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1. Ilesin ocBOEHMA TUCHUTINHBI
[Henpro OCBOEHUS NUCLUILIMHBI ABJIIIOTCS W3Y4YEHUE JOKYMEHTA M CUCTEM JOKYMEHTAlUU B MX
HCTOPUYECKOM Pa3BUTHH, TEOPETHUYECKHX W IMPAKTUYECKUX MPOOJIEeM CO3JaHUs JOKYMEHTHPOBAHHOMN
nHGOPMAINU YUPEKICHHUH JTF000# OpraHu3anOHHO-TIPABOBOI (OPMEI.
B xoae 1oCTHKEHUS LEIH PEIaOTCs CISAyIOIUe 3a1a4M:
— II0Ka3aTh B3aMMOCBS3b UH(POPMALIUU U JOKYMEHTA;
— IPOCJIEAUTH IBOJIONUIO JOKYMEHTa KaK HOCHUTENs MHPOPMAIMH, PasBUTHE CIIOCOOOB
JOKYMEHTHPOBAHHS U MaTEPUAIOB sl (PUKCAIH HHPOPMALIUH;
— TpOoaHAJM3UPOBATh MPOIECC CKIAABIBAHUS U PAa3BUTHSI POPMYJIIpa TOKYMEHTA;
— IpoaHaJM3UPOBATh Mpoliecc (POpMUPOBAHUS U Pa3BUTHUS CUCTEM JOKYMEHTAIUH;
— BBISIBUTH U TOKa3aTh TEHACHLIMHM YHU(DUKAIMM U CTAaHAAPTU3ALMU KaK OTIENIbHBIX (popm
JIOKYMEHTOB, TaK ¥ CUCTEM JOKYMEHTALMH B LIEJIOM;
— O3HaKOMMHTb C COBPEMEHHBIMU TPEOOBAaHUSAMU K IOKyMEHTaM;
— IIPUBHUTH HABBIKK aHAJIN3a JOKYMEHTA;
— TPUBUTH HABBIKK NPOEKTUPOBAHUSA YHUPUIMPOBAHHBIX (OPM JTOKYMEHTOB, CHCTEM
JOKYMEHTAlMu 1 UH(POPMAIIMOHHO-JOKYMEHTAIIMOHHON CUCTEMBI YUPEKJICHHS B LIETIOM.

2. Mecto nucuMiminHbl B cTpykrype OIl

Jlucyuniuna sBIAETCS JUCIMIUIMHOW B CocTaBe 0a30BOM YacTH MaTEMaTUYeCKOro |
€CTEeCTBEHHOHAYYHOTO IKKJa, 6azoBas yacts (b1.B.01), unrtaercs Ha 2 Kypce B 4 cemecTpe.

Yenewnoe oceoenue Ooanmoii oucyuniumsl Oyoem cnocob6cmeosams TOTOBHOCTH CTYACHTOB K
OCBOEHHUIO AUCHMIUIMH: TexHomoruum conuanbHON paboThl, CHcTeMa pPErHOHaJbHBIX COIMAIBHBIX
CITy k0.

CryneHT, NpUCTYNaIMUNA K U3YYSHHUIO TUCIUIUIUHBI, TOJKeH 00JadaTh 3HAHUSIMU, YMEHUSIMU,
HABBIKaMU/OMBITOM MPAKTUYECKON AEATETbHOCTH, MOJyYEHHBIMH paHEe B XOJI€ M3YUYECHHUS IUCIUIUINH:
Brenenue B npodeccuto «CornanbHas padoTay.

Jlorudecku Kypc CBSI3aH CO CIAeAYIOMIMMH TUCITUTUTHHAMU:

- Teopus corumanbHONU pabOTHI;

- [IpaBoBOE 0bOecreyeHre coranibHO paboOThI.

Jlj1s ocBOEHMSI TaHHOW AUCUUILIMHBI 00yUYaIOUTUNCS JTO0JKEH:

3HaTh: TEOPETUUECKHE OCHOBBI COLIMOJIOTHU, TICUXOJIOTUH.

YMeTh: 00BEKTUBHO OLEHUBAThH PA3JIMYHbIE COLIMATIbHBIC SBJICHUS U MPOLIECCHI.

Bnagers: KoMMyHUKAaTHBHBIMU HaBbIKAMU.

[Tcuxonorus, Counonorusi, Ucropus.

3. [lnanupyembie pe3yJbTaThl 00yUeHHUsI IO TUCHHIITIHHE

3.1. Komnerenuuu, popMHPOBAHNIO KOTOPHIX CIOCOOCTBYET ANCIHUIIIAHA

IIpu ocBoeHMU THCHUILIMHBI (POPMUPYIOTCS CJIeAYIONINe KOMIETEHIIMH B COOTBETCTBUH C

®I'OC BO 1o 1aHHOMY HaNpaBJIEHUIO MOATOTOBKH:

a) npodeccuonanpubie (ITK):

IIK-9. OO6magaTh CHOCOOHOCTBIO K BEICHHIO HEOOXOAMMOW JOKYMEHTAlMM W OpTaHU3allud
JOKYMEHTOO0OpOTa B TOJpa3AeNeHUSX OpraHU3alui, pean3yIIUX Mephbl COIMAIbHOMN 3allUThI
rpaXkJiaH.

