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1. EJIN 1 3AJIAYHU OCBOEHMUSA JUCIIUITJIMHBI

Lenpt0o  W3y4eHUS  AUCHUIUIMHBL  «YTpaBieHHEe  HWH(POPMAIMOHHO-KOMMYHHKATHBHBIMU
TEXHOJIOTUSIMU» SBJISETCA YCBOCHUE CTYACHTAMUA UCTUHHOM IIPUPOJBI TEOPUH U IPAKTUKH JOKYMEHTHBIX
KOMMYHHKAIMH Kak cpecTBa 3((HeKTUBHOTO OOIIEHNUS, paCIIUPEHUs] B3AUMOIIOHUMAHHSL.

3agaun:

- U3Y4YUTh HcTOpuyeckue ¢GopMbl KOMMYyHHKanuu B Poccuu, coOLManbHO-IICUXOJOTHYECKHE
OCHOBBI U MOJICJIH TIOCTPOCHHUS IEATEITHHOCTH B 00JIACTH CBSI3EH C OOIIECTBEHHOCTBIO;

- O3HAaKOMHTH CTYACHTOB CcO cepaMu NPUMEHEHHS CBA3EH C OOILIECTBEHHOCTHIO, ¢ (opMaMu
M0JIa4¥ HOBOCTHBIX MAaTEpPUAIOB, MEHEPKMEHTOM HOBOCTEH, METOJaMU BO3JCHCTBUS HA MOTPEOUTEINS
nHpopManuu;

- OOy4YUTH CPEICTBOM M METOJaM pa3pelieHusi KOH(PIUKTOB, CBSI3aHHBIX ¢ MPOGECCHOHATHLHOU
JeSITeNIbHOCTBIO;

- copMUPOBATh YMEHHUE OOOCHOBLIBATh BBIJABUHYTOE MOJIOKEHUE, YMEHHE MyOIHMYHO BBICTYIIAThH
10 TOMY WJIH UHOMY BOIIPOCY;

- MPOAHATM3UPOBATh UMUK KaK COCTABJISIFOIIYIO COBPEMEHHOM IMBHITU3AIINN;

- BBIICTIUTH MPEIMET, 00BEKT U METOJ UMHJIKEIOTUH KaK HAYKU;

- (hopmupoBaHUE Y CTYACHTOB aJCKBATHBIX TICHXOJIOTUYECKUX W HPABCTBECHHBIX KA4eCTB KaK
HEOOXOIMMBIX YCIOBUN UX MPOQPECCHOHATBHOMN JAeATEIbHOCTH;

2. MECTO JUCHHUIIJIMHBI B CTPYKTYPE OOII BO

B crpykType TymMaHMTapHOTO, COIMAIBHOIO M IKOHOMHYECKOTO LHUKJIA Tpeajaraercs ydeOHas
aucnuIuinHa "JlokymeHTHbIe KoMMyHHKauu''. Hacrosimas pabodast mporpamma 1o Kypey JUist CTyICHTOB
[0 HaIpaBJICHUIO MOJITOTOBKU 46.03.02 «JlokyMEeHTOBEIEHHE M apXHUBOBEICHHE»' COCTOUT U3
CIIeAYIOMUX pa3zaenoB: «CBs3u ¢ o0IecTBeHHOCTbIOY, «KoHpmukTonorus». Jucuumimba «YnpaBieHue
MH(POPMAIIMOHHO-KOMMYHHUKATUBHBIMU TEXHOJIOTUSIMIY ONMHUPAETCS Ha 3HAHUS, TMOJYYCHHBIE B XOJE
nzyuenus aucrumiud «Mcropusy», «llcuxonorus», «MHpopmannoHHas KynbTypa JUYHOCTH». B cBoO
ouepeb, 3HaHUS U3 Kypca MOTYT OBITh ITOJIE3HBI IPH OCBOCHUH TUCIUTUTMHBI «OQUCHBI MEHEIKMEHT.

3. TPEBOBAHUA K PE3YJBbTATAM OCBOEHUSA COAEP KAHUSA JUCIUIIJINHbI
[Iporiecc wm3ydeHWs] NUCHUILIMHBI HampaBieH Ha (OpPMHUpOBAaHHE dJIEMEHTOB CIETYIONINX

kommnereHIui B coorBeTcTBUM ¢ PI'OC BO 1no naHHOMY HamlpaBJiIeHUIO HOATOTOBKHU (CTIEUATBHOCTH):
a)npodeccuonaabubix (IIK):

- CHOCOOHOCTBIO AHAJIM3UPOBATh CUTYAIMIO Ha pPbIHKE WH(GOPMAIMOHHBIX HPOAYKTOB U YCIYT,
JaBaTh AIKCIEPTHYIO OILEHKY COBPEMEHHBIM CHCTEMaM DJJIEKTPOHHOTO JIOKYMEHTOOOOpOTa M BEICHHS
anekTporHoro apxua (I1K-6);

- BJIaJCHHEM TPUHIMIIAMH W METOJAMH CO3/IaHUS CIPABOYHO-HH()OPMAIIMOHHBIX CPEICTB K
nokymenrtam (I1K-10);

- CITOCOOHOCTBHIO COBEPIICHCTBOBATH TEXHOJIOTHH JJOKYMEHTAITMOHHOTO O0ECTICUSHHSI YIIPABICHUS U
apXMBHOTO JieNa Ha 0a3e ucnoiabp30Banus cpencts aBTomaruzanuu ([1K-15);

- BIIQJICHUEM COBPEMEHHBIMH CHCTEMaMH HWH()OPMAIMOHHOTO W TEXHUYECKOTO o00ecreueHus
JTOKYMEHTAIIMOHHOTO oOecIiedeH sl yrpaBieHus 1 yrnpasienus apxusamu ([1K-18);

