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1. HEJIM 1 3AJJAYHN OCBOEHUA JTUCIUIIJIMHBI

Ieaun ocBoeHust AUCHMIUIAHBI (Moayisi). Llenb MaHHOW JUCIUIIMHBI 3aKITI0YASTCs B IPUOOPETCHUH
CTYJIEHTAMH TEOPETUYECKUX W TPAKTHUYECKUX 3HAHUN K O(OPMIICHUIO, COCTaBICHHIO M XPaHEHUIO
KOH(MUIEHIMATBbHBIX JOKYMEHTOB KaK BaKHOMY MPOIIECCY B peaju3allii YIIPaBIeHYECKUX (PYHKIIUMA.

3apaum:

- IlogpoOHO paccMOTpeTh mpoiece KOHPHUACHIHUATHLHOTO JOKYMEHTOOOOpPOTa OpTaHU3aIHiA,
BKJIFOYAIONIUHA COBPEMEHHBIC TpPEOOBAaHUS K COCTaBICHHUIO W OGOPMIICHHIO  KOH(MUICHIIMAIbHBIX
I[OKyMCHTOB, JOBUXXCHHUC KOH(i)I/II[eHLII/IaJIBHBIX I[OKyMCHTOB, ux 06pa60TI<a C MOMCHTA HO.Hy‘-ICHI/ISI NIJIn
CO3MaHUsl 70 3aBEPIICHHs] HCIOJHEHHUs, OTMpaBKa aapecary, KOHTPOJIb HCIOJHEHWS W cJada Ha
XpaHEHHe, a TaK ke 0COOEHHOCTH PabOTHI.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OIIOII BO

Kypc  «KoudunennmanpHoe  aeI0mpOU3BOJICTBO» ONMpPAETCSI  Ha  IOJIOXKEHUS
«/lokymenroBenenus», «Opraauzanus U TEXHOJOTHS JOKYMEHTAIIHOHHOTO O0ECTICYCHHUs YIPaBICHUS»
U CIIY’KUT TEOPETUYECKONM OCHOBOM I M3y4YEHUs APYrMX AUCUUIUIMH. Kypc naer 3HaHHMe CynIHOCTH
KOH(HUIECHIIMAIBHOTO  JEJONPOU3BOJICTBA  OpraHW3alMid, YTO HUCHOJB3YEeTCS B  IMOCIEAYIOUINX
JUCLUTIIINHAX.

3. TPEBOBAHMUS K PE3YJIBTATAM OCBOEHUS COAEPKAHUSA JUCHUITTIMHBI

[Iporiecc wW3ydeHUs AWCHUIUIMHBI HAmpaBieH Ha (OPMHPOBAHUE DIEMEHTOB CIIEAYIOMINX
komnereHui B coorBercTBUM ¢ PI'OC BO 1no naHHOMY HanpaBIeHUIO MOATOTOBKHU (CIIELUATIBHOCTH):

a) o0mekyabTypHbIX (OK)

- CIIOCOOHOCTb HCIIOJIb30BaTh OCHOBBI IPABOBBIX 3HAHUI B pa3iU4HbIX cepax AesATETbHOCTH
(OK-4)

0) oomenpodeccuonanbubix (OIIK)

- CIIOCOOHOCTH pemiaTh CTaHIAPTHBIE 3a7add TPO(ECCHOHANBHOW NEeSTETPHOCTH Ha OCHOBE
nHpopMalMOHHOW W Oubnuorpaduyeckoil  KynbTypel C  NpUMEHEHHEM  HHGOPMAaIMOHHO-
KOMMYHUKAI[HOHHBIX TEXHOJIOTUH M C YYETOM OCHOBHBIX TpeOOBaHMII WH(POPMAIIMOHHON 0€301MacHOCTH
(OIIK-6)

B) npogeccuonanbubix (ITK)

- CIIOCOOHOCTBH CAaMOCTOSITEIIBHO PA0OTATh C pa3IMYHBIMKU UcTOYHHKaMU nHpopmanun (TTK-4)

- BlIajieHue Metoaamu 3anuthbl napopmarmn (ITK-17)

- BJIa/ICHUE HAaBbIKAMH OpraHU3ally CIPAaBOYHO-TIOUCKOBBIX CPE/ICTB U MCIIOJIBb30BaHUS ApPXUBHBIX
noxkymenToB (I1K-24)

- BJIAZICHHE HaBBIKAMU palOThl C JOKYMEHTaMHM, COJEpKalluMU HMH(POPMALHUIO OrPaHUYEHHOTO
nocryma (ITK-32)

B pesynbrare 0OCBOCHUS AUCHUILIUHBI 00YYaromuecs JOHKHBI

3uamo:

- coJlep’KaHHe 3aKOHOJATEJIbHBIX U HOPMAaTHUBHO-METOAMYECKHX JOKYMEHTOB IO OpraHU3aIiH
KOH(HUIESHIIHATIFHOTO JICTOMPON3BOJICTBA

- OCHOBHbIE TpeOOBaHMS K OPOPMIICHHIO KOH(PHUAECHINATBHBIX JOKYMEHTOB

Ymemon:

