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1. EJIA 1 3AJJAYHN OCBOEHUA JTUCIIUITJIMHbI

Ieaun ocBocHUs AUCHMIUTAHBI (Moyisi). Llesb MaHHOW MUCIUIIMHBI 3aKIF0YASTCs B IPUOOPETEHUH
CTYJCHTAMH TEOPETUYECKMX W TPAKTUYECKUX 3HAHWA K O(OPMIICHHIO, COCTABIICHHUIO W XPAHCHHIO
KOH(UIEHIMATBHBIX JOKYMEHTOB KaK BaYKHOMY IPOIIECCY B pean3aliil YIpaBlieHYecKuX (QyHKINH.

3agaun:

- IlogpoOHO paccMOTpeTh Tpolece KOH(PUICHIMAIBHOTO JOKYMEHTOOOOpOTa OpraHU3alIlHid,
BKJIIOUAIOIIMII COBpEMEHHBbIC TPEOOBaHHMS K COCTABICHHUIO M OQOPMIICHHIO  KOH(UACHIMAIBHBIX
AOKYMCHTOB, ABHUIXCHUC KOH(bI/II[GHLII/IaJIBHbIX JOKYMCHTOB, HMX 06p360TKa C MOMCHTA IOJYYCHUSA HIINU
CO3JJaHUSl 10 3aBEPLICHUS HCIIOJNHEHUS, OTIpaBKa ajapecaTry, KOHTPOJb HCIIONHEHUS W CcAada Ha
XpaHEeHHe, a TaK)Ke 0COOEHHOCTH pabOTHI.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OIIOII BO

Kypc  «KonopuaenmmanpHoe  AETOMPOU3BOICTBOY» ONMpPAETCSI  Ha  IOJIOKCHMS
«/lokymeHntoBeneHus», «Opranuzanus U TEXHOJOIHs JOKYMEHTAL[MOHHOIO 0OeCHeueHUs yIpaBIeHUs
U CIIy’KUT TEOPETUYECKOM OCHOBOM I M3Y4YEHUS APYIMX AUCIUMIUIMH. Kypc Iaer 3HaHHME CyIIHOCTH
KOH(QHIEHIIMAIBHOIO  JIEJIONPOM3BOJCTBA  OpraHM3alui, YTO HUCHOJb3YeTCsl B  IOCIEAYIOIIHUX
JUCLUIIIINHAX.

3. TPEBOBAHUS K PE3YJIBTATAM OCBOEHUSA COAEP KAHUSA JUCIIAIIJIMHbI

[Iporniecc wm3yueHWs NUCHUIUIMHBI HampaBieH Ha (OpPMHUPOBAaHUE 3JIEMEHTOB CIEIYIOIIUX
kommnereHIui B coorBercTBUU ¢ PI'OC BO 1no gaHHOMY HampaBiIeHUIO MOJATOTOBKH (CIIELUAIBHOCTH):

odomenpodeccuonanbubix (OIIK)

OIIK-5. CriocobeH camMoCTOATENbHO pPabOTaTh C Pa3IUYHBIMU HCTOYHMKAMHM HMHGOpMALMHU U
MPUMEHSTh OCHOBBI HHPOPMAIIMOHHO-aHAIUTHIECKON JeSITeIbHOCTH NIPU PEIIeHUH NMPO(heCCHOHATBHBIX
3ajau.

B pe3ynbrate 0cBOEHUS IUCIUTUTHHBI 00Y4YaIOIHecs JOIKHBI

3namo:

- COJEp’KaHME 3aKOHOAATENIbHBIX M HOPMAaTUBHO-METOAMYECKUX JOKYMEHTOB I10 OpraHU3allu
KOH(HUACHIIMAIBHOTO JIETONPON3BO/ICTBA

- OCHOBHBIE TpeOOBaHUS K 0OPMIICHHIO KOH(PHUIEHITUAIBHBIX JOKYMEHTOB

Ymems:

- ohopMIATh KOHPUACHIUATHHYIO TOKYMEHTAIUIO;

- TI0JIb30BaThCsl YHUGDUIIMPOBAHHBIMH IOKYMEHTAMHU

Bnaoemo:

- 3HAHUSAMH O CTPYKTYPE M OPTaHU3AIIUN CITY>KO JAEIOMPOU3BOCTBA

- 3HAHUSAMHM O BEJICHUU J€JIONPOU3BOJICTBA B OpraHU3AlNH, YUPEKIECHUN

- 3HaHWSIMH 00 OCHOBHBIX HalpaBJICHUSAX W METOJaX COBEPIICHCTBOBAHHUS PabOTHI
JOKYMEHTAIMOHHOTO O0ECTICUeHHs YIPaBICHHs OpraHU3allnu.

