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1. Ileau ocBOEHHN TUCHUILIHHBI

JuctummHa «/{okyMeHTanMoHHOE 00ecIeUeHNe NeATeIbHOCTH TyphUPMBI» COJICHCTBYET
(bOopMUPOBAHUIO 3HAHUHN, YMEHHUH U MPAKTUYECKUX HABBIKOB, HEOOXOAUMBIX IJIs1 00pabOTKH MO-
CTyMarmuxX O0QUIUATBHBIX JOKYMEHTOB HE3aBHCHMO OT CIIOCOOOB MX MEPEChUTKH (TIOTyUYSHUS)
U BUJIOB HOCHUTEJIEH, IPOU3BOJCTBA JOKYMEHTHONU MH(OpMALUU U OUIUAIBHBIX JOKYMEHTOB,
MPEJHA3HAYEHHbIX KaK JJI1 BHYTPEHHETO HMCIIOJb30BaHHS B CaMOW OPraHU3aluu, Tak W IS
BHelHero. Llenpro npenogaBanus TUCUUILIMHBI SBISETCS O3HAKOMIICHHE CIyLIaTeNIel ¢ Teope-
TUYECKUMHU OCHOBAMH U JIOKYMEHTAIIMOHHOTO O0ECTICUYCHUsT M UMEIOLTUMHUCS METOJIaMHU | CIIO-
cobamu cbopa, nepenauu, 00pabOTKH, HAKOIICHHUS, XPaHEHUS IOKYMEHTOB U JOKYMEHTHOW MH-
dbopMaIuu Ha OCHOBE MPUMEHEHHSI €TUHBIX METOAMYECKUX TPUEMOB U IPABUIL.

2. MecTo TUCHUIIMHBI B CTPYKTYpe 00pa3oBaTe/ibHOI MPOrpaMMbl

JucuuninuHa «JlokyMeHTalmoHHOe 00ecrieueHue AESITeIbHOCTH Typ(UPMbI» OTHOCUTCS
00s13aTenpHOM YacTu 00pa3oBaTebHON MporpamMmbl.. OHAa OCHOBBIBAETCS HA 3HAHMSX, MMOTYYCH-
HBIX CIyIIATESIMU IIPU M3YYEHHUH JUCLUIUIMH YpoBHA «bakamaBp Typusma»: «MapKEeTUHI B
TYPUCTCKON MHAYCTpUn», «MeTopl Hay4YHbIX HcclenoBaHuiy. [lonydeHHbIe B X016 OCBOCHUS
IlaHHOfI AUCHUIITIMHBI TCOPCTUICCKHUEC, METOJOJIOTHYCCKUEC U MCTOAUMYCCKUC 3HAHHA W HABBIKU
MO3BOJIAT CTyJIEHTaM HMCIOJIb30BaTh HAyyHbIe METOJIMKH MpU cOope, mepeaaye, oOpadoTke, Ha-
KOINICHUH U XpPaHCHWU NJOKYMCHTOB B OpraHu3aluiaXx.

3. [lnanupyeMsblie pe3yabTaThl 00yYeHHS MO JUCHHUIJIHHE, COOTHECEHHbIE ¢ MIAHUPYEMbI-
Mu pesyiabratamu ocBoennst OIl marucrparypsl

[Tpomecc u3ydeHUs TUCIUIUIMHEI HAIIPaBIIeH Ha (POPMUPOBAHHE CIICTYIOIINUX JICMCHTOB
komneTeHuii B coorBercTBUU ¢ ®I'OC BO, OIl BO u npuobpereHus CleqyoomuX 3HAHUH,
YMEHMM, HAaBBIKOB U (MJIM) OTIbITA IEATEIbHOCTH:

Kon ®opmyMpoBKa Ilepeyenb MIaHUPYEMBbIX Pe3yJIbTATOB
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JIOJIOTMYECKUE TOAXO0/bl, CYHIECTBYIOIINE B
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Criocobe  popmupoBaTh Tex- BYIOILIME METOJUKHU cOopa, mepeaayu, oopa-
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TYPUCTCKOW OpraHU3aliH, Op- | o .
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4. O0beM, CTPYKTYpPa H CO/iepPKaAHMe TN CHUTITHHbBI

OO01mmas TpyI0eMKOCTh TUCIUTUTHHBI COCTABIISIET 2 3a4ETHBIC SIMHUIIBI, /2 aKaj.daca.

