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Pa6ouas nporpamma cocrasieHa Ha ocHoBe @I'OC BO mo HampaBleHHIO IOATOTOBKH
(cnenmansrocth) 41.03.06 ITyOmHyHas HOMMTHKA M COLMAIbHbBIE HAYKH, YTBEPXKICHHOTO IIpUKa-
3oM MOuH P® ot 20.10.2015 Ne 1174.

PaGouas nmporpaMMa paccMOTpeHa U ooOpeHa Ha 3acenanuu kadenprr I'ocynapcTBeHHOTO
U MYHHIMIIAIBHOTO YIIPABICHHUs M YIpaBleHus rnepcoHanom «31» asrycra 2018 r., mpoTokos
Ne 1.

/ H.P. Bansisckas /
(H.0. ®amunus)

3aB. kadeapoit
(ngonycey)

Pabouas mporpamMma oJ00peHa METOIMYECKOH KOMHCCHEH HHCTHTYTa OKOHOMHKH H
ynpasienust «05» centsops 2018 r., mpotoxon Ne 1.

IIpencenarens <~ /H.P. banbiackas /
nucey) (H.0. Pamunusn)

PaGoyas mporpamMma cocTaBlieHa: JOIEHT Kadeaps! I'ocy1apcTBEHHOTO ¥ MyHHIMIAIBHO-

ro yIpaBJICHUs U YIIPABJICHUS IIEPCOHAIIOM, KaHM. (bHIIOC. HayK, JOLECHT
(OonocrHocms, yuenas ci , yueHoe )

/ O.C. Inugyruna/
(H.0. ®amunus)

Penensent: aupexrop OO0 «MMK-UnaycTpranbHbli Iapk», KaHIUIAT SKOHOMHIECKHX HayK
(OonxcHocme, yuenas c , YueHoe 2)

/ B.B. IpemoB /
(H.0. ®amunus)
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1 Ilesn ocBOEHMSI AUCHMIIJIMHBI

Ilenpr0 OCBOEHUS TUCLMILIMHBI «J{OKYMEHTHUPOBAHUE YIIPABICHUYECKOU NEATEIBHOCTU) SIB-
JAETCA U3YYCHUE TEOPETHUYECKUX M IMPAKTUYECKUX OCHOB CO3[aHUs JOKYMEHTOB YIIPABJICHUS;
rpaMOTHON U 3()()EeKTUBHON OpraHU3aIMH COBPEMEHHOTO JICJIIONPOU3BOJICTBA HA MPEANPUATHUIX
U B OpraHu3anusix.

2 MecTo TUCHMILUIMHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMmbl
MOJArOTOBKM 0akajiaBpa

Jucuumimuza b1.5.13 «/lokyMeHTHpOBaHME YIIPaBIEHUYECKON AESTEIBHOCTH» BXOIUT B
6a30By10 yacTh bioka 1 oOpa3oBaTenbHON MporpaMMbl 10 HampaBiieHuto nmoarotoBku 41.03.06
[Ty6GinyHas NOTUTHKA U COIMANIbHBIC HAYKH

N3yyenue qucuMmImMHbl 6a3upyeTcs Ha 3HAHUAX, MOJTYYCHHBIX B PE3YyNIbTaTe M3YYCHUS
JTUCUUTUTMHBL «Pycckuil s3p1k» B 00beMe cpeHel 0011eo0pa3oBaTeabHON KO

3HaHMSA U YMeHHUsl, MOJTY4YCHHbIC MPU U3YYEHUU aHHOW AMCLUMILIUHBI, OyayT HE0OXO-
JMIMBI TIpH U3y4eHUn «JlemoBbie KoMMyHUKaMn» « TeXHOIOruHM OpraHu3aliy MPOBEICHUS Ty0-
JUYHBIX U HAYYHBIX MEPONPUATHIT», «[[poeKTHas AESITENTbHOCTDY, MIPOXOKICHIUN y4eOHOHN MpaK-
TUKH TI0 TTOJYYSHUIO TMEPBUYHBIX MPO(PECCHOHATBHBIX YMEHUH 1 HABBIKOB, B TOM YHCIIC ITEPBHY-
HBIX YMEHUW W HABBIKOB HAyYHO-HCCIIENOBATEIbCKON IESITENbHOCTH M MPOU3BOICTBEHHOM -
MPAKTHUKH IO MOJTYUYCHHUIO MPOPECCHOHATBHBIX YMEHHH U OTbITa IPOodecCHOHANBHON AESTENLHOCTH.

3 Komnerenuun ody4yarouierocsi, popmMupyembie B pe3yibTaTe 0CBOCHHUS
AUCHUIIMHBI M IJIAHUPYeMbIe pPe3yJibTaThl 00yUeHust

B pe3ynbraTe ocBOEHMS TUCHMILUIMHBI «J{OKyMEHTUpOBaHHUE YIIPABICHUECKOH JesITeNbHO-
CTH» 00y4aroIuiics JOKEH 001a1aTh CIEYIOIUMHA KOMITETEHIUSAMMU:

CtpykTypHBIT
JJIEMEHT [1nanupyemsble pe3yabTaTbl O0yUEHUs
KOMIIETEHINH

OIIK - 2 - Baagenuem o0uieHAYYHOIl TEPMHHOJIOTHEH, yMeHHEM PadoTaTh ¢ OPUTHHAJILHBIMHA HA-
YUYHBIMHM TEKCTAMH M COAEPKAIMMHUCSH B HUX CMBICJIOBBIMHM KOHCTPYKIHUSIMHU

3HaTh — OCHOBHBIC MOHSATHSA U KAaTETOPUHU MOJUTHYECKUX U COIMAJILHBIX HAyK, UX OCHOBHEIC
TPAKTOBKH

— HamOoliee BaXHbIE HAy4YHble W MyOJIMIIMCTUYECKHE TEKCTHl OTEYECTBEHHOM]
MTOJIMTUYECKON U YITPaBIEHIECKOW MBICITH.

— KJIFOUEBHI€ KOHIICTIIMKM W WJAEW, IOCTHIKEHHS OTEUECTBEHHBIX W 3apYyOe)KHBIX|
nccienopareneil B 001acTH TEOPUH M METOJUKH MPHUKIATHOTO COIMOJIOTHYECKOTO U
MTOJIUTOJIOTMYECKOTO MCCIIeTOBAaHUN

YMeTL — pa6OTaTI) C OpHUIMHaJIbHBIMH HAYYHBIMHU TCEKCTaMH W COACPKAIIUMMHCA B HUX|
CMBICJIOBBIMH KOHCTPYKIIUAMU

— MOHMMAaTh, W3JaraTh M KPUTHYSCKH aHAIM3MPOBATh 0a30ByI0 HAydyHYI H
YIPaBICHYECKYI0 HHPOPMAIIHIO

— aJIeKBaTHO TIPUMEHATh OOIICHAyYHbIE TOHATUS W KaTerOpHH JUIA aHAIn3a)

OPHUTMHAJIBHBIX TEKCTOB M PA3IMYHBIX WCTOYHUKOB, CONEPXKAIINX YHPaBICHUYECKYIO

rnH(pOpMAIHIO

— IMPUMCHATH TCOPETHYCCKUEC 3HAHUA B peanLHoﬁ TOIUTHYECKON IIPAKTHUKE HAa YPOBHCE]

aHaJin3a, OKCIICPTHU3bI, KOHCAJITHHIA, MCHC/KMCHTA, OBITH IIOATOTOBJIICHHBIM K

OpraHM3allMOHHO-YIIPABICHYECKOMY BUTy TIPO(ECCHOHAIBLHOMN eI TebHOCTH

BHa}IeTB — HaBbIKaMH HCIIOJIb30BaHUsA 06H_[eHaqu0ﬁ TCPMUHOJIOTUN nu pa6OTI>I C|
OPHUTMHAJIbHBIMUA HAYYHBIMU TCKCTAMH H COACpKAIIUMUCA B HUX CMBICIIOBBIMU
KOHCTPYKIUSAAMU




4 CTpyKTYpa U coJepkaHue JUCUUIIMHbI

OO6mias TpyA0€MKOCTh JUCIUILUIMHBI COCTABIISIET 3 3aueTHbIX enuHulibl 108 akaj. 4acoB, B TOM YHCIIE:
— KOHTakKTHas pabota — 4,4 akaj. Jaca:

— aynudropHas — 4 akaJl. 4acos;

— BHeayauTopHas — 0,4 akaJ. 4acos;

— camocTodTeNbHas pabora —99,7 akaj. 4acos;
- TMOJATOTOBKA K 3aueTy — 3,9 akaJl. 4yacoB.
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1.Tema: TeopeTnueckue OCHOBBI JA€j0- 11 16 - Usyyenue yueOHOTO [IpoBepka  uHIUBUAYAIbHBIX | OITK-2-3y8.
NMPOU3BOJCTBA OPraHU3ALHUH. MaTepHaia, BBIHECEHHOT'O 3aJJaHnH.
WNudopmanus, ee kputepuun. JJOKyMeHT. Ha CaMOCTOSTENBHYIO IIpopa-
PexBusnt noxymenTta. @yHKINN TOKyMEHTA. 0OTKY, TOATOTOBKA
HOpunmuueckas cuina nokymenra. [lemompo- K TEKYIIAM 3aHSITHSIM.
W3BOJCTBO, JOKyMEHTHpoBaHHE. [loKyMmeH- -IloaroToBKa BRICTYIUIEHUI
TallMOHHOE oO0ecmeueHue yrpasieHus. Jlo- C JIOKJIaJIaMHU.
KymeHToobOopoTt. Knaccudpuranms noxymeH- -Hammmcanue KOHTPOJIBHOM
toB. CTaHmapTH3anusi U YHUDUKAIUS JIOKY- paboTHL
MEHTOB. YHHU(UIMPOBaHHAs CUCTEMa JIOKY- - Jlouck JOMONHUTENBHHOM
menTammu (YCJI). Cuctemsl TOKyMEHTAIUH. nHpOpMalM 1O  3aJaHHOM
IIpuntumnel  genonponsBoacTea. HopmaTus- teme (paborta ¢ oubHorpadu-
HO-MeToJuuYecKasi 0a3a JAOKYMEHTHPOBAHUS YEeCKHMMHU MaTepHallaMH, CIIpa-
YIpaBJIEHYECKON AEATENILHOCTH U OpraHu3a- BOYHHUKAMHM, KaTaJoraMH, cJo-
o pa6OTI)I C JOKYMCHTaMH. BapsaMU, 3HIII/IKJ'IOHGIII/I$[MI/I).
2. Tema: O6mue mpaBuja odgopmie- 11 16 - Msyuyenme yueOHoro mate-|[IpoBepka  uHIMBUAYyalIbHBIX | OITK-2-3y6.
HMS1 yIPaBJeHYeCKUX 10KYMEHTOB. pHana, BBIHECEHHOT'O 3aJaHNH.
I'OCT P 6.30-2003 «YHudpuimpopas- Ha CaMOCTOSTEJIBHYIO Ipopa-




AynuTtopHast
KOHTaKTHAas pabota
(B akaz. gacax) dopMa  TEKyIEero KOHTPOJIS
Pa3nen/ tema Bun CaMOCTOSITEIIbHOM P y P
[yCIIEBAEMOCTH u

JIUCLIUILINHEI

Kypc

EeKIMN
mabopar.
BaHATHS

[paKTHY.

BAHATUA
aMOCTOsATeNIbHas pabo-

ra (B akaj. Jacax)

,-‘
I

paboTHI

HpOMC)KyTO‘IHOﬁ aTTeCTallin

HBIE CHUCTEMBI JOKYMEHTAUH. YHUPHUIHPO-
BaHHas cucrema OpraHu3aloHHO-
paclopsIuTeNbHON AOKyMeHTanuu. Tpebo-
BaHUS K O()OPMIICHHIO TOKyMeHTOB". PekBu-
sut 01- ['ocynapcrBennsiii repo PD. Peksu-
sut 02- ['ep6 cyobexTa PO u myHUIIMIAND-
HOro obOpazoBanus. Pexsmur 03 -Dmbnema
OpraHU3alMK WM TOBAPHBIM 3HAK. PEeKBU3UT
04- Kox opranmzanuu. PexBusut 05- Ykasa-
HHE Ha OCHOBHOW IOCYJapCTBEHHBIH PErHCT-
palMOHHBIA HOMED HpennpusaTus. PexBusut
06- Ykazanue Ha MAEHTH(OUKAMOHHBIN HO-
Mep HaJOroIIaTeIbIINKa/KOJ MPUIUHBI TO-
ctaHoBkH Ha yueT. Pexsmsur 07- Konx dop-
MBI JOKYMEHTA. PexBuzut 08-
HaumenoBanue opranmzanuu. Pexsusur 09-
CropaBouHble cBeleHHS 00 OpraHU3aluy.
PexBm3ut 10- HammeHoBanme BHIa HOKY-
MeHTa. PexBusut 11- Jlata noxymenra. Pek-
BU3UT 12- PeructpanmoHHBI HOMEp AOKY-
MeHTa. PexBusur 13- Ccpuika Ha peructpa-
LIUOHHBIA HOMEDP M J1aTy NOKyMeHTa. PexBu-
3uT 14- MecTo cocTaBieHMs WM W3JaHUS
nokymeHTa. PexBusut 15- Cenenus o6 an-
pecare. Pekmzur 16 -I'pud yrBepxkaeHus
nmokymenTa. PexBm3ut 17-Pesomrorus. Pek-
BU3UT 18-3aronoBok k Tekcty. PexBuzut 19-

0OTKY, IIOATOTOBKA

K TCKYIIUM 3aHATUAM.
-IToaroTroBKa BRICTYILICHUIA
C IOKJIaIaMHU.
-Hanucanue
paboTHL

- Ilouck [ONOJHUTENBHOU
nHpOpPMALIMK TI0  33JaHHON
teme (pabora ¢ oubHorpadu-
YEeCKHMMHU MaTepHajlaMH, CIIpa-
BOYHHMKAMHM, KaTajoramH, cio-
BapsaMu, SHHI/IKJIOHCIH/ISIMI/I).

KOHTPOJIbHOM

Kom u cTpyKTypHBIU

PJIEMEHT
KOMIIETEHIIN




AynuTtopHast
KOHTaKTHAas pabota

(B akan. qacax) DopMa  TEKYWIErO0  KOHTPOIIs

yCII€CBA€MOCTU n
HpOMC)KyTO‘IHOﬁ aTTeCTallin

Buz CaMOCTOSITEIbHOM
paboTHI

Pasgen/ tema
IACLUIUIMHBI

Kypc

TIEKLIUK

mabopar.

BaHATUS

[paKTHY.

BaHATUSA
aMOCTOsATeNIbHas pabo-
ra (B akaj. Jacax)

Kom u cTpyKTypHBIU
HJIEMEHT
KOMIIETEHITUU

,-‘
I

OtMmetka o xkouTpoie PexBusut 20- Tekct
nokyMmeHTa. PexBuzut 21- OTmeTka 0 Hanu-
yuy npeanoxenuil. Pexsusut 22- [loanuce.
PexBuszut 23- I'pud cornacoBanus TOKyMeH-
Ta. PexBusut 24- Busel corinacoBaHus JOKy-
MeHTa. PexBusut 25- Ileuats. PexBusut 26-
OtMeTka o0 3aBepeHHH Konuu. PekBuzur 27-
Otmerka 00 wucnonaurtene. PexBuzur 28-
OtMmeTKa 00 MCIIOJIHEHUM JOKYMEHTa M Ha-
npaBjieHud ero B geno. PexBusur 29- Ot-
METKa O MOCTYIJIEHUH JTOKyMEHTa. PEeKBU3UT
30- HWpentudurarop 53IEKTPOHHOW KOMUHU
JOKYMEHTA.

CocraB pPEeKBU3HTOB, HX MECTOPACIIOJNO-
JKeHHe Ha JokyMmeHTe. Dopmymsp-oOpasert
JIOKYMEHTA.

3. Tema: Oco0eHHOCTH cOCTABJIEHHs H |2 16 Uzyuenne yueGHOTO IIpoBepka  mHAMBHAYaNbHBIX | OIIK-2-3y8.
oOpMJICHHSI  OCHOBHBIX  /IOKYMEHTOB MaTepuasa, BBIHECEHHOTO 3aJJaHU.
ylpaBJeHHUs. Ha CaMOCTOSTEIbHYIO IIpopa-

OcHoBHBIE Tpynnsl AoKkyMeHTOB. Hop- 0OTKY, TOATOTOBKA
MaTHBHBIE JOKYMEHTHl TOCYAapCTBEHHBIX K TEKYIIUM 3aHATHUAM.
opraoB. OpraHu3anvoOHHBIE JTOKYMEHTHI -IToaroToBKa BHICTYIUIEHUH
npennpuatus. J{OKHOCTHBIE WHCTPYKITUH. C JOKJIaJlaMHu.
PacnopsautensHble  JOKYMEHTBI IpEIIpH- -Hanucanue KOHTPOJIBHOU
stusi. [IpyuKkaspl 10 OCHOBHOM J€STEIbHOCTH. paboTEHL.

