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BBEJIEHUE

1. Heanb u 3aqaum 0CBOEHUS JUCHUNJIMHBI
[IporpamMmma aucuuIInHbBL  «J/[OKyMeHTHpOBaHME Ha TNPEANPUATHAX HHIYCTPUU

TOCTETIPUMMCTBAY NIpeHa3HaueHa uis OakanaBpoB HarpasieHus 43.03.03 ['octuHn4HOE 11€I10.

I_IeJ'lblO N3yYCHUS NUCHUIIJIMHBI AABJIACTCH (1)OpMI/IpOBaHI/I€ TFOTOBHOCTHU IMPCAOCTABIIATH

TOCTUHHUYHBIC YCIYI'M Ha OCHOBC HpO(l)eCCI/IOHaJ'IBHBIX CTaHAapTOB, HOpMaTHBHO-HpaBOBOﬁ n
TEXHOJIOTHYCCKOM AOKYMCHTAaIuu, peFHaMeHTprIOIHGfI JACATCIBHOCTh T'OCTHHHIT M HWHBIX
CpCaCTB pa3sMCUICHUA.

3anaann OCBOCHHMA JUCHUIIJINHBI «ZIOKYMCHTI/IpOBaHI/Ie Ha IpCANPpUATUAX THAYCTPHUU

rOCTEPUUMCTBa» SBISETCS (OPMUPOBAHME 3HAHMM, YMEHMH M HaBBIKOB IO CJIEAYIOLIUM
HaIlpaBJICHUSAM JEATEIbHOCTH:

TOCYAapCTBEHHAs! CHCTEMA JIOKYMEHTAIIMOHHOTO 00ECTICYeHNUS YIIPaBICHHS;

poJIb  TOKYMEHTAllMOHHOTO  OOECIEeYeHUs] B  COBEPIICHCTBOBAHWUHM  YIPABJICHUS
TOCTUHHYHBIMH TIPENPUATHIMHY;

yNpaBIeHYECKNE CTPYKTYPhI B TOCTHHUYHOM JEJIE;

JOKyMEHTOOOOpPOT B TOCTUHMYHOM OW3HECE W €ro OCOOCHHOCTH, OpraHH3aIus
JETONPOU3BOJICTBA;

¢dopMupoBaHHE TOTOBHOCTHM K BEJICHHIO JOKYMEHTAIMHM HA OCHOBE COBPEMEHHBIX
TpeOoBaHUM.

S3BIK W KyJIbTypa JEJIOBOM TEpeNnuCcKd, CHCTeMaTH3alus JOKYMEHTOB, 00paboTKa
HUCXOOAIINX U BHYTPCHHUX JOKYMCHTOB.

2. HamMeHOBaHUE NPAKTUYECKUX 3aHATHI

Ne Tembl HanMeHoBaHMe TeM IMCUMILIMHBI, HX KPATKOE COAEPKAHNE
AUCIHUILIHHBI

7 cemecTp

Tema 1. UcTopus 3apoKAeHUSA CHCTEMBbI rocyAapcTBEHHOI0
AeaonpousBoacTBa. J[lenonpousBoAcTBo B JIpeBHEPYCCKOM TOCYyIapCTBe.
Jenmonpou3BoacTBo  10peBOMOLMOHHON  Poccun. [lemonpousBoacTso B
coBerckyto amoxy (1917-1991 rr). Jlemompou3BOACTBO B COBPEMEHHOU
Poccun.

Tema 2. HopmaTuBHO — MeTOAMYeCKasi 0a3a 1eJJ0ONPOU3BOACTBA. OCHOBHbIC
npaBwia paboThl apxuBOB. llepeueHb NOKyMEHTOB, 00pa3yIOUIMXCS B ACATEILHOCTH
opranmaum}i C YKa3aHHUEM CpPOKOB XpPAaHCHMHA. TumoBoe monoXKeHHE O BCACHHUUN
JICTIONPOU3BOJICTBA 110 MPEUIOKCHUSAM, 3asBJICHUSAM U kKajlobaM TpaxkaaH B
roCyAapCTBCHHLBIC OpTraHbl, Ha NPCANPHUATHUAX, B YUPCIKIACHUAX U OpraHru3anuax.

Tema 3. OcHOBHBIE BHABI JOKYMEHTOB H HMX XapaKTepHUCTHKH. Buiel
JIOKYMEHTOB: IIPHUKA3, paclopsbkeHue, ykazaHue, MpOTOKOJ, MHUChbMO, CIIpaBKa,
JIOKJIa/IHas 3amKcKa, OOBSICHUTENbHAS 3alKCKa, TUIaH, OTYET. AKT U MOPAI0K
ero cocrapiaeHus. OpopmiieHue pa3IuyHbIX BUJIOB JIEJIOBBIX MHUCEM.

Tema 4. OcHoBHBIE TpPeOOBaHUsA K 0()OPMJICHHIO JOKYMEHTOB. PeKBU3HTHI
JnokyMeHTOB. IlpaBuia u craHgapTel oGopMIleHHSA. YHHUQUKAIHS JOKYMEHTOB.
OcHoBHbIE TIOHATHS 00 HH(OPMAIIUK, BH/IBI IIPECTABICHUS HH(pOpMAIHY, CBOKUCTBA
HHOOPMAITHH IS JOKYMEHTHPOBAHHS MPO(GECCHOHATBLHOM IeATCIbHOCTH.

Tema S. Opranm3anMoHHasiE M PacHoOPsSiAUTENbHAS JOKYMEHTALUSA
FOCTUHMYHOTO mpeanpuaTus. Pa3pemmrenbHas JOKyMEHTanus s
OpTraHM3aIMK 1eATeIbHOCTH TOCTUHUYHOTO mpeanpusatus. JlokymeHTauus Ha
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sTane co3faanusi rocTuHUilbl. OhopMUTE B BUE TOPTQOIHO.

6. Tema 6. JlokymMeHTHpOBaHHe  NPO(ECCHOHAIbHOW eATEJLHOCTH CJIYyXKO
o0cay:kuBaHusa rocreil. Pabora ¢ mabmoHaMu TOKYMEHTOB, HCIIOJIB3YEMBIX B
JEATENbHOCTH CIy’KO OpOHHPOBaHHS, NMpPHEMa M pa3MELICHHs, CIYXObl MHUTAHHS,
CiyO0bl  XO3SHCTBEHHOro obecreveHus. JIOKyMEHTHpOBaHHE TPOIecca OXPaHbI
Tpyda U TEXHUKHN 0€30MMacHOCTH B TOCTHHHIIAX.

7. Tema 7. JIokyMeHTOO0OPOT rOCTHHMYHOrO npeanpuaTHs. CocTaBIeHUE U
opopmieHHEe  OpraHM3allUOHHO —  PACHOPAOUTENbHBIX  JIOKYMEHTOB.
NHpOopMaLlMOHHO-CIIPABOYHBIE  TOKYMEHTHL. JIOKYMEHTBI TIO0 JHYHOMY
coctaBy. [IpHHIMITEI M1 METO/IBI MOCTPOEHUSI MOJIENIEH TNHAMUUYECKUX CHUCTEM
yIpaBieHHs U cpelcTB JokyMeHTannonHot ACY 1.

8. Tema 8. Cucremaruzamusi J0KyMeHTOB. O0pa0doTka HMCXOASAIIMX M
BHYTPEHHHMX JOKYMeHTOB. CxeMa JABMKEHUS BXOJAIICH HOKYMEHTAIlUU B
roctuauiie  IlepBuunas  oOpaboTka  JOKyMeHTOB. lIpenBapurenbHOe
paccMmoTpenue. Pacnpenenenue 0KyMeHTOB. Perucrpamusi TOKyMEHTOB.
PaccmoTpenue JOKYMEHTOB pPYKOBOJACTBOM. llepemaua JOKyMEHTOB Ha
HUCIIOJIHCHHUC. CXGMa HpOXO)KI[eHI/ISI HUCXOOAIINX I[OKYMGHTOB B T'OCTHHUIIC.
PaboTa ¢ BHyTpEHHUMH JOKYMEHTAMHU B TOCTHHHIIE.

Tema 9. ABTOMaTH3alIMsl JOKYMEHTAMOHHBIX MpoueccoB. [IpumMeHeHne
UH(POPMAIMOHHBIX TEXHOJOTHI B YIPaBICHUU TOCTHHHUICH. ABTOMATH3AIUS
pabovero MecTa COTpYyIHHKA OTEJIS.

CTPYKTYPA M COJIEP)KAHUE MIPAKTUYECKUX 3AHSATHAM

IpakTnyeckoe 3ansitue 1. UcTopusi 3apokaeHusi CUCTEMbI TOCYIapPCTBEHHOI0
J1eJ10NPON3BO/ICTBA.
Henp padoThl: U3y4YUTHh CTPYKTYpY OPTaHOB TOCYJIApPCTBEHHOTO YIMpaBJICHHUs Ha
HMCTOPUUYECKHUX dTAlax pa3BUTHS OTEUECTBEHHON CUCTEMBI JEIOMPOU3BOICTRA.

®DopmMa KOHTPOJIAA: TECT.

PaccmaTtpuBaembie BONPOCHI
Jlenonpoun3BoacTBo B J[peBHEPYCCKOM TOCYIapCTBE.
Jlenonpoun3BOICTBO TOPEBOIOLMOHHON Poccun.
Jlenonpoun3BoACTBO B coBETCKY0 amoxy (1917-1991 rr).
Jenonpoun3BoacTeo B coBpeMeHHoM Poccun.

b s

TexHosnorus padorsl
1. OOcyxaeHne Ha CEMHUHAPCKOM 3aHATHU CJIEAYIOLINX BOIIPOCOB:
1) Yro npexacraBiusiiin coboi 6epecTsiHble TpaMOThI?
2) Korna nosiBuiics nepBblid ycTaB Kak BuAa qokymeHnrta? Kak on Obu1 opopmiien?
3) Kakoii JOKyMEHT NOCITy>KHJI Ha4aJIOM COBETCKOI'0 J€JIONPOU3BOCTBA?

2. [ToAroTOBUTH BUIECONPE3CHTALIUH:
Bo3HukHOBEHHE IOKYMEHTA, €ro Ha3HAUYCHHE.
Pacmmpenue noHITHS «IOKYMEHT» C pa3BUTHEM HAYKU U TEXHHKHU.

IlepeyeHb OCHOBHOM JIUTEPATYPbI



1.Pynenko JI.JI. TexHONMOTHY TOCTUHUYIHOM JEATEIHHOCTH [DIEKTPOHHBIN pecypc]: yueOHoe
nocobue nnsi GakamaBpos/ JILJI. Pynmenko, H.II. Ouapenko, A.b. KocomamoB— DnexTpoH.
TekcToBble AaHHbie.— M.: JlamkoB u K, Aii [Iu Op Menua, 2017.— 176 c.— Pexum nocrtyna:
http://www.iprbookshop.ru/57230.html.— DbC «IPRbooks»

IlepeyeHb TONOTHUTENHLHOM JUTEPATYPHI
1. SIakoBwy, 11.A. Jlenonpou3BoCTBO B KaJipoBoii ciryx0Oe : yueOonuk / I1I.A. SakoBuy. -
M. :KOnuru-Jlana, 2015. — 161 c.
IlepeyeHb y4eGHO-METOIUIECKOTO0 00eCTIeYeHHsI CAMOCTOSITEILHON PaGoThl 00y4aAIOIIUXCS
MO AUCHHUIINHE

1. Meroanueckne yKa3aHHsI MO OPTaHHU3AIMHM CAMOCTOSTEILHOW pPAaOOTHI CTYIEHTOB IIO

IUCIUIUIMHE «JlOKyMEHTUpOBaHHE Ha MPEINPUATHIX UHILyCTPHH TOCTSIIPHUMCTBA .

2. Meroanueckne YyKa3aHWsl 1O BBIIOJHCHUIO TMPAKTUYCCKUX padOT M0 JUCIHUILTAHE

«/lokyMeHTHpOBaHUE Ha MPEANIPUIATUSX UHAYCTPUU TOCTEIIPUUMCTBA.

