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1. Ilepeyenb NJIAHUPYEMBIX Pe3y/JIbTATOB 00y4eHHS M0 AUCHHUILINHE
B pesynprate OCBOCHHS IUCLUUIUIMHBI Y OOYyYaromUXCs JOJDKHBI OBITh CHOPMHUPOBAHBI 3HAHUA,
YMEHUSI, BIIAJICHUSL

Ha ypoeHe 3HaHuiL:
- 3HaTh MPUHIIMITBI AaHATMTHKO-CUHTETUIECKOH repepaboTku nHpopMaImu

Ha ypoeHe ymenui:
- YMETh IPUMEHSTH MPUHITUIBI aHAJTUTUKO-CHHTETHYECKON TIepepadoTKu HH(pOpMauu

Ha ypo6He HABLIKOG:
- BJIQIETh METOIMKOH aHAIMTUKO-CHHTETUYECKOH nepepaboTku nH(opMaImu

2. O0beM U MecTO THCHMIIMHBI B cTpykType OITOII BO
JucuuninuHa oTHocuTes K BapuatuBHoU yactu OIIOIN, sBnsercs ¢pakyabTaTUBHON TUCIIUIUIMHOM,

n3yuaetcs Ha 1 kypce, B 1 cemectpe.

OO6mast TpyI0€MKOCTh JUCIHUIUIMHBI COCTaBIseT 72 4 / 2 3.€., U3 HUX 52 4 - KOHTaKTHas padoTa ¢
npernoaaBatenieM (30 9 3aHATHS JTEKIMOHHOTO THIA U 22 9 — 3aHITHS CEMHHAPCKOTO THTIA (TIPAKTHYECKHE
3aHATHS)) ¥ 16 4 - caMocTosATeNbHAs paboTa 00yJaronuxcs.

dopma IpoOMEKYTOUHON aTTecTaluu — 3a4deT (4 4).

3. Conep:xkaHue U CTPYKTYPA AUCHHILIAHBI
3.1. CTpykTypa JUCIUTITNHBI

O0beM TUCHUIIJINHBI, 4
KonrakTHas
abora
p dopma
00y4Jaromuxcs
c TeKyllero
HaumeHoBaHue KOHTPOJIA
Ne n/m Bcero | npenogaBaree
pa3aesioB M (WJIM) TeM CP | ITA | ycneBaemMocTH
Hacos M NPOMEKYTOYHO
10 BUAAM pomesy
il aTTecTanumn
Y4eOHbIX
3aHATHH
J | m3
Cemecmp 1
Pasznen 1. bubauorpaguyeckoe onucanue 10KyMEHTOB
Tema 1.1. AHaJIUTUKO-
CUHTETHYECKas DAKIMUCCKOe
nepepaboTka 2 1 - 1 P «
3a0aHue
nHpopManuu: oo1Iast
XapaKTepUCTHUKA
Tema 1.2. CraHnmapTsl,
periaMeHTHPYOIINe
MPOLIECCHI AaHATTUTHKO- 3 5 1 npakmuyecxkoe
CUHTETUYECKOMN 3a0anue™
nepepaboTKH
nHpopManuu
Tema 1.3 bubnuorpaduueckas
npakmuyecxkoe
3amnuch 1 2 1 - 1 *
3a0anue
6ubnuorpaduueckoe




