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1. Henu ocBOeHMS 1M CHUITTHHBI

enn w 3amaum  ocBOCHHMsSI AUCHUIUIMHBI «OCHOBBI  JJOKYMEHTOBEJEHUS W
JIOKYMEHTO000pOTa B cdepe COIUATbHON 3allUThl» COCTOUT B (OPMHUPOBAHUM IEJIOCTHOTO
MPEACTABICHUS O COBPEMEHHOM JOKYMEHTAIITMOHHOM OOCCIIEYCHHH YyTpaBlICHUS, oOecreueHne
KOMIUIEKCa 3HaHUM B cdepe MOKyMEHTOBENCHHUS, pAa3BUTHE MPAKTHUYECKHX HABHIKOB B
odopMIIEHUN JOKYMEHTAIlMH ¥ OCYIIECTBICHUU JIEJIOBOM KOMMYHHKAIIUU B YUPEKICHUIX
COLIMANBHOM cepsl .

2. MecTO IMCHUIIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM MPOrpaMMbl

Juctunnnaa «OCHOBBI JOKYMEHTOBEIEHUSI U JIOKYMEHTOO00pOTa B chepe coruaabHOMI
3alUTBI» OTHOCHUTCS K dYacTd, (popMHpyeMoil ydacTHHKaMu 0Opa30oBaTelIbHBIX OTHOIICHUH,
broka 1. M3y4yenue maHHO#M MUCHUILIMHBI MPEATIONAraeT UCIOIb30BaHNE OaKaTaBpamMu 3HaAHUH,
YMEHHI M HaBBIKOB, TMOJYYEHHBIX B XOJe M3Y4YeHHs Kypca «JlemoBoe oOIIeHHe U KyIbTypa
peur», a TakXKe SBISETCS HEOOXOAUMBIM ISl TMOCIEAYIOIIET0 W3Yy4YeHHsS Kypca «3aHATOCTh
HACEJIEHUsI U TEXHOJIOTUH TPYAOYCTPOICTBaY, «ONBIT AE€ATEIHOCTH TEPPUTOPHATBHBIX OPraHOB
Y IIEHTPOB COLMAJILHOM 3aIUTHD , «COlMaabHbIe KOMMYHUKAIITHI.

3. Il.ianupyemMble pe3yJbTaTbl 00y4eHHs MO JUCHUILIHHE, COOTHECEHHbIE ¢ IVIAHUPYEeMbIMH
pe3y/ibTaTaMHu O0CBOEHHs 00pa30BaTe/bHON MPOrPaMMbl

[Ipouecc u3yyeHus: AMCUUILIMHBI HANIpaBiIeH Ha (YOPMUPOBAHUE CIICAYIOLIUX AIEMEHTOB
xomnereHuii B coorserctBuu ¢ ®I'OC BO, OOII BO u npuoGpereHust cienyromux 3HaHUH,
YMEHM, HAaBbIKOB U (UJIM) OIBITA JESITEIbHOCTH:
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4. O0beM, CTPYKTYpPA M cOAepPKaHNe JUCHUNIMHBI

OO6mmas TpyI0eMKOCTh AUCIUIUIMHBI COCTaBIsACT 4 3aueTHBIX equHull, 144 akaj. 4acos.
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Teopernueckre OCHOBBI
| | AoxymeHTOBEnCHHSA 4 2 4 10
6 mom uucae ¢ 30 u J][OT 3aodanus ons
6 CAMOCMOAMENbHOU
pabomer 6 VK 6 LMS
Moodle
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OO6mmas Tpy10eMKOCTh AUCITUIUIMHBI COCTaBIIsAeT 4 3aueTHBIX equHull, 144 akaj. 4yacos.
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Ipumeuanue: obvem (8 yacax) camocmosmenbHolu pabomvl @ pamKax YCMAHOBIEHHO20 OAHHOU
PIIl]] xonuuecmea uacos, ewvinonusemou cmyoeumom c¢ npumenenuem 20 u JIOT (¢ VK
«OcHo8bl 00KYyMeHmogedeHUs: U 00KyMeHmoobopoma 6 cgepe coyuanvHou 3awumoly 6 LMS
Moodle), onpeodensemcs kaxicovim cmyoeHmos 6 3a8UCUMOCHU OM YPOBHS €20 N0020MOBKU U
Cnocob06 8bINOIHeHUsL 0AHHO020 8UdA pabom.

ConeprkaHue pa3eioB TUCIUTIINHBI:
Tema 1 «TeopeTudeckue 0CHOBBI JOKYMEHTOBeIEHHUSD)
Ompenenenue, nMpeaMET U 00ObEKT JOKYMEHTOBeACHUs. JloKyMeHTOBeIeHEe: UCTOPHUS U
coBpeMeHHOCTh.  CTpykTypa  JTOKYMEHTOBEISHHS: o0Omee W  chenuanbHoe. Mecrto
JIOKyMEHTOBEJICHUS B CHCTEME HayK.



[lonsatue «nokymenT». OmnpeneneHUe JTOKyMEHTa B YIPABIECHYECKOHM CHCTEME B
HOPMAaTHBHO- METOIMYECKUX JTOKYMEHTax, B ctepe JIOKYMEHTOBEICHUS,
J€JIONIPOU3BOJICTBA.

Crennguka paboThl C TOKYyMEHTaMU B PA3JIMYHBIX cepax cOuanbHON paboThI.

Tema 2 «3akoHogaTeIbHAS 1 HOPMATUBHO-MeTOANYeCKasi 6232 TOKYMEHTAMOHHOI'0
olecrieyeHNsl ynpaBJICHUS»

CocTaB3akoHOIaTEILHOU u HOPMAaTHBHO- METOUYECKON Oa3bl
JIOKYMEHTAI[MOHHOTO YIIpaBieHus. 3akoHojarenbHble akThl Poccuiickoit denepannuu B chepe
nH(popMalMu U JOKyMEHTaluu. Ykasbl U pacnopsbkeHus [Ipesunenta Poccuiickoit denepanum,
nocranosnenus [IpaBurensctBa Poccuiickoit ®enepauuum 1o BompocaM HHGOpPMALUU U
nokyMeHTanuu. locymapcTBeHHble CTaHAapThl Ha  JoKyMeHTanuio. OOmepoccuiickue
KJIaccu(pUKaTOPhl YIPaBIEHYECKON JOKYMEHTAIIMH, COLMAIbHON HHPOPMALIUU U Jp.

Tema 3 «Cucrema QOKyMeHTAOIMH B cdepe COUAILHON 3alIUTHD»

[TonsaTne «CcHUCTEMA nokyMeHTanun». @OyHKIMOHAIbHBIE M aTpuOyTHBHBIC
CHUCTeMBbl JIOKyMeHTauuu. OCHOBHbIE (YHKLIMOHAJbHBIE CHUCTEMbl U JIOKYMEHTBI HX
COCTABJLIOIIME: CHCTEMa OPraHU3alMOHHO-PACHOPSAIUTEIBHOM JOKYMEHTAllMd, CHCTEMa
CIIPAaBOYHOM  JOKyMEHTallUM, CUCTE€Ma IUIAHOBOM JOKYMEHTAllMM, CHCTEMa OTYETHOU
JOKYMCHTAIMM, CHCTEMaA K&I[pOBOI\/II JOKYMCHTAallMK HW  T.A. KOpHOpaTI/IBHLIG CHUCTEMBbI
JOKyMEHTalH, uX ocobeHHocTU. CooTHOIIEeHNE (DYHKIIMOHAIBHBIX U aTPUOYTUBHBIX CHUCTEM.
Cucrema JOKyMEHTOB B CHCTEME COLBAIIUTHI KAaK MpPUMEP KOPIOPATUBHOW CHCTEMBI.
CooTHolleHne B O3TOH CHCTEME JIOKYMEHTOB (DYHKUMOHAJIbHBIX CHUCTEM U JIOKYMEHTOB
CIICHHUAJIBHOT'O JOKYMCHTHPOBAHUA, XapPAKTCPHBIX JIUIIb AJII CUCTCMbI COHHaHBHOﬁ 3alluThI.