Ilepeyenn pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHHUKAIIUOHHOIM ceTu « AHTEpHETY,
HeOOXOTUMBbIX IJIsl 0CBOEHUSI THCIMIIIHHBI

1. http://biblioclub.ru DbC «YHuUBepcuTeTcKas OMOINOTEKA OHIIAHHY,

2. www.elibrary.ru Hay4ynas anektponnas 6ubimoreka e-library;

3. www.library.stavsu.ru DnekTpoHHasi OMOIMOTEKA U AJIEKTPOHHBIN KaTajJor Hay4YHOU

ouobanorexun CKOY;

4. www.window.edu.ru Madopmanmonnas cuctema « ETMHOE OKHO TOCTYyTIA K

00pa3oBaTEeILHBIM pecypcam.

IIpakTnyeckoe 3ansaTue 2. HopMaTuBHO — MeTOAMYecKas 0a3a qeJI0NPOU3BOACTBA.
Heap padoTbl: U3yuynTh MaTepUasbl JEKLUUH, PEKOMEHJOBAHHYIO JIUTEPATYpy IO TEME,
MaTepHualibl UHTepHET-caiiToB. Heo6xoaumMo paccMoTpeTh 3HaueHHsl TEPMUHOB, CENaTh 0030p
OCHOBHBIX JIOKYMEHTOB, PETYJHMPYIOIIUX JEJIONPOU3BOACTBO M apXuWBHOe Jeino B PO,
O3HAKOMHTHCSI C HANPABICHHUSAMH 3aKOHOAATEIBHOW DPETJIAMEHTAllMA CHUCTEMBI POCCHUNCKOTO
NEJIONPOU3BO/ICTBA.

DopMa KOHTPOJIS: TECT.

PaccmaTpuBaembie BONpPOCHI

OcHoBHbIE NpaBUiIa paboThl apXHUBOB.

2. Ilepeuyenb JOKyMEHTOB, 00Opa3yIOLUIMXCS B IEATEIBHOCTH OpPraHU3aluil C yKa3aHueM
CPOKOB XpaHEHHUS.

3. TumnoBoe MoJI0’KEHHUE O BEJCHUH JETONPOU3BOJICTBA 10 MPEIOKEHUAM, 3asBICHUSIM U
&KaJi00aM rpa)<aH B roCy1apCTBEHHbIE OPTaHbl, HAa MPEINPUITHUSIX, B YUPEKICHUIX U
OpraHu3aIMsIX.

—

TexHoJsiorust padoThI
1. Ilpaktuueckass pabora Ne 1. CocraBieHue OrOBOPOB, HPUMEHSIOLIUXCS B
TOCTHHHYHOH cdepe:

A) 0pOpMHTH TOTOBOP O MPEAOCTABICHUH TOCTUHUYHBIX YCIYT;
b) opopmuTh 10roBOp BO3ME3THOTO OKa3aHMsI TOCTUHUYHBIX YCIyT (OpOHUpPOBAHUE);
B) cocTaBuTh 1OTOBOP XpaHEHUs B TOCTHHHIIE;
[') odopMuTh mHpeTeH3WH 3a HEBBINOJIHEHHE OO03aTENbCTB IO JIOTOBOPY OKa3aHHSA
TOCTHHUYHBIX YCIYT U 32 HEBBITIOJIHEHUS TPABIII OKAa3aHHS yCIYT OOIECTBEHHOTO MTUTAHUSI.

IlepeyeHb OCHOBHOM JIUTEPATYPbI



1.Pynenko JI.JI. TexHONMOTHY TOCTUHUYIHOM JEATEIHHOCTH [DIEKTPOHHBIN pecypc]: yueOHoe
nocobue nnsi GakamaBpos/ JILJI. Pynmenko, H.II. Ouapenko, A.b. KocomamoB— DnexTpoH.
TekcToBble AaHHbie.— M.: JlamkoB u K, Aii [Iu Op Menua, 2017.— 176 c.— Pexum nocrtyna:
http://www.iprbookshop.ru/57230.html.— DbC «IPRbooks»
IlepeyeHb 10NMOJHUTENBLHOI JTUTEPATYPHI
1. SIakoBwy, 11.A. Jlenonpou3BoCTBO B KaJipoBoii ciryx0Oe : yueOonuk / I1I.A. SakoBuy. -
M. :KOnuru-Jlana, 2015. — 161 c.
Ilepeuensb y4eOHO-MeTOAUYECKOT0 00eciedeHUsI CAMOCTOATEIbHOIM PadoThl 00yYaOLIUXCS
N0 TUCHUILINHE
1. Meroanueckue yka3aHWs IO OpPraHU3AIMHM CaMOCTOSTEIBHON pabOTHl CTYJEHTOB IO
TUCHUIUIMHE «/loKyMEeHTHpOBaHKE Ha MPEANPUATUSAX UHTYCTPUU TOCTETIPUUMCTBAY.
2. Meroanueckue YyKa3aHHs 1O BBITIOJHEHUIO MPAKTHYECKHX pPadOT MO JUCIHILIHMHE
«/lokymMeHTHpOBaHNE HA MPEANPUATUSX UHLyCTPUU TOCTETIPUUMCTBAY.
Ilepeuens pecypcoB HH(OPMALMOHHO-TEJIEKOMMYHUKAMOHHOH ceTH «AHTepHETY,
He00XO0IMMBbIX /IJIsl 0CBOEHUSI THCIUTLIMHBI
1. http://biblioclub.ru 9bC «YHuBepcuterckas 6u01MoTeKa OHIANHY;
2. www.elibrary.ru Hay4nas snextponnas 6ubnmmnoreka e-library;
3. www.library.stavsu.ru DnekTpoHHast OMOIMOTEKA U AJIEKTPOHHBIN KaTaJor Hay4YHOU
oubmmorexkn CKOVY;
4. www.window.edu.ru Madopmanmonnas cuctema « EnnuHoe okHO 10CTyma K
00pa3oBaTeNLHBIM pPecypcam».

IIpakTnueckoe 3ansitue 3. OCHOBHBbIE BU/IbI JOKYMEHTOB U UX XaPAKTEPUCTUKH.

Leab padoTbl: paccCMOTPETh HAMPABICHHUS W BHUIBI JOKYMEHTAIMOHHOTO OOECIIeYeHHS
YIIPABJICHUS, €r0 POJIb B JEATEIIbHOCTH TOCTUHUYHOTO MPEIPUATHS.

®opMa KOHTPOJISI: TECT.

PaccmaTpuBaembie BOIIPOCHI
1. Bunbl JOKYMEHTOB: MPUKa3, pacloOpsHKEHUE, YKa3aHUe, POTOKOJI, TUChMO, CIIPaBKa,
JOKJIaJiHAas 3aIMCKa, OObSICHUTEIbHAS 3aIIMCKa, IJ1aH, OTYET.
2. AKT ¥ IOPSIIOK €r0 COCTaBIICHMS.
3. OdopmiieHre pa3IMYHBIX BHIOB JEIOBBIX MTHCEM.

TexHosiorust padoThl

OO6cy>xeHrne Ha CEMUHAPCKOM 3aHSTHH CJIEIYIOUINX BOIIPOCOB:
1.YTo BKIIOYAET B CEOS OHITHE «TOKYMEHT?
2.Kakue s3bIKH ¥ c1IocOOBI JOKYMEHTHPOBAHUs BbI 3HaeTe?
3.Yem oTiim4aeTcst JTOKYMEHT JMYHOTO IPOMCXOXKAECHUS OT O(UIHATIBHOIO T0KyMEHTa?
4.Yrto 00ycraBiIMBaeT IOPUIMUECKYIO CHITY OQUITHATBHOTO JOKYMEHTA?
5.Yto0 moHuMaeTcs 1o moauyHKIIMOHATLHOCTBIO JOKyMEHTa?
6.HazoBure ocHOBHbIE 0JIOKH (Ipymiibl) GyHKIMNA JOKyMeHTa. UeM XapaKTepu3yeTcs
Ka)KIbIi OJIOK?
7.Kak mensiercst nefictBie QyHKIHA JOKyMEHTa BO BpEMEHU?

IlepeyeHb OCHOBHOM JINTEPATYPbI



1.Pynenko JI.JI. TexHONMOTHY TOCTUHUYIHOM JEATEIHHOCTH [DIEKTPOHHBIN pecypc]: yueOHoe
nocobue nnsi GakamaBpos/ JILJI. Pynmenko, H.II. Ouapenko, A.b. KocomamoB— DnexTpoH.
TekcToBble AaHHbie.— M.: JlamkoB u K, Aii [Iu Op Menua, 2017.— 176 c.— Pexum nocrtyna:
http://www.iprbookshop.ru/57230.html.— DbC «IPRbooks»
IlepeyeHb TONOTHUTENHLHOM JUTEPATYPHI
1. SIakoBwy, 11.A. Jlenonpou3BoCTBO B KaJipoBoii ciryx0Oe : yueOonuk / I1I.A. SakoBuy. -
M. :KOnuru-Jlana, 2015. — 161 c.
IlepeyeHb y4eGHO-METOIUIECKOTO0 00eCTIeYeHHsI CAMOCTOSITEILHON PaGoThl 00y4aAIOIIUXCS
MO AUCHHUIINHE
1. Meroamueckue yKa3aHWsl 1O OPTaHU3ANHHA CAMOCTOSATEIHHOW PabOThI CTYACHTOB IO
JTUCIUTUIAHE «J[OKyMEHTUpOBaHHE HA MPEIPUATUSIX UHIYCTPHUH TOCTETIPHHUMCTBAY.
2. Meroanueckne YyKa3aHWsl 1O BBIIOJHCHUIO TMPAKTUYCCKUX padOT M0 JUCIHUILTAHE
«/lokyMeHTHpOBaHUE Ha MPEATIPUATUSX WHAYCTPUH TOCTCTIPUUMCTBAY.
Ilepeyenn pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHHUKAIIUOHHOIM ceTu « AHTEpHETY,
HeOOXOTUMBbIX IJIsl 0CBOEHUSI THCIMIIIHHBI
1. http://biblioclub.ru DbC «YHuUBepcuTeTcKas OMOINOTEKA OHIIAHHY,
2. www.elibrary.ru Hayunas snektponHas 6uoimoreka e-library;
3. www.library.stavsu.ru DnexkTpoHHas OWOIMOTEKa ¥ HIIEKTPOHHBIA KaTajor Hay4YHOH
ouobanorexun CKOY;
4. www.window.edu.ru HWudopmanmonnass cucremMa «EIWHOE OKHO JOCTyma K
00pa3oBaTEeILHBIM pecypcam.

IIpakTnueckoe 3ansitue 4. OCHOBHBbIE TPeOOBaHMS K 0()OPMJIEHHUIO JOKYMEHTOB.
Heapb padoThi: U3y4nuTh IpaBuiia 0POpMIICHUS JOKYMEHTOB.
®opMa KOHTPOJISI: TECT.

PaccmaTpuBaemblie BONPOCHI

WNHTepHannoHaIbHBIE CBOWCTBA O(PHUIIMATBEHO-CIIOBOM PEYH.
Crangapruzanus U yHU(DUKAIMS yIPaBIeHYECKUX JOKYMEHTOB.
SI3BIK M KyJIBTypa JI€JI0BOU IEPEIUCKHU.

VYHudukanus s3biKa JIeJI0BbIX Oymar.

PexBu3uTel okymMeHTOB. [IpaBuia ohopMiIeHHs TOKyMEHTOB.
dopmMar JOKyMEHTA.

SNk Wb =

TexHonorus padorsl

1. BrinmonHeHne npakTUYecKoi paboThI:

Kaxnplil CTyeHT HOJIKEH COCTaBUTh OOLIMI OJIaHK MPENINPUATHS C YIIIOBBIM U POJOIbHBIM
BapUaHTAMU PACIOI0KEHUS pEKBU3UTOB Ha (hopmare A4.

