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1. HEJIM 1 3AJAYN OCBOEHUSA JUCIHUIIJIMHBI

Iean ocBoOeHUS TUCIUIUIMHBI (MOJTYJIS):
- MPUOOpPETEHUE CTYJACHTAMH TEOPETUUYECKUX W MPAKTUUYECKUX 3HAHWUU B BOIPOCAX
JIOKYMEHTHPOBAHUS YIIPABICHUECKON NEITCIHPHOCTH B YUPEKICHHSAX OOpa3oBaHUA U
KYJIbTYPHI.

3agaun:

- ToapoOHO pPacCMOTPETh IIPOIEecC JAOKYMEHTOOOOpoTa roCyJIapCTBEHHBIX
opraHuzanuii cepsl 00pa30BaHUs U KyJIbTYPhI, BKIFOUAIOIINI COBPEMEHHBIC TPEOOBAHUS
K COCTaBJICHUIO U O()OPMIICHUIO YIPaBICHYECKUX (OpraHU3aIMOHHO-PACTIOPSIUTEIIHHBIX )
JTOKyMEHTOB, JBIDKCHHE IOKYMEHTOB, MX 0OpabOTKa ¢ MOMEHTa TMOJYYCHHUS WA
CO3/IaHUs /10 3aBEPIICHUS HCIOJHEHHMS, OTIpPaBKa aJpecary, KOHTPOJb HUCHOJHEHHUS M
claya Ha XpaHEHHE, a TaK K€ OCOOCHHOCTH pPabOThl C KaJApOBBIMH JOKYMEHTAMH B
OpraHU3aIrsIX 00pa30BaHUs U KYJIbTYpPHI.

2. MECTO JUCHMIIVIMHBI B CTPYKTYPE OIIOII BO

[Iporpamma  y4yeOHOM  AUCHMIUIMHBI  «JlOKyMEHTAIlMOHHOE  oOecleueHue
yupexaeHuil cepbl 00pa3zoBaHus U KYyJbTYpbD» siBIsieTcs coctaBHOM yacThio OIIOLII,
obecneunBaronieit peanmzanuio OI'OC.

[TockonpKy nmaHHas yd4eOHas NUCHIUILIMHA HampaBieHa Ha (HOPMHUPOBAHHE Y
CTYJICHTOB TEOPETHYCCKUX 3HAHWA M TMPAKTHYECKHX MPO(eCCHOHATBHBIX YMEHHUH, I10
HampaBjaeHuio moaroToBkn 46.03.02 JlokyMeHTOBeIEeHHE M apXUBOBEICHUE, KYypPC
ommpaercs Ha ToNOkKeHUs «JokymeHnToBeaeHus», «OpraHm3anmus W TEXHOJIOTHS
JOKYMEHTAITMOHHOTO O0ECIICUEHUS YIIPABICHUI» W CITY)KHT TCOPETUICCKON OCHOBOM IS
M3Y4dCHUS JpYyrux auciuiimH. Kypc maer 3HaHHWE CYNIHOCTH JIEJIONPOM3BOJICTBA
HEroCyJapCTBEHHBIX OPraHU3allUN, YTO UCIIOJIB3YETCS B TIOCISAYIOMIMX JUCITUTUTHHAX.

3. TPEBOBAHMSI K PE3VJIbLTATAM OCBOEHUSI COJIEPKAHUS
T CTUTIIAHBI

[Tpouecc wu3ydeHHs] AMCUMIUIMHBI HampaBieH Ha (HOPMHUPOBAHHE HIIEMEHTOB
cieayromux koMnereHuMd B cooTrBeTcTBHM ¢ PI'OC BO mo maHHOMY HampaBJIEHUIO
MOATOTOBKH (CIEUATBHOCTH):

0) npogeccuonanbubix (ITK)

[1K-1 CocraBnenue u opopMiieHUE yrpaBIeHYECKON JOKYMEHTALINH;

[IK-2 Opranuzanus paboThl C JOKYMEHTaMHU B YCJIOBHUSIX TPAJULIUOHHOTO H
AIIEKTPOHHOIO JJOKYMEHTOO0O0pOTa,;

B PE3YJIbTATC OCBOCHUA AUCHUIIIINHBI 06yqa}0mﬂecsl JOJIDKHBI.

3Hamb: OCOOCHHOCTM W METOAMYECKHE OCHOBBI JOKYMEHTHpPOBaHHS B cdepe
oOpa3oBaHusi, KyJIbTYphl CIECIHAIBHYIO OTpPACIEBYI0 TEPMHUHOJIOTHIO, OCOOCHHOCTH

COCTABJICHUA H O(l)OpMJ'ICHI/Iﬂ I(OI(yMeHTOB OTpacCjICBbIX CHCTCM I[OKYMGHTI/IpOBaHI/Iﬂ,
4



OpPraHM3alHI0 OTPACIEBBIX JOKYMEHTOB B KOMIUIEKCHI M IPUHLMIIBI ONPEAEICHUS HX
Hay4YHO-UCTOPUYECKON U MPAKTUYECKON LICHHOCTH;

yMmembp: COCTAaBJIATh OTPACIEBBIE JOKYMEHTHl B 3aBUCHMOCTM OT HAa3HA4YCHHs M
COJEp)KaHusl JIOKyMEHTa UM MECTa B OTpacieBOW cHUCTeME, O(QOpPMIIATH JTOKYMEHTHI B
COOTBETCTBUM € TPEeOOBAHMUSIMM T'OCYNApPCTBEHHBIX CTAHAAPTOB, YHU(PUIMPOBATH TEKCTHI
OTpaciIeBbIX JTOKYMEHTOB, pPa3palaThiBaTh YHU(UIUPOBAHHBIE CHUCTEMBI  OTPACIEBOU
JOKYyMEHTALUH;

é1ademyp: 3HAHUSIMHA B OOJTACTH METOJMKU TOKYMEHTHPOBAHHS, 3aKOHOJATEIbHBIX
Y HOPMAaTUBHBIX aKTOB II0 BONPOCAM YIIPABJICHUYECKOTO TPYyJa M JAEJIONPOU3BOJCTBA B
cdepe oOpazoBaHus, KyIbTypbl, OCHOBHOM Hay4HOH JIMTEPATYPHI IO KypCy.

npuoopecmu onvim OeamenbHocmu: B 00JacTH COCTaBJIEHUS U aHauu3a
YIpaBIEHYECKUX JOKYMEHTOB, METO/I0B COBEPIIICHCTBOBAHUS JOKYMEHTOO0OpOTa B chepe
00pa3oBaHUs U KYJIbTYpHI.

4. CTPYKTYPA U COAEP)KAHUE JUCIUIIJIMHbI

4.1. CTpyKTypa QM CUMILIHHBI

OO6mr1ast TpyT0€MKOCTh TUCITUATIINHBI cOocTaBisieT 3 3adeTHBIX eauHwuI] (108guacon).

