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1. OOmue moJI0KeHUA

CamocrosTenbHas paboTa - IulaHupyemas ydeOHasi, ydeOHO-MCClieoBaTeNbCKasi, HAyqHO-
ucclieloBaTeNnbCcKas paboTa CTYJEHTOB, BBIIOJIHSAEMAas BO BHEAYIUTOPHOE (ayAUTOPHOE) BpeMs IO
3aJJaHUI0 M TIPH METOJAWYECKOM DPYKOBOJCTBE IpernoaaBareis, HO 0e3 ero HEemoCpeICTBEHHOTO
ydacTus (IpU 4aCTUYHOM HENOCPEICTBEHHOM YYaCTHM IPENoAaBaTelIsl, OCTABISAIOIIEM BEAYILYIO
pOJIb 32 pabOTOM CTYIEHTOB).

CamocrositenbHas padota cryneHtoB (CPC) B BY3e sBisercs BaXHBIM BHJIOM Y4eOHOU
HAYYHOH JIeATeNbHOCTH cTyieHTa. CaMocToATeNnbHas padoTa CTyICHTOB UTPAaeT 3HAYUTEIBHYIO POJIb
B PEUTHHIOBON TEXHOJIOTUU OOyUYCHHUS.

K 0CHOBHBIM BHJIaM caMOCTOSITEIbHON pabOThI CTyI€HTOB OTHOCSATCSI:

— (opMHpOBaHHE U YCBOEHHE COJEp)KAHUS KOHCIEKTa JIGKIUH Ha 0a3ze peKOMEHJIOBaHHOMH
JEKTOPOM y4eOHOM JuTepaTypbl, BKIOYas HHGOPMALMOHHbIE 00pa30BaTElIbHBIE PECYpChl
(971eKTpOHHBIE YUYEOHUKH, SJCKTPOHHbBIE OMOIMOTEKH U 1p.);

— HanucaHue JIOKJIAJI0B;

— MOJrOTOBKA K CEMHHApaM, IPAKTUIECKUM H J1ab0opaTOpHBIM paboTaM, ux 0(hopMIICHHE;

— COCTaBJICHHE AHHOTMPOBAHHOI'O CIHUCKA CTaTel M3 COOTBETCTBYIOIIMX JKYypHAJIOB I10
OTpaciiiM 3HaHUM (IIe1aroru4ecKux, MCUX0JIOTMYECKUX, METOIUYECKUX U JP.);

— BBINOJIHEHUE YU4E€OHO-UCCIIEJOBATENBCKUX pabOT, IPOCKTHAS JeSTEIbHOCTD;

— TOATOTOBKA MPAKTUYECKUX pPa3padOTOK W PEKOMEHAAUWH IO PEIICHHIO MPOOIeMHOM
CUTYyallUH;

— BBINOJIHEHHWE JIOMAIHUX 33JaHUil B BHUJE pELIEHUS OTAEIbHBIX 3aJay, I[POBEICHUs
TUIOBBIX PAacyeTOB, PaCUE€THO-KOMITBIOTEPHBIX U MHIUBUAYAIbHBIX PAOOT 10 OTIEJIBHBIM pa3jesiaM
CoJiepKaHusl AUCLUILUINH U T.J.;

— KOMIIBIOTEPHBIN TEKYIIUH CAMOKOHTPOJIb U KOHTPOJIb YCIIEBAEMOCTH Ha 0a3e 3IEeKTPOHHBIX
o0yyaroluXx U aTTECTYIOIINX TECTOB;

— BBINOJIHEHUE KYPCOBBIX paboT (IIPOEKTOB) B paMKaX AMCLUIUINH;

— BBINIOJIHEHHUE BBITYCKHOW KBAJIM(PUKAIIMOHHOM paboThI U JIp.

Metonrka OpraHu3alui CaMOCTOSTEIbHOM pabOThl CTYAEHTOB 3aBHUCUT OT CTPYKTYHI,
XapakTepa U 0COOEHHOCTEN M3ydyaeMol TUCHUIUINHBI, 00beMa 4acoB Ha €€ W3y4YeHHE, BUJIa 3aJJaHuI
JUIL  CaMOCTOSITEbHON pabOThl CTYACHTOB, HHIUBUAYAJIbHBIX KayeCTB CTYJIEHTOB M YCIOBUH
y4eOHOM e TENbHOCTH.

[Tponiecc opranu3ay caMOCTOSATENIbHOW PabOThl CTYACHTOB BKJIIOYAeT B ceOs ClieAyIoIne
JTarbl:

® [I0/rOTOBUTENBHBIM (ONpenesnieHue Lenel,  COCTaBIE€HHE IpOrpamMMbl, IOATOTOBKA
METOJINYECKOT0 0OecreueHus, MoAroToBKa 000py/10BaHus);

® OCHOBHOW (peanu3alys IpOorpaMMbl, MCIOJNb30BaHHE MPHUEMOB IOHMCKa WH(pOpMaluH,
YCBOGHHUsSI, TNepepabOoTKH, TNpPUMEHEHHUs, Ieperadd 3HaHWHi, (UKCHpPOBaHHE pPE3YyJIbTaTOB,
caMOOpraHu3alys rnpoiecca padoThl);

® 3aKJIOYMTENbHBIM (OLIEHKa 3HAYMMOCTH W aHallu3 pe3yJbTaTOB, UX CHUCTeMaTH3alus,
olieHKa ((EKTUBHOCTH MPOTPaMMBbl U MPUEMOB PaOOTHI, BBIBOABI O HAMPABICHUSX ONTUMH3AINU

Tpyna).

CamocrositensHas padora no aucumminae «JOKYMEHTOBEJIEHUE)» nanpaBnena Ha
(hopMUpOBaHHE CIETYIOIINX KOMIETEeHIIUIH:

Kon DopMyJIUpPOBKA:

OIIK-2 CrnocobeH  TpUMEHSITh  MH(POPMAIMOHHO-KOMMYHHKAIIMOHHBIE  TEXHOJIOTH,




MporpaMMHBIC CpCACTBA CUCTCMHOI'O U MPHUKJIAAHOTO HAa3HAYCHHA, B TOM YHCJIC
OTCYCCTBCHHOI'O IIPOU3BOACTBA, I PCIICHUA 3aJad HpO(l)eCCHOHaHBHOfI
JACATCIIBHOCTH

2. Ilean W 32124 CAMOCTOSITEILHOH PadoThI

Benymas nenp opranmzanuu u ocymectBieHuss CPC coBmamaeT ¢ menbio oOydeHHs
cTyneHta — ¢opMupoBanne Habopa OOIICHAYYHBIX, NPOPECCHOHATBHBIX W CICIHATBHBIX
KOMITETeHIIMH Oyaymero 6akagsaBpa 1o COOTBETCTBYIOIIEMY HAIIPABJICHHUIO MOATOTOBKH

[Tpu opranmzanmu CPC BaXHBIM M HEOOXOIUMBIM YCIOBHEM CTAHOBSTCS (POPMHUPOBAHUE
YMEHHSI CaMOCTOSITENIbHON paldoThl Ui MNpUOOpETeHHs] 3HAHWW, HABBIKOB U BO3MOXXHOCTHU
OpraHm3anyy y4eOHOW W HAyYHOW aedaTelabHOCTH. Llenbio caMOCTOSTENbHON paboThl CTYIEHTOB
SBJIAETCS OBJIaZIcHNE (PYHIaMEHTAIbHBIMUA 3HAHUAMHU, TPO(HECCHOHATBHBIMH YMEHUSMHU U HABbIKAMU
NEATEIPHOCTH 1O MPOQUIII0, OINBITOM TBOPYECKOW, HMCCIEAOBATEIBCKON  JESTEIBHOCTH.
CamocrtosiTennbHast ~ paboTa  CTYJEHTOB  CIOCOOCTBYET  Pa3BUTHIO  CaMOCTOSITEIBHOCTH,
OTBETCTBEHHOCTH M OPTaHU30BAHHOCTH, TBOPYECKOTO MOJX0/a K PEHICHUIO MPo0ieM y4eOHOro u
npoeccnoHaNIbHOTO YPOBHSL.

3amauyamu CPC gBnsgrorc:

® cucTeMaTu3alds U 3aKPEIUICHHUE IOJIyYEHHBIX TECOPETHMUECKHUX 3HAHUM M NPAKTUYECKUX
YMEHUH CTYJICHTOB;

® er'IY6J'ICHI/IC H PaCIUPCHUC TCOPCTHICCKUX 3HaHPII>i;

e (opmupoBaHme yMEHHI HCIOIB30BaTh HOPMATHBHYIO, IIPaBOBYIO, CIIPABOYHYIO
JOKYMEHTALUIO U CIIELIUAIIbHYIO JTUTEPATYPY;

® DasBHUTHUC II03HABATCIIbHBIX CIIOCOOHOCTEH M aKTUBHOCTH CTYACHTOB! TBOp‘~I€CKOI>i
HHUIUATHUBBI, CAMOCTOATCIIBHOCTHU, OTBETCTBECHHOCTU U OPTraHU30BAHHOCTH;,

® (HOpMHUPOBAHHME CAMOCTOATEIBHOCTH MBIIIUICHUS, CIIOCOOHOCTEM K CaMOpa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO U CaMOpeaIn3alliu;

® DA3BHUTHE UCCIEAOBATEIBCKUX YMEHHUN;

® JHCIIOJB30BAHHUE MaTcpHala, CO6paHHOFO U IIOJIYYCHHOI'oO B XOJAC CaMOCTOATCIIBHBIX
3aHATHI Ha CCMHUHAapax, Ha MPAKTUICCKUX U na6opaT0pH1,1x 3aHATUAX, IIPU HAITMCAHUU KYPCOBBIX U
BBIHYCKHOﬁ KBaHH(bHKaHHOHHOﬁ pa60T, JJIsA 3(1)(I)CKTI/IBHOI71 NOATOTOBKM K HMTOI'OBBIM 3a4Y€TaM U
OK3aMCHaM.

3. TexHosoruyeckass KapTa caMOCTOATEIbHOI padoThl CTYAeHTA

Bun . OO0OBeM 4acoB, B TOM YHCJIIE
KosI JEATENHLHOCT Hrorosblii c (akan.)
POJYKT e/ICTBA U
peanusyempix | X CTYACHTOB POLYK el KonTaktHas
N CaMoCTOsI- TEXHOJIOTUU
KOMITCTCHITHI - paboTa ¢
TEJIbHOMN OIICHKH CpPC Bcero
npernoiaBaTesne
paboThI
M
3 cemecTp
OIIK-2(UJ- | CamocrosTens Koncnekr | CobecenoBa
1.UJ1-2.11]1-3) | HOE H3y4eHHe HHE, 6156 6.84 68.4
JUTEPATypHl U ' ’ ’
HMCTOYHUKOB
OIIK-2(M[- | [TogrotoBka K Omnpoc Ompoc 3,24 0,36 3,6




1.UA-2.1U/1-3) | mpakTHYECKUM
3aHATHAM

Hroro 3a 5 cemectp | 64,8 7,2 12

4. TlopsiioK BBINOJHEHHUsI CAMOCTOSITEIbHOI PaGoThI CTYI€HTOM

4.1. Memoouueckue pexomernoayuu no pabome ¢ y4eOHOU 1umepamypou

[Ipu paborte ¢ KHUroil HeoOXomMMO MOAOOpaTh JIUTEPATypy, HAydUTbCS INPaBWIBHO €€
YUTaTh, BECTU 3amucu. s mogdopa mureparypbl B OMONIHMOTEKE HCIONB3YIOTCS al(paBUTHBIN U
CHCTEMaTHYECKHI KaTalor!.

BaXHO MOMHHTB, YTO palMOHAIbHBIE HABBIKM pAaOOTHI ¢ KHUTOH - 3TO Bcerga Oojbuas
HKOHOMHUSI BPEMEHHU U CHJIL.

[TpaBwibHbIl  1oAOOp  y4yEeOHMKOB  pPEKOMEHAYETCS  IpenojaBareieM,  YHUTAIOIUM
JNeKIMOHHBIH Kypc. HeoOxomumass nutepaTypa MOXET OBITh TakKe yKa3aHa B METOJIUYECKUX
pa3paboTKax 1o JaHHOMY Kypcy.

N3yuas marepuan mo y4eOHHUKY, CleAyeT MEepeXOauTh K CIEAYIOIEMY BOIPOCY TOJIBKO
IMOCJIC IPAaBUJIBHOI'O YACHCHUSA NPCAbLAYIIETO, O ChbIBAA HAa 6YM21F€ BCC BBIKJIAAKHW U BBIYHCIICHUA (B
TOM 4YHCII€ T€, KOTOpble B y4yeOHUKE OIyIEHbl WIM Ha JIEKUMU JaHbl JUISI CaMOCTOSITEIbHOIO
BBIBOJIA).

[Tpyu m3yueHuu 11000 JUCUMIUIMHBI OOJBIIYI0O U BAaXKHYIO POJIb MIPAET CAMOCTOSITEIbHAS
WHIUBUAYaJIbHAs padoTa.

Ocoboe BHMMaHUE CleyeT 00paTUTh Ha ONpEAEICHNE OCHOBHBIX MOHATUH Kypca. CTyneHT
JOJDKEH TOJAPOOHO pa3Ouparh NpUMeEpPbl, KOTOPbIE MOACHSAIOT TaKUE ONPEIEIICHUs, U YMETh CTPOUTh
aHAJIOTMYHBIE IPUMEPBI caMOCTOsATeNIbHO. HyXHO 100MBaThCsl TOUHOTO MPEICTABICHUS O TOM, UTO
n3ydaems. [lone3Ho cocTaBisiTh OMOpHBbIE KOHCHEKTHI. Ilpu m3ydyeHun marepuana mo y4eOHUKY
MOJIE3HO B TEeTpaau (Ha CIELUANbHO OTBEJIEHHBIX MOJSAX) JOMOIHATH KOHCHEKT Jiekuuil. Tam xe
CJICAYCT OTMEYATh BOIIPOCHI, BEIACICHHBIC CTYJACHTOM JIA KOHCYJIbTaAlWU C MPEIIOAaBaTCICM.

BeIBozIbI, MONTyuyeHHBIE B pe3yibTaTe HM3Y4YEHHUs, PEKOMEHIYETCs B KOHCIIEKTE BBIICIATH,
YTOOBI OHM NPH MEPEUUTHIBAHUH 3aIIMCEH JTyYIlle 3alIOMUHAINCH.

OnbIT TOKa3bIBAaeT, YTO MHOTMM CTYAEGHTaM IIOMOTaeT COCTaBJICHUE JIUCTa OIMOPHBIX
CUTHAJIOB, COJEpXKalllero BakHeWiiume u Hauboyiee 4acTo ynorpedisieMble (GOpMYJbl U TOHSATHS.
Takoif aucT momoraer 3alOMHUTH (OPMYJbI, OCHOBHBIE MOJOXKEHUS JEKIMHM, a TaKXKe MOXKET
CIIYKHUTBb MTOCTOSAHHBIM CITPABOYHHUKOM JJId CTYJICHTA.

UreHre HayyHOI'O TEKCTa SBJISETCS 4YacThlO IMO3HABATENbHOM JesTenbHOCTH. Ee menp —
HU3BJICUCHUC U3 TCEKCTa HCO6XOI[HMOI>1 I/IH(i)OpMaHI/II/I. OT TOro Ha CKOJILKO OCO3HaHHA YUTaroOIIuM
COOCTBEHHasi BHYTPEHHsIsI YCTaHOBKAa NpU OOpallleHMH K Ie4aTHOMY CJIOBY (HaTH HYy)XHBIE
CBCACHUA, YCBOUTH I/IH(l)OpMaHI/IIO IMMOJIHOCTBKO HJIM YaCTHUYHO, KPUTHUYCCKU IIPOaHAJIU3HUPOBATH
MaTepHal 1 T.I.) BO MHOTOM 3aBUCHUT 3((EKTUBHOCTh OCYIIECTBISIEMOTO IEHCTBHSL.

Beiensor uemuvipe ochognble ycmanoéku 6 YmeHuu HAYYHO20 MEKCMA.

UH(OPMAIIMOHHO-TIOMCKOBBIH (331a4a — HalWTH, BBIIEIUTH UCKOMYIO HH(OPMAIIHIO)

yCBauBaromas (YCI/I.]'II/ISI YUTaTeld HallpaBJICHBI HA TO, 4TOOBI KaK MOYKHO IIOJIHEE OCO3HATH U
3aIIOMHUTH KaK CaMU CBEJICHUS M3JIaraeMble aBTOPOM, TaK U BCIO JIOTUKY €r0 pacCyKJIeHU)

AHAIITUTUKO-KPHUTHYECCKAaA ('-II/ITaTeJ'H) CTPEMHUTCA  KPUTHUYCCKU  OCMBICIWUTE MaTcCpual,
MIPOaHAIM3UPOBAB €r0, ONPEIEINB CBOE OTHOLLICHHE K HEMY)

TBOpYECKasd (co3)1aeT Y 4UTaTeiid TOTOBHOCTh B TOM HWJIM MHOM BHUAC — KaK OTHpaBHOﬁ ITYHKT
JUISL CBOUX PacCyKJIEHUH, Kak o0pa3 AJisi IeHCTBHS MO0 aHAJIOTUHU M T.II. — UCIOIB30BATh CYXKICHUS
aBTOpa, XOJ €ro MbICiel, pe3ynbTaT HaOMIOAEHUs, pa3pabOTaHHYI0 METOAMKY, IOIMOJHUTH HX,
MOJIBEPTHYTh HOBOW MIPOBEPKE).

OcHosHble 8UO0bI CUCMEMAMUUPOBAHHOU 3ANUCY NPOYUMAHHOO.



AHHOTHpOBaHME — IMIPENEIbHO KpaTKOE€ CBS3HOE ONMCAaHUE IPOCMOTPEHHOW WU
MIPOYUTAHHON KHUTH (CTaTbH), €€ COAePKAHUSI, HICTOYHUKOB, XapaKTepa U Ha3HAUYCHUS,

[InanupoBaHue — KpaTkas JIOTMYECKas OpraHu3alus TEKCTa, PaCKpbIBAIOLIas COAEpkKaHUE U
CTPYKTYpPY U3y4aeMOIo Marepuania;

Te3upoBaHnue — JAKOHMYHOE BOCHPOM3BEACHUE OCHOBHBIX YTBEPXKICHHH aBTOpa 0e3
MpHUBJIeYEHUS (PaKTUUECKOT0 MaTepHaa;

[luTupoBaHue — JIOCIOBHOE BBIMMCHIBAHUE W3 TEKCTa BBIACPKEK, M3BICUEHUH, HamOolee
CYILIECTBEHHO OTPAKAIOIIMX Ty UM UHYIO MBICIIb aBTOPA;

KoHcniektupoBaHue —  KpaTkoe W IIOCIEAOBATEIBHOE  U3JIOKECHUE  COIEPIKAHMS
IIPOYUTAHHOTIO.

KoHCIEeKT — CIOXKHBIM CcIOCO0 HM3JI0XKEHHS COACpKaHUSI KHUTH WM CTaTbU B JIOTUYECKON
MoCJeI0BaTeNbHOCTH. KOHCIIEKT aKKyMynupyeT B ce0e MpeAbIIyIIue BHJIBI 3alKCH, MO3BOJISET
BCECTOPOHHE OXBAaTUTh COJIEPKAHUE KHHUIHU, CTaThbu. 1103TOMy yMeHHe COCTaBIAThH ILIaH, TE3UCHI,
JIeNaTh BBIIMCKU U APYTHUE 3aIIMCU OIPENEIAET U TEXHOJIOTHUIO COCTABICHUS KOHCIIEKTA.

Memooduueckue pexomenoayuu no cOCMAasiIeHUIO KOHCNeKma.:

1. BaumaTenbHO NPOYUTANTE TEKCT. YTOYHUTE B CIPABOYHOU JIUTEPAType HEMOHSTHBIE
cinoBa. [Ipu 3anucu He 3a0yAbTe BEIHECTH CITPABOYHBIC JAHHbBIE HA MOJISI KOHCIIEKTA;

2. Brigenure riiaBHOE, COCTaBbTE IJIaH;

3. Kpatko chopmynupyiiTe OCHOBHBIE TIOJIOKEHHUS TEKCTA, OTMETHTE apTyMEHTAIIMIO aBTOPA;

4. 3aKOHCHIEKTHPYHTE Marepuall, YeTKO cieays MyHKTaM IutaHa. [Ipy KoHcnekTupoBaHUU
CTapaiTech BBIPA3UTh MBICIb CBOMMHU CJIOBaMU. 3aMMCH CIIEAYET BECTH YETKO, SCHO.

5. 'pamoTHO 3anuceiBaiiTe nutarbl. L{uTupys, y4duThIBaliT€ JaKOHUYHOCTh, 3HAYUMOCTh
MBICIIH.

B Tekcre KOHCIIEKTa KEJaTeIbHO NPUBOAUTH HE TOJIBKO TE3UCHBIE IOJIOKEHMS, HO U HX
nokazatenbcTBa. [lpu odopMiIeHMN KOHCIEKTa HEOOXOIMMO CTPEMHUTHCS K EMKOCTH KaXKIOTO
npenjoxkeHus. MpIcan  aBTOpa KHMIM CJEIyeT u3jaraTh KpaTko, 3a00Tsichb O CTUJIE U
BBIPA3UTENILHOCTU HAIMMCAHHOTO. YMCIIO JOMOJHUTENBHBIX 3J€MEHTOB KOHCIEKTa JOJKHO OBITh
JOTUYEeCKM  OOOCHOBAaHHBIM,  3alUCH  JIOJDKHBI ~ pacupeleNsTbesi B ONpeAesIeHHOU
[IOCJIEIOBATEIILHOCTH, OTBEYAIOIICH JIOTUYECKON CTPYKType Ipou3BencHus. Ui YTOYHEHUS U
JIOTIOJTHEHUSI HEOOXOJUMO OCTaBIISATh MOJIS.

OBnajeHne HaBbIKAMU KOHCIIEKTHPOBAaHUS TpeOyeT OT CTyAEHTa LeJIeyCTPEMIIEHHOCTH,
TTOBCETHEBHON CaMOCTOSITEIIbHOU PaOOTHI.