Pacriopsbxenust, perienus. Wubopmaiinon- - llouck JOMOJHUTENHLHOM
HO-CIIPaBOYHbIE TOKYMEHTHI. IIpoTokossl, nHGOpPMALIMK 1O  33JaHHON
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moJiHasi M KpaTtkas ¢opMa ux O(QOpMIICHHS. teme (pabora ¢ oubHorpadu-
Axtel. CrykeOHBIE U OOBSICHUTEIILHBIE 3a- YeCKUMH MaTepuajaMH, cripa-
nucku. CrpaBku. CiayxeOHbIE TOBEPEHHO- BOYHHUKAMH, KaTaJIOTaMH, CIIO-
ctu. [lucema, ux kinaccudukanus, CTpyKTy- BapsIMU, SHITUKJIOTICAUSIMHA).
pa, craHaaptHele (pa3bl U BBIPAKCHHS.
HopMmbl odunmanbHO-IET0BOTO CTHIIS CIY-
JKeOHBIX JTOKyMEHTOB. JleI0Boe MHChMO Me-
XKITyHApOAHOTO obOpasna. dakckl, TenedoHo-
rpaMMel. JloroBopa, koHTpakThl. COBpeMeH-
HBIE CIIOCOOBI M TEXHWKa CO3JaHHs JIOKY-
MEHTOB.
4. Tema: IIpaBuna odopmieHust a0- 16 - Usyyenue yueOHOTO [lpoBepka  uHIUBUAYAIbHBIX | OITK-2-3y8.
KYMEHTOB I10 TUYHOMY COCTaBY. MaTepuasa, BEIHECEHHOTO 3aJIaHUM.
[lonsiTHe W CTPyKTypa NEpCOHAIBHBIX Ha CaMOCTOSTENBHYIO IIpopa-
JaHHbIX. [IpHHAIIEKHOCTE TMEPCOHATBHBIX 0OTKY, TIOATOTOBKA
JAHHBIX: COOCTBEHHHUK, JIep>KaTellb U I0JIb- K TEKYIIUM 3aHATHUSIM.
30BaTeNnb NEPCOHANBHBIX JaHHBIX. CTPYKTY- -IToaroToBKa BBICTYIUIEHUI
pa KaJIpOBOI MH(POPMAaLIMOHHO- C IOKJa/laMHu.
JIOKYMEHTAIIMOHHOM cucteMbl. OdopmieHne -Hanucanue KOHTPOJIBHOM
JIOKyMEHTOB MpH IpPHEME, YBOJIBHEHUHM U paboTsI.
nepeBojie pabOTHUKA HA IPYTYIO JOJKHOCTE. - Ilomck pomomHUTENBHOU
Amnkerta. Tpyzaosle KOHTpakThl. 1Ipukassl 1o nH(pOpMaMd 1O  3aJaHHOM

Tu9HOMY cocTaBy. OCHOBHBIE PEKBH3HUTHI
JOKYMEHTOB M IpaBWja HX OQOpPMIICHUS.
Kparkue cBenenus o npaBuiax opopMiieHus
TPYJOBBIX KHWXKEK, JUYHBIX KAPTOUYEK, JIMY-
HBIX JieJ1 paOOTHUKOB.

teme (paborta ¢ oubHorpadu-
YECKMMH MaTepHallaMH, CIpa-
BOYHHKaMH, KaTajJoramMu, CJI0-
BapsaMu, 3HHI/IKHOHGIII/I$[MI/I).
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5. Tema: Opranu3zanusi JTOKYMEHTO- AV 16 - Uzydyenue yueOHOTO [lpoBepka  wHIUBUAYANbHBIX | OIIK-2-3y6
odopora. MaTepHaia, BBIHECEHHOT'O 3aJJaHuH.
[lonsiTHA MOKYMEHTOOOOPOT W OpTaHU- Ha CaMOCTOSTENBHYIO IIpopa-
3ammg  TOKyMeHTooOopota. HopmaTtuBHO- 0OTKY, TIOATOTOBKA
METOANYECKas periaMeHTanusl JOKyMEHTO- K TEKYIIAM 3aHSITHSIM.
o0opoTta. OCHOBHBIC TpaBWJIa OPTraHU3AIUU -IToaroTroBKa BRICTYILICHHIA
JIOKyMEHT0000poTa Ha mpeanpusatun. Kade- C IOKJIaIaMHU.
CTBEHHBIC XapPaKTEPUCTHUKH JTOKYMEHTO00O- -Hanmcanue KOHTPOJIEHOW
pora. Kiaccudukaiusi JOKYMEHTOIIOTOKOB: paboTEHL.
TOPU30HTAJIbHBIE, BEPTHUKAIBHEBIE, BOCXOIS- - Ilomck  pomomHUTENHEHON
HIKe, HACXO/SIINE, BXOJISIINE, UCXOISINE 1 WHpOpPMALIMK TI0  33JaHHON
BHyTpeHHHE. [lojcuer oObeMa IOKYMEHTO- teme (pabora ¢ oubrorpadu-
obopoTa. YEeCKUMH MaTepHajaMHu, CIipa-
BOYHHUKAMH, KaTaJIOraMH, CJIO-
BapsiIMHU, SHIUKIIOTICAUSIMHU).
6. Tema: OcHOBHBIC TPAaBUJIA OPraHM- AV 19,7 - Uzyuenne yueOHOTO IIpoBepka  mHaMBUAYaNbHBIX | OIIK-2-3y8.
3aUMM padoThl ¢ JOKYMEHTAMM. MaTepHala, BBIHECEHHOTO 3aJJaHnH.
O06paboTka MocTynanmx JOKYMEHTOB. Ha CaMOCTOSITENIFHYIO Ipopa-
ITepBuunas oOpabotka mokymMeHTOB. OOIIHE 0OTKY, TOATOTOBKA
NpaBuila PETUCTPAlMU JTOKYMEHTOB, (OPMEI K TEKYLIUM 3aHSITHSM.
peructpanuu. llepepadya JOKYMEHTOB, pac- -IloAroToBKa BHICTYIUIEHUH
CMOTpeHHEe UX pyKoBojureneM. Ilopsmok C JTOKJIIaMHU.
HanpaBJIeHUs] JOKYMEHTa Ha HCIIOJIHEHHE U -Hanucanue KOHTPOJIbHOU
pabOThl HCIIOJHUTENSA C JOKyMeHTamu. Hc- paboTEHL.
MOJIHEHUE JOKyMeHTa. Bubl U (hopMbI KOH- - llouck JONMOJHUTENHLHOM
TPOJII HMCIOJHEHUs, CPOKOBas KapTOTeKa. nHGOpPMALIMK 1O  33JaHHON
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CucremaTtusanus JOKYMEHTOB B Jiene. Xpa-
Henue 71en. [loaroToBka JOKYMEHTOB K Iie-
penade Ha apxuBHOe XpaHeHue. Kpurepun
OlleHKH OKyMeHTOB. CocraBlieHHE ONHUCel
ned.
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5 O6pa3oBaresibHbIe H HHPOPMAIHOHHBIE TEXHOJIOTHH

Peanuzamus KOMIETEHTHOCTHOTO MOJAXOAa MPeayCMaTpUBAET MCIOJIb30BaHNUE B y4EOHOM
npolecce aKTUBHBIX U MHTEPAKTUBHBIX (POPM MPOBEACHUS 3aHATUH B COUYCTAaHUHM C BHEAYIH-
TOpHOI1 paboToi ¢ 1enblo (OPMUPOBAHUS U Pa3BUTHUS MPOPECCHOHATBHBIX HAaBBIKOB 00yuaro-
IIUXCS.

[Tpu oOyueHuu CTYIEHTOB AUCLHUILUIMHE «J/OKyMeHTHpOBaHHE YIPaBICHYECKON HesTelNb-
HOCTHY CIIEAYET OCYIIECTBIIATD CIEAYIONINE 00pa30BaTEIbHBIE TEXHOIOTHH:

1. TpaguuuoHHble 00pa3oBaTe/bHbIe TEXHOJIOTMU OPUECHTUPYIOTCS Ha OPraHU3alUIo
00pa30BaTeNbHOTO IpoLEcca, MPEANOIaraollyo IpsIMyl0 TPAHCIIALMIO 3HaHUN OT MperojiaBa-
TeNsl K CTYINEHTY (MPEUMYIIECTBEHHO Ha OCHOBE OOBSICHUTEIbHO-WIUTIOCTPATUBHBIX METO/0B
o0yueHus).

Dopmbl yueOHbIX 3AHAMUIL C UCNOTB306AHUEM MPAOUUUOHHBIX MEXHOIOZUIL:

HNudopmanronHas JEKIH — MOCIeI0BATEeIbHOE U3JI0KEHUE MaTepualia B JUCIUILTHHAP-
HOM JIOTHKE, OCYHIECTBIISIEMOE NMPEUMYIIECTBEHHO BepOaTbHBIMU CPEICTBAMU (MOHOJIOT MPEMo-
JlaBaTens).

[TpakTHyeckoe 3aHATHE, MOCBSIIEHHOE OCBOCHHUIO KOHKPETHBIX YMEHUW M HABBIKOB IO
IPEJIOKEHHOMY aJITOPUTMY.

2. TexHoJiorun NpodIeMHOro o0y4eHHs — OpraHu3allvs 0Opa30BaTENBHOIO Ipoliecca,
KOTOpasi MPEAIoIaracT MOCTAHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JAAHHE YYCOHBIX MPOOIIEMHBIX
CUTYallui JAJI CTUMYJIMPOBAHUS aKTUBHOM MO3HABATEIbHON ACSITENEHOCTU CTYIEHTOB.

Dopmbl yueOHbIX 3AHAMUIL C UCNOTLIOBAHUEM MEXHOI02UTL NPOONEMHO20 00YYUEeHUA:

[TpakTrueckoe 3aHsATHE B (DOpME MpaKTHUKyMa — OpraHu3anus yueOHOW paboThl, HampaB-
JICHHasI Ha pellleHue KOMIUIEKCHOM y4eOHO-TIO3HAaBaTeIbHOM 3ajaun, TpeOyrolle OoT CTyAeHTa
MPUMEHEHHUS KaK HAy4HO-TEOPETHUUECKUX 3HAHUI, TaK U MPAKTHUECKUX HABBIKOB.

3. TexHOJIOTHH MPOEKTHOro O0y4YeHHsI — OpraHM3alusi 0Opa30BATENBHOTO MpoIecca B
COOTBETCTBUHU C aJITOPUTMOM MO3TAMHOTO pELICHUS MPOOJIEeMHON 3aJaud WM BBITOJIHEHUS
yuebHoro 3aaanus. [IpoekT npeanogaraeT COBMECTHYIO YUEOHO-TI03HABATEIbHYIO JEATEIbHOCTD
TPYNIbl CTYICHTOB, HANPABIECHHYIO Ha BBIPAOOTKY KOHLEIIMHU, YCTAHOBJICHUE LIeJIe U 3amad,
(OpMyIMPOBKY OKUIAEMBIX PE3YJIbTATOB, ONpEE/ICEHUE MPUHIUIIOB U METOAUK PEIICHUs MOo-
CTaBJICHHBIX 33/1a4, INIAHUPOBAHUE X0J1a PabOTHI, MOUCK JOCTYIHBIX U ONTUMAIIBHBIX PECYpPCOB,
MO3TAIIHYIO peaM3allMIo MIaHa paboThl, IPE3EHTALNIO PE3yJIbTaTOB PabOThl, UX OCMBICICHUE U
peduiekcuro.

OcHogHble munsl RPOEKmMog:

TBoOpueckuil NpPoeKT, Kak MpaBUI0, HE UMEET JETaIbHO MPOPadOTaHHOH CTPYKTYpHI; yueo-
HO-TI03HABaTeNbHAsl JAESITEIbHOCTh CTYJAEHTOB OCYILECTBISETCS B paMKaxX pPaMOYHOIO 3aJaHMs,
HOJUUHSSACH JIOTUKE U MHTEpPEecaM YYaCTHHKOB MPOEKTa, )KaHPY KOHEYHOTO pe3ysbTara (rasera,
¢uibM, pa3aHUK, U3aHNUE, SKCKYPCHUS U T.I1.).

4. UHTepakTUBHbIE TEXHOJOIMU — OpPraHU3alMs 00pa3oBaTeIbHOIO IMpolecca, KOTopas
npeJrnoiaracT akTUBHOE U HEJIMHEWHOE B3aUMOJIEHCTBUE BCEX YYAaCTHHKOB, JOCTH)KEHUE Ha
ATOM OCHOBE JIMYHOCTHO 3HAYMMOIO Ul HMX 0oOpa3oBaTesbHOro pesyibrara. Hapsay co che-
[UAIU3UPOBAHHBIMU TEXHOJIOTHSIMHU TAKOTO POJia MPHUHIIMII WHTEPAKTUBHOCTU IPOCIEKUBACTCS
B OOJIBIIIMHCTBE COBPEMEHHBIX 00pa30BaTENbHBIX TEXHOJIOTUH.

Dopmbl yuedHbIX 3aHAMUIL C UCNOIb306AHUEM CREYUATUIUPOCAHHBIX UHMEPAKIMUBHBIX
mexnono2uii:

CeMuHap-IUCKYCCHS — KOJJIEKTUBHOE 00CYKIEHUE KaKOro-Iu00 CIIOPHOTo BOIIPOca, Mpo-
O51eMbl, BBISIBJICHHE MHEHUH B IrpyIiIe (MeXIpyHNIOBOM TUaIOT, IUCKYCCUs KaK CIIOP-THAaJIor).

5. UudopmMannoHHO-KOMMYHUKALIMOHHBbIE 00pa30BaTe/IbHbIe TEXHOJOTHH — OpTaHu-
3anus 00pazoBaTEIbHOIO MPOLECCa, OCHOBAHHAS HA MPUMEHEHUHU CIEHUATU3UPOBAHHBIX MPO-
IPaMMHBIX CpeJl U TEXHUUYECKUX CPEJICTB paboThI ¢ HH(OpMaLIUEH.

@opmbl y4eOHBIX 3aHATUH C HUCMHOJb30BaHUEM HH(POPMALMOHHO-KOMMYHHUKAIIHOHHBIX
TEXHOJIOTHIA:

Jlexuusi-BU3yanu3aus — U3JI0KEHUE COJEep)KaHUs COINPOBOXKIAETCS Mpe3eHTauuen (Je-



MOHCTpaIMe y4eOHbIX MaTepUaoB, MPEACTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMaX, B T.4.
WITIOCTPATUBHBIX, TpapUUECKHX, ayAN0- U BUIEOMATEPUATIOB).

[TpakTuyeckoe 3anaTHEe B (hopMe Mpe3eHTaluu — NPeACTaBICHUE PE3yIbTaTOB MPOEKTHOM
WINA UCCIIEIOBATEIbCKON JESITENbHOCTH C UCIOJIb30BAHUEM CIEHUAIN3UPOBAHHBIX MPOrpaMM-
HBIX CPEJICTB.

6 YueOHO-MeTOoAHUYeCKOe o0ecedeHne cCaMOCTOATEIbHOI padoThl 00y4a 0 XCsl

IIpumepnaa cmpykmypa u cooeprycanue pazoena:

[To mucumrumHe «/loKyMEHTHpPOBaHME YIPaBICHUECKON IESTENbHOCTH IPEIyCMOTpEHA
ayAUTOpHAsl U BHEAYAUTOPHAS CaMOCTOSTEIbHAs paboTa 00ydaromuXCs.

AynuropHas caMocTosTeNnbHas paboTa CTyJEHTOB MPEAINOJAaraeT BHIITOJHEHUE MPaKTHde-
CKHX pador.

Ilpumepnvie ayoumopnusie npakmuuecxkue paoomot (AIIP):

AIIP Nel «Teopemuueckue 0cHo8bl 0€10RPOU3E00CIMEA OPZAHUIAUUU .
[IpoBoautcs B dopMe cemuHapa Mo OOOOUICHUIO ¥ YIIyOJNEHUIO 3HAHUN MOHATUHHO-
KaTCropruaJIbHOIO amrapara JUCOUIIJIMHBI C 9JICMCHTAMU JUCKYCCHUU.

Onpoc no Matepuanam Jexkuuu 1.

3BOJHOLII/I$I JOKYMCHTA KaK HOCUTCIIA I/IH(l)OpMaLII/II/I. Bo3unukHoBeHnue u Pa3BUTHEC OTCYCCTBCHHO-
ro Jaenonpou3BoacTBa: Jemonpou3Boactso B cpeanue Beka (XI-XV BB.). [IpukazHoe aeaonpo-
u3BojacTBO (XVI-XVII BB.). Komnexckoe aenonpousBoactso (XVIII B.). Munucrepckoe aeno-
npou3BocTBO B Poccuu (XIX - Havamo XX BB.). ['ocyaapcTBeHHOE [IEIONPOU3BOICTBO B COBET-
ckoe BpeMsi. COBpeMEHHOE JeI0NPOU3BOICTBO B PO.