Tema 4 «OcHoBHble TpeGoBaHMSA K O(OPMIICHHUIO JOKYMEHTOB B Y4YpeKIeHUSIX
COLMAJIBHOM 3aLUTHI»

[lonsTust «pekBU3UT» U «POPMYISIp» JOKyMEHTa, HX cooTHomeHue. CocraB Hu
Ha3HaYeHWE pPEKBU3UTOB. BHIBl PEKBU3UTOB: IOCTOSIHHbIE M II€pEeMEHHbIe, LU(POBbIE U
TEKCTOBbIE PEKBU3UTHI U Jp. TUMOBON M MHIAMBUAYAIbHBINA (HOpMyJsip HoKymeHTa. DopMyssip-
oOpasen. bnank nokymeHTta, BUJbl 61aHKOB. BiIaHKM ¢ YITIOBBIM U IPOJOIBHBIM PACTIONOKEHUEM
pexBusnuToB. CoBpeMeHHbIE TpeOoBaHMS K O(OPMIICHUIO JENOBBIX TOKYMEHTOB. OCHOBHBIE
BUJIbI IOKYMEHTOB U IIPaBUiIa UX OPOPMIICHHS B IPAKTUKE YUPEKICHUN COLMAIBHOM 3alUThI

Tema 5 «Opranusanusi 1OKyMEHTO000pPOTAa YYpeKACHHI CONMAJIBHON 3alUThD»
LenTpanu3oBanHas, CMEIIaHHas | JIeeHTPaIu30BaHHAas CUCTEMBI
pabotel ¢ JnokyMeHTamMu. OCHOBHBIE JOKYMEHTOIIOTOKH OPraHoB col3auuTbl. OCOOEHHOCTH
paboThl ¢ BXOIIIIMMH, UCXOISIIMMH W BHYTPEHHUMH JOKyMeHTamu. Pabora ¢ oOpamieHusMu
rpaxnaad. Pacnpenenenue ¢yHkimii M oOsi3aHHOCTEH MeXTy OOJACTHBIMM M pallOHHBIMU
(TeppUTOpHUAIBHBIMU)  OpraHaMM  COLBALIUTBHL.  BiusHue 3TUX  OOCTOATENHCTB  Ha
JIOKyMEHT0000pOoT. B3aumozelicTBue OpraHOB COLBZALIMTHI ¢ OpraHaMH BJIAcTU U YHpPaBJICHUS

CyOBbEKTOB (eiepaliii 1 OpraHaMi MyHUIIUIIAIBHOTO YIIPABJICHUS.

Tema 6 «OOecneyeHne  COXPAHHOCTH AOKYMEHTOB, oOpasylomuxcs B
HAeATeJbHOCTH YYPEKICHUH COLHATbHON 3aIIMThI HaCeJCHHUsD»

OyHKIMM W opraHuszanus pabotrbl. Pa3paboTka HOMEHKIATYpBI J€1 YUYpPEXKACHUS U
KOHTpPOJIb 3a JIeJONPOM3BOACTBOM, B TOM uucie 3a (opmupoBaHueM nein. OpraHuzanus
IPOBENICHHS AKCIIEPTHU3a IIEHHOCTH JOKYMEHTOB, OQopMmieHHe ee pe3yisraroB. CocraBieHue
ONMCEH NOKYMEHTOB CTPYKTYPHBIX 4acTeH, IOMJIEKAIUX cAade B apXuB yupexaeHus. [lepenaua
JIOKYMEHTOB B apXuB yupexjaeHusd. ObecrieueHHUe COXpaHHOCTH JOKyMeHTOB. llepenaua nen B
roCy/lapcTBeHHbIE  apxuBbl. (OCOOEHHOCTM XpaHEHUS W OpraHu3allld  MCIOJb30BaHUS
JIOKYMEHTOB YUYPEKIAECHUN COLIMAIBHOMN 3aIMTHI.



Tema 7. «Opranusanusi paGoTbl ¢ JOKYMEHTAMH, COJepP:KaIllMMH IEPCOHAJIbHbIE
JAAaHHbIE TPAXKIAH»

HopmaruBHbIe NpaBOBbIE akThl B 00JacTH MEpCOHANbHBIX AaHHBIX: P3 PO Nel49-03
«O6 wunpopmaiuy, WHOOPMAIMOHHBIX TEXHOJIOTHIX W O 3amure uHpopMmanun», O3 PD
Nel52-®3 «O mnepcoHanbHBIX JaHHBIX» U JIp. OCHOBHBIE NPU3HAKU NEPCOHANBHBIX JAHHBIX.
Krnaccudukanus nepcoHanbHbIX TaHHBIX 110 MPU3HAKY CBOOOBI 000POTa M MPABOBOTO PEXHUMA.
Kareropun mnepcoHanpHbix AaHHBIX. [loHsATHE 00paboTka NEepPCOHAIBHBIX JAHHBIX. Buisl
00paboTKu  THepCcOoHaANbHbIX JaHHBIX. OCHOBHBIE TOHATHS IEPCOHAJBHBIX NaHHBIX. OOiIMe
TpeOoBaHus MpU 00pabOTKe NePCOHATBHBIX JAHHBIX.

5. O6pa3oBaTebHbIE TEXHOJIOTHH, B TOM 4YHCJ€e TEXHOJIOTHH YIEKTPOHHOIO O0Oy4YeHUS] W
JAUCTAHIIMOHHBbIE 00pa3oBaTejbHbIEe TEXHOJIOTHH, HCIOJIb3yeMble NPH OCYHIeCTBJIEHHH
00pa3oBaTeJbHOIO NMpoIecca Mo JUCHUTIHHE

B npornecce 00yueHus CHONB3YIOTCS Cieayole 00pa3oBaTeabHbIE TEXHOIOTUH:

BBoaHasi JeKIMA — Ja€T IEPBOE ILEIOCTHOE MNPEACTABICHUE O JIUCUUIUIMHE U
OPUEHTHUPYET CTYJEHTa B CUCTEME H3Yy4YECHHs MAHHON AUCLUUIUIMHBIL. CTYyIEHTBI 3HAKOMSTCS C
Ha3HAuE€HUEM U 3aJjadyaMH Kypca, €ro pojibl0 U MECTOM B CHUCTEME Y4e€OHBIX AMCLUILUIMH U B
cucTeMe MNOATOTOBKM B IienoM. JlaeTcss kpaTkuih 0030p Kypca, MCTOpPHs Pa3BUTHUS HAyKH U
NPAKTUKH, JOCTHKEHHS B 3TON cepe, NMEeHa U3BECTHBIX YUEHbIX, U3/1araloTcs NepCreKTUBHbIE
HamnpaBleHUs McciaenoBaHuil. Ha 3TOM  JekuuM  BBICKa3bIBAlOTCS  METOAMYECKHE U
OpraHM3allMOHHbIE OCOOEHHOCTH pPAa0OTHI B paMKax JaHHOW IUCHUIUIMHBI, a Takke JaeTcs
aHaJIu3 PEKOMEH/1yeMOoil yueOHO-METOMUECKON JINTepaTyphbl.

