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1. OBIIIME CBEJEHUSA O IUCHUIIJIMHE

1.1. HamMeHoBaHue TUCIUTIIINHBI

PabGouast mporpamma AuCHUIUIMHBI «JlIOKyMEHTAIIMOHHOE OOecTeueHne
yIOpaBJICHHs» TpeAHa3HAaYeHa MJisi CTYJICHTOB, OOYYAIOIIMXCS I10 HAMpPaBIICHUIO
nonrotoBku 51.04.06 «bubnuoreduno-uHpopMaoHHas AEATEILHOCTEY (MIPO(UITH
«MeHemKMeHT OuOIMOTeUHO-MH(GOPMAIIMOHHON NESITETbHOCTHY), B COOTBETCTBHUH
c @enepanbHBIM TOCYAAPCTBEHHBIM OOpPa30BATEIBHBIM CTAHIAPTOM BBICIIIETO
oOpazoBanuss — OakamaBpwaT IO HampaBJeHWIO MOAToTOBKH  51.04.06
«bubnnoreyHo-uHPOPMAIIMOHHASL ~ ACSATENBHOCTD», YTBEPKIAEHHBIM  MPUKA30M
MunucrepctBa oOpa3zoBanust U Hayku P®D ot 06.12.2017 Ne 1182, ¢ yuerom
npoecCHOHANbHBIX ~ CTaHJIAPTOB,  COOTBETCTBYIOIIUMX  TpodeccroHaIbHOM
JESATEIbHOCTH BBIITYCKHUKOB.

1.2 MecTo TUCHUILINHBI B CTPYKTYpPe 00pa30oBaTeibHOM MPOrpaMMbl

VYuyeOHass aucuumiuHa «J/lokyMeHTanmoHHoe oOecnedyeHue YIpaBICHUsS
(uanexc b1.B.08) oTHOCHTCS K YacTH y4yeOHOro IulaHa MOJATOTOBKM OakajlaBpoOB,
(bOopMHpYEMBIX YYACTHHUKAMU OOpa30BaTENIbHBIX OTHOIICHWN IO HANpaBJICHUIO
noAroToBku 51.04.06 «budauoTe4HO-UHGPOPMALMOHHAA AeATEIbHOCTbY»

Kypc sBisiercss OCHOBOM MJii M3Y4YEHUsI TEOPETUYECKUX, METOJUYECKUX H
OpraHU3allMOHHBIX BOIPOCOB YIpaBJiCHUS OHOIMOTEUHBIM AesioM. JlucuuminHa
CBA3aHa C O00sA3aTeJIbHBIMUA JUCUUIUIMHAMU Y4Y€OHOro TIUIaHa, TaKUMHU Kak:
«/loxymeHnToBeneHue», «MeHeKMEHT OMOIMOTEYHO-UH(POPMALTUOHHOM
JEATEITbHOCTH.

1.3 Ileaib ocBOEHMSI AMCHMILIMHBI

Leabo ocBoeHus JUCHMIUIMHBI  «J[OKyMEeHTalMoOHHOE OOecledeHue
yIpaBieHus» ABiIseTcsl popMupoBaHue (DyHIaMEHTAIbHBIX, CHCTEMHBIX 3HAHUU O
CUCTEME  YyMNpPaBICHYECKUX JOKYMEHTOB B  JEATEIBHOCTH  OMOJMOTEUHO-
WHOOPMAITMOHHBIX  YUpeKIeHUN. M3ydeHue mpoONeMaTHKyd TpeaycMaTpuBaeT
U3yYeHUE HTOM JUCHUIUIMHBI C YYETOM HCTOPHUYECKMX OCOOCHHOCTEH €€
CTAHOBJICHUSI KaK HayKdH. OTO COCTaBHas 4YacTh Kypca  YNpaBjieHUs JTIOObIM
VUPEKICHUEM KYJbTYphl. YTpaBieHYECKass JESITEIBHOCTh B  OpraHu3aluu
OMOJIMOTEUHOTO Jiesla TpeOyeT OT pyKOBOJUTEIISI YMEHUS pab0TaTh ¢ TIOKYMEHTaMH,
YMEHHUSI OpTaHU30BaTh pabOTy CIIyx)0 JoKyMeHTanuu. [loaTomy B TeMaTtuky Kypca
BXOJISIT TIPOOJIEMBI JIOKYMEHTHPOBAHUS JIEATEILHOCTH COBPEMEHHOM OpTraHHU3aIny,
['OCT(»1) 1 cTaHAAPTHI 110 JOKYMEHTAIIMH, OPTaHU3aIUs paObOThI C JOKYMEHTAMH H
BOIPOCHI X COXPAHHOCTH.

3agaum kypca:

- 00eCIeUHTh CTYJCHTY 3HAHUE TCOPETUICCKUX OCHOB JICTIONPOU3BOICTBA;
- JaTh CTYJACHTaM CHCTEMHOE TMpPEACTaBICHUE O pPa3BUTHH JOKYMEHTOB,
JTOKYMEHTAIlMM, O COCTaB€ CIYy)XEOHBIX JIOKYMEHTOB, OCOOEHHOCTSX HX
o(OopMIICHUSI B COOTBETCTBUU C TTPaBUJIaAMU;
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- IPUBUTH YMEHHUE COCTAaBJICHUS U O()OPMIIEHUSI TOKYMEHTOB B COOTBETCTBUU
C IIpaBUJIAMU B 3aBUCUMOCTHU OT Ha3HAYCHUS;

1.4 Ilnanupyemble pe3yabTaThbl 00y4eHUs1 AUCHUILVIHMHE «/[OKyMeHTallMOHHOe
odecreyeHne ynmpaBJeHUs»
[TpodeccrnonanbHbie KOMIIETEHITUU CHOPMYIMPOBAHBI HA OCHOBE BHIOPaHHBIX
u3 MpodecCUOHANBHBIX CTaHAAPTOB 000OIIEHHBIX TpyAoBbIX GyHKUIUA (OTO),

COOTBETCTBYIOIMUX NMPO(PECCHOHATILHOM AESITEIIBHOCTH BBIITYCKHUKOB.

®opMyHPOBKA HNupukaropsl IInanupyemMsble pe3yJbTaThl IPAKTHYECKOM
Kon JTOCTHKEHHUS J1IeATeJIbHOCTH, 00ecneynBalonue
KOMIEeTEeHI[HH . .
KOMIIeTeHIU (¢opMupoBaHNe KOMIeTEeHIMIT
PexoMenayeMble npogeccHOHAJbHbIE KOMIIETEHIIUHT
K-8 Croco6HOoCTh hopmupoBats | ITK-8.1. 3HaTh: IIK-8.1 3nats:
1 TIOI/ICPKUBATH Ocob6ennoctu cucteMbl | - TOCT(5I) 1 cTaHAapPTH 1O JOKYMEHTAIIHH,
PalMOHATIBHYIO CUCTEMY JIOKYMEHTHUPOBAHUS - MPOOJIEMBI OpTraHU3aIMU PabOTHI C
JOKYMCHTAalUOHHOT'O JACATCIIBHOCTHU JOKYMEHTaMU U BOIIPOCHI UX COXPAHHOCTH;
oOecreyeHus COBpPEMEHHOU - OCHOBHBIC TEHACHLMU M IPOOIEMBI
OpraHu3anuy, pasBurus cuctemsl JI0Y;
- hynkumu ciayxosr JI0Y;
- TEOpPETHICCKHE OCHOBBI
JIOKYMEHTOIIPOHU3BOJICTBA I OCHOBHBIE (DOPMEI
JIOKyMEHTOB;
- OpraHM3aI|io JOKyMEHTO000pOTa.
IK-8.2. Ymern: [IK-8.2. Ymern:
* aHAJTM3HPOBAThH - pa30HpaThCs B COCTaBE CIYKEOHBIX
JIOKyMEHTOTIOTOKH JIOKYMEHTOB, OCOOCHHOCTSX UX O0POPMIICHHUS
YUpexKICHUS U B COOTBETCTBHH C TIPaBUIIAMH;
BEITIOTHATE (PYHKITUH - HCTIOJIB30BATh Pa3IMYHBIC METOBI U
JIOKYMEHTAIMOHHOTO IIPUEMBI IIPUHSATUS YIIPABICHYECKUX PEILICHUH
obOecrieueHHUS. ¢ ucnosib3oBanueM cucteMsl OV
T1K-8.3. Biagern I1K-8.3. Biiagers HAaBBIKAMH:
HABBIKAMU: - KBaJM(UIMPOBAHHO  HCCIEIOBAThH
CO31aHus COCTaB  JOKYMEHTAallMh  Y4YpEKICHUS,
JACITOIPOU3BOACTBEHHBIX OpraHu3zanuu, NpeaArnpusdTrs.
JOKYMCHTOB, - OpraHu3anuu U BEACHU ACJIOMPONU3BOJACTBA
CTaHAAPTHBIX IJIA IO MPCAJIOKECHUAM, 3adBIICHUAM, sKano0aM
OMOIMOTEYHOM rpaXkKaaH.
MIPaKTHKHY, HA
Ka4eCTBEHHOM YPOBHE

2. O0béM U coaepxaHue TUCIHUILIAHBI

2.1.006M QTUCHUILTUHBI

[IporpamMma mpeaycMaTpuBaeT Kak YTEHUE JIEKLUH, TaK U 3aKperuieHue
3HAHMM Ha  MpakTUYeCKUX 3aHaAThsX. Kpome Toro, BKIIOYEHA U
camocToATeNbHasg paboTa CTyIeHTOB. B kauecTtBe (OpM KOHTpOJISI 3HAHMM
PEeIyCMOTPEHBI KOHTPOJIbHAs paboTa U 3K3aMEH.

390
Bcero 1yacos | Kypc

Bupg yueOHoii padoThI




Bun yueOHoii padoThI

390

Bcero yacos

KypcC

KonTakTHas padorta (Bcero)

38

B ToMm uucne:

- nexyuu (J13)

10

- cemunapwi (C3)

- npaxmuyueckue (113)

26

- meaxoepynnosvie (MI'3)

- uHousudyaivHole (M3)

- epynnogoe koncyavmuposarue (I)

2

-UHOUBUAYAIbHOE KOHCYIbmuposarue (M)

CamocrosiTejibHasi paboTa cTyJeHTa (Bcero)

142

CPC

133

(]

KOHTPOJIb

B ToMm uucne:

- 10020MOBKA KYpCo8oll pabomol

- meKywjuil KOHmMpOoJib

- NPOMENCYMOUHbII KOHMPOL (NO020MOSKA K
3auémy/IK3ameny)

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

5/180

Buna npomexyTouyHoii aTrecranuu (3a4er,
IK3aMeH)

Kypc

3auyem

OK3AMEH

2.2. TemaTnyecKuu mjiaH

KoJu1-Bo yacoB
@) Konrakrnas pa6ora CamocrosTenbHast paboTa
8 CTYI€eHTOB
HanMeHoBaHHe Pa3iesioB =)
Ne o TeM S ) E 2 routposs CPC
n/n (popmupyembie 2 E‘ @ s g O
KOMITETEH I T = S A X
e 2 2 54 2 JKYTOU
5 /M 3 R 197 .
o < HBIH
)
Paspnen 1 Beegenue. [lokymMeHTallMOHHOE o0eclieyeHre YNIPaBJIeHUsI KAK yueOHasi AUCUMILIMHA
1.1.
Mecto IOV B cucreme 3 | | 5 5
HayK (, [TK-8)
1.2.
OcHOBHBIE
KJIaCCI/I(bI/IKaL[I/II/I 7 1 1 6 6
noxymenTos ( ITK-8)
1.3 Jepxarenu TOKyMEHTOB
(TIK-8) 6 6 6
Pa3gen 2. JIokyMeHT 1 ero peKBU3UTBI
2.1. | T'ocymapcTBeHHBIE
cranaaptsl P6.30 — 97 u
P6.30-2003 — cxoacTBO U 12 2 2 10 10
pazmune ( I1K-8)
2.2. | TOCT P 7.0.97-2016), ero
ocobernnoctu (ITK-8) 12 2 2 10 10
2.3
DopMyIIsp TOKYMEHTA. 16 16 16
Buner 6mankos (ITK-8)




2.4. PexBu3uth JAOKYMCHTOB.

(IK.9) 14 | 4 4 10 | 10

2.5 OpraHu3anoHHO-
MIPaBOBBIE TOKYMEHTEHI. 19 4 4 15 15
(IIK-9)

2.6. | CmpaBouHo-
nH(opMalMOHHbIE U
CIIPaBOYHO- 19 4 4 15 15
aHaAJIUTHYECKHE
JoxkymeHTsl. (ITK-8)

2.7. | Opranu3aluoHHO-
pacnopsauTeabHbIe 19 4 4 15 15
nmokymenTsl (ITK-8)

2.8. CTuib u SI3BIK JACJI0BOTO

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

Pa3nen 3. JlokyMeHTHpOBaHHe TPYAOBBIX IPABOOTHOLI CHUIA

ﬂOKyMeHTH IO JINYHOMY

31 coctapy(ITK-8) 17 11 1 10 6 6
3amuTa NepcoHaIbHBIX
3.2 Jansbix (ITIK-8) 2 2 2
33 IS‘I)OMCHKHaTypa nen (ITK- 6 6 6
3.4 | Joxymenroobopot(IIK-8). 7 1 1 6 6
TexHoMOTHA PabOTHI €
3.5 nokymentom (TTK-8) 7 1 1 6 6
Kontpons CPC 9 9 9
KoncynbTHpoBaHMe K 3K3aMeHy
(r) 2 2
Bcero no gucuuniaune 180 38 10 - 26 2 142 133 - 9

2. 3. Kpartkoe coaep:kaHue pa3iesioB 4 TeM

Bsenenmue.