- 0popMIIATh KOH(PUACHIUAIBHYIO TOKYMEHTALUIO;

- TOJI30BaThC YHU(DUITUPOBAHHBIMH JOKYMEHTAMHU

Bnaoemy:

- 3HAHUSIMH O CTPYKTYpE M OPTaHU3alUH CITYKO AeTONPON3BOICTBA



- SBHaAHUAMHU O BCACHUU ACTIOMPOU3BOACTBA B OPraHu3alluu, YUPCIKIACHUN

- 3HaHUSAMM OO0 OCHOBHBIX HANpPAaBIECHUSAX M METOAAaX COBEPLICHCTBOBAHMS pPaOOTHI
AOKYMCHTAITUOHHOT'O O6€CH€‘-ICHI/I}I YHpaBJICHUA OpraHU3aluu.

IIpuoOpecTH ONBIT AEATETHHOCTH:

- CTPYKTYPHPOBATh 3alIMIAeMyI0 HH(POPMALIMIO U ONPEAETIATh IPABOBYIO OCHOBY €€ 3aIlUThI

- pa3palaThIBaTh MPEUIOKEHHUS] MO MPETOTBPAIICHUIO YTEUYKH MHPOPMAIUU IO ONTUYECKOMY,
aKyCTHYECKOMY, PAOUOIIEKTPOHHOMY U MaTepHUaIbHO-BEIIECTBEHHOMY KaHalaM

4. CTPYKTYPA U COAEP) KAHUE JUCHUITJIMHBI
4.1. CTpyKTypa TUCHUNIMHBI

OO6mmas TpyJ0€MKOCTh TUCIMIUIMHBI COCTABISIET S3aueTHhIX enununil (180 yacos).

<
§ Bunsl yueOHoli paboThI, @DOopMBI TEKYIIETO
No % 2 BKJIIOUYAsl CAMOCTOSITENIBHYIO | KOHTPOJISl YCIIEBAEMOCTH
n; Paznen 2 3 paboTy CTyIEHTOB (no nedensim cemecmpa{
I JACIUATITUHBI 3 % U TPYAOEMKOCTh (B yacax) ®dopma nMpoMeKyTOUHOU
¢ 7T 3 13 CP aTTeCTaIuu (1o
an cemecmpam)
OpraHu3aiuoHHbIC 4 2 2 68 3aver
1 |ocHOBHI
KOH(HICHIIMATIEHOTO
JISIIONPOU3BOICTBA
2 | OcHOBHBIE 5) 2 6 100 9K3aMeH
TpeOOBaHUS K
JOKYMEHTHPOBaHUIO
KOH(UICHIIMATBLHOM
nHdopMaIuu.
4 8 168




4.2. TeMaTnyecKHii MJIaH OCBOEHUs JUCUHUILIMHBI MO0 BHIAM Y4eOHOIl 1esiTeIbHOCTH M BU/ABI
CaMOCTOSITEJIbHOM (BHEAYAUTOPHOM) padoThI

