
uH(GOPMALIUK TPOUCXOIUT MEXKAY CyObEeKTaMH KOMMYHHUKAIMOHHOTO B3aWMOJeHcTBus. B
3aBUCUMOCTH OT YHUCJIEHHOCTH YYaCTHUKOB KOMMYHHKAIIMOHHOT'O IPOLIECCA BBIACISAIOT BUbI
conuanbHOW KoMMyHuKanuu. ConuanbHas KOMMYHHKAIUS MOXET OBITh YCTHOM U
JOKYMEHTHOM. JIOKyMeHTHasi KOMMYHHUKAllUS B COBPEMEHHOM MHpE TMpeACTaBIsieT coOoi
Pa3BETBJICHHYIO, MHOTOYPOBHEBYIO cUCTeMy. [loKyMEHTHAass KOMMYHHUKAlLUS OTPaXaeT CTEIEHb
pa3BUTHUs 00LIECTBA

Tema 15. CoBeplieHCTBOBAHNE IOKYMEHTALMOHHBIX NPOIECCOB

VYnpasiieHue JOKyMEHTAallMOHHBIMU Tporeccamu. MHpopMalus — MoJIHOUEHHBINH pecypc,
BRXHBIA JJIEMEHT COIMATBHOW U TOJMMTUYECKOUN >KM3HHU oOmiecTBa. DakToOphl, BIUSIONUE HA
yBeNnuueHue oObema HH(pOpMAlMM M KOJMYECTBA JOKYMEHTOB B COBPEMEHHBIX YCIOBHSX.
BiusHre  HayYyHO-TEXHHYECKOM  pEBONIONMH Ha  MHGOPMAIMOHHO-JIOKYMEHTAIIMOHHBIC
MIPOLIECCHI.

[IpoGneMbl aBTOMATH3aIMU YIPABICHUS JTOKyMEHTalMed. 3ajauu yHopsSAOYCHHS U
perjilaMeHTallui BEJAEHUs JIOKYMEHTAallUM Ha HETPAJMLMOHHBIX HOcUTensx. Mcnosb3oBaHue
WH()OPMAIIMOHHOTO MEHEKMEHTA KaK HOBOM METOJ/IOJIOTHUU MOCTPOCHUSI CUCTEMBI YIIPaBICHUS
JIOKYMEHTALUE.

[IpuMeHeHne HOBBIX TEXHOJIOTHI B JOKYMEHTHPOBAHUH.

DNEeKTPOHHBINH JOKYMEHT U MpobiiemMa ero npaBoBoro craryca. [lpunanue opuanueckoit
CHIIBI JTOKYMEHTY B OJJIEKTpOHHOH ¢opme. OCOOEHHOCTH COTJIACOBAaHHS 3JIEKTPOHHOTO
JTOKYMEHTa. BO3MOXXHOCTb YCKOpEHHUs MpPOIEAYpbl COIVIACOBaHUS. IJIEKTPOHHO-IU(BPOBaAs
MOJTHCH.

Hcnonb3oBaHWe KOMIBIOTEPHBIX TEXHOJOTHM TMpPH  CO3JaHUM U OPOPMIICHUU
TOoKyMeHTOB. [Ipumenenue 0a3 JaHHBIX, MAOJIOHOB, TEKCTOBBIX penakTopoB. [Iporpammubie
MPOJYKTHI M0 JIEJIONPOU3BOJCTBY. TE€KCTOBBIE PENAaKTOPhI, CIOBAPHU, MPOBEPKA TPAMOTHOCTH U
opdorpaduu.  bezmoxkymeHTHbII  0OMeH  uH(OpManued B yOpaBICHHH.  3aJayu
MH(OPMALIMOHHOTO MEHEIKMEHTA.

4.3.2.Coaep:xaHue -MPAKTUYECKHUX 3aHATHH MO JMCUMUILINHE
TeMbl NPAKTUYECKHUX U CEMHUHAPCKUX 3aHATHI
Temal. TeopeTnueckue 0OCHOBbI IOKYMEHTOBEICHHUS
Bonpocwt ons oocyscoenus:
[Tpenmocbuiku  GOPMUPOBAHUS JITOKYMEHTOBEIEHUS KaK HAyKH. 3apoXJACHHEe U pa3BUTHE
WHCTUTYTA JTOKYMEHTUPOBAHUS UHPOPMAIIUH.
XapakTepucTuka mpeaMera, oOBekTa  JoKyMeHToBeneHHs. COOTHOIIEHHE  TOHATUHN
«JIOKYMEHTOBEJICHUE», «JIETOIPON3BOJICTBOY, «IOKYMEHTAIIMOHHOE 00€CTIeUeHNE YITPaBICHUS.
Bxnan K. I'. Mursesa, A. U. CokoBoii, B. H. Jlapuna, B. /1. banactokesuua, T. B. Ky3Henosoii,
M. I1. nromeHKo u APYyTrux CIEnUaaIucTOB B Pa3BUTHE OTEYECTBEHHOTO JOKYMEHTOBEICHHUS.
MexauciuuninHapHasl CBs3b IOKYMEHTOBEICHUS B CUCTEME HayK.
CoBpeMeHHast TepMHUHOJIOTHS B 00JIaCTH JIETIOTPOU3BO/ICTBA.

Tema 2. IlonsiTHe 0 JIOKYMeEHTE
Bonpocul 011 0b6cysrcoenus:
OBOJIOLMS TOHATHS «TOKYMEHT.
CoBpeMEHHBIE TEPMHUHBI <«JIOKYMEHT», «IOKYMEHTHUpOBaHHas HWH(popMarms», «uHpopMaIms» B
JIOKyMEHTOBEJIEHH. B3auMOCBS3b TOHSTHIA.
TpeGoBanus kK HTHPOPMAIUH, 3aKPETUIIEMON B TOKYMEHTaX.
TpakToBKa MOHATUA «TOKYMEHT» B IPYTUX OTPACIISIX HAYKHU.
[ToHSTHS «IIEKTPOHHBIN TOKYMEHT», «IJIEKTPOHHOE COOOIIEHUEY.

Tema 3. DyHKIIHOHAJIBHBINA AHAJIN3 JOKYMEHTA
Bonpocul onsa 0bcyscoenus:
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Knaccudukanms pynkmuit gokymenta. [IpakTudeckass 3HaYUMOCTH BbIACICHUS (PYHKIUN B
JIOKYMEHTaXx.

Xapakrepuctuka ¢QyHkiui. [Ipumepbl JOKYMEHTOB, B KOTOPBIX JTOMHHHUPYIOT OINpeAeicHHbIE
byHKIMN.

Tema 4: Kinaccudukanust AJOKyMeHTOB 110 IPU3HAKAM
Bonpocwt ons oocyscoenus:

JlokyMeHTOO0Opa3yIomye NpU3HaKy TOKyMEHTA.

KOpunnueckas cuiia JOKymMeHTa.

KonuitHOCTh TOKYMEHTOB.

OpUrnHaJIbHOCTb, NOJJIMHHOCTD JOKYMEHTOB.

Breunue npusHaku JTOKyMEHTOB.

[lonsiTHE «METaaHHBIE» JOKYMEHTA.

