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Mporpamma gucumnnuHel "dokymeHToBeaeHue"; 41.03.02 "PernoHoseneHne Poccunn'.

CopepxaHue

1. MNepeyeHb NnaHMpyeMbix pesynbTaToB 00y4eHWs No AMCUMUMIMHE (MOAY0), COOTHECEHHBIX C MNaHUPyEMbIMIA
pesynbtatamm ocsoeHms OlNMOI BO

2. MecTto gucumnnuxbl (mogyns) B cTpykType OIMOI BO

3. Obbem oncumnnnHbl (MOJJ,yJ'ISI) B 3a4€THbIX eOnHMUAax C yka3daHneM Konmyectsa 4acoB, BblAeNNIeHHbIX HA KOHTakKTHYHO
paboTy obyyatowmxcs ¢ npenogasatenem (Mo BuoamM y4ebHbIX 3aHATUI) 1 HA CaMOCTOSITeNbHYO paboTy 0byHaroWwmnxcs

4. CopepxaHue OMcuMnInHbl (MOayns), CTPYKTYpUpPOBaHHOE Mo TeMaMm (pa3fenam) ¢ ykasaHueM OTBeAEHHOro Ha HIX
KONMYeCTBa aKa4eMN4ecknx YacoB 1 BULOB yHeOHbIX 3aHSATUM

4.1. CTpyKTypa 1 TEMATNYECKMIA NMNaH KOHTAKTHOW 1 CAMOCTOSITENBHOM paboThl MO AUCLMNANHE (MOAYIIO)
4.2. ConepxaHue oMcuMnanHbl (Moayns)

5. NepeyeHb y4ebHO-MeToAMYECKOro 0BecrneyeHmnst AN CaMOCTOSTENbHOM paboTbl 0byyarowmxes no AUCLUUNInHe
(Momynio)

6. POHA OLEHOYHbIX CPEACTB NO AUCUMNIMHE (MOLOYHO)
7. MNepeyeHb nutepatypbl, HEO6XOANMOW A1 OCBOEHWS LMCLUMNAMHBI (MOAYNS)

8. MepeyeHb pecypcoB NHPOPMALIMOHHO-TENEKOMMYHUKALIMOHHOW ceTh "IHTepHeT", He0bX0ANMbIX AJ1s1 OCBOEHUS
ANCUUNAnHBI (MOayns)

9. MeTonmyeckue ykasaHusi ons oby4arowmnxcs no 0CBOEHWIO JUCUMIIHBI (MOZYNS)

10. MNMepeyeHb MHAOPMALMOHHBIX TEXHONMOTWIA, UCMOMNb3YEMbIX NPY OCYWECTBNEHM 06pasoBaTeNnbHOro npouecca no
OMCUMNIVHE (MOAYNio), BKNloYas NepeyeHb NporpaMMHOro obecrnedeHns n MHOPMALIMOHHbBIX CMPaBOYHbIX CUCTEM (NpK
HeobX04MMOCTHN)

11. OnncaHue maTepuanbHO-TeXHUYecko 6a3bl, He0BX0AMMOI ANs ocylecTBNeHNs 0bpa3oBaTeNbHOro npoLecca no
OMcumnnanmHe (MoLynto)

12. Cpe,EI,CTBa agantaunm npenonaBaHnua oUCUNNNNHDI (MO,EI,yJ'I;I) K I'IOTpeéHOCTFIM 06yqa|ou4v|xc;| MHBanNnOoB 1 nny, C
orpaHn4eHHbIMM BO3MOXHOCTAMN 300p0BbA

13. MNpunoxeHne Ne1. doHA OLEHOYHbIX CPEaCTB
14. MpunoxeHue Ne2. MNepeyeHb nTepaTypbl, HEOHXOAMMON NS OCBOEHWS OUCLIMMNWHBI (MOLYNS)

15. MpunoxeHue Ne3. NepeyveHb NHPOPMALIMOHHBIX TEXHONOMNIA, UCMOMNb3YEMbIX OS5I OCBOEHUS OUCLMIMIMHBI (MOSYy”Ns),
BK/I0YAS NepeyeHb NPOrpaMMHOro obecneyeHms N MHEOOPMALIMOHHBIX CMPaBOYHBIX CUCTEM
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Mporpamma gucumnnuHel "dokymeHToBeaeHue"; 41.03.02 "PernoHoseneHne Poccunn'.

Mporpammy nmcuunnnHel paspaboTtan(a)(n) LOUeEHT, K.H. (goueHT) CarnTtoBa B.P. (kadenpa permoHoseneHus u
€BpasnnCcKmx nccnenoBaHunin, Beicwas wkona NCTOPMYECKNX HayK 1 BCEMUPHOrO KYNbTYPHOro Hacneaus),
ViRSagitova@kpfu.ru

1. MepeyeHb NNaHMpyeMbIX pe3ynbTaToB 06yyeHUs No QUCLUNINHE (MOOYNI0), COOTHECEHHbIX C MIaHUPYEeMbIMU
pe3ynbtatamm ocsoeHus OMOn BO

Obyuqarowumitcsi, OCBOVBLWNIA AUCLUNAUHY (MOOY/b), LOMXEH obnafaTth CneayowmnmMy KOMNEeTEHUUAMU:

LWndop PaclumndppoBka
KOMMeTeHLUn npuobpeTaeMoi KOMNETeHLMN
MNK-6 CnocobeH paboTaTtb ¢ MHGOpMaumein ans obecrneyeHns OesiTeNbHOCTM

AHANNTUYECKMX LIEHTPOB, 0BLLECTBEHHDbIX 1 rOCYAapCTBEHHbIX opraHuaauuii, CMA

O6yyatolmiics, OCBOMBLUNA AUCLUMNNHY (MOOYNb):
JlonxeH 3HaTb:

- NoaxoA4bl U METOLONOTMIO MOUCKA, CTPYKTYPUPOBAHNMS, KPUTUHECKOr0 aHann3a nHghopMaumm ¢ Lenbto obecnedeHus
LEATENBHOCTU aHANUTUYECKMX LLIEHTPOB, 0BLWECTBEHHBIX U FOCYAapCTBEHHBIX opraHu3auuii, CMA

- IpUHUMNbl 1 MeTOoObl COCTaB/IEHUA 0630p03, cTaTtemn, oT4eToB Ond obecrneyeHnst 0eaTenbHOCTU aHaNUTUYECKUX
LLeHTPOB, 061EeCTBEHHbIX 1 rocynapCTBeHHbIX OpFaHI/I3aLlI/II7I, CMUM

- METOObl MONCKa, KPUTUYECKOro aHanns3a n cuHTesa nHgopmaumm

JonxeH ymeTb:

- uckatb, 0bpabatbiBaTb U aHANM3MPOBATb MHGOPMALIMIO B COEPE PErMOHANbHBIX UCCNEN0BAHWIA C LEeNbio
obecrneyeHuns 0esTeNnbHOCTV aHaNMUTUYECKMX LLEHTPOB, OBILECTBEHHBIX 1 FOCYAAPCTBEHHbIX opraHu3auuii, CMU

- apryMeHTUpOoBaTb CBOK TOYKY 3PEHUS MPY NOArOTOBKE MaTepmanos ons obecneyeHns AesaTenbHOCTH
aHaNNTNYECKUX LEHTPOB, 0BWECTBEHHbBIX U FOCYAapCTBEHHBIX opraHu3auuii, CMA

- BbibupaTb Hanbonee noaxonswmii cnocod npencTaBneHnst MHOPMaLMM B 3aBMCUMOCTM OT (POPMbI OpraHm3aumm 1
BUIA OesTenbHOCTM, koTopas obecrneyvBaeTcs

-Nonb30BaThCs NHPOPMALMOHHBIMU PECYPCAMM 1 CUCTEMATU3NPOBATL MHAPOPMALIMIO NO 3a4aHHLIM KPUTEPUSM
-0OCyILeCTBNATL 06paboTKy U CTPYKTYpMpPOBaHue MHgopMaLumum, obpasyst MHGOPMaLVOHHbIE PECYpPChI

- MHTepnpeTnpoBaTb NONy4eHHble OaHHble N NPpencTaBATb UX B CUCTEMATU3NPOBAHHOM BUOE, NPON3BOANTL aHaNM3 n
OLIeHKY M3/10XKEeHHOro Mmarepumana

-060CHOBBIBATb aKTyanbHOCTb NPOBNEMbI, KOTOPYIO NPELCTOUT OCBETUTH B MHGDOPMALMOHHO-aHaIUTUYECKOM
martepuane

- (oOpMyNMpOoBaTh BbIBOAbI M PEKOMEHAALMNN
- pedbeprpoBaTb, aHHOTUPOBATL Y MOAUMULNPOBATL TEKCTHI
- onpenensTb, HaXo4uTb W pa3pabaTbiBaTh akTyanbHble UHTEPECHbIE TEMbI AJisl LIeNeBOoi ayamTopum

JlonxeH Bnanetb:

- HaBblkaMW COCTaBneHNs 0630POB, CTaTel, OTHETOB A5 0BecrneyeHnst OeATENbHOCTY aHANNTUHECKUX LEHTPOB,
06LWeCTBEHHbIX 1 rOCY1apCTBEHHbBIX opraHu3auuii, CMI, ux nybnnyHoin npeseHTaumm 1 y4actusi B NoneMuke

- HaBblKaMM NOAroTOBKN aHaIMTUHYECKNX MaTtepmnanoB pa3/IMdHbIX TUMNOB ONA Hay4HbIX nanaxHnii n CMU
- HaBblkaMun no,uéopa WCTOYHWKOB U NnTepatypbl Ang HanncaHusa MHPOPMaLMOHHO- aHaNMTUYEeCKUX MaTepuanos
- MeETO4amMun NPOBEPKN U OLLEHKN OOCTOBEPHOCTW MHApopMaLumm

JonxeH 0eMoHCTpUpoBaTb CNOCOBHOCTb U FOTOBHOCTb:!
MPUMEHSATb MONYYEHHbIE 3HAHWS U HABbIKU B MPOXECCUOHANbHON OesATeNlbHOCTH

2. Mecto aucuunnuHbl (Moayns) B ctpyktype OMOIM BO

HaHHas oncuunnuHa (Mogynb) BkaoveHa B pasgen "61.B.B.06.01 OucumnnmHel (Mogynm)" OCHOBHOW
npogoeccroHanbHol obpasosaTtenbHoi nporpammel 41.03.02 "PervoHoseneHne Poccun (Poccust n ee pervoHbl B chepe
MEXAYHapO4HbIX OTHOWEHUIA (C yrnybneHHbIM N3yYeHUEM MHOCTPaHHbIX S3bIKOB))" M OTHOCUTCS K AUCLIMINMHAM MO
BblOOpY.

OcBauBaeTcs Ha 3 Kypce B 5 cemecTpe.
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Mporpamma gucumnnuHel "dokymeHToBeaeHue"; 41.03.02 "PernoHoseneHne Poccunn'.

3. 06beM gucuMnInHbI (MOAYNS) B 3a4ETHbIX e AUHMLAX C YKa3aHUeM KONMYeCcTBa YacoB, BblOeNleHHbIX Ha
KOHTaKTHY0 paboTy obyuyalowmxcs ¢ npenogasarenem (No Buaam yyebHbIX 3aHSATUI) U HA CAMOCTOSAITENIbHYIO
paboty obyuaromxcs

Obwas TpyLoeMKOCTb AUCLMUMAUHBI COCTaBNSET 2 3a4eTHbIX(ble) eanHuUL(bl) Ha 72 Yaca(oB).

