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[IporpamMma yueGHOM mucuuiumHbl «buOmiorpadua um Oubmuorpadpudeckoe menoy»
COCTaBI€eHA HAa OCHOBAHHH [ 0CYJapCTBEHHOTO 00pa30BaTEIBbHOIO CTaHIApTa BBICIIETO
npodeccronansHoro obpasosanus (I'OC BIIO) Jlornenxo#t Haponnoi PecmyGmuxu (JIHP) mo
HampaBleHUIo moAroToBKU 46.03.02 JIOKyMEHTOBEIECHWE M apXHUBOBEACHHE, YTBEPXKICHHOIO
npukazoM MunucrepcTa obpazoBanus 1 Hayku JIHP ot 20 ampens 2016 r. Ne 411 (B penakuuu
ITpukaza MunucTepcTBa 00pazoBanus U Hayku Jlonenko#t Hapommo#t PecmyGmuku ot 22 mas
2018 r. Ne 485); ITopsinka opraHu3auy y4eOHOTo Ipolecca B 00pa30BaTEIbHEIX OpPraHu3alusX
BEICIIEr0  mpodeccroHanbHOro  obpasoanms  Jlomemkoit — Hapommoif — PecmyGnukw,
YTBEPKIEHHOTO TprKazoM MunucrepcrBa obpazosanus U Hayku JIHP or «10» Hosa6psa 2017 r.
Ne 1171; yuebHOro 1IUITaHAa H OCHOBHOHM 00pa3oBaTeNbHOH IpPOrpaMMBl  BEICIIErO
poheCcCHOHAIBPHOTO 00pa3oBaHus HampaBieHHs IoArotoBku 46.03.02 JloKyMEHTOBENEHHE M
apxuBoBezieHue, pazpadotanHbix B 'OV BIIO «JloHenxui HalnOHANBHBIA YHUBEPCUTETY .

PazpaboTuuk:

KaHJ. 9KOH. HayK, JOIICHT / ng%]
kadeapsl HHPOPMAMOHHBIX CHCTEM YIIPaBJICHUS @4 ~_J1. B. ®unaroBa
T

v

[lporpaMma  y4eOHOW  [AWCHMIUIMHBI ~ yTBEpXJAGHAa HA  3aCEJaHMM  Kadeapsl
HHPOPMAITUOHHBIX CUCTEM YIIPaBICHUS

ITportokoin ot «14» anpens 2020 1. Ne 11

3aBenyromuit kadeapoit @Z&% H. I11. [TorOMapeHKO

IMporpaMma y4eOHOM IOUCHUIUIMHBI OROOpEHAa y4eOHO-METOAUYECKOM KOMHUCCHEH
¢akypTeTa MaTEMaTHKH U HH)OPMAITMOHHBIX TEXHOJIOTHI
ITpotoxon ot «15» anpens 2020 T. Ne 8

9
[Tpencenarens yueOHO-METOOUIECKOH %gz ///
KOMHCCHH (aKybpTeTa W JI. U. CensikoBa
v
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1. OBJACTHh MPUMEHEHMS 1 MECTO JUCHUTIIJINHLI B YYUEBHOM
MPOLIECCE

VYuebnas mucummnaa «bubmmorpadus m Ombmamorpadudeckoe nemo» OTHOCHTCA K
0a30Boi YacTu MPOQECCHOHATBHOTO 0JIOKA AVCIUILINH MO HAMPaBICHUIO MOATOTOBKH 46.03.02
«/lokyMeHTOBeieHNE W apXUBOBeIeHHE». V3ydyeHue NaHHOW AMCLUILUINHBI OCHOBBIBACTCS HA
6aze mucumrumH: «/lokymeHToBeneHue», «Pycckmil A3bIK W KynbTypa peun» u (OopMHpYeT
OCHOBY Ui OCBOEHHMsS IuCHHIUINH: «OpraHm3anus W TEXHOJOTHS JOKYMEHTAIlMOHHOTO
obecriedeHns VIPaBICHUN, «Apxeorpadpusny, «ApXUBOBEIEHUEY, «Kanmposoe
IETONMpPON3BOACTBO M apXWMBBI JOKYMEHTOB 10 JHYHOMY COCTaBy», «Opraamzanus
CeKpeTapcKkoro  oOcmyXuBaHUsA»,  «JlOKyMeHTanbHbIE  MH()OPMALMIOHHBIE  CHCTEMBD»,
«["ocymapcTBeHHbBIE, MyHUIIUTIAIBHBIE 1 BEIOMCTBEHHBIE aPXUBBD.

B paboueii mporpamme y4eOHON AMCIUTUINHBI UCTIONB30BAHBI HOPMAMUBHbBIE CCHIIKU HA
CIIEAYIOIINE CTAHAAPTHI:

— I'OCT 7.0-99. Cucrema crangaproB mno wuH(popMamuy, OuOIMOTEYHOMY U
M3IaTEIbCKOMY nemy (CUBUL). HNudopmannonHO-01bMmoTeyHas NeATEIbHOCTD,
oubmmorpadus. TepMUHBI U OTIPEICIICHUS

— TI'OCT 7.59-2003. CUBU/A. UnnekcupoBanue nokymeHToB. OOmme TpeOOBaHUSA K
CHCTEMATHU3alNHU 1 MTPEIMETH3ALNN;

— T'OCT 7.60-2003. CUBU/[]. U3nanusa. OcHoBHBIE BUIBI. TepMUHBI U OmpenesieHus (¢
nonpaskoii ot 01 ¢espamns 2007 rona);

— T'OCT P 7.0.60-2020 CUBU /. U3nanus. OcHoBHbIE BUABL. TepMHUHBI U ONpeeNeHus
(mata mpunsaTus: 18 centadps 2020 r.; nara Hayana neiicreus: 01 nexadbps 2020);

— I'OCT 7.74-96. CHUBU]J]. HHPOPMALIMOHHO-TIONCKOBBIE S3BIKH. |epMUHBI U
OTIpeNIeIIeHNS;

— T'OCT 7.76-96. CUBN /. KommiiekroBanue ¢donma JOKYMEHTOB.
bubmmorpaduposanue. Karamornzamus. TepMuHbI 1 OnpeAeieHns;

— T'OCT 7.80-2000. CHBU]. bubmunorpaduueckas 3ammuch. 3aromoBok. OOrmime
TpeOOBaHMUS M MPABHJIA COCTABICHHUS,

— T'OCT 7.82-2001. CHBU]J. bubmuorpadudeckas 3amuch. bubnuorpadudeckoe
OTMCaHME EKTPOHHBIX pecypcoB. OOmme TpeOOBaHN U TPABHUIIA COCTABJICHNUS,

— T'OCT 7.86-2003. CHUBHUJA. W3manms. OOmme TpeOoBaHWS K W3AATEIHCKOM
AHHOTALINW;

— T'OCT 7.90-2007. CHUBHJ. VauBepcambHas  AeCATHYHASA  KJIACCU(DHUKAIIVSL.
CrpykTypa, mpaBuja BeAeHHUS U HHACKCUPOBAHNS,

— T'OCT P 7.0.3-2006. CHUBU/JI. HW3manuss. OcHOBHBIE JJEMEHThl. TepMHHBI H
OTIpeNeNIeHNS;

— T'OCT P 7.0.4-2006. CUBU /. N3nanus. Bexogusie cBenenus. O0mue TpeOoBaHus 1
npaBuiIa OPOPMIICHHS,

— I'OCT P 7.0.5-2008. CUBH/I. bubmmorpaduueckas ccpuika. Obmme tpeOoBaHUsA U
MIPaBUJIA COCTABIICHUS;

— I'OCT P 7.0.7-2009. CUBHU/JI. Craren B XypHamax u cOopHHKax. W3marembckoe
odopmiteHue;

— I'OCT P 7.0.12-2011. CHUBU/. bubanorpaduueckas 3amuch. CokpamieHne CIOB U
CIIOBOCOYETAHMIA HAa PYCCKOM si3bike. OOmire TpeOOBaHUs U MPABUJIA;

— T'OCT 7.11-2004 (MCO 832:1994). CHBU][. bubmuorpadudeckas 3amuch.
CoxpaitieHue ClI0B ¥ CI0BOCOYETAaHUI HA NHOCTPAHHBIX €BPONEICKUX S3bIKaX;

— JACTY 3582:2013 (ISO 4:1984, NEQ; ISO 832:1994, NEQ). Iadopmamis Ta
nokymeHTanisi. CKOpOYeHHsI CIIiB B YKpAaiHCBKii MOBI y Oi0miorpadiunomy ommci. 3arambHi
BUMOTH Ta TMPaBUIIA;

— T'OCT P 7.0.13-2011 CHUBH/J. Kaprouku mia KataJjoroB M KapTOTEK, MaKeT
AHHOTHPOBAHHOW KapTouku B n3gannu. O0mue TpeOoBaHus U N3AaTENBCKOE 0(OPMIICHHE;
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— T'OCT P 7.0.53-2007. CUBU/I. U3nanusa. MexxayHapoIHbIi CTaHJAPTHBIN KHUKHBINA
HoMmep. Mcrionb30Banne n n3narenbekoe 0(hopMIIeHHE;

— T'OCT P 7.0.66-2010 (MCO 5963:1985). CUBWU]J]. MunekcupoBaHne IOKYMEHTOB.
OO6mme TpeOoBaHUA K KOOPAMHATHOMY WHAEKCHPOBAHUIO;

— T'OCT P 7.0.83-2013. CHBHU]Jl. DnekTpoHHBIE W3IaHUS.
BBIXOJTHBIC CBEIICHUS;

— I'OCT P 7.0.90-2016. CHUBUJ. VYHusepcampHas
CrpykTypa, mpaBuja BeJeHHUS U HHASKCUPOBAHNS,

— T'OCT P 7.0.99-2018 (MCO 214:1976) CUBUJ. Pedepar m anHoTammsa. OOmime
TpeOOBaHNS;

— T'OCT P 7.0.100-2018. CUBU/]. bubnuorpadudeckas 3amuch. bubnmorpadudeckoe
ormcanne. OOmue TpeOOBaHNS U MPaBUIa COCTABICHU.

OcHOBHBIE BHUIBI H

JACCATUYHAaA  KJjacC CI/I(l) nuKanus.

