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1. EJIN 1 3AJJAYHN OCBOEHUA JUCIIUITJIMHbI

Ieaun ocBoeHus auctMiuinHbl (Moayisi). Llenb maHHOW MUCIUIIMHBI 3aKIF0YACTCS B IPUOOPETEHUH
CTYJICHTAMH TEOPETHUYECKHX U TMPAKTUYCCKUX 3HAHMNA K O(QOPMIICHHIO, COCTABICHUIO W XPAHCHHIO
KOH(UICHIHABHBIX JOKYMEHTOB KaK Ba)KHOMY IIPOLIECCY B pean3alliy YIPaBIeHYeCKUX (DYHKIUH.

3agaun:

- I[MoxpoOHO paccMoTpeTh mporece KOH(PHUACHIIMATBHOTO JOKYMEHTOOOOpPOTa OpraHU3aIui,
BKJIFOYAIONTUH COBPEMEHHBIE TpPEOOBaHUS K COCTaBICHUIO W OGOPMIICHHIO  KOH(UIEHIIMATbHBIX
I[OKYMCHTOB, JIBUXXCHHUC KOH(i)I/II[eHI_II/IaJIbHBIX IIOKYMGHTOB, nux 06pa60TKa C MOMCHTAa HOJIy‘-IeHI/ISI NI
CO37aHusl JO0 3aBEPIICHUS HWCIIOJTHEHUS, OTIpPaBKa aJapecaTy, KOHTPOJIb HCIIOJHEHUS W cJada Ha
XpaHEHUE, a TaK e 0COOEHHOCTH PabOTHI.

2. MECTO JUCHMIIJIMHBI B CTPYKTYPE OIIOII BO

Kypc  «KondunennuaabHoe  A€I0IPOU3BOJICTBOY» OIMpAacTCs  HAa  IOJIOXKEHUS
«JlokymeHnToBeneHus», «Opranu3anus U TEXHOJOTHS JOKYMEHTAIIHOHHOTO OOECIEUEHUS YIPaBICHUS
U CIy’)KUT TEOPETUYECKOM OCHOBOM Ul M3y4deHMs Apyrux aucuuiuiMH. Kypc naer 3HaHMe CylniHOCTH
KOH(HIECHIIMATHHOTO  JIEJIONPOM3BOJCTBA OPraHM3alWi, YTO HCIOJNB3YeTCS B  MOCIEAYIOMINX
JUCLUIIIINHAX.

3. TPEBOBAHUA K PE3YJIBTATAM OCBOEHUA COAEP KAHUA JTUCIIAITJIMHBI

[Tpouiecc u3ydeHUs IUCHUIUIMHBI HampaBieH Ha (OPMUPOBAHHUE SJIEMEHTOB CIEIYIOIINX
komretreHuii B coorBeTcTBuM ¢ GI'OC BO 1o nanHOMy HanmpaBJIeHUIO TOATOTOBKHU (CHEIUATBLHOCTH):

oomenpodeccuonanbubix (OIK)

OIIK-5. CrocobeH camocTOsITeNIbHO paboTaTh C Pa3lIMYHBIMM HCTOYHMKAMU HHGOpMaLUd U
IPUMEHATh OCHOBBI HH(POPMALMOHHO-aHAIUTHYECKON NesATeTbHOCTH MPU PELIEHUH NPpo(hecCHOHAIBHBIX
3ajad.

B pe3synbrare ocBOCHUS AUCITUTUITMHBI 00YJarOITUECs JOIKHBI

3namo:

- co/iepKaHME 3aKOHOJATEIbHBIX M HOPMATHBHO-METOJUYECKHX JOKYMEHTOB I10 OpraHH3aluu
KOH(HIEHIIMATIBHOTO 1€T0NPOU3BOJICTBA

- OCHOBHbIE TpeOOBaHUs K 0POPMIIEHUIO KOH(PHIEHIUAIbHBIX JOKYMEHTOB

Ymemes:

- 0hopMIATh KOHPUACHINATbHYIO JOKYMEHTAIHUIO;

- TOJIb30BaThCsl YHUDUIIMPOBAHHBIMU JOKYMEHTaMH

Bnaoemu:

- 3HaHUSIMH O CTPYKTYPE U OPTaHU3aAIMH CIIYKO J1eT0IPOU3BOJICTBA

- 3HAaHUSIMH O BEJICHUHU JIeJIONPON3BOCTBA B OpraHU3alluH, YUPEKICHUN

- 3HaHUSAMH 00 OCHOBHBIX HANpABICHUSAX U METO/AAaX COBEPIICHCTBOBAHUS PabOTHI
JOKYMEHTAI[HOHHOTO 00eCcTieueHus yIpaBIeHHs] OpraHu3allnu.