IIpuoOpecTH ONBIT XEATEIbHOCTH

- CTPYKTYPHPOBATh 3aMIUIAEMYI0 HHPOPMAIIHIO M ONIPEIENISITh IPABOBYIO OCHOBY €€ 3aIlUTHI

- pa3pabaTpIBaTh MPEIIOKEHUS TIO0 MPEIOTBPAIICHUIO YTEUKH WH(OpPMAIUM MO ONTHYECKOMY,
aKyCTUYECKOMY, PAIHO3JIEKTPOHHOMY U MaTepUaIbHO-BEIIECTBEHHOMY KaHalaM



4. CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHDbI

4.1. CTpyKTYypa TUCHUNINHBI

OO6mmast TpyA0€MKOCTh TUCIMIUIMHBI COCTaBIIsIeT S3aueTHhIX enunuil (180 gacos).

<
g“ Buapr yueOHoO# paboTHI, DOopMBI TEKYIIETO
No % 2 BKIIIOYAsi CAMOCTOSITENIHYIO | KOHTPOJIS YCIIEBAEMOCTH
H; Paznen 3 3 paboTy CTyJIEHTOB (no neoensam cemecmpa)u
. JACITUTUTAHBI 3 % U TPYAOEMKOCTh (B Yacax) dopma MpoOMeKyTOIHON
¢ 11 13 3 CP aTTecTaluu (no
T cemecmpam)
OpraHu3aluoHHbIC 4 2 2 68 3auer
1 |ocHOBHI
KOH(HUICHIIMAILHOTO
JISJIONPOU3BOJICTBA
2 | OcHOBHEBIC 5 2 6 100 JK3aMeH
TpeOOBaHUS K
JIOKYMEHTHUPOBAHUIO
KOH(HUICHIIMAIbHOM
nHpopmanuu.
4 8 168

4.2. TeMaTH4ecKUi MJIAH OCBOEHUS TMCHUILIMHBI N0 BHIaM Y4eOHOH 1esITeJIbHOCTH U BUABI
CaMOCTOSITEIbHOM (BHEAYAUTOPHOIT) padoThI

HanmeHnoBanue Copaepxxanue yueOHOro MmarepuaJia Dopmu-
pa3aesioB U TeM (TeMBbl, NepeYeHb PACKPbIBAEeMbIX BOIIPOCOB): O0bem | pyemble
JIEKIIUM, MPAKTHYECKHNE 3aHATHSA (CEeMHHAPBI), yacoB/ | komme-
HHIMBHUAYAJIbHbIE 3aHATHS, CAMOCTOSAITeJIbHAsI padoTa 3.e. TeHUHH
o0yuyawmuxcsi, Kypcopasi pabora (1o Teme)
1 2 3 4
4 cemecTp
Pasnen 1. OpranuzaiioHHble OCHOBBI KOH(PHICHIIMAIBHOTO JIEJIOMPOU3BO/ICTBA.
Tema 1.1. Jlexuyu: IloHsATHE O IOKYMEHTOBEIEHUM KaK HAay4YHOU OIIK-5
TUCIHILINHE. JloxymeHTOBEIEHHE — OTpaciib
[lonsTue, o01erocy1apcTBeHHbIX HayK. OOBEKT, MpeAMEeT U 3ajlauu 2
0COOEHHOCTH U nokyMmeHToBeaeHus. CTpyKTypa TOKyMEHTOBEICHHUS.
OpraHMU3alIOHHBIE OOmee u 0coOeHHOE JOKYMEHTOBEACHHUS. OTambl €ro
OCHOBBI pa3BUTHS.
KoH(GuIeHIManbHor | [pakTHyveckue 3aHATHs (CEMUHAPBI): OMPOC MO TEME
0 JIEJIONPOU3BOJICTBA
CamocTosTenbpHas paboTa 34
3HAKOMCTBO C HOPMAaTHBHBIMH IOKYMEHTAMH
Tema 1.2. Jlexuyu: IToHATHS IPABOBOrO pEryJIMpOBaHUs U OIIK-5
HopmartuBHo- nH(pOpPMaIMOHHBIX TOKyMeHTOB. DenepanbHbiii 3aK0H "O0
IIpaBOBOE nHdopManuu, THPOPMAITMOHHBIX TEXHOJIOTHIX U 3AIIUTE




pEryIupoBaHHe
paboThI C
KOH(UIECHITATLHEI
MU JIOKyMEHTaMH

uHpopmanun", 3akousl PO "O 6e3omacHoct", "O
cpenctBax MaccoBoi nHpopmaruu”, "O mpaBoOBOIl OXpaHe
nporpamm it OBM u 6a3 gansbix" , «O nepcoHATBHBIX
JaHHBIX» U Ap. ['paxkaaHckuii 1 YT0JIOBHBIN KOJEKChl PO
00 OTBETCTBEHHOCTH 32 MPOTHUBOIPABHBIC JICHCTBUS
uHpopMannoHHOro Xapakrepa. Ykassl [Ipesugenta Poccun
Y TIOCTaHOBJICHUS! HH)OPMAIIMOHHON 0€30IacHOCTH.

