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1. Ileau ocBOEHHN TUCHUILIHHBI

JuctummHa «/{okyMeHTanMoHHOE 00ecIeUeHNe NeATeIbHOCTH TyphUPMBI» COJICHCTBYET
(GbOopMUPOBAHUIO 3HAHUHN, YMEHHUH U MPAKTUUYECKUX HABBIKOB, HEOOXOIUMBIX ISl 00pabOTKH MO-
CTyMarmuX OQUIUATBHBIX JOKYMEHTOB HE3aBUCHUMO OT CIIOCOOOB MX IMEPECHUIKH (MOITydeHUs)
U BUJIOB HOCHUTEJIEH, IPOU3BOJCTBA JOKYMEHTHONU MH(OpMALUU U OUIUAIBHBIX JOKYMEHTOB,
MPEJHA3HAYEHHbIX KaK JJI1 BHYTPEHHETO HMCIIOJIb30BAaHHUS B CaMOM OpraHMW3alWM, TaK U A
BHelHero. Llenpro npenogaBanus TUCUUILIMHBI SBISETCA O3HAKOMIICHHUE CIIyLIATENIed ¢ Teope-
TUYECKUMHU OCHOBAMH U JIOKYMEHTAIIMOHHOTO O0ECTICUYCHUsT M UMEIOLTUMHUCS METOJIaMHU | CIIO-
cobamu cbopa, nepenauu, 00pabOTKH, HAKOIICHHUS, XPaHEHUS IOKYMEHTOB U JIOKYMEHTHON WH-
dbopMaruu Ha OCHOBE MPUMEHEHHS STUHBIX METOAMYECKUX MPUEMOB H TTPABHUIIL.

2. MecTO AMCHMILIMHBI B CTPYKTYpe 00pa30BaTe/IbHOM IPOrpaMMbl

JucuuninuHa «JlokyMeHTalmoHHOe 00ecrieueHue AESITeIbHOCTH Typ(UPMbI» OTHOCUTCS
00s13aTesIbHON yacTu oOpa3oBarenbHOI mporpaMMbl.. OHa OCHOBBIBAETCS] HA 3HAHUSX, MOJIyYECH-
HBIX CIyIIATEIsIMU IIPM M3YYEHHHM JUCLHIUIMH ypoBHA «bakamaBp Typusma»: «MapKeTuHr B
TYPUCTCKON MHAYCTpUm», «MeToapl Hay4yHbIX HcciaenoBaHui». [lonydeHHble B X0/1e OCBOCHUS
JJAHHOM NHUCUMIUIMHBI TEOPETUYECKUE, METONOIOTUYECKAE U METOJAMYECKUE 3HAHUS U HABBIKU
HO3BOJIAT CTYJEHTaM HCIOJIb30BaTh HaydyHble METOJUKU Ipu cOope, nepenave, ooOpaboTke, Ha-
KOILJICHUU Y XPaHEHUH JOKYMEHTOB B OpraHU3alusiX.

3. IlllanupyemMble pe3yabTaThl 00yYeHUs MO JUCHUILINHE, COOTHECEHHbIE ¢ MJIAHUPYeMbI-
MH pesyJabTaTamu ocBoeHusi OIl marucrparypsi

[Ipouiecc u3yueHus: TMCUUILUIMHBI HAaNpaBiieH Ha (JOPMUPOBAHHE CIEAYIOLINX 3JIEMEHTOB
kommnereHmii B coorBerctBuu ¢ ®PI'OC BO, OII BO u mnpuobpereHus cleAyrolux 3HaHUM,
YMEHMM, HaBBIKOB U (MJIM) OTIbITA I€ATEIbHOCTH:

Kon ®opmyMpoBKa Ilepeyenb MIaHUPYEMBbIX Pe3yJIbTATOB
KOMIIETEHIIUH KOMIIeTEHIIUH o0y4eHHUs

Oo6umenpodgeccuoHaTIbHbIE KOMIIETEHIMU

3HaTh: OCHOBHBIE TEPMHUHBI, TEOPUU, METO-
JIOJIOTMYECKUE TOAXO0/bl, CYHIECTBYIOIINE B
JIOKYMEHTAIlMOHHOM 00€CIeueHnn yIpanJe-
HUS

NJ-OlK-1.1. YMeTb: NPUMEHSATh Ha TPAKTHKE CYIIeCT-
Criocobet  popmupoBath  Tex- BYIOILIME METOJUKHU cOopa, mepeaayu, oopa-
HOJIOTMHCCKYIO KOHUCHIMIO | 601Ky, HAKOTIEHHS M XpaHEHHs JOKYMEH-
TYPUCTCKOW OpraHM3alyH, Op- | . .