4.2. Memoouueckue pexomeHOayuu no HNOO20MOBKe K NPAKMUYECKUM U 1aOOPAMOPHbIM
SAHAMUAM

s toro uyToObl NpakTUYecKWe M JaO0OPATOpHbBIE 3aHATHS NMPUHOCUIN MaKCUMAJIbHYIO
M0JIb3Y, HEOOXOAUMO MOMHUTH, UYTO YIPaKHEHHE U PelIeHHE 33aJad MPOBOJATCS M0 BBIUUTAHHOMY
Ha JIKIMSIX MaTepuady U CBS3aHbI, KaK MPaBUJIO, C JETaIbHBIM Pa300pOM OTIENbHBIX BOIPOCOB
JEKUMOHHOrO Kypca. CieayeT MoAuepKHyTh, YTO TOJBKO I1OCIIE YCBOEHMS JEKIIMOHHOIO MaTepuana
C ONpEJIeJICHHON TOYKHM 3peHUsl (2 UMEHHO C TOW, C KOTOPOI OH HM3jaraeTcsl Ha JIEKUHUsAX) OH Oyner
3aKpEIUIATHCS Ha MPAKTUYECKUX 3aHATUAX KaK B pe3yibTarTe OOCYXKIEHHUS M aHaJIn3a JIEKIIMOHHOTO
MaTepuaiga, TaKk U C MOMOIIbIO pelIeHUsl MPOOJIEMHBIX CUTyalud, 3anad. [Ipum 3THX yCIIOBUSAX
CTYZEHT HE TOJIBKO XOPOLIO YCBOUT MaTepHaj, HO U HAyUUTCs IPUMEHSATH €T0 Ha MPAKTUKE, a TAKKE
MOJIYYUT JAOMOJIHUTENBHBIN CTUMYII (M 3TO OYEHb BaXKHO) Il aKTUBHON MPOPaOOTKH JIEKLIUH.

[Ipr camoCTOATENBHOM pEIICHWH 337au HY>KHO OOOCHOBBIBATH KaKIBIH ATall pelieHus,
UCXOJs U3 TEOPETUYECKUX MOJOXKEeHUH Kypca. Eciu cTyleHT BUIUT HECKOJIBKO IyTeil pelieHus
npobeMsl (3a1a4n), TO HY’KHO CPaBHUTh UX M BBIOpaTh caMblil pannoHa bHbI. [lone3no 1o Havyana
BBIUHCIICHUI COCTaBUTh KPAaTKHU MJIaH pelieHus npoOiaemsl (3agaun). Pemenue npobieMHbIX 3a1a4
WIM TPUMEPOB CIEAyeT H3jaraTb IOJAPOOHO, BBIYMCICHUS pacrojiaraTb B CTPOTOM IOPSJIKE,
OTZENsAs BCIIOMOTaTENIbHbIE BBIYMCICHUS OT OCHOBHBIX. PellleHMs mpu HEOOXOAMMOCTH HYXKHO
COIIPOBOXAATh KOMMEHTapHUsSIMH, CXEMAMHU, YEPTEKAMU U PUCYHKAMHU.



Crnenyer TOMHHUTb, YTO peIICHUE KaXJOW y4yeOHOW 3agaud JOJDKHO JOBOIUTHCS [0
OKOHYATEJIbHOTO JIOTHYECKOI'0 OTBETA, KOTOPOro TpeOyeT YCIOBUE, U 110 BO3MOXHOCTH C BBIBOAOM.
[Tonmy4eHHBIH OTBET ClEAyeT MPOBEPHUTH CIOCOOAMHM, BHITEKAIOUIMMH W3 CYIIECTBA JaHHOU 3ajayu.
ITone3no Takxe (eciM BO3MOXHO) pEIIaTh HECKOJIbKUMH CIIOCOOAMU M CPaBHUTH I10JIyYEHHbIE
pe3ynbTarel. Pemienne 3agay JaHHOTO THUMNA HYXKHO IPOJODKATh A0 NPUOOPETEHHs] TBEPABIX
HAaBBIKOB B X PCILICHUU.

4.3. Memoouueckue pekomeHOayuu no camonposepke 3HaHull

[Tocne m3ydeHus OmpeneNeHHONM TEMBbI IO 3aluCsiM B KOHCIEKTe M y4eOHHKY, a TaKxke
pElIeHNs IOCTATOYHOIO KOJMYECTBA COOTBETCTBYIOIIMX 3aJad Ha IPAKTUYECKUX 3aHATHAX MU
CaMOCTOSITENIBHO CTYIECHTY PEKOMEHAYETCS, IPOBECTH CaMOIPOBEPKY YCBOCHHBIX 3HAHWM, OTBETHUB
Ha KOHTPOJIBHBIE BOIIPOCHI 110 U3YYEHHOU TEME.

B ciiyuae He0OXOJMMOCTH HYXKHO €Ille pa3 BHUMATEIbHO pa3o0paTbcs B MaTepuale.

MHorna HeIOCTaTOYHOCTh YCBOCHHMS TOTO WMJIM HMHOI'O BOIIPOCA BBIACHAETCA TOJIBKO IIPU
U3Y4YEHMH JAJIbHEHIIEro marepuana. B aToMm ciayyae Hano BEpHYTBbCS Ha3aj U IOBTOPUTH IUIOXO
YCBOEHHBIN Marepuasn. BaxkHblii KpUTEPUN YCBOEHHUs TEOPETUYECKOr0 MaTepUala - yMEHHUE pellaTh
3a/la4d WIM IIPOMTH TECTUPOBAHUE IO MpOifeHHOMY Marepuany. OJHAKO clIeayeT NOMHHUTh, YTO
IIPAaBUJIBHOE PEIICHUE 33Ja4d MOXKET IIOJIYYUTbCS B pE3yJbTaTe INPUMEHEHUS MEXaHUYECKH
3aydeHHbIX (popMys 0e3 MOHUMaHMSI CYLTHOCTH TEOPETUYECKHUX TOJI0KEHUH.

4.4. Memoouueckue pexomeHOayuu no HANUCAHUIO HAYYHLIX MEKCMOo8 (00K1A008, OOKIA0808,
acce, HAyYHbIX cmamel u m.o.)

[lepen TeM, Kak MPUCTYIUTHh K HAMMMCAHUIO HAYYHOTO TEKCTA, BAXKHO Pa300paThCs, KaKOBa
WCTUHHAS 1eJIb BAIlIeT0 HAYYHOTO TEKCTa - 3TO MOMOKET BaM Pa3yMHO pacIpeleinTh CBOU CHIIbI U
BpEMHI.

Bo-mepBbIX, CHayaga HYXKHO OIPENENUThCS C HAeell HaydyHOro TeKcTa, a Juid 3TOro
HEOO0XOIMMO HAayYUTHCS JTMOO OTHOCUTHCS K Pa3HBIM SIBICHHAM W (PaKTaM HECKOJBKO KPUTHUYECKH
(cBOS mpaes — Kak MHas TOYKA 3pEHMs), JIMOO HAYYMThCS YBIIEKAThCS KAaKUMHU-TO W3BECTHBIMHU
UAesIMH, KOTOpble HYXIAIOTCS B J0pa0oTke (Waes — Kak ONTUMHUCTHYECKas TO3UIUS |
HaNpaBJICHHOCTh Ha JajbHENIIee COBEPIIEHCTBOBAHUE YK€ HM3BECTHOr0). Bo-BTOpBIX, HAy4HUThCS
OpPTraHU30BBIBaTh CBOE BpEMs, BE/b, KaK M3BECTHO, CBOOOMHOE (OT BCSKUX TIIYIIOCTEH) Bpems —
Ba)XKHEHIIIEe YCIOBUE HACTOSAIIETO TBOPUYECTBA, JJIS HETO HAKOHEI-TO MosiBisieTcst Bpems. MHorna
MMEHHO Ha OPTaHU3aIMI0 TAKOTO BPEMEHH YXOIUT HeMaJlasi 9acTh CHJI U TaJIAHTOB.

[Tucate cienyer CHO M MOHATHO, CTapasiCh OCHOBHBIE MOJIOKEHUS (POPMYITUPOBATH YETKO U
HEJIBYCMBICIICHHO (YTOOBI M CaMOMY TOHSITHO OBLJIO), a TaKkKe CTPEMSCh CTPYKTYpUPOBATH CBOM
TekcT. Kakaplil pa3 Hajo MpencTaBisATh, YTO Ball TEKCT OyJaeT KTO-TO YHUTaThb U €My 3aX0dercs
COPHEHTHPOBAThCS B HEM, OBICTPO HAXOAWUTh OTBETHl Ha WHTEPECYIOIIHE BOIMPOCHI (3a0HO
npeacTaBbTe ce0si Ha MecTe Takoro uyenoBeka). [IoHATHO, yTo paboTa, HANMCaHHAs «CIUIOUIHBIM
TeKcToM» (0e3 3aroioBKOB, 0€3 BBIJIEIEHHs KPYITHBIM MIpU(TOM Hanbosee BaKHBIM MECT U T, I.), Y
KYJIBTYpHOT'O YHMTAaTelsl JIOJKHA BBI3BIBATH OPE3TTIMBOCTh M JIaXKe JKAJIOCTh K aBTOPY (MCKIIOUEHUS
COCTABIISIFOT HEKOTOPHIE IPEBHHUE TEKCTHI, KOTA H JKaHp OBLT MHOHM M K TEKCTaM OTHOCWIJIMCH WHAYe,
Jla U CaMUX TEKCTOB OBLJIO TOPa3 0 MEHbIIE — HE TO, YTO B AMOXY «MH(POPMAIIMOHHOTO B3pBIBA» U
COOTBETCTBYIOIIETO «MH(POPMAIIMOHHOTO MYCOPay).

OO6mbeM TekcTa U pa3inyHble 0(hOPMUTETBCKUE TPEOOBAHUS BO MHOTOM 3aBHCAT OT MPUHATHIX
B KOHKPETHOM y4eOHOM 3aBEJICHUH TIOPSIKOB.

Jloknman - 3TO CaMOCTOSTENBHOE HCCIEeIOBAaHME CTYIEHTOM ONpEAEICHHON MpoOeMsbl,
KOMILIEKCa B3aUMOCBSI3aHHBIX BOITPOCOB.

Jloknan He JO0JKHA COCTaBIAThCA M3 (parMEeHTOB cTareid, MOHorpaduii, mocoduii. Kpome
MIPOCTOr0 M3JIOXKEHHUS (PaKTOB M LMTAT, B JOKIAJ € JIOJDKHO MPOSBIATHCS aBTOPCKOE BHJIECHUE
pOOJIEMBI U €€ pEeIIeHHS.

PaccMoTpuM OCHOBHBIE ATambl HOJATOTOBKU CTYIACHTOM.



BrinonHenue okiiazga HAYMHACTCS C BBIOOPA TEMBI.

3areM CTYIEHT MPUXOAUT Ha IMEPBYI0 KOHCYIbTALMIO K PYKOBOIMUTENIO, KOTOpas
IIpelyCMaTpUBAET:

- 00cyXIeHue 11eNd U 3a7a4 paboThl, OCHOBHBIX MOMEHTOB U30paHHON TEMBI;

- KOHCYJIbTUPOBAHHE 10 BOIPOCaM MOA00pa JINTepaTyphl;

- COCTaBJIEHUE MPEIBAPUTEIHLHOTO IJIaHA.

Crnenyromum 3TanoM siBisgercss pabora ¢ nurteparypoil. HeoOGxommmass nutepaTypa
oA0UpaeTcs CTyJAEHTOM CaMOCTOSITENIBHO.

[Tocne moxabopa muTeparypsl 1enecoodpasHo crenath pabounii BapuaHT IjlaHa paboTsl. B
HEM HY)KHO BBIJIEJIUTH OCHOBHBIE BOIIPOCHI TEMBI U Taparpadsl, pacKphIBaIOIIME X COACPIKaHUE.

CocTaBleHHBII CNHUCOK JUTEpPaTypbl U MpeABapUTEIbHBIA BapHaHT IUIaHA YTOYHSIOTCS,
COIJIACYIOTCS Ha 0YEePEAHON KOHCYIbTAllUU C PYKOBOAUTEIIEM.

3areM HaYMHAETCA CIESAYIOLIUH ATar paboThl - U3y4YEeHUE JTUTepaTyphl. TOJIBKO BHUMATEIHHO
yuTas W KOHCIEKTHUPYS JIMTEpaTypy, MOKHO pa3o0parbcs B OCHOBHBIX BONPOCAX TEMBI H
MOATOTOBUTBCS K  CAMOCTOATEIbHOMY (aBTOPCKOMY) U3JIOKEHHUIO COJEp)KaHUS  JOKIaja.
KoHcnektupysi nepBOMCTOYHUKHU, HEOOXOJUMO OTPa3UTh OCHOBHYIO HJCH0 aBTOPA U €ro MO3HUIIUI0
M0 MCCIIEAYEMOMY BOIPOCY, BBISBUTH MPOOJIEMbl U HAMETUTh 3aJaud ISl JadbHEHIIEero U3y4eHus
JAHHBIX POOJIEM.

CucreMaTu3zalys U aHaJdu3 U3yYCHHON JTUTEPaTyphl MO MPoOIeMe UCCIeJOBAHUS TTO3BOJISIOT
CTYJEHTY Hamucarb padoTy.

Pabouuii BapuaHT TekcTa MAOKJaja MPEJOCTaBISETCS PYKOBOIUTENIO Ha mpoBepky. Ha
OCHOBE paboyero BapHaHTa TEKCTa PYKOBOJUTENIb BMECTE CO CTYIEHTOM 00CYX/1aeT BO3MOKHOCTH
nopabotku Tekcra, ero odopmienue. [locie mopaboTku mokian caaercs Ha Kadeapy OIS ero
OLICHUBAHUSI PYKOBOJUTEIIEM.

Tpebosanus k Hanucanuio 00OKIA0A

Hanucanue 1 goknana siBisiercs o0si3aTeNbHBIM ycinoBueM BbinoiHeHus miaHa CPC mo
0001 TUCIMITIIMHE TPO(PECCHOHATBHOTO LIUKJIA.

Tema noxnazna MOKeT ObITh BbIOpaHa CTYIEHTOM W3 MPEUIOKEHHBIX B pabodell mporpaMme
Wik (oH/Ee OLIEHOYHBIX CPEICTB AMCHUUIUIMHBI, JIMOO ONpesieseHa CaMOCTOATENbHO, UCXOAS W3
MHTEPECOB CTyJeHTa (B pamMKax Hu3ydaeMoill AUCUMIUIMHBI). BpiOpanHylo TemMy HE00X0aAMMO
COI'JIACOBATHCS C MPEIOoIaBaTeNIeM.

Joxmnaa 1oykeH ObITh HAmMCaH HAyYHBIM SI3BIKOM.

O06mem JTokIaza J0KeH cocTaBisaTh 20-25 crp.

Cmpykmypa ooknaoa:

e Bgrexaenue (He 6osee 3-4 crpanuir). Bo BBegeHHN HE00X0UMO 000CHOBATH BBIOOP TEMBI,
€€ aKTyaJIbHOCTb, OYEPTUTh O00JAacTh HCCIEN0BaHUS, OOBEKT HCCIIEOBaHUS, OCHOBHBIE LIETU U
3aJ]auu MCCIeI0BaHuUS.

e OcHOBHasg 4acTb COCTOMT W3 2-3 pa3nenoB. B HHMX packpeIBaeTcsi CyTh HCCIEAYEMOMN
npoOJeMbl, MPOBOAUTCS 0030p MHUPOBOW JIUTEpaTypbl W HCTOUYHUKOB WHTEpHET MO MHpeaMery
UCCIIEIOBaHMs, B KOTOPOM JaeTcsi XapaKTepUCTHKA CTENEeHU pa3pabOTaHHOCTH MpoOieMbl U
aBTOPCKasl aHAIUTUYECKasi OLIEHKAa OCHOBHBIX TEOPETUYECKHX MOJXO0/I0B K €€ peleHuo. M3noxenue
MaTepHuaia He JOJDKHO OrpaHHYUBATHCS JIMIIb OMHCATENBHBIM TTOAXO0IOM K PACKPBITHIO BEIOPAHHOM
TeMbl. OHO TakXe JOJDKHO COJAEp)KaTh COOCTBEHHOE BHUJACHUE paccMaTpHUBaeMoil mpoOiembl U
U3JI0’KEHNE COOCTBEHHOW TOYKU 3pEHUSI HAa BO3MOXHbBIE IIyTH €€ PEIICHHUS.

e 3axmoueHue (1-2 crpanuipl). B 3akimo4eHHH KpaTKO H3JIaraloTcsl JTOCTUTHYTHIE NpU
M3Y4YEHHUHU MTPOOJIEMBI 1IeJTH, IEPCIEKTUBbI Pa3BUTHS UCCIIETyEMOro BOpoca

e CnHMCOK HCHOJb30BAaHHOW nuUTeparypbl (He MeHbile 10 MCTOYHMKOB), B anpaBUTHOM
nopsiike, opOPMIICHHBIN B COOTBETCTBHH C MPUHSATBIMU TPaBWIaAMH. B CIIHCOK HMCIONB30BaHHOMN
JUTEpaTyphl PEKOMEHIYETCsl BKIIOYAaTh pabOThl OTEYECTBEHHBIX M 3apyOEKHBIX aBTOPOB, B TOM
YlClie CTaThU, ONYOJIMKOBAHHBIE B HAYYHBIX KYpHAJIaX B TEUEHUE MOCIEIHUX 3-X JIET U CCBhUIKM Ha
pecypcel cetu HTEpHET.

o [Ipwioxenue (mpu HEOOXOTUMOCTH).



Tpebosanus k oghopmaenuro:

TEKCT C OJTHOM CTOPOHBI JINCTA;

mpudt Times New Roman;

Kerab mpudTta 14;

MEXCTpOUYHOE paccrosinue 1,5;

MoJisi: CBepxy 2,5 cM, cCHU3y — 2,5 cM, clieBa - 3 ¢Mm, cripasa 1,5 cm;
JOKJIAJ] IOJDKEH OBITh MPEICTaBICH B COPOITIOPOBAHHOM BUJIC.

Tlopsook 3awumul 0oxknada:

3amura J0KJIa/ia MPOBOJUTCS HAa MPAKTHUUECKUX 3aHIATHSAX, TOCJIE OKOHYAaHUS pPabOThI
CTYICHTa HaJ HUM U HCIPABJICHUS BCEX HEIOYETOB, BBHIBICHHBIX MPEMOAABATEIEeM B XOJC
KoHCynbTanuil. Ha 3ammurty mokinaga oTBoAMTCS 5-7 MHHYT BPEMEHH, B XOJ€ KOTOPOIO CTYIEHT
JOJDKEH TI0Ka3aTh CBOOOJIHOE BJIQJICHWE MAaTEpHAloM IO 3asBIeHHON Teme. [Ipu 3amure nokiana
MIPUBETCTBYETCS HCIOIb30BAaHUE MYJIbTUMEINA-TIPE3CHTALIUH.

Oyenxa ooknaoa

JlokItag oLleHuBaeTCs MO CIEIYIOIIUM KPUTEPHSIM:

* cobmroenue TpeboBaHuit K €ro 0(pOpMIICHHIO;

* HEOOXOJUMOCTh U JIOCTATOYHOCTH Il PACKPBITUS TEMbI MPUBEIEHHOW B TEKCTE JOKIana
nH(pOpMAIIHH;

* YMEHHE CTy/IeHTa CBOOOAHO U3JIaraTh OCHOBHBIE UJIEH, OTPAXKEHHBIE B JOKIAJC;

* CHOCOOHOCTH CTYJIEHTa IOHATH CYTh 3aJaBaEéMbIX IMPEMOJIaBaTeieM U COKYPCHUKaMH
BOIIPOCOB U C(HOPMYIHPOBATH TOUHBIE OTBETHI HA HUX.

Kpumepuu oyenxu:

Oyenka «omauyHO» BBICTABISIETCS CTYACHTY, €CIM B JOKJIaJe CTYIAEHT HCYEpIIbIBAIOIIE,
MOCJIEIOBATEIbHO, YETKO W JIOTMYECKH CTPOMHO H3JIaraeT MaTepuasl, CBOOOTHO CIpaBISETCS C
3aJlayaMM, BOMPOCAMH W APYTUMHU BUAAMH MPUMEHEHUS] 3HAHWUN; HUCHOJb3YeT JUIS HaluCaHUs
JIOKJIa/1a COBPEMEHHBIC HayYHbIE MaTEPHAIIbl; aHATU3UPYET MOTYYCHHYI0 HH(GOPMAIIUIO; TIPOSBIISIET
CaMOCTOSITENTLHOCTh MPU HAMMMCAHUU JAOKIIAA.

Oyenka «Xxopouio» BBICTABISETCS CTYACHTY, €CJIM KaueCTBO BBINOJHEHUS JIOKJaja
J0CTaTOYHO BhICOKOE. CTYIEHT TBEP/IO 3HAET MaTepuai, TPaMOTHO U TI0 CYIIECTBY M3JaraeT ero, He
JIOTTyCKasi CYIIeCTBEHHBIX HETOUHOCTEN B OTBETE HAa BOMPOCHI 1O TEME JOKJIa/Ia.

Oyenxa «y00671emeopumenbHo» BBICTABISETCS CTYIACHTY, €CIIM MaTepuan JOoKIaaa
W3JIaraeTcs YacTMYHO, HO TPOOEebl HE HOCIT CYIIECTBEHHOTO XapakTepa, CTYIEHT JOIMYyCKaeT
HETOYHOCTH M OIIMOKH TpH 3aIluTe JIOKJIana, JaeT HEIOCTaTOYHO MpaBWIbHBIE (HOPMYIHPOBKH,
Ha0II0JAI0TCS HAPYIICHUS JIOTHYECKOM MOCTIEA0BATEIbHOCTH B U3JIOKEHUN MaTepHaa.

Oyenka «Hey00871emeopumeibHo» BbICTaBISETCS CTYACHTY, €CJIM OH HEe MOATOTOBUII JOKIIAL
WU JIOMYCTHJI CylIecTBEeHHbIe OmUOKU. CTyAeHT HEYBEPEHHO HW3JIaraeT MaTepHall JOKjaaa, He
OTBEYAET Ha BOMPOCHI MTPETnoJaBaTes.

Onucanue wKanbl OYeHusaHus

MakcuManbHO BO3MOXKHBIN 0asll 3a BeCh TEKYIIUH KOHTPOJb YCTAHABIMBACTCS PAaBHBIM 55.
Tekymiee KOHTPOJIBHOE MEPOMPHUSATHE CUYUTACTCS CHAAHHBIM, €CIM CTYISHT MOJYYHJ 3a HEro He
MeHee 60% OT yCTaHOBJIEHHOTO JJISi 3TOr0 KOHTPOJISI MakCHUMajibHOTo Oajuia. PeiiTuHroBbrii Oan,
BBICTABIISIEMBI CTYJAEHTY 3a TEKYIIee KOHTPOJIHHOE MEPOINPHUATHE, CHAAHHOE CTYJIEHTOM B
YCTaHOBJICHHBIE TPaQUKOM KOHTPOJBHBIX MEPOIPHUSATHI CPOKH, OINpPEAeNseTcs CIeAYIOUUM
obOpazoM:

YPOBEHB BBINOIHEHUS KOHTPOJIBHOTO PelitTunroseiii  Gann B % or
3a/1aHus MaKCHUMaJIbHOTO 06ajuia 3a KOHTPOJIbHOE 3aJ[aHNe)

OTinyHbIN 100

Xopomuii 80

Y 10BIETBOPUTETBHBII 60

HeynosnersopurenbHblil 0




4.5. Memoouueckue pekomendauuu N0 BbINOIHEHUIO UCCCO08AMENbCKUX npoekmoe

HccnenoBaTenbekas NpoeKTHAs paboTa — 3TO TPYIIOBast paboTa, IJIs BBIIIOJHEHUS KOTOPOH
HEOOXOMM BBIOOP M TPHJIOKEHHE HAYYHOM METOAMKHM K IIOCTABIEHHOW 3aaade, MOJTydeHHE
COOCTBEHHOI'O0 TEOPETHUECKOTO MM 3KCHEPUMEHTAIbHOTO MaTepHaia, Ha OCHOBAHUU KOTOPOTO
HEOOXO0JMMO IIPOBECTH aHAJIN3 M C/IENaTh BHIBOABI 00 MCCIEeAYeMOM sIBJICHUH. BrimomHenne nmpoexra
— 9TO BCErJa KOJUIEKTHBHAsS, TBOpYECKas MpakThyeckas paboTa, mpeaHa3HauYeHHAs I TOJTY4YEeHUs
OIPEAETICHHOTO MPOAYKTa WM HAayYHO-TEXHHYECKOTrOo pe3yibrarta. Takas pabora moapasymeBaeT
4YeTKOe, OJHO3HauHOe ()OPMUPOBAHME IOCTABICHHOW 3aa4d, ONPENCICHUE CPOKOB BBIINOJHEHUS
HaME4YEeHHOT0, ONpe/ieNIeHne TPeOOBaHH K pa3padaTeIBaeMOMY OOBEKTY.