Hepapxuueckuii U haceTHBIN METO KiTaccu(UKAIIMK JOKYMEHTOB

Tema 5. Cioco0bl JOKYMEHTHPOBAHMS
Bonpocul onsa obcyscoenus:
JpeBHeiimue crocoObl nepenayn NHPOPMALUH.
Oranbl pa3BUTHUS CIIOCOOOB JOKYMEHTUPOBAHMUSL.
TexHnuyeckoe JOKYMEHTUPOBAHUE, 001aCTh TPUMEHEHUS.
@DOTOJOKYMEHTUPOBAHUE: HCTOpUS pa3BUTHs, 3HAYCHHE (POTOJOKYMEHTOB B pPa3jIMYHbBIX
00JacTsX AeSITeIbHOCTH YEJI0BEKa.
@DOHOIOKYMEHTUPOBAHUE: BOSHUKHOBEHHE, IPUMEHEHHE.
BuneonokymeHTHpOBaHNE Kak criocod 3anucu nHpopmanuu. Vcrnonp30BaHne BUACO3AHCH.
DJEeKTPOHHOE JOKYMEHTHUPOBAHHUE.
Tema 6. CpeacrBa 10KyMEHTHPOBAHUA
Bonpocwt ons obcyacoenus:
[peBHelmme npupoaHble CPEACTBA JOKYMEHTUPOBAHHS.
Bo3HuKHOBEHNE crieUaTbHBIX TEXHUYECKUX CPEJICTB JUIS 3alUCH UH(OPMAIIHH.
Knaccudukanus u BUABI COBPEMEHHBIX CPEACTB JOKYMEHTHMPOBAHHA. 3aBHCHUMOCTH criocola
JIOKYMEHTHPOBAHUS OT MPUMEHAEMOT0 JJIs 3alIMCH HH(POPMAIIUU CPEACTBA.
XapakTepucTUKa COBPEMEHHBIX CPEJICTB JOKYMEHTHPOBAHUSI.

Tema: CuHkBeiiH
Metoauka npoBenenusi: CTyfeHTaM NpeuiaracTcs TepMUH «1oKyMeHT». K naHHOMy
TEPMHHY HY>KHO NOA00paTh 2 MpuiaraTelbHbIX, XapaKTePU3YIOINX TaHHBIH TEPMHH; 3 TJarona,
PaCKpBIBAIOLINX €ro (PyHKIHUIO; (pa3y U3 4 B3aMMOCBSI3aHHBIX CIIOB M CHHOHUM.
Tema: CTpykTypa 10KyMeHTa
Metonnka npoeaeHusi: Kaxaplii CTyA€HT NOITy4aeT KOMIUIEKT JOKYMEHTOB (KHUTa,
KYpHaJ, PENpoOAyKLHs, HU3JaHUE C WUIIOCTPAUUsIMU U T.I.) U ONpPEHENseT CTPYKTYypy
(BHYTPEHHIOI0O W BHEIIHIOKW) KaXJIOro JOKYMEHTa, BBLAEISET IPOCTOM, BKpAIUIEHHBIH |
COCTaBHOM JIOKYMEHTHI.
Tema: KosinuecTBeHHBbII aHAIU3 TOKYMEHTOB
Metoauka nposeaeHusi: Kaxxplil CTyI€HT MMOJy4YaeT KOMIUIEKT «EKerogHuKa KHUTH»
(«Knuru Poccuiickoit denepanuny») 3a nocnenuue 10 nmer. BeibpaB mpeamerHyio pyOpuKy,
CTYJIEHT IOJICUMTHIBAET KOJIMYECTBO HM3JAHHBIX B KaKJIOM rOAy JOKYMEHTOB IO 3TOW TeMme. B
KOHIIE pa0OTHI JieNlaeTcsl BBIBOJ O Pa3BUTHH TOW MIIM MHOHM OTpPaCIIH.
Tema: UHpopMannoOHHAsE EMKOCTh TEKCTA JOKYMEHTA
MeToauka npoBeaeHus:
1 3ran. CocTaBieHre 4aCTOTHOTO CIIOBAPS CYIIECTBUTENBHBIX U3 MPEMIOKEHHOTO TEKCTA.
2 3Tan. PamxupoBaHue CyIIeCTBUTENbHBIX 110 YOBIBAHUIO YaCTOThI YIOTPEOICHHUS.
3 3tan. OnpeneneHne Habopa CyIECTBUTENbHBIX, Yallle BCETO UCIOJIb3YEMbIX B TEKCTE.



4 »stan. DopMHUPOBaHME CMBICIOBOTO BBIPRXKEHUS U3 CYIIECTBUTEIbHBIX, 4Yallle BCEro
UCIIOJIb3YEMBIX B TEKCTE.
5 »3ran. Ilyrem noacdera B NPOLEHTHOM COOTHOLIEHHHM OTOOpaHHBIX CJIOB K 0OLieMy
KOJIMYECTBY BBIIIHCAHHBIX CJIOB PACCUUTHIBAETCS eMKOCTh TekcTa. Hanpumep, 5 cios u3 150 =5
*100/ 150 =%
5. Obpa3oBaTe/ibHbIe TEXHOJIOTHHU

B mpouecce mnpenonaBaHus AMCHUILUIMHBL «J{OKyMEHTOBEIEHHE» NPUMEHSIOTCS
cienyroue o0pazoBaTeNbHbIE TEXHOJIOTUU: pa3BUBalollee oOydeHue, mpodiemMHoe oOyueHue,
KOJIJIEKTMBHAsl CHUCTEeMa OOYy4eHHs, JIEKIMOHHO-3a4eTHas cHcTeMa OOydYeHHUs, TEXHOJOIHs
pa3BUTUS KPUTHYECKOIO MbllUIeHUA. [Ipy uTeHHHn AaHHOrO Kypca HNPUMEHSIOTCS Takue BUIbI
JeKIMH, KaK BBOJIHAS, JIEKIUSA-UH(DOopMaIMsl, 0030pHasi, IpoOIeMHast, JIEKLIUs-BU3yaTU3aLHsl.

VYaenbHBI BeC 3aHATUH, TPOBOJMMBIX B HHTEPAKTUBHBIX (opmax (ekmnus-oecena,
JEKLUS-JUCKYCCHUsl, JIEKLUA-KOHCYJIbTAllUsd, MpoOJieMHas JIeKUUs, JIeKIHsI-BU3yaln3anus,
JEKIHs C 3aIUIAaHUPOBAHHBIMHU OMIMOKAMHM), JIGKIIMU C HMCIIOJIb30BAaHUEM HATIJISITHBIX MOCOOHIA,
IPAaKTUYECKHE U CEMHHAPCKUE 3aHATHUS C UCIOJIb30BA"HUEM AKTUBHBIX M MHTEPAKTUBHBIX (hOpM
UX T[pPOBEACHHUS, pa30UparoTcs KeHCcoBble 3aJaHusi, MPOBOJAATCA KOHTPOJIbHBIE PaOOTHI
onpenensercs TJaBHOM 1eNbpl0  (MHMCCHEH) MIporpamMMmbl, OCOOEHHOCTBbIO KOHTHHICHTA
00y4aroluXcsl U COAEP)KAHUEM KOHKPETHBIX IUCLUIUIMH, U B LIEJIOM B Y4EOHOM Ipolecce 1o
JAHHOM TUCLMIUIMHE OHU JIOJIKHBI COCTABIATh HE MeHee 20 yacoB ayJJUTOPHBIX 3aHATUN

B nponecce uzydenus Kypca y CTyI€HTOB Pa3BUBAIOTCSI TAKUE METO/bl MBIIIJICHUS, Kak
BBIJIBUKEHUE THIIOTE3 U (hOopMyIupoBaHUE NMpoOieM, aHalIU3, CUHTE3, UHIYKIHs, 1eAyKLus, ad-
CTparupoBaHue, KOHKpeTU3alys, 0000IIeHrne, OrpaHIYCHNE, AaHATIOTHS, IPOTUBOIIOJIOKHOCTD.