Llenp BBIMOJIHEHUS 3aaHUSI — U3YUUTh cocTaB pekBu3uToB OPJI, mpaBuia ux opopmiacHus,
bopmyisip — obpazerr OP/I.

[IpuoOperaemble yMeHMs NP BBIIOIHEHUH 3a/aHUsl — HAYYUTHCS KOHCTPYHPOBATH OJIAHKHU
KOHKPETHOT'O MPEANPHUATHS B 3aBUCUMOCTH OT UX Ha3HAYCHHUS.

Mertoandeckue yka3anus. UToObl BBINOJIHUTD 33JJaHHE, HEOOXOAUMO:

— O3HAKOMHUTBCS C IIAKETOM JIOKYMEHTOB;

— COCTaBUTh OJIAHKH.

3ananue 1:

1) cocraBuTh 0OmMI OJIaHK KOHKPETHOIO MNPEANPUATUS C MPOJOIbHBIM PAaCIONI0KEHUEM
PEKBU3UTOB Ha popmare A4;



2) cocTtaBUTh OOLIMH OJAaHK KOHKPETHOT'O TPEANPUATHS C YIJIOBBIM pacIoyIOKEHHEM
PEKBU3UTOB Ha (popmarte A4;
3) cocTaBuUTh OJIaHK KOHKPETHOT'O BHUJIa JOKYMEHTa KPOME IMHUChMa;
4) cocTaBUTh OJIaHK CTPYKTYPHOTO NOJpa3AeICHUs IPEANPUATHS WIN JOIKHOCTHOTO JIMLIA;
5) cocTaBuTh OJIaHK IMHCHMA.
3amanue 2. M3roroBuTh OOmMK OJIaHK C YIJIOBBIM W MPOAOJIBHBIM PACIIONIOKEHUEM
PEKBU3UTOB T'OCTUHUYHOIO NPEANPHATHUS, CTPYKTYpHOTO MOAPA3ACICHUS U JOJKHOCTHOIO JIUIA,
ZIe7I0BOTO NMUCbhbMa Ha KoMmIbloTepe. Caate paboTy Ha IPOBEPKY Ha CIEAYIOIIUI ceMUHap.
Pe3ynpTaThl mpakTH4ecKod paboThl 0GOPMIISIOTCSA B BHUAE pacleyaTaHHbIX JOKYMEHTOB Ha
mucte popmara A.
IlepeyeHb OCHOBHOM JINTEPATYPbI
1.Pynenxo JI.JI. TexHONMOTHH TOCTUHUYHOMN JESTENIBHOCTH [DIEKTPOHHBINA pecypc]: yueOHoe
nocobue ans Oakanaspos/ JIJI. Pynenxo, H.II. OBuapenko, A.b. KoconanoB— OnekTpoH.
TekcToBbie AaHHble.— M.: JlamkoB u K, Aii [lu Op Menua, 2017.— 176 ¢.— Pexum nocryna:
http://www.iprbookshop.ru/57230.html.— 3BC «IPRbooks»
IlepeyeHb 10MOJHUTEIBbHON JTUTEPATYPHI
1. SIukoBuy, I1I.A. Jlenonpou3BoACTBO B KaipoBoit ciyx0e : yuebnuk / [1I.A. SIukoBuy. -
M. :FOuwutn-/ana, 2015. — 161 c.
IlepeyeHb y4eOHO-METOAMYECKOT0 00eCIeYeHUsSI CAMOCTOATEIbHOM PadoThl 00y4ar0IuXCs
N0 JUCHUILINHE
1. Metoauyeckue yKa3aHus O OpraHU3allMd CaMOCTOATENbHOM pabOThl CTYJEHTOB IO
JUCHUIUINHE «/{OKyMEHTHpOBaHKE Ha MPEANPUATUAX UHTYCTPUU TOCTEIPUUMCTBAY.
2. Meroauueckue YyKa3aHHs IO BBIIOJIHEHUIO MPAKTHUYECKHX pPAadOT MO JUCIMILIMHE
«/loxkymeHTHpOBaHNE HA IPEIIPUATHUAX UHIYCTPUU TOCTENPUUMCTBAY.
Ilepeuenb pecypcoB MHGOPMAIHOHHO-TEJIEKOMMYHHMKANMOHHOH ceTn «HTepHeT»,
HEe00XOAUMBIX /IJIS OCBOCHUS AU CHHUIIIMHBI
1. http://biblioclub.ru 9bC «YHuBepcuterckas 6uOIMOTEKa OHIANHY;
2. www.elibrary.ru Hayunas snextponnas oubnmoreka e-library;
3. www.library.stavsu.ru DnekTpoHHass OMOIMOTEKa M AJIEKTPOHHBIN KaTajor Hay4yHOU
ouoanorexku CKOY;
4. www.window.edu.ru HMudopmanmonnas cucrtema «EauHOE OKHO JocTyma K
00pa3oBaTENFHBIM peCypcam».

HpaKaneCRoe 3aHsTHE 5. Opranmaunonnaﬂ H pacnopsaauTejJbHass TOKYMEHTA U
TOCTUHUYHOI'O MPEANIPUATHS.

eas padoTbl: O3HAKOMHUTH C TpyHIaMyd OPraHU3ALMOHHONW H  PaCHOpPSAUTEIBHON
JOKYMEHTAIUEl TOCTUHUYHOTO IIPEIITIPHUITHSL.

®opma KOHTPOJISA: cobece10BaHue.

PaccmaTpuBaeMbie BOIIPOCHI

1. Pa3pemurensHas JOKyMEHTAIUS Ul OPTaHU3AIMN JESTETHHOCTH TOCTUHUYHOTO
MpEANPUITHS.

2. JloKymeHTauus Ha 3Tare CO3aHus TOCTUHHUILIBI.

TexHosnorus padorsl
[Ipaktuyeckass pabota. CocTaBleHHE OPraHM3allMOHHBIX U PACIOPAAUTEIBHBIX

JOKYMEHTOB 'OCTHHHULIBL: OhopMIIeHHE B BHJI€ TOPT(HOIINO.

IlepeyeHb 0CHOBHOI1 TUTEPATYyPbI



1.Pynenko JI.JI. TexHONMOTHY TOCTUHUYIHOM JEATEIHHOCTH [DIEKTPOHHBIN pecypc]: yueOHoe
nocobue nnsi GakamaBpos/ JILJI. Pynmenko, H.II. Ouapenko, A.b. KocomamoB— DnexTpoH.
TekcToBble AaHHbie.— M.: JlamkoB u K, Aii [Iu Op Menua, 2017.— 176 c.— Pexum nocrtyna:
http://www.iprbookshop.ru/57230.html.— DbC «IPRbooks»
IlepeyeHb TONOTHUTENHLHOM JUTEPATYPHI
1. SIakoBwy, 11.A. Jlenonpou3BoCTBO B KaJipoBoii ciryx0Oe : yueOonuk / I1I.A. SakoBuy. -
M. :KOnuru-Jlana, 2015. — 161 c.
IlepeyeHb y4eGHO-METOIUIECKOTO0 00eCTIeYeHHsI CAMOCTOSITEILHON PaGoThl 00y4aAIOIIUXCS
MO AUCHHUIINHE
1. Meroamueckue yKa3aHWsl 1O OPTaHU3ANHHA CAMOCTOSATEIHHOW PabOThI CTYACHTOB IO
TUCIUTUIAHE «JlOKyMEHTUpOBaHHE Ha MPEIIPUATHSIX UHILYCTPHH TOCTSTIPHUMCTBAY.
2. Meroanueckne YyKa3aHWsl 1O BBIIOJHCHUIO TMPAKTUYCCKUX padOT M0 JUCIHUILTAHE
«/lokyMeHTHpOBaHUE Ha MPEATIPUATUSX WHAYCTPUH TOCTCTIPUUMCTBAY.
Ilepeyenn pecypcoB HH(OPMAIMOHHO-TEJIEKOMMYHHUKAIIUOHHOIM ceTu « AHTEpHETY,
HeOOXOTUMBbIX IJIsl 0CBOEHUSI THCIMIIIHHBI
1. http://biblioclub.ru DbC «YHuUBepcuTeTcKas OMOINOTEKA OHIIAHHY,
2. www.elibrary.ru Hay4ynas anektponnas 6ubimoreka e-library;
3. www.library.stavsu.ru DnekTpoHHasi OMOIMOTEKA U AJIEKTPOHHBIN KaTajJor Hay4YHOU
ouobanorexun CKOY;
4. www.window.edu.ru Madopmanmonnas cuctema « ETMHOE OKHO TOCTYyTIA K
00pa3oBaTEeILHBIM pecypcam.

IIpakTH4eckoe 3ansaTHE 6. [loKyMeHTHPOBaHHe NPOdecCHOHANBHOMI eSITeTbHOCTH CJIYKO
00CJIy’>KMBAHHSA TOCTEN.

Ilears paGoThl: U3yYCHHE TEOPETHYECKUX M MPAKTUYECKHX OCHOB OpPraHH3aIliH
JOKYMEHTO000pOTa B MPO(HECCHOHATLHON IEATEIbHOCTH.

®opma KOHTPOJISA: coOece0BaHuUE.

PaccmaTpuBaemMbie BONPOCHI

1. PaGota ¢ ma6ionamu (hopmysisipaMu) TOKYMEHTOB, UCIIOIb3YEMBIX B JIEATCILHOCTH
ciry’)x0 OpOHMpPOBAHUS, MPUEMA U PA3MEIICHHUSI, CITYKOBI TUTAHUS, CITYKOBI
XO3WCTBEHHOTO 00ECIICYCHUSI.

2. JlokyMeHTHpOBaHHE MPOIIECCa OXPAHBI TPY1a U TEXHUKU OE30MMACHOCTH B TOCTUHUIIAX.

TexHonorus padoTnl
1. Pabora ¢ HOKyMEHTaMH, WCIIOJIb3YEMBIMH Ha 3Tamax TEXHOJIOTUYECKOTO ITUKIIA
oOcimykuBaHUs rocTs B rocTrHUIE. COCTaBUTh NEPEUCHb U KPATKYIO XapaKTEPUCTUKY KasKIOTO
JTOKYMECHTA.
2. 3anonHeHue (GOPMYIISIPOB JOKYMEHTOB, HCIIOJIB3YEMBIX B MPOIECCE OOCTYKHBAHUS
TOCTSI C MOMEHTA 3ae3/1a B OTEIb M JI0 ATalla BbIE3/a.

IlepeyeHb OCHOBHOM JIUTEPATYPbI
1.Pynenko JI.JI. TexHONMOruM TOCTUHUYHOM JEATEIBHOCTH [DIEKTPOHHBIN pecypc]: yueOHoe
nocobue s OakamaBpos/ JIJI. Pynenko, H.II. OBuapenko, A.b. KocomanmoB— 3JeKTpoH.
TekcToBbie AaHHble.— M.: JlamkoB u K, Aii [lu Op Menua, 2017.— 176 ¢.— Pexum nocryna:
http://www.iprbookshop.ru/57230.html.— 2bC «IPRbooks»
IlepeyeHb TOMOJHUTEIBLHOM JTUTEPATYPHI

1. SlukoBuy, I11.A. Jlenonpou3BoJCTBO B KaApoBo# ciyxkoe : yueOnuk / 1. A. SIHkoBuY. -
M. :IOuutu-/lana, 2015. — 161 c.



ITepedyenn y4eOHO-MeTOAUYECKOT0 00eCIIeYeHUsI CAMOCTOSITEIbHON PadoThl 00y4aroIUXCs
M0 JUCHUILINHE
1. Metoauyeckue yKa3aHUs MO OpraHU3allMd CaMOCTOATENIBbHOM pabOTHl CTYJEHTOB IO
JUCHUIUTNHE «/I0OKyMEHTHPOBaHKE Ha MPEANPUATUAX UHIYCTPUH TOCTEIPUUMCTBAY.
2. Metoauueckue YKa3aHUs IO BBIIOJIHEHUIO MPAKTUYECKHX pPadOT MO JUCIMILIMHE
«/lokymeHTHpOBaHNE HA TPEIIPUATUIX UHITYCTPUU TOCTETIPUUMCTBAY.
Ilepeyennb pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTH «AHTEepHETY,
HEe00XO0AUMBIX /IJIS OCBOEHHUS AUCHMILIMHBI
1. http://biblioclub.ru 9bC «YHuBepcuterckas 6MOIMOTEKa OHIANHY;
2. www.elibrary.ru Hayunas snektponHas 6nbnuoreka e-library;
3. www.library.stavsu.ru DnexkTpoHHas OMOJIMOTEKa W 3JIEKTPOHHBIA KaTajlor Hay4yHOU
oubmmorexkn CKOYVY;
4. www.window.edu.ru HMHdpopmannonHas cuctema «EnuHoe oOkHO gocTyma K
00pa30oBaTENbHBIM PECYpPCAM.