Beenenne B Kkypc. PackpeiBaercs mnpenMer, 3adadd, CTPYKTypa Kypcea,
MEXIUCUUIUIMHApHBIE  CBsi3u. [loka3biBaeTcsi CBsI3b € OOIIEHAyYHBIMH U
nH(OPMAITMOHHBIMU JTUCUUILIMHAMM, c MPaKTHUKON OMOIMOTEYHO-
oubnuorpaduueckoit neareiabHocTd. ONHUCHIBACTCA 3HAUYEHUE JUCLMILIUHBL IS
MOJATOTOBKHM CHELHUATIUCTOB B cepe OMOIMOTEeYHO-UH(POPMALIMOHHOM ESITeIbHOCTH
B COBpPEMEHHBbIX ycnoBusx. Jla€rcs 0030p yueOHOW nuTEpaTypsl M OCHOBHBIX
MCTOYHUKOB MO KypCYy.

Paszpnes 1. JlokyMeHTAaLMOHHOE o0ecieyeHHe yIpaBJIeHUsl KaKk yueOHas
AUCHHUILIMHA
Tema 1.1 Mecto JOY B cucreme HayK.

Onpenenenne  gokyMeHTa. [IOHATHS — «IOKYMEHT», «HOCHUTEIb
uHGOpMaIIUN», «ECTECTBEHHBIM W MCKYCCTBEHHBIM SI3BIKM JOKYMEHTa.
[IpenmMer u 00BEeKT wuccienoBaHus. B3auMocBsizu ¢ TyMaHUTapHBIMU
Haykamu. Croco0bl gokyMeHTHpoBaHus ((HhoTo-, HOHO-TOKYMEHTUPOBAHUE;
PYKOIIUCHBIE JTOKYMEHTHI). JIOKyMEHTBI — HOCHUTEIM ONEPaTUBHON W
PETPOCIIEKTUBHOM MH(POpMAITUH.
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Tema 1.2. OcHOBHBIE KIacCHPUKALMYU JOKYMEHTOB

Knaccudpukanmm MOKyMEHTOB, WX CXOACTBO M pasnuuue. Pasznenenue
JOKYMEHTOB 10 (opMe (TEKCTOBBIC, TpapUUECKUe ayIaUOBU3YaIbHBIE), TIO
PEMAKITMOHHO-U3/1aTeIhCKOM MOJITOTOBKE (omyOIMKOBaHHEIE,
HEOIyOJIMKOBAaHHBIC), 10 CTENEHU MepepadOTKH (TEPBUYHBIE, BTOPUYHBIC),
0 IeJIeBOMY U YHMTATEeIIbCKOMY Ha3HaueHutio u T.1. OdunmanbHbie
JOKYMEHTHI (HOPMaTHBBI, CTaHIAPTHI, MPEUCKYpaHTHI), WX OOSI3aTCIbHBIN
XapakTep, pa3eNeHre 0 TEPPUTOPUATBHBIM YPOBHIM. DYHKIIMH TOKyMEHTa
— o01ue U crenuaibHbIe.

Tema 1.3. [lep:kaTesii JOKYMEHTOB

[loHATHE «apXWBHBIM AOKYMEHT». BUabl apXMBOB — roCyJapCTBEHHBIE,
BEJIOMCTBEHHBIE, MEXBEJOMCTBEHHbIC, JIMYHbIE. Buasl TOKyMEHTOB
roCyAapCTBEHHOIO apxuBa: OpraHU3allMOHHO-PACIIOPSAUTEIIBHBIE
JOKYMEHTBI, TBOPYECKHE JOKYMEHTBI, JIMYHBIC ApPXUBBIL. OKCIEPTHU3a
JNOKYMeHTOB. CHucTeMaTu3alys apXuBHBIX IOKYMEHTOB, (JOPMUPOBAHUE JIE.
VYuérHble (QOpMBI apXUBHBIX JTOKYMEHTOB. ApXMBBI M apXWUBHbIC (OHIBI
XabapoBCKOTo Kpasl.

My3eliHble 3KCHOHAThl W My3€HHBIE JOKYMEHTBI — CXOACTBO U
paznuuue. Perucrpanus, MHBEHTapu3alus W KaTaJorus3amus My3€HHBIX
JOKYMEHTOB. YYETHO — XPAHUTEIbCKUE TOKYMEHTHI My3€sl. DTalbl CO3/1aHUS
MY3€MHOM TOKYMEHTALIUH.

bubnuoreka kak aepxkartenb TOKyMEHTOB. OCOOCHHOCTH OMOIMOTEUHBIX
JOKYMEHTOB.

Pazgea 2./I0KyMEHT M €ro peKBU3HUThI

Tema 2.1 I'ocyaapcTBeHHBIC CTAHAAPTHI MO0 TOKYMEHTOIIPOU3BO/ACTBY.
[Ipoueccht ynudukanuu u crapgaptuzanuu. ['OCT(b1) «YHUbDUIMPOBAHHBIC
CUCTEMBbl JOKyMeHTauum» B cucreme nenonpousBogctsa. 'OCT P6.30 — 97 u
I'OCT P6.30-2003 — cxoactBo u paznuuue. Kiaccudukanus JOKyMEHTOB
OpraHU3alnH.

Tema 2.2. ®opmyasip 1okymMeHTa. Buabl 0.1aHKOB
@opmynsap nokymeHTta. TumoBoit dopmyisip u dopmynsip-oopaszer.  Bumbt
omankoB. TpeOGoBaHusI K HCIOJIB30BAaHUIO, HU3TOTOBJIEHUIO, YYETY M XPaHEHUIO
osankoB ¢ repoamu P® u repdbamu cyobekToB PO.

Tema 2.3. PeKBU3UTBI JOKYMEHTA.

Pa3mepsl mosieil U pacnoyiokeHUe peKBU3UTOB. TpedoBaHUs K 0(OPMIICHUIO
PEKBU3UTOB JOKyMeHTOB. Homenknatypa pen. OtpaxkeHue Kiaccuukanuu
NOKYMEHTOB B HOMEHKJarype aein. HomeHkiarypa Kak OCHOBHOW YYETHBIN
JOKYMEHT B J1eJI0Npon3BoAcTBE. CTPyKTypa HOMEHKIATYPBHI.

['pynmupoBka JOKYMEHTOB OJHOTO KAJIEHAAPHOIO roja B Aena. JIOKyMEHTBI
MOCTOSIHHOT'O ¥ BPEMEHHOI'O CPOKOB XpaHeHusl. CpOKM XpaHEHHsI TOKYMEHTOB.

Tema 2.4. Oprann3auoHHO-NIPABOBBIE JOKYMEHTBI
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PexBusutel OIlJl. YcrtaB opraHu3zanuu Kak CBOJ HPaBWI, PETYIUPYIOLIUX
JEATEIbHOCTh OPraHU3alui, X B3aUMOOTHOILIEHU! C APYTUMU OPTraHU3ALMIMU, UX
npaBa W o00s3aHHOCTU. IlonokeHUs, JOJKHOCTHBIE HMHCTPYKLUH, IITATHOE
pacniucanue. I1oyoxeHuss THAMBUAYaJIbHbIE U TUIIOBBIE.

Tema 2.5. CnipaBo4HO-UH(POPMALMOHHBIE U CIIPABOYHO-aHAJTUTHYECKHE
TOKYMEHTBI

C6op u 00paboTka OOBEKTUBHOW M JTOCTOBEPHOW MHGPOpPMAIMU KaK YCIOBHE
YCHEMIHOTO MpoIiecca MPUHATHS YIIpaBiIeHUYeCKOro pemenus. [Ipotokon, noknaaHas
3alrcKa, TMPEASIoKEeHUEe, OOBSCHUTENbHAs 3allCKa, 3asBIICHUE, MPEICTaBJICHUE,
cnpaBka, akT. KpaTkuil mpoTokond, BbIIMCKAa M3 MpoTOKoJa. MH(popMannoHHBIHM
O0OMEH C MOMOIIBIO MEePenuCcKu. Bupl ciykeOHON MepenucKu: CirykeOHOoe MUCHMO,
TejerpaMmma, TenedoHorpamma, paxkcorpamma, IeKTpoHHAs mmodta. O0s3aTeIbHBIC
PEKBU3UTHI TMChMa. BUIBI CITyKEOHBIX MHUCEM.

Tema 2.6. Opranu3anMOHHO-PACTIOPAANTEIbHbIE TOKYMEHTBI
PacnopsnurenbHas ~ AOKyMmMeHTauMs.  PacnopsiauTenbHble  JOKYMEHTHI,
W3/1aBa€Mble KOJUIETHUAJIBHO — I[IOCTAHOBJICHUS, pEUIeHus. PacnopsauTenbHble
JOKYMEHTBI, HM3JaBAEMbI€ E€AUHOJMYHO - TPUKA3bl, YKa3aHUs, PaCIOPSKEHHUS.
PexBu3nThl npuka3a. Buasl npukazos.

Tema 2.7. CTHIb U A3BIK 1€J10BOT0 J0KYMEHTA.

Ocobennoct 0(UIIHAIBHO-/IETTIOBOTO CTHIIA. Jlexcuueckue,
MOP(OJIOTUYECKHE W CHHTAKCHYCCKHE CPEJCTBAa S3bIKa TIPH  COCTABJICHHUH
CITy’)KEOHBIX TOKYMEHTOB. TpeOOBaHMSA K TEKCTaM JOKYMEHTOB: TOYHOCTb, SICHOCTD,
JTAKOHUYHOCTb. Ynorpebienue CIIeIMaIbHOU JIEKCUKHU (TEpMUHBI,
npodecCHOHaNM3Mbl ¥ JKaproHHO-TIpo(ecCHOHambHBIE CIIOBa).  YcTapeBiias
JEKCUKA — apXaum3Mbl WM ucTopu3Mbl. [IpaBuna ymnorpeOiieHus HEOJOTH3MOB H
WHOCTPAHHBIX CJIOB B JICJIOBBIX JIOKyMeHTax. Mcnons3oBanue ab0peBuatyp.

Pa3znen 3. JlIokyMeHTHPOBaHME TPY/A0BbIX PABOOTHOIIEHUIA
Tema 3.1. JIoKyMeHTBI 110 JIHYHOMY COCTABY
JIoKyMeHTBI 10 JIMYHOMY coOcCTaBy (1o mnpuéMmy Ha paboTy, TEpeBOmY,
YBOJIbHEHHIO, TIO O(OPMIICHUIO OTIYCKOB, MOOUIPEHUN U B3bICKaHU). Bumasbl
JIOKYMEHTOB: 3asIBJICHHE, aHKETa, TPYI0BOM JAOTOBOP (KOHTPAKT), MPUKA3 O IpUEMe,
JMYHAS KapTOUKa, TuYHOE Jeno. [IpaBuna 3an0iHeHrs] aHKETHI.