IIpu opraHuzanuu CcaMOCTOSATENBHOM pPAabOThl Ha 3aHATUSAX HCIOJIB3YIOTCS TaKue
o0pa3oBaTesbHbIE TEXHOJIOTUU KaK: pa300p KOHKPETHBIX CHTyaluid, paboTa ¢ IOMOJHUTEILHON
JUTEPATypPO, HOJrOTOBKA YCTHBIX JJOKJIA/10B.

VYuebnas paboTa moapa3nesseTcss Ha CIEeAYIONIUe BHUJIBL: 3aHATUS B ayJUTOPUU M CaMO-
CTOAITENIbHYIO paboTy CTY/IEHTOB.

B ayautopun npoBoAsTCS JEKUNU U MPAKTUYECKUE (CEMUHAPCKUE) 3aHSITHS.

Opzanu3ayus 1eKUUOHHBIX 3AHAMUTL

[lepBoe nexMOHHOE 3aHATHE OTIMYAETCS OT OCTAJbHBIX 3aHSATHI BBOJHON YacThIO.
BBosHas 4acTh 3aHATHS TPOUCXOJUT CIETYIOUMM 00pa3oM:

- 3HAKOMCTBO C y4eOHO rpymnmnoi (rpynmnamu);

- PEKOMEHJyETCs CIUCOK JINTEPATYPHI ISl CAMOCTOSITEIBHOTO U3YyUEHUS 110 IPEIMETY U
JTaeTCsl CChlIKAa Ha MporpaMMy TUCIUIUIMHEI B ceTu Internet;

- J1aeTcs KpaTKas XapaKTepHCTUKa AUCHUILTUHBI « Teopus JOKyMEHTOBEIECHU;

- omnucaHue 00pa3zoBaTENIbLHOTO MpoIiecca M0 JUCIUILUINHE B TEUEHUE CEMECTpa.

ITocne aTOro HauMHaeTCs Nepexo K TeMe nepBoi JeKuuu. CTyAeHThI 3allUChIBAIOT TEMY
JIEKIIMU ¥ BOIIPOCHI, KOTOpbIe OyIyT paccMaTpuBathcs B Hell. [lanbile m3nararoTcs mocienona-
TEJIbHO BCE BOMPOCHI MO AaHHOW TeMe. [To Mepe HeoOX0AMMOCTH Ha JTOCKE PUCYIOTCS JUarpam-
MBI, TpaUKH, TaOIULIbI, KOTOPbIE 3aHOCAT B KOHCHEKT CTYAEHTHI. JIEKIINM MPOXOJAT B aKTUBHOMN
dopme: B X0/1€ JEKIUH 33/1al0TCSI BOMPOCHI ayAUTOpUH. [IpuBETCTBYIOTCS BOIPOCH OT CTYAEHTA
K [IpernoaBaTelto.

IIpumeuanue. Bo Bpems IpoBeNeHUS JEKLIMOHHBIX 3aHATHI BO3MOXXHO IPUMEHEHHE
ayJlno - BU3YalbHBIX CPEACTB TEXHUUECKUX CPEICTB.

Opzanuzayusa npakmuueckux 3auamuii (CemMunapoa)

[IpakTnueckue 3aHATUS (CEMHHAPBI) COCTOSAT M3 YCTHBIX JOKJIAJ0B CTYJIEHTOB, OpraHu-
3allMM JUCKYCCHUM U PeLeHus 3a7ad B PEKUME COPEBHOBAHMIA.

YcTHBIE AOKIIAAbl OPraHU3YIOTCS CIEIYIOIINM 00pa3oM:

¢ [IPOCITYUIMBAETCS BHICTYIIEHUE CTYA€HTa N0 N30paHHOHN TeME;

® CTYJIEHT, BBICTYNMBIIMNA C JOKJIaJ0M, OTBEYaeT Ha BONPOCHl OT TPYIIbl WU
IpenoaaBaresis, KOTOpble BOSHUKAIOT MIOCIIE BBICTYIUICHUS;

e mpernojaBaTeib JaeT OOIIyI0 OLIEHKY BBICTYIUICHHIO, B KOTOPOM YKa3bIBaeT Ha €ro



JIOCTOMHCTBA U HEJJOCTATKU U CTaBUT OLICHKY CTY/AEHTY 3a BBICTYILICHUE.

BricTynuieHus OIIEHUBAIOTCS 110 CIEIYIOIIUM KPUTEPUSIM:

® [10 CTETIEHN COOTBETCTBHSI COJIEP)KAHMSI TEME JIOKIIAa;
® [10 [TOJIHOTE OXBAaTa M INIyOWHE 3HAHUS IPEIMETA;

® YCTKOCTH U apTyMEHTUPOBAHHOCTH OTBETA;

® [10 YPOBHIO M3JIO’KEHHS MaTepHalla CTyICHTaMH.

Opeanuzayus peuieHus 3a0a4 8 pexicume CopesHOBaAHUS.

I'pynme mpearaercs 3aj1a4a, KOTOPYIO HAJ0 PEIINTh MPABHIILHO M OBICTPO, HACKOJIBKO
3T0 BO3MOXHO. Eciin HabmogaeTcst 3aTpyAHEHNE B PEILIEHUH, TO BbIIAIOTCA MOICKa3KU, KOTOPHIE
CHOCOOCTBYIOT PELICHMIO 33a/1aui. B pemeHusx 3aay OLeHUBACTCs SICHOCTh, YETKOCTh, JIOTHY-
HOCTb, a TaK)Xe OBICTPOTA pellieHHs. 3a MPAaBUIbLHOE U ONEpPaTUBHOE PEIICHUE CTYJIEHTHI MOJy-
4aloT OlEeHKHU. Ecny ke M mociie MOACKa3Ku y TPyMIbl cOXpaHsercs mpolieMa ¢ pelieHuemM
3aJa4M, TO IMpernojaBaTellb Ha JOCKE MOKa3bIBACT IPYIIE MOJHOE PElIeHHE ¢ MOJAPOOHBIM 00b-
SICHEHHEM METO/1a PELICHHUS 3a/Iauu.

6. YueOHO-MeTOAMYECKOE 0O0ecieYeHHe CAMOCTOSATeIbHOM PadoThI CTYACHTOB.

MeTtonnyeckue peKOMEeHJAANMH IO CAMOCTOATEJbLHOH padoTre 00y4yarOUUXCH M
HU3yYEeHHUIO TUCUHHUIIHHBI.