IIpuoGpecTn ONBIT AEATETBHOCTH:

- CTPYKTYPHpPOBATh 3aIIUIIAEMYI0 HH(POPMALIMIO U OIPEENATh IPAaBOBYIO OCHOBY €€ 3alllUThI

- pa3zpabaThIBaTh MPEUIOKEHHUS MO MPEAOTBPAIICHUIO YTEUKHM HWH(GOpPMALUU 0 ONTHYECKOMY,
aKyCTHUYECKOMY, PaJIn03JIEKTPOHHOMY U MaTepuaibHO-BEIIECTBEHHOMY KaHajlaM



4. CTPYKTYPA U COAEPKAHUE JUCIUIIJIMHDbI

4.1. CTpyKTypa JUCHUNIUHBI

OO6m1ast TpyI0EMKOCTh TUCIMIUIMHBI COCTaBIIsIeT S3aueTHhIX eaunuil (180 gacos).

<
% Buapl yueGHO# paboTHI, DOopMBI TEKYIIETO
No § g BKJIIOYAst CAMOCTOSATENIbHYIO |  KOHTPOJIS YCIIEBAEMOCTH
H; Paznen 3 3 paboTy CTyIEHTOB (no nedensam ceMecmpaz
. JVCIIATUTHHEI 3 % U TPYJOEMKOCTbH (B Yacax) dopma MpoMeKyTOUHOU
= 1T I3 3 CP aTTecTaluu (no
an cemecmpam)
Opranu3anuoHHbIE 4 2 2 68 3ader
1 |ocHOBHI
KOH(HICHIIMATBHOTO
JIEJIIONPOU3BOJICTBA
2 | OcHOBHEBIC 5 2 6 100 9K3aMeH
TpeOOBaHUS K
JIOKyMEHTHPOBAHHIO
KOH(HICHIIHATHHON
uHpopmanuu.
4 8 168

CaMOCTOSITEIbHOM (BHEayAUTOPHOIT) padoThI

4.2. TemaTnyecKuii MJIaH OCBOEHUS JUCHMUIIMHBI M0 BHIAM Y4e0HOI 1esiTeTbHOCTH M BH/IbI

HanmeHoBanue Coaepxxanue yyeOHOro MaTepuasa O6nem Dopmu-
pa3/iesioB U TeM (TeMBbl, NepeYeHb PACKPbIBAeMbIX BOIIPOCOB): pyembie
JICKIMH, MPAKTHYeCKHe 3aHATHA (CEeMHUHAPBHI), q/i:ch KOMIIe-