Tema 3.2. 3ammTa NepCOHANBbHBIX JAHHBIX
Kondunenunansuas uHpopmanus. Buasl koHQuUASHIIMAIBHOW HHPOPMALIUU.
[lonsiTHE «HEpCOHAIbHBIE JAHHBIC». 3alUTa [EPCOHAIBHBIX JAHHBIX —
OpraHu3allOHHAasA, TEXHUYECKasl, IPaBOBasi, IPOrPaMMHO-MaTEMaTUYECKAsL.

Tema 3.3. lokymMmeHTO000pOT
Opranmzanusi JeJIOMPOU3BOACTBEHHON CIIy>KObI Tpennpusitus. Bxopsmime,
HUCXOOAIINEC, BHYTPCHHHUC HOOKYMCHTHI. OcHOBHEIE mapamMcCTphbl n COACPKAHUC
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TOKyMeHTOnoToka. CTpyKTypa AOKYMEHTONOTOKa. Perucrpanusi JOKYMEHTOB.
dopmupoBanue nen. Ucnonb3oBanue [19BM B 10KyMEHTAIlMOHHOM OO€CIICUCHHUH
ynpasiieHus. ParmonanapHas cucteMa JOKyMEHTO000poTa.

Tema 3.4. TexHoJsiorusi padoTbl € JOKYMEHTOM
TexHonornyeckas IemMOYKa ONEpPALMi: COCTaBIIEHHWE MPOEKTa JOKYMEHTA,
COrJIaCOBaHWE TMPOEKTA, YTBEPXKICHUE JTOKYMEHTa PYKOBOJUTENIEM; NpUEM U
IPEIBAPUTEIILHOE PACCMOTPEHHE JOKYMEHTAa  PYKOBOJCTBOM, MCIIOJHEHUE M
KOHTPOJIb UCTIOJIHeHUS, (popMupoBaHue nei. KoHTpOIb UCTIOTHEHUS TOKYMEHTOB.
CpoKH UCTIOJIHEHUS] JOKYMEHTOB.

3. YYEBHO-METO/JHMYECKOE OBECIEYEHUE TUISA
CAMOCTOSITEJBHOM PABOTBI OBYYAIOLUXCS no
JTUCHUILIAHE

3.1. o yyeOHOMY IIAHY CEMHMHAPHI He MPEAYCMOTPEHbI
3.2. [li1aHbl IPAKTUYECKUX 3aHATHH

CTYI[CHTBI BBIITIOJIHAKOT IPAKTHYCCKUC 3aJaHusl KaK 1104 PYKOBOACTBOM
neaarora, Tak M CaMOCTOATCIBbHO, ITOCJIC KOHCYJIbTallMKM C IIPCIIOJaBaTCIICM M
MMOJYy4YCHUA peKOMCHI[aI_[I/Iﬁ II0 UX BBIIMOJIHCHUIO.

CTy,Z[eHTBI IIpu IIOATOTOBKC K HpaKTH‘{eCKOﬁ pa60Te JOJIDKHBI ITOBTOPUTH
H@KI.[HOHHBII?I MaTrcpual M CaMOCTOATCIIbBHO H3YUYHUTH BOIIPOCHI, CBA3aHHBIC C
CO3TaHUCM JOKYMCHTOB OpraHu3aliu.

IIpakTnueckue 3ansaTus 1 - 3.

K paszaeny «/loKyMeHT M €ro peKBU3UTHD»

IHpoposkurenbHOCTh - 16 4yacos

Hens 3aHaTMi: NOpuUOOpETEHHE  MPAKTHUYECKUMX  HABBIKOB  COCTABJICHHMS
OpraHU3allMOHHBIX,  PACIOPSAMTENBHBIX U HMH()OPMAMOHHO-CIIPABOYHBIX
JIOKyMEHTOB

Il1aH npakTU4ecKux 3aHATHH:

1. CocraBienne YcraBa OpraHu3aluy, I[NTATHOIO PACHUCaHMS, JOJDKHOCTHBIX
WHCTPYKLIHM

2. CocraBieHue TMpPUKAa30B [0 OCHOBHOW JESATENBHOCTH, IPOTOKOJA OOIIEro
cobpaHms

3. CocraBlieHH€E TOKJIAIHON 3alTUCKU

4. CocraBieHue NUcbMa-NPEeTEH3UN HA HEKAY€CTBEHHbBIN TOBAP

B paMkax mpakTHuecKkoro 3aHsITHs MPOBOAUTCS AesioBasi urpa «Co3aaii cBoé
JAeJIO»: TOJrOTOBKA CTYACHTAMH OCHOBHBIM YYPEIUTEIBbHBIX JOKYMEHTOB
co3naBaemMoro mnpeanpusTus. Crenyromuii 3Tam - pa3paboTka JOKYMEHTOB,
HEOOXOJIMMBIX JIJII OpTraHU3allUd MPOU3BOJICTBEHHO-XO3IMCTBEHHON AEATEIbHOCTH
npeanpusatTus. B 3akiroueHde MNPOU3BOAMTCS TOATOTOBKA Namnku «Jlemo» s
OIICHKH Ka4eCTBa JIOKYMEHTOB.
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IIpakTuyeckoe 3ansaTue 4

K pa3neny «/lokymMeHTHpOBaHUE TPYAOBbIX PABOOTHOIIEHHID)

Tema «Ilopsaaok ABUKeHHS JOKYMEHTOB B OPraHU3alMm)
IIponosxuresbHOCTD - 10 yaca

Heap 3aHsATHSI: TpUOOpPETEHHE MPAKTUYECKUX HABBIKOB IO JIOKYMEHTOOOOPOTY
OopraHu3aIyu

Il1aH NpakTH4ecKOro 3aHATHUS:

CocraBiieHUE CXEMBbI ABMKEHUS] BHYTPEHHUX, UCXOSIINX U BXOJAIIUX JOKYMEHTOB
B OMOJIIMOTEKE

HMesoBass  urpa  «JlOKyMeHTO000pPOT ¥  ero  OpraHu3anus».
PaccmarpuBaercss HOpMaTUBHO-METOINYECKAs PErNIAaMEHTALNs TOKYMEHTOO00pOTa.
N3y4daroTcst 1 00CYKIat0TCsl OCHOBHBIE MpPaBUjla OPraHU3alMK TOKyMEHTO000pOTa
Ha NPENPUATUH, BBIABIAIOTCS KaU€CTBEHHbIE XapaKTEPUCTUKU JOKYMEHTO0O0pOTA.
CryneHTsl KJ1acCu(UUUPYIOT JOKYMEHTOIIOTOKH: TOPU30HTANIbHBIE, BEPTHUKAIbHBIE,
BOCXOJSIIME, HUCXOQAUIUE, BXOIAIIME, UCXOAdIue U BHyTpeHHue. [IponsBoaurcs
moACYET 00BEMA IOKYMEHTO000POTA.

JUIsL TONMy4eHUsT NPAaKTUYECKUX HABBIKOB II0 JAaHHOM TEME CTyJEeHTaM
npejiaraeTcs pa3padboTaTh CXeMy JOKYMEHTOO00pOTa JIsl KOHKPETHOM OMOIMOTEKH.

[TogroroBka u yuactue B aeqoBoil urpe «OdopmieHue JOKYMEHTOB IO
Ka/IPOBOMY CcOCTaBY». B Xo/€ 1e10BOM UTPhI CTYJAEHTHI MOIY4YaloT MPAKTHYECKHUE
HaBBIKM O(OpPMIIEHHSI JOKYMEHTOB TMpU TMpUEME, YBOJBHEHUH U MEPEBOAC
pabOTHHKA Ha JIPYTyI0 JOJKHOCTh; TPYAOBBIX KOHTPAKTOB; MPUKA30B MO JUYHOMY
coctaBy. M3y4atoT OCHOBHbBIE€ PEKBU3UTHI JOKYMEHTOB U MpPaBUIIa UX O()OPMIICHHUS.
CooOmarorcst cBeieHHsI O TpaBWiIaxX OQOPMIIEHUS TPYAOBBIX KHUKEK, JIMYHBIX
KapTOYeK, JINYHBIX /1€ pAOOTHUKOB.

3.3. Bonpochl 1J11 CAMOKOHTPOJIA MO pa3aesiamM v CIUILTHHbI

Paszgea 1. lokyMeHTAMOHHOE 00eclievyeHne YIIPABJICHUA KAK Y4eOHast

1. Onpenenenne gokymeHTa. [IOHATHS  «JIOKYMEHT», «HOCHUTEIb

uH(OpPMAITUN», «ECTECTBEHHBIN U UCKYCCTBEHHBIHN SI3bIKU TOKYMEHTA.

CnocoObl JOKYMEHTHUPOBAHUS

Knaccudukanmm 70KyMEHTOB, UX CXOJCTBO M pa3Inyue.

DYHKIIUU TOKYMEHTa — 00IIHe U CIICIUaTbHBIC.

[ToHsiTHE «apXUBHBIN JOKYMEHT.

Bubt apX1UBOB — rOCy/apCTBCHHBIC, BEJIOMCTBEHHBIC,

MEXBEJIOMCTBEHHBIC, TUIHBIC.

7. Buapl TOKyMEHTOB TOCYAapCTBEHHOTO AapXWBa: OPTaHU3aIMOHHO-
pacnopsIuTeIbHbIE JTOKYMEHTBI, TBOPYECKHE JOKYMEHTHI, JIMYHBIC
apXuBbI. JKCTIEPTU3a TOKYMEHTOB.

8. CucrtemaTusanus apXuUBHBIX JIOKYMEHTOB, (opMupoBaHHE eIl
YuéTtabie POpMbI ApXUBHBIX JOKYMEHTOB.

9. ApxuBbl 1 apxuBHBIE POHIEI XaOapOBCKOTO Kpas.

AN
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10.My3eliHble SKCIIOHAaThl M MYy3€HHbIE JOKYMEHTBI — CXOACTBO H
pasnnuue. Perucrpanus, MHBEHTApU3alys U KaTaJlOTU3alMs My3€HHbIX
JOKYMEHTOB. YYETHO — XPAaHUTEIBCKUE NOKYMEHTBHI My3es. OTarbl
CO3JaHMs My3€HHON TOKYMEHTALNH.

11.bubnaroreka  kak  Jepkarenb  JOKyMEHTOB.  OCOOEHHOCTH
OMOTMOTEUHBIX TOKYMEHTOB.

Pa3znea 2./IoKyMEHT M €ro peKBU3HUThI

12.I'ocynapcTBEHHBIE CTAHIAPTHI IO JOKYMEHTOIIPOU3BOACTBY.

13.I1porueccsl yHU(PUKAIUN U CTaHAAPTU3ALIUH.

14. Knaccudukanus JOKyMEHTOB OpraHU3alliu.

15.®opmynsap nOKymeHTa.

16.TumnoBoit hopmyssip u hpopmyisap-oOpaserr.

17.Bunpl 6mankoB. TpeOoBaHMS K HCIIOIB30BAHUIO, M3TOTOBJIICHHUIO, YUETY M
XpaHeHnuto 6yaHkoB ¢ repbamu PO u repdbamu cyobexToB PO.

18.PexBU3UTEI JOKyMEHTA. Pa3Mephl MoJIed U pacionoKeHue peKBU3UTOB.
TpeboBanust kK 0HOPMIIEHUIO PEKBU3UTOB IOKYMEHTOB.

19.Homenknarypa gen. OtpaxkeHue  KilacCUPUKAUUU  JTOKYMEHTOB B
HOMEHKJIaType nei. HoMeHkiarypa Kak OCHOBHOM Y4YETHBIA JTOKYMEHT B
nenornpoun3BoAcTBe. CTpyKTypa HOMEHKIIATYPHI.

20.I'pynnupoBKa JOKYyMEHTOB OAHOTO KAJIEHIApPHOIO ro/ia B AEJA.

21.JI0KyMEHTBI TOCTOSIHHOTO ¥ BPEMEHHOTO CPOKOB XpaHeHHs. CpOKH XpaHEHUS
JIOKYMEHTOB.