AxajgeMuyecKasi JeKIus (WM JIEKIUS 0OLIEro Kypca) — MOCIIe0BaTeIbHOE U3JI0KEHNE
Mmarepuaia, OCyIlecTBIsIeMOe MPEUMYILECTBEHHO B BUJIE MOHOJIOra npemnojasaresis. TpeGoBaHus
K aKaJeMHUYECKOM JIeKIIMU: COBPEMEHHBIN HayYHbI YPOBEHb U HACBIIEHHAS] HH()OPMATUBHOCTbD,
yOenuTenpHasi aprymMeHTalus, JOCTYNHas M IOHATHAs pedb, YeTKas CTPYKTypa M JIOTHKA,
HaJIM4ue SIPKUX MPUMEPOB, HAYUHBIX JI0Ka3aTeNIbCTB, 000CHOBAHUMN, (PAKTOB.

IIpakTHyeckoe 3aHATHE — 3aHATUE, MOCBAILICHHOE OCBOEHUIO KOHKPETHBIX YMEHHWH H
HaBBIKOB M0 3aKPETJICHUIO NIOJYyYEHHBIX Ha JIEKIUU 3HAaHUH.

IIpe3denTanusi — npoekTHas ¢GopMa HMHIMBUAYAIBHOW CaMOCTOATENBHOM palboThI
CTY/IEHTa, 3aKJIOYaolasics B IOArOTOBKe mpe3eHTauuu (cpeacrBamu MS PowerPoint wnnm
JPYTUMH IPOTrpaMMaMu, O3BOJISIOIIMMH CO3JaTh MPE3EHTAlNI0) Ha CBOOOIHYIO WIH 33aJJaHHYIO
npenofasaresneM TeMmy. lIpencraBineHue npe3eHTalMM MPOUCXOAUT B ayJUTOPUH W ITOMJICHKUT
00CY>KICHHIO BCEH TPYIIION.

Koncynbranmum — BuJ yuyeOHBIX 3aHATUH, SBIAIOLIUICS OOHOW M3 (OPM KOHTPOJIS
CaMOCTOATENIbHOW ~ pa0oThl  cTyneHTOB. Ha  KkoHcynapranmusx 1o Mmpoch0e  CTYJEHTOB
paccMaTpuBaroTCsi HauOoJiee CIIOKHBIE MOMEHTHI TPUW OCBOSHHHM MarepHajia IUCIUILINHEI,
IIPENO/IaBaTellb OTBEYAET Ha BOMIPOCHI CTYAEHTOB, KOTOPHIE BO3HUKAIOT y HUX B IIpoliecce
CaMOCTOSITEJIbHON pa0OTHI.

B npomuecce 0O0yueHMs UCTIONB3YIOTCS CIEAYIONINE TEXHOIOTHH AIEKTPOHHOTO 00Y4YEeHUS
U TUCTaHIIMOHHBIE 00Pa30BaTEIbHBIC TEXHOIOTHH:
DJIeKTPOHHBIN yueOHbIH Kypc «OCHOBBI IOKYMEHTOBEIeHHS U JOKYMEHT0000poTa B chepe
conuaJbHOM 3amuTh» B LMS JuiekTponnsblii yausepcurer Moodle SApI'Y, B koTopom:
- TPeACTaBIEHBI 3aJaHUS IS CaMOCTOSITENIbHOW paboThl OOydYaromMxcst MO TeMaM
JUCIUTLTAHBL,
- OCYWIECTBIIIETCS  NIPOBEICHUE  OTACIBHBIX  MEPOINPHUATHA  TEKYIIEro  KOHTPOJIA
yCHEeBAaeMOCTHU CTY/ICHTOB;
- MMPEACTAaBJICHDI IIPaBHJIa IIPOXOXKIACHUSA HpOMC)KYTOIIHOI;’I arrecranuuu 110 JUCHUIIIINHE,
- TpeACTaBIE€H CIUCOK y4eOHOW JUTepaTypbl, PEKOMEHAYEMOW Il OCBOEHUS
JYCIUIIINHEL,



- mpencrasineHa uHMopmanms o (opmMe U BpPEeMEHH NPOBEIEHHUS KOHCYJIbTALMH 110
JTUCIUIUIMHE B PEXXUME OHJIalH;

- mocpeacTBOM  (GopyMa  OCYHIECTBISETCS CHHXPOHHOE M (WJIM) aCHHXPOHHOE
B3aMMOJICHCTBUE MEXIYy OOydarollMMHUCA M TIperojaBaTelieM B paMKaxX HW3yueHUus
JUCLUIUINHEI.

6. Ilepeyenb JMIEH3NOHHOTO W (MJIM) CBOOOJHO PACNPOCTPAHAEMOI0 MNPOIPaAMMHOIO
o0ecrnedyeHnsi, MCIOJb3YeMOr0o IIPH OCYLIECTBJIEHMH 00pa30BaTeJbHOI0 Ipoluecca II0
AUCHHUILINHE

B mpomecce ocymecTBieHus — 00pa3oBaTENBHOIO — Ipolecca MO0 AUCLUIUINHE
UCIIOJIb3YHOTCSL:

JJIsL (bOpMPIpOBaHI/ISI MaTCepUualioB IAJId TCKYIIETO KOHTPOJIA YCIICBACMOCTH WU ITPOBCACHUA
NPOMEXYTOUYHOH aTTecTauuu, Ui (OPMUPOBAHUS METOJMUECKUX MAaTEPHAIIOB 110 TUCIUILIMHE!

- nporpammbl Microsoft Office.

7. IlepedyeHb COBpPeMEHHBIX MPOPEeCCHOHAJIBHBIX 0a3 JAaHHBIX W HMHGOPMALMOHHBIX
CIIPABOYHBIX CHCTEM, HCIO0JIb3yeMbIX NPH OCYLIEeCTBJICHUH 00pa30BaTeIbHOIO NpoLecca mo
JUCHUIIMHE (P He00X0TUMOCTH)

B mpomecce ocymecTBieHuss — 00pa3oBaTENbHOrO  Ipolecca MO JAUCLUIUIMHE
UCITOJIB3YFOTCSI:

ABTomaru3upoBaHHas ~ OuOnuoreuHo-uHpopmannonHas cuctema «BYKU-NEXT»
http: lib.uniyar. k_cat find.ph

8. IlepeueHb OCHOBHON W  /IONMOJHHMTEeNBHOH  Y4yeOHOHl JIMTepaTypbl, pecypcoB
HHPOPMALIMOHHO-TEJIEKOMMYHUKAIMOHHOH ceTn «HHTepHeT» (IpH HeOOXOAUMOCTH),
PeKOMeHyeMbIX /5l OCBOCHHS AUCHMIIUHBI

a) OCHOBHAs JINTEepaTypa

1.loponuna, JI. A. Opranuzanuss ¥ TEXHOJOTHs JOKYMEHTAI[HOHHOTO OOecreueHHs
yOpaBieHUs : Y4eOHMK M npakTukyM Juisi By3oB/ JI. A. Jloponuna, B. C. Mputukosa. —
Mocksa :  UsparensctBo  HOpaiit, 2021.— 233 c.— (Boiciee  o6pa3zoBanue). —
ISBN 978-5-534-04568-0. — Texct : smekrpoHHbIN // OOpa3oBarenbHas miardopma FOpaiit
[caiiT]. — URL: https://urait.ru/bcode/489555

0) 10MOJIHUTEIbLHAS JINTepaTypa

1. Hlysanosa, H. H. OcHOBBI nenonpou3BoAcTBa. S3bIK CIyXKeOHOro JTOKYMEHTA :
yaeOHUK W mpaktukyMm s By30B / H. H. Illysanosa, A. }O. MBanoBa ; mox oOmielt penakuueit
H. H. lllyBanoBoil. — 2-e u3n., nepepab. u gon. — MockBa : M3narensctBo FOpaiit, 2021. —
428 c. — (Bwicmee obpazoBanue). — ISBN 978-5-534-10848-4. — TekcT : 31eKTpOHHBINA //
O6pazoBarenpHas wiatdopma FOpaiir [caiit]. — URL: https://urait.ru/bcode/468912