B npomecce yueOHOW MAEATENBHOCTH OrPOMHAsi pOJb OTBOAMTCS OpPTaHHU3ALUU
CaMOCTOSITENIbHOI paboTe CTYIEHTOB, KOTOpasi TECHBIM 00pa3oM B3aMMOCBSI3aHa C ayJUTOPHOM.
CamocrosTenpHas paboTa CTyJIEHTOB HallelieHa Ha paboTy CTYACHTOB C IEPBOMCTOYHHKAMH,
pelycMaTpuBaeT aHalu3 MpOOJEeMHBIX CHUTYyallMi, CBS3aHHBIX C (opmupoBaHuEM (HOHIIOB
OMOIMOTEK pa3HBIX TUIIOB.

OCHOBHBIM BHJIOM CaMOCTOSITEIBHON paboThl CTyACHTOB siBisieTcsa pedepat. Pedeparsr
00eCreunBarOT 3aKpeIICHHEe W YIIyOJICHWH € TEOpeTHYeCKHX (OHIOBETICCKUX 3HAHUH,
nonydeHHbIX B mpouecce CPC ¢ ucrounukamu. B pedepare H0KHBI OTpakaTbes pa3inyHbIC
TOYKHU 3PEHUS CHEIHMAINCTOB OMOIMOTEYHOrO JIeNia Ha paccMaTpuBaeMyro mpobnemy. Temarnka
pedepaToB mTOCBAIICHa mpoOieMaM (GOPMHUPOBAHUS OWUOIMOTEYHOTO  (POHJOB JETCKOU
OMONMMOTEKH, PEIICHHIO CHTYallMOHHBIX 33aJad MO KOMIUICKTOBAaHUIO W OpraHu3anuu (oHma
JIOKYMEHTOB.

K camocrosTensHOM paboTe CTYIEHTOB OTHOCSATCS: MOBTOPEHHE y4eOHOTo MaTepualia C
LEJIBIO 3aKPETJIeHUs], 03HAKOMJICHHUE C JIMTepaTypol Mo JaHHOMY pa3jieiy, OJrOTOBKAa K CEMH-
HapaMm M K KOHTPOJIbHOM paboTe, pabota Han pedeparoM. Bo BpeMsi caMoCTOsATEIHHOM paboThI
CTYAEHTHI JIOJKHBI YCBOMTD MPONACHHBIA MaTepuall, 03HAKOMHUTHCS C JIOTIOJIHUTENILHON JIUTEpa-
TYpOH ¢ 1eJbio 0oJiee rTryOOKOT0 MTOHUMAaHHSI U3Y9aeMBIX BOIIPOCOB M PACIIUPEHUs KPyro3opa.

ITonroToBka K ceMHHapaM M K KOHTPOJbHOM paboTe MMeroT MHoro obmiero. B obonx
ClIy4asiX HEOOXOAMMO O3HAKOMUTBHCS C JIOTIOJIHUTEIBHOW JINTEpPATypod M TEM 0OBEMOM IpOWi-
JICHHOTO JIEKLIHOHHOT'O MaTepualla, KOTOPbIH He00X0AUM I HOArOTOBKU. OTINYne 3aKIrovaeT-
cs B 00bemax marepuana. [IonrotoBka Kk KOHTPOJIBLHOW pabOTE BBHITIOIHIETCS B 00bEME BCEX TEM,
IPOIIEHHBIX 1O KOHTPOJIBbHOM paboThl, a K CEMHUHApY - B 00beMe OJJHOM, JIBYX TEM.

CamocrosiTenbHast pabota HaJl pedpepaToM HaUYMHAETCS C BHIOOpA MCXOAHOIO MaTepHaa,
B KauecTBE KOTOPOro MOTYT OBbITh IEYaTHBbIC M3JaHMs, UCTOUHUKU U3 caifToB Internet. Ilocne
aHaJIM3a MaTepuajla COCTABJIAETCS KpPAaTKOE OIJIaBJIEHHWE MO TeMe. 3aTeM cJeayeT MocienoBa-
TEJIbHO CKOMIIOHOBATh CojiepXaHue pedepara B COOTBETCTBUU OriiaBieHueM. [lomumo Tekcro-
BOW dYacTu pedepaT MOXKET BKIIOYATh TaONMYHBI MaTephall, PUCYHKH, €CIH 3TO YyIydIIaeT
Ka4eCTBO U3JI0KEHHs. B KOHIIE M3I105KeHUS TPUBOJUTCS CIUCOK MCIIOIb30BAHHON JIUTEPATYPHI U
CCBUJIKM Ha MaTepuaibl u3 ceTH Internet, eciu 3to umeet mecro. Pedepar opopmiidioT neyaTHbIM
WJIN PYKOIIMCHBIM CIIOCOOOM, C OTJIABJICHUEM M TUTYJIBHBIM JIMCTOM.

CTyleHT [OIDKeH BECTH AaKTHBHYIO CaMOCTOSTENBHYIO ITO3HABATEIbHYIO pPadoTYy.
LlenecooOpa3Ho cTpouTh ee B (hopMe HaOII0A€HUS, SKCIIEPUMEHTA U KOHCIIEKTUPOBaHMs. BaxHo
HAYYHUTHCS BKIIOYATh BHOBB IMOJydaeMyl0 WH(GOPMAIHIO B CHCTEMY YK€ MMEIOIIMXCS 3HAHHA.
Heo6xoanMo Taxke aHaJIM3UPOBaTh MaTepHall JJisl BbIIEICHUS OOLIEro B YaCTHOM U, HA00OPOT,
YacCTHOT'O B OOIIEM.



TpeboBanus K NpeACTABJICHUIO U 0opmiieHHI0 pe3yibTaToB CPC

KonrtponbHast paboTa BbIOIHsIETCS IO OMIIEeTY, BRIOpaHHOMY oOy4aromumcsi. OTBETHI Ha
BONPOCHI OUJIETa CIEAyeT 3allMChIBaTh MOCIEA0BATEIbHO B MOPSJIKE BO3PACTAHUS HyMEpPAILUH.
OcoObix TpeOoBaHMi K OG(OPMIIEHUIO OTBETOB HE TNpeabsBisierca. OTBET mUIIETCS Ha
OTJENBHBIX JHcTax Oymaru (opmata A4, AS U KpoMe CoJep)KaTeIbHOW YacTH JIOJDKEH UMETh
pexBu3uT ucnonuutens (rpymmna, @.1.0.). Bpems Bemonnenus KP ve 6omnee copoka 40 MUHYT.
[TpumepHBI€ BOIIPOCHI ISl KOHTPOIBHOW pabOTHI JaHbI B 7.3.

K ycTHBIM f0KIIaAaM CTyI€HTOB NPEAbSIBISIOTCS CIEAYIOLUINE TPEOOBAaHUS:

- 00bEM nokIana 2 - 3 CTpaHUIL;

- Bpems 11 1okaaaa ot 10 o 15 MunyT.

Pedepar Bommonusiercss mo BbIOpaHHON cTyneHToM Teme u3 «llepeuns tem ans
pedepatoB»(myHKT7.3).

