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1. OBIIUE CBEAEHUWSA O JUCHUITJIMHE

1.1. HammeHoBaHue TUCITUIIIINHBI

PabGouass mporpamma aucuMIiuHbl «JlOKyMEHTAIlMOHHOE OOecreueHne
YIOPABJICHUS» MpEAHA3HAYEHA [JIsl CTYJEHTOB, OOYYalOIIMUXCS IO HAaIpPaBJICHUIO
noarotoBku 51.04.06 «bubmmoreuno-uHpopManonHas 1eATeIbHOCTEY (MPoduis
«MeHeKMEHT OMOIMOTEYHO-MH(POPMALIMOHHON N1€ATEIbHOCTH»), B COOTBETCTBHH
c ®enepanbHbIM TOCYAAPCTBEHHBIM OOpPA30BaTEIbHBIM CTAHIAPTOM BBICIIETO
oOpazoBanus — OakamaBpwar 10 HampaBieHWto moaroToBkn  51.04.06
«bubnuoreyHo-nH(OPMALIMOHHASL  JAESITENBHOCTDY, YTBEPKIEHHBIM  IPHUKA30M
MunucrepctBa oOpazoBanus W Hayku P®D ot 06.12.2017 Ne 1182, ¢ yderom
npo(eCCUOHANBHBIX  CTaHJApTOB,  COOTBETCTBYIOUIMX  IPO()eCCHOHAIbHON
JEATEIBbHOCTH BBIITYCKHUKOB.

1.2 MecTo TUCHUIUINHBI B CTPYKTYype 00pa30BaTeIbHOH MPOTrPaMMbl

VYyebnas pucuumuiiHa «J[okymMeHTaIlMoHHOE OOecTedeHne YIpaBiICHUS
(uaaexc b1.B.08) otHOcHTCS K yacTu y4uyeOHOro IuiaHa MOATrOTOBKM OakaiaBpoB,
bopMUPYEMBIX YYaCTHHKAMH OOpa30BaTEIbHBIX OTHOIIEHWNA IO HaIPaBJICHUIO
noAroToBkH 51.04.06 «bud1HOTEeYHO-UH(POPMALTMOHHASA ACATEIbHOCTH

Kypc siBisieTcss OCHOBOM 1Ji1 U3YyYEHHS] TEOPETUUECKUX, METOJUYECKUX U
OpraHU3allMOHHBIX BOIIPOCOB YIpPAaBJICHHUS OUOIMOTEYHBIM nAenoM. JlucuuriuHa
CBsA3aHa C O00sA3aTeNbHBIMU JUCUUIUIMHAMM YYEOHOro IUJIaHA, TaKUMH Kak:
«JlokyMeHTOBEIEHUEY, «MeHeKMEHT OMOIMOTeYHO-UH(POPMAITHOHHOM
JEATEIIbHOCTH.

1.3 Ileaab ocBOeHMSI AMCHMILJIMHbI

Leabo OCBOEHUS  OUCHUIUIMHBI  «JlOKyMeHTanmoHHOEe o0ecrnedyeHue
yHOpaBIICHUs» SBIsETCS (opMUpOBaHUE (YHIAMEHTAIbHBIX, CUCTEMHBIX 3HAaHUN O
CUCTEME  YyNpaBIEHYECKUX JOKYMEHTOB B  JACSATEIbHOCTH  OMOJIMOTEYHO-
WHPOPMAIIMOHHBIX yupexkaeHui. W3ydeHuwe mpoOiieMaTuKd TpeaycMaTpHBacT
U3y4YeHUE HTOM JUCIHUIUIMHBL C YYETOM HCTOPUYECKHX OCOOEHHOCTEH €€
CTAaHOBJICHHSI KaK HAayKdH. ODTO COCTaBHas 4YacTh Kypca  YNpaBIEHUS JOOBIM
YUpPEXKACHUEM KYJIbTYpbl. YTpaBlieHYecKas JAESITeNbHOCTh B  OpraHu3aluu
OMOJIMOTEUHOTO Jiefia TPeOyeT OT PyKOBOJUTEIA YMEHUS paboTaTh C JOKYMEHTAMH,
YMEHUSI OpTraHU30BaTh paboTy ciyx0 mokyMeHTauuu. [loaToMy B TeMaTuky Kypca
BXOJISIT MPOOJIEMBbl JOKYMEHTHPOBAHUS JIEATEIHHOCTH COBPEMEHHOM OpraHu3aliuy,
['OCT(»I) 1 cTaHgApTHl 1O TOKYMEHTALWHU, OpraHu3alus paboTsl ¢ JOKyMEHTaMU U
BOMPOCHI UX COXPAHHOCTH.

3agaum kypca:

- 00€ecIeYnTh CTYICHTY 3HAaHHE TEOPETUUECKIX OCHOB JEIONPON3BOICTBA;
- JaTh CTyJAEHTaM CHUCTEMHOE MpPEACTABICHUE O Pa3BUTHH JOKYMEHTOB,
JOKYMEHTAIlMM, O COCTaBe CIY>KEOHBIX JIOKYMEHTOB, OCOOCHHOCTSIX HX
oopMIIEHUSI B COOTBETCTBHHU C MPABUJIAMHU;
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- IPUBUTH YMEHHE COCTABJICHUS U O(QOPMIICHHS IOKYMEHTOB B COOTBETCTBHUH
C IIpPaBUJIAMHU B 3aBUCUMOCTHU OT HA3HAYECHUS;

1.4 Ilnanupyemble pe3yJbTaThl 00y4YeHHs JUCHUILINHE «/lOKyMeHTAllHOHHOE

o0ecreyeHue ynpaBJaeHus»

[TpodeccrnonanbHbie KOMIIETEHITMH CPOPMYITUPOBAHBI HA OCHOBE BHIOPAHHBIX
U3 MpodecCHOHANBHBIX CTaHAAPTOB 0000IIEHHbIX TPynoBbiX (QyHki Uil (OTD),
COOTBETCTBYIOIMINX MPO(HECCHOHATHLHOM IEATETLHOCTH BBITYCKHHKOB.

®opMyHPoBKa HNupukaropsl IInanupyemMble pe3yJibTaThl IPAKTHYECKOMN
Kon JTOCTHKEHHUS JeATeJIbHOCTH, 00ecneynBalonue
KOMIIEeTeHIIUH . o
KOMIIeTeH UM (¢opmupoBaHue KOMIeTeHUUI
PexoMenayeMble npogeccMOHANbHBIE KOMIIETEeHIUH
K-8 CmocobHoCTh hopmupoBats | ITK-8.1. 3HaTh: IIK-8.1 3narts:
U NOJAEPKUBATh OCOOEHHOCTH CUCTEMBI - 'OCT(»1) 1 cTaHAapTH 1O JOKYMEHTAIIHH,
palMOHAIBHYIO CUCTEMY JOKYMEHTUPOBAHUSA - MpoOJIeMBbI OpTaHU3aluU PabOTHI C
JOKYMEHTAalUOHHOT'O JACATCIIBHOCTHU JOKYMEHTaMU U BOIIPOCHI UX COXPAHHOCTH,
oOecreyeHus COBpPEMEHHOU - OCHOBHBIE TEHJCHLMU M IPOOJIEMBI
OpraHu3aluy, pasBurus cuctemsl JI0Y;
- ¢pyHkuuu ciyxosr JI0Y;
- TEOPETUYECKUE OCHOBBI
JIOKYMEHTOTIPOHU3BOJICTBA I OCHOBHBIE (DOPMBI
JIOKYMEHTOB;
- OpPraHu3anrio JOKYMEHTOO0OpOTa.
IIK-8.2. Ymern: [K-8.2. Ymern:
* aHaJM3UPOBATh - pa30HpaThCs B COCTaBE CITY)KEOHBIX
JIOKYMEHTOIIOTOKH JIOKYMEHTOB, OCOOCHHOCTSX UX 0POPMIICHHUS
YUPEKACHUS U B COOTBETCTBUU C MPaBUJIAMU;
BEITIOTHATE (PYHKITUH - HCII0JIb30BATh PA3JIMYHbIE METO/IbI U
JIOKYMEHTaILIMOHHOTO [IPUEMBI IIPUHSATHUS YIIPABICHYECKUX PEILICHUH
oOecrneyeHusI. ¢ ucnosb3oBanueM cucteMsl OV

T1K-8.3. Biaagern
HABBIKAMM:

CO3JIaHus
JICITOTIPOM3BOICTBEHHBIX
JIOKYMEHTOB,
CTaHJAPTHBIX IS
OMOIHOTEYHOI
MPaKTUKH, HA
Ka4eCTBEHHOM YPOBHE

I1K-8.3. Biiagers HAaBBIKAMH:

- KBIM(UIMPOBAHHO  HCCIIEJOBAThH
COCTaB I[OKyMeHTaHI/II/I yqpencz[eHmI,
OpraHu3alny, NpeanpUsITHs.

- OpraHu3alluy ¥ BeJIEHUs JAeTONPON3BOICTBA
0 MPEIOKEHUAM, 3asSBICHUAM, JKanooam
rpaKJaH.

2. O0béM M coaep:xaHue TUCHUILIAHBI

2.1.00L6M QTUCHUMILTUHBI

[Iporpamma mnpegycmMaTpUBaeT Kak YTEHHUE JIEKIHUM, TaK U 3aKpeIICHUE

3HAHUU

Ha IMPAKTHUYCCKHUX

3aHATUAX.

Kpome

TOTO, BKJIFOUCHA u

camocTofATeNbHass paboTa cTyAeHTOoB. B kauectBe (hOpM KOHTpPOJS 3HAHUIMA

PEeIyCMOTPEHBI KOHTPOJIbHAs pab0oTa U 3K3aMEH.

Bupg yueOHoii padoThI

390

Bceero yacos |

KypcC




Bupg yueOHoii padoThI

390

Bcero yacos

Kypc

KonTakTHas padora (Bcero)

38

B ToMm uucne:

- nexyuu (J13)

10

- cemunapwi (C3)

- npaxmuyeckue (113)

26

- menxoepynnoswvie (MI3)

- unousudyanvuvie (M3)

- epynnogoe koncyrvmuposanue (I)

-UHOUBUIYAIbHOE KOHCYIbmuposarue (M)

CamocrosiTe/ibHasi padoTa cTy1eHTa (Bcero)

CPC

w

KOHTPOJIb

B ToMm uucne:

- 10020MOBKA KYPCOBOU pabomul

- meKywuil KOHmMpOoJib

- NPOMEIHCYMOUHBLU KOHMPOTL (N0OO20MOBKA K
3auémy/aK3ameny)

Oo0masi TpyA0eMKOCThb:
(Bcero 3a4. ea./k0J1-B0 4acoB no ®I'OC)

5/180

Bunx npomexyTouyHoii atrecranuu (3a4er,
IK3aMeH)

Kypc

3auem

OK3AMEH

2.2. TemaTnuecKuu mjiaH

KoJu-Bo yacos
@) Konrakrnas padora CamocrosiTenbHast paboTa
8 CTY/ICHTOB
HanMeHOBaHHE Pa3Ie/IoB =) -
No HTeM S . § 2 KoHTpoab CPC
n/n (dopmupyemsie 2 Ea @ s g O
Q S ¥ =
KOMIIeTeHIHH) s g § J3 | C3 | 113 =2 o E; CPC — npome
e 2 2 3 2 JKyTOU
g ~ E o) Hu &
o < HBIH
)
Paspnen 1 Begenue. [lokyMeHTallMOHHOE O0eciedeHHe YIPABJeHUS KaK y4eOHasi AUCUMIIJIMHA
1.1.
Mecto IOV B cucreme 3 1 1 2 2
Hayk (, [TK-8)
1.2.
OcHOBHBIE
KIaccuUKaIiK 7 1 1 6 6
nokymentos ( [TK-8)
1.3 | JlepxaTenu JOKYMEHTOB
(TTK-8) 6 6 6
Pa3gen 2. JIokyMeHT 1 ero peKBU3UTBI
2.1. | TocymapcTBeHHBIE
cranaaptsl P6.30 — 97 u
P6.30-2003 — cxoncTBO 1 12 2 2 10 10
pazmuune ( [TK-8)
2.2. | TOCT P 7.0.97-2016), ero
ocobennoctu (ITK-8) 12 2 2 10 10
2.3
DopMyIsp TOKYMEHTA. 16 16 16
Buper 6nankos (ITK-8)




24. PexBu3uth JAOKYMCHTOB.

(TTK-8) 14 4 4 10 10

2.5 Opraan3annoHHO-
MIPaBOBBIE TOKYMEHTEHI. 19 4 4 15 15
(TIK-9)

2.6. | CopaBoyHoO-
nH(OpMaLMOHHbIE U
CIIPaBOYHO- 19 4 4 15 15
aHaJIMTHYECKHE
nokymenTsl. (ITK-8)

2.7. | OpranuzaioHHo-
pacnopsiAuTeIbHbIC 19 4 4 15 15
nokyments (ITK-8)

2.8. CTuib u SI3BIK JACJI0BOTO

nokymenta. (ITK-8) 3 ! ! 2 2

Pa3nen 3. JlokyMeHTHpOBaHHe TPYAOBBIX NPABOOTHOII CHHIA

JIOKyMeHTI)I IO JIMYHOMY

3.1 cocrany(ITK-8) 17 11 1 10 6 6
3amuTa nepcoHaIbHBIX
3.2 nauueix (ITK-8) 2 2 2
33 IS‘I)OMCHKHaTypa nen (ITK- 6 6 6
3.4 | JJoxymenroobopot(ITK-8). 7 1 1 6 6
Texuonorust paboTsI ¢
35 nokymentom (ITK-8) / 1 1 6 6
Kontpons CPC 9 9 9
KoncynbTupoBaHue K 3K3aMeHy
1) 2 2
Bcero nmo qucuuniune 180 38 10 - 26 2 142 133 - 9

2. 3. KpaTtkoe cojep:kaHue pa3iejioB U TeM

Bsenenmne.

