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1. Ilesu ocBOEHUS AUCHHUILIHHBI

HucnurummHa «/lokyMeHTalmoHHOE OoOecreueHe NesTeIbHOCTH TYP(QHUPMBD) COACUCTBYET
(hOpMUPOBAHUIO 3HAHUH, YMCHHI U MPAKTUYECKUX HABBIKOB, HEOOXOIUMBIX NIl 00pabOTKH T0-
CTYNAIOIMUX OPHUIMATBHBIX JTOKYMEHTOB HE3aBUCHMO OT CITOCOOOB HMX MEPEChUIKHU (ITOTYUYCHHS)
U BUJIOB HOCHUTENEH, MPOU3BOACTBA JOKYMEHTHOH MH(pOpPMALUU U OQUIHATBHBIX IOKYMEHTOB,
NpeHa3HAYCHHBIX KaK JUIi BHYTPEHHETO WCIIOJIb30BaHUS B CaMOi OpraHW3aliH, TaK W JUIs
BHeIHero. Llenbo mpenosaBaHus TUCIMILIMHBI ABISETCS 03HAKOMIICHHE CITyIIaTeNeil ¢ Teope-
TUYECKAMHU OCHOBAaMH U JIOKYMEHTAIIMOHHOTO OOECIICUCHHSI W UMEIOIIUMUCS METOJaMHU H CIIO-
cobamu cOopa, mepenayn, 0OpabOTKH, HAKOTUICHUS], XPAHEHUS! JOKYMEHTOB U JOKYMEHTHOH MH-
dopmanuy Ha OCHOBE MMPUMEHEHUS €IMHBIX METOJAMYECKIX TIPUEMOB U TIPABUIL

2. MecTo IMCUHUILINHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbl

JucuuiuinHa «JloKyMEeHTallMOHHOE O0ecreyeHue 1eATeIbHOCTH TYP(OUPMBD» OTHOCUTCS
00s13aTeIbHON YacTH 00pa3oBaTesibHONM porpaMmbl.. OHA OCHOBBIBACTCS HA 3HAHMSIX, TOJTYUYCH-
HBIX CIIyIIATEJSIMU IIPU U3YUYEHUM JUCLUIUIMH YpoBHs «bakanaBp Typusma»: «MapKkeTuHr B
TYPUCTCKOM MHIYCTpUM», «MeToabl Hay4HBIX MCCIIeIOBaHUW». [loimydeHHbIe B X0/1€ OCBOEHUs
JAHHOW AMCLHMIIIMHBI TEOPETUUYECKUE, METONO0IOIMYECKHME U METOJUYECKHE 3HAHUSA U HABBIKU
MO3BOJIAT CTY/ACHTaM HKCIIONB30BaTh HAyYHBIE METOIWKH TNpH cOope, mepenave, oOpaboTke,
HAKOIUICHU! U XPaHEHUH JOKYMEHTOB B OPraHU3aLMSIX.

3. IlllanupyemMble pe3yabTaThl 00y4eHHUs MO JMCHHUILINHE, COOTHECEHHbIE ¢ NJIAHUPYeMbl-
MH pe3yjabTaTamu ocBoeHus1 OIl marucrpatypsbi

ITponiecc u3yyeHHs AUCUUILIMHBI HApaBjieH Ha (OPMUPOBAHUE CIEAYIOLIMX 3JIEMEHTOB
komneTeHMi B coorBercTBUU ¢ ®PI'OC BO, OIl BO u npuobpereHus cieayromux 3HAHUH,
YMEHUH, HaBbIKOB U (WUJIM) OIBITA 1EATEIbHOCTH:

Kon ®opmyIMpoBKa Ilepeyenb niIaHNpyeMbIX pPe3yJIbTATOB
KOMIICTCHIIUH KOMIIeTCHIIUH o0y4eHHus

OomenpodeccuoHaIbHbIE KOMIIETCHIIUT

3HaTh: OCHOBHBIE TCPMHHbI, TCOPUHU, METO-
JOJIOTHYCCKUEC MOAXOAbI, CYIICCTBYIOIIUC B
JAOKYMCHTAlUOHHOM obecrnieueHUH yupaBJiie-
HUA

MJI-OIIK-1.1. VYMeTh: NPUMEHATh HAa MPAKTUKE CYILECTBY-

Criocober  popMHPOBATE T€X- | 1o vetommi cGopa, Tepeat, 0GpaGoT-

HOJIOTHECKYTO KOHICIIHIO | i HakOMIeHHs ¥ XPaHEHNs TOKYMEHTOB.

TYPUCTCKON OpPTaHU3ALNH, OP- | Braners, HaBbIKaMH: COCTaBICHHS odunu-
OIIK-1 TaHU30BBIBATh BHEIAPEHUE TEX-

AIbHBIX JOKYMCHTOB, KJ'IaCCI/I(I)I/IKaI_II/II/I J0-
KYMEHTOB, KOHTpPOJIA JOKYMCHTOB, OLICHKH
SHaAYMMOCTH JOKYMCHTOB.

HOJIOTHUYECKUX HOBAIMH U Mpo-
rpaMMHOTO  OOECIieYeHUs B
cdepe Typuzma




4. O0beM, CTPYKTYPA U coiepKaHue TN CHUTITHHbI

OO6mast TpyA0€MKOCTh TUCIUIUIMHBI COCTABIISIET 2 3a4€THBIC SAMHUIIBI, /2 akaj.daca.