HanmenoBanue Coaepxanue y4eOHOro MmaTepuaJia Dopmu-
pa3aesioB U TeM (TeMBI, NepeYeHb PaCKPbIBAeMbIX BOIIPOCOB): O0bem | pyemble
JIEKIIH, IPAKTHYECKHE 3aHATHA (CEeMHHAPBHI), yacoB/ | komme-
HHIMBHUAYAJIbHbIE 3aHATHS, CAMOCTOSITeIbHASA padoTa 3.e. TeHUHH
o0yyaommxcsi, KypcoBasi paéora (1o Teme)
1 2 3 4
4 cemecTp
Pazaen 1. OpranuzanoHHble OCHOBBI KOH()UICHIIMAIBHOTO JIEJIONPOU3BOICTBA.
Tema 1.1. Jlekmuu:ITonsitTue 0 JOKYMEHTOBEAEHUM KaK Hay4YHOU OK-4
NUCLUILINHE. JloxymeHTOBEIeHUE - 0Tpacib IIK-4
IToustue, obmerocymapcTBeHHbIX HayK. OOBEKT, peaMeT U 3aJadu 2 TIK-17
0COOEHHOCTH U NOoKyMeHToBeieHHs. CTpyKTypa TOKyMEHTOBEICHMS. 1IK-24
OpraHU3aIMOHHbBIC O6mee u 0COOGHHOE JOKYMEHTOBEICHHS. OTambl €ro TIK-32
OCHOBBI pa3BUTHSL.
KoHpuaeHManbHor | [IpakTudeckue 3aHATHS (CEMHUHAPBI): OMPOC TI0 TEME
0 JIEJI0NPOU3BOCTBA
CamocrosTenbHas pabora 34
3HaKOMCTBO C HOPMAaTUBHBIMU JOKYMEHTaMHU
Tema 1.2. Jlexuuu: [ToHATHS IPaBOBOrO pEryJIMpOBaHUs U OK-4
HopmatusHo- nH(OPMALIMOHHBIX TOKyMEeHTOB. DenepanbHblii 3akoH "O0 1IK-4
MIPaBOBOE nH(popManuy, HTHPOPMAITMOHHBIX TEXHOJIOTHUSX U 3aIIUTE 1IK-17
peryupoBaHue undopmanuu", 3akonst PO "O 6e3onacHoctu", "O 1IK-24
paboThI € cpeacTBax MaccoBoit nuapopmaruu”, "O npaBoBoil oxpaHe 11K-32
KoH(pUIeHIMATBHEl | mporpamm i1 OBM u 6a3 nanubix" , «O mepcoHaTbHBIX
MU JIOKYMEHTaMU JAHHBIX» U Ap. ['paxkaaHCcKuil 1 YTOJIOBHBIN KOAEKCHl PO
00 OTBETCTBEHHOCTH 3a MPOTHUBOIPABHBIE AEUCTBUS
nHGOPMALMOHHOTO XapakTepa. Yka3sl [Ipesunenra Poccun
U TIOCTAHOBJIEHUS MH(OPMALIMOHHON OE€30MaCHOCTH.
['ocynapcTBeHHas cucTemMa 3aiuTbl HHPOpMaIum.
JlesTenbHOCTD (hefepallbHBIX OPTaHOB TOCYAapCTBEHHOM
Biactu (DenepalibHOI ciyk0bI O€30MaCHOCTH,
®denepallbHOTO areHTCTBA MPABUTEILCTBEHHOMN CBS3U U
unpopmanuu npu [Ipesuaenre PO ['ocynapcTBeHHOM
TeXHH4YecKoi komuccuu nipu [Ipesuaenre PD) B cdhepe
nHpopMalMoHHO 6e3omacHocTH. CucTeMa HOpMaTUBHBIX
MOJI3aKOHHBIX aKTOB IT0 3aIUTe HHPOPMALINH.
JIuueH3upoBaHue NeSTEIbHOCTH U CEPTHUPHUKALINS
MPOAYKTOB U YCIYT B 00J1aCTH 3aIUTHl HH(POPMAIUH.
ATtTtecranus 00beKTOB HH(OOPMATHKH.
[IpakTrueckue 3aHATHs (CEMUHAPBI) : aHAIN3 HOPMATHBHO- 2
IpaBoOBOM 6a3bl, ONPOC MO TEME, TECTUPOBAHHE
CamocrosrtenbHas pabora
3nakoMcTBO ¢ [lpaBunmamm  nenompousBOJCTBA B 34

®denepanabHbIX OpraHax UCIOJHUTEIbHOM BIACTH

Pa3znen 2

OcHoBHBIE TPeOOBaHUS K JOKYMEHTHPOBAHUIO KOH(PHICHIIMATHHON HH()OPMAITHH.