K pedepary npeabsBisioTcs cieayronme TpedoBaHus:

- coaepxanue pedepara T0JKHO COOTBETCTBOBAThH TEME;

- o0beM pedepara OomKeH OBITh B mpenenax oTr 3 A0 8 JHCTOB Mpu
MEXIyCTPOYHOM MHTepBaine 1,25 (mpu mpeBhIICHHH 00beMa OICHKA 3a pedepar MOXKET OBITh
CHIW)KeHa Ha | Oamn), mpuueM B yKa3aHHBIH 00beM He BXOJAT THUTYJbHBIN JIUCT, OTJIaBJICHUE,
CIIMCOK MCIIOJIb30BaHHOM JINTEPATYPBHI.

- TutynapHbId JTUCT I pedepaToB BBIMOIHSAETCS CTaHAAPTHBIM CIOCOOOM, T.€.
JOJDKCH COJIep KaTh HAMMEHOBAaHME Y4eOHOro 3aBejicHMs, (hakyabTeTa, TeMbl pedepara, ©.1.0.
ucnonuutens, ©.M.0. npenoaasares, ro.

- pedepat gomKeH UMETh IEYaTHOE WU PYKOITUCHOE 0(POPMIICHUE;

- pedepar B neuaTHOM 0(hOpMIIEHHH T0JDKEH uMeTh mpudT TimesNewRoman 12;

- pedepar HomKeH OBITh ClIaH IS MPOBEPKH He mo3nHee 11-oi Hemenw oT Havana
cemectpa. [lepeuenn Tem ais pedeparon nan B [Ipunoxenuu b

Ouenka BbinojHenns CPC

Cucrema OILICHMBaHMSI CAMOCTOATEIbHOW pabOThl CTYACHTOB OCHOBBIBAETCS Ha
CIIETYIOIINX KPUTEPUSX:

- TOYHOCTh OTBETA HA MOCTABIEHHBINH BOMPOC;

- JIOTUYHOCTH U MOCJIEIOBATEIbHOCTD U3JI0KEHUS;

- MOJIHOTA U TIyOWHA paccMaTpUBaeMOro BOMpoca, MpoOIeMbl;

- CIIOCOOHOCTH K paboTe ¢ IUTepaTypHbIMU UCTOYHUKAMU, IHTepHET-pecypcamy;

- CIIOCOOHOCTh CaMOCTOATEIBHO aHAIU3UPOBATH U 0000maTh MH(POPMAIIMOHHBIH
MaTepua;

- yMeH#e popMyIUpoBaTh €U U 3a7a4d padOoTHI;

- CTPYKTypHasl yHOpsJ0YEHHOCTh O()OPMIIEHUS MaTepuana;

- coOirofieHre Mepbl ipu oopmiieHuu MaTepuanoB (00beM, MIPUQTHI, UHTEPBAIIBI,
Ta0JINLbI, PUCYHKH, CCHIJIKH) Ha KOMITBIOTEPE.

NnnuBuayanpHas ~ ydeOHas ~ JOESTENBHOCTh  OOy4aroOUIMXCsS ~ OICHHBAETCS IO
obmenpunaToi B PO narubamibHON cucTeMe:

- "5" - OTINYHO;

- "4" - xoporo;

- "3" - yIOBIIETBOPHUTEIBHHO;

- "2" - HEeYTOBIETBOPHUTEIBHO;

- 3aueT U He3auerT.

MuHUMaIbHBIM TPOXOJHBIM OAJIJIOM B CHCTEME BBICIIETO 00pa30BaHUS SIBISIETCS OLIEHKA
YIOBJIETBOPUTENILHO U 3aUeT.

7. ®OH OLIEHOYHBIX CPEACTB /ISl MPOBEACHNUS TEKYIIero KOHTPOJIs
yCIIeBA€MOCTH, IPOMEKYTOYHOM aTTECTAIIUM 110 UTOTAM OCBOEHMS
ANCIHHUIIIMHBI.

7.1. TunoBbIe KOHTPOJIbHBIE 3aJAHUSA


http://www.bti.secna.ru/teacher/umk/srs_met.shtml%235
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(Vkazvieatomess memwvl scce, pepepamos, kypcoevix pabom u Op. Ilpueoosmcsa npumephvie
mecmogvle 3a0aHUsl, KOHMPOIbHbLE BONPOCHL U 3a0aHUSA OJisl NPOBEOEHUS MEKYUe20 KOHMPOJISL U
NPOMENCYMOYHOU AMMeCmayuu no Umo2am 0C60eHUs OUCYUNIUHDIL.)

IIpumepHbIe TECTOBBIE 3aJAHUS

NeMonyns1Teopernueckne 0CHOBBI JOKYMEHTOBEACHHUS
JIOKyMeHTHPOBaHME — 3TO

OIpEEICHHE LIEHHOCTU

paboThI C TOKYMEHTaMU

3anuch HHGOPMAIIMU Ha PA3TUYHBIX HOCUTEIISIX
NOPSJIOK pabOThI C TIOKyMEHTaMHU

K o0mum (pyHKIMSAM JOKYMEHTOB OTHOCAT
KOMMYHHUKAaTHBHYO

YIIPaBIECHYECKYIO

Oprasnu3anoHHY0

UH(OPMAIMOHHYIO

OCHOBHBIM MaTepHaJIOM IJIA nucbMa B Ernnre siBasiics
Oymara

nanupyc

NepraMexHT

IIEJIK

BaxHoil pyHKUMEH JOKYMEHTA SABJISETCS
BOCIIUTATENbHAS

KOMMYHUKAaTHBHAs

uH(dOpMaIMOHHA

IOpUAnYECKast

K cnennajibHbIM (PyHKIIMAM JOKYMEHTOB OTHOCHT:
YIIPaBIECHYECKYIO

OpraHU3alUOHHYIO

MIPaBOBYIO

COLIMAJIBHO-KYJIbTYPHYIO

JlokymenToBenenne B Poccun BO3HMKIIO B

19-20 Bekax

5-9 Bekax

10-15 Bekax

16-17 Bekax

ITosiBnenune ycToiiunBbIX OPM JOKYMEHTOB ObLJIO CBA3AHO:
C pa3BUTHEM TOPTOBBIX OTHOILICHHI

C pa3BUTHEM MPABOBBIX OTHOILICHHI

C Pa3BUTHEM MEKTyHAPOJIHBIX CBA3EH

C MPOU3BOJICTBEHHO HEOOXOIUMOCTHIO

B HauaJie 18 Beka pocT J10KyMEHTOB NPUBEJL:

K MOSIBJICHUIO MPABUJ JOKYMEHTAIIUH

K YKPEIUICHUIO JPYXKECKUX CBA3EH



K CO3/IaHUI0 YHU(DPUIIMPOBAHHBIX POPM JOKYMEHTOB

K Pa3BUTHIO MEXIYHAPOIHBIX CBSI3EH

B Poccum npouuio psja 3Tanos B CiaeAyOLIEH M0CJIe10BATEIbHOCTH:
KOJIJIEKCKOE

VCIIOJTHUTEIIBCKOE

LIEHTPAJIM30BaHHOE

IIPUKA3HOE

IIpu IleTpe 1 6610 BBEIEHO A€JIONIPOU3BOACTBO:
UCIIOJTHUTEIIbHOE

[{enTpanu3oBaHHOE

KOJIJIEAKCKOE

MIPUKA3HOE

Cucrema aesonpoussoacTea opMmupyercsi 1o BJUSHHEM:
HOPMATUBHOW 0a3bl AEJIONPOU3BOICTBA

HAllMOHAIBHBIX TPATIULUN

YKEJIAaHUS PYKOBOJIUTEIIA

ITOTOJTHBIX YCIIOBHU

Pycckoe nucemo noaseprJiocs /la ninm Her

[Terposckoit pedopme (1707-1710rr.)