2. KounpimkuHa, T. b. Jlenoseie KOMMYHHUKAIUH, JOKYMEHTOO000POT 51
JEIONPOU3BOACTBO : yueOHoe mocobue mist By30B/ T. b. Konbimkuna, Y. B. lllyctuna. — 3-e
u3n.,, ucnp. W gom.— Mocksa: WznarensctBo FOpaiit, 2021.— 145c.— (Beicmiee

oOpazoBanue). — ISBN 978-5-534-14216-7. — Tekct : snekTpoHHbI // OOGpa3oBarenbHas
iatrgopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/468074

9. MarepuajJbHO-TeXHHYecKas 0a3a, He00XoAMMas /ISl OCYLeCTBIeHHS 00pa30BaTeIbHOI0
npouecca 1no JMCuuIIuHe

MarepuanbHO-TeXHUYECKast 0aza, HeoOXomumast IIsl OCYIIECTBICHHUS 00pa30BaTeIbHOTO
npoliecca o JUCUUIIMHE BKIFOYAET B CBOM COCTAB CIELMAJIbHBIC TOMEILICHHUS:

- yueOHbI€ ayIuTOPUH JIJIsl IPOBEICHUS 3aHATUIN JIEKIIMOHHOTO TUIIA;

- yueOHbIe ayIMTOPUU JJIsl IPOBEACHUS MTPAKTUUECKUX 3aHATUN (CEeMUHAPOB);

- yueOHbIC ayIUTOPHH JIJIsl TPOBEICHUSI TPYIINOBBIX M MHIUBUIYaJIbHBIX KOHCYJIBTAIINN;


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

- yueOHble ayJUTOpUU JUIS TPOBEIEHHUS TEKYLIero KOHTPOJIA W MPOMEXKYTOUHOM
aTTeCTalliH;

- IOMEIICHUS ISl CAMOCTOSITETIbHON paboTHhI;

- IOMEMICHUST TSI XpPaHEHUS M TMPOMUIAKTUYIECKOTO OOCTY)KMBAaHUS TEXHHUYECKUX
CPEICTB OOyUCHHS.

CrienmanpHbIe TTOMEIICHUST YKOMIUIEKTOBAHBI CPEICTBAMH OOYUYCHHS, CITYXKAIIUMH IS
npeAcTaBiIeHus yueOHol HHPOpMaIUK OOIBIION ayAUTOPUH.

[Tomemenust st caMoCTOATENbHONW pabOThl OOyYaroIIMXCsl OCHALIEHbl KOMITbIOTEPHON
TEXHUKOH C BO3MOXKHOCTBIO MOJKIIOUEHHs K ceth «VHTepHeT» M obecredeHueM oCTymna K
ANIEKTPOHHON MH(OpPMAITMOHHO-00pa3oBarensHOM cpene SApl'Y.

ABTOp:

Cr. npenonaBatenb 6a30Boi Kadeapbl TEXHOIOTHH
COIMAJIbHOM peaduInTaIiu
1.C KyBmmnHoBa




IIpuioxenue Ne 1 k padoueil nporpaMme AUCHHIIIMHBI
«OCHOBBI JOKYMEHTOBeIeHHSI M IOKYMEHT0000poTa B cepe cOMaTbLHON 3a1IUTHD)

DoH/1 OLICHOYHBIX CPEACTB
JJISl IPOBEIeHUS TEeKYIero KOHTPOJIsl YCIeBaeMOCTH
U MPOMEKYTOYHOM aTTeCTALMHU CTYICHTOB
10 AUCHUILTHHE

1. TumoBbie KOHTPOJIbHBIC 3aJaHUA U HHBIC MaTepHUaJbl,
HCIIOJIB3YEMBIEC B IIPOLECCE TEKYIIETI0 KOHTPOJIA YCII€EBAEMOCTH

3agaHus AJ1s1 CaMOCTOSATEJIbHOI padoThl
(Oanmwvie 3a0anus 8binoaHAwmMcs cmyoenmom camocmosmenvio ¢ VK LMS Moodle
u npenodasameinem 8 0053amelbHOM NOPSOKe He NPOBePsIIOMC)

3ananus no teme 1. TeopeTudecKkue 0CHOBBI JOKYMEHTOBeeHUS

3aoanus ons camocmosmenvhou pabomsr 6 VK 6 LMS Moodle

N3o6pa3ute B Buae cxembl Ki1accupuKkauio QyHKIHH JOKyMEHTOB

[HonroroButh cooduieHne «OCHOBHBIE 3aJlaud JOKYMEHTAIIMOHHOTO OOECIEeYeHHs] B MPAKTUKE
COLIMANBHOM chepbi».

[Ipoananu3upoBaTh THITBI TJOKYMEHTOB U HOCHUTENN JTOKYyMEHTHPOBAHHOW MH(OPMAITUH, KOTOPHIE
UCTIOJIB3YIOTCSI B YUPEKACHUAX COLMATIBHOM 3alUTHI.

3aganus no teme 2. 3aKoHoAaTeIbHAsA H HOPMATHBHO-MeToIMYecKasi 6a3za
AOKYMEHTAIMOHHOI0 o0ecreyeHus ynpaBJIeHust

3aoanus ons camocmosmenvuoi pabomsr 6 VK 6 LMS Moodle
[Ipoananu3upyiiTe rocyiapcTBeHHbIE CTaHIAPTHI Ha JOKYMEHTAIIHIO.

3ananns no teme 3. OCHOBHbIEe TpeOOBaHHSI K O()OPMJIEHUIO TOKYMEHTOB
3aoanus ons camocmosmenvuou pabomsr 6 VK 6 LMS Moodle

JlaiiTe MUCEMEHHYIO XapaKTePUCTUKY PEKBU3UTAM JIOKyMEHTOB.

CocTtaBuTh OJIaHK C YIJIOBBIM U MPOJIOJIBHBIM PACIOIOKEHUEM PEKBU3UTOB.
CocraBbTe ONaHK pacOPSKEHUS, TPUKa3a WK JTF0O0T0 IPYroro OpraHu3aiuoOHHO-
pacnopsAUTENLHOTO JOKYMEHTA.

3ananus no teme 4. CucreMbl JOKyMeHTanuu B cdepe conmnajbHOi padoThl
3aoanus ona camocmoamenvhoti pabomsr 6 DVK ¢ LMS Moodle

N300pa3ute B BUAE CXEMBI CHCTEMY JOKYMEHTAIMH B C()epe COLMANTBHOM 3alUTHI.
OxapakrepusyiiTe BUbl OpraHU3allMOHHO-TIPABOBbIX, PACHIOPSIIUTENBHBIX U
UH(POPMAITMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3aganus nmo teme 5. OpraHu3auuMsi JAOKYMEHTO00OpOTa YUYpe:KIAeHMH  COLUAIbHOM
3aIUTHI

3aoanus ons camocmosmenvhou pabomsr 6 VK 6 LMS Moodle

[IpuBenure npumep AOKyMEHTOOOOpPOTa B YUPEXKIEHHH COLUATBHOM chepbl.

CocTaBbTe cXeMy IBHKEHUS TOKYMEHTOB Ha IpUMEpE JIF000TO YUPEKIECHUS COIMATBHON CQepHl.



3aganus nmo teme 6. OOecneyeHHe COXPAHHOCTHM  JOKYMEHTOB, oOpasylommuxcsi B
AeATeJIbHOCTH Y4YPe:KICHHH COLUATbHON 3aIIMThl HaCeJeHUs!

3aoanus ons camocmosmenvuou pabomsr 6 VK 6 LMS Moodle

1. ®opmupoBanue €1 Ha 6yMa)KHOM HOCHTEJE.