['ocynapcTBeHHas cuctema 3aluThl HHPOPMAITHH.
JlesitensHOCTh (peiepalibHBIX OPTaHOB TOCYIapCTBEHHOU
Bractu (DenepanbHOM CITyKObI 0€30IIaCHOCTH,
®denepanbHOTrO areHTCTBA MPABUTEIIHLCTBEHHOMN CBS3U U
nHdopmanuu nipu I[pesunente PO ["'ocynapcTBeHHOM
TeXHUYeCcKor komuccuu rpu [Ipesunente PD) B chepe
uHpopMannoHHOH 6e3omacHocTH. CrucTeMa HOPMATHUBHBIX
MTO/I3aKOHHBIX aKTOB TI0 3aIUTE HHPOPMAITHH.

JlunensupoBaHue AeATEeILHOCTH U cepTUhUKALUS
MIPOJYKTOB U YCIYT B 00J1aCTH 3alTUTHI HH(OPMAIIUH.
ATtTectanusi 00beKTOB HH()OPMATUKH.

[IpakTuyeckue 3aHATHs (CEMUHApBI) : aHAJIU3 HOPMATHUBHO-

IpaBoOBOM 6a3bl, OIPOC MO TEME, TECTUPOBAHHE 2
CaMocrosTenbHas padboTa
3nakomctBo ¢ llpaBunamu  nenompousBoACTBa B 34
denepanbHbIX OpraHax UCIOJHUTEIbHON BIACTH
Pa3zgen 2 OcHoBHBIE TpeOOBaHUS K TOKYMEHTHPOBAHUIO KOH(PpHUICHINATBHON HH(POPMAIIHH.
Tema 2.1. Jlexuyu: Cyx6a nuHpopMaIMOHHON 6€30MacHOCTH OIIK-5
OcHOBHBIE NPEINPUATHS: IPABOBbIE OCHOBBI U LI€b JESITEIbHOCTH,
TpeOOBaHUS K OCHOBHBIE 33/1a41 ¥ (PYHKIIUH, TPUMEPHAsi CTPYKTYPa, 5
JOKYMEHTHPOBAHHUIO | B3aUMOJEHWCTBUE C APYTUMHU I0/Ipa3/IeICHUSIMHU.
koH(puaeHuansHot | TpeboBaHus K COTpYIHUKAM CIYKObl HHPOPMAITMOHHON
uHpopMalnu. 0€30IaCHOCTH U UX 00sI3aHHOCTH.
[IpakTryeckue 3aHATHs (CEMUHAPHI): OMPOC MO TEME
CaMocrosTenbHas padboTa
PazpaboTka HHCTPYKIMU IO KOHPHUIEHIIMATIBHOMY 12
JIeTIOTIPOU3BOICTBY
Tema 2.2. Jlexnuu: mpaBuiia ydeTa KOHQHUIECHIUAIbHBIX JOKYMEHTOB. OIIK-5
VYuer u peructpanus | Peructpanust BXOASIMX U UCXOISAIIUX KOH(PUICHIINATBHBIX
KOHQUIESHIIMATBHBIX | JIOKYMEHTOB
JOKYMEHTOB IIpakTHyeckue 3aHATUS (CEMHHAPHI): pelIeHue
MPAKTUYECKUX 3a/1a4 10 PETUCTPAIIH KOH(PHICHIIHATHHBIX 2
JOKYMEHTOB
CaMocrosTenbHas paboTa
CocraBieHne MaKkeTa perucTpallioOHHbIX (GOpM IS 12
KOHOHICHIIMATBHBIX JOKYMECHTOB
Tema 2.3 Jlekuu: mpaBuia TUPAKUPOBAHUS KOH(DUICHIINATBHBIX OIIK-5
TupaxxupoBanue JOKYMEHTOB
KOH(GUIeHIaNbHbIX | [IpakTHyveckue 3aHATHs (CEeMUHAPBI): PELICHHE 2
JOKYMEHTOB MIPaKTUYECKHX 3aja4
CamocrodrenbHas paboTa:
Pa3zpaboTka 10KHOCTHON HHCTPYKIIMH CEKPETaps, pa3uen — 12
PaboTa ¢ KOHQHUIEHIIMATHHBIMH JOKYMEHTAMHU
Tema 2.4 Jlexnmn: KoHbuaeHInanpHbIi TOKYMEHTO000POT B OIIK-5