B PE3YIbTATC OCBOCHUA TUCHUIIJIMHBL 06y‘{aIOH_II/ICC$I JOJIDKHBI:

3Hambv:
METOA0JIOTHIO HH(i)OpMaHI/IOHHO-aHaJ'II/ITI/IquKI/IX T@XHOJ’IOFI/II\/'I, TCOPETUUCCKUC OCHOBBI
(bOpMI/IpOBaHI/ISI I/IH(I)OpMaI_II/IOHHO-aHaJ'II/ITI/I‘{CCKOFO obecneueHust nponecca ynpaBJICHUS, OCHOBHBIC
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TEHJACHIIUA PA3BUTHS HHPOPMAIIMOHHO-AHATUTHYECKUX TEXHOJIOTUH W MPUKIATHOTO TPOrPaMMHOTO
obecrieueHus I MHTSIUICKTYaIbHOM MOAEPKKH YIIPABIECHYECKON EATETLHOCTH B TOCYIAPCTBEHHOM M
MYHUIIUIIAIEHOM YIIPaBIICHUH;

ymemu:

MPUMEHSTh HWH()OPMAMOHHO-aHAIUTUYECKUE TEXHOJIOTUM W MOJICIHpPOBaHKE, pa3padaThiBaTh
MeToAMYecKoe oOecrieueHrne Il peaau3aluu  MHOOPMAIMOHHO-aHAUTHYECKUX TEXHOJIOTHMH B
rocyJapCTBEHHOM M MYHUIIMITAIIbHOM YIIPABIICHUH;

é1a0ems:

HABBIKAMU  HUCIOJB30BaHUS  WH(OPMAINMOHHO-aHAIUTUYECKUX  TEXHOJOTHH,  METOJaMHu
dhopmanM3anuy, aHaiuu3a ¥ TPOrHO3UPOBAHUS PA3BUTHSI MPOOJIEMHBIX CUTYallMi U MPUHATHS PEIICHUHN Ha
YPOBHE rOCYJapCTBEHHOI'0 U MYHUIIUTIATBHOTO YIIPABICHUS.

4. CTPYKTYPA U COAEP KAHUE JUCHUIIJINHBI
4.1. CTpyKTypa JUCHHUIINHBI

OO01iast Tpy10eMKOCTb JAUCIMIUTMHBI COCTaBIISIeT 5 3aueTHbIX equnull (180 uacos).

<
E‘ Bunsl yaeOHOM paboTHI, DopmBbI TEKYLIETO
= g BKJII0Yasl CAMOCTOSITENIBHYIO |  KOHTPOJIS yCIIEBAeMOCTH
Q
No Paznen 2 8 paboTy CTyIEHTOB (no nedensim cemecmpa)
n/n JTUCLUIIMHBI 3 = U TPYZIOEMKOCTb (B yacax) dopma NpoMeKyTOUHOU
Q
= 7T 3 3 | Cp aTTecTaluu
n (no cemecmpam)
1 | Pazgen 1 3 2 6 64 | zauer
Teopus u ucropus
pa3BUTHSA
UH(POPMAaLMOHHO-
KOMMYHHUKATHBHBIX
TEXHOJIOTHI
2 | Pazmen 2 4 2 6 100 | sx3ameH
WNudopmannonHas
pabora B
COBPEMEHHOM
oduce
HTOI0 4 12 164 | 3auer, 3k3amMeH




4.2. TemaTn4ecKril IJIAH OCBOCHUS ITMCIHUIUIMHBI 110 BHAAM Y4eOHOM 1eATeJTbHOCTH U BUAbI
CaMOCTOSITeIbHOM (BHEeayAUTOPHOI1) padoThI

HaumeHnoBanue Copep:xaHue yueOHOro MaTepuasa ®opmu-
pa3aesioB U TeM (TemMbl, NepeYeHb PACKPbIBA€MbIX BOIPOCOB): O0bem | pyemble
JIEKI[UH, IPAKTHYECKHUe 3aHATUS (CEMHHAPBI), yacoB/ | komme-
HHIMBHUAYAJIbHbIE 3aHATHS, CAMOCTOSITEIbHAsA padoTa 3.e. TeHUHH
o0yuauuxcsi, Kypcopasi pabora (1o Teme)
1 2 3 4
Pazgen 1. Teopusi u ucropusi pa3BuTUS HHGOPMANMOHHO-KOMMYHHKATUBHBIXTEXHOJIOT Wil
Tema 1.1. Jlexuyu: Beenenue. 2
1IK-6
IIpakTryeckue 3ausaTud (CEMHUHAPEL): I1K-10
Beenenue 1IK-15
CamocTtosTenbpHas pabora: 12 1IK-18
N3ydyenue yuebHOro Marepuasa
Tema 1.2. Jlexiinu:MeToI0OIOTUYECKUE  OCHOBBI ~ MH(OPMAIIMOHHO-
Metononornyeckue | KOMMYHUKATUBHBIX TexHonoruii B JI0Y IIK-6
OCHOBBI [TpakTHyeckue 3aHATHs (CEMUHAPBHI) 11K-10
MH(POPMAIIMOHHO- [TonsiTue u cTpykTypa MUH(YOPMALIMOHHO- 2 1IK-15
KOMMYHHMKATHUBHBIX | KOMMYHUKATUBHBIX TexHonoruii B JIOY 1IK-18
texnosnorud B JIOY | Camocrostensras pabora: M3ydenue yueGHOTO MaTepraia 10
Tema 1.3. Jlekumu:DBononMA  MH(POPMAITMOHHO-KOMMYHHKATHBHBIX
OBOIIOLUS texHonoruii B JJIOY TIK-6
UH(OPMAILMOHHO- [pakTHYecKue 3aHATHS IIK-10
KOMMYHHMKaTHUBHBIX 11K-15
texnonoruii B JIOY | Camocrosrenbhas pabora M3ydenne yueOHOro Marepuaa 10 IIK-18
Tema 1.4. Jlexruu:"
Knaccudukanus ITK-6
COBPEMEHHEIX [IpakTuyeckue 3aHATHs (CEMUHAPBHI) 2 TIK-10
MH(}OPMALIOHHO- 1IK-15
KOMMYHHKATHBHBIX CamocrosrenbHas pabora: M3ydenne yuebHoro matepuana 12 7IK-18
TexHoJyoruii B J[OY
Tema 1.5 Jlexiyu: [IITpux-kKoaupoBaHUe B COBPEMEHHBIX IOKYMEHTax
HITpux-kKoaupoBaHue ITK-6
B COBPEMEHHBIX IIpakTHueckue 3ausaTs (CEMUHAPEI) T1K-10
JIOKYMEHTaX TIK-15
CamocrodrenbHas paboTa: M3ydyenue yueGHOro Marepuaia 10 17K-18
Tema 1.6 Jlexinn:Bo3MOKHOCTH ~ UCHONB30BaHUST B pabore ¢
Bo3moxHocTn JOKYMEHTaMH TEXHOJIOTUH OJOKYEHH IIK-6
UCTIONIb30BAHN B [IpakTHYecKue 3aHTHs (CEMUHAPDI) 1IK-10
paborte ¢ 2 ITK-15
AOKYMCHTAMH CamocrosrensHas pabora: M3yuenue yaeOHOro Marepuaia 1IK-18
TEXHOJIOTUU 10
OIIOKYeIH
BCEI'O: 72




