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1. ey ocBOEHHS TUCHMILIUHBI

HGHI/I n 3aJadu OCBOCHHA JUCHUITIINHBI «OCHOBBI JAOKYMCHTOBCACHHA u
JTOKYMEHTO000poTa B cdepe COLMAIBHON 3aIUTBDY COCTOMT B (POPMHUPOBAHUU IIETOCTHOTO
MPEJCTAaBICHUS O COBPEMEHHOM JOKYMEHTAIIHOHHOM OOECIECUEeHUH YIpPaBICHHS; oOecreueHne
KOMIUIEKCA 3HaHUH B cdepe MAOKYMEHTOBEIEHHS; pa3BUTHE NPAKTUYECKUX HABBHIKOB B
OopOPMIICHHH JTIOKYMEHTAIlMd W OCYIICCTBICHUU JCJIOBOM KOMMYHUKAIUU B YUPCKICHHIX
COLIMATIBHON c(epsl .

2. MecTo IMCUMIIMHBI B CTPYKTYpe 00pa3oBaTeibHON MPOrpaMMbl

Juctummmaa «OCHOBBI JIOKYMEHTOBEICHHS U JOKYMEHTO000poTa B chepe ColranbHOU
3alUTBI» OTHOCUTCS K YacTH, (POPMUPYEMOU ydYaCTHHKAMHU OOpa30BaTEIbHBIX OTHOIICHHUH,
biioka 1. M3yuenne qaHHO#M MUCHUIUIMHBI MPEIIOIaraeT UCIOJIb30BaHUEe OaKkalaBpaMH 3HAHUH,
YMEHUW W HaBBIKOB, MOJYYCHHBIX B XOJ€ M3y4deHHUs Kypca «JlemoBoe oOIIeHHE W KyJIbTypa
peun», a TakkKe SBISIETCS HEOOXOJUMBIM JUIS TOCTEAYIONIET0 M3Y4YeHHsS Kypca «3aHSTOCTb
HaceJIeHUsI U TEXHOJIOTUU TPYI0YCTPOUCTBAY, «OMBIT NEATETLHOCTH TEPPUTOPUATIEHBIX OPTaHOB
Y IIEHTPOB COLIMAIIBHOM 3aIUTHD , «COIMaIbHBIE KOMMYHUKAIIUI.

3. [lnanupyemble pe3yjbTaThl 00y4eHUsI 0 TUCHUIINHE, COOTHECEHHBIE ¢ IVIAHUPYEMBIMH
pe3yJbTaTaMM OCBOCHHSI 00pa30BaTe/IbHON NMPOrpaMMbl

[Ipouecc n3yyeHus: TUCIUILIMHBI HaIllpaBjieH Ha (GOPMHUPOBAHHE CIEIYIOIIUX 3JIEMEHTOB
koMmrereHinii B coorserctBun ¢ ®I'OC BO, OOII BO u npuobpeTeHust cleayrouux 3HaHUH,
YMEHUH, HABBIKOB U (UJIM) OTIbITA AEATEIbHOCTH:



dopmupyemasi HNuaukarop Ilepeuenn
KOMIIETeHIH AOCTHIKEHUSA IVIAHUPYEMBIX Pe3yJIbTATOB
A KOMIIETeHIMH o0yyeHust
(koa m (xoa u
(popmysmpos (popmysmpoBk
Ka) a)

yHI/IBepcaJIbele KOMIIETCHIIUH

YK-4.
Crnocoben
OCYILECTBIISATh
JIEJIOBYIO
KOMMYHUKAITUIO B
YCTHOU 1
MUCbMEHHOM hopmax
Ha roCyJapCTBEHHOM
s3bp1ke Poccuiickoi
denepannu u
WHOCTPaHHOM(BIX)
s3bIKe(ax)

NYK-4.3. Cocrasnser
pa3TUYHbBIE THITHI
JICITIOBBIX JJOKYMEHTOB,
YUUTBIBAs IIEITH,
0COOCHHOCTH
COJICpPIKaHUS U
CTPYKTYPBI KaXI0TO

Ywmerp

1. yunTbiBaTh 11€71M, 0COOEHHOCTH
cogepmaﬁm pa?,JII/IlIHI)IX THUIIOB ACJIOBBIX
JOKYMEHTOB

Bruaners

1. cnocoOHOCTREIO COCTABNATh
paSHHqHLIG TUIIBI ACJIOBBIX JIOKyMeHTOB

IIpodeccuonanbHble KOMIIETEHUMH

IMK(CT)-2. Criocoben
K IJIAHUPOBAHUIO
NEeSITENbHOCTH T10
MIPEI0CTaBIICHUIO
COLIMANIbHBIX YCIYT,
COLIMAIBHOTO
COTIPOBOXKICHHUS, MEP
COLIMAIILHOM
MOAJIEPKKU U
rocyJIapCcTBEHHON
COLIMANILHOM TOMOIITH,
a TaKKe
npodrakTuke
00CTOSITEIILCTB,
00yCTIOBIMBAIOIINX
HY>KJJaeMOCTb B
COLIMAIBHOM
00CITy>)KUBaHUH.

HIIK(CT)-2.2.
Odopmisier
JOKYMEHTAILIHIO,
HEOOX0IUMYIO IS
IIPEI0CTABIICHUS MEP
COIIMAJIBHOM 3aI[UTEI

3Harkp

1. TpeGoBanms ohopMIICHUS
JOKYMEHTAIN!

2. OpraHu3aiyilo JTOKYMEHTO00OpoTa B
YUPEKICHUH COIMATTLHOMN 3aIIUTHI

Buanere
4. HaBBIKAMHU COCTABJIEHUS U
ohopMIICHHS TIOKYMEHTAIINH,
HEe00XOIUMOM I
IIPEIOCTABJICHUS MEP
COIMAJIBHOM 3aIIUThI




4. O0beM, CTPYKTYpA U coJiep:KaHue JUCHUILINHBI

OO0mmas TpyI0eMKOCTh TUCIUIUIMHBI COCTaBIIsIeT 4 3a4eTHBIX eaunuil, 144 akan. 4yacos.

Ne Tembl (pazaesinbl) C Buapl yueOHbBIX 3aHATHI, DopMBbI TEKYLIET0
n/m U CHUILIAHDI, € BRJIIOYadA CaMOCTOATEJIBHYHO KOHTPOJIsA
HX coJep:KaHue M paﬁoTy CTYACHTOB, yYcnneBaeMoCTH
e U UX TPYA0EMKOCTh
c (B akaJeMHY€eCKHX Yacax) ®opma
T KonTakTHast padoTa ca MPOMEKYTOYHOI
P a M arrecTanuu
T 0 (no cemecmpam)
T CT
e 0 Dopmer 0 u JIOT
¢ :T (npu nanuuuu)
11 JI K Z 1
p a 0 1 b
a 0 H u H
1 K 0 c o a
e T p y . a
K u a JI H p
1T q T b ol a
u c 0 T e 6
u c p a " o
K H 0 c Ta
u bl u o
e e u o
T
a
H
u
A
TeopeTnuecknue OCHOBBI
1 | AOKYMEHTOBE/ICHHUSI 4 2 4 10
6 mom yucne ¢ 30 u JJOT 3adanus ons
6 CaAMOCMOSIMENbHOU
pabomwur 6 DVK 6 LMS
Moodle
3aKoHOAaTeNbLHAA U
HOPMAaTUBHO-METOINYEC
o | xad baza 4l o] 2 12
JOKYMEHTALIMOHHOTO
oOecIieueHus
YIPaBJICHUS
6 mom uucne ¢ 30 u J[OT 3adanus Onst
6 CamocmosimenbHolul
pabomwi 6 VK ¢ LMS
Moodle
Cucrema
3 JOKYMEHTallUU B 4 5 4 12
cdepe conuanbHON
3aIUTHI
6 mom uucne ¢ 30 u JJOT 6 3adanus ona
CaAMOCMOSIMENbHO




pabomvr 6 DVK 6 LMS
Moodle

OcHoBHBIE TpeOOBaHUS
K 0(OpPMIICHHIO

Camocrogarensaas

JIOKYMCHTOB B 418 16 pabora o teme 4

YUPEKICHUSIX

COILIMAJILHOM 3allIUThI

6 mom uucne ¢ 30 u JJOT 3aoanus ons

6 CAMOCMOSIMENbHOU

pabomvl 6 VK 6 LMS
Moodle

Opranuzanus

JIOKyMEHTO00OpOTa 21 6 12 CamocrosiTensHas

YUpEKICHUN paboTa o Teme 5

COILIMAJILHOM 3alllUThI

6 mom wucne ¢ 30 u JIOT 3aoanus ons

8 CAMOCMOSIMENbHOU

pabomvr 6 DVK 6 LMS
Moodle

Ob6ecneuenue

COXPaHHOCTH

JIOKYMEHTOB,

00pa3yromuxcsi B 5| 4 12

JIeATEIbHOCTH

YUPEKIECHUN

COLIMATIBHOM 3aIATEI

HaCeJICHUSA

6 mom yucie ¢ 30 u 3aoanus ons

JOT 6 CaMOCmosmMenbHOU
pabomvr 6 DVK 6 LMS
Moodle

Opranu3anus paboThl C

JIOKYMEHTaMH,

coJIepKaluMu 2 2 10

TIEPCOHAIIBHBIE IAHHBIE

TpaxJlaH

IIpomexyTrounas 03| 97 3auer

aTTeCTalusI

6 mom uucne ¢ 30 u J[OT
HUTOI'o 16 | 32 0,3 | 93,7
6 mom uucne ¢ 30 u ;10T 38

OO01as Tpy10eMKOCTh IUCIUIUIMHBI COCTaBIsIeT 4 3a4eTHhIX eauHull, 144 akan. yacos.