JlokymMeHT0060poT | opranuzammu. Ciryx0a KOH(UASHIIHATEHOTO
KOH(MUIEHIMAIBHBIX | IEJIONPOU3BOICTBA
JIOKYMEHTOB [IpakTuyeckue 3aHATHs (CEMUHAPBI): OIPOC 10 TEME
Cemunap: JIokyMeHTOO00OPOT KOH(PHICHIIMATBHBIX 2
JIOKYMEHTOB
CaMocTosTenbHas pabora:
Pa3paboTrka MapuipyTa mpoxoxaeHust KOH(DUIEHITMATBHBIX 12
JIOKYMEHTOB
Tema 2.5. Jlexumu: (hopMUpOBaHKE JOKYMEHTOB B Jiefia. Iepeaayda OIIK-5
Opranu3zanus KOH(UIEHIMATBbHBIX JOKYMEHTOB Ha apXMBHOE XpaHEHUE.
XpaHeHus DKcrnepTu3a HeHHOCTH KOH(HIeHIIMATbHBIX JOKYMEHTOB
KOH(uaeHIanbHbIX | [IpakTHyeckue 3aHATHS (CEMUHAPDI): PEIIICHUE
JIOKYMEHTOB MIPaKTUYECKHX 3a7au
CaMocTtosTenbHas pabora: 12
AHanu3 MHCTPYKIMH 10 SKCIEPTU3E LIEHHOCTU
Tema 2.6. [lopsnok | Jlekuuu: nopsaok oOpaleHus ¢ epcoOHaNbHBIMU JTaHHBIMH, OIIK-5
oOparieHus ¢ JOKYMEHTaMHU, COAepKaIIUMU KOMMEPUYECKYIO TalHYy,
KOH(pHUACHIMAIBHBI | CIIy)KeOHYI0 HH(POPMAIIHIO.
MU JOKYMEHTaMH [IpakTuyeckue 3aHATHs (CEMUHAPBI): PEIICHUE
MIPaKTUYECKHX 3a7au
CaMocTtosTenbHas pabora: 12
Tema 2.7. 3amura Jlexiuu: JlokyMeHTalIMOHHOE 00ecTIeYeHHE 3alUThI OIIK-5
KOHHUIEeHIMATbHBIX | mHpOopMaun. @opMHUpOBaHUE MTEPEUYHS CBEACHUH,
JTOKYMEHTOB OT COCTABIIAIOLINX KOMMepUecKyto TaitHy. OdopmieHue
HECaHKLUMOHUPOBAH | 00s3aTeNbCTB paOOTHUKOB MO HEPA3TJIAIIEHUIO CBEICHU,
HOTO JI0CTyIIa COCTABJISFOLIIMX KOMMEPUECKYIO TalHY.
IIpakTyeckue 3ausaTud (CEMHUHAPEI):
CamocTosTenbHas pabora: 12
Tema 2.8. IIposepka | Jlekiuu: npoBepka HaaM4Ks KOH(UAESHIUATBHBIX OIIK-5
HATAYIHS JJOKYMEHTOB U JIeJ
KoH(GuIeHIMaNnbHbIX | [IpakTHUecKue 3aHATHS (CCMUHAPBI):
AOKYMCHTOB U 1€ CamocrosTenpHas padoTa: 16
IloaroroBka K 3K3aMeHy
ITpumepHas TeMaTHKa KypcoBoil paboThl (eciu npedycmompeno)
CamocTosiTenpHas paboTa o0ydaronmxcs Haj KypcoBoi paboToit (eciu
npeoyCMoOmpeHo)
Bua HTOroBoro KOHTpoJI (3a4er, 3k3aMeH, AuddepeHnpoBaHHbIi 3a4eT) 9K3AMEH
BCEI'O: 180 S zem
5. OBPA3BOBATEJIBHBIE TEXHOJIOTUHA
Hns  obecneuenust aucuumiuHbel  «KoH(uaeHIManbHOE  J1EIONPOU3BOJACTBOY»  HMCIIOJB3YETCS

MaT€pruaJIbHO TCXHUYCCKasA 0asa BBICIIETO 06p330BaTeJ'IBHOFO YUPCKACHHA: KOMIIBIOTCPHBIC KJIACChI U
OuonIMoTeKa. HpOCMOTp BUJICOMATCPHUAIIOB B paMKax H3y‘{aeMOI>’I JUCHUITIIUHBI.