Bunet yueGHoI paboThl, DopmBbI TEKYLIETO
§ BKJIFOYAst KOHTPOJIS
NO o § CaI\gOCTO}ITeJIBHYIO ycneBai:)Mocm (no
0 Paszen S| 3 paboTy CTyIEeHTOB HeoeAM
1/ =R U TPYJIOEMKOCTH (B cemecmpa)
JVCIIATUTHHEI o | g
n O S yacax) dopma
£ JI 113 n Cp IIPOMEXYTOUHOU
3 aTTeCcTaIuu (no
cemecmpam)
1 Bsenenne 8 2 6
2 | Knmaccudukanus — ydpexjaeHuii | 8 2 6
cdepsl o0Opa3oBaHUs U
KYJIBTYPBI
3 | HopmaTuBHO-nipaBoBas 6a3a 8 2 2 6
yapexaeHui 00pa3oBaHus U
KYJIbTYpPbI
4 | OpraHu3amnuoHHO 8 2 2 6
pacropsauTeIbHbIe
JIOKYMEHTBIYUYPEKICHAN
00pa30oBaHMs U KYJIbTYPHI
5 | JIokyMeHTBI 1O ydeTy KajapoB | 8 2 6 6
yUpexXIeHUH oOpa3oBaHUs U
KYJIBTYPbI
6 | [IpaBwia cocTaBieHUs U 8 2 2 8
oopmIIeHHs JOBEPEHHOCTH
7 | IlpaBuna COCTaBJICHUS n| 8 2 2 8
oopmiieHus 1oropopa




8 | YcraBHBIE TOKYMEHTHI My3eeB, | 8 2 2 8
6u0IMOTEK, KITyOOB, KO U JP.
9 | dunaHCcOBBIE, XO3SHCTBEHHEBIE, | 8 2 2 8
UCKOBBIC 3asBIICHHUS MY3€eB,
OuOJIMOTEK, KITyOOB, IITKOJI M JIP
10 | YopaBneHueckue  JOKYMEHTHI | 8 2 2 8
My3eeB, OHOJHMOTEK, KIyOOB,
HIKOJ U AP
UTOTO 20 20 68 3auer
Jna O30
Bunel yue6Hol paboThI, DOpMBI TEKYILETO
g BKJIIOUast KOHTPOJIS
ol 8 CaMOCTOSITENIbHYIO yCIIEBaEMOCTH (10
Ne Paszen % z paboTy CTYIECHTOB Heoensim
n/ =0 U TPYZLOEMKOCTH (B cemecmpa)
JUCITUTUTAHBI o |
1| O | o yacax) dopma
E J m | u cCp MPOMEKYTOUYHOM
3 aTTeCTaIuu (1o
cemecmpam)
1 Beenenue 1 10
2 | Knaccudukanus  yupexaeHui 1 10
chepsol o0pazoBaHus u
KYJIBTYpPbI
3 | HopmaTuBHO-mipaBoBas 6a3za 1 10
yUpexJIeHui o0pa3oBaHus U
KYJIBTYPBI
4 | Opranu3anuoHHO 1 10
pacropsauTenbHbIe
JIOKYMEHTBIYUYPEKICHAN
00pa3oBaHUs U KYJIbTYPBI
5 | JIoKyMeHTBl 1O Y4YeTy KaJpoB 1 10
yupexJIeHuil o0pazoBaHUS U
KYJIBTYPBI
6 | [IpaBuiia cocTaBieHus U 1 10
o opMIIEHUS TOBEPEHHOCTH
7 | IlpaBuia COCTaBJICHUS " 1 10
odopMIIeHHUS TOTOBOpa
8 | YcraBHBIE JTOKYMEHTBI MY3€EB, 1 10
O6u6IMOTEK, KIIyOOB, IITKOJ H JIP.
9 | ®uHaHCOBBIC, XO3SIMCTBEHHBIE, 1 5
WCKOBBIE 3asBIICHHS MY3€eB,
610IMOTEK, KITyOOB, IIKOJI U AP
10 | lIokyMeHTBI O  COXpaHEHUH 1 5
KOMMEPYECKOW TaillHbl MY3€EB,
610OIMoTeK, KIIyOOB, KO U AP
11 | YopaBneHueckue  JTOKyMEHTHI 4
My3eeB, OHOIMOTEK, KIyOOB,
HIKOJ ¥ AP
UTOTO 3a4yer