Beengenne B Kkypc. PackpeiBaercs mnpeaMer, 3ajadd, CTPYKTypa Kypca,
MEXIUCUUIUIMHApHBIE  CBsi3u. [loka3piBaeTcst CBsA3b C  OOLICHAYYHBIMH U
HH(POPMAITMOHHBIMHU JTHCIUIITIMHAMU, v MPAKTUKOMN OMOIMOTEYHO -
oubnuorpapuyeckoil nesTenbHOCTH. ONMCHIBaeTCS 3HAYEHHE JUCUUIUIMHBL IS
MOJATOTOBKH CHEHUATUCTOB B cpepe OMOIMOTEYHO-UHPOPMALIMOHHON 1€ATETbHOCTH
B COBpPEMEHHbIX ycnoBusix. Jlaércs o030p ydeOHOH JUTepaTypbl U OCHOBHBIX
MCTOYHUKOB MO KYpCY.

Paszpges 1. JlokyMeHTaMOHHOE o0eclieueHHe YIPaBJIeHUs KaK yueOHasn
AUCUMIITUHA
Tema 1.1 Mecto JOY B cucTeMe HayK.

Onpenenenne  gokymeHTa. [loHATHUS — «IOKyMEHT», «HOCHUTEIb
uHbOpMaIUU», «ECTECTBEHHBIH M HCKYCCTBEHHBIA S3bIKM JIOKYMEHTA».
[IpenmMer u 00BEKT wuccnenoBaHus. B3auMoOCBsI3M C TyMaHUTapHBIMU
Haykamu. CriocoObl JOKyMeHTHpOBaHUA ((POTO-, POHO-TOKYMEHTHUPOBAHHUE;
PYKOIIUCHBIE JOKYMEHTHI). JIOKYMEHThl — HOCHUTENIM OIEpaTUBHOW U
PETPOCIIEKTUBHON HH(POPMAIIUH.
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Tema 1.2. OcHOBHBIE KIacCHPUKALUM TOKYMEHTOB

Knaccudukanum [0KyMEHTOB, MX CXOJACTBO M paznuuue. PaszneneHue
JOKYMEHTOB 110 (opMe (TEKCTOBBIE, rpapUuecKue ayJuOBU3yaJbHBIE), 110
peaaKIHOHHO-U3AaTEIbCKOM HOJATOTOBKE (onmyOnMKOBaHHBIE,
HEOIyOJMKOBAaHHBIE), IO CTENEHU NepepaboTKu (IepBUYHBIE, BTOPUYHBIE),
0 LEJIEBOMY M YHUTAaTEIbCKOMY Ha3zHaueHuro u T.4. OdunuanbHble
JOKYMEHTBl (HOpMaTWUBBI, CTaHJAPTbI, MPEUCKYpaHTbhl), UX 0O0sA3aTEIbHBINA
XapakTep, pa3aeieHue 0 TEPPUTOPUAIBHBIM YPOBHAM. DYHKIMN JOKYMEHTA
— o0LIMe U creryaibHbIe.

Tema 1.3. [lep:kaTe/iM JOKYMEHTOB

[loHATHE «apXWBHBIA NOKYMEHT». BHUIBI apXUBOB — rOCYJapCTBEHHBIE,
BEJIOMCTBEHHbIE, MEXBEJAOMCTBEHHbIC, JIMYHbIE. BHIBI JTOKYMEHTOB
roCyapCTBEHHOTO apxuBa: OpraHU3allOHHO-PACIIOPSAAUTEIBHBIE
JOKYMEHTBI, TBOPYECKHE JIOKYMEHTBI, JIMYHBIE ApPXMUBBI. OJKCIEPTHU3A
JNOKyMeHTOB. CucTteMaTH3alusi apXUBHBIX JOKYMEHTOB, (hOpPMUPOBAHUE JIEII.
Yuétabie (Hopmbl apXUBHBIX JIOKYMEHTOB. APXUBBI M apXWUBHBIC (DOHIBI
XabapoBCKOTO Kpasi.

My3eliHble 3KCIOHATbl M MY3€HMHBIE JOKYMEHTBI — CXOJICTBO U
paznuune. Peructpanusi, MHBEHTapHU3alMs W KAaTAJIOTH3ALMSA MY3€UHBIX
JOKYMEHTOB. YYETHO — XPAHUTEIbCKUE TOKYMEHTBI My3€sl. DTarbl CO3aHUs
MY3€MHOU TOKYMEHTALUH.

bubnuoreka kak gepxkaresib JOKYMEHTOB. OcOOEHHOCTH OMOIMOTEYHBIX
JOKYMEHTOB.

Pazges 2./IoKyMeHT U €ero peKBU3UTbHI

Tema 2.1 I'ocynapcTBeHHbIE CTAHAAPTHI 110 JOKYMEHTOIIPOU3BOACTBY.
[Ipoueccht ynudukanuu wu crapmaptuzamuu. ['OCT(s1) «YHUDUIIIpOBAHHBIC
CUCTEMBl JIOKyMEHTanum» B cucrteme aenonpousBoactBa. I'OCT P6.30 — 97 u
I'OCT P6.30-2003 — cxomctBo u paznuuue. Kiaccudukamuss JTOKYMEHTOB
OpraHu3aLyu.

Tema 2.2. ®opmyasip 1okymMeHTa. Buabl 0.1aHKOB
@opmynsap moxkymeHTa. TumoBor (opmynsap u opmynsap-odpazern. Bums
omankoB. TpebOoBaHUS K HMCHOJIB30BAHUIO, W3TOTOBJICHHUIO, YUETY U XPaHEHUIO
onankoB ¢ repdbamu PD u repbamu cyobekToB PO.

Tema 2.3. PeKBU3UTHI JOKYMEHTA.

Pa3mepsl mosield U pacrosioxkeHue peKkBU3UTOB. TpeboBaHUs K O(OpMIIEHUIO
pekBU3UTOB J0KymMeHTOB. HoMmeHknatypa gen. OtpaxeHue KiacCH(PUKALUU
NOKYMEHTOB B HOMEHKJarype pnaein. HoMmenknaTtypa Kak OCHOBHOM Y4YETHBIN
JOKYMEHT B JIeJI0Npou3BoicTBE. CTPYKTypa HOMEHKIIATYPBI.

['pynmupoBka JOKYMEHTOB OJHOIO KaJEHAAPHOrO roja B jena. JIOKyMEHTBI
MIOCTOSIHHOT'O ¥ BPEMEHHOT'O CPOKOB XpaHeHHsl. CpOKU XpaHEHUs! JOKYMEHTOB.

Tema 2.4. Oprann3anMOHHO-NIPABOBbIE JOKYMEHTbI
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PexkBusutel OIIJ[. YcraB opraHuzaumy Kak CBOJA MPaBUjl, PErYJIUPYIOIIHX
JEATEIbHOCTh OpraHU3alni, UX B3aHMOOTHOIICHUH C APYTMMHU OPTraHU3ALMIMU, UX
npaBa u o0s3aHHOCTU. [loNOXKEHMsI, JAOKHOCTHBIE WHCTPYKLHH, IITaTHOE
pacniicanue. I1ooxeHnss UHAMBUyaIbHbIE U TUIIOBBIE.

Tema 2.5. CnipaBouyHO-UH(pOPMALMOHHBIE W CIIPABOYHO-aHAJTUTHYECKHE
JAOKYMEHTBI

CO6op u 00paboTKa OOBEKTUBHOM M JOCTOBEPHON MH(POPMALUU KAK YCIOBHE
YCHENIHOIO Mpoliecca MPUHATHS yIpaBieHuecKoro pemenus. [IlpoTokoin, fokinagHas
3alliCKa, TMPEANIOKEHUE, OOBICHUTENbHAs 3aluCKa, 3asBJICHUE, IPEICTaBJICHHE,
cipaBka, akT. KpaTkuil mpoTOKOJ, BBIMHCKA M3 MpoTokona. MHpopmannoHHBIN
O0OMEH C MOMOIIBIO MEePEenUCcKu. Buabl cykeOHON MepenucKu: Ciy>ke0HOe MHChMO,
Tenerpamma, TeiaedoHorpamma, gpakcorpaMmma, dJIEKTpoHHas mouta. O0s3aTeIbHbIC
PEKBU3UTHI MUCbMA. BUbI CiTyK€OHBIX TUCEM.

Tema 2.6. Opranu3anMOHHO-PACTIOPAINTEIbHbIE TOKYMEHTBI
PacnopsnurenbHass ~ JAOKyMeHTanMs.  PacnopsauTenbHble  JOKYMEHTHI,
W3/1aBa€Mble KOJUIETUAJIBHO — I[IOCTAHOBJICHUS, pelleHus. PacnopsauTenbHbie
JOKYMEHTBI, W34aBAa€Mbl€ €IMHOJWYHO - TMPHKa3bl, YKa3aHUS, PaCHOPSHKEHUS.
PexBu3uTel npukasa. Buasl nprukasos.

Tema 2.7. CTUIb U A3BIK 1€JI0BOI0 JOKYMEHTA.

OcobenHoct 0opUIIUATIBHO-/IETTOBOTO CTWJIA. Jlexcuueckwue,
MOpP(OJIOTUYECKHE ¥ CHHTAKCHYECKHE CpEJCTBA sI3bIKa TPU COCTABIICHUU
CITy’)KCOHBIX TOKyMEHTOB. TpeO0oBaHMS K TEKCTaM JOKYMEHTOB: TOYHOCTH, SICHOCTb,
JJAKOHUYHOCTb. Ynotpebnerue CIIEIINAILHON JIEKCUKH (TepMUHBI,
poeCCHOHAIM3MBI M JKaproOHHO-TIPO(eCCHOHAIbHBIE CJIOBa). Y CTapeBIIas
JIEKCUKa — apXam3Mbl WM HCTOpu3MbI. [IpaBuna yrmoTpeOiieHHs HEOJIOTH3MOB H
MHOCTPaHHBIX CJIOB B JICJIOBHIX JIOKyMeHTaX. Mcnonp3oBanue abOpeBHaTyp.

Pa3znen 3. JlokymMeHTHPOBaHUE TPYAOBBIX NIPABOOTHOILIEHHUIA
Tema 3.1. JIoOKyMeHTBI 110 JINYHOMY COCTABY
JIOKyMEHTBl TO JHMYHOMY cocTaBy (mo mnpuéMmy Ha palboTy, NepeBoay,
YBOJIbBHEHHIO, TO0 OQOPMIICHHUIO OTIYCKOB, TMOOUIPEHH M B3bICKAHUM). Bumsl
JIOKYMEHTOB: 3asiBJICHUE, aHKETa, TPYI0BOI JOTOBOp (KOHTPAKT), MPHUKA3 O MpUEMe,
JMYHAas KapTouka, JInyHoe Aeno. [IpaBuna 3aroaHeHns aHKETHI.