O0beM TUCUUIJIMHBI, 4

KontakTHan
abora
p ®opma
00y4yarIuXxcs
c TeKYyUIero
HaumenoBaHue KOHTPOJIs
Ne n/m Bcero | npenogasareJie
pa3aesioB U (MIH) TeM CP | ITA | ycneBaemocTH
Hacos M MPOMEKYTOYHO
1o BUJAAM pomeay
il aTTecranumn
Y4eOHBIX
3aHATHH
JI 113
OTIVICAHUC
Tema 1.4 OO6mras MmeToauKa
npakmuyecxkoe
oubmmorpaduuecKoro 3 2 - 1 «
3a0aHue
OTIICAHHUS
Tema 1.5 bubnunorpaduueckoe onpoc,
OTIMICAHNE KHUT 5 2 2 1 npakmuyeckoe
3a0anue™
Tema 1.6 OcobenHoctr
COCTaBIICHUS onpoc,
OoubImorpaduuecKoro 5 2 2 1 npakmuyeckoe
OTIMCaHUsI MHOTOTOMHBIX 3a0anue™
W3IaHUN 1 COOPHUKOB
Tema 1.7 bubnuorpaduueckoe onpoc,
OTIMCAaHUE COCTABHOM 5 2 2 1 npakmuiecxkoe
YacTH JOKYMEHTa 3a0aHue*
Tema 1.8 bubnuorpaduueckoe onpoc,
omnucaHue opUITHaTBLHBIX 5 2 2 1 npakmuiecxkoe
JIOKYMEHTOB 3a0aHue*
Tema 1.9 bubnuorpaduueckoe
OTHCaHWe HOPMATUBHO-
TEXHUYECKUX, TEXHUKO- onpoc,
SKOHOMHUYECKHUX 5 2 2 1 npakmuiecxkoe
JIOKYMEHTOB U 3a0aHue*
HEOMYOJIMKOBAHHBIX
U3IaHUN
Tema 1.10 bubnuorpaduueckoe onpoc,
OTIMCaHUE DIICKTPOHHBIX 5 2 2 1 npakmuiecxkoe
pecypcoB 3a0anue™
Paznen 2. UngekcupoBanme JOKYMEHTOB
WNunexcupoBaHue Kak
npakmuyeckoe
Tewma 2.1. BHJI U COCTaBHas 4acTh 3 2 - 1 sadame ™
ACIIN
Teopernueckre OCHOBBI DAKMULeCKOe
Tema 2.2. KIaccupuKauu 3 2 - 1 P e
3a0aHue
JTIOKYMEHTOB
OO6mas MmeToIuKa onpoc,
Tema 2.3. » A 5 2 2 1 P
CUCTeMaTHU3aIu1 npakmuyecxkoe




O0beM TUCUUIJIMHBI, 4
KontakTHan
abora
p ®opma
00y4yarIuXxcs
c TeKYyUIero
HaumenoBaHue KOHTPOJIs
Ne n/m Bcero | npenogasareJie
pa3aesioB U (MIH) TeM CP | ITA | ycneBaemocTH
Hacos M MPOMEKYTOYHO
1o BUJAAM pomeay
il aTTecranumn
Y4eOHBIX
3aHATHH
JI 113
JIOKYMEHTOB 3a0anue™
Tema 2.4 VIK kak Bemymias
JOKYMEHTHasI
KIaccuuranus onpoc,
COBPEMEHHOCTH: 10 4 4 2 npakmuyeckoe
BO3HUKHOBEHUE, OCHOBEI 3a0anue*
MTOCTPOCHHSI,
MIPUMCHCHHE
Tema 2.5 Teoperndeckre 0OCHOBBI
MpeIMETHU3AIHH
,ZIEKH eHTOBH Oo6i1mas onpoc,
M ' 7 2 4 1 npakmuyeckoe
MeTOAUKa "
3a0anue
MpeIMeTU3aluN
JOKYMEHTOB
IIpomexyTouHas aTTecTANMS 4 4 3aver
30 22
Bcero: 72 55 16 4

* 6 meuenue usyyeHus OUCYUNIUHBL ACRUPAHM BLINOAHAET NPAKMUYEeCKoe 3a0aHie nNo COCMAIenuio 6ubIuoepaguieckoeo
CRUCKa ceoell HAYYHO-K8ATUDUKAYUOHHOU pabonbl

3.2. CoaeprxkaHue JUCUUILIMHBI
Pazoen 1. bubnuozpagpuueckoe onucanue 00OKymMeHmos.

Tema 1.1. Ananumuko-cunmemuueckas nepepabomxa uH@opmayuu: oowas xapaxmepucmuxa.