AIIP No2 «Cospemennoe 2ocyoapcmeenHoe pe2yiuposanue 0e1onpou3eoocmea 6 PO».

3aKkoHOAATEILHOE PEryIUpOBaHUE NENOoNpon3BoAcTBa B PO. denepanbublii 3akoH «O0
uHpopManuu, HHHOPMAIIMOHHBIX TEXHOJOTHX H O 3amuTe nHpopManuny». OenepanbHblid 3aK0H
«O xommepueckoii TaiiHe». DenepanbHblid 3akoH «O0 apxuBHOM fene B Poccuiickoit denepa-
nun». denepanpHplil 3akoH «O MepcoHaNbHBIX JaHHBIX». [locTaHoBneHne npaBurenscTBa PO
«[IpaBuya MOArOTOBKU MPAaBOBLIX aKTOB (heJepabHBIX OPTraHOB UCHOJHUTENHHOMN BIACTH M HX
rOCYJapCTBEHHOMN pETUCTpaLun».

HopMaTuBHO-MeTOAMUYECKOE PETYINPOBAHKE JEIONPON3BOACTBA. ['ocy1apcTBEHHas cuc-
TeMa JOKyMEHTAI[MOHHOro oOecrnieueHus ynpasieHus. Oo0mme nonoxenus. O0mme TpedoBaHms
K JIOKyMeHTaM U ciyx6am nokymentannonHoro obecneuenus (I'CHAOY). TOCT P 6.30-2003:
YHupuuupoBaHHbIE CUCTEMbI JOKYMEHTAlMU. YHUQUIMPOBAHHAS CHUCTEMa OpPraHU3allMOHHO-
pacniopsautenbHoil qokymenTtanuu. TOCT P 51141-98 Jlenonpon3BOACTBO M apXUBHOE [EIIO.
TepMuHsbl 1 onpeaeneHus. TumnoBas MHCTPYKLUS MO AETONPOU3BOACTBY B (peliepabHbIX opra-
HaX UCIOJHUTENIbHON BiacTU. IlepedyeHp THMOBBIX yIPaBICHUYECKUX IOKYMEHTOB, 00pa3yIoIIHX-
Csl B ICATEIbHOCTH OpraHU3alHil, C yKa3aHUEM CPOKOB XpaHEHHUS.

AIIP No3 «Tpebosanusn Kk o1ankam 00OKyMeHmMo8 YynpasieHus».

[TpoBoauTcs B hopme cemuHapa mo 0000IIEHUIO U YIITyOJIEeHUIO 3HAHHUM C IIeMEHTaMH JHCKYC-
cun. llonstue u Buabl OankoB. OOmuii 61ank. bnank nmuckma. biaaHk KOHKpETHOTO BHIA J0-
KyMeHTa. brnanku juis paboThl ¢ MHOCTpaHHBIMU KOMMaHusIMH. ['epOoBbIii OnaHK. PekBU3UTHI
Omanka. [IpomonpHOE pacmosioKeHHue PEKBU3UTOB OJIaHKa. YTJIOBOE ()IaroBoe W IEHTPOBAHHOE
pacmooXeHne peKBU3UTOB OJIaHKa.

BrimotHeHNE TIPaKTUUECKOTO 3aJaHus 10 COCTaBIICHUIO YTJIOBOTO M TPOJOJIBHOTO oOpasia
OnaHka.

AIIP Ned «Obwue npasuna oghopmnenus ynpasieH4ecKux 00KymMeHnoe»
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[TpoBoautcst B hopMe ceMHuHapa 1Mo 0O00OIICHNIO U YIITYOIeHUIO 3HAaHUN C 3JIEeMEHTaMH JHUCKYC-
CHH.

Onpoc no Marepuaiam JeKUuu 2.

[IpakTHyeckoe 3HAKOMCTBO ¢ O(OPMIICHHEM PEKBHU3UTOB JOKYMEHTOB yIpaBieHUs, BeimomHe-
HUE KOHTPOJIBHBIX 3aaHUI

AIIP No5 «Cocmaenenue 1udHbIX 0OKYMEHM 08 .
[TpoBomuTcs B opMe ceMruHapa 1mo 00OOIICHUIO U YIITYOJICHHIO 3HAHUH C 3JIEMEHTaAMH JIUCKYC-
cuM. 3asBieHus, aBToOHOrpaduu, pe3roMe, JINYHbIE JJOBEPEHHOCTH, pacnucku. OCHOBHBIE PEK-
BU3UTHI, TIPABUJIA COCTABIICHUS U OQOpPMIICHHSI. BBITOIIHEHNE KOHTPOJIBHBIX 3aIaHHH

AIIPNe6 «Paboma c 0oKymenmamu, cooeprcaujumu KOHQPuoeHyuaibHvle C6e0eHU» .
[lepeuens cBeneHuil KOH(pUICHIMANBHOTO Xapakrepa. [lonsTHe KoMMepueckoi TalHbl. CBene-
HUs, OTHOCSALIMECS K KoMMepueckor TaiiHe. [lopsaok BeneHus aenonpon3BO/ICTBA JOKYMEHTOB,
coJIepKalIuX KOMMEPUECKYIO TailHy. 3aluTa JOKyMEHTOB, COAEPKAIINX KOMMEPUYECKYIO TaliHY.

Ilpumepnsie unousuodyanvrsvie domamnue 3aoanus (H/]3):

HJ[3 Ne 1 «Ponb 00KyMeHmMUpoeanus ynpasieHuecKoil 0eameiabHocmu é pazeumuu oouiecm-
ea».

PexkomeHmammm no cocTaBIeHUIO U TOPAOOTKE KOHCTIEKTA JIEKIIHH.

Paccmotpenue gaHHON TeMbl HEOOXOAMMO HaYaTh C U3YYEHUS] OCHOBHBIX MOHATHIA JAaHHOU JHC-

uuiuinHbl. [lpyu aTom cienyer pazoOpaThCsi ¢ CYIIHOCTBIO KaTeropuu «JloKyMEHTHpOBaHUE.

bonee monpoOHO crneayeT paccMOTPETh CTPYKTYPY, COIEpKaHUe, IeNId U 3aa4l JUCIUILINHBI,

UCTOPHIO DPa3BHUTHUSL JOKyMeHTOooOopora. Jlamee HEoOXOIMMO H3Yy4YHTh COCTaB HOPMATHBHO-

METOUYECKON 0a3bl JOKYMEHTUPOBAHHUS YIIPABICHUYECKOMN AESITETbHOCTH B COBPEMEHHBIX YCIIO-

BUAX X034KcTBOBaHUSA. OTIENBHO CIENYET PACCMOTPETh

CTpaTeruio yrpaBJeHUs JOKYMEHTAMU B OpraHM3alllH, a TaKKe U3y4yuTh (OPMBI COBPEMEHHOU

JIOKYMEHTaL1H.

KiroueBbie c10Ba:IOKyMEHT, JOKYMEHTHPOBAaHUE HHPOPMAIUH, TOKYMEHTHPOBAHUE YIIPABJICH-

YECKOM JesATENIbHOCTH, KIMHOMMCH, MOJMTUKA YIPaBICHHUsSI NOKYMEHTAMH, CTaHJIapTHU3allus,

CTpaTerus ynpaBleHusl JOKYMEHTaMH, YHU(PHUKAIUS.

3aaHue 1715 CaMOCTOSITENIbHOM paboThI:

1. I3yunTh KaTeropuaibHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUH.

3. IloarotoBuThCs K pabote Ha jekiuu no teme 1. [loBTOpuTh BOmpoc: CYIIHOCTh KaTeropuu

«JloxkymeHnTupoBanuey» (yueOHass TMCIUIUIMHA «J[OKyMEHTUPOBAHHE YIIPaBICHYECKOM

JEeSTENIbHOCTHY, IeKIHst Nel). BBITh TOTOBBIM K OOCYXASHHIO 3TOTO BOMPOCA B XO/I€ JICKIIHH.

HJ[3 Ne 2. «Obugue npasuna oghopmiaenusn ynpasienuecKkux 00KyMeHmoe».
PexoMeHaIm 1mo COCTaBJICHHUIO W JOPAOOTKE KOHCIICKTA JIeKIUU. V3ydeHne MaTepruaioB JaH-
HOM TEMBI CleyeT Ha4yaTh C PacCMOTpPEHHUs TpeboBaHUU K OPOPMIICHHIO PEKBU3HUTOB. Takxke
CIIeTyeT U3YYHTh COCTaB PEKBH3UTOB. Jlaiee HEOOXOAMMO pa300paThCs C MPUMEHEHHUEM H pac-
MOJIO’KEHHUEM Ha JIOKYMEHTE PEKBU3UTOB, OMPEICIUTh UX 00IIMe 4epThl U paznuuus. Kpome To-
r'o, HY’)KHO JICTAJIbHO Pa300paThcs ¢ pa3IMUYHBIMA BHIAMH TEKCTA JIOKYMEHTA: TpadapeTHBIN J10-
KYMEHT, aHKeTa, Tabmuia, OaHkK.

KitroueBsie ciioBa: BU3a cOryiacoBaHwsI, Tpu( 03HAKOMIICHHS, JIaTa IOKYMEHTa, 3aT0JI0OBOK

K TeKCTY, HJIEHTU(UKATOP JIEKTPOHHOU KOMUH IOKYMEHTa, MHTEPBaJ, MOJANUCH, MOJIe TOKYMEH-
Ta, PETHCTPAIIMOHHBIA HOMEp JOKYMEHTA, PE30JIONHS, PEKBU3HUT, CTAHIAPTHBIN JTUCT OyMarw,
CCBIJIKa HAa PETUCTPAIMOHHBI HOMEp M JaTy JOKYMEHTa, YAOCTOBEpEeHHE NOKYMEHTa, (opmy-
asp.

3amanue A7 CaMOCTOSITENTbHOM paboThI:

1. U3yunTh KaTeropuaJbHbIN ammapar.
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2. NopaboTaTh MaTepHualbl JEKIUH.

3. IloAroToBUTHCS K CEMUHAPY.

3. [MoaroroBuThCS K pabore Ha JeKnuu 1o TeMe 3. [IoBTOpUTh BOIIPOC: OCHOBHBIC

O0COOCHHOCTH MCIIOJIb30BAHHUSA SI3bIKA B JENOBOU nepenucke (yuyeOHas AucuuIuinHa «/{oxymeH-
TUPOBAHKE YIIPABJICHYCCKOMN IEATCILHOCTHY, JIeKIUsA Ne2). BbITh TOTOBBIM K 0OCYXICHHIO 3TOTO
BOIIPOCA B XO/I€ JICKIUH.

H/[3 Ne3 «Ocobennocmu cocmagienus u ohopmaeHus 0CHOBHBIX 0OKYMEHM OB YRPABICHUA»
PexomeHammu o cocTaBICHUIO U TOPAOOTKE KOHCTIEKTA JIEKIHH.

Paccmotpenune naHHOW Tembl HEOOXOAMMO HauaTh C aHaIW3a OCOOEHHOCTEW OQHIHATBHO-
JIEJIOBOTO CTHJIS TIO CPABHEHHIO C XY0’KECTBEHHBIM, ITyOJUIIMCTUYECKUM, HAyYHBIM, YI€OHBIM,
Pa3rOBOPHBIM CTHIISIMU SI3bIKA.

[Tpu 3TOM HYXHO MTOJIPOOHO M3YUHTH JIEKCUYECKHE 0COOCHHOCTH IOKYyMEHTOB: yIOTpeOIeHne
MapOHUMOB, IJICOHA3MOB, HCIOIb30BaHUE peueBbix kiuiie. [locne 3Toro cieayer paccMOTpeTh
opdorpaduyeckrne 0COOEHHOCTH JOKYMEHTOB: NPUMEHEHHE MPONHCHBIX OYKB B reorpaduuye-
CKUX Ha3BaHUSAX, HAMMEHOBAHUSIX OpraHU3aIHil.

Kpome Toro, HeoOxoauMo oOpaTuTh BHUMaHHE Ha opdorpadudeckue 0COOCHHOCTH TOKYMEH-
TOB: IPUMEHEHHUE MPOIMUCHBIX OYKB B reorpaduueckux Ha3BaHUAX, HAMMEHOBAHUAX OpraHH3a-
i, Tak e cieayer BBIAICHUTH HanOoliee pacrpoCTpaHEeHHbIE B JOKYMEHTAX OIMIMOKH CHHTAK-
CHUCa U MyHKTYalluH: MOPSAIOK CJIOB, COIVIACOBAaHHUE MOMAJIEKAIIET0 U CKa3yeMOro, MpUYacTHHIE U
JieeTpruYacTHbIe 000POTHI, CIIOBOOOPA30BAHUSI.

KiroueBsie cnoBa: ab0peBuaTypa, J1akOHU3M (OPMYIHPOBOK, HEHTpaIbHas IKCIPECCUBHASA OK-
packa si3bIKa, HEOJIOTH3M, O(UIIHATIFHO-AETI0BOI CTHIIb, TOJHOTAa HHPOPMALIUH, CHHOHUMBI, TaB-
TOJIOTUH, (HPA3EOTOTUZMBI.

3aiaHue 1715 CaMOCTOSATEIbHON paboThI:

1. I3yunTth KaTeropuanbHbIi anmapar.

2. lopaboTaTh MaTepHabl JEKLIUH.

3. IlogrotoButhes K pabore Ha nekuuu. [loBroputh Bompoc: opdorpaduyeckue 0coOOEHHOCTH
JOKYMEHTOB (y4eOHas IUCHMIUIMHA «/|OKyMEHTHpOBaHWE YIPaBICHUECKOW IESTEIHLHOCTH,
nexius Ne3). BbITh TOTOBBIM K 00CYKIEHUIO ATOTO BOMPOCA B XO/1€ JICKIUH.

HJ[3 Ned «Ilpasuna oghopmnenus 00Kymenmos no JTuYHOMY COCIAGY>».
[Tpu n3ydyeHun AaHHOHM TEMBbI CTYJAEHTaM HEO0OXOIUMO pa3o0paThCs ¢ MPUHIMIAMHU pa3paboTKu
nporpaMM yrpaBieHusi JokyMeHTamMu. Ocoboe BHUMaHME CleqyeT YIeJIUTh PacCMOTPEHHUIO
IpOLEAYpbl MPOEKTUPOBAHUS U BHEAPEHUS TOKYMEHTHBIX CUCTEM. Takxke CleyeT OCTaHOBUTh-
Cs1 Ha 0COOEHHOCTSIX MOHUTOPHUHTA U ayJIUTa JOKYMEHTHBIX CUCTEM.
bonee neranbHO HEOOXOIMMO PACCMOTPETH CYIIHOCTh J0JITOCPOYHOM MporpaMmbl 00yueHus
HepcoHaia OpraHu3aluy B 00JIaCTH yIpaBJIeHUs JOKYMEHTaMHU U NMPUMEHEHUs 00yJaroIuX UH-
CTPYKLUH, BKIIFOUYasi 00y4arolyt0 HHCTPYKIIMIO CEKpeTapsl.
KnroueBble ciioBa: ayIuT ymnpaBieHUs JTOKYMEHTaMH, KOHBEpPTAllMs, METOJOJIOTUS BHEIPEHMUS,
MUTpausl JTOKYMEHTOB, MOHUTOPHUHT, HaJ€KHOCTh JIOKYMEHTHOM CHUCTEMBI, IPOEKTUPOBAHUE
JOKYMEHTHOM CHCTEMBI, pacCIpeIeNIEHHOE YIPABICHHWE, PEryjIupyrolas cpena, crpaTerus
yIpaBiIeHUS TOKYMEHTaMH.
3agaHue A CaMOCTOSITEIbHON paboThI:
1. U3yunTh KaTeropuajbHbIN ammapar.
2. lopaboTaTh MaTepHallbl JEKIUH.
3. [ToAroToBUTHCS K CEMUHApY.
4. ITonrotoBUThCS K padote Ha neKiuu. [IoBTOpUTH BoIpoc: 001as XapakTepucTHKa
JOKYMEHTHBIX cucTeM (yuyeOHas TUCHUILIMHA «JlOKYMEHTHpOBAaHUE YIPABICHUYECKON J1eATelb-
HOCTHY, JIeKIUs Ne4). BbITh TOTOBBIM K OOCYX/IEHUIO 3TOT0 BOIPOCA B XOJ€ JIEKIIHH.