Konen XX Beka u Hayay10 XX1 Beka xapakTepu3yercs:
pa3pabOTKOI KOHLIETILUHN 3JIEKTPOHHOTO JIEJIONPOU3BO/ICTBA
HEOOXOMMOCTBIO MTOATOTOBKH CIIELUATNCTOB

co3JaHuEeM BcepoccuiicKoro HayYHO-UCCIIE10BATENBCKOI0 MUHCTUTY Ta
JIOKYMEHTOBEICHUS

BHEJIPEHUEM DJIEKTPOHHBIX JOKYMEHTOB

B xakoM roay npuHAT MOCJIeIHUNA FOCYIaPCTBEHHbIA CTAHAAPT 110
JeJIONPOU3BOACTBY

2001 rony

2000 rony

2003 rony

1991 rony

Buabl 0J1aHKOB MOAPA3e/ISIIOTCSH HA!

OCHOBHBIE

JOTIOJTHUTENBHBIE

obmiue

KOMMEPUYECKHE

JUJ1s1 CO31aHMA JOKYMEHTOB MCIIO0JIB3YIOT Pa3jJMYHbIe HOCHTEIH
Oymary

MarHUTHbBIE JTUCKU

KUHOIJICHKY

IIJJACTHUK

K cpeacrBaM 10KyMEHTHPOBAHHOI MH(OPMALMH OTHOCATCS
pydKa

TUKTO(OH

KOMITbIOTEPHAS] TEXHUKA



el AN
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11.
12.
13.

14.
15.
16.

17.
18.
19.
20.
21.

KapaHJau

OaHHMM M3 OCHOBHBIX HOCUTE/ICH JOKYMEHTUPOBAHHON HHPOPMALMH
SABJISCTCS:

Oymara

ONTHUYECKHUE TUCKU

KUHOIUICHKA

TemaTnka pedgeparoB U KypcoBbIX padoT

1 Bxnan [Tons Otiie B pa3BuTHE 1OKYMEHTOBEICHUS.

2. Hcropuorpadudeckuii 0630p pador I'. K. Mursera.

3 3HavyeHre TOKyMEHTHON HH(POPMAIIUN B COBPEMEHHOM OOIIECTBE.

4. CymHocth  MH)OPMALIMOHHBIX W KYJIBTYPHO-UCTOPUYECKUX  (DYHKIIHIA
JOKYMEHTa, 00€CIIeUNBAIOIINX POIIECC YIPABICHHUS.

5. CraHOBIEHHME W  COBPEMEHHOE  COCTOSHME  TMOHATUHHOrO  ammapara
JOKYMEHTOBE/ICHUSI.

6. JlokyMeHTOBe/IeHHEe KaK TeopeThdeckasi OCHOBa JienonpousBoactea u JJOY.

7. [Tpo6aemMbl MOATMHHOCTH U COXPAaHHOCTH KHHO(POTO(HOHOTOKYMEHTOB

8. JlokyMeHTOBe/IeHHEe KaK TeopeTudeckasi OCHOBa JienonpousBoactea u JJOY.

9. JlokyMeHTOBeIeHIE KaK TeOpETHYECKasi OCHOBA JICTIONMPON3BOJICTB

10.  3naveHue JOKYMEHTHOW MH(OPMALIUK B COBPEMEHHOM OOILIECTBE.
11.  HopmaruBHO-MeTOoAMYecKast 0a3a JOKyMEHTHUPOBAHUS YIPABICHUYECKOH NIEATEILHOCTH B

YCIOBUSAX MPUMEHEHUS NUH()OPMAIIMOHHBIX TEXHOJIOTH
Bomnpocs! k 3xk3amMeny no kypcey «Teopusi 10KyMeHTOBeIeHHe»

Pa3Butue noHsaTus «10kyMeHT». COOTHOILIEHHE MOHATHH «IOKYMEHT» U «HH(MOpMAIHD».

MecTo U posib TOKyMEHTOB B Pa3JINYHBIX 00JIACTAX JEATEIBHOCTH YEIOBEKa.
HopmaTnBHO-METOMUECKUE aKThI, PETIIaMEHTUPYIOLIUE CO3AaHNe U OPOPMIICHHE JOKYMEHTA.
JlokyMeHTOBeIeHHEe KaK HayyHas JUCHUIUIMHA W €€ CBA3b C JIpyTUMH Hay4YHBIMU
JUCLUIUINHAMM.

OO6mue GyHKIUNA JTOKYMEHTA.

YactHble (cnenuaibHble) QyHKINN JOKYMEHTA.

Crioco0bl TOKYyMEHTHPOBaHUs U UX pa3BuTHe. OOIIas XxapakTepucTHKa.

Marepuanbable Hocutenau nHopmannu. Knaccudukarus MmarepuanbHbIX HOCUTENEH.
TexkcToBOE JOKYMEHTUPOBAHHE U 3TaIbI €ro pa3BuTHs. O61acTh MPUMEHEHHUS.

. Drtansl pa3BUTH NUCbMEHHOCTH. [IprMeHeHne nukrorpaduyeckoro mucbmMa M UCHOJIb30BaHUE

JIOTOTPaMM CErOJHS.

TexHnuyeckoe JOKyMEHTHPOBaHHUE. BU/Ibl KOMIIIEKCOB TEXHUUECKON JOKYMEHTAIUH.
®doronokymeHnTupoBanue. [losBieHue, pa3BuTue, IpUMEHEHHE.

KunogokymentupoBanue. IlosBnenue, pasButve. Buaeozamucs. OO0macTh NpUMEHEHHUS
KMHOJOKYMEHTOB.

®oHonokyMeHTHpoBaHue. [losBieHue, pa3BuTue, NpUMEHEHHE.

[ToHsITHS «CBOMCTBA» U «IIPU3HAKNW» TOKYMEHTA, COOTHOLIECHUE ITOHATHIA.

OpuruHanbHOCTh JOKYMEHTOB. [lonnmHHOCTH NOKyMeHTOB. Danbcudukanus JOKYMEHTOB M
CHOCOOBI BBISIBIICHUS MTO/IJIENIOK TOKYMEHTA.

dopmysip nokyMeHnTa. Tunosoit hopmyisip, popmysp-odpaserl.

Passurtue gpopmynsapa nokymenta XVI, XVII Bexos.

®opmyssip nokymenta XVIII Beka.

®opmysap TekcroBoro gokymenta XIX — nayana XX BB.

CoBpeMeHHas1 CTpyKTypa M yIIpaBJieHUE JOKyMeHTanue B Poccuu.