Tema 3.2. 3amura nepcoHaNbLHbIX TaAHHBIX
Kondunenuuansuas napopmanus. Buasl koHbUIeHIIMAIBHOW WHOOpPMAIIUH.
[ToHaTHe «HepCOHANbHBIC JaHHBICY». 3alllUTa IEPCOHANBHBIX JAHHBIX  —
OpraHu3alloOHHAs, TEXHUYECKasl, MPaBOBast, IPOTPAMMHO -MaTEMaTHIECKas.

Tema 3.3. lokyMeHTO000pOT
Opranuzanusi JeJIONPOU3BOJACTBEHHOM CIYKObI mpeanpusaTus. Bxomsmue,
HUCXOAINNEC, BHYTPCHHHC JOKYMCHTHI. OcCHOBHEIE mapamMcCTphbIl H COACPIKAHUC
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JIOKyMEHTONOTOKa. CTpyKTypa JOKYMEHTONOTOKa. Perucrpaiusi JOKyYMEHTOB.
dopmupoBanue nen. Ucnonb3oBanue [19BM B 10KyMEHTaITMOHHOM OOECIIeueHUN
ynpasieHus. ParmonanpHas cucrema J0KyMeHTO000opoTa.

Tema 3.4. TexHosiorust padoTbl € JOKYMEHTOM
TexHonornyeckas IenoYka OMEpaluid: COCTaBIECHUE IPOEKTa JTOKYMEHTa,
COTJIaCOBaHME TMPOEKTa, YTBEPHKACHHE [IOKYMEHTa PYKOBOJIUTEIEM; NpUEM U
MpeABAPUTEILHOE PACCMOTPEHUE JOKYMEHTa  PYKOBOJICTBOM, HWCIOJIHEHHE W
KOHTPOJIb UCTIOJIHEHUS, (hopMupoBaHue Jieia. KOHTpoIb uCOoNMHEHUs TJOKYMEHTOB.
Cpok# UCTIOJIHEHUS JIOKYMEHTOB.

3. VYEBHO-METOJUYECKOE OBECITIEYEHUE IS
CAMOCTOSTEJbHOMI PABOTBI OBYYAIOLIUXCS o
JTACHUTIINHE

3.1. o y4eOHOMY IUIAHY CEMHHAPBI He MPeXyCMOTPEHbBI
3.2. Il.1aHbl MpAKTHYECKUX 3aAHATUH

CTyneHThl BBINOJHSAIOT MPAKTUYECKHE 3aaHusl KaK MOJ PYKOBOIACTBOM
[elarora, Tak M CaMOCTOATENIBHO, IOCIE KOHCYJBTAllMM C IPENOAABATEIEM U
MOJTyYEeHUS PEKOMEHAAIMN MO UX BHITOJIHEHUIO.

CryneHTbl MpU TMOATOTOBKE K MPAKTUYECKOW padoTe TOJDKHBI MOBTOPUTH
JEKUAOHHBIM MaTe€pUall U CAMOCTOSATEIIbHO M3YYWUTh BONIPOCHI, CBS3aHHBIE C
CO3/IaHUEM JIOKYMEHTOB OPTaHU3aLUU.

IMpakTuyeckue 3ausaTus 1 - 3.

K paszaeay «/loKkyMeHT ¥ ero peKBU3UTHD)

IpopomxkurenbHOCTb - 16 yacos

Heab 3aHaTMi: nOpuoOpeTeHHE  MPAKTUYECKUX  HABBIKOB  COCTaBJICHUS
OpraHU3allMOHHBIX,  PACHOPSAUTENBHBIX W HMHPOPMALKUOHHO-CIIPAaBOYHbIX
JIOKYMEHTOB

Il1aH npakTH4YecKUX 3aHATHIA:

1. CocraBnenue YcraBa OpraHu3alyy, MTATHOTO PACHHCAHUSA, JIOJKHOCTHBIX
MHCTPYKLUN

2. CocraBieHHE NPHUKA30B IO OCHOBHOHM [JI€ATEIbHOCTH, IPOTOKOJIA OOIIEro
coOpaHus

3. CocraBieHue JOKJIAIHON 3alUCKU

4. CocraBieHHe MCbMa-IIPETEH3UU HA HEKAYECTBEHHBII TOBAp

B paMkax npakTH4eckoro 3aHsATUS NPOBOAUTCA AesioBas urpa «Co3gai cBoé
JeJI0»: TIOAIOTOBKA CTYJEHTAMHM OCHOBHBIM YYPEAMTENBHBIX JOKYMEHTOB
co3naBaeMoro mnpexanpusatus. Cnepyrouii stan -  pa3paboTka JOKYMEHTOB,
HEOOXOIUMBIX ISl OpraHu3alii MPOU3BOACTBEHHO-X035UCTBEHHON N1€ATEIbHOCTH
npeanpusTyua. B 3aknroyeHue MPOM3BOAMUTCS MNOATOTOBKA manku «/lemo» s
OLICHKH Ka4eCTBA JIOKYMEHTOB.



IIpakTuyeckoe 3ansitue 4

K pa3neny «/lokymeHTHpOBaHUEe TPYAOBBIX MPABOOTHOIIIEHHUIT

Tema «Ilopsaiok ABUKEHHUS JTOKYMEHTOB B OPraHU3aluN»
IIpoxosxurTensHOCTD - 10 yaca

Heanb 3aHATHSI: NpUOOpPETEHHE MPAKTUYECKUX HABBIKOB IO JIOKYMEHTOOOOPOTY
opraHu3aluu

Il1aH NpakTH4ecKOro 3aHATHUS:

CocraBiieHUE CXEMBbI IBUKEHUSI BHYTPECHHUX, UCXOISAIINUX U BXOASIIUX JOKYMEHTOB
B OMOJIMoTEKE

HesoBass  urpa  «/lokymeHTOO0OpPOT HW  €ro  OpraHu3anusD).
PaccmaTpuBaeTcss HOpMaTUBHO-METOIMYECKAsT PETIIAMEHTAIUS TOKYMEHTO000pOoTa.
N3y4daroTcst 1 00CYKAar0TCsl OCHOBHBIE MpaBUjla OPraHU3aluUd JOKYMEHTOO000pOoTa
Ha TIPEANPUSATUH, BBISBIISIOTCS KaYECTBEHHBIE XapaKTEPUCTUKU JOKYMEHTOO00pOTA.
CryneHTsl KIacCUuPUIMPYIOT JOKYMEHTOIOTOKU: TOPU30HTAJIbHBIC, BEPTUKAIIBLHEIE,
BOCXOJSIIIME, HUCXOAAIIUE, BXOIAIINE, UCXOAsIMe U BHyTpeHHue. [IpousBoaurcs
noACYET 00BEMA TOKYMEHTOO00pOTA.

JIis  TonydeHHWs TPAaKTHYEeCKHX HAaBBIKOB 110 JAaHHOW TEME CTYACHTaM
npeasiaraeTcs pa3padoTaTh CXeMy JTOKYMEHTO000pOTa JJisi KOHKPETHOM OUOIMOTEKH.

[TonroroBka u y4dactue B AesioBoi urpe «OdopmieHue T0KYMEHTOB MO
KaJIpOBOMY cOCTaBYy». B Xoje /enoBoil Urpbl CTYJACHTHI MOTYYaloT MPaKTHYECKUE
HaBBIKM O(OpPMIIEHUS JOKYMEHTOB TMpH MpUEME, YBOJIBHEHHHU U TEPEBOJIE
paboTHHKA Ha IPYTYIO JOJKHOCTB; TPYAOBBIX KOHTPAKTOB; MPUKA30B MO JTHIYHOMY
cocraBy. M3y4ar0T OCHOBHBIE PEKBU3HUTHI IOKYMEHTOB M MpaBHiia UX 0(GpopMIIeHHSI.
Coo0mraroTcst cBefeHUs] O TpaBuiax O(GOPMIICHHS TPYIOBBIX KHUKEK, JHUYHBIX
KapTOYEeK, JIMYHBIX JIeT PAOOTHUKOB.

3.3. Bonpochl 1j1sl CAMOKOHTPOJISI O pa3jejaM JUCIHIINHbI

Pa3znes 1. lokyMeHTALMOHHOE 00ecieyeHne YIIPaBJIeHUs KaK yueOHas

1. Onpenenenne JnokymeHTa. [IOHSTHUA  <«JIOKYMEHT», «HOCHUTEIIb

uH(OPMAITUNY, «ECTECTBEHHBIN U UCKYCCTBEHHBIN S3BIKU JOKYMEHTA.

CnocoObl JOKYMEHTUPOBAHUS

Knaccudukanuu 10KyMEHTOB, UX CXOJICTBO M pa3iMyiue.

OyHKIMU TOKYMEHTa — O0IIME U CHeIHaTbHbIC.

[ToHsiTHE «apXUBHBIA JOKYMEHT.

Buasl apXHUBOB — roCyJapCTBEHHBIE, BEJIOMCTBEHHBIE,

MEKBEIOMCTBEHHBIC, TUYHBIE.

7. Bunpl JOKYMEHTOB TOCYAapCTBEHHOIO AapXHWBa: OPraHU3AlMOHHO-
pacropsiAuTENbHbIE JOKYMEHTHI, TBOPYECKHUE JIOKYMEHTBI, JUYHBIE
apXUBBL. DKCMEPTU3a JOKYMEHTOB.

8. CucremaTuzanus apXuUBHBIX JIOKYMEHTOB, (OpPMHpPOBaHUE JEJ.
Yuérabie GOpMBI apXUBHBIX JOKYMEHTOB.

9. ApxuBbI 1 apXuBHbIE (POHBI Xa0apOBCKOTO Kpasl.

Sk ow
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10.My3eiiHble S3KCIOHATBl M My3€WHBIE JOKYMEHTBI — CXOJACTBO H
pazimuue. Peructpanus, ”HBEHTapHU3allusl ¥ KaTaJloTH3alus My3eHHBIX
JOKYMEHTOB. YYETHO — XPaHUTEIbCKHE JTOKYMEHTBI My3es. ITallbl
CO3JIaHUS My3eHHON JJOKYMEHTAIIUH.

11.bubGanoreka Kak JepKaTEIIb JIOKYMEHTOB. Oco0Oennoctu
OMOJIMOTEUHBIX IOKYMEHTOB.

Pa3znen 2./I0OKyMEHT U ero peKBU3UTbI

12.T'ocymapcTBEHHBIE CTAaHAAPTHI MO TOKYMEHTOIPOU3BOACTBY.

13.TIponeccsl yHUDUKAIMK U CTaHIAPTH3AIIHH.

14 Knaccudukamus 10KyMEHTOB OpTaHU3AIIHH.

15.®opmynsp 1OKyMeEHTA.

16.TumnoBoit popmyssip 1 hopmysip-oOpaserr.

17.Bunpl GmankoB. TpeOGoBaHMsI K HCHOJIb30BAaHUIO, M3TOTOBIICHUIO, YUYETY U
XpaneHnuto 61aHkoB ¢ repoamu PD u repbamu cyOobekToB PO.

18.PexBu3uTH JoKyMeHTa. PazMepsl moseit u pacnoyio)keHHe peKBU3UTOB.
TpeboBanus Kk 0POPMIICHHIO PEKBU3UTOB JIOKYMEHTOB.

19.Homenknarypa gnen. OtTpaxkeHue  KiIacCU(pUKAUM  JIOKYMEHTOB B
HOMEHKJIatype aen. HomeHknaTtypa Kak OCHOBHOM YUYETHBIM JOKYMEHT B
nenonpoun3BoacTse. CTpyKTypa HOMEHKIIATYPBHI.

20.I'pynmupoBKa JOKYMEHTOB OJTHOTO KaJICHIApPHOTO To/a B Jea.

21. JIOKyMeHTBI TOCTOSTHHOTO U BPEMEHHOTO CPOKOB XpaHeHus. CpoKH XpaHEHUS
JTIOKYMEHTOB.

22.0prann3aioHHO-TIPABOBHIE TOKYMEHTHI

23.YcTaB OpraHM3aliid Kak CBOJ TMPaBWI, PETYIUPYIOUINX eSTEIBHOCTD
OpraHM3aIlyii, X B3aMMOOTHOIICHUH C APYTUMHU OpraHU3aIUsIMH, X TIpaBa U
00513aHHOCTH.