Ne Tembl (pa3aennr) Buabl yueOHbIX 3aHATHI, DopMBbI TEKYLLET0
n/n AUCHHUILINHBI, BKJIIOYAsl CAMOCTOSITEIbHYIO | KOHTPOJIAA yCIleBae-
HX co/iepiKaHue = padoTy CTYIeHTOB, MOCTH
3 M UX TPYAOEMKOCTh
5 (B aKka/ieMH4eCKHX 4Yacax) dopma nmpomexy-
o TOYHOH aTTecTalUM
(no cemecmpam)
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2 |OCOBEHHOCTH [10- 2 2 6 |YcTtHBII ompoc 1O
KYMEHTALIMOHHO- BUJIaM  JIOKYMEHTOB,
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PAUCTCKOM OTPAC- CTCKO# OTpaciH.
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THE MO0 O(POPMIICHHUIO
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KYMEHTOB
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JOKYMEHTOB IO JIHY-
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HOMEHKJIATYpBbI el

3amanue 1A camo-
CTOSITEJILHOM PabOTHI

OPI'AHU3ALIUA 5 Juckyccus o 3amadax
CJYXKBbI JAOKY- U (QYHKIUSAX CITY>KOBbI
MEHTAIOMOHHOI'O JIOKYMEHTAllMOHHOT O
OBECIIEYEHUSA oOecrieyeHust ymnpas-
YIIPABJIEHUSA JICHHUSL.

HNPEAIIPUATUA TY- Huckyccusa  «Jlocto-
PUCTCKOM OTPAC- MHCTBA U HEJOCTAaTKU
JIN COBPEMEHHOTO JIOKY-

MEHTO000POTaY.
3agaHue UIL  camo-
CTOSTEIbHOM PadOThI

0,3| 5,7 |3auer

Bcero 4 114 3 10,3]50,7

Conep:kaHue pa3aesioB TUCHUTIHHBI

1. CYHIHOCTBHb JOKYMEHTALIMOHHOI'O OBECIIEYEHHS YIIPABJIE-
HUS. OOvext, nmpeaMeT U MeToJbl Kypca. 3HAu€HUE JOKYMEHTAlMOHHOIO OOecleyeHus B
ynpapieHUH. BO3HUKHOBEHNE U pa3BUTHE OTEUECTBEHHOTO JOKYMEHTAIMOHHOIO 00eCHeUeHHU .
CoBpeMEHHOE TOCYIapCTBEHHOE PETYJIHMPOBAHME JEIONPOU3BOACTBA. OCHOBHBIE TEPMHMHBI U
MOHATHUS B TOKYMEHTALMOHHOM O0ECIIEYeHUH YIIpaBIECHUS

2. OCOBEHHOCTHU JIOKYMEHTAIMOHHOI'O OBECHHEYEHUA ITPE /1-
MPUATHUA TYPUCTCKOM OTPACJIN. OCHOBHBIE TOKYMEHTHI, 06pa3yIoIIHecs B MPOIec-
ce JIeSATEeIbHOCTH MPEIIPUsATHS TYpUCTCKOM oTpaciu. TpeboBanus NeiCTBYIOIIEr0 3aKOHO A~
TesnbeTBa PO kK 0popMIIeHHI0O JOKYMEHTOB MPEANPUATHS TYPUCTCKON OTpPACIIH.

3. OCHOBHBIE TPEBOBAHUS K O®OPMJUIEHUIO JOKYMEHTOB. O¢u-
uanbHble TOKyMeHThl. fOpunnyeckas cuia 10KkyMeHTa. Buapl TOKyMEHTOB M UX KiIaccu]uka-
1. OpraHu3alMOHHO-PACcIOPSIUTeNbHbIE JOKYMEHThl. CTaHaapTU3aus U YHU(DUKAIUS CHC-
TeMbl ToKyMeHTanuu. [IpaBuiia opopmienus 1oKkyMeHTOB. bianku 1okymMeHToB. TpeGoBaHus K
W3TOTOBJICHHUIO TOKYMEHTOB.

4. OPrAHM3AIUA PABOTHBI C IOKYMEHTAMM. Peructpaius u y4et J0Ky-
MeHTOB. [Iprem, 00paboTka 1 pacrpeieneHue nocTynamomeil TokyMeHTaluu. ABTOMaTU3UPO-
BaHHbBIE cUCTeMbI peructpanuu. [IpaBuna 06paboTKH HCXOASIIMX JOKYMEHTOB. TpeboBaHus K
0(OPMIIEHHIO TOKYMEHTOB 10 JUYHOMY cocTaBy. OpraHusaiusi KOHTPOJIs 32 UCTIOJTHEHHEM J10-



kyMeHTOB. KoH(puaeHIIMaIbHBIE JOKYMEHTHI opranu3anuu. Oco0eHHOCTH 00paboTKu KOH(DH-
JEHITUATBHBIX JOKYMEHTOB

5. OPTAHM3ALMA XPAHEHUSA NOKYMEHTOB. Howmenknatypa, popmupo-
BaHME U XpaHeHue Jiel. [[oAroToBKa JOKyMEHTOB K apXUBHOMY XpaHEHHIO. DKCIIEpTH3a IICHHO-
¢t JoKyMeHTOB. OdopMIiieHHE 1 cocTaBiieHue onucei aen. [lopsaok nepeaayn T0KyMEHTOB B
apxuB. XpaHEHUE JOKYMEHTOB B 3JIeKTpOHHOH popme. Cucremarusanus 1oKkymenToB. Obecme-
YEHUE COXPAHHOCTH JOKYMEHTOB