3.2. IlepeyeHb NIAHHUPYEMBIX pe3yJIbTATOB OOy4YeHHMS IO JAMCHMILIMHE, COOTHECEHHBIX €
(¢hopmMupyeMbIMU KOMNETEHIIUAMH

B pe3ynbrare ocBOeHUS AUCHHUIIIMHBI O0YUYaOUTUICS JTOJKEH:
3unarp(ITK-9):

— JIOKYMEHTOBETUYECKYIO TEPMHUHOJIOTHIO;
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— OCHOBHBIE HOPMATHBHO-METOJMYECKUE MATEpPHAbl MO JOKYMEHTHPOBAHHUIO YIIPABICHUYECKOU
JEATEeIPHOCTH W OCHOBHYIO  HAay4YHO-HCCIICIOBATENBCKYIO  JIMTEpaTypy B  o0jactu
JOKYMEHTOBE/ICHUST;, 3aKOHOMEPHOCTHU Pa3BUTHSI JIOKYMEHTA U CUCTEM JJOKYMEHTAIUH;

— TIpaBWIA COCTABJICHUS W OQOPMIICHHS JTOKYMEHTOB; IOPSJIOK OpPTraHHM3aIMH JIOKYMEHTOB B
KOMIIJICKCHI,

— KpUTEpHH W TPHHIHUILI ONPEACIICHUS HAyYHO-UCTOPUYECKOM U TMPAKTUICCKOW IICHHOCTH
JIOKYMEHTOB;

—  POJb JOKYMEHTAIIMH B OpTraHU3aIuH YIIPABJICHUS;

— HOBeHmme HHHOPMAMOHHBIC TEXHOJIOTHH.

Ymets (IK-9):

— pa3pabaTeiBaTh  OpPraHW3AlOHHBIE W  HOPMATHBHO-METOJMYECKHE  JIOKYMEHTHI IO
JOKYMEHTAITMOHHOMY OOECIICUCHHIO YIIPABJICHHUS,

— COCTaBIIATH JOKYMEHTBI C HCIOJb30BAHHWEM SI3BIKOBBIX BApHUAHTOB;, YHH(PHIIMPOBATH TEKCTHI
JTIOKYMEHTOB;

— 0(popMIIATh JIOKYMEHTHI B COOTBETCTBUU C TPeOOBAaHHSAMHU TOCYIapCTBEHHBIX CTaHIAPTOB;
OTIPECIIATH UCTOPUIECKYIO U TPAKTHIECKYIO IIEHHOCTh JOKYMEHTOB;

— pa3pabaThIBaTh M BHEIPSTH HOBEHINIME NHPOPMAITMOHHBIE TEXHOJIOTHH;

— TIPOM3BECTH IKCIIEPTH3Y IEHHOCTH JJOKYMEHTOB,;

— PYKOBOIWTH CITy»OOH JOKYMEHTAI[MOHHOTO OOCCIICYCHHS YIPABICHUS W COBEPIICHCTBOBATH
OpraHu3aIuio ee paboThI.

Baaners(ITK-9):

— MerojaMu cOopa, aHain3a, MPOSKTUPOBAHUS CHUCTEM JIOKYMEHTAIIMOHHOTO OOECIICYCHUS
yIpaBJICHUS;

— METOAMKOHN YHU(DHUKAIMH U CTaHAAPTH3AINHN YIIPABICHUECKUX JOKYMEHTOB;

— KpHUTEpHSMH TPOBEICHUS DKCIEPTU3Bl IEHHOCTH JOKYMEHTOB M OIPEICIICHUS CPOKOB WX
XpaHEHHs; METOAAMHU aHajK3a, NPOCKTHPOBAHUS W OPTaHU3AIMH JOKYMEHTAI[HOHHOTO
00CTy)KMBaHUS YUYPEKJICHHUS JIOOOTO YPOBHS YIPABJICHHS, JIIOOOW OTpaciu M JIF0OOH (GopMbI
COOCTBEHHOCTH;

— METOJMKON WCIIOJIb30BaHUS KOMITBIOTEPHOW TEXHUKA W WH(POPMAIMOHHBIX TEXHOJOTMU TpPH
COCTaBJICHUHU M OPOPMIICHHH JOKYMECHTOB.

4. O0beM U copep:KaHue AUCIUTITIHHBI

O0beM NTUCHMIUIMHBI COCTABISIET 3 3aueTHble enuHuIbl (108 yacoB), B ToM umcie: 36 yacoB —
JeKIH, 36 4acoB — MPaKTHUYECKUE 3aHATHS. [10 OKOHUAHMH U3yYEHUS TUCIUILIMHBI IPOBOIUTCS 3a4eT.

4.1. Coaep:kaHue JTUCHUILVIMHBI 1O paszgejaamM (TeMaM), COOTHECEHHOe ¢ BHJIAMH H
TPYAOEMKOCTHI0 3aHSATHIA JIEKIHOHHO-CEMHHAPCKOT0 THUIIA.

OO0beM MHOW KOHTAKTHOW pabOThl M CaMOCTOSITENIbHON paboThl 00yYaromerocs mo AWCHUILUINHE
yKa3aH B Y4eOHOM IUTaHe 00pa30BaTeIbHON POTPAMMBI.