Ne Tembl (pazaesinbl) K Buapl yueOHBIX 3aHATHI, DopMBbI TEKYLIET0
n/n JUCHUILIUHBI, y BRJIIOYasi CAMOCTOATEC/IbHYIO KOHTPOJIH
HX cOoAepKaHue P paﬁoTy CTYAC€HTOB, ycneBaeMoCTH
c U UX TPYA0EMKOCTh
(B akajeMHYEeCKHUX Yacax) ®opma
KonTakTHast padoTa ca MPOMEKYTOYHOM
a M aTTecTauuu
T Y (no cemecmpam)
T CT
e 0 @opmuvt I0 u JIOT
¢ - (npu nanuvuu)
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TeopeTnueckue OCHOBBI
1 | noxymeHTOBEeACHUS 2 1 12
6 mom wucne ¢ 30 u JJOT 3adanus ons
8 CAMOCMOSIMENbHOU
pabomur 6 DVK 6 LMS
Moodle
3akoHOJaTeIbHAS U
HOPMATUBHO-METOINYEC
Kas 0a3a
2 2 1 16
JIOKYMEHTALXOHHOI O
o0OecreueHust
YIPABJICHUS
6 mom uucne ¢ 30 u J[OT Ba0anus Ons
5 CAMOCMOSIMENbHOU
pabomwvr 8 DVK 6 LMS
Moodle
Cucrema
OKYMEHTAallUl B
3 | AoKyMeHTatmn B 2211 2 22
cdepe conuanbHON
3aIUTHI
6 mom uucne ¢ 30 u JJOT 3aoanus ons
10 CamMoCmosameibHou
pabomwi 6 VK ¢ LMS
Moodle
4 OcHoBHbIEe TpeOOBaHUS 9 9 1 26 CaMocrosTenbpHas
K 0(OPMIICHUIO pabora 4




JTOKYMEHTOB B
YUPEKACHUAX
COLMAJILHOM 3aIUTHI
6 mom uucne ¢ 30 u JJOT 3aoanus onsn
16 CAMOCMOSIMENbHOU
pabomvr 6 DVK 6 LMS
Moodle
Opranuzanus
5 JOKYMEHTO000pOTa 5 1 1 5 22 CamocTosTenbHas
YUpEXKACHUN pabota 1o Teme 5
COILIMAJIbHOM 3allUThI
6 mom wucne ¢ 30 u JIOT 3aoanus ons
10 CAMOCMOSIMENbHOU
pabomvr 6 DVK 6 LMS
Moodle
OGecrieuenne
COXPaHHOCTH
JTOKYMEHTOB,
6 00pa3yromuxcsi B 5|1 12
JIEATEIbHOCTH
YUpEXKACHUN
COIIMATIBHOMN 3aIUATEI
HaCEJICHUSA
6 mom yucae ¢ 0 u 3aoanus ons
ﬂOT 6 CaAMOCMOAMENbHOT
pabomvr 6 DVK 6 LMS
Moodle
Opranu3anus paboThl C
JTOKYMEHTaMH,
7 | conepxkamumu 2 1 14
TIEPCOHAIIBHBIE IAHHBIE
TpaxJiaH
IIpomexyTrounas 03| 37 Jauer
aTTecTalus
6 mom wucne ¢ 30 u JJOT
HTOrO 8 |4 4 124

Ipumeuanue: obvem (8 uacax) camocmosmenbHoOU pabomvl 8 pamKax YCMAaHOBIEeHHO20 OAHHOU
PIIJ] xonuuecmea uacos, evinonusemou cmyoenmom c npumenenuem S0 u JOT (8 DVK
«OcHo8bl OOKYyMeHmMOo8eOeHUs U OOKyMeHmoobopoma 6 cghepe coyuanrvHou 3awumoly 6 LMS
Moodle), onpedensiemcs Kax)covim cmyoenmos 8 3a8UCUMOCMU OM YPOBHS €20 NOO20MOBKU U
€cnoco608 8bINOIHeHUss 0AHH020 8Uda pabom.

Coneprxanue pa3/ieioB TUCIHUILIUHBI:
Tema 1 «TeopeTudeckue 0CHOBBI JOKYMEHTOBEIEHUS»
Omnpenenenue, mpeaMeT U 00BEKT JOKYMEHTOBeIeHUs. JJOKyMEHTOBEICHHE: UCTOPUS U
coBpeMeHHOCTh. CTpyKTypa JOKYMEHTOBEIEHHUs: o0mee U  coeruaibHoe.  Mecto
JIOKYMEHTOBEJICHUS B CUCTEME HaYK.



[Monsitue «gokyment». OrmpeneneHue JAOKYMEHTAa B YIPaBIEHYECKOH cHCTEME B
HOPMaTUBHO- METOJMYECKUX JTOKYMEHTAX, B chepe JOKyMEHTOBE/ICHHUS,
J€TIONPOU3BOACTBA.

Crnenuduka paboThl ¢ JOKYMEHTaMH B Pa3IMYHbIX chepax COUUAIBHOU PabOTHI.

Tema 2 «3akoHoaaTe/IbHAS U HOPMATHBHO-MeTOANYECKasl 6232 IOKYMEHTALMOHHOTO
olecreyeHus ynpaBJaeHHU s

CocraB3akoHOATENHLHOU " HOPMAaTUBHO- METOJMYECKOMN 0a3bl
JOKYMEHTAI[MOHHOTO YIpaBlIeHUs. 3aKOHOJAaTelbHbIe akThl Poccuiickoilt @enepaunu B chepe
uHbOpMAINY U TOKyMEHTauu. YKasbl u pacropsokenus [lpesunenta Poccuiickoit denepanmm,
nocraHoBieHust IlpaBurenscrBa Poccuiickoit ®enepanuum 1o BompocaM HHPOpMauu U
JOKyMeHTanuu. locymapcTBeHHBIE CTaHIapThl Ha JoKyMeHTauuio. OOmepoccuiickue
KJIaCCU(UKATOPbI YIPABIEHYECKONW JOKYMEHTAIMH, COLMaIbHON HHPOPMALUH U Jp.

Tema 3 «Cucrema nokymeHTanuu B cdepe cOMUATBHON 3aIUTHDY

IlousaTue «cucrema JOKyMeHTauu». @OYHKIUOHAJIbHBIE W aTpUOYTHUBHBIC
cucTeMbl JOKyMeHTanuu. OCHOBHbIE (YHKIIMOHAIBHBIE CHUCTEMBI M JOKYMEHTHI HUX
COCTaBJISIIOIIME: CHCTEMA OPraHU3aAlMOHHO-PACIIOPAIUTEIIBHON  JOKYMEHTAIlMU, CHUCTEMA
CIIPAaBOYHOM JOKYMEHTAIlMU, CHUCT€Ma IUIAHOBOM JOKYMEHTAllUM, CHUCTEMAa OTYETHOMU
JOKYMEHTAIlMH, CHUCTeMa KaJpOBOW JOKyMEHTalmu u T.1. KopnopaTuBHBIE CHCTEMBI
JOKyMEHTaluu, ux oco0eHHocTU. CooTHOLIEHNE (DYHKIMOHAIBHBIX U aTPUOYTUBHBIX CHUCTEM.
Cucrema JOKYMEHTOB B CHCTEME COI3alIUTHl KAaK TPUMEP KOPHOPATUBHOW CHCTEMBI.
CooTHolIeHHE B JTOW CHCTEME JOKYMEHTOB (YHKIMOHAJBHBIX CHCTEM U JOKYMEHTOB
CIIEIMATBHOTO TOKYMEHTHUPOBAHHUS, XapAKTEPHBIX JUIIb JJISl CHCTEMBbI COLIMATIBLHOM 3alUTHI.