KoHTtakTHasi paboTa - 37 yaca(os), B TOM 4ucne nekuum - 18 yaca(os), npaktnyeckme 3aHsTUs - 18 yaca(os),
nabopatopHble paboTbl - 0 Yaca(oB), KOHTPOMb CaMOCTOSITENbHOW paboThl - 1 yaca(os).

CamocTosiTensHas pabota - 35 yaca(os).
KoHTponb (3a4€T / ak3ameH) - 0 yaca(os).
dopma NPOMEXYTOYHOr0 KOHTPONS ANCLMIMANHLIL: 3a4eT B 5 ceMecTpe.

4. CopepXxaHue OUCLUNNUHbI (MOAYNSA), CTPYKTYPMPOBaHHOE MO TeMaMm (pa3penam) ¢ yKkasaHMeM OTBeAeHHOro Ha
HUX KonnyecTtBa akageMnyeckmx yacos v BuaooB y'-leﬁHbIX 3aHATUNA

4.1 CTpyKTypa 1 TematM4yeckuin nnaH KOHTaKTHOM M CaMOCTOSITe/IbHOM PaboTbl N0 AUCUUNANHE (MOOYNI0)

Buabl 1 yacbl KOHTaKTHOW PaboThbl, Camo-

MX TPYA0EeMKOCTb (B Yacax) cTosi-

N Pasnensbl gucumnauHbl / Ce- [Nekuumn,llekumm| Npaktu- |Mpaktn-fla6opa-lla6opa-| T€Nb-
moayns MeCTp| Bcero | B 3/. | Yyeckue |Yeckue |TOpHble|TOpHble| Has

copme[3aHsATUSA, B 3an. |paboTbl,| B an. pa-
Bcero |chopme| Bcero |cbopme | 6oTa

1. |Tema 1. lNpeamet 1 3agayu kypca 5 2 0 0 0 0 0 2

> Tema 2. CTaHOBNEHWE 1 passuTne 5 5 0 0 0 0 0 >
[OKYMEHTOBEAEHUS

3. Tema 3. MecTo [OKYMEHTOBEAEHMS B CUCTEME 5 > 0 0 0 0 0 5
Hayk

4. Tema 4. VICTOYHUKN B 0OKYMEHTOBEOEHN 5 5 0 0 0 0 0 >
Tema 5. [NpouncxoxaeHne nOKyMeHTa.

5. |PacwupeHve noHATUS "[OKYMEHT". 5 2 0 0 0 0 0 2
Tema 6. OnpeneneHne LOKyMeHTa B

6. rocynapCTBEHHOM cTaHaapTe 5 2 0 0 0 0 0 2
Tema 7. CoumanbHas CywWHOCTb 1 GOYHKLIMM

7. [OKyMEHTa 5 2 0 0 0 0 0 2
Tema 8. [lokyMeHTMpoBaHHas nHgopmaums n

8. ee ceowcTea 5 2 0 0 0 0 B 2
Tema 9. VIHpopMaUMOHHbIE YPOBHM

9. [OKyMeHTa 5 2 0 0 0 0 0 2
Tema 10. Mpobnembl novncka u TpaHcnsLUmn

10.|nokymMeHTanbHoM nHdopmaLmm 5 0 0 2 0 0 0 2
Tema 11. lMoHATMA "OOKYMEHTUpPOBaHME" 1

11.["cnocobbl fokyMeHTUpoBaHNs" 5 0 0 2 0 0 0 2
Tema 12. TekcToBOE OOKYMEHTMPOBaHUE.

12. CreHorpadousi 5 0 0 2 0 0 0 2
Tema 13. TexHnyeckoe LOKYMEHTUPOBAHME.

13.|PoTonoKyMEHTPOBAHNE 5 0 0 2 0 0 0 2
Tema 14. KnHoOOKYMEHTMpPOBaHMeE.
Buoeosanuce.

14.|PoH0o(ayano)[oKyMEHTMPOBAHNE, Ero 5 0 0 2 0 0 0 2

0COBEHHOCTM U 06NaCTN NPUMEHEHNS

Tema 15. [JokyMeHTUpPOBaHWE C NPUMEHEHNEM
KTPOHHO-BbIYNCNINTENBHOW TEXHUKN
15, [2NEKTPOHHO ClATENBHO 5 0 0 2 0 0 0 2

Tema 16. Cpencrtea LOKYMEHTUPOBaHNS.
OCHOBHbIE TEXHONOMMM KOMMPOBAHNS U
16. pPasMHOXEHUS [OKYMEHTOB 5 0 0 2 0 0 0 2

KETPOHHBH
B_EPCHTET

AHATTAMECKAR CrCTEMA KPY

2AE
Ctpannua 4 ns 14. Il YHH
s CFMALIMG

AR 5 AN LM O
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Buabl 1 Yyacbl KOHTaKTHOM PaboThbl, Camo-

MX TPYD0EeMKOCTb (B Yacax) cTosi-

N Paspenbl aMcumninHbl / Ce- [Nekuumn,lekunm Npaktu-|Mpaktn-fla6opa-flaopa-| T€Nb-
monyns MECTP| Bcero | B an. |4eckue |4eckue [TopHble|TOpHble| Has

c¢oopme [3aHsATUSA, B 3an. |paboTbl,| B 3n. pa-
Bcero |chopme| Bcero |chbopme | 6oTa

Tema 17. MaTepuanbHble HOCUTENN
OOKYMEHTUPOBAHHON MHbopMaumu.
17.|Knaccndmkaums coBpeMeHHbIX HocUTenei 5 0 0 2 0 0 0 2
OOKYMEHTUPOBAHHON MHopmMaumm. x
XapakTepucTumka.

Tema 18. CeoiicTBa LOKYMEHTMPOBaHHOM
nHgoopmauumm. Ctpyktypa

18.|00KyMEeHTMpPOBaHHON nHgopmaumm. Tekct 5 0 0 2 0 0 0 1
JokymeHTa. Knaccmgoukaums OOKYMEHTOB.

NToro 18 0 18 0 0 0 35

4.2 CopepxaHue AUCUUMINHbI (MOBYNSA)
Tema 1. MNMpenmet u 3apaum Kypca

JOKYMEHTbI, X CO34aHVe, OBUXEHNE U XpaHeHMe. PyHKLMOHUPOBaHWE OOKYMEHTOB B oblecTse. MpakTnyeckue
npuémbl paboTbl C [OKYMEHTAMM, 3aKPENNEHNE NX B OOULIMANBHBIX 3aKOHOLATENbHbBIX U HOPMATUBHbIX aKTax.

TeopeTnyeckoe OCMbICNIEHME BOMPOCOB, CBSA3AHHbIX C AOKYMEHTO060poTOM. HaydHas ancuunnuHa JOKyMEHTOBEAEHNE.
MpeameT nokymeHToBeAeHMs. Kpyr npobnem, KOTopble M3y4atoTCsl LOKYMEHTOBEAEHUEM:

3aKOHOMEPHOCTM 00pa30BaHNs OOKYMEHTOB; CNOCOObI X CO3aHUs; OYHKLUW, CBOWCTBA, CTPYKTYpa JOKYMEHTa;
MPVIHUMMbBI OpraHn3aunm OoKyMeHToo00p0oTa; NyT! COBEPLIEHCTBOBaHNS 0OKYMEHTALMOHHbIX NPOLECCOB B 06WWecTBe.

O6bekT [OKYyMEHTOBeAEHNS. 33424 LOKYMEHTOBEAEHNS: TEOPETUYECKOE 0BOCHOBAHNE [LOKYMEHTALMOHHBIX NPOLLECCOB
B obLiecTBe; o6ecneyeHre BLICOKOrO Ka4ecTBa CO3LaBAEMbIX LOKYMEHTOB 1 3¢PGEKTUBHOMO UX OYHKLIMOHUPOBAHNS;
hOPMMPOBAHME BbICOKOOPraHM30BaHHOM MHPOPMALIMOHHOM cpelbl, T.e. obecneyeHmne oblecTBa NOMHOLEHHOW U
onepaTmsBHOM OOKYMEHTUPOBAHHOW NHJDOpMaLIMen; pas3BuTe, CoBEpLIEHCTBOBAHNE MHAPOPMALIMOHHOW KYNbTypbl
yernoseka.

CBs3b OOKYMEeHTOBeLEeHUA C ApyrmMm ancumnnmHaMmm 0oKyMeHToBen4eckoro umkna:

opraHu3auus u TeEXHONOrUst AOKYMEHTaUMOHHOro obecneyeHns ynpasneHns (Lenonpou3BoACTBO); AOKYMEHTHAS
NIMHIBUCTMKA; OpraHM3aLms CekpeTapckoro 06cnyxXmBaHus.

Tema 2. CtaHOBNEHWE N pa3BUTUE OOKYMEHTOBELEHUS
3apoxaeHve nokymeHToBeneHuns B Poccun.

MpaBosble ocHOBbI AoKkyMeHTUpoBaHus B Poccum B XVIII-XIX BB. TeopeTnyeckoe 0CMbICNEHNE LOKYMEHTALMOHHbIX
npoLeccoBs B poccuiickom obuwecTee B pabotax H.BapaauHosa n B.Benbabpexta. MpakTnyeckoe 0OKyMEHTOBEAEHME B
nepsble rogbl CoBeTckow Bnacti. Cuctema Hay4HO-UCCNenoBaTeNbCKNX, XO3PACUETHBIX, BELOMCTBEHHbIX U
06LecTBEHHbIX OpraHn3aumnii B cpepe HaydHol opraHusaumm ynpaenexdms B 1920-e rr. Wkonbl ynpaBneH4eckol Mbicnu
A.K.lNacteBa (LleHTpanbHbIn MHCTUTYT Tpyaa), [N.M.KepxeHuesa, E.®.Poamnposny (MIHCTUTYT TEXHWUKM yNpasneHus npu
Hapkomate Pabove-KpecTbsinckoit nHenekumnm CCCP).

HestenbHocTb MHCTUTYTA TEXHWKU ynipaeneHus. MpoekT "Obwyx npasun LOKYMEHTALUMN U LOKyMeHToobopoTa".
CospaHne MocKOBCKOro rocygapCTBEHHOMO MCTOPUKO-apxmnBHOro nHetutyta (MIMMAW) n nogrotoeka cneunanvctos
BbICLIEN KBanMdprkauum ans paboTbl B rocy4apCTBEHHbIX apxuBax. [penonasaHue y4ebHbix kypcos "Obuwee
nenonpounasoncteo”, "ictopus n opraHnsauns genonponssonctsa B8 CCCP". Bo3HNKHOBEHWE TEpMMHA
LokymeHToBeaeHve (1943). HayuHble paspaboTku B 06nactu JOKyMeHTOBeAYeCckux npobnem. CtaHoBReHMe
[OKYMEHTOBEAEHNS KaK CaMOCTOSATENIbHON Hay4HON ANCLUUNANHBL. BKno4eHne 0OKyMEeHTOBEAEHNS B HOMEHKNATYpy
cneunanbHOCTEN Hay4HbIX paboTHMKOB. TeopeTnyeckme NpobrnemMbl [OKYMEHTOBELEHWS U BHEOPEHVE EnnHoi
rocynapcTBeHHon cuctemsl genonponssoactea (EMCL). CosnaHune Bceco3HOro Hay4HO-MCCnenoBarTenbCkoro
WHCTUTYTa OOKYMEHTOBEOEHUS U apXUBHOro gena

(BHAMOAL).