Jais1 cTyieHTOB 1HeBHOM opMbI 00ydeHMs :
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Ne Bunpr yuebnoii @OopMBI TEKYLIETO
n/ Paznen paboThl, BKITFOUAst KOHTPOJIS YCIIEBAEMOCTH
| JUCIUTUTUHBI CaMOCTOSITEIIbHYIO (o HenensIM cemecTpa.)
paboTy CTYJIEHTOB, DopMbI TPOMEKYTOUHOM aTTECTAUU
£ 1 ux Tpyz0eMKOCTE (110 cemecTpam)
g (B yacax)
8 3agsatusa | 3aHaru
JEKIIMOH s
-HOTO CeMHHa
THTIA p-cKoro
TUTIA
1 | Pasmen 1. IMpenmer, |5 | 6 6 YCTHBIN OIMPOC, 3a4eT
coZiep)KaHue, 3aa4n Kypca,
METOJIBI €T0 U3YYCHUS
2 |Pazmen 2. Cnocoosr wm|5 |12 6 YCTHBIN OMPOC, 3a4eT
cpencTBa
JTOKYMEHTHPOBAHHUS
3 | Pazgen 3. Marepuanbneie |5 | 6 6 YCTHBIH OIpoc, 3a4eT, pedepar
HOCHUTENIN JNOKYMEHTHOMN
nHdopManuu
4 | Paznen 4. CoBpemenHoe |5 |6 6 YCTHBIH OIPOC, 3a4eT
3aKOHO/aTeNbHOE u
HOPMAaTUBHO-METONYECKOE
obecrieuenne B cepe
JIOKyMEHTOO00O0pOTa
5 |Pasmen 5. TpeGoBanus k|5 |6 8 YCTHBIH OIPOC, 3a4eT
OoQOpPMIIEHHIO  Pa3IUYHBIX
CIIyKeOHBIX JOKYMEHTOB
Hroro 3 3.e. (108 u): 36 32 3auer
JJ1s1 cTy1eHTOB 3204HOM opMBbI 00yUeHHA:
No Buapl yaeOHO# DopMBbI TEKYLIETO
1/ Paznen paboThl, BKIIIOYAs KOHTPOJISL yCIIEBAEMOCTHU
| JUCIUTLTAHBI CaMOCTOSITENIbHYIO (o HemensiM cemecTpa.)
paboTy CTyJIEHTOB, @opMBbI IPOMEKYTOUHOM aTTECTAI[IN
§ U UX TPYJAOEMKOCTh (o cemectpam)
g (B yacax)
3| 3anatus | 3ansaTn
JICKIIUOH s
-HOTO ceMHUHa
TUTIA p-CKOTO
TUTIA
1 | Paznen I. [Mpenmer, |5 |1 1 YCTHBIH OIpoC, 3a4eT
cojiep>kaHue, 3a7a4u Kypca,
METO/IbI €r0 N3YUEHHUSs
2 |Pazmen 2. Cmocobsr u |5 |1 1 YCTHBIH OIpocC, 3a4eT
cpeacTBa
JTIOKYMEHTHUPOBAHUS
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3 | Pazgen 3. Marepuanbnsie |5 |1 YCTHBIH O1poc, 3a4eT, pedepat
HOCHUTEIIN JOKYMEHTHOU
uHbOpMaIHH

4 | Pazgen 4. CopemeHHOE | 5 1 YCTHBIN OIIPOC, 3aYET
3aKOHO/ATEIbHOE "

HOPMATHBHO-METOINYECKOC
obecnieuenne B cepe
JIOKyMEHTO000pOTa

5 | Pasmen 5. TpeOoBanus k|5 |1 1 YCTHBIN OINPOC, 3a4eT
0(pOPMIICHUIO  PaA3IUYHBIX
CI1yK€OHBIX JOKYMEHTOB

Hrtoro: 4 4 3auer

4.2. Pa3BepHyToOe onMcaHue COAePKaAHUS TUCHHUIIMHBI N0 pa3jiesiam (TeMam)

Paspnean 1. Ilpeamer, conepxanue, 3a1a4M Kypca, MeTOAbl €ro H3y4eHHUs.

Tema 1. /Jokymenmogedenue kak 061acmo 3HAHUU O 3AKOHOMEPHOCMAX CO30AHUS OOKYMEHMO8.
Tema 2. Buowvi 0okymenmos.

Paspnen 2. CriocoObl 1 cpecTBa JOKYMEHTHPOBAHMUS.

Tema 1. Cnocobwvl 0okymenmuposarus.
Tema 2. Kraccugurxayus cpeocme OOKYMEHMUPOBAHUS U OCHOBHbIE CHOCOObI KONUPOBAHUS U
PA3MHOICEHUSL OOKYMEHMA.

Paznea 3. MaTtepuajibHble HOCUTEIHM JOKYMEHTHOI HHPOPMALIUM.

Tema 1. Dsonroyus munos nocumeneti unghopmayuu.
Tema 2.0cnogHble 8U0bL UHDOPMAYUOHHO-OOKYMEHMHBIX HOCUMETEU.

Paznen 4. CoBpemMeHHOe 3aKOHOJATEJIbHOE W  HOPMAaTHBHO-METOJAHYECKOE
oOecrieyeHnue B cpepe J0KYyMEHTO000POTA.

Tema 1. I'ocyoapcmeennasn cucmema 0OKyMeHMAYUOHHO20 0DecneyeHus ynpaeieHus.
Tema 2. IIpasosvie ocnoswi cmanoapmuzayuu 6 Poccutickou Dedepayuu.

Pa3pnen 5. TpeboBanusi K 0pOpPMIICHUIO PA3JIMYHBIX CJIYKEOHBIX JOKYMEHTOB.

Tema 1. Cucmema opeanuzayuonHo-npasosoi 0OKyMeHmayuu.
Tema 2. Vuuguyuposanuas cucmema nep8uurot yuemuoi 0OKymeHmayuu no mpyoy u e2o
onname.