2. Pa3paboTka HOMEHKJIATypbl €] OpraHU3aliHy.

3. Odopminenue aena Ha XpaHEHUE: YaCTUYHOE, TTOJIHOE.

332]31[1/[5[ AJIA MPAKTHYICCKHUX 3aHATHH

IIpakTHyecKkue 3aHATHS MPOBOAATCH B (popMe CEMHUHAPOB U MPEINOJIAral0T MOATOTOBKY
JTOKJIA/I0B M MPe3eHTaNMii U MoCcJIeayolIee 00CyKIeHHne 1Mo CIeTyIIHM BOIPocam

Cemuuap mno teme 1. TeopeTnyeckne 0CHOBBI JOKYMEHTOBEACHHSA
1.MudopmanmonHast cocTapistoIasi TEPMUHA «JTOKYMEHTY.

2.CoOTHOUICHNE TOHATHH: «TIOKYMEHT», «I0KyMEHTOOO0OPOTY, «JeIONPOU3BOICTBOY,
«JIOKyMEHTallMOHHOE 00eCIeueHre YIPaBICHU»

Cemunap no teme 2. 3aKoHoaaTeIbHAsE H HOPMATUBHO-MeTOAHYecKasi a3a
JOKYMEHTAIMOHHOI0 00ecneYeHNnsl yIpaBJIeHUus

1.HopmaTtuBHO-1IpaBOBOE pEryIUpPOBAHUE JOKYMEHTHPOBAHUS YIIPABICHYECKON AESITEIbHOCTH.
2.T'ocynapcTBeHHas: CUCTEMa JOKYMEHTAIMOHHOTO 00eCTIeUYeHUs YIIPaBICHUS.

3.H€I\/’ICTB}/I-OHII/IG HOpMaTI/IBHO-HpaBOBI)Ie AKThI U MCTOJUYCCKHUEC peKOMeH}IaHI/II/I, HpI/IMeHSIeMI)Ie B
chepe TOKyMEHTHPOBaHUS, NX 3HAYCHUE.

CemuHap no teme 3. CucremMa J0OKYMEHTAIHMH B cepe COMATbHON 3aIUThI
1. ®yHKIIMOHAJIbHBIE U KOPIIOPATUBHBIE CUCTEMBI IOKYMEHTALMH.

2. CucreMa OpraHu3allMOHHO-PacIOPSANTEIbHON JOKYMEHTAIIUH

3. CucremMa CipaBOYHOM TOKyMEHTalUU

4. CucreMa M1aHOBOW JTOKyMEHTAlUU

Cemunuap mno teme 4. OcHOBHBIC TPeOOBaHUSA K 0(pOPMJICHHIO JOKYMEHTOB B YUpPeKACHUAX
COLMAJIBHOM 3a1IUThbI

1. IToHATHS «PEKBU3UT» U «(POPMYIISP» TOKYMEHTA, UX COOTHOLICHHUE.

2. BI/IIH)I PEKBU3UTOB: IMTOCTOAHHBIC U IICPECMCHHEIC, HI/I(l)pOBI)IG " TCKCTOBLIC pCKBU3UTHI U AP.

3. CoBpemeHHbIe TpeOOBaHUA K O()OPMIIEHUIO 1E€TIOBBIX TOKYMEHTOB.

Cemunap no teme 5. Oprannsanusi JOKyMeHT0000poTa yupe:kaeHuil B cepe counaabHOM
3alUThI

1.OcHOBHBIE JOKYMEHTOIIOTOKH B OpPraHU3alMIX COUUATbHOM 3alUThL.

2.0cobGeHHocTH paboThI ¢ BXOISAIIMMU, UCXOIAITUMU U BHYTPEHHUMH JOKYMEHTaMHU.

3.IIpuem u peructparusi TOKyMEHTOB.

4. VicnonHeHue JOKyMEHTOB.

5. OtnpaBka 10KyMEHTOB.

Cemunap mno teme 6. OOecmeyeHHe COXPAHHOCTH  JIOKYMEHTOB, O0pa3ylIIuxcsi B
NeSTeJIbHOCTH YUYPEKIeHHH CONMUATBHON 3aIIUThI HACeJeHUs!

1. ®opmupoBaHHUe U ONIEPAaTUBHOE XpaHEHUE JETl.

2. PazpaboTka HOMEHKJIATYPHhI 1€ yUPEKACHUI COIMATIbHON 3aIUThI

3. Opranu3zanus MpoBeIeHHs SKCIePTH3a LICHHOCTH TIOKyMEHTOB, 0(hOpMIICHHE €€ PE3YJIbTaTOB.
4. OopmiieHue 1ea Ha XpaHeHUE.



Cemunap mno Teme 7. Opranusanus padoTbl € JOKYMEHTAMH, COAEpPKALIMMH
NepPCOHAIbHbIE JaHHbIE TPAKIaH

1. IlomydeHue nepcoHANbHBIX JAaHHBIX OT CyObEKTa MEepCOHANBHBIX NaHHBIX. [luchmeHHOE
coracue cyobekTa Ha 00paboTKy ero NepCcoHaIbHbBIX JaHHBIX.

2. I[lopsanox 06pabOTKH MEPCOHATBHBIX TaHHBIX B OpraHU3aI[1H.

3. 3amuTa nNepcoHaIbHbBIX JaHHbIX.

4. JIokyMeHTBI, perIaMeHTHPYIOIIHUE NeATeIbHOCTh OpPraHu3alidd B OONACTH MEPCOHATBHBIX
JTAHHBIX.

Kputepuu onieHku paboThl CTYAEHTOB BO BpEMSI CEMUHAPOB:

- ConepxaHue OTBETa COOTBETCTBYET 3aJaHHOMY BOIIPOCY

- [TonHOTa M pa3BEpHYTOCTh OTBETA

- YeTkoCTh ¥ TOYHOCTH (POPMYIHPOBOK IPU OTBETE HA BOIIPOC
- PedyeBas rpaMOTHOCTD

ConeprkaHue OTBETOB OLIEHUBAETCS ILIKAJIE «3a4TEHO-HE3aUuTEHON:!

- OLIEHKA «3a4TE€HO» BBICTABISETCS CTYIEHTY, €CJIU OH IPUHUMAET aKTUBHOE y4acTHE B
00CYy>KJI€HHH BONPOCOB, BEHIHECEHHBIX HA CEMUHAPCKOE 3aHATHUE, IPU OOCYkIECHUN OMUPAECTCS HA
JUTEpaTypy 10 TEME CEMHMHApPA, J€JIaeT OTCBIIKU K aBTOpaM, IIPUBOJUT IIPUMEPBHI, BHICKA3bIBAET
COOCTBEHHYIO NO3UIIMIO, ApTYMEHTUPYS €€, XOPOILIO BIIaJIeeT TEOPETHUECKUM U MPAKTHUYECKUM
MarepuasoM 1o oocyKaaeMoil Teme;

- OLICHKAa «HE 3a4TEHO» BBICTABJISETCSA CTYAEHTY, €CIIM OH HE IPUHUMAET aKTUBHOIO
ydacTHs B OOCYXJIEHHM BOIPOCOB, BBIHECEHHBIX Ha CEMHHAp, NpPU OOCYKIACHHUU OMHPACTCS
TOJILKO Ha COOCTBEHHBIE CYXJACHHUS, HE HUCIONb3YS JIUTEPATypy 110 TEME CEMUHApa, 3aTPyAHAETCS
C OTCBUIKAMH K aBTOpaM, C TPYAOM INPUBOAUT HpPUMEpPbl (WIM HE MOXET MX IpPHUBECTH),
BBICKAa3bIBAa€T COOCTBEHHYIO MO3ULMIO, HE apryMEHTHPYS €€, IJI0XO BIIaJIeeT TEOPETHUECKUM U
NPaKTUYECKUM MaTepHajoM 1o 00CyKIaeMoil Teme.