Tema 4 «OcHoBHbIe TpeOOBaHHUSA K O(POPMJICHUIO JOKYMEHTOB B YUpeKIeHHSIX
COLMAJILHOM 3AIMTHI»

[lonsitus «pexkBU3UT» u «HopMynsp» AOKyMeHTa, UX cooTHouieHue. CocTaB H
Ha3HAYeHUE PEKBU3UTOB. BUIbI PEKBU3UTOB: MOCTOSHHBIE M IEepeMEHHbIe, LUGPOBHIE U
TEKCTOBbIC PEKBU3UTHI U Ap. THUMOBON M MHAMBUIYaTbHBIH QopMyJsip nokymeHta. Gopmyisip-
oOpazen. brank gokymeHTa, BUAbI 6JaHKOB. biiaHku ¢ yriioBeIM U IPOAOIBHBIM PACIIOIOKEHUEM
pexkBu3uTOB. CoOBpeMeHHbIe TpeOoBaHMS K O(GOPMIIEHHIO JAETOBBIX IOKYMEHTOB. OCHOBHbBIE
BH/IbI IOKYMEHTOB U MpaBuja UX 0(popMIIeHUS B IPAKTUKE YUPEKIEHUN COLIMATbHOM 3aIIUThI

Tema 5 «Opranuzanusi J0KyMeHTO000pPOTa yUpeKAeHHH COIHAJBLHONH 3aIIMThI»

LenTpanuzoBanHas, CMeIllaHHas | JIeLEHTPaIu30BaHHAs CUCTEMBI
paboTel ¢ mokymeHTamMu. OCHOBHBIE JOKYMEHTONOTOKH OpPraHoB couzamuThl. OcobeHHOCTH
paboThl C BXOASAIIMMH, UCXOISMIIMMH U BHYTPEHHUMH JOoKyMeHTamu. PaboTa ¢ oOpamenusamu
rpaxzaan. Pacnpenenenue ¢GyHKUMA U 00si3aHHOCTEW MeEXIy OOJACTHBIMU U PaOHHBIMU
(TeppuTOpHATBPHBIMU) ~ OpraHaMu  COIBAIIMTHL. ~ BnusHHe  3TUX  OOCTOATENBCTB  HA
JTOKyMeHTOo00opoT. B3anmMozeiicTBre opraHoB COIBALIUTHI C OpraHaMH BJIACTU M YIPaBJICHUS
CyOBeKTOB ¢eiepalvivi 1 opraHaMi MyHUIIUIIAJIBHOTO YIIPABICHHUS.

Tema 6 «OOecmeyeHne COXpPaHHOCTH  JOKYMEHTOB, oOpasylomuxcd B
AeATEJBbHOCTH Y4YPE:KICHHMI COLUATBHON 3aIMThI HACEJICHHUSD

OyHKIMM M opraHuzanus paboTsl. Pa3paboTka HOMEHKIATYpbl Jel YUYPeXAECHHUS HU
KOHTpOJIb 3a JEJONpPOU3BOJACTBOM, B TOM uucie 3a (opmupoBaHueMm jaen. OpraHuzanus
MPOBEACHUS IKCIEepPTH3a LEHHOCTH JOKYMEHTOB, oopMieHue ee pe3ynabTaroB. CocTaBieHHE
ONMCEN TOKyMEHTOB CTPYKTYPHBIX YacTel, MOAJEXKAINX cllaue B apXuB yupexaeHus. [lepegaua
JOKYMEHTOB B apXxuB yupexkaeHus. OOecriedeHne COXpaHHOCTU TOKyMeHTOB. Ilepemaua nen B
rocyJapcTBeHHble apXuBbl. (OCOOCHHOCTM XpaHEHHs U OpraHU3alMM  HCHOJIb30BAHUS
JOKYMEHTOB YUPEXACHNUN COLIMAIbHON 3alllUTHI.



Tema 7. «Opranmsanusi padéoTbl ¢ JOKYMEHTAMH, COAEP:KAIUMMH IEePCOHATbHbIE
AAaHHbIE TPAKIAAH»

HopmaTuBHBIE TpaBOBBIE aKThl B OOJIACTH MEPCOHANBHBIX AaHHBIX: D3 PO Nel49-D3
«O6 wunbopmary, WHPOPMAIMOHHBIX TEXHOJOTHSIX W O 3ammre uHGopmarmm», O3 PO
Nel52-®3 «O nepcoHanbHbIX AaHHBIX» U Jp. OCHOBHBIE NPHU3HAKU IEPCOHAIBHBIX JAHHBIX.
Knaccugukanus nepcoHambHBIX JaHHBIX IO MPU3HAKY CBOOOIBI 000pOTa U MPABOBOTO PEXKHMA.
Kareropun mnepcoHanbHbIX gaHHBIX. [loHsATHE 00paboTKa NEpPCOHATBHBIX TaHHBIX. Bumbl
00paboOTKH TEepCOHANBHBIX MaHHBIX. OCHOBHBIC TOHSATHS TEPCOHAIBHBIX AaHHBIX. OOmue
TpeGoBaHMs U 00PaObOTKE NEPCOHANBHBIX TAHHBIX.

5. 06p330BaTeJIbeIe TEXHOJIOTUH, B TOM YHC/I€ TCXHOJOI'MH IJICEKTPOHHOI'0 oﬁyqe}mﬂ H
AUCTAHIIUOHHBIC Oﬁpa3OBaTeJ'II)HI)Ie TEXHOJOIMH, HCIO0Jb3yEMbIC IIPU OCYHICCTBJICHUU
Oﬁpa30BaTeJIbHOFO npouecca mo JMCuMIInHE

B mporiecce 00ydeHus NCIIONB3YIOTCS CIIENYIONHE 00pa30BaTeIbHbIE TEXHOJIOTHH:

BBoanasi Jeknusi — JaeT TEpPBOE IIEJIOCTHOE TMPEACTABICHUE O JTUCHUIUIMHE |
OPUEHTHUPYET CTYJEHTa B CHUCTEME U3YYEHMs JaHHOW AUCHUIUIMHBI. CTYICHTBHI 3HAKOMSITCS C
Ha3HA4YCHHEM M 3aJa4aMH Kypca, €ro poJIbl0 U MECTOM B CHCTeME y4YEOHBIX JUCIHUIUIMH U B
CHUCTEME TOATOTOBKM B 1eioM. JlaeTcsi KpaTkuii 0030p Kypca, MCTOPHS PAa3BUTUS HAYKU H
MPAKTUKH, TIOCTHKEHUS B 3TON cepe, UMEHA U3BECTHBIX YUCHBIX, M3JIararoTCsl MEPCIIEKTUBHBIC
HampaBJI€HUs HcclienoBaHuid. Ha 3TOM  JeKIMM  BBICKA3bIBAIOTCS ~ METOJAMYECKHE U
OpraHU3aIlMOHHBIE OCOOCHHOCTH PabOTHl B paMKax JaHHOW AUCIUIUIMHBL, a TaKKe IaeTCs
aHaJIN3 PEKOMEHIyeMOUW y9eOHO-METOANYECKON INTEpaTyphl.

AxageMuyeckas JeKIus (WM JEKIUs 00IIero Kypca) — Mocae0BaTeIbHOE U3II0KEHUE
MaTtepuasa, OCyIIeCTBIIEMOe MPEUMYIIECTBEHHO B BUJIE MOHOJIOTa IpenoAasarens. TpeboBaHus
K aKaJIeMUYEeCKOM JIeKIIMU: COBPEMEHHBIN HayYHbIN YPOBEHb U HACBIIIEHHAs HHPOPMATHUBHOCTD,
yOenuTenbHas apryMeHTalus, AOCTYIHAas M TOHSATHAs peyb, 4YeTKas CTPYKTypa U JIOTHKa,
HaJM4Yue SIPKUX MPUMEPOB, HAYUHBIX JOKa3aTeNbCTB, 000CHOBAHUH, (PaKTOB.

IIpakTHyeckoe 3aHsiTHE — 3aHATUE, MOCBALUICHHOE OCBOCHUIO KOHKPETHBIX YMEHHM U
HABBIKOB 10 3aKPEIJICHUIO MOJTYYEeHHBIX Ha JIEKIUH 3HAHUH.

IIpe3enTauuss — mnpoekTHass (opMa HHAWBUIYAIbHOM CaMOCTOSITENBHON paboThI
CTYIEHTa, 3aKJIIOYarolascs B MOJIrOTOBKe mpeseHTanuu (cpenctBamu MS PowerPoint umu
JIPYTMMHU MpOrpaMMamMu, TO3BOJISIOUIMMEI CO3JaTh MPE3EHTAIMI0) HA CBOOOTHYIO WM 33JaHHYIO
npenojaBateneM Temy. lIpencraBienue nmpe3eHTalMd MPOUCXOAUT B ayJTUTOPUU U TOIJICHKHUT
00CYXICHHIO BCEH TPYIIION.

KoncynbTauum — BuJ yuyeOHBIX 3aHATUN, SBISIOUIUICS OJHON W3 (QOPM KOHTPOJIS
CaMOCTOSITENIbHOM  paboThl  CTyAeHTOB. Ha KOHCynpTalMsX IO MpOCchkOe  CTYIEHTOB
paccMmarpuBaroTcs Hauboyiee CIOKHBIE MOMEHTBHI MPU OCBOCHHM MaTrepuala JUCIHILIAHBI,
MpernojaBaTesib OTBEYAeT Ha BOMPOCHI CTYAEHTOB, KOTOpbIE€ BO3HHMKAIOT y HHUX B Mpoliecce
CaMOCTOSITEILHOM pabOTHI.