AHanuTHKO-CHHTeTHYeCcKas rnepepadboTka uHbopmanuu (ACIIN), ee omnpejerneHre ¥ Ha3HAYCHUE.
«AHaJIUTHKO-CUHTETHYeCKas 00paboTka», «HaydyHas 00paboTka», «oubanoreyHas oOpaboTka» «oOpaboTka
JOKYMEHTOBY», CHUHTE3UpOBaHHE WH(POPMAIIMK», CBEPThIBaHUE MHPOpMAIUK», "OHOIHOrpadupoBaHuey u
Jpyrue TEPMUHBI, 0003HAYAONINE MPOIIECChI, CBSI3aHHBIE C PACKPBITHEM COJCPIKaHHUsS JTOKYMEHTOB. Bujbl
(mportecchl) 00OpabOTKHM: HHICKCHPOBAHWE, AHHOTHPOBaHWE, pedepHUpOBaHUE, U3BICUCHUE (HAKTOB,
MOJIrOTOBKA 0030poB. Pacimpenue nepeyHs BUI0B 00pabOTKH B COBPEMEHHBIX YCIOBUSAX. AHAIN3 U CHHTE3
— BeyIINE METO/Ibl aHATUTUKO-CUHTETUYECKO 00pabOTKH JOKYMEHTOB.

Tema 1.2. Cmanoapmul, pecrameHmupyoujue npoyeccbl aHaAIUMuKO-CUHMemu4eckol nepepaoomxu
ungopmayuu.

Cucrema O0T€YECTBEHHBIX TOCYIaPCTBEHHBIX CTAHAAPTOB MO CO3/JaHUI0 OMOIMOTrpaduyeckoi 3amucu
u O6ubnuorpaduyeckoro OMHCAHUSA: OCHOBHBIE XapaKTEPUCTUKH, METOJMKA MpUMeHeHus. VX amanranus K
MexnynapoaHnomy OubnuorpadguueckoMmy onmcanuto. CTaHIApThl, pPErJaMeHTHPYIOIIUE TPOIECCHI



WH/IEKCUPOBaHUs, aHHOTUpOBaHus, pepepupoBanus nokymentoB. 'OCT P 7.0.5-2008 buGmuorpaduyeckas
ccbuika. O01ue TpeOoBaHus U MTPaBHIIa COCTABIICHHUS.

Tema 1.3. bubauoepaguueckasn 3anuce u bubnuozpagpuyeckoe onucamue.

bubnmorpaduueckas 3anuch, onpeeneHnue ee CyImHOCTH. bubmuorpadudeckas 3anuch Kak TJIaBHAs
CTpYKTypHasi ~ eAMHUIA JI000r0  WMHPOPMAIMOHHOTO  MaccuBa. BpiOOp  mepBoro  »rueMeHTa
Ooubmmorpaduueckoid  3ammMcH, €ro 3HadeHWe. B3aumMocBa3p OuOnmorpaduyeckoro  OomMcaHus U
oubmmorpaduueckoii 3anucu. bubnuorpadudeckas 3amuch 1Mo UMEHEM MHIMBUIYAJIHHOTO aBTOpA, CIydau
ee HCIoNb30BaHMA. bubnuorpaduyeckas 3amuch TOJ HAWUMEHOBAaHHMEM KOJUICKTHBHOTO — aBTOPA.
bubmmorpaduyeckas 3anucek noj 3arooBkoM Gopmel. bubnmorpaduyeckas 3anuck noJ yHUPHIUPOBAHHBIM
3arnaBueM. bubnuorpaduueckas 3anmuch MO 3arjJaBUeM.

Tema 1.4. Obwas memoouka cocmasnenust OubIUOCPAPUUECKO20 ONUCAHUS.

Huddepenupnanus MeTOAUKH OHOIMOrpaduueckoro omvcaHus Ha oO0myro W yacTHyr. OOmias
METOJIMKa ONHMCAHUs, €€ 3HAaYeHHWE WM CYIIHOCTH. [Iporiecchl (3Tarmbl) coCTaBicHHsS OMOIHOrpadUIecKoro
OTIMCAaHUs, UX MOCien0BaTeNbHOCTh. OOs3aTenbHble M (DaKyIbTaTUBHBIC DJIEMEHTHI OMOIUOTPadUIECKOTO
onucanusi. O6mactu OubnMorpaduyecKoro onucaHusi U ux 3eMeHThl. CoaepkaHue o0yiacTei OonucaHus,
MOCIIEIOBATEIILHOCTD PACIIONIOKEHUS dJIEMEHTOB. Pa3ienuTenbHbIe 3HaKH, UCTIONb3yeMble TTpH 0(GopMIIeHu!
oubnuorpaduueckoro onucanus. OcoOeHHOcTH (QopmMupoBaHusi OuOIMOrpadUYecKoro OMMCAHUS IS
AIIEKTPOHHBIX KaTAJIOTOB.