2. CTPYKTYPA JUCHUIIJINHbI

Xapaxkmepucmuka y4e6HOU OUCUUNTIUHDL

HampasieHne noaroToBKu 46.03.02 JIokyMEHTOBEICHNE U aPXHUBOBEJICHUE
OO0pa3oBaTenpHas mporpaMma OakajgaBpuaT
Ksanmdukarms aKaJIeMHYeCKHii OaKanaBp
KonmdaecTtBo coliep:KaTenbHBIX MOIYIEH 4
JuctumumHa 6a30B0H / BApHATUBHOM YacTh

. 0a3oBas 4acTh MPOPECCHOHATHHOTO OJIOKA
00pa3oBaTeNbHON MPOrPaMMBbI
®opwmst kouTposst (MK, ax3aMeH, 3a4er) 1 MK, 1 nucbMeHHBII 3K3aMeH

ogHas hopma 3ao4Has Gpopma
Moxasaren oOyueHus oOyueHus
HOpMAT. | YCKOp. | HOpMAT. YCKOP.
CpOK CpOK CpOK CPOK
KomnuecTBO 3a4eTHBIX eAMHUIL (KPEAUTOB) 4.5 4.5 45 4.5
"o moaroToBKU 2 2 2 2
Cemectp 3 3 — —
KoauuecTBo yacos: 162 162 162 162
— JEKIUOHHBIX 36 36 6 6
— MPAKTUYECKUX, CEMUHAPCKUX 18 18 4 8
— J1adOpaTOPHBIX 18 18 4 —
—  CaMOCTOATEIbHOI PabOThI 90 90 148 148
B T. 4. MHANBUIYAJIbHOE 3aIaHUE — — — —
HenenprHOE KOTMYECTBO YaCOB, 9 9 — —
B T. 4. ay IUTOPHBIX 4 4 — —

3. OIMCAHME JUCHHUIIJINHBI

Heau u 3axauu

Llens y4eOHOI AUCHMITIMHBI — CPOPMUPOBATH MPEACTABICHUE O CYLUIHOCTU M 3HAYEHHU
onbmmorpadudeckoii 00pabOTKN JOKYMEHTOB; BOOPYXHTh CTyIE€HTOB 3HAHUAMHU U YMEHHAMH B
obmactu (opmupoBaHus OuOMHOrpadUYEcKOl 3amWCH B TPAAULHUOHHOM pPEKUME, HAYIHUTh
NPUMEHSATH MOJYYEeHHbIE 3HAHHS B MPOLIECCE TEOPETUIECKON U MPAKTUUECKON IesITeTbHOCTH.

3anayu IUCHUILIMHBIL

— H3YYCHHE TEOPETUYEeCKHX M METOIWYECKHX OCHOB OmOmmorpaduueckoir 0OpaboTkm
JIOKYMEHTOB;

— OCBOEHHE TEXHOJOTMYEeCKUX LHKIIOB,
oubmmorpaduyaeckoii 3anvcu;

— OCBOEHHE MOHATUITHOTO anmapara IpeaMeTHONH 001acTi «00padoTKa JOKYMEHTOB.

BXOMAIIUX B Mpouecc (GopMuUpoOBaHUS



TpeboBanus K pe3yabTaTaM _ OCBOEHHS AWCHHMILIMHBL. [Ipomecc wm3ydeHus
IUCUMIUIMHBI HAampaBleH Ha (OPMHPOBAHME OHIIEMEHTOB CIEAYIOUINX KOMIETSHIWH B
coorBerctBun ¢ TpeboBaHmsamMu [OC BIIO mno HampaBneHuro moarotoBkn 46.03.02
JIOKyMeHTOBeleHIEe U apXWBOBEACHHWE M OCHOBHOW 00pa3oBaTeNbHOI MPOrpaMMbI BBICIIETO
oOpa3oBaHus HanpasiaeHus moaAroToBku 46.03.02 JlokyMeHTOBEIeHUE 1 apPXUBOBEICHUE:

a) oougexkynomypuoie komnemenyuu (OK):

— cmocoOHOCTh K camoopranm3anyu u camooopasosanuto (OK-7);

— CIOCOOHOCTB K MCTOJIB30BAHNIO OCHOBHBIX METOOB, CIIOCOOOB M CPEICTB IMOIYICHUS,
xpaHenus, nepepadotku nadopmarn (OK-10).

0) oowenpopeccuonanvruvie komnemenyuu (OIIK):

— CIOCOOHOCTh WCIONB30BaTh TEOPETHUYECKHE 3HAHUS W METOABl HMCCIEJOBAHUSA HA
npaktuke (OIIK-1);

— BIageHrne 0a30BBIMM 3HAaHMAMH B 00jacth  HMH(DOPMAIIMOHHBIX  TEXHOJOTHIA
(mporpaMMHBIE  TPOAYKTBL, HCIOIb3yeMble B  YIOPAaBICHHH JOKYMEHTAMH, CHCTEMBI
3IIEKTPOHHOTO JTOKYMEHTO000pOTa, TEXHOIOTHH CKaHUpoBaHusa nokymenTos) (OI1K-2);

— BIIAJICHUE HABBIKAMH HCIIOJIb30BAHMS KOMIBIOTEPHON TEXHWKH M WH(OPMAIMOHHBIX
TEXHOJIOTUII B TOWCKE MCTOYHMKOB WM JIMTEPATYPHI, HCIOJB30BAaHWH MPABOBBIX 0a3 NaHHBIX,
cocTaBneHnu ondnuorpaduaeckux u apxuBHbIX 0030pos (OIIK-4);

— CIOCOOHOCTH peIIaTh CTaHIAPTHBIC 3a7a4d NPO(PECCHOHATBHON NesITeNbHOCTH Ha
ocHOBe MH(pOPMAIMOHHON 1 OnOIHOoTrpaguUecKoil KyIbTyphl C MPIMEHEHNEM HH()OPMAIIOHHO-
KOMMYHHUKAIIIOHHBIX TEXHOJOTH M C YYeTOM OCHOBHBIX TpeOoBaHMI HWH(POPMAMOHHON
6ezonacuoctu (OIIK-6).

8) npogheccuonanvnvie komnemenyuu (I1K):

HAYYHO-UCCTIE008AMENbCKASL OESIMENbHOCb:

— BIAQJCHUE 3HAHWAMH OCHOBHBIX NpoOJIEM B OO0NaCTH JOKYMEHTOBENEHHUS U
apxusoBenenus ([1K-3);

— CIIOCOOHOCTH CaMOCTOATEIBHO PadOTaTh C Pa3IMYHBIMU MCTOYHHKAMHU WH(POpMALNN
(IIK-4);

MEeXHOJI02UYECKas 0esmMenbHOCb!

— BIIAQJICHUE HABBIKAMH HCIIOJIb30BAaHUS KOMIBIOTEPHON TEXHWKH M WH(OPMAIMOHHBIX
TEXHOJIOTUI B TOKYMEHTAIIMOHHOM OOecTieueHnHt yrpasiieHus u apxusHoM naene (I1K-14);

— BIQJCHUE TPABWJIAMH SKCIUTyaTallMd TEXHUYECKHX CPENCTB M CIIOCOOHOCTBIO
UCTOJb30BAaTh TEXHUYECKHE CPENCTBAa B JOKYMEHTALIMOHHOM OOECIICYeHHWH VYIPAaBICHUSA U
apxuHOM nene (ITK-16);

— BIAQJICHWE COBPEMEHHBIMH CHCTeMaMH HMH()OPMAIMOHHOTO W  TEXHHUYECKOTO
obecriedeHns1 JOKYMEHTAMOHHOTO obecredeHus ympasieHus u ynpasieHus apxusamu (I1K-
18);

OP2aHU3AYUOHHO-YNPABTICHYECKAS 0esiMeNbHOCHb!

— BIIAQJICHUE 3aKOHOMATENbHOW M HOPMAaTHBHO-METOINYECKOil 0a30if mH(pOpMaLMOHHO-
JDOKYMEHTAIIOHHOTO  OOecleueHns YIpaBIeHUs W AapXUBHOTO Jeda, CIOCOOHOCTBIO
OpPHEHTHPOBATHCA B IPaBOBOH 0aze cmexkHbIX obnacreit (11K-32);

NPOeKmuas 0esimenbHOCmb.

— BIIaJICHUE MPUHINIIAMHA U METOaMH OpTraHu3aly XpaHeHns 1okymenTos (I1K-47).

B pe3yabTare n3ydyeHusi y4e0HOI AUCHHIIHHBI CTYAEHT J0JI/KEH

— 3Hamb CYIIHOCTH, 3HAYEHNE U BUIBI OnOarorpadmaeckoii 00paboTKM JOKYMEHTOB;

— yMemb TIDUMEHATH TIONy4YEHHbIE 3HAaHUSA B OOJACTH OCBOGHHS IIPOLIECCOB
WH()OPMALNMOHHOTO aHallM3a W CHHTE3a, WCIONb3YeMBIX TNpu OOpadOTKE ITOKYMEHTOB B
OpTaHU3aIIAX CHCTEMBI JOKYMEHTAIbHBIX KOMMYHHUKALINH;

— ejadempb MeTomaMu cOOpa, aHAM3a M O0OOMICHHS] TEOPETHYECKON U AMITHPUUIECKOM
nH(bOpMAaNN; OCHOBHBIMIA METOAMH M MTPHEMaMH HCCIeI0BATENbCKON U MPAKTUIECKOI paboThI
B oOmacTu Onbmmorpaduaeckoit 00paboTKH JOKYMEHTOB.



4. COAJEP)KAHUE JMCIUIIVIMHbBI U ®OPMbI OPT'TAHU3ALIUN
YYEBHOTI'O IPOLECCA

Kypc yueOHoii mumcumrummnel «bubmmorpaduss wu  Oubmmorpaduyeckoe — nemo»
npeaycMaTpuBaeT  ciaeaymoome (OpMbl  OpraHu3alud  y4eOHOro mporecca: JIeKIHH,
NPaKTHYECKHE 3aHITHU, Ta00PATOPHBIE 3aHATHS M CAMOCTOSITEIbHYIO PadOTy CTyIeHTa.

MaTepI/Ian na3jgaracrcsa C HUCIIOJBb30BAHUEM O6’B$ICHI/ITG.]'II>HO-I/IJ'IJ'IIOCTpaTI/IBHBIX,
OBPUCTUYCCKUX U HUCCICAOBATCIBCKUX METOAOB NPCIOAaBaHUA. HpI/I MNpOBCACHUN JIeKL[I/IfI JAJIA
00CYKI€HHs MaTepuaa MHPOKO MCIIOIB3YIOTCS MyJIbTHMEINITHBIE TPE3EHTALIUM.