HJ[3 Ne5 «Opeanuzayus 0oKymenmoooopoma»
PexomeHganmmu o cOCTaBICHUIO M JOPaOOTKE KOHCIIEKTa JISKIIHH.
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B Hauaie cnenyer paccMOTPETh TEPMHUHBI «IEIOIPOU3BOJICTBOY, «IOKYMEHTALMOHHOE
o0ecreyeHne ynpaBiIeHUA», «IOKYMEHTUPOBaHUE MHPOPMALUN», «IOKYMEHTUPOBAHUE YIIPAB-
JICHYECKOH JICATEIIbHOCTIY, «IOKYMEHTOMIOTOKIY, «IOKyMEHTO000pOTY.

Jlanee He0OXOAMMO M3Y4YUTh OpPraHU3ALMI0 TOKyMeHTOo00opoTa. Takke Hy)KHO MOAPOOHO Ipo-
aHAJTM3UPOBATh OCOOCHHOCTHU PAaOOTHI C BXOJSAIIMMHU M UCXOISIIUMH JOKYMEHTaMHU.

Kpome Toro, He00X0AMMO OCTAHOBUTHCS HA U3YYEHUH METOJOB COKPALECHUS I0KyMEHTO000pO-
Ta.

Crnenyer ynenuTb BHUMAaHHUE COACPKAHUIO KOHTPOJIA MCIIOIHEHHS AOKYMEHTOB, €r0 dTamam U
TEXHOJIOTUH.

KnroueBble ciioBa: BHYTPEHHHMH JOKYMEHT, BXOJSAIIMNA JOKYMEHT, JOKYMEHTOO0OPOT, TOKYMEH-
TOTOTOKH, MH(MOPMALMOHHO-TIOUCKOBAs CHCTEMa, MHICKCAIUA JOKYMEHTa, MCXOMASALIMHA JTOKY-
MEHT, KaTajor, 00beM JOKYMEHTO000pOTa, pallMOHAIBHOE IBUKEHHUE JOKYMEHTOB, PErUCTpaLu-
OHHO-KOHTPOJIbHAsI KapTOUKa, perucTpanus JOKyMEHTa, TEXHOJIOIMYeCKas CXeMa JIBUKEHUS J10-
KYMEHTOB, SKCIEIULIM.

3aganue A CaMOCTOSITEIbHON pabOTHI:

1. I3yuuTh KaTeroprajibHBIN amnmapar.

2. lopaboTaTh MaTepHabl JEKLIUU.

3. IloaroroButhes K paboTe Ha JekMU. [IoBTOpUTH BOIpOC: OpraHu3aius J0KyMEHTOo0opoTa
(yaeOHas mucuuiuinHa «J{OKyMEHTHpOBaHHME YIPABICHYECKOW NESTENLHOCTHY, JieKuus NoS).
BBITh TOTOBBIM K 00CYKIEHHIO 3TOI0 BOIIPOCA B XOJI€ JICKIUH.

HJI3 Ne6 «OcHoenble npasuna opeanu3ayuu padomasl ¢ 0OKyMeHmamu»
PexomeHmammm o cocTaBICHUIO U TOPAOOTKE KOHCTIEKTA JIEKIIHH.
Paccmotpenue qanHoi TeMbl HEOOXOMMO HAYaTh C U3YYEHUS POJIH MH(DOPMALMOHHO CIPaBOY-
HOU pabOTHI CITY>KOBI I€TOMPOU3BOICTBA OPTraHU3ALINH.
[Tpu >TOM creayeT oOpaTUTh BHUMAaHUE HA BUIbI, 3TAllbl Pa3pabOTKH, pa3aeiabl HOMEHKIATYPhI-
nen. Takke HEOOXOIUMO YSICHUTH, KaK OCYHIECTBISICTCS TEKYIIee XpaHEHUE TOKYMEHTOB U UX
HCIIOJIb30BaHUE.
UTO 03HAYAIOT WINCT-3aMECTUTENbY, «KapTa3aMECTUTEIb)?
Kpowme Toro, cnenyer oxapakTepu3oBaTh 3KCIEPTU3Y LIEHHOCTH JOKYMEHTOB, KPUTEPUU OLIEHKU
JIOKYMEHTOB, 0(hOpMJICHUE €€ PE3YJIbTAaTOB, pab0OTy IKCIIEPTHON KOMHUCCHHU.
Taxoke cienyer paccMOTpeTb OCOOEHHOCTH NMPOLECCOB MOJATOTOBKH, M3/aHUS, XPAaHEHUS U UC-
M0JIb30BaHNS KOH(QUIACHIMAIBHBIX JOKYMEHTOB. Jlajgee Hy)XHO HM3y4UTh KaHaJIbl BO3MOXHOM
yTeUKU MH(OpMAIK U yTpaThl JOKYMEHTOB. U B 3akitoueHne He0OXOAUMO pacCMOTPETh
TpeOOBaHMS K U3TOTOBJICHUIO, YUETY, UCTIOIB30BAHUIO U XPAaHEHHUIO TePOOBBIX OJIAHKOB.
KiroueBsle cioBa: akT, €0, JOJrOCPOYHOE XPaHEHUE TIOKYMEHTOB, JOCTYII K JOKYMEHTaM,
KOHTPOJIb JIEHCTBUHN, KOHTPOJIb MECTOIOJIOKEHNS JTOKYMEHTa, HOMEHKJIaTypa Jell, ONUCh, IPU-
MEpHas HOMEHKJIaTypa [ell, TEeKyLlee XpaHEHHE IOKYMEHTOB, THMIIOBas HOMEHKJaTypa JIell,
CBOJIHAas HOMEHKJATypa [eJl, YHHUUYTOKEHUE JOKYMEHTOB, JKCIEPTH3a IIEHHOCTH JIOKYMEHTA.
['epOoBbIit OnaHK, rpud orpaHUYEHUs OCTYIA K JOKYMEHTY, 3alllMIEeHHbIH JOKYMEHTO000POT,
KOMMepuecKas TailHa, KOHQUICHIMATbHBIA JOKYMEHT, IPOMBIIIJICHHBIN IIMHOHAX, YTPO3bI J0-
KyMEHTaM, [leHHasi HHpopMaIusl.
3aaHue 1715 CaMOCTOSTEIbHON paboThI:
1. I3y4uuTh KaTeropuanbHbIi anmapar.
2. lopaboTaTh MaTepHabl JEKIUH.
3. IToAroToBUTHCS K CEMUHApY.
4. IloaroroBuTthest K padboTe Ha jekuu. [IoBTOpUTH Bompoc: 3KCHepTH3a LIEHHOCTH JOKYMEHTOB
(yuebHasg aucUUIUIMHA «J{OKYMEHTHpOBAHHE YNPaBIECHUYECKOH NeATENbHOCTHY, JeKIus Neb).
BbITh TOTOBBIM K OOCYKIEHHIO 3TOr0 BOMPOCa B X0OJI€ JIEKIIHH.

15



7 OueHoYHbIE CPeCTBA /ISl IPOBeIeHHUs POMEKYTOYHOM aTTeCTALMHU

a) HﬂaHpreMbIe pe3yJbTaThbl oﬁyqe}mﬂ H OIICHOYHBIC CpeaACTBA AJIsl IPOBECACHUSA l'[pOMC)KyTO‘[HOfI aTTeCcTaluu.

CtpyKkTypHBIT
PYKTYP [Tnanupyemsble pe3yabTaThl 00y-
JJIEMEHT OueHoYHbIE CpEeNCTBA
YEHUS
KOMITCTCHIIH
OIIK-2 - BiajenneM 0GIIEHAYYHON TEPMHHOIOTHEl, yMeHHeM paGoTaTh ¢ OPUTHHAIBHBIMH HAYYHBIMH TEKCTAMH M COAEP/KAIMMMUCS B HUX CMbICJIOBBIMH
KOHCTPYKIUSIMH
3HaTh — OCHOBHbBIE TOHSTHS M KaTErOPUH Teopemuueckue onpocwi:

MOJIMTUYECKUX UM COLUATBHBIX
HayK, UX OCHOBHBIE TPAKTOBKH

— Hamboyiee BaXKHBIE HAYYHBIE W
MyOMIIICTHYECKHE TEKCThI OTe-
YECTBEHHOM  TMOJUTUYECKOW U
YIIPABJICHYECKOU MBICIIH.

— KJIFOUEBBIC KOHIEMIIUA U HJIEH,
JOCTHXKEHHSI OTCYECTBEHHBIX U
3apyOeXHBIX HCCIIe/OBaTeNeld B
obmacTh TEOpHUH W METOIUKHU
MPUKIIAJHOTO COLIMOJIOTMYECKOT0
U TOJIUTOJIOTMYECKOTO HCCIEN0-
BaHUH

ko

~No

10.

11.
12.
13.
14.

15.
16.
17.

18.

Yro Takoe JOKyMEHT, C KaKOH LEJIbI0 OH MOXKET CO3/1aBaTbCsi?

KakoBbI 0COOEHHOCTH JI€I0BOTO OOLECHUS U ITYOIUYHBIX BBICTYIIJICHUN?

KakoBbI OCHOBHBIE TPU3HAKH KJIACCU(UKAIIUU TOKYMEHTOB?

Yro nmoHuMaeTcs noj JOKyMEHTAlMOHHBIM 00€CIIeYeHUEM YIIPaBICHUs?

B yem cyTp cranmapTuzanuu M yHUHUKAMK TOKyMeHTOB? Kakue pa3zpabarbIBaroTCs cTaHaap-
ThI?

Yem orTnmuaercs opopmIiIeHHE PEKBU3UTOB 00I1Iero OjaHKa OT O1aHKa nucbMa?

KakoBbI OCHOBHBIE PEKBU3UTHI, HCIIOIb3yeMbIe /17151 0()OPMIICHHS NIPUKa3a U PACIIOPSIKEHUS.
Kakne (hopmMBl TPOTOKOIOB MOXHO HCIIONB30BaTh B YIPABICHUYECKON AEATEIHHOCTH, B YEM HX
oTnuyue?

VYkakute 0OCHOBHBIE TPeOOBaHMUS K 0(OPMIICHHUIO I€TOBOTO THCHMA.

Kakne KoMIUIEKCHI ~JOKyMEHTallMM BKIOYaeT B ce0s KajapoBas HMH(GOPMALMOHHO-
JIOKYMEHTAI[MOHHAasi cucTteMa’?

B yem ocobenHocTH 0(hopMIIEHHS TPUKA30B 10 JMYHOMY COCTaBy?

Uto moHMMAETCs TOJT OpraHu3aIfeil J0KyMeHToo0opoTa?

Yro Takoe cXeMbl JOKYMEHTO000pOTa, 3a4e€M OHU HY>KHBI?

C xakoii 11e51p10 pa3padaThIBalOTCA MHCTPYKIMH O JEIONPOU3BOICTBY, YTO B HUX HEOOXOIUMO
PEIyCMOTPETH?

VYKa)kKUTe TEXHOJIOTUIECKYIO TI0CIIEI0BATETLHOCTD 3TANIOB PA0OTHI ¢ BXOSIIUMH JOKYMEHTaMHU.
KakoBa nocienoBaTenbHOCTh Onepanuii pu padboTe ¢ BHYTPEHHUMH JOKYMEHTaMH?

C xako#i 11ebI0 MPOBOAUTCA (POPMHUPOBAHUE /€N, KaKHe MPU 3TOM HEOOXOAUMO cOONI0IaTh Tpe-
OoBaHus?

Yro Takoe HOMEHKJIATypa JIeN, C KaKOH IEeNbI0 pa3padaThIBalOTCsl THIIOBBIE HOMEHKIIATYPHI JeIT?




CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-

YCHUA

OneHouHble CpeCTBA

19.
20.
21.
22.
23.
24,
25.

Kakyto nundopmanuio cogepuT HoMeHKIIarypa aein?

Yro noHMuMaeTcs oj IKCIEPTU30H LIEHHOCTH I0KyMeHTa?

Kakue kpurepun UCnob3yroTcs MpU OLIEHKE JOKYMEHTOB?

Kak ocymiectpisiercs npueM-nepeaaya el B apxuB?

Yrto Takoe KOHPUACHIHMAIBHBIA JOKYMEHT?

Kakue ocHOBHBIE yTpO3bl BOSHUKAIOT MPU padboTe ¢ KOHPHUACHIINATBLHBIMU JOKYMEHTAMU?
VYKkaxuTe 0COOEHHOCTH BEIEHHUS JEIONPOU3BOACTBA, 00ECIEUHBAIONIETO yYeT U COXPaHHOCTb
KOH(UIeHIMATbHON UHPOPMALIUU U JOKYMEHTOB.

Uro moHMMAaEeTCs MOJI 3alIUIIEHHBIM IOKYMEHTOOOOPOTOM, 3a CUET Yero MOXeT ObITh obOecreye-
Ha ero 3amura’?

26.

YmeTs

paboTaTh C OpUTHMHAIBHBIMU Ha-
YUHBIMH TEKCTaMH W COJlepiKa-
HIUMHUCST B HHUX CMBICIOBBIMU
KOHCTPYKIHSMHU;

MOHWMATh, HU3JaraTb U KpPHUTHYE-
CKM aHaJM3UpPOBaTh 0A30BYIO Ha-
VUHYIO W YIpPaBICHYECKYIO WH-
(dhopmaruro

aJIeKBaTHO TIPUMEHSATH OOIICHA-
YUYHBIE TIOHATHUS ¥ KaTETOPUH IS
aHaliM3a OPUTHHAIBHBIX TEKCTOB
U Pa3IMYHBIX HCTOYHHMKOB, CO-
JIeprKaIiX yIPaBICHYECKYIO WH-
hopmaruro

MPUMEHSTh TEOPETHYECKHE 3Ha-
HUSI B PEATBHOW TOJHUTHYECKON
NpakTUKE Ha YpPOBHE aHANN3a,

9KCIICPTU3bI, KOHCAJITHHIA, MC-
HCI’)KMCHTA, OBITH IIOATOTOBJICH-
HBIM K OpraHuv3anoOHHO-

yIpaBJIEHYECKOMY BUAY Ipodec-

Komiuiekt TecToBbIX 3amanuii: Nel

1. ®opmymsip — 3T0:

a) ocHOBHas (hopMa JOKyMEHTa, (PUKCUPYIOIIas MPaBOBblE OTHOLIEHUs B J[peBHEpYyCcCKOM rocynap-
CTBE;

6) oco00 BbIeNaHHAs KOXa XMBOTHBIX, IPUMEHSBINASACS B KaueCTBE OCHOBHOI'O MaTepHaia Jyis
nuceMa B J[peBHEPYCCKOM rocyjapCTBE;

B) CaMOCTOSITEIIbHOE MOApa3/ieNieHHe, OCYLIECTBISIONIEE AT0NPOU3BOICTBEHHYIO AEATEIbHOCTD;

T) TUIIOBasi ycToitunBas hopma (0Opaserr) OTIeNIbHBIX HanOoJIee pacpoCTPaHEHHBIX IOKYMEHTOB.

2. YcTaHOBJIEHHE eAMHO00pa3us cocTaBa U (hOpM yNpaBlIeHYECKUX JOKYMEHTOB, CO3/JaBa€MbIX IPH
pELIeHNH OJTHOTUITHBIX YIPABICHUECKUX (YHKIIHI:

a) yHUpUKAIUS;

0) cepruduxanus;

B) KOJMPOBAHMUE;

') JOKyMEHTHPOBAHUE.

3. O0s3aTenbHBIM YCIOBUEM ISl BKIIIOUEHHSI HHPOpPMaLUU B MH(OPMAIIMOHHBIE PECYPCHI, OCYIIIE-
CTBJISIEMOT'O B OPSJIKE, YCTaHABIMBAEMOM OpraHaMH roCyAapCTBEHHOM BIIACTH, SIBJISIETCS €€:

a) CTaHJapTH3aIMs;

0) 3ammra;

B) IOKYMEHTHUPOBAHHUE;

T') BBIKYH F'OCYJJaPCTBOM Y YaCTHBIX JIMII.
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

CHOHAJILHOM JACATCIIBHOCTH.

4. CpencTBoM ycTpaHEHUS «OyMa)KHOTO Oymay SIBISIETCS:

a) KOMIIBIOTEPHU3AIHS JIeTIONPON3BOICTBA;

0) yauduKaInus J0KyMEHTOB;

B) Kiaccu(uKanus JOKyMEHTOB;

I') IPUMEHEHHE Pa3HOCTOPOHHEHN OPTTEXHUKHI

5. 3HaueHue JOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YIIPABICHUS OIPEIeIIACTCS:

a) KOMMYHHUKAIHSIMHU;

0) uacHTH(UKAIUCH;

B) (buKcaruen;

T) CyaeOHBIM pa30upaTeIbCTBOM.

6. B mpaBoM BepxHEM yriy JOKYMEHTOB pacIoJIaratoTcs CIEAYIONUE PEKBU3UTHL: a)
rpu¢ corimacoBaHus;

0) OTMETKa 0 KOHTPOJIE;

B) rpu( yTBEpKICHMS,

T) ajpecar.