4.2. Temarnyeckuili IIAH OCBOCHHS JUCHHUILIAHBI

AEATEJbHOCTH M BUAbI CAMOCTOATEILHOM (BHEAYIMTOPHOM) padoThI

Mo BHIAAM Yy4eOHOH

HaumeHoBaHue Conep:kanue y4eOHOT0 MaTepHuaJa Dopmu-
pa3aesioB U TeM (TeMBl, NepeYeHb PACKPbIBaeMbIX BOIIPOCOB): O0bem | pyemble
JIEKIIMH, MPAKTHYECKHE 3aHATHS (CEMUHAPDI), yacoB/3 | Komile-
HHIUBHAYAJbHbIE 3aHATHSA, CAMOCTOSITEIbHAS padoTa .e. TeHUHMH
o0y4yaronuxcsi, Kypcopasi padora (1o Teme)
1 2 3 4
__5_ceMecTp
Pasnen 1. Beenenue
Tema 1.1. Jlexiun:OCHOBHBIE  MOHATUS  JAUCHUIUIMHBL.  Mcropus 1IK-1
Beenenue pa3BUTHA JOKYMEHTAI[MOHHOTO OO0ECleYeHUs YIpaBlICHUs 1IK-2
oTpacieBbix yupexiaenuit. CTpykTypa Kypca. Mecto kypca
cCpeld  JUCHMIUIMH  JOKYMEHTOBEQYECKOTO  LHKIIA. 2
Jlutrepatypa 1mo  kypcy.  llonarue, Muccus u
roCy/1apCTBEHHOE PYKOBOJCTBO KYJbTYypOu u
00pazoBaHHUEM.
IIpakTryeckue 3ausaTUd (CEMUHAPEL):
CamocrosTenbHas pabota: M3ydenue yuebHOro maTepuana 5
Pazpean 2. Knaccudukanus rocy1apcTBeHHbIX OpraHu3anui
Tema 2.1 Jleknmu: KynbTypa Kak oTpacib. YIpaBieHUE B KyJIbTYpE. 1IK-1
Knaccudukanms I'occoser npu [Ipesunente. CoctaB yupexxaeHuil cepsl 2 1IK-2
yUpexKaAeHu chep KynbTypsl. Kitaccudukanms yapesxxaeHuii cepsl
o0pa3zoBaHus U 00pa30BaHMsl U KYIbTYpPbI
KYJIbTYpbI [pakTryeckue 3aHATHS (CEMHHAPHI) JTOKYMEHTHPOBAHHE
MpoLeAypbl  CO3JaHUs OpraHu3anui. XapakTepUuCTUKa
KOMIUIEKCa JIOKYMEHTOB, COINPOBOXAAIOIIUX CO3/IaHue 2
opraHu3anuil.AHanM3  JIOKYMEHTOB, COIPOBOXIAIOIINX
CO3/IaHH€ OpraHU3alNH
CamocTosTenbHas pabota M3ydenue yuebHoOro matepuania 6
Pa3nen 3HopmaTuBHO-1IpaBoBasi 0a3a rocy1apCTBEHHBIX OPTaHU3AIINN.
Tema 3.1 Jlexmmum: Poccutickoe 3aKOHOIATEIIHCTBO, 2 IIK-1
HopwmartusHo- pernameHTupymoiiee chepy AITeTbHOCTH 00pa3oBaHUS U 1IK-2
npaBoBas 0a3a KynbTypbl. l'ocynapcTBeHHas  KyJAbTypHash  IOJIUTHKA.
yupexaeHuii chep HopmaTuBHO-MHCTPYKTUBHBIE JIOKYMEHTHI,
oOpa3oBaHUs U pernameHTupymomue chepy o0pazoBaHus U KyJIbTYpbl
KYJIbTYpbI [IpakTUueckune 3aHATUS (ceMuHapbI): MpaBoBas
pernamMeHTanusi  JIeJIONpPOU3BOJICTBA  T'OCYIAapPCTBEHHBIX 2
OpraHu3aluim.
CamocrosTensHas pabora M3yuenne yueOHOTO MaTepuaia
['ocynpapcTBeHHast KylnbTypHas MOJIUTHKA 6
Tema 3.2. Jlekmmu: OOmMe TMONOKEHUST HHCTPYKIUH. OpraHu3anus | 2 IIK-1
WNucrpykuus no pa3paboTKu MPOEeKTa HOMEHKJIATyphl jaen. OpraHuzanus 1IK-2
JIEIOTIPON3BOJICTBY | pa3paboTku mpoekToB Tabens ¢hopM JOKYMEHTOB U allbOoma




roCyJ1apCTBEHHOM
OpraHH3aIliH:
(hyHKIIMOHATILHOE
Ha3HAYCHUE U
0COOEHHOCTH
pa3paboTku

dbopm gokymeHToB. OpraHuzainus JTOKyMEHTOOOOpOTa.
TpeboBanusi K TMOATOTOBKE MPOEKTOB  JTOKYMEHTOB.
OpraHu3anuss ~ KOHTpPOJII ~ HCIIOJHEHHS  JIOKyMEHTOB.

Opranu3anuss XpaHeHHS JOKYMEHTOB: (OpMHUpPOBaHHE U
oopmieHune Jen, 3aKOHYEHHBIX JIEJIONPOU3BOJCTBOM;
MOPSIOK  OOpamieHust C JTOKyMEHTaMH, COCTOAIIUMH Ha
OIEpaTMBHOM XPAaHEHMHU; IIOATOTOBKA JIOKYMEHTOB K
rmepefade B apXMB KOMIIAHMM; DKCIEPTH3a LIEHHOCTH
JOKYMEHTOB; Tlepejadya U IIPUEM JOKYMEHTOB Ha XpaHEHHUE B
apX¥B; MOPSAIOK OOpAICHHS C TOKYMEHTaMH,

COCTOSIIIMMU Ha XPAaHEHUM B apXWBE; IOPSAOK Ieperadu
JOKYMEHTOB Ha IIOCTOSIHHOE XPaHEHHUE.

IIpakTHyeckue 3aHATUA (cemuHap):
CUTYAllMOHHBIX 3a/1a4 M0 pa3pabOTKe HHCTPYKIIUU

pelieHue

CamocrosTenbHas pabora M3ydenue yuebHoro matepuana

2

6

Paznen 40pranuzanu

OHHO PacMOPsAAUTENbHbIE JOKYMEHTBI OpraHu3anuii cepsl 00pa3oBaHUs

U KYJIbTYpPBI

Tema 4.1. Jlexuuu:CocTtaBnenue ycraBa opranusamnuu. llomoxenue o 5 1IK-1
noapazaenenuu. lllratHoe pacnucanue. PacnopsaurenpHele 1IK-2
OpraHu3alHOHHO JOKYMEHTBI TOCYJaPCTBEHHBIX OpPraHU3alUN.
PacTIOpAMTENRHEIC | TTpakTHueckne 3aHATHs (ceMuHapbl). J[OKyMeHTalnoOHHOE
AOKYMCHTBI obecrniedeHue 1o 0 0 i | 2
JrOTOBKU Y NPOBENEHUS OOLIMX COOpaHUM.
TOCYyIapCTBCHHBIX JIOKyMEHTHPOBAHUE IEATEIBHOCTH aIllapaTa yIpaBJICHHUs.
OpraHM3aLMH CamocrosrenbHas pabota M3ydenue yuebHoro matepuania 6
Tema 4.2. Jlekiuu:JIoKyMEHTUpPOBaHKE OpraHU3aIMOHHO- | 2 1IK-1
JlokyMeHTUpoBaHue | XO3MCTBEHHOM AEATEIbHOCTU YUpeKIeHUI oOpa3oBaHUs U 11IK-2
OpraHU3alOHHO- KynbTypbl. JluneHsupoBaHue B cdepe KyIbTypsl U
XO035IIICTBEHHOMN 00pa3oBaHUs 2
JESTEIIbHOCTH IIpakTHyeckue 3aHATHUA (CEMMHApbl): AHaIU3 JTOKyMEHTOB
YUPEXKICHUN OpPraHu3alMOHHO-X035IHCTBEHHON IesITeIbHOCTH
o0pa3oBaHUs U | yupexJIeHUH KyJIbTypbl U 00pa30BaHMsI 6
KYJIBTYPBI CamocrostenbHas pabora: M3yuenue yueOHOro Matepuaia
Paspea S. JIOKYMEHTBI 10 Y4ETY KaJpOB B TOCYJapCTBEHHBIX OpraHU3alUsiX.
Tema 5.1. Jlexuuu: TpynoBoe 3aKOHOAATEIBCTBO O TBOPYECKHUX I1K-1
JIOKyMEHTBI o | paboTHUKax )51 paboTHUKax cdepbl 11IK-2
yyery  KaapoB B | oOpa3zoBanusa.CocTaBieHHE TPYAOBOTO JI0TOBOpA.
YUPEXKIECHUAX OdopmieHne TUYHON KapTOUKU COTPYAHHKA.
o0Opa3oBaHUs U | IIpakTrueckue 3aHATHs (CEMUHAPEIL): PEIICHNE
KYJbTYpBHI. CUTYallMOHHBIX 3a/1a4.
CamocrositenbHas pabora M3yuenue yueOHOTO Marepuaia
IIpakTHyeckue 3aHATUS (CEeMUHAPbI): pelieHue
CUTYAIlMOHHBIX 3a/1a4 8
Pazgen 7.I1paBuna cocraBienus 1 opopMIIEHHS JOTOBOPA.
Tema 7.1. Jlekumu: OOme mnpaBuiaa COCTaBIEHUS U o(opMIeHHUs IIK-1
[TpaBuna noroBopoB. Buasl goroBopoB. JloroBop apenasl. JloroBop 1IK-2
COCTaBJICHUSU nopyudeHus. JloroBop mnocraBku. TumoBoil 1porosop o
oopmIIeHUS MOJTHOM MaTepUaIbHON OTBETCTBEHHOCTH.
JI0TOBOpA. IIpakTHyeckue 3aHATUs (CEMHHAp): pelIeHUe