6. OPrAHU3ALUS CJHYKBbl JOKYMEHTALHUOHHOI'O OBECIIEUEHUS
YIPABJIEHUS NPEAITPUATHUS TYPUCTCKOM OTPACJIN. O6mue TpeGoBaHus.
Opranuzanronsbie HOpMbI pabOTHI C TOKyMEHTaMH. THIIOBbIE OpraHU3aIMOHHBIE CTPYKTYPHI
CIIY>KOBI IOKYMEHTAIIMOHHOTO 00ecredeHus ynpasieHus. 3agaun 1 GpyHKun cryx0e1. yHK-
IIUH CTPYKTYPHBIX MOJPA3JICIICHUI CITY)KObI JOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YIIPABICHUSI.
JI0J>KHOCTHOM M YMCIICHHBIH cOCcTaB CITy>kObl. HopMaTHBHAsI periaMeHTanus CITy>KObl JOKYMEH-
TAI[MOHHOTO 00ECTICUYCHHUS YIIPABIICHHUS.

5. 06p330BaTeJ'[bele TEXHOJOI'MH, B TOM YHCJI€ TEXHOJOIHHU IJIEKTPOHHOI0 06yqe}mﬂ u
AUCTAHIHUOHHbIC oﬁpaaonaTe.nbm,le TEXHOJOIMM, HCNOJb3yeMbI€ IIPA OCYIIECCTBJICHUHA 00-
Ppa3oBaTeJIbHOIO IMpouecca 1mo JIMCuMIJInHEe

B nporecce 00ydeHHst HCTIONIB3YIOTCS CIEAYIOMNE 00pa30BaTeIbHbIC TEXHOIOTHH:

BBoaHasi JeKkuus — 1aeT MEpPBOE LEIOCTHOE MPEACTABICHHE O TUCHUILUINHE U OPHEHTH-
PYET CTyACHTA B CUCTCMC U3YUCHUA I[aHHOf/’I JUCHUITIINHBI. CTYIIGHTI)I 3HAaKOMIATCA C HA3HAYCHU-
€M M 33/1a4aM¥ Kypca, ero pojbi0 M MECTOM B CHCTEME Y4EOHBIX JAUCIMIUIMH U B CUCTEME MO/
T'OTOBKHU B IICJIOM. Ha »Toit JICKOMKU BBICKA3bIBAOTCA METOAUYCCKHUEC WU OPraHU3allMOHHBIC OCO-
OeHHOCTH PabOTHl B paMKax JaHHOW AMCLUUIUIMHBI, a TaKKe JaeTcs aHau3 PeKOMEHIyeMOM
y4e0HO-METOINYECKON JTUTEPATYPHI.

AkajeMuyecKas JIeKIUs ¢ 3JIeMeHTaMH JeKIHU-0ecebl — II0CIIeI0BATEIBHOE H3JI0-
KEHHE MaTepuayia, OCYIIECTBIIEMOE NPEUMYIIECTBEHHO B BHJI€ MOHOJIOIa IpPernoaaBaTels.
DOneMeHTHl JeKIuu-0eceapl 00ecneunBaroT KOHTAKT MPENoaaBaress ¢ ayJuTopuel, 4To 1mo3Bo-
JsIeT TpUBJeKaTh BHUMAHUE CTYJCHTOB K HauboJsiee BaXXHBIM T€MaM JAMCLUIUIMHBI, aKTUBHO BO-
BJIEKATh MX B Y4EOHBIH MpoIecC, KOHTPOJIUPOBATh TEMIT H3JIOKEHHUSI yUeOHOTO MaTepualia B 3a-
BUCUMOCTH OT YPOBHS €0 BOCIPUSATHS.

HpaKanecxoe 3AHATHE — 3aHATUE, MOCBAIICHHOC OCBOCHHUIO KOHKPETHBIX YMCHI/II\/’I nu
HABBIKOB I10 3aKPCIICHUIO MOJIYYCHHBIX HA JICKIIUU 3HAHWM.

I'pynnoBble AUCKYCCHMM — METOJ OOYYEHUSs, MOBBIMIAIOUIMA HHTEHCHUBHOCTb U (-
(1)GKTI/IBHOCTB mponecca BOCIPHUATHUA 3a CHET aKTHUBHOT'O BKIIFOUCHUA 06y'-IaeMI)IX B KOJIJICKTUB-
HBII MOUCK UCTUHBL. [1o mporenype rpynmnoBas JUCKYCCHUs MPEICTaBIseT COO0H KOJUIEKTUBHOE
00CyXIeHrEe KaKoW-Tn00 MpoOIeMbl, KOHEUYHOH IEIhI0 KOTOPOTO SIBIISIETCS TOCTHKEHHUE OTIpe-
JIeNIEHHOT0 O0Ilero MHEHHUs Mo Heil. B xone MuCcKyccuu MpoUCXOAUT KOJIJIEKTUBHOE COMOCTaB-
JIeHHe MHEHUH, OLIEHOK, HHPOPMAIIIH 110 00CyXaaeMoi mpodieme.