7. B 1eBOM BepXHEM YTy JOKYMEHTOB PaCIIOJIaratoTCs CIEAYIOMINE PEKBU3UTHI:
a) Pe30IIOLIHS;

0) OTMETKa O HAJTMYUU MTPUIIOKEHHUS,;

B) OTMeTKa 00 UCIIOJIHUTEIIE;

I') KOJ] OpraHu3alluu.

8. B mpaBoM HIKHEM YTJIy pacHojararoTcsi peKBU3UTHI:

a) OCHOBHOM rocyJapcTBeHHbIN peructpanuonsbiii Homep (OI'PH) ropuanueckoro
TUIA;

0) koa GopMBI JOKYMEHTA;

B) UICHTHU(UKAIMOHHBII HOMep Hanoromiarenbimka (MHH);

I) Tpu¢ OrpaHUYEHHs JOCTYIA K JIOKYMEHTY.

9. B 51eBOM HWJKHEM YTJIy paclioararoTcsi PpEKBU3UTHI:

a) KO/l IPUYUHBI IOCTAHOBKHU HA yYET;

0) OTTHUCK T€YaTH,;

B) BU3HI;
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

I') OTMETKa 00 UCIIOJIHUTETIE.

10. K B3aMMOUCKIIIOYAIOIIUM PEKBU3UTAM OTHOCSATCS:

a) sM0JieMa opraHu3aIui U TOCy1apCTBEHHbBIN Tep0 PD;

0) Ko opraHu3anuu 1 Ko (hOpMbI TIOKYMEHTA;

B) PETUCTPALIMOHHBIN HOMEP JOKYMEHTA U CChbUIKA HAa PETUCTPALIMOHHBIN HOMED U
JaTy JOKYMEHTa;

r) rpud yTBepxkaeHus u neyath.11. Ecnu opranusanus moiBeJOMCTBEHHA OJHOBPEMEHHO HECKOIb-
KHM OpTraHam

yIPaBJICHHS, TO B PA3HBIX CUTYallUAX YKa3bIBACTCSA:

a) HEMOCPEICTBEHHO BBIIICCTOSIIAS OPTaHU3AIINS;

0) camas rjaaBHas BBILIECTOAIIAS OPTaHU3AIINS;

B) He OoJiee TpeX CTeleHel Mo ABeJOMCTBEHHOCTH;

T') HE YKa3bIBa€TCSA HU OJIHA BBILIECTOAIIAS OPTaHU3AIIHS.

12. Jlatoit mokyMeHTa MOKET OBITh J1aTa:

a) ero HaAIMCAaHMs U COTJIACOBAHUS;

0) ero MoJNMUCaHus;

B) €T0 YTBEP)KICHHUS;

T') IPOBEIEHUS 3aceJaHNs, HA KOTOPOM IPUHSTO PEIICHHUE.

13. JIaTbl B JOKYMEHTaX MOTYT OBbITh O()OPMIIEHBI:

a) 22. 08. 1997;

0) 22 aBrycta 1996 rona;

B) 1988. 02. 22;

r) 22 aBrycra 1997 r. 13 vac.45 MuH.

14. Kakue peKBU3HUTHI TOKYMEHTOB MTUIIYTCS, KaK IPAaBHUIIO, OT PYKH:
a) BU3a,

0) pe3otonus;

B) HIOJIITUCH;

T) ajapecar.

15. K xakuM pekBU3UTaM OTHOCSITCS CJIOBa:

a) «BepHo» A)
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

0) «/lnsa cmyxeOHOTO TOJIB30BaHUs» b)
B) «3amedaHus npuiaaraiorcs» B)
r) «IlerpoB M.K. 924-76-40» I)
16. PEeKBU3UT «IOJIUCH)» HA PA3HBIX TOKYMEHTAX BKIIOYAET:

a) TUYHYIO POCIUCH aBTOPa TOKYMEHTA;

0) JINYHYIO POCTIUCH PYKOBOAUTEINS U €€ PACUIH(PPOBKY;

B) yKa3aHUe JOJDKHOCTH, JIMYHYIO POCIIUCH PYKOBOJIUTENS U €€ paciiu(poBKy;

I') yKa3aHue JOJDKHOCTH, HANMEHOBAHHUE OPTaHU3AIHH, JINYHYIO POCIIHCH PYKOBOIUTEIS,
ee pacmudpoBKy.

KomruiexT TectoBbix 3aganuii: Ne2

1. Kakoe cokparmienue spisercs abOpeBUaTypoi:

a) AI'3 MUC PO;

6) Mocanepro;

B) cTarsius;

) o/M, 11/0.

2. C1oBo, KOTOpoe 0003HaYaeT HOBOE MOHATHE, YIIOTPeOIsieMoe B JOKYMEHTaX, —

3TO:

a) ab0OpeBuatypa;

0) CHHOHUM;

B) HEOJIOTU3M;

T') apXau3M.

3. OtOepute NpUHIMII OPHUITMATHHO-IETOBOTO CTHIISA JOKYMEHTAIUH

a) IpeJOCTaBJIEHUs] MAKCUMAJIbHO BO3MOXKHOW MH(pOpMaLnY;

0) IpUMEHEHHUE CIIOB «MBI BBIITOTHUMY, «SI CIIENIAI0N;

B) OrPaHMYEHHOCTH B TPUMEHEHHH SI3bIKOBBIX CPE/ICTB;

I') IPUMEHEHNE YETKUX OTBETOB «/1a», KHET».

4. JlekcuyecKkoe COKpalieHe CI0Ba, YIoTpeOIseMoro B JOKYMEHTaX — 3TO:

a) abOpeBuatypa;

0) CHHOHUM;

B) HEOJIOTU3M;
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

T') MTApOHUM.

5. UTo He OTHOCHUTCS K O(UIIMATBHO-ACITIOBOMY CTHIIIO JOKYMEHTA:

a) aJIpeCHOCTHh MUH(OPMAIIHIH;

0) TemMaTHuYecKasi OTPaHUYCHHOCTh B IPUMEHEHHH SI3BIKOBBIX CPEJICTB;

B) IIpeI0CTaBICHNE MAKCUMAIILHO BO3MOKHOM HH(OpMaLIUK;

I') yHU(UKALUS TOKYMEHTA.

6. K mpaBuiiam J1e10BOro 3TUKETa OTHOCSTCS:

a) HETOPOIUIUBOCTh C OTBETOM;

0) 6;1arogapHOCTH 32 OTBET WJIU JCHCTBUE;

B) OOCTOSITENILHOE H3JI0KEHUE JOKYMEHTA,

) YMEHHE CIyIIaTh APYTHX JIIOJCH.7. B KakOM JOKYMEHTE UCIOIb3YIOTCS CJI0BA ... B POTHBHOM
ciydae Bam Oynyt

MpeabsBIEHBI ITpadHbIE CAHKIIUN» B KAU€CTBE S3bIKOBOM (DOPMYIIBI, KaK pe3yibTara
YHH(PHUKAITUU SI36IKOBBIX CPEJCTB:

a) B TapaHTUHHOM MHCHME;

0) B peKJIaMalliOHHOM ITUCHME;

B) B UH(OPMAIIIOHHOM MHCHME;

I) B IMCbME-HAIIOMHUHAHUH.

8. CnoBa, KOTOpbIE CTAaHOBSTCS HEO(PUITHAILHBIM 3aMEHUTENIEM TEPMHUHA U UX MPUMEHEHHEB JOKY-
MEHTax HEJOIyCTUMO, — ITO:

a) NpoeCCHOHATIN3MBI;

0) CHHOHUMBI;

B) HEOJIOTU3MBI;

I') IaPOHUMBI.

9. 3aKOHYEHHBIN B CMBICIIOBOM OTHOIIIEHUH OTPE30K TEKCTA, MO3BOJISIONINI YCTAHOBUTD
3HAUEHUE BXOJSAIIETO B HETO CJIOBa WK (hpa3bl — 3TO:

a) aHHOTAIIHS;

6) pedpepar;

B) KOHTEKCT;

T') KOHCIIEKT.
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

10. Perynupyrormas (1eaTeIbHOCTb OpraHu3aIlyii) cpea BKII0YaAeT:

a) rOCYJIapCTBEHHBIE CTaHAAPTHI;

0) 0OIIeCTBEHHBIC OXKUIAHUS;

B) PEKOMEHJAINH, OTPaXKaroLI1e 1EPETOBOM OIBIT;

') HOpPMaTUBHbIE TOKYMEHTBI, OTpaXaroliue JesTeIbHOCTh OPraHUu3alllu.

11. IlonuTHka ynpaBiieHUs JOKYMEHTaMU OPTaHU3alMH [T03BOJISIET:

a) MOBBIIATH YPPEKTUBHOCTD JIEATEIBHOCTH OPraHU3alINN;

0) coOnronarh TpeOOBaHUS 3aKOHO/IATENbCTBA U PETYIUPYIOLIEH Cpebl;

B) N30€XaTh PUCKOB MPEANPUHUMATEILCKON AESITEILHOCTH, CBI3aHHBIX C JOKYMEHTaMH,

T') COXpaHATh MaMATh OpPTaHHW3AIMK, WHIWBHIA M oOmiectBa.l2. K mpuHmmnam pa3paboTku mpo-
rpaMM yTIpaBJieHUs TOKyMEHTaMU OTHOCUTCS:

a) OIIEHKA PHUCKOB, CBSI3aHHBIX C OTCYTCTBHEM O(UIIHAIBHBIX IOKYyMEHTOB;

0) ompezeneHue MpaBUil CO3/1aHUs METaIaHHbIX O JOKYMEHTaX;

B) o0ecrieueHre XpaHeH!s! IOKYMEHTOB B O€30M1aCHOM U 3alUILIEHHON CpeLe;

T') ompesesieHne BO3MOKHOCTEH MOBBIIIEHUS Y3PPEKTUBHOCTH PabOThl OpraHU3aluu

B pe3yJIbTaTe Kau€CTBEHHOT'O YIIPaBJIECHUS JOKYMEHTaMHU.

13. PacnipeieneHrie OTBETCTBEHHOCTH 32 IOKyMEHTAIlMOHHOE 00ecrieyeHne ypaBieHus
MIpeIoaraeT OTBETCTBEHHOCTb:!

a) BCeX COTPYAHMUKOB OpTaHU3aINH 32 ;

0) CUCTEMHBIX aIMUHUCTPATOPOB 32 ;

B) PYKOBO/ICTBA OpraHU3aIlH 32 ;

T) cekperapen 3a .

14. Eciiu 1OKyMEHT SIBJISETCS T€M, YeM JIOJDKEH OBITh; CO3/IaH WMJIM OTIPaBJIEH JIUIIOM, YHOJIHOMO-
YEHHBIM Ha 3TO0, & TAKXKE B TO BPEMs, KOTOPOE YKa3aHO Ha JOKYMEHTE, TO 3TO 03HAYAET €r0:
a) IOCTOBEPHOCTb,

0) LIETTOCTHOCTb,

B) ayTCHTUYHOCTD,

T') IPUTOAHOCTb JUJISl UCTIOJIb30BaHMS.

15. Crparerust BHeIpeHUsI JOKYMEHTHBIX CUCTEM IIPEAYCMATPUBAECT:

a) IPOEKTHUPOBAHUE TOKYMEHTHBIX CUCTEM;
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

0) OATOTOBKY COTPYJTHHKOB, Pa0OTAIOIINX C JOKYMEHTAMH,

B) COOTBETCTBHUE JOKYMEHTOB PETyJIUPYIONICH cpelie;

I') KOHBEPTAIMIO JOKYMEHTOB B HOBBIC JIOKYMEHTHBIE CUCTEMBI, (POPMATHIL.

16. CiocoGHOCTh TOKYMEHTHOM CHCTEMBI JUTUTEIBHO U PABUIBHO (PYHKIIMOHUPOBATH
B COOTBETCTBHUH C TPEOYEMBIMH MPOLICAYPAMHU O3HAYACT €e:

a) HaJEKHOCTb;

0) >3 dexTuBHOCTS;

B) LIEJIOCTHOCTb;

I') KOMIUIEKCHOCTb.

17. CiocoGHOCTh JOKYMEHTHOW CUCTEMBI IPEOTBPAIATh HECAHKIINOHUPOBAHHbBIE
JOCTYII K JIOKYMEHTaM, UX YHUYTO)KCHUE, U3MCHECHUE WJIH MIEPEMEIICHUS 03HAYACT ee:
a) HaJIe)KHOCTh;

0) >3bdexTuBHOCTS;

B) LIEJIOCTHOCTb;

I') KOMIUIEKCHOCTB.18. MeTo0I0THsI MPOSKTUPOBAHKS ¥ BHEIPEHUSI JOKYMEHTHBIX CHCTEM BKIIIO-
qaer:

a) aHaJU3 JEJI0BOM NeATETbHOCTH OpraHu3alluy;

0) OIEHKY CYIIECTBYIOIINX JOKYMEHTHBIX CUCTEM;

B) MOHUTOPHUHT, OLIEHKY, KOPPEKTHPYIOIINE JeHCTBUS;

T') IpeKpalieHne MPUMEHEHHS JOKYMEHTHBIX CHCTEM.

19. O6bexkTamMu yHU(PUKALMK U CTAaHAAPTU3ALMU B YIPABICHYECKOH 1€ATEIbHOCTH
SIBIISTEOTCSI:

a) TepMUHBI, UCIIOJIb3YEMbIE ITPU paboTe C yrpaBieH4YecKkoil nHdopMaruei;

0) opraHu3alMOHHbIE CTPYKTYPBl OPraHU3aNH, yUpekKISHUH U TPEANPUATUIN;

B) yIipaBiieHuecKre (yHKIUY;

I') yIipaBJieHYecKas JOKyMEHTALHsL.

Bnanets

HaBBIKAMHU MCIIOJIb30BaHUs OOIIeHa-
YYHOH TEpPMHHOJIOTHH M PaboTHI C
OpUTMHAIbHBIMA HAyYHBIMM TEK-

[IpakTrueckue 3aanHus:
Kpoccsopn 1.
1o ropusonTanu: 1) 3anuch MHGOpPMAIMK HA Pa3IMYHBIX HOCUTENSX M0 YCTAaHOBJIEHHBIM NPaBUIIaM;
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

CTaMU U COACpKAIIUMUCA B HHUX
CMBICJIOBBIMH KOHCTPYKIIUAMHA

2) yCTaHOBIJIEHHE KOJHMYECTBA U COCTaBa JOKYMEHTOB B €IMHMIIAX yueTa W (hUKcalus NpUHAICK-
HOCTH Ka)KJIOW €JMHHUIIBI yUeTa K ONpPeIe]IECHHOMY KOMIUIEKCY M O0IIEMY UX KOJMUYECTBY B YUETHBIX
JOKYMEHTax; 3) y4eTHbIH JOKYMEHT, COJepKallluii Ha3BaHUE, CBEIEHHU O KOJIMYECTBE, COCTaBe J0-
KyMEHTOB (DOH/Ia 1 MECTE €ro XpaHeHHs, IPeIHa3HAYCHHbIH I EHTPATN30BAHHOTO y4YeTa JIO0KY-
MEHTOB; 4) nepeueHb O(PUIUAIBHBIX HAMMEHOBAHUIN XpaHAIIMXCS, BEIOBIBIIUX U ITOCTYNAOLIUX ap-
XMBHBIX (DOH/IOB B MOPS/IKE BO3PACTAHUS IPUCBOCHHBIX UM HOMEPOB; 5) MPEIyCMOTPEHHBIE HOpMa-
TUBHBIMU JJOKYMEHTAaMH YCJIOBHS HMCIIOJIb30BAaHUS apXUBHBIX M KOH(PUICHIHAIbHBIX JTOKYMEHTOB;
6) mudpoBoe W/ MM OYKBEHHO-IIU(PPOBOE 0003HAYCHHE JIela B HOMECHKJIATYpEe JeNl OpPTaHU3aIlHH,
HAaHOCUMOE Ha ero oOJO0XKY; 7) CBOMCTBa JOKYMEHTa, 00YCIIaBIUBAIOIINE €ro KyJIbTYpHOE, Hayy-
HOE€ M T.II. 3Hau€HUE; 8) BOCCTAHOBJECHUE IEPBOHAYAIBHBIX MM OJM3KUX K IEPBOHAYAIbHBIM
CBOWCTB M BHEUIHMX NPU3HAKOB apXMBHOTO JOKYMEHTA, [OJBEPIIIEroCcs MOBPEXKIACHUIO WUIM pa3-
pYLIEHUIO; 9) CPeCTBO TUPAKUPOBAHUS TOKYMEHTOB; 10) yueTHbIH TOKYMEHT, COJAEp KAl nepe-
YeHb JOKYMEHTOB JieJla ¢ YKa3aHHUEM IMOPAJKOBBIX HOMEPOB JOKYMEHTOB, UX UH/IEKCOB, Ha3BaHUI,
JaT, HOMEpPOB JHCTOB; 11) nmpruMeHeHne HHPOPMAUU TOKYMEHTOB B KYJIbTYPHBIX, HAYYHBIX U T.II.
LeJIAX, a TaKXKe 71 00ecreyeHns 3aKOHHBIX IIPaB U MHTEPECOB rpaxiaH; 12) cnpaBOYHUK, B KOTO-
poM MHQOpMAIH O TOKYMEHTaX paciioyiokeHa B COOTBETCTBHM C BHIOPAaHHOM CXeMOM KilacCU(pUKa-
1uuy; 13) TOKyMEHT, MOJHOCTBIO BOCHPOM3BOAALIMNA MH(OPMAIMIO MOUIMHHOTO JOKYMEHTa U BCe
€ro BHEIIHWE MPU3HAKU WM 4acTh UX, HO HE MMEIOLIUN IOpUINYECKON CUilbl; 14) nu3MeHeHue mnep-
BOHAYAJIbHBIX (PU3UKO-XUMHUYECKUX CBOMCTB JIOKYMEHTA I10J BO3JEHCTBHEM BHEIIHUX U BHYTpPEH-
HUX (akTopoB; 15) mepBblil WM eIMHUYHBIN SK3eMIUISIp 0QULIHATBHOIO T0KYMEHTa; 16) ropuanye-
CKOe WM (pU3MYECcKOe JIUIIO, B JESITEILHOCTH KOTOPOro o0pasyeTrcs NOKyMeHTanbHbI (onm; 17)
CPEJICTBO XPAHEHHUS TOKYMEHTOB.
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