CUTYAIIMOHHBIX 3a71a4

CamocrogrenbHas pabora: M3ydyeHne yueGHOro Marepuasia 8

Pa3nen 8. JIokyMEHTBI 110 y4€Ty OCHOBHBIX CPEJCTB U MaTEPUAJIOB
Tema 8.1. Jlexuyu: IlnanupoBaHWe M OTYETHOCTH B YUPEKICHHSX 1IK-1
JIOKyMEHTBI oOpa3zoBanus W KyabTypbl. ['oczamanue. CTaTOTYETHOCTS. 1IK-2
[JIAHUPOBAHUS, Axtel. Haknannele. Kaprouku ydera. Ilmaraele yciyru B
ydera U OTYETHOCTH | YUPEKICHHIX 00pa30BaHUs U KYJIbTYphl 2
B yupexacHusIX | ITpakTudyeckue 3aaanus (CEMUHAp): penieHue 2
06pa30BaHHH H | cuTyallMOHHBIX 3a7a4 6
KYyJIbTYypbI CamocrosTenbHas pabora: M3yuenne yaeOHOro MaTepuaia
Pa3znen 9./lokyMEeHTBI O COXpaHEHUH KOMMEPUYECKON TalHbI
Tema 9.1 Jleknuu:IlonssTue  kommepuecko — TaiiHbel.  IlepeueHb 2 1IK-1
JIOKyMEHTBI 0 | cBeleHHI, KOTOpPBIE HE MOTYT COCTaBIATH KOMMEPYECKYIO 1IK-2
COXpaHEHU!U TaiiHy. IlepedyeHb cBeneHMil, KOTOPbIE MOTYT COCTaBJISTh
KOMMEpPUYECKOI KOMMepuecKyro TaiiHy. OO0s3aTeIbcTBO O HepasrialleHuu
TalHbI KOMMepuecKkor TaiHbl. [lopsmok paOoOThI ¢ JTOKyMEHTaMH,

HECYLIMMU KOMMEPYECKYIO TaliHYy.

[IpakTrveckue 3ajaHus (CeMHHAp): 3aKOHOAATEICTBO PD 0

KoMMepueckoi Taiine.llpaBa oOiamarens KoMMepYeCKOH

TaiiHbL. Y TPO3BI KOMMEpYECKOU taiine.CBenieHus, 2

OTHOCSIIMECS K  KoMmMmepueckod  TaitHe.OcoOeHHOCTH

OrpaHUYEHUS I0CTYIIa K KOMMEPUYECKOI TalHe.

CamocrosTenbHas pabota: M3ydenue yuebHoro matepuana
ITpumepHas TemMaTuka KypcoBoi pabOThI Hem
CamocTosiTenbHast paboTta o0yJaronuxcs HajJ KypcoBoi paboToi
Buj uToroBoro KOHTpoOIA (3a4eT, 3K3aMeH, TU(PepeHInpOBaHHbIN 3a4eT) OK3amen
BCEI'O: 108

5.0BPA3OBATEJIBHBIE TEXHOJIOTUHA

B cootBerctBun ¢ TtpedoBaHusmMu PI'OC BO no HanmpaBieHUIO MNOATOTOBKH
«JlOKyMEHTOBEIECHHE W AapXUBOBEACHUE)» peAN3alrs KOMIIETEHTHOCTHOTO MOJAXO0Aa
MpeaycMaTpuBaeT IIMPOKOE MCIOJIb30BAHME B YYEOHOM MpOLECCE AaKTUBHBIX U
MHTEPaKTUBHBIX (POPM MPOBEACHHUS 3aHATUH.
CrpykTypa U coaep:kaHue Kypca MNpPEANoJaralroT aKTUBHYIO HHTEIUIEKTYAJIBHYIO H
KOMMYHHMKATUBHYIO JAESITEIBbHOCTh CTYAEHTOB. Kypc BBICTpOEH TakuM 0Opa3oMm, 4TOOBI
o0ecneunTh pa3BUTHE COOTBETCTBYIOIIUX MPO(ECCHOHATBHBIX KayeCTB Yy CTYJIEHTOB.
Kypc nekuwii, cemMuHapCcKkhe€ W NPAKTUYECKHUE 3aHATHS OTJIMYAKOTCA YCTAHOBKOW Ha
CO3/IaHHE€ TMAPTHEPCKUX OTHOLICHHWM, YTO HAaXOJUT OTPAKEHHE B METOAAX OOYyYEeHHs.
[IpropUTeTHBIME MeETOJaMU OOYYEHHs SIBISIOTCA aKmMueHvle Memoobl, TIE TIaBHOE
BHUMaHUE YJeNsIeTCs MPaKTHYeCKOH oTpaboTKe 3HaHUN, YMEHUH 1 HaBBIKOB.




ﬂeKI/;I/lOHHble sarAmus NpeanojgararoT nmpeABapuTCIbHYO ITOATIOTOBKY, CBA3AHHYIO C
OCMBICJICHUEM 3aiaBJICHHBIX HpO6JI€M, N HC HCKIKYAKT JUAJIOTHYCCKOI'O O6H_ICHI/I}I
CTYACHTOB C IIPCIIOAABATCIICM.

Ha cemunapckux sarnAamuAx HUCIOJBb3YIOTCA COBPCMCHHBIC MCTO/bBI O6y‘I€HI/ISI -
ACIIOBBLIC UIPBI, MI/IHI/I-KOH(I)epeHHI/II/I, AUCKYCCHH, ITO3BOJIANOIINC 130eKaTh IaCCUBHOIO
BOCIIpUATHA I/IH(l)OpMaHI/II/I N MaKCHMMAJIbHO HCIIOJIB30BATh TBOp‘IGCKHfI IIOTCHIO M AJI
CTYACHTOB.