6 OHEHOYHBIE CPEJACTBA JJUISA TEKYIIEI'O KOHTPOJIA YCIIEBAEMOCTH U
MNPOMEXYTOYHOM ATTECTALIUA

6.1. KoHTpO/1b OCBOECHUSI JUCHHUILIMHBI




KoHTpoib 0cBOEHUS JUCHUIUIMHBI IPOU3BOAUTCA B COOTBETCTBUM C IlosiokeHHEM O MpoBeIEeHUU
TEKYIIEro KOHTPOJISI YCHEBAEMOCTH HW MPOMEKYTOUHOM arrecraiuu cryiaeHroB  ®I'BOY BO
«KpacHozmapckuii rocyJapCTBEHHBIM HHCTUTYT KyJIbTypbl». IIporpamMmMoil IUCLUIIIMHBI B LEJSAX
MIPOBEPKU TPOYHOCTH YCBOCHHS MaTepuaia MpelycMaTpUBaeTCsl MPOBEICHUE PA3IUYHBIX (opm
KOHTPOJISL.

Texywuii KOHmMpOAL YCIEBAEMOCTH CTYJEHTOB IO JIWCLUUILUIMHE IPOU3BOAMUTCSI B CIEIYIOLIUX
dbopmax:

e YCTHBII onpoc

¢ Pemenue npakruueckux 3anay

e TectupoBanue

Pybesxcnviti konmpons TpeaycMaTpuBaeT OLIGHKY 3HAaHUM, YMEHMH M HaBBIKOB CTYAEHTOB I10
IIPOHJICHHOMY MaTepualy IO JaHHOM JUCUUIUIMHE Ha OCHOBE TEKYIIUX OLICHOK, IOJTYYEHHBIX UMHU Ha
3aHATHUAX 3a BCe BUJIbI paboT. B xo0/e pyOexKHOro KOHTPOJIS UCIONIB3YIOTCS CIEAYIOLINE METO/Ibl OLIEHKU
3HaHUMU:

e YCTHBII onpoc

o [lpakTuueckue paboThI

IIpomedicymounwiii KoHmpoas TO pe3ylbTaTaM ceMecTpa IO JUCHMIUIMHE IMPOXOAUT B (opme
3auéTa (9K3aMeHa).

6.2. OneHoYHbBIE CPEACTBA
6.2.1. IIpuMepsbl TeCTOBBIX 3aJaHUI (CUTYaLN)
6.2.2. KoHTpOJIbHBIE BONIPOCHI /LISl IPOBEICHUs TEKYLEro KOHTPOJIsI

6.2.3. TemaTuka 3cce, pepepaToB, pe3eHTALN I
. IlonsiTHE N 0COOEHHOCTH KOH(PUAECHIIMAIBHOIO 1EI0IPOU3BOICTBA.
. CocraBieHrne HOMEHKJIATYpbl KOH(PUIEHIIUATbHBIX €.
. @opmupoBanue 1 ohopmiaeHre KOHPUIEHITUAIBHBIX JEll.
. OnepaTtuBHOE XpaHEeHHE KOHPHUICHIIMATbHBIX JJOKYMEHTOB.
. [lonroroBka KOH(UAECHIINAIBHBIX JOKYMEHTOB K apXHUBHOMY XpPaHEHHIO.
. IlopsiioK YHUYTOXKEHUs! KOH(UACHIIUATIBHBIX JOKYMEHTOB C UCTEKIIMMHU CPOKaAMH XpaHEHHUS.
. Oco0eHHOCTH KaJIpOBOM pabOThI C COTPYIHUKAMHU, 3aHATHIMU KOH(PUIEHIIUATBHBIM
JE€JI0TIPOU3BOACTBOM.

NN DN R W

6.2.4. Bonpochl K 3a4eTy MO AUCHHUIJIHHE
6.2.5. Bonpocsl Kk 3K3aMeHy 1O THCHUIIIHHE

KonduaenmmanpHOe 1e10MPOU3BOCTBO KaK COCTABHAS YaCTh YIIPABICHUYECKOUN NEITEIbHOCTH.
OTnnuust KOHPUACHIIUATHLHOTO JEIOMPOU3BOJICTBA OT OTKPBITOTO.

[Tonosxenune o moapazaeneHuu KOH(OUICHIIUATBEHOTO JSIOMPOU3BOICTRA.

ITaTHBIN cOCTaB U MITATHAS YUCICHHOCTH MOAPa3IeIeHIs KOH(PHUISHIIUATBHOTO
JIeJIONPOU3BOCTBA.

JIOMKHOCTHBIE MHCTPYKITUU paOOTHUKOB.

Oco0eHHOCTH TPYAOBBIX OTHOLICHHH ¢ paOOTHUKaMHU MOApa3IelIeHHs] KOH(DUIECHIINATIbHOTO
JIEJIONPOU3BO/ICTBA.

7. 3akoHOIATENIbHbBIE AKTHI.

el oA
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JlokanbpHBIE HOPMATUBHBIC aKThI OpraHu3alu.