B yuebHOM mporecce IMHUPOKO NPHUMEHSIOTCS AKTUBHBIE W HMHTEPAKTUBHBIE (HOPMBI
MpoBeNeHusl 3aHATHH (pa300p KOHKPETHBIX CHTyalWii), BHEAyIUTOPHAsA CaMOCTOATENbHAs
paboTa, OalIbHO-PEUTHHIOBAs CHCTEMA OLEHKH YCIEeBA€MOCTH, JUYHOCTHO-OPUEHTUPOBAHHOE
oOyuenue, mpobaemMHoe oOydeHune, OJ109HO-MOAYIBHOE O0yUeHUeE.

[IpenycMOTpPEeHO MCMONB30BaHUE B y4eOHOM MPOLECCE MHTEPHET-PECYPCOB MO JAHHOMY
KypCy IUIA PEeLIeHNs MPAKTUIECKUX U J1a00paTOPHBIX 3aTaHMUI.

CamocrosTenpHas pa60Ta CTYACHTOB NPEAYCMATPUBACT BBIIMMOJIHEHUEC WHAWBUAYAJIbHBIX
3aJaHNll, MOATOTOBKY K MPAaKTUYECKHUM M JIA0OPATOPHBIM 3aHATHSAM, H3ydeHHe y4eOHOW u
METOIUYECKOH JINTePaTyphl, COCTABICHHE KOHCIIEKTOB, 3aIUUTY MPE3eHTALMI 1 JOKIa0B.

IlopsinkoBblii HOMep B TEMa ‘ Kpartkoe conep:xanne TeMbl
Cooepocamenvhsiit modyns 1. Ocnogsl 6udbnUOZpaghuueckoli 06padbomxku OOKyMeHmos
Tema 1. bubnuorpaduueckas OOsbekt, nmpeamer, ueiau u 3amaun Kypca. CTpykTypa U COACP:KaHUC
00paboTKa JOKYMEHTOB KaK kypca. @opMBI HTOrOBOr0O H  HPOMEKYTOYHOTO  KOHTPOIS.
yueOHast IUCLMIUINHA U BUI B3aumMocBs3p  kypca ¢ OOIICCTBCHHBIMH,  OOIICHAYYHBIMH,
OuboTeYHO-NH(OPMAITHOH- o0menpoPecCHOHATBHBIMA M CHCHHAIBHBIMA  TUCHUILUIMHAMEI
HOH EATCITBHOCTH OubHoTeUHO-MH(DOPMALIMOHHOM AesTeibHOCTH. bubmuorpaduueckas

00paboTKa: OmpedencHHEe W 3HAaYeHHE B  HWH(DOpPMAIMOHHOI
nesitenbHoctd. OcHoBHbIe cranmaptsl cuctembl CUBM/] («Cucrema
CTAaHIAPTOB 1O uH(popMauu, OHOJHOTCYHOMY U H3AATCIHCKOMY

ICIy»),  PErjIaMCHTUPYIOIIME  nOpaBwia  Oubnuorpadpuueckoit
00pabOTKH TOKYMCHTOB.
Tema 2. bubnuorpaduucckas [lonsitme  «cBepteiBanus uH(pOpMammm». Bumgsl  cBepThIBaHUS
00paboTKa JOKYMEHTOB B nHGOPMALMU.  CEMAHTUYCCKOEC W JIGKCHMYECKOE  (OMyIICHHE,
CHCTEME JOKYMCHTAJIBHBIX COBMCIIICHHE, 3aMCILCHHC), MaKpOAHATHTHICCKOE u
KOMMYHUKAITII MUKPOAHAJIUTHYCCKOS. bubmnoreuHass o0paboTKa: TEXHHYECKAsT H

oubanorpaduyeckas. [lupp xpaneHnust mnoxkymenra, bubmuoredyno-
oubanorpapuueckas  kmaccudpukanuss  (BBK),  YuusepcampHas
necsitmuHas  kmaccudukamms  (Y/K), aBropckmit  3Hak, Tabmuna
aBTOpcKHX 3HakoB Mo XaskuHoil JI. b. PaccranoBska Oubnmoreunoro
(hoHma: cCeMaHTHUYECKOTO (COACPKATEIHHOT0) TUIA (CUCTEMATUYCCKAs,
TeMaTW4ecKas, MPEAMETHAs); pacCTaHOBKa (OPMaIbHOrO THIIA
(amaBuTHAS,  XPOHOJOTHYECKAs, Teorpapuueckas,  S3bIKOBAS,
(dopMaTHas, HyMEpal[MOHHAS,, WHBCHTApHAs, KpernoctHast). [lemeHnue
¢oHma Oubnmoreku: mo HazHaueHWro (poHm abonemeHnrta, ¢GoOHA
YUTAJIBHOTO 3aja, 3amacHoi GoHn, GoH penkoil KHUIHN); MO SI3BIKAM;
MO0 BHAAM W3AAaHWUH (KHUTH, OpOLIIOPBI, KYPHAIBI, ayIHo- U
BHUICOJOKYMCHTBI); MO YHTATCAbCKOMY anpecy (JauTepatypa s
B3pOCHBIX, U1 netei). Bumel u pesympratel Oubmuorpaduyeckoit
o0Opabotku mokymeHTa (OubOmuHorpaduyueckoe OMUCAHHE, 3aroI0BOK
Ooubnuorpaduueckont 3aIiCH, TECPMUHBI WHICKCUPOBAHUS
(xmaccuUKanMOHHBIC HHIOCKCHI, MPEAMETHBIC PYOPHKH, KITIOYCBBIC
ClIOBa W/WIM JECKpUOTOpHl), anHoTanws, pedepar. CnpaBku o
nobaBouHbIX Oubnmorpaduueckux 3amucsx. Haydunass oOpabotka
noKyMeHTOB. buOnmorpaduueckas o00paboTka TOKYMEHTOB Kak




IlopsnxoBbIii HOMep H TeMa

Kpatkoe coxep:xxanue TemMbl

COBOKYIHOCTb ~ IIPOLIECCOB  aHaAM3a W  cuHTE3a.  Mertomsl
abctparupoBanus, 0000wmwEeHusS Tpu 00paboTke JOKYMEHTOB. Bumer
BTOPHYHBIX  AOKyMEHTOB. lIpumeHenme  Oumbmuorpaduueckoit
00paboOTKM IOOKYMCHTOB B Pa3NIW4HBIX cdepax OesITCIbHOCTH.
TpeboBanus, mnpegpsBIsICMBIC K COBPEMECHHOMY 00pabOTYHKY
WHPOPMALIMHI U JOKYMCHTOB.

Tema 3. bubnuorpaduueckas
3anuck (b3) — rmaBHsri
pe3yabTaT 00paboTKH

OObekT 00pabOTKH JOKYMEHTA: OJHOYACTHBINA, MHOTOYACTHBIN.
CormocraBieHHe NEPBHYHBIX M BTOPUYHBIX JOKYMCHTOB. |pHCIHHAS
mpupona oObekra o0pabotku. b3 kak pesymprar 00paboOTKH U
CTPyKTypoOoOpasymoomas  eAMHHma  HH(POPMALHOHHO-TOUCKOBBIX
MaccuBoB. OnemeHTsl b3. Bumer B3: mo cdepe ucmonszosanumst
(rkaramormzaumonnas, b3 Oubnuorpadudueckoro mocobus, b3
nHpopmanuonHoro m3nanus, b3 pexmamupIx mpoxaykros, b3 cmmcka
JUTEPATypBl); MO TEPBOMY IOUCKOBOMY JJIEMEHTY (3amHCh TIOX
3aroJOBKOM, 3alHCh TMOJ 3arjiaBueM); Mo OOBEKTy 00paboTKh
(MoHOTpaduueckasi, CBOAHAS, AaHATUTHYCCKAS, 00BEANHCHHAS, 3AMUCh
Ha [UTUPYEMOE MPOU3BEACHNUE B BUAC OMOMMOrpadyuIeckoil CChLIKH);
0 MOJIHOTE HA00Pa 3IeMEHTOB (MPOCTast, AONOJHCHHAs1, 0a30Bast).

Cooepiicamenvhstii mooyns 2. Bubnuozpagpuueckoe onucanue 0oKymenma

Tema 4. TeopeTuueckue
OCHOBBI OHOIHOrpaduIEcKOro
onucaunus (bO)

OcHoBHBIC ~ STambl  pa3BuTust Teopun H  Metoauku  bO.
MexnyHaponHoe craHmapTHoe OubOnmorpaduyeckoe OmMHCaHHE:
3HAUCHHE, MPEANOCBUIKH Pa3pabOTKH, HCIOJB30BAHHE B MHPOBOM
WHPOPMALMOHHOM  TpoLecce. CucreMa  rocynapCTBCHHBIX/
HAUMOHATBHBIX  CTAHAAPTOB M  HMHCTPYKTHBHO-HOPMATHBHBIX
nokymentoB o bO. bubmuorpaduueckoe omucaHue: ONpEACICHHE,
HazHaueHue u (QyHkoum. TpeOosanms, mnpenpssasiembic kK BO.
IMousitue o00weil W conenuanbHOM MeToaukd coctasiaeHust bO.
I'OCT P 7.0.100-2018 «CHUBU/. bubnuorpaduueckass 3amuch.
bubnuorpaduueckoe ommcanme nokymenrta. OOmue TpeOoBaHUS U
npaBuia coctaBicHmws. O6mue monoxkeHuss ['OCTa. Coctas BO:
obmact u d3jaeMeHTBI (00s3aTebHBIC, YCAOBHOOOS3aTCIBHBIC |
(akynpraruBHbie 37eMeHTh). Buasl BO B 3aBUCHMOCTH OT MOJIHOTHI
Habopa 37aeMEHTOB (MOJHOE, PACHIMPEHHOE, KPAaTKOE), CTPYKTYPBI
onucanus (0XHOYPOBHEBOE, MHOTOYPOBHEBOE, aHATHTHYCCKOE).

