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1. Ilean ocBOeHMSsI AMCIUTIIIMHBI

Henn wu 3amaun OCBOGHUS  JUCUMIUIMHBI  «OCHOBBI ~ JOKYMEHTOBEACHUS MU
JIOKYMEHTO000poTa B c(epe COIHMaNbHON 3alluThly OpraHusauus AokymeHToobopoTa B
YUPEKACHUAX COIMATHHON 3aIIUTHl COCTOUT B (POPMUPOBAHHH IEIOCTHOTO IPEICTABICHHUS O
COBPEMEHHOM JEJIONPOU3BOJICTBE KaK OCHOBE JOKYMEHTAIIMOHHOTO O0ECIIeUeHUs YIpaBlICHHUS;
o0ecriedeHre KOMILIEKCa 3HaHUH B cpepe TOKYMEHTOBECHUS; Pa3BUTHE MPAKTUUYECKUX HABBIKOB
B 0(hOopMIIEHNH TOKYMEHTALUHU U OCYIIECTBICHNUN J1€JI0BOH KOMMYHUKAIUH.

2. MecTO IUCHUIIMHBI B CTPYKTYpe 00pa3oBaTeibHON MPOrpaMmbl

JucrtunuHaa «OCHOBBI JOKYMEHTOBEICHUSI M JIOKYMEHTO000pOTa B chepe coruaabHOM
3alUTBI» OTHOCUTCS K dYacTd, (popMHpyeMoil ydacTHHUKaMu 0Opa30oBaTeIbHBIX OTHOIICHUH,
broka 1. M3yyenue maHHO#N MUCHUILIMHBI MPEATIONAraeT UCIOIb30BaHNE OaKaaBpaMu 3HAHUH,
YMEHHMI M HaBBIKOB, MOJYYEHHBIX B XOJe M3Y4YeHHs Kypca «JlemoBoe oOmieHHe M KylIbTypa
peun», a TaKKe SBISETCS HEOOXOAUMBIM JUISl TIOCIICAYIOMIETO H3YyYeHHUs Kypca «3aHSITOCTh
HACEJICHUSI U TEXHOJOTHH TPYA0YCTPOMCTBay, «ONBIT JEATEIbHOCTH TEPPUTOPHATBHBIX OPraHOB
Y LIEHTPOB COLMAJIBHOM 3aIIUTHD) , «ColuaabHble KOMMYHUKALIUI.

3. [lnanupyemble pe3yjbTaTbl 00y4eHHs MO JUCHUIIHHE, COOTHECEHHbIE ¢ IVIAHUPYEeMbIMH
pe3yJibTaTaMu 0CBOEHHS 00pa30BaTe/bLHON MPOrPaMMbl

[Iporiecc m3ydyeHws] AUCIUIINHBI HAMPABJICH Ha (DOPMUPOBAHUE CIICAYIOIINX AIIEMEHTOB
kommeteHuil B coorBercTBUU ¢ GI'OC BO, OOII BO u npuobpetreHus ciaeayomux 3HaHUH,
YMEHUM, HABBIKOB U (WJIM) OIBITA ACSITEIbHOCTH:



dDopmupyemasi HNuaukarop Ilepeuyens
KOMIIETeHIH NOCTH/KECHHUS INIAHMPYEMBIX Pe3yJIbTAaTOB
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YK-4. YmeThb
Cnocoben 1. yunTbiBaTh 1eIHU, 0COOEHHOCTH
OCYIICCTBIIAT CcoJCpKaHUs Pa3INYHLIX TUIIOB JCJIOBBIX
b JICJIOBYIO JIOKyMEHTOB
KOMMYHHKA
y Iul NYK-4.3. CocraBnser Bragers
HI0 B yCTHOH pa3TMYHBIE THIIBI 1. crtocoGHOCTBIO COCTaBMNATb
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IMK(CT)-2. Cnocoben
K TUTAHHUPOBAHUIO
JeSITETHHOCTH 110
MPEIOCTABICHUIO
COIMAITLHBIX YCIIYT,
COILIMAIBHOTO
COTMPOBOXKICHUS, MEP
COLMAJIBHOM
TOJICPIKKU U
rOCyJlapCTBEHHOMN
COIALHOM TTOMOIITH,
a TaKkxKe
npoQHIAKTHKE
00CTOSITENBLCTB,

00y CIIOBIUBAIOLITIX
HYXJIaeMOCTb B
COLIMAIBHOM
00CITyKUBaHHH.

HIIK(CT)-2.2.
Odopmisier
JOKYMEHTAIHIO,
HEOOXOAMMYIO TSI
NPEA0CTABICHUS MEP
COLIMAJIHOM 3aIlUThI

3Hare

1. TpeboBanus opopMIICHUS
JIOKYMEHTAITU!

Braaners

1. HaBbIKaMU opopmIeHUS
JIOKYMEHTAIUI0, HEOOXOIUMYIO TSI
MIPEIOCTABICHUS MEP COIIMAIbHOM
3aIUTHI




4. O0beM, CTPYKTYPA U coiepsKaHue TUCHUNIHHBI

OO61mas Tpy10eMKOCTh AUCITUIUIMHBI COCTaBIIsACT 4 3aueTHBIX equHuIl, 144 akaj. 4acos.

Ne Tembl (pa3aebl) C Buabl yueOHBIX 3aHATHI, DopMBbI TEKyIIETO
n/n JMCILMIINHBI, e BKJIIOYAs] CAMOCTOSITEILHYIO | KOHTPOJISI yCTIEBAEMOCTH
UX copepKaHue M padoTy CTyIeHTOB,
ec U UX TPYI0E€MKOCTH ®opma NPOMEKYTOYHOI
T (B akaieMMYeCKHX YacaXx) aTTecTaluu
p KonTakTHas pabora cam (no cemecmpam)
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6 mom uucae ¢ 30 u J[OT 3adanus ons
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Opranmzanus
6 ,[[OKyMeHTO(i60p0Ta ) ) 5 27 CaMocTosTebHas
YApEeKICHUN pabota o Teme 6
COIIMAJIBHON 3aIUTEI
6 mom wucae ¢ 30 u JJOT 3adanus Ons
CaMOCMOSMENbHOU
10 [pabomvr 6 DVK ¢ LMS
Moodle
ObecnieucHue
COXPaHHOCTH
JIOKYMEHTOB,
7 o0Opa3yromuxcs B 5 J 7
e TETLHOCTH
YUpEKICHUN
COIIMAJIbHON 3aIUTEI
HAaCEJICHUS
6 mom uucae ¢ 30 u JJOT 3adanus ons
CaMOCMOSMENbHOT
6 [pabomer 6 DVK 6 LMS
Moodle
IIpomexxyTounas 03| 37 Jauer
aTTeCcTaIus
6 mom uucae ¢ 30 u JIOT
UTOI'O 8 |4 4 |03 ]127,7
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Ipumeuanue: obvem (8 yacax) camocmosmenvbHol pabomvl 8 pamkax YCMAHOBIEHHO20 OAHHOU
PI]] konuuecmea uacos, ewvinonusemou cmyoeumom ¢ npumenenuem 30 u JIOT (¢ VK
«OcHOB8bL OOKYMeHmoBedeHUs. U 0OKYMeHmoobopoma 6 cghepe coyuanvhou 3awumoly 6 LMS
Moodle), onpedensiemcs xkaxcovim cmyOoeHmos 6 3as8UCUMOCIU OM YPOBHS €20 NOO2OMOBKU U
Cnocob08 8bINOIHEHUSL OAHHO20 8UOA PpAbOm.

ConeprxkaHue pa3ienaoB TUCIUIUIUHBL:

Tema 1 «OcHOBBI JOKYMEHTOBEACHHA H JOKYMEHTO000pOTa)»

Onpenenenne, mpeaMeT U 00BEKT JOKYMEHTOBEACHHS. JJOKyMEHTOBEICHUE: HCTOPHUS H
coBpeMeHHOCTh.  CTpykTypa  JOOKYMEHTOBENEHHsS: oOmee W cheunuanbHoe. Mecto
JOKYMCHTOBCJACHUSA B CUCTCMC HAYK.

[Monatne «moxkymeHT». OrmpeneneHrue MOKyMEHTa B VYIPABICHYECKOH CHCTEME B
HOpPMAaTUBHO- METOIMYECKUX TOKYMEHTaX, B cthepe JIOKYMEHTOBEICHUS,
JEJI0NPOU3BO/ICTBA.