Tema 1.5. Bubnuoepaguueckoe onucanue KHue.

OOBEKT OJHOYPOBHEBOTO OIMMCAHWS, TJABHBI M MPEINHCaHHBIE UCTOYHUKHU TIOYYEHUS CBEICHHN
it hopmupoBaHus 6udarorpaduueckoro onucanusi KHUr. Cxema 0JHOYPOBHEBOTO OMOIHMOrpaduIecKOro
ormucanus. dopmupoBanue 3ariaBus KHUT. OCOOEGHHOCTH 3allOJIHEHHS OO0JIacTeld OINUCAHHS: OOJIACTH
3aryiaBusl ¥ CBEJICHUM, OTHOCSIIIMXCS K 3arJIaBHIO, O0JIACTH U3JAHUS U JIp.

Tema 1.6. Ocobennocmu cocmasnenus oubIUOCPAPUUECKO2O0 ONUCAHUSL MHOSOMOMHBIX UB0AHUU U
NPOOONAHCAIOUWUXCS COOPHUKOS.

OOBEKT MHOTOYPOBHEBOI'O OITMCAHUSA: MHOTOTOMHOE H3JaHWE, TpyIa TOMOB, OTACIBHBIA TOM,
CepUallbHbIC W3JaHus, APYrHe NpOJOJDKAMIIUECS pecypchbl. [TaBHBIA M NpeNNmUCaHHbIC HCTOYHUKU
CBEJICHUI JIUIS CO3/IaHUsI MHOTOYPOBHEBOM 3amucu. Cxema OMOIHorpaduuecKoro ONnMcaHus MHOTOTOMHBIX U
npojopKarommxes u3naHuil. CTpykrypa OnOIMOrpa)Mveckoro ONWCaHWs MHOTOTOMHBIX —H3JIaHHA.
Oco0OeHHOCTH MTPUBEICHUS 3JIEMEHTOB Ha MEPBOM (B OOIIeH YacTH) U BTOPOM YPOBHSIX (crienudukaum).

Tema 1.7. Bubauoepaguueckoe onucanue cocmaguoti yacmu OOKyMeHma.

OOBEKT aHAMTHYECKOTO OINMCAHMS: CAMOCTOSTEILHOE MPOU3BEICHHUE, OMYOJIMKOBAHHOE B KHHUIE,
YacTh MPOU3BEJICHUS, HWMCIOIIAs CaMOCTOSITEJIbHOE 3arjiaBue, 4YacTh NPOM3BEJACHUS, HE HMEIoIas
CaMOCTOSITEILHOTO 3arjlaBusi, HO BBIJCJICHHAS B IeNsAX OuOmmorpaduueckor uaeHtudukanuu. [aBHbIA 1
NpEINUCaHHble HMCTOYHUKU CBEJACHUW JUIs  (OPMHPOBAHUS  aHAIMTUYECKOTO omumcaHus. Cxema
O6ubnnorpadguueckoro OmMMUcaHus COCTaBHOM vacTtu u3gaHusd. CTpykTypa OuOIHOrpaguueckoro OmucaHus
COCTaBHOM YaCTH M3/IaHUS: CBEJIEHHs O YacTH JIOKYMEHTa W 00 WIASHTH(QUUUPYIOIEM JOKYMEHTE.
OcoOeHHOCTH PUBEACHUS SJIEMEHTOB B aHATUTUYECKOM OTHMCAHHH.

Tema 1.8. bubruoepaguueckoe onucanue ouyuanbHbix OOKyMeHmos.