5. O6pa3oBare/ibHbIE TEXHOJIOTUH

B cootBerctBumn ¢ tpeboBanusmu @I'OC BIIO mo nampaBieHuto moAroToBku «CoumambHast
paboTtay peanusanus KOMIETEHTHOCTHOTO IMOAXOJa MpeayCMaTpUBAeT HCIOJIb30BaHUE B y4eOHOM
mpolecce cleAyomux GopM MpoBeaeHUs 3aHITHIA:

1. Ayoumopnasn paboma:

Jekyusa — ocHOBHass ¢dopMa 3aHATUW JOJDKHA BBIMOJHATH — CIEAYIOUIUE JAUJAKTUYECKHE
(GYHKIIMU: TOCTAaHOBKY M 00OCHOBaHME 3aday OOydeHHs], COOOIIEHHS U OCBOCHUSI HOBBIX 3HAHUH,
MIPUBUTHS MHTEIUICKTYaIbHBIX YMEHHUI 1 HABBIKOB, MOTHBHPOBAHMSI CTYCHTOB K AalbHEHIICH yaeOHOU
JEATEIIbHOCTH, HMHTETPUPOBAHMUS IIPENOJABAEMON JUCUUIUIMHBI C APYTMMH IPEAMETaMH, a TaKkKe
BBIPa0OTKY HMHTEpeca K TEOPETUYECKOMY aHAIU3Y.
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B nmanHoii pabouell mporpaMMe KpOMe KIACCHYECKON JICKIIMH HCIIOJB3YIOTCS TaKUe BHUIIBI
JICKLWI:

Beéoonas nexyus — TepBOHAYAIBHOE O3HAKOMJICHHE CTYJIEHTOB C OCHOBHBIMH HAy4HO-
TEOPETUICCKIUMHU TOJIOKCHUSMHU JTAHHOW OTpaciu Hayku. O3HAKOMIJICHHE CTYJCHTOB IIEJIbI0O U 3a1a9aMu
JTAHHOW JHUCUIHUIUIMHBI, €€ O0OBCKTOM W TMPEAMETOM, OCHOBHBIMH OOpPa30BATEIHHBIMH TEXHOJIOTHSIMH,
UCIOJIb3YeMBIMH B pabore, (opMaMu BXOJHOTO, TEKYIIETO M HMTOTOBOTO KOHTPOJISI U KPUTEPUSIMU
OLICHKH.

Yemanosounas — nexyusi — opueHTanus CTYJCHTOB K UCTOYHUKAM HWH(POpPMAIHH,
YKa3aHWs JIUII CAMOCTOSITEIBHONH  pa0OThl M TPAKTHYECKUE PEKOMEHJIAINH, BBIICICHUE Hanboee
BRKHBIX M TPYJIHBIX YacTEH MaTepraa.

Jlexyusa-npezenmayus ¢ dneMeHmamu Ouano2a — WCIOIb3yeTCs TEKCTOBaS, aymo "
BHJICOMH(DOPMAIIHSI, HJUTFOCTPAITUH, PEPOAYKIIHH U T.I1.

Jlexyus ¢ snemenmamu npaKkmuuecko20 3aHAamusi — KOrjia Bo BpeMs JeKIUU
CTYIeHTaM TpeiaraeTcss paboTa ¢  JOKYMEHTAMH W  HCTOYHWKAMHU WU  C HarsIHBIM
MaTepHuaiam.

Ilpobnemnas nexkyuss HAYMHACTCS C BOMPOCOB, C TIOCTAHOBKU IMPOOJIEMBI, KOTOPYIO B XOJE
M3JIOKEHUS MaTeprana HeoOoxoaumo pemuTh. C TOMOIIBI0 TPOOIEMHOM JIEKITUU 00eCTIeUnBaECTCSI
JNOCTHKCHHE  TPEX OCHOBHBIX JHJIAKTUYCCKUX IIesiel: 1) yCBOCHHE CTYACHTaMH TEOPETHYCCKHX
3HAHMI; 2) pa3BUTHE TEOPETHUUECKOIro MbIIUIeHUs; 3) ¢dopMupoBaHHe IO3HABATEILHOTO MHTEpEca K
coJiep KaHuI0 Y4eOHOTO mpeaMeTa U mpodeccuoHaTIbHON MOTHBAIIUN OYIyIIIETO CIeInaInucTa.

VYenenHocTh  TOCTYDKEHHUST 1[EeNTM  MPOOJIEMHOM JIGKITUK  00ECTIEYMBAETCS B3aUMO/ICHCTBUEM
npenojaBaTenss W cTyAeHToB. (OCHOBHas 3ajaya MperojaBaressi COCTOMT HE TOJBKO B Iepeaaue
nH(popMalny, a B IPUOOIICHUN CTYIGHTOB K OOBEKTHUBHBIM IPOTUBOPEUHUSM PpA3BUTHUS HAYYHOTO
3HaHHUS U cIoco0aM UX pa3peleHus.

Jlekyus-koncynomayus — WUCHOJb3YyeTCSI NpPU HM3YYEHUH  TEM C YETKO  BbIpaKEHHOU
MPAKTUYECKON HampaBiIe€HHOCTBIO.

Hcnonvzyemoie memoowvl 0OyueHus — pacckas, 00bsiCHeHHE, Oecea, TEMOHCTpAITHsI.

Cemunapsr — ¢dopMa TpynmoBoro oOy4yeHHs, @pU KOTOPOM IMpernojaBaTelb OpraHU3yeT
JMCKYCCHIO TIO TMPEABAPUTENBHO OIpPEIeICHHBIM BOIPOCaM TEMbl WM paszjesia mporpammsl kypca. K
TaKUM 3aHATUSAM CTYICHTHl 3a0JIarOBPEMEHHO MOArOTaBIMBAIOT TE3UCHl BBICTYIUICHHH B paMKax
n3ydaemoi tembl. Ha KaxloM CeMUHApCKOM 3aHSITUM TPEnojiaBaTelib  OIEHUBA€T IOJATOTOBKY
CTYICHTOB, aKTUBHOCTh HMX B JHUCKYCCHSX, yMeHHE (OPMYJIHPOBATH CBOU BOMNPOCHl U MO3UIIMH,
BCE OTO JIOJDKHO YYMTHIBAThCS KaK COCTABIISIIOIIME PEUTUHIOBOW OLEHKHM CTYACHTOB IO
JAHHOMY TIpeIMETY.