Tema 5. O0Owmas meronuka
cocrasieHus 5O

[lyakryaumss B BO (rpamMmarmyeckne W TNPEONHCAaHHBIC 3HAKU
nyHktyanun). HWcrounumkun wHOpMammm s cocraBieHus bO
(rmaBHBIA, TpPEANMCAHHBINA, anbTepHaTuBHBIN). [IpennucanHble
UCTOYHUKM wuHGopMauuu 1 obmacreid  Oubmuorpaduyeckoro
omucanust kuHuru. Cokpamenne cioB B bO. T'OCT 7.11-2004
«CHUBHM /. B3. CokparicHue cioB 1 CI0BOCOYCTAHUI HA HHOCTPAHHBIX
esporeiickux  s3eikax». 1OCT  7.0.12-2011 «CUBUI. B3.
CoxkpaineHue CI0B M CJIOBOCOYETAHHI HAa PyccKoM si3bike. OOmrue
TpeboBanuss u mpasmiaay. JCTY 3582:2013 «Uudopmanus u
nokyMmeHtaumsi. bO cokpamieHusi CIIOB M CIOBOCOYCTAHWH Ha
ykpanHCKOM si3pike. OOmme Ttpeboanust m mpasunay. Szeik BO.
MOoOHOS3BIYHOE, ABYS3BIYHOE, MHOTOSI3BIYHOC Oubmnorpadudaeckoe
onucanue. MeToasl KOHBEPCHH CHCTEM NHChbMa (TPAHCKPHILMS H
tpancautepanusi). Opdorpadus B8 bO (ucmnonb30BaHHE MPOMUCHBIX U
ctpounbix OykB). Orpaxenune B bO ommbok u oOmnedyarox,
JOMYLICHHBIX B JOKyMeHTe. Yucnurenpneie B bO.

Tema 6. OgHoyposHeBoe bO

Ctpykrypa u coctaB ogHOypoBHeBoro bO: obmacTe 3armaBus u
CBEACHHUI 00 OTBETCTBEHHOCTH; 00j1acTh M3MaHUS; creuuduIcckas
o0macTe Marepuala WIM BHIA pecypca; o00nacTe mNyOIHKALHH,
MPOU3BOACTBA, PACHPOCTPAHCHUS U T.[A.; 007acTh (PU3NICCKON
XapaKTEPUCTHUKH, 00J1acTh cepuu 51 MHOT04aCTHOTO




IlopsnxoBbIii HOMep H TeMa

Kpatkoe coxep:xxanue TemMbl

MOHOrpa)UIeCKOro  pecypca; 007acTh mOpUMEYaHUs; 00JACTh
UACHTU(HUKATOPA Pecypca M YCIOBHH JOCTYMHOCTH; 00JacTh BHIA
COACPKAHUS M CPEACTBA JOCTYMa. XapaKTCPHCTHKA OCHOBHBIX 3TAIOB
cocraBieHus OAHOypoBHeBoro bO: aHamM3 HOKyMEHTA, BBISBICHUC
OubnuorpaduuecKkux CBEACHUI, NPCOOpa3OBaHUC CBEACHHHA B
anementhl bO.

Tema 7. Muoroyposuesoe O

MHOroTOMHOE HM3JaHHE: OMPEACICHUE, CYIIHOCTh, XapaKTCPUCTHKA.
MHoroypoBHEBOE OMHCAHHE MHOTOTOMHOrO aokymeHTa. (CrocoOsl
OIMIHUCAaHUA OTACIABHOIO TOMAa M3 MHOTOTOMHOT'O M3AaHM. CCpI/IaJ'IBHBIC
M3JaHUS: ONpENC/ICHHE, HA3HAYCHHME, BHIBI, XapaKTCPHCTHKA.
MHOroypoBHEBOE ONMCAaHHE CEPHANBHBIX AOKyMeHTOB. Ilonsarne
COCTaBHOM wacTh gokymeHTta. Amnamutudeckoe bO: mnonstue,
Ha3HAYCHHUE, CTPYKTypa, xapakrepuctuka. Crnenupuka COCTaBICHUS
anHamurraeckoro bO Ha pasnudHble BHOBI JOKYMEHTOB.

Tema 8. YUactHas meToamka
coctasneHus bO mokymenra

BO 3akoHOZaTeapHBIX U HOPMATUBHO-TEXHUUYCCKUX TOKyMEHTOB. BO
HEOMyOJUKOBAaHHBIX (HAYy4YHBIX) MOKyMeHTOB. bO  u3ousganwmii,
KapTorpaduyYECKUX, HOTHBIX UM ayIMOBU3YAJbHBIX H3AAHUH.

Tema 9. 5O snekTpoHHOTO
pecypca

OnpeneneHue U BUOBI SICKTPOHHBIX pecypcoB. Pecypchl ToKambHOTO
u ynanennoro gocryma. Cneuundura cocrapiaeHuss bO amekTpoHHBIX
W30aHUH W 3NEKTPOHHBIX pecypcoB. Crmemuduka cocTaBiIcHUs
oubanorpaduyeckoro onucanus CD-ROM wu caiitoB u3 Uutepher.
Ocob6ernnoctu coctapnernst bO ans pasmuuHbBIX HHPOPMAIMOHHO-
MOMCKOBBIX MAaCCHBOB.

Tema 10. bubnuorpaduueckas
CCBLIKA

[lpaBuna cocraBmeHust OuOAMOrpa)UIECKUX CIUCKOB, CCHLIOK,
cHocok. 'OCT P 7.0.5-2008 «CUBU/. bubanorpaduueckas ccpuika.
OOmme  TpeOoBaHMss W mMpaBWiIa  COCTABICHUS».  Bumbl
OubnuorpadM4ecKux  CCBUIOK: MO  MECTY  PacHONOKCHUS
(BHYTPHUTCKCTOBBIC, MOACTPOYHBIC, 3aTCKCTOBBIC), IO BPEMCHHU
MOSIBIICHHS B JOKYMEHTE (ICPBHUYHBIC M MOBTOPHBIC).

Cooeporcamenvhblilt MoOy/b 3. 3a2071080K 6ubAUOZpAPUUecKOll 3anucu

Tema 11. Teoperuaeckue

OCHOBBI COCTAaBJICHHUA 3arojoBKa
b3

3aronoBok b3: onpenenenue, bynkimu, uctopust npumenerust. [ OCT
7.80-2000 «CUBU/I. B3. 3aromosok. O0utue TpeboBaHus U MpaBuUia
COCTAaBJICHHUA. BI/II[I:I 3arojioBKOB B 3aBHUCHUMOCTU OT COACPKaHUS:
UMl JIMIA;, HAWMMCHOBaHHWS OpraHW3aluH; YHU(QUIMPOBAHHOTO
3arjaBust; reorpad@uyuecKuii, Buaa MOKyMEHTA. Buubl 3aroiioBKOB B
3aBUCUMOCTH  OT CTPYKTYpbl: MPOCTOM, CIIOXHBIM, HPsIMOIi,
WHBCPCUPOBAHHBIA. 3JHAYCHUC HMICHTUQULMPYIOIIMX  CBCACHUI
3arosioBka. OOrast meromuka hopmMupoBaHus 3aronoska b3.

Cooepircamenvhutii mooyns 4. Hnoexcuposanue 0okymenma

Tema 12. OOmue nonokeHus
HWHICKCUPOBAHUS

WnpekcrupoBanue: CyIIHOCTh, 3HAYCHHE, BUABI, OCHOBHBIC MOHSTHSI.
[lonckosoit o00pa3 mokymenra. IlomckoBoit o0pa3 3ampoca.
[Mouckosoe npeamucanue. Tepmuusl uHAekcuposanus. [IpuHImIBI
WHACKCUPOBAHUS.  KIACCU(DUKAIMOHHBINA,  MPSAMETH3ALMOHHBIM,
neckpunropubiii.  Muadopmaunonno-nmouckossie  s3biku  (MI15),
UCIONB3yeMbIlE B  TPOLECCE HHICKCUPOBAHUS:  ONpPEICICHHE,
Ha3HAYCHHUE W BUABL. PEKUMBI WHACKCHPOBAHUS: MPEIKOOPIUHATHOS
u noctkoopauHatHoe. O0mue TpeboBanus, npenbseisiembie k WUITA
MPEIMETHU3ALHOHHOTO0, KIACCU(PUKALIMOHHOTO ¥ KOOPAMHATHOTO THIIA.
OOmue mnpaBwaa HHICKCHPOBAaHUSA. METOAMKA WHICKCHPOBAHUS
(obmass u gacthas). TOCT 7.59-2003 «CUBM/]. Uunexcuposanue
mokymeHtoB.  OOmue  TpeOOBaHUST K  CHUCTCMATH3allUHd |
mpenmerusauny. ['OCT 7.74-96 «CUBUJl. HudopmaumnoHHO-
MTOMCKOBBIC SI3bIKU. TEPMUHBI U OTIPESACTCHUS.
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Temaruyeckum mjian

KoanuecTBo uacon

Ounas ¢gopma o0yqennst

3aounas gopma odyuenust

HopmaTuBHBIH cpok o0ydeHust

YckopeHHblil cpok 00ydeHust

HopMmaTtnBHBIi cpok 00ydeHnst

YckopeHHbIH cpok 00ydeHust

BT. 4. BT. 4. BT. 4. BT. 4.
Ha3zsanus
COJEPIKATEIILHBIX MOAYJIEH 1 = = = = = = = =
e e
< = 5 2|5 = <| O = 5 2|5 w | 2 = 5 2|5 = | 2 = 5 g2 |5 = <
5 S ot 8“’-’{-5[«“ 5 ot S |82 3g & S s %Dhgav S o S |sgl3Eg
s =1 o g legol2>20 8 =1 5 2 lRol>o o =1 T g2 | Rol>o © =5 s gl ol >0
2 E| E| 2|1c%SG8 2| E| E| 2/S%lFG | E| E| &|cglS% | E| E| &g|cg¢e
2| 2| &5 4 2| 2| |8 982 g B 2| &5 &8 4 2| 2| &5 424
ARA ARAE ARACNE AN
E g |3 z B 2|2 z E 2|2 z E g2 =
131 3} o 3 =
Cooepacamenvhutit Mooyns 1. Ocnoswl 6ubauozpaguueckoii 06padomku 00KymeHmmos
Tema 1. bubnmorpadudeckas
00paloTKa JIOKYMEHTOB KaK
yueOHas IMCIAILINHA U BUJ 5 2 - - 3 — 5 2 — - 3 - 45| 05 — - 4 - 14510, - — 4 —
OUOTOTETHO-MH(OPMAITUOHHOT
JIeATEIbHOCTI
Tema 2. bubnmorpadudeckas
00paloTKa IOKYMEHTOB B cucreme| 13 4 2 - 7 - 13 4 2 - 7 - | 13,5] 05| — — 13 — | 13,5 0,5 — — 13 —
JIOKYMEHTaJIbHBIX KOMMYHHKAIIUit
Tema 3. bubnuorpadudeckas
3amuch (b3) — rmaBHbI pe3ynbTar | 13 2 2 — 9 - 13 2 2 - 9 - 12,51 05| — — 12 | — (125105 | — — 12 -
00paboTKH
Hmozo no codepoicamerviiony | 31| g | 4 | _ |19 | — | 31| 8 | 4 | - |[19] - |305/ 15 - |- |20|- 30515 -|-|2]|-
Mmooy 1
Coodepacamenvhuiit Modyns 2. bubnuozpaguueckoe onucanue 0okymenma
Tema 4. Teoperryueckrie OCHOBBI
OUOIOTPAPUIECKOTO OUCAHNS 14 4 2 - 8 - 14 4 2 — 8 - | 13,5] 0,5 - - 13 — | 14,5] 0,5 1 - 13 -
(b0O)
Tewta S. Obmas ueroka 6|2 alo|l-]ale|l2|alo| a1 |-|1|lw|-|al1|1]-]1w]-
cocrasiieansi bO
Tema 6. Omioyposiieroe bO 31 6| 6 4 |15 = |31 6| 6|4 |15 |32 1|31 27| |[32]1]4]-]27]|-
Tema 7. MHOroypoBaeroe bO
11 2 = 2 7 ~ 11 2 ~ 2 7 - 1105 05| - — 10| — [10,5] 0,5 | — - 10 | -
Tema 8. YacTHas MeTOMKA
cocrapriermst BO 10KyMerTa 11 2 — 2 7 - 11 2 - 2 7 - | 11,5} 05| - 1 10| — [10,5] 0,5 | - — 10 | -
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Temaruyeckum mjian