6 OHEHOYHBIE CPEACTBA JJIsI TEKYHEIO KOHTPOJISI
YCIIEBAEMOCTHU U TIPOMEXYTOYHOU ATTECTALIUN

6.1. KoHTpOJIb OCBOCHUS TUCUUIIJINHBI

KoHTpoJIb OCBOEHUS AMCHMILUIMHBI IPOU3BOJUTCS B COOTBETCTBUU ¢ [lonoxeHnuem o
MPOBEICHUH TEKYLIEro KOHTPOJS YCIEBAEMOCTH W NPOMEKYTOYHOM arTecTauuu
CTYZCHTOB OI'bOY BO «KpacHogapckuit rOCyJ1apCTBEHHBIN UHCTUTYT
KyJabTypbi».IlporpaMMoli IHCHMIUIMHBI B LENAX MPOBEPKH MPOYHOCTU YCBOCHHS
Marepuaa npeayCMaTpruBaeTCs MPOBEACHUE PA3TUYHBIX (POPM KOHTPOJIS.

Texywuti KOHMpPOILYCNIEBAEMOCTH CTYACHTOB M0 JAWCHUIUIMHE MPOU3BOAUTCS B
cieayrmux ¢popmax:

- OLIEHKH, BBICTABIIEMBIC CTYJEHTAM Ha CEMHHApax 3a OTBETHl Ha BONIPOCHI,
coJiep Kallrecs B INIAHAX CEMUHAPCKUX U MPAKTUYECKUX 3aHATUM.

Pybeosicnviti  konmponv TpenycMaTpuBaeT OLEHKY 3HAaHUM, YMEHMH W HaBBIKOB
CTYJEHTOB II0 NPONJACHHOMY MaTepuady MO JAaHHOW JHCLUILIMHE HAa OCHOBE TEKYIIHX
OLICHOK, ITOJIyYEHHBIX UMHU Ha 3aHATUAX 3a Bce BUABI paboT. B xone pyOeXHOro KOHTpOJIs
MCIIOJIb3YIOTCS CEAYIOIINE METOAbl OLIEHKU 3HAHUIA:

e YCTHBIE OTBET;

e TPAKTUYECKHE PAOOTHI;

IIpomesrxcymounwiii KOHmMpoOb O pe3yJbTaTaM CeMecTpa Mo AUCLUILIMHE IPOXOAMT B
dhopme 3auéra (9K3aMeHa).

6.2. OueHouyHbIe cpeacTBa

6.2.1. [Ipumepsbl TECTOBBIX 3aaHuil (CHUTYyaIUIi)
IMpakTuyeckoe 3ansitue Ne 1
TpeboBanus K COCTaBICHUIO B O(OPMIICHHIO TOKYMEHTOB TOCY/IapCTBEHHON OpraHM3aIl|H.
[lenb — 03HaKOMUTBCS C MpaBUIaMH 0(OPMIICHUS TOKYMEHTOB.
IIpakTuyeckoe 3ansitue Ne 2
Cocrasiienne 1 ohopMIICHUE OPTaHU3aMOHHBIX IOKYMEHTOB.
[lenb — O3HAKOMHTHCSI C OCHOBHBIMU BHJIaMU OPTaHU3AIIMOHHBIX JOKYMEHTOB U OCOOEHHOCTSMU
U3 COCTABJICHUSI.
IIpakTuyeckoe 3ansitue Ne 3
OdopmiieHre MpUKa3oB, PaCIOPSHKEHUN YKa3aHHH, IIPOTOKOJIOB.
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[lenb — Hay4UTHCS COCTABIATH TEKCT M OQOPMIISTH PACTIOPSIUTEILHBIE TOKYMEHTHI.
IIpakTnyeckoe 3ansTue Ne 4

JIndHbIe JOKYMEHTHI IO MIEPCOHATTY.

Ilens — BBIpabOTaTh HABBIKK COCTABIICHUS JIUYHBIX JOKYMEHTOB.

IIpakTnyeckoe 3ansaTue Ne 5.

CocraBnenue 0OpMIICHHE OCHOBHBIX JOKYMEHTOB TI0 TIWYHOMY COCTaBY.

[{enb — U3yYUTH COCTaB M OCOOEHHOCTH OCHOBHBIX JOKYMEHTOB I10 JITYHOMY COCTaBY.
IIpakTnyeckoe 3ansiTue Ne 6

Cocrasiienue u ohopMIICHUE TOBEPEHHOCTH.

[lens — Hay4IUTHCS COCTABIIATH JIOBEPEHHOCTH.

IIpakTnyeckoe 3ansaTue Ne 7

[IpaBuna cocraBnenus ¥ opopMICHUS JOTOBOPA.

[enp — U3y4nTh OCOOEHHOCTH COCTABIICHUS JIOTOBOPA.

IIpakTnyeckoe 3ansiTue Ne 8

[ToaroToBka aKToOB, HaKJIaAHBIX, KAPTOUCK yUeTa.

[lenp — M3y4uTh 0COOEHHOCTH COCTABJICHHSI aKTa, HAKJIATHOM, KAPTOUYKH y4deTa.
IIpakTuyeckoe 3ansiTue Ne 9.

CocraBiieHre HCKOBOTO 3as1BJICHHUS.

Lenp — U3y4IuTh OCOOEHHOCTH COCTaBICHUS M O(OPMIICHHSI HICKOBOTO 3asIBIICHUS.
IIpakTuyeckoe 3ansTue Ne 10.

JIOKYMEHTBI CTPOUTEIIbHBIX HETOCYIapCTBEHHBIX OpPTraHU3aIHi.

Lenb — U3y4uTh OCOOEHHOCTH COCTABIIEHUSI CMET, aKTOB, JIOTOBOPOB.