B npornecce 00yueHust UCTIONB3YIOTCS CIEYIONUE TEXHOIOTUH SJIEKTPOHHOTO 00yUeHHs
U IMCTaHIIMOHHBIE 00pa30BaTENIbHbIE TEXHOIOTHU:
DJIEKTPOHHBIN Y4eOHbI Kypc «OCHOBBI JOKYMEHTOBEICHHS M IOKYMEHT0000poTa B chepe
couuanbHoi 3amuTh» B LMS Jaexkrponnsbiii yunsepcuter Moodle SIpI'Y, B koTopoMm:
- TpeICTaBlEHBbl 3aJaHus Ui CaMOCTOSITEIbHON paboThl oOydaromuxcs MO TeMaMm
JVCLIATUIMHBI;
- OCYHIECTBIISIETCSI ~ NPOBEJIEHHE  OTIEIBHBIX  MEPOIPUATUI  TEKYILEro  KOHTPOJIL
YCIIEBAEMOCTH CTY/IEHTOB;
- MpeACTaBJIEHBI IPABUJIA IIPOXOKIEHUS IPOMEKYTOUHON aTTECTALIMH 10 JUCLUIUINHE;
- MpeICTaBIE€H CIUCOK Y4eOHON JuTepaTypbl, pPEKOMEHAYeMOW JUIi  OCBOEHUS
JUCLIAIUIMHBI;



- mpencraBieHa uHpopMamms O (GOpME W BPEMEHHM IPOBEACHUS KOHCYAbTALMK IO
AUCHUIUIMHE B PCIKHUMC OHHafIH;

- mocpeactBoM  (opyma  OCyHIECTBISIETCS CHHXPOHHOE W (WJIM) ACHHXPOHHOE
B3aUMOJICHICTBUE MEXJy OOY4arolIMMMCS M IPENoJaBaTeleM B paMKax H3ydeHUs
JUCIMIIJIMHBI.

6. IlepeyeHb JMIEH3MOHHOTO W (WJIH) CBOOOJAHO PACHPOCTPAHAEMOr0 MNPOrPaAMMHOIO
o0ecrneyeHns, MCIOJb3YeMOI0 IIPH OCYLIECTBJECHHMH 00pa30oBaTe/IbHOr0 Ipoluecca Mo
AUCHHUILIHHE

B mpomecce  ocymectBiaeHuss — 00pa3oBaTENLHOIO — Ipoliecca MO AUCLUIIIMHE
UCIIOJIB3YIOTCSA:

U1 (OpMHUPOBAHUS MAaTEPUANIOB JJISl TEKYLIETO KOHTPOJIS YCIIEBAEMOCTH M NPOBEICHUS
MIPOMEXYTOUYHOM aTTecTaluu, JUisi POPMUPOBAHUS METOJUUECKUX MATEPUAIOB M0 AUCLHUIUIMHE:

- mporpammel Microsoft Office.

7. IlepeyeHb cOBpeMEHHBIX NPO(eCCHOHAJBHBIX 0a3 [JaHHBIX M HHGOPMALMOHHBIX
CIPABOYHBIX CHCTEM, HCIIO0JIb3yEeMbIX NPH OCYLIECTBJIEHNH 00pa30BaTe/IbHOI0 Mpolecca 1no
AUCUUIJIMHE (IPU HE00X0AMMOCTH)

B mpomecce ocymecTBiaeHuss 00pa3oBaTENLHOTO  Mpollecca IO JAUCHUIUIMHE
UCHOJIB3YIOTCS:

ABTomaTu3upoBaHHas  OubnuoreyHo-uHpopmanmonHass cucreMa «BYKU-NEXT»

http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

8. [lepeyeHb OCHOBHOWi ¥  /IOMOJHUTEIbHOW Y4eOHOIl JMTepaTypbl, pecypcoB
UH(POPMANHOHHO-TEJIEKOMMYHUKANIUOHHON ceTH «UHTepHeT» (NP HEOOXOAUMOCTH),
PeKoMeHAyeMbIX [1JIs OCBOCHHS TN CUMIIJIMHBI

a) OCHOBHAs1 JIUTEpaTypa

1. loponuna, JI. A. OpraHuzarusi ¥ TEXHOJIOTHS JTOKYMEHTAIlHOHHOTO OOecreueHus
yIpaBlieHUs . y4eOHHMK M npaktukyMm mias By3oB / JI. A. Jloponuna, B. C. HputukoBa. —
Mocksa : HszmarensctBo  Opaiit, 2021. — 233 c.— (Bwicmiee oOpa3oBaHue). —
ISBN 978-5-534-04568-0. — Tekct : anektponnbiii // OOpa3oBarensHas miatdopma FOpait
[cariT]. — URL: https://urait.ru/bcode/489555

0) 10MOJTHUTEJIbHAS JIUTepaTrypa

1. [ysanosa, H. H. OcHOBBI nemonpon3BoACcTBa. SI3bIK CIIY)KEOHOTO TOKYMEHTA !
yueOHuK u mpaktukyMm st By3oB / H. H. IllyBanosa, A. 0. MBanoBa ; moxa o0ieil penakiuei
H. H. lllyBanoBo#i. — 2-e uzn., nepepad. u gom. — Mocksa : UznatensctBo FOpaiit, 2021. —
428 c. — (Boicmee obpazoBanue). — ISBN 978-5-534-10848-4. — TekcT : 37eKTpOHHBINH //
Oo6pa3zoBarenbHas miaTdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/468912

2. Konpmmkuna, T. b. JlenoBele KOMMYHHKAlUH, JOKYMEHTOOOOpPOT H
JeONPOU3BOACTBO : yueOHoe mocobue ans By3oB / T. b. Konbikuna, Y. B. Hlyctuna. — 3-¢
u3n.,, ucnp. u jgon. — MockBa @ MsmarensctBo FOpaiir, 2021. — 145 c¢. — (Bsricmiee

oOpa3zoBanue). — ISBN 978-5-534-14216-7. — Texkct : snexTpoHHbIN // OOpa3zoBarenbHas
wiargopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/468074

9. MaTtepuabHO-TeXHHYecKasi 0a3a, He00X0AMMAast VIS OCyIIeCTBJIEHHs 00pa30BaTeIbHOI0
npouecca no JUCHHUILINHE

MarepuanbHO-TeXHHUECKas 0a3a, He0OX0qUMast ISl OCYILIECTBICHHS 00pa30BaTEIbHOTO
Iporecca o JUCHUILIMHE BKIIOYAET B CBOM COCTaB CIELIMAIbHBIE IOMEIIEHUS:

- yueOHbIe ayJJUTOPUH JUTS IPOBEICHHSI 3aHATHH JEKIIMOHHOTO THIIA,;

- yueOHbIe ayJUTOPUH JIJIsl IPOBEACHUS MPAKTUUYECKHUX 3aHIATUN (CEeMHUHApOB);

- yueOHbIe ayJUTOPUH JIIsl IPOBEACHUS IPYIIIOBBIX U MHIUBHUIYaTIbHBIX KOHCYIbTALHIA;


http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
https://urait.ru/bcode/489555
https://urait.ru/bcode/468912
https://urait.ru/bcode/468074

- yueOHbIE ayIUTOPHHM [UIS TPOBEACHUS TEKYIIEro KOHTPOJIS U HPOMEKYTOUHOU
aTTeCcTalllu;

- IOMEIIEHHUSI U1 CAMOCTOSITENbHOM pabOThI;

- IOMEUICHUA IS XpaHEHHS W TNPO(PUIAKTUYECKOTO OOCITY)KMBAHUS TEXHHUECKUX
CpeAcTB 0OyUYECHHS.

CrnenranbHble TIOMENIEHHUSI YKOMILIEKTOBAHBI CPEACTBAMHU OOYUEHUS, CIYKaUIUMH JUIs
npecTaBieHus yueOHOM nHpopMaly OOJIbIION ayAUTOPHH.

[lomemienus uig caMOCTOATENbHON PabOTHl OOYUYAIOUIUXCS OCHAIIEHbl KOMIIBIOTEPHOI
TEXHUKOH C BO3MOXHOCTBIO MOJKIIOUCHHS K cetn «MHTepHeT» M olecredeHneM nocTyna K
AJIEKTPOHHOU MH(POPMALIMOHHO-00pa3oBarTeabHoOM cpeae SApl'Y.