Bemmonnenne 1 rpynmoBoro mpoekta SBiIsSeTCS 00sA3aTENbHBIM YCIOBHUEM BBITOJHEHHS
CaMOCTOSITENTbHON paboThI MO 000N AMCHUIUIMHE TPOQPECCHOHATBHOTO IMKIA. TemMa MpOeKTHOTOo
3a7aHusl MOXKET OBITh BBIOpaHA CTYACHTOM M3 NPEAJIOKEHHBIX B pabodeil mporpamme mwin QGoHze
OLIEHOYHBIX CPEJCTB IAMCLUHUIUIMHBI, JIMOO ONpEeAesieHa CaMOCTOSTENBHO, HCXOJIS M3 HHTEPECOB
CTyleHTa (B paMKax HM3y4aeMO# IMCUUILIMHEI). BeIOpaHHYIO TeMy HEOOXOIMMO COTIIacOBaTHCS C
IIPENOaBaTENeM.

Tpebosanus no 8bINOIHEHUIO U OPOPMIEHUIO NPOeKMA

[Tpu BBINOIHEHUM IPOEKTA MPUBETCTBYETCS padoTta B rpynne (2-3 yenoseka). [Ipoekt — 3To
uccienoBaTenbckas padoTa, B X0Ae KOTOPOH CTYAEHTHI JOJDKHBI MPOAEMOHCTPHPOBATH BIIaJICHUE
HaBBIKAMH HAYYHOTO HMCCJIEIOBAHUS, YMEHHS MPOBOANUTH aHAIN3, 0000maTs HH(MOPMAIIHIO, JeaTh
BBIBOJIBI, TIPEIIaraTh CBOM PEUICHUS MPOOJIEMBI, PACCMaTPUBAEMOMN B IIPOEKTE.

[Tpy moOATOTOBKE MaTepUaoB MPOEKTa CTYIEHTHI JOJDKHBI MPOAEMOHCTPHPOBATH BIaJICHHUE
COBPEMEHHBIMU METOJaMHU KOMIIBIOTEPHOW 00pabOTKM JTaHHBIX.

Kpumepuu oyenxu pabomul yuacmnuka npoexma.

JInst KaXK10ro U3 Y4aCTHUKOB ITPOEKTA OLEHUBAIOTCS:

* mpo(hecCHOHANIbHBIE TEOPETHYECKUE 3HAHUS B COOTBETCTBYIONICH 001aCTH;

* yMeHHe paboTaTb €O CIPABOYHOM M HAY4YHOH JUTEpaTypoil, OCYIIECTBIATh IOUCK
HeoOxonumoit nHdopmanuu B UnTepHeT;

* yMeHHe paboTaTh C TEXHUYECKUMH CPEICTBAMU;

* YMEHHE TOJIb30BAThCS COOTBETCTBYIOIIMMHE BBITIONHAEMOMY MPOEKTY WH(POPMAIIMOHHBIMH
TEXHOJIOTUSIMH;

* YMEHHE TOTOBUTH MaTepHajbl MPOEKTa UIS MPE3CHTAI[MH: COCTABISATh U PEIAKTHPOBATH
TEKCTHI, (POPMUPOBATH MPE3CHTAIMIO IPOEKTA;

* yMeHHE paboTaTh B KOMaH/IE;

* YMEHHUE MYOJUYHO MPEJICTABIIATh Pe3yJIbTaThl COOCTBEHHOM A€ATENbHOCTH;

* KOMMYHUKa0EITbHOCTh, MHUIIHATUBHOCTH, TBOPYECKHUE CTIOCOOHOCTH.

Kpumepuu evicmasnenus oyeHKu yuacmuukam npoexma

Hubie
Kommerenmumn,
YHUBEpCaIbHBIE
CBSI3aHHBIE C
KOMITETCHITHH
HCIIOJIb30BaHNEM
(KOMMYyHUKa0enb
COOTBETCTBYIOIINX HOCTE
[Ipodeccuonanbubie BBIIIOJTHEMOMY ’ OT4yeTHOCTh
Ouenka WHUIIMATUBHOCTb,
KOMIIETEHIIUHT MIPOEKTY
yMmeHue paborarthb
TEXHUYECKUX
B «KOMaH/IE»,
CPEICTB U
yIpaBieHYECKHE
MH(OPMaLIMOHHBIX
. HaBBIKH H T.]I.)
TEXHOJIOTHIl
«Otnnuno» | Pabota BeimonHeHa Ha | TexHHUECKHe Cryaent nposiBuin | [Ipoekt
BBICOKOM cpencTBa U | HTHUITUATHBY, MpeCTaBICH
npodeccnoHaTbEHOM MH()OPMALIMOHHBIE | TBOPYECKHIA MOJIHOCTBIO U
YpOBHE. TEXHOJIOTHH MOJIXO/, B CPOK.
[IpencraBineHHbIN OCBOEHBI U | CIOCOOHOCTh K
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Nurnie

Kommerenmumn,
YHHUBEpCaIbHbIE
CBSI3aHHBIE C
KOMIIETCHITHH
HCIIOJIb30BaHUEM
(koMMyHUKa0ETh
COOTBETCTBYIOIINX HOCTE
[Tpodeccuonanbubie BBITIOJIHIEMOMY ’ OT4YeTHOCTh
Onenka UHUIIMATUBHOCTD,
KOMITCTCHITHH MIPOCKTY
yMeHue paboratb
TEXHUYECKUX
B «KOMaH/IE»,
CPEICTB U
yIpaBJICHUYECKUE
MH(OPMALIMOHHBIX
o HaBBIKH H T.]I.)
TEXHOJIOTHI
MaTepuag B OCHOBHOM | MCIOJIb30BaHbl AJISl | BBHIIIOJHEHUIO
(akTHYeCKH  BEpeH, | peanu3aruu CJIOXKHBIX
JIOTMYCKAIOTCS MIPOEKTa 3a/laHul, HABBIKU
HerpyObIe MTOJTHOCTBIO paboThI B
bakTuyeckue KOJUJICKTHBE,
HerouHocTu. CTyneHt OpraHU3aIMOHHBI
cBOOOJHO OTBEUYaET Ha € CIIOCOOHOCTH.
BOIIPOCHI, CBSI3aHHBIC
C IIPOEKTOM.

«Xopomo» PaGora Bemmonaena Ha | O6HapyxuBatorcs | CTyaeHt [Ipoekt
JOCTaTOYHO BBICOKOM | HEKOTOPHIE JIOCTaTOYHO Mpe/ICTaBICH
npodeccnoHaTEHOM OIHUOKHU B | MOJHO, HO ©0€3 | J0CTaTOYHO
ypoBHe.  JlomyIeHO | UCTIONIb30BaHUH UHUIMATUBBl ¥ | IOJTHO H B
10 4-5 (akTHUECKUX | COOTBETCTBYIOLIUX | TBOPUECKUX CPOK, HO C
OIINOOK. CTyaeHT | TeXHUYECKUX HaXOJ0K HEKOTOPBIMU
OTBEYAET Ha BOIMPOCHI, | CPEJICTB U | BBIOJHUI HeJopaboTKa
CBSA3aHHbIE ¢ | ”HGOPMAIIMOHHBIX | BO3JIOKEHHBIE Ha | MU.
MIPOEKTOM, HO | TEXHOJIOTHUMA HETO 3aa4H.

HEJIOCTAaTOYHO MOJIHO.

«Y10BNETBO | YpOBEHB O6nHapyxuBaet Crynent [IpoexT cnan

PHUTEIBHOY HEJIOCTAaTOYHO BBICOK. | HEJOCTATOYHOE BBITIOJIHUJT co
Jomymeno 1o 8 | B1ageHue OOJIBIITYI0  YacCTh | 3HAYUTEIIHHBI
(bakTUYeCKuX HaBbIKAMHU pabOTHI | BO3JIOKEHHONH Ha | M
OIIHOOK. CtyaeHT | ¢ TEXHHYECKHUMU | HETO pabOTHI. ONO3/IaHHEM
MOXKET OTBETHUTH | CPEeICTBAMU u (6onee
JUIIL HAa HEKOTOPHIE | COOTBETCTBYIOIINM HEJIEN) U HE
u3 3aJlaHHBIX | U MOJIHOCTBIO
BOIIPOCOB, CBSI3aHHBIX | HH()OPMAITMOHHBIM
C IPOEKTOM. Y TEXHOJIOTUSIMU

«Heynosner | PaGota He BhinosnHeHa | HaBbikoB pabotsl ¢ | CTyneHT [Ipoextr  He

BOPUTETIFHOY» | WUIM BBITIONHEHA HA | TEXHUYECKUMHU MPaKTUYECKH HE | CAaH.
HU3KOM YpOBHE. | CpecTBaMH  HET, | paboTa, HE
Homnymeno Ooniee 8 | ”HPOPMAIIMOHHBIE | BBIIOTHUI ~ CBOU
(hakTHIECKUX TEXHOJIOTUH HE | 3a7a4H WIH
omuOok. OTBETHl Ha | OCBOCHBI BBITIOJTHWI JIUIIb
CBSI3aHHBIE c OT/IeTTbHBIE HE
MPOEKTOM  BOIPOCHI CYILIECTBEHHbBIE
00HapyKHUBAIOT MOpy4EHHUs B
HEMOHUMAaHUe TPYIIIOBOM
npeaMera u MIPOEKTE.

OTCYTCTBHE
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Hubie
Kommerenmumn,
YHHUBEpCaIbHbIE
CBSI3aHHBIE C
KOMITETCHIIHT
HCIIOJIb30BaHUEM
(koMMyHUKa0ETh
COOTBETCTBYIOIINX HOCTE
[Tpodeccuonanbubie BBITIOJIHIEMOMY ’ OT4YeTHOCTh
Onenka UHUIIMATUBHOCTD,
KOMITETCHIIUHT MIPOCKTY
yMeHue paboratb
TEXHUYECKUX
B «KOMaH/IE»,
CPEICTB U
yIpaBJICHUYECKUE
MH(OPMALIMOHHBIX
o HaBBIKH H T.]I.)
TEXHOJIOTHI
OpHUEHTAINH B
Marepuae MpoeKTa.

Cmyoenmol O0ndiCHBI: 3aIUTUTH TMPOEKT B PEKUME IPE3EHTAIMM, IMPEAbSBUTH (ailibl
BBIIIOJTHEHHOTO TIPOEKTa, YMETh paccka3aTh O TEXHOJIOTHUSX, HCIOJIb30BAaHHBIX HMMH TPHU
BBIIIOJTHEHUH MTPOCKTA, aTh OLCHKY pabOThl KaXKI0T0 WICHA IPYIIIbI (eciu npoeKkm epynnosotl).

MakcumanbHO BO3MOXKHBIH 0ajll 32 BECh TEKYIIU KOHTPOJIb YCTaHABIUBAETCS PaBHBIM 55.
Texymiee KOHTPOJIBHOE MEPONPHUATHE CUYUTACTCS CAAHHBIM, €CIHM CTYIACHT MOJYYMJI 32 HEro He
meHnee 60% OT YCTaHOBICHHOTO JUISl 3TOTO KOHTPOJSI MaKCUMaJbHOro Oayuta. PedTHHroBbIi Oau,
BBICTABJSIEMBI CTYIIEHTY 3a TEKylllee KOHTPOJIBHOE MEpONPHUSITHE, CHAHHOE CTYICHTOM B
YCTaHOBIICHHbIE T'PaUKOM KOHTPOJIBHBIX MEPONPUSITUH CPOKH, OINpPEIENSIeTCsS CIEAYIOIUM
obpa3zom:

YpoBEHb  BBINOJHEHUS KOHTpOJIbHOTO | PeliTunroBeiii 6amt (B % OT MaKCHUMaJIbHOTO
3a/laHus 0ajuia 3a KOHTPOJIBHOE 33J[aHHeE)
OTMyHBIN 100
Xopommuii 80
Y 10BIETBOPUTENLHBIN 60
HeynosnersopurenbHblil 0

4.6. Memoouueckue pekomeHoayuu no NOO20Mo8Ke K IK3aMeHam U 3a4emam

W3ydyeHne MHOTHX 0OmEnpo(hecCHOHATBHBIX W CHEUANbHBIX JUCIUIUIMH 3aBEPIIASTCS
sk3aMeHOM. [loAroToBKa K 9K3aMEHY CIOCOOCTBYET 3aKpEIUICHUIO, YIIyOJeHWI0 B 000OIIEeHHUIO
3HAHUH, MTOTYYaeMbIX, B MpoIlecce OOyUeHusl, a TaKkKe MPUMEHEHHUIO UX K PEIICHUI0 MPAKTHUECKUX
3a1a4. ['0TOBSCH K 3K3aMEHY, CTYAEHT JIMKBUIUPYET UMEIOLIUecs MpoOenbl B 3HAHUSX, YIIIyOJserT,
CUCTEMATU3HUPYET U YIOPSAJOUMBAET CBOM 3HaHUs. Ha sKk3aMeHe CTyIeHT JEMOHCTPUPYET TO, YTO OH
nproOpen B nporiecce 00yueHus: o KOHKPETHOW yueOHOW JUCIMILITUHE.

DOK3aMEHAIMOHHAsI CeCCHs - 3TO CEpHsl JK3aMEHOB, YCTAaHOBJECHHBIX YUEOHBIM IIJIAHOM.
Mexny sk3ameHamMu uHTepBan 3-4 nHsA. He cimenyer aymath, 4to 3-4 nOHS JOCTATOYHO IS
YCIIEITHOW MOATOTOBKH K dK3aMEHaM.

B »tn 3-4 nHA HY)XHO CHCTEMaTHU3MpOBATh yXe uMeromuecs 3HaHusa. Ha xoHcynbranumn
nepes 9K3aMEHOM CTYJICHTOB MO3HAKOMST C OCHOBHBIMH TPeOOBAHUSMH, OTBETAT Ha BO3HHUKIIHE Y
HuX Borpockl. [ToaToMy nocenieHne KOHCYIbTalMi 00s13aTENbHO.

TpeOGoBaHMs K OpraHU3aIMH MOATOTOBKHU K SK3aMEHAM T€ XKE, UTO U MPH 3aHATUAX B TCUCHUE
ceMecTpa, HO COONIOAAaThCsl OHHM JOJDKHBI Oosiee cTporo. Bo-TepBbIX, 04eHb Ba)XKHO COOJIOJICHUE
peXHMMa JIHS; COH HE MEHEE 8 4acoB B CYTKH, 3aHITHsI 3aKaHUMBAIOTCS HE MO3/1HEE, 4YeM 3a 2-3 yaca
no cHa. OnTumalnbHOE BpeMs 3aHSATHI - YTpeHHHE W JHEBHbIe dYachl. B mepepriBax Mexay
3aHSATUSMUA PEKOMEHAYIOTCS MPOTYJIKH Ha CBEKEM BO3yXE€, HEYTOMHTEIIbHbIC 3aHSATHUSI CIIOPTOM.
Bo-BTOpBIX, HanMuue XOpOIIUX COOCTBEHHBIX KOHCIEKTOB JeKuui. Jlaxke B TOM ciiydae, eciau Oblia

12



MPOMyIIeHa Kakas-In0o JIeKIus, HEOOXOAMMO BO BpeMsi €€ BOCCTAaHOBHUTH (Tepenucarh ee Ha
kadenpe), 00ayMaTh, CHITh BO3HUKILIKE BOMPOCHI JJIs1 TOrO, 4TOOBI 3allIOMUHAHUE MaTepHaa ObuIio
OCO3HAaHHBIM. B-TpeTbuX, MpH MOATOTOBKE K JK3aMEHaM Y CTYACHTa JOJKEH OBITh XOpOIIUit
y4E€OHUK WJIM KOHCIEKT JUTEepaTyphl, MPOYHUTAHHOW MO YKa3aHWUIO MPENoJiaBaTesisi B TEUCHUE
cemecTpa. 31ech MOKHO APPEKTUBHO HCIIOJIB30BATh JUCTHI ONIOPHBIX CUTHAJIOB.

Buayane cnepyeT mpocMOTpeTh BeChb MaTepHall 1O CAaBA€MOW JUCUUILIMHE, OTMETUTH AJIs
cebst Tpyanbie Borpockl. O0s3aTeNIbHO B HUX pa3o0parbes. B 3akimoueHue emie pas menecoodpasHo
MTOBTOPUTH OCHOBHBIE TIOJIOKEHUS, HCTIOb3YS [IPH 3TOM JIUCThI OTIOPHBIX CUTHAJIOB.

CucremaTuveckasl OJTOTOBKA K 3aHATHSIM B TEUCHHE CEMECTpPa IMO3BOJHUT HCIOIh30BATh
BpEMs DK3aMEHAIMOHHOW CECCUM JJISI CACTEMATU3ALIMU 3HAHUM.

KonTposb camocTosiTeIbHOI PadoThI CTYIEeHTOB

KonTponb camocTosTenbHON paboThl IPOBOUTCS MPENOIaBaTeIeM B ayAUTOPUH.

[IpenycMOTpeHbI ClieAyIOUINe BHIBI KOHTPOJISL: cOOecemoBaHHE, OICHKa JOKJIaaa, OLEHKA
MIPE3EHTALINH, OLIEHKA Y4acTHUs B KPYTJIOM CTOJIE€, OLIEHKA BBIIOJHEHHUS POEKTA.

[TogpoOHbIe KpUTEPUH OLICHUBAHUSI KOMIIETECHIIHMI NpHuBeieHbl B DOHE OIICHOYHBIX CPEACTB
JUISl IPOBEJICHUS TEKYILIEH U TPOMEKYTOUHOM aTTeCTalNH.

Cnncok gurepatypsbl 1 Bbinojanedus CPC

OcHoBHas1 JIUTepaTypa:

1. Poroxun M.IO. Jlenonpon3BoACTBO : Kypc JIeKIHii: yueOHoe nocodue. — M.: Jlupexr-
Menana, 2017. — 229 c.
2. Conory6 O.I1. Jlenonpou3BOACTBO: COCTaBIEHUE, PEAAKTHPOBAHUE B 00paboTKa J0-

kyMeHTOB: yueOHoe nocodue/ O.I1. Conory0. 7-e u3na., crep. — M.: U3znatensctBo «OMera-JIy, 2017.
—207 c.

JlonoJIHNTeIbHAS JIUTepaTypa:

bopnaes D.A. JlokymeHTOBeZieHHE: y4eOHUK A CTyHA. ydupexJeHuil Bbicul. mnpod. Obpa-
3oBanms/ D.A. bapnaes, B.b. KpaBuenko. — 2-e uzn.,crep. — M.: U3natenbCckuii HEHTp «AKaeMus»,
2016. —304 c.

2. Paznopoxusiit A.A. JlokyMeHTHpOBaHKE yIIpaBlIeHUECKOH aedarenbHocTU: Yu. [loc. —
M: UH®PA-M, 2008 — 304 c.
3. Poroxxun M.IO. JlokyMeHTallMOHHOE OOecCIeueHne YIpaBIeHUs: YUEOH.-NPaKTHY.

[To-cobue. — M.: TK Benbu, U3a-Bo [Ipocnekt, 2016 — 384 c.

MeToauueckas 1uTeparypa:

1. Meroanveckue pEeKOMEHAAMH ISl CAMOCTOATENBHOM PaldOTBl  CTYACHTOB  IIO
JTUCHUIUTMHE «J[OKyMEHTOBEICHUE)

2. Meronuyeckue — yKkaszaHMs K NPAaKTHYECKUM  paboTraM MO  JTUCHUIUIUHE
«/1OKyMEHTOBEICHUE)»

HNuTepHeT-pecypcesi:

1. http://fel.ncfu.ru/  — cucrema ympaBnenuss oOydenuem OIAOY BO CKOY.
JIMCTaHIIMOHHAS TIOAJEPIKKA AUCIUIUTHHBI «J{0KyMEHTOBEICHHE)

2. http://www.un.org - Caiir OOH MHpopMalmoHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH

3. http://www.intuit.ru — Uatepret-YHauBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.
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MUHUCTEPCTBO HAYKHU U BBICIHIEI'O OBPA3OBAHUA P®
OEJIEPAJIBHOE I'OCYJIAPCTBEHHOE ABTOHOMHOE OBPA30OBATEJIbHOE
YYPEXJEHUE BBICILIET'O ObPA30OBAHUA
«CEBEPO-KABKA3CKUI ®EJIEPAJIbHBI YHUBEPCUTET»
[Tsturopckuit uncturyt (pmmman) CKOY

METOJIWYECKHE YKA3AHUS
110 BBIITOJIHCHUIO IMPAKTHYCCKUX pa60T
110 JUCITUITJIINHEC
JTOKYMEHTOBEJIEHUE

115t HanpaByieHus nmoarotoBku 10.03.01 Uudgopmanuonnas 6€30nMacHOCTD
HanpaBJIeHHOCTH (Tpodrih) Be3onacHoCTh KOMNIBLIOTEPHBIX CHCTEM

[Taruropck 2026r.