6.2.2. KoHTpoJibHBbIE BONPOCHI /1JIsl MPOBEIEHUN TEKYIIero KOHTPOJIs
1. IMonuTtrka 1 cTpaTerusi KOMIAHWU B 00JIACTH YIPABIICHUS IOKYMEHTUPOBAHHOM
uHpopmanmeit. [lonoxenus HanmonansHoro crangapra P UCO 15489-1-2007
«YTmpaBieHrue JOKyMEHTaMm».
2. NHCcTpyKIUA 1O IETOMPOU3BOICTBY TOCYAAPCTBEHHON OpraHu3anuu: (yHKIIMOHATHEHOE
Ha3HAYEHHE U 0COOCHHOCTHU Pa3pabOTKHU.
3. YupexxaeHue u rocy1apCTBEHHAsI pErUCTPallsl YUPEXICHUN B 00J1acTh 00pa30BaHUS U
KYJIbTYPBI
4. YcraB: CTpyKTypa, pa3aebl.
5. O0mee cobpaHue: JOKYMEHTHPOBAHHUE ACATEILHOCTH.
6. Cucrema opraHn3allMOHHO-PACTIOPSIIUTENBHON JOKYMEHTAIIMN YUPEXKICHUS
oOpa3oBaHus U KyJIbTypbl. bIaHKK TOKYMEHTOB: TIpaBUiia COCTABICHUS.
7. OdbopmiieHre UCXOASIINX U BHYTPEHHUX JOKYMEHTOB (BUJIbI IOKYMEHTOB, TpeOOBaHUS
K TEKCTY U PEKBU3HUTAM).
8. Opranu3zaliioHHbIC TOKYMEHTHI (TTOJIOKEHUE, HHCTPYKIIUS, TOJPKHOCTHAS MHCTPYKIIHS,
TPYZOBOH JOTOBOP, ITATHOE paCIUCAHUE).
9. PacniopsimuTenbHble TOKYMEHTHI (IIPUKa3, PacopsbKeHUE, pelieHne, MpOTOKO,
BBITTHUCKA).
10. MadpopmManinoHHO-CIPaBOYHBIE TOKYMEHTHI (KT, CIy>KeOHasi U 00bICHUTENbHAS
3amucKa, CpaBka, MUChbMO, TeerpaMmma, Gakc).
11. 3akoHOoAaTenpHast OCHOBA XpaHEHHsI IOKYMEHTOB yUpEKIeHII 00pa3oBaHus U
KYJIbTYPHI.
13. IlpaBuna ¢popMupoBaHus A€ I Iepeaddl Ha apXUBHOE XpaHEHUE.
14. Bunet HomMenknaryp nen. OdopmiieHne HOMEHKIATYPHI eI
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6.2.3. TemaTuka 3cce, pepepaToB, npe3eHTANMI

1. Opranu3anroHHO-IIPABOBBIE (POPMBI YUPEXKIEHUN 00pa30BaHUS U KyJIbTYpPbI

2. TocynmapctBenHoe perynupoBanue JIOY B yupexiaeHusix oOpa3oBaHUS U
KYJIBTYpBI

3. PernaMeHTanus 1eATe€IbHOCTH HEKOMMEPUYECKUX OpraHu3auuil (0OIIeCTBEHHbIE U
PEJINTHO3HbIE OPTraHU3alluY, YUYPEXKACHUs, aBTOHOMHAash HEKOMMeEpYecKas OpraHu3alus,
(dhoHI, accoIMalii U COIO3bI)

4. XapakTepucTuKa KOMIUIEKCA JIOKYMEHTOB, COINPOBOXKJIAIOIIUX CO3JaHHE
HEKOMMEPYECKHUX OpraHu3aluil B cepe 00pa3oBaHUs U KYJIbTYpPbI

5. AHanu3  JOKYMEHTOB, CONPOBOXIAIOIIMX  CO3/IaHUE  HEKOMMEpPYECKOU
OpraHu3alHH

6. XapakTepHCTHKa KOMIUIEKCAa JOKYMEHTOB, MPEAOCTABIAEMbIX HOPUINYECKUM
JIMIIOM B peructpupymomuit opras. [IpaBuna cocraBnenust u ohopmieHUs

7. JIOKyMEHTHUPOBaHUE MPOLEAYPhl PETUCTPALIUH FOPUINUYECKUX JIULI.

8. JlokymMeHTalnoHHOe 00ecreueHrne MOArOTOBKY U IPOBEACHUS 001X cOOpaHuil

9. JloKyMEHTHpOBAaHUE JEATEIBHOCTH YIPABICHUS YUPEKIACHUEM OOpa3oBaHUs U
KYJbTYpPbI

10. XapakTeprucTuka OpraHoB yIpaBJIeHUs] HEKOMMEPUYECKUMHU OpraHu3alusIMU

11. AHanu3 KOMIUIEKCAa OpPraHU3aMOHHBIX U YIIPaBICHUECKUX IOKYMEHTOB

12. AHanu3 npoueayp mnpuema, NepBUYHOW 0OpabOTKHM JOKYMEHTOB, PETUCTpPALlUU
JOKYMEHTOB

13. IIpoueaypa paccCMOTPEHUS M UCTIOHEHUS JOKYMEHTOB

14. TexHoIOTHS KOHTPOJIS UCIIOJHEHUS JJOKYMEHTOB

15. CucreMaTu3anus 10KyMEHTOB, HOMEHKJIATypa JAell

16. ®opMupoBaHUEe U XpaHEHHE JIEIT

17. Opranuzanuust ”HPOPMALIMOHHO-TIOUCKOBOUM CHCTEMBI MO IOKYMEHTaM

6.2.4.Bonpochl K 3aueTy Mo JUCIHUIINHE

6.2.5. Bonnpocsl k dk3aMeHYy MO TUCHUILIMHE
OpraHu3aiioHHas JOKYMEHTALIHS.
PacniopsinurensHas JOKyMEHTaLHS.
NudopmanmoHHo-cripaBoYHas JOKYMEHTAIHSI.
JIoKyMeHTalus 1o JIMYHOMY COCTaBY.
OdopmieHne corpoBOAUTEIBHOIO TUChbMA
OdopMmieHne rapaHTUHHOTO NMHUChMa
OdopmieHne pekiiaMalliOHHOTO NMHUChMa
OdopmaeHue nmucpMa-oTBeTa
. IIpuka3 no OCHOBHOH I€ATEIBHOCTH.
10 [Ipuka3 no 1MYHOMY cOCTaBy(MHIMBUYJIbHBII,CBOIHBIN).
11. OdopmiieHre TOKIATHOM 3aMUCKU
12.0¢dopmiienne 00bICHUTETBHON 3aUCKU
13.0¢dopmienue 3asBiaeHus 0 mpruemMe Ha paboTy
14.0dopmiienue pesrome
15.Cucrembl JOKYMEHTALMK. Y HUPUIIMPOBAHHBIE CUCTEMBI IOKYMEHTALIUU.

CoNoakrwdE
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16.006mue TpeboBaHMs K TEKCTY TOKYMEHTA.

17.Tlopsinok U3M0XKEHUsI TEKCTA TOKYMEHTA.

18. 43Ik CiTy»KeOHBIX TOKYMEHTOB.

19.HopMatuBHO-ipaBoBas 0a3za JAeIONPOU3BOICTRA.

20.XapakTepucTrKa U COCTaB OpPraHU3alMIOHHO-TIPABOBBIX JOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHUIO U OPOPMIICHHUIO.

21.XapakTepucTrKa U COCTaB paclopsaIuTEIbHBIX JOKYMEHTOB: TPEOOBaHUS K
COCTaBJICHUIO U O(POPMIIEHUIO.