24.IlonoxkeHus1, NOJKHOCTHbIE MHCTPYKLUH, IITaTHOE pacnucanue. [lonoxenus
WHIMBUyaJIbHBIE ¥ TUTIOBHIE.

25.CripaBouHO-MH(YOPMALIMOHHBIE U CIIPABOYHO-aHAIUTUYECKUE TOKYMEHTHI

26.UnpopManiioHHbiii OOMEH C TIOMOIIBI0 TEepenucku. Bumbl cimyxeOHOM
HEPENUCKH.

27.0Oprann3aiuoHHO-PACTIOPSIUTEIbHBIE TOKYMEHTHI

28.CTWIb U S3BIK JEJIOBOTO JOKYMEHTA.

Paznen 3. JlokyMeHTHpPOBaHME TPYAOBbIX MPABOOTHOIICHHUI
29.J10KyMEHTBI 110 TUYHOMY COCTaBY

30.3amuTa nepcoHagIbHbIX JTAaHHBIX

31.JlokymeHTOO00POT

32.Texnonorus paboTsl C TOKyMEHTOM
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4. METOJINYECKHUE YKA3AHUA 11O OCBOEHHUIO JTUCIHHUTIJIMHbI

[Tpucrymnas kK U3y4eHHI0 y4eOHON AUCUUIUIMHBI 110 BBIOPAHHOMY HAlpaBJICHUIO,
oOyuvaromuiics, 1 S(QQPEKTUBHOrO OCBOEHHUS, OCBAUBAET CAMOCTOSTEIBHO
TeMaTtuky Kypca. Llenb camoctositenbHOM paboThl oOydaronmxcss — oOydeHue
METO/IaM TIOJyY€HHUsI HOBBIX 3HAHHM, MPUOOPETEHHE HABBIKOB CAMOCTOSTEILHOTO
aHaju3a Matepualia mo yueOHOMY KypcCy, YCUJIIEHHUE HAYYHBIX OCHOB MPAKTUYECKON
nesteabHoCcTH. ['1aBHas 3a7adya caMOCTOSITENIbHOM paOOThl CTYAEHTOB — Pa3BUTHE
YMEHUSI TPUOOPETCHUS HAYYHBIX 3HAHWUW TyTeM JUYHOTO IMOMCKAa HWH(OpMaIuy,
dbopMHpOBaHUS aKTUBHOTO WHTEpEca K yUeOHOW NUCIMIUIMHE; CUCTEMATH3AINHA U
3aKPEIUICHUH TOJYyYEHHBIX TEOPETHYECCKUX 3HAHUW W TMPAKTHYCCKUX YMCHHH,
yTIIyOJICHUE U PacCIIUPEHUE TEOPETUUECCKUX 3HAHUIA.

VYcBoenne wmarepuaiia JUCHUIUIMHBI Ha JICKIUAX, TNPAKTHYECKUX U B
pe3ynbTaTe CaMOCTOSATEIBHOM TOJTOTOBKM M M3YYEHHS OTIEIbHBIX BOIIPOCOB
JUCIUTUTUHBI, MO3BOJUT  TMOJOWTH K  TIPOMEKYTOYHOUH aTTeCTallNH
MOJITOTOBIIEHHBIM, ¥ TIOTPEOYET JIUIITb MOBTOPEHHS paHee MPONHIEHHOTr0 MaTepHalia.
3HaHUS TPU OTOM SBISAIOTCS TIAYOOKMMH M Ka4eCTBEHHBIMH, M TIO3BOJISIOT
bopMHpPOBaTH COOTBETCTBYIOIINE MPOGECCUOHAIBHBIE KOMIETCHIIMM KaK HWTOT
o0pa3oBaTeIbLHOTO MPOoIEecca.

Pabouas nmporpamMma Kypca BKJIIOYAeT B ce0s pa3iesibl U OCHOBHBIE TTPOOIEMBI
JUCITUTUIMHBL, B paMKax KOTOPBIX W (DOPMUPYIOTCS BOIPOCHI I KOHTPOJS H
arrectaiu. [loaTOMy CTyIEHT, 3apaHee O3HAKOMUBIIMCH C MPOTPaMMOM Kypca,
MOXET JIyUIlle COPUEHTUPOBATHLCS B MOCIIE0BATEILHOCTH €r0 OCBOCHHS.

[Ipy maHupoBaHUM BPEMEHM HA OCBOCHHME JUCHMIUIMHBI  CIEAYET
PYKOBOJICTBOBAThCSl CTPYKTYpOM AUCIUIUIMHBI, B KOTOPOH YyKa3aHbl KOJHUYECTBO
aKaJleMUYECKUX YacoB JUIsI KaXJIOW TeMbl, BHUAA 3aHATUN (JEKIIMOHHOE,
MPAKTUYECKOE, CEeMHHAPCKOE) M dYachl Ha CaMOCTOSITENbHYIO pPaboTy; ¢opmMoit
TEKYIIETO0 KOHTPOJIS YCHEBAEMOCTH (TECThI, BBIMOJHEHUE WHANBUIAYAITbHBIX U
MPAKTUYECKUX 3aHATUN U Jp.); HOPMON MPOMEKYTOUHOM aTTecTanuu (IK3aMeH).

N3yuenne KaxaoW TEeMbl MUCIMIUIMHBI [EJIECO00pa3HO HAYMHATH CO
3HAKOMCTBA C COJICpKAaHUEM TEMAaTHKH; 3aTeM CIIeAyeT dTall Mmoadopa UCTOYHUKOB
U3 4YKCIa PEKOMEHAYEMBIX M TOM00paHHBIX CaMOCTOSTENHHO (HAyYHBIE CTAThU;
uHpopMalusi ¢ OQUIUATBHBIX CAaWTOB TOCYJApCTBEHHBIX OPraHoOB, OPraHOB
MECTHOTO caMmOympaBieHus U 1p.). Llenecoodpa3Ho BecTu nepedeHb npoOIeMHBIX
BOIIPOCOB CJIy4yae 3aTPYy/IHEHUN C YSICHEHHWEM CMBICIIA U3JI0KEHHOTO B MCTOYHMKAX
Matepuaia (ykKa3aHHBIE BOIPOCHI MOTYT OBITH pa3pelieHbl CaMOCTOSATENIBHO, BO
BpPEMsI CECCHOHHBIX 3aHITHIN UM HA KOHCYJbTAllMU C TIPETNOJaBaTEIIEM ).

CeMHHAapCKHe 3aHATHUS M0 TUCHUTUIMHE HE MPETyCMOTPEHBI.

JIisi TOATOTOBKM K TIPAKTUYECKUM 3aHATHSIM PEKOMEHIYETCS MOAPOOHO
U3yYUTh KOHCIIEKT JIKIMH, TMPEANICCTBYIONMX MPAKTUYECKOMY  3aHSTHIO.
TexHOoNOTHs TPOBENCHHUS TPAKTUYCCKUX 3aHATUN BKIIIOYACT CICTYIOIINE STarlbl:
00BSICHEHUE 3a/IaHMsI; 3HAKOMCTBO C KOHKPETHBIMU UCTOYHUKAMU UH(POPMAITUU IS
BBITIOJIHGHUS 3aJlaHus;, OOCYXJCHHE M YyTOYHEHHUE BOMPOCOB B XOJE aHajIM3a
WCTOYHUKOB WH(OPMAIIMU; COBMECTHBI MPOCMOTP TEPBUYHBIX PE3YJIHTATOB,
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OIICHKA MX COOTBETCTBUS MO (POPMATTLHBIM M COAEPKATEILHBIM TPEOOBAHUSM.

Jnst 5pPexTBHON MOATOTOBKM K TEKYIIEMY KOHTPOJIIO IO JAUCIMILIUHE
HEOOXOMMO  HCIIOJIb30BaTh  PEKOMEHJOBAHHYIO  TI€aroroM OCHOBHYIO W
JOTIOJTHUTENBHYIO JINTEPATypy, KOHCIEKTHl JIEKIHH, pa3pabOTKU CTYACHTOB,
BBITIOJTHEHHBIE B PE3YJIbTATE MOATOTOBKHU U BBIIIOJIHEHUS MPAKTUYECKUX 3aHATHM.

3aHATUST TPOBOJATCA B CIEAyIOIMX (opmMax: Ompochl, MOATOTOBKA
JOKJIal0B, pedeparoB, nenoBas wurpa. MHTepakTuBHBIE (QOpPMBI TpeOYIOT OT
CTYJIEHTAa aKTUBHOCTH U BHUMATEJIHLHOCTH Ha 3aHATHUSAX, YTO TPeOyeT OT CTyJeHTa
CIIEIMAJIbHOM MOATOTOBKH — HW3YYE€HUE HAY4YHOW, CIPABOYHOW, METOAUYECKOMN
JUTEpaTypbl U IEPUOANYECKUX U3IAHUM, CETEBBIX IHTEpHET-pecypcoB U ap.

JInst olleHMBaHUSI PE3YyJIbTATOB OOYUYEHHUS MCIHOJIB3YIOTCS MPAKTUYECKUE
3aJaHusl, BKJIIOYAIOIIMX OJWH WJIM HECKOJIBKO BOIPOCOB B BHAE KpaTKOU
GOpMYIMPOBKH  JIEWCTBHUM, KOTOpbIE CJEAYyeT BBINOJIHUTH, WU OINHUCAHUE
pe3ysbTaTa, KOTOPBIM HYXHO IOJYy4YuTb. K HUM MOXHO OTHECTH: HECIJIOKHBIC
3aJ1aHusl 110 BBIITOJIHEHUIO KOHKPETHBIX NercTBUM. [IpocThie 3ananus IPUMEHSIOTCS
JUTSL OTIeHKH YMeHui. KoMmIuiekcHbIe 3a1anus TpeOy 0T HECKOJIbKUX PEIIEHUN KakK B
TUIUYHOM, TaK U B HECTAHIAPTHOU CUTYaLUAX, KOTOPBIE CBSI3aHBI C BBIIIOJIHEHUEM
MPAKTUYECKUX AEUCTBUM. KOMIIJIEKCHBIE MPAKTUYECKHUE 3aJIaHUS IPUMEHSFOTCS JIJIA
olleHKH BianeHuil. IlpakThueckue 3amaHusi BBIMOJHAIOTCA OOYYaIOIIMMUCA B
paMKax MPaKTUYECKUX 3aHATHUH.

Jlns  olleHMBaHUSI PE3YJAbTATOB OOYYEHUS HCHOJB3YIOTCA CJICAYIOIINE
MpOIEAYPhI: TECTUPOBAHUE; UHAUBUyAIbHOE COOECe]0BaHNE, MUChbMEHHbBIE OTBETHI
Ha BONPOCHI (B BUJE TEKYyIIEro KOHTPOJs ). OCHOBHOM 3a/1aueil TEKYIIEro KOHTPOJIS
YCIIEBAEMOCTH  OOYyYaroIIUXCsl  SIBJSIETCS  TOBBIINICHUE  KauyecTBa  3HAHUMU,
NpUOOpPETEHUE U PA3BUTHE MMHU HABBIKOB CaMOCTOSITEIbHOM paloThl. Tekymiuit
KOHTPOJIb 3HAHUHN 00YYaIOIIUXCS 10 TUCIUIUIMHE MOXKET UMETh CICAYIOIINUE BUIBI:
YCTHBIA OINpPOC HA JEKUUAX, MPAKTUYECKUX 3aHATUSAX; IPOBEPKA BBIIOJHECHUS
MUCBMEHHBIX CAMOCTOSITEIHHBIX Pa0OT U JOMAIITHUX 3aJaHUI; TECTUPOBAHHE.