22.
23.
24.
25.
26.
27.
28.
29.
30.

IOpuanyeckas cuna — OCHOBHOE CBOMCTBO JIOKYMEHTA.

I[OKyMeHTBI Ha HepCHeKTI/IBHLIX HOCUTCIIAX.

JoxymeHnTooOpa3yromue mpru3HaKHy.

DNeKTpOHHOE TOKyMeHTHpoBaHue. KOpuanueckas cuia JOKyMEHTa B JIEKTPOHHOU dopme.
CoBpeMeHHbIe TTPOOJIEMbI IOKYMEHTOBEICHUS.

CperncTBa TOKYMEHTHPOBAHUS, UX KJIACCH(HUKAIINA, XapaKTEPUCTUKA, IPUMEHEHUE.
Brustaue HocuTens nHpopMaIuy Ha J10JATOBEYHOCTh JIOKYMEHTA.

[Ipouenypa nokymentTupoBanus. Jlenonpon3BoICTBEHHbIE ONEPALIUH.

ByMaxubIit HocuTenb nHpOpMaIUU, €ro MosBICHNE, Pa3BUTHE, TPUMEHEHHE.

7.2. Meroanueckue MaTepuajbl, ONpeesilONIde NPOULEAYPY OIeHHMBAHUA
3HAHWH, YyMEHUIl, HABBIKOB M (WJIH) ONBITA AeSATeJbHOCTH, XaPAKTEePU3YIOIIHUX

3Tanbl GOPpMHUPOBAHUA KOMIIETEHIUH.

OOt pe3yabTaT BEIBOAUTCS KaK MHTETPAIbHAs OLEHKA, CKIIAIIBAIOIAS M3 TEKYIIETO
KoHTpoJst - 30% u npomexkyTouHoro KoHTpods - 70 %.

Texymui KOHTPOJIb IO IUCLHUILINHE BKIIKOYAECT:

- TIOCeIlIeHUe 3aHATUH - 5 0asoB,

- y4acTue Ha PaKTUYECKUX 3aHATUAX - 15 6aios,

- Hartcanue pedepara - 10 6ayoB.

KoHTpomb 1 o11eHKa pe3ysIbTaTOB OCBOCHHUS AUCUUILUINHBI OCYIIECTBISIETCS MPETIOIaBaTeNIeM B
MPOLIECCE MPOBEACHUS MPAKTUUECKUX 3aHATUH .

TpeboBanus k sk3ameny. s OTyYEeHUs SK3aMEeHa CTYACHTHI JOJKHBI HAOpaTh JIMpeieieHHOe
KoruecTBO OamioB. Menee 51 6amia HeyqoBIETBOPUTENHO, 51-65 —ya0BIETBOPUTENBHO, 66-
85- xoporo, 86 1 BhIIIE — OTIUIHO.

He3zauer ctaBUTCS BO BCeX OCTaJIbHBIX CIydasix, a TAKXKE MPU HATUYUH ITOCEIAEMOCTH 3aHITHIA
ke 50%

8. YueOHo-MeToan4ueckoe odoecneyeHre JUCHUIINHEI.

a) aJipec caiita Kypca

anpec caiira ¢akynprera - http://coult.dgu.ru/
bnor CypkoBoii E.A. bubnnokynbTypa -

http://kulturalibrary.blogspot.com/2018/05/

0) OCHOBHas JIUTEpaTypa:

1. bapnaes, Dnyapn ApKaJpeBHY.
JlokymeHTOBeIcHHUE : y4eO. /Uil CTYJEHTOB BY30B, 00y4. 10 crienuanbHoCcTsIM "Opr. u
TEXHOJIOTUS 3auThl nHPopManuu" u "Kommuieke. 3anmra 00beKToB HHbOpMaTH3aLnuu"
Harnpasienus noarot. " Madopm. 6ezomacHocts" / bapnaes, Onyapn Apkaabesuy, B. b.
KpaBuenko. - 2-e wm3g., crep. - M. : Axagemums, 2010. - 300,[4] c. - (Bsicuee
npodeccuoHanbHoe odpazoBanue. HpopmannonHas 6e30macHOCTh). - PekoMeH10BaHO

YMO. - ISBN 978-5-7695-7076-6 : 452-87.

2. Kynses, H.H. JoxymentoBenenue: yuebnuk / H.H. Kynses, J[.H. Ypainos,
A.I'. ®abpuunoB. - MockBa : Jloroc, 2011. - 178 c. - (HoBast yHuBepcuTeTckas
oubmmoreka). - ISBN 978-5-98704-329-8 ; To xe [DnekTpoHHBIH pecypc]. -
URL.: file:///C:/Users/Sl/Downloads/J/IokymeHnTOBeIeHue _ YueOHUK .pdf

3. Kynser, H.H.KonpuneHmnuansHoe 1e10MPOU3BOICTBO U 3aITUIIICHHBIN 3JICKTPOHHBIH
nokymeHtroobopot: yueOnuk / H.-H. Kynses, A.C. Iémymkun, A.I'. ®abpudHoB; noj


http://coult.dgu.ru/
http://kulturalibrary.blogspot.com/2018/05/
file:///C:/Users/Я/Downloads/Документоведение__Учебник_.pdf

o6mr. pen. H.H. Kynsesa. — M.: Jloroc, 2011. — 452 c. (HoBas yHuBepcurterckas
oubmmoteka). URL file:///C:/Users/S/Downloads//lokymenToBencaue _ Yueouuk _.pdf

4. JlappkoB, Hwukomait CeméHoBu4. JlokymeHTOBeneHue : yueO. mocobue / Jlappkos,
Hukomnait Ceménonuud. - M. : ACT: Bocrok-3amazn, 2006. - 428 c. - ISBN 5-17-033775-2
(ACT) : 190-00

B) JIOTIOJHUTEIIbHAS

1. 3unoBbeBa, H.b. JlokymenToBenenue : Yu.-meron. nocodue / H. b. 3unoBseBa. - M. :
[Tpodusaar, 2016. - 206 c. - (CoBpemennas 6ubnmoreka . Beim. 17). - 0-0.

2. Kymnapenko H.H. JlokymenroBenenue [Tekcr]: yueOHUK. — 2-¢ U34., mepepad. v I0M. —
M.,2010. -459 c.

3. Jlapekos, H. C. JlokymentoBenenue| Texct]: Yueb. mocodue / H. C. Jlappkos. — M.: ACT:
Bocrok-3aman, 2016.-320c.

4, Cronspos, FO.H. lokymernTanpHbil pecype[ TekcT]: yueb. mocodue i CTyJCHTOB BBICIII.
yue0. 3aBeaenuid. — M., 2018. — 149 c.
5. 3unoBbeBa, H.b. JIoOKyMeHT B KOMMYHHUKAallMd M BOCHPHUSATHH: JEKUUU IO Kypcy

«loxymenroBenenue» [Tekcr] / H.b. 3unoBrseBa, U.A. Casnuna, M.U. [Tamnuna. — KpacHonap,
2017 -58c.