22.Pa3paboTka JOKYMEHTAIUH, OTPaXaloieil KOMMEPUECKYIO NeSTEIIbHOCTh
OpraHu3aIiu

23.JlokyMeHTHpOBaHue paboThI ¢ epcoHanoM. Kommieke kagapoBoi JOKyMEHTAIIHH.

24. TpynoBoii 10TOBOp: COMEpKaHUE U MOPSIOK 3aKITIOUEHUS.

25.0co0eHHOCTH JOKYMEHTUPOBAHUS TAIOB TPYAOBOH JEATEIbHOCTH paOOTHHKA:
pueM, MepeBojl, OTIYCK, KOMaHIUPOBKA, YBOJIbHEHHUE, TOOLIPEHHE,
JUCLMIUIMHAPHOE B3bICKAHUE.

26.0dopmieHre 1 BeACHUE JIMYHON KaPTOYKU U JTUYHBIX JIETI.

27 Ilporecc 3ammThl MPoPeCcCHOHANBHBIX JaHHBIX B KaJPOBOM ciryk0e.

28.0OCHOBHBIE ATarbl JOKYMEHTO000pOTA.

29.XapaKTepucTrKa JIOKYMEHTOIOTOKOB: BXOSIIasl, HCXOAIAsl, BHYTPEHHSS
JOKYMEHTAIHSI.

30.Texnomnorust paboThI C JOKYMEHTOIIOTOKAMHU.

31.0cobenHoCTH pabOoTHI C KOHGUACHITUATHHOU TOKYMEHTAITUEH.

32.CucreMatu3anus JOKYMEHTOB, UX Y4eT U 00ecledeHre COXPaHHOCTH.

33.0OcHoBHBIE TPEOOBAHMSI K OPTaHU3AINN TEKYIIETO XpaHEHUS NCTIOJTHEHHBIX
JOKYMEHTOB

34.OxcnepTr3a EeHHOCTH JOKYMEHTOB. [IpUHITUIIBI, KPUTEPUH U STAIbI € MPOBEACHHUS.

35.0Opranu3zanus padoThl CEKpeTapsi pyKOBOAUTENS U 0hUC MEHEKepa.

36.Crenudpuueckue TeXHOJIOTUH 00pabOTKH IOKYMEHTAIIUN

6.2.6. IlpumepHasi TeMaTHKA KYPCOBBIX PA0OT (ie npedycmompero).

7. YYEBHO-METOAUYECKOE n NHOOPMALIMOHHOE

OBECIIEYEHHUE JUCIHUIIJIMHBI (MOJAYJIA)

7.1. OcHOBHas JuTEpaTypa
3enruH, C.C. IIpoekThl U MPOCKTHAS NESITEIHPHOCTh B  COIMOKYJIBTYPHOU cdepe:

yaeoHnoe nocobue/ C.C.3enrun.-Kpacunomap, 2016.

3unoBbeBa, H.b. Opranuzammss u Meroauka  pabOTBHl € JIOKYMEHTaMU B

VUpEKICHUSX KyJIbTyphl: yueOHO-MeToanueckoe nocooue / H.b.3unoBreBa — KpacHonap,
2016. -183c.

7.2. lonosiHUTEILHAS JIUTEpPATYypa
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1. bacakos, M.U.[1enonpoun3BOACTBO. [[lokyMeHTaIlMOHHOE obecricueHue
ynpasienus | [Tekct] : yue6.: [CIIO]: [rpud MO] / M. U. bacakos, O.U. 3amebIrkoBa. -
14-e uzn, nepepad. - PoctoB u/]l : ®enukc, 2014. - 375 c. - (Cpennee npodeccuoHaIbHOE
obpazoBanue). - ISBN 978-5-222-23063-3

2. 'ymuna, U.A. JlokyMeHTaIlMOHHOE OO€CleueHUEe YMIPABICHHUS B COLMAIBHO-
KyJIbTYpHOM cepBuce U Typusme [Tekct] : yue6. mocobue / M. A. I'ymuna, H.A. 3aiiuesa.
- M. : Ansda-m: Uudpa-m, 2014. - 239 c. - (Bricuiee o6pa3zoBanue: 6akanaspuar). - ISBN
978-5-98281-152-3 (U3a-Bo "Ambda-m"). - ISBN 978-5-16-003439-3 (U3n-Bo "Undpa-
M")

7.3.Ilepuoanyeckue U31aHusA
«/Jlenonpon3BoICTBO»
«CekpeTapckoe JIe10»

7.4. UuTepHeT-pecypcehl
http://www.termika.ru/
http://www.top-personal.ru/
http://academy-document.narod.ru/org-proekt-met-mat/Org-proekt-uchebnoye-posobie.htm

7.5. MeToguyecKkue yKa3aHusi M MATEPHAJIbI 10 BUAAM 3aHATHI

JI1si TOATOTOBKM K 3aHSTUSIM PEKOMEHIIYEM HCIIOJIb30BaTh JJIEKTPOHHYIO 0azy
JAHHBIX [0 JIOKYMEHTOBEAEHUIO U JOKYMEHTOBEIUECKUM HCCIEIOBaHUsIM, KOTOpas
CONECPKUT  METOOUYECKHE  MaTepUalibl MO  MNOATOTOBKE K  CEMHUHAPCKHM,
MPaKTUYECKUM3AHSATHUSM, 3a4ery, pa3paboTke rioccapus, MOATOTOBKE
BUJICONIPE3EHTAIIMM, BHITIOJIHEHUIO JPYTUX 3aJ]aHUM B paMKaX caMOCTOATEIbLHON pabOTHI .
A TakKe 3JIEKTPOHHBIE SHIMKIIONEIUY IO JAEJIONPOU3BOICTBY U APXHUBOBEACHUIO
JIns caMoCTOATENbHOM pabOThl, MOJATOTOBKE MPAKTUYECKUX (CEMUHAPCKUX) 3aHSTHH,
MOATOTOBKE K TECTOBBIM HCIBITAHUSIM, a TakXke ISl HamucaHus scce, pedeparos,
Hay4YHBIX JIOKJIaJJOB PEKOMEHIYETCSI CJIeYIOIIEee:

{1 MOATOTOBKM K TIEPEUYUCICHHBIM BHAAM padOT NPEeayCMOTPEHBbI 3aJaHus,
pa3BUBAIOIME€ HABBIKM CAMOCTOSITEILHOIO aHalii3a M OCMBICICHUS MPEJI0KEHHBIX
npobisieM u TeM. [l OCBOEHUS TPEIOKEHHBIX TEM, CTYJIEHTaM HEO00X0IUMO
O03HAKOMUTBHCSI C TMPEIJIOKEHHON JuTepaTypod, BBIOpaTh HEOOXOIUMBIE MCTOYHUKH,
COCTaBUTh IUJIaH Tpexacrosiied pabotel. s pedepupoBaHUs HCTOYHHKOB CTYICHTY
HEOOXOJMMO O3HAKOMHUTHCA C TEKCTOM, CJeNaTh HEOOXOIUMbIE BBIMUCKHU, ITUTATHI,
COOTBETCTBYIOIIME TJIABHOW TMpoOJieMe WCCIEAOBaHMs, CKOMIIOHOBATh OTH IUTAThI,
mpoaymMaTh WX, HW3JIOKUTh COOCTBEHHOE BHJIEHWE CBOWMH CJIOBaMH, HaMETUTh
HEOOXOIMMBIC CBA3KH U CTPYKTYpPY Oyayiero Tekcra. PedepupoBanue nmepBouCTOYHUKOB
MPEAIOIAraeT CaMOCTOATENIbHBIE HABBIKA U3YUYEHHUS] TEKCTA, W3JI0KEHHE MPEIII0KEHHBIX
TOYEK 3pEHUs, MEePecKas, aHaau3 MPOOJEMHBIX BOMPOCOB, BHIJCICHUE IIaBHBIX HAYYHBIX
nmo3uirui aBTopoB. [l BeImosiHEHUs pedepara HEOOXOAUMO HAUYMHATH ¢ OOOCHOBAHMS
BBIOOpPA TEMBI, 3aTEM MPUBECTHU MEPEUEHb KIFOUEBBIX MOHITUN COJEpKaHUs, TUIaH PabOThI
(0 uem paboTa, KaKre BOMPOCHI BKIFOYEHBI), 3aTeM MEPEXOIUTh K (hOPMYJIUPOBKE TE3UCOB,
MPEJCTABIIAIONINX KpPAaTKOE COAEp)KaHUE KaXKJA0ro Bolpoca Tembl. Jlamee, mpuBoasTcs
CTPYKTYpUpPOBaHHBIE TE3UChl (OCHOBHBIE TPYIIMbl TE3UCOB IO pazjaenam padoThl).
CrpynnupoBaB Te3UChl (OCHOBHBIE MBbICIH), YCTAHOBUB MEXKJYy HHUMH OCHOBHBIE U
COTIOJTYMHEHHBIE CBSI3H, COCTABUTH JJOTUYECKYIO MOJIEIh COAEepKaHus padoThl (pedepara).

14


http://www.termika.ru/
http://www.top-personal.ru/
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Bo3moxHO mepBoHAaYaIbHO TTOCTPOUTH MOJIENH COACPIKAHUS PAOOTHI U OCHOBHBIX OJIOKOB
(MbICnel), a 3aTeM KaXIblii TE3UCHBIM OJIOK HAMOJHUTh CTPYKTYPHBIM KpaTKUM
coliepKaHUEM. DTO TO3BOJUT B JalibHEHIIEM pacKpbIBaTh paboTy, €€ coiaepxaHue ¢
pPa3HOM CTENEHBIO MOAPOOHOCTH.

7.6. IIporpammHoe obecrieueHmne

-cUCTEeMHBIE IporpaMMHble cpeacTa: MicrosoftWindows XP, MicrosoftVista
-CHCTEeMHBIE ITporpaMMHbIe cpeacta: MicrosoftOffice 2007 Pro, FireFox

8. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYHEHUE JUCHUIIJINHBI
MOAYJIA)
TpeOoBaHuA K MUHMMAJIbHOMY MAaTEPHAIbLHO-TEXHUYECKOMY 00eCIeYeHU 0
Peanuzanuss nporpaMmbl  IUCHMIUIMHBI TpeOyeT Haiauuusg Yy4eOHOro KaOuHeTa
«/lokyMeHTallmoOHHOE 00ECTICUeHHE YITPaBICHUS.
[Ipu 0cBOCHUU JUCHUIUIMHBI PEKOMEHIYIOTCS A0CTYI B IHTEpHET, KOMIBIOTEPHBIN Ki1acc
JUTSl TPOBEACHUS MPAKTUYECKUX 3aHSATUM.
OoOopynoBanue y4eOHOro KaduHera:
1. IlocagoudHble MecTa MO KOJUYECTBY O0YUYAIOIIUXCS.
2. Pabouee MecTo mpenoaaBaTersi.
3.  MaruurtHas nocka.
4.  HaOop Tabnuil, cxem, HarjisIHbIX TOCOOUH.
5. HopMaTuBHO-TIpaBOBBIE AKTBHI.
TexHuvyeckue cpeacTsa 00y4eHUs:
1.IlepcoHanbHble KOMITBIOTEPHI C JUIEH3MOHHBIM TMPOTPAaMMHBIM OO€CIeUeHUEM |
MH(OPMAITMOHHBIMU CIIPABOYHO-TIPABOBBIMU CUCTEMaMHU.
2.Ilepudepuiinpie yCTpOMCTBA: MYJIbTUMEIUWHBIN MPOEKTOpP, MPHUHTEPHI, CKAHEPHI,
BHEIIHUE HAKOMHUTEIN HA MATHUTHBIX U ONITHYECKUX JUCKAX.
3.Cpencta OOJBIION U MaJIOW OPraHU3allMOHHON TEXHUKU: HIpeaep, OpolIopoBaibHas
MallluHa, KapTOTeYHOe 000pYy0BaHUE, TAMUHATOP, CTEILIEP, ABIPOKOII, HyMEPATOp, pe3ax,
OCHACTKa JJI [eYaTH U IPyrue KaHIeISIPCKUE NPUHAJICKHOCTH, PACXOAHbIE MAaTEPUAIIBI.

npunodicenue 2

JlomoJiHeHUs1 U U3MEHEHUS
K pa0doueii nporpamMme y4e0HOM AMCUMILIMHBI (MO1YJIA)

Ha 20 -20_ yu4.ron

COI'JTACOBAHO:
[IpopekTop no yuebHo# padoTe
C.A. TpexOparoBa
« » 20 T
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B pa6ouyto nmporpammy y4eOHON AUCIUIUIMHBI BHOCSATCS CIACAYIOIINE U3MEHEHUS:

JlononHeHus: 1 U3MEHEHHs K paboyeil mporpaMmme pacCMOTPEHbI U PEKOMEHI0BAHBI
Ha 3acelaHuu Kadeapbl

(HaMMEeHOBaHHKE)
IIporokoi Ne OT «___ » 20 T
Ucnonautens(n):
/ / /
(IOMKHOCTB) (moxmuck) (®.1.0.) (mata)
/ / /
(OMKHOCTH) (moxmuce) (®.1.0.) (mata)
3aBenyromuii kadeapoi
/ / /
(HaumeHOBaHNE KadeIpol) (moanuck) (®.1.0.) (mara)
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