ABTOp:

Cr. npenogaBarens 6a30B0il KadeIpbl TEXHOJIOTUU
COITMATPHOM peadIUTAIINH
N.C.KyBmmHoBa




IIpunoxxenne Ne 1 k pado4eiit nporpaMmmMe auCUHMIIIHHBI
«OCHOBBI JOKYMEHTOBeIeHHSI M JOKYMEHT0000poTa B cepe CONMATBHOI 3alIUTHD)

@D oHJ O1IEHOYHBIX cpeacre
AJIS MPOBEACHUSA TEKYLIECT0 KOHTPOJISA yCIIEBAEMOCTH
H HpOMe)l(yTO‘lHOﬁ aTreCTalu CTYACHTOB
o JTUCHHUIIJIMHE

1. TunoBble KOHTPOJIbHBIC 3aIaHUs] 1 UHBIC MaTE€pHUaJbl,
HCII0JBb3YEMBIE B ITPOUECCE TEKYHIECTI'0O KOHTPOJIA YCIIEBAECEMOCTH

3amaHus JJI CAMOCTOSITEIbHOI padoThI
(Oanmbie 3a0anus bINOIHAIOMCS cmyodenmom camocmosmenvro ¢ JYK LMS Moodle
u npenodasamenem 8 0053amelbHOM NOPsIOKe He NPOBEPSIONC)

3aganus no teme 1. TeopeTudyeckue 0CHOBbI IOKYMEHTOBEICHUS

3aoanus ona camocmosmenvrou pabomvr ¢ IVK 6 LMS Moodle

N3006pa3ute B BUIe cXeMbl Ki1accupuKanno QyHKIUNA JOKYMEHTOB

[ToaroroButhk coobiieHue «OCHOBHBIE 33/1a4M JTOKYMEHTALMOHHOIO OOECIeYeHUs B MPaKTUKE
COITMATBHOM cepbD».

IIpoananu3upoBaTh TUIIBI JOKYMEHTOB M HOCUTEIH JOKYMEHTHPOBAHHOM HH(POPMaLIUH, KOTOpPbIE
UCIOJb3YIOTCS B YUPEKIACHUAX COLIMATIBHOMN 3aILUTHI.

3ananus 1o TeMe 2. 3aKoHOAATeIbHAsI U HOPMATHUBHO-MeTOAMYecKasi 0a3a
AOKYMEHTAIIHOHHOTO o0ecrneyeHnsl yIIpPaBJIeHUus

3aoanus ons camocmossmenvrotu pabomer 6 JVK ¢ LMS Moodle
[Ipoananu3upyiite rocyiapcTBeHHbIE CTAHIAPTHI HA JOKYMEHTAIIHIO.

3ananusi no teme 3. OCHOBHbIe TpeOOBaHUA K O(GOPMJIEHHIO JOKYMEHTOB
3aoanus ons camocmosmenvroi pabomer ¢ DVK ¢ LMS Moodle

JlaiiTe MICEMEHHYIO XapaKTEPUCTHUKY PEKBU3UTaM JJOKYMEHTOB.

CocTaBUTh OJIAHK C YTJIOBBIM U MPOIOJIBHBIM PACIIOIOKEHHEM PEKBU3UTOB.
CocraBbTe OJIaHK pacIopsHKEHHS, PUKAa3a WK JII000TO JPYroro OpraHu3alMoHHO-
pacropsIUTEILHOTO JJOKYMEHTA.

3aganus no teme 4. Cucrembl JOKyMEHTanuu B cdepe conHaJbHONH padoThl
3aoanus ons camocmosmenvrot pabomer ¢ VK ¢ LMS Moodle

N3006pa3uTte B BUJIE CXEMBI CUCTEMY JOKYMEHTAIIMH B cpepe COLUATbHOM 3aIUTHI.
OxapakTepu3yiTe BUIbl OpraHU3alMOHHO-TIPABOBBIX, PACIIOPAIUTEIBHBIX U
MH(POPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3aganusa mo teme 5. OpraHm3auusi  JOKYMEHTO000pOTa  yupe:KaeHui COLHATTbHOM
3aIIMThI

3aoanus ons camocmossimenvrou pabomer ¢ DVK ¢ LMS Moodle

[IpuBenute npuMep JOKYMEHTOOOOPOTA B yUPEXKICHUH COLIUATBHOM Cephl.

CocTtaBbTe cXeMy JBHKEHUS TIOKYMEHTOB Ha ITpUMEpE JIF000T0 YUPEKISHHS COLMANbHOM chepsl.



3amanus mo teme 6. OfecneyeHne  COXPAHHOCTH  JIOKYMEHTOB, 00Opa3yliomuxcsi B
AeSITEJIbHOCTH YUPEKIeHUH CONHATBLHON 3alMTHI HACeJTeHHUs

3aoanus ons camocmosmenvrou pabomst 6 VK ¢ LMS Moodle

1. ®opmupoBanue nen Ha OyMaKHOM HOCHTEIIE.

2. Pa3paboTka HOMEHKIJIATYPHI JEIT OPraHU3allHH.

3. OdopmiteHne nena Ha XpaHEHUE: YaCTHYHOE, MTOJTHOE.

33}131—[1/15[ IJIS MPAKTUHYIECCKUX 3aHATHH

HpaKTuqecm[e 3aHATUSA IPOBOAATCHA B (bopMe CEMHUHAPOB U NPEANOJArarT NMNOAroToOBKY
AOKJIAJ10B U npe3eHTaunﬁ H mocJjaeaymiiee oﬁcym)lemle mo ¢JieAyromum Bompocam

Cemunap no teme 1. TeopeTudyeckue 0CHOBBI IOKYMEHTOBEICHHSA

1. UnopmanioHHasi COCTaBIISIONIAs] TEPMHUHA «TIOKYMEHT).

2. COOTHOLIEHUE MOHITHH: «TOKYMEHT», «I0OKYMEHTO000POT», «JI€IONPOU3BOJICTBOY,
«IOKYMEHTAllMOHHOE 00ECIIeYeHHE YIIPABIECHHSD)

Cemunap no teme 2. 3aKoHoAaTeIbHAS H HOPMATHBHO-METOHYECKAs1 6a3a
AOKYMEHTAIMOHHOI'0 00ecreYeHusl yIpaBJIeHUs!

1. HopMaTuBHO-IIpaBOBOE PETYINPOBAHNE JOKYMEHTUPOBAHNUS YIIPABICHYECKOMN JEATEIBHOCTH.
2.'ocynapcTBeHHas cucTeMa JOKYMEHTAIl[MOHHOTO 00eCIeUeH sl yIIPABIICHNUSI.

3. [leficTByIOIME HOPMATUBHO-TIPABOBBIE aKThl U METOINYECKHE PEKOMEHIAIIUH, IPUMEHSIEMBIC B
cdepe T0OKyMEHTHUPOBAaHUS, UX 3HAUCHHE.

Cemunap no teme 3. CucremMa 10KyMeHTaluu B cepe cOUMATbHON 3aIIIUTHI
1. ®yHKIIMOHATBHBIC U KOPIIOPATUBHBIE CUCTEMBI TIOKYMEHTAITHH.

2. Cucrema opraHu3aMOHHO-PACTIOPAIUTEILHON TOKYMEHTAIINH

3. Cucrema cipaBOYHOM TIOKYMEHTAIIUH

4, CucreMa IJIaHOBOM IOKYMEHTAIIHH

Cemunap mno teme 4. OcHOBHbIE TPeOOBaHMS K 0()OPMJICHUIO JOKYMEHTOB B YUPeKIECHUAX
COMAJILHOM 3aIUTHI

1. IousTus «peKBU3UT» U «HOPMYIIAP» JOKYMEHTA, UX COOTHOIIICHHE.

2. Buapl peKBU3UTOB: MMOCTOSIHHBIE U IEpEMEHHBIE, IU(PPOBLIE U TEKCTOBBIE PEKBU3HUTHI U JP.

3. CoBpemeHHbIe TpeOOBaHUS K 0(DOPMIICHHIO IEJIOBBIX JOKYMEHTOB.

Cemunap no teme 5. Opranuszanusi J0KyMeHT0000pOTa yupexIeHuil B cepe conmanbHOM
3aIMThI

1. OcHOBHBIE JOKYMEHTOIOTOKH B OPTaHU3ALHUAX COI[HAIBHOM 3aIHTHI.

2.0cob6eHHOCTH pabOThI ¢ BXOISIIUMU, UCXOISIIMMH U BHYTPEHHUMU TJOKyMEHTaMHU.

3.Ilpuem u peructpanus 10KyMEHTOB.

4.VicnonHeHne T0KyMEHTOB.

5. OTnpaBka JOKyMEHTOB.

Cemunap no teme 6. O0ecrieueHrne  COXPAHHOCTH  JIOKYMEHTOB, oOpa3ylommxcsi B
AeATeJIbHOCTH Y4YPEe:KICHUH COLUATBHONH 3allMTHI HACEJICHHUSs

1. dopMupoBaHue U ONIepaTUBHOE XpaHEHHE JEl.