Conep:xkanue
Beenenue .
CTPYKTYPA U COAEPXXAHUE INPAKTUYECKUX 3AHATUN

[Ipaktrueckoe 3ansaTue 1. Beeoenue 6 dokymenmoseoenue. Pyukyuu u ceoicmada
ookymenmos. Knaccugpuxayus ooxymenmos

[IpakTuueckoe 3ausitue 2. JJokymenmuposanue — cnocod xpaHenus uHgopmayuu.
Buowr ookymenmuposanus

[Ipaktrueckoe 3anstue 3. Cmpykmypa u 0cobeHHOCMU 0e108020 OOKYMeHmd
[Tpaktuyeckoe 3austue 4. Texcm u 31K 0€108020 OOKYMeHMA

[IpakTuueckoe 3auarue 5. Popmynap 0OKymMeHma

[Ipaktuyeckoe 3aHATHe 6. Pexgusumvl 0peaHU3ayUOHHO-PACNOPAOUMENbHOL
0OKyMeHmayuu

[IpakTuueckoe 3ausitue 7. Buovl 61aHK08 0OKYMEeHmMO8 U mpebo8anus K HUM
[Ipaktuueckoe 3ausatue 8. Cocmasnenue u ogpopmierue 0en108020 OOKyMeHma
[TpakTuueckoe 3austue 9. Ilpasuna ogopmaenus u cmaouu uz0anusi OOKYMeHmMOos
[Ipaktrueckoe 3anstue 10. /[enosoe nucvmo xax uH@OpMaAyuoHHO-CNPABOUHbBIL
O0OKYMeHm

[Ipaktnueckoe 3anstue 11. [llpomokxon kak uHGOpMAYUOHHO-CNPABOUHDIL
OOKYMeHm

[Ipaktnueckoe 3anstue 12. Onpedenenue u xapakmepucmuku npoyecca
oenonpouszeoocmea. Texnonocusi pabomoel ¢ Ookymenmamu. Opeanuzayus
00KyMeHmoobopoma

[Ipaktuyeckoe 3anstue 13. Cucmema pecucmpayuu 0OKyMeHmos u opeanuzayus
UHDOPMAYUOHHO-CRPABOYHO20 annapama

[Ipaktuyeckoe 3austue 14. Cocmasnenue u ogopmieHue ynpagieHueckou
O0OKyMenmayuu

[Tpaktryeckoe 3anstue 15. Paspabomxa 10KaIbHbIX HOPMAMUBHBIX AKMNOB.
[IpakTuueckoe 3austue 16. Opeanuzayus noucko80-uHGOPMAYUOHHBIX cUCTEM U
KOHMPOJISL UCNONIHEHUSL OOKYMEHMOB.

ITpakTruueckoe 3anstue 17. Apxusnoe xpanenue ooxymenmos u den. Ogopmnenue
oell ONUmMenbHO20 CPOKA XPAHEHUSL.

[Ipaktnyeckoe 3anartue 18. Tunonocus KonguoenyuanvHol uHpopmayuu.
Konguoenyuanvruvie doxkymenmeol.
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1

BBEJEHUE
. llesb ¥ 3a1a4u U3YYEHUS TUCHUILIMHBI

Llenpro OCBOCHMS TMCIUIUIMHBI «J{OKyMEHTOBEICHNEY SIBIIsIECTCS (OPMUpPOBaHNE Habopa
npodeccHOHATBbHBIX KOMIIETEHINH Oyayiero 6akanaBpa no HamnpasieHuto moarorosku 10.03.01
«MHdopmarmonHas 6€30MacHOCThY.

3a;laq1/1 OCBOCHHUA NUCHHUIIMHBL: U3YUCHHUEC OCHOB JOKYMCHTOBCACHUSA, OCBOCHUC MCTOI0B U
MHCTPYMEHTOB JIOKYMEHTOBE/ICHUSI.

2. HaumMeHoBaHue MNPaKTUIECCKUX 3aHATHH

No N3 Hux
Tembl O6bem | | DAKTHHEC
N HaunmeHnoBaHue TeM NPaKTUYECKUX paboT qACOB cKast
J— MIO/ATOTOB

Ka, 4aCOB
S cemecTp
Tema 1. JlokyMeHTOBeJeHHE-OCHOBHbIE NOHATHS, LIeJIH, 32/1a4H.
1 [lpaktuyeckas pabora 1. BBeaeHne B JIOKYMEHTOBEICHHE. 1 1
@DyHKIMY U cBOMcTBa 10KyMeHTOB. Kitaccudukaiysi TOKyMEeHTOB
1 [TpakTrueckas padota 2. JIoKyMEHTUpOBaHUE — CIIOCO0 XpaHEHUS 1 1
uHpopmanuu. Busibl JOKyMEHTUPOBaHMS
Tema 2. CymHOCTb T0KYMEHTHPOBAHMUSI.
2 [Ipaktuueckas padora 3. CTpykTypa U OCOOEHHOCTH JIEIIOBOTO 1 1
JIOKYMEHTA.
2 [TpakTrueckas padota 4. TeKCT U A3BIK 1€I0BOTO TIOKYMEHTA. 1 1
Tema 3. Buabl 10KyMEHTOB.
3 1 1
[TpakTryeckas padora 5. @opmyisip JOKyMEHTa
3 [lpaktuyeckas pabora 6. PekBM3MTBI  OpraHMU3aLMOHHO- 1 1
pacropsIANTENIBHON
Tema 4. JIo0KyMeHTONPOU3BO/ICTBO.
4 [Tpaktueckass pabora 7. Buxapl 0laHKOB JIOKYMEHTOB H 1 1
TpeOOBaHUS K HUM.
4 [TpakTnueckast padota 8. CoctaBieHue U 0pOpMIEHHE AEIOBOTO 1 1
JOKYMEHTa
Tema 5. TpeGoBaHusI K TEKCTaM JOKYMEHTOB.
5 [Ipaktuyeckas pabora 9. IlpaBmwia odopmileHUS U CTaaAUU 1 1
U3JIaHUS TOKYMEHTOB.
5 [Tpaktuyeckas padora 10. JlenoBoe nuckMo Kak HHPOPMALMOHHO- 1 1
CIIPaBOYHBIN JJOKYMEHT.
Tema 6. JIokyMeHT0000POT HA IPEANPUSTHH.
6 [Tpaktnueckast pabora 11. IlpoTokon kak WHPOPMAIMOHHO- 1 1
CIIPAaBOYHBIN JOKYMEHT
6 [Mpaktnyeckas pabora 12. OmnpexnencHue W XapaKTEPUCTUKH 1 1
mporiecca  JeNoNnpou3BojAcTBa.  TexHomorus — paboTel €
nokyMmeHTamu. Opranu3anus J0KyMeHTo000poTa.
Tema 7. [lonckoBo-UH(pOPMALMOHHAS CHCTEMA KOHTPOJISI MCTIOJIHEHHSI TOKYMEHTOB.
7 [Ipaktnueckas pabora 13. Cuctema perucrpaiuu JOKyMEHTOB U 1 1
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opranu3zanys HH(HOpMaIMOHHO-CIIPAaBOYHOT'O arnmapara

7 [Ipaktuueckass pabora 14. CocraBienue u  odopmiIeHHE 1 1
yIPaBICHYCCKON JOKYMEHTAINH

Tema 8. O61ue TpedoBanus K 0()OPMIEHHIO €I,

8 [Ipaktuyeckas padora 15. Pa3paboTka JOKaIbHBIX HOPMATHBHBIX 1 1
aKTOB.
8 [IpakTuueckas pabota 16. Opranuzanus MOMCKOBO- 1 1

I/IH(l)OpMaHI/IOHHI)IX CHUCTEM W KOHTPOJIA MUCITOJIHEHUA JOKYMCHTOB.

Tema 9. KondguaeHnuanbHble JOKYMEHTHI.

9 [Ipaktuyeckas pabora 17. ApxuBHOE XpaHEHHE IOKYMEHTOB WU 1 1
nen. OdopmieHue Jen JUIMTeIbHOT0 CPOKa XPaHEHU .
9 [Ipaktuueckass pabora 18. Tumonorus KoHpUACHIMAIBHON 1 1

uHpopmanuu. KonpuaeHuanbHble TOKYMEHTHI.

Hroro 3a5 cemectp 18 18

IpakTuyeckoe 3anaTue Ne 1 BBenenue B jokyMeHTOBeeHUe. DYHKIUU U CBOMCTBA
noxkyMeHToB. Kitaccupukanusi 10kyMeHTOB

Heab padotbl: V3yueHrne OCHOBHBIX MOHITHIA U onpeaeneHuil. ['eHe3uc pa3BUTHS MOHATHS
«lokymenT» M3yunTth QyHKIMU U CBOMCTBA JOKYMEHTA, a TAK)XKE KIAaCCU(DUKALINIO CHCTEM
JOKYMEHTAI1H.

PaccmaTpuBaeMblie BOnpochl

1. Kakoe 3HaueHue B TOKyMEHTOBEICHUM UMEET ONPEAEICHUE ITOHATHUS «IOKYMEHT»?

2. B xakux Hay4HbIX JUCIHUIUIMHAX U cepax NPAKTUUECKOH 1eATeIbHOCTH UCIONIb3YeTCs
MOHATHE «IOKYMEHT»?

3. B yem cocTouT cnenu@urka NOHUMaHus JOKYMEHTa B JIEJIONPOU3BOJICTBE, APXUBHOM,
OUOIMOTEYHOM J1eNle, Hay4YHO-UH(OPMAIIMOHHOM 1€ TeTbHOCTH?

TexHosnorust padoTsl

1. O0BexT u mpeamer JokyMeHToBeeHus. CTpyKTypa TOKyMEHTOBeieHus. B3aumocss3b
JIOKYMEHTOBE/IEHHUS C APYyTruMU AucuurianHamMu. CylIHOCTh MOHATUS «TOKyMEHT». Pa3Butue
MOHATHUS «IOKyMeHT». [Ipu3Haku nokymenrta. @yHKIMU JOKYMEHTA: OOLIUE U CHelUalbHBbIE.
CBoiicTBa TOKYMEHTA.

2. «JloKkyMEHTOBEIEHUE) — 3TO HAYKa O JOKYMEHTE U IOKYMEHTHO-KOMMYHHUKAI[MOHHOM
nesTeNbHOCTH. JIoOKyMeHTOBeIeHHE UCCIeAyeT JOKYMEHT KaK UCTOYHUK HH(GOPMAIIUU U CPEICTBO
COLIMAJIbHOW KOMMYHHUKAIMHU. DTO KOMIUIEKCHAs HayKa O JOKYMEHTE U JOKYMEHTHO-
KOMMYHHKAIIMOHHOM J1eATeIbHOCTH, U3yYaroliasi MPOoLecChl CO3JaHusl, pAaCIPOCTPaHEHUs U
UCIOJIb30BAaHUS JIOKYMEHTHBIX HCTOYHUKOB HH(OpMaIK B 00IIIeCTBE.

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. Poroxun M.IO. [lenonpon3BoACTBO : Kypc JIeKIHii: yaueOHoe nmocodue. — M.: Jlupexr-
Menua, 2017. — 229 c.

2. Comory6 O.I1. /Ienonpon3BoICTBO: COCTaBJICHUE, peJaKTUPOBaHUE U 00padoTKa J10-
KyMeHTOB: yueOHoe nocobue/ O.I1. Conory6. 7-e usz., crep. — M.: MU3narensctBo «Omera-JI», 2017.
—207c.

IlepeyeHb 10MOJTHUTENbHOM JIUTEPATYPHI:

1. BopnaeB D.A. JlokyMeHTOBeieHUE: YUEOHUK Ui CTYH. yUpexJIeHui Beicul. mpod. Obpa-
3oBanus/ D.A. bapnaes, B.b. KpaBuenko. — 2-e¢ u3zz.,crep. — M.: 3narenbckuii eHTP «AKageMusy,
2016. — 304 c.
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2. Paznopoxusiii A.A. JlokyMeHTHpOBaHME YIIpaBIeHUECKOM aAedarenbHocTu: Yu. [loc. —
M: UHOPA-M, 2008 — 304 c.

3. Poroxua M.IO. JlokyMeHTalmoHHOE OOecleueHUe YMPaBICHUS: Y4eOH.-TIPaKTHY.
[To-cobue. — M.: TK Benou, U3a-Bo IIpocnekt, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMUYECKOT0 00eCTIeYeHUsI CAMOCTOATEIbHOH PadoThl
00y4aroIUXCs M0 JUCHHUILUIHHE (MOTYJII0)

1. MeToauieckre peKOMEH/IAIMHU TI0 BBITIOTHEHUIO TPAKTHYECKUX pa0OT MO JUCIUILTAHE
"JlokymeHToBeieHHE" .

2. Meroanueckue peKOMEHIAIUU IO OpraHU3aIliu CaMOCTOATENIbHON PabOThl CTYACHTOB 1O
nucuuriuHe "JlokymentoBeaeHue".

Ilepedyensb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn «AHTEepHETY,
HEeO0XO0AUMBIX /IJIfl OCBOCHH S TUCHUIIIMHBI (MOIYJIA)

1. http://el.ncfu.ru/ — cucrema ympasneaust ooyuennem @PI'AOY BO CKDY.
JluctaHmoHHas OAIEPIKKA JUCIUTUINHBI «J[OKYyMEHTOBEICHHUEY

2. http://www.un.org - Caiit OOH MH(popMaIimoHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUH

3. http://www.intuit.ru — Uatepuer-YHauBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

IIpakTuyeckoe 3ansaTue Ne 2 J/lokyMeHTHPOBaHHE — CI0CO0 XpaHeHUs MHGOpMALUHN.
Buabl 10KyMeHTHPOBaHUSA

Hesas padoThi: M3y4nTh CyIHOCTh JOKYMEHTUPOBAHUS; KOJUPOBaHUE HHPOPMALINY;
IIOHATHE O SI3bIKaX M 3HaKax. JIOKyMeHT, kak 3HaKoBas cucrema. CriocoObl U cpesicTBa
JOKYMEHTHPOBaHUS. DBOIONHS CIOCOOOB TOKYMEHTHPOBAHUS. XapaKTEPHCTUKA TEKCTa
JOKYMEHTA.

PaccmaTpuBaemblie BONPOCHI:

1. KakoBbI METOJIBI M CTIOCOOBI JJOKYMEHTHUPOBAHMSI?

2. Kak knaccuuiupyroTcsi 3HaKd HCKYCCTBEHHOTO s13bIKa?

3. KakoBbI 3HaKH €CTECTBEHHOTO SI3bIKA?

4. KakoBbl OCHOBHBIE CITIOCOOBI (puKcHpoBaHus HHpopMaru?

Texnosorns padoTsl.

1. JlIokyMeHTUpOBaHUE - 3aMUCh NH()OPMALIUY HA PA3IMUHBIX HOCUTENSX 10 YCTAaHOBJIEHHBIM
npaBuiaM. Hocutenb TOKyMEHTHMPOBAHHOW MH(POPMALMU - MaTepUabHBIH 00BEKT, UCIIOJIb3YeMbIi
JUIS 3aKpEeIUIeHHUs] U XpaHEHUs Ha HEM pedyeBOM, 3BYKOBOM MJIM M300pa3UTENbHON MHPOpMAIH, B
TOM 4YHCJIE€ B IPeoOpa30BaHHOM BUJIE.

2. Co3maHwe JOKYMEHTOB, WJIH JIOKyMEHTHPOBAaHHE, MOXET OCYIIECTBISAThCA HA
€CTeCTBEHHOM S3bIKE€ HJIM Ha HCKYCCTBEHHBIX f3BIKaX C MCIIOJB30BAaHHMEM HOBBIX HOCHTENEH
I/IHCbOpMaI_[I/II/I. HpI/I JOKYMCHTHPOBAHUHN HAa €CTCCTBCHHOM A3BIKE CO3AAI0TCA TCKCTOBBIC JOKYMCHTHI
— JOKYMEHTBI, coJlepKalllue peyeByro HH(opMaiuio, 3aUKCUPOBAHHYIO JIOOBIM THUIIOM MHCbMa
WJTU JTFOOOW CHCTEMOM 3BYKO3AIUCH.

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Poroxun M.IO. [lenonpou3BoACTBO : Kypc JeKIuii: yaeOHoe mocodue. — M.: Jlupexr-
Menua, 2017. — 229 c.

2. Comory6 O.I1. /Ienonpon3BoICTBO: COCTaBICHUE, peJaKTUPOBaHNUE U 00padoTKa J10-
KyMeHTOB: yueOHoe nocobue/ O.I1. Conory6. 7-e usz., crep. — M.: MU3natensctBo «Omera-JI», 2017.
—207c.

IlepeyeHb 10MOJTHUTENbHOM JIUTEPATYPHI:

1. BopnaeB D.A. JlokyMeHTOBeieHUE: YUEOHUK Ui CTYH. YUpekaeHui Boicil. npod. Obpa-
3oBanus/ D.A. bapnaes, B.b. KpaBuenko. — 2-e¢ u3zz.,crep. — M.: 3narenbckuii IeHTP «AKageMusy,
2016. — 304 c.
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2. Paznopoxusiii A.A. JlokyMeHTHUpOBaHHUE yIIpaBIeHUECKOH AesrtenpHocTu: Yu. Iloc. —
M: UHOPA-M, 2008 — 304 c.

3. Poroxua M.IO. JlokyMeHTallmoHHOE OOecleYeHHe YIpaBiICHHS: Y4eOH.-TIPaKTHY.
[To-cobue. — M.: TK Benou, U3a-Bo IIpocnekt, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMUYECKOT0 00eCIIeYeHUsI CAMOCTOATEIbHOM PadoThI
00y4aroIUXCs M0 JUCHHUILUIHHE (MOTYJII0)

1. MeToauveckue peKOMEH/IAIMU TI0 BBITIOJHEHHUIO MPAKTHYECKUX pa0OT MO JUCIHILTAHE
"JlokymeHToBeieHHE" .

2. Meroanueckue peKOMEHIAIUU IO OpraHU3aIliu CaMOCTOATENIbHON PabOThl CTYACHTOB 1O
nucuuriuHe "JlokymentoBeaeHue".

Ilepedyensb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn «AHTEepHETY,
HEeO0XO0AUMBIX /IJIfl OCBOCHHS TUCIHUIIIMHBI (MOIYJIA)

1. http://el.ncfu.ru/ — cucrema ympasneaust ooyuennem @PI'AOY BO CKDY.
JluctaHmoHHas OAIEPIKKA JUCIUTUINHBI «J[OKYyMEHTOBEICHHUEY

2. http://www.un.org - Caiir OOH MH(popMarimoHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUH

3. http://www.intuit.ru — Uatepuer-YHauBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

IIpakTnueckoe 3ansaTHe Ne 3 CTpyKTypa U 0COOEHHOCTH 1€JI0BOI0 JOKYMEHTA

I_[e.m, paﬁoTLIZ ITo3HakOMUTBCS CO Cpr1(TypOI71 ACJIOBOTO JOKYMCHTA.

PaccmaTpuBaembie BONPOCHI:
1. Yo Takoe nenoBOM JOKYMEHT?
2.  Kakwue rpynmnsl JOKyMEHTOB OTHOCSITCS K pa3psiay AeTOBBIX JOKYMEHTOB?

Texnonorns padorsi
1. [lenoBoii TOKYMEHT, 11€b, COJEpKaHUe, UCXOAHbIE (PaKTUUYECKHE CBEIACHHUS, TTOKA3aTelH,
napameTpsl U T. II.
2. Knaccugukanust 1en0oBbIX JOKYMEHTOB:
¢ UHQOPMAIIOHHEIE;
¢ JIOKYMEHTHI KOJIJICTUATTBHBIX OPTaHOB
¢ pacnopsiAUTeNbHbIE
4 OpraHu3anoOHHELIE
¢ JTOKYMEHTHI 110 INYHOMY COCTaBY
¢ JIOKYMEHTHI 110 X3S CTBEHHO-IOTOBOPHOM JIeATEITBHOCTH
¢ JIOKYMEHTHI 110 XO3sICTBEHHO-TIPETEH3NOHHOMN IeITeTbHOCTU
¢ y4eTHO-()MHAHCOBBIE
¢ JIOKYMEHTHI 110 BHEITHEOKOHOMHUYECKOH JAESITeTbHOCTH.
3. OdunmanbHbIe (CITy)KeOHBIC) M JTUIHBIC TOKYMECHTHI.

VT JTIOJDKHOCTHBIM JIUIIOM U 0(hOpMITSETCSI B yCTAaHOBJIICHHOM TOpsiAKe. J[0MIKHOCTHOE JTUIIO0
OCYIIECTBISIET (PYHKIIMIO TMPEJCTABUTENS BJIACTU U 3aHUMAET JIOJKHOCTb, CBS3aHHYIO C
BBITIOJTHEHUEM OPraHU3allMOHHO-PACIIOPSIUTEIBHBIX, 3 IMAHHCTPATHBHO-X035MCTBCHHBIX
o0si3aHHOCTEH. Takoil TOKYMEHT OTpa)kaeT NesTENbHOCTh YUPekKACHUS, GUPMBI, OpPTaHU3AIIHH,
MPEeANPUATHS (ITOJIOKESHHUS, YCTABbI, PACTIOPSKCHHUS, IPUKA3HI ).

Cpenu oduIUaNbHBIX JOKYMEHTOB BBIICISIOT TUYHBIE, YAOCTOBEPSIFOIINE THYHOCTD
YeJIOBEKa W/WJTH €T0 TIpaBa, 00sS3aHHOCTH, a TAKXKE CIyKeOHOe JINO0 OOIIECTBEHHOE TIOJI0KEHUE
(BU3UTKa, yIOCTOBEPEHHE, CTYICHUECKUNA OUIIET, IPOITYCK H Jp.).
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IlepeyeHb OCHOBHOI JTUTEPATYPHI:

1. Poroxxun M.IO. Jlenonpou3BoACTBO : Kypc JIeKIHiA: yaeOHoe mocodue. — M.: Jlupekt-
Menua, 2017. - 229 c.

2. Conory06 O.I1. /Ienonpon3BoICTBO: COCTaBICHUE, peJaKTUPOBaHNE U 00paboTKa J10-
KyMeHTOB: yueOHoe nmocobue/ O.I1. Comnory0. 7-e uzn., crep. — M.: UznarensctBo «Omera-JI», 2017.
—207 c.

IlepeyeHb 10NOJTHUTENBHOM JIUTEPATYPbI:
1. bopnaes D.A. JlokymeHTOBeeHUE: YUSOHUK IS CTYA. YUpexkaeHui Boicul. npod. O6pa-

3oBanust/ D.A. bapnaes, B.b. KpaBuenko. — 2-e uza.,crep. — M.: U3natenbCckuil HeHTp «AKazeMus»,
2016. - 304 c.

2. Paznopoxubiii A.A. JJokyMeHTUpOBaHHE yIpaBiIeHYECKOUN aesarenbHocTH: Yu. [Toc. —
M: UH®PA-M, 2008 — 304 c.
3. Poroxxun M.IO. JlokyMeHTallMOHHOE OOecCIeueHnue YIpaBIEHUS: YYEOH.-TPAKTHY.

[To-cobue. — M.: TK Benbu, U3a-so [Ipocmekr, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMYECKOT0 00eCIIeYeHUsI CAMOCTOATEIbHOM PadoThI
o0yyaromuxcs Mo JMCHHUILIHHE (MOY110)

1. MeTtoauueckrie peKOMEHIalliK 110 BHIIOTHEHHUIO MPAKTUYECKUX paOboT MO JUCIHUILTUHE
"JloxkymeHTOBeIcHUE" .

2. MeTtoauveckue peKOMEHIallUY IO OpraHU3alui CaMOCTOATEIbHOM PaboThl CTYJEHTOB IO
nucuuruHe " JlokymenToBeaeHue" .

Ilepeyensb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH «AHTEepHETY,
HEe00XOAUMBIX /ISl OCBOCHHS TUCHUIINHBI (MOLYJIs1)

1. http://el.ncfu.ru/ — cucrema ynpasnenus odyuenuem ®I'AOY BO CKDY.
JluctaHiimoHHAas OAIEPIKKA JUCIUTITNHBI «J[OKYMEHTOBEICHHUEY

2. http://www.un.org - Caiit OOH MH(popMaIimoHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUH

3. http://www.intuit.ru — Matepret-YHuBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

IMpakTuyeckoe 3ansaTHe Ne 4 TeKCT U A3BIK 1€J10BOr0 TOKYMEHTA
Hean padotbi: M3yunth 0COOEHHOCTH JIETOBOTO CTUJISL OOIIICHHUS.