Dopmbl  npogedeHus ceMuHapos: CEeMUHap-3aJlaHue, ceMuHap-Oecena, pedepupoBanue,
BBICTYIIJICHHE C JOKJIaJaMH W HalMCaHUE TE3MCOB JIOKJIAIO0B, HAMHUCAHHE 3CCe, KOHCIEKTOB M HX
npe3eHTanus. [Ipu mpoBeaeHHH CEMHUHAPOB CTYACHTAM MpEAiaralorcs MNpoOJIeMHbIE CHTYalHH,
00CY>KJICHHE U pelIeHHEe KOTOPBIX TPeOyeT HECTaHIAPTHOT'O MBIILJICHHUS U TITyOOKOT0 MPOHUKHOBEHUS B
MaTtepuai.

Ilpakmuueckue 3anamua — Kak Qopma o0Oy4yeHHS, KOHKPETH3UPYIOT U JIOTOJIHSIOT
JMEKIMOHHBIA MaTepuan, He nayomupys ero. [IpakTudeckue 3aHATHS TPHU3BAHBI COJECHCTBOBATH
BBIPa0OTKE OCHOBHBIX YMEHHH U KOMIIETEHIIM OakamaBpa.

Dopmbl npakmuyeckux 3aHamull: KEHC-TeXHOJIOTUU (TEXHOJOTHH CUTYallMOHHOTO aHaiu3a —
CUTYallMU-TIPOONIEMBI, CUTYallMM-OIICHKH), TEXHOJOTHMH B3auMojelcTBus (pabota B  TpyIme
o0yyaronuxcs), TeCTUpOBaHuE, peeprupoBaHHE.

Ucnonvsyemvie memoowvt 00yueHuss — METOJ MO3TOBOTO INTypMa, METOJA MOJAEIHPOBAHUS,
rpynmnoBas pabota, HaOJIIOAEHHE, COMOCTABICHUE IAHHBIX, OTBET C MECTa, MOJBEACHHWE WTOTOB H
OILICHKa MpernoaBaTesieM 3aHITUH.

2. Bueayoumopnasn paboma:
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Paboma 6 enobanvuoii cemu (ucmnonb3oBaHue VHTEPHET-TEXHOJOTUH), MOUCK HH(pOpMAIUH,
aHAIM3 JECHUCTBYIOIIMX HOPMATHUBHBIX IIPAaBOBBIX AKTOB M IIPAKTHKM HX IPUMEHEHHUs, HANMCAHHE
pedepara.

B xoie mony4yeHus nmpaBoOBBIX 3HaHUI 00y4aeMblii MPHOOpPETAET YCTOHYNBBIE HABBIKM PAOOTHI C
anektpoHHbiMu pecypcamu CIIC KoucynbTrant, ¢ caliTaMd OpPraHoB TOCYJapCTBEHHOM BIIACTH,
JOJDKHOCTHBIX JIMI, OPraHOB  MECTHOI'O CaMOYIPAaBJICHHS, TOCYAAPCTBEHHBIX M OOIIECTBEHHBIX
IIPaBO3AIIUTHBIX CTPYKTYP.

Paboma ¢ knueoui. CTyneHTaM MpenoCcTaBiIsIeTCsl [UIS PACCMOTPEHHUST HAyYHOE M3/IaHUe, OJUH U3
naparpagoB KOTOpPOIro OHU JOJKHBI 3aKOHCIIEKTUPOBATh, BBIJIEISISI [IaBHOE.

Hcnonvsyemvie memoovl 0byuenusi — 4TeHUE, aHAJIN3, CUHTE3, KOHCYJIbTUPOBAHHUE, SKCIIEPTH3A,
KOHCIIEKTUPOBAHHUE.

Ilepeyenb  MHGOPMALMOHHBLIX TEXHOJIOITHMH, HCHOJAb3yeMbIX IPH  OCYLIECTBJICHHMH
00pa30BaTeIbHOIO Mpolecca Mo AMCHUIJIMHE: TEXHOJIOTUH CMEIIAaHHOTO 00yUYeHUsl.

6. YueOHO-MeTOAMYECKOE O0ecTiedHeHHE CAMOCTOATEIbHOM PadoThI 00yYAIOIMXCS:

1. Meromudeckue yka3zaHUs sl 0OYyYaAIOMIMXCS IO OCBOCHUIO TUCIHILUIHHBL «/[OKyMeHmogedeHue
6 coyuanvrou pabomey (Ilpunoxenwne 1).

2. Kynses, H.H. JlokymentoBenenue : yueOnuk / H.H. Kynses, /I.H. Ypaios, A.I'. ®aOpuvHOB. -
Mockaa : Jloroc, 2011. - 178 c. - (HoBas ynuBepcuterckas oubnuoreka). - ISBN 978-5-98704-329-8 ;
To Ke [DOnexTpoHHBIN pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=84880 (09.02.2019).

3. PribakoB, A.E. OcHoBbI nenonpoun3BoacTBa : yueOHuK / A.E. PeibakoB. - 3-e u3m., uchp. -
Mumnck : PUIIO, 2016. - 320 c. - bubmuorp. B kH. - ISBN 978-985-503-606-8 ; To xe [DneKTpOHHBIH
pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=463666 (09.02.2019).

7. XapaKTepHCTHKA OIEHOYHBIX CPEICTB /IS TeKYIIero KOHTPOJISI YCHeBaeMOCTH H
MPOMEKYTOYHON ATTECTANMH 00YYAIOUIUXCS MO TUCHHIIIHHE:

Nzydenune kypca «JlOKyMEHTOBEICHHE B COIMAJIBHOW PabOTE» IMPEInojaracT HCIOJIb30BaHHUE
BCEX BHJIOB KOHTPOJISI.