OCHOBHbIE LIEHTPbI HAYYHbIX UCCNELOBaHW B obnactu gokymeHtoBeneHus (MIMAW n BHUWOAL). MHTeHcudukaumst
Hay4HbIX [OKYMEHTOBEAYECKMX NCCNEenoBaHN 1 "B3PbIB LOKYMEHTANbHOW akTMBHOCTM oblwecTea" B 1960-1970-e rr.
Hauano cuctemHoro nogxona B LOKYMEHTOBELUECKMX UccnenosaHusx. Tpyn [.I.Bopobbéra "IlokyMeHT:
"MHopMaLIMOHHBIA aHanna" (1973). Mybnukaumu B.[.baHactokesnya, b.C.Mnusaposa, M.M.Uniowerko, B.M.Kokopesa,
T.B.Kyasneuosow, M.B.JlapnHa, B.M.Marngosa, K.1.PynenscoH, E.A.CtenaHoBa, B.®.AHkosoin, A.H.Cokosoii. HoBbIl
3Tan B pa3BUTMU OTEYECTBEHHOrO JOKyMeHToBeaeHns (1990-e rr.). CneunanmanpoBaHHbIi
VIHCpOpMaLI,I/IOHHODI'IpaKTM'-IeCKVIVI XypHan "Oenonpon3soacTeo”. Teopetndeckne 1 npakTmyeckne BONpochl
IOKYMEHTOBEAEHNS, UCTOPUYECKME ero acrnekTbl Ha cTpaHunuax XypHanos "OTedyecTBeHHble apxumebl”, "BecTHuK
apxusucta”, "Cekpetapckoe

neno", "Cnyx6a kanpos", "YnpasneHvue nepcoHanom".
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Tema 3. MecTO OKYMEHTOBeAEHUS B CUCTEME HayK

JokymeHTOBeAeHNE B cUCTEME Hayk 06 obwecTBe. POpMbI 1 YPOBHM B3aMMOLEACTBUS LOKYMEHTOBEAEHNS U APYrUX
HayK. CB513b AOKYMEHTOBELEHUS C UCTOPUYECKOW HayKoW. JlokyMeHTOBELEHUE 1 (HOPMUPOBAHUE NCTOYHMKOBOW 6a3bl
NCTOPUYECKMX NccnenoBaHuii. JJokyMeHTOBEAEHNE N NCTOYHMKOBEAEHWE. [lenonpon3BoaACTBEHHbLIE LOKYMEHTLI B

NCTOYHMKOBEOEHNI. ,ﬂOKYMeHTOBe,ﬂ,eHVIe M cuctema BcnomorartesibHbiX 1 crieunanbHbIX NICTOPUHECKUX ONCLUUMIINH.
CBs3b OOKYMEeHTOBEeNEHUA C apXnBOBEOEHNEM. ,D,OKyMeHT B OOKYMEHTOBEOEHUN N apXmnBOBeOEHUNN. ,ﬂ,OKYMeHTOBeJJ,eHI/Ie
N KHUroeegeHme.

JokymeHTOBeAeHME M NpaBoBeaeHne. CBS3b OKYMEHTOBELEHNS C KOHCTUTYLIMOHHBIM, FpaXaaHCK1M,
AOMVHUCTPATUBHBIM, TPYAOBbIM, NPEANPUHNMATENBCKMM NPaBoM. KpuMnHanmcTvka n npmpoaa AOKYMEHTOB, MPUEMBI,
cnocobbl NpegHaMeEPEHHOr0 NCKAXEHNS LOKYMEHTMPOBAHHOW UHChopMaLmK.

CBsA3b NOKYMEHTOBEAEHMS C 9KOHOMMYECKMMUN Haykamn. BaanmocBs3b 1 B3aMMoaencTBe MeXAY AOKYMEHTOBEAEHNEM
N Teopuelt ynpaBneHusi, MeHe 4 XMeHToM. "Hanbonee obwmin 3akoH 0OKyMEHTOBeoeHNS".

JokymMeHTaLMOHHOE obecrneyeHne ynpaBneHns 1 MHPOPMALMOHHBIA MEHEXMEHT.

,ﬂOKYMeHTOBe,ﬂ,eHI/Ie n coumonorunsa ynpasneHusd, ncnxonornsa ynpasneHmna n nenosoro obuieHNs. ,ﬂ,OKyMeHTOBeJJ,eHI/Ie n
OOCTUXEHUNA I'IpI/IKJ'Ia,EI,HOI7I NNHIBUCTUKN.

CBsi3b OOKYMEHTOBEAEHNS ¢ HaykaMu 06 nHdopmaumn. JocTuxeHmsl B 0651acT TEXHUHECKUX N eCTECTBEHHBIX HayK W
LOKyMeHTOBegeHue. MeTombl [OKYMEHTOBEAYECKMX UCCNEN0BaAHWIA.

Tema 4. UCTOYHUKM B 0 OKYMEHTOBeoeHUN

Knaccundomkaums [OKYMEHTOBEAHECKUX MCTOYHMKOB MO XPOHOMOrKM, N0 OTHOWEHWIO K onpeaenéHHon MHGOPMaLMOHHO
cpefe, Ha NCTOYHVKM "B 0Bbl4ae" 1 UCTOYHMKU "B 3aKOHE". ICTOYHUKIM MO MCTOPWK CTAHOBNEHNS LOKYMEHTOBEAEHNS.
JlokymMeHTbl, Bblweawmne HenocpeacTBEHHO M3 AeNONPON3BOACTBEHHON NPaKTMKM 1 cogepXalline CTUXMAHO

CNOXMBLIMECS HOPMbI 1 NpaBnna, oTpaxarowue Tpaamumnmn 0enonpomssoactsa. "@opMynspHUKA”, "MUCbMOBHUKN'.
MpaBoBble akTbl, 3aKOHOAATENBHO PErNAMEHTNPOBABILME PaboTy ¢ LoKyMeHTaMu. "[eHeparbHblii pernameHT".

"CeHepanbHble opMynsapbl”. "YupexaeHue ans ynpasneHus rybepHuid"; "Obiuee yupexaeHne MUHUCTEPCTB".
JlokyMeHTOBeIHECKME NCTOYHNKIM Neproaa pesontoumm 1 IMpaxaaHckon BoliHbl (1917-1922 rr.). Oekpet CoBHapkoma
"O nopsioke yTBepXAeHus 1 onybnmkoBaHns 3akoHoB", noctaHosneHme CHK "O dpopme 6naHKOB rocynapCTBEHHbIX
yuypexneHuin". "OCHOBHbIE MONOXeHNs EQnHOM rocyiapcTBEHHOM CUCTEMBI

nenonpoussoactea” (1973). "MocynapcTBeHHas cuctema OOKyMeHTauMoHHoro obecneyeHus ynpaeneHuns” (1988).
Obuwecoto3Hble knaccudprkaTopbl (OBLLEeCcOo3HbIN KnaccugukaTop yrnpasneH4eckon nokymeHtaumm (OKY ).
YHugouumpoBaHHble cuctemsl gokymeHtauun (YCL). HopmatneHas 6asa [oKyMeHTaLMOHHOro obecrneyeHus
ynpaeneHusi B Poccuiickoin ®enepaumn: HOpMaTUBHbIE NMPABOBbLIE akThl oefepasnbHbIX OPraHOB BNacTyh 1 CyObekToB
Poccuiickoin ®enepaumn no Bonpocam AoKyMeHTaumnoHHoro obecneveHus ynpasnenns (MpaxgaHckuin kogeke PO,
depnepanbHble 3akoHbl "O6 HopMaumn, HpopMaTM3auum 1 3awmte nHgopMauun”, "O rocynapcTeeHHon TainHe", "O
ctaHpapTtusaumn”, "OcHoBbl 3akoHodaTenbcTea Poccuiickon depepaunm 06 ApxneHom cpoHe Poccuiickoi
depnepauun n apxveax"); BeAOMCTBEHHbIE 1 0BWEOTPACNEBbIE HOPMATVBHBIE, UHCTPYKTUBHBIE 1 METOLNYECKNE
IOKYMEHTbI, 34aBaeMble OpraHamMv UCMOMHUTENbHON BAACTW Pa3fIM4HOro YPOBHS; MHCTPYKTUBHbIE 1 METOANYECKME
martepuansl, yctaHaenveawlwme TpeboBaHns K JOKyMEHTaM, TEXHOMOMN X

co3paHust u 06paboTkun Ha ypOBHE OTAENbHON opraHM3aunm unm eé cTpyKTypHoro noapasaeneHuns. COopHUKN
06pasLioB AOKYMEHTOB.

Tema 5. NpoucxoxaeHne AoKyMeHTa. PaclumpeHue NoHATUS " OOKYMEHT".

CwvMmBonnyeckas curHanmsaums. YcnoBHas curHannsaums. Bo3HKHOBEHME NUCbMEHHOCTU. [ padhnyeckmne 3HakoBbIe
CUCTEMbI 1 NOSBNEHNE OOKYMEHTUPOBAHHON UHPopMaumKy - [OKyMeHTa. [NosiBneHne TepMuHa "nokymeHT" B Poccun.
OnpepeneHne noHATus "nokymeHT" B cnosape B.W.Nans. OnpeneneHne noHaTus "nokymeHT" B "Cnosape
COBPEMEHHOMO PYCCKOro nurepatypHoro a3bika" (1954). M1syyeHune coumanbHOM CyWwHOCTA Y MIHGDOPMAaLMOHHOM
npvpoabl AOKYMEHTa BO BTOPOW nonosuHe XX B. Teopetuieckoe 060CHOBaHNE Hepa3pblBHOM CBS3M MOHATUIA
"OOKYMEHT" 1 "vHdbopmauuns”.

OnpegneneHns noHaTus "nHpopmaums" B CnoBape OCHOBHbLIX TEPMUHOB B 061ACTW MHCDOPMATUKN.

OnpeneneHne NoHATMS "MHGopMauus” B PepepanbHom 3akoHe "O6 nHgopMauum, tHopMaT3aumm 1 3awmnTe
nHcpopmaummn”. OnpegeneHne NoHATMS "OOKYMEHT" B JOKYMEHTANNCTMKE, IOPUANYECKNX HayKax, cdpepe ynpasneHns,
NCTOPMYECKON

Hayke.

Tema 6. OnpepeneHne OOKyMeHTa B rocy0apCTBeHHOM CTaHaapTe

"ocynapCTBEHHbI cTaHaapT Ha TepMuHbl 1 onpepenenns 1970 r. (TOCT 16487-70. [enonpon3BoacTBO U apXMBHOE
neno. TepmuHbl 1 onpenenexns). OnpeneneHune NoHATUS "nokyMeHT" B FocctaHpapte 1970 r. OnpeneneHne NoOHATUS

"nokymeHT" B occtangapte 1983 r. (TOCT 16487-83. Lenonpon3BoACTBO 1 apXMBHOE 4eN0. TepMuHbl 1
onpeneneHus).