PaccmaTpuBaembie BONPOCHI:

1. O¢dunnanbHO-1eM0BOM CTUIb, (HYHKIIMU

2. OdunmanpHO-EIOBOW CTHIIP M S3bIK JOKYMEHTOB, JJISI YerO0 HY)XEH M KaKyl pOJb
BBITOJIHSET

TexHosorust padoTbl

1. ®yskuuu  oQUIMATBHO-JENOBOTO  CTHJIS:  BOJIGU3BSBICHUS,  JIOJDKEHCTBOBAHUS
(kHMKH., ycTap. ObITh JIOJDKHBIM, OOSI3aHHBIM), MPEACTABICHHBIE B TEKCTAaX IMUPOKOH TaMMOil
MMIEPATUBHOCTH - OT JKaHPOB NPHKa3a, OCTAHOBICHUS, PACIIOPSHKEHUS 10 MPOCHOBI, MOXKENaHus,
MIPEUIOKEHUS, BRIPAYKaEMBIX B XOJIaTaliCTBAX U JICJIOBOW TIEPEICKE

2. O¢unmanbHO-AEI0BON CTUIIb U A3BIK JJOKYMEHTOB, JI€JI0BOM MEPEeNnucKu: NCIOIb30BAHNE
YCTOMUUBBIX (HOPMYJ, TIPUHSATHIX COKpAIEHHUH, €IMHOOOPa3HOTO PACIOJOXKEHHUS MaTepuana Mpu
oopMieHHH JOKYMEHTa XapaKTEepHO Uil TUIOBBIX M TpadapeTHBIX NHCEM, aHKeT, TadJull,
TEKCTOB-aHAJIOTOB W T.II., TIO3BOJIIET KOIUPOBATh WH(GOPMAIMIO, 3aKpEIUsis OIpe/IeICHHBIC
S3BIKOBBIE CPE/ICTBA 3a TUIIOBOW CUTYyalneH.

3. 3 'paMmMaTnueckre 0COOCHHOCTH O(UIIUATIEHO-AEIOBOTO CTHIIS.
K rpammarndyeckuM 0cOOEHHOCTSIM JI€IIOBOTO CTHJIS, IPEICTABIISIONIETO A3BIK JOKYMEHTOB, OTHOCST
YHU(UKALNIO IPaMMaTHYECKON CTPYKTYpBI CIIOBOCOUETaHMs, CIOBO(YOpMBL. BbIOpaHHBINH BapuaHT
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http://ru.wiktionary.org/wiki/%D0%92%D0%B8%D0%BA%D0%B8%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C:%D0%A3%D1%81%D0%BB%D0%BE%D0%B2%D0%BD%D1%8B%D0%B5_%D1%81%D0%BE%D0%BA%D1%80%D0%B0%D1%89%D0%B5%D0%BD%D0%B8%D1%8F
http://ru.wiktionary.org/wiki/%D0%92%D0%B8%D0%BA%D0%B8%D1%81%D0%BB%D0%BE%D0%B2%D0%B0%D1%80%D1%8C:%D0%A3%D1%81%D0%BB%D0%BE%D0%B2%D0%BD%D1%8B%D0%B5_%D1%81%D0%BE%D0%BA%D1%80%D0%B0%D1%89%D0%B5%D0%BD%D0%B8%D1%8F

3aKpeIUIAETCS KaK dTAJIOHHBIN 3a KaKI0M KOMIIO3MLIMOHHOW 4acThlo TekcTa. Hanmpumep, B TekcTe
MpUKa3a KaKJbIi MYHKT HAUMHAETCS C YKa3aHUs aJipecara B IaTeIbHOM Majiexke - "komy?", a 3atem
"yT0 UCTIOTHUTH?":

1. Hauanvhuxy mexuuueckoco omoena Mearnosy I'.C. opeanuzoeamov pabomy omoena 8
npazonuynvle OHu 8 nepuod ¢ 01..01.14 2. no 12.0.14 2.

2. I 6yxeanmepy Kosunoii A.A. noocomosums npeonodiceHus no oniame
CBEPXYPOUHBIX pabom.

IlepeueHb OCHOBHOIH JTUTEPATYPHI:

1. Poroxun M.YO. JlenonpousBOACTBO : Kypc JIeKIHiA: yaeOHoe nmocodue. — M.: Jlupekt-
Memma, 2017. — 229 c.

2. Comory6 O.I1. [Ienonpon3BoICTBO: COCTABJICHUE, peJaKTUPOBAHNUE U 00padoTKa J10-
kyMeHTOB: yueOHoe nocobue/ O.I1. Comory06. 7-¢ u3zm., crep. — M.: MU3gatenbctBo «Omera-JI», 2017.
—207c.

IlepeyeHb 10NMOJHUTEIbHOI JUTEPATYPHI:

1. Bopmaes D.A. JlokyMeHTOBeIeHUE: YICOHUK I CTY. yUpexkaeHui Boicr. mpod. Obpa-
3oBanus/ D.A. bapnaes, B.b. KpaBuenko. — 2-e¢ u3z.,crep. — M.: M3narenbckuii EHTP «AKageMus»,
2016. - 304 c.

2. Paznopoxusiit A.A. JlokymMeHTHUpOBaHHE YIIpaBIeHYECKOH AesTensHocTh: Yu. loc. —
M: UHOPA-M, 2008 — 304 c.
3. Poroxun M.FO. [lokymeHTanmoHHOE oOecriedeHre YMpaBieHHs: y4eOH.-TIpaKTHy.

[To-cobue. — M.: TK Benbu, M3a-so [Ipocmekr, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMYECKOT0 00eCIIeYeHUsSI CAMOCTOATEIbHONH PadoThl
o0yyaromuxcs 1Mo JMCHHUILIHHE (MOLY110)

1. MeTtoauueckue peKOMEHIalliy IO BHITOTHEHHUIO MPAKTUYECKUX pabOT MO JUCIHUILTUHE
"JloxymeHTOBeIcHUE" .

2. Meronndeckne peKOMEH IAlMK [0 OpraHu3allul CaMOCTOATENbHOM paboThI CTYICHTOB 110
nucturuHe " JJokymenToBeaeHue" .

Ilepedyens pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKALMOHHOU ceTH «HTEepHETY,
HEe00XO0AUMBIX /ISl OCBOCHHS TUCHUIINHBI (MOLYJIs1)

1. http://el.ncfu.ru/ — cucrema ynpasnenus odyuennem ®IC'AOY BO CKODYVY.
JlucTaHlMOHHAs MOAIEP)KKA TUCHUIUIMHBI «J[0OKYMEHTOBEIEHUEY

2. http://www.un.org - Caiit OOH MHpopMamoHHO-KOMMYHUKAIIMOHHbIE TEXHOIOTHH

3. http://www.intuit.ru — Uatepret-YHuBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

IpakTuyeckoe 3anaTue Ne 5 @opmyJisip J0KyMeHTA.

Iean padorei: M3yunTh OCHOBHBIE TEPMUHBI U ompeneiacHus. PopMyIsip JOKyMEHTA.

PaccmaTpuBaeMbie BOIIPOCHI:
1. ®opmymsp, onpeneneHue, 3a1a4u.
2. ®opmynsp-oOpasel JOKyMeHTa.
3. ®opmyIsip TOKyMEHTA.

TexHosornst padoThI
1.®opmynsip - onpeneneHue, 3aauu.
3.®opmynsip TOKyMEHTa - HAOOp PEKBU3UTOB O(PHUIIMATHHOTO MHUCHBMEHHOTO JOKYMEHTA,
PacIOJIOKEHHBIX B ONPENEICHHON NOCIEA0BATEIbHOCTH.
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4.Dopmysip-oOpaszer] TOKyMEHTa - MOJENb TMOCTPOCHUS IOKYMEHTA, YCTaHABIIMBAIOIIAS
o0nacTh mpUMeHeHHUs, GpopMaThl, pa3Mepsl MoJied, TpeOOBaHUS K MOCTPOCHUI0 KOHCTPYKIMOHHON
CETKU U OCHOBHBIC PEKBU3HTHI.

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. Poroxxun M.IO. Jlenonpou3BOACTBO : Kypc JeKInid: yaeOHoe mocodue. — M.: Jlupekt-
Menua, 2017. — 229 c.

2. Conory0 O.I1. /Ienonpon3BoICTBO: COCTaBJI€HUE, peJaKTUPOBaHKE U 00paboTKa J10-
KyMeHTOB: yueOHoe nmocobue/ O.I1. Comnory0. 7-e uzn., crep. — M.: UznarensctBo «Omera-JI», 2017.
—207c.

IlepeyeHb 10MOJHUTENBHOM JIUTEPATYPDI:

1. Bopmaes D.A. JlokyMeHTOBeIeHUE: YICOHUK I CTYJ. ydpexkaeHuit soicir. mpod. Obpa-
3oBanus/ D.A. bapnaes, B.b. KpaBuenko. — 2-e¢ u3z.,crep. — M.: 3narenbckuii IEHTP «AKageMusy,
2016. - 304 c.

2. Paznopoxussiii A.A. JlokymMeHTHpOBaHUE yIpaBieHYECKO AestenbHocT: Yu. [loc. —
M: UH®PA-M, 2008 — 304 c.
3. Poroxun M.FO. [lokymeHTanmoHHOe oOecriedeHre YMpaBieHHs: y4eOH.-TIpaKTHy.

[To-cobue. — M.: TK Benbu, M3a-Bo [Ipocmekr, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMYECKOT0 00eCIIeYeHUsI CAMOCTOATEIbHOUH padoThI
o0yyaromuxcs 1Mo JMCHHUILIHHE (MOY110)

1. MeTtoauueckue peKOMEH/Ialliy TI0 BHIOTHEHHUIO MPAKTUYECKUX paOboT MO JUCIUILTUHE
"JloxkymeHTOBeIcHUE" .

2. MeTtoauyecke peKOMEHAalluY IO OpraHU3alui CaMOCTOATEIbHOM PaboThl CTYJCHTOB IO
nucuuruHe " JlokymentoBeaeHue" .

Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTu «AHTEepHET»,
HEe00XOAUMBIX /ISl OCBOCHHS TUCHUIINHBI (MOLYJIs1)

1. http://el.ncfu.ru/ — cucrema ynpasnenus odyuennem ®IC'AOY BO CKODYVY.
JlucTaHlMOHHAs MOAAEPKKa TUCHUIUIMHBI «J[0OKYMEHTOBEIEHUEY

2. http://www.un.org - Caiit OOH NH(popManmoHHO-KOMMYHUKAIIMOHHbIE TEXHOIOTHH

3. http://www.intuit.ru — Matepret-YHuBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

HpaKTI/I‘{eCKOC 3aHsATHE 6. PekBU3NTHI OpFaHI/I3aHHOHHO-paCl'[Opﬂ)II/lTe.TIbHOi/i AOKYMCEHTaAIUU

Leab padoThl: TO3HAKOMHUTBCS C PEKBU3UTAMH JOKYMEHTOB M TpeOOBaHMSIMHU,
MMpEABABIACMBIMU K HUM.
PaccmaTpuBaeMbie BONIPOCHI:
1. PexBHU3UTHI: OCHOBHEIE U JOITIOJTHUTEIIBHBIC.
2. I'OCT nns cucteMbl OpraHu3allMOHHO-PACTIOPSIAUTENBHON JOKYMEHTALUH.

TexHosiorust padéoTsI

1.CocTaB peKBHU3UTOB TIOKYMEHTOB.

2.I1paBuna odpopMieHHs] pEKBU3UTOB TOKYMEHTA.

3. Ilponecc cozmanust JOKYMEHTOB

4. VYupaBleHUeCKHE JOKYMEHTHI COCTAaBJISIOT COOCTBEHHO OOBEKT JEJIONpPOU3BOJICTBA.
Cuctema OpraHu3allMOHHO-PACTIOPSAUTENIBHOW — JIOKyMEHTallMM  yHUGUIMpoBaHa, paboTra C
IOKyMeHTamMH ompenenena tpebdosanusimu ['OCT P 6.30-2003, T'OCT P 7.0.8-2013 mo
o(hopMIIEHHIO TOKYMEHTOB.
VYnpaBieHueckre JOKYMEHTHI COCTaBISI0T COOCTBEHHO OOBEKT Jiesonpoun3BoacTBa. Cuctema
OpraHM3aIMOHHO-PACTIOPSIUTEIEHONW JOKYMEHTAIMH YHU(DUIIMPOBaHa, paboTa ¢ JOKYMEHTaMH
onpenenena tpedboBanusimu ['OCT P 6.30-2003, TOCT P 7.0.8-2013 o opopmiieHHIO TOKyMEHTOB.
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IlepeyeHb pEKBU3UTOB:

1 — TI'ocymapcrBennsiii repbd Poccuiickoit deneparuu (OonoanumensvHulil),
2 — rep0b cyobekta Poccuiickoit denepaiiuu (OonoaHumenshulil);

3 — smMbIleMa opraHu3alMy WK TOBAPHBIH 3HaK (3HaK 00CIyXuBaHus) (Qononumenvubiil);

4 — xon opranuzaiuu (06s3amenvHulil);

5 — OCHOBHO# rocynapcTBeHHbIN peructpannoHubiii Homep (OI'PH) ropuaudeckoro imima

(0bs13amenvuwiil);

* 6— I/IIIGHTI/I(bI/IKaI_II/IOHHHﬁ HOMED HaJ'IOFOHJ'IaTeJ'IBH_II/IKa/KOI[ IIPUYHUHEBI IOCTAHOBKH HA Y4€T

(I/IHH/KHH) (0bs13amenvuwbiil);

7 — xox ¢opmbl fokymeHTa (00s3amenbHblil);

8 — HanMeHOBaHue opranu3aiuu (0os3amenvubiil);

9 — cnpaBoYHbIC JaHHBIC 00 Opranu3anuu (donoanum.);

10 — HauMeHOBaHHUE BU/A JOKyMeHTa (006s3am.);

11 — nara noxymenra (oos3am.);

12 — peructpannoHHbIil HOMEp AOKyMeHTa (0Os3am.);

13 — cchUIKa Ha PETUCTPALIMOHHBIN HOMEP U ATy JoKyMeHTa (donoanum.);
14 — MecTO coCTaBJICHUsI WK U3aHus JOKyMeHTa (donoanum.);

15 — aapecar (dononnum.);

16— rpud yrBepxaeHus 10KyMeHTa (donoanum.);

17 — pesomtorus (Oonoanum.);

18 — 3aros0BoK K Tekcty (06s3am.);

19 — oTMeTka 0 KOHTpoOJE (Oonoanum.);

20 — Tekct mokymenta (o6s3am.);

21 — oTMeTKa 0 HAIWYKMK TpuiIoxkeHus (donoanum.);

22 — nognuck (obs3am.);

23 — rpud coryacoBaHus Jo0KyMeHTa (Oonoanum.);

24 — BU3BI coraacoBanus qokymenTa (06s3zam.);

25 — ottHck niedat (OonoaHum);

26 — OTMEeTKa 0 3aBepeHHUU Komuu (QonoaiHum);

27 — oTmeTka 00 ucnonuuTene (donoaHum);

28 — oTMeTKa 00 UCTOJIHEHUH TOKYMEHTA U HalpaBJIEHHH €ro B jeno (o6s3am.);
29 — oTMeTKa 0 MOCTYIJICHUH JOKYMEHTa B opranusanuto (o6s3am.);
30 — uaeHTHHUKATOP PITEKTPOHHOM KOUU TOKyMeHTa (donoanum.).
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CXEMBI PACITIOJTOAKEHHA PEKBHIHTOB JOKYMEHTOB
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Pucynok A.l - Pacnonoxenue peKBHIHTOB H rpaHuiibl 30H Ha dopmare A4 yraoeoro dinanka

IlepeyeHb OCHOBHOI JTUTEPATYPHI:

1. Poroxxun M.YO. JlenonpousBOACTBO : Kypc JIeKIui: yueOHoe mocodue. — M.: Jlupekt-
Menua, 2017. — 229 c.

2. Comory0 O.I1. /Ienonpon3BoICTBO: COCTABJICHHE, PeJaKTHPOBaHUE U 00paboTKa J10-
KyMeHTOB: yueOHoe nocobue/ O.I1. Conory0. 7-e uzn., crep. — M.: UznarensctBo «Omera-JI», 2017.
—207c.

IlepeyeHb 10NOTHUTENLHOM JIUTEPATYPHI:

24



1. BopnaeB D.A. JlokyMeHTOBeieHUE: YUEOHUK Ui CTYH. YUpexIeHHi Beicul. pod. Obpa-
3oBanus/ D.A. bapnaes, B.b. KpaBuenko. — 2-e¢ u3z.,crep. — M.: 3narenbckuii IEHTP «AKageMusy,
2016. - 304 c.

2. Paznopoxubiii A.A. JlokyMeHTUpOBaHUE yIpaBieHYECKOU AesTenbHoCcTH: Yu. [loc. —
M: UH®PA-M, 2008 — 304 c.
3. Poroxxun M.IO. JlokymeHTalmoHHOE oOecIieueHre YIpaBiIeHUs: Y4eOH.-PaKTHY.

[To-cobue. — M.: TK Benbu, M3a-Bo [Ipocmekr, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOANYECKOT0 00ecIeYeHHUsI CAMOCTOSITE/IbHOM PadoThl
00y4Jaromuxcs Mo JUCHUIIHHE (MOTYT10)

1. MeToauieckre peKOMEH/IAIMHU TI0 BBITIOJTHEHHIO MPAKTHYECKUX pa0dOT MO JUCIHILTUHE
"JlokymeHToBeieHHE".

2. MeToauveckue peKOMEHIAlUY TI0 OpTraHU3aIluu CAMOCTOATEIHLHOU PaboThl CTYJCHTOB 10
nucuuruinHe "JlokymeHntoBeneHue" .

Ilepeyenn pecypcoB HHPOPMAMOHHO-TEJIEKOMMYHUKALIMOHHOI ceTH « MHTepHET,
He00XO0AUMBIX IS OCBOCHM S JUCHUIIMHBI (MOXYJIA)

1. http://el.ncfu.ru/ — cucrema ynpasnenus ooyuennem ®I'’AOY BO CKDY.
JlyuctaHMOHHAs MOAeP>KKa TUCHUIUTHHBI «JlOKyMEeHTOBEIeHUE)»

2. http://www.un.org - Caiit OOH MHpopMamoHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU

3. http://www.intuit.ru — Uatepuer-YuauepcureT KOMIBIOTEPHBIX TEXHOIOTHIA.

IIpakTnyeckoe 3ansitue 7. Buabl 0,1aHKOB 10KYMEHTOB U TPe0OBaHUS K HUM
Leas pabdoTbl: TO3HAKOMHUTBCA C OJaHKaMH JOKYMEHTOB H  TpeOOBaHUSIMH,

NpCaAbABIIICMBIMA K HUM.
PaCCManI/IBaeMbIe BOIIPOCHI:

1. brnank nokymenTa. Buabl 61aHKOB.

2. HazoBure TpeboBanwmsl, IpeIbsABIsiEMbIC K OJJAaHKaM JIOKYMEHTOB.

3. oTpesieNieHUE CIEAYIOIMUM MOHATHAM: «popMyIsip JOKyMeHTa», «popmymsp-odpaselr
JOKYMEHTA.

Texnonorns padorsi
1. bnank JOKyMeHTa Ha3Ha4Y€HUE, TPeOOBAHUS
2. IlpumeHeHune OJIaHKOB:
- puaaeT nHpopMauu opuLMaIbHBINA XapakTep;
- YCKOPSIET CO3/IaHMe JJOKYMEHTA 3a CUET HAIWYMsI TOCTOSIHHOM MH(pOopMaIu;
- COKpalllaeT TPy103aTPaThl HA COCTABIIEHUE TOKYMEHTOB;
- yIIpouiaeT BocIpusaTue HHpOpMaIum;
- IOBBILIAET KYJIbTYPY YIPABIEHYECKOTO TPYAa.
3. Buas! 01aHKOB:
© 001N OMaHK;
® OJIaHK IUChMa;
¢ 0JJaHK KOHKPETHOTO BUJIa JOKYMEHTa, KpOME IUChMa.

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Poroxun M.IO. [lenonpon3BoACTBO : Kypc JIeKIHii: yaueOHoe nmocodue. — M.: Jlupexr-
Menua, 2017. — 229 c.

2. Comory6 O.I1. [Ienonpon3BoICTBO: COCTaBICHUE, peJaKTUPOBaHNUE U 00padoTKa J10-
KyMeHTOB: yueOHoe nocobue/ O.I1. Conory6. 7-e usz., crep. — M.: U3narensctBo «Omera-JI», 2017.
—207c.

IlepeyeHb 10MOJTHUTENbHOM JIUTEPATYPHI:
1. BopnaeB D.A. JlokyMeHTOBeieHUE: YUEOHUK Ui CTYH. YUpeKaeHui Boicil. npod. Obpa-

3oBanus/ D.A. bapnaes, B.b. KpaBuenko. — 2-e¢ uzz.,crep. — M.: 3narenbckuii IeHTP «AKageMusy,
2016. - 304 c.
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2. Paznopoxusiii A.A. JlokyMeHTHpOBaHME YIIpaBIeHUECKOM aAedarenbHocTu: Yu. [loc. —
M: UHOPA-M, 2008 — 304 c.

3. Poroxua M.IO. JlokyMeHTallmoHHOE OOecleYeHHe YIpaBiICHHS: Y4eOH.-TIPaKTHY.
[To-cobue. — M.: TK Benbu, M3a-Bo IIpocnekt, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMUYECKOT0 00eCTIeYeHUsI CAMOCTOATEIbHOH PadoThl
00y4aroIUXCs M0 JUCHHUILUIHHE (MOTYJII0)

1. MeToauveckue peKOMEH/IAIMU TI0 BBITIOJHEHHUIO MPAKTHYECKUX pa0OT MO JUCIHILTAHE
"JlokymeHToBeieHHE" .

2. MeTtoaudeckue peKOMEHIAINH TI0 OPraHU3allii CaMOCTOSITEIILHOW PabOThI CTY/IEHTOB 10
nucuuriuHe "JlokymentoBeaeHue".

Ilepedyensb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn «AHTEepHETY,
HEeO0XO0AUMBIX /IJIfl OCBOCHHS TUCIHUIIIMHBI (MOIYJIA)

1. http://el.ncfu.ru/ — cucrema ympasnenust ooyuenuem @PI'’AOY BO CKDY.
JluctaHmoHHas OAIEPIKKA JUCIUTUINHBI «J[OKYyMEHTOBEICHHUEY

2. http://www.un.org - Caiit OOH MH(popMaIimoHHO-KOMMYHHKAIIHOHHBIE TEXHOJIOTUH

3. http://www.intuit.ru — Uatepuer-YHauBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

HpaRaneCKoe 3ansaTue 8. CocraBjieHue U Oq)OpMJ'IeHI/Ie A€J0BOIo 10KyMEHTa

HeJIb paﬁDTbIZ_HOSHaKOMHTBCH C OCHOBHBIMHU BHAAMHU paCHOPHHI/ITCHLHOﬁ AOKYMCHTAaIuu,
ImpaBHUJIaMH O(l)OpMJIeHI/IH U CTaaAsIMU U3JaHUA TOKYMCHTOB.