2. Pa3zpaboTka HOMEHKIJIATYpPhI JIeJ1 yUPEexKISHUH COLMaNbHOM 3aIUThI

3. Opranu3zanus NpoBeJCHUS IKCIIEPTHU3a LIEHHOCTH JTOKYMEHTOB, 0(pOpMIICHHE €€ Pe3yIbTaTOB.
4. OdopmiieHue siena Ha XpaHeHHe.



Cemunap mno Teme 7. Opranm3anuss padoTbl ¢ JOKYMEHTaMH, COJdep:KAIMMH
NePCOHANIbHBIE TaHHbIE TPAKIAH

1. TlonmydeHue mepcoOHaNBHBIX JAHHBIX OT CyOBEKTa MEPCOHAIBHBIX JaHHBIX. [lMcbMeHHOE
corjacue CyObeKTa Ha 00pabOTKy ero NepCOHANbHBIX JTaHHBIX.

2. Ilopsimok 00pabOTKM MEPCOHANBHBIX TAHHBIX B OPTaHU3ALINH.

3. 3amuTa NepCcoOHANBHBIX JaHHBIX.

4. JIOKyMEHTBI, perIaMEHTHPYIOIINE ACATEIbHOCTh OPraHU3alluk B OOJACTH MEPCOHAIBHBIX
JIaHHBIX.

Kputepuu onieHku paboThl CTYA€HTOB BO BpEMsI CEMUHAPOB:

- ConeprkaHue 0TBETa COOTBETCTBYET 3alaHHOMY BOIIPOCY

- [Ios1HOTa M pa3BEPHYTOCTh OTBETA

- UeTKOCTh ¥ TOUHOCTH (POPMYJIMPOBOK IIPH OTBETE HA BOIIPOC
- PeueBas rpaMoTHOCTH

Copep:xaHre OTBETOB OLIEHUBAETCS LIKAJIE «3aYTEHO-HE3aUTEHO»:

- OIIEHKA «3aYTE€HO» BBICTABJISIETCS CTYJIEHTY, €CJIM OH MPUHUMAET aKTUBHOE y4acTHE B
00CYXICHHH BOIIPOCOB, BEIHECEHHBIX HA CEMUHAPCKOE 3aHATHE, TIPH OOCYKJICHUN OMUPAETCS Ha
JTUTEpaTypy 1o TeMe CEMUHapa, JeliaeT OTCHUIKK K aBTOpaM, MPUBOJIUT MPUMEPHI, BHICKA3hIBACT
COOCTBEHHYIO TIO3MIIMIO, APTYMEHTUPYS €€, XOPOIIO BIAJACET TEOPETHUCCKUM U MPAKTHIECCKUM
MaTepHUajIoM I0 00CyXK1aeMoll TeME;

- OIICHKA «HE 3a4YTCHO» BBICTABIIAETCSA CTYAEHTY, €CJIM OH He MPUHUMAET aKTHUBHOIO
ydacTusi B OOCYKJIEHMH BOMPOCOB, BBHIHECEHHBIX Ha CEeMHHap, Mpu OOCYXKICHUM OIMUPAETCS
TOJIBKO Ha COOCTBEHHBIE CYKJICHUS, HE HCTIONb3YS JIUTEPATypy 110 TEME CEMUHApa, 3aTPyAHSIETCS
C OTCBUIKAMHM K aBTOpaM, C TPYAOM MPHUBOJUT TMPUMEPHI (UM HE MOXKET HMX IPHUBECTH),
BBICKa3bIBAE€T COOCTBEHHYIO MO3UINIO, HE apTyMEHTHUPYS €€, IUIOXO BIIAJIeeT TEOPETUUYECKUM U
MPAKTUYECKUM MaTEepPHaJIOM 10 00CYX/1aeMOi TeMe.

TeMbl mpe3eHTAIUI 10 KypCY
«OCHOBBI JOKYMEHTOBeIeHH S U JOKYMEeHT0000poTa B cepe cOlMATbHOI 3alUTHD)

TunoBast cCTpyKTypa JAeJIONPON3BOICTBEHHOU CITYy)KOBI. Pactipeenenue o0si3aHHOCTEH.
HopmaTuBHas pernamMeHTaIys COTpyIHUKA CITYKO COIUAIbHOM 3alUThl HACETICHUSL.
[IpaBuna npuema u 00pabOTKH MOCTYIAIOIIUX JIOKYMEHTOB.

PaboTa ¢ oOpaleHusIMu Tpak/IaH.

[ToaroToBKa TOKyMEHTOB K OTIPABKE.

TpeboBanust k paboTe C JOKYMEHTaMH, UX COCTaBJICHUE U 0(hopMIICHHE.

KonTpos 3a kauecTBOM 0(hOPMIICHHUS TOKYMEHTOB.

Peructparus 10KyMeHTOB.

KoHTpoms 3a cpokamMu UCTIOTHEHHS TIOKYMEHTOB U IOPYYEHHU I PYKOBOIUTEIIS.

10 TpeGoBaHus K OpraHU3aIUU XpaHEHHUsI JOKYMEHTOB, UX CUCTEMAaTH3aIIHSL.

11. XpaHeHue TOKyMEHTOB B YUPEKACHUAX COLMATBHON 3alTUTHl HACETICHHUS.

wWooNoGO kWM

1. O6nem — He 60nee 10-12 cnaiios
2. O06s13aTenbHO HaTMUME BBEACHUS U 3aK/II0OYeHHs. Bo BBeIeHNH KPaTKO: aKTyaJbHOCTh
TEMBI, LIEJIH U 33Jja4i paOboThl. B 3aKiIt0ueHUN: YeTKHE BBIBOJIBI 110 KaXKJJOMY ITYHKTY pabOTHI.
[Ipu noaroToBKe 00s13aTENBHO UCIIOJIb30BaHKE CTaTell U MOHOTpaduii 3a nociaenHue 2-3 roja.
3.CamMocTosITENLHOE BBITIOJHEHNUE PaOOTHI



Kpurepuu ounenku

Coneprkanue 3ajaHUsl OLEHUBAETCS 10 LIKAJIE «3a4TEHO-HE3a4TCHO:

+ «3aYTEHO»- 3aJIaHUE SIBIISIETCS OPUTMHAIIBHBIM, COJEPKATEIbHBIM, IPAMOTHO BBIIIOJIHEHHBIM;
- «He3aureHo» - 3a1aHuE BBINIOJIHEHO HECAMOCTOSATENBHO, OTCYTCTBYET OPUTMHAIBHOCTb,
HEO0XOIMMBIE CTPYKTYPHBIE JIEMEHTHI, BBITIOJTHEHO HE B ITOJIHOM 00bEeMe.

CamocrositesibHa padora no teme 4. OcHOBHBIE TpeOGoBaHusi K  odopmIeHHI0
AOKYMEHTOB B YUpeKICHUSX COHAJBHOM 3alUThI

(nposepka cchopmuposannocmu YK -4, unouxamop YUK -4.3)

CocTaBuTh [1€710BOM JOKYMEHT, YYWUTBHIBas €ro Lejlb, CTPYKTYypy M HpaBuiia 0(QOpMIICHHUS,
HCIIOJIb3YEMBIM B IPAKTUKE YUPEKACHUM COLMAIIBHON 3aIUTHI.

(nposepka cchopmuposannocmu IIK(CT) -2, unouxamop UIIK(CT)-2.2)
3anoaHUTh OJTAaHKU JOKYMEHTOB, MCIIOJIb3yeMbIE B MPAKTUKE YUPEKJICHUNA CONUATHHOMN 3alTUTHI
,JUTSL TIPEJIOCTABIICHUS COIIMATIBHBIX YCIIYT ISl ONIPENeNICHHON KaTeTOPUH TPask/IaH.

ConeprkaHue 3ajaHUsl OLIEHUBAETCS 10 LIKAJIE «3a4TEHO-HE3a4TCHO:

- «3a4TE€HO» - BBICTABJIAETCS CTYAEHTY, €CIM OH BBINOJHWI 3aJaHHe TPaMOTHO,
COJIEPIKATEIBHO.

- «He 3auTeHO» - BBICTABISETCS CTYEHTY, €CIIU OH JOITYCTUJI OLIMOKH WM 3aTPpyAHSIETCS
B OTBETE.

CamocTosiTeIbHA padoTa mo Teme 5. OpraHu3anusi JOKYMEHT0000pOTa y4upeKIeHuii B
chepe connanbHON 321U THI
(nposepka cihopmuposannocmu [IK(CT) -2, unouxamop UIIK(CT)-2.2)

3amaga Nel: Ompenenuth cnenupuKy JOKYMEHTOOOOpPOTa B YUPEKACHUH COIMATBHOM
3amuThl COCTaBUTh aHAIMTUYECKYIO CIPABKY IO BOIPOCAM OpraHu3aluy J0KyMEHTO000poTa B
JTAHHOM YUYPEKICHHUH.