Ne Tembl (pa3aeinbl) Buabl yueOHbIX 3aHATHI, ®DopMbI TEKYLIETO
n/n AUCHHUILIMHBI, BKJIIOYAsl CAMOCTOSAITEJIbHYI) | KOHTPOJIS ycleBae-
HX co/iep:KaHue = padoTy CTyEeHTOB, MOCTH
g U UX TPYI0EMKOCTh
z (B akajileMHYeCKHUX 4Yacax) DopMa NPoOMeKy-
O TOYHOM aTTeCcTAlUMN
(no cemecmpam)
KonTakTHas paéora
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1 |CYIHHOCTb JOKY- 2 |1 |2 |0 (0] O 4 |YcTHBINA Onpoc O Toc-
MEHTALMOHHOI'O YIApCTBEHHOM pery-
OBECIIEYEHUA JUpOBaHUU B cdepe
YIIPABJIEHUSA JOKYMEHTALlHOHHOT'O

oOecrieyeHns: yIpas-
JIeHUs, OCHOBHBIX
TepPMUHAX U TIOHSTH-
X

3anaHue Uil caMo-
CTOATEIHHOU PaboTHI

2 |OCOBEHHOCTH [J0O- 2 2 6 |YcrHBII ompoc 1O
KYMEHTAIIMOHHO- BUJAM  JIOKYMEHTOB,
'O OBECIIEYEHUA oOpasyrommxcsi  Ha
HPEAIIPUATUA TY- NpENIpUATUAX  TYy-
PUCTCKOM OTPAC- PUCTCKON OTPACIIH.
JIN [IpakTnueckoe 3aHs-

THE TI0 0(OPMIICHUIO
JIOKYMEHTOB.

3 |OCHOBHBIE TPEBO-| 2 | 1 | 2 10 |IIpaktuueckoe 3aHs-
BAHUSA K O®OPM- THE I10 COCTABIICHUIO
JEHUIO JOKYMEH- OpraHu3alOHHO-
TOB pacIopsIUTEIbHBIX

JIOKYMEHTOB
Huckyccus 06 oco-
OEHHOCTSIX CTHIIA
YOpaBJIE€HYECKUX J10-
KYMEHTOB

3amanue g camo-
CTOSITENbHON pabOThI

4 |OPTAHM3AIIUA PA-| 2 | 1 | 4 10 |IIpaktuueckoe 3aHs-
BOTbl C JOKYMEH- THE IO O(QOPMIICHHUIO




TAMU

JOKYMEHTOB IO JTU4-
HOMY COCTaBy.

YcTHBI  ompoc 00
0COOEHHOCTSIX 00pa-
00TKH KOH(UICHIIH-
QIBHBIX JIOKYMEHTOB
B OpraHM3aIuu.

3amanue g camo-
CTOSITENILHOU pabOTHI

OPTAHU3ALIUA XPA-
HEHUA JOKYMEH-
TOB

10

[TpakTHdeckoe 3aHs-
THE II0 COCTAaBIICHHUIO
HOMEHKJIATYPHI JIeJT

3amaHue i1 camo-
CTOSTEIbHOU PadOThI

OPI'AHU3ALIUA ) Jluckyceus o 3azadax
CJYKBbI JOKY- U (QYHKLIUAX CITyKOBI
MEHTALIMOHHOI'O JTOKYMEHTAallHOHHOT O
OBECIIEYEHUA o0ecrieueHuss ympas-
YIIPABJIEHUA JICHUSL.

NPEAIIPUATUA TY- Juckyccus  «Jlocro-
PUCTCKOM OTPAC- WHCTBA U HEJIOCTAaTKH
JIN COBPEMEHHOI0 JIOKY-

MEHTO000POTaY.
3ajanue Ui caMo-
CTOSATEIbHOU pabOThI

0,3| 5,7 |3auer

Bcero 4 | 14 3 10,3]|50,7

Conep:xanue pa3/iesi0B M CUUILTHHBI

1. CYHIHOCTHb JOKYMEHTAILMOHHOI'O OBECIIEYEHHS YIIPABJIE-
HUS. OOvext, npeaMeT M MeToJbl Kypca. 3Hau€HUEe JOKYMEHTAllMOHHOIo oOecreueHus B
yrOpaBieHUU. Bo3HUKHOBEHNE U pa3BUTHE OTEUECTBEHHOTO JOKYMEHTALlMOHHOIO 00eCIeUeHHUs.
CoBpeMEHHOE TOCYIapCTBEHHOE PETYIMPOBAHHUE JAEIONPOU3BOACTBA. OCHOBHBIE TEPMHUHBI U
MOHATHUS B TOKYMEHTALIMOHHOM 00ECIIeYeHUH yTIpaBICHUS

2. OCOBEHHOCTHU JIOKYMEHTAIMOHHOI'O OBECHHEYEHUA ITPE /1-
MPUATUA TYPUCTCKOM OTPACJIN. OcHoBHBIC JIOKYMEHTBI, 00pa3yroIIrecs B IPOIIeC-
ce JIeATEeIbHOCTH MPEeIpPUsATUS TYpUCTCKON oTpaciu. TpebGoBaHus NeiCTBYIOIIET0 3aKOHO A~
TesnbeTBa PO k opopMIIeHHIO JOKYMEHTOB MPEINPUATHS TYPUCTCKOW OTPACIIH.