Cnemuduka pabOThl C JOKYMEHTaMH B Pas3IMYHBIX cdepax COIuaIbHON pabdoTHI.
HopmaruBHo-nipaBoBass ¥ MeToaudeckas 0asza, perlaMeHTUpYIOIas AEATENIbHOCTb OpPraHoOB
COHI/IaHBHOﬁ 3alllUThlI 1 pa6OTI)I C JOKYMCHTAMH B HUX — OCHOBAHUC IJId OpraHHU3allvn pa6OTI)I C
JIOKYMEHTaMHU.

Tema 2 «3akoHonaTe/bHasA ]| HOPMATHBHO - MeTOAUYECKas 0a3za
AOKYMEHTAIMOHHOI0 YIPABJIeHUD)
CocraB3akoHOAaTENbHON U HOPMAaTHBHO- METOANYECKON 0a3bl

JIOKyMEHTAIIMOHHOTO yTpaBlieHus. 3akoHomarenbHbie akThl PD B cdepe wuHbOpManuu u
JOKyMeHTauuu. Ykas3el U pacnopsbkeHus [Ipesunenra P®, nocranosinenus Ilpasurenscrtea PO



1o BoIpocaM HH(GOpMAIUU U TOKyMeHTanuu. [ocynapcTBeHHbIE CTaHAAPTHI HA JIOKYMEHTAIIHUIO.
OOmepoccuiickue  Ki1accU(pUKaTopbl  yNpaBIE€HYECKOW  JOKYMEHTAallMM,  COLUAIbHOM
uHpOpMaIuu U ap. MexayHapoiHble CTaHIAPThl Ha JOKYMEHTAIHIO.

Tema 3 «HopMaTuBHO-paBoBasi " MeToaAM4YecKas AOKYMeHTalMus,
peryaupyoonas AesiTeIbHOCTh YYpPeXAeHUH CONHAIbHON chepbl»

denepanbHble 3aKOHBI M UX TPeOOBAHUS K OpraHU3AIMK PAOOTHI IO COIUATBHOM 3aIUTe
U ee JIOKyMEHTHPOBAaHUIO. 3aBUCHMOCTh COCTaBa HOPMATHUBHO-TIPAaBOBOWM 0a3bl OT MecTa
YUpSKICHUS B CHCTEME coIBamuTel. KOHTpoib KkadecTBa O(OPMIICHUS JOKYMEHTOB —
Ba)KHEHIIIAs COCTABIISIONIAs CHCTEMBI KaueCTBa.

Tema 4 «OcHOBHBbIe TpeOOBaHUS K O(GOPMJIEHHIO IOKYMEHTOB)»

[TonsTuss «pekBuU3UT» u «hoOpMyIsIp» AOKyMEHTa, WX cooTHomeHue. CocTraB u
Ha3HAYCHWE PEKBU3UTOB. BHIBI PEKBU3UTOB: IOCTOSHHBIE M TIEPEMEHHBIC, LHU(POBBIE U
TEKCTOBBIE PEKBHU3UTHI U JIp. THMOBOW M MHAMBUIYAJIbHBIA (GopMymsip JokyMeHTa. Dopmyssp-
oOpazeu. bnank nqokymeHTa, BUbl 6J1aHKOB. BiIaHKH ¢ YITIOBBIM U IPOJOIBHBIM PACIIONOKEHUEM
pexBusuToB. brnanku ¢ m3o0paxenuem [ocynapcrBeHHoro repda u repba cyobekra (eneparum,
TpeOOBaHUS K MX M3TOTOBICHHIO U XpaHeHHuio. CoBpeMeHHble TpeOoBaHUS K O(DOpPMIICHUIO
JIEJIOBBIX JOKYMEHTOB.

Tema 5 «Cucrembl JOKyMeHTAUMH B c(epe COLUAILHONH PadoThI»

[Tonstue «cucrema NoKyMeHTarun». @OYHKIMOHAIbHBIE M aTpuOyTHBHbBIC
cucTeMbl JOKyMeHTauuu. OCHOBHblE (DYHKIHMOHAJIbHBIE CHUCTEMBI M JOKYMEHTBl HX
COCTABJIAIOIIME: CHCTEMA OpPraHM3aLMOHHO-PACHOPSAAUTEIbHON JOKYMEHTAllMd, CHCTEMa
CIIPaBOYHOM JTOKyYMEHTallUH, CHUCTE€Ma IUIAHOBOM JOKYMEHTAIlMM, CHCTEMa OTYETHOU
JOKYMEHTAIMH1, CUCTEMa KaJIpOBOM NOKyMEHTaluuu U T.1. OCHOBHBIE BUABI JOKYMEHTOB B ITHX
cucreMax M TmpaBwia uX oQopmieHHA. ATpuOyTHBHbIE (KOPIIOPAaTHBHBIE) CHCTEMBI
JOKYMEHTaluu, ux ocoOeHHocTU. COOTHOLIEHNE (YHKIMOHAIBHBIX U aTpUOYTHUBHBIX CHCTEM.
Cuctema JOKYMEHTOB B CHUCTEME€ COLBAIIUTHl KaK NpuUMep aTpUOyTHBHOH CHCTEMBI.
CooTHoOlIEHHE B OSTOH CHCTEME JIOKYMEHTOB (DYHKIMOHAIBHBIX CHCTEM U JIOKYMEHTOB
CIELUAIBHOTO TOKYMEHTUPOBAHUS, XaPAKTEPHBIX JIMIIb JJI CUCTEMBI COL3AILNTHI.

Tema 6 «Opranusanusi JOKYyMeHTOO0OPOTa Yy4YpeskJAeHHHl COLMAJBHOH 3alUTHD)
LlenTpanu3oBaHHas, CMELIaHHas WU JAELEHTpaIu30BaHHAs CHCTEMBI paboThI

¢ JokymMeHTaMu. OCHOBHBIE JOKYMEHTOIIOTOKM OpraHoB couzamuTsl. OcoOeHHOCTH
paboThl ¢ BXONALIMMH, UCXONALIMMH M BHYTPEHHMMHM JOKyMeHTaMmu. Pabora ¢ oOpameHusIMu
rpaxnad. Pacnpenenenune ¢yHkimii M oOsi3aHHOCTEH MeXTy OOJACTHBIMM M pallOHHBIMU
(TeppuTOpHUAIbHBIMHM)  OpraHAaMM  COLBALIUTBHL.  BiusHue 3TUX  OOCTOATENBCTB  Ha
JIOKyMEHT0000pOoT. B3aumozelicTBue OpraHoOB COLBZALIUTHI ¢ OpraHaMH BJIAcTU U YIpPaBJICHUSA
CyOBEKTOB (eiepallui U OpraHaMi MyHHIIUTIAIBHOTO YIIPaBICHHS.

Tema 7 «OOecniedeHHe  COXPAHHOCTH AOKYMEHTOB, 00pa3ylomuxci B
JAesITeJIbHOCTH YYPe:KIeHUIl CONUAJBHON 3alUTHI HaCeJeHH»

OyHKIMM W opraHuzanus paborbl. Pa3paboTka HOMEHKIATYpHI J1€1 YUYPEKACHUS U
KOHTPOJb 3a JENOMpPOM3BOJICTBOM, B TOM uucie 3a (opMupoBaHueM jaen. OpraHuzamus
IPOBENICHHS AKCIIEPTHU3a IICHHOCTH JOKYMEHTOB, OQopMieHHE ee pe3yisraroB. CocraBieHue
OnHcel JOKYMEHTOB CTPYKTYPHBIX YacTel, MOAJIeKaluX caade B apXxuB yupexaenus. [lepenaua
JOKYMEHTOB B apXuB ydpexjaeHus. OOecrieueHHEe COXpaHHOCTH JOKyMeHTOB. llepenaua gen B
TOCYJapCTBCHHBLIC APXUBBLI. OcobennocTu XpaHCHUA U OpraHu3alyvii  HCIIOJIb30BaHUA
JIOKYMEHTOB YUPEXKJICHUN COLUAIbHON 3alUTHI.