IIpakTnueckoe 3ansitue 7. JIOKyMeHT0000POT rOCTUHUYHOTO MIPeANPHUSITHSA.

Hean padoThl: U3YYUTh OPraHU3ALUI0 JIEATETBHOCTH CIYXOBl  JTOKYMEHTAIlMOHHOTO
obecrieueHnss yOpaBi€HHs B TOCTHHHUIE, IPOAaHAIU3UPOBATh OCOOEHHOCTH OpraHU3aIlUuH
JIOKYMEHTO000pOTA.

®DopMa KOHTPOJIAA: TECT.

PaccmaTpuBaeMbie BONPOCHI

CocraBnenue u opopMIIEHHE OPTraHU3AIIMOHHO — PACIIOPSANTEIIbHBIX IOKYMEHTOB.
NudopMannnoHHO-CIIpaBOYHBIC JOKYMEHTHI.

JIOKyMEHTBI T10 JIAYHOMY COCTaBY.

[IpuHIUIIBEI 1 METOJIBI TOCTPOCHHS MOJIETICH TUHAMUYECKUX CUCTEM YIIPaBICHUS U
cpeactB nokymeHTannonHon ACYJI.

b s

TexHosiorust padoTbl
1. PaGoTa ¢ nokyMeHTaMu:
- OCbOpMI/ITB MTAaTHOC PAaCIIMCAaHNUEC TOCTUHUIIBI,
— €03/aTh JOHKHOCTHBIE HHCTPYKIIUU - aIMUHICTPATOPa TOCTUHULIBL, TOPTHE IO IPHEMY
NpeaABapUTCIIBHBIX 3aKa30B MECT B TOCTUHUIIC, pEruCTpaTopa, FOpHHQHOfI, KaCTCJIIHIIIN,
— COCTaBUTH cxemy «BeneHne 1oKyMeHTalu TOCTUHUIBD)

IlepeyeHb OCHOBHOM JINTEPATYPbI
1.Pynenko JI.JI. TexHONMOTHY TOCTUHUYIHOM JEATEIHHOCTH [DIEKTPOHHBIN pecypc]: yueOHoe
nocobue nmnsi GakamaBpos/ JIJI. Pynmenxo, H.II. Ouapenko, A.b. KocomamoB— DnexTpoH.
TekcToBble AaHHbie.— M.: JlamkoB u K, Aii [Iu Op Menua, 2017.— 176 c.— Pexum nocrtyna:
http://www.iprbookshop.ru/57230.html.— 5bC «IPRbooks»
IlepeyeHb 10NMOJHUTEIBLHOI JTUTEPATYPHI
1. SIakowy, I11.A. [lenonpou3BoACTBO B KaipoBoii ciryxoOe : yueonuk / I1I.A. SakoBuy. -
M. :KOnuru-Jlana, 2015. — 161 c.
IlepeuyeHb y4eOHO-METOAMYECKOT0 00eCTIeYeHUsI CAMOCTOATEIbHO PadoThl 00y4alomuXxcs
N0 JUCHUILINHE
1. Meroanueckue yKa3aHHsl 1O OPTaHU3ANHHA CAMOCTOSATEIHHOW pabOThI CTYACHTOB IO
TUCHUIUIMHE «JloKyMEeHTHpOBaHKE Ha MPEANPUATUSX UHIYCTPUU TOCTEIPUIMCTBAY.
2. Meroanueckne YyKa3aHWsl 1O BBIOJHCHUIO MPAKTUYCCKUX padOT M0 JUCIHUILTAHE
«JloxkymeHTHpOoBaHNE HA TPEINPUATUIX UHIYCTPUU TOCTEIIPUUMCTBAY.
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Ilepeyennb pecypcoB HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTH «AHTEepHETY,
HEeO0XO0MMBbIX /IJIS1 OCBOEHHS IMCIIUIITAHBI

1. http://biblioclub.ru 9bC «YHuBepcuterckas 6uOIMOTEKa OHIANHY;

2. www.elibrary.ru Hayunast snekrponHas 6nbnuoreka e-library;

3. www.library.stavsu.ru DnekTpoHHass OMOIMOTEKa M AJIEKTPOHHBIN KaTajJor Hay4yHOU
oubmmorexku CKOYVY;

4. www.window.edu.ru HMudopmarmonnas cucrtema «EauHOE OKHO JocTyma K
00pa3oBaTEILHBIM pecypcam.

IMpakTnueckoe 3ansitue 8. Cucremaruzanusi J0KyMeHTOB. O0padoTKa MCXOAAIUX U
BHYTPEHHHX IOKYMEHTOB.

Heap padoThI: M3Yy4YUTh OCHOBBI CHUCTEMaTH3allMM JOKYMEHTOB, OCHOBBI ApXHUBHOTO
JieNna, CXeMbl MPOXOXKACHHUS JOKYMEHTOB, U3YYUTh METOAUKY PaOOThI C UCXOMSIICH W BXOIAIICH
JOKYMEHTALUEH.

(I)opMa KOHTPOJIA: cobecenoBaHKE.

PaccmaTpuBaemblie BONPOCHI

Cxema IBUKEHUS BXOJAIIEH JOKYMEHTAlMU B TOCTUHHULIE.
[TepBuunast 00pabOTKa JOKYMEHTOB.

IIpenBapuTenbHOE PaCCMOTPEHHUE.

Pacnpenenenune 10KkyMeHTOB.

Perucrpanus 10KyMEeHTOB.

PaccmoTpenue J0KyMEHTOB pyKOBOACTBOM.

Ilepenaya TOKyMEHTOB Ha UCIIOJIHEHUE.

CxeMa mpox0KIeHHSI HCXOAAIMIMNX JOKYMEHTOB B TOCTUHHLIE.
PaboTa ¢ BHyTpeHHUMH JOKYMEHTaMHU B TOCTUHHUIIE.

WX N RN =

TexHoJiorust paéoThI
1. Pabota ¢ mokymMeHTaMH:
3aMoHUTH TabnIuIy «J{oKyMeHT0060pOoTY;
— mponucath anroput™m «O0paboTka OTIpaBIsieMON KOPPECTIOHICHITUI.

Ilepeyennb 0CHOBHOI TUTEPaTyPbI
1.Pynenxo JI.JI. TexHONMOTHH TOCTUHUYHON JNESATEILHOCTH [DIEKTPOHHBINA pecypc]|: yueOHoe
nocobue mns OakamaBpos/ JIJI. Pynenko, H.II. OBuapenko, A.b. KocomanmoB— O3JeKTpoH.
TekcToBble AaHHble.— M.: JlamkoB u K, Aii [1lu Op Menua, 2017.— 176 ¢.— Pexum nocryna:
http://www.iprbookshop.ru/57230.html.— 3BC «IPRbooks»
IlepeyeHnb 10NMOJHUTEIBLHOM JTUTEPATYPHI
1. SlukoBuy, 111.A. Jlenonpou3BoJACTBO B KaApoBo# ciyxoe : yueOnuk / III.A. SIHkoBuY. -
M. :FOnwutn-/ana, 2015. — 161 c.
ITepedyenn y4eOHO-MeTOAUYECKOT0 00eCIIEYCHUSI CAMOCTOSITEIbHOM PadoThI 00y4aroIUXCS
10 JUCHUILINHE
1. Metoauyeckue yKa3aHusl O OpraHU3allMd CaMOCTOATENbHOM pabOThl CTYJEHTOB IO
JUCHUILIMHE «/IOKyMEHTHPOBaHKE Ha MPEANPUATUAX UHIYCTPUU TOCTEIPUUMCTBAY.
2. Meroauueckue YyKa3aHUs IO BBIIOJIHEHUIO MPAKTUYECKHX pPAadOT MO JUCIMILUIMHE
«JlokymeHTHpOBaHNE HA IPEIIPUATUIX UHITYCTPUU TOCTEIPUUMCTBAY.
Ilepeyens pecypcoB HH(POPMALMOHHO-TEJICEKOMMYHUKAMOHHOU ceTH «HTEpHETY,
HEe00XOUMBIX /IJIS OCBOEHUS AU CHMILIMHBI
1. http://biblioclub.ru 9bC «YHuBepcuterckas 6M0IMOTEKa OHIIANHY;
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2. www.elibrary.ru Hayunas snextponHnas 6ubnuoreka e-library;

3. www.library.stavsu.ru DnekTpoHHas OnOIMOTEKa U 3JIEKTPOHHBIN KaTajaor Hay4YHOH
ouobaunoreku CKOVY;

4. www.window.edu.ru Madopmarmonnas cuctema « EquHoe OKHO OCTYyTa K
00pa3oBaTeNbHBIM pECypcamy».

HpaKTI/I'leCKOC 3aHsaTHE 9. ABTOMAaTH3anus AOKYMCHTAIIUOHHBIX ITPOLIECCOB.

Heap paGoThI: 03HAKOMUTH CTYJEHTOB CO CTaHAAPTAMHU U TPeOOBaHUSIMH OpraHU3aLuU
JIeJIOTIPOM3BOICTBA C TPUMEHEHHEM aBTOMATH3UPOBAHHBIX MPOTPAMMHBIX KOMIUIEKCOB.
®opma KOHTPOJIS: COOECE]0BaHUE.

PaccmaTrpuBaembie BONPOCHI
[Tpumenenre MHPOPMALIMOHHBIX TEXHOJIOTUN B YIIPABICHUN TOCTUHUIICH.
2. Aprtomartu3zaius pabodero Mecta COTpyaIHUKA OTEs.

—

TexHosiorust padoThl
OO0cyx1eHre Ha CEMMHAPCKOM 3aHSATHH CIEAYIOLUX BOIIPOCOB!
1.Ha3oBuTE OCHOBHBIE CBOICTBA JOKYMEHTA.
2. Jlaiite  ompeneneHue  aTpUOYTUBHOCTH  ((PyHKUHMOHAIBHOCTH,  CTPYKTYPHOCTH)
JIOKYMEHTA.
3.HazoBuTe OCHOBHBIE TIpU3HAKK JIOKYMEHTa U JalTe KpaTKyl XapaKTepUCTHKY
KaX/10T0 U3 HUX.
4.Yt0 Takoe ropuauveckas cuia J10KyMeHTa?
5.JlaliTe onpeaeneHue NOUIMHHUKA U AyOJIUKaTa JOKYMEHTA.
6.Jlalite omnpeneneHne KonmuM JgoKyMeHTa. Korma Komusi JOKyMeHTa IpHOOpeTaer
IOPUJINYECKYIO CHITY?
7.YeM NOATMHHBIN JOKYMEHT OTJIMYAETCS OT MOJUI0KHOI0?
8.Uto npencraBiseT co00i TOKyMEHT, (anbCU(UIIMPOBAHHBIN MOJHOCTHIO?
9.Yto npezncraisieT cOO0H JOKyMEHT, (pambcuuuupoBaHHBIN YaCTUIHO?
10.Yto npencraBiseT co00i OpUTrHHAI JOKYMEHTA?
11.KakoBbI OCHOBHBIE LIEJIN YHU(PHUKAIIUU TOKYMEHTOB?
12.Yt0 yuuThIBaeTCs NPH NPOBEJCHUN YHUDUKAIMH JOKYMEHTOB?
13.Yto moHnMMaeTcs 1moji CUCTEMON JOKYMEHTauu?
14 Kakue ObIBaIOT CHCTEMBI JJOKYMCHTAIIHH?