HHAUBUIYAJbHbIE 3aHATHS, CAMOCTOSITE]IbHAs padoTa o TEeHIUU
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o0y4aonuxcsi, Kypcopasi padora (1o Teme)
1 2 3 4
4 cemecTp
Paznen 1. OpranusanoHHble OCHOBBI KOH(PHISHIIMATBHOTO ASIONPON3BO/ICTBA.
Tema 1.1. Jleknuu:ITonsiTie O JOKYMEHTOBEACHHMU KaK Hay4YHOU OIIK-5
JTUCIUTITUHE. JlokyMeHTOBEIeHNE — 0Tpacib
[Tonsitue, oOmierocynapcTBeHHbIX HayK. OOBEKT, MpeaMeT U 3ajauu 5
0COOEHHOCTH U nokyMeHToBesieHus. CTpyKTypa JOKYMEHTOBEACHHUS.
OpraHu3alOHHBIC OOmee M 0cCOOEHHOE [IOKYMEHTOBEACHMs. OTambl €ro
OCHOBBI pa3BUTHSL.
KoH(uaeHnuanbHOr | [IpakTHyeckue 3aHATHs (CEMHUHAPBI): OMPOC MO TEME
0 JIEJIONPOU3BOJICTBA
CaMocrosTenbHas paboTa 34
3HAKOMCTBO C HOPMAaTUBHBIMH JIOKYMEHTAMU
Tema 1.2. Jleknuu: [ToHsATHA NPaBOBOTO pEryIMpOBaHUs U OIIK-5
HopmatusHo- MH(OPMAIMOHHBIX TOKyMeHTOB. denepanbHelii 3akoH "O0
MIpaBOBOE nHpopmanuu, THPOPMAITMOHHBIX TEXHOJIOTHSIX U 3aIIUTE
peryaupoBaHue nnpopmanun", 3akorsl PO "O 6e3omacuoctu", "O
paboThI C cpencTtBax MaccoBoii nHpopmanuu", "O nmpaBoBoil oXpaHe
KoH(uaeHIMaNbHEl | mporpamm uist 9BM u 6a3 nanHbx" , «O IepCOHAITBHBIX
MH JTIOKYMEHTAMH JTAHHBIX» U Ap. [ pakaaHCKUN U Y TOJOBHBIN KOJEKCHl PD
00 OTBETCTBEHHOCTH 32 IMPOTHUBOIPABHBIC ICHCTBUS
nHpopMannoHHOTro Xapakrepa. Ykassl [Ipesunenta Poccun
Y TIOCTaHOBJICHUS! HH)OPMAITMOHHON 0€301acHOCTH.
['ocynapcTBeHHas cucTema 3alluThl HH)OpPMAIIHH.
JlesaTenbHOCTD (heaepaTbHBIX OPraHOB TOCYAAPCTBEHHOM
Bracty (DenepaabHOM CIIy)KObI O€30IIaCHOCTH,
®denepanbHOTO areHTCTBA IPABUTEIHCTBEHHOM CBS3H U
uHpopmanuu npu [Ipesunente PO I'ocynapcTBeHHOM
TexHu4yeckor komuccuu rpu [pesunente PD) B chepe
uHpopMannoHHOH 6e3omacHocTH. CrucTeMa HOPMATHBHBIX
MOA3aKOHHBIX aKTOB TIO 3aIUTE UH(POPMAIIHH.
JlunensupoBaHue AeATeILHOCTH U cepTUUKAIUS
MPOJYKTOB U YCIIYT B 00JACTH 3alTUTHI HHPOPMAIIUH.
ATtTecranysi 00beKTOB HH(OPMATUKH.
[IpakTrueckue 3aHATHs (CEMHUHAPHI) :aHAIN3 HOPMATHBHO- 2
MpaBOBOM 6a3bl, OMPOC MO TeME, TECTUPOBAHUE
CaMocTosTenbHas paboTa
3nakomctBo ¢ llpaBunmamu  genomnpous3BOjICTBa B 34
@denepanbHbIX OPraHaX UCIOJHUTEILHON BIACTH
Paznen 2  OcHoBHbIE TpeOOBaHUS K TOKYMEHTHUPOBAHHUIO KOHPHUICHIMATbHON HH(POPMAIUH.
Tema 2.1. Jlexumn: Cnyx06a naHpopMannoHHON 6€301aCHOCTH OIIK-5
OcHOBHBIE NpEANPUITHS: TPABOBBIE OCHOBBI U 11€JIb J€ATEIbHOCTH,
TpeOoBaHuUs K OCHOBHBIC 33/1aui U (YHKIIMH, IPUMEPHAst CTPYKTYpa, 2
JOKYMEHTUPOBAHUIO | B3aMMOJEHUCTBHE C IPYTUMU MOAPA3ACICHUSIMHU.
koH(puaeHnuansHoi | TpeboBaHus K COTpYIHUKAM CIYX OBl HHPOPMAITMOHHON
uH(pOpMAIIHH. 0€30MacCHOCTH U UX 00sI3aHHOCTH.
[IpakTryueckue 3aHATHs (CEMUHAPHI): OMPOC O TEME