OnpegneneHue noHATUS "nokymeHT" B FocctaHpapte 1998 r. OnpeneneHve noHaTusa "ookymeHt" B Nocctangapte 2013
r. OnpegnenenHne noHaTUs "0okymeHT" B "Cnosape apxusHov TepMmumHonorun” (1988, MexayHapoaHblid COBET No genam
apX1BOB).

CraHgapTnsaums TEpMUHOB U onpeaeneHnin Kak npaktudeckas noTpebHoCTb capepbl LOKYMEHTaLMOHHOro obecrneyeHns
ynpasneHusl. PasButie Hayku 0OKYMEHTOBe4eHMS KaK Npeanochinka yTOYHEHNs TEPMUHOB U onpeaeneHnii n
nepecMoTpoB MocynapCTBEHHbIX CTaHOapTOoB.

Tema 7. CoumanbHas CyLLHOCTb U (PYHKLMM JOKYMEHTa

KETPOHHBH
B_EPCHTET

AHATTAMECKAR CrCTEMA KPY

3AE
CtpaHuua 6 13 14. Bl YHH
rlorlyfos

AR 5 AN LM O



Mporpamma gucumnnuHel "dokymeHToBeaeHue"; 41.03.02 "PernoHoseneHne Poccunn'.

CouvanbHas npvpoga nokyMeHTa. dyHKLUM AokyMeHTa. B3amMocBa3b (oyHKUMA JOKYMEHTA 1 CDYHKLMA MHGDOpMALIUN.
MHOrogYHKLIMOHANBHOCTb COLManbHOM MHGPOPMaLIM 1 MONUPYHKLIMOHANIBHOCTD OKYMEHTa. B3auMocBs3b pasnmyHbIx
PYHKLIMIA [OKYMEHTA KaK MPeLnochinka BOSMOXHOCTM X N3YyHYeHMs MOMOLLbIO obLieHayyHoro Metona abeTparmpoBaHums.

DYHKLMM [OKYMEHTA: oblme 1 cneuunanbHble, (OYHKLMN NMEPBUYHOMO 1 BTOPUYHOMO NOPSAKa, SIBHbIE U CKPbIThlE
(naTeHTHble). PYHKUMS 3aKpenneHns, 3anedatneHms nigopmaumnmn. KoMmyHukaTmeHas doyHKLUMS ookymeHTa. Kareropum
JOKYMEHTOB:

[IBYCTOPOHHEro AelicTems (oenosas v nnyHas nepenncka, 4OroBOpHble JOKYMEHTbI U T.4.);

MHOFOCTOPOHHErO AECTBUS, pacCYMTaHHbIE HA UHAPOPMMPOBAHUE Beero obecTtsa (Hanpumep, Beceobwas neknapauus
npas 4enoseka);

JLOKYMEHTbI, OPUEHTUPOBAHHbIE CBEPXY BHU3, T.€. OT 3aKOHOAATENS K UCMOMHUTENIO, OT PYKOBOAMTENS K NMOAYUHEHHOMY
(3aKOHbI, yKa3bl, MOCTAHOBMIEHUS, PACMNOPSXEHUS, MPUKa3bl, MHCTPYKLMW U T.4.); LOKYMEHTbI, OPUEHTUPOBAHHBLIE CHU3Y
BBEPX - OT UCMOMHUTENS U NOAYUHEHHOIO K PYKOBOAUTENIO (XKanobbl, AOHECEHNS, [OKNaAHble 3anMCcKU, panopTbl U T.4.).
KoMMyHMKaTVBHbIE BO3MOXHOCTU [OKYMEHTA.

DYHKLMS coxpaHeHus nHepopmaummn. Peanvmsaums aTol oyHKLMM B CNeLmanbHbIX YYPEXLAEHUSX U OpraHn3aLusix -
apxuBax, MHPOPMALMOHHbBIX LIEHTPAX, My3esX.

DYHKLMS AOKYMEHTa Kak UCTOPUYECKOro NCTOYHMKA. MICTOprYecKuii UCTOYHMK Kak CNoXHas MHGopMaLMoHHas
CTPyKTypa.
KynbTypHas coyHKUMS fokyMeHTa. JlokyMeHT Kak cBOeobpasHblii KynbTypHbIl EHOMEH.

YnpaeneHyeckas goyHKUMsl [oKyMeHTa. MNpaBoBas doyHKUMS fJOKyMeHTa. DyHKUUS yuéTa.

MosHaBatenbHas yHkUMs. Monutuyeckas yHkUms. Moeonornyeckas oyHKLUS LOKYMEHTa. DYHKLMIO 3aLmMTh
nHgpopmaummn. BaxHeliwmne 0coBeHHOCTN OCHOBHbBIX (OYHKLIMIA [OKYMEHTA.

Tewma 8. [lokyMeHTMpOBaHHas MHdopMaLmMs N ee CBONCTBa

CBoiicTBa OOKYMEHTUPOBAHHOM MHGopMauun. Oblwue CBONCTBA [OKYMEHTUPOBaHHOM NHGbopMaumn. Creundpryeckue
csorctea. Kayectso nHcpopmaumu. Nokasarenm kayectsa (CBONCTBA) AOKYMEHTMPOBAHHON UHGOpMaLNK:
peneBaHTHOCTb, NMONHOTA, MONE3HOCTb,

CBOEBPEMEHHOCTb, JOCTOBEPHOCTb, HOBU3HA, LOCTYNHOCTb, 3aWUWEHHOCTb, LLEHHOCTb, 9PrOHOMUYHOCTb.

Tema 9. UHpOpMaLIMOHHBbIE YPOBHU OOKYMEHTa

O6beM nHhopMaLmMmn Kak eé CBONCTBO, Aatlolee BO3MOXHOCTb €€ KONMYECTBEHHOro namepeHus. IHGopMaLUmoHHbIii
06bEM NUCbMEHHBIX [OKYMEHTOB. eyaTHbIin nncT. Y4éTHo-u3aatenbckuii nuct. but, 6ainT, knnobaiT, Mmerabair,
rurabainT, TepabaiT Kak eauHULIBI U3MEPEHUSI KONMYECTBa MHApopMaumu. VIHgopMauoHHas EMKOCTb.
MHghopmaTnBHOCTL AoKyMeHTa. Tesaypyc. leckpunTtopsbl (KnoYeBble CnoBa).

NHpopmMaLmoHHas NnoTHOCTb AOKYMeHTa.

Tema 10. Mpo6nembl NoMcka U TPaHCNALMKN [OKYMEHTaIbHOM UHOpMaLUn

TpaHcnauus nHdopMaLmm Kak peannsaumns KOMMYHUKaTUBHON QOyHKLMWN JOKYMEHTa.

Mogenb paccesiHus nHdpopmauun C.K.Bpeandgopaa (1878-1948). Nonck 0oKyMEHTUPOBAHHON MHGopMaLImK,
paccesHHomn Bo BpeMeHu. CTapeHue nHgopmaumu.

CrapeHune LOKYMEHTUPOBAHHOM nHpopMaLmn. Mepenaya AOKYMEHTUPOBAHHOW MHGOPMaLMM BO BPEMEHN 1 B
NpocTpaHCcTBe. 3aep>XKu B NPOLECCE Nepefayn LOKYMEHTUPOBAHHOM NHApopMaUmu. N36bITOYHOCTL MHEpOpMaLIMA.
CBepxm36bITOYHOCTb UHGOPMaLNK.

Tema 11. MoHATUSA "poOKyMeHTUPOBaHMeE" 1 "cnocobbl J,OKYyMeHTUpOBaHusA"

JokyMEHTMpOBaHMe Kak gorkcauus MHpopMaummn Ha MatepransHoM Hocutene. CTaHaapTM3NPOBaAHHOE onpeaeneHme
TepMrHa "LoKyMeHTMpoBaHue". MNpasuna LoKyMeHTMpoBaHus. [JoKkyMEHTUPOBaHVE Ha ECTECTBEHHOM Si3blke (TEKCTOBbIE
JOKYMEHTbI) U Ha NCKYCCTBEHHBIX A3blkax (LOKYMEHTbl Ha MaWWHHbIX HocuTensix). CneunanbHble cpeacTea
JOKYMEHTUPOBaHWS, Crocobbl JOKYMEHTUPOBAHNS U TUMbl CO34aBaAEMbIX [OKYMEHTOB.

Tema 12. TekcToBOE AOKYMeHTUpoBaHue. CteHorpadus

HauepTatenbHoe nNMcbMo, T.e. MUCbMO C UCMOMb30BaHNEM rpadoUyecKX 3HaKOB, KakK UCTOPUYECKM MepBblit cnocob
LNOKYMEHTUPOBaHWA. ITanbl pa3BUTUN HaYepTaTeNbHOro NucbMa. Tunbl NUCcbMa: 1. NUKTOrpadouyeckoe; 2.
naeorpagouyeckoe (nororpacuyeckoe);

3. cnoroeoe (cunnabuyeckoe); 4. 6yKkBeHHO-3BYKOBOE (andpaBuTHoe, gooHeMorpadouyeckoe). [lpeBHeceMnTckoe
(hrHKMKMIAiCKOE) KOHCOHAHTHOE NcbMo. ['peyveckmnii andpasuT. CnaesHekas asbyka. Kupunn n Megonuii. Kupunnuua un
rnaronvua.

BosHukHoBeHMe cTeHorpachun. bykseHHas cuctema cteHorpadomu. CteHorpadoms B Poccun.
Tema 13. TexHuyeckoe foOKyMeHTUpoBaHUe. POTOHOKYMEHTMPOBaHNE

MoHATME TeXHMYECKOW LOKyMeHTaummn. Bo3HMKHOBEHME TEXHMYECKOrO fOKYMEHTUpoBaHus. Knaccugukaums
TEXHNYECKON foKyMeHTauun. OCHOBHblE BUIbI TEXHNYECKON [OKYMeHTauun. VicxonHas nokymeHTtaums. [NpoekTHas
LokyMeHTaumsl. Pabouyas nokymeHTaums. ViHgoopmaumoHHas aookymeHTaums. HaydHo-nccnenosatensckas
nokymeHTaums. NoHatme gooTonokymeHTa. Bo3HUKHOBEHME 1 pa3BuTe hOTOLOKYMEHTUPOBAHNS. POTOLOKYMEHTHI Ha
MUKpodpopmax.

Tema 14. KnHogoKyMeHTUpOBaHue. Bupeosanucb. PoHo(ayamno)aoKyMeHTUpoBaHue, ero 0CO6eHHOCTU U
obnactu npuMeHeHUs
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Bo3HUKHOBEHUE KNHOAOKYMEHTUPOBaHUS. MOHATME KMHOOOKYMEHTA. Tpu rpynmnbl KUHOLOKYMEHTVPOBAHUS.
Kunonetonuck. KnHoxypHanbl. [lokyMeHTanbHble (ounbMbl.

Bo3HukHOBEHWE 1 pa3suTme BUOAEOAOKYMEHTUPOBaHMS. BuaeodoHorpamma.