5. ®OHJ OHLEHOYHbBIX CPEACTB JJis1 HNPOBEJIEHUSA
MPOMEXYTOUYHOMN ATTECTAIIMHA IO JUCIUILJINHE
5.1. Ilepevyennb KomMneTeHIUIT U 3TANbI UX GOPMUPOBAHMSA
Cormacho ®I'OC BO mno wanpaenenuto moxarotoBku 51.03.06
bubnnoreuno-uHpOpMALIMOHHAsA NESITEIBHOCTh B PAMKaX M3Y4YEHUS IUCUUILIMHBI
«/lokyMeHTallMOHHOE O0€ecTeueHne yNpaBiIeHUs» y OOydyarouuxcs JODKHBI OBbITh
c(OpMUPOBAHBI CIAEAYIOUINE KOMIIETEHIIUU:

Kon DopMyITUpOBKa KOMIIETEHIIH

IIK PexoMeHnayemble NpogecCHOHATbHBIE KOMIIETCHIMU
[IK-8 | CnocoOHOCTH GOPMHUPOBATH U MOAICPKHUBATH PALUOHAIBHYIO CUCTEMY
JOKYMEHTAIIMOHHOr0 00eCIeYeHus

Jranbl GOpMHUPOBAHUS KOMIIETEHIIUN:
HavanbHblii — Ha 3TOM dTane (GOpMUPYIOTCS 3HAHUS W UHCTPYMEHTAIbHBIC
OCHOBBI KOMITETEHIIMH, OCBAUBAIOTCSI OCHOBHBIE KaTeropuu, GOpMHUPYIOTCs 0a30BbIe
ymeHusi. CTyIGHT CIoCOOEH aHaM3UPOBATh UCXOHBIE IaHHbIE, 3HATh 0COOEHHOCTH
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OCHOBHBIX (hopMm U MeTo/0B. Ecim CTyZeHT oTBeyaeT 3TUM TpeOOBAaHHUSIM, MOXKHO
TOBOPUTH 00 OCBOCHHH UM MOPOTOBOI0 YPOBHS KOMITETECHIIUH.

3HaeT OCHOBHbIE (OPMBI  JIOKYMEHTOB. 3HAE€T TEXHOJOTHU OpraHu3aluu
JTIOKyMEHTOooOOpoTa B 00mux ueprtax. CTyJIEHT 3HAET OCHOBHBIE TEHIEHIUU H
npo6iemsbl pazputus cuctemsl JIOY.

Ha ocHoBHOM »Srame 3HaHWS, YMEHHs, HaBbIKM, 0O0€CIEUHBAIOIINE
dbopMHUpOBaHHE KOMIETEHIIMHU, 3HAUYUTEIBLHO BO3PACTAIOT, HO €Il€ HE JOCTUTaloT
WTOTOBBIX 3HaueHuW. Ha 3TOM 3Tare CTyJIeHT OCBanBaeT aHATUTUYECKUE JICVCTBHS
C MpeaIMeTHBIMM 3HaHUAMM 10 JIOY, BHOCSA KOPPEKTUBBI B aNTOPUTM JIEUCTBUN, OH
YMEET aHAJIU3UPOBATH OCHOBHBIE IMPOOJEMBI Kypca, CIHOCOOEH CamMOCTOSATEIbHO
pemats ydeOHbIC 3a/1a4d MO Kiaccu(ukanuu pasHoOOpa3HBIX BUIOB JOKYMEHTOB,
IIEPEHOCUTh 3HAHUSA W YMEHHs Ha HOBBIE YCIOBUA. Biameer HaBbIKaMU CO3aHMS
OpPOCTBIX  JOKYMEHTOB, 3HAaeT, KakuM oOpa3oM MOXHO  OCYIIECTBISATh
uHdopmalmonHyto noanepxkky B cpepe BUJI. VYcmemnoe mpoxoxkaeHHe 3TOTO
JTama  MO3BOJISIET  JIOCTUYh  CTAHAAPTHOrO0 YPOBHAA  C(HOPMHPOBAHHOCTH
KOMIIETECHLIAH.

Ha 3aBepmiaromeM srtamne CTyJEHT JOCTUIaeT HUTOTOBBIX IIOKa3aTeJed IO
3asBJICHHON KOMIICTEHIIMM, TO €CTh OCBAMBAET BECh HCOOXOIUMBIN 00BEM 3HAHHMH,
OBJIaJIEBAE€T BCEMU YMEHHUSIMHU M HaBBbIKaMH B cepe 3asBlIeHHON komneTeHnu. OH
CIIOCOOEH MCIOJIb30BaTh 3TH 3HAHUS, YMEHHS, HABBIKA IIPU PEIICHUU 3a/1a4
MOBBIIIEHHOM CJOKHOCTM M B HECTaHAAPTHBIX YCIOBHUSAX, JEMOHCTPHPYET
ITAJOHHBI YpPOBEHb CQOPMUPOBAHHOCTH KOMIIETEHIMHU. Braaeer mNOJHBIMU
HaBBIKAMHM CO3JIaHUS JTOKYMEHTOB ci1yk0b1 JIOY.

CnocobeH co3aBaThb OCHOBHBIE BUJbI JIEJIONPOU3BOJCTBEHHBIX TOKYMEHTOB,
UCIIOJIB3YEeMbIX B OMONIMOTEUHOU cdepe [TokazaTensiMu yCIEIIHOCTA OCBOEHHUS
CTYJE€HTOM JIaHHON y4eOHOW NMCLUMIUIMHBI MPU MPOBEIECHUU UTOTOBOTO KOHTPOJIS
SBIISIIOTCA HaOOp OCBOEHHBIX KOMIIETEHIIMM 3HAHUM, yMEHUI 1 HaBbIKOB. CTyIeHT
BJIaJICET MOJTHBIMHU 3HAHUSIMU T10 3asIBJIEHHON KOMIIETEHIIUU

Jlist appexTBHON MOATOTOBKU K MPOMEKYTOUHOM aTTeCTAlUU MO JTUCIUTLTAHE
HEOOXOJMMO HCIIOJIb30BaTh PEKOMEHJIOBAaHHYIO OCHOBHYIO U JONOJHUTEIbHYIO
JUTEpaTypy, KOHCHEKTHl JIEKIIMH, 3alKCH, CHAEJIaHHbIE B XOJI€ IMOJATOTOBKU K
MPAKTUYECKUM 3aHATHSM, BBITIOJHEHHBIE pedepaThl.

5.2. Iloka3aTejiu 1 KPUTEPHUH OLCHUBAHMSI KOMIIETEHIIU I

IIpome:xxyTouHasi aTrecTamusi pealu3yeTrcss B XOJ€ cAaud OOyYaroIMIMMUCS
OYHO 1 3a04HOM (OpMBI OOyUEHHSI IK3aMEHa.

DK3ameH npoBoauTcs B hopme cobeceoBaHus 1o OusieTaM. JK3aMeHaIlMOHHbIN
OWJIET COAEPKUT JIBA TEOPETUUYECKUX BOMpPOCA U OAHO MpakTHueckoe 3agaHue. Ha
MOJTOTOBKY OTBETOB OTBOJAUTCA 25 MHUHYT. OlleHKa 3HAHMM MPOU3BOJIUTCS MO O-
OaJIbHOM MKajne. B ciiydae HeyIOBIETBOPUTEIBHON OLEHKH CTYJIEHT UMEET IPaBo
repecaaTh dK3aMEH B YCTAHOBIICHHOM mopsake. 11 yCrnemHou ciadu dK3ameHa
HEOOXOMMO MOJATOTOBUTH COOOIIEHHE, PACKPBIBAIOIIEE COJEpKAHUE TEPMHUHOB U
NOHATUI HAa OCHOBE M3Y4a€MOI'O MaTepuala; MPAaBHIBHO OTBETUTh HA BOIPOCHI
tecta. Ha 3aBepmaroniem »3Ttane B paMKax MPOMEXYTOYHOW aTTeCTallUd
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oOydJaroluecs: TOTOBAT OTBETHI Ha BOIPOCHI, 0000MIaroe y4eOHBI MaTepuan
U3y4aeMol IMCUUIUINHBIL, a TaKke pedepaTuBHOE COOOIIEHHE.

KputepussiMu  yCHemIHOCTH  OCBOECHMSI  CTYJEHTOM JIaHHOM  yuyeOHOM
JUCLUIUIMHBI ITPU MPOBEICHUH TEKYILETO U HTOTOBOI0 KOHTPOJISI SBJISIFOTCS:

1. KosnyecTBO NpaBUIBHBIX OTBETOB HAa TEKYIIEM TECTHPOBAHUU H 110
HK3aMEHALIMOHHOMY OMJIETY.

2. AXTUMBHOCTb IIOBEJCHMS CTYJIEHTA HA 3aHATHUSAX, BBIOJHEHUE KaKIbIM
CTYJE€HTOM BCEX MPAKTUYECKUX padOT, OCMBICICHHOCTh M CaMOCTOSITEIbHOCTh
CYKJICHUH, IPOSABIIEHHBIX B XOJE€ YCTHOTO ONpPOCa.

3. lemoHcTparyst 3HaHUA MPO(EeCCHOHATIBHBIX TEPMUHOB, IOHATHIA, KATETOPHIA
Y TEOPUH.

4. Hamumume COOCTBEHHOTO BHUJICHHS paccMaTpuBaeMOl  MPOOJIEMBI,
c(OpMHPOBAHHOTO Ha OCHOBE M3YYEHUS M aHaJIN3a HayYHBIX palOT, BBIMOJHEHUS
MPAKTUYECKUX 3aTAHUN.

IIo pe3ynpTaTam caadu 3K3aMeHa CTYACHTBI IOJYy4YarOT KOJUYECTBEHHYIO
OLIEHKY («OTIMYHOY, «XOPOIIO», «YAOBIECTBOPUTEIBHOY, HEYIOBIETBOPUTEILHOY).

OO01mue KpUTEPHHU OLIEHKH OTBETOB CTY/ICHTOB

Ouemca «OTIMYHO»

Ouemca «Xopouio»

Onenka
«YHOBJIETBOPHUTEILHOY»

Onenka
«HEeYIOBJIETBOPUTEIbH
o»

OLCHUBACTCA OTBET, CCIIN

OLICHUBACTCA OTBCT, B

OIICHMBAETCS HEMOIHBIN

OLICHUBACTCA OTBET, IIPU

CTYJIEHT UMEET CUCTEMHBIE
TIOJTHbIE 3HAHUS M YMEHUS 110
MIOCTaBJIIEHHOMY BOIIPOCY.
ConeprkaHue BOIIpoca M3jaraet
CBSI3HO, B KpaTKo# (hopme,
packpbIBaeT NOCIEA0BATENLHO
CyTb U3yYEHHOT'0 MaTepuaa,
JEMOHCTPHUPYS NPOYHOCTh U
MPUKIIAJHYIO HAIIPaBIEHHOCTh
MIOJIyYEHHBIX 3HaHUN U YMEHUH,
HE JIONyCKaeT
TEPMUHOJIOTMYECKHUX OIMIMOOK 1
(haKTHIECKUX HETOYHOCTEH

KOTOPOM OTCYTCTBYIOT
HE3HAYUTEIbHbIE
JJIEMEHTHI COJICPIKAHUS
WK TIPUCYTCTBYIOT BCE
HEOOXOAMMBIE
JJIEMEHTBI COJICPIKAHHUS,
HO JIOMYIICHBI
HEKOTOPBIE OLINOKH,
MHOT/Ia HAPYIIAJIACh
[IOCJIEIOBATEILHOCTE
W3JI0KEHUS.

OTBET, B KOTOPOM
OTCYTCTBYIOT
3HAYUTEJIbHBIC 3JIEMEHTBI
COJICPIKaHUS MIIH
MPUCYTCTBYIOT BCE
BBIIICU3JI0KEHHbIE
3HAHMS, HO JOITYLICHBI
CYIIIECTBEHHbIC OLITHOKH,
HEJIOTMYHO, IIPOCTPAHHO
H3JI0KEHO OCHOBHOE
coJiepKaHue BOIIPOCa.

KOTOPOM CTYJICHTbI
JEMOHCTPHPYIOT
OTpPBIBOYHbIE,
OeccucTeMHbIC 3HAHMS,
HEYMCHHE BBIICITUTD
IJIaBHOE, CYLECTBEHHOE
B OTBETE, JOMYCKAIOT
rpyObIe omTHOKH

CobecenoBaHre Ha PK3aMEHE - CPEACTBO KOHTPOJIS IS BBISBIICHUS 00bEMa
3HaHWK CTyJIeHTa [0 KOHKPETHOMY BOIpoCy Kypca. KpurepusiMu OIeHKH
SIBJITFOTCS: TJTyOMHA W TPOYHOCTh YCBOCHMSI 3HAHHM, YMEHHE IPUMEHSTh 3HAHUS B
KOHKPETHOU CHUTYyaIllH, YMEHHE JIOTUYECKUA BBICTPOUTH OTBET, CHOPMHUPOBAHHOCTH
npoeCCHOHATFHO 3HAYMMBIX JIMYHOCTHBIX KauyecTB, YMCHHE TOJICPKUBAThH
Oeceny.