IlepeyeHb OCHOBHOM JINTEPATYPbI
1.Pynenko JI.JI. TexHOMOTHU TOCTUHUYIHOM JEATEIBHOCTH [DIEKTPOHHBIN pecypc]: yueOHoe
nocobue s OakamaBpos/ JILJI. Pynmenko, H.II. Ouapenko, A.b. KocomamoB— DiekTpoH.
TekcToBble AaHHble.— M.: JlamkoB u K, Aii [lu Op Menua, 2017.— 176 c.— Pexum nocryna:
http://www.iprbookshop.ru/57230.html.— DBC «IPRbooks»
IlepeyeHb JOMOTHUTEIBHOM JTUTEPATYPBI
1. AnkoBuy, 1. A. Jlenonpou3BOACTBO B KaapoBou ciayk0e : yueOnuk / 1. A. SlHkoBuH. -
M. :IOuutu-/lana, 2015. — 161 c.
Ilepeyenb y4eOHO-MeTOAUYECKOT0 00ecIieYeHUsI CAMOCTOSITeIbHON PadoThl 00y4aroIuXCs
MO AUCHUILIHHE
1. Meronuyeckue ykazaHus MO OpraHU3allMUd CaMOCTOSITENIbHOM pabOThl CTYAEHTOB IO
JUCHUIITNHE «/{OKyMEHTHpOBaHUE Ha MPEANPUATUAX UHIAYCTPUU TOCTEIIPUUMCTBAY.
2. Meroauueckue yKa3aHHs IO BBIIIOJIHEHUIO TPAKTUYECKUX paboT MO JUCHUILIUHE
«JloKyMeHTHpOBaHUE HA IPEANPUATUIX UHIYCTPUU TOCTETIPUUMCTBAY.
Ilepedyensb pecypcoB HH(POPMALMOHHO-TEJIEKOMMYHUKAUMOHHOK ceTH «AHTEepHETY,
HEe00XO0AUMBIX /ISl OCBOCHMS IV CHUTIHHBI
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1. http://biblioclub.ru 9bC «YHuBepcuterckas 6MOIMOTEKa OHIANHY;
2. www.elibrary.ru Hayunas snektponHas 6ubnuoreka e-library;
3. www.library.stavsu.ru DneKkTpoHHast OHOJIMOTEKA U SJICKTPOHHBIA KaTaJor HayYHOU
oubmmorexku CKOVY;
4. www.window.edu.ru MadopmarmonHas cucrtema «EquHOE OKHO JOCTYTIA K
00pa3oBaTeLHBIM pecypcam.
MUHUCTEPCTBO HAYKU U BBICHIEI'O OBPA3OBAHUS PD
®EJJEPAJIBHOE 'OCYIAPCTBEHHOE ABTOHOMHOE OBPA30BATEJIbHOE
YUPEXJIEHUE BBICIHIEI'O OFPA3OBAHUA
«CEBEPO-KABKA3CKWI ®EJIEPAJIbHbIN YHUBEPCUTET»
[Tsturopckuit uucturyt (¢punuan) CKOY

MeTtoanyeckue yKasaHus
JUIs 00yYaroIKXCs [0 OPraHNU3aluy U IPOBEICHUIO CAMOCTOSTENIbHON paboThI
0 TUCHUIUIMHE «/loKyMeHTHpOBaHUe HA NPeANPUATHAX HHAYCTPHH FOCTENPHUUMCTBA
JUTsL CTYJIeHTOB HampasieHus: oarotoBku 43.03.03 I'octuHu4HOE 1€710
HaIpaBJIeHHOCTh (podniib) YnpasBjieHHe TOCTUHHUYHBIM U CAHATOPHO-KYPOPTHBIM
Ou3HecoM
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1. O01ue moJI0KeHu s

CamocrostenbHass pa0ora — IUIaHMpyeMass YyuyeOHas, Yy4uyeOHO-HCClIeoBaTeNbCKasl,
HAYYHO-HCCIIEIOBATENbCKAst paboTa CTY/ICHTOB, BEITIOIHAEMAs: BO BHEAYAUTOPHOE (ayJUTOPHOE)
BpeMs [0 3aJaHUI0 M IPH METOJMYECKOM pYKOBOJACTBE IpenojaBareis, HO 0e3 ero
HETIOCPEJICTBEHHOTO y4YacTHsi (MPW YaCTUYHOM HEMOCPEICTBEHHOM YYaCTHH IIPETOAaBaTels,
OCTaBJIAIOLIEM BEIYLIYIO POJIb 32 PAOOTON CTYAECHTOB).

CamocrosarenbHas padota crynentoB (CPC) B BY3e sBnsercs BaXHBIM BHIOM y4eOHOI
U HAy4yHOM JesTenbHOCTH cryaeHTa. CamoctosTenbHas pa0oTa CTYJIEHTOB  MIpPaeT
3HAYHUTENBHYIO POJIb B PEUTUHTOBOM TEXHOJIOTHH O0yUCHHS.

K oCHOBHBIM BH1aM CaMOCTOSITEILHON pabOTHI CTYA€HTOB OTHOCSTCS:

— (¢opmMupoBaHHE U YCBOSHHE COJCp)KaHMUS KOHCIIEKTa JIKIMK Ha 0asze
PEKOMEH/IOBAaHHOM  JIGKTOpOM  ydeOHOW  juTepaTypbl, BKJIOYas  HUH(OpMalMOHHBIE
o0pa3oBaTenbHbIE PEeCYPCHI (AIEKTPOHHBIC YIEOHUKH, IEKTPOHHBIE ONOINOTEKU U 1Ip.);

— HamucaHHue JOKJIAJI0B;

— MOJIFOTOBKA K CEMUHApaM, MIPAKTUUYECKUM U J1a00paTOpHBIM paboTam, ux oopmiieHue;

— COCTaBJICHUE aHHOTHUPOBAHHOTO CIIMCKA CTaTell M3 COOTBETCTBYIOIIMX >KYPHAJIOB IO
OTpacysiM 3HaHUH (IIeIarOrMIeCKUX, IICUXOIOTHYECKIX, METOTUIECKUX U JIp.);

— BBINIOJTHEHHE Y4eOHO-HCCIIeI0BATENIbCKUX PadOT, MPOEKTHAsS IS TebHOCTD;

— MOATOTOBKA MPAKTUYECKUX pa3pabOTOK M PEKOMEHJALMN 10 PEeleHUI0 MpOoOIeMHOM
CUTYAIHH;

— BBINOJIHEHUE JOMAIIHUX 3aJaHUil B BHJIE PEIICHUS OTICNIbHBIX 3a/ay, MPOBEICHUS
TUIIOBBIX PAcUeTOB, PACUYETHO-KOMIIBIOTEPHBIX M HWHIWBUAYAIBHBIX pabOT MO OTAEIHHBIM
paszzenaM cojiep>KaHus JUCHUILIAH U T.10.;

— KOMIIBIOTEPHBIM TEKYLIM CaMOKOHTPOJIb W KOHTPOJIb YCIEBAaeMOCTH Ha 0ase
AIIEKTPOHHBIX 00YUYAIONINX U aTTECTYIOIIUX TECTOB;

— BBINIOJTHEHHE KYPCOBBIX paboT (MMPOEKTOB) B paMKaXxX JUCIMILINH;

— BBINOJIHEHHE BBITYCKHON KBAaTU(PUKALMOHHON pabOTHI U JIp.

MeTtoanka OpraHU3aIlA CAMOCTOSITEIIFHONW pabOThl CTYJEHTOB 3aBHCUT OT CTPYKTYPBHI,
XapakTepa U OCOOCHHOCTEH M3y4aeMOW AMCHUIUIMHBI, 00beMa YacoB Ha €€ H3yueHHe, BHJA
3aJJaHAN JUTSI CAMOCTOSITENIFHOW pabOThl CTYJICHTOB, WHAWBUAYAIBHBIX KAadeCTB CTYACHTOB M
yCIIOBUI Y4eOHOH 1eATeTbHOCTH.

[Ipomecc opraHm3anid CaMOCTOSITEIBHOW pabOThl CTYJIEHTOB BKIIOYAaeT B ceOA
CIICAYIOIINE ATAIIBL:

— TOATOTOBHTENBHBIA (ONpeAeNeHne LeNel, COCTaBICHHWE MPOTPaMMbl, MOATOTOBKA
METOJIMYECKOT0 0OecreyeH s, MOAr0TOBKa 000Dy I0BaHHUS );

— OCHOBHOM (peanu3alys MporpaMMmbl, UCIOJIb30BAHUE MPUEMOB MOMCKA MH(pOPMALUY,
YCBOGHHS, NepepadOTKH, TPUMEHEHUs, Nepeaadyd 3HaHuH, (UKCUPOBAHHE pPE3yJIbTATOB,
caMOOpraHu3alysl rmporecca padoThl);

— 3aKJIIOYUTENbHBIA (OLIEHKAa 3HAYMMOCTH U aHAJIU3 Pe3yIbTaTOB, UX CHCTEMAaTH3aIlus,
olleHKa A(PGEKTUBHOCTH MPOrpaMMbl U MPUEMOB pPalOTHI, BBIBOJBI O HaNpPaBICHUSIX
ONTUMU3ALMU TPYA).
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2.leab 1 32124 CAMOCTOSATEJIbHOM PadOTHI

Benymas nens opranmsanuu u ocymectsienus CPC coBmamaer ¢ 1enpio 00ydeHus
CTy/IeHTa — (JOPMHUPOBAHUE YHUBEPCAIBHBIX KOMIETECHIU.

[Tpu opranuzanuu CPC BaxxHBIM U HEOOXOJUMBIM YCIIOBUEM CTAaHOBSTCS (POPMUPOBAHUE
YMEHHUSI CaMOCTOSTENIbHOW paloThl JUIsl NMPUOOpETeHHs 3HAaHUM, HAaBBIKOB M BO3MOYKHOCTH
OpraHu3anuy y4eOHOW M HAyYHOW JeATeabHOCTH. L{enpio caMocTosTeNhbHOM paboThl CTYACHTOB
ABIISICTCA OBJIAJeHUE (PyHIAMEHTAJIbHBIMM 3HAHUSAMH, NPO(PECCHOHANBHBIMU YMEHUSMHU U
HaBbIKAMHU  JIEATEJIBHOCTH IO MPOQMIIO, ONBITOM TBOPYECKOW, HCCIEA0BATEIbCKOM
JESATEIBHOCTH. CamocrositenbHass ~ paboTa  CTYyZIEHTOB  CIIOCOOCTBYET  pa3BUTHUIO
CaMOCTOSITEJIbHOCTH, OTBETCTBEHHOCTH U OPraHU30BaHHOCTHU, TBOPUYECKOTO M0AX0/1a K PEIICHUIO
po6ieM yueOHOro U NpoecCHOHAIBLHOIO YPOBHSI.

3agauamu CPC sBisroTcs:

— CcHUCTeMaTu3alMs M 3aKperuieHHe IMOJYyYEHHBIX TEOPETHYECKUX 3HAaHUH U
MPAaKTUYECKUX YMEHHUI CTYACHTOB;

—  yniyOJieHue U pacliipeHHe TeOPEeTUUECKUX 3HaHUM;

— (¢opMupOBaHHE YMEHHUH HCIOJB30BaTh HOPMATHUBHYIO, IPABOBYIO, CIIPABOYHYIO
JOKYMEHTALUIO U CIIELUAIbHYIO JTUTEPATYPY;

— Dpa3BUTHE IO3HABATEJbHBIX CIIOCOOHOCTEH M AKTUBHOCTH CTYJEHTOB: TBOPYECKOMN
MHUIIMATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTU M OPraHU30BAaHHOCTH;

— (QopMupOBaHHE CaMOCTOSITEIBHOCTH MBILIUICHUS, CIOCOOHOCTEH K CaMOpas3BHUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO M CaMOpeaIn3aluy;

— Ppa3BUTHUE UCCIIEJOBATEIbCKUX YMEHHUH;

—  HCIOJIb30BaHHE MaTepuasa, COOPaHHOTO U IMOJYYEHHOTO B XOZE CaMOCTOSTEIbHOMN
paboTHI U JTAOOPATOPHBIX 3AHITHH.