5. O0pa3oBare/ibHbIe TEXHOJIOTMH, B TOM 4HCJe TEXHOJOTHH JIEKTPOHHOIO O0y4YeHHUsl U
AUCTAHIMOHHBIE 00pa3oBaTe/IbHbIe TEXHOJOIHMH, MCIOJb3yeMble IPH OCYLIEeCTBJICHHH
00pa30BaTeJILHOIO MpoIecca MO0 ANCHHUIIJIMHE

B npouiecce 00yueHust HCHOMIB3YIOTCS CIEAYIONINE 00pa30BaTeNbHBIE TEXHOIOTUHU:

BBoaHasi JekuMsA — Ja€T TMEpPBOE IEJIOCTHOE TMPEACTABICHHE O AUCIUIUIMHE WU
OPHUEHTHPYET CTYACHTa B CHCTEME M3y4Y€HHs NAHHOW NUCUMIUIMHBIL. CTyIOeHThl 3HAKOMSTCS C
Ha3HAuYCHUEM U 3aJa4aMH Kypca, €r0 POJbi0 U MECTOM B CHUCTEME Y4E€OHBIX JMCUUILUIMH U B
CUCTEME TIOATOTOBKM B TeJioM. JlaeTcs KpaTkuii 0030p Kypca, UCTOPHSI Pa3BUTHS HAyKH H
MPAKTUKH, JOCTHKEHHS B 3TOM cepe, UMeHa U3BECTHBIX YUCHBIX, U3J1araloTcs MepCreKTUBHBIC
HalpaBJICHUs  HccienoBaHuM. Ha 3TOM  JIeKUMHM  BBICKA3bIBAIOTCS  METOJUYECKHE U
OpraHU3aIMOHHBIE OCOOCHHOCTH DPA0OThI B paMKaxX JaHHOW MWCIHMIUIMHBI, a TaKXKe IaeTcs
aHaJIM3 PEKOMEHyeMOH y4eOHO-MEeTOUUECKOM JIUTEPATYPHI.

AxkaneMuyeckas JeKius (WK JIEKIHUs 00IIero Kypca) — MOCIIe0BaTEIbHOE U3I0KCHHE
Marepuaa, OCylIecTBIIeMOe IPENMYIIIECTBEHHO B BII€ MOHOJIOra npenoianareis. TpeboBaHus
K aKaJeMHYECKOU JIEKIIMU: COBPEMEHHBIN HAayYHBI YPOBEHb U HACHIIICHHASI HH()OPMATUBHOCTD,
yOenuTenpHas apryMeHTalus, JOCTylHasi W TOHSATHas pedb, YETKas CTPYKTypa U JIOTHKA,
HaJIMYue SIPKUX MIPUMEPOB, HAyUHBIX JI0Ka3aTeNIbCTB, 000CHOBAHUMU, (PaKTOB.

IIpakTHYeckoe 3aHATHE — 3aHATHUE, MOCBIIICHHOE OCBOCHHUIO KOHKPETHBIX YMEHUH U
HaBBIKOB 10 3aKPETICHUIO MOTYYEHHBIX Ha JIEKIIMH 3HAHUH.

IIpe3enTauus — mnpoekTHas QopMa HHIUBUAYATHHOW CaMOCTOSTENBHONH pPabOThHI
CTY/IEHTa, 3aKIIOYAIOIAscs B IOATOTOBKe mpe3eHTanuu (cpeacrBamu MS PowerPoint wnm
JIPYTUMHU TporpaMMaMu, MO3BOJISIONIMME CO3/aTh MPE3eHTAINI0) Ha CBOOOAHYIO WIIH 3a/IaHHYIO
npenojaBsareneM Ttemy. lIpencraBneHune Npe3eHTaluHd MPOUCXOAUT B AyIUTOPUU U TMOMJIECHKUT
00CYKIEHHIO BCEH TPYIIION.

KoncyabTanmum — BuJ yd4eOHBIX 3aHATHHA, SBISIOMUNWCS OMHON W3 (HOpPM KOHTPOISA
CaMOCTOSITENILHOM  paboThl  CTymeHTOB. Ha  KOHCymbTamusx 1O TPOChOEe  CTYNEHTOB
paccMaTpuBaloTCsl HanOoJiee CIOKHBIE MOMEHTHI TPH OCBOCHHUM MaTepualia TUCIUTLIINHEI,
MpenoJaBaTe/ib OTBEYAET Ha BOMPOCHI CTYAEHTOB, KOTOPbIE BO3HUKAIOT y HUX B IpoLEcce
CaMOCTOSITEIIEHON PaOOTHI.

B npouecce 00yueHHs! HCTIONB3YIOTCS CIEAYIOIINE TEXHOIOTUH IEKTPOHHOTO 00y4YeHUs
U JUCTAaHIIMOHHBIC 06paSOBaT€J'II)HI>IC TCXHOJIOTHUH:
DJIeKTPOHHBIH Y4eOHbI Kypc «OCHOBBI TIOKYMEHTOBEAEeHHUs 1 JOKYMEHT0000poTa B cepe
counanbHoi 3amuTh» B LMS DuekTponnsblii yausepcurer Moodle SIpI'Y, B xoTopoMm:
- TpeACTaBIEHbl 3aJaHus [UIsl CaMOCTOSTENbHOM paboThl OOy4arouMxXcsi IO TeMam
JUCUUTIINHBI;
- OCYIIECTBISIETCS  IMPOBEACHHUE OTHCJIBHBIX  MEPOIPHUSATHM  TEKYIIero KOHTPOJsS
YCIIEBAEMOCTH CTYACHTOB;
- TPEACTAaBJIEHBI TPaBUJIAa IPOXOKACHUS IPOMEKYTOUYHON aTTECTALMU IO TUCLUIUINHE;
- TpEACTaBIEH CIUCOK Yy4yeOHOW JUTEepaTypbl, PEKOMEHAYEeMOW JUIsl OCBOCHHS
JUCLUTIIINHBI;
- mpencrasineHa uHpopMmanms o (opmMe U BpPEeMEHH NPOBEIEHHUS KOHCYJIBTALMH 110
AUCHUIITIMHE B PCIKHUME OHHafIH;
- mocpeactBoM  QopyMa  OCYUIECTBISETCS CHHXpPOHHOe U (WJIM) aCHHXPOHHOE
B3aUMOJICHCTBUE MEXIYy OOydYarolIMMHUCS U TpenojaBaTelieM B paMKax H3y4eHUs
JUCLUTIIIUHBL.

6. IlepeyeHb JIMIEH3HOHHOT0 M (WJIM) CBOOOJAHO PACIPOCTPAHIEMOr0 MPOrpaMMHOI0
odecrmeveHnsi, MCIOJb3YeMOr0o TPH OCYHIECTBJIEHHMH 00pPa30BaTeJbHOr0 Mpolecca 1o
AUCHUTIHHE



B mpomecce ocymecTBieHHs — 00pa3oBaTeNbHOrO — Ipolecca IO AUCIUIIIMHE
UCTIONB3YIOTCSL:

i (POPMUPOBAHUS MATEPHATIOB JIJIsl TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH M MPOBEICHHS
MIPOMEKYTOYHOH aTTeCcTalnu, st (GOPMUPOBAHUS METOJUUECKUX MAaTEPHAIIOB 110 TUCIIMILIHHE:

- mporpammsl Microsoft Office.