Tembl npe3eHTaNUIl 10 KypCy
«OCHOBBI JTOKYMEHTOBEICHUSI M IOKYMEHT0000poTa B c(pepe cONMATBHON 3aAIIUTHI»

TumoBas CTpyKTypa AeJ0NpOU3BOACTBEHHOM CITy:KObl. Pactipenenenne o0s3aHHOCTEH.
HopmaruBHast pernaMeHTanus COTpyAHUKA CIyKO COLMaNbHOM 3alllUThl HACEIEHMUS.
[TpaBuna mprema u 00pabOTKH MOCTYMAIOIINUX TOKYMEHTOB.

Pabora ¢ oOpameHus MU rpakiaH.

[lonroroBka JOKYMEHTOB K OTIIPABKE.

TpeboBanus k paboTe ¢ JOKYMEHTaMH, UX COCTaBJICHUE U OpopMIICHHE.

KoHnTposb 3a kauecTBOM 0(OpMIICHHS TOKYMEHTOB.

Perucrpanus 10KyMeHTOB.

9. KoHTposb 32 cpOKaMy UCIIOJTHEHMSI JOKYMEHTOB U NOPYYEHUN PyKOBOIUTEISL.

10. TpeGoBaHus K OpraHu3alMy XpaHEHHs IOKyMEHTOB, UX CHCTEMaTH3aIusl.

11. XpaHeHue 10KyMEHTOB B YUPEKICHHUIX COLIMAIBHON 3aIllUThl HACEICHMUS.

PN R

1. O6nem — He 6onee 10-12 cnaiinoB
2. O0s13aTennbHO HANMYHE BBEACHUS M 3aKIIIOYEHUS. BO BBEIGHUN KPATKO: aKTyaJbHOCTh
TEMBI, LIEJIM U 33/1a4i paboThl. B 3aKkimioueHnn: yeTkue BBIBOBI IO KQXKIOMY ITyHKTY paOoThI.
[Ipu moaroToBKe 00s3aTEILHO UCTIOIB30BAHME CTaTel U MOHOTpaduii 3a mociueaHue 2-3 roa.
3.CaMocCTOsITEIbHOE BBHIIIOJIHEHNE PAOOTHI



Kpurepun onenku

ConepxaHue 3a1aHNS OLEHUBAETCS 110 IIKAJe «3aU4TEHO-HE3a4TEHO»:

* «3a4TEHON- 3aJIaHUE SIBJIAETCS OPUTMHAIIBHBIM, COJIEP/KAaTEIbHBIM, IPAMOTHO BBITIOJHEHHBIM;
- «He3auTeHo» - 3a/1aHE BBIMOJIHEHO HECAMOCTOSATENIBHO, OTCYTCTBYET OPUTMHAIBHOCTD,
HEOOXOUMBIE CTPYKTYPHBIE 3JIEMEHTHI, BHITIOJHEHO HE B ITOJTHOM O0BbEMe.

CamocrositeibHa padora mo Teme 4. OcHOBHble TpeOoBaHUsT K  O0QOPMIICHHIO
AOKYMEHTOB B YUPeKAeHHUAX COLUATbHON 3allINThI

(npoeepxa cghopmuposannocmu VK -4, unouxamop VUK -4.3)

CocraBUTh J€IOBOM JTOKYMEHT, YUYUTBIBas €ro Lejdb, CTPYKTypy M MpaBuia odopmieHus,
UCIIOJIb3yEMBII B PAKTUKE YUPEIKAECHUI COLMAIBHOMN 3aIUTHI.

(nposepxa cghopmuposannocmu IIK(CT) -2, unouxamop HUIIK(CT)-2.2)
3anoaHUTh OJIAHKU JJOKYMEHTOB, HCIIONB3yeMbIC B MIPAKTUKE YUPESIKICHUN COIMATBLHON 3aIUThI
,JUTSI TPEJOCTABJICHUS COLMANIBHBIX YCIIYT AJISl ONPEeICHHON KaTeropuy rpax/iaH.

Coz[epxcaHI/Ie 3agaHuA OICHHUBACTCA 110 IIKAJIC «3a4TCHO-HE3a4YTCHO)

- «3a4TeHo» - BBICTABIIACTCS CTYACHTY, €CJIM OH BBbIIIOJHUI 3aJaHUC TpPaMOTHO,
COACPIKATCIIBHO.

- «He 3auTeHO» - BBICTABIACTCS CTYACHTY, €CJIM OH JOITYCTHUII OIIMOKHU TN 3aTPYAHACTCA
B OTBCTC.

CamocrosiTenbHa padora mo Tteme S. OpraHm3anusi JOKyMEHTO000pPOTa y4dpexkJAeHUil B
cepe conuanbHONM 3aIUTHI
(nposepka cghopmuposannocmu IIK(CT) -2, unouxamop UIIK(CT)-2.2)

3agaga Nel: OmpenenuTh crenu@UKy JTOKYMEHTOOOOPOTa B YUPEKICHHU COLMAIBHOM
3anuThl COCTaBUTh aHAJIMTUYECKYIO CIIPABKY 10 BOIIPOCAM OpraHU3allii JOKYMEHTO000pOoTa B
JTAHHOM YUYPEKICHUM.

3amaga Ne2: Hasparb nmpumeHsieMble (HOPMBI PETUCTPAIIMN JOKYMEHTOB B YUPEKICHUIX
COLMANbHOM 3amuThl HaceineHus. COCTaBUTh ANrOPUTM PETUCTPALMM  JIOKYMEHTOB B
YUPEXKIEHUAX COL[UATBHOMN 3aIUTHI.

Coz[ep>KaHHe 3aJaHuA OICHHUBACTCS 110 IIKAJIC «3aYTCHO-HE3AUYTCHO)) .

- «3a4TeHo» - BBICTABIIACTCS CTYACHTY, C€CJIM OH BbIIIOJHWI 3aJaHUC TpPaMOTHO,
COACPIKATCIBHO.

- «He 3auTeHO0» - BBICTABIACTCS CTYHACHTY, €CJIM OH JOITYCTHUJI OIIMOKH HIIN 3aTPpYAHACTCA
B OTBECTC.

2. CIHCOK BONPOCOB M (MJIH) 3aJaHHUH /151 IPOBEACHUS MIPOMEKYTOYHOM aTTeCTAlMU

Bonpocsl k 3a4eTy 1Mo JMCUUIIHHE
«OCHOBBI JOKYMEHTOBEICHHS M JOKYMEHT0000poTa B chepe CONMAIBHOM 3aLIUTHD)

1. Omnpenenenue, mpeaMeT U OOBEKT JOKYMEHTOBEICHUSI.

2. JIOKyMEHTOBEJEHHUE: HCTOPHUSI 1 COBPEMEHHOCTb.

3. Tonsarue «gokymenT». Onpenenenue J0KyMEHTa B yIIPaBICHUYECKON CHCTEME B
HOPMAaTUBHO- METOJMYECKUX JTOKyMEHTaxX B cdepe TOKyMEeHTOBEICHUS,
JIeTTOTIPOU3BOJICTBA.

4. CoOTHOIIEHHUE MTOHATHH: «TOKYMEHT», «JOKYMEHTO000pOT»,
«JICJIONPOU3BOICTBOY, «IOKYMEHTAIIMOHHOE 00ECIIEUeHNE YIIPABICHUS.



5. Cocras 3aKOHOJATEeIbHOMI Hu HOPMaTUBHO- METOANYECKON
0a3bl JOKYMEHTAI[MOHHOTO YIIPaBICHUSI.
6. 3axoHopatenbHble akThl Poccuiickoii deneparuu B chepe HHPOpMALIUN U

JIOKYMEHTAIIH.