BosHunkHOBeHMe 3Byko3anucu. MNoHsTne dooHoaokymeHTa. ObnacTv NpMMeHeHUst OOHO(ayan0) LOKYMEHTMPOBAHMSI.
Tema 15. [LoKyMeHTMpOBaHMe C MPUMEHEeHUEeM 3N1eKTPOHHO-BLIYUCTUTENIbHON TEXHUKMN

JloKyMEeHTUPOBaHME C NOMOLLbIO 3MEKTPOHHO-BLIYUCANTENBHBIX MALLVH.

TexHnyeckrne Npeanochinkn NOSIBNEHUS KOMNbIOTEPA.

CospaHne NporpamMmMHO ynpaBnsieMbiX BbIMMCANTENbHbBIX MalwwH. MNponssoactso 9BM B CCCP.

PasBuTre aBTomMatmsaumm NnpoLeccoB 4OKYMEHTUPOBAHMS NHApOpMaLMK, eé nepenadun, XpaHeHNs U NCNONb30BaHNS.
JloKyMeHTbl Ha MaWWHHbIX HocuTensix. NepdopaumnoHHbIA METOA 3aKpenneHus, nepenayn n XpaHeHms KOAMPOBaHHOM
nHdopmaummn. Micnonb3oBaHne nepcoHanbHbIX KOMNbIOTEPOB. [osBneHe TepMuHa "anekTPOHHbIA JOKYMEHT".
TexHonornyeckas cneundmka 3n1eKTPOHHbIX JOKYMEHTOB.

Tema 16. CpencTBa [OKYMeHTUPOBaHUSl. OCHOBHble TEXHOJIOMMU KONMUPOBaHUSI U Pa3MHOXEHUS AOKYMEHTOB

LpeBHre cpenctea AokyMeHTUpoBaHus. CTuno (CTunb), kanam. ['ycrHble, yTUHbIE, BOPOHOBbIE Nepbsi. [epbs 3 6POH3bI
n Meau, n3 cepebpa, n3 xenesa. MpombiwneHHoe

npon3BoACTBO CTaNlbHbIX NMepbeB, X BUAObI. I'IepbeBa;l pyyKka, eé ycoBepLleHCTBoBaHMe. napKepOBCKaﬂ pydka ? "BEeYHOE
nepo". OcHOBHbIEe BUAbI HyepHun. EctecTtBeHHblE Kpacutenun nnn )J,y6|/|r|be|e BeuecTsa. MCKyCCTBeHHbIe Kpacutenu.
AHUNNH, aHWNNHOBbIE vyepHuna. I/I306peTeH|/|e LI.I&pI/IKOBOI7I Py4Kn. YCOBepI.IJeHCTBOBaHI/Ie 1 Mogudukaums pyyek.

Muuwywwue ceorcTtea gpesecHoro yrns. CBuHLOBbIE Nanoyku, cnaHed,. ['padpmt. KapaHgaw. Tvnbl v BUObl KapaHoaweil.
JoctonHcTBa 1 HEJOCTATKM PYYHbIX MULWYWMX CPEOCTB.

N3ob6peTeHne 1 coBepLIEHCTBOBaHME NWYLLei MawnHbl. MawnHONUCHbIE [OKYMEHTbI.
OnekTpryeckas nuwywas mawnHa. Knaccugukaums nuiwywmx MawmH.
MpounssoacTeo nuwylmx MawmH B CCCP, ux Tnbl. SNeKTPOHHbIE NUWYLLME MALIVHDI.

CoBpeMeHHble MOAEeNV NUWYWUX MaWWH. x BOCTpeboBaHHOCTb B NPOLECCE LOKYMEHTALIMOHHOIO obecneyeHmns
ynpaeneHus (ons 3anonHeHns bGnaHkoB, HaNMcaHWsa afpecoB Ha KOHBepTax). COBEPLIEHCTBOBAHNE 1
3ByKO3anucbiBawowen TexHukn. MarHmtodgoHbl. JmukTodoHbl. Vix HasHaveHne n knaccudmkaums. Lndpposbie
ONKTOCOOHbI.

ABTOOTBETUUK. VX Ha3HayYeHMe 1 Knaccugmkaums. SNeKTPOHHO-BbIYNCIMTENbHbIE MALIUHBI (KOMMbIOTEPDI) KaK
BaXHeliwee CPencTBO AOKYMEHTUPOBAHNSI.

KJ'IaCCI/Iq.')I/IKaLI,I/IFI 9NNIEKTPOHHO-BbIYNCNNTENDHbLIX MALWIWH: CepBepbl, pa60q|/|e CTaHUuKn, nepcoHanbHble N NopTaTUBHbIE
KOMMNbIOTEPbI.

Wcnonb3oBaHue B npouecce LOKYMEHTMPOBAHNSA NEPCOHANbHbIX KOMMbIOTEPOB. BHelwHMe yeTpolicTsa, urpaiolume
BaXXHYO POfib B COCTaBNEHNN Y U3rOTOBNEHUN [OKYMEHTOB: AMANOroBble CPEACTBA NONb30BATENS (BULEOMOHUTOP,
yCTpOWCTBa peyeBoro BBOAa-BbIBOLA MHGDOPMaLMK), yCTPOCTBA BBOLA MHGDOpMaLIMK (knaematypa, rpadgpumyeckue

nnaHweTbl, rpadonyeckne MaHUNynAaTopbl, CEHCOPHbIE 3KPaHbl), CKaHepbl (PYYHbIE N HACTOMNbHbIE), NPUHTEPHI
(MaTpuyHble, CTpyMHbIE U Na3epHble), rpadponocTpouTeny (NNoTTepbl), MHOrOQYHKLNOHANbHbIE YCTPONCTBA
(NpuHTEpP-KOMMp-CcKaHep,

npuHTEp-dhakc-konmp-ckaHep). MporpammHoe obecneyeHne: cuctemHoe (6asosoe) 1 npuknagHoe. MpuknaaHble
nporpammbl Ans NEPCOHaNbHbIX KOMMbIOTEPOB: TEKCTOBbLIE PefaKTOPbl, N3Aatenbckme CUCTEMbI; rpaduyeckme
penakTopbl; UHPOPMALMOHHO-MONCKOBbLIE CUCTEMBI. [1akeTbl MPUKAaaHbIX NPOrpamm.

CneumannsmpoBaHHble 0TEYECTBEHHBIE 1 3apybexXHble NporpaMMHbIe NPOLYKThI 4518 Aenonpon3soacTea: [eno-96,
Bocc-pedpepeHT, ManakTuka (Moaynb "YnpaeneHne nokymeHToobopoTom") n ap. OCHOBHbIE TEXHONOMMW KOMMPOBAHMUS 1
pPasMHOXeHUS OKYMEHTOB: MpoLecc AOKYMEHTUPOBAHNS 1 HEOOXOAMMOCTb KOMUPOBAHUS U PA3MHOXEHNS
COCTaBNEHHbIX [OKyMeHTOB. KonnposanbHas 6ymara ("konupka"). E€ nsobpeteHne 1 CoBepLIEHCTBOBAHME.
HayuHo-TexHn4eckuii Nporpecc n n3obpeTeHne OpUrmHanbHbIX TEXHONOTMA KOMMPOBAaHNS 1 TUPaXUPOBaHUS
LLOKyMeHTOB. Cnocobbl KONMMPOBaHMS: HOTOrpadouHeCcKmii, MMKPOGOTOKOMMPOBaHME (MUKPOCOUIBMUPOBAHNE),

N3roToBMIeHME POTOrpacor4eckmM cnocobom MMKPOGOPM, Anasorpacpruiecknii (MeTon CBETOKONMPOBaHMS),
TepMorpaguyeckoe KonuposaHue (Tepmorpadcoust), anekTporpaguyeckoe KonmposaHme (kceporpadums), Lmgposoe
anekTporpagmyeckoe KonmposaHue (Ludpposoe konuposaHme). KonmposanbHas TEXHUKA.

Tema 17. MaTtepuanbHble HOCUTENN JOKYMeHTUpoBaHHOW nHdpopMaumn. Knaccudpukaums coBpeMeHHbIX
HocuTenen AOKyMeHTUpoBaHHOW nHcpopmaLmu. Ux xapaktepucrumka.

MaTtepuanbHble HocutTenu nHagpopmaumun. OnpegeneHne HocuTens NOKYMEHTUPOBaHHON NHGOPMaLIMKL B
rocynapcTBeHHoM ctaHgapTe. [osBneHne NMMCbMEHHOCTU 1 N306PETEHNE CRELMAnbHbIX MAaTEPUANOB ANs NMCbMa.
OcHoBHo Matepuan ans nucbma y Haponos [MepeaHeii Aaun. MuHsHble Tabnnukn Accrpun, BasunoHa, Lymepa.
Manmpyc kak nctopmnyeckn nepsbii MaTepuan, n3roTasnveaslminca ons uenen nucbma. Ero xapaktepuctuku. lNMeprameH
Kak matepwan ans nucbma. Ero xapaktepuctuku

N3o6peTeHne bymaru B Kutae. PacnpocTpaHeHue npomasonctea 6ymarv B Asum 1 EBpone. Vicnonb3oBaHue ymaru Ha
Pycu. Hauano oteyectBeHHoro npoussoactea bymarn. Cnocob nsrotosneHus bymaru (8o cepeauHsl XIX B.).
dunnrpaxmn Ha Bymare eBponeckoro U poOCCUnCKOro Npon3BoacTea. 3rotosneHne bymarv n3 LPeBECUHbI.

CoBeplueHcTBOBaHUE ByMaxHOro Hocutens nHopmaumm B XX B.
Knaccudomkaumns coBpeMeHHbIX HOCUTENen NOKYyMEHTUPOBAHHOM nHpopmaumu. x
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XapakTepuctumka

HoBble HOCUTENW LOKYMEHTUPOBAHHOM MHDOPMaLMK: ByMaxHble; (POTOrpagonyeckme HOCUTENMN; HOCUTENN
MEXaHN4YECKO 3ByKO3aMnnUCK; MarHUTHbIE HOCUTENN;

onTuyeckune (nasepHble) OUCKK U ApYyrie NepcrnekTUBHbIE HOCUTENW MHbopMaLnn.
Bymara kak BaxHenwmii MatepuanbHblil HocuTenb nHpopmaumu. CeolicTea Bymaru.
Knaccudpmkaums 6ymarn B 3aBUCUMOCTU OT €€ cBolcTB. PopmaThl bymaru.

Cranpapt ISO 216. dopmatbl A-cepun ISO 216. dopmaTbl B-cepumn. dopmatsl C-cepun.
Llenn npumeHeHns pasnuyHbix doopmaTos. Potomatepumansl. LiBeTHble gooTomatepuansi.

KunonnéHnka. KnHonnéHkm 4épHo-6enbie u LBeTHble. Vx knaccudgoukaums. Hocutenn 3sykoBoi UHhopMaLumm.
MpamnnactuHkn. Ux knaccmdoukaums no tuny 3anncu. Hocutenn marHutHow 3anuncu. Nopolwkosas MarHuTHas neHTa.
MarHutHble gmucku. Vx knaccndgomkaums n 0CHOBHbIEe XxapakTepuctmku. OnTnyeckne (nasepHbie) AMcku. Vix oCHOBHble
xapaktepucTukn. Knaccmpmnkaums onTuHeckmnx, MarHMToonTUYeCKmX 1 LMAOPOBbIX KOMNAKT-AMCKOB MO TEXHONOrm
NPYMEHEHMSI.