CamocrosTenpHas padbora

PazpaboTka HHCTPYKIIMU IO KOHPHICHIIMATHLHOMY 12
JICJIONPOU3BOJICTBY
Tema 2.2. Jlexuyu: IIpaBHIIa ydera KOH(HUAECHIINATBHBIX OIIK-5
VYuer u peructpauus | nokymeHToB.Perucrpanusi  BXOIAIIMX W UCXOISIIUX
KOH(UICHIMATBHBIX | KOHPUICHINATHHBIX TOKYMEHTOB
JOKYMEHTOB [IpakTuyeckue 3aHATHs (CEMUHAPBI): pEIICHNE
MPAKTUYECKHX 3aJ1a4 M0 PETUCTPAK KOH(DHICHITUATBHBIX 2
JIOKYMEHTOB
CamocrosrenbHas pabora
CocraBieHrne MakeTa perucTpPaiOHHBIX (OPM IS 12
KOH(UICHITMALHBIX JOKYMCHTOB
Tema 2.3 Jlexiuu: npaBuiia THPAXKUPOBAHUS KOH(PHUICHINATBHBIX OIIK-5
TupaxupoBanue JOKYMEHTOB
KOH(uaeHIHanbHbIX | [IpakTHyeckue 3aHATHS (CEMUHAPDI): PEIICHUE 5
JTOKYMEHTOB MIPAKTUYECKHX 33724
CamocrosTenbHas padbora:
Pa3paboTka 1OMKHOCTHOM UHCTPYKIIUU CEKpeTaps, pa3aen — 12
PaGora ¢ koHpUACHIINATHLHBIMU JOKYMEHTaAMH
Tema 2.4 Jlexiuu: KonduaeHunaabHbId JOKYMEHTOOOOPOT B OIIK-5
JlokymeHnToo6opot | opranmzarmmu. Ciry:x6a KOH(OUASHITHATEHOTO
KOH(UIEHIMAIBHBIX | IEJIONPOU3BOICTBA
JNOKYMEHTOB [IpakTuyeckue 3aHATHsI (CEMUHAPBI): OIPOC M0 TEME
CemuHap: JIokyMeHTOO0OPOT KOH(HIEHITHATBHBIX 2
JTOKYMEHTOB
CaMocTosTenbHas pabora:
Pa3paboTrka Mapuipyra mpoxoxacHus KOHQUISHITHATEHBIX 12
JTIOKYMEHTOB
Tema 2.5. Jlexuuu: popMHUpOBaHKE JOKYMEHTOB B Jiejia.liepeaaya OIIK-5
Opranuzanus KOH(UIEHIMATBHBIX JOKYMEHTOB Ha apXUBHOE XpaHEHUE.
XpaHEHHS DKcrepTu3a eHHOCTH KOHPUICHIIMATBHBIX JIOKYMCHTOB
KOH(uaeHManbHbIX | [IpakTHyeckue 3aHATHS (CEMUHAPDI): PEIICHUE
JTOKYMEHTOB MTPAKTUYCCKHX 3a71a4
CaMocTosTenbpHas pabora: 12
AHAIM3WHCTPYKIIMU TIO IKCTIEPTH3E IEHHOCTH
Tema 2.6. Ilopsinok | Jlekiuu: nmopsiiok oOpalieHus ¢ NepcoHalIbHbIMU IaHHBIMH, OIIK-5
oOpariieHus ¢ JTOKYMEHTaMH, COJIEPKAIUMHI KOMMEPYECKYIO TaiHY,
KOHQHIECHIIMATIBHBL | CIyX)eOHYI0 HH(OPMAIHIO.
MU JIOKyMEHTaMHU [IpakTuyeckue 3aHATHs (CEMUHAPBHI): PEIICHUE
MPAKTUYECKHX 3a/1a4
CaMocTosTenbpHas pabora: 12
Tema 2.7. 3amura Jlexiuu: JlokyMeHTallMOHHOE 00ecrieYeHne 3alUThI OIIK-5
KOH(UICHIMATBHBIX | mHPOpMaru. DopMUpOBaHUE TICPEIHS CBEICHUH,
JTOKYMEHTOB OT COCTaBIISIOLINX KOMMepUecKyto Taitny. Odopmienue
HECaHKIMOHHPOBAH | 00s13aTeNbCTB pAOOTHUKOB MO HEPA3TIAIICHUIO CBEICHUH,
HOTO JIOCTyNa COCTaBJISIOLINX KOMMEPUYECKYIO TaliHy.
IIpakTnyeckue 3ausaTud (CEMUHAPEI):
CaMocTosTenbHas pabora: 12
Tema 2.8. IIposepka | Jlekiuu: npoBepka HaaM4Hs KOH(UASHIIUATBHBIX OIIK-5

HalIn4yus

JIOKYMEHTOB | JIEJT




KoHpuaAeHIMAIBHBIX | [IpakTudeckue 3aHsATUs (CEeMUHAPDI):
JIOKYMEHTOB U €T CamocTosTenbpHas pabora: 16
IToaroroBka K 9K3aMeHy

[IpumepHas TemaTuKa KypcoBO pabOThl (eciu npedycmompeno)

CamocrositenpHast paboTa 00yJaronuxcs Hajl KypcoBor paboToi (eciu
npeoyCMOmpeHo)

Bua HTOroBoro KOHTpoJIs (3a4er, sk3ameH, aAuddepeHnnpoBaHHbIi 3a4eT) 9K3AMEH

BCETO: 180 5 zem

5. OBPA3OBATEJIbBHBIE TEXHOJIOI'HU
Hns  obecnedenus aucuuiuinabl  «KOHOUACHIMATBEHOE  JIEJIOMPOU3BOJICTBO»  HCIIOJIB3YeTCs
MaTepUajIbHO TEXHHUYEcKas 0a3a BbICIIEro 00Opa3oBaTENbHOTO YUYPEKACHUS: KOMIbIOTEPHBIE KIJIACCHI U
oubmmoreka. [IpocMoTp BUaeOMaTepUaIOB B paMKax H3y4aeMON AUCIMILTAHEI.