Tema 2.1. Jlexnuu: Cayx0a nHpOpMaLMOHHON 6€30MaCHOCTH OK-4
OcCHOBHEIE NPEINPUITHS: IPABOBBIE OCHOBBI U 1IEIb AEATEIBHOCTH, [IK-4
TpeGoBaHuUs K OCHOBHBIC 3a/1a41 U (QYHKLUH, IPUMEPHAs CTPYKTYpa, 2 1IK-17
JOKYMEHTUPOBAHUIO | B3aUMOJECHUCTBUE C APYTUMH MOAPA3ACICHUSIMHU. TIK-24
KoHuneHanpHoi | TpeOoBaHus K COTpYIHUKAM CITy>KObl HHPOPMALIMOHHOM 11K-32
nH(popMmanuu. 0€301acHOCTH M UX 00s13aHHOCTH.
[IpakTrueckue 3aHATHS (CEMHHAPHI): OMPOC IO TEME
CamocTosTenbHas pabora
Pa3paboTka HHCTpYKIMH 1O KOH(DUIEHITHATEHOMY 12
JICTIOTIPOU3BOJICTBY
Tema 2.2. Jlexuyu: IIpaBuia ydera KOH(HICHIINATIBHBIX OK-4
VYuer u peructpanus | 10KyMeHTOB.Peructpanus  BXOOAIIMX M HCXOIAIIAX [IK-4
KOH(MUICHIMATBHBIX | KOHQUICHIIMATBHBIX JOKYMEHTOB IIK-17
JIOKyMEHTOB IIpakTHyeckue 3aHATHS (CEMHHAPHI): peleHne 1IK-24
MPAKTUYECKHX 33/1a4 110 PETUCTPALIH KOH(PHUICHIINATbHBIX 2 11K-32
JIOKYMEHTOB
CamocTosTenpHas pabora
CocraBieHrne MakeTa perucTPaMOHHBIX (GOPM TSt 12
KOH(UISHITMATBHBIX JOKYMEHTOB
Tema 2.3 Jlexnmu: mpaBwiia THPAXXKUPOBAHUS KOH(PUICHITUATBHBIX OK-4
TupaxxupoBanue JIOKYMEHTOB 1IK-4
KoHpuaeHIMANBHBIX | [IpakTHuecKue 3aHATHS (CEMUHAPBI): PEILICHHUE 9 1IK-17
JIOKYMEHTOB NPaKTUYECKUX 334 1IK-24
CamocrosTenpHas pabora: TIK-32
Pa3paboTka JOMKHOCTHOM MHCTPYKLIUU CEKpeTaps, pa3aes — 12
PaGota ¢ KoHpUACHIINATHHBIMU JOKYMEHTAMHU
Tema 2.4 Jlexnmu: KonpuaeHnaabHbli JOKYMEHTOOOOPOT B OK-4
JlokymeHT0060poT | opranuzanmu. Ciyx0a KOH(pUACHINAIBHOTO 1IK-4
KOH(UICHITMATBHBIX | JISTONPOU3BOJICTBA TIK-17
JIOKYMEHTOB [IpakTudeckue 3aHATHs (CEMUHAPBI): OMPOC IO TEME 1IK-24
Cemunap: JIokyMeHTO000pOT KOH(PUACHITHATHHBIX 2 1IK-32
JTIOKYMEHTOB
CamocTodaTrenbHas padora:
PazpaboTka MapupyTa NpoxXoxaeHUs KOHPHUICHIINATbHBIX 12
JTOKYMEHTOB
Tema 2.5. Jleximu: (opMUpPOBaHKE JOKYMEHTOB B Jiefia.leperada OK-4
Opranuzanus KOH(UACHITMAIBHBIX TOKYMEHTOB Ha apXHMBHOE XpaHEHHE. 1IK-4
XpaHEHHUst DKCnepTH3a IMEHHOCTH KOH(UICHINATbHBIX TOKYMEHTOB IIK-17
KoHpuaAeHIMANBHBIX | [IpakTHYeCcKHe 3aHATHS (CEMUHAPBI): PEILICHHE 1IK-24
JIOKyMEHTOB MPAaKTUYECKUX 3a]1a4 TIK-32
CamocTodaTenbpHas padora: 12
AHaIM3UHCTPYKIIMH TI0 IKCIIEPTHU3E IICHHOCTH
Tema 2.6. [Topsgok | Jlekuuu: mopsaok oOpamieHus ¢ nepcoHaIbHbIMU JaHHBIMH, OK-4
oOpaiteHus ¢ JOKyMEHTaMH, COJIepKAIIMMU KOMMEPYECKYIO TalHYy, 1IK-4
KOH(MUIEHIMATBHBl | cIy:Ke0HYI0 HH(OopMaIHIO. TIK-17
MH IOKYMEHTaMH IIpakTrueckue 3ausaTUA (CEMUHAPEL): PEIICHUE [IK-24
MPAKTHYECKHUX 3a/1a4 T1K-32
CamocTodarenbHas pabora: 12
Tema 2.7. 3amura Jlexumu: JIokyMeHTallMOHHOE 00ECTIeUeHNE 3aIIUThI OK-4
KoH(puaeHIMaNbHbIX | nHPopMaru. GopMUpOBaHUE IEPEYHS CBEACHU, 1IK-4
JIOKYMEHTOB OT COCTaBJISIIOLIMX KOMMepUecKyto TaiiHy. OdopmieHue 1IK-17




HECAHKIIMOHUPOBAaH | 00s13aTeNbCTB paOOTHUKOB 1O HEpa3IJIallleHUIO CBEICHHIH, 1IK-24
HOTO JIOCTYyTIa COCTABJISIIONTUX KOMMEPUYECKYIO TalHy. 1IK-32
IIpakTrueckue 3ausTUd (CEMUHAPHI):
CamocTrosTenpaas padbora: 12
Tema 2.8. IIposepka | JIekiuu: nmpoBepka HaTUYHUs KOH(QUACHITUATBHBIX OK-4
HaJIAYU JIOKYMEHTOB U J€J1 [IK-4
koH(puaeHIManbHbIX | [TpakTHyeckue 3aHATUsA (CEMUHAPBI): IIK-17
JIOKYMEHTOB U JI€]I CamocrosiTenpHas pabora: 16 1IK-24
[loAroToBKa K 9K3aMEHY 11K-32

[TpumepHas TeMaTHKa KypCOBOM paboThl (eciu npedycmompero)

CamocrosTenbHas paboTa 00y4arommxcs HaJl KypcoBoil pabotoil (eciu
npeodyCmMompeHo)

By uTOroBoro KOHTPOJIs (3a4et, FK3aMeH, AuddhepeHIInPOBAHHbIN 3a4eT) 9K3AMEH

BCEI'O: 180 5 z3em

5. OBPA3OBATEJIBHBIE TEXHOJIOTUHA
Jns  obecneuenust aucuumiuHbel  «KoH(puaeHInanbHOEe  IEIOMPOU3BOACTBO»  HMCIOIB3YETCs
MaTepUaJIbHO TEXHUYECKas 0a3a BBICIIETO 00pa30BATENbHOTO YUPEKICHHS: KOMIBIOTEPHBIC KJIACChl U
6ubnuoteka. [IpocMoTp BHIeOMaTEpHaAIOB B paMKaxX N3y4aeMON JUCHUTUTAHBL.