AHaJM3 cuTyauMidi ¥ MMHUTAUMOHHBIX Mojaesaedl — IIpemomaBateneM co3maroTcss U
NPEIbSABISIOTCS TPYIIe NpoONeMHBIE CHUTYyallMd, 3aUMCTBOBAHHBIE M3 MPOQPECCHOHATBHON
MPAKTUKH, MIOKa HE JOCTYNMHOHN cTyAaeHTaM. OT CTYJIeHTOB TpeOyeTcsl aHajau3 CUTyaluu U NpH-
HATHE YIPABJICHUYECKUX PELIEHU, BBIPAXKEHHOE B COCTABIIEHUU COOTBETCTBYIOIIEH OpraHU3alu-
OHHO-PACIOPSIIUTENLHON TOKYMEHTauu. JIoOCTOMHCTBO METO/Ia B TOM, YTO B IIpOIecce 00CYX-



JIeHUs ACUCTBUM B IpeiaraéMoil CUTyalluu, CTYJeHTbI OOBIYHO JACUCTBYIOT IO aHAJOTHHU C pe-
aJIbHOW MPAKTUKOM.

B nporniecce 00y4eHuUsT UCTIOIB3YIOTCS CIEIYIONIUE TEXHOJIOTHH JIEKTPOHHOTO 00Y4eHUS
U JTUCTAaHIIMOHHBIC 06p330BaTeHBHBIC TEXHOJIOTHUHU:
DJIeKTPOHHBII yueoHblii Kype B LMS Daexrponnsiii ynusepcurer Moodle SIpI'Y, B
KOTOPOM:
- NPEJCTaBIICHBI 33/IaHUS JUISI CAMOCTOSTSIILHONW pabOThl 00YyJaIOIIMXCS 10 TeMaM JTUCITHU-
IJIAHBL,
- OCYIIECTBJISICTCS TIPOBEICHUE OTACIBHBIX MEPONPHUATHI TEKYNIET0 KOHTPOJS ycIeBae-
MOCTHU CTYACHTOB;
- NPEACTaBJICHBI TEKCTHI JICKIIUH 110 OT/ACIBHBIM TEMaM JUCIUTLIHHEI,
- TPEICTABJICH CIHUCOK Y4eOHOU JIMTEPATyphl, PEKOMEHIYEMOU JIJISI OCBOCHUS JTUCITUTLIH-
HBI;
- HAMeEEeTCs CIIMCOK BOIPOCOB IS IPOBEACHUS IIPOMEKYTOUHOM aTTECTALUU.

6. IlepeyeHb JIMIIEH3MOHHOr0 M (WJIH) CBOOOJAHO PACHPOCTPAHAEMOr0 MPOrPaAMMHOIO
ol0ecreyeHusi, HMCHOJb3YyeMOr0 IPH OCYLIECCTBJICHHHM O00pa30BATEJBHOIO Ipouecca Io
AUCHHILIMHE

B npouecce ocymiectieHust 00pa3oBaTeNbHOrO MpoLecca 1Mo AUCUUIUIMHE UCIOJIb3YIOT-
csl:

i GOPMHUPOBAHUS MAaTEPUAJIOB JJISl TEKYIIEro KOHTPOJIS YCIIEBAEMOCTH U IIPOBEAECHUS
IPOMEKYTOYHOU aTTeCTaluH, sl OPMUPOBAHUS METOJMUECKUX MAaTEPHAIIOB 110 TUCIHUILIHHE:

- mporpammbl Microsoft Office;

- Adobe Acrobat Reader.

7. IlepeyeHb COBpeMeHHBIX MPO(eCCHOHAIBLHBIX 0a3 JaHHBIX M MH(OPMALMOHHBIX CHpa-
BOYHBIX CHCTEM, MCIHOJb3yeMbIX INPH OCYLIEeCTBJIEHHH 00pa30BaTe/]bHOr0 Ipouecca Mo
AUCHHILIMHE (MPH HE00X0AMMOCTH)
B npornecce ocymiectsieHuss 06pa3oBaTeNbHOIO Mpoliecca Mo JUCIUIUIMHE UCIIONIb3YI0T-

col:

- aBTOMaTH3UpoBaHHas 6uOaMoTeuHo-uHpopMarmonHas cucrema «bYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

- cripaBo4HO-TIpaBoBas cuctema «Koncynprantlnroc» (morosop ¢ AplY).