22.0praau3anOHHO-IIPABOBBIE TOKYMEHTHI

23.YcTaB oOpraHuM3alMyd KakK CBOJ IPaBWI, PETYIHUPYIOIIMX JAEATEIBHOCTD
OpraHu3alyi, UX B3aUMOOTHOIICHHUH C IPYTUMH OpraHU3alUsIMHU, UX [paBa u
00513aHHOCTH.

24 TlonoxeHusl, JOJHKHOCTHBIE MHCTPYKLIMH, IITaTHOE pacnucanue. [lonoxenus
WHIUBUYAJIbHBIE U TUIIOBBIE.

25.CrpaBo4HO-MH(POPMAIIMOHHBIE U CIIPABOYHO-aHATUTUYECKUE TOKYMEHTbI

26.MladopMaliMOHHBIT OOMEH C TOMOINBIO Mepenucku. Bumabl ciyxeOHON
NEPENUCKH.

27.0praun3alioOHHO-PaCOPAIUTEIbHBIE JOKYMEHTHI

28.CTunb U SI3bIK AEJI0BOTO IOKYMEHTA.

Pazgea 3. JlokyMeHTHPOBaHME TPYAOBbIX PABOOTHOLICHUI
29.JI0OKyMEHTBI IO JINYHOMY COCTaBY

30.3amuTa nepcoHaIbHbIX JaHHBIX

31.JlokymeHTOO0OPOT

32.TexHonorus paboThl C TOKyMEHTOM
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4. METOINYECKHUE YKA3AHUA 11O OCBOEHUIO JUCIHUIIJIMHBI

[TpucTynas K M3y4eHuro y4eOHO!H AUCIUITIMHBI 110 BRIOPAaHHOMY HAIIPaBJICHUIO,
oOyuatomuiicsi, s 3(PQPEKTUBHOTO OCBOCHHsS, OCBAaMBACT CAaMOCTOSITEIHLHO
TeMaTUKy Kypca. Llemb camocTosiTenbHON paboThl OOydaromuxcs — oOydeHue
METOJIaM TIOJTyYeHHUsI HOBBIX 3HAHWM, MPHOOPETEHHE HABBIKOB CaMOCTOSTEIHHOTO
aHaIM3a MaTepuaia 1Mo ydeOHOMY KypCy, YCHICHHE HayIHBIX OCHOB MPAKTHYECKOM
JesTeNbHOCTH. [ TaBHAs 3a7auya caMOCTOSITENIbHOM pabOThl CTYIAEHTOB — pa3BUTHE
YMEHUSI TPUOOPETEHUSI HAyYHBIX 3HAHUN TyTEeM JUYHOTO TMOMCKa HWH(pOpMaIuy,
dbopMHUpOBaHUS aKTHBHOTO MHTEpPECa K YUeOHOW AUCITUIUIMHE, CHCTEMATH3aIlud |
3aKPETUICHUH TOJYyYEHHBIX TEOPETUYCCKUX 3HAHWM W TPAKTUYECKUX YMEHUH,
yIIyOJIeHHe U pacUIMpeHre TEOPETHUECKUX 3HAHUIA.

VYcBoeHne wMarepualia JUCHUIUIMHBI Ha JICKUUSX, NPAKTUYECKUX U B
pe3yibTaTe CaMOCTOATENBHON TOATOTOBKM W HW3YYEHUS OTACIBHBIX BOIPOCOB
JUCHUIUIMHBI,  TO3BOJIUT  MOJOWTH K  MNPOMEXKYTOUHOW  aTrTecTaluu
MOJTOTOBJICHHBIM, U MOTPEOYET JIMIIIb MOBTOPEHUS paHee MPOMIEHHOTO MaTepurara.
3HaHUS TPU OTOM SIBIAIOTCS TIYOOKHMMH M Ka4eCTBEHHBIMH, M TIO3BOJISIOT
dbopMHpOBaTh COOTBETCTBYIOLIME MPOGECCUOHANBHBIE KOMIETEHIIMU KaK HTOT
00pa30BaTeIbHOrO MpoLEecca.

Pabouas nporpamma Kypca BKJIIOYAET B ¢€0sl pa3esibl U OCHOBHBIE MTPOOJIEMbI
JTUCITUTIINHBI, B paMKax KOTOPBIX M (DOPMHUPYIOTCS BOMPOCHI ISl KOHTPOJS U
arTectaru. [lodToOMy CTyIeHT, 3apaHee O3HAKOMHUBIIHCH C TPOTPaMMON Kypca,
MOJKET JIy4Ille COPUECHTHPOBATHCS B MOCIEIOBATEILHOCTH €70 OCBOCHHUHI.

[Ipy mnmaHupoBaHWMM BpPEMEHM HA OCBOCHHE JAUCITUIUIMHBI  CIIEAYeT
PYKOBOJICTBOBATBCS CTPYKTYpOH IHCIUIUTMHBI, B KOTOPOW YyKa3aHbl KOJIHMYECTBO
aKaJleMUYECKUX YacoB JUIS KaXJIOW TeMbl, BHUAA 3aHATUN (JEKIIMOHHOE,
MPaKTUYECKOE, CEeMHHAPCKOE) M 4Yachl Ha CaMOCTOSITEIbHYIO paboTy; (opMoit
TEKYIIEro KOHTPOJIA YCIEBAeMOCTU (TECThI, BBITIOJIHEHUE WHIWBUIYAIbHBIX U
MPAKTUYECKUX 3aHIATUH U Jp.); GOPMOIl MPOMEKYTOUHON aTTECTAIIUH (IK3aAMEH).

N3yuenne KaxaoW TeMbl AUCIMIUIMHBI [EJeCO00pa3HO HayWHATH CO
3HAKOMCTBA C COJICpKAHUEM TEMATUKH; 3aT€M CJIEyeT 3Tall MoJ00pa MCTOYHUKOB
U3 4YMCla PEKOMEHIYEMBIX M TIO0JI0OpaHHBIX CaMOCTOSATENIHHO (HAY4YHBIE CTAaThH,
uHopMmarus C O(UIMATBHBIX CAaWTOB TOCYJApCTBEHHBIX OPTraHOB, OPraHOB
MECTHOTO camoympasieHus u 1p.). Llenecoobpa3no BecTu nepeueHb MpoOIEeMHBIX
BOTIPOCOB ClTy4yae 3aTPYAHEHUN C YSACHEHHEM CMBbICIIAa U3JI0)KEHHOTO B MCTOUYHUKAX
MaTepuana (ykazaHHBIE BOIPOCH MOTYT OBITh pa3penieHbl CaMOCTOSATEIBHO, BO
BpPEMsI CECCHOHHBIX 3aHITHH WM HA KOHCYJIBTAIMH C TIPETIOIaBaTeIIeM).

CeMHHApCKHE 3aHATHS 110 JUCIUIUIMHE HE TIPETYCMOTPCHBI.

JInsi TMOATOTOBKM K TPAKTUYECKUM 3aHATHSM PEKOMEHAYETCS MOAPOOHO
U3YUUTh KOHCIEKT  JICKIUM, TMPEANMICCTBYIONMX MPAKTUYECKOMY  3aHSTHIO.
TexHonmorHs TPOBEACHUS TMPAKTUYECKUX 3AHATUN BKIIOYACT CIEAYIOIINE OSTarlbl:
0OBSICHEHUE 3aIaHNS; 3HAKOMCTBO C KOHKPETHBIMH UCTOYHUKAMH UH(GOPMAIIIH JIJIS
BBITIOJIHEHUS 3a/IaHusl; OOCYXKJ€HHWE W YTOYHEHHE BOIIPOCOB B XOJI€ aHAIM3a
WUCTOYHUKOB HWH(MOpPMAIMU; COBMECTHBIH MPOCMOTP TMEPBUYHBIX pE3YyJIbTaTOB,
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OLIEHKA UX COOTBETCTBUS MO (POPMABHBIM U COACPKATEIbHBIM TPEOOBAHUSIM.

JUia 3¢¢peKTUBHON MOATOTOBKM K TEKYIIEMY KOHTPOJIK MO JUCLUUIUIMHE
HEOOXOJMMO  HCIOJb30BaTh PEKOMEHJOBAHHYIO II€aroroM OCHOBHYIO U
JIOTIOJIHUTEIBHYIO JIUTEPATYpPY, KOHCIEKTBl JIEKIUH, pa3padOTKU CTYACHTOB,
BBIIIOJIHEHHBIE B PE3YJIBTATE ITOATOTOBKU U BBIIIOJIHEHHUS IIPAKTHYECKUX 3aHATHH.

3aHATHS MPOBOAATCS B cleAyrolux (opmax: ompocsl, MOATOTOBKA
JOKJIaoB, pedeparoB, nenoBas urpa. MHTepakTuBHBIE (QOpMBI TpeOYIOT OT
CTYZEHTAa aKTUBHOCTH M BHUMATEJIBHOCTH Ha 3aHATHUAX, YTO TPEOYET OT CTyIECHTa
CHEHHAIIBHOW TOJATOTOBKM — HW3y4YEHHE HAy4YHOM, CHPABOYHOM, METOIMYECKOMN
JUTEPATYPBI U NEPUOJNYECKUX U3JaHUH, CETEBBIX VIHTEpHET-pECYPCOB U JIp.

Jlnsg  olleHMBaHHUS PE3yJIbTATOB OOYYCHHS HCHIOIB3YIOTCS TMPAKTUYECKUE
3aJlaHds, BKJIIOYAIONIMX OJMH MM HECKOJIbKO BOIPOCOB B BHUAE KpaTKOH
(GOpMyJIUPOBKM JEHUCTBUIM, KOTOpbIE CIEIYEeT BBINOJIHUTh, WJIH OIUCAHHUE
pe3ynbTaTa, KOTOPBIM HYXHO MOJIy4uTh. K HUM MOKHO OTHECTH: HECIIOXKHBIC
3aJIaHUs 10 BBINIOJHEHUIO KOHKPETHBIX JAeUCTBUM. IIpocThie 3amaHus TPUMEHSAIOTCS
JUIs olleHKH yMeHui. KoMruiekcHble 3a1anus TpeOyloT HECKOJIBKMX PEUICHUH Kak B
TUIINYHOM, TaK U B HECTAHJIAPTHOU CUTyalUsIX, KOTOPBIE CBSI3aHbI C BBINOJHEHUEM
IIPaKTUYECKUX JeHCTBUIA. KOMIUIEKCHBIE TPAKTUYECKHE 3aJaHUsI IPUMEHSFOTCS JUIS
OLICHKM BianeHuid. lIpakTuueckue 3agaHusd BBINOJHAIOTCS OOY4YalOIIMMKCS B
paMKax MPaKTUYECKUX 3aHATHM.

JUIs OLICHMBaHMs pPE3YJbTAaTOB OOYYEHHMS HCIOJIB3YIOTCA — CIEAYIOLINE
IPOLIETypbl: TECTUPOBAHKE; MHAUBUAYAIbHOE COOECEOBAaHUE, MUCbMEHHBIE OTBETHI
Ha BOIPOCHI (B BUJE TEKYLIEro KOHTPOJs). OCHOBHOM 3a/1ayell TEKYIEro KOHTPOJIs
YCIEBAEMOCTH  OOydYaroluXxcsi  SIBJIIETCS  TOBBIIIEHWE  KayecTBa  3HAHUM,
NpUOOpPETEHNE W Pa3BUTUE MMM HABBIKOB CaMOCTOATEIbHON padoThl. Tekyuui
KOHTPOJIb 3HAaHUI 00y4YaromuXcsl M0 AUCHUILUIMHE MOXKET UMETh CIIEAYIOLIUE BU/IbI:
YCTHBIA ONPOC HA JEKUUAX, NPAKTHUYECKUX 3aHATHUAX; IPOBEPKA BBITOIHEHUS
NUCHbMEHHBIX CAMOCTOATEIbHBIX pa0d0T U JTOMAIIHUX 33JaHHIl; TECTUPOBAHUE.