7. IllepeyeHb CcOBpeMEeHHBIX MNPOPecCHOHAIBHBIX 0a3 JaHHBIX M HMH(OPMAUMOHHBIX
CIPABOYHBIX CHCTEM, HCIOJIb3YeMbIX NPH OCYLECTBJIEHUHN 00pa30BaTe/JLHOI0 Npouecca mno
AUCUHMILIVNHE (TPH He0OXOAMMOCTH)

B mpouecce ocymiecTBieHHs 00pa30BaTENbHOrO  Mpolecca MO  JUCIHUIUIMHE
HCIIOJIb3YIOTCSI:

ABroMaTtu3upoBaHHas ~ OubOnmoredyHo-uHopmannoHHass cucrema «BYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

8. IlepeyeHb OCHOBHOW M  [ONOJHUTEJbHOH Yy4eOHOH JIMTEPaTypbl, pPecypcoB
HH(POPMALMOHHO-TEIEKOMMYHHUKAIMOHHOI ceTn «UHTepHeT» (IIpM HEOOXOAMMOCTH),
peKOMeHyeMbIX [IJIfi OCBOECHH S AUCIUNIHHBI

a) OCHOBHas JINTEpaTypa

1.loponuna, JI. A. Opranu3anus W TEXHOJOTHUSA JOKYMEHTAI[MOHHOTO O00€CTICUCHUS
yhnpaBieHus : y4eOHMK M mnpakTukyM i By3oB/ JI. A. Jloponuna, B. C.UputukoBa. —
Mocksa :  UzmarensctBo  FOpaiit, 2021.— 233 c.—  (Bwicmiee  oOpa3oBanwme). —
ISBN 978-5-534-04568-0. — Tekct : snektponHbIii // OOpa3oBarensHas miatdopma HOpaitt
[caiiT]. — URL: https://urait.ru/bcode/489555

0) 10MOJIHNTEJIbHAS JINTepaTypa

1. [lysamosa, H. H. OcHOBBI nenonpou3BoACcTBa. SI3BIK CIIYXEOHOTO TOKyMEHTA :
yaeOHUK W mpaktukyMm ais By3oB/ H. H. Illysanosa, A. FO. MBanoBa ; mon obmieit penakuueit
H. H. lllyBanoBoit. — 2-e u3m., mepepad. u gom. — Mocksa : M3narensctBo Opaiit, 2021. —
428 c. — (Bwbicmee obpazoBanue). — ISBN 978-5-534-10848-4. — TekcT : 371€KTpOHHBIN //
Oo6pazoBarenpHas wiardopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/468912

2. KomnpimkuHa, T. b. lenoBbie KOMMYHHUKAIIH, JIOKyMEHTO000pOT u
JIeNIOTIPOU3BOICTBO : yueOHoe mocobue ms By3oB/ T. b. Konbimkuna, U. B. Hlycrtuna. — 3-e
u3n.,, ucnp. W gom.— Mocksa: WznmarensctBo FOpaiit, 2021.— 145c.— (Beiciiee

obpaszoBanne). — ISBN 978-5-534-14216-7. — Tekct : smektpoHHbIH // OOpa3oBarenbHas
iatgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/468074

9. MarepuaibHO-TeXHMYECKas 0a3a, HeoOXoauMasi 1J1s1 OCylIeCTBJICHUS 00Pa30BaATEIbHOIO
npouecca no JUCIUNIUHE

MarepuanpHo-TeXHUYECKass 0a3a, HeoOXomumasi Il OCYIIECTBICHUs 00pa30BaTeIbLHOTO
nporecca mo JUCIUIUIMHE BKITIOYAeT B CBOM COCTaB CHEIHAIbHbIC TOMEIIICHUS:

- yueOHbI€ ayIMTOPUH JIJIsl POBEICHUS 3aHATUIN JIEKIIMOHHOTO TUIIA;

- yueOHbBIC ayTUTOPHH JIJIsl TPOBEICHUS MMPAKTHUECKUX 3aHATHH (CEMUHAPOB);

- y4eOHbIe ayTUTOPUU JIJIsl IPOBEACHUS TPYIIIOBBIX M MHAMBHYaIbHBIX KOHCYIIBTALINH;

- ydeOHble ayIUTOPUU [UISl TPOBENEHUS TEKYIIEro KOHTPOJIS MU IPOMEXKYTOUHOMN
aTTeCTAalluH;

- IIOMCIICHUA OJI1 CaMOCTOSITCJIBHOfI pa6OTbI;

- IOMEIIEHUsT JJIs1 XpaHeHUs U NPOPUIAKTUYECKOTO OOCITY)KMBAaHUS TEXHUYECKUX
CPEICTB OOyUYCHHS.

CHGHI/IaJ'II)HI)IC IIOMCIICHU S yKOMHJ'IeKTOBaHI)I CpeI[CTBaMI/I O6y‘-ICHI/I$I, CJ'IY)KaHII/IMI/I JJISL
MpeACTaBICHHs Y4eOHOU HHPOpMAITUK OOJIBIIION ayTUTOPHH.


http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
https://urait.ru/bcode/489555
https://urait.ru/bcode/468912
https://urait.ru/bcode/468074

[TomemieHust st caMoCTOATENbHONW pabOThl OOyYaroIMXCsl OCHALIEHbl KOMIIBIOTEPHON
TEXHUKOH C BO3MOXKHOCTBIO MOJKIIOUEHHs K ceth «VHTepHeT» M obecredeHueM JocTyna K
ANIEKTPOHHOHN MH(pOpMaIIMOHHO-00pa3zoBarenbHo cpene SApl'Y.

ABTOD:

Cr. npenonaBaresb 6a30Boi Kadeapsl
TEXHOJIOTHUH COITHAJIFHOMN
peadbumuTaIK

N.C. KyBuinHoBa

001ICHOCMY, YUeHas Cmenets noonuco H.0. @amunusn



Ipuniaoxkenune Ne 1 k paGoueii nporpaMMe JUCHMILIHHBI
«OCHOBBI JOKYMEHTOBEIEHUS M IOKYMEHT0000poTa B cepe cONMATbHOM 3aAIIUTHI»

DoH/I OLIEHOYHBIX CPEICTB
JJIsl TPOBeJIeHUsI TeKYLero KOHTPOJIsl yCIeBaeMOCTH
U MPOMEKYTOYHOM aTTecTAlMU CTYIeHTOB
10 JMCIHUNIUHE

1. TunoBble KOHTPOJIbHbIE 32/IaHHUSI H HHbIE MATePHAJIbI,
HCNOJIb3yeMble B MpoIecce TEKYIero KOHTPOJIs yCneBaeMoCTH

3aganus 1J1s caMOCTOSATEIbHOI padoThI
(Oanmvie 3a0anus 8bINOIHAIOMCA cmyoeHmom camocmosmenvro 6 VK LMS Moodle
u npenooasamenem 6 0053amenbHOM NOPSOKe He NPOBEPAIOMCSL)

3ananus no teme 1. OCHOBBI IOKYMEHTOBEAeHUS U JOKYMEHT0000poTa

3aoanus ons camocmosmenvuou pabomsr 6 VK ¢ LMS Moodle

[MonroroButh 3cce mo Tteme «OCHOBHBIE 3aJa4d JOKYMEHTAI[MOHHOTO OO0ecreueHus B
COLIMAJIbHOM paboTey.

[Tpoananu3upoBaTh TUITBI JOKYMEHTOB U HOCUTEIIH TOKYMEHTUPOBAaHHOW WH(OpMAINH, KOTOpPhIE
UCTIOJIb3yeT CHEIMAIIMCT 110 COMaIbHOM padoTe.

3apanns no reme 2. 3aKoHoOAaTeIbHASI U HOPMATHBHO - MeTOAMYECKasi 0a3a
MOKYMEHTAINMOHHOTO YIPaBJIeHHS

3aoanus ons camocmosimenvuou pabomsr 6 VK ¢ LMS Moodle
[Ipoananu3upyiiTe rocyIapcTBEHHbBIE CTAHIAPTHI HA JOKYMEHTAIIHIO.

3ananus no teme 3. HopmaruBHo-nipaBoBasi W MeTOAUYECKAsl JOKYMEHTAIHs,
peryjaupymoumas AedTeJIbHOCTh YYPeKACHHH CcOUHMadbHOH cdepbl

3aoanus ons camocmosmenvhoi pabomsr 6 VK 6 LMS Moodle

PaccMoTpeTs oKaIbHYI0 TOKYMEHTAIUIO B YUPEXKIECHUSX COIIUAIBHON CephI.

3ananus no teMme 4. OCHOBHbIe TpeOOBaHHS K O0(OPMJIEHHMIO TOKYMEHTOB
3aoanus ona camocmosmenvhoi pabomsr 6 VK ¢ LMS Moodle

Co3znate hopmyisap-oOpaserr.

CocraBuTh OJaHK C YITIOBBIM U MPOOIBHBIM PACTION0KEHUEM PEKBU3HUTOB.



3ananus no teme 5. Cucrembl TOKyMeHTauMu B cdepe conuaabHON padoThI
3adanus ona camocmosmenvrou pabomor 6 VK 6 LMS Moodle

. I3mate mpoekT npuka3a opraHu3aliu.

. CocTaBUTh CITyKeOHYIO 3aITUCKY.

. CocraBuTh M1aH pabOTHI CHICIIHAMCTA HA MECSIII.