Paznea 2.

Nudopmanuonnas pabora B COBpeMeHHOM o(uce

Tema 2.1 Jlektmu: OdunmanbHbIA  CaldT opraHu3anmud u padora
OdunmanbHplii CallT | BUpTYanbHOM MPUEMHON 2 1IK-6
OpTanHat 1 [IpakTuyeckue 3aHATHs (CEMUHAPBHI): [IK-10
paborta 1IK-15
BUPTYaJIbHOU - 1TK-18
- CamocrosTenbHas pabora: M3yuenue ydyeOHOro mMarepuana 14
Tema 2.2 Jlekmu:DNeKTpOHHAs To4YTa B padoTe CIEHUAIUCTOB
OnektpoHHas moura | ciyx0 JOY 1IK-6
B pabore | [IpakTuueckue 3aHATHA (CEMUHAPBI): 5 IIK-10
CHELMAINCTOB [IK-15
cyx6 IOV CamocTosrenbHas pabora M3ydenue yuebHoro matepuaia 14 1IK-18
Tema 2.3 Jlexnu: CereBasi MHTETpaLys
CerteBast uHTErpaIus 1IK-6
[IpakTuueckue 3aHATHs (ceMuHapbl)OpraHu3anus OHJIANH- 2 11K-10
KOH(EpEeHITHI 1IK-15
CamocTtosrenbHas paborta M3ydenue yuebHoro matepuania 14 1IK-18
Tema 2.4 Jlexiuu:ndopmanmonnsie pecypcbl B cetu MHTepHET B
Wudopmanronnsie | momomrs crieruanuctam ciryxxo 10Y IIK-6
pecypest B CCTH [pakTuyeckue 3aHATHS (CEMUHADDI) 2 1IK-10
HNHTepHer B momoliny 1IK-15
CIICIMANIACTAM CITYXKO CamocTosrenbHas pabora M3ydenne yaeOHOTO MaTepuaia 14 TIK-18
J0Y
Tema 2.5 Jlexiuu:  Pa3zpaboTka  JOKanbHBIX  MH(POPMAIIMOHHBIX
Pazpabotka pecypcoB ciyx0b1 JJOY 1IK-6
JIOKaJIbHBIX 11K-10
MH(OPMALIMOHHBIX 1IK-15
PECYPCOB CITYKOBI [TpakTryeckue 3aHATHs (CEMUHAPBI): 1IK-18
HOY CamocrosrtenbHas pabora M3yuenne yaeGHOro MaTepraia 16
Tema 2.6 Jlexnmu: Pabora crniennanucra cinyx0b1 IOV ¢ oTKpbITBIMU
PaOora crieranucra | JaHHBIMUA IIK-6
ciyx6sr  J10Y ¢ | [IpakTuueckue 3aHaTHS (CEMUHAPEI): T1K-10
OTKPBITBIMU CamocrodrenbHas pabora: M3ydeHne yueGHOro Marepuasia 14 TIK-15
TAHHBIMU T1K-18
Tema 2.7 Jlekimu:  Pabora  cmemmanucra  cayxOer  JIOY ¢
Pabota cniermanucra | 35eKTpOHHOM JIOKYMEHTOBETUECKOM MIEPUOIUKOM, 1IK-6
ciryx6s1 JIOY ¢ ANEKTPOHHBIMHU YHIMKJIONEAUSIMH U TOPTAIaMU 11K-10
BJIEKTPOHHOU IIpakTrueckue 3ausTs (CEMUHAPEL): 1IK-15
JOKYMEHTOBEYECKO | CamocTosTenbHas paboTa 1IK-18
1 IEPUOJIUKOM,
JIEKTPOHHBIMU 14
SHITUKJIOTICUSAMH H
MopTajamMu
Buja ntoroBoro koHTpoJs (3a4et, 3xK3aMeH, AMPpHepeHINPOBAHHbBIN 3a4eT) OK3amen
180 umozo




5. OBPA3OBATEJIBHBIE TEXHOJIOT' T

B cootBerctBuu ¢ tpeboBanussmu GI'OC BO no HanpaBieHUo NOATOTOBKU «/[oKkyMeHTOBeAeHNE U
apXMBOBEICHUE)» pealln3allusl KOMIETEHTHOCTHOTO OAX0/1a MPelyCMaTpUBAET IIMPOKOE UCIIOIb30BaHUE
B y4yeOHOM IpoIecce aKTUBHBIX U MHTEPAKTUBHBIX ()OPM MPOBEJCHUS 3aHATHIMA.