6 OHEHOYHBIE CPEJACTBA JUIA TEKYIIETI'O KOHTPOJIA YCIIEBAEMOCTH U
IMPOMEXYTOYHOMN ATTECTALIUA

6.1. KoHTPO/1b 0CBOEHUSI TUCHHUILJINHBI

KoHTponb 0cBOEHUS NUCHMILIMHBEI IPOU3BOAUTCA B cOOTBETCTBUU ¢ [lonoxeHnem o mpoBeneHun
TEKYIIEro KOHTPOJsSl YCHEBAaEMOCTH U NPOMEXYyToyHOW arrtectauuu crtygeHtos PI'BOY  BO
«KpacHomapckuii rocy 1apCTBEHHBIN HHCTUTYT KyJIbTypbI».[IporpaMMoi AMCIUIIIINHBI B LEISAX IPOBEPKH
MIPOYHOCTH YCBOCHHS MaTepHalia MpeIyCMaTPUBACTCS MPOBECHUE PA3IUIHBIX (POPM KOHTPOJIS.

Texywuii KOHMpPONLYCNEBAEMOCTH CTYACHTOB 110 JTUCIUIUIMHE MPOU3BOJUTCS B CIEAYIOMNX (opmax:
e YCTHBIN Oonpoc

o PenieHue nmpakTU4eCKUX 3a1a4

e TecrupoBanue

Py6eosicnviti konmpons TpeayCcMaTpUBAcT OICHKY 3HAHWM, YMEHWH W HaBBIKOB CTYICHTOB TIO
MPOMJICHHOMY MaTepHaly MO JaHHOW JHUCUUIUIMHE Ha OCHOBE TEKYIIHUX OIICHOK, MOJYyYEHHBIX UMM Ha
3aHSTHSX 32 BCE BHIBI paboT. B xo1e pyOe)KHOTO KOHTPOJIS UCTIONB3YIOTCS CIEAYIOIUE METO bl OIICHKH
3HAHUM:

e YcCTHBIN Onpoc

e [IpakTnueckue paboThI

IIpomedsxcymouynulii KOHmMpoas TO Ppe3ylbTaTaM CEeMecTpa MO JUCHUILIMHE MPOXOIUT B (opme
3auéra (PK3amMeHa).

6.2. Oueno4nble cpeacTaa




6.2.1. IIpuMepbI TeCTOBBIX 3aJaHUl (CHTyaLMii)
6.2.2.KoHTpoIbHbIE BONPOCHI /151 MPOBEAEHUs TeKYlLIero KOHTPOJIsA

6.2.3. TemaTuka 3cce, pepepaToB, Npe3eHTANUI

1. IToHsiTHE M 0COOEHHOCTH KOH(PUACHITUAILHOTO ACIOMPOU3BOJICTRA.

2. CoctaBneHre HOMEHKIATYpbl KOHPHUICHIINATBHBIX JeII.

3. ®opmupoBanue u ohopmieHIE KOHGUIECHITUATBHBIX JE.

4. OnepaTHUBHOE XpaHEHHE KOHPHUICHIINATBHBIX JOKYMEHTOB.

5. IloaroroBka KOH()pUICHINATBHBIX TOKYMEHTOB K apXUBHOMY XPaHEHHIO.

6. Ilopsiiok yHUUTOKEHHSI KOHPUACHIIMATBHBIX JOKYMEHTOB C UCTEKIIUMHU CPOKAMHU XPaHEHUSI.
7. OcoOEHHOCTH KaJAPOBOH pabOTHI C COTPYTHUKAMH, 3aHATHIMU KOH(QHUACHITUATEHBIM
JIeTTOTIPOU3BOCTBOM.

robhE

o o

6.2.4. Bonpocsl K 3a4eTy Mo JUCIHUIJIMHE
6.2.5. Bonnpochl K 3k3aMeHy 1O JUCIHUIIMHE

KonpuaeHmaipHoe 1eI0mpOru3BOICTBO KaK COCTABHAS YaCTh yIPABICHUYCCKON JACSITSILHOCTH.
OTJ'II/I‘-II/ISI KOH(i)I/II[eHI_[I/Ia.HBHOFO ,Z[GJIOHpOI/IBBOI[CTBa oT OTKpBITOFO.

[TososkeHue 0 MmoApa3IeIeHHH KOH(DUICHIIMAIEHOTO JISJIOPOU3BOICTRA.

HIraTusin COCTaB U ITaTHas1 YHUCIICHHOCTDH HOIIpEBI[CJIeHI/ISI KOH(bI/II[eHI_II/IaHLHOI‘O
JICIIONPOU3BOICTBA.

JIOJDKHOCTHBIE HHCTPYKIUN paOOTHHUKOB.

Oco0eHHOCTH TPYAOBBIX OTHOIICHHIA ¢ PAOOTHUKAMHU MOAPA3ICICHHUS KOHDUICHITHATEHOTO
JIeITOTIPOU3BO/ICTBA.

3aKkoHOAATENBHEIE aKThI.