. CocTaBUTb OTUYET O MPOEIaHHON padoTe.

. CocTaBuUTh 00BSICHUTENHHYIO 3aMICKY IO MOBOY OMO3/IaHus Ha padoTy.

. [ToAroToBUTH MOJNIOKEHKE O TTOPA3IACICHUH OPTaHU3AIUH.

. Pa3paborath nucbMo, TOKIaIHYIO 3alUCKY, CIIPABKY.

. [loAroroBUTH MITAaTHOE paCIMCAHUE.

0NN DN B W~

3apanna mo teme 6. OpraHusanms [JOKYMEHTO000pOTa y4Ype:KIeHUil COMAJIBLHOU
3alUThI

3aoanus ons camocmosmenvuou pabomst 6 VK ¢ LMS Moodle

1. Peructparus BXoasAmuX (MCXOA[IINX) JOKYMEHTOB B OPTaHU3AIUIO TI0 AIIEKTPOHHOMY
JIOKyMEHTOO00OPOTY.

2. Peructpanus BXoasuux (MCXOASIINX) JOKYMEHTOB C UCTIOIb30BaHHEM OyMasKHBIX

KYPHAJIOB.

3. Opranu3zanusi paboThl UCTIOJHUTENS C JOKYMEHTAMH.

3aganusa nmo teme 7. OOecrnieyeHHe COXPAHHOCTH  JOKYMEHTOB, oOOpa3yluuxcs B
AeSITeJILHOCTH Y4YpeKIeHUH COMATBHON 3alIUTHI HACeJeHHSs

3aoanus ona camocmoamenvhoti pabomer 8 DVK ¢ LMS Moodle

1. ®opmupoBaHue s1es1 Ha OyMa)kHOM HOCHTEIIE.

2. Pa3paboTka HOMEHKJIATypBI 1T OPTaHU3ALIUH.

3. Odopmienue aena Ha XpaHEHUE: YaCTUYHOE, MTOJTHOE.

Saﬂaﬂl/lﬂ AJIA MPAKTUHYIECCKUX 3aHATHH

IIpakTHYeckne 3aHATHS MPOBOAATCA B (OpMe CEMHHAPOB H MPEANOJIATAI0T MOATOTOBKY
JAOKJIA/I0OB M Npe3eHTalMil U mocJieayouee 00CyxKIeHHe 10 cIe1y0IUM BOIpocam

Cemuuap mno teme 1. OCHOBBI JIOKYMEHTOBE/ICHUSI H JOKYMEHTO000poTa

1. MHpopManinoHHas COCTaBIAIOMIAs TEPMUHA «IOKYMEHT).

2.CoOTHOULIEHNE TOHATHH: «TIOKYMEHT», «I0KyMEHTOO0OPOT, «JeIONPOU3BOICTBOY,
«JTOKYMEHTAIMOHHOE 00eCTIeYeHNE YIIPaBICHHSDY

Cemunap no teme 2. 3aKoHOaTeJIbHAST U HOPMATHBHO - MeTOAMYECKasi 0a3a
JOKYMEHTAIHOHHOTO YIIPaBJIeHUsA

1.HopmaTtuBHO-TIpaBOBOE PETYINPOBAHUE TOKYMEHTHPOBAHUS YIIPABICHYECKOMN TSI TCIIBHOCTH.
2.T'ocymapcTBeHHas cuCcTeMa JOKYMEHTAIIMOHHOTO 00ecIieueH sl yIpaBIeHusI.

3.H€ﬁCTBYIOIHHC HOpMaTI/IBHO-HpaBOBLIe AKThI 1 MECTOOUYCCKHUEC peKOMCH}IaHI/II/I, HpI/IMeHSIGMI)Ie B
chepe TOKyMEHTHPOBaHUS, NX 3HAYCHUE.

Cemunap no teme 3. HopmaruBHO-IpaBoBasi W MeTOAUYECKAsl JOKYMEHTAIHs,
peryjaupyooumas AedTeJIbHOCTh YYPeKACHHH COUHadbHOH chepbl

1.®DenepanbHbIe 3aKOHBI M UX TPEOOBAHUS K OpraHU3aluu paboThl 110 COLMAIbHON 3alUTE U €€
JOKYMEHTHUPOBAHUIO.



Cemunap mno teme 4. OcHoBHbIe TpeOoBaHHS K 0QOPMJIEHHIO TOKYMEHTOB

1. TTorATHS «PEeKBU3UT» U «HOPMYISP» TOKYMEHTA, UX COOTHOIICHHE.

2. Buapl peKBU3HUTOB: MOCTOSHHBIE U TIEPEMEHHBIE, ITU(PPOBBIE U TEKCTOBBIE PEKBU3HUTHI U JIP.
3. CoBpemeHHbIE TpeOOBaHUS K O()OPMIICHHIO 1€JIOBBIX JOKYMEHTOB.

Cemunap no teme 5. Cucrembl J0KyMeHTauuMu B cdepe counaabHOH padoThl
1. ®yHKIIMOHATBLHBIE U aTPUOYTUBHBIE CUCTEMBI JIOKYMEHTAIIUH.

2. CucreMa opraHu3alMOHHO-PACTIOPAIUTENBHON TOKyMEHTAlUN

3. CucremMa CpaBOYHOM TOKyMEHTalUU

4. CucrteMa MjIaHOBOW IOKYMEHTAIUU

Cemunap mo teme 6. OpraHuzanusi JOKYMEHTOOOOpPOTAa YUpexAeHUMH  CONMAIbLHOI
3aIUThI

1.OcHOBHBIE TOKYMEHTOIIOTOKH B OpPraHU3AIMIX COIIMATBLHOM 3alUTHI.

2.0c06eHHOCTH pabOThI ¢ BXOIAUIUME, UCXOIAIIMMHI U BHYTPEHHUMHU JOKYMEHTaMH.

3.Ilpuem u perucTpanusi JT0KyMEHTOB.

4. VicnonHeHHEe TOKyMEHTOB.

5. OTnpaBka JOKYMEHTOB.

Cemunap mno teme 7. O0ecmeyeHHe COXPAHHOCTH  JOKYMEHTOB, 0O0pa3ylolIuxcsi B
NeATETbHOCTH YYPEKIeHHI COIUATbHONH 3aIUTHI HACEJEeHHSs

1. ®opmupoBaHUE 1 ONIEPATUBHOE XPAHECHUE JICTT.

2. Pa3paboTka HOMEHKJIATYPHhI JIe]T OPTaHU3aIH COUATBHOTO 00CITY)KUBAHHS.

3. Opranu3zanus MpoBeIeHUS dKCIIePTH3a IIEHHOCTH T0KyMEHTOB, 0(hOpMIICHHE €€ PE3YJIbTaTOB.
4. OdopmieHue aemna Ha XpaHeHHE.

Kputepuu onieHku paboThl CTYAEHTOB BO BpEMSI CEMUHAPOB:

- Conep:kaHue OTBETa COOTBETCTBYET 3aJaHHOMY BOIIPOCY

- [TonHOTA M pa3BEpHYTOCTh OTBETA

- UeTKOCTh ¥ TOYHOCTH (POPMYIIMPOBOK IIPHU OTBETE HA BOMPOC
- PeueBast rpaMOTHOCTD

ConeprkaHne OTBETOB OLIEHUBAETCS IIKAJIE «3a4TCHO-HE3aUTEHON!