8. IlepeueHb OCHOBHOI M JOMOJHUTEILHON y4eOHOI JUTEepaTyphl, pecypcoB uH(opManu-
OHHO-TEJIEKOMMYHHMKAIMOHHOM ceTH «AHTepHeT» (PN HEO0XO0AMMOCTH), PEKOMEHAYEMBbIX
JJIS1 OCBOCHMS M CHHUIITIUHbBI

a) OCHOBHAsI JIMTEpaTypa

Kysnernos, U. H. JlokymeHTaIlimoHHOE oOecreueHne ynpasieHus. JJOkyMeHTO000pOT U JIei0-
MIPOM3BOJICTBO : yIEOHUK ¥ MpakTukyM st By30B / M. H. Ky3nenos. — 3-e u3n., nepepad. u
norn. — Mocksa : M3narensctBo FOpaiit, 2021. — 461 ¢. — (Briciiee oopa3oBanue). —
ISBN 978-5-534-04275-7. — Texkcr : anektponusiii // OBC FOpaiir [caiir].
https://urait.ru/book/dokumentacionnoe-obespechenie-upravileniya-dokumentooborot-i-
deloproizvodstvo-468462

0) 1OMOJIHUTE/IbHASA JIUTEepaTypa


http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-468462
https://urait.ru/book/dokumentacionnoe-obespechenie-upravleniya-dokumentooborot-i-deloproizvodstvo-468462

Hoponuna JI. A., Uputukosa B. C. JOKYMEHTAIIMOHHOE OBECITIEYEHUE YIIPABJIE-
HUA. Yuebuuk u npaktukym mist CI1O - M.: UznatenscTBo FOpaiit, 2019. - 233
¢. https://biblio-online.ru/book/dokumentacionnoe-obespechenie-upravleniya-438586

Hoponuna, JI. A. Opranu3anus ¥ TEXHOJIOTHUS JOKYMEHTAIIMOHHOTO 00eCTIeYeHuUs YIPABICHHUS
yueOHUK U MPAaKTUKYM Ui akajeMudeckoro Oakanaspuara / JI. A. Jloponuna, B. C. Uputuxosa.
— Mocksa : U3natensctBo FOpaiit, 2019. — 233 ¢. — (Cepus : bakanasp. AkajieMu4ecKuil
kypc). — ISBN 978-5-534-04568-0. — Tekct : anektponnsiit // ObC IOpaiit [caiiT]. —

URL: https://biblio-online.ru/bcode/433078

[ysanosa, H. H. OcHOBBI Aen0onpon3BoAcTBa. A3bIK CIy’K€OHOT0 JOKYMEHTA © yYEOHUK U
MPAaKTUKYM [Tl akageMuyeckoro Oakanaspuara / H. H. IllyBanosa, A. FO. lBanosa ; mox oOmi.
pen. H. H. lllyBanoBoii. — 2-e u3n., mepepad. u qom. — Mocksa : M3garensctBo FOpaiit, 2019.
— 428 ¢. — (Cepus : bakanaBp. Axagemuuecknii Kypc). — ISBN 978-5-534-10848-4. — Tekcr
: anexktpouubiit // DBC FOpaiit [caiit]. — URL: https://biblio-online.ru/bcode/439062

B) pecypchl cetu «AHTEpHET»
- OdununansHblii caiit degepaabHOr0 apXMBHOTO areHTCTBA archives.ru, pocapxus.pd

- Opunmanesusiii caiit @egepaibHOrO areHTCTBA MO TypU3My http://www.russiatourism.ru/

9. MartepunajbHO-TeXHHYecKasi 6a3a, HeoOXoAUMas /ISl OCylIeCTBIeHUSI 00pa30BaTEIbHOI0
npouecca no AUCUMILINHE

MarepuanbHO-TeXHHUECKas 0a3a, He0OXOoAUMast ISl OCYIIECTBICHUSI 00pa30BaTEIHHOTO
npoiiecca 1o AUCLUILIMHE BKIIOYAET B CBOM COCTaB CHEIMAIbHbIC TOMELCHUS:

- yueOHbIe ayTUTOPHH ISl TIPOBENICHHSI 3aHATUH JIEKITMOHHOTO THIIA;

- yueOHble ayTUTOPHUHU JJIsl IPOBEJICHHSI TPAKTUYECKHUX 3aHATUH (CEMUHAPOB);

- yueOHbIe ayTUTOPHH ISl TIPOBENICHHSI TPYIIIIOBBIX M WHAWBUYAIBHBIX KOHCYIbTAIIAN;

- yueOHble ayAUTOPUH JIJIsl IPOBEJICHHS TEKYIIEro KOHTPOJIS U POMEKYTOUHON aTTecTa-
LHn;

- IOMEUICHHUS JJIsl CAMOCTOSITENIbHON PabOTHI;

- MIOMEUICHUsST ISl XpaHEHWs W TNPO(UIAKTHYECKOTO OOCITYKMUBAHHS TEXHUYECKUX
CpeACTB O0yUYEeHHS.

CriennanbpHble TIOMEIIEHHS] YKOMIUIEKTOBAHBI CPEACTBAMHU OOYUEHUs, CIYKAIIUMH IS
npezcTaBieHus yueOHoi nHpopmanuy 60IbIION ayAUTOPUH.

[Tomemienust 11 caMOCTOSTENBHON pabOThl 00yYaIOUIMXCS OCHAIIEHbl KOMITbIOTEPHOM
TE€XHUKOM C BO3MOXKHOCTBIO MOAKIIOUEHMS K ceTh «VHTepHeT» M obecredyeHueM JaocTyna K
AJIEKTPOHHOM MH(POPMAIIMOHHO-00pa3oBaTensHO cpene Apl'Y.