5. ®OHJA OILOEHO4YHBIX CPEACTB [Js ITPOBEJIEHUSA
IMPOMEXYTOUYHOM ATTECTAIIMY IO JUCIIUTIJINHE
5.1. Ilepeyenp KOMIIETEHUMIA ¥ TANbI UX (popMUPOBaAHUA
Cormacho ®I'OC BO mno Hanpasimenuto noarotoBku  51.03.06
bubnunoreuyno-uHpOpMaLIMOHHASA AESITEIBHOCTh B PaMKax W3Y4YEHUs JMCLUILIUHBI
«JlokyMeHTallMOHHOE obOecrieYeHue ymnpaBieHUus» y OoOydaromuXxcsl TOHKHBI ObITh
c(OpMHPOBAHBI CIETYIONINE KOMIETEHIUU:

Kon DopMyIUpOBKa KOMIIETEHIIUH

IIK PexoMeHnayemble NpogecCHOHATbHBIE KOMIIETCHIIMU
[IK-8 | CnocoOHOCTH GOPMHUPOBATE U MOAJEPKHUBATH PALMOHAIBHYIO CUCTEMY
JOKYMEHTAIIMOHHOTO 00ecTIedeH s

Jtanbl GOpMHUPOBAHUSA KOMIIETEHIIUN:
Havanbublii — Ha 3TOM 9Tane (GOpMUPYIOTCS 3HAHUS U WHCTPYMEHTAIbHBIE
OCHOBBI KOMITETCHIIUHU, OCBAUBAIOTCSI OCHOBHBIE KaTeropuu, GopMUPYIOTCS 0a30BbIe
ymeHusi. CTyZ€HT CIIOCOOEH aHATU3UPOBATh UCXO/IHbIE JaHHbIE, 3HaTh OCOOEHHOCTH
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OCHOBHBIX (hOopM U MeTOZI0B. Ecnu cTyfeHT oTBeYaeT ATUM TpeOOBAHUSAM, MOYKHO
rOBOPUTH 00 OCBOEHUH UM MOPOrOBOr0 YPOBHS KOMITETEHIIUH.

3HaeT OCHOBHBIE (OPMBI  JOKYMEHTOB. 3HA€T TEXHOJOTMHM OpTraHU3allu
JIOKyMEHTOoOOOpoTa B 00mux ueprax. CTYIEHT 3HAE€T OCHOBHBIE TEHJICHIUHU U
npo0Oiemsbl pa3BuTHs cuctemsl JJOY.

Ha ocHoBHOM »srame 3HaHUS, YMEHHS, HaBbIKU, OOeCIeunBaIONIUE
dbopMHUpoBaHUE KOMIETEHIMHU, 3HAYUTEIHLHO BO3pPACTAIOT, HO €Il€ HE JOCTUraloT
WTOTOBBIX 3HaueHui. Ha 3TOM 3Tame CTyJAeHT OCBaMBAET aHAIIMTUYECKUE JEHUCTBUSA
C npeAMETHbIMH 3HaHHUSMU 110 JIOY, BHOCS KOPPEKTHBBI B AJITOPUTM JIEHCTBHM, OH
yMEeT aHAJIM3UPOBATh OCHOBHBIE MPOOJIEMBI Kypca, CIHOCOOEH CaMOCTOSITEIBHO
pemiath y4eOHbIC 33/7a4d MO KIAaCCH(PHUKAIUN Pa3HOOOpPA3HBIX BUAOB JIOKYMEHTOB,
MIEPEHOCUTh 3HAHWS U YMEHHUS HA HOBBIE yCIOBHUs. Bianeer HaBbIKamMu CO31aHUA
OPOCTBIX  JOKYMEHTOB, 3HAe€T, KakuM O00pa3oM MOXHO  OCYIIECTBISATH
uHdopMaImoHHy0 nojiepxkky B chepe BUJI. VYcmemHoe npoxoxkaeHHE 3TOTO
JTama MO3BOJIIET  JOCTHMYb  CTAHJAAPTHOIO YPOBHS  C(HOPMUPOBAHHOCTHU
KOMIICTCHIMH.

Ha 3aBepuiaromem srtamne CTyIEHT JOCTUraeT UTOTOBBIX IOKA3aTeNIEH 10
3asiBJICHHOW KOMIIETEHIINH, TO €CTh OCBAaMBAET BECh HEOOXOAMMBIA 00bEM 3HAHUH,
OBJIaJIEBAECT BCEMU YMEHUSIMU M HaBbIKaMH B cepe 3asBiieHHON komneTeHIuu. OH
CIIOCOOEH UCIOJIb30BaTh JTH 3HAHUS, YMEHUS, HABBIKM TMpPU PEHICHUH 3aj]ad
MOBBIIICHHON CIIO)KHOCTM W B HECTAHJAAPTHBIX YCJIOBHUAX, JEMOHCTPUPYET
ITAJIOHHBIA YpPOBEHb CPOPMHUPOBAHHOCTH KOMIIETCHIIMU. BrajeeT mMoJHbBIMU
HABBIKAMHM CO3/IaHUS TOKYMEHTOB ci1yk0bI JIOY.

CnocobeH co3naBaTh OCHOBHBIE BHJIbI JIEJIONPOU3BOJICTBEHHBIX JOKYMEHTOB,
UCIIOJB3YEMBbIX B OMOIMOTeUHOU cdhepe [TokazaTensamMu yCnenmHOCTA OCBOCHUS
CTYJICHTOM JIaHHOW y4eOHOW AUCHMUIUIMHBI NIPU MPOBEICHUU HUTOTOBOI'O KOHTPOJIS
SBJISIOTCSI HA0Op OCBOEHHBIX KOMIIETEHIIUN 3HAHHWM, YMEHUM ¥ HaBBIKOB. CTyJIEHT
BJIAJICET MTOJTHBIMU 3HAHUSMMU 110 3asIBJICHHOU KOMIIETECHIIUU

Jlist 5ppexkTUBHOM MOATOTOBKU K MPOMEKYTOUHON aTTECTAIUU MO JUCITUTUINHE
HEOOXOJMMO HCIOJB30BaTh PEKOMEHOBAHHYIO OCHOBHYIO M JOTOJHUTEIHHYIO
JIUTEPATYPY, KOHCIIEKTHI JIEKLHM, 3alUCH, CHCJAHHbIE B XOJAE IIOATOTOBKH K
MPAKTUYECKUM 3aHSATHUSIM, BBITIOJIHEHHBIE pedepaThl.

5.2. lloka3aTen U KPpUTEPUHU OLICHUBAHUSA KOMIIETEHIUI

IIpomeskyTouHasi aTTecTallUsl PEAIM3YETCS B XOJ€ CIaud OOyYaroIUMUCS
OYHOH 1 3a04HOM (OpMBI OOYUEHHS IK3AMEHA.

DK3ameH npoBouTcs B hopMe codeceioBaHus Mo OumieTam. DK3aMeHAIIMOHHBIH
OWJIET COAEPKUT JIBA TEOPETUUECKUX BOMPOCAa U OJHO MpakTUueckoe 3ajnanue. Ha
MOJATOTOBKY OTBETOB OTBOAMTCA 25 MHHYT. OlleHKAa 3HAHUN MPOU3BOJUTCS IO S-
OanmpHOM mIKane. B ciiydae HeymOBIETBOPUTEIBHON OIICHKU CTYACHT UMEET MPaBo
IepecnaTh 3K3aMEH B YCTAHOBJICHHOM mopsake. [ ycnemHon caayu 3K3aMeHa
HEO0OXOMMO TOATOTOBHUTH COOOIIEHHE, PACKPHIBAIOIICE COACP)KAaHUE TEPMHUHOB H
MOHATUMA HAa OCHOBE M3Y4aeMOI'0 MaTe€pUalia; MPAaBUJIBHO OTBETUTh HA BOIPOCHI
tecta. Ha 3aBepmaromiem »3rtame B paMKax IPOMEKYTOYHOW —aTTECTALUU
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oOyyarolyecsi TOTOBST OTBETHI Ha BONpPOCHI, o0oOmIaroNnme yuyeOHbI Marepua
U3y4aeMOH IUCLUUIUIMHBI, a TaKKe pedepaTUBHOE COOOIIEHNUE.

KputepussMu  yCHEIIHOCTH  OCBOECHMsI  CTYJEHTOM JIaHHOM  yueOHOMH
JUCHMIUIMHBI ITPU IPOBEIECHUH TEKYILETO U HTOTOBOI0 KOHTPOJIS SBIISIOTCS:

1. KonmuecTBO NpaBUIBHBIX OTBETOB Ha TEKYIIEM TECTUPOBAHMU U IIO
HK3aMEHALIMOHHOMY OUJIETY.

2. AKTMBHOCTb TIOBEJCHHUS CTYJEHTAa HAa 3aHATHSX, BBINOJIHEHHE Ka)KIbIM
CTYJIEHTOM BCEX NPAKTUYECKUX padOT, OCMBICIEHHOCTb U CaMOCTOSTEIbHOCTb
CY’KJE€HUH, IPOSBIICHHBIX B X0J/I€ YCTHOI'O OIpOca.

3. lemoHCTparusl 3HaHUS TPO(PEeCCHOHATIBHBIX TEPMUHOB, MMOHATH, KaTeropuit
Y TEOPUH.

4. Hamuume CcOOCTBEHHOrO BHUIEHUS paccMaTpPUBAEMONl  MpPOOJIEMBI,
c(OpMUPOBAHHOTO HA OCHOBE M3YYEHHUS M aHAIN3a HAYyYHBIX PabOT, BHITOJHEHUS
IPAKTUYECKUX 3aJaHUM.

[lo pesynapTaTaM cHadd 3K3aMe€Ha CTYACHTBI IOJIYYAarOT KOJMYECTBEHHYIO
OLIEHKY («OTIMYHO», «XOPOIIO», «YIOBIETBOPUTEIBHO», «HEYTOBIECTBOPUTEIHHOY ).

OO0umue KpUTEPHH OLIEHKH OTBETOB CTYJACHTOB

OneHka «OTJINYHO»

Ouemca «Xopouio»

Onenka
«YHOBJIETBOPHUTEILHOY»

Onenka
«HEeYIOBJIETBOPUTEIbH
o»

OILICHUBAETCS OTBET, ECIIN
CTYJIEHT UMEET CUCTEMHBIE
MOJIHbIE 3HAHUS U YMEHUS 110
MIOCTaBJIIEHHOMY BOIIPOCY.
CopneprkaHue BOIpoca H3J1araet
CBSI3HO, B KpaTKo# (opme,
PacKpbIBaeT MOCIEN0BATENILHO
CyTb U3yYEHHOI'0 MaTepHaa,
JEMOHCTPHPYS NIPOYHOCTh U
MPUKIIAJHYIO0 HAIIPABIEHHOCTh
MOJIyYEHHBIX 3HaHUN U YMEHUH,
HE JIONyCKaeT
TEPMUHOJIOTMYECKHUX OIMIMOOK U
(haKTHUECKUX HETOYHOCTEH

OLICHUBAETCS OTBET, B
KOTOPOM OTCYTCTBYIOT
HE3HAYUTEIbHbIE
3JIEMEHTHI COJICPIKAHHUS
WK IPUCYTCTBYIOT BCE
HeOOXOMBIE
JJIEMEHTBI COJIEPIKAHHUS,
HO JIOTYIICHBI
HEKOTOPBIE OLINOKH,
MHOT/Ia HAPYIIAJIACh
[TOCJIEI0BATEILHOCTE
H3JI0KEHUS.

OIICHMBAETCS HEMOIHBIN
OTBET, B KOTOPOM
OTCYTCTBYIOT
3HAYUTEIJILHBIC DJIEMEHTHI
COZIEp KAHUS UITH
MIPUCYTCTBYIOT BCE
BBIIIICH3JIOKEHHBIE
3HAHMSL, HO JOMYIIEHbI
CyIIeCTBEHHBIC OIIHOKH,
HEJIOIMYHO, IPOCTPAHHO
H3J10’K€HO OCHOBHOE
cojeprKaHue BoIpoca.