PaccmaTpuBaeMbie BOIPOCHI:
1. OpraHu3zaliiOHHO-PACHOPSIUTENbHBINA TOKYMEHT
2. OpraHu3anMoOHHBIC TOKYMEHTHI
3. YTO OTHOCHTCS K OpPTraHU3aIMOHHO-TIPABOBBIM JOKYMEHTaM

Texnosorust padboTbl

1. Opranu3aniOHHO-PACTIOPSAAUTENBHBIM TOKYMEHT — BUJ MMCbMEHHOTO JOKYMEHTA, B
KOTOPOM (PUKCUPYIOT peLICHHE aIMUHUCTPATUBHBIX U OPraHU3aLMOHHBIX BOIIPOCOB, a TAKKE
BOIIPOCOB YIIPABIICHUS, B3aUMOICHCTBUSI, 00ECTICUCHUSI U PETYIUPOBAHUS ACSITEILHOCTH OPTraHOB
BJIACTH, YUPEKIACHUN, MPEANPUSITUN U OPTaHU3ALMMI, UX TTOIPA3ACICHUN U JOJKHOCTHBIX JIUIT
(TOCT P 51141-98).

2. Opranu3anoHHbIE JOKYMEHTBI — 3TO KOMILJIEKC JOKYMEHTOB, COJIEPKalUX MTpaBuiia
CO3/IaHUS OpTaHU3aIUH, BKIIOYAst BHIOOP €€ OpraHU3allMOHHO-TIPaBOBOI OPMBI, €€ KOMITETEHITHUIO,
CTPYKTYpY, LITATHYIO YUCIEHHOCTh, COCTaB JOJLKHOCTEH; pOopMUpOBaHUE COBENIATENbHBIX OPraHOB
yIpaBJICHUS; YCTAHOBIIEHHE PeKUMa paOOThI U CUCTEMBI OXPAHbI; OPTaHU3AIMIO U OIIEHKY TPY/a,
MOPSIIOK PEOPraHn3aluy 1 JINKBUALNN.

3. K oprann3annoHHO-IpaBOBBIM JJOKYMEHTaM OTHOCSTCS:

- YCTaB OpraHu3aluu;

- IOJIOKEHHUE 00 OpraHu3ally;

- YUpEIUTEIbHBIN 10IOBOP;

- MIOJIOXKEHHUSI O CTPYKTYPHBIX TOAPA3AECIEHUSX;

- pErJIaMEHT;

- TOJKHOCTHBIE MHCTPYKIIUUA PAOOTHHUKOB H T.J.

IlepeyeHb OCHOBHOI1 JTUTEPATYPHI:

1. Poroxxun M.YO. Jlenonpous3BOACTBO : Kypc JIeKIUi: yueOHoe mocodue. — M.: Jlupekt-
Menua, 2017. — 229 c.
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2. Comory6 O.I1. /Ienonpon3BoICTBO: COCTABJICHUE, peJaKTUPOBaHNUE U 00paboTKa J10-
kyMeHTOB: yueoHoe nocobue/ O.I1. Comory06. 7-¢ u3zm., crep. — M.: U3gatensctBo «Omera-JI», 2017.
—207c.

IlepeyeHb 10MOJHUTENBHON JIUTEPATYPDI:
1. Bopmaes D.A. JlokyMeHTOBeIeHUE: YICOHUK I CTYJ. ydpexkaeHuit soicil. mpod. Obpa-

3oBanus/ D.A. bapnaes, B.b. KpaBuenko. — 2-e¢ u3z.,crep. — M.: 3narenbckuii IEHTP «AKageMusy,
2016. - 304 c.

2. Paznopoxusiii A.A. JlokyMeHTUpOBaHUE yIpaBieHYECKON AesiTenbHoCcTH: Yu. [loc. —
M: NTHOPA-M, 2008 — 304 c.
3. Poroxua M.IO. JlokyMeHTallmoHHOE OOecleueHUe YIMpaBiICHHs: Y4eOH.-TIPaKTHY.

[To-cobue. — M.: TK Benbu, U3a-Bo IIpocnekt, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMYECKOT0 00eCTIeYeHUsI CAMOCTOATEIbHOMH PadoThl
00y4aroUUXCs M0 JUCHHUILUIHHE (MOTYJII0)

1. MeToauveckre peKOMEH/IAlMU TI0 BBITIOJHEHHUIO TPAKTHYECKUX pa0OT MO JUCIHILTAHE
"loxymeHnToBeeHue" .

2. MeToauveckre peKOMEH/IallUY 110 OpraHU3aI[ui CAaMOCTOATEIFHONU PabOTHI CTYJACHTOB 1O
mucuuiuHe "JlokymentoBeaeHue" .

Ilepeyenn pecypcoB HHPOPMAMOHHO-TEJIEKOMMYHUKALMOHHOI ceTH « MHTEepHET,
He00XO0AUMBIX JJIS1 OCBOCHMS AUCHUILIMHBI (MOXYJIA)

1. http://el.ncfu.ru/ — cucrema ynpasnenus ooyuennem ®I'’AOY BO CKDY.
JlucTaHMOHHAS MOAeP)KKA TUCHUIUTHHBI «JlOKyMEHTOBEACHHUE)

2. http://www.un.org - Caiit OOH MHpopMamoHHO-KOMMYHHKAIMOHHBIE TEXHOJIOTUU

3. http://www.intuit.ru — Matepuer-YauepcureT KOMIBIOTEPHBIX TEXHOIOTHIA.

HpaKTI/I‘IeCKOG 3aHsATHE 9 HpaBn.na O(l)OpMJ'IeHI/Iﬂ H CTAAUA U3JaHUA JOKYMECHTOB

Heap padoThHI:_TMO3HAKOMHUTHCS C MpaBWIaMH OQOPMIICHHS W CTATUSMHU H3IAHUS
JTIOKYMEHTOB.
PaccmaTpuBaemMblie BOMPOCHI.
1. Craguu y mOATOTOBKHU PacMoOpsSIUTENILHOTO TOKyMeHTa?
2. YTo BXOJHT B COCTAB PEKBU3UTOB?

TexHoJiorusi padoTnbl

1. OcHOBHBIC CTa/IUU TIOATOTOBKU PACHIOPSIIUTEILHOTO JOKYMEHTA!

- U3y4YCHHUE CYIIeCTBA BOMPOCa,

- COCTaBJICHUE MPOEKTa JIOKYMEHTA, OTPEICIICHUE 1IeIH €r0 U3aHus, YCTAHOBIICHHUE
KOHKPETHBIX CPOKOB U HCITOJTHUTEJIEH;

- oopMIICHHE TIPOCKTA JOKYMEHTa, €0 COIVIACOBAHUE, BU3UPOBAHNUE, MTOIITUCAHNE,
perucTparysi, 10BeICHUE 10 UCTIOTHUTECH.

2. B cocTaB peKBU3UTOB BXOJIAT:

- Tepo,

- HANMCHOBAHKE BEJIOMCTBA,

- HAUMCHOBAHUEC YUPCKICHUA,

- Ha3BaHHE BUJA JOKYMCHTA,

- narta,

- UHJEKC (HOMED),

- 3aroJIOBOK,

- TEKCT,

- TOJIITUCH,

27



- OTMCTKH O COrjlaCOBaHHH.

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. Poroxxun M.IO. Jlenonpou3BoOACTBO : Kypc JIeKIHiA: ydeOHoe mocodue. — M.: Jlupekt-
Menua, 2017. — 229 c.

2. Conory0 O.I1. [Ienonpon3BoICTBO: COCTaBJI€HUE, peJaKTUPOBaHKE U 00paboTKa J10-
KyMeHTOB: yueOHoe nmocobue/ O.I1. Comnory0. 7-e uzn., crep. — M.: UznarensctBo «Omera-JI», 2017.
—207 c.

IlepeyeHb 10MOJTHUTENbHOM JIUTEPATYPHI:

1. Bopmaes D.A. JlokyMeHTOBeIeHUE: YICOHUK I CTYJ. ydpexkaeHui soicir. mpod. Obpa-
3oBanus/ D.A. bapnaes, B.b. KpaBuenko. — 2-e¢ u3z.,crep. — M.: 3narenbckuii IEHTP «AKageMusy,
2016. - 304 c.

2. Paznopoxubiii A.A. JlokyMeHTUpOBaHHE yIpaBiIeHYECKOUN aesaresnbHocTH: Yu. [Toc. —
M: UH®PA-M, 2008 — 304 c.
3. Poroxun M.IO. [lokymeHTanmoHHOe oOecriedeHHe YIMpaBieHHs: y4eOH.-TpaKTHy.

[To-cobue. — M.: TK Benbu, U3a-Bo [Ipocmekr, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMYECKOT0 00eCIIeYeHUsI CAMOCTOATEIbHOH PadoThI
o0yyaromuxcs 1Mo JMCHHUILIHHE (MOLY110)

1. MeTtoauueckrie peKOMEHIalliK 110 BHITOTHEHHUIO MPAKTUYECKUX pabOT MO JUCIHUILTUHE
"JloxymeHTOBeIcHUE" .

2. MeTtoauyeckue peKOMEHAalUY TI0 OpraHU3alui CaMOCTOATEIbHOM PaboThl CTYJEHTOB IO
nucturuHe " JlokymentoBeaeHue".

Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH «AHTEepHETY,
HEe00XOAUMBIX /ISl OCBOCHHS TUCHUIINHBI (MOLYJIs1)

1. http://el.ncfu.ru/ — cucrema ynpasnenus odyuenuem ®I'AOY BO CKODY.
JlucTaHlMOHHAs MOAAEPKKA TUCHUIUIMHBI «J[0OKYMEHTOBEIEHUEY

2. http://www.un.org - Caiit OOH MHpopMannoHHO-KOMMYHUKAIIMOHHbIE TEXHOIOTHH

3. http://www.intuit.ru — Matepret-YHuBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

IpakTuyeckoe 3ansiTue 10. /leaoBoe nucbMo Kak HHGOPMALMOHHO-CIIPABOYHBIH
AOKYMEHT

ey padoThI: U3YyUUTh KPATKYIO XapaKTEPUCTUKY JIEIOBBIX MHCEM, X KJIACCHU(PUKAIIHIO.
[103HaKOMUTBCSI C OCHOBHBIMU PEKBU3UTAMU JIEJIOBOTO TUChbMa, NpaBUIaMU 0(OPMIIEHHUS JIETIOBOTO
MMCbMA; U3YYUTh CLIEHApU COCTABIIEHUS JI€JI0BOTO MUChMA.

PaccmaTpuBaembie BOIIPOCHI.
Onpenenenre NOHITHS «JI€JI0BOE ITUCHMOY.
OTnuyuTeNnbHble IPU3HAKU JIEI0OBOTO MHUChMA.
bazoBeie k1accu(puKamOHHBIE KATETOPUH JIEJIOBOTO MUCHMA.
[IpaBuiia npu oopMIIEHUH JIE0BOTO MHChMA.

el A

TexHosornst padoThI

1. JlenoBoe MUCbMO — 3TO KpaTKuii (Kak mpaBuiio, He Oosee 1-2 cTpaHMIl) TOKYMEHT, KacaroIuics
OJIHOTO BOMpOCAa M TMpEAHA3HAUYEHHBIM [JIs OCYIIECTBJIEHUS OMNEPaTUBHOTO HH(POPMAIMOHHOTO
oOMEeHa MeXAy MNpeanpusITUsIMU (OpraHU3alUsAMM, YUYPEKICHUSAMHU), HUX CTPYKTYPHBIMU
Mo/Ipa3IeNIeHUsIMHU (JIOJKHOCTHBIMH JIUI[AMHU ).

2. IpaBuna odopmiienne nuchma. [TuceMa opopmIIAIOTCS Ha CHENMATBHBIX ONAHKAX sl MHCEM,
KOTOpBIE COJEpXKAT CIENYIOIME PEKBU3UTHI: AMOIEMa OpraHM3allUU WIM TOBApHBIA 3HAK; KOJ
OpraHM3alii; OCHOBHOM TOCYIapCTBEHHbIN peructpaunoHHslii Homep (OI'PH) ropunmyeckoro
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muna; MHH/KIIIT;, HanMeHoBaHWE OpraHu3allud; CIpPaBOYHBIC IaHHBIE 00 OpraHW3aluu; aara
JOKYMEHTA; PEruCTPAallMOHHBI HOMEpP JOKYMEHTA; CChLJIKa Ha PErucTpPallMOHHBI HOMEp U JaTy
JIOKYMEHTA; aJipecar; 3aroJ0BOK K TEKCTY; TEKCT; OTMETKA O HAJTUYHH MPUIIOKEHHUS; TTOAMUCH.

3. CueHapuii cocTaBiIeHHs JEIOBOTO MIHChMA!

1 VrtouHuts 11enecoodpa3HocTh (st HEOOMBIHMX COOOIIEH I — TeIe()OHOTPAMMEI).

2. CdhopmynupoBarts 1eJb MUChMa.

3. CocraBuTh YETKOE MPECTaBICHUE 00 aapecare.

4. CoctaBuTh IUIaH MMCbMa (OTBEYaeM Ha BONPOCHL: KTo?, 4to?,koraa?, rae?).

5. OGecrieunts 1e10BOM cTHIb. MIH(pOpMAaIus 1e1oBoro muchMa J0KHA ObITh OPHIIMATBHON
10 CBOEMY Xapakrepy. JIMUHbIii MOMEHT CBOAUTCS K MUHUMYMY.

6. ObecrneunTb OAHO3HAYHOCTH IIOHUMAHUS a/IPECaToOM IOCTaHHS.

7. PexoMmeHyeTcsi TOCTaBUTh ce0si HA MECTO aJpecaTa ¥ OTBETUTh Ha BOTIPOC, MTOHSATHO JIA
MHUCHbMO?

8. HemormycTtumo 3acTaBIsITh *K/1aTh OTBETA (MPH HEOOXOMMOCTH — TTPOMEKYTOUHBIN OTBET C
00BSICHEHNEM MPUYHUH U CPOKOM OKOHYATEIHHOTO OTBETA).

9. TlucbMO HY)KHO HAIPaBJIATh HA UMSI TOTO PYKOBOIHUTEINSI, OT KOro BEI 3T0 MuchMO
nonyuwid. Ecniu Bl HanpaBisieTe MHUIIUATUBHOE MMUCEMO, TO OHO aJpECyeTCsl PyKOBOAUTEIO,
COOTBETCTBYIOIIEMY PAHTy PYKOBOJUTEIISA, MOAMUCABIIETO MHUCHMO.

10.Ecnu Bl sk 1anu oTBeTa U OH BayKeH IS Bac, He 3a0yapTe mobiaroqapuTh 3a
CBOEBPEMEHHBINM OTBET B Ball aJIpec.

Ilepeyenb 0OCHOBHOI1 TUTEPATYPBI:

1. Poroxun M.IO. [lenonpon3BoACTBO : Kypc JIeKIuii: yueOHoe nocodue. — M.: Jlupexr-
Menua, 2017. — 229 c.

2. Conory6 O.I1. Jlenonpou3BoACTBO: COCTAaBICHUE, PeAAKTUPOBaHUE U 00pabOTKa 10-
kyMeHTOB: yueOHoe rnocobue/ O.I1. Conory6. 7-e usg., crep. — M.: MU3narensctBo «Omera-JI», 2017.
—207c.

ITepeyeHb 10NMOJHUTENbHOI JTUTEPATYPHI:

1. BopnaeB D.A. JlokyMeHTOBeieHUE: YUEOHUK Ul CTYH. YUpEKISHUH BbIcHl. npod. Obpa-
3oBaHms/ D.A. bapnaes, B.b. KpaBuenko. — 2-e uzn.,crep. — M.: U3natenbCckuil HEHTp «AKaeMus»,
2016. —304 c.

2. Paznopoxusiit A.A. JlokyMeHTHpOBaHHE YIIpaBlIeHUECKOM aedarenbHocTU: Yu. [loc. —
M: UH®PA-M, 2008 — 304 c.
3. Poroxxun M.IO. JlokyMeHTallMOHHOE OOECIEeUEHUE YIPABICHUS: Y4COH.-PAKTHY.

[To-cobue. — M.: TK Benbu, M3a-Bo [Ipocnekt, 2016 — 384 c.

ITepeyenb yueOHO-MeTOAMYECKOT0 00ecnieYeHUsl CAMOCTOAATEIbLHOMH padoThl
o0yuyarumuxcsi Mo JUCHUILIMHE (MOIYJIIO)

1. MeTtoauueckrie peKOMEH/Ialliu 0 BBITIOJHEHHIO MPAKTUYECKUX pabOT MO JTUCIUIIINHE
"JloxymeHTOBeACHUE" .

2. MeTtoauyecke peKoOMEHIalliK 0 OpraHU3alui CaMOCTOATEIbHOW paboThl CTYJEHTOB IO
nucuuruHe "JlokymenToBegeHue" .

Ilepedyensb pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKANMOHHOM ceTn «AHTEepHeTY,
He00XO0AUMBIX IJIl OCBOCHH S JUCHUIIMHBI (MOZYJIs1)

1. http://el.ncfu.ru/ — cucrema ynpasnenus ooyuennem ®I'’AOY BO CKDY.
JlucTaHMOHHAs MOAAEp>KKa TUCHUIUIMHBI «J[OKyMEHTOBEIEHUE»

2. http://www.un.org - Caiit OOH MHpopMarmoHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUH

3. http://www.intuit.ru — Marepret-YHauBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.
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IIpakTnueckoe 3ansaTHe 11 IIpoTokosa kKak HHPOPMANMOHHO-CIIPABOYHBIN JOKYMEHT

Hean padoThl: U3yUUTh KPATKYIO XapaKTEPUCTUKY MTPOTOKOJA. [lo3HaKOMUTHCS ©
OCHOBHBIMH PEKBU3UTaMHU IIPOTOKOJIA, IIPaBUiIaMHU 0(hOpMIIEHUS IPOTOKOJIA.

PaccmaTpuBaembie BONIPOCHI.
1. IlpoTtokom, BUABIL.
2. IlpaBuna opopmiieHHs MPOTOKOJIA.

Texnonorus paéorsl

1. IIpoTOKON — MOKYMEHT, (PUKCUPYIOMIMA X0 0OCYKIIEHUsI BOIPOCOB M TPHHSATHUS
peleHui Ha COOpaHHSX, COBEIIAHUSX, KOHPEPEHIHIX, 3aCCTaHHSIX.

[To momHOTE OCBEIIeHUs X0Aa 00CYKACHUS BOIIPOCOB HA 3aCEJaHUAX MPOTOKOJIBI IEJISATCS Ha
MIOJTHBIC, KPATKUE U CTCHOTpaHUECKHeE.

2. KpaTkuil mpOTOKON COAEPKUT: (aMIJIUU JIOKIAJYUKOB; TEMBI JOKJIA/OB; (aMUIHH
BBICTYIABIINX; IPUHSATHIC PCILICHHSL.

B kpaTkom mpoTokosie (pUKCHPYIOTCS TOJIBKO MPHUHSITHIE PEIICHUS, a MPOLECC 00CYXKICHHS
BOIpoca mpomnyckaercs. Kpatko mpoTOKOJIMPYIOTCS ONEpaTHBHBIC COBEIIAHUS, & TAKXKE COBCIAHUS,
KOTOpBIE€ CTEHOTpaQHUPYIOTCS.

3. TloynHBIA TPOTOKOJI COAEPIKUT, KPOME OOCYKIACMBIX BOIPOCOB W PEIICHUH, KPAaTKYIO
3aIUCh BBICTYIUICHUH JOKIIQIYUKOB M YYaCTHUKOB O0CYKICHHS BOIIPOCA.

[TpOTOKOJI CONEPKHUT CICTYIOUINE PEKBU3UTHI:

- HANMEHOBAHNE OPTaHU3AIMH-aBTOPA;

- HANMCHOBAHME BUIA JOKYMEHTA (IIPOTOKOIM);

- naty (3acemaHusi);

- perUCTPAIMOHHBII HOMED;

- MecTo (3aceaHus);

- rpud yTBepKACHUS (B TOM CIy4ae, eI MPOTOKOJ MOAJIEKHUT YTBEPKACHHUIO);

- 3ar0JIOBOK K TEKCTY;

- TEKCT;

- TIO/IITHCH.

IlepeyeHb 0CHOBHOI1 JTUTEPATYPBI:

1. Poroxxun M.IO. Jlenonpou3BoJCTBO : Kypc JeKIHii: yuebHoe nmocodue. — M.: [lupexrt-
Menua, 2017. — 229 c.

2. Conory6 O.I1. Jlenonpou3BoACTBO: COCTAaBICHUE, pEAAKTHPOBAaHUE U 00paboOTKa /10~
KyMeHTOB: yueOHoe nocobue/ O.I1. Conory6. 7-e usz., crep. — M.: MU3narensctBo «Omera-JI», 2017.
—207c.

IlepeyeHb 10MOTHUTENIbHOM JIUTEPATYPHI:

1. BopnaeB D.A. JlokyMeHTOBeieHUE: YUEOHUK Ui CTYH. YUpexaeHui Boicil. npod. Obpa-
3oBanus/ D.A. bapaaes, B.b. KpaBuenko. — 2-e uzj.,crep. — M.: 3nareinbCkuii EHTP «AKaICMHE»,
2016. — 304 c.

2. Paznopoxssiii A.A. JIokyMEHTHpOBaHUE YIIPABIEHUYECKOU AesTenbHOCTH: Yu. [Toc. —
M: UHOPA-M, 2008 — 304 c.
3. Poroxxun M.IO. JlokyMeHTamMOHHOE oOOecIeueHne YIpaBlIeHUs: YYEeOH.-PaKTHY.

[To-cobue. — M.: TK Benbu, U3a-Bo [Ipocnekr, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOANYECKOT0 00ecIeYeHUs CAMOCTOSITe/IbHOM PadoThl
o0yuyaumuxcsi Mo JUCHUILIMHE (MOIYJIIO)

1. MeTtoauueckrie peKOMEHIalliy 10 BBHIOJHEHHUIO MPAKTUYECKUX paboT MO JUCIUILTUHE
"JloxymeHTOBeeHUE" .
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2. Meroandeckue peKOMEH IAIMH 110 OPraHU3aluU CAMOCTOSITEIIBHON pabOThI CTYICHTOB TI0
nucuuruinHe "JlokymeHntoBeneHue" .