6 OHEHOYHBIE CPEJACTBA UIA TEKYIIETI'O KOHTPOJISA YCIIEBAEMOCTH U
MMPOMEXYTOYHOM ATTECTAIIUA

6.1. KoHTPO/1b 0CBOEHUS JUCIHILJIMHBI

KoHTposb 0CBOCHMS NUCHUIIIMHBI IPOU3BOAUTCS B COOTBETCTBHM C IlonokeHHEM O IpOBEIECHUH
TEKYIIEro KOHTPOJS YCIEBAEMOCTH M IPOMEKYTO4YHOM arrecrauuu cryaeHroB OI'bOY  BO
«KpacHorapckmii rocy1apCTBEHHBIA HHCTUTYT KYJIbTYPbI».IIporpaMMoi JUCHUIIIMHEL B LEJSAX IPOBEPKU
IIPOYHOCTH YCBOCHHUS MaTepHala IpelycMaTpUBaeTCsl IPOBEACHUE PA3IMUHBIX (JOPM KOHTPOJIS.

Texywuii KOHMPOILYCIEBAEMOCTU CTYJEHTOB 10 TUCUUIUIMHE IPOU3BOIUTCS B CIEAYIOIUX (popmax:
e YCTHBIN ONIPOC

o Pemenne npakruueckux 3anay

e TectupoBanue

Pybesxcnviti konmpons TpeaycMaTpUBaeT OLIEHKY 3HAaHUM, YMEHHH W HaBBIKOB CTYJEHTOB IIO
MIPOHJICHHOMY MaTepuaay MO JaHHON TUCIUIUIMHE Ha OCHOBE TEKYIIMX OLIEHOK, IMOJYYEHHbIX UMH Ha
3aHATHUSAX 3a Bce BHJIBI paboT. B xo1e pyOeKHOro KOHTPOJIS UCTIONB3YIOTCS CIIEAYIOIINE METO/Ibl OLIEHKU
3HaHUM:

e YCTHBIN Oonpoc

e [IpakTrueckue paboOTHI

IIpomedicymounswiii koHmpoas TO pe3yiabTaTaM ceMecTpa MO0 JUCHMIUIMHE MPOXOAMT B (opme
3auéTa (9K3aMeHa).

6.2. OeHo4HbIC CPEACTBA
6.2.1. IIpuMepsbI TeCTOBBIX 3aJaHUI (CHTYaLMii)
6.2.2. KoHTpOJIbHbIE BONPOCHI /Il IPOBeAeHUsI TEKYLero KOHTPOJIs
6.2.3. TemaTuka 3cce, pepepaToB, npe3eHTALUH

1. ITonaTre u 0cOOEHHOCTH KOH(DHUICHIIMATILHOTO JEIOMPON3BO/ICTBA.
2. CocraBiieHHEe HOMEHKIATYPbl KOH(PUICHIIUATBHBIX JIE.




3. ®opmupoBanue u opopmieHne KOH(PUICHINATBHBIX JIE.

4. OniepaTBHOE XpaHEHHE KOH(OUACHIIMATBHBIX JOKYMEHTOB.

5. IloaroroBka KOH(PUACHIMATBHBIX JOKYMEHTOB K apXUBHOMY XPaHEHHIO.

6. [Topsimox yHHUYTOXXKEHHUS KOH(DUACHIIMATBHBIX TOKYMEHTOB C UCTEKIIMMHU CPOKAMH XPaHEHHUSL.
7. OcobeHHOCTH KaIpOBOil pabOTHI C COTPYAHUKAMU, 3aHATHIMA KOH(PHICHIINATIHHBIM
JETONPOU3BOACTBOM.

6.2.4. Bonpocsl K 3a4eTy N0 AUCHMITIHHE
6.2.5. Bonpocsl K 3K3aMeHYy 10 JMCHHUILIMHE

KondunenmnmansHoe 1e10nporu3BOICTBO KaK COCTABHAS YaCTh yIPABICHUYECKON IS TEITLHOCTH.
OTnnuus KOHQUACHINATHHOTO JEIONPOU3BOCTBA OT OTKPBITOTO.

[TonoxxeHue o moapasaeneHny KOH(OUICHIIMATLHOTO IEJIOMPOU3BOJICTBA.

ITaTHBIN cOCcTaB U IITaTHAS YUCICHHOCTh MOAPa3ieieHus] KOH(PUIEHIIUAIBHOTO
JICIIOTIPOU3BOICTBA.

JIOMKHOCTHBIE MHCTPYKIIUU PaOOTHUKOB.

Oco0eHHOCTH TPYIOBBIX OTHOIICHHA ¢ pAOOTHUKAMH MOAPA3ICICHUS KOH(DUICHIIHATEHOTO
JIeIIONPOU3BOICTBA.

7. 3aKOHOIATETbHBIC aKTHI.