3amaua Ne2: HaszBaTe mpumensiemble (OPMbI pErHCTpallMi TOKYMEHTOB B YUPEKICHUSIX
COLIMANbHONM 3amuTel HaceiaeHus. COCTaBUTh aJIrOPUTM PETUCTPAIMU  JIOKYMEHTOB B
YUPESKJICHUSIX COIMAIBHOM 3aIIUTHI.

ConepmaHI/Ie 3alaHuA OICHHUBACTCA 110 IIKAJIC «3aYTCHO-HE3aUYTCHO» .

- «3ayTeHo» - BBICTABIACTCS CTYACHTY, €CJIM OH BBIIIOJHHII 3aJaHHUE I'PaMOTHO,
COACPKATCIIBLHO.

- «He 3auTeHo» - BBICTABIsETCS CTYACHTY, €CJIN OH JOIIYCTHUII OIIMOKH HJIH 3aTPYAHACTCA
B OTBCTC.

2. Crnucoxk BONPOCOB U (WJIN) 3aaHUI /15l TPOBeeHHs MPOMEKYTOYHOH aTTecTauun

Bonpocsl K 3a4eTy 110 AMCHUATIINHE
«OCHOBBI JOKYMEHTOBEICHHS  JOKYMEHT0000poTa B chepe CONMATBHOM 3aIUTHD)

1. OnpeﬂeneHHe, MNpeaMET U 00BEKT JAOKYMCHTOBCACHU.

2. I[OKYMGHTOBCI[CHI/ICZ HUCTOpUA U COBPCMCHHOCTD.

3. Tlonsartue CKHIOKYMCHT». OnpeneneHI/Ie JAOKYMCHTA B ynpaBHqueCKOﬁ CHUCTEMC B
HOPMATUBHO- MCTOANYCCKUX NOKYMCHTAX B C(I)epe JOKYMCHTOBCACHUA,
ACIONPOU3BOACTBA.

4. CoOTHOIIICHHE MMOHITHIA: KHIOKYMCHT», ((I[OKYMCHTOO60pOT»,
«ACIOMPOU3BOACTBO», KTIOKYMCHTAIITUOHHOC obecrieucHue YIIpABJICHUS .



5. Cocras 3aKOHOJIaTENIbHON U HOpPMaTHUBHO- METOINYECKOM
0a3bl IOKyMEHTALIMOHHOTO YIIPABJICHUSI.
6. 3axononatenvHbIE akThI Poccuiickoii @enepannu B chepe nHpopMaIiy 1

JOKYMEHTALIUU.

7. I'ocynapcTBeHHbIE CTaHAAPTHI HA TIOKYMEHTALIUIO.

8. denepanbHbIe 3aKOHBI M KX TPEOOBAHMSI K OpraHU3aIiiy paboThI 10 COIMATBHON
3allUTe U €€ JOKYMEHTHPOBAHUIO.

9. OcHoBHBIE TpeOOBaHMS K 0(OPMIICHHIO TIOKYMEHTOB.

10. [ousTHs «pEeKBU3UT» U «HOPMYJSIp» MOKYMEHTa, uX cooTHomenue. CocraB u
Ha3HAYEHUE PEKBU3UTOB. BUIBI peKBU3HUTOB.

11. brnank nmoxymeHTa, Buabl OjaHKOB. biaHku ¢ yriaoBeIM W MPOJOJIEHBIM
PacroJIo’KEHUEM PEKBU3UTOB.

12. Tlonstue «cucrema JOKyMeHTarmn». @OYHKIHOHAIBHBIE W KOPIIOPATHBHBIC
CUCTEMBI JIOKYMEHTALIUU.

13. OcHoBHbI€ (QYHKIIMOHATbHBIE CUCTEMbI U JOKYMEHTBI UX COCTABJISIOIINE.

14. KopnopaTtuBHbie cHCTEMBI JTOKYMEHTalMH, UX ocoOeHHocTH. COOTHOUIEHHE
(YHKIIMOHATLHBIX M KOPTIOPATUBHBIX CHCTEM.

15. Cucrema T10KyMEHTOB B c(hepe colmanbHOM 3alIMThI KaK MpUMeEpP KOPIOPATUBHOMN
CUCTEMBI.

16.  Llentpanm3oBaHHasi, CMEIIAHHAS U JICIICHTPAIN30BaHHAS ~ CHUCTEMBI PabOTHI C
JOKYMEHTaMHU.

17. OcHOBHBIE JOKYMEHTOIIOTOKH B YUPEKICHHUSIX COLIMATIBHON chephl.

18. Crnenrduka paboThI ¢ BXOISIIMMH, UCXOSAIINMA U BHYTPEHHUMH JIOKYMEHTaMH.

19. PaboTa ¢ oOpameHusiMu rpak/iaH.

20. Pa3paboTka HOMEHKIATYPBI JNT YUPEKACHHS U KOHTPOJIb 32 ACIOMPOU3BOICTBOM,
B TOM 4HCII€ 3a POpMUpPOBAHUEM JIE.

21. CocTaBieHHe ONMUCEN TOKYMEHTOB CTPYKTYPHBIX YacTe€H, MOJIECKAIINX CAaYe B
apxuB yupexzaeHus. [lepenaya TOKyMEHTOB B apXUB YUPEKICHHUS.

22. OObecnieueHre COXPAHHOCTH NOKyMEHTOB. Ilepemaua menm B rocymaapCTBEHHBIC
apXUBBL

23. OcoOeHHOCTH  XpaHEHHsST W  OpraHu3alMd  HCHOJBb30BaHUSA  JOKYMEHTOB
YUPEKICHUHN COIUATBHOU Cephl.

24.  HopmaruBHbIE IPABOBBIE aKThI B 00JIACTH MTEPCOHAIBHBIX JAaHHBIX

25. O06paboTKa MEepCOHANBHBIX NAHHBIX: MOHATHE W BUABL. O0IKe TpeOOBaHUS PH

o6pa60TI<e MNEPCOHAJIBHBIX TAHHBIX.

HpaBn.na BbICTABJICHHUA OLICHKHU HA 3a4eTe

3ayeT NpoBOUTCA B YCTHOH (hopme.

ITo uToram 3auera BBICTABISETCS OJHA U3 OLIEHOK: «3a4TEHO» WM «HE 3a4TCHO».

OLeHKM  «3auTeHO»  3aClIY)KHBAaeT  CTYIEHT, OOHApYXHUBIIMH  BCECTOPOHHEE,
cUCTeMaTHYeckoe M TIyOOKoe 3HaHHME Y4eOHOTO M HOPMAaTHBHOTO MaTepuaia, yMEIOLIHi
CBOOOJIHO BBIMOJIHATH 3aJaHMs, MPEAYCMOTPEHHBbIE MPOrpaMMOM, YCBOMBLIMM OCHOBHYIO H
3HAKOMBIU C TOTIOJHUTEIBHOM JINTEpaTypoil, peKkOMEHA0BaHHON Kadeapoi.

Taxke OIlEHKa «3a4TE€HO» BBICTABISIETCSA CTYAEHTaM, OOHApYKMBILUM IOJHOE 3HAaHUE
y4eOHOTO MaTepHualla, YCHEIIHO BBIMOJHAIONIMM IMPEIYCMOTPEHHBIE B IpOrpaMMe 3aJaHud,
YCBOUBIIMM OCHOBHYIO JIUTEPATypy, PEKOMEHIOBaHHYIO Kadeapoil, IeMOHCTpUpYOIIne
CHCTEMaTHUYECKHI XapakTep 3HAaHUW MO JUCLUIUIMHE M CIOCOOHBIE K MX CAMOCTOSTEIBHOMY
MIOTIOJIHEHUIO M OOHOBJICHUIO B XOJIe JajibHelIIed yueOHOH paboTel M MpodeccuoHaTbHOU
JEATEIILHOCTH.



Hakonern, OIEHKOW «3a4TEHO» OIICHHBAIOTCS OTBETHI CTYJEHTOB, MOKA3aBIIMX 3HAHHE
OCHOBHOTO Yy4eOHOro Marepualia B 00beMe, HEOOXOJMMOM Ui JanbHeWmed y4eObl U B
npencrosimeld  pabore mTo  mpodeccuu, COpaBISIIONIMXCS C  BBIIIOJIHEHUEM  3a/IaHUU,
MPETYCMOTPEHHBIX MTPOrPAMMOM, HO JOMYCTUBIIUM MOTPEITHOCTH B OTBETE HA DK3aMEHE U MPHU
BBITIOJIHEHUM KOHTPOJBHBIX 3alaHUi, HE HOCAIIME NPUHIUNIHAILHOTO XapakTepa, Korjaa
YCTQHOBJIEHO, 4YTO CTYACHT 00Jamaer HEOOXOMUMBIMU 3HAHMSAMH JUIS  TIOCIEIYIOIIETO
yCTpaHEHUS YKa3aHHBIX IMMOTPEITHOCTEH 10 PyKOBOJICTBOM IIPETIOIaBATEIS.