Tema 18. CBoicTBa AOKYMEHTUPOBaAHHOW MHpopMauumn. CTpykTypa AOKYMEHTUpoBaHHOM nHdopmaumun. Tekert
pokyMeHTa. Knaccudmkaumsa noKyMeHTOB.

CTpyKTypa LOKYMEHTMPOBAHHOW UHcpopmaummn. Oblme n cneunduyeckne CBOMCTBa OKYMEHTUPOBAHHON MHGDOPMALIUN:
TPaHCANPYEMOCTb, OANCKPETHOCTb, LLEHHOCTb, NMOMHOTA, NONEe3HOCTb M Ap. H(opMaunoHHble ypoBHM OOKYMEHTA.
MoHaTMA "MHOopMaLMOHHAs EMKOCTL", "MHPOPMaTUBHOCTL", "MHCDOPMALMOHHASA NAOTHOCTb AOKYMeHTa". OCHOBHbIE

cnocobbl N3MEPEHUS LOKYMEHTMPOBAHHOM UHDOPMaLMK.

PekBnanTbl 1 hopMynsip LOKYMeHTa. MicTopuyeckne aTtanbl CknamabiBaHus 1 pa3BuTUsS IOPMynspa TEKCTOBOro
nokymeHTa. MetanaHHble. @opMynsip cnyxxebHoOro 4OKyMeHTa 1 ero afieMeHThl. TUMNoBOW popMynsap U
dpopmynsp-obpasel. MocTosHHbIE pEKBU3NUTLI PopMynspa LOKyMeHTa. HavmeHoBaHWe Buaa nokymeHTa. OboaHaveHve
aBTopa u coctasuTens. BnaHk aokymeHTta. Obo3HadveHve agpecaTta. Oco6eHHOCTM 0aTUPOBKK AOKyMeHTa. MecTo u
xapakTep noanvceii gokymeHta. Llugpposas nognuck. Buapl nevateit. KOpuanyeckas cuna gokyMeHTa.

TekcT gokymeHTa. Knaccudpmkaums LoKyMeHTOB.

MoHsTMe TekcTa nokyMeHTa. dyHKUMOHANbHbIE 0COBEHHOCTY TEKCTOB NMCbMEHHbIX LOKYMEHTOB. VIHTepTeKCTyanbHOCTb.
B3anmocBsiab cogepXxaHust U oopMbl JOKyMeHTa. "AHcambneBblid" NPUHLMM NOCTPOEHUS TEKCTOB. Buabl TeKCTOB U
3M1eMEHTbI TeKCTa CNyXXeBHbIX AOKYMEHTOB. JIMHrBUCTMYECKME 0COBEHHOCTU foKyMeHTa. CTUIMCTUKA [eNOBOi peyu.
Lenosas nekcvika. Mopgoonoruyeckme cpeacTea siabika fenosoro obueHuns. OcobeHHOCTM NpaBonucaHnst HasBaHui
LOKYMEHTOB, yYpeXAeHWi, opraHnsaumnin, npeanpusaTnii, LONXHoOCTeh, 3BaHui, aat, yucen. CuHTakcmyeckue
0COBEeHHOCTY AOKYMeHTa. YHUMKaumsa TeKCToB fOoKyMeHTa. [Mpeanochinku u Metolbl yHugoukaummn. dopmbl
YHVUCPVKALMW: TUMOBOW, TpadpapeTHbI TeKCThl, Tabnuua, aHkeTa, rpadukuy, amarpammbl. FMNepTekcT, ero 0co6eHHOCTH,
LNOCTOVHCTBA U HepgocTaTku. [unepTtekcToBas cuctema. ObnacTv nprmMeHeHus runeptekcTa. PenaktnposaHue
nokymeHToB. OcHOBHble aTanbl paboTbl Hal TeKCToM. Buapbl npaeku TekcToB. TexHuKa NpaBKu TeKCToB. Vicnonb3osaHve
KOPPEKTYPHbIX 3HaKOB. Llenb 1 ocHOBHbIe MeToAbl knaccudoukauun. ictopuyeckoe pasemtme crnocobos
Knaccudpvkaumum 4OKYMEHTOB.

OcHoBaHus 1 cxeMbl knaccugoukaummy gokyMeHToB. OcHOBHbIE 610K/ AOKYMEHTO0OPa3yoWmMxX NMPU3HaKoB.
CemaHTu4eckre 1 dyHKUMOHamNbHble Knaccudpmkaumm. Knaccudpmkaums matepuanbHbiX HOCUTENEN
JOKYMEHTUPOBaHHOI nHdpopmaumu. Knaccugukaums no cnocodby nokymeHTrpoBaHus. Knaccudprkaums LOKYMEHTOB Mo
1x OGbITOBAHMIO B COLMANBHOM NPOCTPaHCTBE U BpeEMEHU. YepHoBMKY,

NOLMMHHWKM, OpurnHanbl. ABTorpadbl. Pepakumu.

5. MepeyeHb yue6HO-MeTOAMUYECKOrO O6ecneyeHust Ajisi CaMoCTOATeNbHON paboTbl o6yyatoLMxcs no
AucuunnuHe (Moaynio)

CamocTositenbHas pabota obyyaowmxcs BoINOMHSETCS N0 3a4aHNI0 U NPU METOLMYECKOM PYKOBOACTBE Npenofasarens,
Ho 6e3 ero HenocpeAcTBEHHOro yyacTus. CamocTosiTenbHas pabota noapasfnensieTcsl Ha CaMoCcToSTENbHYIO paboTy Ha
ayLUTOPHBIX 3aHATUSX U HA BHEAYAUTOPHYIO caMoCTosTeNbHY0 paboTy. CamocTtosTenbHas paboTta obyyatowmxcs
BKNOYAET Kak MOMHOCTbIO CAaMOCTOSITENBHOE OCBOEHME OTLEMNbHBIX TEM (Pa3fenos) AUCLUMNANHLI, Tak 1 NpopaboTky Tem
(pa3gpenos), ocBaMBaeMbIX BO BpeMsi ayanTopHoi paboTbl. Bo BpeMsi caMocTosiTenbHOM paboTbl 0byyarowmnecs YnutaroT u
KOHCMEKTUPYIOT y4eOHYI0, Hay4HYIO 1 CMIPABOYHYIO NUTEPATYPY, BIMONHSAT 3aaHUs, HanpaBneHHbIE HAa 3aKpenneHne
3HaHW 1 0TPabOTKYy YMEHUIA U HABBIKOB, FOTOBATCS K TEKYLWEMY 1 NMPOMEXYTOYHOMY KOHTPOMIO MO AUCLMNAUHE.

OpraHunsauus caMocTosTenbHol paboTbl 06yHaroLWmXxcst PernameHTpyeTcs HOPMaTUBHBIMI LOKYMEHTaMu,
y4ebHO-MeTOANYECKON NMTepaTypoii U 3N1eKTPOHHBIMY 06pa30BaTENbHBIMU PECYPCaMU, BKNOYAS:

Mopsinok opraHn3aumm u ocylecTBAeHNs 06pa3oBaTenbHON NesTeNbHOCTM Mo 06pasoBaTebHbIM MPOrpamMMam BbICLIETO
0bpasoBaHus - nporpammam bakanaspuarta, nporpammam crieumaniTeTa, nporpamMmam MarmcTpatypbl (yTBepXaeH
npukasom MuHucTepcTea obpasosaHus u Hayku Poccuiickoin dPepepaunm o1 5 anpens 2017 roga Ne301)

Mucemo MuHucTepcTBa 0bpasosaHus Poccuiickoin @enepauum Noe14-55-996uH/15 ot 27 Hosi6ps 2002 r. "O6
aKTUBM3aLUMM CAMOCTOATENbHON PaboThbl CTYAEHTOB BbICILMX Y4EOHbIX 3aBeAeHMNA"

YcTae cheaepanbHOro rocyaapcTBeHHOr0 aBTOHOMHOIO obpasoBaTtenbHoro yupexaeHns "KasaHckmin (MprBonxckuii)
doenepanbHbIi yHuBepcuTet”

MpaBuna BHyTPEHHEro pacnopsaka goeepanbHOro rocy1apCTBEeHHOr0 aBTOHOMHOMO 06pasoBaTebHOMO y4pexaeHns
BbICLIEro npodpeccmoHansHoro obpasosarust "KasaHckuii (Mpusonxckuii) doeaepansHblii yHuBepcuTeT"
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NokanbHble HopMaTtuBHbIe akThl KasaHckoro (IMpuBonXckoro) goeiepanbHoro yHuBepcureTa

6. POHA, OLLEHOYHbIX CPEeACcTB NO AUCLUUMNIMHE (MOAYNIO)

DOoHAO OLEHOYHbIX cpencTs no gucunninHe (Mo,u,ymo) BKIOYaET OLUEeHO4YHble MaTepuasibl, Hanpae/ieHHble Ha NPOBEPKY
OCBOEHMNS KOMMETEHUWN, B TOM YMCIE 3HAHWIA, yMeHVII7I 1 HaBblkoB. POHAO OLEHOYHbIX cpencTs BKIO4YaeT OueHOYHbIe
cpencTea TeKylWero KoOHTponda 1 oueHo4YHble cpenctea I'IpOMG)KyTOHHOVI arrectauumn.

B ¢hoHLe OUEeHOYHBIX CPEACTB COAEPXUTCS Cnenyiolas HpopMaums:

- COOTBETCTBME KOMMETEHLUI NNaHMPyeMbIM pedynbTatam 0by4eHus Mo AMCLUNMHE (MOLynio);

- KPUTEPUM OLLEHMBAHNS CHOPMUPOBAHHOCTY KOMMETEHLWIA;

- MEXaHU3M (DOPMUPOBAHMSI OLEHKYM MO ANCUMNINHE (MOAYNIO);

- onucaHve nopsiaka NPUMEHEHUs U NpoLeaypbl OLEHMBAHNS LS KAXA0r0 OLEHOYHOro CPeacTBa;
- KpUTEPWM OLIEHMBAHNS 015 KaXA0r0o OLEeHOYHOro CPecTBa;

- cogepXaHue OLEHOYHbIX CPeacTB, BKoYas TpeboBaHus, NpeabsaBisemMblie K 0eiCTBUSM 00yHatoWwmxcs,
IEeMOHCTPVPYeMbIM peadynbTaTtaMm, 3aaHns PasnnyHbIX TUMOB.

DOoHAO OLEHOYHbIX cpencTs no gucunnianHe HaxoounTcs B rlpI/IJ'IO)KeHI/II/I 1k nporpamme gucunninHbl (MO,EI,y}'IPO).

7. NepeueHb nuTepatypbl, HEO6XOAUMMON OIS OCBOEHUSA OUCLUNUHBI (MOAynst)

OcBoeHVe oucuMNAUHBI (MOSYNS) NPeLnonaraeT 3yYeHrne OCHOBHOW 1 LONONHUTENLHOW y4ebHOM nuTepaTypbi.
NuTtepatypa MoxeT ObITb AOCTYMHA 00yyalowWwmuMcs B OOHOM U3 BYX BAPUAHTOB (M1b0 B 060MX N3 HKX):

- B 9NEKTPOHHOM BUIE - YEPES ANEKTPOHHbIE BUBNNOTEYHbIE CUCTEMBI HA OCHOBAHMMW 3aKkntoueHHbIX KDY norosopos ¢
npasoobnanatensimu;

- B NeyaTHoM Buae - B HayuHoi 6ubnuoteke um. H.N. Nlobayesckoro. Obyyarowmecs nonyyaroT y4ebHyto nutepatypy Ha
aboHeMeHTe Mo YMTaTeNbCKUM brneTam B COOTBETCTBUM C NMpaBunamy nonb3oBaHus HayyHol 6GnbnnoTekoi.