1. TIpoMexyTOYHBIH KOHTPOJIb.

[IpomexxyToUHasi TMAarHOCTHKA KavyecTBa OCBOCHHs Kypca «JlOKyMEHTOBEIECHHE B COIUAILHON
pabote» mpenrnoiaraeT OJUH KOJUIOKBUYM — B 5 cemecTpe 1o Teme: «Dgonmoyus munog Hocumeinell
uHghopmayuu.

3aueT cTaBUTCS B TOM CIIy4ae, eClii: OOHApyKUBAIOTCS 3HAHMSI OCHOBHBIX MPOIIECCOB U3y4aeMOit
00JIaCTH; OTBET JIOCTATOYHO IIOJIHO PACKpPhIBACT TEMY; CTYICHT BJIAJCET TEPMUHOJIOTHUECKHM
anmapaTroM; JaeT apryMCHTUPOBAHHBIC OTBETHI; NMPUBOJUT MPUMEPHI; JOTMYHO U TIOCIIEIOBATEIHHO
CTPOUT cBOM 0TBeT. OJHAKO JIOMYCKAETCs OJIHA — JBE HETOYHOCTH B OTBETE.

2. Texywjuii KOoHmpoo.

Texymuii KOHTPOJIb IPECTABISET COOOM MPOBEPKY YCBOCHHUS yUEOHOTO Marepuaia, peryssipHO
OCYILECTBIIIEMYIO Ha MPOTSHKEHUU CEMECTPA.

Texymuii KOHTPOJb 3HAHWUW CTYNEHTOB MO NUCHUIUIMHE «J[OKyMEHTOBeJeHHE B COLMATbHOU
paboTe» mpencTaBiseT coO0k:

- YCTHBIN OMpocC (KaK MPaBUiIO, WHIUBUIYATbHBIN);

- MPOBEPKY BHIMIOJHEHHS MUCbMEHHBIX JOMAITHUX 3aaHHIA;

- HalMCcaHue JI0KJIafIoB, pedepaTos, Hcce;

- COCTaBJICHHUE KOHCIIEKTa;

- GJIaHKOBOE TECTUPOBAHUE.

Texymuii KOHTPOJIb B TPEThEM CEMECTpe TMpeaAroyiaraeT HCIOJb30BaHUE OJIAHKOBOTO
TECTUPOBAHUS IS BHISBICHHSI YPOBHS YCBOCHHUS MaTepraa Mo JaHHON JAUCIUTUIMHE.
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3 .Hmozoeblit KOHMPOJTL.

1o 3aBepieHNM YETBEPTOro CEMECTpPa MPOBOJUTCS 3a4eT IO JAUCHUIUIMHE «/oKymMeHTOoBeneHue
B CONHMaIbHOW paboTe». MTOroBBIi KOHTPOJIL KadecTBa YCBOCHHS COOTBETCTBYIOIIETO Kypca
OCYIIIECTBIISIETCS C UCIIOJIIb30BAaHUEM YPOBHEBOI TEXHOIOIUHU.

Crynentsl HHQOPMUPYIOTCS O COAEpXKaHUU, POpPME, YCIOBHAX M CPOKAX MPOBEICHHS 3aUeTa W
KPUTEPHUSX OLIEHUBAHUA UX YUEOHBIX JOCTHKEHUH IO €ro pe3yJibTaTaM B Hayaje CEMeCTpa.
OcHOBHO# (hOpMOIi UTOTOBOrO KOHTPOJISI TIO JUCHUILIHHE «J[OKyMeHTOBeneHHE B COIMAIbHON padboTe»
SIBIISICTCS 3a4eT.

8. YueOHO-MeTOoAN4YECKOE U HH(POPMAIMOHHOE 00ecTieYeHne THCIHIINHbBI
a) OCHOBHas1 yueOHasi M yueOHO-MeToAnYecKas JuTeparypa:

1. BacakoB, M.U. JlokymeHTanmoHHoe oOecnedeHue ymnpasieHus: (JenonpousBoacTso) :
yuebnuk / M.U. BacakoB. - 2-e u3n., ucn. u jom. - Pocros-Ha-Jlony : M3marenbcTBO
«Denukey, 2013. - 352 c. : un. - (Cpennee npodeccnoHaibHOE 00pa3oBaHue). - bubmmorp.
B KH. - ISBN 978-5-222-20053-7 ; To xe [DnexTpoHHBId pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=271490 (09.02.2019).

2. Jlemun, FO.M. Jlenonpon3BoacTBO. JJOKyMEHTAIIMOHHBIN MEHEHKMEHT : ydeOHOe Tocooue
/ FO.M. llemun. - Mocksa ; bepnun : lupekr-Menua, 2014. - 205 c. : Tabm., cxem. -
bubmauorp. B kH. - ISBN 978-5-4475-1572-0 ; To »xe [DnextpoHHbI pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=253657 (09.02.2019).

3. JlokymeHTannoHHOE o0ecrieueHue ynpasieHus : yuebnoe nocodue / coct. C.I'. UepHosa ;
HoBocuOupckuil rocy1apcTBEHHBIH arpapHblii YHUBEPCUTET, DKOHOMUYECKUHN (aKylbTeT.
- HoBocubupck : UL «3o0moToit komocy, 2014. - 106 c. : cxeM., Taba. - bubauorp. B KH. ;
To Ke [DnexTpoHHbIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=278155 (09.02.2019).