ABTOD:
JOLIEHT I'.B. Tapanyxa
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IIpunosxkenne Nel k paboueii nporpaMme AUCHHILINHBI
«JlokyMeHTaMOHHOEe oOecredeHue 1esiTeJIbHOCTH TYP(pPrupmMb»

DoH/1 OLIECHOYHBIX CPEICTB
JJ1s1 IPOBe/IeHUsl TeKylIeil U MPOMeKYTOUYHOI aTTecTAlMU CTY/IeHTOB
N0 AUCHUIIHHE
« JIokyMeHTauMOHHOE 00ecredeHue eI TeJIbHOCTH TYP(PupMbI »

1. TunoBwbie KOHTPOJIbHBIC 3aIaHUA U HHBIC MaTepHaJIbl,
HCII0JIB3YEMBIC B IIPOLECCE TEKYIIEI0 KOHTPOJIA YCIIEBAEMOCTH

3agaHus 1J1sl CaMOCTOSITETbHOI padoThI
(OaHuble 3a0aHUsL BbINOIHAIOMCIL CIYOEHMOM CAMOCTOSAMENbHO
u npenodasamenem 6 00A3amelbHOM NOPsOKe He NPOBEPSIOMCsl)

3ananue mo teme Nel CYIIHOCTH JOKYMEHTALIMOHHOI'O OBECIIEYE-
HUSA YIIPABJIIEHUSA. Chopmynupyiite noHsATUs «uHDOpManus” U “JOKYMEHT’, UX Pa3BH-
Tue. PazbsicHuTe CBsI3b MHGOPMAITUU U IOKYMEHTA

3ananue no reme Ne 3. OCHOBHBIE TPEBOBAHUSA K O®OPMJIEHUIO TIOKYMEH-
TOB. Ilepeuncnute OCHOBHBIE MMOHITHS, UCIIOJIb3yeMbIe B YHU(DUKALIUN ¥ CTaHAapTU3ALINH.
Onpeznenute COCTaBIIAIONIUE TIEMEHThl YHU(DUKALIMKN JOKYMEHTOB. BblienuTe oCHOBHbIE MTPU-
3HAKH KJIacCU(UKALMU JOKYMEHTOB. Y CTAHOBUTE Ha3HAUYeHUE U dPPEKTUBHOCTH CTAaHIAPTH3A-
LMY B CUCTEME OPraHU3aMOHHO-PACIIOPSIUTEIBHON JOKYMEHTALINH.

3aganue nmo teme Ne 4. OPTAHU3ALUA PABOTBI C JOKYMEHTAMM. Paccmotpure
HE MEHEE ITSITH UCTIOJIb3YIOIINXCS B HAacTosmIee Bpemsi CHUCTEM 3JIEKTPOHHOTO JOKYMEHTOO00pO-
ta. [Ipoananu3upyiite 1OCTOMHCTBA U HeAOCTAaTKU. [IpoBenuTe aHann3 BO3HUKAIOLIUX ITPU ITOM
po0JIeM IOPUIUIECKOM CHIIBI M ayTEHTUYHOCTH JIEKTPOHHBIX

3aganue nmo teme Ne 5. OPTAHU3ALIUA XPAHEHUA JOKYMEHTOB. [laiite onpene-
JIEHUE MTOHATHS 3KCIIEPTU3bI LIEHHOCTH JOKYMEHTOB. [lepeunciuTte KpuTepuy LIEHHOCTH JOKY-
MeHTOB. JlaiiTe XapaKTepUCTUKY KPUTEPUSIM LIEHHOCTH JOKYMEHTOB. Bblaiennre oCHOBHBIE ATa-
IIbI OKCIIEPTHU3BI B CPAaBHEHUH — AEJIONPOU3BOACTBO- apXxuB. [lepeuncinre BUIbI SKCIIEPTHBIX
koMmuccuil. OxapakTepusyiiTe 3a1a4u SKCIepTHON KoMuccuu. Beinenure QyHKIMN SKCIEPTHOM
KoMHCcCUH. Boienure ocHOBHBIE Tanbl paboThl 3KCIIEPTHON KOMUCCUU Ha Pa3IMYHBIX YPOBHAX
AKCIEPTU3BI JOKYMEHTOB.

3aganne mo teme Ne 6. OPTAHU3ALUSA CJYXKBbl JOKYMEHTAIMOHHOI'O
OBECNEYEHUS YIIPABJIEHUA MPEJANPUATUA TYPUCTCKOM OTPACJIN. On-
penenuTe GOpMbI KOHTPOJIS 3a MCIIOJIHEHWEM TOKYMEHTOB B opraHu3anuu. Ha ocHoBaHuu mo-
noxxeHuil [IpuMepHON MHCTPYKLUSA 110 IEIONPOU3BOACTBY B NOCYJAapPCTBEHHBIX OpraHU3alUsiX,
yrBepxkaeHon [Ipukaszom @enepanpHoro apxusHoro arercrsa ot 11 ampens 2018 r. Ne 44, co-
cTaBbTe MIHCTPYKLIMIO IO AETONMPOU3BOACTBY ISt TYP(PUPMBIL.