CrpykTypa M cozaepkaHue Kypca «YIpaBileHHE HMH()OPMAIMOHHO-KOMMYHUKATUBHBIMU
TEXHOJIOTHSIMHUY) MPEIIOoJIaraloT aKTUBHYIO HMHTEJUIEKTYalbHYI0 U KOMMYHHMKAaTHUBHYIO J€ATEIbHOCTH
cryaenToB. Kypc BbICTpOeH TakuM 00pa3oM, 4YTOObI O0OECHEUUTh pa3BUTHE COOTBETCTBYHOIUX
npoeCCUOHATBHBIX KayecTB y CTylneHTOB. Kypc nekuuii, ceMHHApCKUE M MPAKTUYECKHE 3aHATHUS
OTJIMYAIOTCSl YCTAaHOBKOM Ha CO3JJaHME MAPTHEPCKUX OTHOIIEHUI, YTO HaXOAUT OTPaKEHUE B METOJaX
o0yuenust. [IpuopureTHeIMu MeTOJaMU OOYUEHUS SIBISIIOTCS AKMUGHbLE MEMoObl, TAE TTIaBHOE BHUMAHUE
yJessercs IPpaKTHYeCKOW 0TpaboTKe 3HaHUH, yMEHUH U HaBBIKOB.

Jlexyuonnvie 3anamus MPEANONATalOT IPEIBAPUTEIbHYIO IOATOTOBKY, CBA3aHHYIO C OCMBICICHUEM
3asBJICHHBIX IPOOJIEM, U HE UCKIIIOYAIOT JUAIOTMYECKOro OOLIEHUs CTYACHTOB € IIPENoJaBaTeseM.

Ha cemunapckux 3anamusx HACNOIB3YIOTCS COBPEMEHHBIE METOABI OOYYEHHUs - JIEIOBBIE WUIPBI,
MUHHU-KOH(GEPEHIIMH, JUCKYCCHM, IMO3BOJISAIONIME M30€XKaTh MAaCCUBHOIO BOCHPUATUS HMHPOpMALUU U
MaKCHMaJIbHO MCII0JIb30BAaTh TBOPUYECKUI MOTEHIMAI CTYEHTOB.

6 OHEHOYHBIE CPEACTBA JUISA TEKYHIIEI'O KOHTPOJISI YCIIEBAEMOCTH U
IMPOMEXYTOYHOU ATTECTALIUA

6.1. KoHTpOJIb 0OCBOECHUS THCIUTIINHBI

KoHTpob 0CBOEHUS JUCHUIUIMHBI IPOU3BOAUTCA B COOTBETCTBUU ¢ [lonoxkeHneMm o npoBeneHun
TEKYIIEro KOHTPOJS YCIEBAEMOCTH M IPOMEXKYTOUHOM arrtectauuu cryaeHtoB DPI'BOY BO
«KpacHomapckuii rocygapCTBEHHBIM MHCTUTYT KyJbTypbl». [IporpamMmoll IUCUMIUIMHBI B LEIAX
IIPOBEPKH MPOYHOCTH YCBOEHHUS MaTepHuajga IpeAycMaTpuBaeTcs IPOBEACHUE pa3IUYHBIX (opM
KOHTPOJISL.

Texywuii KOHMpPOIb YCIEBAEMOCTH CTYJIEHTOB II0 IUCLUUIUIMHE IPOM3BOAUTCA B CIEIYIOIIHX
dhopmax:

- Ha CEMHMHAPCKHUX 3aHATHUAX HA OCHOBE OIIEHKH aKTUBHOCTH palbOThl o0ydaromuxcs, pe3ylbTaToB
TECTUPOBAHUS, BBIMOJHEHHUSI CaMOCTOSITENIbHBIX (BHEAyIUTOPHBIX) paldOT, KauecTBa MOATOTOBJIEHHBIX
JIOKJIaJIOB, 3CCE, MPE3EHTALIHM.

Pybeorcnviii konmpons npegycMaTpUBaeT OLIEHKY 3HAHHMM, YMEHUH U HaBBIKOB CTYAECHTOB I10
IIPOMJCHHOMY MaTepHajay IO JAAHHOM IUCLUUIUIMHE Ha OCHOBE TEKYIIMX OLIEHOK, IOJYYEHHBIX UMH Ha
3aHATHSX 3a BCe BUJBI paboT. B xo7€e pyOeKHOT0 KOHTPOJISI UCIIOIB3YIOTCS CIIEIYIOIINE METObI OLEHKU
3HaHUMN:

- YCTHBIE OTBETHl, NHCbMEHHbIE paboThl (pedepaThl, KOHTPOJIbHBIE), OLEHKA BBIMOIHEHUS
CaMOCTOSITENIbHON pabOThI CTYACHTOB: paboTa ¢ IEPBOMCTOUYHHKAMHU, pedepaTuBHAas.

IIpomesicymounvlii koumpons TO pe3ylbTaTaM CEMeCTpa IO JHUCLUUIUIMHE HPOXOIUT B (opme
3auéra.