Texymuii KOHTPOJIb OCYIIECTBIISIETCS TIO UTOTAM paOOTHI U TIO BBHITIOJITHEHUIO
IpeajlaracMbIX TIPEToIaBaTelieM CaMOCTOSITCIIBHBIX 3afaHuil. J|OMOJHUTEIBHO
OILICHUBAETCSl CTENEeHb AKTUBHOCTH CTYJCHTOB B COBMECTHBIX OOCYXICHHSIX IO
yueOHOMY MaTepuaily, JOMOJHEHHWS U BBIBOJIBI, CJHEJAHHBIE CTYJACHTaMHU.
[TpoMexyTOUHBIN KOHTPOJIb OCYIIECTBIISCTCS B CEPEAMHE OCBOEHHUS MPOTPAMMBI
JUCITUTUTMHBI TIPU BBITIOJIHEHUU TecTa. VITOTOBBIN KOHTPOJb OCYIIECTBISETCS Ha
HK3aMeHe.
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5.3. MaTepuaJibl Il OLEHKH U KOHTPOJIS Pe3yJIbTATOB 00y4eHHs

Bonpocs! k 3k3aMeHy ®dopmupyemble
KOMIIeTeHIIH I

l.Heme w 3amauym  jgenompom3BoAcTBa. JlokymeHTammoHHOe — obecreuenue | [TK-8
ynpasieHus. JJoKkyMeHTHpOBaHIE.

2.@opmupoBaHue  nema:  opopMieHHME ~— 3arolioBka W ero  suemeHtH, | [IK -8
HOCIIEJOBATENILHOCTD PACIIONOKECHNS JOKYMEHTOB B IeJIe.

3.Iopsmox xpaHeHHs AOKyMeHTOB. OCHOBHBIE JTambl paboTel mo moarotoBke | [1K -8
JOKYMEHTOB K apXHBHOMY XPaHEHHIO.

4 .Bxonsuue, HUCXOISIINE " BHYTPEHHUE JIOKYMEHTBI npexnpustist, | [IK -8
OpraHn3anuoHHBIE, pacropsauTeIbHEIC u HHPOPMANOHHO-CITPaBOYHBIC
JIOKYMEHTBI

5.IlepBuuHbIe U CBOJHBIC, OyMaXKHbIE M DJICKTPOHHBIE JOKyMeHTHI. [Ipenmymiectsa | I1K -8
JNEKTPOHHOI'0 IOKYMEHTa

6.Hampagienus: periaMeHTaIlMK JACJIONPOM3BOICTBA. 3aKOHOAaTeIbHbIC U npaBoBbie | [1K -8
akThl B chepe nHbOpMAIMU U TOKYMCHTAITUH

7.HopMaTUBHO-METOUYECKOE PETYIUPOBAHKE IETONPOU3BOACTBA IK -8

8.Crammapt ¥ CTaHmapTU3alUsi JOKYMEHTOB. YHH(uKanus pokymeHTtos. | [IK -8
YHuuIupoBaHHBIC CHCTEMBbI YIIPABJICHUYECKON TOKYMCHTAIIUH

9.3agaun yHupukauuu nokymeHtoB. Kiaccubukaropsl m ux tumsl. Ilpumepst | I1K -8
CoJIepKaHUs KIacCH(PUKATOPOB

10.Yt0 Taxkoe pexkBu3uT. [lepeuncaure o0s13aTeIbHBIC PEKBU3HUTHI JOKYMEHTOB. I1K -8

11.Kaxue pazaenbl COAep UT TOJDKHOCTHAS HHCTPYKITUS, KEM YTBEP)KIaeTCsl. I1K -8

12.Kakue HOKYMEHTBI OTHOCATCS K pacrnopsaurensHbiM. Jlaiite onpenenenue | I1K -8
KaXKJOMY.

13.HazoBuTe rpynmbl NpUKa3oB, KOTOpPblE MOTYT W3iaBaTbesi Ha mpeamnpusitun (B | 1K -8
opranuzaiyn). KakoB nopsiok oopmiieHus U OINHCaHUs TIPHKa3a’?

14.Knaccudukaiiyist JOKaJbHbIX HOPMATHBHBIX aKTOB I1K -8

Texkymuil KOHTPOJIb - TOCEIICHUE JICKIIUH, MPAKTUYECKUX 3aHSATHH, ITOJATOTOBKA
K HUM Ha OCHOBE BBINOJHEHHUS KOHTPOJIBHBIX paOOT M 3aJaHHil, BBITTOJIHECHUE
pedeparos.

Tekymuii KOHTPOJIb OCYIIECTBIACTCS MO BBINOJHEHUIO MPEIJIaracMbIX
MPEINOIaBaTENIEM CAMOCTOSITENIBHBIX 3aJaHuid. J{OMOJHUTENBHO OLICHUBAETCS
CTEMEeHb AKTUBHOCTU CTYJACHTOB B COBMECTHBIX OOCYXACHHUSAX IO Y4EOHOMY
MaTepuany, JOMOJHEHUS W BBIBOJbI, CJIEIaHHbIE CTyA€HTaMu. KTOroBbIi
KOHTPOJIb OCYILECTBIISIETCS HA SK3aMEHE.

5. 4. MeToguyeckne MaTepuajbl 0 OLIEHUBAHUIO Pe3yJIbTATOB 00y4YeHUs!

1.IlpoBepka ycBoeHHS Y4eOHOTO MaTepuaia, IPeICTaBICHHOTO Ha JIEKIHUIX U
MPAKTUYECKUX 3aAHSATHUAX;

2. IlpoBepka 3HaHMII W yMEHHM, MOJYYEHHBIX B XOJIE CAMOCTOSITEIbHOMI
MOATOTOBKH CTYJIEHTOB K Pa3HbIM THUIIAM 3aHSITUH;

3. IlpoBepka 3HaHUN W HABBIKOB BJIAJICHHUS OCHOBHBIM TE€PMHUHOJOTHYECKUM
anmnapaTtoM U MOHSATUAMH JOKYMEHTOIPOU3BO/ICTBA;

4. IlpoBepka yMEHHS CTYJCHTOB aHaJU3UPOBATh U CONOCTABISATh OCHOBHBIE
I'OCTsr o JIOY, nonumats crienudpuky u ocodeHHocts JJOY B 6ubIMMoTeuHO-
uH(pOopMaIMOHHOH cdepe.
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5. IlpoBepka HaBBIKOB KOMMYHUKATUBHBIX TEXHOJIOTUN B Cepe KyIbTYyphl U
o0pa3oBaHus, CIOCOOHOCTH K MyOJIMYHON KOMMYHUKALIMH.

6. PECYPCHOE OBECIIEYEHHUE

6.1. OcHOBHAS W IONOJIHUTEIbHAS Yy4eOHasi JIuTepaTypa

. Opra#uzamusi W TEXHOJOTUS JOKYMEHTAllUOHHOTO oOOecredyeHus
yOpaBJICHHUs] : SJEKTpoHHOe ydeOHoe mocodbue / coct. C.E. Mumenun ;
MunncrepctBo oOpa3oBanus u Hayku Poccuiickoit @enepaunu, dDenepanbHOe
roCyapCTBEHHOE  OIOJKETHOE  00pa3oBaTeIbHOE  YUPEXKJEHHE  BBICIIETO
oOpazoBanus «KeMepoBCKUii TOCy1apCTBEHHBIN YHUBEPCUTETY, MHCTUTYT UCTOpUU
u ap. - Kemepono : KemepoBckuii rocy1apcTBeHHbIN yHUBepcUTeT, 2016. - 478 c. -
bubmuorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe [DnekTpoHHBIA pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=481592

2. Tpodumona, O.B. OcHOBBI A€NOBOTO MHChbMa : ydeOHOE TMocodue /
O.B. Tpopumoa, E.B. Kynuunk ; MunucrepctBO 00pa3oBaHusi UM  HayKu
Poccuiickoit @enepaunn, TIOMEHCKUN TOCYJapCTBEHHBIM YHUBEPCUTET. - 4-€ U31.,
ctep. - Mocksa : M3narensctBo «DnunTtay, 2016. - 305 c. : Tabn. - bubauorp. B KH.
- ISBN  978-5-9765-0930-6 ; To ke [DOnekTpoHHBIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=57968

3. JlokyMeHTaIlMOHHOE OOeCIieueHUEe yIpaBieHus : yueOHoe nmocooue / cocr.
C.I. YepnoBa ; HoBocuOMpCKHII TOCYJapCTBEHHBIM arpapHbIii YHHUBEPCHUTET,
Oxonomuueckuii paxkynbrer. - HoBocubupcek : UL «30m0T0it komocy, 2014. - 106 c.
. cxeM., Tabm. - bubmmorp. B kH. ; To e [DIEeKTpoHHBIM pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=278155

6.1.2. CiuCOK JOMOJTHUTEIbHOM JTUTEPATYPbI
1. PribakoB, A.E. OcHoBbl genonpousBojactsa : yueOnuk / A.E. Pribakos. - 3-e

u3n., ucnp. - Murck : PUIIO, 2016. - 320 c. - bubmuorp. B kH. - ISBN 978-985-
503-606-8 ; To xKe [DJIeKTPOHHBIIM pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=463666

2. I'punbepr, A.C. JlokyMeHTaIlMOHHOE OOECTIeUeHUE YIIPABJICHHUS : Y4eOHHK /
A.C. I'pun6epr, H.H. I'op6aués, O.A. MyxameriuHa. - Mocksa : FOauTu-Jlana,
2015. - 391 c. : Tabmn., rpad., wi., cxemsl - bubmmorp.: ¢. 382-383 - ISBN 978-5-
238-01770-9 ; To »xe [DnexTpoHHBIHN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=115031

6.2. Pecypcbl MH(pOPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTH « AHTEepHE)

B cooTBercTBMM ¢  JNHMIEH3MOHHBIMA  HOpMaTHBaMH  OOECTeueHUs
O6ubIMOoTeUHO-MHGOPMAITMOHHBIMHU pecypcamu oubmmorexa OpraHu3yeT
VH/IMBHUIYaJIbHBI HEOTPAaHUYCHHBIN JTOCTYN U3 JIOO0W TOYKU, B KOTOPOM MMEETCs
nocTyn K cetu VHTepHEeT, K y4eOHbIM MaTepuanaM JEKTPOHHO-OUOIUOTESUHBIX
cucteM (ObC):


http://biblioclub.ru/index.php?page=book&id=481592
http://biblioclub.ru/index.php?page=book&id=57968
http://biblioclub.ru/index.php?page=book&id=278155
http://biblioclub.ru/index.php?page=book&id=463666
http://biblioclub.ru/index.php?page=book&id=115031
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1. ObC «YuuBepcuteTckass Oubnmoreka onHnaiuy. M3marensctBo: OO0
«HexkcMemuay. IlpuHamiexxHocTh cTOpoHHsss. Www.biblioclub.ru. Komudectso
Kirouelt (mosp3oBareneit): 100% on-line. Xapakrepuctuku Oubauoreunoro Ghoxsa,
JIOCTYI K KOTOPOMY TIPEIOCTaBISETCS JOTOBOPOM: AOCTYN K 6a30Boit uactu DBC.

2. ObBC «M3parenvctBO I[lnmanera My3bIku». DIEKTPOHHO-OMOIMOTEUHAS
cucreMma 0OOO «MznarensctBo IIJIAHETA MVY3bIKW». IlpuHaaiexHOCTb
cropoHHsist. Www.e.lanbook.com. KonuuectBo kitoueit (mosb3osareneii): 100% on-
line. Xapakrepuctuku  OubOmuMoTreyHoro  ¢GoHAA, JOCTYI K  KOTOPOMY
MIPEIOCTABIISICTCS JOTOBOPOM: JOCTYI K KOJUIEKIUsAM: «My3bika U Teatp», «barer.
Taneu. Xopeorpadusy.

3. Bl Onekrponnas Cucrema «Kymprypa». baza J[aHHbIX OneKTpOHHas
Cucrema «Kynbrypay. [IpuHaaiexkHOCTs CTOpOHHSA. http://www.e-mcfr.ru.