OOBexT O6ubnmorpaduueckoro ONMCAHHUS 3aKOHOJATEIbHBIX JOKYMEHTOB. Bri16op
oubnuorpaduueckoro onucaHus opUIMAIBLHBIX TOKYMEHTOB B 3aBUCHMOCTU OT CIOCO0a UX MyONHKAIUH.
dopmupoBaHue 3arojioBka Oubnuorpapuueckoit 3amucu. OcoOeHHOCTH OOJIACTH 3arjlaBusi M CBEJCHUH,



OTHOCSIIIUXCS K 3arJIaBHIO.

Tema 1.9. bubnuocpaguueckoe onucanue HOPMAMUBHO-MEXHUUECKUX, MEXHUKO-IKOHOMUUECKUX
OOKYMEHMO8 U HeOonyOIUKOBAHHBIX U30AHUIL.

OObexT  OmOMMOrpaUYeckoro  OMUCAHMA:  HOPMATUBHO-TEXHUYECKHE  JOKYMEHTBI IO
CTaHJApPTH3AINH, TEXHUKO-I)KOHOMHUYECKIE HOPMATHUBBI M NPEHCKYPAHTHI, TATCHTHBIE JOKYMEHTHI, OTYETHI
0 Hay4YHO-UCCIIEIOBATEIbCKUX paboTax, IUCCEPTallMd M MX aBTOpedepaTsl, JeTOHUPOBAHHBIE PYKOMUCH U
np. ['nmaBHBI W TpeanucCaHHBIA WCTOYHUKK uHGopMamuu Il (QOPMUPOBAHUS OINMMUCAHMS JTAHHBIX
JOKyMEHTOB. BwiOop Oubnmorpaduyeckoro onmucanusi ¢ ydetoM crocoba myonukanuu. CXeMbl ONmucaHUs
HOPMAaTHBHO-TEXHUYECKOM JOKYMEHTAIlMH, TMAaTeHTHHIX JOKyMeHTOoB. (OcoOeHHocTH (HOopMHUpOBaHUS
oOacTeil onrcaHus B 3aBHCHMOCTH OT BHJIA JIOKYMEHTA.

Tema 1.10. Bubnuoepaghuueckoe onucamue 31eKmMpOHHBIX PECYPCO8.

OObekThl OubNMMOrpauUecKoro OmMuUcaHMs: 3JEKTPOHHBIE JaHHBbIE U DJIEKTPOHHBIE MPOTPAMMBI.
I'maBHBI W mOpeanucaHHble WCTOYHUKA HUHPOpMAIUU s cO3JaHus OuOIMorpapuueckoro ONUCaHUs
ANIEKTPOHHBIX M3AaHUNA. CXema OINUCaHus AJIEKTPOHHBIX pecypcoB. OcoOeHHOCTH o0sacTeil onmucaHus
AIIEKTPOHHBIX PECYPCOB.

Pazoen 2. Hnoekcuposanue 00KymeHmoas.

Tema 2.1. Unoexcuposanue kax 6uo u cocmasnas wacmo ACIIH.

NupexcupoBanue kak Bua W coctaBHasg 4dactb ACIIN. IloHATHiIiHBIN anmapar WHIESKCUPOBAHUSL.
CymHOCTh MHAEKCUPOBAHUS.

Tema 2.2. Teopemuueckue 0CHOBbI KNaccu@urkayuu OOKYMeHmos.