OLICHUBAETCS OTBET, IIPU
KOTOPOM CTYJCHTBI
JEMOHCTPHPYIOT
OTpPBIBOYHbIE,
OeccucTeMHbIe 3HAHMUS,
HEYMCHHE BBIICIUTD
IJIaBHOE, CYIECTBEHHOE
B OTBETE, JOIMYCKAIOT
rpyOBIe omHOKH

CobecenoBanue Ha SK3aMEHE - CPEACTBO KOHTPOJIS ISl BHIABJICHUS 00bEMaA
3HaHWM CTyJIEHTa 10 KOHKPETHOMY BOIpOCY Kypca. Kputepusmu OImeHKH
SBJISIOTCS: TTTyOWHA ¥ TPOYHOCTh YCBOCHUS 3HAHUM, YMEHUE MPUMEHSATh 3HAHUS B
KOHKPETHOM CUTYyalluu, yMEHHUE JOTUYECKU BBHICTPOUTH OTBET, C(HOPMUPOBAHHOCTD
poeCCHOHATEHO 3HAYUMBIX JIMYHOCTHBIX KadecTB, YMEHHE IMOIICPKUBATH
Oeceny.

Texymuit KOHTPOJIb OCYIIECTBIISAETCS IO UTOTaM pabOTHI U TIO BBIMTOJTHEHHUIO
npejiaraéMbIX TPeroaaBaTesieM CaMOCTOSITENbHBIX 3adaHuil. JlomogHUTETHHO
OIICHMBAETCS CTCTICHb AKTUBHOCTH CTYJEHTOB B COBMECTHBIX OOCYXICHHSX IIO
ydeOHOMY MaTepuainy, IOTIOJHEHUS W BBIBOABI, CJACIAHHBIE CTYJICHTAMHU.
[TpoMexyTOUHBIN KOHTPOJIb OCYIIECTBISIETCSI B CEPEIUHE OCBOCHHS MPOTPAMMBI
JTUCITUTUIMHBI TIPY BBITIOJTHEHUH TecTa. MITOTOBBIN KOHTPOJIH OCYIIECTBIISICTCS HA
HK3aMEHE.
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5.3. MaTepuaJibl 1Jisl OEHKHA M KOHTPOJISI Pe3yJIbTATOB 00y4eHUsI

Bonpocs! k 3k3aMeHy ®dopmupyemMble
KOMIIeTeHIIH I

l.0emp w 3amaunm  memompomsBozacTBa. JlokymeHTtammonHoe obecneuenue | [1K-8
ynpasieHus. JJokyMeHTHpOBaHIE.

2.@opmupoBaHue  nema:  opopmieHHME ~— 3arolioBka W ero  suemeHtH, | [IK -8
MIOCJIEI0BATENILHOCTD PACTIONOKEHNSI JOKYMEHTOB B JIEIIE.

3.Iopsmox xpaHeHHs AOKyMeHTOB. OCHOBHBIE JTambl paboTel 1o moarotoBke | ITK -8
JOKYMEHTOB K apXHBHOMY XPaHECHHIO.

4 Bxonsuue, HUCXOSIINE " BHYTPEHHUE JIOKYMEHTBI npeanpustus; | 11K -8
OpraHn3anuoHHBIE, pacropsauTeIbHEIC n HHPOPMANOHHO-CITPABOYHBIC
JIOKYMEHTBI

S5.IlepBuuHble U CBOJHBIC, OyMaXKHbIE M DJICKTPOHHBIE JOKyMeHTHI. [Ipenmymectsa | I1K -8
ANEKTPOHHOI'0 TOKYMEHTa

6.HanpaBnenus persiaMeHTanuy AeIONPOU3BOACTBA. 3aKOHOAATeNbHbIE U npaBoBele | I1K -8
aKThl B cepe HHPopMaluK U TOKYMEHTALNH

7.HopMaTUBHO-METOANUECKOE PETYIUPOBAHUE JIETIOMPOU3BOJICTBA IIK -8

8.Crammapt ¥ CTaHmapTU3alUsi JOKYMEHTOB. YHH(uKanus pokymeHTtoB. | [1K -8
YHuduIupoBaHHBIC CUCTEMbI YIIPABJICHUYECKOH JOKYMCHTAIIUH

9.3agaun yHupukauuu nokymeHTtoB. Kiaccugukaropsl m ux tumsl. Ilpumepst | ITK -8
COJIepIKaHuUsl KJIacCU(UKATOPOB

10.Y70 Taxkoe pexkBu3uT. [lepeuncanre o0s13aTeIbHBIC PEKBU3HUTHI JOKYMEHTOB. I1K -8

11.Kakue pazaensl COIep UT TOJKHOCTHAS HHCTPYKITUS, KEM YTBEP)KIAeTCsl. IK -8

12.Kakue HOKyMEHTBI OTHOCATCS K pacnopsauTensHeIM. [ladite ompenenenue | IIK -8
KaXJOMY.

13.Ha3oBuTe rpymnmsl MIPUKa30B, KOTOpble MOTYT H3AaBaThcs Ha mpenmpusatuu (B | IIK -8
opranuzaiyn). KakoB nopsiok ohopmiieHus! U OANUCaHUs TIpHKa3a?

14.Knaccudukaiyst JOKaJbHbIX HOPMAaTHBHBIX aKTOB I1K -8

Tekymuii KOHTPOJIb - ITOCCHICHUE JICKIUH, MPAKTUYCCKUX 3aHATHH, TIOJrOTOBKA
K HAM Ha OCHOBE BBINIOJIHCHHMS KOHTPOJIBHBIX pa0OT W 3aJaHUi, BBIIOJTHCHHUE
pedeparos.

Texymuii  KOHTPOJb OCYIISCTBISCTCS 110 BBIOJHEHHIO IIPEaaracMbIX
IperoaaBaTelieM CaMOCTOSTCIIBHBIX 3aJaHui. JIOMOJHUTEIIBHO —OLICHUBACTCS
CTCIICHb AKTUBHOCTH CTYJICHTOB B COBMECTHBIX OOCYXJICHHSAX I10 y4eOHOMY
MaTepuaay, JOTOJHCHHWS W BBIBOJBI, CJEIaHHBIC CTyJIeHTaMH. VITOroBwIi
KOHTPOJIb OCYIIIECTBIIACTCS Ha dK3aMEHE.

5. 4. MeToguyeckue MaTepuaJibl 110 OLCHUBAHUIO Pe3YJILTATOB 00y4eHUA

1.IIpoBepka ycBOeHHUs y4eOHOrO MaTepuaa, MpeCTaBICHHOTO Ha JIGKIHIX U
IPaKTUYECKUX 3aHATHSX;

2. IlpoBepka 3HaHWU W YMEHUH, IOJYYEHHBIX B XOJE CAMOCTOSTEIBHOU
MOJITOTOBKM CTYJIEHTOB K Pa3HBIM TUIIaM 3aHSTHIA;

3. IIpoBepka 3HaHMI U HABBIKOB BJIAJICHUS OCHOBHBIM TEPMHHOJOTHYECKUM
anmnapaToM U MOHATUSAMHU JOKYMEHTOIPOU3BO/CTBA;

4. IlpoBepka yMeHHUs CTYJIEHTOB aHAJIU3UPOBATH U COIMOCTABISATH OCHOBHBIE
I'OCTst o IOV, nonumats cnenuduxky u ocooeHHocts JIOY B OubGamoTedHo-
uH(popmamoHHou chepe.
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5. IlpoBepka HaBBIKOB KOMMYHUKATUBHBIX TEXHOJIOTHH B cepe KyIbTyphl U
o0pa3oBaHMsl, CIOCOOHOCTh K MyOJINYHOW KOMMYHHKALIUH.

6. PECYPCHOE OBECIIEYHEHUME

6.1. OcHOBHAs U 1ONOJTHUTEIbHAA y4eOHasl JJUTepaTypa

. Opranuszanmss W = TEXHOJIOTHS JOKYMEHTAI[MOHHOrO  oOecreyeHus
VOpaBJICHHUS : DJEKTpoHHOe ydeObHoe mocodbue / coct. C.E. Mumenun ;
MunucrepctBo oOpa3zoBanusi W Hayku Poccuiickoin ®enepanuun, PenepanbHoe
rocyapcTBeHHOoe  Om/KeTHOE  00pa3oBaTeNlbHOE  YUPEXKACHHE  BBICIIETO
oOpazoBanus «KeMepoBCKHii TOCYIapCTBEHHBI YHUBEPCUTETY», THCTUTYT ucTOpUn
u ap. - Kemeposo : KemepoBckuii rocy1apcTBeHHbIN yHUBEepcuTeT, 2016. - 478 c. -
bubmuorp. B kH. - ISBN 978-5-8353-2149-0 ; To xe [DnexTpoHHBIN pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=481592

2. Tpodumona, O.B. OcHOBBI JenoBoro mnuchkMa : ydeOHoe mocobue /
O.B. Tpojpumona, E.B. Kynuuk ; MunuctepcTBO 00pa3oBaHus U  HAYKH
Poccuniickon ®enepannn, TrOMEHCKHN rOCyIapCTBEHHBI YHUBEPCUTET. - 4-€ W31,
crep. - Mocksa : U3narensctBo «@munTay, 2016. - 305 c. : Taba. - bubnuorp. B KH.
- ISBN 978-5-9765-0930-6 ; To ke [DIeKTpoHHBIM pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=57968

3. JlokyMeHTaIlmoHHOE 00ecIeueHne yIpaBieHUs : yueOHOe mocodue / COcCT.
C.I. YepnoBa ; HoBocuOMpCKHIl TOCYyIapCTBEHHBIM arpapHblii YHUBEPCUTET,
DxoHomudeckuit dakynbreT. - HoBocubupck : U1 «3omoToit komocy, 2014. - 106 c.
: cxem., Tabn. - bubmumorp. B kH. ; To xe [DlekTpoHHBIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=278155

6.1.2. CniuCOK JONOJIHUTEJIbHOM JIUTEPATYPbI
1. PribaxoB, A.E. OcHoBbl nenonpousBojictsa : yueOHuk / A.E. Peibakos. - 3-¢

u3a., ucnp. - Munck : PUIIO, 2016. - 320 c. - bubnuorp. B kH. - ISBN 978-985-
503-606-8 ; To xKe [DneKkTpOHHBII pecypcl]. -
URL: http://biblioclub.ru/index.php?page=book&id=463666

2. I'punbepr, A.C. JlokyMEeHTaIMOHHOE 00eCTIeUeHNEe YIPABICHUS ;| YUEOHUK /
A.C. I'pun0epr, H.H. I'op6aués, O.A. MyxameriuHa. - Mocksa : FOuuTu-Jlana,
2015. - 391 c. : Tabm., rpad., ui., cxemsl - bubmmorp.: c. 382-383 - ISBN 978-5-
238-01770-9 ; To ke [DneKTpOHHBIH pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&id=115031

6.2. Pecypchbl MH(POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOM ceTn «AHTEpHET)

B cooTBercTBHM < C  JMIICH3UMOHHBIMH  HOpMAaTWBamMH  oOecreueHus
OuOIMOTEeUHO-MH(GOPMAITMOHHBIMU pecypcamu oubmmoTeka OpraHu3yeT
WHUBUTyaJIbHBI HEOTPAHUYEHHBIA TOCTYI U3 JIFOOOW TOYKH, B KOTOPOW MMEETCS
JIOCTyNn K ceTu MHTepHeT, Kk yuyeOHbIM MaTrepuaiaM DJIEKTPOHHO-OUOIMOTESUHBIX
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 «YuuBepcuterckas Oubmmuorexa ownmaiitn». WsnarensctBo: OO0
«HexcMenuay». IlpuHamiexxHOCTh CTOpOHHsA. Www.biblioclub.ru. KoaudectBo
kioueid (monp3oBareneit): 100% on-line. XapakrepucTuku OMOIMOTEYHOrO POHIA,
JIOCTYT K KOTOPOMY IIPEI0CTaBISIETCS JOTOBOPOM: JOCTYI K 6azoBoi yactu IbC.

2. OBC «M3parenbctBo Ilmanera My3bIKH». JIEKTPOHHO-OMOIMOTEUHAS
cucreMa OOO «M3marensctBo IINIAHETA MYVY3bBIKN». IlpuHaainexxHOCTh
ctopoHHsisi. www.e.lanbook.com. KonudecTtBo kitoueit (rmons3oBateneit): 100% on-
line. Xapaktepuctuku  OumbOmmoreyHoro  (GoHAA, JOCTYII K  KOTOPOMY
MPEIOCTABIISECTCS JOTOBOPOM: JOCTYM K KOJUIeKIUsAM: «My3bika U Teatpy, «baner.
Tanern. Xopeorpadus».