Cnucok TeM AJ1 JTMCKYCCHOHHBIX CEMHMHAPOB:
Oco0eHHOCTH CTUJISL YIIPABICHUYECKUX JOKYMEHTOB. ClieHapuii MOATOTOBKH JIOKYMEHTA.
O6mue TpeboBaHMs K TEKCTY JOKyMeHTa. JIMHrBUCcTHYECKUE 0COOEHHOCTH TEKCTOB CITy-
XKEOHBIX IOKyMEHTOB. DTHKET JEJI0BOTO TOKyMEHTO00O0pOTA.
3aBucuMocTh opmbel IOV ot cTpykTyphl opranuzanun. OyHKIUH MOApa3aeICHUNA
JOVY. XapakTepucTUKa OCHOBHBIX HOPMATUBHBIX JOKYMEHTOB, PETIaMEHTUPYIOIIUX Je-
JIOTIPOU3BOJICTBO B OpPraHU3aLINU.
JIOCTOMHCTBA ¥ HEOCTATKH COBPEMEHHOT'O IOKyMEHTO000pOTA.

Kpurtepun onieHKH «IHCKYCCHOHHOIO CEMHHapa»:

- apryMEHTHPOBAHHOCTh BBICTYIUICHHUS (JI0KA3aTeIbHOCTD CYKIEHUH);

- TPaMOTHOCTh (POPMYIIMPOBAHUS BOIIPOCOB, CTENIEHb UX TUCKYCCUOHHOCTH;

- UCMOJIb30BaHUE B JUCKYCCUH MaTEPUAIOB UCTOYHHUKOB;

- aKTUBHOCTb M MHUIIMATUBHOCTb B X0J1€ AUCKYCCUU;

- KyJIbTypa Mpe3eHTalMi NOArOTOBIEHHOIO MaTepHuaa;

- KyJbTypa JI1aiora;

- YIOBJETBOPEHHOCTh Pe3yibTaTaMU AMCKYCCHUHU (BO3MOKHA OpPraHU3allUds CaMOOICHKU

CTYJICHTAMH).

2. Cniucok BONIPOCOB M (MJIM) 3aJaHMIi 1JIS MPOBeAeHHs] IPOMEKYTOYHON aTTeCcTAlluH

Ha 3auere mpoBepsiercsi chopmupoBanHOCTh kKommereHIud OIIK-1 (unmukarop U-

OIIK-1.1) Ha ocHOBE MPOBEPKH TEOPETHYECKOTO Marepuana. IIpu 3ToM yduThIBaeTcst chOpMHUpPOBaH-
HOCTh HAaBBIKOB M YMEHUI Ha MPaKTHYCCKHUX 3aHATHIX BO BpeMs pabOTHI B ceMecTpe.

OreHka «3a4eT» BBICTABIISIETCS CTYJIEHTY, Y KOTOPOro c(OpMUpPOBaHA KOMIIETEHIIHS, 110~

JIYUCHBI JOCTATOYHO ITOJIHBIC OTBETHI BO BPEMsS YCTHOI'O CO66C6)IOBaHI/I$I I10 BOIIpOCaMm.

OneHka «HE3auTeHO» BBICTABISETCS CTYAEHTY, Y KOTOPOro He c(hopMHUpOBaHA KOMIIE-

TCHIMA.
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Cnmcox BONPOCOB K 3a4eTy

. 3aKOHO/ATENbHOE PETYIMPOBAHNE TOKYMEHTAIIMOHHOI'O O0ECTIEYEeHUs YIPABICHUS

. Buibl TOKyMEHTOB U UX KJIacCU(pHUKALIHSL.

. I[TaBuia opopMIiIeHUS YIIPABICHUECKUX JOKYMEHTOB.

. IIpaBuna oopmieHus Ae10BOro NUCbMa.

. OcoGeHHOCTH MOATOTOBKY U OPOPMIIEHHUS OTJIENIbHBIX BUJIOB YIIPABICHUECKUX TOKYMEHTOB
. Opranu3anmoHHbIE JOKYMEHTHI

. PacnopsaurenbHble JOKYMEHTBI

. lHopmManmoHHO-CripaBOYHbIE TOKYMEHTHI

. Opranu3zanus ciyxObl J1eI0NpPOU3BOICTBA

TunoBbie OpraHnu3alMOHHBIE CTPYKTYPHI CIYKOBI AETOMPON3BOACTBA
Opranu3zanus JOKyMeHT0000poTa

[Tpuem, oOpaboTKa U pacrpeiesieHre MOCTYNAMed JOKyMEHTAIlU!
[TpaBuna 00pabOTKU UCXOIANIUX TOKYMEHTOB

OO61ue npaBuiia perucTpanuy J10KyMEHTOB

OpFaHI/ISaHHﬂ TEKYHIETro XpaHCHHA JOKYMCHTOB

[Mopsmok nepenauu Jen B apXuB.