JlokasbHBIC HOPMATHBHBIC aKThl OpraHU3AIINH.

Onpenenenne coctaBa KOHOUICHITMATBHBIX JOKYMEHTOB.

. CocraBnenue, opopmiieHne 1 u3aanue KOHQUACHINATbHBIX TOKyMEHTOB.

. Yder HocHuTenel KoHpUISHITHATBHONH HHPOPMAITIH.

. Y4er u3laHHbIX KOHPHUACHIHUATHHBIX TOKYMEHTOB.

. Yder mocTynuBIIMX KOHPUICHIHATBHBIX JOKYMEHTOB.

. TupaxxupoBanve KOHGUACHIIUATHHBIX TOKyMEHTOB.

. Ilomyuenue u oTIpaBKa KOHPHUICHIUATBHBIX TOKYMECHTOB.

. JlocTyn K KOH(pHUIEHITUATBHBIM TOKYMEHTaM.

. [Topsimok paGoThI UCTIOTHUTENEH ¢ KOH(DUACHIIMATIBHBIMU JJOKYMEHTaMHU.

. KonTponb ncnonnenus KoHGUACHINATBHBIX TOKyMEHTOB.

. CocTaBiieHHEe HOMECHKJIATYpP KOH(UICHIINATBHBIX JICII.

. ®opmupoBanue u opopMieHHEe KOHDUIECHITHAIBHBIX Jell.

. IloaroroBka KOHQUACHIMATHLHBIX JOKYMEHTOB K apXHBHOMY XPaHCHHIO.

. Topsinok yHu4TOXKEHHUSI KOH(DUIEHITHAIBHBIX JOKYMEHTOB C UCTEKITUMHU CPOKAMU XPaHEHHS.
. [lopsimok oOpatienus ¢ KOHPUAECHITMATFHBIMU TOKYMEHTAMH.

. 3amuTa KOHQHUACHINATBHBIX TOKYMEHTOB OT HECAaHKIIMOHUPOBAHHOTO JOCTYTIA.
. [IpoBepka HaMMUUsT KOHPUACHIIMATHHBIX JIOKYMEHTOB U JIC]I.

6.2.6. IlpumepHasi TeMaTHKa KYPCOBBIX PadoT(He npedycmompeno).



7. YUYEBHO-METOJUYECKOE H HWH®POPMAIOHUOHHOE OBECIIEYEHHUE

TUCIUATITAHBI (MOLY.JIsT)

8.

9.

7.1. OcHOBHas qUTeEpaTypa

Eropos, B. I1. Kondunennunansaoe aenonpon3BoacTBo [Tekct] : yueb. moc. / B. I1. Eropos, A. B.
CaunbkoB. — M. : FOpunnueckuii uncrutrytr MUNTa, 2015. — 178 c.

Cyknacsin, J. P. Ilpaktnueckoe nokymeHtoBenenue [Tekcr] : ydeO.-mpakt. mocodue / 3. P.

CyxkmuacsH. - CII0. : I[Ipodeccus, 2014. - 96 c. - (A30yka 6ubnuoreyHoi npodeccun). - ISBN 978-
5-904757-67-0

Bapanosa, E.K.OcHoBbl nHopmaTiku u 3ammrtel nHGopmaruu [Teker] : yueb. mocobue / E. K.
Bapanosa. - M. : PUOP: UH®PA-M, 2013. - 182 c. - (Bricmiee obpazoBanue: bakamaBpuar). -
ISBN 978-5-369-01169-0 (U3a-Bo "PUOP"). - ISBN 978-5-16-006484-0 (1131-B0 "MHDPA-M")
3unoBbeBa, H.b.Opranusanus 1 MeToauKa pabOThl ¢ JOKYMEHTAMHU B YUPEXKICHHUAX KYJIBTYPHI
[Tekcr] : yae6HO-MeTon. mocodue / H. b. 3unoBnera. - Kpacnomap : KUK, 2016. - 184 c.
I'yryeBa, T.A. Kondunenuuansnoe aenonpous3BoactBo [Tekct]: yued. mocooue/ T.A I'yryesa. -
M.: Anspa-M, HULL UHOPA-M, 2012. - 192 c.

Kynsie, H.H. KonduaenuuanpbHoe AETOMPOU3BOACTBO M  3aIlUIICHHBIN 3IEKTPOHHBIN
nokyMeHToo0opoT [Tekct]: Yuebnux/ H.H. Kynses. - M.: Jloroc,2015. - 500c.

7.2. lonoTHUTEJILHAS JJUTEPATypa

AnexcennieB AWM. Opranuzanus KoHPHUACHUUATBHOTO JIoKymMeHTooOopoTa [Tekctr] / A.W,
Anexcennen// Cekperapckoe neno. - 2000.- 1.

AnexcennieB A.M. TloaroroBka u u3ganue KOHGUACHIMATIBHBIX TOKYMEHTOB Ha OyMasKHBIX
Hocurensx [Texcr] / A.W. Anekcennes // Cekperapckoe aerno. - 1999. - 3.