OIIK-1 TraHU30BbIBATH BHEJIPCHUE TEX-

Brnanets HaBbIKamMu: cocTaBiIeHHS OQHIH-
QJIIbHBIX JIOKYMEHTOB; KIACCH(PHUKAIUU [0-
KYMEHTOB; KOHTPOJISI JOKYMEHTOB, OLIEHKH
3HAYUMOCTHU JTOKYMEHTOB.

HOJIOTUYECKUX HOBaHI/Iﬁ " IIpo-
rpaMMHOTO  oOecrieueHus: B
chepe Typuzma




4. O0beM, CTPYKTYpPa H CO/iepPKaAHMe TN CHUTITHHbBI

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

Ne Tembl (pa3nennl) Buabl yueOHbIX 3aHATHI, DopMBbI TEKYLLET0
n/n AUCHHUILINHBI, BKJIIOYAsl CAMOCTOSITEIbHYIO | KOHTPOJIAA yCIleBae-
HX co/iepiKaHue = padoTy CTYIeHTOB, MOCTH
3 M UX TPYAOEMKOCTh
= (B aKka/ieMH4eCKHX 4Yacax) dopma nmpomexy-
S TOYHO# aATTECTAIMHI
(no cemecmpam)
KonrTakTHas paGora
b |l s E oL
E Eg%agggiégg
AEEFEFEELEE
SlE B |2 EER T

1 |CYIHHOCTb JOKY- 2 |1 |2 | 0| 0] O 4 |YcTHBIH ompoc O ro-
MEHTALIMOHHOI'O CyAapCTBEHHOM  pe-
OBECIIEYEHUA T'YJIHPOBaHUH B cepe
YIIPABJIEHUSA JIOKYMEHTallHOHHOI' O

o0ecrieyeHus yIpas-
JeHus, OCHOBHBIX
TEPMHHAX U TOHATH-
X

3ajaHue Uil caMo-
CTOSATEIbHOU paboThI

2 |OCOBEHHOCTH [10- 2 2 6 |YcTtHBII ompoc 1O
KYMEHTALIMOHHO- BUJIaM  JIOKYMEHTOB,
'O OBECHEYEHUA oOpa3yromuxcs  Ha
HPEAIIPUATUA TY- NPEANPUATHSAX TYpH-
PAUCTCKOM OTPAC- CTCKO# OTpaciH.

JN IIpakTHueckoe 3aHs-
THE MO0 O(POPMIICHHUIO
JIOKYMEHTOB.

3 |OCHOBHBIE TPEBO- 2 | 1 | 2 10 |IIpakTuveckoe 3aHs-
BAHUA K ODOPM- THE II0 COCTAaBJICHUIO
JEHUIO JOKYMEH- OpraHN3alMOHHO-
TOB pacropsAIUTEIbHBIX

JIOKYMEHTOB
Huckyccust 06 oco-
OEHHOCTSIX CTHIIS
YIPaBIEHYECKUX J10-
KYMEHTOB
3ajaHue Uil caMo-
CTOSITEIHHOM pabOoThI
4 |OPTAHU3AIIUA PA-| 2 | 1 | 4 10 |[IpakTuyeckoe 3aHs-

BOTblI C AOKYMEH-

THE TI0 O(OPMIICHUIO




TAMU

JOKYMEHTOB IO JIHY-
HOMY COCTaBY.

YcrHbplii  ompoc 00
OCOOCHHOCTSIX 00pa-
OOTKH KOH(UIEHIIN-
QIBHBIX JIOKYMECHTOB
B OpTaHU3aIUH.