KoanuecTBo uacon

Ounas ¢gopma odyuenust 3aounas gopma o0yuenust
HopmaTuBHBIH cpok 00ydeHust YckopeHHbIH cpoK 00ydeHUst HopmaTuBHbIii cpok 00yueHust YckopeHHbIH cpok 00ydeHust
BT 4. BT 4. BT 4. BT. 4.
Hasanus
COIEPIKATEILHBIX MOIYJIEN 1 » o ;E § 2 o § § 2 o § § 0 o § §
TEM g 2| 2 o g 2|2 4 ° 2 214 2 o 2 2|2 2
° = o S |3 sl 5 = 8 = 3] a3 sl 5 s = = o |53 & = 3] S |3 83
S| S| 2| e|E5l28l 8| 5| 2| g|esles 8 5|8 2lssles 852 2lEgss
2| 2| E| 5§58/ 78 2| E| £E| 558|528 &#| E| £E| § |58 ®2& 2| 2| £| § |58 ”&
[9) = Q. S s s ) = Q| B SIS O = Q| E S5 < o) = a, £ S s s
= 2 o |5 ela e = > o |5 e @ o 2| = o |5 o8 o = 2 o |5 o2 o
AR-AAE 5l g2 |z 2l g2 |5 RN
=] = C% Jusf = = = ol = = § o} = = 5 =
13 = 31 = o = o =
Tema 9. O siieKTpoHHOTO
pecypea 11 2 — 2 7 = 11 2 = 2 7 - | 11,5 05| — 1 10 | — [10,5] 05| — — 10 | —
Tema 10. buGmorpagmdaeckast
T —_— 11| 2 = 4 7 = 11 2 = 4 7 — 10 | — — — 10| - (10| - = - | 10| -
Hmozo no codepitcamensromy
Modyio 2 110( 24 | 10 | 18 | 60 | — (110 24 | 10 | 18 | 60 | — | 110| 4 3 4 9 | - [109| 4 6 - 19| -
CooepatcamenvHutii MoOynb 3. 32010680k 6ubnUOZpaAdUUecKoli 3anucu
Tema 11. TeopeTtuueckre OCHOBBL
M A —— 11| 2 2 = 7 = 11 2 2 - 7 - | 11,51 05| 1 - 10 | — (11,5105 1 = 10 | —
Hmozo no codepitcamensromy
Modyio 3 11| 2 2 - 7 - 11 | 2 2 - 7 - |1,5{ 05| 1 - 10| - |11,5/ 05 | 1 - |10 | -
Cooepitcamenvnuiii modyns 4. Huoexcuposanue 0okymenma
Tema 12. Obmite onowerit 0| 22| -|4|-|1w|l2]2]-|4|-]10|-|-|=]10]-]11]=-]1|=]10]-
MHJICKCHPOBAHNUS
Hmozo no codepyieamenvitony | qq | 5 |\ 3 | _ | 4| ~ 10| 22| -|a| ||| -] -] -|u|-]1|-]1]-
Mooynio 4
Bcezo no oucyunnune 162 36 | 18 | 18 | 90 | — [(162| 36 | 18 | 18 | 90 | — | 162| 6 4 4 | 148| - |162| © 8 - | 148 | -
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5. METOJAWYECKHUE PEKOMEHIALIMH JUISA IPOBEJIEHUSA
JEKIMOHHLIX, MIPAKTHYECKHUX U JIABOPATOPHBIX 3AHSATHI

TeMbl JJeKIIHOHHBIX 3AHATHH

KonnuecTBo yacos
Ounas hopma Ounas 3aouHas 3aouHas
Ne o/ Ha3zpanne TeMbl & tbopma o topma o tbopma c
HOPMaTUBHBIM YCKOPEHHBIM HOPMaTUBHBIM YCKOPEHHBIM
CPOKOM CpOKOM CPOKOM CpOKOM
oOyueHus 0oOyUeHHSI oOyueHust oOyueHust
Tema 1 Bubnuorpaguueckas oopaboTka
JOKYMEHTOB KaK y4cOHas! IUCIUILTUHA 1
N 2 2 0,5 0,5
BUJ OMONMHOTEYHO-NH(POPMATHOHHOM
JCATCIHPHOCTH
Tema 2 | bubmuorpaduueckas oOpaboTka
JOKYMEHTOB B CHCTEME JOKYMEHTAJIbHBIX 4 4 0,5 0,5
KOMMYHUKALUI
Tema 3 | bubanorpaduueckas 3anuck (b3) — ) 5 0.5 0.5
TIIABHBIH pe3ynbTaT 06padoTKu ? ?
Tema 4 TeopeTrniaeckrue OCHOBEI
4 4 0,5 0,5
oubnunorpaduueckoro onucanus (bO)
Tema 5 | OOmas meromuka cocrasiaceHust bO 6 6 1 1
Tema 6 | Omnoyposraesoe bO 6 6 1 1
Tema 7 | Muoroyposaesoe 5O 2 2 0,5 0,5
Tema 8 YacrtHas meToauka cocrasieHust bO 2 2 0.5 0.5
JOKYMEHTa ’ ’
Tema 9 | BO anekrpoHHOTO pecypea 2 2 0,5 0,5
Tema 10 | bubmuorpaduueckas CChUIKa 2 2 - -
Tema 11 | Teoperndeckre OCHOBBI COCTABICHUS
2 2 0,5 0,5
3aronoska b3
Tema 12 | OOmme nonoxeHusI HHICKCUPOBAHUS 2 2 — —
BCEI'O 36 36 6 6
Tembl NpaKTHYECKUX 3aHATHH
KomnuecTBo yacos
Ounas hopma Ounas 3aouHas 3aouHas
Ne n/n Ha3ssanue TeMbl c (opma ¢ (opma ¢ Qopma ¢
HOPMaTUBHBIM YCKOPEHHBIM HOpPMaTUBHBIM YCKOPEHHBIM
CpOKOM CPOKOM CpOKOM CPOKOM
oOyueHus oOyUeHHsI oOyueHHst oOyueHust
Tema 2 | bubnuorpaduueckas oOpadoTka
JOKYMEHTOB B CUCTEME IOKYMEHTAIbHBIX 2 2 - —
KOMMYHUKAIH
Tema3 | bubmuorpaduueckas 3anuce (b3) — ) )
TIIABHBIN pe3ynbTaT 00padoTKu
Tema 4 TeopeTuiaeckre OCHOBEI
2 2 — 1
oubnmnorpaduueckoro onucanus (5O)
Tema 5 OO0wmas Metoauka cocrasiieHuss 5O 2 2 — 1
Tema 6 | OnnoyposraeBoe bO 6 6 3 4
Tema 11 | Teoperndeckre OCHOBBI COCTABICHUS > 2 1 1
3aronoska b3
Tema 12 | OOmume nonoxeHusI HHICKCUPOBAHUS 2 2 — 1
BCEI'O 18 18 4 8
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Tembl 1a00paTOPHBIX 3aHATHH]

KoanuecTBo uacos
Ounas hopma Ounas 3aouHas 3aouHas
Ne i/ Ha3sanue TeMbl c (opma ¢ (opma ¢ (opma ¢
HOPMAaTUBHBIM YCKOPEHHBIM HOpPMAaTUBHBIM YCKOPEHHBIM
CPOKOM CpOKOM CPOKOM CpOKOM
oOyueHus oOyUueHHsI 0oOyueHHsI oOyueHust
Tema 5 O6mas meroauka coctasiacuus bO 4 4 1 -
Tema 6 Opnoyposaesoe 5O 4 4 1 —
Tema 7 | Muoroyposuaesoe bO 2 2 — —
Tema 8 YacTtHag MeToguka cocrasiaenus bO 2 > 1 -
JOKYMCHTA
Tema 9 | BO anekTpoHHOTO pecypea 2 2 | -
Tema 10 | bubauorpaduyeckas ccbuika 2 4 — —
Tema 12 | OOmme nonoxeHusI HHICKCHPOBAHUS 2 - — —
BCEI'O 18 18 4 —

6. METOAUYECKHE PEKOMEHJALIMA ITO OPTAHU3AIINA
CAMOCTOATEJIBHOU PABOTBI CTYJIEHTOB

CamocrosarenbHass paboTra mMeer 0co0Oe 3HaYeHHWe Ui KPEeaTHBHOTO (TBOPUYECKOTO)
YCBOEHHE OCHOBHBIX MOHATHI M KaTerOpWil B MpeIMETHON 00JacTh «00paboTKa JOKYMEHTa».
CamocrosaTrenbHas paboTa CTyIeHTa ABISETCS Ba)XHON (opmoil yueOHOro mporiecca, KOTopas
MO3BOJIIET MPUOOPECTH, a TAKIKE 3aKPEMHUTh HOBbIE 3HAHUS, HABBIKM U YMEHUs, CHOPMHUPOBATH
JAU4YHble YOEKAEHWs, WCIOIb30BATh MOJYYCHHbIE 3HAHUS W YMEHUS B NPAKTUYECKON
nestenbHOCTH. OHA OCYIIECTBIISAETCSA B TEUSHNE BCEro mpouecca 00y4eHns 1 HIMeeT CIEAYIOIIIe
CTaIuu:

1) mepBUYHOE O3HAKOMIIEHHE C MaTepUaIaMu JIEKIINH;
2) u3yYeHue U YCBOSHHE JIEKLIMOHHOTO MaTepHana,;

3) caMOCTOSTENBHYIO

mpopaboTKy

U3Y4EHHOIO MaTepUana;
4) mMOArOTOBKY K MPAaKTUYECKUM U TaOOPAaTOPHBIM 3aHATHSAM;

5) MOATrOTOBKY K BBITOJHEHUIO MMCHbMEHHOW MOIYIBHOI KOHTPOJIBHOW Pa0OTHI,

JUTEPaTyPHBIX

HUCTOYHUKOB n

6) MHAMBUAYANTBHYIO paboTy 1O 33aHUSAM MPETOAaBATENS,
7) MOATrOTOBKY K 3K3aMEHY .