8. JlokanbHble HOpMATHBHBIC aKThl OpPraHU3AIUH.

9. Ompexnenenue coctaBa KOHPUACHIHAIBHBIX TOKYMEHTOB.

10. CocraBnenue, opopmieHHEe U U3aHHe KOHDUICHIINATBHBIX JOKYMEHTOB.

11. Yyer HocuTenel KOHPUACHINATHLHON HHPOPMAITUH.

12. Yyert u3naHHbIX KOHOUACHIIUATBHBIX TOKYMEHTOB.

13. Yyer nocTynuBIIMX KOH(OUICHITHATBHBIX JOKYMEHTOB.

14. TupaxxupoBanue KOH(OUICHIINATBHBIX JOKYMEHTOB.

15. Tlomydenue u oTpaBKa KOHPUICHIIUATHHBIX JIOKYMEHTOB.

16. Joctyn kK KOHPUACHIUATHHBIM JOKYMEHTAM.

17. Tlopsinok pabOTHI UCHIOIHUTENEH ¢ KOH(UIECHIINATBHBIMA JOKYMEHTaMHU.

18. KoHTpomnb ucnonHeHus KOH(QUIESHITHAIBHBIX JOKYMEHTOB.

19. CocraBieHre HOMEHKIATYP KOH(DUISHITMATBHBIX JIEIT.

20. ®opmupoBanue u opopmieHne KOHPUICHIIUATBHBIX Je7.

21. TloaroroBka KOH(HICHITUATBHBIX JOKYMEHTOB K apXUBHOMY XPaHCHHIO.

22. Tlopsimok yHUUYTOXKEHUSI KOH(PUACHIUATBHBIX IOKYMEHTOB C UCTEKIIUMHU CPOKAMHU XPaHEHHUSI.
23. Tlopsiiok oOparnieHus ¢ KOHPUACHIIMATEHBIMA JOKYMEHTAMH.

24. 3amuTa KOH(OUISHIMATBHBIX JOKYMEHTOB OT HECAHKIIMOHUPOBAHHOTO JTOCTYTIA.

25. TIpoBepka Hamu4Hsi KOH(DHUIEHITUAITBHBIX JOKYMEHTOB H JIEI.

el N =

oo

6.2.6. IlpumMepHasi TeMaTHKA KYPCOBBIX padoT(He npedycmompeHo).

7.  YUEBHO-METOJAUYECKOE M WH®OPMALMOHHOE OBECHEYEHHUE
TUCIHUATLTAHBI (MOYJIsT)

7.1. OcHOBHas JIUTEpaTypa
1. Eropos, B. Il. Kondunenmumansuoe nenomnpounsBoctso [Tekcr] : yueb. moc. / B. I1. Eropos, A. B.
CaunbkoB. — M. : FOpunnueckuit uncruryr MUHNTa, 2015. — 178 c.



8.

9.

Cykmnacsin, J. P. ITlpaktuueckoe nokymeHntoBeneHnue [Tekcr] : yueO.-mpakt. mocodue / D. P.
Cykwuacss. - CIIO. : Ilpodeccus, 2014. - 96 c. - (A30yka Oubnuoreunoit npodeccun). - ISBN 978-
5-904757-67-0

BapanoBa, E.K.OcHoBbl nanopmaTiku u 3ammtsl nHGopmarmu [Texct] : yue6. mocobue / E. K.
bapanosa. - M. : PUOP: UHOPA-M, 2013. - 182 c. - (Beiciiee oOpazoBanue: bakanaspuar). -
ISBN 978-5-369-01169-0 (M31-Bo "PUOP"). - ISBN 978-5-16-006484-0 (113x1-80 "MHD®PA-M")
3unoBbeBa, H.b.Opranusanus 1 MeTOJMKa pabOThl ¢ JOKYMEHTAMHU B YUYPEKICHHUIX KYJIbTYPhI
[Tekct] : yue6Ho-meTon. mocobue / H. b. 3unoBneBa. - Kpacunonap : KI'UK, 2016. - 184 c.
I'yryesa, T.A. KondunennuansHoe nemonponsBoacto [Tekcer]: yued. mocodue/ T.A I'yryesa. -
M.: Aneda-M, HUL] UTHDOPA-M, 2012. - 192 c.

Kynsiee, H.H. KoudpuaeHnuanpsHoe ACTOMPOW3BOACTBO ¥ 3alUIICHHBIA  3JICKTPOHHBIN
nokymeHnTooboport [Tekct]: Yuebnux/ H.H. Kynses. - M.: Jloroc,2015. - 500c.

7.2. lonoTHUTeJILHAS JJUTEpPATypa

Anekcennies A.M. Opranuzauus koH(uIeHIMANIbHOrO 1MokymeHTtoobopora [Tekcr] / A.U,
Anexcennen// Cekperapckoe aeno. - 2000.- 1.

AnekcennieB A.M. IloaroroBka u u3gaHue KOHGUIACHIIMATBHBIX JTOKYMEHTOB Ha OyMa>KHBIX
Hocurensix [Texer] / AWM. Anekcennes // Cekperapckoe aeno. - 1999. - 3.