6.2. Oneno4ynblie cpeaACcTBA
CamocrosiTenpHas paboTa CTYAEGHTOB MPU3BaHAa CIOCOOCTBOBATh PA3BUTHIO Y CTYAEHTOB
TBOPYECKUX HaBBIKOB, MHUIIMATUBbI, yMEHUIO OPTaHU30BaTh CBOE BPEMS.
[Ipy BBHINOJNHEHUM TIUJIAaHA CAMOCTOSITENIbHON paboOThl CTYIEHTY HEOOXOJUMO MpPOYMTATh
TEOpeTHYECKUN MaTeprall B yueOHUKaX, yUeOHBIX MOCOOUIX U MyOJUKAIIMM B IEPUOTUYECKUX U3TAaHUSX.

6.2.1. [IpuMepbI TeCTOBBIX 3a/1aHUil (CUTyaLMii)



6.2.2. KOHTpoJIbHBIE BONIPOCHI /LISl POBeIeHHsI TEKYIIEro KOHTPOJIs

1. UYro Takoe «rpsimasi» 1 «o0paTHas CBs3b B KHOEPHETUUECKOH cxeme HH(POPMALIMOHHOTO
B3aUMOJICUCTBUA?

2. KakoBa cTpykTypa HH(pOpMaIMOHHO-KOMMYHUKATUBHBIX TEXHOJIOTHI?

3. KakoBbl TpeboBaHus K MH(YOPMAIIMOHHO-KOMMYHUKATUBHBIM TEXHOJIOTUAM?

4. KakoBsl ¢pyHKIIMM HHPOPMALIMOHHO-KOMMYHUKATUBHBIX TexHosoruii B JI0Y?

5. Ha3zoBute 0CHOBHBIE BEXH B pa3BUTHH HH(OpMaoHHbIX cpeacTB? Kakue u3 Hux
HCIOJIb3YIOTCS 10 CUX IOp?

6. KakoB OCHOBHOI IPHUHIMI PacoyIoKEHUs JUTep Ha KiaBuatype? Kak oH nctopuuecku
cioxuics?

7. Kakue npaBUTEIbCTBEHHbBIE JOKYMEHTHI PErIAMEHTUPYIOT Pa3BUTHE U BHEPEHUE
MH(POPMAIIMOHHO-KOMMYHUKATUBHBIX TEXHOJIOTHI?

8. Kakue IIpodeccuonanbHble cTaHIapThl YTBEP)KICHBI B 00J1aCTH aIMUHUCTPATUBHOM 1
oUCHON AeITeTbHOCTH?

9. Kakue oHu copepxkaT KOMIETEHLMH B 00JacTH MHPOPMALIMOHHO-KOMMYHUKATUBHBIX
TEXHOJIOTUI?

10. ITo kakMM OCHOBaHMSAM JAEJIEHUS MOXKHO KiIacCu(UIMPOBATh HHPOPMALMOHHO-
KOMMYHHUKATHBHBIE TEXHOJIOTHUH?

11. Kakue nHpOopMalmOHHO-KOMMYHUKATUBHBIE TEXHOJIOTUU CUUTAIOTCS SMUCCUOHHBIMU U
YeM OHHU OTIMYAIOTCS OT aAPECHBIX?

12. Kakue 3agaun B paboTe ¢ JOKyMEHTaMU MOT'YT OBbITh peIlIeHbl C TOMOIIBIO TEXHOJIOTHUH
HITPUX-KOJUPOBaHUS?

13. KaxoBbl BO3MOKHOCTH TEXHOJOTHH OJI0KYelHA B JOKYMEHTHOU cdepe?

14. Kakne 6momerprueckue TeXHOIOTUHU MPUMEHSIOTCS B IOKYMEHTAIIMOHHOM 00eCTieueHIH
yIpaBIICHUS?

15. Kak B o(uCHOM IeATEIIBHOCTH MOXKET OBITh UCTIOb30BaHa TexHoJorus RFID?

16. B kakom ®DenepaibHOM 3aKOHE coziepKaTcs TpeOoBaHuUs K O(UIIHAIbHBIM caiiTaM OpraHoOB
TOCYJapCTBEHHOH BJIACTH U TIOABEIOMCTBEHHBIX UM YUPEKICHHUN?

17. UYro Takoe «BUpTyanbHas npueMHas»? Kak ona paboraer?

18. Kak B pabore cinyx6 JIOY ucnonszyercs snexkrporHas nmoura? Kak paboraror ¢
3JIEKTPOHHBIMU MMUCbMaMH?

19. B kakux BapuaHTax (yHKIMOHHUPYET CETEBOE B3aUMOJeiicTBre?

20. Kak cinyx0651 IOY MOryT HCII0JIB30BaTh B CBOEH paboTe colaabHble CETU?

21. Kaxk mpoBecTu onnaiiH-koH(pepeHIHo?

22. Kakoga crienuguka paboTsl KOJUI-LEHTPOB?

23. Kaxue nndopmarnrionnsie pecypcsl THTEpHET MOTYT OBITH IIOJIE3HBI B paboTe Ci1y:x0
HOV?

24, Kaxkue BJ] momkHbI BecTuch pabotHukamu ciryx6 JJOY?