Opranusanusi caMoCcTosITeIbHON PaboThI CTYEHTOB

00001eHNEe

KosnuecTBo 1acos
Ounas hopma Ounas 3aouHas 3aouHas
Ne o/ Ha3Banue Tembl N {popi & apua:c bopua ¢
HOPMaTUBHBIM YCKOPEHHBIM HOpPMaTUBHBIM YCKOPEHHBIM
CPOKOM CpOKOM CPOKOM CPOKOM
oOyueHus oOyUeHHsSI 0oOyueHHst 0o0OyUeHHSI
Tema 1 bubnuorpaduueckas oopaboTka
JOKYMEHTOB KaK y4eOHas TUCHUILTHHA U 3 3 4 4
BUJ OMONMHOTEYHO-NH(POPMATHOHHO
JCSITCIBHOCTH
Tema 2 | bubmuorpaduueckas oOpadoTka
JOKYMEHTOB B CUCTEME IOKYMEHTAIbHBIX 7 7 13 13
KOMMYHUKAIUI
Tema3 | bubmuorpaduueckas 3amuce (b3) — 9 9 12 12
[JIABHBINA Pe3yabTaT 00paboTKI
Tema 4 TeopeTriaeckre OCHOBEI
8 8 13 13
oubnunorpaduueckoro onucanus (5O)
Tema 5 OO0mas Metoauka cocrasiieHus bO 9 9 19 19
Tema 6 | Onnoyposuaesoe bO 15 15 27 27
Tema 7 | Muoroyposaesoe bO 7 7 10 10
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Tema 8 YactHas meToauka cocrasieHust bO 7 7 10 10
JOKYMCHTA

Tema 9 | BO anekTpoHHOTO pecypea 7 7 10 10

Tema 10 | bubauorpaduyeckas ccbuika 7 7 10 10

Tema 11 | Teoperndeckre OCHOBBI COCTABICHUS 7 7 10 10
3aronoska b3

Tema 12 | OO1ue monoKeHUS. HHACKCHPOBAHUS 4 4 11 10
BCEI'O 90 90 148 148

7. AHANBU Y AJIBHBIE 3AJTAHUA

KonTponsHbIME (hOopMamMy MHANBUAYAIBHON pa0doTh! Mo mucunumHe «bubmnorpadus n
oubmmorpaduyeckoe geno» Moryr ObITh  chexyromme: padoTta € JIATEPAaTypHBIMHU
NEPBOMCTOYHUKAMHM 10 TE€MaM MOAYJEH, BbIMOJHEHHE HMHAMBUAYAIbHBIX  HAy4YHO-
MCCIIEIOBATENbCKIX U MPAKTUYECKUX 3aJaHMIA, @ TAK)KE TECTOB, IOATOTOBKA HAYYHBIX TOKIAJ0B,
pedeparoB 1 aHAIN3 KOHKPETHBIX CUTYaLUH.

WunuBuayaabHOE 3a1aHie BBITOIHAETCS C LENbIO MOBBILICHNUS PEHTHHTA.

Tembl HHANBUAYAIbHBIX 3aJAHUN

CocrtaButh u 0opMuTh OMOTHOTpadUIecKOe OMMCAHNE Ha!

1) DOKyMEHTHI, KOTOPbIE UMEIOT OAHOTO, 1BA, TPH, YETBIPE, AT U O0OJIee aBTOPOB;

2) 6e3aBTOPCKOE MPOU3BEACHHE,

3) cOopHuK;

4) TOKyMEHT IO CTaHIapTU3ALNH,

5) maTeHTHBIN TOKYMEHT WIH aBTOPCKOE CBUIETEIIECTBO;

6) HOTHOE M3IaHNE;

7) m3orpaduyeckoe u3gaHue;

8) xaprorpaduyeckoe nu3gaHue;

9) aynmanpHOE M3AaHUE;

10) Buneomsnanue;

11) MHOrOTOMHOE H3/1aHHE;

12) oTnmenpHYO 94acTh (KHUTY) MHOTOYaCTHOTO M3IAHUS;

13) cratbo U3 JKypHAJAa;

14) craTpio (TE3UCHI) U3 COOPHUKA HAYYHBIX TPYIOB;

15) craTpio U3 rasersr;

16) 3akxon loneukoit Haponuoii PecrryOmmkw;

17) pazmen, maparpad, riaBy JOKYMEHTa;

18) sMeKTPOHHBIN Pecypc JOKATBHOTO AOCTYIIA,

19) aBTopckwuii 60T

20) oduimanbHbIN BeO-CallT OpraHu3alnu;

21) cTaThio U3 MEKTPOHHOTO JKYPHANA;

22) craThiO U3 IEKTPOHHOI T'a3€THI,

23) 3akoH Jloneukoit Haponmuoii PecnyOmuku, pasMemeHHbI Ha OQUIMATIBHOM CaiTe
Haponnoro Cosera JIHP;

24) crpaHuiy BeO-caiiTa;

25) snektponHsbIii nokyMeHT (docx nmm pdf) BeO-caiiTa;

26) crarpio u3 Bukunenuuy;

27) 3BYKOBOI1 MaTepuai BeO-caiita;

28) Bumeo ¢ YouTube;

29) mOKyMeHT, Pa3MEIIeHHBII Ha Pa3HBIX HOCHTENAX, KOTOPBIE OTHOCATCA K Pa3HbIM
KaTeropusM MaTepHaioB, €CIM BO3MOKHO BEIOPATh OCHOBHOW OOBEKT IJIsi ONTMCAHNS,

30) mOKyMeHT, pa3MeIleHHBbIi Ha Pa3HBIX HOCHUTENAX, KOTOPbIE OTHOCATCS K Pa3HBIM
KaTeropusM MaTePUaIoB, €CIH HEBO3MOXKHO BBIOPAaTh OCHOBHOM OOBEKT [T OTMCAHUS;

31) KOMIUIEKT ayJOBU3YAIBHBIX MaTEPUAIIOB.
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8. BOITPOCHI K MOAYJBbHOMY KOHTPOJIIO

1. CeprbiBaHue HHGOPMALNU M JOKYMEHTa. Bunbl cBepThIBaHMUA.

2. Bunsr u pe3ynprathl Ondanorpadguaeckoir 00padboTKi TOKYMEHTOB.

3. Iludpp xpaHeHus moOKymeHTa, bubmmoredno-Ombamorpadmueckas kiaccuuranms
(bBK), VYHuBepcampHas pecatmuHas kinaccupukanus (Y/K), aBropckmii 3Hak, Tabnmma
aBTOPCKUX 3HAKOB N0 XaBkuHOM JI. b.

4. PaccranoBka 6ubanoreyHoro GoHmaa.
Hayunas 06paboTka JOKYMEHTOB KaK COBOKYITHOCTh IPOLIECCOB aHAIN3a M CHHTE3a.
Hcnonp3oBanne Hay4HOU 00pabOTKI JOKYMEHTOB.
TpeGoBanus, mpenbsABAsiEMbIe K COBPEMEHHOMY 00pa00TYNKY HHPOPMAITIH.
OOBeKT 00pabOTKN TOKYMEHTA.

9. IlepBuuHbIE U BTOPUYHBIE JOKYMEHTBHI.

10. BoeIxomHbIe CBEIEHNS, BBIXOAHbIE JaHHBIE U BBITYCKHbBIE TaHHBIE.

11. buGnuorpaduueckas 3anuce: onpeneeHne, Ha3HaueHNe U COCTaB.

12. Buner 6ubmmorpaduyeckoil 3anmcH.

13. Crangaptuzanus 6nOarorpaguuecKoro ommucaHus.

14. bubGnuorpadudeckoe onrcaHue: onpeaeeHne, Ha3HaYeHne U QYHKIIIH.

15. Cocras 6ubamorpau4eckoro OnMcaHus: 00JIaCTH U 3JIEMEHTHI.

16. Buner 6ubnmrorpaduueckoro onucaHms.

17. Tlonatne oOmel W CHENWATbHON METOAMKH COCTaBJIeHWs Oubiuorpaduaeckoro
OTIMCAHMSL.

18. Ilynkryarus B OnOarorpaguueckoM ONMCaHHH.

19. HUcrounnku nHpOpMAIN I COCTABIEHHU OMOMMOTpauecKoro OnucaHms.

20. Coxpaurenue cJioB B OubamorpaduaeckoM OmucaHum.

21. A3pix OnbIMOrpauIecKoro OMMCaHus.

22. Tpanckpunuus U TPAaHCIUTEPALUS.

23. Opdorpadus B OubmmorpadhuaeckoM ONMCAHUH.

24. OtpakeHHe B ONMCAHUN OUIMOOK ¥ OTEYaTOK, HOMYIIEHHBIX B JOKYMEHTE.

25. YucnurenbHble B OMOIMOrpa@muecKoM ONMMCaHHH.

9. OBPAZEIl MOAYJBbHOI'O KOHTPOJIA

TrOY BIIO «JIOHEIIKMA HAIITMOHAJIbHBIIA YHUBEPCUTET»

@akyIbTeT MATEeMATHKH H HH(OPMAIHOHHBIX TEXHOJIOTHH

Hanpaenenue noozomoexu: 46.03.02 /[lokymenmosedeHue u apxueogedenue
ObpazoeamenvHas npocpamma: baxanaspuam

Cemecmp: a1

Yuebnas oucyunnuna Bubnuozpagpus u 6ubnunozpaguueckoe deno

MOAYJbHASA KOHTPOJIbHASA PABOTA
BAPHUAHT Ne 1

1. Bugel u pe3ynpTrarsl Oubnuorpapuaeckoir 00paboTKH JOKYMECHTOB.
2. Ilpakmuueckoe 3a0anue. Halinute u ucnpasbpTe OIMOKH B IPCANMCAHHBIX 3HAKAX MYHKTYaLHH
B IPUBCACHHBIX OMOMMOTpapUICCKUX OMUCAHUSIX.