4. OpraHuzanys ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO O00eCredyeHUs  yIpaBICHUS
anekTpoHHoe ydyeOHoe mocobue / coct. C.E. Mumenun ; MuHuctepcTBo oOpa3oBaHus 1
Hayku Poccuiickoit ~ @enepauuu, @DenepaibHOE TOCYJApPCTBEHHOE  OIOKETHOE
oOpa3oBaTenpHOE yupekJeHHe Bbicuiero oopazoBanus «KemepoBckuii rocyapCcTBEHHBIH
yHuBepcuteT», MHctutryt uctopun u ap. - Kemeposo : KemepoBckuii rocynapcTBeHHbIN
yauBepcutet, 2017. - 478 c. - bubmuorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe
[DnexTpoHHbI pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=481592 (09.02.2019).

5. Poroxun, M.IO. JlokymMeHTalmoHHOE 0OecTieueHre YIpaBiIeHUs : IpaKTHIecKoe nocooue /
M.IO. PoroxwuHn. - Mocksa ; bepnun : lupekr-Meaua, 2014. - 398 c. : un. - bubnuorp. B
kH. - ISBN  978-5-4475-1869-1 ; To xe [DaekTtpoHHBId pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=253705 (09.02.2019).

0) AOMOJIHUTEIbHAA JIUTEepaTypa:

1. BbaxapeB, A.P. KaagpoBoe neno mans HoBuukoB / A.P. baxapeB, O.A. KoBaneBckas. -
HoBocubupck : Cubupckoe yHuUBepcuTeTckoe nzaatenberso, 2010. - 432 c. - (KagpoBuk).
ISBN 978-5-379-01410-0 ; To xKe [DneKTpoHHbIH pecypc].
URL.: http://biblioclub.ru/index.php?page=book&id=57254 (09.02.2019).

2. JlenoBoe muceMo : y4deOHO-cripaBouHOe mocobue / aBT.-cocT. M.H. Ky3nenos. - 8-e u3g.,
nepepad. - Mocksa : M3naTenbcko-Topropas koprnopanus «Jlamko u K%, 2018. - 162 c. -
(Yuebnbie m3ganus s O6akanaBpoB). - ISBN 978-5-394-02962-2 ; To xe [DAeKTpOHHBIN
pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=496193(09.02.2019).
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3. Huruna, O.JI. JlokyMeHTOBEICHIE U apXUBOBEICHHE : CIOBaph-cripaBouHuk / O.JI. Jluruna ;
aBT.-coct. O.I'. YcanoBa, A.B. JlymnukoBa, A.I'. AsnarynoBa, M.B. Moropnas u np. -
Yensounck : UICAKHM, 2015. - 116 c. : un. - ISBN 978-5-94839-493-0 ; To xe
[DnexTpoHHbIN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=491902(09.02.2019).

4. Kwmun, A.Il. UadopmanmonHo-aHaTUTHYECKasl ACATEIHHOCTh B OpraHax rocy/1apCcTBEHHOIO
ynpaBienusi cyObektoB Poccmiickoit  ®eneparmm /ATl Kwmn, JI.B. KomoGosa,
O.B. YuctsakoBa ; MunucrepctBo oOpa3zoBaHusi u Hayku Poccuiickoit ®enepanuu,
VYpansckuii ¢enepanbHblii yHUBEpcUTET UM. niepBoro [Ipesuaenta Poccun b. H. Enbuuna. -
ExatepunOypr : U3marenbctBo Ypanbckoro ynusepcutera, 2014. - 155 c. : Tabm. -
bubnworp.: c¢. 135-145. - ISBN 978-5-7996-1208-5 ; To xe [DnekrpoHHBIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=275733 (09.02.2019).

5. Kozwuna, E.C. lenonpousBoacTBo : yueoHo-MeToanueckoe nocodue / E.C. Ko3una. - Mocksa
: Jupexr-Menma, 2013. - 27 c. - ISBN 978-5-4458-2649-1 ; To e [DnekTpoHHBIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=141469 (09.02.2019).

6. Muxaitnos, F0.M. Kak mpaBuibHO U OBICTPO pa3zpaboTaTh JOKYMEHTAIUIO MPEIIPUSATHS :
npaktuueckoe mocodue / KO.M. Muxaitnos. - Mocksa ; bepnun : Jlupexkr-Menua, 2014. -
232 c. : un. - bubmuorp. B kH. - ISBN 978-5-4475-1574-4 ; To xe [ DneKTpOHHBINA pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=253689(09.02.2019).

7. Poroxwun, M.IO. HacronpHasi kHUra cekperaps: MOATOTOBKA JOKYMEHTOB : IMPAKTHYECKOE
nocobue / M.IO. Poroxun. - Mocksa ; bepnun : Jlupekr-Menua, 2014. - 363 c. : un. -
bubmuorp. B kH. - ISBN 978-5-4475-1664-2 ; To e [DIeKTpoHHBIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=253707 (09.02.2019).

8. Poroxun, M.IO. JlemoBble DOKYMEHTHI B TpUMEpax u oOpas3iax : COOPHHK THUITOBBIX
nokymeHToB / M.IO. Poroxkun. - Mocksa ; bepnun : Jlupekr-Menua, 2014. - 496 c. : un. -
bubmuorp. B kH. - ISBN 978-5-4475-1581-2 ; To e [DIeKTpoHHBIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=253701 (09.02.2019).

9. Cronapos, HO.H. J[loxymenrtomoruss / IO.H. CromsipoB ; MUHHUCTEPCTBO KYJIbTYpPHI
Poccuiickoit denepaunu, PenepaibHOE TOCYJApCTBEHHOE 00pa30BATENILHOE YUPEKICHHE
BBICIIIETO TMpodeccuoHANbHOr0 o0pazoBaHusi «OpJIOBCKUIl TOCYNapCTBEHHBIH WHCTUTYT
HCKYCCTB M KyJIbTYyphl». - Open : 'opuzont, 2013. - 370 c. : un. - bubauorp. B xkH. - ISBN
978-5-904977-37-5 ; To xKe [DnexTpoHHbI pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=276208 (09.02.2019).