6. 3ycbman, O.M. JlokymentoBeaenue|[Tekcr]: yue6. mocobue / O.M. 3ycbman, B.A.
Muukunna. — CII6., 201. — 107 c.
7. TurynoBa, U. b. K Bonpocy 06 onpenenennu nonsitust «aokyment» / . b. Tutynosa //

Hemonpouspoacteo. — 2018. — Ne3. — C. 7-9.

9. Ilepeyenb pecypcoB HHGPOPMALNMOHHO-TEJEKOMMYHUKANMOHHON CeTH

«I/IHTepHeT», HCOﬁXOI[I/IMl)IX AJIA OCBOCHUA JUCHHUIIJIMHBI.

IIpumepbi onucanus paznvix 6U008 HAUMEHOBAHUI Y4eOHOU TUMEePAMYPbl.:

1) eLIBRARY.RU [OnexTtpoHHbIii pecypc]: aiekTpoHHas Oubinoreka / Hayd. anekTpoH. 6-ka. —
— Mocksa, 1999 — . Pexxum mocryma: http://elibrary.ru/defaultx.asp— 5I3. pyc., anrim.

2) Moodle [DnexTpoHHBII pecypc]: cucTeMa BUPTyalnbHOro o0ydeHueM: [0a3a qanHbIx | / Jlar.
roc. yH-T. — Maxaukaia, r. — Jlocryn u3 ceru [I'Y nnu, nocie peructpaiuuu U3 CeTH yH-Ta, U3
Tr000# ToukH, uMeromel noctyn B uHTepHeT. — URL: http://moodle.dgu.ru/:

3) DOnexrponnsiit katanor Hb JII'Y [DnexTpoHHBIH pecypc]: 6a3a JaHHBIX COAEPKUT CBEIECHUS O
BCeX BUAAxX JUT, nocrynaromux B ¢poux Hb JAI'Y/[larecranckuii roc. yH-T. — Maxaukaia, 2010 —
Pexxum noctyna: http://elib.dgu.ru, cBoboaHbIi:

10. MeToanyeckue yKazaHusi AJsi 00y4aOIIUXCA M0 OCBOCHUIO TN CIIMILIMHBI

Mertonnyeckue yka3zaHUsl CTYAEHTaM JOJDKHBI PACKphIBaTh PEKOMEHAYEMBIH peXUM U
XapakTep yu4eOHOI paboThl 10 M3YyYEHHMIO TEOPETHUECKOro Kypca, JabopaTOpHbIX padoT Kypca
«JlokymeHTOBeZleHHE», W MPAKTUYECKOMY TPUMEHEHHI0 H3YYEHHOrO0 Marepuaia, o
BBITTOJIHEHHUIO 33JaHUN JIJIsI CAaMOCTOSATENBbHOM paboTel. Meroandyeckue yka3aHds HE JOJDKHBI
MOJMEHATh y4eOHYIO JUTeparypy, a JODKHBI MOTHBHPOBATh CTYJIEHTa K CaMOCTOSITENIbHOMN
pabore. IlepeueHb y4eOHO-METOAMYECKHX H3AaHUN, PEKOMEHAYEMBIX CTYyJEHTaM, JUIs
HNOJArOTOBKM K 3aHATHAM IPEACTaBIE€H B paszjene «Y4eOHO-MeTOAMUYecKoe obOecnedeHue.
JIureparypa»

Jekyuonnwviii Kypc. Jlexuus sBisieTcs OCHOBHOM (opMoli 00y4yeHHs B BBICIIEM
yueOHOM 3aBe/IeHMH. B Xoze JeKIMOHHOro Kypca HpPOBOJUTCS CHUCTEMAaTHYECKOE H3JI0KEHUE
COBPEMEHHBIX HayYHBbIX MaTepHajoB. B TeTpamu aJjis KOHCIIEKTUPOBAHMS JIEKIIMM HEOOXOAUMO
UMETb TOJIs, TJIe 10 X0y KOHCIIEKTUPOBAHMS CTYACHT JielaeT HeoOX0ANMbIe TIOMETKH. 3aucu
JOJKHBI OBITH M30MpaTeIbHBIMU, CBOMMH CIIOBaMH, MOJHOCTBHIO CJEAYET 3alUChIBATh TOJIBKO
onpezaeneHus. B KOHCIEKTaX PEKOMEHIYETCS NPUMEHATH COKPAIIEHUs CJIOB, YTO YCKOpPSIET


file:///C:/Users/Я/Downloads/Документоведение__Учебник_.pdf
http://elib.dgu.ru/

3anuck. Bonpocel, Bo3HuKIIMe y Bac B Xxoze JIeKIUU, pEKOMEHAYETCS 3allUChIBATh HA MOJIAX U
10cJIe OKOHYAaHUS JIEKIIUU O0paTUThCA 33 Pa3bsCHEHUEM K MPENoJaBaTeio.

CryneHty HeoOXOAMMO aKTUBHO paboTaTh C KOHCIEKTOM JIEKLUH: MOCIE OKOHYAHUS
JEKLUU PEKOMEHYETCs MepeunTaTh CBOM 3alMCH, BHECTU IONPABKHU U JIONOJIHEHMS HA IOJISIX.
KOHCIEKTHI JIEKIMH CIeNyeT UCIONIb30BaTh IIPU MTOATOTOBKE K 3K3aMEHY, KOHTPOJIBHBIM TECTaM,
KOJJIOKBUYMaM, IIPU BBIIIOJIHEHUU CAMOCTOSITENIbHBIX 3aJaHUi.

11. IlepeyeHb MHPOPMAITMOHHBIX TEXHOJIOTHA, HCIOJIb3YEeMbIX NPH OCYIIECTBJIEHUH
o0pa3oBaTeIbHOTO0 Ipoulecca MO0 JUCHUIVIMHE, BKJIIOYasi IepedyeHb NPOrPaMMHOIO
ob0ecrieyeHust 1 MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM.

Peanuzamust  paznuyHbIX BUAOB  yuyeOHOM paboOThl  (BKIOYAsi, HCIOJIb30BaHUE
OMONIMOTEUHBIX CAWTOB, 3JEKTPOHHON MOYTHl M T.I.) MO JAHHOM IUCLUIUIMHE He Tpelyer
YCTAaHOBKH CIIEIHAIBHOTO JIMLIEH3MOHHOTO MPOTPAaMMHOTO OOECHeueHUs] B ayIUTOPHIX H
KOMIBIOTEPHBIX Kiaccax JAI'Y.

12. Onucanne MaTepuaJIbHO-TeXHNYECKOH 0a3bl, HEOOX0AMMOM A/l OCYIeCTBJICHHUS
00pa30BaTeIbHOIO NpoLecca M0 JUCHUILIHHE.

Peanmzanus yyeOHOW AMCHMIUIMHBI TpeOyeT HAJM4YUsl THIIOBOW y4eOHOW ayTuTOpHH C
BO3MOXKHOCTBIO TOJKJIIOUEHHUSI TEXHUYECKUX CPEACTB (ayAHOBU3YaJbHBIX, KOMIBIOTEPHBIX MU
TEJIEKOMMYHUKALMOHHBIX). OO0OpyJoBaHHE Yy4uyeOHOW ayJUTOPUM: SKpaH, MYyJIbTUMEIUNHBIN
HPOEKTOP, HOYTOYK.