OrneHKa «HE3a4TEHOY» BBICTABIICTCS CTYJICHTaM, OOHAPYKUBIIUM IMPOOEIBI B 3HAHUSX
OCHOBHOTO YYE€OHOTO Marepualia, JOIYCKAIONUM PHUHIUITHAIBHBIE OMIMOKH B BBITIOJHCHUH
MPEyCMOTPEHHBIX MPOTPAMMOM 3aAaHui. Takoll OUEHKM 3acCIyKHUBAIOT OTBETHI CTYAECHTOB,
HOCSIIAE HECUCTEMATH3UPOBAHHBIN, OTPHIBOYHBIN, MOBEPXHOCTHBIN XapaKTep, KOTAa CTYJICHT He
MOHMMACT CYIIECTBA M3JIAraeMBIX UM BOIIPOCOB, UYTO CBHUICTEILCTBYET O TOM, YTO CTYACHT HE
MOXKET JaJIbIe MPOJIOJDKATh OOYYCHHE WM MPHUCTYNATh K MPO(EeCCHOHATBLHOW IeATeIbHOCTH
0€e3 JIOTIOJTHUTEIIBHBIX 3aHIATHN TI0 COOTBETCTBYIOIICH TUCITUTUINHE



Hpuioxenne Ne 2 k padoueii mporpaMme U CHHILIHHbI
«OCHOBBI JOKYMEHTOBeIeHHSI M JOKYMEHT0000poTa B cepe CONMATBHOI 3alIUTHD)

MeToauueckue YKazaHud JJsl CTYAEHTOB 10 0CBOCHUIO U CIIUII/IMHBI

OcHoBHOU (opMOIl W3IIOKEHUsT y4eOHOTO Marepuania 1o gucruiuinHe «OCHOBBI
JOKYMEHTOBEICHUS M JIOKYMEHTOOOOpOTa B cepe COUMATBHOMN 3aIIUTBD) SBISIOTCS JICKIIUH.
YcnenHoe oBnaJeHue JUCHUILUIMHON MIPeIoiaraeT BHIIOJHEHUE PSAAa PEKOMEHAAaLUH.

1. Cnenyer BHUMATENbHO H3Yy4YUTh MaTepuajbl, XapakrTepusyromue Kypc «OCHOBBI
JOKYMEHTOBEICHUSI U JIOKYMEHTO00OpOoTa B cepe COUMAIBHOW 3aIIUTB» U ONPEACISIONINe
LIEJIEBYIO0 YCTAaHOBKY. DTO MOMOXET YETKO MPEACTaBUTh KPYT U3ydaeMbIX IPOOJIEM U ITyOUHY UX
MOCTUKEHHUS.

2. HeoOxomumo 3HATH TOJMOOPKY JIMTEPATYphl, JOCTATOYHYIO M HEOOXOJUMYIO JIIs
U3y4eHus npeanaraemMoro kypca. [Ipm 3Tom cienyer MMeTh B BUAY, UTO HY)KHa JIUTEparypa
Pa3IUYHbIX BUJIOB:

a) yueOHUKH, ydeOHbIe U yUeOHO-METOINYECKUE TOCOOHSI.

6) MoHOTpaduu, COOPHUKN HAYUHBIX CTaTeH, MyONMKalMi B T'yMaHUTApHBIX JKypHaiax,
MIPE/ICTaBJISIONINE SMIMPUYECKUIT MaTepuan, a TakkKe MHOrooOpa3Hble acleKThbl aHajIu3a
COBPEMEHHOTO pa3BUTHSI 00IIECTBA;

B) CIpaBOYHAs JIUTEpATypa — SHIMKIONEINH, IKOHOMUUECKHUE CIIOBAPH, PACKPBIBAIOIINE
KaTeropualbHO-TIOHATUIHBIN anmnapar.

I) aHaJUTHUYECKWE  MaTepuasbl, MPEICTABIEHHBIE  BEIYUIUMU  HKCHEPTHBIMU
OpraHu3alusIMH

3. Wsywas nureparypy, cieayeT YSACHHTh OCHOBHOE COJCpKaHWE TOW WM HHOM
COLIMANIbHOM MPOOJIEMBI, TPUYHMHBI €€ BOSHUKHOBEHUS U TOCIEICTBUS I 00LIECTBA.

B npomiecce o0yduenus TpeOyeMbIii yueOHBIM MaTepHall CTyICHTHI TOIYYaloT Ha JIEKIIHSIX
[0 YCTaHOBJICHHOMY PErjaMeHTY, a TaKyKe MPU CaMOCTOSITETbHOM U3YYEHUU MpeiiaraeMoi um
JUTEPATYpPHI 110 JAHHOMN TUCHUTUIMHE

s camocTosTenbHOrO moadopa jureparypel B Oubnuorexe Spl'Y pexomenmyercs
UCIOJIb30BATh!

1. Jinunbrii  xkaouuer (http://lib.uniyar.ac.ru/opac/bk_login.php) maer BO3MOXKHOCTH
MoJiyueHus on-line 1octyna K COUCKY BBIAAHHON B aBTOMATU3MPOBAHHOM PEXUME JUTEPATYPHI,
MIPOCMOTPa U KOMUPOBAHUS 3JIEKTPOHHBIX BEPCUN U3IaHUI COTPYAHUKOB yHUBepcuTeTa (yuel. u
METO/I. TOCOOMsI, TeKCThI JIeKIUi U T.1.) g pabotel B «JInuHOM KabuHeTE» HEOOXOAMMO 3aHUTH
Ha caiit Hayunoit 6ubnuotexku Spl'Y c mo0oit Touku, uMmeromeil gocryn B Internet, B myHKT
MEeHI0 «DIJIEKTPOHHBIA KarTajory; MPOWTH MpOLEAYpY aBTOpPHU3allMd, BbIOpaB BKIAIKY
«ABTOpH3aIUY», U 3aTIOJTHUTD MIPEICTABICHHbIE OISl UH(POPMAIIHH.

2. DneKTpoHHAs1 0UbIUOTEeKa yueOHBbIX MaTepuasoB SApl'yY
(http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php) coxmepkut 6Goaee 2500 mMONHBIX TEKCTOB
y4eOHBIX M Yy4eOHO-METOJWYECKHUX MAaTEpHaioB MO OCHOBHBIM HM3y4aeMbIM JTUCIHILIMHAM,
U3JJaHHBIX B YHUBepcUTeTe. JJocTyI B C€TH yHUBEPCUTETA, JIMOO 10 JIOTUHY/IApOJIIO.

3. DJIeKTpOHHas1 KapToTeka « KHIUTroo0ecne4eHHOCThY
(http://www.lib.uniyar.ac.ru/opac/bk_bookreq_find.php) packpeiBaer yueOHbIH (OHA HaydHOU
oubmuorekn  Spl'Y, mpemocraBiaser  ONepaTHUBHYH0  HMHMOPMAIMI0O O  COCTOSIHUU
KHUT000ECTIEYeHHOCTH JAUCIUIUINH OCHOBHOM U JIOTIOJIHUTEIBHON JTUTEPAaTypo, a TakKe IHKIIA
JMCLUUIUIMH U CHelHaIbHOCTEeH. DIeKTpoHHas KapToTeka «KHHroobecrneueHHOCTb» JOCTYITHA B
ceTu yHUBepcuTeTa U uepe3 JInuHbIii KabuHeT.
3amaHusg JUIs CaMOCTOSATENBHOTO pemeHus (GopMymupyroTcs Ha JIEKIMAX WU MPAKTUYECKUX
3aHATUAX. B kauecTBe 3ajaHuil 7151 caMOCTOSITENIbHOW paboThl JoMa CTyJeHTaM IMpeaaararTcs
3aJ]auy, aHAJOTMYHbIE Pa300paHHBIM Ha JIEKIHIX U MPAKTUYECKUX 3aHATHIX WM HEMHOTO OoJjiee
CJIO’KHBIE, KOTOPBIE SBIISIOTCS Pe3yabTaTOM 00bEAMHEHUS HECKOJIBKUX 0a30BbIX 3a/1a4. [1omHbIi



http://lib.uniyar.ac.ru/opac/bk_login.php
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
http://10.1.0.4/buki/bk_bookreq_find.php
http://www.lib.uniyar.ac.ru/opac/bk_bookreq_find.php
http://10.1.0.4/buki/bk_bookreq_find.php

CIHMCOK 3aJIaHHH JJIs1 CAMOCTOSTENIbHON paboTHI 10 TeMaM (pasjiesiaM) AUCHUILTMHBI TPUBE/ICH B
OVYK B LMS Moodle «OcHOBBI TOKYyMEHTOBEACHUS U JJOKYMEHTOO0OpOTa B chepe corraibHOM
3auTey. Bonpockl, BO3HUKAIOIIKME B MPOLECCE WM [0 UTOraM PELICHUs 3THX 3a/1ad, MOKHO
3a7aTh Ha KOHCYIbTaUsAX win B popyme (uare) B YK B LMS Moodle.
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