3. B/l Onexrponnas Cucrema «Kynbrypa». baza JlanHbIX OnexkTpoHHas
Cucrema «Kynbrypay. [Ipunamiexsocts ctoponsss. http://www.e-mcfr.ru.

4. Web UPBUC XabapoBckuii rocyAapCTBEHHBIM WHCTUTYT HCKYCCTB U
KyJbTYPHI (3JIEKTPOHHBIN KaTaior). MexayHapoHas accolralus mojib3oBaTenei u
pa3pabOTUMKOB AJEKTPOHHBIX OMOIMOTEK M HOBBIX MH(POPMAIMOHHBIX TEXHOJIOTUHN
(accouuanust OBHUT). [Mpunaanexuocts croponHsis. http://irbis.hgiik.ru.

5. eLIBRARY.ru — Hayunas nsnextponHas Oubnunoreka. OOO Hayunas
NeKTpoHHas Oubnuoteka. IlpuHamnexxHoCcTh cTOpoHHss.  http://elibrary.ru/
JIunensnonnoe cormamnienue Ne 13863 ot 03.10.2013 r. — 6GeccpouHo.

6. DnektponHo-6nbmmoreunas cucrtemMa ®I'BOY BO «XIT'MK». ®I'bOY BO
«XT'UK». [Ipunagnexxnocts coOcTBeHHas. JIokanbHblil goctyn. http://carta.hgiik.ru.
[Tpuka3 no Uucturyty Ne 213-06 ot 07.10.2013 .

7. EnvHOE OKHO JOCTyma K OOpa3oBaTelIbHBIM pecypcaM. DIIEKTPOHHas
oubnmuorexka. ®I'AY I'HUU UTT «Mudpopmuka», MunrcrepctBo o0pa3oBaHUs U
HayKu P®. [IpuHamexHOCTH CTOPOHHSIS. CB00OO1HBII JTOCTYIL.
http://window.edu.ru

8. Emunas xomnekuus [udposeix OOpazoBarenvhbix PecypcoB. OI'AY
'HUU UTT «Uudbopmukay. IlpunannexHoctb cropoHHss. CBOOOAHBIA JOCTYII.
http://school-collection.edu.ru

9. @enepanbHbIi 1EHTp UHPOPMAIIMOHHO-00PA30BATEIBHBIX PECYpPCOB.
denepanbHblii 1IeHTP HH(OpMAIMOHHO- oOpa3zoBaTenbHbIX pecypcoB, DPI'AY
'HUNU UTT «Uudopmukay. IlpunannexHoctb cropoHHss. CBOOOAHBIN TOCTYII.
http://fcior.edu.ru

JIJIsl TONTOTOBKK KYPCOBBIX, BBITYCKHBIX M HAy4HBIX PabOT oOydwaromuecs
MOT'YT HCIIOJIb30BaTh MOJHOTEKCTOBYIO 0a3y naHHeix WebofScience. Pexum
JOCTyIA: DJJIEKTPOHHBIM, U3 BHYTPEHHEW ceTu uHCTUTyTa. OduunanbHbIi
caiit: webofknowledge.com

6.3.MndopmaninoHHbIC TEXHOJOIMH, IPOrPAMMHOE 00ecreyeHue u
HH(OPMALMOHHBbIE CTIPABOYHbIE CHCTEMbI
[Iporpammuo-uHpOpMaMOHHOE  oOecmeyeHre  y4eOHOro  mpolecca
COOTBETCTBYET TpeOOBaHUAM (PeneparbHOr0 TOCYAapCTBEHHOTO 00pa30BaTEILHOTO
cTaHaapTa.
JIns mpoBeAeHus 3aHATHN JIEKIMOHHOTO THUIA, 3aHATUM CEMUHApPCKOTO THIIA,
3aHITHI MPAKTHUECKOTO THUIIA, TPYMIIOBBIX KOHCYJIbTAIMNA, TEKYIIETO KOHTPOJS U


http://www.biblioclub.ru/
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http://irbis.hgiik.ru/
http://elibrary.ru/
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http://window.edu.ru/
http://school-collection.edu.ru/
http://fcior.edu.ru/
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MPOMEKYTOUYHOM  aTTeCTallMM  WCTIOJB3YETCS  CIACAYIOIMee  MPOTrpaMMHOE
oOecrieyeHue:

—JIAIIEH3UOHHOE TIPOIPHETAPHOE TPOrPaMMHOE 0OECTICUCHIE:

Microsoft Windows

Microsoft Office (B cocraBp makera Bxomar: Word, Excel, PowerPoint,
FrontPage, Access)

Adobe Creative Suite 6 Master Collection (B cocTaB ImakeTa BXOJT:
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);

—CBOOOJTHO pacIpOCTpaHsIeMOe IPOrPaMMHOE 0OECTICUCHHE:

Ha6op oduchbix nporpamm Libre Office

aynuonpourpsiBatenb AIMP

BuseonpourpeiBarenb Windows Media Classic

uHTepHeT-0pay3ep Chrome.

JIJist caMOCTOSITENIbHOW MOJTOTOBKH CTYACHTOB K 3aHATHSM MO JUCIMILIAHE
TpebyeTcss oOparieHrue K mporpaMMHoMy obOecnedeHuto Microsoft Windows,
MicrosoftOffice, B ToM 4ucie /it MOATOTOBKA MYJIBTUMEIUUHBIX MPE3SHTAIHM 110
TeMaM CceMUHapoB B nporpamme PowerPoint. Jlns co3maHus KOHEYHBIX
HEPEIAKTUPYEMBIX BEPCHUI TOKYMEHTA PEKOMEHIyeTCsl MCIoJib30oBaTh AcrobatXPro,
Bxoasumi B coctaB nakera AdobeCreativeSuite 6 MasterCollection.

[Ipy w3ydeHWW OUCHUIUIMHBI OOydYaromuyecs HWMEIT BO3MOXKHOCTh
WCITOJIB30BaHUS WH(OPMAITMOHHO-CIIPABOYHBIX cuCTeM «KymbTypa» m «["apanHTy,
Bcepoccuiickyro oTpaciieByro cripaBouHyro cucremy «MHpopmuoy», pedepatuBHbIX
U oubnmuomeTpuueckux  0a3  JAHHBIX  PEHEH3UPYEMOW  JIUTEpaTyphl
WebofSciencenScopus, B COOTBETCTBUU € 3aKITIOYCHHBIMH JIOTOBOPaMHU.

Ha Bcex koMmmplOTEpax B HHCTUTYTE YCTAaHOBJICHO JIMIIEH3MOHHOE
aHTUBUpYCHOe mporpamMmHoe obOecneuenue Kaspesky Endpoint Security.
HeobxoaumbiM yciioBreM HHGOPMAIMOHHON 0€30MacHOCTH WHCTUTYTA SBIISETCS
oOs3aTeNbHAs TPOBEPKA HA HAJIWYUE BUPYCOB BHEIIHMX HOCHUTENEH Mepes HuX
ucrojas3oBanueM ¢ nmomonisio Kaspesky End point Security.

[TepeunciieHHOE MporpaMMHOE oOecIieueHrne OOHOBJISETCS 0 MEpPE BBIXOJa
HOBBIX BEPCUH ITPOTPAMM B PAMKAX COOTBETCTBYIOIIUX JINIIEH3UM U COTJIAIIEHUN.

6.4. MaTepuaJibHO-TeXHUYECKAasi 0a3a

MarepuanbHO-TEXHUUYECKOE  O0ECreYeHUe  peaiu3yeMOM  JUCUUIUIMHBI
COOTBETCTBYET TpeOOBaHUAM (efepaibHOTO roCy1apCTBEHHOTO 00pa3oBaTeIbHOTO
CTaHaapTa.

JIns mpoBeAeHus 3aHATHN JIEKIIMOHHOTO THUIA, 3aHATUM CEMUHApPCKOTO THIIA,
3aHITHN MPAKTHUECKOTO THUIIA, TPYMIIOBBIX KOHCYJIbTAIlMNA, TEKYIIETO KOHTPOJS W
MPOMEKYTOUYHON aTTecTallud B Yy4eOHOM TMPOIECCE AaKTUBHO HCIOIB3YIOTCS
CJIEIYIONTUE CIICIUATbHBIC TOMEIICHUSI:

- aymuropum 211, 215-6, 213-a ocHameHbl MYJbTUMEIUHHBIMU
MPE3EHTAIMOHHBIMU KOMIUIEKCAMU B COCTaBE MPOEKTOPA, aKTUBHOM aKyCTHYECKOM
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CUCTEMbl, TNEPCOHAIBHOTO  KOMIIBIOTEpPA;  CTOJAMHU, CTYJbSIMHA, CTOJaMHU
NUCbMEHHBIMU 1A~ TIpernojiaBatesield, JOCKaMH  HACTEHHBIMH, JIOCKAMU
ayJTMTOPHBIMHU.

JIJist caMOoCTOsITENNbHOM paboThl CTYACHTOB M BBINOJIHEHUS KYPCOBBIX padoT
npenHazHadeHa ayautopus 209 (4utanbHBIN 3251 OMOIMOTEKN) C MOAKIIOYEHUEM K
ceTu «IHTEpHET» U JOCTYIIOM B 3JIEKTPOHHYIO MH(POPMAIIMOHHO-00PAa30BaATEIBHYIO

cpelly By3a, 00OpYIOBaHHYIO NEPCOHANBHBIMU  KOMIIBIOTEPAMH, CTOJIAMH,
CTYJIbSIMH, KHWKHBIMH IKaaMu, KHUKHBIM U JOKYMEHTAJIBHBIM (DOHIOM,
TEJIEBU30POM.

[Ipy HEOOXOAMMOCTH B YYeOHOM MPOLECCE HCHOJIB3YIOTCS KOMILIEKTHI
MEPEHOCHBIX IEMOHCTPAITMOHHBIX KOMIUIEKCOB (HOYTOYK, TPOEKTOP, IKPaH).

Bce komnbroTepsl MHCTUTYTa OOBEIMHEHBI B JIOKAIBHYIO CETh, C KaXKJIOTO U3
HUX BO3MOXEH BBIXOJ B TJI0OanbHyr0 ceTh WHTepHeT. MHCTUTYT HCHONB3YET
BBIJICJICHHBIN KaHa co ckopocThio 10 M6/c. JIist CTy1IeHTOB UMEETCSl BO3MOKHOCTh
BbIXOJla B ceTh MHTepHET ¢ MOOWJIBHBIX YCTpOMCTB mocpenctBoM cetu WiFi,
KOTOpasi yCTaHOBJIEHA B YATAIBLHOM 3aje MHcTuTyTa.

IIpoBenenue nekmuid mo aucuuiuinHe «JOY» compoBoxkmaeTcs crlam-
IIPE3EHTALUSMU.

7. BOCIIUTATEJIbBHAS PABOTA

Bocnuranue o0yyarommxcs npu OCBOCHUU MU OCHOBHBIX
npodeCCUOHANIBHBIX ~ 00pa3oBaTeNbHBIX  mporpamMm  (mamee —  OIIOII)
OCYULIECTBJISIETCS. Ha OCHOBE paboyell mporpamMmbl BOCHHMTAHHS U KaJIEHIAPHOIO
IJIaHa BOCIIUTATENbHOM padoThl, BKitouaeMmbix B OITOIN.

Lenr BocnuTaTEIbHOM pabOTBI — CO3JAHUE YCIOBUWA Il AKTHBHOU
KU3HENEATEIIbHOCTH  OOy4arolUXcsl, MUX TPaXIaHCKOIO  CAaMOOIPEIEIICHNS,
1po(hecCuOHAIBLHOTO CTAHOBJICHUS 17} WHJUBUYyJIbHO-TUYHOCTHOM

camMopeanu3alMi B CO3WAATEIbHOW  JEATETbHOCTH IS yJIOBJICTBOPECHHUS
NOTPEeOHOCTEN B HPABCTBEHHOM, KYJIbTYPHOM, HHTEIJICKTYaJIbHOM, COIIMAIILHOM H
poheCCUOHAIBHOM Pa3BUTHH.