4. Web HMPBUC XabapoBCckuii rocymapCTBEHHBI WHCTUTYT HUCKYCCTB H
KyJbTYPHI (3JIEKTPOHHBINA KaTayior). MexXIyHapoaHasi acCOIMAaIIMsl TI0JIb30BaTeNel U
pa3pabOTYMKOB 3JICKTPOHHBIX OMOIMOTEK M HOBBIX MH(POPMAIIMOHHBIX TEXHOJOTHMA
(accormarst DBHUT). [Mpunamiexuocts croponnss. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas nsnexktponHas Oubmmoreka. OOO Hayunas
9JIEKTpOHHast  OuOnuoreka. [lpuHamiekHOCT,  CTOpoHHssS.  http://elibrary.ru/
JIuuensunonnoe cornamenue Ne 13863 ot 03.10.2013 r. — 6eccpouHo.

6. DnektpoHHo-6mbmmoreunas cucreMa ®I'bOY BO «XT'MK». ®I'bOY BO
«XT'UK». [TpunamnexHOCTh cOOCTBeHHas. JIokambHbIi qocTym. http://carta.hgiik.ru.
[Tpuka3 no Uucturyty Ne 213-06 ot 07.10.2013 T.

7. EnvHOE OKHO J0CTyla K OOpa3oBaTelIbHbIM pecypcaM. JIEKTPOHHAS
oubmuorexka. ®I'AY I'HUU UTT «Uudopmuka», MunuctepctBo 00pa3zoBaHusl U
HAyKU P®. [TpuHaIe:KHOCTD CTOPOHHSIA. CB0OOIHEBIN JIOCTYIIL.
http://window.edu.ru

8. Emunas xomnekiusa [udposeix O6pazoBatensHbIXx PecypcoB. OI'AY
'HUNU UTT «udopmukay. IlpunannexHocts ctopoHHsiss. CBOOOMHBIN MOCTYII.
http://school-collection.edu.ru

9. @enepanbHBIl TEHTP HWHDOPMAIMOHHO-00PA30BATEIBHBIX PECYpPCOB.
denepanbHBIA  1IEHTP HWHOOPMAIMOHHO- 00pa3oBaTenbHbIX pecypcoB, DPI'AY
'HUNU UTT «udopmukay. IlpunamiesxxHocts ctopoHHssi. CBOOOIHBIN TOCTYII.
http://fcior.edu.ru

JIJIsl TONTOTOBKU KYPCOBBIX, BBITYCKHBIX M HAyYHBIX pa0dOT OOydJaroIIHecs
MOT'YT MCHOJIb30BaTh IOJHOTEKCTOBYIO 0a3zy gnaHHbix WebofScience. Pexum
JOCTyMa: DJIEKTPOHHBIM, W3 BHYTpeHHEH ceth UHCTUTYTa. OQuiuanbHbINA
caiit: webofknowledge.com

6.3.ndopmaniuoHHbIE TEXHOJIOTHHU, IPOTPAMMHOE O0ecnevYeHne u
HH(pOPMALIMOHHBIE CTIPABOYHbIE CHCTEMbI
[IporpamMmmHO-uHpOpMaIIMOHHOE ~ o0ecrieueHue  ydyeOHOro  mpoiiecca
COOTBETCTBYET TpeOOBaHMIM (peneparbHOr0 TOCYIapCTBEHHOTO 00pa30BaTEIHHOTO
CTaHJapTa.
JIns mpoBeneHus 3aHATUN JICKUMOHHOTO THIIA, 3aHATUM CEMHHAPCKOrO THIIA,
3aHSATUNA MPAKTUYECKOTIO THUIIA, TPYIIOBBIX KOHCYIbTALUM, TEKYIIETO KOHTPOJIS U


http://www.biblioclub.ru/
http://www.e-mcfr.ru/
http://irbis.hgiik.ru/
http://elibrary.ru/
http://carta.hgiik.ru/
http://window.edu.ru/
http://school-collection.edu.ru/
http://fcior.edu.ru/
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MPOMEXKYTOUYHON  aTTeCTallMd  HUCIOJb3YeTCsl  CEAYIIIee  MPOTrpaMMHOE
obecrieueHue:

—JUIIEH3MOHHOE MPONPUETAPHOE MPOTPAMMHOE O0ECIICUEHHE:

Microsoft Windows

Microsoft Office (B cocraB makera Bxozsr: Word, Excel, PowerPoint,
FrontPage, Access)

Adobe Creative Suite 6 Master Collection (B cocraB mnakera BXOIST.
Photoshop CS6 Extended, Illustrator CS6, InDesign CS6, Acrobat X Pro,
Dreamweaver CS6, Flash Professional CS6, Flash Builder 4.6 Premium Edition,
Dreamweaver CS6, Fireworks CS6, Adobe Premiere Pro CS6, After Effects CS6,
Adobe Audition CS6, SpeedGrade CS6, Prelude CS6, Encore CS6, Bridge CS6,
Media Encoder CS6);

—CBOOOJHO pacrpocTpaHsieMoe MPOrpaMMHOE 00ECIICUEHUE:

Ha6op oduchHbix mporpamm Libre Office

aynuornpourpsiBaresnb AIMP

BuseonpourpeiBarenbr Windows Media Classic

uHTepHeT-0pay3ep Chrome.

JIJist caMOCTOSITENTbHOM MOATOTOBKU CTYJIEHTOB K 3aHSTHSM IO JTHUCUUILIAHE
Tpedyercss oOpalieHre K mnporpamMmMHOMYy oOecrieueHuto Microsoft Windows,
MicrosoftOffice, B ToM umciie A MOATOTOBKH MYJIbTUMEIUNHBIX TIPE3ECHTAIUHN 110
TeMaM CceMUHapoB B nporpamme PowerPoint. Jnsg co3maHusi KOHEUYHBIX
HEpEeIaKTUPYEMbIX BEPCUM TOKyMEHTa PEKOMEHIYETCs UCIOIb30BaTh AcrobatXPro,
Bxomsamui B coctaB maketa AdobeCreativeSuite 6 MasterCollection.

[Ipy wu3ydYeHWM AUCHUIUIMHBI OOydYaromuecss UMEIT BO3MOXKHOCTH
WCIIOJIB30BaHUsl MH(POPMAIMOHHO-CIIPaBOYHBIX cuctemM «KynbTypa» u «l'apanty,
Bcepoccuiickyio oTpaciieByto cripaBouyHyto cucremy «MHpopmuoy, pedhepaTuBHBIX
u  OubmmomeTpuueckux  0a3  JAHHBIX  PEIEH3UPYEMOW  JUTEPATYpPhI
WebofSciencenScopus, B COOTBETCTBUU C 3aKJIFOUEHHBIMHU JOTOBOPAMHU.

Ha Bcex kommbioTepax B HMHCTUTYTE YCTAHOBJIIEHO JIMIEH3MOHHOE
aHTUBUpYCHOe mporpamMmmHoe obOecneuenue Kaspesky Endpoint Security.
HeobxoaumpiM yciioBueM HHQPOPMAIMOHHOW O€30MaCHOCTH HHCTHTYTA SIBISETCS
oOsi3aTeNbHAsl TPOBEPKAa Ha HAJWYMEe BUPYCOB BHEIIHUX HOCHUTENEH Tepen ux
ucnosib3oBanueM ¢ nomonisio Kaspesky End point Security.

[TepeuncnenHoe mporpaMMHOE oOecrieueHre OOHOBISIETCA MO MEpE BBIXOJa
HOBBIX BEPCUH IIPOIPAMM B paMKax COOTBETCTBYIOLIMX JIMIIEH3UN U COTJIALICHUM.

6.4. MaTepuajbHO-TeXHUYeCKas 0a3a

MarepuanbHO-TEXHUYECKOE  OOECleUeHUe  peaau3yeMod  JTUCIUIUIMHBI
COOTBETCTBYET TPeOOBaHUIM (helepaIbHOIO rOCYIapPCTBEHHOTO 00pa30BaTEIbLHOTO
cTaHjaapra.

JIns mpoBeneHus 3aHATUN JICKUMOHHOTO THIA, 3aHATUW CEMHHAPCKOrO THIIA,
3aHITHN MPAKTUYECKOTO THUIIA, TPYMIOBBIX KOHCYJIbTAIIUN, TEKYIIET0 KOHTPOJS U
MPOMEKYTOUHOM aTTecTaliid B Y4eOHOM TIPOIIECCe AKTHBHO HCIOJIB3YIOTCS
CJICAYIOIINE CIIEIUATIbHBIC TIOMEIICHUSI:

- aymutopunm 211, 215-6, 213-a ocHaimeHbl ~ MYJbTUMEIUWHBIMU
MPE3CHTAIMOHHBIMU KOMIUIEKCAMHU B COCTAaBE MPOEKTOPA, AKTUBHOM aKyCTUYECKOU
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CUCTEMbI, TEPCOHAIIBHOTO  KOMIIBIOTE€pA; CTOJIAMH, CTYJbSMH, CTOJaMU
NUCbMEHHBIMU U1~ TpernojaBareiiel, JOCKaMU  HACTEHHBIMH, JOCKaMU
ayJIMTOPHBIMHU.

JIJist caMOoCTOSITENbHONW PabOThl CTYJICHTOB M BBINOJIHEHUS KYpPCOBBIX padoOT
npeaHazHadyeHa ayautopus 209 (yuTaiabHBIN 3a71 OMOJIUOTEKH) ¢ TOJAKIIOUCHHEM K
cetu «HTEepHET» U JOCTYNIOM B 3JIEKTPOHHYIO MH(OPMAIIMIOHHO-00pa30BaTEIbHYIO

cpelly By3a, 000pYIOBaHHYIO NEPCOHANBHBIMU  KOMIIBIOTEPaMH, CTOJaMH,
CTYJIbSMH, KHWXHBIMH INKadaMHd, KHIKHBIM H JOKYMEHTAJIbHBIM (OHIOM,
TEJIEBU30POM.

[Ipy HEOOXOAMMOCTH B Y4YeOHOM TPOIECCE HCIOIB3YIOTCS KOMIUIEKTHI
MEPEHOCHBIX JIEMOHCTPAIIMOHHBIX KOMILIEKCOB (HOYTOYK, TPOEKTOP, IKPaH).

Bce komnbroTepsl MHCTHTYTa O0BEIMHEHBI B TOKAJIbHYIO CETh, C KOXI0T0 U3
HUX BO3MOXEH BBIXOJ B TJ00aIbHYIO ceTh WHTepHeT. MHCTUTYT ucCHOIb3yeT
BBIJICJICHHBIN KaHal co CKOpocThio 10 M6/c. [l cTyIeHTOB UMeeTCsl BO3MOYKHOCTh
BbIXOJIla B ceTh VHTepHET ¢ MOOWIBHBIX YCTPOHCTB mocpeacTBoM cetu WiFi,
KOTOpasi yCTAaHOBJIEHA B YWTAJIbHOM 3aie MHcTuTyTa.

IIpoBenaenue nekmuii mo auciuiinae «JIOY» compoBoxkaaeTcs chlai-
MPE3CHTAIUSIMH.

7. BOCIIUNTATEJIbBHAS PABOTA

Bocnuranue oOydalmuxcd  NOpUd  OCBOGHMH MMM  OCHOBHBIX
npodeccuoHalbHBIX  oOpa3oBaTeabHbIX  mOporpamMm  (mainee —  OIIOII)
OCYULIECTBJISIETCS. Ha OCHOBE paboyeil mporpaMmbl BOCIHUTAHUS M KaJE€HAAPHOIO
IJIaHa BOCIIUTATENbHOM paboThl, BKItouaeMbix B OIIOIT.

Ilenp BocmuTaTenbHOW pabOTBI — CO3JAHUE YCJIOBHM JJIsI aKTHUBHOMN
KUBHEJEATEBHOCTH ~ OOYyYaloIIUXCs, UWX TPaXIJAHCKOTO  CaMOOTMpEeSICHHUs,
po¢heCCHOHATIEHOTO CTAHOBJICHUS u VHJIMBU1YaJIbHO-JTUYHOCTHOM

caMopealu3allii B  CO3UJATENbHOM  JEATENIbHOCTH JUIsl  YJOBJIETBOPEHUS
NOTPEeOHOCTEW B HPABCTBEHHOM, KYJIbTYPHOM, UHTEIUICKTYyaJIbHOM, COIMAILHOM W
npo¢eCCHOHATLHOM Pa3BUTHH.