O6uree nousatue o kinaccudukanuu. Kinaccudukanus nokymenToB. [loHsTHE «OCHOBAaHUE ACTECHUS.
Buner knaccupukauuii JOKyMEHTOB B 3aBUCMMOCTH OT OCHOBAaHHUS JelieHUs: andaBUTHas, MpeaMeTHas,
cucremaruyeckas. Cucremarnyeckas kiaccuukaiys Kak BUA JOKYMEHTHON Ki1accu(UKALUU: TOCTPOCHUE,
TEOPETUYCCKHUE OCHOBBI, XapaKTEPUCTHUKA BUIOB. Buapl OnbnroTeuHo-o6ubamorpaduyeckux Kiaccuukammia
M0 CTPYKType: HepapXuyeckue, MepeyuciIuTeNbHble, KOMOMHAIIMOHHBIE, aHAJIUTUKO-CUHTECTUYECKUE
(dacernnie). Hepapxuueckue kiaccu(uKalud Kak PasHOBUAHOCTh CHUCTEMAaTHUECKOW KiacCU(UKaINK:
MPUHIMIBI  [IOCTPOCHHS, OCHOBHBIE XapakTepucTuku. [lepeunciauTenpHble KiIacCUPUKAIUA  Kak
Pa3HOBUIHOCTh CHCTEMATHYECKOW Kiaccu(UKalMK: MPUHIMIIBI MOCTPOCHUS, OCHOBHBIE XapaKTEPUCTHKHU.
KoMOuHanmonnsle kiaccupuKaum Kak pPasHOBUIHOCTh CHUCTEMATHMUYECKON KiIacCU(UKALMU: MPUHIUIBI
MIOCTPOCHUSI, OCHOBHBIC XapaKTEPUCTHUKU. AHAIUTUKO-CUHTeTHUecKue (daceTHble) KiaccuuKalmuu Kak
Pa3HOBUIHOCTH CUCTEMATUYECKOH KJIacCU(UKALMU: TPUHIIMUIIBI TIOCTPOEHUS, OCHOBHbBIE XapaKTEPUCTUKH

Tema 2.3. Obwas memoouka cucmemamuzayuu OOKyMeHmo8.

Cucremaruzauus kak texHosnorunueckuii npouecc. ['OCT 7.59-2003 «MHnekcupoBaHue JOKyMEHTOB.
OO6mue TpeboBaHMA K cHUCTeMaTH3aluu W mnpeaMmeruzanum». [loHsTHe oOmel M YacTHOW METOJUKH
cucremaruzanuu. KnaccudukamoHHble eneHus, UHACKCAINsI, BUIbl MHAEKCOB, IPUEMbl KOMOMHUPOBAHUS
MHJICKCOB C LIETTbI0 MHOTOACIIEKTHOTO OTPaXXEHUS COJCPKAHUS U APYTHX XapaKTePUCTUK JAoKyMeHTa. OO1mas
METO/IMKAa CHUCTEMATHU3allMi JOKYMEHTOB ¢ wucmoib3oBaHueMm Tabmuiy BBK. IlpaBuna oOmielt metoauku
cucTeMaTH3allMi JOKYMEHTOB: COOTHOLIEHHE OOIEro M 4YacTHOTo, CHCTEMaTh3alus M0 NPUMEHEHUIO, I10
OOBEKTY BIIMSHUSA, [0 aCHEKTy PACCMOTPEHUs, NMPABUIO MOBTOPHOTO OTPAXKEHMs, MPaBUIIO 000OIIaromeit
pyOpHUKH T.1I.

Tema 2.4. VK kax eedywas OOKYMEHMHASA KIACCUDUKAYUSA COBPEMEHHOCMU: BO3HUKHOGEHUE,
OCHOBbl NOCMPOEHUS, NPUMEHEHUE.



VYuuBepcanpHass gecstuyHas  knaccudukamus (Y/K):  BO3HHMKHOBEHHME, JTambl  CO3JaHUS,
ontummanus. YJIK kak mepapxudeckas KOMOMHAIIMOHHAS KiIacCH(HKAIUSA C dJIEMEHTaMUu (aceTH3aliu:
OCOOCHHOCTH TIOCTPOSHUS, CTPYKTYpa, uHaekcanus. OcodenHoctu ucnonp3zoBanus YK B Poccuun. Obmas
METOJIMKA CUCTEMATU3AlUH IOKYMEHTOB C UCIOJb30BaHueM Y JIK.

Tema 2.5. Teopemuueckue ochosbl npeomemusayuu 0oxymenmos Qowas memoouka npeomemusayuu
O0OKYMEHMO8.