7. T'ocynapcTBeHHBIE CTaHAAPTHI HA TOKYMEHTALINIO.

8. ®enepalibHble 3aKOHBI U UX TPeOOBaHMS K OpraHU3aluy paboThl MO COLUATbHON
3alUTE U €€ JOKYMEHTHPOBAHMIO.

0. OcHoBHbIE TpeOOBaHUS K O(POPMIICHHUIO JOKYMEHTOB.

10. [ToHATHS «PEKBU3UT» U «(DOPMYISIp» JOKYMEHTa, uX cooTHouieHue. Cocras u
Ha3HAYE€HHUE PEKBU3UTOB. Buabl peKBU3UTOB.

I1. bnank pokymeHTa, BuAbl ONaHKOB. biaHKM ¢ YIVIOBBIM U TNPOAOJIBHBIM
pPacHoI0kKEHUEM PEKBU3HUTOB.

12.  TlonsaTtue «cucrtema  JOKyMeHTauuW». DyHKIMOHAIBHBIE W KOPIOpPaTUBHbBIE
CUCTEMBI JTIOKyMEHTALIUU.

13.  OcHOBHbBIE (PYHKIIMOHAIbHbBIE CUCTEMBI U TOKYMEHTBI UX COCTABIISIOLIHE.

14. KoprniopatuBHble cuUCTEMBI JOKYMEHTaluH, HX 0co0eHHOCTH. CoOoTHOILIEHUE
(YHKIMOHATBHBIX U KOPIIOPATUBHBIX CUCTEM.

15. Cucrema 10KyMEHTOB B c(pepe cOlMaNbHOM 3allUThl KAK MPUMEpP KOPIIOPATUBHOM
CUCTEMBI.

16. LenTpanu3oBaHHasi, CMEIIaHHAS U JEUEHTPaIU30BaHHasi  CHUCTEMBbl paboOThl ¢
JIOKYMEHTaMH.

17. OCHOBHBIE TOKYMEHTOIIOTOKH B YUPEXKACHUAX COLUATBHON ChEephl.

18.  Cnenuduka paboThl ¢ BXOASIIUMH, UCXOAAIIMMU U BHYTPEHHUMHU JJOKYMEHTaMHU.

19. Pabora ¢ oOpameHusMu rpaxaaH.

20.  Pa3paboTka HOMEHKJATYphl JIeJ YUPEKACHUS U KOHTPOJIb 32 JAEJIONPOU3BOJICTBOM,
B TOM 4Hcie 32 GOPMUPOBAHUEM JIEN.

21.  CocraBieHue onucel JOKYMEHTOB CTPYKTYpPHBIX 4acTel, MOIJIEkKAIIUX CAA4Ye B
apxuB yupexjeHus. [lepenaya TOKyMEHTOB B apXUB YUPEKICHUS.

22.  OoOecnieyeHre COXpPaHHOCTH JOKyMeHTOB. Ilepemada nenm B rocyaapcTBEHHBIE
apXUBBI.

23.  OcoOeHHOCTH XpaHEHMs W OpraHu3alMd  UCIOJIb30BaHHUS  JOKYMEHTOB
YUpEXKJIEHUHN cOLUaIbHON Chephl.

24.  HopmaTuBHBIE TPaBOBbIE aKThl B 00JACTH NEPCOHATBHBIX JaHHBIX

25. O0paboTka mepcOHAJIBHBIX AAHHBIX: MOHATHE W BHUABL. OOmIMe TpeOOoBaHUS MPH

06pa60TKe INEPCOHAJIbHBIX TaHHBIX.

HpaBmIa BBbICTABJICHHUA OLICHKHU HA 3a4YeTe

3a4eT MPOBOAUTCA B yCTHOM (opMme.

[To uToram 3a4yeTa BBICTABISETCS OJHA U3 OLEHOK: «3aYTCHOY» WIIH «HE 3a4TCHOY.

OueHkd  «3a4TEHO»  3acly’KMBaeT  CTYACHT, OOHAapy>XUBIIUI  BCECTOPOHHEE,
CHCTEMAaTH4YecKoe M DIIyOOKoe 3HaHWE Y4YeOHOrO W HOPMATHBHOTO Marepuaia, yMEIOIIUi
CBOOO/IHO BBIMOJIHATH 3a/laHusl, MPEIYyCMOTPEHHBbIE MPOTrPaMMOMN, YCBOMBIINI OCHOBHYIO H
3HAKOMBIH C IOTIOJTHUTEIHLHOU JTUTepaTypoi, pEKOMEHIOBAaHHOM KadeIpoi.

Taxke OlLIEHKAa «3a4TEHO» BBICTABISIETCS CTYACHTaM, OOHApPY>KUBIIUM IOJHOE 3HAHUE
y4eOHOro MaTepuaia, YCHEIIHO BBINOJHSAIOIUM IPEAyCMOTPEHHbIE B IpOrpaMMe 3aJaHus,
YCBOMBILIMM OCHOBHYIO JIUTEpaTypy, PEKOMEHAOBaHHYIO Kadeapoil, JAeMOHCTPHUpYIOIINe
CUCTEMaTHUYCCKHUH XapakTep 3HAHUH TI0 JUCHUIIIIMHE U CHOCOOHBIE K HX CaMOCTOATCIIbHOMY
MOTIOJIHEHUIO M OOHOBIIGHHIO B XOJI€ JaibHeWIel ydeOHoW paboThl M MpodeCcCHOHATBHOM
JeSTeTLHOCTH.



Hakonern, oneHkoil «3a4yTeHO» OLICHUBAIOTCS OTBETHI CTYIAEHTOB, MOKa3aBUIMX 3HAHUE
OCHOBHOTO Y4YeOHOTo Marepuansa B 00beMe, HEOOXOAMMOM I JanbHEHIIer ydueObl W B
npeacTosmied  pabore 1Mo  Tpodeccuu, CHPABISIOIIUXCS C  BBIIOJHEHUEM  3aJlaHuM,
MPEAYCMOTPEHHBIX MPOTPAMMOM, HO TOMYCTHBIINM IOTPEIIHOCTH B OTBETE Ha DK3aMEHE U MpH
BBINIOJIHEHUHM KOHTPOJIBHBIX 3aJJaHWl, HE HOCSIIME NPUHIMIHAIBLHOTO XapakTepa, Koraa
YCTaHOBJIEHO, YTO CTYyIEHT oO0nanaeT HeoOXOOUMBIMU 3HAHUSMHU JUISL TOCJEIYIOIIEro
YCTpaHEHUs YKa3aHHBIX MOTPEIIHOCTEN MO/ PYKOBOACTBOM IMIPENOJABATENS.

OrneHKa «HE3a4TEHO» BBICTABISIETCA CTYACHTaM, OOHAPYXKHBIIUM IMPOOETHI B 3HAHMSIIX
OCHOBHOTO y4e0HOro Marepuana, JOMYCKAIOUIUM MPUHIUIHAILHBIE OMIMOKA B BBITOJTHEHUU
MPEIyCMOTPEHHBIX MPOrpaMMOM 3adaHuil. Takol OLIEHKH 3aCiIy’KHWBAlOT OTBETHI CTYICHTOB,
HOCSIIME HECUCTEMATU3UPOBAHHBIM, OTPHIBOUHBIM, TOBEPXHOCTHBIN XapaKTep, KOTAA CTYJEHT HE
MMOHUMAET CYIIECTBA M3JIaraéMbIX WM BOMPOCOB, YTO CBUICTEIHCTBYET O TOM, YTO CTYIACHT HE
MOXKET JaJybllie TMPONOJKATh 0OyueHHEe WM MPHUCTYHarTh K MpodecCHOHATbHOU IeSTeIbHOCTH
0€3 JOMOTHUTEIBHBIX 3aHATHH 110 COOTBETCTBYIOMICH TUCITUTIIINHE



IIpuioxenue Ne 2 k padoueil nporpaMMe AUCHHUIIMHBI
«OCHOBBI JOKYMEHTOBeIeHHSI M IOKYMEHT0000poTa B cepe cOMaTbLHON 3a1IUTHD)

MeTogu4yeckue YKasaHus QJIsl CTYACHTOB IO OCBOCHHUIO JTUCHUIIJTHHBI

OcHoBHOW (opMoOif H3NIOKEHHs ~ y4yeOHOro marepuana Mo JUCHMIUIMHE «OCHOBBI
JOKYMEHTOBEJICHUSI M JOKyMEHTO0oOOpoTa B cepe COmMambHON 3aIIUTBD) SBISIOTCS JICKITUH.
YenenHoe oBnajeHue AUCHUILUTMHON MPEAIoIaraeT BIIOIHEHUE Psijla PEKOMEH IaIuii.