3. OCHOBHBIE TPEBOBAHUS K O®OPMJUIEHUIO JOKYMEHTOB. O¢u-
uanbHble TOKyMeHThl. FOpunnyeckas cuia 1oKkyMeHTa. BUIbl TOKyMEHTOB U MX KJIacCU(HUKa-
1. OpraHu3alMoOHHO-PacoOpsIUTeNbHbIE TOKyMeHThl. CTaHaapTH3aus U yHU(DUKALUS CH-
cTeMbl JokyMeHTauuu. [IpaBuna opopmiieHus 10KyMeHTOB. bianku 1okymMeHToB. TpeboBaHus K
W3TOTOBJICHHUIO TOKYMEHTOB.

4. OPTAHM3ALUA PABOTbI C JOKYMEHTAMM. Perucrpanus u yueT 10Ky-
MeHTOB. [Iprem, 00paboTka 1 pacnpeieneHue MoCTynaroeil ToKyMeHTaluuu. ABTOMaTU3UPO-
BaHHBIE CUCTeMBI peructparuu. [IpaBuia 00paboTKH HCXOAANMX JOKYMEHTOB. TpeboBaHMs K
0(OpPMIIEHHIO JOKYMEHTOB I10 JINYHOMY cocTaBy. OpraHu3zaiusi KOHTPOJIs 32 UCIIOJIHEHHEM J10-



kyMeHTOB. KoHpuaeHITMaIbHBIE JOKYMEHTHI opranu3aiuu. Oco0eHHOCTH 00paboTKH KOH(DH-
JICHIIMATBHBIX JIOKyMEHTOB

5. OPTAHM3AIUSA XPAHEHUS NOKYMEHTOB. Howmenknatypa, popmupo-
BaHue U XpaHeHue gei. [loaroToBka 10KyMEHTOB K apXUBHOMY XPaHEHHUI0. DKCIepTU3a IEHHO-
cTH 1oKyMeHTOB. OdopmieHue u coctapieHue onuceil nen. [lopanok nepenaun J0KyMEHTOB B
apxuB. XpaHEeHHe JOKYMEHTOB B 3JIeKTPOHHOH popme. Crucremarusanus 1oKymenToB. Obecrie-
YEeHUE COXPAHHOCTU JOKYMEHTOB

6. OPrAHM3ALMUSA COYXKBbl JOKYMEHTAIIMOHHOI'O OBECIHEYEHUA
YIPABJIEHUA NPEAITPUATHS TYPUCTCKOM OTPACJIN. O6mue TpeGoBaHus.
Opranuzannonsbie GOpMbI pabOTHI C JOKyMEHTaMH. THIIOBbIE OPTaHU3AIOHHBIEC CTPYKTYPHI
CITy>KOBI IOKyMEHTAIIMOHHOTO o0ecriedeHus yrpasieHus. 3agaun 1 GyHKun ciyx0be1. OyHK-
I[UU CTPYKTYPHBIX MOJpPa3IeICHHUM CIy>KObI JOKYMEHTAIIHOHHOTO 00EeCIIeUeHHS YIIPABICHHUS.
JIoMKHOCTHOM 1 YMCTIEHHBIN cocTaB ciryk0bl. HopmaTtuBHas pernameHTanus ciysk0bl JOKYMEH-
TAI[MOHHOTO 00ECTICYCHHUS YIIPABIICHHSL.

5. 06p330BaTeJIBHLIe TE€XHOJOIr'MH, B TOM YHCJI€ TCXHOJOIHH JICKTPOHHOI0 Oﬁy‘—leﬂl/lﬂ H
AUCTAHIIMOHHbIC 06p330BaTeJ'II)Hl>Ie TEXHOJOTUH, UCIIOJB3YEMBIC IPH OCYIIECCTBJICHUMN 00-
Pa30BaTECJIbHOIO Mmpouecca 1mo AMCuuIlInee

B npornecce 00ydeHus: UCTIONB3YIOTCS Cleyrolne 00pa3oBaTeIbHbIE TEXHOJIOTUU:

BBoanas jekuusi — JaeT mepBoe LEIO0CTHOE NPEACTABICHUE O TUCLUILIMHE U OPUEHTH-
PYET CTyJIeHTa B CUCTEME U3YUEHHUS TaHHOW IUCUUIUIMHBL. CTyI€HThI 3HAKOMSITCS C Ha3HAYEHHU-
€M U 3aJjauaMi Kypca, ero pojibl0 U MECTOM B CHCTEME Y4eOHBIX JUCHUUIUIMH U B CUCTEME MOJ-
TOTOBKH B LielOM. Ha 3TO# JeKIUM BBICKA3bIBAIOTCS METOJAMYECKUE U OPraHU3ALMOHHBIE OCO-
OeHHOCTH PaldOTHl B paMKax JaHHOW TUCIMUIUIMHBIL, a TAaK)KE JIAeTCsl aHAJIU3 PEKOMEHIyeMOM
y4eOHO-METOIUYECKOM TUTEepaTyphl.