- OLICHKA «3a4T€HO» BBICTABIIACTCS CTYACHTY, €CIU OH IPUHUMAET AKTUBHOE y4acTHE B
00CYy>KJI€HHH BOMPOCOB, BEHIHECEHHBIX HA CEMUHAPCKOE 3aHATHUE, IPU OOCYXICHUN OMUPAECTCS HA
JUTEPATYPY 10 TEME CEMHUHAPA, ACNIACT OTCBIIKA K aBTOpaM, IIPUBOJUT IIPUMEPHI, BBICKa3bIBAET
COOCTBEHHYIO NO3MUIIMIO, apTYMEHTUPYS €€, XOPOIIO BIIAJEET TEOPETUUECKUM U IMPAKTHUYECKUM
MarepuasoM 1o 00CyKaaeMoi TeMe;

- OLICHKAa «HE 3a4TCHO» BBICTABIISCTCSA CTYAEHTY, €CIIM OH HE IPUHUMAET aKTUBHOIO
ydacTusi B OOCYXJEHMM BOIIPOCOB, BBIHECEHHBIX Ha CEMMHAp, MpPH OOCYKIECHUH OMHpPAETCs
TOJIBKO Ha COOCTBEHHBIE CY)KJCHMsI, HE UCIOJb3Ys JIUTEpaTypy MO TEME CEMUHApa, 3aTPyAHIETCS
C OTCBUIKAMH K aBTOpaM, C TPYAOM IIPUBOAMT IPUMEPHI (MM HE MOXKET HMX IPUBECTH),
BBICKAa3bIBA€T COOCTBEHHYIO MO3ULMIO, HE apTyMEHTHPYS €€, IJI0XO BIIaJIeeT TEOPETHUECKUM U
NPaKTUYECKUM MaTepHajIoM 1o 00CyKIaeMoil Teme.

Tembl npe3eHTaANUI 110 KypCy
«OCHOBBI TOKYMEHTOBEIEHUSI M IOKYMEHT0000poTa B c(pepe cOMATBHON 3aALIIUTHI»

1. TwumoBas cTpyKTypa JeJI0NPOU3BOICTBEHHOH ci1ykO0bl. Pactipenenenue obs3aHnHOCTEH.



2. HopmaruBHas periaMeHTalusi COTPYIHUKA CIIYy>KO COLMaIbHON 3alIUThl HACEJICHUS.
3. IlpaBuna npuema u 00pabOTKH NOCTYNAIOLUINX JTOKYMEHTOB.
4. Paborta ¢ oOpameHusAMHU TpaKIaH.
5. IloaroroBka JOKyMEHTOB K OTIIPABKE.
6. TpeGoBanus k paboTe C TOKYMEHTaMH, UX COCTaBlIEHHE U O(hOPMIICHHE.
KoHTposb 3a kauecTBOM 0(OpMIIEHHS TOKYMEHTOB.
7. Perucrtpanusi JOKyMEHTOB.
8. KoHTposb 3a cCpOKaMu UCIIOJTHEHMS JOKYMEHTOB U TOPYYEHUN PyKOBOIUTEIS.
9. TpeboBaHus K OpraHU3allMu XpaHEHUs! JOKyMEHTOB, UX CHCTEMaTH3aIusl.
10. XpaHeHue TOKYMEHTOB B YUPEKICHUAX COLIMATIBHOM 3aIUThl HACETICHHUS.

1. O0nem — He Oonee 10-12 cnalimoB
2. OO0s13aTenbHO HAJTMUKE BBEJCHHS U 3aKII0UeHUs. Bo BBeIEHUU KPATKO: aKTyallbHOCTh
TEMBI, [IEJIH U 33]]a4u pa0doThl. B 3aKIFOU€HUN: YeTKHE BBIBOJIBI MO KAXKJOMY ITYHKTY PaOOTHI.
[Ipu moaroToBKe 0053aTeILHO HCTIOIB30BaHNE CTaTel U MOHOTpaduil 3a mociaeanue 2-3 roaa.
3.CaMocTosITEIbHOE BHIIIOTHEHNE PAOOThHI

Kputepuu oueHku

ConeprxaHue 3aJaHUs OLIEHUBAETCS 110 MIKAJIE «3aUTEHO-HE3aYTEHO»:

* «3a4TeHO»- 3aJJaHUE SIBJISIETCS OPUTMHAIBHBIM, COJIEPKaTEIbHBIM, IPAMOTHO BBITIOJTHEHHBIM;
- «He3auteHo» - 3aaHNe BBIIOJTHEHO HECAMOCTOATENBHO, OTCYTCTBYET OPUTMHAIIBHOCTD,
HEOOXOIUMBIE CTPYKTYPHBIE SJIEMEHTHI, BHITIOJIHEHO HE B IOJTHOM O00BbEMe.

CamocrosiTenbHa padota mo Teme S. CucTeMbl JOKyMEHTanmuM B  cdepe CONHAILHOM
padoThI

(nposepka cchopmuposannocmu YK -4, unouxamop YUK -4.3)

CocTaBuTb AETOBOI TOKYMEHT, YYUTHIBAsI €T0 11EJIb, CTPYKTYPY U IpaBuiIa 0pOpMIICHHUS.

CO,Z[ep)KaHI/IC 3adaHus OCHUBACTCA 110 IIKAJIC «3a4TCHO-HE3a4YTCHO» .

- «3a4TeHO0» - BBICTABIISICTCS CTYACHTY, C€CJIM OH BBbIIIOJHUI 3aJaHUC TpPaMOTHO,
COACPIKATCIIBHO.

- «He 3auTeHO» - BBICTABIICTCS CTYACHTY, €CJIM OH JOITYCTHUJI OIIUOKU HITH 3aTpyAHACTCA
B OTBCTC.

CamocrosiTeibHA paGota mo Tteme 6. OpraHm3zaums JAOKYMEHTO000pPOTa y4dpeKIAeHUi
COMAJIBHONA 3aIUTHI
(nposepka cghopmuposannocmu ITK(CT) -2, unouxamop UIIK(CT)-2.2)

3agaga Nel: ompenenuts crneuupuky TOKYMEHTOOOOpOTa OpraHM3aluU, OTpaciy,
pernoHa, o0IIErOCyIapCTBEHHOTO JOKyMeHTO000poTa. COCTaBUTh aHATMTUYECKYIO CIIPABKY 10
BOIIPOCAM OpraHU3alK JOKYMEHTO000pOTa B COLMANIBHBIX YUPEXKICHUIX TOpOAa.

3amaua Ne2: 0CTaBUThH aJITOPUTM PETUCTPALUU TOKYMEHTOB B YUPEXKIECHUAX COLUAIBHON
pabotsl. Ha3Barh mpumeHsieMble (OpMBbI perucTpalud JOKYMEHTOB B OpraHax COLMaIbHOU
3aIUTHl HACETICHMUS.

Coz[epx(aHHe 3aJaHuA OICHHUBACTCS 110 IIKAJIC «3aUYTCHO-HE3AUYTCHO)) .

- «3auTeHO0» - BBICTaBIACTCS CTYACHTY, C€CJIM OH BBbIIIOJHWI 3aJaHUC TPaMOTHO,
COACPIKATCIBHO.

- «He 3auTeHO» - BBICTABIACTCS CTYACHTY, CCJIM OH IOITYCTHII OIIMOKHU TN 3aTPYAHACTCA
B OTBCTC.



2. Crnucok BONPOCOB M (MJIN) 3aJaHUI VISl TPOBeEAEeHUsI IPOMEKYTOUYHOM aTTecTalun

BOl'[pOCbI K 3a49€Ty 110 JUCHUIIJINHE

«OCHOBBI JOKYMEHTOBEICHHS M JOKYMEHT0000poTa B c(hepe CONMAIBLHOMN 3alIUTHD)

—_—

ARG

= 0N

13.

14.

15.

16.

17.

18.

19.

20.

21.
22.

23.

24.

Omnpenenenue, npeaMeT U 00BEKT TOKyMEHTOBEICHUSI.

I[OKYMGHTOBGHGHI/IGI HUCTOpUA U COBPEMCHHOCTD.

[TonsiTHe <« mOKyMeHT». OmnpeneneHHe JIOKYMEHTa B YIPABICHYECKOH CHUCTEME B
HOPMATUBHO- MCTOAUYICCKUX JOKYMCHTAX B C(bepe JAOKYMCHTOBCJCHUA,
JIeTTOTIPOU3BOJICTBA.

CooTHoOIlIEHHWE TOHATUH: «JIOKYMEHT», «IOKYMEHTOOOOpOT», «JIEIOMPOU3BOACTBOY,
«JTOKyMEHTAIIMOHHOE 00eCIIeUCHNE YITPABICHHUS.

Crnenuduka paboThI C TOKYMEHTAMHU B Pa3IMYHBIX c(hepax comaibHON PabOTHI.

Cocras 3aKOHOJATEIHHON u HOPMAaTUBHO- METOIUYECKON 0a3bl
JAOKYMCHTAIIMOHHOI'O YIIPaBJICHHA.

3akoHonarenbHbIe akThl PO B chepe nHPOpMALIUU U JOKYMEHTAIHH.