ONeKTPOHHbIE N30aHNS OOCTYMHbI AUCTAHLUMOHHO 13 NoB0i TOUKM NpW BBEAEHNM 00yHaOLWMMCS CBOETO NOFMHA 1 Naponst
0T NNYHOro KabuHeTa B cMcTeMe "ONEeKTPOHHbIA yHMBepcUTeT". Mpu MCNONb30BaHMK NeYaTHbIX U3naHWA GbNNOTEYHbIN
POHA [OMXKeEH BblTb YKOMMNEKTOBAH MUK U3 pacyeTa He MeHee 0,5 ak3emnnsipa (ans obyyatowmxcs no drocC 3++ - He
meHee 0,25 ak3emnnsapa) Kaxnoro U3 n3gaHuin OCHOBHOW nuTepaTtypbl U He MeHee 0,25 ak3emnnapa LOMNONHUTENbHON
nuTepaTypbl Ha Kaxaoro obyyatolerocs M3 yucna nuu, 0LHOBPEMEHHO OCBAMBAIOWWMX OAHHYIO OUCLMNANHY.

MepeyeHb OCHOBHOW U [OMONHUTENBHOM y4eBHON NTepaTtypbl, HEOBXOANUMON OJ1S1 OCBOEHWS AUCLUMMNAVHBI (MOOyns),
Haxonomutcs B MpunoxeHun 2 kK paboyeli nporpamMme AucUMnanHbl. OH NOANEXUT OBHOBNIEHMIO NPY U3MEHEHUN YCITOBUIA
noroeopos K®Y ¢ npasoobnagatensiMm anekTPOoHHbIX U3OAHWA 1 NPU N3MEHEeHM KOMMNIEKTOBaHMUS ooHa0B Hay4Hoi
onbnuotekn KdY.

8. MNepeueHb pecypcoB MHPOPMALMOHHO-TE/IEKOMMYHUKaLMOHHOMN ceTh "UHTepHeT", He06X0AUMbIX NS
OCBOEHUSI BUCLUMNIINHBI (MOOYIS)

Bcepoccuiickuin Hay4Ho-uccnenoBaTenbCkKuii MIHCTUTYT LOKYMEHTOBEAEHUS 1 apxusHoro gena (BHUWIOAL) -
http://www.vniidad.ru

FOCT 7.69-95 Cuctema ctaHOapToB No MHpopMauun, GubnmoTeqHoMy 1 n3gatennckomy aeny -
http://abc.vvsu.ru/Books/dokumentoved_hrestomat_ch2/page0018.asp

Jenonpon3BoACcTBO 1 OKYMEHTO060POT Ha npeanpusitum - http://www.delo-press.ru/journals.php?page=documents

9. MeTognueckme ykasaHusi oisi 06y4aroLLLMXCA MO OCBOEHUIO AUCLUMN/IMHBI (MOAYNS)
Bupg, pa6or MeTtogunyeckue peKomeHaauum

nexuunu B xo[1e NEKLMOHHBIX 3aHSATUIA BECTU KOHCMEKTUpoBaHue y4ebHoro matepuana. Obpawarts BHMMaHme
Ha

Kareropun, oopMynupoBKU, pacKpbiBaOWME CYTb TEX UM UHbIX SBAEHWUA N NPOLECCOB, HAay4Hble
BbIBOIbI M MPaKTUYECKME pEKOMEH4ALNN, NONOXMTENbHbBINA OMbIT B OPaTOPCKOM UCKYCCTBE.
XenartenbHo

0CTaBUTb B paboymx KOHCMEKTax nosis Ans MOMeToK.
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Bup pabot MeTtoaunyeckue pekomeHaauum

npaktuyeckme | Pabota Ha NpakTUYECKMX 3aHATUSX NpeanonaraeT akTUBHOE y4acTue B AUCKyccusx. BaxHoi
3aHATUA chbopmori

CaMOoCTOSITENbHOW PaboThl 0ByyatoLerocs SBASETCA cucteMaTmyeckas v nnaHoMepHas noaroToeka K

npakTn4yeckomy 3aHaTuio. locne nekuun cnenyeT NO3HAKOMUTLCS C MNaHOM NPAaKTUYECKUX 3aHATUI 1

CNUCKOM 06a3aTeNbHOM 1 AONONHUTENBHON NUTEPATYPbl, KOTOPY HEOOX0AMMO NPOYUTATL, U3YYUTb 1

3aKoHcnekTnpoBaTb. PasbsCHeHMe No BONPOCaM HOBOW TeMbl al0TCs nNpenofasaTeneM B KOHUE

npeabioyuero npakTnyeckoro 3aHATus.

camocTos- | CamocTositenbHas pabota TpebyeT, Npexae BCEro, YTEHNS PEKOMEHAYEMbIX UCTOYHWKOB U
TenbHas MOHOrpacmyeckmx paboT, nx pedpepmpoBaHns, NOArOTOBKM [OKNAL0B M cO0bWeHN. BaxHbiM
paboTa 3Tarnom B
caMoCTOSATENbHON paboTe SBNSETCA NOBTOPEHME MaTepuana no KOHCNekTy nekumu. OaHa n3 rnasHbIX
COCTaBNSIOWMX BHEAYAUTOPHOW NMOArOTOBKY - paboTa ¢ kHuroil. OHa npeanonaraeT: BHUMATENbHOE
MPOYTEHNE, KPUTUHECKOE OCMBICNIEHNE COAEPXaHUs, 060CHOBaHWE COBCTBEHHOW NO3NLMK MO
LNCKYCCVOHHbIM MOMEHTaM, MOCTAHOBKM MHTEPECYIOWMUX BOMNPOCOB, KOTOPbIE MOFYT CTaTb NPEeAMETOM
obcyxaeHns Ha cemuHape. Mpu paboTte ¢ TepMMHaMm Heobxoanmo obpallaTbCs K CoBapsiM, B TOM
yucne pocTynHoiM B IHTepHeTe, Hanpumep, Ha cainTe http://dic.academic.ru

3ayet Mpun nogrotoske kK SAYETY HeobxoamMMo onmpaTtbesl, NPeXae BCero, Ha Nekuun, a Takxe Ha
NCTOYHUKW, KOTOPble pa3brpanucb Ha ceMnHapax B Te4eHne ceMectpa. B kaxnom bunete Ha 3a4eTe
conepxutcsa asa Bonpoca. OTBET Ha 3a4eTe nNpeanonaraeT NoiHOe 1 NocnenoBaTeNbHOE N3N0XEHNE
N3y4eHHOro Matepuana, a Takxe OeMOHCTPaUuto CNOCOOHOCTM U FOTOBHOCTU NPUMEHUTD NMOMYy4YeHHbIe
TeopeTnyeckme 3HaH1s K npeanaraeMbiM NPakTUYeCKUM 3a0aHUSAM.

10. MepeuyeHb MHGOPMALLMOHHBIX TEXHOJOIMIM, UCMOJb3YeMbIX NMPU OCYLLECTBIIEHUN 06pa3oBaTe/IbHOro
npouecca no gucuuniauHe (Mooyno), BKJaouYas nepeyeHb NporpaMMHoOro obecneyeHns U MHGOOPMaLMOHHDIX
CcnpaBOYHbIX CUCTEM (MPU HEOOXOAUMOCTH)

MepeyeHb MHPOPMALMOHHBIX TEXHOMNOMUIA, CMONb3YEMbIX MPU OCYLLECTBAEHMN 06pa30BaTENBHOrO NpoLecca no
OUCUMMNAVHE (MOLYNI0), BKNOYAS NepeyeHb NPorpaMMHOro obecrneyeHns n MHGOPMALIMOHHbBIX CMPaBOYHBIX CUCTEM,
npenctasneH B MpunoxeHun 3 k paboyei nporpaMMe OUCLMMNWHBI (MOLYNS).

11. OnucaHue MarepuanbHO-TeXHMYecKon 6a3bl, He0O6X0AMMOW AN OCYLUEeCTBNeHUs o6pa3oBaTefibHOro
npouecca no aucuunnuHe (Moayno)

MaTtepuanbHo-TexHu4Yeckoe obecneyeHre o6pasoBaTenbHOro npoLecca no AucumnavHe (Moaynio) BKntoYaeT B cebs
cnenyrolye KOMMOHEHTbI:

MoMelleHnst 015 CaMOCTOSITEeNbHOM PaboThl 0B6YYAIOWMXCS, YKOMMNIEKTOBAHHbIE CreLnannanpoBaHHoi Mebesnbio (CToMbI 1
CTY/bs) ¥ OCHALEHHbIE KOMMbIOTEPHOMN TEXHUKOW C BO3MOXHOCTbIO MOAK/MOUYEHUS K ceTn "VIHTepHeT" n obecriedeHnem
[OCTyNa B 3NEeKTPOHHYI0 MHOpOpMaLMOHHO-06pasoBaTenbHyto cpely KDY,

YyebHble ayamTopun i KOHTAKTHOW paboThl C NpenoaaBaTteneM, yKOMMIeKTOBaHHbIe CNELManM3npoBaHHON Mebenbo
(cTonbl 1 CTYNbS).

KomnbioTep 1 NpuHTEp 4ns pacrnedyaTtky pasnaaToyHbiX MaTepuanos.
MynbTumMeguiiHas ayautopus.