25. Yrto BXOIUT B 00beM NMOHATUS «OTKPBITHIE TaHHBIE»?

26. Kakrmu HOpMaTUBHBIMU aKTaMH PETYJIUPYIOTCS OTKPBITHIE TaHHbIE B Poccuiickon
Oenepaunn?

27. Kakue criennann3upoBaHHbIe TOPTaIbl MOTYT OBITH MOJIE3HBI paboTHHUKAM ciyx0 JIOY?

28. Kak oprannzoBaTh paboTy ¢ TUIIEPCChUTKAMU U 3aKJIaJAKaMu?



6.2.3. TemaTnka pedepaToB u npe3eHTALUI

7.  YYEBHO-METOJMYECKOE W HWH®OPMALIMOHHOE OBECIEYEHUE
JUCLUILIMHBI (MOLYJIST)

7.1. OcHOBHas IUTeEpaTypa
1. Bopoxesud A. C.,. CoBpeMeHHbIE HHPOPMALMOHHBIE TEXHOJIOTUH U TIPaBo: MoHorpadus /
A.C. Bopoxesuu, E. B.3aituenko, E. E. Kupcanosa, B. A.Baiinan, B. A. Cesepun.- Mocksa: CraryT,
2019. -234 c. TekcT: HEemOoCPEACTBEHHBIH.
2. KokanoBa P.A. KommbioTepHble MHPOPMALMOHHBIE TEXHOJIOTMH B JTOKYMEHTAIMOHHOM
obecrieuennu ympasieHus. yueonoe nmocooue / P.A. Kokanosa, A.®. Knumona. - M.: KuoPyc, 2018. -
288 c. TekcT: HEmOCpeICTBEHHBIM

3. Kopnuees N.K. UudopmarimonHsie TEXHOIOTHU B padboTe ¢ qokymeHTamu: yueonunk/ M.K.
Kopmnees. - M.: IIpocanekr, 2016. - 304 c. TekcT: HEMOCPEICTBEHHBIN
4. Tpaiines U. B. Ynpasnenue pa3ButueM MHPOPMAIIMOHHBIX MEJAarorMuecKux MPOEKTOB B

MOCTUHAYCTpHAIbHOM oOmmecTBe: MoHorpadwus/ U.B. TpaiineB - Mocksa: Jlamkos u K°, 2020. - 134 c.
TekcT: HenocpeaACTBEHHbIN

7.2. JlonoiHMTEIbHAS JIUTEpPaTypa

1. @3 or 27.07.2006 N 149-®3 OO6 wundopmauyn, HHPOPMALNOHHBIX TEXHOJOTUSAX U O
3amute uHGopMammu // Pexum mocrtyma: https://base.garant.ru/12148555/ (/lara oOpaiieHus
19.04.2020) TekcrT: 37eKTPOHHBIIA.

2. Oenepanbhbiii 3akoH 0T 9 deBpans 2009 r. N 8-®d3 "OO6 obecrneueHuu 1octyna K
uHbOpMAUK O JEATEIIFHOCTH TOCYAApCTBEHHBIX OPraHOB M OPTraHOB MECTHOTO camoympaBieHus"//
Pexxum moctyma: https://base.garant.ru/194874/ (Jlata obparuenust 19.04.2020) TekcT : 3IEKTPOHHBIH.

3. @enepanbhblii 3akoH "O mnopsake paccMoTpeHusi oOpaiueHuil rpaxkiaaH Poccuiickoit
Oenepaunn" oT 02.05.2006 N 59-D3// Pexum JIOCTYyTIA:
http://www.consultant.ru/document/cons_doc LAW 59999/ (J/lata oOpamenuss 19.04.2020) Tekct :
JJIEKTPOHHBIN.

4, Oenepanpubiii 3akoH ot 7 uwoHA 2013 1. N 112-®3 "O BHeceHHMM H3MEHEHUN B
®enepanbHblif 3akoH "OO0 nHpopManuy, HHPOPMALMOHHBIX TEXHOJOTHIX U O 3aluTe WHpopManuu" U
@enepanbhblil 3akoH "OO0 obecrneueHuu JocTyna K MHQOpMAIMHU O AESITEIbHOCTH T'OCYIapCTBEHHBIX
OpraHoB M OpPraHOB MeCTHOro camoympapienus" // Pexxum mocryma: https://base.garant.ru/70393024/
(data obpamenus 19.04.2020) TekcT : 2IEKTPOHHBIN.

S. . IlocranoBnenue IlpaBurensctBa P® ot 10 umrons 2013 r. N 583 "OO obGecneuenuun
J0CTyna K OOMIeOCTYNMHOW WH(pOpMAMU O JEATETBbHOCTH TOCYIapCTBEHHBIX OPraHOB W OPTaHOB
MECTHOTO CaMOYIpaBJieHUsS B HMHPOPMALMOHHO-TEIEKOMMYHUKAIMOHHONW cetn "HHTepHer" B (opme
OTKpBITHIX MaHHBIX" // Pexxum moctyna: https://base.garant.ru/70413590/ (/lara oopamenus 19.04.2020)
TekeT : ANEeKTPOHHBIN.

6. [Toctanosnenue [1paButensctBa PO ot 28 saBaps 2002 r. N 65 "O denepanbpHOil 11e1€BOM
nporpamme "OnekrponHas Poccus (2002 - 2010 roawn)"//Pexxum noctyna:https://base.garant.ru/184120/
(Mlata obpammenus 19.04.2020)

7. [TocranoBnenne IIpaBurensctBa P ot 29 mapra 2019 1. Ne 356-24 "O BHeceHHH
n3MeHeHui B mocraHoBieHue [IpaButenscrBa Poccuiickoit denepamun ot 15 anpens 2014 r. Ne 313"/
Pexxum mocryma:https://www.garant.ru/products/ipo/prime/doc/72116572/ (Jlata obparuenus 19.04.2020)
TexcT: 351eKTpOHHBIH.