AKa)leMI/I'-IECKaﬂ JIEKIUA ¢ IJICMCHTAMHU .TIEKIII/II/I'ﬁeceIlI)I — MMOCJICAOBATCIBHOC H3J10-
JKCHHUEC MaTrcpuajia, OCYHCCTBIIKIEMOC MNMPEUMYIICCTBEHHO B BHAC MOHOJIOra MHpCroaaBaTCIid.
DJIEeMEHTHI J'ICKI_[I/II/I'66C6I[BI 00eCIIeYnBaIOT KOHTAKT npenoaaBareis C ay)lI/ITopI/IeI\/'I, YTO IIO3BO-
J€T MPHUBJICKATh BHUMAHUEC CTYJCHTOB K HanOoJiee BaXKHBIM TeMaM JUCIHMITIIIMHBI, aKTUBHO BO-
BJICKATh UX B y‘-Ie6HLII>i mpouecC, KOHTPOJIUPOBATH TEMII U3JIOKCHUA yqe6H0ro MaTepurajia B 3a-
BUCUMOCTH OT YPOBHA €0 BOCIIPHUATHUS.

HpaKTI/I‘IECKOE 3aHATHE — 3aHATHUEC, MMOCBAIICHHOC OCBOCHHUIO KOHKPETHBIX YMeHI/Iﬁ u
HABBIKOB IT10 3aKPCIUICHUIO IMOJIYUCHHBIX Ha JICKIITUU 3HAHUI.

I'pynnoBble aucKyccMM — MeTOJ OOy4yeHHSs, MOBBIIIAIOUINI HMHTEHCUBHOCTH U 3(-
(EeKTUBHOCTH MpoLlecca BOCHPUATHS 32 CUET aKTUBHOTO BKIIOYEHHS OOy4aeMbIX B KOJUIEKTHB-
HBIM nouck ucTuHbl. [1o mpouenype rpymnmnoBas IMCKyCCHs MPEACTaBIIET OO0 KOJUIEKTUBHOE
o0CyX/1eHue Kakoi-110o mpobyeMbl, KOHEYHOH IIeTbI0 KOTOPOTO SIBJISETCS JTOCTHKEHHUE OIIpe-
JIEJIEHHOTO O0IIero MHEHHU 1Mo Heil. B xoze auckyccun MpoucXOoauT KOJIJIEKTUBHOE COMOCTAaB-
JIeHWEe MHEHUH, OIIeHOK, HH(OopMaIK 1o 00CcykaaeMoii mpobieme.

AHaJIM3 CUTyanuid W HMMHTAIMOHHBIX Moaejed — IIpenonaBarenem co3faroTcsi U
NOPEIbABIAIOTCS Ipynne NpoOJeMHble CHUTYalld, 3aUMCTBOBAaHHbIE M3 MpPO(ECCHOHAIBHON
NPaKTUKH, TIOKAa HEe JOCTYNMHOM cTyaeHTaM. OT CTyAEHTOB TpeOyeTcsi aHaJIu3 CUTyalluu U MpH-
HATHE YNPABICHUYECKUX PEIIECHUH, BBIPA)KEHHOE B COCTABJICHUH COOTBETCTBYIOUICH OpraHU3aly-
OHHO-PACTIOPSAAUTEIBHON JOKyMEHTauH. JJOCTOMHCTBO METO/]a B TOM, 4TO B IpoIiecce 00Cyxk-



JIEHUs JEHCTBUN B MPEJIaraeMOM CUTYalluH, CTYICHTHI OOBIYHO JACHCTBYIOT IO aHAJIOTHUHU C pe-
aJIbHOM NPAKTUKOM.

B mporecce 00yueHHs UCIONB3YIOTCS CIEAYIOIINE TEXHOIOTHH IEKTPOHHOTO 00yUeHHUs
U IUCTAaHLMOHHBIE 00pa30BaTeIbHbIC TEXHOIOIUHU:
DaeKTPOHHBIH yueOHblIi Kypc B LMS Dnexrponnsiii ynuepcuter Moodle SIpI'Y, B
KOTOPOM:
- TIPEACTaBIICHBI 33IaHUS JUI CAMOCTOSTENFHON paboThl 00yJaIOUIMXCs 10 TeMaM JIUCIHU-
IUIMHBL;
- OCYIIECTBISETCS IPOBEACHUE OTAEIBHBIX MEPONPUITUN TEKYIIEro KOHTPOJS yclieBae-
MOCTH CTYyJI€HTOB;
- IPEICTaBJIEHbI TEKCTHI JIEKIIUH 110 OTAEIBbHBIM TEMaM JAUCLUIIINHBL;
- TPEJACTaBIIEH CHHMCOK yuyeOHOH JuTepaTypbl, peKOMEHIYEeMON Uil OCBOEHUS JUCLUILIU-
HBI;
- MMeEeTCsl CIIMCOK BOIPOCOB JIJIsl IPOBEJICHUSI TPOMEKYTOUHOM aTTeCTalH.