ITo BepTukanu: 1) ABM)KEHHE TOKYMEHTOB B OPraHM3allMU C MOMEHTA UX CO3JaHUs MU MOJIYYEeHUs
JI0 3aBEpIICHUS MCIOJHEHUS WM OTHpaBiieHus; 18) 3amuch yyeTHBIX JaHHBIX O JOKYMEHTE IO ycC-
TaHOBJIEHHOM (opme, pukcHupyromas (HakT ero co3JaHus, OTIPABICHUS WM NodydeHus; 19) noky-
MEHT WJIHA COBOKYITHOCTb JJOKYMEHTOB, OTHOCSIIUXCSI K OJTHOMY BOIPOCY WJIM YYaCTKY AESITEIbHO-
CTH U TIOMEIIEHHBIX B OTACNIBbHYIO 00J0KKY; 20) opraHu3aius Wid CTPYKTYpHOE ToJipa3JieiicHue,
OCYILECTBISIOLIEE JJINTENBHOE WM MOCTOSIHHOE XPAHEHUE OKOHUYEHHBIX JOKYMEHTOB C LENBI0 UX
HCIOJIb30BaHus; 21) cpecTBO KaCCOBOM OPITEXHUKH; 22) KONUS YacTH TEKCTa JOKyMeHTa, ohopm-
JIeHHas B YCTAHOBJIEHHOM MOpsJKe; 23) CpeAcTBO M3rOTOBIEHHS M300pa3UTENbHBIX JOKYMEHTOB;
24) cnenuanbHO 000pY/IOBaHHOE MOMEIICHUE NIl XpPaHEHUS! apXUBHBIX JOKYMEHTOB; 25) MOBTOp-
HBIA SK3EMIUISIp MOUIMHHUKA JOKYMEHTa, UMEIOUIMHA IOpUANYECKYI0 cuily; 26) (usnueckoe WiH
IOPUJIMYECKOE JIMIIO0, CO3JIaBIliee JTOKYMEHT; 27) o(HIMaNbHBIA JOKYMEHT, UMEIONUN FOPHINIe-
CKYI0 CHJIy U coJep aliuil MHpopMaIuio o mpeaMere 3arnpoca, ¢ yka3aHueM IMOMCKOBBIX JaHHBIX
JIOKYMEHTOB; 28) 0TOOp JOKYMEHTOB Ha XpaHEHHE WJIM K YHHUUTOXKEHHIO, a TaK)K€ YCTaHOBJICHHE
CPOKOB UX XPAaHEHUS HAa OCHOBE NPUHATHIX KPUTEPHUEB.

Kpoccropn 2.
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CTpyKTypHBII
DJIEMEHT

KOMIICTCHIIN U

[Tnanupyemsble pe3ynbTaThl 00y-
YCHUS

OneHouHble CpeCTBA

Ilo ropuzontanu: 1) HOPMAaTUBHBIA JOKYMEHT, COJEpXAILUil CHCTEMaTH3HPOBAHHBIM IEepeyeHb
CTPYNIIMPOBAHHBIX HAaMMEHOBAHUN OOBEKTOB M NPHCBOCHHBIE MM KOIbI; 2) HOPMATUBHBINA JOKY-
MEHT, 3aKperIsSIoIni YHU(PUKALUIO IEJONPOU3BOJCTBA; 3) (pUKcalus Ha MaTepUaIbHOM HOCHUTENE
“H(pOpMaIIUU C PEKBU3UTAMHU, MTO3BOJISIONINMH €€ UACHTU(UIIMPOBATE; 4) YCTAaHOBJICHHE €TUHO00-
pa3ust cocraBa M (popM YIpaBlIEHYECKUX JTOKYMEHTOB, CO37aBAEMBIX NPHU PEIIEHUH OJHOTUITHBIX
yIpaBleHYECKUX PYHKIMI; 5) nHPopManus, GUKCHPOBaHHAsS Ha KaKOM-JIMOO MaTepHallbHOM HOCH-
TeJe.

[To BepTukanu: 1) undposoe o603HaUeHHE POPM JOKYMEHTOB B XOJ€ COCTaBIEHUS KilacCU(pUKATO-
poB uH(popmaruy; 6) udpoBoe 0003HaAUEHHE, SIBISAIOLIEECS IIEMEHTOM UACHTU(DHUKAIMH 00bEKTOB
B XOJI€ UX KJIacCU(pUKAIUK; 7) MEXIyHAPOIHBII JJOTOBOP M0 ONPEAEICHHOMY BONpPOCY; 8) OpraHu-
3alMsl WM CTPYKTYPHOE TMOJpPA3/AEIEHUE, OCYILECTBIISIONIEE JOJTOBPEMEHHOE WM IOCTOSHHOE
XpaHeHHe OKOHYCHHBIX JIeT; 9) BHECEHNE ODKHOCTHBIM JIMIIOM B O(HITHATIbHBIC JOKYMEHTHI 3aBe-
JIOMO JIOKHBIX CBEJCHHUH WJIM UCIPABICHUH, NCKaKAIOMIMX UX JAEUCTBUTENbHOE conepkanue; 10)
CUHOHHUM CJIOBa JIOT0BOp; 11) JOKYMEHT, MOATBEPkKAAIOIINNA COOTBETCTBHE MPOAYKIIMH, TIPOIIECCOB
Y YCIIYT YCTAHOBJICHHBIM TPEOOBAHUSIM.
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0) [opsnok MpoBeaeHNsI MPOMEKYTOYHOI aTTeCTAlMM, MIOKA3ATEIH H KPUTEPHH OLeHNBA-
HUS:
[TpomexyTouHas arTecTanus MPOBOAUTCS B (hopMe 3aueTa Mo BONMPOCAM, OXBATHIBAIOIINE
TEOPETUYECKHE OCHOBBI AUCHUILINHBI «J[OKYMEHTHPOBAaHUE YIIPaBIEHYECKON 1€ATEIIbHOCTU.
3ammTa NpakTHYeCKUX paboT MPOBOAUTCS HEMOCPEICTBEHHO HAa IPAKTUYECKUX 3aHATHUSAX.

Kpurepun onienku (B COOTBETCTBHH € (POPMUPYEMBIMH KOMIETCHIUSMH U TUTAHUPYEMBIMH
pe3ysbTataMu 00ydeHus):

Ouyenka «3aumeno» CTaBUTCS 3a MOJHOE U3JI0KEHHUE MOJIyYEHHBIX 3HaHUN B YCTHOW WM
MUCHbMEHHOU (OopME B COOTBETCTBUU C TPEOOBAHUSIMH MpPOrpaMMbl. J[OMycKalOTCsl eIUHUYHBIC
HECYLIECTBEHHbIE OIIMOKH, CAMOCTOSITEJILHO UCIIPaBIIsieMble CTyeHTOM. [Ipu u3noxeHuun orse-
Ta CTYIEHT JOJDKEH CAMOCTOATEIBbHO BBIIEIATH CYLIECTBEHHBIE MPU3HAKUA WU3YYEHHOTO, BBISB-
JSTh IPUYMHHO-CIICACTBEHHBIE CBSI3M, (POPMYIHMPOBATH BBIBOABI M 0000IIEHUS, CBOOOAHO Orie-
pupoBaTh (pakTamH, KCIOIb30BaTh CBEACHHS U3 JOTOJHUTENbHBIX UCTOYHUKOB. OlleHKa CKJia-
JBIBACTCS U3 TEKyIIeH paboThl CTyAEHTa B CEMECTpE, MPOMEKYTOUYHOTO KOHTPOJIS, CaMOCTOS-
TeIbHOU pabOTHI M OTBETE HA «3aUETEe».

Ouyenka «He 3aumeHo» CTABUTCS NPU HENOJHOM OECCUCTEMHOM H3JIO)KEHHU Y4eOHOTrO
MmaTtepuana. [Ipu 3TOM CTyIEHT JOMyCKaeT CYIIECTBEHHBbIC OMIMOKH, HE UCIPABIISIEMbIE JaXKe C
MIOMOMUIBIO MPENOJaBaTelis, a TAK)KE 3a IIOJHOE HE3HAHUE U HEMOHMMaHue MaTepuaia. OueHuBa-
€TCsl KaueCTBO YCTHOM U MUCbMEHHOW peUM, KaK U MPU BBICTABJICHUU MOJIOKUTEIBHOU OLEHKH.

8 YueoHo-MeTOqHYeCKOe U HHPOPMALTHOHHOE o0ecTieyeHre TUCIHILTHHBI

a) OcHoBHas JIUTEpPaTYypa

1. KprokoBa, H. II. JlokymeHTHpOBaHHME YIPABJICHYECKON MAESITEIbHOCTU: Y4eOHOE IOCOo-
oue/Kprokosa H. I1. - M.: HUL] UH®PA-M, 2019. - 268 c.: - (Beicmiee oOpa3oBanue: baka-
nmaBpuar). - ISBN  978-5-16-003134-7. - Tekctr: onexrponnsrii. -  URL:
https://znanium.com/read?id=359359 — Pexxum g0cTyIa: 1O MOAIMKUCKE.

2. Kopnees, 1. K. JlokyMeHTHpOBaHUE YIPABICHYCCKOW NEATCILHOCTH: YYCOHUK W TPAKTH-
kym mis By3oB/ U. K. Kopuee, A. B. [Tmenko, B. A. Mamypues. — 2-¢ usj., nepepad. u
nomn. — Mocksa: WzmarensctBo FOpaiit, 2020. — 384 ¢. — (Beicmiee obpa3oBanme). —
ISBN 978-5-534-04533-8. — Texkcr: osnektponnbii / DBC HOpaiit [caiit]. — URL:
https://urait.ru/viewer/dokumentirovanie-upravlencheskoy-deyatelnosti-testy-v-ebs-
450470#page/1

0) /lonmoJiHUTeIbHAA JTUTEPaTypa

1. Joponuna, JI. A. Opranuszanus ¥ TEXHOJOTUS JOKYMEHTAIIHOHHOTO 00ECIeueHHUs yIpaBlie-
HUS: Y4eOHMK U MpakTukyMm ais By3oB / JI. A. Jloponuna, B. C. Uputukoa. — Mocksa: 13-
narenscTBO FOpaiit, 2020. — 233 c. — (Bricmiee o6pazoBanue). — ISBN 978-5-534-04568-0.
— Tekcrt: anekrponnsiii // DBC FOpaiir [caiiT]. — URL: https://urait.ru/viewer/organizaciya-i-
tehnologiya-dokumentacionnogo-obespecheniya-upravleniya-450483#page/1

2. PaznopoxHbiii, A. A. JIoOKyMeHTHpOBaHUE YIIPABICHUECKON NeATeNbHOCTH: yueO. mocodue /
A.A. Paznopoxusbrii. — Mocksa: MTHOPA-M, 2018. — 304 c¢. — (Bsicmiee o6pa3oBanue: ba-
kanaBpuar). - ISBN  978-5-16-011744-7. - Tekct: osnektpoHHsii. -  URL:
https://znanium.com/read?id=328873. — Pexwum gocTyma: 1mo moImrcKe.

B) Meroanueckne ykazaHnus
Mertonnyeckue ykasanus npuseneHsl B [Ipunoxennn 1

r) [IporpammHoe odecnieuenne u UHTEpHET-pecypcehl:
Ilpocpammmnoe obecneuenue:

Haumenosanue [10 ‘ Ne norosopa ’ Cpok J1eHCTBUS JTUIIEH3UN
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HHTepHeT-pecypcesl

1. HaHI/IOHaHBHaﬂ I/IH(bOpMaI_[I/IOHHO-aHaJII/ITI/I‘leCKaH cucremMa — Poccuiickuid HHIACKC HAY4YHOI'O
mutupoBanus (PUHLL). — url: https://elibrary.ru/projest_risc.asp.

2. Tlouckosas cuctema Axagemus Google (Google Scholar). — url: https://scholar.google.ru/.

3. Wudopmannonnas cucrema — ExnHoe oOKHO JgocTyna K HHGOPMAMOHHBIM pecypcam. — Url:
http://window.edu.ru/.

4. Dnexrponnsie pecypchl Oubmmoreku MITY wum. I'.M. Hocosa. Pexum oOpameHus:
http://magtu.ru:8085/marcweb2/Default.asp (Bxo ¢ BHEIIHEH CETH 110 JIOTUHY U TAPOJII0

Karamnoru. oOparieHus:

5. Poccuiickas T'ocynapcrBenHas OnOIMOTEKA. Pexum

https://www.rsl.ru/ru/4readers/catalogues/

6. Mexynapoanas pedepaTHBHAS U HOJHOTEKCTOBAas CHPaBOuYHAs 6a3a JaHHBIX HAYYHBIX M3-
naHuit «Scopusy. Pexxum obpamienus: http://scopus.com

7. MexayHnapoaHas HayKoMeTpudeckas peepaTUBHAs M MOJHOTEKCTOBas 0a3a JaHHBIX Hayd-
HbIX m3anuit «Web of science». Pexxum obparenus: http://webofscience.com

8. DnexTponnas 6aza nepuopmueckux usfaHmii East View Information Services, OO0
«MBUC». Pexxum obparmenus: https://dlib.eastview.com/

9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue TUCIHUILINHBI (MO1YJIs1)
MatepuanbHO-TEXHUYECKOE 00ecTIedeHHe TUCITUTLINHBI BKIIOYAET:

Tun u Ha3BaHUE Ay JUTOPHUH

OcHareHue ayiuTopuu

VY4eOHble ayIUTOpUU AJISl TIPOBEIE-
HUS 3aHATUHA JEKIIMOHHOIO THUIIA

MynbTUMeIMiiHBIE CPENCTBA XpaHEHHUs, IEpelayd U
IIpeJICTaBIeHNs HH()OPMALIUH.

Y4eOHble ayIUTOpUHN AJISl TIPOBEIE-
HUS TPAKTUYECKUX 3aHATUM, TPyI-
MOBbIX M WHAUBUIYAJIBHBIX KOH-
CyJbTallAid, TEKYIIEr0 KOHTPOJA U
IIPOMEKYTOUYHOM aTTECTALNU

MynpTUMEIUMHBIE CPEICTBA XpAaHEHUsS, IEpeJadud U
IpeJICTaBICHUs] UH(POPMALIUH.

KoMIuieke TecTOBBIX 3aJaHuil JUIsl IPOBEICHUS IPOMEXKY-
TOYHBIX U PYOEKHBIX KOHTPOJIEH.

I[Tomernienus Uig caMOCTOSITENHHOU
paboThl: 00yUJarOIINXCS

[epconanbubie KoMmMmbloTephl ¢ makerom MSOffice, BbI-
X070M B MHTEpHET M ¢ JIOCTYNIOM B 3JEKTPOHHYIO HH-
(dhopmMaIimoHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA

[Tomemenust Uit XpaHEHUsI U TPO-
(GuIaKTHIecKoro  00CITy)KHUBAHUS
y4eOHOro 060py10BaHMS

HIxader 11 XpaHeHus: yueOHO-METOANYECKON TOKyMEH-
Taluu, y4eOHOro oOOpYIOBaHUSA W Yy4eOHO-HATJISTHBIX
nocoOui.
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IIpunoxenne 1
Memoouueckue pekomenoayuu 011 OP2AHUZAUUU CAMOCHIOAMENbHOU PAGOMbL CHLYOEHN08

Iloozomoexa k nexyuu

BaxHbpIM yCl10BHEM OCBOEHHUSI TEOPETUUECKUX 3HAHUU SIBIISIETCS BEJCHUE KOHCIIEKTOB JICK-
LW, OBJIAICHUE HAYYHON TEPMUHOJIOTHEN.