IHopsinok BHINOJIHEHUS CAMOCTOSATEJILHON PadoThl CTYAEHTOM
Memooduueckue pexomenoayuu no pabome ¢ y4eOHOU 1umepamypou

[Ipu pabGoTe ¢ KHHTOW HEOOXOIMMO TOI00pATh JUTEPATYpPY, HAYUYHUTHCA MPABUILHO €€
YUTaTh, BECTH 3amucu. [ mogbopa nureparypbl B OMOIMOTEKE UCMIONB3YIOTCS al(aBUTHBINA U
CHUCTEMAaTUYECKUI KaTaJOrU.

BaxxHO MOMHUTH, YTO pallMOHAIBbHBIE HABBIKK Pa0OTHI C KHUTOW - 3TO Bceraa Ooblias
SKOHOMHUS BPEMEHHU U CHUJI.

[IpaBunbHBIE TOAOOP YYEOHHKOB PEKOMEHAYETCS MperoiaBaTelieM, YHTAIOIIUM
JEeKIMOHHBIN Kypc. Heobxoammas nutepatypa MOKeT OBITh Tak)Ke yKa3aHa B METOJIUYECKUX
pa3paboTKax 1o J1aHHOMY Kypcy.

N3yuas marepuan mo yueOHUKY, CIEAYyeT MEPEeXOJUTh K CIACAYIOIMIEMY BOMPOCY TOJIBKO
Mociie TPaBHJIBHOTO YSCHEHHUS WPEIbIIyIIero, OMHUChIBAas Ha Oymare Bc€ BBIKIQJAKH H
BBIYUCIICHHS (B TOM YHCJE T€, KOTOpPble B YYCOHHKE OMYIIEHbI WJIM Ha JIEKIMH JaHbl IS
CaMOCTOSITENILHOTO BBIBOJIA).

[Tpu n3ydeHun Tr000M TUCUUTITUHBI OOIBIIYIO M BAXKHYIO POJIb UTPAET CAMOCTOSITEIbHAS
WHANBHUAyaIbHAs paboTa.

Ocoboe BHHMaHUE CleAyeT OOpaTUTh Ha OIpPEACIICHHE OCHOBHBIX IOHATHM Kypca.
CryneHT noibkeH moApoOHO pa3dupaTh MPUMEpPHI, KOTOPHIE MOSCHSIOT TaKUe OMpeeNieHus, U
YMETh CTPOUTh AaHAJOTHMYHBIE MPUMEPHI CamMoCTOATEeNbHO. HyXHO m00MBaTBHCS TOYHOTO
MPEACTABICHUSI O TOM, 4YTO H3ydaellb. [lone3HO cocTaBiATH OMOpPHBIE KOHCHEKTHL [Ipu
M3y4eHUN MaTepuayia Mo y4eOHUKY MOJIE3HO B TEeTpaiu (HA CIEIHMATIbHO OTBEJACHHBIX TOJISX)
JOTIOJHATh KOHCIIEKT JIeKUui. Tam ke clielyeT OTMeuYaTh BOIPOCHI, BBIICJICHHBIE CTYJIEHTOM
JUTsl KOHCYJIBTALUU C TIPETO1aBaTeIIeM.
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BbIBOAIBI, TONTyYEHHBIE B PE3YJIBTATE U3YUYEHMSI, PEKOMEHYETCA B KOHCIIEKTE BBIACIATD,
yTOOBI OHU IIpU NEPCUUThIBAHUN 3anncen JIydlie 3aliIOMUHAJINCE.

OneIT MOKa3bIBA€T, YTO MHOTMM CTYAEHTaM IIOMOTAaeT COCTABJICHUE JIMCTAa OMOPHBIX
CUTHAJIOB, COJIEp KaIllero BaXkHeie u Haubosee 4acTo ynorpediasiemMmble GOpMYJIIbl U MTOHSTHSL.
Takoif TUCT mOMOraeT 3alOMHUTH (POPMYJIBI, OCHOBHBIE TOJOXKEHHUS JICKLUHU, a TAaKKEe MOXKET
CIIYKUTH MTOCTOSAHHBIM CITPABOYHUKOM IJId CTYJACHTA.

UreHne Hay4HOIO TEKCTa SIBIISIETCA YacThIO MO3HABATEIbHOW nesATenbHOCTH. Ee nenp —
M3BJICUCHHE U3 TEKCTAa He0OXoauMoi nHpopmarmu. OT TOro Ha CKOJIBKO OCO3HAHHA YUTAFOIIAM
cOOCTBEHHasi BHYTPEHHsISI YCTAHOBKAa MpPU OOpAICHWH K IEYaTHOMY CJIOBY (HAWTH HY>KHBIE
CBCIACHUA, YCBOUTH I/IH(l)OpMaHI/IIO MOJIHOCTBIO WJIM YaCTHUYHO, KPUTHYCCKHU IMPOAHATIU3UPOBATH
MaTepHal U T.I.) BO MHOI'OM 3aBUCHUT 3((PEKTUBHOCTH OCYIIECTBISIEMOTO JICHCTBHUS.

Belnenstor uemsipe ochognble ycmano6Ku 6 UmeHuu Hay4Ho20 MEeKCma:

UH(POPMALMOHHO-TTOUCKOBBIHN (3a/1a4a — HAUTH, BBIJICIUTH HCKOMYIO HH(POPMAIIHIO)

yCBauBaromas (YCI/IJ'II/IH HUTaTCId HalpaBJICHbBI Ha TO, yTOOBI KaK MOKHO IIOJIHEE
OCO3HaThb W 3allOMHHUTHh KaK CaMHU CBEACHHS H3JIaracMble aBTOPOM, TaK U BCIO JIOTUKY €ro
paccy>KJIeHH )

AQHAINTUKO-KPUTHUYECKAsl (YUTATENIb CTPEMUTCA KPUTHUYECKH OCMBICIUTh Marepuall,
MIPOaHAIM3UPOBAB €r0, ONPEIETUB CBOE OTHOUICHHE K HEMY)

TBOpUECKasl (CO3JaET y YUTATENsl TOTOBHOCTh B TOM WJIM MHOM BHJIE — KaK OTIPaBHOMN
MYHKT 711 CBOMX pacCykKJeHuM, kak o0pa3 i JeHCTBUS MO aHAJIOTUU U T.II. — UCIOIb30BaTh
CYXJIEHHUS aBTOpa, XOJ €ro MbICIeH, pe3yslbTaT HaONOJCHHS, pPa3pabOTaHHYI0 METOJUKY,
JIOTIOJTHUTH WX, TIOJBEPTHYTh HOBOM MIPOBEPKE).

OcHogHble 6U0bl CUCMEMAMU3UPOBAHHOU 3ANUCU NPOYUMAHHOZO0!

AHHOTHpOBaHHE — TIPEelEIbHO KpaTKOe CBA3HOE OMNKMCAHME MPOCMOTPEHHOM WIn
MIPOYMTAHHON KHHUTH (CTaTbH), €€ COACPIKaHuUs, UICTOYHUKOB, XapaKTepa U Ha3HAuYCHHUS;
[InanupoBanue — KpaTKas JIOTWUYEeCKass OpraHu3alus TEeKCTa, pPacKpbIBaroLIas

coJiepKaHue U CTPYKTYpY U3y4yaeMOro Marepuania;

TesupoBaHue — JIAKOHMYHOE BOCIPOM3BEJICHHE OCHOBHBIX YTBEPXKICHHI aBTOpa 0e€3
MpHUBJICYCHUS (PAKTUIECKOTO MaTepHana;

[{uTupoBaHue — AOCTOBHOE BBINMUCHIBAHUE M3 TEKCTA BBIJCPIKEK, U3BJICUCHHM, Hanboee
CYILIECTBEHHO OTPAXKAIOIIMX Ty WM UHYIO MBICIIb aBTOPA;

KoHcriekTupoBaHre — KpaTkoe M TOCIENOBATENbHOE H3JI0KEHUE COACPIKAHUS
MIPOYNUTAHHOTO.

KOHCIIEeKT — CIOXHBIN CrIOCO0 U3JI0KEHUS COACPKaHNUsI KHUTH WK CTaTbU B JIOTUYECKON
nocleA0BaTeIbHOCTH. KOHCTIEKT akKyMyIHpyeT B ce0e Mpeablaylue BUABI 3allUCH, MTO3BOJISET
BCECTOPOHHE OXBATUTh COAEPKAHNUE KHUTH, CTaThU. [[03TOMY yMEeHHME COCTaBIISATH IJ1aH, TE3UCHI,
JIeaTh BBIMUCKU U APYTHE 3aMUCU ONPEEISET U TEXHOJIOTHIO COCTaBIEHUSI KOHCIIEKTA.

Memooduueckue pexomenoayuu no cCOCMAasIeHUI0 KOHCNeKma:

1. BaumarenbHO mpoudTaiTe TEKCT. YTOYHUTE B CHOPABOYHOM JIUTEpaType
HEMOHATHBIE cioBa. [lpm 3ammcu He 3a0yAbTe BBHIHECTH CHNPABOYHBIC JaHHBIE HA TIOJS
KOHCIIEKTa.

2. Brigenmre rnaBHOE, COCTaBBTE IIAH.

3. Kpatko copmynupyiiTe OCHOBHBIC MTOJIOKEHUS TEKCTa, OTMETHTE apTyMEHTAIUIO
aBTOpAa.

4. 3aKOHCIEKTHUPYUTE  MaTepual, YeTKo cieays nyHKTaM IuiaHa. [lpu

KOHCIIEKTUPOBAHUHU CTapalTeCh BBIPA3UTH MBICIb CBOMMHU CIOBAaMH. 3allMCH CIEAYET BECTH
YETKO, SICHO.

5. I'pamoTHO 3anuceiBaiiTe 1uUTaThl. L{UTHpYs, y4WTBIBAWTE JaKOHUYHOCTb,
3HAYUMOCTB MBICIIH.

B TekcTe KOHCHIEKTa ’KeJIaTeIbHO NMPUBOJUTE HE TOJIBKO TE3WCHBIE MOJOKEHMS, HO U UX
nokaszarenbeTBa. [Ipu opopmiieHMH KOHCIIEKTa HEOOXOJUMO CTPEMHTHCS K €MKOCTH KaXKIO0ro
npenioxkeHus. MpIcnu aBTOpa KHUTH CJelyeT u3JlaraTb KpaTko, 3a00TACh O CTHIE H
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BBIPA3UTENHFHOCTH HAMMMCAHHOTO. YHCIO TOMOTHUTEIBHBIX 3JIEMEHTOB KOHCIIEKTa JOKHO OBITH
JJOT'NMYECKU 06OCHOBaHHBIM, 3a1mucu JOJIDKHBI pacrpeacisiTbCA B onpeaeneHHoﬁ
MOCJIE/I0BATEIbHOCTH, OTBEUAIOIIEH JOTUYECKOM CTPYKType Mpou3BeAeHUs. s yTouHeHus u
JIOTIOJIHEHUSI HEOOXOJUMO OCTABJIATH MOJIS.

OBnaneHre HaBBIKAMU KOHCIIEKTHPOBAHHS TPeOyeT OT CTyJACHTa LEeIeyCTPEeMIEHHOCTH,
MMOBCETHEBHON CaMOCTOSITEIbHON PabOTHI.