9. Omnpenenenne coctaBa KOHQUICHIUATBHBIX JTOKYMEHTOB.

10. CocraBnenue, opopmieHue 1 U3aHue KOHPUICHIIMAIBHBIX TOKYMEHTOB.

11. Yyer HocuTenel KOHPUACHINATHLHOW HHPOPMAITUH.

12. Vder n3gaHHBIX KOHOUIESHIIUATBHBIX JTOKYMEHTOB.

13. Yder nocTynuBmKX KOHPUACHINATBEHBIX TOKYMEHTOB.

14. TupaxxupoBaHue KOH()HUICHIIMATBHBIX IOKYMEHTOB.

15. Tlonydenue u oTrpaBKa KOH()UICHINAIBHBIX JTOKYMEHTOB.

16. JlocTyn kK KOH(DHUICHIIMATLHBIM JOKYMEHTaM.

17. TTopsimok pabOThI UCTIONHUTENEH ¢ KOH(PHUICHIIMATHHBIMHI JOKYMEHTAMHU.

18. KoHTposb ucnosHeHUs KOH(PUICHIIMATIbHBIX JOKYMEHTOB.

19. CocraBneHre HOMEHKIATYP KOH(DUIECHITMATBHBIX JeIT.

20. ®opmupoBanue U opopMiacHUE KOH(DHUICHIIMATBHBIX JIC]I.

21. TloaroToBka KOH(HUIESHIHMAIHHBIX JOKYMEHTOB K apXUBHOMY XPaHEHHUIO.

22. TlopsioK YHUYTOXKEHUS! KOH(UACHIUAIBHBIX JOKYMEHTOB C UCTEKIIMMHU CPOKaMU XpaHEHHUS.

23. Iopsinok obOpamenns ¢ KOHQUICHINATBHBIMA JOKYMEHTaMH.

24. 3amuTa KOHGUIEHIMATBHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOI'O IOCTYTIA.

25. [IpoBepka HamU4Hsi KOHQUACHIUATBHBIX TOKYMEHTOB H JIEIL.

6.2.6. IlpumepHasi TeMaTHKa KYPCOBBIX paloT (He npedycmompeHto).
7. YYEBHO-METOAUYECKOE W HWH®OPMALMOHHOE OBECIHEYEHHUE
JUCHUIIJIMHBI (MOAYJISA)
7.1. OcHOBHas JIMTEpaTypa

1. Eropos, B. Il. KonpuaenunansHoe aenonpounsBoactso [Teker] : yue6. noc. / B. I1. Eropos, A. B.
CnunbkoB. — M. : IOpunnueckuit uncrurytr MMNTa, 2015. — 178 c.

2. Cykmnacsan, J. P. Tlpaktuueckoe nokymenroBeneHue [Tekcr]| : yueO.-mpakt. mocodue / D. P.
CyxmnacsH. - CIIG. : I[Ipodeccust, 2014. - 96 c. - (A30yka 6ubnmoreunoit npogeccun). - ISBN 978-
5-904757-67-0

3. bapanoBa, E.K. OcHoBbl nuaopmaTrku u 3amutsl nHpopmanuu [Teker] : yued. mocobue / E. K.
bapanoBa. - M. : PUOP: UHOPA-M, 2013. - 182 c. - (Beiciuee obpazoBanue: bakanaspuar). -
ISBN 978-5-369-01169-0 (M3a-Bo "PUOP"). - ISBN 978-5-16-006484-0 (31-80 "UHDOPA-M")

4. 3unoBbeBa, H.B.Opranuzanuus 1 MeTofuKka paboThl C TOKYMEHTAMH B YUPEXKJEHUSAX KYJIbTYpPbI
[Tekct] : yaeOHo-meTon. mocobue / H. b. 3unoBneBa. - Kpacunonap : KUK, 2016. - 184 c.

5. I'yryesa, T.A. Kondpunenuuansaoe nenonpousBoictso [Tekct]: yued. mocodue/ T.A T'yryesa. -
M.: Ampda-M, HUL] UH®PA-M, 2012. - 192 c.

6. Kynsies, H.H. KonduaeHumaibHoe 1€1ONPOM3BOJICTBO M  3AIIMIICHHBIA  3JIEKTPOHHBIN
noxymeHToo60poT [Tekct]: Yuebnux/ H.H. Kynses. - M.: Jloroc,2015. - 500c.

7.2. lonoJIHUTEIbLHAS JJUTEpaTypa

1. Anekcenne A.M. Opranuszanus KoH(QUACHIMATBLHOTO gokyMeHTooOopora [Tekcr] / AU,
Anekcennen// Cexpetapckoe neno. - 2000.- 1.

2. AnekcenneB A.U. IloarotoBka u u3gaHue KOH(HUIEHIIMAIBHBIX JOKYMEHTOB Ha OyMa)KHBIX

Hocutensax [Teker] / A.W. Anekcennies // Cekperapckoe aerno. - 1999. - 3.