AnexcennieB A.M. IlpoBepka Hamuuusi KOHPHUACHUUANBHBIX JOoKymMeHTOB |[Tekcr] / A.U.
Anexcennes // Cekperapckoe aeno. - 2001.- 2-3.

AnexcennieB A.M. Pexum xpaHenuss koHpumeHnumanbHbIX gokymeHToB [Teker] / AWM.
Anexcennen// Cekperapckoe neno. - 2000.- 4.

AnexcennieB A.M. CocraBneHue HOMEHKIATypbl KoHpuaeHuuaidbHbIX aen [Tekcr] / AW
Anexcennen// Cekperapckoe neno. - 2000. - 2.

AnekcennieB AWM. Yder KoHQUIEHIMATBHBIX JOKYMEHTOB, HM3TOTOBISIEMBIX Ha OyMaKHBIX
Hocutensix [Tekcr] / A.W. Anexcenues// Cekperapckoe aeno.- 1999. - 4.

AnekcernnieB A.M. ®opmupoBanue u odopmiieHne kKoHbuaeHManbHbiXx nen [Tekct] / AW
Anexcennes // Cekpertapckoe aeno. - 2000. - 3.

Butko B. C. Ilonstue dbopmsl mpousBeneHus B aBTopckoMm mpaBe [Tekct]: monorpadus/ B.C.
Butko. - Mocksa: CraryT, 2020. - 145 c.

Bopoxesuu A. C. I'paHuIlbl U Npeaeabl OCYLIECTBICHUS aBTOPCKUX M CMEXHBIX npaB[TekcT] :

monorpadus / A.C. BopoxeBuu. - Mocksa: CraryT, 2020. - 176 c.
10. BopoxxeBuu A. C.IIpemenbl OCymIECTBJICHHs] W  3allUThl  WCKIIOYHMTEIBHOTO  TIpaBa

nateHToobnanarens [Tekcr]: monorpadus/ A.C. Bopoxesud. - Mocksa: CraryT, 2018. - 187 c.

11. IBopernkuii A.B. [IpaBoBasi OCHOBa 3allMThI CBEICHUI KOH(DHACHIHATBHOTO XapakTepa [Tekcer] /

A.B. JIBopeukuii / JIOKyMEHT KakK COLMOKYJIBTYpHBIA (eHomeH:cO. marepuanoB 4-if Bcepoc.
Hay4YHO-TIPaKT. KOH(]. ¢ MexxayHapoaHbM yuactueM(r. Tomck, 29-30 oktsaOpst 2009 1.) / OTB. pen.
H.C. JIapwskos. Tomck: TI'Y, 2010.C. 177-182.

12. lemymkua A.C. Opranuzanmsi pacrio3Hanusi nmojaenok nokymeHtoB [Tekcr]/ A.C. JlemymkuH

//Cexperapckoe neno. - 1999. - 4.
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https://biblioclub.ru/index.php?page=book_red&id=601416
https://biblioclub.ru/index.php?page=book_red&id=601416
https://biblioclub.ru/index.php?page=book_red&id=601417
https://biblioclub.ru/index.php?page=book_red&id=601417
https://biblioclub.ru/index.php?page=book_red&id=497333
https://biblioclub.ru/index.php?page=book_red&id=497333

13. KnmwxnukoBa A. H. JlenonpousBoactBo u pexxuM cekpetHoctu [Texcr]/ A.H. KumwknukoBa.- M.:
FOcTumus, 2019. - 168 c.

14. JlapskoB H.C. enomnpousBoactBo [Tekct]: yu. mocodue./ H.C. JlappkoB. - M.: Bocrok-3anan,
2006. - 427 c.

15. CrenanoB E.A. OcHoBomonaramomue MpUHLIUIBL 3alIUTBl U 00pabOTKH KOH(UIEHIHATBHBIX
nokymeHToB [Tekct] / E.A. Ctenanos // JlenonpousBoactro. - 2000. - 2.

16. CrenanoB E.A. Yuer koHdunenimanbabix gokymeHToB [Tekct]/ E.A. Cremanos// Cekperapckoe
nexo- 2000. -4

7.3. llepuoanyeckue U3IaHUSA
1. Jlenonpou3BoACTBO
2. CekpeTrapckoe €m0

7.4. UnTepHET-pecypcehl
«Poccwuiickuii o0pa3oBaTenbHbIl kBapTa» (http://www.school.edu.ru/)
[Mopran «'ymanutaprnoe oopazoBanue»(http://www.humanitiens.edu.ru/index.html)