. CocTaBiieHHE HOMEHKIIATYPHBIX JEII.
. ObecnieueHne COXpaHHOCTHU JIOKYMEHTOB



IMpuaoxenne Ne2 k padoyveil mporpaMMme Q1 CHUAININHbBI
«JlokymMeHTaUMOHHOE 00ecleuyeHue AeITeIbHOCTH TYPPHupMbI»

MeToanyeckue yKa3aHUs JJIsI CTY/IEHTOB 110 OCBOEHHIO JUCIIHIIMHBI

JucruminHa «/{oKkyMeHTalmoHHOE 00ecTiedeHIe IeSITeNbHOCTH TYPOUPMBI» CONEHCTBY-
eT (GOpMHUPOBAHUIO 3HAHWN, YMEHHH U MPAKTUYECKUX HABBIKOB, HEOOXOAUMBIX JJIs1 00pabOTKH
HOCTYMAIOUMX O(UIMATBHBIX JOKYMEHTOB HE3aBUCHMO OT CHOCOOOB MX INEPECchUIKH (IOIyde-
HUS) U BUAOB HOCUTENEH, TPOM3BOICTBA TOKYMEHTHON MH(POPMAIIUN U OPHUIIHATBHBIX JOKYMEH-
TOB, NIPEAHA3HAUYCHHBIX KaK Ul BHYTPEHHETO MCIIOJIb30BAHUS B CAaMOIl OpraHM3aIliy, TaK ¥ JUIs
BHemHero. Llenbo mpenonaBaHus TUCHMILIMHGI ABISETCS 03HAKOMIICHHE CIIyIIaTeNeil ¢ Teope-
THYECKHMMHU OCHOBAMH U JOKYMEHTALIMOHHOTO OOECTIeYeHNs] Y MMEIOIIMMHUCS METOJaMH U CIO-
cobamu cbopa, nepegauu, 00pabOTKH, HAKOIIEHUS, XPaHEHUS IOKYMEHTOB U JIOKYMEHTHON HH-
(dopmMary Ha OCHOBE IPHUMEHEHUS CMHBIX METOANYECKUX IPUEMOB U TIPaBHII.

JInst ocBoeHHs yueOHOW JUCIUILIMHEI CTYACHTaM HEOOXOMMO OCBOUTH NMPHUHATHIA B HEH
TepMI/IHOJIOFI/I‘IeCKI/Iﬁ arrapar, 3HaTb OCHOBHBIC TCOPHUU U KPYHHCﬁMHX CIICNUAJIMCTOB B IIaHHOfI
Hay4HOH 00JIaCTH, YMETh IPUMEHSTH Ha MPAKTUKE METOJbl cOopa, mepeaadyn, oOpaboTKH U Xpa-
HCHUSA JOKYMCHTOB.

OcHOBHOI (popMOIi N3TIOKEHHS YIeOHOTO MaTepraia Mo AUCHUILIMHE SBISIOTCS JIEKIUH
Y IIPAKTUYECKUE 3aHATHUS, IPUYEM [TOCJIETHUE B IOCTATOYHO OOJIBIIOM 00bEME.

JIns mpoBEPKH W KOHTPOJISE YCBOGHHS TEOPETUYECKOr0 MaTepHaia, MPHOOPETEHHBIX
MPAKTUYCCKUX HABBIKOB pa6OTLI, B TCUCHUC O6y‘-IeHI/I$I IMPOBOAATCA MCPOIIPUATHUA TeKyHIefI aTTe-
CTaIlM B BUJIE CAMOCTOSITEIbHBIX padoT. Takxke MpoBOAATCS KOHCYIbTAMU (TIPH HEOOXOIMMO-
CTH) 110 pa300py 3alaHUi IS CAMOCTOSATENILHON pabOThI, KOTOPBIE BBI3BAIH 3aTPYIHEHUS.

B KoHIle Kypca CTYIEeHTHI cIaroT 3aueT B ¢opMme ycTHOro codecemoBanus. [Ipu stom
YUYUTBIBACTCA TCKYyIIasa pa60Ta CTyJACHTA B CEMCCTPC HA MPAKTHYCCKUX 3aHATHUAX.

OcBOUTH BOMpPOCHI, U3JIaraeMble B MPOLIECCe M3YYEHMs IUCLUIUIUHBI CaMOCTOSATENIBHO
CTYZIEHTYy KpalHe CIIO)HO. JTO CBA3aHO CO CJIOKHOCTBIO M3y4aeMOro Marepuaia M OOJbIINM
o0beMoM Kypca. [TosToMy mocelieHue Bcex ayAUTOPHBIX 3aHATHH SBIISETCS] COBEPILIEHHO HEOO-
XOIUMBIM. be3 yIOpHBIX U PEeryJsipHbIX 3aHATUN B TEUEHHE CEMECTPA CIATh 3a4€T U dK3aMEH I10
UTOTaM U3y4YeHHs TUCHMILUIMHBI CTYJCHTY NMPaKTHUECKH HEBO3MOKHO.
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