3. AnekcenueB A.W. IlpoBepka Hamuuusi KoH(HIACHIHMAIBbHBIX HOKyMeHTOB [Tekcr] / A.W.
Anexcennes // Cekperapckoe aeno. - 2001.- 2-3.

4. AnexcenneB A.M. PexuMm xpaHeHHs KOH(HUICHIHUAIBHBIX JOKyMeHTOB [Tekcr] / A.W.
Anexcennen// Cekperapckoe neno. - 2000.- 4.

5. AnekcenueB A.M. CocraBieHne HOMEHKJIATypbl KoHpuaeHmmanbHbix gen [Tekcr] / A.W.
Anexcennen// Cekperapckoe aeno. - 2000. - 2.

6. AnekcenueB A.M. Yuer KOHpHUACHUUATbHBIX OKYMEHTOB, H3TOTOBIIIEMBIX Ha OyMa)XKHBIX
Hocurensix [Tekct] / A.W. Anekcenues// Cekperapckoe neno.- 1999. - 4.

7. AnexcenueB A.M. ®opmupoBanue u odopmieHue KoHpuaeHnuaIbHBIX aen [Tekcr] / A.W.
Anexcennes // Cekperapckoe aeno. - 2000. - 3.

8. Burtko B. C. Ilonstue ¢gopmbl npousBeacHuss B aBTopckoM mnpase [Tekct]: monorpadus/ B.C.
Butko. - Mocksa: Craryt, 2020. - 145 c.

9. BopoxeBuu A. C. 'paHuiibl U mpeaenbl OCYUIECTBICHUS aBTOPCKUX M CMEXHbIX mpas|[Tekcr] :

monorpadus / A.C. BopoxxeBuu. - Mocksa: CraryT, 2020. - 176 c.
10. BopoxeBuu A. C.Ilpenenbl ocymiecTBieHUsT M 3alIUTHl  UCKIIOYUTEIHLHOTO  TIpaBa
nateHToobnanarens [ Tekcr]: monorpadus/ A.C. Bopoxesud. - Mocksa: CraryT, 2018. - 187 c.
11. IBopeukuii A.B. IIpaBoBasi OCHOBA 3alMTHI CBEACHUI KOH(HICHIIMAIBHOTO Xapakrtepa [Tekcr] /
A.B. JIBopeukwuii // JIokyMeHT Kak COIIMOKYJBTYpHBIH (heHomeH:cO. marepuanioB 4-ii Bcepoc.
HAy4YHO-TIPAKT. KOHP. ¢ MexayHapoaHbIM yuacTtuem(r. Tomck, 29-30 okxts6ps 2009 r.) / OtB. pen.
H.C. JIapwskos. Tomck: TI'Y, 2010.C. 177-182.

12. demymkun A.C. Opranuzanus pacno3HaHus noanenok nqokymeHtoB [Tekcr]/ A.C. Jemymikun
//Cexpetapckoe neno. - 1999. - 4.

13. KumwxnukoBa A. H. Jlemonpon3BoacTBo u pexum cekpetrHoctu [Tekcer]/ A.H. KamxkaukoBa.- M.
FOctumus, 2019. - 168 c.

14. JIapskoB H.C. enonpoussoactso [Tekct]: yu. mocobue./ H.C. JlappkoB. - M.: Bocrok-3anan,
2006. - 427 c.

15. CremanoB E.A. OcHoBomonararmmue TPHUHIHUIB 3allUTl U 00paOOTKH KOH(UIEHIIMATBHBIX
nokymentoB [Tekct] / E.A. Crenanos // Jlenonpoussoactso. - 2000. - 2.

16. CrenmanoB E.A. Yuer konduaeHmanbabix qokyMeHToB [Tekcer]/ E.A. Ctenanos// Cekperapckoe
nemno- 2000. - 4

7.3. llepuoanyeckue U3IaHUusA
1. lemonpon3BoACTBO
2. CekpeTrapckoe JeNo

7.4. UHTepHeT-pecypchl
«Poccwmiickuii obpazoBatenbHbIid kBapTa» (http://www.school.edu.ru/)
[Topran «'ymanutaprnoe oopazoBanue»(http://www.humanitiens.edu.ru/index.html)