3ajganue Uil camo-
CTOSITENILHOM PabOTHI

OPI'AHM3AIIUA XPA-
HEHHUMA JOKYMEH-
TOB

10

[IpakTnueckoe 3aHs-
THE IO COCTaBJICHUIO
HOMEHKJIATYpBbI el

3amanue 1A camo-
CTOSITENILHOM PabOTHI

OPI'AHU3ALIUA 5 Juckycecus 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-
CTOSATENbHOU paboTHI

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, npeaMeT U MeTOJbl Kypca. 3Hau€HUE JOKYMEHTAllMOHHOIOo oOecreueHus B
ynpapieHUH. BO3HUKHOBEHNE U pa3BUTHE OTEUECTBEHHOTO JOKYMEHTAIMOHHOIO 00eCHeUeHHU .
CoBpeMEHHOE TOCYIapCTBEHHOE PETYIMPOBAHME JEIONPOU3BOACTBA. OCHOBHBIE TEPMUHBI U
MOHATHUS B TOKYMEHTALMOHHOM O0ECIIEYeHUH YIIpaBICHUS

2. OCOBEHHOCTHU JIOKYMEHTAIMOHHOI'O OBECIIEYEHUA ITPE /1-
MPUATHUA TYPUCTCKOM OTPACJIN. OcHoBHBIC JIOKYMEHTBI, 00pa3yroIuecs B Iporec-
ce JeSATEeIbHOCTH MPEIPUATHS TYpUCTCKOM oTpaciu. TpeboBaHus JeiiCTBYIOIIEro 3aKOHO1a-
TesnbeTBa PO kK 0popMIIeHHIO JOKYMEHTOB MPEANPUATHS TYPUCTCKONH OTpPACIIH.

3. OCHOBHBIE TPEBOBAHUS K O®OPMJUIEHUIO JOKYMEHTOB. O¢u-
uanbHble TOKyMeHThl. fOpunnyeckas cuia 10KkyMeHTa. Buapl TOKyMEHTOB M UX KiIaccu]uka-
1. OpraHu3alMOHHO-PaCcIOPIUTeNbHbIE TOKyMeHThl. CTaHaapTH3aIMs U YHUPUKAIUS CHC-
TeMbl ToKyMeHTanuu. [IpaBuiia opopmienus nokymeHnToB. biaanku nokymeHToB. TpeGoBanus K
W3TOTOBJICHHUIO TOKYMEHTOB.

4. OPrAHM3AIUA PABOTHBI C IOKYMEHTAMM. Peructpaius u y4et J0Ky-
MeHTOB. [Iprem, 00paboTka 1 pacrpeieNieHue MOCTYMAoMEeH JOKYMEHTaluu. ABTOMAaTU3UPO-
BaHHbBIE CUCTeMBI peructparuu. [IpaBuiaa 00paboTKH UCXOASIINX JOKYMEHTOB. TpeboBaHMs K
0(OPMIIEHHIO JOKYMEHTOB 110 JINYHOMY cOcTaBy. Opranu3zaiusi KOHTPOJIs 32 UCIIOJIHEHUEM J10-



kyMeHTOB. KoH(puaeHIIMaIbHBIE JOKYMEHTHI opranu3anuu. Oco0eHHOCTH 00paboTKu KOH(H-
JICHIIMATBHBIX JIOKyMEHTOB

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 1oKkymeHToB. Obecrie-
YEHUE COXPAHHOCTH JOKYMEHTOB

6. OPrAHU3ALUS CJHYKBbl JOKYMEHTALHUOHHOI'O OBECIIEUEHUS
YIPABJIEHUS NPEAITPUATHUS TYPUCTCKOM OTPACJIN. O6mue TpeGoBaHus.
Opranu3zannoHabie HOpMBI pabOTHI C TOKyMEHTaMH. THIIOBBIE OpraHU3aIMOHHBIE CTPYKTYPHI
CIIY>KOBI IOKYMEHTAIIMOHHOTO O0ecTiedeHus yrpasieHus. 3agaun 1 QyHKIUHN c1yX0bl. DyHK-
IIUH CTPYKTYPHBIX MOJPA3JICIICHUI CITY)KObI JOKYMEHTAIIMOHHOTO 00ECTICUCHHSI YIIPABICHUSI.
JI0JKHOCTHOM M YMCIIEHHBIH cOCTaB ClTy:kObl. HopMaTHBHAsI periiaMeHTalus CITy>KObI JIOKyMEH-
TAI[MOHHOTO 00ECTICUYCHHUS YIIPABIICHHUS.