YTBepkaACHO Ha 3acemaHuu  kKadenpsl MH(OOPMALMOHHBIX CHCTEM YMPABICHUS, MPOTOKOI OT
« » 20 1. Ne .

3aBenyrommii kadeapoi H. 1. [Monomapenko
[Ipenonmasarens 4. B. ®umarosa
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Kputepuu oneHuBanusi MOAy/JIbHOI0 KOHTPOJISI

Homep 3ananus KosaunuectBo 6a/1110B
3ananue 1 2
3agaHue 2 3.5
Bcero 5,5 6an0B

10. KOHTPOJIBHBIE BOITPOCHI K TIPOMEKYTOUYHOM ATTECTAIIUA

Bonpocs! k 3x3ameny

1. Comeprxanue u npeamet kKypca «bubdmamorpadus u oudanorpaduyaeckoe gemo».

2. bubmmorpaduueckas o0OpaboTka: ompenejeHre W 3Ha4YeHWe B HH(DOPMAIMOHHOIM
TeATeNbHOCTH.

3. Ocuosubie ctanmaptel cuctembl CUBUJl («Cuctema cTaHmapToB mo wWH(pOpMaUuwy,
OMOIMOTEYHOMY W M3AATEIBCKOMY IEITy»), PerIaMeHTHUPYIOIINe mpaBmia onbdmmorpaduaeckoit
00pabOTKN JOKYMEHTOB.

4. CeepreiBanne HHGOPMALNHU U JOKYMEHTA. Bl CBEpTHIBaHMUA.

5. Texumueckas 06paboTKa TOKYMEHTOB.

6. lludpp xpaHeHuss moKymeHTa, bubamoreuno-OmOmmorpadudeckas kiaccuukanus
(bBK), VYHuBepcampHas pecatnuHas kiaccupukamus (YK), aBropckmii 3Hak, Tabnmna
aBTOPCKUX 3HAKOB N0 XaBkuHOi JI. b.

7. PaccranoBka Oubnuore4Horo GoHa.

8. Buapl u pesynbraTsl Onbmmorpaduyeckoit 00padOTKH JOKYMEHTOB.

9. Hayunas 00paboTKa TOKYMEHTOB KaK COBOKYITHOCTH IPOIIECCOB aHAIM3a M CHHTE3a.
MeTtonbl a0CTparupoBaHus, 0000IIeHHs TPU 00PAOOTKE TOKYMEHTOB.

10. [Ipumenenune Oubmmorpaduyueckoii 00pabOTKM JOKYMEHTOB B Pa3iIMuHBIX chepax
IeATeNbHOCTH.

11. TpeGoBanus, mpenbsABIsIEMbIe K COBPEMEHHOMY 00pabO0TINKy MH(OPMALIHH.

12. O6bekT 00pabOTKH JOKYMEHTA.

13. IlepBruuHbIe U BTOPUYHBIE JOKYMEHTBI. BUabl BTOPUYHBIX JOKYMEHTOB.

14. BeixonHbIe CBEACHNUS, BBIXOAHbBIE JAHHBIC U BBITYCKHbBIE TaHHBIE.

15. bubnuorpaduueckas 3anuce: onpeneieHne, Ha3HAYeHNE U COCTAaB.

16. Buner 6ubnmnorpaduyaeckoii 3anmcu.

17. Crangaptuzanus Onbarorpaduaeckoro OnucaHusl.

18. bubnmorpadudeckoe onrcanue: onpeaesieHne, Ha3HAaYeHne U QyHKIIHH.

19. Cocras Oubmorpadn4ecKoro OMUCAHUs: 0OJACTH U SJIEMEHTHI.

20. Buapr 6ubarorpaguaeckoro OmucaHus.

21. Ilonatue oOmeld W crHenuadbHOW METOAMKU COCTaBJICHHS Oubamorpadmaeckoro
OTIMCaHMSL.

22. Tlynkryarus B OnbmrorpagmaeckoM OMMCaHUH.

23. Ucrounnku nHGOPMAIMN J1s1 COCTABIEHU OMOIMOTpadmuecKoro OMMCaHMs.

24. CokpaiueHue cjaoB B OuOnmorpadguueckoM OMMCaHHH.

25. S3bik OubMorpaduIeckoro onucanus. TpaHCKPUIIINS U TPAHCIUTEPALIUSL.

26. Opdorpadus B OubmmorpadhnaeckoM ONMCAHNH.

27. OtpakeHre B ONMMMCAHUH OITMOOK M OMEeYaToK, JOMYIIEHHBIX B TOKYMEHTE.

28. UncnurenbHbIe B OMOIHOrpa@maecKoM OTMCAHMUH.

29. O6mme monoxxenuss ['OCT P 7.0.100-2018 «CUBU/l. bubnuorpadudeckas 3amuce.
bubmmorpaduyeckoe onucanne. O0mue TpeOOBaHUS U TPABIIIA COCTABICHU.

30. O6macTp 3arnaBus U CBeIEHUIT 00 OTBETCTBEHHOCTH.

31. O6macTp n3naHMs.

32. Crnenuduyeckas 001acTe MaTepuaia Wik BUAA pecypca.

33. Obnactp myOIMKANN, TPOU3BOACTBA, PACTIPOCTPAHEHNS H T. .

34. O6macTp pu3HUECKO XapaKTEPUCTUKH.
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35. Ob6nacTh cepui 1 MHOTOYaCTHOTO MOHOTPAQHIeCKOro pecypcea.

36. O6acTb MpUMEYaHNUS.

37. Obnacth uaeHTH(PUKATOPA PECYpCa U YCIOBHIA JOCTYITHOCTH.

38. ObnacTh BUAa COmEp:KaHUs U CPEACTBA TOCTYIIA.

39. Dramsl COCTaBJICHUS OAHOYPOBHEBOTO OMOIMOTpadIecKoro OMMCaHus.

40. MHoTrOypOoBHEBOE OMOMMOrpadudeckoe onucaHne MHOTOTOMHOTO JOKYMEHTA.

41. MHOrOypOBHEBOE ONHUCAHNUE CEPUATBHBIX JOKYMEHTOB.

42. Ananmutudeckoe oubmuorpaduaeckoe onucaHue.

43. bubnuorpadudeckoe ONMUCAHUE 3aKOHOMATEIBHBIX W HOPMATUBHO-TEXHUYECKUX
TOKYMEHTOB.

44. bubnuorpadudeckoe OMMCaHNe HEOMyOIMKOBAHHBIX (HAYYHBIX ) JOKYMEHTOB.

45. bubnuorpaduueckoe OnMcaHWE W3OM3NaHUI, KapTorpadu4eckux, HOTHBIX U
ayIMOBU3YAIIbHBIX W3IaHHA.

46. bubnuorpadudeckoe OMMCAHNUE IEKTPOHHBIX PECYPCOB JIOKAITBHOTO AOCTYTIA.

47. bubnuorpadudeckoe OMMCAHNUE IEKTPOHHBIX PECYPCOB YAAJTIEHHOTO TOCTYTIA.

48. bubmmorpadudeckas ccpuika. OOIIe MoIOKEeHHS.

49. BaytputekcToBas OuOmmorpadudeckas ccpuika. [loBTOpHas BHYTPUTEKCTOBAsS
oubmorpaduyeckas CChUIKA.

50. IloncTpounas oubmmorpaduueckas CCBUIKA. IToBTOpHAs MOJCTPOYHAs
onbmmorpaduyeckas CChIIKa.
51. 3arekcroBas oubmmorpaduueckas CCBLIKA. [ToBTOpHas 3aTeKCTOBas

oubmorpaduyeckas CChUIKA.

52. Kommekchas ~ Oubmmorpadudeckas  ccbuika.  OcoOGHHOCTH — COCTaBIICHUS
Oonbmmorpaduyeckix CChUTOK Ha AIIEKTPOHHBIE PECYPCHI.

53. 3aromoBok 6uOIHOTpaUECKON 3aMICH U €T0 BHIBL

54. Obmas metoarka GOPMUPOBAHUS 3arojI0OBKa OMOIMOrpadMIecKoi 3anmcH.

55. 3aronoBok, coaep Kamuii UM JTULA.

56. 3aroj0BoK, colepsKaliii HANMEHOBAHNE OPraHN3aLUu.

57. 3arojoBoK, comaepkamyii yYHUQUIUPOBAHHOE 3arjiaBhe. 3arojiOBOK, COAEpIKaIlnii
0003HaYeHNEe JOKYMEHTA. 3aroj0BOK, COAEPIKAIIMIA reorpaduuecKkoe Ha3BaHUE.

58. O0mue monokeHus: MHASKCUPOBAHMS.

59. Bunel nHGOPMAMOHHO-TTOMCKOBBIX S3bIKOB 1 TPEOOBAHUS K HUM.

60. O0mue nmpasmiia MHIASKCUPOBaHUA. MeTonnKa NHIESKCUPOBAHMSL.

11. OBPA3EIl DK3AMEHAIIMOHHOI'O BUJIETA

IOy BIIO «IOHEIIKA HAIIMOHAJIbHbI YHUBEPCUTET»
®axkyabTeT MATEMATHKH H HH(POPMALMOHHBIX TEXHOJIOTHHI

Hanpasnenue noocomosxu: 46.03.02 /lokymenmosedenue u apxusoseoenue

Obpaszoseamenvuas npoepavma: baxanaspuam

Cemecmp: a1

Vuebnasn oucyunnuna Bubnuozpagpusn u oubnuozpaguueckoe oeno
BUJIET Ne 1

1. Buasl Oubnuorpadudeckoii 3anucu.
2. 3aronoBok Omubmmorpaduaeckoii 3anmucu, coaepKamuii HANMEHOBAHNE OPTraHU3aLNN.
3. IlpakTuueckoe 3ananue.

YTBepkaeHO Ha 3acenannu kKadeapsl THHOPMAITMOHHBIX CHCTEM YIIPABICHUS, TPOTOKOJ OT
« » 2019 1. Ne .