12. CpencrtBa apanTtauum npenogaBaHUs AUCLUNIMHBI K NOTPe6HOCTAM 00y4YaloLLuxcsl MHBaNWAa0B U AL, C
orpaHU4YeHHbIMU BO3MOXHOCTSIMUA 34,0POBbSI

Mpw HeobxoOMMoCTK B 0Opa3oBaTeNibHOM NPOLEcce NPUMEHSIOTCS creaytolme MeToabl 1 TexHonorum, obneryaroume
BOCMpUSTE NHpopMaLMK 0By4YaloWMMUCS MHBANIMAAMI U NLAMW C OrPaHNYEeHHBbIMU BO3MOXHOCTSIMI 300PO0BbS:

- cO3[aHne TeKCTOBOW BepcUM Nto6Oro HETEKCTOBOMO KOHTEHTA LS €r0 BO3MOXHOro npeobpasoBaHus B
anbTepHaTMBHBLIE (POPMbI, YO0OHbIE ANS PA3NNYHbIX NONb30BaTENEN;

- CoO3[JaHne KOHTeHTa, KOTOprI7I MO>XHO NpencTaBnTb B pa3/iM4yHbIX BnOoax 6e3 noTepun OaHHbIX UK CTPYKTYPHbI,

npenycMoTpeTb BO3MOXHOCTb MaCLIJT8.6I/IpOBaHI/I9 TekctTa un |/|306pa>|<eH|/||7| 6e3 noTepun KayecTea, NpenycMoTpeTb
OOCTYNHOCTb ynpaBneHnd KOHTEHTOM C KnaBmnartypbl;
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- co30aHne BO3MOXHOCTEN ansi 06y4atolmMXCs BOCMNPUHUMATD OHY U Ty Xe MHOPOPMAaLMIO U3 PasHbIX MCTOYHUKOB -
Hanpumep, Tak, 4Tobbl NMLA C HAPYWEHUSIMX CNyXa NosydYany MHGPOPMaLUIO BU3yarnbHO, C HAPYLWEHUSIMU 3PEeHNs -
aynnanbHo;

- NPVYIMEHEHNe NPOorpaMMHbIX CPeacTB, obecneymBatoLmx BO3MOXHOCTb OCBOEHMSI HABLIKOB 1 YMEHUIA, OOPMUPYEMBIX
OMCLUMNMHON, 3a CHET aNibTePHATUBHbIX CNOCOOO0B, B TOM YMC/e BUPTYasibHbIX 1abopaTopuii U CUMYNSLIMOHHBIX
TEXHONOMNIA;

- NpuMeHeHne oONCTaHUMOHHbIX o6pasoBaTeanb|x TEXHONOrnin ang nepegayv Hgopmauunmn, opraHndauum pasnmnyHbix
hopm I/IHTepaKTVIBHOIZ KOHTaKTHOM pa60Tb| o6yqa|ou4er009 C npenogaearenem, B TOM Hucne Be6I/IHapOB, KOTOpPbIEe MOryT
6bITb MCMONb30BaHbI AJ15 npoeeneHmnsa BupTyanbHbIX NEeKUMn ¢ BO3MOXHOCTbLIO B3aUMOOENCTBUSA BCEX y4aCTHUMKOB
ONCTaHUMOHHOIo O6y‘-IeHI/IFI, npoeeneHns ceMmHapoB, BbICTyMJIeHNA C AokKnagamm 1 3alTbl BbIMOTHEHHbIX pa60T,
nposeneHnsa TpeHNHros, opraHn3aunm KONNEKTUBHOW pa6OTbI;

- NMPUMEHEHNE LUCTAHUMOHHbIX 0Bpa3oBaTenbHbIX TEXHONOMMIA 41 OpraHn3aLumMmn oopM TEKYLLETO U MPOMEXYTOYHOMO
KOHTpOns;

- yBenndeHne npoaonxXnTtenbHOCT caoadun 06y’-la}OLIJ,I/IMC$I nHBANNMOOM UN1 NNLUOM C orpaHM4eHHbIMMN BO3MOXKHOCTAMK
300p0BbS hopM I'IpOMG)KYTOHHOVI arrectayumm no OTHOWEHUIO K YCTaHOBHeHHOIZ NpPOAONIXUTENIbHOCTU NX Coa4ql:

- NPOLONXNTENbHOCTM CAauM 3a4éta Unm aKk3ameHa, NPoBOAMMOrO B MUCbMEHHOW (POpME, - He Bonee yeM Ha 90 MUHYT;

- NPOOONXMUTENBHOCTU MOArOTOBKM 06yYatolerocs K 0TBeTy Ha 3a4éTe UM aK3aMeHe, MPOBOAUMOM B YCTHOW doopMme, - He
6onee 4eM Ha 20 MUHYT;

- NPOLONMXMNTENIbHOCTU BbICTYMNeHNs 0Byyatowerocs mpu 3awmTe KypcoBoi paboTbl - He Bonee 4em Ha 15 MUHYT.
Mporpamma coctaeneHa B cootBeTcTBMU ¢ TpeboBaHnamMm ®rOC BO n yyebHbiM nnaHom no Hanpasneruto 41.03.02

"PervoHosegeHue Poccumn" n npodounio noarotoBky "Poccus 1 ee pernoHbl B capepe MexXayHapoaHblX OTHOWEHWN (C
yrny6bneHHbIM N3y4eHneM MHOCTPaHHbIX S13bIKOB)".
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MepeueHb nuTepartypbl, HEOOXOAUMOM 4Nt OCBOEHUS OUCLMIUINHBI (MOLOYNS)

Hanpaenenue nogrotosku: 41.03.02 - PernoHoseneHue Poccun

rlpO(*)Vlﬂb noarotosBkn: Poccus u ee pernoHbl B cpepe MexayHapoaHbixX OTHOLWEHW (C yrﬂy6ﬂeHHblM n3y4yeHnem
MHOCTPAHHbIX A3bIKOB)

KBanudomkauus BeinyckHuka: bakanasp

dopma 0by4eHus: o4Hoe

SA3bik 0by4eHuns: pycckuia

oa Hauana obyyeHus no obpasosatenbHol nporpamme: 2021

OcHoBHas nuTeparypa:

1. BoikoBa, T. A. IenonponseoacTeo : y4ebHuk / T. A. Bbikosa, J1. M. Bsinoea, J1. B. CaHkuHa ; nog obw,. ped. npodp. T. B.
KysHeLoBoii. - 3-e n3g., nepepab. n gon. - Mockea : UHDOPA-M, 2019. - 364 c. - ISBN 978-5-16-004923-6. - TekcT :
anekTpoHHbiiA. - URL: https://znanium.com/catalog/product/991884 (nata obpaueHusi: 21.04.2020). - Pexwnm gocTtyna: no
noanucke.

2. Ywakosa, O. A. [lokymeHTOBeAeHMe: y4ebHoe nocobue / Ywakosa O.A. - Mockea :HUL, MH®PA-M, 2017. - 64 c.ISBN
978-5-16-102985-5 (online). - TekcT : anekTpoHHbIRA. - URL: https://znanium.com/catalog/product/809874 (nata
obpalleHus: 21.04.2020). - Pexum pocTyna: no noanmcke.

3.0cHoBbI Benonpon3BoacTsa : yuebHoe nocobue / A.M. Acanues, .. MupoHoga, E.A. Kocapesa, I'.I. Bykosnu. - 2-e
u3a., ucnp. n gon. - Mockea : MH®PA-M, 2019. - 146 c. - (Beicwee obpasoBaHue: bakanaspuar). - ISBN
978-5-16-102395-2. - TekcT : anekTpoHHbIi. - URL: hitps://znanium.com/catalog/product/989597 (nata obpaiweHns:
21.04.2020). - Pexwnm goctyna: no nognmcke.

JdononHutenbHaa nuteparypa:

1. KyHsies, H. H. JokymeHToBeneHue : yuebHuk / H. H. Kynsies, . H. Ypanog, A. I'. ®abpuyHoB; noa pea. npodp. H. H.
KyHsiea. - Mocksa : Jloroc, 2012. - 352 c. - ISBN 978-5-98704-329-8. - TekcT : anekTpoHHbIi. - URL:
https://znanium.com/catalog/product/469013 (nata obpaieHuns: 21.04.2020). - Pexxum pocTyna: no noanmcke.
2.KupcaHoBa, M. B. Kypc nenonponasoncTsa: LOKyMeHTaunoHHoe obecney. ynpasn.: y4iebHoe nocobue . /
M.B.KupcaHoga, FO.M.AkceHoB - 6 uag., ncnp. u gon. - Mocksa : H/LL UH®PA-M, 2014-256c¢. - (BO: Bakanaspuar).
ISBN 978-5-16-006789-6. - TekcT : anekTpoHHbIi. - URL: https://znanium.com/catalog/product/460967 (nata
obpaileHus: 21.04.2020). - Pexum pocTyna: no noanmcke.

3. boikosa, T. A. lenonpoun3sonctso: y4ebHuk / T.A. beikoBa, J1.M. Bsinosa, J1.B. CaHkuHa; MNog pen. T.B. Ky3Hewosoii.
- 3 n3a., nepepad. n gon.- Mockea :HUL, MIHD®PA-M, 2013. - 364 c. - (BO: bakanasp.). ISBN 978-5-16-004923-6. -
TekcT : anekTpoHHbI. - URL: https://znanium.com/catalog/product/395908 (nata obpauweHnusi: 21.04.2020). - Pexum
[ocTyna: no NOAMnuCKe.
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nepe'-IeHb MHPOPMaLIMOHHbIX TEXHONMOINMMK, UCNONb3YyeMbIX AJ1s1 OCBOEHUS AUCLUMIUHBI (MO,IJ,ynil), BKo4yas
nepe4yeHb nporpaMmMHOro obecneyeHns u MH(POPMaLIMOHHbIX CNPaBOYHbIX CUCTEM

Hanpaenenune nogrotosku: 41.03.02 - PernoHoBeneHue Poccun

rlpO(*)Vlﬂb noarotoBkn: Poccus u ee pernoHbl B cpepe MexayHapoaHbixX OTHOWeEHW (C yrﬂy6ﬂeHHblM n3y4yeHnem
MHOCTPAHHbIX A3bIKOB)

KBanudomkauus BeinyckHuka: bakanasp

dopma 0by4eHus: o4Hoe

SA3bik 0by4eHms: pycckuia

oa Hauana obyyeHus no obpasosatenbHol nporpamme: 2021

OcBoeHWe ancuMnInHbI (MOoyns) npeanonaraeT UCMnonb3oBaHne CneayolWero NPorpaMMHoro obecneyeHns u
VHPOPMAaLIMOHHO-CMPAaBOYHbIX CUCTEM:

OnepauuoHHas cuctema Microsoft Windows 7 MpodbeccuonanbHas unum Windows XP (Volume License)

MakeT odpucHoro nporpammHoro obecneverus Microsoft Office 365 nnu Microsoft Office Professional plus 2010
Bpayaep Mozilla Firefox

Bpaysep Google Chrome

Adobe Reader XI unn Adobe Acrobat Reader DC

Kaspersky Endpoint Security ang Windows

YyebHo-meToamyeckas nurepatypa ons AaHHOW ANCLMNANHBI UMEETCS B HANNYMK B 3NEKTPOHHO-6MBNNOTEYHOM cncTeme
"ZNANIUM.COM", nocTyn K KoTopoii npenoctasneH obyyatowmmes. I6C "ZNANIUM.COM" coaepXuT npom3BeneHns
KPYNHERILNX POCCUINCKMX YHEHBIX, PYKOBOAUTENEN rOCYapCTBEHHbIX OpPraHoB, Npenoaasarenei BefyLumnx By30B CTPaHsbl,
BbICOKOKBaNMULMPOBAHHbIX CNELManMCcToB B pasnnyHbix cgpepax busHeca. PoHnO 61bAmMoTeku cHopMUPOBaH C yHETOM
BCEX N3MEHEHNI obpa3oBaTenbHbIX CTaHAAPTOB W BKOYaET y4ebHuKN, yuebHble nocobus, yiebHo-MeToanYeCKme
KOMMneKchbl, MOHorpaduu, asTopedeparbl, Auccepraunm, 3HLUMUKNONEeANn, CRoBapu 1 CNPaBoOYHUKN,
3aKoHoJaTenbHO-HOPMaTMBHbIE AOKYMEHTbI, CrneLmnanbHbie Nepmoanyeckne n3naHns n n3naHus, Bbinyckaemble

nspartenbcteamu By30B. B HacTosiwee Bpems S5C ZNANIUM.COM cooTBeTCTBYET BCEM TPeOOBAHMSAM (oeepanbHbIX
rocynapcTBeHHbIX 06pasoBaTtenbHbIX CTaHAapToB Bbicwero obpasosaHust (PrOC BO) HoBOro NokoneHus.

CtpaHnua 14 ns 14.