Anexcenniee A.M. ITlpoBepka Hamuuus KoH(uIEeHUUANbHBIX 1TokyMeHTOB [Tekcr] / A.U.
Anexkcennes // Cekperapckoe aeno. - 2001.- 2-3.

Anexcenniee A.M. Pexum xpanenuss koHpuaeHIManbHbIX AokymeHToB [Tekcr] / A.U.
Anexcennen// Cekperapckoe neno. - 2000.- 4.

Anexcenniee A.M. CocraBneHue HOMEHKIATypbl KOHUAeHUUaNbHBIX aen [Tekcr| / A..
Anexcennen// Cekperapckoe neno. - 2000. - 2.

AnekcennieB A.M. Yder KoH(UIEHIMAIBHBIX JAOKYMEHTOB, H3TOTOBISIEMBIX Ha OyMa)KHBIX
Hocurensix [Teker] / AWM. Anekcennies// Cekperapckoe nemno.- 1999. - 4.

AnekcenueB AWM. dopmupoBanue u odopmieHue koHpuaeHuuanbHbelx nen [Tekcer] / A
Anexcennes // Cekperapckoe jaeno. - 2000. - 3.

Butko B. C. Ilonstue ¢gopmsl npousseneHust B aBropckom mnpase [Tekcr]: moHorpadus/ B.C.
Butko. - Mocksa: CraryT, 2020. - 145 c.

BopoxeBuu A. C. I'paHuisl U Mpeaeisl OCYIIECTBICHUS aBTOPCKUX M CMEXHbBIX mpaB[Tekcr] :

moHorpadus / A.C. Bopoxesuu. - Mocksa: Craryt, 2020. - 176 c.

10.

11.

12.

13.

14.

15.

16.

Bopoxesnu A. C.llpenensl oOCyHmIECTBIEHUS M  3alllMThl  HCKJIOYUTENIBHOTO  IpaBa
narentoobnanarens [ Tekct]: monorpadus/ A.C. Bopoxesuu. - Mocksa: Cratyrt, 2018. - 187 c.
JIBoperikuii A.B. IIpaBoBasi 0OCHOBa 3alIUTHI CBEACHHI KOHpHICHITHATBLHOTO Xapaktepa [Tekct] /
A.B. JlBopeukuit // JIokyMeHT Kak COIIMOKYJIbTYpHBIA (eHoMeH:cO. marepuanoB 4-ii Bcepoc.
HAy4YHO-TIPAKT. KOH(. ¢ MeXyHapoaHbIM ydacTuem(r. Tomck, 29-30 okTs6ps 2009 r.) / OTB. pen.
H.C. JIapwskos. Tomck: TI'Y, 2010.C. 177-182.

Hemymkun A.C. Opranuzanusi pacno3Hanus noanenok aokymeHToB [Tekcer]/ A.C. [demyuikux
//Cexpetapckoe neno. - 1999. - 4.

KumxuukoBa A. H. JlenonpousBosactBo u pexumM cekpetHoctu [Tekcer]/ A.H. Kunmxuukosa.- M.
Octumusg, 2019. - 168 c.

JlapekoB H.C. JlenonpousBonactBo [Tekct]: yu. mocobue./ H.C. JlappkoB. - M.: Bocrok-3amnan,
2006. - 427 c.

CrenanoB E.A. OcHoBomojararonye MPUHIUIBL 3alIUTHl U 00paObOTKH KOH(PUACHIIMATHHBIX
nokymenToB [Tekcr] / E.A. Crenanos // Ienonpoussojcteo. - 2000. - 2.

CrenanoB E.A. Yuer konpunenmansubix 1okymMeHToB [Tekct]/ E.A. Crenanos// Cekperapckoe
nerno- 2000. - 4
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https://biblioclub.ru/index.php?page=book_red&id=601416
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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

7.3. llepuoanyeckue U31aHUsA
1. lenmonpon3BoACTBO
2. Cekperapckoe J1eJ10

7.4. UnTepHET-pecypcehl
«Poccuiickuii oopazoBatenbHblid kBapTa» (http:// www.school.edu.ru/)
[Topran «'ymanurapuoe oopazoBanue»(http:// www.humanitiens.edu.ru/index.html)