3aBenyromuii kadeapoit H. III. IToromapeHko
DK3aMeHaTop 4. B. ®unarosa
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Kputepun oneHuBanus 3K3aMeHa

Homep 3ananus KoauuectBo 0a/1108
3ananue 1 5
3ananue 2 5
3ananue 3 30
Bcero 40 6ans0B

12. OBPA3EILl TECTOBOI'O 3AJJAHUA

1. OcHOBHOIT 9acThI0 OMOTMOTPahUIECKON 3aMHCH SABIAETCS (SBISAIOTCS):
a) TEPMUHBI HHACKCHPOBAHUS;

0) bubmuorpadudeckoe onucaHue;

B) Oubmorpaduueckue CBEACHNS,

T') BBIXOJIHBIE CBEICHUS;

1) 3aroJIOBOK Oubmorpaduyaeckoii 3anucu;

€) aHHOTAIIHS.

Ortset: 0)
13. KPUTEPUU OIIEHNBAHUSA

B teuenme cemectpa oOydwarommiics Moxker 3apaborare Oaymbl (B OOIIEH CIIOKHOCTH
makcumyM 100 6amoB) 3a crieayronme BUABI 1eITeTbHOCTH:

1) BBIIONTHEHNE MPAKTUYECKHUX 3aTaHUN;

2) BBIMONHEHUE Ta00paTOPHBIX 33TaHNUN;

3) HammcaHWe MOAYJIEHON KOHTPOJIBHOI paboThl;

4) akTUBHOCTB Ha 3aHATHAX (OMPOC, TECTUPOBAHNE, aHATN3 KOHKPETHBIX CUTYalnii);

5) BBIIOJIHEHNE WHIAWBUIYadbHBIX TBOPYECKMX 3aJaHMil, HamMCaHWe MJOKIAnoB U
pedeparos (OOHYCHBIE OaILTBI);

6) mpaKkTUYeCKHe 3aJaHus M OTBET HA MICbMEHHOM 3K3aMeHe.

Onenka 3HaHMIA CTYAEHTOB MPoBoauTCs Mo 100-0amTbHOI mIKaixe COTIACHO CIIETYFOIINM
KPUTEPHM:

Ne n/m Buabl KOHTPOJIBHBIX MEPONPHUATHI ‘ KosaunuectBo 6a/11108B

Tema 2

1. [TpakTudeckas padorta 1 2
OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 3
Tema 3

1. [TpakTudeckas padora 2 0,5

2 OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI |
Tema 4

1. [TpakTyeckas padora 3 0,5

2. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 1
Tema S

1. [TpakTudeckas pabora 4 3

2. Jlaboparopras padota 1 3

3. Jlaboparopras pabora 2 0,75

4. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 3,5
Moay/ibHBIi KOHTPOJIb 5,5
Tema 6

1. [TpakTHueckas padora 5 2

2. OTBeThlI Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 1

3. [TpakTHueckas padora 6 3
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Ne n/m Buabl KOHTPOJIBHBIX MEPONPHUATHI KosaunuectBo 6a/1;108
4. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5
5. [TpakTnueckas padora 7 3
6. OTBeThl Ha KOHTPOJIBHBIE BOIIPOCHI U TECTHI 1,5
7. Jlaboparopnast paborta 3 1,75
8. Jlaboparopnast pabota 4 3
Tema 7

1. Jlaboparopras pabora 5 2

2 OTBeThl Ha KOHTPOJIBHBIE BONIPOCHI U TECTHI 0,5
Tema 8

1. Jlaboparopras pabota 6 2
Tema 9

1. Jlaboparopras pabora 7 2

2. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 1,5
Tema 10

1. Jlaboparopras pabora 8 3

2. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 0,5

3. JlaboparopHas padorta 9 3
Tema 11

1. [TpakTHyeckas padora 8 3

2. OTBeThl Ha KOHTPOJIbHBIE BOIIPOCHI U TECTHI 1,5
Tema 12

1. [TpakTudeckas padora 9 1,5
IK3aMeH 40
BCEI'O 3A CEMECTP 100

Omenka 3a ceMecTp  BBIUMCIIETCS  MyTeM  CYMMHPOBaHHS  3apabOTaHHBIX
CTYyAEHTOM Oa/uloB 3a CeMecTp M Ha »JK3aMEHE U BBICTABIIETCS COTJIACHO INKAle,
npuastoi B JIOHHY. bBonee mnompoOHBIe KpuTepuu pa3pabaThIBArOTCS WCXOIOsd U3
KOHTHHT€HTA M JOBOAATCS 10 BEIOMa CTY/ICHTOB B MIEPBBIIl MECSL] 00y4YeHUsI.

IIxkana coorBeTcTBHs 0A/1JI0B rOCyAapPCTBEHHOM IIKaJIe

Cymma 6ajnoB 3a . Ouenka mo
Ouenka . | OmueHkKa mo rocyiapcTBeHHOH HIKAJie .
BCe BHABI y4eOHOI . rocyAapCTBEHHOI
ECTS (3x3amen, nuddepeHnnanbHbIN 324eT)
AeATeJbHOCTH mKaJe (3auer)
A 90-100 5 (oTm4HO) 3a4TEHO
B 80-89 4 (xopomo) 3a4TEHO
C 75-79 4 (xopomo) 3a4TEHO
D 70-74 3 (YAOBIETBOPHUTENBHO) 3a4TEHO
E 60-69 3 (YAOBIETBOPHUTENHHO) 3a4TEHO
2 (HeyIOBIETBOPUTEIBHO) C
FX 35-59 (meyx PHIGIHBHO) He 324TEHO
BO3MOKHOCTBIO IOBTOPHOM CIa4H
2 (HEeyAOBIETBOPUTEIHHO) C
BO3MOKHOCTBIO ITOBTOPHOI CAa4YM PU
F 0-34 P A P HE 3a4TEHO
yCIIoBUM 00s3aTeIFHOTO Habopa
JONOJTHUTEIBHBIX OAIIOB
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14. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE YYEBHOI'O ITPOLHECCA

.HeKI_[I/IOHHLIe U TOPAKTUYCCKUEC 3aHATUA TMPOBOAATCA B ayAUTOPHU,

MyJIbTUMEANITHON TEXHUKON U JOCKOII.

JlaGopaTopHble 3aHATHS MPOBOAATCS B KOMIIBIOTEPHOM KIlacce,

OCHAILIEHHOU

000pyIOBaHHOM

KOMIIBKOTEPAMHU C JTULHECH3UMOHHBIM NPOTPAMMHBIM o6ecnequHeM, AOCTYIIOM K CE€THU HHTepHeT,
CTOJIaMH, JOCKOIA.

15. PEKOMEH/IOBAHHAA JIMTEPATYPA

Ne

n/n

HaumeHnoBanue

Koa-Bo
IK3EMILISAPOB
B OMO0IMoTEKE

JTOHHY

Hannune
3JIEKTPOHHOM
BepPCUH B

IBC

Ocnosnas iumepamypa

bubnmoreuno-6ubnnorpaduyaeckas KJTaccu(uKamus
[Texct] : cpemHume Tabnwimpl . mpakT. mocodmwe : [B
8 Boim.]. Bemm. 4 : 7 Y. Kynerypa. Hayka. [Ipocsemenne
/ E. B. Aunpeesa, JI. I1. barsiikuna, A. B. bucesesa u
ap. ; o pen. BBK O. P. CykwuacsH ; Poc. roc. 6-kxa; Poc.
Hai. 0-ka ; b-xa Poc. akan. Hayk. — Mocksa : JIubepes-
bubunadopm, 2011. —330 c.

1

JBopkuna, M. . bubnmoreuno-nHGOpMaIIMOHHAS
IEATeNbHOCTD . TEOPETHYECKHE OCHOBBI I OCOOEHHOCTH
pasBUTHA B TPATUIMOHHONW M 3JEKTPOHHOW cpene /
M. 4. Isopkuna. — Mocksa : U3n-so ®AUP, 2009. —
255 &.

Kopmrynos, O. I1. bubnuorpadoBenenne : OCHOBBI
teopun u  wmeromomoruun  /  O. Il KopiryHos,
T. ®. Jluxoeun, T.A.HoBoxeHoBa ; moxm pen.
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Hayk  Ykpamnel, Ham. — 0-ka  YkpamHBl WM.
B. W. Bepnanckoro ; MexayHapoaHas accoLl. aKam.
Hayk ; CoBer IupeKTOpoB Hayd. O-K u HHPOPM.
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https://dnrsovet.su/zakonodatelnaya-deyatelnost/prinyatye/zakony/zakon-donetskoj-narodnoj-
respubliki-o-bibliotekah-i-bibliotechnom-dele/ (nara o6pamenus: 10.04.2020).
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rOCYJapCTBEHHBIM OIODKETHBIM yupekaeHneM «Poccuiickas HanmmoHanmbHas OHONMHOTEKa». —
Mocksa : Crangaptuadopm, 2018. — (Cucrema ctaHmapToB o HHPOPMALNHN, ONOIMOTEIHOMY H
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17. IPOTPAMMHOE OBECIIEYEHHE

1. Windows 7 PRO (xopmoparusHas munen3us JJoaHY Ne 46484614).
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2. Microsoft Office (kopropatusHas muuensus JoarHY Ne 46472919).
3. JIunensun GPL, Apache, BSD nmas cBOOOZHOrO mHpPOrpaMMHOTO OOECTIeYEeHU:
AntuBupyc Kacnepckoro, Libre Office, Adobe Acrobat Reader, xPDF, Paint. NET, Gimp.

18. UCHHOJIb30OBAHME DJIEKTPOHHOI'O OBYUEHUA
U JUCTAHIIHOHHBIX OBPA30BATEJIBHBIX TEXHOJIOT M

®.1.0. npenogaBares
U BU/J IJIEKTPOHHOI'0 B3aHMOI[eﬁCTBHﬂ
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e-malil (ya.filatova@donnu.ru).

bubmmorpadus n
oubmmorpaduyeckoe neno




2

Pabouass mporpamMma paccMOTpeHa M HepeyTBepKIeHa Ha 3aceqaHuu Kadeapsl
nH(GOPMALMOHHBIX CHCTEM YIPABJICHUS C M3MeHeHusAMH (0e3 m3menenmii) Ha 2021/2022 rox.

B pabouyto npoepammy oucyuniunsl 6Hecernvl ciedyioujue usMeHeHust U O0ONOJHEHUS.:

ITpoTokoun 3acemanus Kapenpsl OT « » 20 r. Ne

3aBenyromuii kagenpoit