6. [lepevyeHb JHIIEH3HOHHOT0 M (MJIM) CBOOOJHO PACNPOCTPAHIEMOr0 NMPOrPaMMHOIO
ol0ecrieyeHusi, MCNOJb3yeMOr0 IMPH OCYLIeCTBJIEHUM O00pPa30oBaTeJILHOIO Ipolecca o
AUCHUILINHE

B mpouecce ocymecTBieHus: 00pa30BaTeNLHOTO MPOIECcCa M0 AUCIUTUIMHE HCIIOIB3YIOT-
col:

JJIA (1)OpMI/IpOBaHI/I$I MaTCpUuaJIOB JIA TCKYLICTO KOHTPOJIA YCIICBACMOCTU W IIPOBCACHUA
MIPOMEXKYTOUHOI aTTecTaluu, st GOpMUPOBAHUS METOAMUYECKUX MATEPUAJIOB MO AUCIUIUIMHE:

- nporpammel Microsoft Office;

- Adobe Acrobat Reader.

7. IlepeyeHb cOBpeMeHHBIX NMPogecCHOHATBHBIX 043 JaHHBIX U HH(POPMALMOHHBIX CHIPa-
BOYHBIX CHCTEM, HCIOJIb3yeMbIX INPH OCYIIECTBJICHHH 00pa30BaTeJbHOr0 Iponecca o
AUCHHIINHE (MPU HEO0X0IMMOCTH)
B npouecce ocymiectBieHust 00pa30BaTeNBLHOrO MpoLecca Mo AUCUUIUIMHE UCHOIb3YI0T-

col:

- aBTOMaTH3UpOBaHHasA 6ubnuoTeyHo-uHpopmarmonHas cucrema «bYKU-NEXT»
http://www.lib.uniyar.ac.ru/opac/bk_cat_find.php

- cnpaBouHo-1IpaBoBas cucrema «Koncynprantllmoc» (qorosop ¢ Apl'Y).

8. IlepeueHb OCHOBHOI M JONMOJIHUTEJILHON y4eOHON JUTepaTyphbl, pecypcoB HH(poOpMAaLH-
OHHO-TEJIEKOMMYHUKAIMOHHOU ceTH «MHTepHeT» (IPH HEOOXOAMMOCTH), PEKOMEH/YeMBbIX
JJIS1 OCBOCHMS M CHUIIIHHbI

a) OCHOBHasI JIUTEpPaTypa

Hoponuna, JI. A. Opranuzanus v TEXHOJIOTHS JOKYMEHTAIlMOHHOTO 00ecrieYeH s yIpaBIeHus :
y4eOHUK U IpakTuKyMm Juist By3oB / JI. A. Jloponuna, B. C. UputukoBa. — 2-e u3n., nepepad. u
nor. — Mocksa : U3narensctBo IOpaiit, 2024. — 270 c. — (Bwicmiee o6pazoBanue). — ISBN
978-5-534-16016-1. — TexkcT : anekrponHbI // O6pa3oBaTensHas miatdopma FOpait [caiit].
— URL.: https://urait.ru/bcode/536404 (nata obpamenus: 15.05.2024).

0) 10MOJTHUTEJIbHAS JIUTEepaTypa

Emenun, C. B. Opranu3zamus TypareHTCKOH JesITeIbHOCTH : yueObHoe nocodue ams By3os / C. B.
Emenun. — 2-e uzn., nepepad. u non. — Mocksa : U3garensctBo IOpaiit, 2024. — 310 c. —
(Beicmiee obpazoBanme). — ISBN 978-5-534-18434-1. — Tekct : anexTpoHHbI // OOpazoBa-


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

tenpHas 1iaTdopma Opaiit [caitt]. — URL: https://urait.ru/bcode/535002 (mata obpareHus:
15.05.2024).

B) pecypcbl cetu « UHTEpHET?
- OdunmansHeiii caiit degepanbHOr0 apXUBHOIO areHTCTBa archives.ru, pocapxus.pgd

- OdunmanpHblil caiiT deaepabHOTO areHTCTBA 1Mo TypusMy http://www.russiatourism.ru/

9. MatepuajibHO-TeXHHYecKasi 6a3a, HeoOXoAUMAs JJIsl OCylIeCTBIeHUsI 00pa30BaTEIbHOI0
npouecca no AUCUMILINHE

MarepuanbHo-TexHUYecKas 6a3a, HeoOXoauMas sl OCYLIECTBIEHUsI 00pa30BaTEIbLHOIO
npoiiecca 1o JUCLUILIMHE BKIIOYAET B CBOM COCTaB CHELMAIbHbIC TOMEICHUS:

- yaeOHbIe ayTUTOPHH ISl IPOBEICHUS 3aHATUH JIEKIIMOHHOTO THIIA;

- yueOHble ayTUTOPUHU I IPOBEICHUS IPAKTUUECKUX 3aHATHH (CEMUHApPOB);

- yaeOHbIe ayTMTOPHH ISl IPOBEIECHUS TPYIIIOBBIX U WHAWBHUYaTbHBIX KOHCYIIbTAIIHIA;

- yueOHble ayAUTOPUH JIJIsl IPOBEIEHHS TEKYIIEr0 KOHTPOJIA U IPOMEKYTOUHON aTTecTa-
LHn;

- IOMEUICHHUS JJIsl CAMOCTOSITENIbHON paboThI;

- IOMEUICHUST ISl XpaHEHHs W TPO(PUIAKTHYECKOTO OOCITYyKUBAHUS TEXHUYECKHX
cpeAcTB 00yUYeHHS.