5. 06p330BaTeJ'[bele TE€XHOJOI'MH, B TOM YHCJI€ TEXHOJOIHHU IJIEKTPOHHOI0 06yqe}mﬂ u
AUCTAHIHUOHHbIC oﬁpaaonaTe.nbm,le TEXHOJOIMM, HCNOJb3yeMbI€ IIPA OCYIIECCTBJICHUHA 00-
pa3oBaTeJIbHOIO IMpouecca 1mo IMCHMuIJInHE

B nporecce 00ydeHHst HCTIONIB3YIOTCS CIEAYIOMNE 00pa30BaTeIbHbIC TEXHOIOTHH:

BBoaHasi JeKuus — 1aeT MEpPBOE LEIOCTHOE MPEACTABICHHE O TUCHUIUINHE U OPHEHTH-
PYET CTyACHTA B CUCTCMC U3YUCHUA I[aHHOf/’I JUCHUITIINHBI. CTYIIGHTI)I 3HAaKOMIATCA C HA3HAYCHU-
€M U 3aJlayaMu Kypca, ero pojibl0 U MECTOM B CUCTEME YUYE€OHBIX AMCLUUIUIMH U B CUCTEME IMOJ-
T'OTOBKH B IICJIOM. Ha »Toin JICKOMKW BBICKA3bIBAKOTCA METOJUYCCKHUEC U OPraHU3allMOHHBIC OCO-
OeHHOCTH PabOTHl B paMKax JaHHOW AMCLUUIUIMHBI, a TaKKe JaeTcs aHau3 PeKOMEHIyeMOM
y4e0HO-METOINYECKON JTUTEPATYPHI.

AkajeMuyecKkas JIeKIUs ¢ 3JIeMeHTaMH JeKIHU-0ecebl — II0CIIEI0BATEIBHOE H3JI0-
KEHHE MaTepuana, OCYIIECTBIIEMOE NPEUMYIIECTBEHHO B BHJE€ MOHOJIOIa IpernojaBaTels.
DOneMeHTHl JeKIuu-0eceapl 00ecneunBaroT KOHTAKT MPENoaaBaress ¢ ayJuTopuel, 4To 1mo3Bo-
JsIeT TpUBJeKaTh BHUMAHUE CTYACHTOB K HanOoJiee BaXKHBIM TeMaM JUCHUIUIMHBI, aKTHBHO BO-
BJIEKATh MX B Y4eOHBIH MpoIlecc, KOHTPOIMPOBATh TEMIT U3JI0KEHHUSI YIeOHOro MaTepuana B 3a-
BUCUMOCTH OT YPOBHS €0 BOCIPUSATHS.

HpaRanecxoe 3AHATHE — 3aHATUE, MOCBAIICHHOC OCBOCHHUIO KOHKPETHBIX yMCHI/Iﬁ u
HABBIKOB I10 3aKPCIVICHUIO MMOJIYYCHHBIX Ha JICKIIUN 3HAHWM.

I'pynnoBble AUCKYCCHMM — METOJ OOYYEHUSs, MOBBIMIAIOUIMA HHTEHCHUBHOCTh U (-
(1)GKTI/IBHOCTB mponecca BOCIPHUATHUA 3a CHET aKTHUBHOT'O BKIIFOUCHUA 06y'-IaeMI)IX B KOJIJICKTUB-
HBII MOUCK UCTUHBL. [1o mporenype rpynmnoBas JUCKYCCHUS MPeCTaBIsieT co00M KOMIEKTHBHOE
00CcyXIeHrEe KaKou-Tn00 MpoOIeMbl, KOHEUYHOH IEIhI0 KOTOPOTO SIBIISETCS JTOCTHKEHUE OTIpe-
JIeNIEHHOT0 O0Ilero MHEHHUs Mo Heil. B xone MuCcKyccuu MpoUCXOAUT KOJIJIEKTUBHOE COMOCTaB-
JIeHHe MHEHUH, OLIEHOK, HHPOPMAIIIH 110 00CyXaaeMoi mpodieme.