OO6miee moHATHE O MpeAMETH3aluK JoKyMeHTOB. llpenMerusamus kak oauH u3 BuaoB ACIIU u
MIPEIKOOPAMHATHOIO HHACKCUPOBaHUs JOKYMEHTOB. [Ipeamernsanus kak TexHosornueckuit npomecc. F[OCT
7.59-2003 «OO0miee moHATHE O MPpeAMeTH3auu JOKyMeHTOB. [Ipenmerusanus kak oauH u3 BuaoB ACIIU u
MIPEIKOOPIMHATHOTO MHACKCUPOBaHUs J0KyMeHTOB. [Ipeamernsanus kak TexHosoruueckuit mponecc. F[OCT
7.59-2003 «MunexkcupoBanue NOokymMeHTOB. OOmme TpeOOBaHUS K CHCTEMATHU3AlUU W IMPEAMETU3AINAN.
3anaun, 0OBEKT U MOAXOJbI K MpeAMeTH3alui. MHOroacnekTHOe OTpaKeHHE COJEepKaHUs JOKYMEHTa Kak
JNOCTOMHCTBO mpeamerusany. O3HaKOMJIEHHE C JOKYMEHTOM U OIpEJeNIeHHEe MpeAMeTa JIOKyMEHTa.
[IpenmerHnas pyOpuka, ee QpyHkuusa. Beidop npenMerHoil pyopuku. S3bpik npeaMmeTHbIX pyOopuk. CTpykTypa
MpeIMETHON pyOpHMKH: 3aroJIOBOK M TOJ3arojIOBKH MPEIMETHONW PYOpUKU (JIEKCUYECKHE E€IUHUIBI S3bIKA
npeAMETHBIX pyopuk). [lpaBuna dopMynupoBaHusl JTEKCHUECKHX €IMHHI] B S3bIKE MPEIMETHBIX PYOpHK.
Benymee cnoBo mnpeamerHo pyOpuku. MHBepcus: omnpeneneHne, Ha3HAuY€HHWE, NPUMEHEHUe. Busl
noja3arosioBkoB. Kommekc mpenmeTHsix pyOpuk. Bunabl npeaMmeTHbIX pyOpuK MO oObeMy: ajeKBaTHas U
oboOmaromas. Buael mnpeaMeTHbIXx pyOpUK MO  CTPYKType: TMpocTas, CIOKHas, MHOTOYJIEHHas,
onucaresabHasi, KOMOMHUPOBAHHASI.

4. ®oH/ OLEHOYHBIX CPEACTB MO TUCUHUIJIMHE
4.1. ®opMmbl U OIICHOYHBIC CPEJICTBA IS TEKYIIETO KOHTPOJIS.

4.1.1. B xone peanu3ainuu AUCIUIUIMHBI B KauecTBE (POPMBI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH
o0yuaronuxcs UCIONb3YIOTCA: onpoc, npakmuyeckoe 3adanue. KOHTPOIb BHITIOJHEHUS CAMOCTOSITETbHOM
paboThI MPOBOJUTCS B paMKax TEKYIIEro KOHTPOJISL yCIIEBAEMOCTH.

4.1.2. O1ieHOYHBIE CPENICTBA ISl TEKYIIETO0 KOHTPOJIS YCIIEBAEMOCTH.

Bormpocs! st onpoca

Pazoen 1. bubnuozpaguueckoe onucanue 00KyMeHm08.

Tema 1.5. Bubnuoepaguueckoe onucanue KHue.
1. OO6beKT OAHOYPOBHEBOTO OMUCAHMS, TJIABHBIM M IMPEANHCAHHbIE UCTOUYHUKH TMOJy4YEHUS CBEACHUM IS
dhopmupoBanus OHOIUOTPaUUECKOTO ONTUCAHUS KHHUT.
2. Cxema 0JIHOYpOBHEBOTO OMOIHOTrpaduuecKoro OMMUCaHus.
3. ®opMupoBaHUE 3ariiaBUsi KHUT.
4. OcobOeHHOCTH 3allOJIHEHUs oOOJacTed OomucaHus: OONACTH 3arjaBusi U CBEICHHM, OTHOCSIIMXCS K
3arjaBuIo, 00JIACTH U3JAHUS U JIP.