Memoouueckue pekomeudauuu 10 NOO20MOBKe K npakmu4eCKum 3aHAmuiAm

Jnsg Toro 4YTOOBl NpPAaKTUYECKHE 3aHATHA NPUHOCWIM MaKCHUMAaJbHYIO IOJIB3Y,
HE00XOIMMO TIOMHUTb, UYTO YNPaKHEHHE U pelICHHE 3ajay MPOBOAATCS MO BHIYMTAHHOMY Ha
JEKUHUAX MaTepHualy W CBSI3aHbl, KaK MPaBWIIO, C JETAJbHBIM Pa300pPOM OTIENBbHBIX BOMPOCOB
JEKUUOHHOro Kypca. CrenyeT NOAYEpPKHYThb, YTO TOJBKO IIOCJIE€ YCBOEHHUS JEKIMOHHOTO
MaTepuaga ¢ ONpPEJEeJICHHON TOUKM 3peHHs (a MMEHHO C TOW, ¢ KOTOpPOW OH H3Jaraercs Ha
JIEKIMSIX) OH OyJIeT 3aKpeIUIsAThCcs Ha JAOOPaTOPHBIX 3aHATHAX KaK B pe3yJbTaTe 00CYKACHUs U
aHaJIM3a JEKIMOHHOTO MaTepHualla, Tak U C MOMOIIBIO PelIeHUs] IPOOJIEMHBIX CUTYyallUii, 3a1ad.
IIpu 5TUX yCcIOBHUAX CTYJEHT HE TOJIBKO XOPOILIO YCBOMT MaTepuai, HO U HAYYUTCS NPUMEHSTH
€ro Ha IpaKTUKE, a TaKXKe IMOJIyYUT OMOIHUTEIbHBIH CTUMYJ (M 3TO OYEHb Ba)XXHO) IUIA
aKTUBHOM MPOPabOTKH JEKIHH.

[Tpu camMOCTOSITETFHOM pEIIeHUH 33/1a4 HY>KHO OOOCHOBBIBaTh KaXKIbIH 3Tall peLIeHUS,
UCXOJs U3 TEOPETHUUECKUX IMOJIOKEHUH Kypca. Eciau CTyIeHT BUIUT HECKOJIBKO IyTEH pEelIeHUs
npo0sieMsl (3aauM), TO HY)KHO CPaBHHUTh MX U BBIOpaTh camblii pauuoHanbHbIA. [lonesno o
Hayaja BBIYMCICHUH COCTaBUThb KpaTKUM IJiaH pemeHus npoOnemMsl (3agauun). Pernenue
MpoOJIEMHBIX 3ajjad WJIM IPUMEPOB CJeAyeT M3Jlarath MoJpoOHO, BBIUMCIICHUS pacroiaraTh B
CTPOTOM TMOpSAJKE, OTAENsAs BCIOMOIAaTElIbHbIE BBIUYMCIEHHS OT OCHOBHBIX. Pemenuss npu
HEO0OXOIUMOCTH HY>KHO COIIPOBOXK/JIaTh KOMMEHTAPUSIMHU, CXEMaMH, YepTeKaMU U PUCYHKAMH.

Crnenyer NMOMHHUTB, YTO pELICHHE KaXa0H ydeOHOW 3ajaud JOJDKHO JOBOJUTHCS [0
OKOHYATEJIbHOTO JIOTMYECKOI0 OTBETa, KOTOPOro TpeOyeT yCIOBHE, M IO BO3MOYKHOCTH C
BbIBOJIOM. [loy4eHHBIH OTBET cieqyeT MpPOBEpUTH CIOCOOAMH, BHITEKAIOUIMMU W3 CYIIECTBa
naHHOM 3amaud. [loje3Ho Takke (eciau BO3MOXKHO) peliaTh HECKOJBKUMH CIoco0aMu U
CPaBHMUTbH IIOJyYEHHBIE pE3yJIbTaThl. PerieHne 3ajad JaHHOTO TUIA HYXXHO IPOJOJDKATH 0
MPUOOpPETEHNUs TBEPIbIX HABBIKOB B UX PELICHUH.

Memoouueckue pekomenoayuu no camonposepke sHaHull

[Tocne n3yyeHus omnpeAeeHHOW TeMbl M0 3alHuciIM B KOHCIIEKTEe M YYEOHMKY, a TaKxke
pELIeHNs] TOCTAaTOYHOTO KOJIMYECTBA COOTBETCTBYIOIIMX 3aJa4 Ha IPAKTHUUECKUX 3aHATUAX U
CaMOCTOSITENIbHO CTYJEHTY PEKOMEHAYEeTCSl IPOBECTH CaMONPOBEPKY YCBOCHHBIX 3HAHUM,
OTBETHB Ha KOHTPOJIbHBIE BOIIPOCHI 110 U3yUYEHHOU TEME.

B cityuae HE0OXOAMMOCTH HYKHO €Ille pa3 BHUMATEIbHO pa300paThecsi B MaTepUae.

WNHorga HEZOCTaTOYHOCTh YCBOEHHUS TOTO WJIM MHOTO BOIPOCA BBISCHAETCS TOJIBKO IPH
M3Yy4YEeHUHU JajbHeiero marepuana. B aToM ciyyae Hazo BEpHYThCS Ha3aJ U MOBTOPUTH IJIOXO
YCBOEHHBIM Marepuasl. BaHbIi KpUTEpUN YCBOEHUS TEOPETHMUECKOTO MaTepuana — yMEHUe
OTBEYATh HAa BOIPOCHI I cOOECEI0BAHNUS.

Bomnpocsl 115 cobecenoBaHust

Ba3oBblii ypoBeHb

1.  TlpeaBaputenbHOE pacCCMOTpPEHUE.
2. Pacnpenenenue 10KyMEHTOB.
3. Perucrpanust 1OKyMEHTOB.
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PaccMmoTpenue 10KyMEHTOB pyKOBOACTBOM.

[lepenada OKyMEHTOB Ha MCIIOJHEHNE.

PaboTa ¢ BHyTpeHHUMH JOKYMEHTaMHU B TOCTUHHUIIE.

Jenonpon3BoacTBO B JpeBHEPYCCKOM roCcyapCcTBeE.

Cucrema npukasHoro aenonpoussozacTsa XV-XVII Bs.

CTtpyKTypa OpraHoB rocyJapCTBEHHOTO YIIPABJICHUS.

0. 3akoHOJaTe’IbHOE PETyIUpPOBaHHUE JOKYMEHTAIMOHHOTO O0ECTIeYeHUs ACATEIbHOCTU B
TOCTHHHIIE.

11. JloxaibHble HOPMATUBHBIE JOKYMEHTHI IPEANPUATHIA Cepbl TOCTUHUYHOTO CEpBHUCA.

12.  Bunbl TOKyMEHTOB: OpraHU3aIl[MOHHbIE, pacoOpsAUTEIbHbIE, THPOPMAIIIOHHO-

CIIPABOYHBIE, IIPUMEHSIEMBIC B IEATEIIBHOCTU TOCTUHHUIIBI.

13.  OcHoBHbIE IpaBHJIa pabOTHI APXHBOB.

14. CucremaTu3zanus JOKYMEHTOB Ha npeAanpusTuu. OOmye npuHIHIb GOPMUPOBAHUS JIEI.

15. Vaudukamnus s3pIKa 1€TOBBIX OyMar.

e SR B

IloBBbINIEHHBIN YPOBEHD

1. OcobenHocTy paboTHI C JOKYMEHTAMH, COJIEPKAIIMMU KOMMEPUYECKYIO TaiHy 1
KOH(UCHIIMALHBIE CBEICHUS.

2. Crannaptuzanus 1 yHU(UKALUs YIPaBICHUECKUX JOKYMEHTOB.

3. SI3BIK M KyJIbTypa JI€J10BOU MEPEIUCKHU.

4.  ABTOMaTHM3auus JOKYMEHTAI[MOHHBIX MpoIieccoB. TpeOoBaHUs K CHCTEME 3IEKTPOHHOTO

JIOKyMEHTOO00O0pOTA.

[TpoTokou: Ha3HAUEHUE, CTPYKTYPa, HOPSIOK OhOPMIICHUS.

6. IlepeueHb HJOKyMEHTOB, 00pa3yOMIMXCS B ACITEILHOCTH OPraHU3AINM ¢ yKa3aHUEM
CPOKOB XpaHEHHUS.

7.  PacnopsbkeHue: Ha3HauU€HUE, CTPYKTYpa, MOPI0K 0POpMIIEHUSI.

8.  HazHadeHue U cocTaB pacloOpsIAUTENbHBIX JOKYMEHTOB.

9.  CocraBienue u opopMICHHE TIPUKA3A.

10. CocraBnenue u opopMIICHHE PACTIOPSHKEHUS, TPOTOKOIA.

11. Haznauenue u cocTaB HH(OOPMAITMOHHO-CITPABOYHON JJOKYMEHTAITUH.

12.  CocraBnenue 1 0pOpMIICHHUE aKTa.

13. CocraBnenue u opopMiIeHUE JOKIATHBIX, CITY>KEOHBIX 3aIHCOK.

14. CocraBienue 1 opopmiIeHHE O0BSICHUTEIBHBIX 3aIHCOK.

15. Pa3pemmrensHas JOKyMEHTALMs ISl OpraHU3aluu AESITEIbHOCTH TOCTUHUYHOTO
NPEAIPUSATHSL.

N

Memoouueckue pexomenoayuu nO HANUCAHUIO HAVYHBIX MEKCMOo8 (00KIA008,
pechepamos, 3cce, HayuHbIX cmameti u m.o.)

[lepen TeM, kak NPUCTYNUTh K HANKCAHUIO HAYYHOI'O TEKCTa, BaXKHO pazo0paThcs,
KAaKOBa MCTHHHAs LEJIb BALIErO0 HAy4HOI'O TEKCTa - JTO MOMOXKET BAM PAa3yMHO PaCIpEe/IUTh
CBOM CWJIBI U BpEMHI.

Bo-nepBbIX, CHaudana HY’KHO OIPENEIUTHCA C MJIEEH HAy4YHOIO TEKCTa, a Ui 3TOro
HEOOXOJUMO HAyUUThCSA JIMOO OTHOCUTHCS K pa3HbIM SBJIECHUSAM M (akTaM HECKOJIbKO
KPUTHYECKH (CBOS WEsd — KaK MHas TOYKa 3PEHUs), MO0 HAyUMTHCS YBJIEKATbCSd KaKMMHU-TO
U3BECTHBIMU HJESIMH, KOTOpble HYXKIAIOTCS B J0paboTke (Maess — Kak ONTUMHUCTHYECKas
MO3MIIMS M HANpaBJICHHOCTh Ha JalbHElIlee COBEPIIEHCTBOBAHUE YXKe H3BECTHOro). Bo-
BTOPBIX, HAYYNUTHCS OPTaHU30BBIBATh CBOE BPEMSI.
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[Mucarp crenyer sSICHO W TMOHATHO, CTapasiCh OCHOBHBIE IOJIOKEHHUS (OPMYIHPOBAThH
YeTKO M HEABYCMBICIEHHO (YTOOBI M camMOMy IIOHSITHO OBLJIO), a TakXke CTPeMsiCh
CTPYKTYpUPOBATh CBOIl TEKCT.

Cucremaruzansi ¥ aHAIU3 W3YYCHHOW IJUTEpATypbl MO MpoOJIeMe HCCIIEIOBAHHUS
MO3BOJISIIOT CTYJICHTY Hamucarh padory.

Pabounii BapuaHT TeKCTa MOKIJIAAa MPEIOCTABISIETCS PYKOBOAWTENIO Ha MpoBepky. Ha
OCHOBEe palouero BapHaHTa TEKCTa pPYKOBOJUTEIb BMECTE CO CTYAEHTOM OOCYXJIaeT
BO3MOKHOCTH JOPAa0OTKH TEKCTa, €ro oopMIIeHHE.

Cmpyxmypa doxnaoa:

— Beenenue (ue Oonee 3-4 crpanui). Bo BBeneHHM HEOOX0IMMO 00OCHOBATh
BBIOOp TEMBI, €€ aKTyaJlbHOCTh, OYEPTUTh O0JIACTb MHCCIIEJOBAaHUS, OOBEKT MCCIEIOBAHUS,
OCHOBHBIE LIEJIH U 33/1a4H UCCIICOBAHUSL.