CrennanbHble TOMEUIEHUS] YKOMIUJIEKTOBAHbl CPEJACTBAMHM OOYUYEHHS, CIY>KallUMH JUIs
npezcTaBieHus yueOHoi nHpopmanuu O0JIbIION ayAUTOPHH.

[Tomemenust 11 caMOCTOSTENbHON pabOThl O0YUaIOIUXCS OCHAILEHbl KOMIIbIOTEPHOM
TEXHUKOM C BO3MOXKHOCTBIO MOAKIIOUEHMsI K ceTH «MHTepHeT» M obecredeHueMm jaoctyna K
AJIEKTPOHHON MH(POpPMAIMOHHO-00pa3oBarenbHol cpene SApl'Y.

ABTOD:
JOLEHT I'.B. Tapanyxa


http://archives.ru/

IMpuaoxenne Nel k padoyeil nporpaMme M CHUANINHbBI
«JlokymMeHTaIMOHHOE O0ecieuyeHue NesITeIbHOCTH TYP(PUupmMbI»

@DoH/1 OLIEHOYHBIX CPEICTB
JJIS1 IPOBe/IeHNUs] TEKYIIel U MPOMeKYTOUYHOI aTTeCTALMHU CTYIeHTOB
o JUCHMILJINHE
« JoxkymeHTaLIMOHHOE 00ecneyeHue AeATeJIbHOCTH TYP(PUPMBbI »

1. TunoBble KOHTPOJIbHBIC 3aIaHUA 1 UHBIC MaTE€pPpHUAJIbI,
HCMOJb3yEMbIC B MPOLECCE TEKYIIEro KOHTPOJISA yCIIEBACMOCTH

3aganus 1Js1 CaMOCTOAITEIbHOI PadoThI
(OaHHble 3a0aHUsL BLINOIHAIOMCSL CILYOEHMOM CAMOCTOAMENbHO
u npenoodasamesnem 6 003amenrbHOM NOPSAOKe He NPOBEPSIIONCSL)

3aganmne mo teme Ne 1l CYHIHOCTD JOKYMEHTALHMOHHOI'O OBECIIEYE-
HUS YIIPABJIEHUS. Chopmynupyiite TOHATHS «HHPOpManus” U “JOKYMEHT, HX Pa3BH-
tue. PazpsicHuTe CBSA3b MUHPOPMALIMHU U JOKYMEHTA

3ananue no teme Ne 3. OCHOBHBIE TPEBOBAHUSA K O®OPMJIEHUIO TOKYMEH-
TOB. Ilepeuncaute OCHOBHBIE MTOHATHS, UCIIOJIb3yeMble B YHU(DUKALIUU U CTaHIAPTU3ALINH.
Omnpenenure cOCTaBIAIONINE JIEMEHThI YHU(PHUKALIUU TOKYMEHTOB. BbiienuTe ocCHOBHbBIE TPH-
3HAKM KJIacCU(UKALMU JOKYMEHTOB. Y CTAHOBUTE Ha3HaueHUe U 3(HEKTUBHOCTh CTaHAapTH3a-
LN B CHCTEME OPTraHU3aMOHHO-PACIIOPSIUTEIIBHON JOKYMEHTALUH.

3ananue mo teme Ne 4. OPTAHU3AIUA PABOTbBI C JOKYMEHTAMM. Paccmotpute
HE MEHee ISITH UCTIONB3YIOIUXCS B HacTosmee BpeMst CUCTEM 2IIEKTPOHHOTO JOKYMEHTO000pO-
ta. [Ipoananu3upyiite JOCTOMHCTBA U HeAOCTaTKH. [IpoBeanTe aHAIN3 BOSHUKAIOUIUX TIPH ATOM
po0JieM IOPUANYECKON CUITBI U @y TEHTUYHOCTH JIEKTPOHHBIX

3aganue no teme Ne 5. OPTAHU3ALIUA XPAHEHUSA JOKYMEHTOB. [laiite onpene-
JIEHWE TIOHATHUS YKCIIEPTU3BI IIEHHOCTH JTOKYMEHTOB. [lepednciure KpuTepun IEHHOCTH JOKY-
MEeHTOB. JlaiiTe XapakTepuCTUKY KpUTEPHUSIM LIEHHOCTH JOKYMEHTOB. BhliennTe OCHOBHBIE 3Ta-
Bl DKCTIEPTHU3bI B CPABHEHUH — JICTIOTIPOU3BOJICTBO- apXxuB. [lepeuncnure BUABI SKCTIEPTHBIX
KoMmuccuii. OxapakTepusyiTe 3a1auu SKCIEPTHON KOMUCCHU. Brinenute GpyHKINN dKCIIEPTHOM
KOMHCCHH. BoiieTuTe 0OCHOBHBIE ATalbl pa0O0THI IKCIIEPTHON KOMUCCUHU Ha PA3TUYHBIX YPOBHSIX
AKCIIEPTU3BI JOKYMEHTOB.