AHaJM3 cuUTyauMidi ¥ MMHUTALMOHHBIX Mojeseil — IIpemonmaBateneM co3maroTcss
OPEIbABISAIOTCS TPYIIE NPOOJEMHBIE CHUTYallMH, 3aWMCTBOBAaHHBIE M3 MPO(GECCHOHATBHON
MPaKTUKH, TIOKA HE JOCTYMHOU cryAeHTaM. OT CTyIEeHTOB TpeOyeTcs aHalnu3 CUTYallud U TPH-
HATHE YIIPABICHYECKUX PEIICHUM, BBIPAXKEHHOE B COCTABICHUN COOTBETCTBYIOLIEH OpraHU3al K-
OHHO-PACHOPSIUTEILHON TOKYMEHTaluu. JIOCTOMHCTBO METO/Ia B TOM, YTO B MPOIIECCE 00CYXK-



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

B nporiecce 00y4eHust HCTIONB3YIOTCS CIEAYIOUINE TEXHOIOTUU JIEKTPOHHOTO O0yUCHHUSI
U JTUCTAaHIIMOHHBIC 06p330BaTeHBHBIC TEXHOJIOTUHU:
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 MEPONPHUATHH TEKYIIET0 KOHTPOJsS 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 aTTECTALNH.

6. IlepeueHb JIMIIEH3MOHHOT0 W (WJH) CBOOOAHO PACHPOCTPAHSAEMOI0 IMPOrPaMMHOIO
ol0ecreyeHusi, HMCHOJb3YyeMOr0 IPH OCYLIECCTBJICHHHM O00pa30BATEJBHOIO Ipouecca Io
AUCHHILIMHE

B npouecce ocymiectieHust 00pa3oBaTeNbLHOrO MpoLecca Mo AUCHUIUIMHE UCHOIb3YI0T-
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(eCCHOHAIBHBIX 023 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 6uOaMoTeyHo-uHpopMarmonHas cucrema «bYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

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

8. IlepeyeHb OCHOBHOI M JOMOJHUTEIHLHON y4eOHON JUTEpaTyphbl, pecypcoB HH(pOpPMAIU-
OHHO-TEJIEKOMMYHHMKAIMOHHOM ceTH «AHTepHeT» (PN HEO0XO0AMMOCTH), PEKOMEHAYEeMBbIX
JJIS1 OCBOCHMS M CHHUIIIUHbBI

a) OCHOBHAsI JIMTEpaTypa

Hoponuna, JI. A. OpraHu3aiusi ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00ECTICUeHHsI YIIPaBJICHUS
y4eOHUK U TIpakTUKyM 1uist By30B / JI. A. Jloponuna, B. C. UputukoBa. — 2-¢ u3n., nepepad. u
nor. — Mocksa : M3garensctBo FOpaiit, 2024. — 270 c. — (Briciee o6pa3osanne). — ISBN
978-5-534-16016-1. — Texkcr : anmekTponHbIH // OOpa3oBarenbHas iargopma KOpaiT [cait].
— URL.: https://urait.ru/bcode/536404 (nata oopamienus: 15.05.2024).

0) MOMOJIHUTEIbHAS JIUTepaTypa

Emenun, C. B. Opranuzanms TypareHTCKO# AesITeIbHOCTH : yueOHoe mocobue s By30B / C. B.
Emenun. — 2-e u3zn., nepepad. u pon. — Mocksa : UznarensctBo FOpaiit, 2024. — 310 ¢. —
(Beicmiee obopazoBanne). — ISBN 978-5-534-18434-1. — Tekcr : anexktponHsiid // OOpa3zoBa-


http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

tenpHas maargopma FOpait [caiit]. — URL: https://urait.ru/bcode/535002 (nara oOpareHus:
15.05.2024).

B) pecypchl cetu «HTEpHET»
- OpunmaneHelii caiit depepaabHOro apXMBHOTO areHTCTBA archives.ru, pocapxus.pd

- OpunmaneHbiii caiit @eaepaabHOrO areHTCTBA MO TYpU3MYy http://www.russiatourism.ru/

9. MarepuaibHO-TEXHUYECKas 0a3a, HEOOX0AUMAsA /IS OCYILIECTBJIEHUs 00Pa30BaTEeIbHOT0
npounecca no JTUCHHUILINHE

MarepuanbHO-TeXHHUECKas 0a3a, HeoOXoaAUMas JUIsl OCYIIECTBIEHUSI 00pa30BaTEIbHOIO
npolecca 1o AUCUUIUIMHE BKJIIOYAET B CBOM COCTaB CIIELUAIbHbIE TTIOMELICHMUS:

- yueOHble ayTUTOPUHU ISl IPOBEJICHUS 3aHATUH JIEKIIUOHHOTO THIIA;

- yueOHbIe ayTUTOPHH ISl TIPOBEICHHSI TPAKTHYECKUX 3aHATHI (CEMUHAPOB);

- yueOHbIe ayTUTOPHUHU ISl IPOBEJICHHS IPYIIOBBIX U MHAWBUYAIbHBIX KOHCYJIbTALUMN;

- yueOHbIe ayAUTOPUH JIJIsl TIPOBENICHHSI TEKYIIET0 KOHTPOJIS U IPOMEKYTOUHOU aTTecTa-
1IUH;

- IOMEIIEHHUS Ul CaMOCTOSTENbHON paboThI;

- IOMEUICHUs JJIs XpaHeHHs U NpO(UIAKTUYECKOro OOCIYKUBAaHUS TEXHUYECKUX
CpeACTB O0yUYECHHS.