['maBHOE B mepuoOJ] MOATOTOBKHU K JICKIIMOHHBIM 3aHSATHUAM — HAYYHUTHCS METOJaM Camo-
CTOSTETLHOTO YMCTBEHHOTO TPYJ/a, CO3HATEIHHO PAa3BUBATh CBOM TBOPUYECKHE CIOCOOHOCTH U
OBJIaJICBaTh HAaBBIKAMH TBOPYECKON PaOOTHI.

Jlexkmus sBisieTcs BaxHeHeH GopMol opraHu3aiuy yaeOHOro mpolecca, Tak Kak:

— 3HAKOMUT C HOBBIM Y4€OHBIM MaTEpHAIOM

pa3bscHSET yueOHbIe 3JIEMEHTBI, TPYIHBIE JUIsl TOHUMaHUS
CUCTeMAaTHU3HPYeT yu4eOHBIH MaTepual

— OpPHUEHTHPYET B yueOHOM Ipoliecce.

Crnymanue U 3anuch JEKIUH — CII0KHBIN BHJI BYy30BCKOM aynuTOpHOH paboTel. BHuMma-
TEJIbHOE CIYIIaHHE W KOHCIEKTHPOBAHUE JIEKUUW IPEANojaraeéT MHTEHCHUBHYIO YMCTBEHHYIO
JIEATEIbHOCTh CTyAeHTa. KpaTkue 3amvcH JIEKUH, UX KOHCIEKTHPOBAHUE MOMOTAaeT YCBOUTH
yueOHbI MaTepuain. KoHCIEKT sBiseTCs MOJIE3HBIM TOT/Ia, KOT/la 3aliCaHO CaMO€ CYIIECTBEH-
HOE, OCHOBHOE U CIIEJIAHO 3TO CAMHUM CTYJE€HTOM.

He Hano crpeMuthbes 3anucarh JOCIOBHO BCHO JIEKIHIO. Takoe «KOHCIIEKTUPOBAHUEY» IPH-
HOCHUT OOJIbIIIE Bpeaa, YeM IOJIb3bl. 3aIUCh JICKIUH PEKOMEHIYETCS] BECTU MO BO3MOXKHOCTHU
coOCTBEeHHBIMH (OPMYIHPOBKaMU. JKenaTenpHO 3aluch OCYIIECTBIATh HA OJHOW CTpaHUIlE, a
CJIEIYIOIIYIO OCTaBISATH JAJIS MPOpabOTKM y4eOHOro Marepuala CaMOCTOSITEIbHO B JOMAITHHX
YCIOBUSIX.

KoHcnekT nekuuu mydine MoApa3feNaTh Ha IyHKTHI, maparpadsl, coOI0Aas KpacHYIo
CTPOKY. DTOMY B OOJBIION CTETICHH OYyIyT CIOCOOCTBOBATH MYHKTHI TUIAHA JICKIIUH, MPEIJIO-
JKEHHbIE TpenofaBaTensM. [IpuHiunuansaeie MecTa, onpeneiaeHus, opMyibl U JPYyroe cieayer
COMPOBOXKAATh 3aMEUAHHSIMHU «BAXKHO», «0CO00 BAXKHO», «XOPOIIO 3alIOMHUTH» U T.I. MOXHO
JIeNIaTh 3TO U C TIOMOIIBIO PA3HOIIBETHBIX MapKepoOB WK pyuek. Jlydie eciau oHU OyIayT coOCT-
BEHHBIMHU, YTOOBI HE MPUXOAUIIOCH TIPOCUTH UX Yy OJHOKYPCHUKOB M TEM CaMbIM HE OTBJIEKATh HX
BO BpeMsl JIEKLIMH.

[lenecoobpa3no pa3paboTaTh COOCTBEHHYIO «MapKorpaduio» (3HauKH, CUMBOJIBI), COKpa-
nieHust cioB. He nmumHuM OyneT W u3ydeHue ocHOB cTeHorpaduu. PaboTas Hag KOHCTIEKTOM
JIEKIIMH, BCeria He0OXOAMMO UCIOJIB30BaTh HE TOJILKO YU€OHUK, HO U Ty JIUTEPATypPy, KOTOPYIO
JOTIOTHUTEIIFHO PEKOMEHI0Bal JIeKTOp. VIMEeHHO Takas cepbe3Hasi, KpOmoTiuBas padoTa C JeK-
[IMOHHBIM MAaTEPUAJIOM TIO3BOJIUT TITyOOKO OBJIA/IETh 3HAHUSIMU.

IIpocMoTpuTE KOHCHEKT cpasy mocie 3aHiaTui. [lomerbre mMarepuan KOHCIIEKTa JIEKILIHM,
KOTOpPBIN BBI3BIBAET 3aTPyAHEHHUS Il mOoHMMaHus. [lonblTaiiTeCh HAMTU OTBETHI HA 3aTPYAHU-
TEJIbHBIE BOIIPOCHI, UCIIOJIB3Ys NPEMIAraeMyr0 JINTEPATYpy. Eciau camoCcTosATENbHO HE yAanoch
pazo0paThcsi B Matepuaie, chopMyIupyiTe BOPOCHl U OOpPATUTECh HA TEKYIIEH KOHCYJIbTAIlMN
WM Ha OMbKalIiel JeKIUU 3a TOMOMIBIO K MpenoaaBatento. Kaxayro Helemo peKoMeHyeTcs
OTBOJUTH BpPEMs [JI MOBTOPEHUS MPONJECHHOTO MaTepuasa, MpoBepsis CBOM 3HAHUS, YMEHUS U
HAaBBIKH 110 KOHTPOJIbHBIM BOITPOCAM.

Iloozomoexa k cemunapam
Lenb cemuHapa — 0000IIeHNE U 3aKpeTUieHNe H3y4eHHOro Kypca. CTyaeHTaM mpejara-
IOTCS /Ul OCBEILEHUS] CKBO3HBIE KOHIIENTYalIbHbIe MpoOseMbl. [IoATOTOBKY K KaKIOMY CEMH-
HApCKOMY 3aHSTHIO Kbl CTY/IEHT JIOJDKSH Ha4aTh ¢ O3HAKOMIICHHS C TNIAHOM CEMHHAPCKOTO
3aHATUS, KOTOPBIN OTpaXxkaeT CoAep KaHue MPEATI0KEHHON TEMBI.
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TmatensHOE IPOAYMBIBAaHUE U M3YUEHHE BOIPOCOB IJIaHA OCHOBBIBAETCS HA POPaOOTKE
TEKYyILLEro MaTepuasa JeKIUH, a 3aTeM U3Y4eHUs 00s3aTeIbHON U JOMOJHUTEIBHOW — JIUTepa-
TYpbl, PEKOMEHIOBAaHHYIO K JJaHHOH TeME.

IIpu moaroToBke cienyeT UCHOIb30BaTh JEKIMOHHBIA MaTepuana U y4eOHYIO JIUTepary-
py. Cnenyer BHUMATEIbHO MPOYECTh CBOW KOHCHEKT JIEKLUU IO U3Yy4aeMON TEME U PEKOMEH-
yeMylo K TeMe ceMHHapa JuTtepaTypy. IIpu 3ToM Ba)kHO HAay4uThCs BBLAEIATH B paccMaTpu-
BaeMoOM MpoldsieMe camoe IJIaBHOE U COCPEN0TaYMBaTh HA HEM OCHOBHOE BHUMAHUE IIPH MOATO-
TOBKE.

s Gonee TiryOOKOTO TOCTHIXKEHHSI Kypca W 0oJiee OCHOBATENBHOUM MOATOTOBKH PEKO-
MEHJIyeTCsl I03HAKOMUTBCS C YKa3aHHOMU JIOMOJIHUTENbHOU uTeparypoil. CaMocTosTeNbHas pa-
6ota ¢ yyeOHMKaMH, y4eOHBIMU MMOCOOMSIMH, HAYYHOH, CIIPAaBOYHON W TOMYJISAPHON JHUTEpATy-
poi, MaTepHagaMy MNEepUOJUUECKUX M3AaHui U VIHTepHeTa, cTaTUCTUYECKUMHU JaHHBIMM  SIBJISI-
eTcs HanbOosee 3 (HEeKTUBHBIM METOAOM HOJTYUYCHHSI 3HAHUN, TIO3BOJISIET 3HAYUTEIHHO aKTHBU3U-
poBaTh Ipolecc OBIaJeHus HH(opMaled, cnocoocTByeT 0osiee riy0OKOMY YCBOEGHHUIO H3ydae-
MOTro Marepuaia, GOpMHPYET y CTYJACHTOB CBOE OTHOIIEHHE K KOHKpPETHOH mpobieme. boree
IJ1yOOKOMY PACKPBITUIO BOIIPOCOB CIIOCOOCTBYET 3HAKOMCTBO C JIOTIOJIHUTENILHON JINTEPaTypOil,
PEKOMEH/I0BaHHOM IpenojaBaTesieM 0 KaXJA0i TEME CEMUHAPCKOI0 WKW IPAKTUYECKOIO 3aHs-
THSl, YTO MO3BOJIIET CTYJICHTaM MPOSIBUTH CBOIO MHAWBUYAIBHOCTh B paMKaX BBICTYIUICHHS Ha
JTAHHBIX 3aHATHUSX, BBISIBUTH IIMPOKUM CIIEKTP MHEHUN IO U3ydaeMoi IpodiiemMe.

C He3HaKOMBIMH TEPMHMHAMHU M IOHATUSAMH CJIEIyeT O3HAKOMHUTbCA B IpeAIaracMom
[JI0CCapuu, CJIOBape WM SHIUKIIONEIUH.

OTBeT Ha KaXJblii BONPOC U3 IUIAHA CEMUHAPCKOTO 3aHATUS JOJDKEH OBbITh J0Ka3aTellb-
HBIM U apryMEHTHPOBAaHHBIM, CTYJEHTY HY>KHO YMETh OTCTauBaTh CBOIO TOUKY 3peHus. i ato-
ro CJIelyeT MCI0Jb30BaTh JOKYMEHThI, MOHOIpaUUYEeCKyl0, YUeOHYIO U CIIPAaBOYHYIO JIUTEepaTy-
py. AKTUBHO y4yacTBysl B OOCYXJIE€HUHU NMPOOJEM Ha CEMUHApax, CTYJAEHTHI y4arcs IOCJIEI0Ba-
TEJIbHO MBICIMTD, JIOTHYECKU pacCyXJIaTb, BHUMATEIbHO CIYIIaTh CBOMX TOBapHILEH, NpUHU-
MaTh y4acTHE B CIIOPaX U JUCKYCCHSIX.

Jls ycrnemHoi NOArOTOBKU K YCTHOMY OINpPOCY, CTYACHT AOJDKEH 3aKOHCIEKTHPOBATH
PEKOMEHAYEMYIO JTUTEPATYpPy, BHUMATEIIEHO OCMBICIHTD (DAKTUIECKUN MaTepuall U CAEIaTh BbI-
BOJbl. CTYAEHTY HAJUIEKHUT XOPOLIO MOATOTOBUTHCS, YTOOBI UMETh BO3MOXHOCTh I'PaMOTHO U
MIOJIHO OTBETUTh HA 3aJIaHHBIE €My BOIIPOCHI, CYMETh CJ€JaTh BBIBOJIbI U MOKA3aTh 3HAYUMOCTD
JAHHOM MpOOJIeMBI JJIs U3y4aeMoro Kypca.

CryaeHTy HEOOXOIUMO TaKXK€ JIaTh aHAJIW3 TOU JIUTEPATYPhl, KOTOPO OH BOCIIOIH30BAJI-
Csl TIpU MOATOTOBKE K YCTHOMY OIPOCY HAa CEMMHAPCKOM 3aHATHH. lIpn moaroroske, cTyleHT
JIOJIKEH MPABUIIBHO OIIEHUTH BOMPOC, KOTOPBIA OH B3sUT JUISl BHICTYIIJICHUS] K CEMUHAPCKOMY 3a-
HaTHi0. Ho 1715 Toro, 4ro0bl MpaBUIBHO M YETKO OTBETUTh HA MOCTaBJIEHHBIH BOIIPOC, HEOOXO-
JUMO MPaBUJIBHO YMETh MOJIb30BaThCS yUEOHON U TIONOJHUTENBHOM TUTEpaTypoil.

[lepeuenp TpebOBaHMIl K TH0O0OMY BBICTYIJICHUIO CTY/IEHTA IPUMEPHO TAKOB:

—  CBSI3b BBICTYIUICHMS C MPEIMIECTBYIOMIEH TEMON WIH BOIIPOCOM.

—  PACKpBITHE CYIIHOCTH MPOOIIEMBI.

—  METOJO0JIOTUYECKOE 3HAaYeHUe JUIsl HaydyHOH, MpodeccHOHATIbHONM M MPaKTUYECKOW aes-
TEIBHOCTH.

Pazymeercs, cTyqeHT He 00s3aH CTPOro MPUAECPKUBATHCS TAKOTO MOPSAJIKA U3JI0KEHHUS,
HO BCE€ aCHEKThl BONPOCA JOKHBI OBITH OCBELIEHBI, YTO 00OECMEUUT BHICTYIUICHHIO HEOOXO0Iu-
MyI0 TIOJHOTY M 3aBEpIICHHOCTb. [IpMBOAMMBIE yYaCTHHUKOM CEMHHapa HpuUMepbl U (HaKThl
JIOJDKHBI OBITH CYIIECTBEHHBIMH, IO BO3MOXXHOCTH MEPEKIUKAThCS ¢ MpopuieM o0ydeHus. Bri-
CTYIUJICHHE CTY/IEHTa JOJKHO COOTBETCTBOBATH TPEOOBAHUSAM JIOTUKH. YeTKoe BbIUICHEHHUE W3-
JaraeMoil mpo0GyiemMsl, ee ToYHas (OpMYIHPOBKA, HEYKOCHUTEIbHAS TOCIIE0BATEILHOCT apry-
MEHTallUM UMEHHO JTaHHOW TpoOsiemMbl, 6€3 HEeOolpaBJaHHBIX OTCTYIJICHUN OT HEe B MpOIlecce
000cHOBaHHUs, 0€3yCIOBHAs 10KA3aTEIbHOCTh, HEMPOTUBOPEYUBOCTh U MOJIHOTA apryMEHTalUH,
MIPABUJIBHOE U CO/IEPKATEIbHOE UCTIOIB30BaHUE TIOHATUN U TEPMUHOB.

Ecnu nporpaMMoil JTUCHUIUIMHBI IPELYCMOTPEHO BBINOJIHEHHE TPAKTUYECKOTO 3aaHMsl,
TO €ro HE0OXOAUMO BBIMOJIHUTH C YUETOM MPEI0KEHHON UHCTPYKIUH (YCTHO UM MUCHbMEHHO).
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Bce HOBBIE MOHATHS MO U3y4yaeMoOil TeMe He0OXOAMMO BBIYyUYUTh HaU3yCTh M BHECTH B TJIOCCa-
pHii, KOTOPBI 11eIeco00pa3HO BECTH C CAMOT0 Hayalla U3y4eHHUs Kypca.

Pesynbrar Takoi paboThI JOJKEH MPOSBUTHCS B CIIOCOOHOCTH CTY/IEHTa CBOOOJHO OTBE-
TUTh Ha TEOPETUUYECKHE BOIIPOCHI CEMUHApA, €ro BHICTYIUICHUU M YYaCTUHU B KOJUIEKTUBHOM 00-
CYXJIGHUU BOIIPOCOB M3y4aeMOil TEMbl, NMPABHJILHOM BBIOJHEHUU MPAKTUYECKHX 3aJaHUN U
KOHTPOJIbHBIX paboT.

Iloozomoexa npezenmayuu u 00Kk1a0a

[Ipe3enTanus, cornacHo TOJIKOBOMY ClIOBapro pycckoro sa3bika . H. Ymakosa: «... cno-
co0 mojauu MHPOpPMALUHU, B KOTOPOM MPUCYTCTBYIOT PUCYHKH, (poTorpacduu, aHuManus u
3BYK.

JU1s IOATrOTOBKY Ipe3eHTallui HE0OX0IUMO coOpaTh U 00paboTaTh HaYAIBHYIO HHPOPMALIUIO.
[TocnenoBarenbHOCTh NOATOTOBKU IIPE3ECHTALIMN:

1. Yerko chopmMynupoBaTh LieNb MPE3CHTALUMU: Bbl XOTUTE CBOIO ayJUTOPHUIO MOTHBHUPO-
BaTh, yOEIUTH, 3apa3UTh KaKOW-TO UAEEH MU MPOCTO (POPMAILHO OTUYUTATHCS.