7.5. MeTonnyeckne yKa3aHus ¥ MATePHAJIbI 110 BUAAM 3aHATHH
IMoaroroBka Kk 10KJIaxy (COOOUIEHNIO)
[ToaroroBky K mdokimangy (COOOMIEHUIO) HA CEMHUHAPE-UCCICIOBAHUU  IeJeco00pa3HO BECTH II0
CIIeYIOLIEMY TUTAHY:
* BBIOpATH TIOJT KOHTPOJIEM MIPETOAaBATENs TEMY;
* 03HAKOMHUTHCS ¢ METOAMYECKUMHU YKA3aHUSAMU T10 TAHHOMY BOTIPOCY;
* U3YYUTH TEMY 110 0a30BBIM YUEOHHKY M YI€OHO-METOAMYECKOMY MTOCOOHUIO;
* BHIWICHUTh OCHOBHBIC UCH OyIYIIEro BHICTYIUICHHUS,
* POYECTHh PEKOMEHIYEMYIO 10 JIAHHOH TeMe JIUTepaTypy;
* COCTAaBUTH IIJIaH JOKJIAa WJIM COOOIIEHHS;
* BBISIBUTH KJIFOUCBBIC TEPMHHBI TEMBI U JIaTh UX OIMPEICICHUE C MOMOIIBI0 CIIOBApeid, CIIPaBOYHUKOB,
SHIMKJIONIEIHI;
* COCTaBHUTH TE3WCHI BBICTYILICHUS;
* momoOpaTh MpUMEpPHl U WUIIOCTPATHBHBIA Marepwal; MO0 MHOTUM TeMaM JOKJIaJ YMECTHO
COIIPOBOXAATH MTOKa30M npe3eHrauuii PowerPoint;
* IOJITOTOBUTD TEKCT JIOKJIaaa (COOOIeHu s );
* IPOKOHCYJIbTUPOBATHCS, IPH HEOOXOIUMOCTH, C TPEIOIaBaATEIICM;
* OTPENETUPOBATH BHICTYIUICHUE (HAapuUMeEp, epe i TOBAPUIIEM I10 TPYIIIIE).
PekoMeHnyemast mpoI0JDKUTENBHOCTE JTOKJIAla HA CEMUHAPCKOM 3aHATUU coctaBiisieT 10 munyT. [Tocite
BBICTYIUICHUS TOKJIAaI4MKa MPEeIyCMaTPUBACTCS BpeMs Ui €r0 OTBETOB Ha BOIPOCHI ayAUTOPHH U IS
pe3roMe IIpenoiaBaTens

7.6. IlporpammHoe obecneyeHue
1. Adobe Master Collection CS 6

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

2

3

4. Tapant
5. Koncynbrant +
6

Cucrema Jleno 8.5

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJINHBI (MOIYJIA)

IIpu peammzanuu nporpamMmbl  AucUMIUIMHBL  «KoH(uUACHIHMAIBHOE  AEJIONPOU3BOICTBO»
UCIOJIb3YIOTCS  pa3iuyHble 00Opa3oBaTelibHble TEXHOJOTHH, HallpaBlIeHHble Ha (OpMUpPOBaHHE
3asBJICHHBIX KOMIETEHIMH. B ayauTopHyr0 Harpy3Ky BXOISAT JIEKIIMOHHBIE, CEMHHApCKUE W
1abopaTopHbIE 3aHATHS, a TAKKE pa3IuYHble (OPMbI KOHTPOJIS.

CamocrosaTrenbHass paboTa CTYIEHTOB IOpa3yMeBaeT BBINOJHEHHE JIAOOPATOPHBIX 3aJaHUH,
MOATOTOBKY K CEMUHApPCKUM 3aHATHSAM; CaMOCTOATEIbHYIO paboTy — B KOMIBIOTEPHOM Kjacce H
6ubnuoreke. OHa HampaBlieHa Ha 3aKpeIyieHHe U yriryOJeHue 3HaHUM, MOTy4YEeHHBIX B XO/€ ayIUTOPHBIX

3aHATUH.
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OreHka 3HaHUH MpencTaBiIsieT co00M COBOKYMHOCTh Pa3IMYHBIX MOKa3aTenel paboThl CTY/ACHTA B
TEYEHHUE BCEro Mpoliecca 00y4eHusl.

Ipunoowcenue 2

JlonmosiHeHUs1 U U3MEHEHUS
K padoyeii mporpaMmme y4yeOHOW TUCHMILIMHBI (MOZYJIs1)

Ha 20 -20_ y4.ron
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B pabouyio nmporpamMmmy yueOHOI TUCHUIUIMHBI BHOCATCS CJIEAYIOIINE U3MEHEHUS:

JlononHeHus 1 U3MEHEHHs K pabovell mporpaMMe pacCMOTPEHBI U PEKOMEHI0BaHbI Ha 3aCeJaHUU
Kadeapsl

(HauMeHOBaHUE)
[TpoTokomn Ne OT «__ » 20 1.
Ucnonaurens(u):
/ / /
(1OMKHOCTD) (moamucek) (®.1.0.)
(mara)
/ / /
(TOTKHOCTBD) (moamnuco) (®.1.0.)
(mara)
3aBeayronuit kadeapoit
/ / /
(HamMeHOBaHUE Kadeapsl) (moamucek) (®.1.0.)

(mara)
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