CrnenanbHble MOMEIEHHUS] YKOMIUIEKTOBAHbI CPEACTBAMHU OOYYEHHs, CIYXKAIUMH JUIs
npezcTaBiIeHns yueOHoi nHpopManuy 60IBIION ayAUTOPHUH.

ITomemieHust A caMOCTOSITENIbHOM pabOThl 00YYAIOIIUXCs OCHAIIEHBl KOMIBbIOTEPHOMH
TEXHUKOW C BO3MOYKHOCTBIO MOJAKIIOUEHUs: K ceTu «HTepHeT» M obecrneueHrueM JO0CTyna K
3NIEKTPOHHOM MH(pOopMaIoHHO-00pa3oBaTenbHOU cpese SAplY.

ABTOD:
JOLIEHT I'.B. Tapanyxa


http://archives.ru/

IIpunoxenne Nel k paGoueii nporpamMme AU CHHUIIIMHBI
«JlokyMeHTaMOHHOE OOecredeHue 1eiTeJIbHOCTH TYpPpupMbD)

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 MaTEepHUaJIbI,
HCII0JIB3YEMBIEC 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 «uHPOpManus” U “TOKYMEHT , UX pa3BH-
Tue. PazbsicHuTe CBsI3b MHGOPMAITUU U IOKYMEHTA

3ananue no reme Ne 3. OCHOBHBIE TPEBOBAHUSA K O®OPMJIEHUIO TIOKYMEH-
TOB. Ilepeunciyte OCHOBHBIE TOHATHS, UCIIOJIb3YEMbIE B YHU(DHUKALIMU U CTaHAapTHU3AIUH.
Onpeznenute COCTaBIIAIONINE STIEMEHTHl YHU(PUKAIIUN JOKYMEHTOB. BblienuTe ocHOBHBIE NPH-
3HaKU Ki1accu(UKaAIMKM JOKYMEHTOB. Y CTaHOBUTE Ha3HaueHUe U 3(p(HEeKTUBHOCTh CTaH1apTH3a-
LMY B CUCTEME OPraHU3aMOHHO-PACIIOPSIUTEIBHON JOKYMEHTALINH.

3aganue nmo teme Ne 4. OPTAHU3ALUA PABOTBI C JOKYMEHTAMM. Paccmotpure
HE MEHEE ITSITH UCTIOJIB3YIONINXCS B HAacTosIIee Bpemsi CUCTEM AJIEKTPOHHOTO IOKYMEHTOO00pO-
ta. [Ipoananu3upyiite 1OCTOMHCTBA U HeAOCTAaTKU. [IpoBenuTe aHann3 BO3HUKAIOLIUX ITPU ITOM
po0JIeM IOPUIUIECKOMN CHIIBI M ayTEHTUYHOCTH JIEKTPOHHBIX

3aganue nmo teme Ne 5. OPTAHU3ALIUA XPAHEHUSA JOKYMEHTOB. [laiite onpene-
JIEHHE MTOHATHS 3KCIIEPTU3bI LIEHHOCTH JOKYMEHTOB. [lepeunciuTte KpuTepuu LIEHHOCTH JOKY-
MeHTOB. JlaiiTe XapaKTepUCTUKY KpUTEPUSIM LIEHHOCTH JOKYMEHTOB. BblfiennTe oCHOBHBIE ATa-
IIbI OKCIIEPTU3BI B CPABHEHUH — JEIONPOU3BOACTBO- apXuB. [lepeuncinre BUIbI SKCIEPTHBIX
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 CJYKBbl JOKYMEHTALMOHHOI'O
OBECNEYEHUS YIIPABJIEHUA MPEJANPUATUA TYPUCTCKOM OTPACJIN. On-
penenuTe GOpMbI KOHTPOJIS 3a MCIIOJIHEHWEM TOKYMEHTOB B opraHu3anuu. Ha ocHoBaHuu mo-
noxxeHuil [IpuMepHON MHCTPYKIUSA 110 JEIOINPOU3BOACTBY B NOCYJAapPCTBEHHBIX OpraHU3aLMIX,
yrBepxkaeHon IIpukaszom @enepanpHoro apxuHoro areHTcTBa oT 11 anpens 2018 r. Ne 44, co-
cTaBbTe MHCTPYKILIMIO TIO AETONPOU3BOACTBY ISl TYPPUPMBIL.