2. Onpenenuthb KakoB OyneT ¢popMmaT Mpe3eHTAlUU: KUBOE BBICTYIUIEHHE (TOTAA, CKOJIBKO
OyZIeT ero npoJoJKUTEIbHOCTb) WK 3JIEKTPOHHAS pacchbUlKa (KakoB OYyJEeT KOHTEKCT Ipe3eHTa-
1IHHN).

3. OToOpaTh BCIO CONEPKATEIBHYIO YaCTh JUISl MPE3CHTAUN U BHICTPOUTH JIOTHUYECKYIO
LEMOYKY NpeACTaBICHHUS.

4. OnpenenuTs KIIOUEBbIE MOMEHTHI B COJIEP)KAHUU TEKCTA U BBIJCIIUTD UX.

5. Onpenenuth BUIBI BU3yalu3aluuu (KapTUHKM) A1 OTOOpaXKeHUs UX Ha claiiiax B co-
OTBETCTBMH C JIOTMKOM, LIEJIbIO U crienu (UKol MaTepuania.

6. IlogoOpaTth nu3aiiH U ¢GopmMaTupoBaTh Claiibl (KOJIMYECTBO KapTUHOK M TEKCTa, MX
pacmojioKeHue, LIBET U pa3Mep).

7. IlpoBepuTh BU3yaJIbHOE BOCIIPUATHE MTPE3EHTALHH.

[Ipe3enTarnus npeamnonaraeT coyeTanne HHPOPMAIUK Pa3INIHBIX TUIIOB: TEKCTa, Tpadu-
YEeCKUX H300pa’keHUH, My3bIKaJIbHBIX M 3BYKOBBIX 3()()eKTOB, aHMMAlUK ¥ BUAECOPPArMEHTOB.
[TosTOMy HEOOXOOMMO YYUTHIBATH CHEUU(PUKY KOMOWHUpPOBaHHA (PparMeHTOB HH(pOpMAIHU
pas3JINYHbIX THIIOB.

s mexcmoeoit ungpopmayuu Baxxen BbIOOp mpudTa, s rpadpuUecKoid — IPKOCTh U HAChI-
IIEHHOCTh 1[BETA, JUIsI HAWIY4YLIero MX COBMECTHOI'O BOCHPUSATHS HEOOXOJUMO ONTHUMAJIbHOE
B3alMOPAcCIIOIOKEHUE Ha Claie.

Texcmosan ungpopmayua:

— pasmep mpudTa: 24—54 myHkTa (3arosioBok), 18—36 myHKTOB (OOBIYHBII TEKCT);

— 1BeT mpudTa u 1BeT (HoHa JOHKHBI KOHTPACTUPOBATH (TEKCT JOJKEH XOPOIIO YUTAThCSA),
HO HE pe3aThb I71a3a;

— rtun mpudTa: AIS OCHOBHOTO TeKCTa Tiaakuii mpudt Oe3 3aceuek (Arial, Tahoma,
Verdana), asist 3arojioBKa MOXHO HCIIOJIb30BaTh JCKOPATUBHBIN MIPUDT, €CIM OH XOPOIIO YUTa-
em;

— KYypCHUB, NOJYEPKUBAHUE, )KUPHBIA MIPUQT, MPONUCHBIE OYKBBI PEKOMEHYETCS UCIOJIb30-
BaTh TOJIBKO JJIsi CMBICJIOBOTO BbIIEJICHUS ()parMeHTa TEKCTa.

I'pagpuueckan ungpopmayua:

—  pucyHKH, ¢poTorpaduu, AMarpaMMbl IPU3BaHbI JOTOJIHUTH TEKCTOBYIO HHPOPMAIUIO WIH
nepenaTh ee B 0oJiee HarJIs,IHOM BUJIE,

—  JKeJaTeNbHO M30eraTh B MPE3eHTAllMU PUCYHKOB, HE HECYIIUX CMBICIOBOW Harpys3Ku, ec-
JIM OHM HE SIBJIIIOTCS YAaCThIO CTUJIEBOTO O(OPMIICHUS;

— 1BeT rpaduyecKkux M300pakeHU HE JTOJDKEH Pe3K0 KOHTPAaCTUPOBATh C OOIIMM CTHJIE-
BbIM 0(hOpMIICHUEM claiifa;

—  WUIIOCTPALlMH PEKOMEHIYETCS COMPOBOKAATH MOSCHUTEIBHBIM TEKCTOM;

— ecau rpaduueckoe n300pakeHue UCIIONb3YeTCsl B KauecTBe (POHA, TO TEKCT Ha 3TOM (oHe
JIOJI’KEH OBITH XOPOILO YUTAEM.

31



Eounoe cmunesoe ogpopmnenue:
CTHJIb MOXKET BKJIFOYATh!

—  ompeneneHHbIH mpu@T (TapHUTYpa U 1BET), IBET (oHA WU (POHOBBII PUCYHOK, AEKOpa-
TUBHBII 3JIEMEHT HEOOJIBIIOTO pa3mepa u Jp.;

—  HE PEeKOMEHIYETCs MCIIOJIb30BaTh B CTUJIEBOM O(OpPMIICHHWH Mpe3eHTauuu Oonee 3 1Be-
TOB ¥ Ooiiee 3 TunoB mpudra;

— odopmieHue cnaiija He NOJDKHO OTBJIEKaThb BHUMAaHHUE CIllylIaTeled OT ero cojiepixa-
TEIHLHOH YacTH;

—  BCE CJaIpl MPE3eHTAIH JODKHBI OBITh BBIAEP)KaHbI B OJTHOM CTHJIE.

Ilpakmuueckue cogemul N0 n0020MOGKe NPEIEHMAUUU:

T'omoeévme omoenvho:

IIEYaTHBIM TEKCT + CJIaibl + pa3JaTOYHbIA MaTepHUall,

ClIaiiibl — BHU3yallbHas Mojavya WHGOpMAIMU, KOTOpas NOJDKHA COJEpkKAaTb MUHUMYM TEKCTa,
MaKCUMYM H300paXeHHUH, HECYIINX CMBICIIOBYIO HArPYy3KYy, BBITIISAACTh HATJISIIHO U TIPOCTO;
Texcmoesoe codepiicanue npe3eHmayuu.

—  yCTHas pedb WIHM YTCHHE, KOTOpas JOJDKHA BKIIIOYATh apryMEHTHI, (DaKThI, TOKa3aTEeIbCT-
Ba M SMOLIUY;

—  PEKOMEHJyeMOe YHCIIO clainoB 17-22;

—  oOs3arenpHas HHGOPMAIHS JUIA PE3CHTANU: TeMa, (DaMUIUS U MHUIUAIBI BBICTYIIA0-
IIEro; IJIAaH COOOIEHUs; KPaTKHUE BbIBOJIbI U3 BCETO CKAa3aHHOI'O; CIUCOK HCIOIb30BAaHHBIX MC-
TOYHHKOB;

—  pa3maTOYHBIN MaTepuall — JO0JDKeH 00eCIeunBaTh Ty K€ TIIyOMHY U OXBAaT, YTO U KUBOE
BBICTYIIJICHHE: JIFOU OOJIbIIE JOBEPSIOT TOMY, YTO OHM MOTYT YHECTH C CO0Oii, 4YeM Hcye3aro-
MM H300pakeHUsIM, CJIOBA U CJaiIbl 3a0bIBAlOTCS, @ Pa3laTOYHbII MaTepHuaj OCTaeTcsl MOCTO-
SHHBIM OCS3a€MbIM HAallOMMHAHHWEM; pa3JaTOYHbI MaTepuaj BaXXHO pa3aBaTh B KOHLE IIpe-
3€HTallUM; pa3faTOYHbId MaTepHajbl JOJDKHBI OTJIMYAThCA OT CIAaiI0B, OJDKHBI ObITH Oojiee
MH(OPMAaTHUBHBIMHU.

Jlokmaz, corsacHO TOJIKOBOMY clioBapio pycckoro sizbika J[.H. Yiakosa: «... coobuienue
10 33JJaHHOW TE€MeE, C LIE€JIbI0 BHECTH 3HAHUS U3 JIOMOJIHUTEIbHON JIUTEPATyphl, CHCTEMATU3UPO-
BaTh MaTepuJl, IPOUJUTIOCTPUPOBATh MPUMEPAMHU, pa3BUBATh HABbIKM CaMOCTOATENbHOM padoThI
C HAy4HOH JINTEPATypOM, TO3HABATEIbHBIA HHTEPEC K HAYYHOMY IIO3HAHHUION.

Tema noxiiaga A0KHA OBITH COTJIACOBaHHA C MIPEINO/IaBaTeNIeM U COOTBETCTBOBATH TEME
yueOHOro 3aHATHS. Marepuanbl HOpU €ro MOATOTOBKE, JIOJKHBI COOTBETCTBOBAaTh HAy4YHO-
METOAMYECKUM TPeOOBAHUSAM By3a U ObITh yKa3aHbl B IOKJIAJE.

HeoOxonumo coOumtonate periamMeHT, OTOBOPEHHBIN Mpu MojydyeHuu 3aganus. Mmiroct-
pauuu JO0JKHBI OBITH IOCTaTOYHBIMH, HO HE Ype3MepHbIMU. PaboTa cTyneHTa Haj JTOKJIaJoM-
Ipe3eHTaluel BKIIOYAaeT OTPa0OTKY YMEHMsI CaMOCTOSITENIbHO 0000maTh Marepual U Jenarhb
BBIBOJIbI B 3aKJIFOYEHHUHU, YMEHHsI OPHEHTUPOBAThCS B MaTepualle U OTBEYaTh Ha JOMOJHHUTENb-
HbIE BOIIPOCHI CiTylIaTesiei, OTpaboTKy HaBBIKOB OpaTOPCTBa, YMEHUSI IPOBOJIUTH AUCIIYT.

JIOKJa4MKH JTOJKHBI 3HaTh U YMETh: COOOIIATh HOBYIO MH(OpPMAIMIO; UCIOIb30BaTh
TEXHUUYECKHUE CPEJICTBA; XOPOIIO OPUEHTHUPOBATHCS B TEME BCErO0 CEMHUHAPCKOTO 3aHSATHS; IHC-
KyTHPOBaTh U OBICTPO OTBEYATh Ha 33JaHHbIE BOIPOCHI; YETKO BBHIMOIHATH YCTAHOBIEHHBIN per-
nameHT (He 6osee 10 MUHYT); UMETh MPEACTaBICHNUE O KOMITO3UIIMOHHON CTPYKTYpE JAOKJIana 1

Ap.
Iloozomoeka u nanucanue peghpepama
Pedepar, kak ¢popma 0OyueHHs CTyJEHTOB — 3TO KpaTKUi 0030p MaKCHUMAaJIbHOTO KOJH-

YyecTBa JIOCTYIHBIX MyOJUKalUi M0 3aJJaHHON TeME, C JIEMEHTaMH COIOCTaBUTENILHOTO aHaAIN3a
JTAHHBIX MaTE€PHAJIOB U C MOCIEAYIOIUMH BHIBOJIAMH.
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ITpu nmpoBeneHnn 0630pa AOKHA MTPOBOJUTHCS U UCCIIEAOBATENbCKas paboTa, HO 00BeM

€e OTpaHHYCH, TaK KaK aHAJTU3UPYIOTCS YK€ CIIeNaHHbIC TPEABIYIIUMHU HCCIIeIOBATEISIMHA BbI-
BOJIBI M B CBSI3U C HEOOJIBIITUM 00HEMOM JTaHHOU (OPMBI PabOTHI.

[EEN

Lenv nanucanus peghepamos s6naemcs.
MPUBHUTHUE CTYACHTAM HaBBIKOB OMOIMOrpaduuecKoro Noucka HeoOXoJUMOHN TUTeparypsl (Ha
OyMa)XHBIX HOCHUTEJISIX, B QJIEKTPOHHOM BHJIE);
NPUBUTUE CTYACHTAM HAaBBIKOB KOMIIAKTHOTO W3JIOKEHHS MHEHHS AaBTOPOB U CBOETO
CYKJIEHUS 110 BEIOPAaHHOMY BOIIPOCY B MHUCBMEHHOH (popmMe, HaydyHO TPaAaMOTHBIM SI3BIKOM U B
XOpOIIEeM CTHIIE;
npuoOpeTeHne HaBbIKA TPAMOTHOTO O(GOPMIICHHS CCBUIOK Ha HCIOJb3yeMble HCTOYHUKH,
MPAaBUIILHOTO IIUTUPOBAHMSI aBTOPCKOTO TEKCTA,
BBISIBJICHUEC M Pa3BUTHE y CTYyJCHTAa MHTEpeca K OIpPEICJICHHOW HAy4YHOW M IMPAaKTHYECKON
npoOieMaTuke ¢ TeM, YTOOBI HCCIIEIOBAHUE €€ B JalIbHEHIIEM

Tpebosanus k codepircanuio’
MaTtepuall, HCIOJIb30BaHHbIN B pedepare, JOIDKEH OTHOCUTCS CTPOTO K BEIOPaHHOH TeMe;
HEOOXOJMMO M3JIOKUTH OCHOBHBIE AacIeKThl IMPOOJIEMBl HE TOJIBKO T'PaMOTHO, HO M B
COOTBETCTBUH C TOW WMJIM MHOW JIOTMKOH (XPOHOJOTMYECKOH, TEeMAaTHUECKOH, COOBITUIHHON |
7p.)
IIPY M3JI0KEHUU CIIEAYET CTPYIIIUPOBATh MJIEH PAa3HBIX aBTOPOB IO OOIIHOCTH TOYEK 3PEHUS
WM TI0 HAYYHBIM IIKOJIaM;
pedepar momkeH 3aKaHUMBATHCS IOABEIACHUEM HTOTOB IPOBEICHHOW HCCIIENOBATEIBCKON
paboThI: conepKaTh KPAaTKUH aHaIM3-000CHOBAaHHE INPEUMYIIECTB TOH TOYKH 3PEHHS I10
paccMaTpuBaeMoOMy BOIIPOCY, ¢ KOTOPO# Bl conuaapHsl.

Cmpyxmypa pegpepama.

. TUTYJIbHBIN JIUCT
.BBenenne — paszmen pedepara, NOCBSIIEHHBIH IOCTAaHOBKE HpPOOJIEMbl, KOTOpas Oyaer

paccMaTpuBaTbcsi © 00OCHOBAHUIO BHIOOpPA TEMBI.

. OcHOBHAs YacTh — 3TO 3BEHO pa6OTLI, B KOTOPOM IIOCJICAOBATCIIbHO PACKPBLIBACTCA BbI6paHHaH

TeMa. OCHOBHas 4acTbh MOXKET OBITh IIPEJICTABIECHA KaK IEJIbHBIM TEKCTOM, TaK U pa3JielieHa Ha
rnaBel. Ilpn HeoOXoammocTu TeKCT pedepaTa MOXKET AOMOIHATHCA HIUTIOCTPALUSAMH,
TabnuuaMu, rpaduKaMy, HO UMHU HE ClIeAyeT Meperpykarb TEKCT.

. 3aKIIFOYCHUE — JIaHHBIN pasaei pe(pepaTa JOJIKCH OBITh NnNpeACTaBJICH B BHJIC BbLIBOHOB,

KOTOPBIC T'OTOBATCA HAa OCHOBEC IMOATOTOBJICHHOT'O TCKCTA. BBIBOJII)I JOJIPKHBI OBITH KpaTKUMH U
YeTKUMH. Takke B 3aKII0YCHUH MOXKHO 0003HAUUTh MPOOIEeMBbl, KOTOpPbIe ObUIH BBHISBICHBI B
xoJ1e paboThl Haj pedepaTom, HO HE OBLITM PACKPHITHI B paboTe.

. Coucox MCTOYHHKOB H JINTCPATYPBHI. B nmaHHOM CHHCKE Ha3bIBAIOTCA KakK Te HCTOYHUKH, Ha

KOTOpPBIE CCBUIAETCS CTYAEHT IpPHU MOJATOTOBKE pedepaTa, Tak M BCE MHBIC, U3YUYECHHBIE UM B
CBSI3U C €ro MOAroToBKOH. B paboTe NOMKHO OBITH MCIIONB30BAHO HE MEHEe 5 pa3HBIX
WCTOYHHUKOB, M3 HUX XOTS OBl OJMH — HAa HMHOCTPAHHOM si3bIke. PaboTa, BBIMONHEHHAS C
UCIOJIb30BAHUEM MaTepuala, COAEePIKaIlerocs B 0OJHOM HAy4HOM UCTOYHHKE, SBISETCS SIBHBIM
rraruatoM u He npuHUMaercs. Odopmienne Crimcka MCTOYHUKOB M JIUTEPATYpPhI TOJKHO
COOTBETCTBOBATH TPEOOBAHUAM OMOIMOrpapuecKuX CTaHIapTOB.
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