7.5. Meroanyeckue yKa3aHus U MaTepUaJibl 10 BUAAM 3aHATHI
IToaroroBka Kk 10KJIaxy (COOOIIEHUIO)
[MoaroroBky Kk pdokiany (COOOIIEHUIO) HA CEMUHAPE-UCCIECNOBAaHUHM  Ie1ecoo0pa3HO BECTH IO
CJIEYIOIIEMY IUIaHY:
* BBIOpATH TIOJT KOHTPOJIEM MIPETIOAaBaTENs TEMY;
* 03HAKOMUTBCA C METOAMYECKUMHU YKa3aHUSMH 110 JTAHHOMY BOIIPOCY;
* U3YYUTH TEMY 10 0a30BBIM YUEOHUKY U Y4eOHO-METOAMYECKOMY ITOCOOHIO;
* BBIYWJICHUTh OCHOBHBIC HUJIeW OYIyIIETO BHICTYILICHNUS,
* IPOYECTh PEKOMEHAYEMYIO 110 JaHHOW TeME JIUTepaTypy;
* COCTaBUTH IJIaH JOKJIA/1a U COOOIICHUS;
* BBISIBUTH KJIIOUEBBIE TEPMUHBI TEMbI U JaTh WX OMNPENEICHUE C MOMOIIbIO CIIOBApEH, CIPAaBOYHUKOB,
SHITUKIIOTIC T
* COCTaBUTh TE€3UCHI BBICTYILJICHUS;
* momoOpaTh TpPHUMEPHl W WUIIOCTPATUBHBIA MaTepHal, IO MHOTMM TeMaM JIOKJaJ YMECTHO
COTIPOBOXKAATH MOKa30M npe3eHtanuii Power Point;
* IOJITOTOBUTH TEKCT JIOKJIaa (COOOIIeHM s ),
* IPOKOHCYJIBTUPOBATHCS, TPH HEOOXOIUMOCTH, C TIPETIOIaBaTEIIEM;
* OTPENETUPOBATH BRICTYIJICHUE (HAIIPUMED, TIEPE TOBAPHUIIIEM IO TPYIIIIE).
Pexomenayemasi mpogOKUTENBHOCTD I0KJIAa HA CEMUHAPCKOM 3aHITHH cocTtaBiger 10 munyT. [locne
BBICTYIUICHHS JOKJIATUUKa MPEyCMaTPUBACTCS BpEMsl [IJIsl €0 OTBETOB HA BOIMPOCH! ayJAUTOPUU U IJIS
pe3roMe IpenoiaBaress

7.6. IlporpammHoOe o0ecnieueHue
1. Adobe Master Collection CS 6

MS Windows Bepcun XP, 7,8,10
MS office professional plus 2007 MS office professional plus 2010

2

3

4. Tapant
5. Koncynbrant +
6

Cucrema [emo 8.5

8. MATEPUAJ/IBHO-TEXHUYECKOE OBECIIEHEHHUE JUCHUIIJIMHBI (MOYJIA)
11



I[Ipu peanuzammu nporpaMmbl  guctMIUiMHBl  «KoH(UOeHIMANbHOE — IEIOMPOU3BOICTBOY
UCHOJNB3YIOTCA  pa3iMuyHble 00pa3oBaTelIbHbIE TEXHOJOTMM, HalpaBleHHblE Ha (OPMHPOBAHUE
3asBJICHHBIX KOMIIETCHIUH. B ayauTOpHYI0 Harpy3Ky BXOIAT JICKIIMOHHBIC, CEMUHApPCKHE W
1a00paTOPHBIE 3aHATHS, & TAKXKE Pa3IUUHbIe (POPMBI KOHTPOJISL.

CamocrositenbHas paboTa CTYACHTOB TOApPAa3yMEBAET BBHINOJIHEHUE J1a0OpPAaTOPHBIX 3aJaHHA,
MOJrOTOBKY K CEMHHAPCKUM 3aHATUSAM; CaMOCTOSTENbHYIO paboTy — B KOMIIBIOTEPHOM Kjacce M
6ubnuoreke. OHa HampaBiieHa Ha 3aKpeIyIeHUE U yriiyOJieHHe 3HAHUH, TIOJTYYESHHBIX B XOZ€ ayAUTOPHBIX
3aHATHH.

OreHka 3HaHUH MpenCcTaBiIsAeT cO00H COBOKYITHOCTh pa3IMYHBIX MOKa3aTeNeil paboThl CTyIeHTa B
TEUEHHUE BCEro Ipolecca 00y4yeHusl.

Ipunoowcenue 2
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Jlono/iHeHNsI 1 UI3MEHEHUS
K padoueii nporpaMmMe y4eOHOM TUCUUIIIMHBI (MOTYJIs1)

Ha20 -20  y4.roxa

B pabouyto nporpamMmy yueOHON AUCHUIUIMHBI BHOCSTCS CIEAYIOUINE U3MEHEHHUS:

JlomosHeHNs 1 I3MEHEHHUS K pabodeli mporpaMMe pacCMOTPEHbBI U PEKOMEH/IOBaHbI Ha 3aCelaHUN
Kadeaper

(HauMeHoBaHUE)
[TpoTokon Ne OT«__ » 20 1.
Hcnonaurens(n):
/ / /
(IOMKHOCTD) (monmuce) (®.1.0.)
(mata)
/ / /
(TOHKHOCTD) (moamuck) (®.1.0.)
(nata)
3aBenyroumii kadeapoit
/ / /
(HanMmeHoBaHue Kadeapsl) (moamuce) (®.1.0.)

(mara)
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