CnMcoK TeM JJ1 JTMCKYCCHOHHBIX CEMHHAPOB:
OcoOeHHOCTH CTUIIS YIIPaBIEHUYECKUX JOKYMEHTOB. ClieHapuil MOATOTOBKH TIOKYMEHTA.
O6mue TpeboBaHMs K TEKCTY JOKyMeHTa. JIMHrBUCTUYECKHE OCOOCHHOCTH TEKCTOB CIIy-
XKEOHBIX IOKyMEHTOB. DTHKET JEJI0BOTO TOKyMEHTO00O0pOTA.
3aBucuMocTh opmbel IOV ot cTpykTyphl opranuzanun. OyHKIUH MOApa3aeICHUNA
JIOY. XapakTeprucTuka OCHOBHBIX HOPMaTUBHBIX JOKYMEHTOB, PETIIAMEHTHUPYIOLUX JIE-
JIOTIPOU3BOJICTBO B OPraHU3ALINU.
JIOCTOMHCTBA ¥ HEOCTATKH COBPEMEHHOT'O IOKyMEHTO000pOTA.

Kpurtepun onieHKH «IHCKYCCHOHHOIO CEMHHapa»:

- apryMEHTHPOBAHHOCTh BBICTYIUICHHUS (JI0KA3aTeIbHOCTD CYKIEHUH);

- [PaMOTHOCTh (POPMYIIMPOBAHUS BOIIPOCOB, CTENIEHb UX TUCKYCCHOHHOCTH;

- UCMOJIb30BaHUE B AUCKYCCUU MaTEPHUAIOB HUCTOYHHUKOB;

- aKTUBHOCTb M MHUIIMATUBHOCTb B X0J1€ AUCKYCCUU;

- KyJIbTypa Mpe3eHTalMi NOArOTOBIEHHOIO MaTepHuaa;

- KyJbTypa JI1aiora;

- YIOBJETBOPEHHOCTh pe3ylbTaTaMU JAMCKYCCHUU (BO3MOXHA OpraHU3alusi CaMOOLICHKHU

CTYJICHTAMH).

2. Cniucok BONIPOCOB M (MJIH) 3aJaHMIi 1JIS MPOBeAeHHUsI IPOMEKYTOYHON aTTeCTAllUH

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

OIIK-1.1) Ha ocHOBE MPOBEPKH TEOPETHYECKOTO Marepuana. IIpum 3ToMm yduThIBaeTcs chopMHpOBaH-
HOCTbh HAaBBIKOB M YMEHUI Ha MPaKTHYECKHUX 3aHATHIX BO BpeMs pabOTHI B ceMecTpe.

OrneHka «3a4eT» BbICTABIIAETCS CTYJEHTY, Y KOTOPOro copMUpoBaHa KOMIIETEHIIHS, 10-

JIYUCHBI JOCTATOYHO IMOJIHBIC OTBCTHI BO BPEMS YCTHOT'O CO6€C€‘)IOB8.HI/I${ 110 BOIIpOCaM.

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.

. Oco0eHHOCTH MOATOTOBKU U OPOPMIIEHHUS OTJIEIbHBIX BUJIOB YIIPABICHUECKUX TOKYMEHTOB
. Opranu3zanuoHHbIE TOKYMEHTHI

. PacnopsaurenbHble JOKYMEHTBI

. lHopmManmoHHO-CripaBOYHbIE TOKYMEHTHI

. Opranu3zanus ciayxO0bl JeT0NPOU3BOJICTBA

TumnoBsle opraHu3alMOHHBIE CTPYKTYPHI CIIY>KOBI AETOMPOU3BOICTBA
Opranuzanus J0KyMEeHT0000poTa

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

OO61ue npaBuiia perucTpanuy J10KyMEHTOB

Opranu3zanus TeKyIero XxpaHeHus TOKYMEHTOB

ITopsnok nepenayu el B apXuBs.