3aaun BOCTIMTATENILHON pa0OThI: pa3BUTHE MUPOBO33PECHHS U aKTyaIn3aIus
CUCTEMBI 0a30BBIX IIEHHOCTEW JWYHOCTU, MPHUOOIIEHUE K OOIIeUETIOBEYECKUM
HOpMaM MOpajid, HalUOHAJIBHBIM YyCTOSM U aKaJEMHYECKUM  TPAAUIIUAIM;
BOCIIUTAHUE YBAXKEHHUS K 3aKOHY, HOpPMaM KOJUIEKTUBHOM >KM3HU, pPa3BUTHE
IPaXIAHCKOM W COLMAIbHOW OTBETCTBEHHOCTH; BOCHHTAHUE MOJOKUTEIHLHOTO
OTHOUIEHUS K Tpyny, (GOpMHpPOBaHUE KYJIbTYpbl M 3THKUA MPOQPECCHOHATBHOTO
oOmenusi; GOpMUPOBAHUE JTUYHOCTHBIX KAa4eCTB, HEOOXOIUMBIX I d(PhEeKTUBHON
npoecCUOHanbHON  AESATENbHOCTH; BOCIHMTAHME BHYTPEHHEW MOTPEOHOCTH
JUYHOCTU B 3JI0POBOM 00pase KM3HU, OTBETCTBEHHOTO OTHOIIECHUS K IPUPOJAHON U
COLIMOKYJIBTYPHOM cpejie; MOBBIICHHE YPOBHS KYJIbTYpbl 0€30MaCHOTO MOBEACHHUS.

OcobenHoctn u  Tpaguuuu HWHcTuTyTa OOYCIIOBIMBAIOT — CIEAYIOIIME
OCHOBHBIE HANPABJICHUS] BOCIIUTATEILHOW PaOOTHI: MATPUOTUIECKOE, TPAKIAHCKOE,
JTyXOBHO-HPABCTBEHHOE, KyJbTYPHO-TBOPYECKOE, Hay4YHO-00pa3oBaTeNbHOE,
po(hecCUOHATBLHO-TPYAOBOE, BOJOHTEPCKOE (IOOPOBOJIIBYECKOE), HKOJIOTUYECKOE,
¢uznyeckoe. Bunpl gestensHOCTH OOy4aromUMXcs B BOCIHUTATENIbHOM CHCTEME
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o0pa30BaTeIbHON OpTaHMW3AIlMU: TPOCKTHAs JCATEIBHOCTh (KaK KOJUICKTHBHOE
TBOPUYECKOE JIeJI0), BOJIOHTEPCKasi JIEATEIbHOCTh, y4e€OHO-HCCIIEeI0BATENbCKAS U
Hay4YHO-HCCJIEIOBATENIbCKAs JIESATEIbHOCTh, JOCYTrOBas, TBOpPUECKas U COLIMAJIBHO-
KyJIbTypHasi A€ATEIbHOCTb U JP.

BocniurarenbHplii  MOTEHIMAN  y4eOHO-MCCIEAOBATENLCKOW W HAy4YHO-
UCCIIEOBATENIbCKON  JESATEIbHOCTH  pEalu3yeTcs B  MPOLECCE  Pa3BUTHS
HCCJIeI0BATENLCKOM KOMIIETEHTHOCTH O0YYarouuXxcsi Ha MPOTSHKEHUH BCEro CpoKa
ux oOyudenust B UHctuTyTe. Pe3ynbrarhl CTy1I€HUECKONH HayYHO-HCCIIE0BATENbCKOMN
JEATEeIbBHOCTU MPOXOAAT anpoOaIuio B paMKax HAYYHBIX U HAYYHO-TIPAKTUUYECKHUX
KOH(GEpEeHIIMH pPa3NuYHOrO YpPOBHSA, B T.4. KOH(EPEHIUH, OpPraHu30BaHHBIX
HNHcTUTyTOM.

CommanbHO-KynbTypHasT Y TBOpUYECKas JEATEIbHOCTh  OOYYaroIIMXCs
peanu3yercs Py OpraHU3alMKU U MPOBEJACHUN 3HAYUMBIX COOBITUM U MEPONPUATHIA
IPaXXAaHCKO-TIATPUOTUYECKOM, HAyYHO-UCCIIEI0BATEIbCKOM, COLMOKYJIBTYPHON U
(GU3KYIBTYPHO-CIIOPTUBHOM HANPABJICHHOCTU. Buabl TBOpYECKOW AESATEIBHOCTH
oOyuaromuxcas B HWHcTuTyTe: My3BIKQJIBHOE TBOPUYECTBO, XOopeorpaduueckoe
TBOPUYECTBO, TEATPAIIBHOE TBOPUYECTBO, HAYYHOE TBOPUYECTBO, MEAUAIIPOEKTHI U JIP.

Bononrtepckas aesTenbHOCTh 00yUYaIOMUXCSl — IMUPOKUN KPYT HampaBlIeHUN
CO3UJATEIIbHON JESATENBHOCTH, BKIIOYAIONINI pa3inyHble (OPMBI TPaXKIAHCKOTO
yuactus. [lo nHUIIMaTHBE O0YYaIOIIMXCA U MPU UX aKTUBHOM ydacTuu B UHCTUTYTE
OCYUIECTBIISIET CBOIO JICSITENIBHOCTh JOOPOBOJIBYECKUN OTPA «MBbD».

Peanmzanuio Pabodeil mporpamMMbl BOCHUTaHMS TOMOTraeT OOECIeYuBaTh
B3aUMOJICUCTBUE C PA3JIUYHBIMU COLUUAJIBHBIMH HWHCTUTYTaMH, CyObEKTaMU
BocnuTanus. Ocoboe 3HaueHuWe JUIsi BOCIMTATEIBHOTO Tpolecca HMEET
OpraHu3alys MPAKTUUYECKOW JEeATEeTbHOCTH OOYy4YaloIMXCAd C LEJIbI0 pPa3BUTHUS
npoeCCUOHANIBHBIX KOMIETEHIMH B ycioBUsX WHCTUTYTa W TPOQPUIBHBIX
YUPEKIACHUN U OPTaHU3ALU M.

8. OCOBEHHOCTHU OBYYEHUS UHBAJINJIOB U JIUIL C
OI'PAHUYEHHBIMHA BO3ZMOKHOCTSAMMHU 3IOPOBbSA

B mporecce n3ydeHuss TUCHMILUIMHBI U OCYILIECTBICHUS MPOLEAYP TEKYIIETO
KOHTPOJISI YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTeCTallMd WHBAJIWAOB W JIUI[ C
OTPAaHUYECHHBIMU BO3MOXKHOCTSIMHM  3JIOPOBBSI MPUMEHSIOTCS  aJallTUPOBAHHbBIC
dbopMbl  00yueHHs] € Y4E€TOM MHAUBUIYAIBHBIX  TCUXO(U3UOJIOTHYECKUX
O0COOEHHOCTEH.

OOydeHue Ml C OTPAHUYCHHBIMH BO3MOKHOCTSIMU W  WHBAJIUJIOB
OpraHu3yeTcsi KaK COBMECTHO C JIPYTMMHU OOYyYalolMMHCS Ha JEKUHUOHHBIX U
MPAKTUYECKUX 3aHATHUAX, TaK U IO MHIUBUIYaJIbHOMY yueOHOMY I1aHy. Bo Bpems
MPUEMHOM KaMIaHWH, a TAKXKE BO BPEMS CIIa4Ml Pa3TUYHBIX (POPM MPOMEKYTOTHON
U TOCYyJapCTBEHHOM WTOrOBOM arTecTanuu B MHCTUTYyTE CO37aHbl HEOOXOJHUMBbIE
yCJIOBUSL JUIsl OKa3aHUsl TEXHUYECKOW TOMOIIM HHBadujgaM U JIMIAM C
OTPaHUYCHHBIMA BO3MOXKHOCTSIMU 37I0POBBs (MPU HEOOXOIUMOCTH MOXKET OBITh
JOMYIIEHO MPUCYTCTBUE B ayAUTOPUM ACCUCTEHTOB, COMPOBOXKIAIOIIMX JIMII,
cOOaKHU-MOBOABIPS U T.I1.).



21

OOyuvaromuecs W3 4YWCIAa UWHBAIMAOB U JIMI C OrPAaHUYCHHBIMH
BO3MOXKHOCTSIMH  3JI0pOBbsl, IpU HEOOXOIMMOCTH, MOTYT OBITh 0O0€CIECUEHbI
AJIGKTPOHHBIMU M I€YaTHBIMU O0pa30BaTElbHBIMU pECypcaMu C YYE€TOM HX
UHAMBUYAJIbHBIX MOTpeOHOcTed. [l peanusanuu  JOCTYNHOM Cpelbl Mpu
HEOOXOAMMOCTH B y4eOHOM IIpOLecCe€ MOTYT OBITh 3aJ€MCTBOBAaHbI JOKYMEHT-
KaMmepa Uil YBEJIUYEHHsS TEKCTOBBIX ()ParMEHTOB M H300pakeHUH (ans Jul ¢
HapylLICHUAMU 3pEHUs) W IEpEeHOCHas  UHAYKIMOHHAas  cucreMa  Jis
cmabocnpimammx  «Mcrok» A2  co BCTPOGHHBIM IUIEEPOM — 3BYKOBBIM
UH(OPMATOPOM.

9BC «YHuBepcUTEeTCKass ~ OmOIMOTeKa  OHJIAiH»  TPEIOCTaBIsET
oOygarormumcst ¢ OB3 (mo 3peHuro) psa BO3MOXKHOCTEH JUIsi OOeCriedeHUs
shdexTuBHOCTH Tporiecca oOydenus. [Ipm uTeHum MacmTad CTpaHWIBI calTa
MOXHO YBEJIMYHUTHh C TOMOIIbIO CIEUUAIbHOTO 3HAayKa HA TJIaBHOM CTpaHUIIE.
MoO>KHO HMCTI0JIB30BATh MMOJHOAKPAHHBIN PEXUM OTOOPaKEHUSI KHUTH WU BKIIFOUUTh
O3BYYHMBAHUE HEIOCPEICTBEHHO C CaidTa IpU IOMOIIMA IPOrpaMM SKPaHHOI'O
nocryna (Hanpumep, Jaws , «Balabolka»). CkaunBaembie gparmeHTsl B dopmare
pdf, nMmeromne BEICOKOE Ka4eCTBO, MOTYT HUCIIOJIb30BAThCS TU(IONPOrpaMMaMu Jist
roJ0COBOTO O3BYYMBAHHUS TEKCTOB, MOTYT OBITh 3arpyeHbl B TU(IIOIJIEEpHI, a
TaK)Ke CKOIMMPOBaHbI Ha JII000€ yCTPOMCTBO AJis1 KOM(POPTHOTO YTEHHUSL.

CepBuc OBC «lluTaTHMK» IIOMOTraeT IOJIb30BATEII0 M3BJICUb IUTATY U
aBTOMATHYECKH (POPMHUPYET KOPPEKTHYH OHOIMOrpauyeckyro CChUIKY, YTO
OCOOEHHO aKTyaJbHO JUISl JIUI C OTPAaHUYEHHBIMU BO3MOXHOCTSMH U OOJErdaer
IPOLIECC HAIMCAaHUs KYPCOBOM MJIM BBITYCKHOM KBaM()UKAIITMOHHON paOOTHI.

JUisi MOAroToBKM K 3aHATUAM oOydaromuecs ¢ OB3 (mo 3peHuio) Moryt
UCIIOJIb30BaTh MOOWIbHOE mnpuioxkeHue ObC «JlaHb», mnpeaHazHayeHHOE MJIs
O3BYYMBAHUSl TEKCTAa KHUTH. PexuM [0CTyma: »3IEKTPOHHBIN, MPUIOKEHUE
CKayMBaeTcss 00ydarolMMCsl CaMOCTOATEIbHO C caiiTa e.lanbook.ru, HeoOxoaumoe
ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanb». Hcnonb3yercs cBOOOIHO
pacnpocTtpaHsiemasi iporpamma 3kpaHHoro gocryna Nvda.

[TogpoOHee 00 opraHu3amuu JOCTYITHOM CpPEIbl CM. COOTBETCTBYIOIIHMA
paszies1 OCHOBHOM MpodeccrnoHanbHOM 00pa30BaTENbHOM MPOTrpaMMBbl.
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