- OcHOBHasg 4acTb COCTOMT U3 2-3 pasgenoB. B HUX packpbIBaeTcsi CyTh
uccieayeMoi npo0aeMbl, TPOBOJUTCS 0030p MUPOBOH JINTEPaTYpbl U HICTOUHUKOB MIHTEpHET Mo
NPeMETy HWCCIEOBaHUS, B KOTOPOM JIaeTCS XapaKTEpUCTHKA CTEIEeHH pa3paboTaHHOCTH
npoOjaeMbl U aBTOpCKas aHAJIMTUYECKas OICHKa OCHOBHBIX TEOPETUYECKHUX IOAXOJIOB K ee
pemenuro. M3noxeHne MmaTepuaia He JOIDKHO OTPAaHHMYMBATHCS JIHIH OMUCATEITBHBIM ITOIX0I0M
K PpacKpbITHIO BBIOpaHHON Tembl. OHO TakXke JOJDKHO CoJepXkaTb COOCTBEHHOE BHUJCHUE
paccMaTpuBaeMoi IPOOIEMBI M H3JI0KEHHE COOCTBEHHON TOYKH 3PEHUST HA BOSMOXKHBIC ITyTH €€
pereHus.

- 3axmtoueHue (1-2 ctpanuupl). B 3axkimroueHnn KpaTKoO WM3JIaratoTcsl JOCTUTHYThIE
IIPU U3yYEHUH IPOOIIEMBI 1IE€IH, IePCIEKTUBBI Pa3BUTHUS UCCIIELyEMOro BOIpoca

- Cnucok HCHOJb30BaHHOM nuTeparypbl (He MeHblie 10 HMCTOYHUKOB), B
an(aBUTHOM TOpsiAKe, O(OPMIICHHBIH B COOTBETCTBHM C MPHHATHIMU TpaBHiIamMH. B crmcox
UCTIOJb30BAaHHONW — JIUTEpATypbl PEKOMEHIYeTCs BKIOYaThb pabOThl OTEUECTBEHHBIX U
3apyOeKHBIX aBTOPOB, B TOM YHCII€ CTAThH, OITyOIMKOBAaHHBIC B HAYYHBIX JKypHAJIaX B TEUCHUE
MoCJIeTHUX 3-X JIeT ¥ CChUIKU Ha pecypchl ceTu MHTepHeT.

- [Tpunoxxenne (mpu HEOOXOAUMOCTH).

Tpebosanus k opopmnenuio:

- TEKCT C OJHOM CTOPOHBI JIUCTA;

- mpudT Times New Roman,;

- KerJip mpudra 14;

- MEXKCTpPOUYHOE paccTosinue 1,5;

- MoJIs: CBEpXy 2,5 cM, CHU3Y — 2,5 ¢M, clieBa - 3 ¢Mm, crpasa 1,5 cm;
- pedepat n1omKeH ObITh IPECTABICH B COPOLTIOPOBAHHOM BHJIE.

Topsioox 3awumul dokraoa:

Ha 3ammrty noknana otBoauTcs 5-7 MUHYT BPEMEHH, B XOA€ KOTOPOTO CTYJEHT JTOJKEH
MoKa3aTth CBOOOJHOE BIAJIEHHME MaTepUaioM IO 3asBieHHOW Teme. llpm 3ammre moxmanga
MIPUBETCTBYETCS MCTOIB30BAaHUE MYJIbTUMEIUA-TIPE3CHTAIUH.

Jloknam OIEHWBAETCsl MO CIEAYIONUM KPUTEPHSIM: COONIOJICHHE TpeOOBaHWA K ero
odopmIleHHI0; HEOOXOIUMOCTh U JOCTATOYHOCTD ISl PACKPBITUSL TEMbl IPUBEICHHON B TEKCTE
JOKJIana WHGOPMAITUU; YMEHHE CTYACHTa CBOOOJHO M3JIaraTh OCHOBHBIC WJICH, OTPaKCHHBIC B
JIOKIIaJie; CIIOCOOHOCTh CTYJIEHTAa MOHITH CYTh 3aJaBacMbIX IMPEMOAaBaTeNieM U COKYPCHUKAMHU
BOIIPOCOB M C(hOPMYITHPOBATH TOYHBIC OTBETHI HA HUX.

Kpumepuu oyenxu:

Oyenka «omauyHo» BBICTABISICTCS CTYJIECHTY, €CIIA B JIOKJIAZIE CTYACHT HCUEPITBIBAIOIIE,
MOCNIeA0BATEIbHO, YETKO M JIOTMUECKU CTPOWHO U3JaraeT MaTepual; CBOOOIHO CIPaBISIETCS C
3aJladaMH, BOTIPOCAMH W JPYTHMH BHJAMHU NPUMEHCHHUS 3HAHWI; MCIIONB3YeT I HAITUCAHHS
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JIOKJIala COBPEMEHHBIE HayyHble MaTepHalibl; aHAIM3UPYET TMOJIY4YeHHYI0O HH(OpMaIuio;
MIPOSIBIISIET CAMOCTOATEIBLHOCTh NP HAIMCAHUM JTOKJIAJa.

Oyenka «xopowio» BBICTABISIETCA CTYIEHTY, €CIM KauecTBO BBIIOJHEHMS JOKJIaja
JOCTaTOYHO BbICOKOE. CTyIEHT TBEP/I0 3HAET MAaTepHal, FpaMOTHO U 110 CYIIECTBY M3JaracT ero,
HE JIOIIyCKasl CYIIECTBEHHBIX HETOYHOCTEN B OTBETE HA BOIIPOCHI 110 TEME JOKJIAA.

Oyenka «y0oenemeopumenbHoy BBICTABISETCA CTYICHTY, €CIM MaTepuan JOKJIaaa
u3jaraeTcs 4acTHYHO, HO MPOOeNbl He HOCAT CYIIECTBEHHOTO XapakTepa, CTYJCHT JOIYyCKaeT
HETOYHOCTH M OUIMOKH MpPH 3alIUTE J0KJIAAa, TaeT HEJOCTaTOYHO MpaBUIIbHbIE (POPMYIUPOBKH,
HaOJI01al0TCSl HAPYLISHHUS JIOTUYECKOM MOCIIe0BATEIbHOCTH B U3JI0KEHUH MaTepHara.

Oyenka «ney0o61emeopumenvHoy BBICTABISAETCS CTYAEHTY, €CIM OH HEe IHOJATrOTOBUII
JOKJIa[ WU JOIMYCTWI CyllecTBEHHbIe OIMOKU. CTylIeHT HEYBEpPeHHO H3jaraeT MarepHai
JIOKJIaZia, HE OTBEYAET HAa BOIIPOCHI IPETOAaBaTEIIA.

Templ 3cce (pedepaToB, 10KJIaT0B, COOOIIEHUIT)

1. Ponb 10KyMEHTaIIMOHHOTO 0OecTeYeHHs B COBEPIICHCTBOBAHUH YIIPaBICHUS
TOCTHHUYHBIMH MTPEIIPUATUIMH.

2. TlpobiemMbl cOBEPILIEHCTBOBAHMS JOKYMEHTALIMOHHOTO 00ECIIeYeHUs yIPaBICHUS B
COBPEMEHHBIX YCIIOBHSIX.

3. TpynoBoii JOroBOp: MOHATHE, CTOPOHBI, COJIEpKaHUE, CPOKH, popma. OTiaruus ot
Ipa)x1aHCKO-IIPaBOBOT0 10r0BOpPa

4. HOpunuyeckue GopMatbHOCTH U JOKYMEHTHI IPU OTKPHITUU U PETUCTPALIUU

TOCTUHUYHOT'O IPEAIPUATHS

JIoKyMeHTUpOBaHUE MPOIeAypbl MPUMEHEHUS TUCHUIUTMHAPHOTO B3bICKaHUS

OTHKET B CITy’)KeOHOH Mepenucke.

[IpaBuia 6e30macHOCTH pabOThI ¢ TEXHUYECKUMU CPEICTBAMU

3amaiHbple CUCTEMBI JEJIONPON3BOACTBa B Poccun

ABTOMaTH3UPOBaHUE AEIONPOU3BOICTBA, JEJIOBBIX MIPOLEAYP U TOKYMEHTOO00pOTa Ha

npeanpusaTii. OCHOBHBIE KATETOPHUH I10JIB30BATEIIEN CUCTEM aBTOMAaTU3aLUN

JIeJIONIPOU3BOICTBA M JOKYMEHTOO00pOTA.

10. IlepcniekTUBBI pOCCUICKON MHAYCTPUH aBTOMAaTU3aLMH JIEI0IPOU3BOACTBA

LR W

Memoouueckue pexomem)auuu 10 N0020MOBKe K 3a4emam
Hpouenypa 3a4€CTa KaK OTACIIbHOC KOHTPOJbHOC MEPOIIPUATHUEC HE IIPOBOAUTCA.

KonTpoas camocTosiTeJIbHOM padoThl CTYIEHTOB

KonTtpons camocTosiTeIbHOIM paboThl MPOBOAMUTCS MPETMOAABATEIEM B Ay UTOPUH.

[IpenycMoTpeHsl cienyromue BUABI KOHTPOJIA: coOeceloBaHME, OLIEHKA BBINOJHEHHS
JIOKJIaJia U €ro MPE3EHTALNH.

[TonpoOHble KpUTEpUHM OLIEHMBAHUS KOMIETEHUUH mnpuBeneHbl B DOHJE OLIEHOYHBIX
CPEICTB JUIs IPOBEICHUS TEKYIEH U TPOMEKYTOUHON aTTECTALUU.

Cnucok Jureparypsbl 1Jis1 BoinojiHeHust CPC

IlepeuyeHb OCHOBHOI JIUTEPATYPbI
1.Pynenko JI.JI. TeXxHOMOTMM TOCTUHMUYHOM HESATEIBHOCTH [DJIEKTPOHHBIN pecypc]:
yuebHoe mocobue s OakamaBpos/ JIJI. Pymenko, H.II. Osuapenko, A.b. KocomamoB—
DJNIeKTpOH. TeKCcTOBBIe naHHbIe.— M.: JlamkoB u K, Aii [Tu Op Meaua, 2017.— 176 c.— Pexum
nocryma: http://www.iprbookshop.ru/57230.html.— 3BC «IPRbooks»
IlepeyeHb 10NMOJHUTENBLHOI JTUTEPATYPHI
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1. SlukoBuy, 111.A. Jlenonpou3BoJICTBO B KaApoBo# ciyxkoe : yueOnuk / 1. A. SIHkoBuY. -
M. :IOuutu-/lana, 2015. — 161 c.

IlepeyeHb y4eOHO-METOAMYECKOI0 OOecleYeHUsl CaMOCTOSITEJbHOI  PadoThI
o0yyaumuxcs Mo JUCHUILIMHE (MOIYJIIO)
1. Meronuyeckue ykazaHHs MO OpraHU3allMUd CaMOCTOSITENbHON pabOThl CTYAEHTOB IO
JUCHUILINHE «/IOKyMEHTHPOBaHUE Ha MPEANPUATUAX UHIYCTPUHU FTOCTEIPUUMCTBAY.
2. Meroauueckue yKa3aHUsA 10 BBINOJHEHHIO MPAKTHUYECKUX pPAOOT MO JUCIHUILINHE
«/lokymMeHTHpOBaHME HA IPEANPUATHAX UHIYCTPUU TOCTENPUUMCTBAY.
Ilepeyenb pecypcoB MH(OPMAIMOHHO-TEJEKOMMYHHUKANIMOHHOM ceTH «HTepHeTY,
HEe00XO0AUMBIX /1JI51 OCBOCHMS M CUMILIUHBI (MO1YJIs1)
1. http://biblioclub.ru 9bC «YHuBepcurerckas OMOINOTEKA OHIANHY;
2. www.elibrary.ru Hayunas snextponHas 6ubnuoreka e-library;
3. www.library.stavsu.ru DnekTpoHHass OMOJIMOTEKa M AJIEKTPOHHBIN KaTalor Hay4HOM
ouobanorexku CKOY;
4. www.window.edu.ru Wudopmarmmonnas cucrema «EnmHOE OKHO JocTyma K
00pa3oBaTeNbHBIM pecypcam».
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