Ilepeyenn pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHUKAMOHHO ceTH « UHTEepHETY,
HEO0XOUMBIX /IJIsl OCBOCHUS TUCIHHUILIAHBI (MOYJIfA)

1. http://el.ncfu.ru/ — cucrema ynpasnenus ooyuenuem ®I'’AOY BO CKOY.
JlucTaHIIMOHHAS TTOIICPIKKA JUCIUIUIAHBI «/lOKyMEHTOBEICHUEY

2. http://www.un.org - Caiit OOH MH(popManmoHHO-KOMMYHHKAIIMOHHBIE TEXHOJIOTUU

3. http://www.intuit.ru — Matepuer-YuauepcureT KOMIBIOTEPHBIX TEXHOIOTHIA.

IIpakTuyeckoe 3auaTue 12 OnpeaeneHue U XapakTepUCTHKHU MPoIlecca
aesonpou3BoacTBa. TexHosiorust padorTsl ¢ JoKyMeHTaMu. Opranusanus 10KyMeHT0000poTa
Heanb padorbi: V3yunTh OCHOBHBIE ONIPEIEICHUS U TPOLIECCHI JEJIONPOU3BOICTBA

PaccmaTpuBaeMblie BONMPOCHI.
1. JTokymeHTOOOOpOT OpraHu3aIuu
2. [TpuHIHITBI JOKYMEHTO000pOTa
3. Odopmienue nemna
4. Dranbl JOKyMEHTO000pOTa

TexHosorust padboTbl

1.JlokyMeHTOO00POT OpraHu3aIuu

2. [IpuHIMIBl JOKyMEHTOO0OpOTA:!

- UYerkass opraHuzanus ABM)KCHHUS ITOKYMEHTOB, T.€. MOTOK JIOKYMEHTOB JOJDKEH OBbITh
MPSIMOTOYHBIM, UCKITIOUYAIOIIUM BO3BPATHBIC UM TTOBTOPHBIE MapIIPYTHI.

- OgHOKpaTHOE MPEObIBaHNE B OJTHOM MOAPA3ICICHUN WIH Y OAHOTO UCTIOTHUTEIIS.

- OnepatuBHOCTH OOPAOOTKH IOKYMEHTOB.

- CornacoBaHue JOKYMEHTOB Ha BCEX dTalax UCHOJHEHHUS 10 MOAMUCAHUS PYKOBOJAUTEIIEM.

3. DTanbl ¥ CTa Iy JOKyMEHTOO0O0pOTa:

MIpUEM BXOJAIIMX JTOKYMEHTOB, IIPEIBAPUTEILHOE PACCMOTPEHUE CEKPETAPEM; PETUCTPALIUS
JOKYMEHTOB; Ilepe/laya JIOKYMEHTOB Ha pacCMOTPEHHE PYKOBOJIUTENS, NPUHATHE peIlIeHue
PYKOBOJAMTEINIEM; HaIlpaBJIEHWE JOKYMEHTOB Ha UCIIOJIHEHHE; KOHTPOJIb UCIOIHEHUS! JOKYMEHTOB;
UCIIOJIHEHUE JOKYMEHTOB; (hOpMHpOBaHHE JOKYMEHTAa B JI€J0; ONpPEAEICHHE CPOKOB XPAaHEHUS
JIOKYMEHTOB.

4. VcnomHeHust TIOKyMEHTa:

- cOop 1 00paboTKy HEOOXOAUMOM HH(OPMALINH;

- IOATOTOBKY M 0(hOpMJIEHUE COOTBETCTBYIOLIETO TIOKYMEHTA;

- IOCTaBKY JOKYMEHTAa.

5. JlocTaBka JOKYMEHTOB:

- penbanerepckoit csa3bio (DAIICHU - denepansHoe AreHTcTBO [IpaBurenscrBeHHol CBs3n
u Undopmarnun),

- TIOYTOBAas CBS3b (MOKYMEHTHI MEPECHUIAIOTCS MO0 MPOCTHIM MUCHBMOM, JTMOO 3aKa3HBIM
MMUCHMOM C YBEJIOMJICHUEM).

- CpPelCTBaMU DIIEKTPOCBS3HU (Tene(OHOTrpaMMEI, TeIerpaMMBbl, (PaKChI).

- crocoOOM JOCTaBKH OINpEeNIEHHBIX CBOEOOPAa3HBIX JOKYMEHTOB SIBJISETCS 3JEKTPOHHAs
noyta, IHTepHeT.

6. [TpuHIHIIBI JOKYMEHTOO0OpOTA

1. Yerkas opraHu3anus IBWKCHUS TOKYMEHTOB, T.€. IOTOK JOKYMEHTOB JIOJDKEH OBITh
MPSIMOTOYHBIM, UCKITIOUYAIOIIUM BO3BPATHBIC UM TTOBTOPHBIE MapIIPYTHI.
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2. OpnHOKpaTHOE MpeObIBaHNE B OJTHOM MOAPA3ICICHUH WU Y OJJHOTO UCIIOJHUTEIS.
3. OmnepaTuBHOCTH 00PAOOTKH TOKYMEHTOB.
4. CornacoBaHue JOKYMEHTOB Ha BCEX 3Tarax MCIIOJHEHUS J0 TOIMUCAHNS PYKOBOIUTEIIEM.

IlepeyeHb OCHOBHOM JTUTEPATYPbHI:

1. Poroxun M.JO. JlenonpousBoICTBO : Kypc JeKIuid: yueoHoe nocodue. — M.: JIlupekt-
Menua, 2017. — 229 c.

2. Conory6 O.I1. Jlenonmpon3BoACTBO: COCTABICHHE, PEAAKTHPOBAHUE U 00paboTKa 10-
kyMeHTOB: yueoHoe rmocobdue/ O.I1. Comory6. 7-e usn., crep. — M.: M3natenbctBo «OMera-JI»,
2017.-207 c.

IlepeyeHb 1ONOJIHUTEILHOM JIUTEPATYPDI:

1. Bopnae D.A. JlokyMeHTOBEeHUE: YUYEOHUK JUIsl CTYA. YUpexacHuil BbicHI. Tpod. OOpa-
3oBanus/ D.A. bapmaeB, B.b. KpaBuenko. — 2-¢ wuzm.,crep. — M.: M3nmarenbckuii LEHTP
«Axanemusy», 2016. — 304 c.

2. Pazmopoxubiii A.A. JlokymMeHTHpOBaHUE yIpaBieHUecKol aestenbHocTh: Yu. [loc. — M:
NH®PA-M, 2008 — 304 c.

3. Poroxun M.IO. [JokymeHTanimonnoe odecnedeHue ynpasieHus: yueOH.-mpaktuy. [To-cobue.
— M.: TK Ben6wu, U3n-Bo IIpocmekT, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMYECKOT0 00eCIIeYeHUsI CAMOCTOATEIbHOMH PadoThl 00yYaOIIUXCS
10 JUCUMILIMHE (MOIYJII0)

1. MeTtoanueckre peKOMEH1alliy 10 BBHITOTHEHHUIO MPAKTUYECKUX paObOT MO AUCIUILTHHE
"JlokymeHnToBeeHUE" .

2. MeTtonuyeckue peKOMEHAAINH [0 OPraHU3allii CaMOCTOSITENIbHON pabOThI CTYIEHTOB 10
nucuuruHe " JlokymentoBeaeHue" .

Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJEKOMMYHUKAIMOHHOM ceTH « UHTEepHET),
HEO0XO0AUMBIX /IJIf OCBOEHH S TUCIHUIIIMHBI (MOXYJIA)

1. http://el.ncfu.ru/ — cucrema ynpasnenusi o0yuennem ®I'AOY BO CK®Y. [lucraHunoHHas
MO/IEPKKA TUCHUTITUHBI «J|OKyMEHTOBEICHUE)

2. http://www.un.org - Caiit OOH MHpopManmoHHO-KOMMYHHKAI[HOHHBIE TEXHOJIOTHU

3. http://lwww.intuit.ru — UatepHer-YHuBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

IIpakTnyeckoe 3anaTHe 13. CucreMa perucTpanuy J0KyMEHTOB M OPraHU3aIHA
HH(OPMALMOHHO-CIIPABOYHOI0 aNapara

Heab padorbi: 13ydnTh OCHOBHBIE BOIPOCHI CHCTEMBI PETHUCTPALUHA JOKYMEHTOB M OpraHU3aLNHU
MH(POPMAIMOHHO-CIIPABOYHOTO arnapaTa

PaccmarpuBaembie BOIIPOCHI.

1. Texuonorus paboThI C TOKYMEHTaMU B OpraHU3aI1H.

2. BO3MOXHOCTH KOMIIBIOTEPHBIX ITPOrpamMM IO OPraHU3aLUHU TOKYMEHTO000pOoTa

3. Kakoe cTpykTypHOE TIOJpa3ielieHue OCYIIECTBISIET OPTaHU3aIluI0 TOKYMEHTOO00pOTa B
opraHu3aluu?

TexHosornst padoThI

1. JIns ydera, moMcCKa, XpaHEHHUS JTOKYMEHTOB M COJAepiKallelcs B HUX HMH(pOpMalMHU B
opraHm3anusx cosjaarwrcs HHpopMmanuonHo-niouckoBble cuctembl (MIIC). UIIC obGecneunBaer
OIEPATUBHBIN JOCTYN K HH(OPMAIMK U PAllHOHAIBHYIO OPTaHU3aUI0 pabOThl C JOKYMEHTaMHU.

2.udopmarnmonno-nouckoBbie cuctembl (MIIC) BrmovaroTr B ceOs: perucTparuio u
MH/ICKCUPOBAaHUE JOKYMEHTOB; HWH()OPMALMOHHO-TIONCKOBbIE MAaCCHUBBI M  0a3bl  JJaHHBIX;
KJIacCU()MKALMOHHBIE CIIPABOYHHUKH; CUCTEMY ONIEPATUBHOI'O XPaHEHUS TOKYMEHTOB.
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Jlist ydera, TIOWICKA, XpaHEHHs JOKYMEHTOB W COJepXalielcs B HHX HWH(OpMalNud B
OpraHuzanysx  cosmarTcs — uHpopMarmoHHO-TIouckoBele  cuctembl. MIIC  obecneunBaeT
OTIEPATUBHBIN JOCTYN K HH(OPMAIMH U PAllHOHAIBHYIO OPTaHU3aLHUI0 PaOOTHI C TOKYMEHTAMHU.

Nudopmanmonno-nouckoeie cuctembl (MIIC) Brmroyaror B ce0s: perucTpanui U
WH/IEKCUPOBAaHUE JOKYMEHTOB; HWH()OPMALMOHHO-TIONCKOBBIE MAaCCHUBBI M  0a3bl  JJaHHBIX;
KJ1acCU(DUKAIMOHHBIC CIIPABOYHHUKH; CUCTEMY ONEPATUBHOTO XPAHCHUS JIOKYMEHTOB.

3.0mnpeneneHue NOHATHUS «PETUCTPALIUSY.
4. ®DOpMBI perUCTpaIIH
5. [lpuHIMIBI UHACKCAIINHA JOKYMEHTOB.

IlepeyeHb OCHOBHOIM JTUTEPATYPbHI:

1. Poroxun M.IO. Jlenonpou3BoCTBO : Kypc JeKIuii: yueoHoe nocodue. — M.: Jlupekt-
Menmma, 2017. — 229 c.

2. Conory6 O.I1. Jlenompon3BoACTBO: COCTABICHHE, PEIAKTHPOBAHUE 1 00paboTKa J0-
KymMeHTOB: yueoHoe nocobue/ O.I1. Conory06. 7-e usna., crep. — M.: U3natensctBo «Omera-JIy,
2017.—-207 c.

IlepeyeHb 1OMOJTHUTEIbHOM JTUTEPATYPHI:

1. Bopmae D.A. JlokyMeHTOBEeHUE: YUCOHUK JUIS CTYA. YUpexaeHui BeIcHI. mpod. OOpa-
3oBanus/ D.A. bapmaeB, B.b. KpaBuenko. — 2-¢ wuza.,crep. — M.: M3nmarenbckuii LIEHTP
«Axanemusy», 2016. — 304 c.

2. Pazmopoxubiii A.A. JlokymMeHTHpOBaHUE yIipaBieHUecKoill aestenbHocT: Yu. [loc. — M:
NH®PA-M, 2008 — 304 c.

3. Poroxun M.IO. [JokymeHTanmonHoe odecnedeHue ynpasieHus: yueOH.-mpaktuy. [To-cobue.
— M.: TK Ben6wu, U3n-Bo IIpocmekT, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMYECKOT0 00eCIIeYeHUsI CAMOCTOATEIbHONH PadoThl 00yYaOIIUXCS
10 JUCUMILIMHE (MOIYJII0)

1. MeToaudeckue peKOMEHIAllUY TI0 BHITOTHEHHUIO MPAKTUYECKUX paObOT MO AUCIUILTHHE
"JlokymeHTOBeIcHUE" .

2. Metonuyeckue peKOMEHAAINH [0 OPraHU3allii CaMOCTOSITENIEHON pabOThI CTYIEHTOB 11O
nucturuHe " JlokymenToBeaeHue" .

IIepeyensb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKALMOHHOM ceTu «HTEepHETY,
HEeO0XO0AUMBIX /IJIS OCBOEHHS TUCIHUIIMHBI (MOXYJIA)

1. http://el.ncfu.ru/ — cucrema ynpasnenust o0yuennem ®I'AOY BO CK®Y. [lucraninonHas
MOAJEPKKA JUCIUIUINHBI «/{oKyMEeHTOBeIeHIE

2. http://www.un.org - Caiit OOH MHpopManmoHHO-KOMMYHHKAI[HOHHBIE TEXHOJIOTHU

3. http://www.intuit.ru — UatepHer-YHuBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

IIpakTnueckoe 3ansaTue 14. CocraBiaenue u opopmiieHHe yIIpaBJIeHYeCKOH
AOKYMCHTAUUH

Heap padoThl: HAYYUTHCS MPABUIBLHO O(QOPMIISTH PEKBU3UTHI OPraHU3AIIMOHHO-
pacropsIAUTEIbHON JOKYMEHTALINH.

PaccmaTpuBaeMbie BOIPOCHI:
1. HopmaTuBHBIE TpeOOBaHUAMU K OPOPMIICHHIO PEKBU3UTOB OpraHU3aI[MOHHO-
pacnopsAMTEIbHON JOKYMEHTAIU!
2. TlpaBuia o)opMIIEHHUST pEKBU3HUTOB
3. HaBbiku opopmiieHHsI KOHKPETHBIX PEKBU3UTOB B COOT- BETCTBHUH C IPaBUIIaMH,
3akperuieHHbiMEA B ['OCT P 7.0.97-2016.
Texnosorust padboTsl

1. Wsyuure pasnen 4 «PexBusutsl gokymenta» IOCT P 7.0.97-2016.
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2. Hcnons3zys TOCT P 7.0.97-2016, 3anonHuTe TaOmuILy:

PekBu3uTHL, IpUaroye PekBU3UTHL, CBA3aHHBIC C IBHKEHUEM
FOPUJIMYECKYIO CUITY JJOKYMEHTY JIOKYMEHTOB B OpraHU3aLUN
Homep  [HaszBanue Homep  |[Ha3zBanue
PEKBU3UTA [PEKBU3HUTA PEKBU3UTA [PEKBU3UTA

3.  Ucnomb3ys «O6mepoccHiickuii Kiaccu(puKaTop yIpapaeHuecKoil 10-
KyMEHTALUW», ONPeIeIUTe KO (POPMBI CIETYIOIIHUX JOKYMEHTOB:

® [IpUKa3 O CO3/IaHUHU OPraHU3aLUN;

® YCTaB;

® yUYpEIUTENbHBIN JJ0I0BOP;

® pUKa3 O pachpeleIeHNH 00s13aHHOCTEH MEX1y PYKOBOJICTBOM OpPTaHU-3alllu;

® 3asBJICHHE 00 YBOJIbHEHUH.

4. TlpaBunbHO o(opmuTe pekBH3UTH «HaMMeHOBaHHE OpPraHM3alMU — aBTOPa
JNOKyMeHTa», «HanMeHOBaHME CTPYKTYpPHOIO TOJpa3/eieHUus — aBTopa
JOKyMeHTa», «HauMeHoBaHMEe NOJKHOCTH JIMLA — aBTOPA TOKYMEHTA», UCIIOJIb-
3ys CIEIyIOIINE JaHHbIE:

a) nupextop BHUNIA/, 0) 3aMIupeKTop, Oyxraiarep B) JUPEKTOP HNucturyTal
Pocapxus OAO «Pomari-ka» DKOHOMMKH, Ypansckui

MeaarornyecKuii yHuBep-
CUTET
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IlepeyeHb 0OCHOBHOI1 JTUTEPATYyPBI:

1. Poroxwun M.IO. Jlenonpon3BoacTBO : Kypc JeKiuil: yauebHoe nocobue. — M.: Jlupekt-
Menua, 2017. — 229 c.

2. Conory6 O.I1. Jlenonpon3BoACTBO: COCTABIEHHE, PEAAKTUPOBAHUE B 00pabOTKa J0-
kyMeHTOB: yueOHoe nocobue/ O.I1. Comory6. 7-e usz., crep. — M.: U3natensctBo «OMmera-JIy,
2017.-207 c.

IlepeyeHnb 10MOJHUTEIbHO JTUTEPATYPHI:

1. bopnaeB D.A. JlokyMeHTOBeleHHE: YUEOHUK I CTYA. Y4pekaeHud Bbicul. mpod. O6pa-
3oBanus/ D.A. bapmaeB, B.b. KpaBuenko. — 2-¢ m3m..crep. — M.: M3marenbCkuii MEHTP
«Axanemusy», 2016. — 304 c.

2. PazmopoxHsbiii A.A. JIOKyMEHTHpOBAaHWE YIpaBIIEHUYECKOH nestenpHOocTH: Yd. [loc. — M:
NH®PA-M, 2008 — 304 c.

3. Poroxwunr M.IO. [JokyMeHTaIlmOHHOE oOecTrieueHne yrpaBieHus: yaeOH. -ipaktuy. [To-coowue.
— M.: TK Ben6wu, U3n-Bo IIpocmekT, 2016 — 384 c.

IlepeyeHb y4eOHO-METOAMYECKOI0 00eCIIeYeHUsI CAMOCTOATEIbHOM padoThl 00yUYarOLIUXCS
N0 AUCHUIIMHE (MOAYJII0)

1. MeToauyeckre peKOMEHIalliy IO BHIIOJHEHHUIO MPAKTUYECKUX paboT MO AUCIUILITHHE
"JloxymeHTOBeAeHUE" .

2. Meroauyeckre peKOMEH AN TI0 OPTaHU3aIlUH CAMOCTOSITEIbHONW PaOOTHI CTYJIEHTOB TI0
nucuuriuHe "JlokymenToBegeHue" .

Ilepeuens pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKANIMOHHOM ceTn «HTEepHETY,
HeO0XO0AUMBIX ISl OCBOCHM S TUCHUIIIHMHBI (MOXYJIA)



1. http://el.ncfu.ru/ — cucrema ynpasnenus: ooyueanem GI'AOY BO CKDY. lucranimoHHas
HOAJCPKKA TUCHHUIUIUHBI «J[0KyMEHTOBEICHUE»

2. http://lwww.un.org - Caiit OOH NudopmManinoHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTHH

3. http://www.intuit.ru — Marepuer-Yuusepcuter KOMIBIOTEPHBIX TEXHOJIOTHIA.

IIpakTnueckoe 3anaTHe 15. Pa3padorka 10KaIbHBIX HOPMATHBHBIX
aKTOB

eap padoThl: NOIYyYUTh HABBIKK IIPOEKTUPOBAHUS JIOKATIBHBIX JOKYMEHTOB: JOJDKHOCTHOM
MHCTPYKIINH, TTOJI0KEHUS O CTPYKTYPHOM HOJpa3/IeIeHUH, UHCTPYKIMHU IO AETIOIPOU3BOICTBY.

PaccmaTpuBaemblie BONPOCHI:

1. HopmaTuBHBIE JOKYMEHTHI, pETJIaMEHTUPYIOIIKE MTPaBHiia pa3padOTKH OPraHu3aluOHHO-
[PaBOBOM JOKYMEHTALINU;

. TpeOGoBaHUsI K TEKCTY OPraHU3AIIMOHHO-TIPABOBOM JOKYMEHTAI[UN OpPTaHU3allNu;

3. [osnoxkeHHne 0 CTPYKTYPHOM TIOIpa3ACIICHUH.

N

TexHosorust padboTbl

1. Haitftu onpexnenenue JODKHOCTHOM uHCTpyKimu. Ormpenenure €€ poiib B JICATEIbHOCTH
OpraHu3alMH.
. Hailizute HECKONbKO THIOBBIX JOJDKHOCTHBIX HMHCTPYKUUi (cexperapsi, pyKOBOIUTEINS),
IIPOBEIUTE UX CPAaBHUTEJbHbIN aHAIN3, OTBETUB HA BOIIPOCH] U BBHIIOJIHUB 3a/laHUS:
. Kakne pekBu3uTHI HE00X0AUMO OPOPMHUTD TIPU COCTABICHUH JIOJKHOCTHOW WHCTPYKIIMN?
. Kakoil G;mank ucnonb3yeTcst pHu MpOEKTUPOBAHUHN JOJKHOCTHON MHCTPYKIUH?
. Beigenute 0oco6eHHOCTH Mepeaun TeKCTa J0HKHOCTHON HHCTPYKITHH.
. CpaBHUTE CTPYKTYpbI TEKCTOB BBISIBJICHHBIX JODKHOCTHBIX MHCTpYKUMH. Hackonbko pasjiensl
TEKCTOB OTIIMYAIOTCS IPYT OT Apyra
. CripoexTupyiTe JOKHOCTHYIO MHCTPYKIHIO cekperaps nupekropa OO0 «KaMmeHHBIH BETOK»
HNpunbr BragumupoBHasl OTOpPOJHUKOBOM, Y€l TUTaH paOodero JHS BBIMJISIAUT CIEIYIOUUM
obpa3zom:
[1nan pabouero nHs cexperaps
8:40 Ilpuxon Ha paboty. [logroroBka pabouero mecra
9:00 Hauano pabouero aus. [Ipuem u perucrpanus BXOASINX JOKYMEHTOB
10:00 IToaroroBka jien K BpEMEHHOMY XPaHEHUIO
11:30 PesepBHOE BpeMs
12:00 IToaroroBka COBEIAHUS
13:00 Oben
14:00 CocraBienue 1 0QpOpMICHHE UCXOIALINX TOKYMEHTOB
15:30 PesepBHOE Bpems
16:00 Ilepenaya JOKYMEHTOB Ha MOJIMUCH PYKOBOIUTEIIO
17:00 OdopmieHre TOKYMEHTOB Ha KOMITBIOTEPE
17:45 TloaroToBka IjiaHa HA CIAEAYIOIINHA I€Hb
18:00 PaGouwii neHb 3aKOHUYECH

[o2 3N &) B~ OV} N

~

IlepeyeHb OCHOBHOM JINTEPATYPHI:
1. Poroxun M.JO. JlenonpousBoCTBO : Kypc JeKIuii: yueoHoe nocodue. — M.: Jlupekt-
Menua, 2017. — 229 c.
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2. Conory6 O.I1. Jlenonmpon3BOACTBO: COCTABICHHE, PEAaKTHPOBaAHUE U 00paboTKa 10-
kyMeHTOB: yueOHoe rmocoodue/ O.I1. Comory6. 7-e usn., crep. — M.: M3natenbctBo «OMera-JIy,
2017.-207 c.