3amaun BOCIIUTATENILHON pabOThl: Pa3BUTHE MUPOBO33PEHUS M aKTyaIn3aIus
CUCTEMBbI 0a30BBIX IIEHHOCTEH JIMYHOCTH, NPUOOIIEHHE K OOIIEYeIIOBEUYECKUM
HOpMaM MOpaJid, HAIMOHAJIBHBIM YCTOSIM U  aKaJeMUYECKUM TPAJULIUSIM;
BOCITUTAHWE YBAXCHUS K 3aKOHY, HOPMaM KOJIJICKTUBHOW KWU3HH, Pa3BUTHE
TPOKIAHCKOH W COIMAJbHOM OTBETCTBEHHOCTH, BOCHHUTAHUE ITOJOKUTEIHLHOTO
OTHONICHUS K TPpyay, (GOPMHPOBAHHUE KYyJIbTYpbl W OTHKHA MPOGECCHOHATBHOTO
oO1ienusi; GOPMUPOBAHUE JIMYHOCTHBIX Ka4eCTB, HEOOXOAUMBIX IS 3 (PEKTUBHOM
npoeCCHOHANILHON  JEATEILHOCTH, BOCIUTAHUE BHYTPEHHEH IMOTPEOHOCTH
JUYHOCTH B 370POBOM 00pa3e KU3HHU, OTBETCTBEHHOTO OTHOIICHHS K MIPUPOTHON U
COIIMOKYJIBTYPHOH CpeJie; MOBBIIICHUE YPOBHS KYJIBTYPhI 0€30MIaCHOTO TTOBEACHHUSI.

Ocobennoctn u Tpamgunuu HHCTHTYTAa 0OYCIOBIMBAIOT — CIEIYIONTNE
OCHOBHBIC HAIIPABJICHHS BOCIIUTATEILHON pabOThI: MATPUOTUUECKOE, TPAKITAHCKOE,
JTyXOBHO-HPABCTBEHHOE, KyJIbTYPHO-TBOPYECKOE, Hay4YHO-00pa30BaTeILHOE,
poecCHOHATLHO-TPYA0BOE, BOJOHTEPCKOE (JOOPOBOIBYECKOE), IKOJOTUUYECKOE,
dbusnueckoe. Bunmbl nesTeNbHOCTH OOYYAIOMIMXCS B BOCIHUTATEIHHOM CHCTEME
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00pa30BaTEeNbHOM OpraHU3alMU: NPOEKTHAs MACSITENbHOCTh (KaK KOJIJIEKTHBHOE
TBOPYECKOE JEJI0), BOJOHTEPCKas AESITENbHOCTh, Yy4eOHO-HMCCIEN0BaTENbCKas M
HAy4YHO-UCCIIEI0BATEIbCKAsl JESITEIBHOCTD, AOCYIOBasi, TBOPYECKASI U COLMAIBHO-
KyJbTYpHas A€ATEIbHOCTD U JIP.

BocnuTatenpHplii  HOTEHIMAN  y4eOHO-UCCIENOBATENbCKOM U HAy4YHO-
UCCJIENOBATEIBCKOW  JCATENBHOCTH  PEAIN3yeTCcs B IPOLIECCE  Pa3BUTHS
UCCIIE0BATENbCKON KOMIETEHTHOCTH OOYyYaroUIMXCcs Ha MPOTSKEHUU BCErO CpoKa
ux o0yuyeHust B Uuctutyte. Pe3ynbraThl cTyIeHUECKON HAYYHO-UCCIIEI0BATEILCKOM
JESTEIIbHOCTH MPOXOAAT anpoOalyio B paMKax HAYYHBIX M HAYYHO-TIPAKTUYECKHX
KOH(GEpEeHIIU pa3IuyHOrO YPOBHA, B T.4. KOH(EpEeHIM, OpraHM30BaHHBIX
HNucTuTyTOM.

CouunanbHO-KyJbTypHAasT W TBOpYECKas JEATEIbHOCTh  OOYYarolUXCs
peanu3yercsl pu OpraHU3alMK U MPOBEACHUH 3HAYUMBIX COOBITHI U MEPOIPHSIITHIA
IPpaKJaHCKO-NIaTPUOTUYECKOM, HAYyYHO-HCCIEA0BATENbCKOM, COLMOKYJIBTYPHOU H
(U3KYIBTYPHO-CIOPTUBHON HamnpaBiIeHHOCTU. BuIpl TBOpUECKOW [eATENbHOCTH
oOyuaromuxcss B HMHcTuTyTe: My3bIKaIbHOE TBOPYECTBO, XOpeorpaduyeckoe
TBOPYECTBO, TEATPAIIBHOE TBOPUYECTBO, HAYYHOE TBOPUYECTBO, MEIUAIIPOEKTHI U .

BononTepckas aesTenbHOCTh 00yYaroMXcsl — MIUPOKUN KPYr HanpaBlIEHUIN
CO3MJIaTeIbHOM JAESITEIbHOCTH, BKIIIOYAIOUINM pazIudHble (OPMBI IPaXKAAHCKOTO
yuactus. [lo nHunmaTuBe oOyyaromuxcs U Ipu UX aKTUBHOM ydacTuu B HCTUTYTE
OCYULIECTBIISIET CBOIO ACSATENBHOCTD JOOPOBOJIBYECKHM OTpsiA «MBbI».

Peanmzanuio Pabodeit mporpaMMbl BOCHHUTAHHUSI MOMOTAaeT 0OeCIeunBaTh
B3aMMOJICUCTBHE C PAa3IUYHBIMU COLMAJIbHBIMU HWHCTUTYTaMH, CyOBEKTaMH
BocnuTanus. (Ocoboe 3HaueHHWe [JIsi BOCHUTATENIBHOIO IpoIecca HMEET
OpraHu3alys NPAKTUYECKOW NEATeIbHOCTH OOyYarouuxcsli C ILENbl0 Pa3BUTHS
npo(ecCHOHANBHBIX KOMMETEHIM B ycioBuaX WHcTUTyTa W IpO(HIBHBIX
YUPEKICHUN U OPTaHU3ALUN.

8. OCOBEHHOCTHU OBYYEHUSA NHBAJINJ1OB U JINII C
OI'PAHUYEHHBIMHU BO3MOXKHOCTAMMU 310POBbA

B mporecce n3ydeHus: TUCHUIUIMHBI U OCYIIECTBICHUS MPOLEAYP TEKYILETO
KOHTPOJISI YCIIEBAEMOCTM M NPOMEXKYTOUHOM aTTecTalud WHBAJUIOB U JIUI[ C
OTPAHUYCHHBIMH BO3MOKHOCTSIMU  3JI0POBbSI TIPUMEHSIOTCS — aJalTUPOBAHHBIE
dbopMbl  00yueHHMS € YyYE€TOM HWHIUBUAYAJIBHBIX  TMCUXO(PU3HOJIOTHUECKUX
OCOOEHHOCTEH.

OOydeHue Ml C OTPAHUYCHHBIMM BO3MOXXHOCTSMH U  WHBAJIUIOB
OpraHU3yeTCs KaK COBMECTHO C JPYrUMH OOYYaIOIIMMHUCS Ha JICKIIMOHHBIX U
MPAKTUYECKUX 3aHITHUSAX, TaK U MO0 WHIUBUAYATIbHOMY yueOHOMY IuiaHy. Bo Bpems
MPUEMHON KaMIaHWH, a TAKKE BO BPEMSI ClIayd Pa3IMYHBIX (OPM MPOMEKYTOUHOM
U TOCYJAapCTBEHHON WTOTOBOM arrectaniuu B MHCTUTYTE CO3MaHBl HEOOXOIUMBIC
YCIOBUSL JUIsl OKa3aHUsl TEXHUYECKOW TOMOIIM WHBAIMIAM W JHUIAM C
OTPaHUYCHHBIMA BO3MOKHOCTSMH 3JI0POBbsl (TIpH HEOOXOIUMOCTH MOXKET OBIThH
JONYIIIEHO MPUCYTCTBHE B AaYJUTOPUU ACCUCTEHTOB, COIMPOBOXIAKOUIUX JIUII,
COOaKHU-TIOBOJBIPS U T.I1.).
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OOyuvaromuecs W3 4YWCIA HWHBAIWAOB W JIMI C OTPAaHUYCHHBIMU
BO3MOXKHOCTSIMU  3[I0POBbS, MpPU HEOOXOJUMOCTH, MOTYT OBbITh 00€CIeUeHbI
AJIIEKTPOHHBIMU UM TICYaTHBIMU O0Opa30BaTENIbHBIMU pecypcaMy C Y4eTOM UX
WHIUBUIYAbHBIX TOTpeOHOCTe. Jlig peanuzauuu JOCTYMHOM Cpelbl MpH
HEOOXOJAMMOCTH B y4eOHOM MpOIECCe MOTYT OBbITh 3aJ€HCTBOBAHBI JIOKYMEHT-
KaMmepa JJid YBEJIMYEHUS TEKCTOBBIX (DPAarMEHTOB U M300paKEHUU (ISl JIMIL C
HapyLIEHUsSIMU  3pEHHUsI)) ©  TMEPEeHOCHAs  HHIAYKIMOHHAs  cUcTeMa  JyIsd
cmabocnpimammx «Mcrok» A2 €O BCTPOEHHBIM IIIEEPOM —  3BYKOBBIM
uH(POPMATOPOM.

OBC «YHUBEPCUTETCKAA OuOnMoTeKa  OHJIAMH»  MPEAOCTaBIIAET
oOyuarormumcst ¢ OB3 (o 3peHmio) psx BO3MOXKHOCTEH Mg 0OecTedeHUs
sbdexTuBHOCTH TIporecca oOydenms. [lpm dreHmm wmacmrTad CTpaHUIBI caiiTa
MO>XHO YBEJIMYHUTh C MOMOULIBIO CIEHHATBHOIO 3HA4YKa Ha TJIABHOW CTpPaHULE.
MO>KHO KCIOJIB30BATh MOJHOAKPAHHBIN PEKUM OTOOpAKEHUST KHUTH WM BKIIOYUTH
O3BYYHMBAHUE HEIOCPEJICTBEHHO C CailTa MpU IOMOINM MPOrpaMM 3KPAHHOIO
nocryna (Hanpumep, Jaws , «Balabolkay). CxaunBaembie ¢parmeHThl B (hopmarte
pdf, umerornirie BICOKOE Kaue€CTBO, MOTYT UCHOIb30BaTHCS TU(IIONpPOrpaMMaMu 1S
rOJ0COBOTO O3BYYMBAHHUSl TEKCTOB, MOTYT OBITh 3arpyXeHbl B TH(IOMIEEphl, a
TaK)K€ CKOMMPOBAaHbI Ha JIF000€ YCTPOICTBO 11 KOM(OPTHOTO YTEHUS.

CepBuc OBC «lluTaTHUK» TOMOTAET MOJB30BATEII0 H3BICYb LUTATy H
aBTOMATHYECKH (OPMHUPYET KOPPEKTHYIO OMOIMOrpauuecKyt0 CCBUIKY, 4YTO
OCOOEHHO aKTyaJbHO JUIsl JIUI C OTPAaHMYEHHBIMH BO3MOKHOCTSIMH M 0OJIer4aer
MPOLIECC HAMMUCAHUS KypCOBOM WIIM BBIITYCKHOM KBAIM(PUKALMOHHON paOOTHI.

JIns moAaroToBkM K 3aHATHAM oOydaroniuecss ¢ OB3 (1o 3peHuto) moryt
UCIOJB30BaTh MoOuibHOe mnpwioxkeHue OBC «Jlanby, mnpegHa3zHaueHHOE IS
O3BYYMBAHUSI TEKCTa KHUTH. PexuM pgoctyma: >SJIeKTPOHHBIA, MPUIIOKEHHE
CKauMBaeTCsd 00yJarolnuMcs CaMOCTOATENLHO ¢ caiTa e.lanbook.ru, HeoOxogmumoe
ycioBue: ObITh 3apeructpupoBaHHbiM B OBC «Jlanwy. Ucnons3yercss cBOOOIHO
pacnpocTpaHsiemasl Iporpamma 3KpaHHoro noctymna Nvda.

ITonpoOHee 00 opraHu3anuu JOCTYIHOM Cpeabl CM. COOTBETCTBYIOIIUI
paszies1 OCHOBHOM npodeccuoHanbHON 00pa30BaTeIbHON IPOrPaMMBI.