T'ocynapcTBeHHBIE CTaHAAPTHI HA JOKYMEHTALHIO.

MC)K)IYHapOJIHBIe CTaHJApPThl HA JOKYMCHTAI[UIO.

. (DeﬂepaJ'IBHLIe 3aKOHBI U UX Tpe6OBaHI/I${ K OpraHu3anuu pa6OTLI MO COIIMAaJIbHOM 3a1uTe

" €C JOKYMCHTUPOBAHUIO.

. OcHoBHBIE TpeOOBaHUS K O(POPMIICHUIO JOKYMEHTOB.

[TonsTHsT «peKkBU3UT» U «POPMYIAp» MOKyMEeHTa, HX cooTHomeHue. CocrtaB
Ha3HAYCHUE PEKBU3UTOB. BUIBI pEKBU3UTOB.
TunoBoii 1 MHAUBUIYATBHBINA (hopmysip mokymeHTa. Dopmyssap- odpaserr.
brnank moxymeHTa, BUIbI ONMaHKOB. BIaHKU C yIIIOBBIM M MPOAOIBHBIM PACTIOIOKECHHEM
pekBusnuToB. brnanku ¢ m3oOpakenuem locymapctBeHHoro repba u repba cyObekTa
deneparu, TpeOOBaHUS K UX U3TOTOBICHUIO U XPAaHEHHIO.
[MonsiTre «cucrema MoKyMeHTarun». @OYHKIHOHAIBHBIE U aTpUOyTHBHBIC
CUCTEMBI TOKyMEHTAIIUH.
OcHoBHbBIE (YHKIIMOHAIBHBIE CHCTEMBbI W JOKYMEHTBI WX COCTaBISIONINE: CHCTEMa
OpraHU3alMOHHO-PACIOPSAUTEILHON JOKYMEHTAI1H, cucrema CIPaBOYHOMN
JOKYMEHTAI[MH, CHCTeMa IUIAHOBOM JOKYMEHTAllUH, CUCTEMa OTYETHON JOKyMEHTAIIUH,
CUCTEeMa KaJ[pOBOH JTIOKyMEHTAIIUU U T.1I..
ATpuOyTHBHBIE  (KOPIIOpPATHUBHBIE) CUCTEMBI JIOKYyMEHTAllMH, UX OCOOCHHOCTH.
CootHomieHne GyHKIIMOHATBHBIX U aTPUOYTUBHBIX CUCTEM.
Cucrema JOKYMEHTOB B CHCTEME COLBAIIUTHI KaK MPUMEp aTpuOyTUBHOW CHCTEMBI.
CooTHolleHHEe B 3TOH cucTeMe AOKYMEHTOB (DYHKIIMOHAJIbHBIX CHCTEM U JOKYMEHTOB
CIEIMAIBHOTO IOKYMEHTUPOBAHUS, XapaKTEPHBIX JIUIIE JJISI CACTEMBI COLI3AIIUTHI.
HenTpanu3zoBanHas, CMEIIaHHas | JIeHEHTPaTu30BaHHAas CUCTEMBI
paboTsI C IOKyMEHTaMHU.
OCHOBHBIE ~ JTOKYMEHTOIIOTOKM OpraHoB couzammrbl. OcobeHHocTH paboThl €
BXOJISIIIUMU, HCXOISAITUMHU ¥ BHYTPCHHHUMH JJOKYMEHTaMHU.
PaGora ¢ oOpateHus MU TpakIaH.
Pacripeneneare ¢GyHKOmMA W 00S3aHHOCTEW MEXAy OONACTHBIMH W PailOHHBIMU
(TeppUTOpUATIEHBIMHI) OPraHaAMU COII3AIUTHI.
B3aumoneiicTBie OpraHOB COILBAIIMTHI C OPraHaMU BJIACTH M YHPABICHHS CyOBEKTOB
(denepanuu 1 opraHaMi MyHUIIUIIAIBHOTO YIIPABJICHUS.
Pa3paboTka HOMEHKIATYphI e YUYPEKACHUS U KOHTPOJIb 3a ACTOMPOU3BOJICTBOM, B TOM
gucie 3a GopMUpoBaHUEM JIEI.



25. CocTaBieHrEe ONMCEW MOKYMEHTOB CTPYKTYPHBIX 4acTeW, MOJUIekKAIIMX CAadye B apXuB
yupexaenus. [lepenada TOKyMEHTOB B apXHB yUPEXKICHHUS.

26. OGecnieyeHre COXpaHHOCTH JOKyMEHTOB. [lepenaua e B rocy1apcTBEHHBIE apXUBBI.

27. OcoOeHHOCTH XpaHEHHs] W OpraHM3alMi HCIOJb30BaHUS JOKYMEHTOB YUpEXJEHUMN
COIMAJIbHOM 3aIINTHI.

HpaBnna BBICTABJICHHUA OLICHKHU HA 3a4Y€Te

3adeT MpOBOIUTCS B YCTHOM (hopme.

[To uroram 3auera BHICTABISETCS OJIHA U3 OLICHOK: «3aUTEHO» WU «HE 3a4TCHOY.

OneHKH  «3a4T€HO»  3aCHy)KMBAaeT  CTYICHT, OOHApyXXHUBIIWH  BCECTOPOHHEE,
CHCTEMaTHYecKoe M DIIyOOKoe 3HaHWe Y4YeOHOrO W HOPMATHBHOTO Marepuaia, YMEIOIIUi
CBOOOJIHO BBIMONHATH 3a/laHusl, MPEIYCMOTPEHHBIE MPOTPaMMOMN, YCBOMBIINII OCHOBHYIO H
3HAKOMBI C IOTIOJTHUTEIHLHOU JTUTepaTypoi, pEKOMEHIOBAaHHOM KadeIpoi.

Taxke OlLIEHKAa «3a4TE€HO» BBICTABISIETCSl CTYAEHTaM, OOHApPY>KUBIIUM IIOJHOE 3HAHUE
yu4eOHOro MarepHala, YCIEUIHO BBINOJHSIOIMIMM IPEIyCMOTPEHHbIE B MpPOrpaMMe 3aJaHus,
YCBOMBIIMM OCHOBHYIO JIUTEPATypy, PEKOMEHIOBAHHYIO Kadeapoil, IeMOHCTPHUPYIOIIHE
CUCTEeMAaTUYECKUN XapakTep 3HAHUH MO TUCIUIUIMHE M CIHOCOOHBIE K MX CaMOCTOSTEIbHOMY
NIOTIOJTHEHHUI0O U OOHOBJICHUIO B XOJ€ AaibHelmeid ydeOHOW paboTel M mpodeccnoHaIbHOM
TeSITeITbHOCTH.

Hakonen, oneHKoON «3a4T€HO» OIICHMBAIOTCSI OTBETHI CTYACHTOB, MOKA3aBIIUX 3HAHUE
OCHOBHOTO y4eOHOTO Marepuana B o0ObeMe, HEOOXOAMMOM sl AallbHEHINe y4eObl W B
npeacTosiiel  pabore 1mo mpodeccuu, CHPaBIAIOMIMXCS C  BBIOJHEHUEM  3aJlaHui,
IPEAYCMOTPEHHBIX MPOTrPaMMOi, HO JOMYCTHBIIUM MOTPELUIHOCTH B OTBETE Ha HK3aMEHE M IpHU
BBIITOJIHEHUHM KOHTPOJIBHBIX 33/JaHWH, HE HOCAIIME MPHHIWIHAIFHOTO XapakTepa, Koraa
YCTaHOBJIEHO, YTO CTYIEHT o0nanaeT HeoOXOOAUMBIMU 3HAHUSMHU [UISL  TOCJEIYIOIIEro
YCTPaHEHUS YKa3aHHBIX MOTPEIIHOCTEH MOJI PyKOBOACTBOM IPEIOaBaTEs.