IlepeyeHb 10NOJIHUTEILHOM JIUTEPATYPDI:

1. Bopnae D.A. JlokyMeHTOBeIeHUE: YUYCOHUK ISl CTYA. YUpexaAcHHi BeIcHI. Tpod. OOpa-
3oBanus/ D.A. bapmaeB, B.b. KpaBuenko. — 2-¢ wusa.,crep. — M.: M3nmarenbckuii LEHTP
«Axanemusy, 2016. — 304 c.

2. Pazmopoxnbiii A.A. JIOKyMEeHTHUPOBAaHHE YIpaBIICHUYECKOW aesTtenbHocTH: Yd. [loc. — M:
NH®PA-M, 2008 — 304 c.

3. Poroxwun M.IO. [lokyMeHTaIimoHHOE o0ecrieueHre yrpaBieHus: yueOH. -ipaktud. [To-cooue.
— M.: TK Ben6wu, U3n-Bo IlpocnekT, 2016 — 384 c.

Ilepeyenn yueOHO-MeTOAMYECKOr0 00ecreYeHUsl CAMOCTOATEIbLHOMH PadoThl 00y4Yar0IMXCsl
10 JUCUMIINHE (MOTYJIIO)

1. MeToaudeckne peKOMEHIAINUHN IO BBITIOJHEHUIO IPAKTHYECKUX pa0OT MO JUCIHILTAHE
"loxymeHnToBeaeHue" .

2. MeTtonudeckue peKOMEHIAINH 10 OPraHU3aIllii CaMOCTOSITEIILHOW PaObOThI CTY/ICHTOB 10
mucuuiuHe "JlokymentoBeaeHue" .

Ilepeuenn pecypcoB HH(POPMANMOHHO-TEJIEKOMMYHHUKAIMOHHOI ceTH « AHTEepHET»,
He00XO0AUMBIX I OCBOCHMS AUCHUIIIMHBI (MOXYJIA)

1. http://el.ncfu.ru/ — cucrema ynpasienus: ooyueanem GIAOY BO CK®DY. JluctanimoHHas
MOAJEP>KKA TUCIUILIUHBI «/{OKyMEeHTOBEICHIE)

2. http://lwww.un.org - Caiit OOH HNudopmaninoHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTHH

3. http://www.intuit.ru — Marepuer-Yuusepcurer KOMIBIOTEPHBIX TEXHOJIOTHIA.

IIpakTnyeckoe 3ansitue 16. Opranuzanys NOMCKOBO-UH(POPMAIMOHHBIX
CHCTEeM U KOHTPOJISI HCTIOJTHEHUS JOKYMEHTOB.

Heab padoThl: 03HAKOMHUTHCS ¢ TTOUCKOBO-MHpopMalmoHHbMHU cucteMamu (UIIC) n

KOHTPOJIEM UCHIOJIHCHHUA JOKYMCHTOB.
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PaccmaTpuBaeMbie BOIIPOCHI:
. Ilouck 10KymMeHTOB
. HermocpencTBeHHBIN MOMCK TOKYMEHTOB.
. IIpu3Haky, 10 KOTOPBIM OCYILIECTBISAETCS MOUCK JOKYMEHTOB B py4Hbix UIIC.
. BapnaHTBI moncka JOKYMEHTOB B AaBTOMAaTHU3UPOBAaHHBIX KoMIIbroTepHBIX UIIC.
. DTanbl NOMCKa TOKyMEHTHPOBAHHOM HH(pOpMauu
. Knmaccudukaropsl, nonyursuine Hanbosnbiee pacupoctpanenue B UTIC

NN DWW

TexHosorust padoTbl

. Pacemorpers anroputM noucka HeoOX0AMMOM JOKYMEHTHPOBAaHHON MH(GOpMaIUH.

. IlocnenoBarenbHOE oOpalieHne K HCTOUHUKaM.

. Ilonck 1OKyMEeHTHUpPOBaHHOI HH(OPMAINH, PACCESIHHON BO BpEMEHH.

. UTIC (MHpOPMAIIMOHHO-TIOUCKOBBIE CUCTEMBI): py4HBIE (xapTO4HBIE) 51

aBTOMAaTH3UPOBAHHBIE (JICKTPOHHEIE).

5. Otimnune pyunsix UIIC ot aBromarusupoBanubix MWIIC: mo aBropy, aapecarty,
CoJiepKaHmIo, II0 TIONCKOBOMY 00pa3y JOKyMeHTa, 0 ITOJTHOMY TEeKCTY JOKyMEHTa,
I10 TUIIEPTEKCTOBBIM CChLJIKAM.

6. DTamnsl Moncka TOKyMEHTUPOBAHHON MHGOPMAITIH:

- COCTaBJIEHHE IIOMCKOBOI0 3aIpoca;
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- aHAJIU3 U IIEPEBOJI €T0 C eCTECTBEHHOT'O A3BIKA HA A3BIK (POPMAIBHBIX IPU3HAKOB
nokyMeHTa (Obubsmorpaduyeckoro OMUCAHUSA, KIACCU(PUKAIMOHHOTO WHJIEKCA,
MepeYHs JIECKPUIITOPOB U T.JI.), T.€. BRIPAXKEHUE HA SI3BIKE 3aIIPOCOB UCIIOIb3YEMOM
MHGOPMAIIMOHHO-TIOUCKOBOH CUCTEMBI;

- BBIOODKAa B COOTBETCTBYIOI[EM JIOKYMEHTHOM MAacCHBE BCeX JIOKYMEHTOB,
OTBEYAIOIIUX JAHHBIM (POPMaTIBHBIM IIPU3HAKAM (TaK HA3BIBAEMBIX PEJIEBAHTHBIX
JTOKYMEHTOB);

- BBIOOpP W3 UHCJIA HAUJEHHBIX TeX JIOKYMEHTOB, KOTODbIE COOTBETCTBYIOT
MHGOPMAIIMOHHBIM OTPEOHOCTAM peluIreHTa (TaKk Ha3bIBA€MbIX TEPTUHEHTHBIX
JIOKYMEHTOB).

IlepeyeHb OCHOBHOIM JTUTEPATYPbHI:

1. Poroxun M.IO. JlenonpousBoICTBO : Kypc JeKIuid: yueoHoe nocodue. — M.: Jlupekt-
Menua, 2017. — 229 c.

2. Conory6 O.I1. Jlenompon3BoACTBO: COCTABICHHE, PEIAKTHPOBAHUE H 00paboTKa 10-
KyMeHTOB: yueoHoe nocobue/ O.I1. Conory06. 7-e usa., crep. — M.: U3natensctBo «Omera-JIy,
2017.—-207 c.

IlepeyeHb 1ONOJTHUTEIbHOM JTUTEPATYPHI:

1. Bopmae D.A. JlokyMeHTOBEEHUE: YUCOHUK Ul CTYA. YUpexAcHH BhIcHI. Tpod. OOpa-
3oBanus/ D.A. bapmaeB, B.b. KpaBuenko. — 2-¢ wuza.,crep. — M.: M3nmarenbckuii LEHTP
«Axanemusy», 2016. — 304 c.

2. Pazpmopoxubiii A.A. JlokymMeHTHpOBaHUE yIpaBieHUecKoi aestenbHocTu: Yu. [loc. — M:
NH®PA-M, 2008 — 304 c.

3. Poroxun M.IO. [lokymeHTanimonnoe odecnedeHue ynpasieHus: yueOH.-mpaktuy. [To-cobue.
— M.: TK Ben6u, U3n-Bo IIpocmekT, 2016 — 384 c.

IlepeyeHb y4eOHO-MeTOAMYECKOT0 00eCIeYeHUsI CAMOCTOATEIbHOMH PadoThl 00yYaOIIUXCS
10 AUCUMILTIMHE (MOIYJII0)

1. MeToaudeckue peKOMEHAAIUN IO BHITOTHEHUIO TPAKTUYECKUX paOOT MO JUCIUILTHHE
"JlokymeHTOBeIcHUE" .

2. MeTtonuyeckue peKOMEHAAINH M0 OPraHU3allii CaMOCTOSITENIFHON paboThI CTYIEHTOB 10
mucturuHe " JlokymenToBeaeHue" .

IIepeyensb pecypcoB HHGPOPMALMOHHO-TEJIEKOMMYHUKAUMOHHOU ceTH «MHTEepHETY,
HEeO0XO0AUMBIX /IJIl OCBOECHHSI TUCIHUIIIMHBI (MOXYJIA)

1. http://el.ncfu.ru/ — cucrema ynpasnenust o6yuenunem ®I'AOY BO CK®Y. [lucraHuuoHHas
MOJAJEPKKA JUCIUILINHBI «/{0KyMeHTOBeIeHIE

2. http://www.un.org - Caiit OOH MHpopManmoHHO-KOMMYHHKAI[HOHHBIE TEXHOJIOTHU

3. http://lwww.intuit.ru — UatepHer-YHuBepcuteT KOMIBIOTEPHBIX TEXHOIOTHIA.

I[IpakTnyeckoe 3ansiTHe 17. ApXUBHOE XpaHeHUe JOKYMEHTOB U JieJl.
Odopmienue aeq LINTEJIBHOT0 CPOKA XPAHEHHUS.

IIe.m, paﬁoTLI: PacCMOTPECThL IIpaBUJIa OpTraHHU3alluN XPAHCHUA, KOMIIJICKTOBAHUSA, YUCTA U
HCITIOJIB30BAHHUA JOKYMCHTOB.

PaccmaTpuBaembie BONIPOCHI:
1. ApxuBHBIE JOKYMEHTHI
2. ApxuBHBIH poHI
3. ApXHUBHOE XpaHEHHE JOKYMEHTOB U JeIl.
4. OdopmiieHue Jen ITUTETHFHOTO CPOKa XpaHEHUSI.
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TexHoJiorusi padoTbl

1.Opranu3zanus XxpaHeHus TOKYMEHTOB B apXuBe. ApXUBHbIE (POHIbI, ApXUBHAS KOJIICKIIUS.

2. TpeboBanuss K 30aHUI0 U TMOMEMICHUSAM apxuBa. (OCHOBHBIC ITOMEIICHUS,
MpelHa3HauYeHHbIe JJI XpaHEHWs, YdeTa, KOMIUIEKTOBAaHHS U HCIOJb30BAaHUS apXUBHBIX
JTIOKYMEHTOB:

e APXUBOXPAHWIHUIIA;

e paboune moMemnieHus: pabOTHUKOB apXUBa;

e TIOMCHIEHUS I TpUeMa H BPEMEHHOTO XpaHEHWS, M aJanTalid apXUBHBIX
JOKYMEHTOB K HOBBIM YCJIOBHSIM XpaHEHHUS MOCJIE UX MepeMelIeHHs (aKKIMMAaTH3aliN);

e TIOMCIICHUS JUIS H3OJSAIUHU, AC3UHPEKIUA M JE3WHCEKIUU TOPAKEHHBIX apXHBHBIX
JIOKYMEHTOB;

e TIOMEIIEHUS Il 00SCIBUTUBAHUS, TICPEIUICTA U PECTaBPAIIMH APXUBHBIX JIOKYMECHTOB;

e TIOMEIIEHUS ISl KOMUPOBaHUS U (HOTOpPECTaBpallU apXUBHBIX JOKYMEHTOB, 00pabOTKH
TUICHKY ¥ IPOBEJICHUST TEXHUYECKOTO KOHTPOJIS Ay TUOBU3YaTbHBIX JJOKYMEHTOB;

e TIOMEIIEHUS JJISl XPAaHEHHS YYETHBIX JOKYMEHTOB;

e YHTAJBHBINA 341 C yYACTKAMU BBIIAYH JIEJI M CIIPABOYHO-TIOMCKOBBIX CPEJICTB, BPEMEHHBIM
XpaHWwiHieM (IIPOCMOTPOBBIA 3all, KOMHATHI MPOCIyIIMBaHHus (HOHOJOKYMEHTOB) (lanee —
YUTAIBHBIN 3a11);

e TIOMEIIEHHUS KaTajoroB HJIM IMPH OTCYTCTBUU CHEIHUAIBHO BBIICJICHHOIO MOMEIIECHUS —
pabouasi KOMHATa apXuBa;

e HAyYHO-CIpaBOYHAas OMOIHMOTEKA;

e METOJMYCCKUN KaOWHET;

e TIOMEIIEHUS AJIsl IKCIIOHUPOBAHUSI aDXUBHBIX TOKYMEHTOB (BBICTABOUHBIH 3a1).

3.000pynoBaHue Ui XpaHEHUST apXUBHBIX JOKYMEHTOB.

4. HopMaTHBHBIEC PEKUMBI XPAaHEHUS aPXUBHBIX JOKYMEHTOB

Ilepeyenb OCHOBHOM JIUTEPATYPBDI:

1. Poroxun M.IO. [lenonpou3BoIcTBO : Kypc JeKIuii: yueoHoe mocooue. — M.: Jlupexr-
Menma, 2017. — 229 c.

2. Conory6 O.I1. Jlenompon3BoACTBO: COCTABICHHE, PEIaKTHPOBAHUE 1 00paboTKa J10-
kyMeHTOB: yueOHoe nmocobue/ O.I1. Comory6. 7-e u3m., crep. — M.: U3natensctBo «Omera-Jly,
2017.—-207 c.

IlepeyeHb 1O0NOTHUTEIBHOM JIUTEPATYPbI:

1. bopnae D.A. JlokyMeHTOBeJeHUE: YUECOHUK IJIsi CTYyA. yupexkaeHuil Boicil. mpod. Obpa-
3oBanust/ D.A. bapmaes, B.b. KpaBuenko. — 2-e¢ wusg..ctep. — M.: U3natenbckuil 1eHTp
«Axazemus», 2016. — 304 c.

2. PaznopoxHbiii A.A. JIokyMeHTHpOBaHUE yIpaBlieHYeCKO nestenbHocTh: Yu. [loc. — M:
NH®PA-M, 2008 — 304 c.

3. Poroxun M.IO. JlokymeHTanimoHHOe obecrieueHne ynpasieHus: yueOH.-paktuy. [To-cobue.
— M.: TK Ben6wu, U3n-Bo IIpocmekT, 2016 — 384 c.

Ilepeyenn y4eOHO-MeTOAMYECKOr0 00ecIeYeHUsI CAMOCTOATEIHLHOH PadoThl 00y4Yal0IMXCst
10 AUCUMITIMHE (MOIYJII0)

1. Meronndeckne peKOMEH/IAI[MH 10 BBIMOJIHEHUIO MPAKTUUYECKUX padoT MO AUCHUIUINHE
"loxkymeHnToBeneHue" .

2. Meroanyeckre peKOMEHIAINH [0 OPTaHU3alUU CaMOCTOSTEIbHOIN paboThI CTYIEHTOB IO
nucuuruinHe "JlokymeHnToBenenue" .

IIepeuyens pecypcoB HHGOPMALMOHHO-TEJIEKOMMYHUKALMOHHOU ceTu «AHTEepHETY,
HEO0OXOUMBIX /IJIsl OCBOCHUS TUCIHHUILIHHBI (MOYJIfA)

1. http://el.ncfu.ru/ — cucrema ynpasnenus: ooyueanem GI'AOY BO CK®DY. JlucranimoHHas
MoAJEPKKa JUCIUILIUHBL «/{oKyMeHTOBeIeHIE
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2. http://lwww.un.org - Caiir OOH NudopmManinoHHO-KOMMYHUKAIIMOHHBIE TEXHOJIOTHH
3. http://www.intuit.ru — Marepuer-Yuusepcuter KOMIBIOTEPHBIX TEXHOJIOTHIA.

IIpakTnyeckoe 3ansiTue 18. Tunosiorns KoHQUAEHIHAIBbHOI
uHpopmanun. KonpuaeHunajabHbie JOKYMEHTbI.

Ilea» pabGoTHI: PAcCMOTPETh BOMPOCHI THUIOJIOTMHM KOH(GHUACHIHATILHOW HH(POPMAIINH,
0COOCHHOCTH KOH(DHICHITUAIBHOTO JEIOMPOU3BOICTBA

PaccmaTpuBaemble BONIPOCHI:

1. TlousTHe «KOH(UICHINAIBHBIA JOKYMEHT.

2. Kro ocymecTBisier pa3paboTKy nepedHs KOHQHIeHIIMaIbHON HH)OpMaIMi KOMIIAHUU?

2. Yto Takoe rpudp KOH(OUACHINATEHOCTH?

3. Kto0 sBnsiercs o6namarenem napopmanuu?

4. KeMm omnpenenstorcss — opraHM3alsi M TEXHOJNOTMS  KOH(UACHLIHUAIHLHOTO
JeJIONPOU3BOJCTBA?

5. KakoBbl 0cOOEHHOCTH KOH(HUICHIINATLHOTO AETOMPOU3BOICTBA?

TexHosorust padboTbl

1. CymHocTh KOHGHUAEHIMATBHOIO AEI0IPOU3BOJICTBA.

2. TlonsTHS «I0CTYIIOM K HH(OPMAIHHY, «KOH()UICHINATBHOCTh HHPOPMALTTN

3. Oco0eHHOCThIO KOH(PHUICHIIUATBHBIX TOKYMEHTOB:

1) MaccoBbIif HOCUTEJb LICHHOM, 3alHiaeMol HH)OPMALIUH;

2) OCHOBHOI HMCTOYHHMK HAKOIUICHUS M PACHPOCTPAHCHHUS 3TOM MH(POPMALUK, a TaKXKe ee
HEIPAaBOMEPHOI0 pa3rJallleHNsl UIN YTeUKH;

3) 00s3aTeNbHBIN 00BEKT 3aIUTHI.

4. Kpurepuu 1OKyMEHTUPOBaHUS HH(OPMaLIUU:

e HEOOXOJIUMOCTh JOKYMEHTHUPOBAHHONW MH(POPMALIUY JUIs TPABOBOTO 00ECTIEUSHHS
NeSITeIbHOCTH OpraHU3alliy, perjjaMeHTHPYIOIIeH cTaTyC OpraHu3aliy, pasa, 00sI3aHHOCTU U
OTBETCTBEHHOCTh €€ paOOTHUKOB,;

e HEOOXOIUMOCTh JOKYMEHTHUPOBAHHOM MH(OpMALIUU 1JI1 TPOU3BOJCTBEHHON
JEATEIbHOCTH: HaAy4YHO-HCCIIEN0BATENBCKOM, KOHCTPYKTOPCKOH, IPOEKTHON, TEXHOJIOTHYECKON U
Ap-;

e HEOOXOJIUMOCTH JOKYMEHTHUPOBAHHON MH(MOPMALIUH [T YIIPaBIEHUYECKOM NesATeIbHOCTH;

e HE0o0XOIUMOCTh JOKYMEHTHUPOBAHHOM MH(OpMAIMK KaK 10Ka3aTeIbHOT0 HCTOUYHMKA Ha
Cllyyal BOSHUKHOBEHMS KOH(QJIMKTHBIX CUTYAIHIA;

e HEOOXOIUMOCTh Nepenauu HHGopMaluy B 0PUIIMATEHOM BHUJIE;

e B@KHOCTh MH(POPMALIUU KaK HCTOPHUUYECKOTO UCTOYHHKA, PACKPBIBAIOLIETO HANIPABICHUS U
0COOCHHOCTH J1eATEIbHOCTH OpPTaHU3alluH.

5. Uto coboit nmpeacTaBiAoT NEPCOHAIbHbBIE JaHHbIE?

6. Kakue cBeqieHHs OTHOCATCST K MHPOPMAIIUH, COCTABIISIONIEH KOMMEPYECKYIO TaifHy?

7. IlpaBOBbIE MEpHI 3AIIUTHI HHPOPMALIUU

8. OraHu3aoOHHbIE MEPHI 3aIIUTH THPOPMATUH

IlepeyeHb OCHOBHOM JINTEPATYPHI:

1. Poroxun M.JO. Jlenonpou3BoACTBO : Kypc JeKIuii: yueoHoe mocooue. — M.: Jlupekt-
Menua, 2017. — 229 c.

2. Conory6 O.I1. Jlenonmpon3BoACTBO: COCTABIEHHE, PEIaKTHPOBaHUE U 00paboTKa 10-
kyMeHTOB: yueOHoe mocobue/ O.I1. Comory6. 7-e uzn., crep. — M.: M3natensctBo «OMmera-JI»,
2017.—-207 c.

IlepeyeHb 1ONOJHUTEILHOM JIUTEPATYPbI:
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1. bopnaeB D.A. JlokyMeHTOBeneHHE: YUEOHUK Ui CTYA. Y4pekaeHud Boicul. mpod. O6pa-
3oBanus/ D.A. bapmaeB, B.b. KpaBuenko. — 2-¢ wuza.,crep. — M.: M3nmarenbckuii LEHTP
«Axanemusy, 2016. — 304 c.

2. Pazmopoxnbiii A.A. JIOKyMEeHTHPOBAaHHUE YIPaBJICHUECKOW aesTenbHOCTH: Y4. [loc. — M:
NH®PA-M, 2008 — 304 c.

3. Poroxwun M.IO. JlokyMeHTaIlMOHHOE OOECIIEYeHHE yIpaBieHus: yueOH.-ipakTud. [1lo-cooue.
— M.: TK Ben6wu, U3n-Bo IIpocmekT, 2016 — 384 c.

IlepeyeHb yueOHO-MeTOAUYECKOT0 O0ecTeYeHUsI CAMOCTOSITEIbHOI Pad0ThHI 00y4al0IIHUXCH
N0 AUCHUIINHE (MOAYJII0)

1. Meroauueckue peKOMEHIAIMH 110 BHIMOIHEHUIO MTPAKTUYECKUX PAa0OT MO AUCIUILIUHE
"JlokymeHToBeieHHE" .

2. MeTtonudeckue peKOMEHIAINH [0 OPraHU3allii CaMOCTOSITEILHOW pabOThI CTYIECHTOB 10
nucuuruinHe "JlokymeHntoBeneHue" .

Ilepeyenb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKALMOHHOM ceTH « AHTEepHETY,
He00XO0AUMBIX JJI1 OCBOCHHS UCHUIIIMHBI (MOXYJIA)

1. http://el.ncfu.ru/ — cucrema ynpasienus ooyueanem GIAOY BO CKDYVY. JluctanimoHHas
MOAJEP>KKA TUCIUILIUHBI «/{OKyMEeHTOBEICHIE)

2. http://lwww.un.org - Caiit OOH NudopmaninoHHO-KOMMYHUKAIIMOHHBIC TEXHOJIOTHH

3. http://www.intuit.ru — Marepuer-YuuBepcureT KOMIBIOTEPHBIX TEXHOJIOTHIA.