. CocTaBieHHEe HOMEHKIIATYPHBIX JEII.
. ObecnieueHne COXpaHHOCTHU JIOKYMEHTOB



IMpuaoxenne Ne2 k padodeil nporpamMme I CIUAININHbBI
«JlokymMeHTaUMOHHOE 00ecleuyeHue AeITeIbHOCTH TYPPHupMbI»

MeToanyeckue yKa3aHus JJIsA CTY/IEHTOB 110 OCBOEHU IO JUCIIHIIIMHBI

JucruminHa «/{oKkyMeHTalmoHHOE 00ecTiedeHIe IeSITeNbHOCTH TYPOUPMBI» CONEHCTBY-
eT (GOpMHUPOBAHUIO 3HAHWN, YMEHHH U MPAKTUYECKUX HABBIKOB, HEOOXOAUMBIX JJIs1 00pabOTKH
HOCTYMAIOUMX O(UIMATBHBIX JOKYMEHTOB HE3aBUCHMO OT CIIOCOOOB MX NMEpPEChUIKH (TIosryde-
HUS) U BUAOB HOCUTENEH, MTPOU3BOICTBA TOKYMEHTHON MH(POPMALIUN U OPHUIIMATBHBIX JOKYMEH-
TOB, NIPEAHA3HAUYCHHBIX KaK Ul BHYTPEHHETO MCIIOJIb30BAHUS B CAaMOIl OpraHM3aIliy, TaK ¥ JUIs
BHemHero. Llenbo mpenonaBaHus TUCHMILIMHBI ABISETCS 03HAKOMIJICHHE CIyLIaTesel ¢ Teope-
TUYECKHMMHU OCHOBAMH U JIOKYMEHTAIIMOHHOTO OOECTIeYeHUsI M MMEIOIIMMUCS METOAAMH U CIIO-
cobamu cbopa, nepegauu, 00pabOTKH, HAKOIIEHUS, XPaHEHUS IOKYMEHTOB U JIOKYMEHTHON HH-
(dopmMary Ha OCHOBE IPUMEHEHHUS €AMHBIX METOAMYECKUX IPUEMOB M IIPABHIL.

JInst ocBoeHHs yueOHOW JUCHUILIMHEI CTYACHTaM HE00XO0IMMO OCBOHUTH IPHHATHINA B HEW
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 M3TOKEHUS YIeOHOTO MaTepualia Mo JUCHUIUINHE SBISIOTCS JEKIIUU
Y IIPAKTUYECKUE 3aHATHUS, IPUYEM [TOCJIETHUE B IOCTATOYHO OOJIBIIOM 00bEME.

JIns mpoBEPKH W KOHTPOJISE YCBOGHHS TEOPETUYECKOr0 MaTepHaia, MPHOOPETEHHBIX
MPAKTUYCCKUX HABBIKOB pa60TI>I, B TCUCHHUC O6yT~ICHI/Ifl MMPOBOAATCA MEPOIIPHUATUA TCKYHIGI\/’I aTTe-
CTallu B BUJIE CAMOCTOSITEIbHBIX paboT. Taxke MPOBOAATCS KOHCYJIbTAllMU (IIPU HEOOXOIUMO-
CTH) 110 pa300py 3alaHUi UTSI CAMOCTOSTENILHON pabOThI, KOTOPBIE BBI3BAIH 3aTPYIHEHNUS.

B KoHIle Kypca CTYIEHTHI cIaioT 3aueT B (opme ycTHoro cobecenoBanus. Ilpu stom
YUYUTBIBACTCA TCKYIIasa pa60Ta CTyACHTa B CEMCCTPC HA MPAKTHYCCKUX 3aHATHUAX.

OcBOUTH BOMpPOCHI, U3JIaraeMble B MPOLIECCe M3YYEHMs IUCLUIUIUHBI CaMOCTOSATENIBHO
CTYZIEHTy KpalHe CIIO)KHO. JTO CBA3aHO CO CIOKHOCTBIO M3y4aeMOro Marepuana U OOJbIINM
o0BbeMoM Kypca. [TosToMy moceienue Bcex ayAMTOPHBIX 3aHATHH SBISIETCS COBEPIIEHHO 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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