1. Crnemyer BHUMATEIFHO W3Y4YUTh MaTephaibl, Xapakrepusyronme Kypc «OCHOBBI
JIOKYMEHTOBEJICHUSI M JOKyMEHTO0oOOpoTa B c(epe COIHUalbHOW 3aIUUTh» W ONpeAessroIne
IIEJIEBYI0 YCTAHOBKY. DTO TIOMOKET YETKO MPEICTABUTH KPYT M3y4aeMbIX MPOOIeM U TITyOHUHY MX
HOCTHKEHUS.

2. Heobxomumo 3HaTh MOAOOPKY JHTEpPATyphl, MOCTATOYHYIO U HEOOXOIUMYIO IS
U3y4yeHus mpeanaraemoro kypca. [Ipu 3Tom cremayer MMeTh B BHJY, YTO HYXHa JHUTEparypa
pa3IMYHBIX BUOB:

a) yueOHUKH, y4eOHbIe U yUeOHO-METOUECKUE Oco0us.

6) MoHorpadguu, COOPHUKN HAy4HbIX cTaTell, MyOJuKalui B TyMaHUTApHBIX JKypHajax,
NPEACTaBISIIOIIME AMIMPUUECKUN Marepuaj, a Takke MHOrooOpas3Hble acleKThl aHalu3a
COBPEMEHHOTO Pa3BUTHS OOIIECTBA;

B) CIpaBOYHAs JUTEpaTypa — SHLUKIIONEANN, YJKOHOMUUECKHUE CIIOBAPH, PACKPHIBAIOILNE
KaTeropualbHO-ITIOHATUHMHBIN anmnapar.

I) AaHAJIUTHYECKUE  MaTepuasibl, IMPEACTABICHHBIE  BEAYIIUMH  JKCHEPTHHIMU
OpraHu3aAIUSIMH

3. MUzyuas nurteparypy, cieqyeT YSICHUTb OCHOBHOE COJEp)KaHHE TOW WJIM WHOH
COLMAIBHOM MTPOOIEMBI, TPUYMHBI €€ BOSHUKHOBEHUS M TOCIIEICTBUS sl 00IIeCTBa.

B npouecce oOyuenus TpedyeMblil yueOHBI MaTepuai CTYIEHTBI MOMYYaroT Ha JIEKIUIX
10 YCTAaHOBIIEHHOMY PETJIAMEHTY, a TAaKXKe IPH CaMOCTOATEIBEHOM M3YYCHUU TpeIaraeMoil UM
JUTEPATYPHI MO TaHHOW AUCIUIINHE

Jnst camocTosiTennbHOTO TMoadopa JauTeparypbl B Oubnuoteke SApl'Y pexoMmenmyeTcs
UCIIOJIb30BaTh:

1. Jinunbiii  kabuner (http:/lib.uniyar.ac.ru/opac/bk login.php) maeT BO3MOXKXHOCTB
HOJTy4eHus: on-line 1ocTyna K CIUCKY BBIJAHHOM B aBTOMaTW3MPOBAHHOM PEKUME JIMUTEPATypBhI,
IPOCMOTpPA ¥ KOMTUPOBAHUS JIEKTPOHHBIX BEPCHI M3JaHUN COTPYAHUKOB YHHBEpcHTETA (yuel. u
METOJI. TOCOOMs, TeKCThI JIeKIuil u T.4.) s paboTsl B «JInuHOM KaOuHETe» HEOOXOAMMO 3aiTH
Ha caiT Hayunoit OuGnmorexu SApl'Y c moOoi ToukH, UMeromen noctym B Internet, B MyHKT
MEHIO «OJEKTPOHHBIA KaTalor»; TMPOWTH MpOLEeAypy aBTOpU3ALMHM, BBHIOpAB BKIAAKY
«ABTOpH3AIHs», U 3aTIOTHATH TPEICTABICHHBIE TTOJIST HHPOPMAIUH.

2. dnexkTpoHHas OnbanMoTEeKa yueOHbIX MaTepuaJjios SApl'y
(http://www.lib.uniyar.ac.ru/opac/bk_cat find.php) conepxkut O6onee 2500 MONHBIX TEKCTOB
yU4eOHbIX M Y4eOHO-METOAMYECKHMX MAaTepuajoB IO OCHOBHBIM H3yYaeMbIM JUCLUILIUHAM,
W3/IaHHBIX B YHHBEpcHUTETE. Jl0CTYI B CETH YHUBEPCUTETA, JIMOO TIO JIOTUHY/TIAPOITIO.

3. DuekTpoHHasi kapToTeka «KHUIroo0ecne4eHHOCThbY
(http://www.lib.uniyar.ac.ru/opac/bk_bookreq find.php) packpsiBaer y4eOHBIH (OHI HAYUHOM
o6ubnmuorexkn  Spl'Y, mnpemocTtaBiseT  ONEPaTHBHYIO  WHPOPMALUIO O  COCTOSIHUU
KHUTO00ECTIEYeHHOCTH TUCIHUIUTMH OCHOBHOHM U JTOTIONHUTEIBHON JTUTEPATypPOH, a TakKe KA
JUCLUIUIMH U cHelHaIbHOCTeH. DiekTpoHHas kaproTeka «KHUroo0ecneueHHOCThY TOCTYIHA B
CeTH yHUBepcuTeTa u uepe3 JInuHblil KaOuHeT.
3amaHusg A CaMOCTOSITENIBHOTO pelIeHust (OpMYIUpPYIOTCS Ha JIEKUUSAX U IHPAKTUUYECKHUX
3aHATUSAX. B KauecTBe 3amaHMii UIi CaMOCTOSITEIBHON pabOTHI IoMa CTYIEHTaM peaIaraloTcs
3aJ]a4M, aHAJOTMYHbIe pa300pPaHHBIM Ha JIEKLHMIX U MPAKTUYECKUX 3aHATHIX WM HEMHOTO OoJiee
CJIO’KHBIE, KOTOPBIE SIBIISIOTCSI PE3YJIbTaTOM OOBEIMHEHHUS HECKOJIBKUAX 0a30BbIX 3a1ad. [TomHbIi
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CIMCOK 3aJIaHUH AJIi CaMOCTOSITENbHOIM paboThl MO TeMaM (paszenam) AUCUUIUIMHBI IPUBE/ICH B
OVYK B LMS Moodle «OcHOBBI JOKYMEHTOBEACHUS B JOKYMEHTO000pOTa B chepe ColMnaabHON
3alUTh». Bompockl, BOZHUKAIOIIKE B MPOLECCe WM MO UTOTaM PEIIeHUs THUX 3a7a4, MOXKHO
3a/1aTh Ha KOHCYApTalMsIX win B popyme (dare) B YK B LMS Moodle.