8. ITocranoBnenue IlpaBurensctBa P® Ne 584 «O6 0coOEHHOCTSX TNPUMEHEHUS
npodeccuoHalbHBIX ~ CTAaHAAPTOB B  4acTH TpeOOBaHMM, 0O0s3aTENbHBIX Il  IPUMEHEHUs
rOCyJJapCTBEHHBIMH BHEOIOKeTHBIMU (oHmamu Poccuiickoit ®enepanuu, rocyJapCTBEHHBIMH WM
MYHHULIMIAIBHBIMA ~ YUPEXKACHUSAMH, TOCYAAPCTBEHHBIMU WM MYHHUIMNAIbHBIMU  YHUTAPHBIMU
MPEANPUATHAMH, a TaKXXe IOCYJapCTBEHHBIMU KOPIOPALMSIMH, T'OCYJapCTBEHHBIMH KOMIAHUSMHU U
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https://biblioclub.ru/index.php?page=book_red&id=571922
https://biblioclub.ru/index.php?page=book_red&id=571922
https://biblioclub.ru/index.php?page=book_red&id=571922
https://biblioclub.ru/index.php?page=book_red&id=573229
https://biblioclub.ru/index.php?page=book_red&id=573229
https://base.garant.ru/12148555/
https://base.garant.ru/194874/
http://www.consultant.ru/document/cons_doc_LAW_59999/
https://base.garant.ru/70393024/
https://base.garant.ru/70413590/
https://base.garant.ru/184120/
https://www.garant.ru/products/ipo/prime/doc/72116572/

XO3SIICTBEHHBIMU OOIIIECTBAMU, OoJiee MATUACCIATH MPOICHTOB aKIUil (J0Jeil) B yCTAaBHOM KamluTale
KOTOPBIX HaXOJIUTCS B rOCyIapCTBEHHON COOCTBEHHOCTH WIN MYHUIUTATHBHON
cobctBeHHOCTHY//Pexum moctyma:  https://base.garant.ru/71431038/ ([/lata oo6pamenust 19.04.2020)
TeKCT : 2JIeKTPOHHBIM.

9. [Tocranosnenue IlpaButenscrBa P® ot 15 ampens 2014 r. Ne313 «OO6 yTBepkIeHUH
rocygapctBeHHor mporpammbl  "HMHbopmarmonHoe ob6mectBo (2011-2020 roxmel)"» //  Pexum
nocryma:https://digital.gov.ru/ru/documents/4137/ (lata oopamenus 19.04.2020) TekcT : 3ME€KTPOHHBIH.

10. [Tacopt HanmonaneHOW mporpammbl "Ludposas sxonomuka Poccuiickoit ®@enepanun’
(ytB. mpe3uaunymoMm Cogeta nipu [Ipesuaente Poccuiickoit denepamnu Mo CTpaTerudecKkoMy pa3BUTHIO U
HaIMOHAIBHBIM mpoekTaM 24 nekabps 2018 r. N 16)// Pexxum nocryna:https://base.garant.ru/72190282/
(Tata obpamienus 19.04.2020) TekcT: 2IeKTPOHHBIH.

11. JlBoeHocoBa, I'.A. buomeTpus Kak Hayka, METOJ U CIoco0 mokymeHtupoBanus / [.A.
IlBoenocoBa, M.B. JIBoenocoBa.// IemompomsBoactBo. - 2009. - N 2. - C. 57 - 61. Tekc:
HETIOCPEICTBEHHBIN

7.3. Ilepuoguyeckue U3 aHUsA
1. XKypnan «IIpecc-cimyx0a». — Pexxum mocrymna http://www.pres-service.ru
2. Xypnan «CosetHuk». — Pexxum nocryna http://www.sovetnik.ru

7.4. UnTepHeT-pecypchl
1. KoncantunroBas kommnanus «Mumk-koHTakT». — Pexxum pgoctyma http:/www.image-
contact.ru
2. MexnyHapoaublil mpecc-kiny0. — Pexxum nocryma http://www.pressclub.host.ru
3. PR-mopran Poccuiickoil acconuanuu mo cBsS3sSM C OOIIECTBEHHOCThIO. — Pexxum gocryma:
http://www.raso.ru.
4.  Ientp KOMMYHUKATUBHBIX  TexHonoru  PRomaramma -  Pexum  pocrymna
http://www.propaganda.ru
http://www.termika.ru/
http://www.top-personal.ru/
www.psychology.ru
www.sociology.net.ru

7.5. Meroan4yeckue yKa3aHusl © MaTepUAaJIbl 10 BUIAM 3aHATHI

JUis MOATOTOBKM K 3aHATUSAM PEKOMEHAYEM HCIOJb30BaTh AJIEKTPOHHYIO 0a3zy MaHHBIX IO
JOKYMEHTOBECHUI0 M JIOKYMEHTOBEIYECKHM HCCIEAOBAHUAM, KOTOpas  COJEPKHUT METOAUYECKHE
MaTepHalbl 10 MOJArOTOBKE K CEMMHAPCKUM, NMPAKTHUECKUM3AHATHUAM, 3a4eTy, pa3paboTke rioccapus,
ITOATOTOBKE BHJICONPE3CHTALNM, BBIIOJHEHUIO JAPYIMX 3aJaHUM 3aJlaHUM B PaMKaX CaMOCTOSATEIbHOU
paloThI . A TakKe 3JIEKTPOHHBIE SHIUKIIONEANH 110 AETONPOU3BOJICTBY U APXHUBOBEICHUIO
Jlis camocTOsITeNIbHON paboThl, MOJArOTOBKE MPAKTHUECKUX (CEMUHAPCKHUX) 3aHSATHH, MOATOTOBKE K
TECTOBBIM MCIIBITAaHUSAM, a TaKXKe JUI HAlMCaHUs dcce, pedepaToB, HAYUYHBIX JOKIJIAJA0B PEKOMEHIYETCs
clenymolIee:

JUis MOATrOTOBKM K TEPEYUCIICHHBIM BHJIAM paboT MpeayCMOTPEHbI 3a/laHusl, pa3BUBAIOIINE
HaBbIKM CAMOCTOSATEIBHOTO aHalli3a UM OCMBICICHHS MPEAJOKEHHBIX mpolieM u TeM. [[ns ocBoeHus
MPE/UIOKEHHBIX TeM, CTyJIE€HTaM HEOOXOJIUMO O3HAKOMHUTHCS C MPEJIOKEHHON JIMTEepaTypoid, BHIOpATh
He0oOXO0IMMbIE MCTOYHHMKH, COCTAaBUTh IJIaH mpeactodiuieil pabotsl. g pedepupoBaHus HCTOUHUKOB
CTYEHTY HEOOXOIMMO O3HAaKOMHUTBCSI C TEKCTOM, CJelaTb HEOOXOJUMbIE BBIUCKH, IIUTAaTH,
COOTBETCTBYIOIIME TJABHON mpobjemMe HCCIeI0BaHUsA, CKOMIIOHOBAaTh 3TH LIUTAThl, MPOAYMaTh UX,
U3JIOKHUTh COOCTBEHHOE BHUJECHHE CBOMMHM CJIOBaMH, HAaMETUTh HEOOXOAMMBIE CBSI3KHM U CTPYKTYpPY
Oyayuiero Ttekcra. PedepupoBaHune NEpBOMCTOYHUKOB MPENONIAraeT CaMOCTOSITEIbHBIE HaBBIKU
M3YyUYEHHs TEKCTa, U3JI0KEHUE MPEJUIOKEHHBIX TOYEK 3pEHus, epeckas, aHajau3 MpoOJIEMHBIX BOIPOCOB,
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https://base.garant.ru/72190282/
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http://www.psychology.ru/

BBIJICJICHUE TJIABHBIX HAYYHBIX MMO3UIUI aBTOpoB. J{s BhIMOIHEHUs pedepara HEOOXOIUMO HAYUHATH C
000CHOBaHHUs BBIOOpA TEMBbI, 3aTEM IMPUBECTH NEPEUEHb KIIOUEBBIX MOHITUN COAEpKaHMs, TUIaH PaboThI
(0o uwem pabora, Kakhe BOIPOCHI BKJIIOYEHBI), 3aTe€M MEPEXOJUTh K (QOPMYIUPOBKE TE3HCOB,
IPEJCTABIAIOIIMX  KpaTKoe  coJAep)KaHue  Kaxaoro Bompoca Tembl. Jlamee, npuBoasarcs
CTPYKTYpPUPOBAaHHBIE TE€3UCHI (OCHOBHBIE TPYIIIIBI TE3UCOB 10 pazjenaM padorsl). CrpynnupoBaB TE3UCHI
(OCHOBHBIE MBICIM), YCTAaHOBUB MEXKIY HHUMHM OCHOBHBIE M COIOJYUMHEHHBIE CBS3H, COCTaBUTb
JIOTHUYECKYI0 MOJIENIb coJiepskaHus paboThl (pedepara). Bo3MOKHO NepBOHAYATIBHO MOCTPOUTH MOJEIH
coZiepKaHusl pabOThl MU OCHOBHBIX OJIOKOB (MBbICIEH), a 3aTeM KaXKAblil TE3UCHBIA OJIOK HArOJHUTH
CTPYKTYPHBIM KpPAaTKHUM COJEp)KaHUEM. OTO II03BOJIMT B JajbHEHIIEM pacKpblBaTh paloTy, €€
COJIepKaHUE C Pa3HOM CTENEHbIO MOAPOOHOCTH.

7.6. IIporpaMmMuoe obecrnieuenne
Adobe Master Collection CS 6

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

1

2

3

4. Tapanr
5. Koncynbrant +
6

Cucrema [leno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUITJINHBI (MOIYJIA)

KommbroTepHbie Ki1acchl, MyJbTUMEIUIHOE 000pyI0BaHHE.

ITpaBoBas cuctema «KoncynbTtant Ilmrocy» (mim «["apant»).

J1s1 ocBOEHMSI TaHHOW JUCIUTUIMHBI HEOOXOUMO CIIEAYIOIIee TEXHUUECKOE OCHAIIICHHE:

- MYJIbTUMEAUUHBIA MPOEKTOp, MOJKIOYEHHBIH K MEpCOHAIbHOMY KOMIIBIOTEPY B JIOKAJIbHOU
ceTH (pabouee MECTO IpenoAaBaress U paboyee MECTO /7S IEMOHCTPALUU IPE3EHTALUN CTYIEHTaMH ),

- pabouue CTaHIMU JJIs CTYIEHTOB - IME€PCOHAJIBbHBIC KOMIIBIOTEPHI C MPOLIECCOPOM HE HHUXKeE
Pentium 4 u onepaTtuBHO# namsaTeio He MeHee 3 Gb,

- GPS naBurarop c¢ pyccuuuupoBaHHON kapToil Poccuu ¢ aBTOHOMHBIM NMUTAaHUEM M Pa3MepoOM
dKpaHa He MeHee 4 TI0HMOB, HHTEPHET-PECYPCHI.
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Ipunoowcenue 2

JlonoJITHeHUs1 ¥ U3MEHEHUS
K pado4eil mporpaMMe y4eO0HOM IMCHUILTHHBI (MOIYJIs1)

Ha 20 -20__ y4.rox

B pabouyto nmporpammy y4eOHON AUCIUIUIMHBI BHOCSATCS CIEAYIOIINE U3MEHEHUS:
. :

JlononmHeHus: U U3MEHEHHsI K paboyeil mporpaMme pacCMOTPEHbI U PEKOMEHI0BaHbI
Ha 3ace/laHuu Kadeapsl

(HaMMeHOBaHHE)
ITporokoi Ne OT «__ » 20 r.
Ucnonuurens(u):
/ / /
(TOMKHOCTH) (moxmuck) (®.1.0.) (mata)
/ / /
(TOIHKHOCTB) (moxmuce) (®.1.0.) (mara)
3aBenyromuii kaheapoun
/ / /
(HammeHOBaHME KadeIpol) (moamuce) (®.1.0.) (mata)
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