OrneHKa «HE3au4TeHO» BBICTABISIETCS CTyACHTaM, OOHApYKUBIIMM TPOOENBI B 3HAHUSX
OCHOBHOTO y4e0OHOro Marepuaina, JOMYCKAIOUIUM MPUHIUIHAIBHBIE OMIMOKA B BBITOJTHEHUU
MPEAYCMOTPEHHBIX MPOrPaMMOMN 3aJaHuil. Takol OLEHKU 3aCIIyKUBAKOT OTBETHI CTYICHTOB,
HOCSIIIME HECUCTEeMaTU3UPOBAaHHBIM, OTPHIBOUHBIM, TOBEPXHOCTHBIN XapaKTep, KOT/a CTYIEHT He
IOHMMAET CYIIECTBAa M3J1araéMbIX UM BOIIPOCOB, UYTO CBUIETEIBCTBYET O TOM, YTO CTYACHT HE
MOXET JaJbIle MPOAOIDKATh O0yYeHHE WM MPHCTYNAaTh K MPO(EeCCHOHATBHON esITeThHOCTH
0€e3 TONMOJTHUTENbHBIX 3aHATUH M0 COOTBETCTBYIOLIEH TUCIUTUIMHE



IIpuioxenue Ne 2 k padoueil nporpamMme AU CHHUILIMHBI
«OCHOBBI TOKYMEHTOBeIEHHSI M IOKYMEHT0000poTa B cepe cOMATBLHON 3a1UTHD)

MeToauueckKkue YKazaHnus QJisl CTYA€HTOB IO OCBOCHHUIO NTUCIHHUITIJTHHBI

OcHoBHOHM (opMoOil M3NOKEHHST  y4eOHOro marepuana 1o aucuuiuinHe «OCHOBBI
JOKYMEHTOBEJICHUSI U JOKYMEHTOO0OpoTa B cepe COLMaIbHOW 3alIUThD SIBISIOTCS JICKIIUU.
YenenHoe oBnageHne AUCIUTUTMHON TPEAIIOaracT BEITIOIHEHUE Psijla PEKOMEH/TAITHiA.

1. Cnenmyer BHHUMAaTeNbHO H3YYHTh MaTepuaibl, XapakTepusymooiue Kypc «OCHOBBI
JOKYMEHTOBEJICHUSI U JOKYMEHTOO0OpOTa B cdepe COIMATBLHOW 3alUThl» U ONPEACTSIONINe
IIEJICBYI0 YCTAHOBKY. ITO TIOMOXET YETKO MPEACTABUTH KPYT U3ydaeMbIX IIPOOJIEM U IITyOUHY UX
MOCTHKEHUSI.

2. HeobOxomumo 3HaTh TOAOOPKY JHTEPATyphl, MOCTATOUYHYI0 U HEOOXOAUMYIO JUIS
u3ydeHus mpemyiaraemoro kypca. [Ipm sToM ciegyeT uMerh B BUIY, YTO Hy)KHA JUTepaTypa
Pa3IUYHBIX BUJOB:

a) y4eOHUKH, ydeOHbIE U YIeOHO-METOTUICCKUE TIOCOOHS.

0) MoHOrpaduu, COOPHUKH HAYyYHBIX CTaTeH, MyOIHMKAIMi B TYMaHHTAPHBIX KypHAJIax,
NPEICTABISIONINE SMIUPUYECKUI MaTrepuan, a TakKe MHOTOOOpa3Hble acleKThl aHaIn3a
COBPEMEHHOTO Pa3BUTHS OOIIECTBA;

B) CIIPaBOYHAs JIUTEpATypa — SHIUKIIONEINHN, YJKOHOMUUYECKHUE CIIOBApH, PACKPBIBAIOIINE
KaTeropuaJlbHO-ITIOHATUNHBIN armnapar.

I) aHaJUTHYECKHEe  MaTepualbl, MPEJICTaBICHHbIE  BEAYIIMMH  SKCIIEPTHBIMU
OpraHu3aIUsIMU

3. Uzywas nureparypy, cieqyeT YSICHUTb OCHOBHOE COJIEp)KaHHE TOW WIIM WHOMN
COLIMANILHOM MPOOJIEMBbI, TPUUKHBI €€ BOZHUKHOBEHUS U MOCIEeICTBUS Jis 00LIeCTBa.

B mporecce oOyueHus Tpedyemblil yueOHBIN MaTeprall CTYIEHThl MOTYYaloT Ha JIEKIUSIX
110 YCTAaHOBIIEHHOMY PETJIAMEHTY, a TAaKXKe IPH CaMOCTOATEIBHOM M3YYCHUH IpeIaraeMoil UM
JUTEpaTypbl 0 JAHHON AUCHUTIINHE

st camocrosiTensHOTO TIo0Opa JuTeparypel B Oubmuoreke Spl'Y pekomeHmyercs
HCIIOJIb30BATh:

1. JIuunbni kaoOuner (http:/lib.univar.ac.ru/opac/bk login.php) Haer BO3MOXHOCTD
MOJTydeHUsT on-line JocTymna K CIUCKY BBIIAaHHON B aBTOMATH3MPOBAHHOM PEXHME JIUTEPATyPHI,
IPOCMOTpa M KOTIUPOBAHUS AIIEKTPOHHBIX BEPCHM U3IaHUIN COTPYIHUKOB yHUBepcUTeTa (yuel. u
METO. TTOCOOMS, TEKCTHI JIeKIuid U T.1.) Jns paboThl B «JImuHOM KaOWHETE» HEOOXOAMMO 3alTH
Ha cailt Hayunoii 6ubnunorexku Spl'Y c mroboit Touku, umeronieit goctyn B Internet, B mMyHKT
MEHIO «OJJEKTPOHHBIA Karajory»; TMPONTH MpoLenypy aBTOpPH3alUH, BHIOpaB BKJIAAKY
«ABTOpH3AIHS, ¥ 3AIIOJTHATD MPEICTABICHHBIC ITOJISI HH()OPMAITUH.

2. DJiekTpoHHas1 OMOIHOTeKAa YueOHbIX MaTepuasoB SApl'yY
(http://www.lib.uniyar.ac.ru/opac/bk_cat find.php) conepxxut O6onee 2500 MONHBIX TEKCTOB
Y4eOHBIX M y4eOHO-METOAMYECKHX MAaTepUAIOB 10 OCHOBHBIM HM3y4aeMbIM JUCIMILIAHAM,
U3JIaHHBIX B YHUBEpcHUTETE. JJOCTYI B CETH YHUBEPCHUTETA, JIUOO IO JIOTUHY/TapOIIIo.

3. DnekTpoHHas KapToTeka « KHHroo0ecne4eHHOCTbY
(http://www.lib.uniyar.ac.ru/opac/bk_bookreq_ find.php) packpriBaer yueOHBI (OHI HayuHOM
oubmorexku  SApl'Y, mpemocraBnsger — omepaTuBHYK0 — HMH(OpPMAlKMIO O  COCTOSHUU
KHUTO00ECTIEYeHHOCTH TUCIUIUITMH OCHOBHOHM W JIOTIOTHUTEIBHON JTUTEPATypPOH, a TakKe IUKIIa
JUCIUIUIMH U CIleuanbHOCTEN. DIeKTpoHHas KapTroTeka « KHUroobecneyeHHOCTh) TOCTYITHA B
CETH YHUBEpcHUTeTa U uepe3 JIMuHbIi KaOUHET.
3amanHust JUIT CAMOCTOSITEIIBHOTO pelICHHS (QOPMYIUPYIOTCS Ha JICKIUSAX M IMPAKTUICCKUX
3aHATUAX. B KauecTBe 3amaHuil Uid caMOCTOSTEIbHOW pabOThl A0Ma CTYAEHTaM MpeAiararoTcs
3a/laud, aHAJIOTUYHBIE Pa300paHHBIM Ha JICKIHSIX U MPAKTUYCCKUX 3aHATUSIX WIH HEMHOTO Ooliee
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CJIO’KHBIE, KOTOPBIE SIBIISIOTCSI PE3YJIBTaTOM OOBEIMHEHHS HECKOJIBKAX 0a30BbIX 3a1ad. [TomHbIi
CIIMCOK 33/IaHU JUII CaMOCTOSATENFHOI paboThI O TeMaM (pasjenaM) TUCHUIUINHEI TPUBE/ICH B
OVK B LMS Moodle «OcHOBBI JOKYMEHTOBEACHHUS M JOKyMEHT0000poTa B chepe CorraabHON
3alIUThY. BOMpOCkl, BOZHUKAIONIME B MPOIECCE MIIM MO MTOTaM PEHICHUS ATHX 3a7a4, MOXKHO
3aJaTh Ha KOHCYIbTalMAX WK B popyme (uare) B OYK B LMS Moodle.