10. ®uonosa, JI.P. Opranu3zanus 1 TEXHOJIOTUS JOKYMEHTAIMOHHOT'O O0ECTeUeHUs YIIpaBIIeHUs
: koHcnekT ekl / JI.P. ®uonosa. - Ilensa : [IeH3eHCKHI TOCY1apCTBEHHBIN YHUBEPCUTET,
2005. - 95 c. ; To xKe [D5neKTpOHHBIN pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=39371 (09.02.2019).

B) pecypchbl HHPOPMALMOHHO-TEJIEKOMMYHUKALIMOHHOH ceTH «HTepHeT»:

1. Bonxos, K.A.JlokyMeHTHpOBaHUE B YIPABICHUECKOW NEATENBbHOCTH: yuded. mocobue /
K.A. Bonkos, A.H. Ilpuxoapko u ap. — CI16.,2009. — DaexrpoHHsli pecypc. — Pexum
nocryna: http://www.aup.ru/books/m685/

2. JlapbkoB, H.C. JokxymenroBenenue:yued.mocooue / H.C. JlappkoB. — DIEKTPOHHBIN
pecypc. — Pexxum nocryna: http://aleho.narod.ru/document/

3. HopmaTuBHbBIE  JTOKYMEHTHI o JIeNIONIPOU3BOICTBY. —  PexxuMm  joctyna:
http://www.termika.ru/termika/dou/docs/docs.html
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4. ®uonoBa, JL.P. Opranmzamusi ¥ TEXHOJOTHS JOKYMEHTAI[MOHHOTO OO0ECICUCHUS
ynpaBieHusi: KoHcnekT Jekuud / JI.P. ®unmonoBa. — Ilen3a, 2008. — DmeKTpoHHBIN
pecypce. — Pexxum mpoctyma: http://www.aup.ru/books/m1314/

5. HudopmanmoHHO-TTPaBOBOMA noprai «l"apanT». — ONEeKTPOHHBIN pecypc. —
http://www.garant.ru/
6. CnopaBounast mpaBoBas cucrtema «KoHCymbTaHT +».— DIEKTPOHHBIA pecypc. —

http://www.consultant.ru/about/software/cons/
7. CucreMa 3J€KTPOHHOM MHOJAEPKKU 00pa3zoBaTesbHOrO mnpouecca «Mol yHUBEPCUTET»
https://uni.ivanovo.ac.ru

r) npodecCHOHAIbLHBbIE 6a3bI IAHHBIX H HHPOPMALHOHHO-CIIPABOYHbIE CHCTEMBI:
1. OBC «YHuepcuterckas oubimoreka onnaitn» Www.biblioclub.ru
2. DnekrponHas oudimnoreka MsI'Y _http:/lib.ivanovo.ac.ru

3. Dnexrponnsiii karanor Hb UBI'Y  http:/lib.ivanovo.ac.ru/index.php/ek
4. CIIC «Koncynpraatllirocy

) IporpaMMHOe o0ecrneveHne:
1. omepanumonnas cucrema Microsoft Windows,
2. maket opucubix mporpamm Microsoft Office u(umm) LibreOffice,
3. umHTepHeT-Opay3ep Microsoft Edge n Yandex Browser.

9. MaTepuajibHO-TeXHUYECKOe o0ecnedeHne JUCHUTITHHBI (MOTYJIs)

Y4eOHble ayIUTOPUM:

- JUTsI IPOBEICHUS 3aHITUN JIEKIIMOHHOTO THUIIA C KOMIUIEKTOM CHElMaIN3UPOBAHHON yueOHON Mebenu u
TEXHUYECKUMU CpPEICTBAMHU OOYYEeHHs, CIyXalluMU JUIsl TMpelocTaBlieHus y4yeOHON wuHbopmanuu
OOJIBIIION ayTUTOPHH;

-JUTsl IPOBEICHUS 3aHATHI CEMUHAPCKOT0 TUIA, KOHCYJIBTAIlUH, TEKYIIETr0 KOHTPOJISL U IPOMEKYTOYHOM
aTTecTalliy, BBIMOJIHEHUS KYPCOBBIX paboOT (IIPOEKTOB) C KOMIUIEKTOM CHEIHATM3UPOBAHHON yueOHOU
Me0enu U TEXHUYECKUMU CPeACTBAMH 00yUEeHHUS.

Ilomemenune I CaMOCTOSITEJIbHOM PadOThl, OCHAIIEHHOE KOMIUICKTOM CICIHAIU3HUPOBAHHOMN
y4eOHON MeOenu, KOMITbIOTEPHOM TEXHHUKOW C BO3MOXHOCTBIO TMOAKIIOUYEHUsT K ceTu «HTepHeT» n
obecnieuenueM goctyna B DUOC.

JeMoHCTpallHOHHOE 000PY/I0BaHNE U Y4eOHO-HATJISI/IHbIE TOCOOMS IS 3aHATUH JIGKIIMOHHOTO THUIIA,
o0ecrieurBaIIie TEMaTUYECKHE WUIIOCTPAIlMU: MYJIbTUMEAUMHBIA MPOEKTOp C€ MEPEHOCHBIM
HOYTOYKOM; [T€4aTHO-MHOXKUTENIbHAs TEXHUKA.
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ABTOp(b1) paboyell mporpaMmbl JAMCHUIUIMHBI. JONEHT Kadeapbl COLUaTbHONW paboThl,
KaH/IUJIAT COIIMOJIOTHYECKUX HayK 3amopoxHukoBa E.b.
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