3aganne mo Teme Ne 6. OPTAHM3ALUSA CJIYKBbl JOKYMEHTALIMOHHOI'O
OBECIIEYEHMSI YIPABJEHUSI TPEANPUATHUS TYPUCTCKOM OTPACJIN.
Omnpenenute GHopMbl KOHTPOJIS 32 MCIOJHEHHEM JIOKYMEHTOB B opraHuzanuu. Ha ocHoBaHuu
nosio>keHu [IpumepHoil MHCTPYKIMS 1O JI€IOMPOU3BOJICTBY B TOCY/IapCTBEHHBIX OpraHHU3ally-
ax, yrBepxaeHol Ilpukasom PenepanpHoro apxuBHoro areHTcTBa ot 11 anpens 2018 r. Ne 44,
coctaBbTe HCTPYKIHMIO MO 1E€IONPOU3BOJICTBY ISl TYPPHUPMBIL.



Cnucok TeM U1l JMCKYCCHOHHBIX CEMHHAPOB:
Oco0eHHOCTH CTUJIS YIPABICHYECKUX TOKyMEHTOB. ClLieHapuil TOArOTOBKHU I0KYMEHTA.
OO6ume TpeGoBaHuUs K TEKCTY JOKYMEeHTa. JINHrBHCTHYECKHE OCOOEHHOCTH TEKCTOB CITy-
AKEOHBIX JOKYMEHTOB. DTHKET JEJI0OBOT0 I0OKyMEHTO000pOTA.
3aBucumocts Gopmsl JJOY oT cTpyKTypsl opranuzanun. OyHKIUH 0Apa3IeIeHUui
JOY. XapakTepHucTuka OCHOBHBIX HOPMAaTUBHBIX JOKYMEHTOB, PErJIaMEHTUPYIOIINX Jc-
JIONIPOU3BOJCTBO B OPTaHU3ALIUN.
JIOCTOMHCTBA U HEIOCTATKU COBPEMEHHOI'0 IOKyMEHTO000pOTA.

Kpurtepnu onieHKH «IHCKYCCHOHHOTO CEMHHAPa»:

- apryMEHTHUPOBAHHOCTD BBICTYIUIEHUS (JOKA3aTEIbHOCTD CYXK/IECHUN);

- [PaMOTHOCTb ()OPMYJIMPOBAHUS BOIIPOCOB, CTENIEHb X JUCKYCCUOHHOCTH;

- HCII0JIb30BAHUE B JJUCKYCCUU MaTEpUaIOB HCTOUYHUKOB;

- aKTUBHOCTb M MHUIIMATUBHOCTb B XOJI€ AUCKYCCUU;

- KyJIbTYypa Npe3eHTaluu IOAr0TOBJIEHHOI0 MaTepuara;

- KyJIbTypa JIMajora;

- YIOBJIETBOPEHHOCTh PE3yJbTaTaMU AMCKYCCHUU (BO3MOXKHA OpTaHU3allUsg CaMOOLEHKU

CTYJEHTaMH).

2. Cnucok BOIIPOCOB U (I/IJ'II/I) 3aJjaHui 1Jas MPOBEACHUSA l'IpOMe)KyTO'lHOi;I aTreCcTalnumn

Ha 3auere mpoBepsiercs chopmupoBanHocts kommereHiui OIIK-1 (unauxatop UI-

OIIK-1.1) Ha ocHOBE MPOBEPKH TEOPETHYECKOTO Marepuana. IIpum 3ToM yuuThiBaeTcs cHopMUpOBaH-
HOCTh HAaBBIKOB M YMEHUI Ha MPaKTHYECKHUX 3aHATHIX BO BpeMs pabOTHI B ceMecTpe.

OI_IGHKa «3a49€T» BBICTABJIAICTCA CTYACHTY, Y KOTOPOT'O C(l)OpMI/IpOBaHa KOMIICTCHIIUA, 110~

JIYYCHBI JOCTATOYHO IMOJIHBIC OTBCTHI BO BPEMA YCTHOI'O CO6€CC]10B3HI/I$I 110 BOIIpOCaM.

OI_IGHKa «HE3aYTCHO» BBICTABIISICTCA CTYHCHTY, ¥ KOTOPOTO HC C(l)OpMI/IpOBaHa KOMIIC-

TCHIIUA.
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Cnucox BOIIPOCOB K 3a4€Ty

. 3aKOHO/ATENbHOE PETYIUPOBAHNE JOKYMEHTAIIMIOHHOI'O O0ECTIEUEeHUs YITPABICHHS

. Buipl TOKyMEHTOB U MX KJIacCU(pHUKALIHSL.

. [laBuna oopmieHus yrpaBieHYECKUX JOKYMEHTOB.

. IIpaBuna opopmiieHns Ae10BOro MUCHhMA.

. Oco0eHHOCTH MOATOTOBKU U OPOPMIIEHHUS OTJIENbHBIX BUJIOB YIIPaBICHUECKUX IOKYMEHTOB
. Opranu3anuoHHbIE JOKYMEHTHI

. PacnopsautenbHble JOKYMEHTHI

. lHopmManmoHHO-CripaBOYHbIE TOKYMEHTHI

. Opranu3zanus ciyO0bl J1eIONPOU3BOJCTBA

TunoBbeie OpraHnu3alMOHHBIE CTPYKTYPHI CITY>KOBI JETOMPONU3BOICTBA
Opranu3zanus J0KyMEHT0000poTa

[Tpuem, oOpaboTKa U pacrpeiesieHre MOCTYNAMEeH JOKyMEHTAIlUN
[TpaBuna 00pabOTKU UCXOIANTUX TOKYMEHTOB

OO0mmue paBuiia perucTpaIuy JJOKYMEHTOB

Opranu3zanus TeKyIero XxpaHeHus T0KyMEHTOB

ITopsnok nepenayu el B apXUB.