7.5. Meroanuyeckue yKa3aHusi © MaTepUAJIbI 10 BUIAM 3aHATHI
IMoaroroBka K A0KJIa1y (COOOIIEHUIO)
[TonrotoBky K [0Knangy (COOOIIEHHIO) Ha CEMHHApE-UCCIEIOBAaHUU  IeIecO00pa3sHO BECTH IO
CIIEAYIOLIEMY IIJIaHy:
* BEIOpATh MO/ KOHTPOJIEM MPENOaBaTeNs TEMY;
® O3BHAKOMHUTLBECAA C METOJUYCCKUMHU YKa3aHHUIAMU 110 JaHHOMY BOIIPOCY;
* U3YYUTH TEMY 110 0a30BBIM YUEOHHKY U Y4eOHO-METOANYECKOMY MTOCOOHUIO;
* BBIYICHUTh OCHOBHBIE UJEH OYAyIIEro BbICTYIIICHHUS;
* IPOYECTh PEKOMEHIYEMYIO 10 JAHHOU TEME JIUTEPATYPY;
* COCTaBUTH IIJIaH JOKJIa/1a WM COOOIEHUS;
¢ BBIFIBUTH KIIFOYCBBIC TCPMHHBI TCMbBI U JaThb UX OHNPCACICHUC C MOMOIILIO CHOBapeﬁ, CIIpaBOYHHKOB,
SHIIUKJIOTICTHIA
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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

* COCTaBUTb TE€3HUCHI BBICTYIUICHNUS;

* momoOpaTh MPUMEPHl M WUIIOCTPATHBHBIA MaTepHall; MO0 MHOTUM TeMaM JIOKJIaJ yMECTHO
COMPOBOXKIATh MOKa30M npe3eHTanuii Power Point;

* IOATOTOBUTH TEKCT JOKJIaaa (COOOIeHus);

* IPOKOHCYJITUPOBATHCA, IPU HEOOXOIUMOCTH, C MPENOIaBaATEIIEM;

* OTPENETUPOBATH BRICTYIJICHUE (HAIpUMeEp, IIepel TOBAPUIIIEM MO TPYIIIE).

PexoMenyeMasi poA0IKUTENBHOCT TOK/IA/la Ha CEeMUHAPCKOM 3aHaTuu coctapisieT 10 munyt. [locne
BBICTYIUICHHS JIOKJIATYUKA MPEIyCMaTPUBACTCS BPpEMsl JUIsl €r0 OTBETOB HA BOMPOCHI ayIUTOPUU U JJIS
pe3toMe IpenoaBaTens

7.6. IIporpaMmmHoOe obecrieyeHue
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, TapaHnt
5. KoncynpTanr +
6

Cucrema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIHEYEHUE JUCHUIIJIMHBI (MO YJISA)

I[Ipn peanmzamuu  mporpammbl  qUucHUIUIMHB  «KoH(uIeHIMAIEHOE — 1EI0MPOU3BOICTBOY
UCTOJB3YIOTCA  pa3jMyHble 00pa3oBaTeibHbIE TEXHOJOTHH, HalpaBleHHble Ha (OPMHPOBAHUE
3asBJICHHBIX KOMIIETCHIMU. B ayauTOpHyr Harpy3Ky BXOJIAT JICKIIMOHHBIE, CEMHUHApCKHE U
na0opaTOpHbIE 3aHATHUS, a TAKXKE Pa3IUUHbIe (POPMBI KOHTPOJISL.

CamocrosiTenbHass pa0oTa CTYJIEHTOB IOJIpa3yMeBAaeT BBINOJHEHHE J1a00paTOPHBIX 3aJaHUM,
MOJITOTOBKY K CEMHMHApPCKUM 3aHATUSAM; CaMOCTOSITENbHYIO paboTy — B KOMIBIOTEPHOM Kilacce M
6ubnnorexke. OHa HalpaBlIeHa Ha 3aKperieHue U yriayOieHne 3HaHUi, MOTyYeHHbIX B X0/I€ ayIMTOPHBIX
3aHATHUH.

OneHka 3HaHUM NpeACTaBiIsAeT cOO0M COBOKYIMHOCTh Pa3IMYHbIX MOKa3areiaed paboThl CTyJI€HTa B
TEUeHHEe BCEro rnpoiiecca 00y4yeHus.
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JlonoJiHeHNsI U U3MEHEHUS
K pado4eil nporpaMmme y4eOHOM IUCHUIIMHBI (MOIYJIs1)

Ha 20__ -20__ y4.roxg

B pabouyto mporpaMMmy y4eOHOM IUCHUIUIMHBI BHOCATCS CIEIYIOIINE N3MEHEHUS:

JlononHeHus 1 u3MeHeHus K pabouelt mporpaMMe paccCMOTPEHbI U PEKOMEHI0BaHbl Ha 3ace/laHUH
Kadenpsl

(HauMeHOBaHUE)
[TpoTokon Ne OT« __ » 20 1.
Ucnonaurens(u):
/ / /
(1OMKHOCTD) (monmucek) (®.1.0.)
(mara)
/ / /
(TOKHOCTB) (moamuch) (®.1N.0.)
(mara)
3aBeayronuii kadenpoit
/ / /
(HanMeHoBaHUE Kadeapsl) (moamuce) (®.1.0.)

(nata)
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