. CocTaBiieHHE HOMEHKIIATYPHBIX JEII.
. ObecnieueHne COXpaHHOCTHU JIOKyMEHTOB



IIpunoxkenne Ne2 k paboueil mporpaMme AU CHHUIIIMHBI
«JlokyMeHTaIMOHHOEe 0OOecnedeHue 1esiTeJIbHOCTH TYP(PUupMbD)

MeToauuecKue YKa3aHusl JJd CTYACHTOB IO OCBOCHU IO JUCIHUITIJIMHBI

JuctumuimHa «/lokyMeHTanmonHoe obecreueHue e TeNbHOCTH TYPPHUPMB» COAEUCTBY-
eT (OpMHUPOBAHUIO 3HAHWN, YMEHUHM U NMPAKTUYECKUX HABBIKOB, HEOOXOAUMBIX ISl 00pabOTKH
MOCTYTMAIOUINX O(PHIMATBHBIX JOKYMEHTOB HE3aBUCHUMO OT CHOCOOOB MX INMEPECHUIKU (MOJyde-
HUS1) U BUAOB HOCUTENEH, IPOU3BOACTBA TOKYMEHTHON HHPOPMALUU U OPHUIIMATIbHBIX JOKYMEH-
TOB, IIPEIHA3HAYCHHBIX KAK JUI1 BHYTPEHHErO0 MCIOJb30BaHUA B CAaMOM OpPraHM3aluu, TaK U JUIs
BHelIHero. Llenpro npenoaaBanys JUCLHUIUIMHEI SBJIAETCS O3HAKOMJICHHME CIIyllaTeled ¢ Teope-
TUYECKUMHU OCHOBAMM U JIOKYMEHTALIMOHHOTO 00ECHeUYeHUs U UMEIOUIMMHCS METOJaMHU U CIO-
cobamu cOopa, nepenayu, 0OpabOTKH, HAKOIUIEHUs, XPAHEHUS JOKYMEHTOB U JJOKYMEHTHOM MH-
(dopMaiuu Ha OCHOBE MPUMEHEHUSI €AUHBIX METOANUECKUX IIPUEMOB U IPaBUIIL.

Jli1g ocBOeHMs y4eOHOM JUCIUILIMHBI CTYA€HTaM HE00X0AUMO OCBOUTDH NMPUHATHINA B HEH
TEPMHMHOJIOTMYECKHUH armapar, 3HaTb OCHOBHBIE TEOPUH U KPYIHEUIIUX CIIEHUAINCTOB B JaHHON
HAY4YHOH 00JIaCTH, yMETh IPUMEHSTh Ha IPAaKTUKE METOABI cOopa, mepenayn, 00paboTKH U Xpa-
HEHUs JOKyMEHTOB.

OcHoBHOU (POpMOIT U3TOKEHUST YISOHOTO MaTepualia 1Mo AUCHUIUINHE SBISIFOTCS JIEKIIUU
U NIPAKTUYECKUE 3aHSTUs, IPUYEM MOCIIEAHNE B I0CTaTOYHO OOJIBIIOM 00beMeE.

JUis mpoBEpKM M KOHTPOJS YCBOEHHMS TEOPETUYECKOrOo MaTepuaja, MpPUOOPETEHHBIX
NPAaKTUYECKUX HABBIKOB pabOTHI, B T€UEHHE 00yUEHHsI IPOBOAATCS MEPOTIPUATHS TEKYILEH aTTe-
CTaIlM B BUJIE CAMOCTOSITENbHBIX paboT. Taxke MpoBOAATCS KOHCYJIbTAIMH (IIPU HEOOXOIUMO-
CTH) 0 pa30opy 3aJaHUi IS CAaMOCTOSITEIbHOM paboThl, KOTOPBIE BHI3BAIIN 3aTPYJHEHHUSI.

B koHue Kypca cTyAeHTHI craloT 3adeT B (popme ycTtHoro cobdecenoBanus. Ilpu stom
YUUTBIBAETCS TEKyIasi paboTa CTy/IeHTa B CEMECTpe Ha MPAKTUYECKUX 3aHATHSX.

OcBoUTb BOMPOCHI, M3JIara€MbI€ B MPOIECCE M3YyUEHUS IUCLUUIUIMHBI CaMOCTOSITEIILHO
CTYACHTY KpaiHe CI0XHO. DTO CBS3aHO CO CIIO)KHOCTBIO M3Y4aeMOro MmarepHuaia U OOoJIbLINM
o0veMoM Kypca. [ToaToMy nocenieHne Bcex ayAUTOPHBIX 3aHIATUHN SIBISIETCS COBEPIIEHHO HEOO-
XOIHUMBIM. be3 yIopHBIX U perysipHbIX 3aHATUN B TEUEHHE CEMECTPA CAATh 3a4€T U DK3aMEH I10
WUTOTaM M3yYEHHUsI TUCHUILINHBI CTYIEHTY MPAKTUYECKH HEBO3MOXKHO.
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