Tema 1.6. Ocobennocmu cocmasieHus OUOIUOSPAPUUECKO20 ONUCAHUSL MHO2OMOMHBIX U3OAHUU U
NPOOOIAHCAIOWUXCSL COOPHUKOB.
1. OObeKT MHOTOYPOBHEBOTO OTHCAHWSA: MHOTOTOMHOE WU3JaHUe, TpyIla TOMOB, OTIEIbHBIA TOM,
CepHaJIbHbIC U3AAHUS, APYTUe MPOIOIKAOIINECS PECYPCHI.
2. I'maBHBIN ¥ NpeINUCaHHbIE ICTOYHUKH CBEACHU Il CO3/ITaHMs MHOTOYPOBHEBOM 3amKCH.
3. Cxema Oubnuorpaduyeckoro OMMuCcaHusi MHOTOTOMHBIX U TIPOI0JDKAOLIUXCS U3IaHUH.
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4. Ctpykrypa 6ubimorpaduyeckoro OmucaHus MHOTOTOMHBIX U3JIaHUH.
5. OcobeHHOCTH TPUBEACHUS 3JIEMEHTOB Ha MEPBOM (B 001IIei YacTh) ¥ BTOPOM YPOBHSX (CrienupuKamnmn).
Tema 1.7. bBubnuozpaguueckoe onucanue cocmagHol yacmu OOKyMeHma.
1. OOBEKT aHATUTHYECKOTO OMHCAHUS: CAMOCTOSTEIHHOE MPOU3BEACHUE, ONYOJUKOBAHHOE B KHUTE, 9acTh
MPOM3BEACHUS, UMEIOIIAasl CaMOCTOATEIbHOE  3arjlaBue, 4YacTh IPOU3BEJICHHUSA, HE  HMEIoas
CaMOCTOSITEIIBHOTO 3arJIaBHs, HO BBIJICIICHHAS B IENAX OMOIMOTpaduIecKo HACHTH(PUKAIIH.
2. I'maBHBIN ¥ IPEANUCAHHBIC UCTOYHUKH CBEICHUH ISl (JOPMUPOBAHUS AHATUTHICCKOTO OTIICAHHUS.
3. Cxema Oubmmorpaduueckoro onucaHusi COCTAaBHOM YacTH U3/IaHU.
4. CtpykTypa OubImorpaduaeckoro ONMMCAHHUs COCTABHOW YAaCTH W3JIaHUS: CBEJACHUS O YaCTH JIOKyMEHTa U
00 UIEHTUPHUITPYIOIEM TOKYMEHTE.
5. OcoOeHHOCTH MPUBEACHHS JIEMEHTOB B AHAIUTUYECKOM OTTMCAHUU.
Tema 1.8. Bubnuoepaguueckoe onucanue oQuyuaibHuvlx OOKYMEHMOS.
1. O6bexT OubnrorpaduIecKOro ONMUCAHUS 3aKOHOIATEIbHBIX JJOKYMEHTOB.
2. BpiOop OubGamorpaduueckoro omnucanvs OQUIMAIBHBIX JOKYMEHTOB B 3aBHCHMOCTH OT CHOco0a HX
nyOIMKaIuu.
3. ®opMupoBaHue 3arojoBKa oubnuorpaduyeckoil 3anucu.
4. OcobeHHOCTH 00JIaCTH 3arjIaBus U CBEACHUN, OTHOCSIIUXCS K 3arjIaBHIo.
Tema 1.9. bubnuocpaguueckoe onucanue HOPMAMUBHO-MEXHUYECKUX, MEXHUKO-IKOHOMUYECKUX
OOKYMEHMO8 U HeONYOIUKOBAHHBIX U3OAHULL.
1. O0bekT OHONHOTpadUUECKOr0 OMHMCAHUS: HOPMATHBHO-TEXHHUYECKHE JOKYMEHTHI IO CTaHIapTH3aIlNH,
TEXHUKO-3KOHOMHUYECKHE HOPMATHUBBI W MPEHCKYpaHThl, MaTEHTHbIE JIOKYMEHTHI, OTYEThl O Hay4YHO-
HCCIIEIOBATENIbCKUX paboTax, TUCCepTallui U UX aBTOpedepaThl, JETOHUPOBAHHBIE PYKOIIUCH U JIp.
2. I'maBHBIN ¥ NpeANHUCAaHHBIN UCTOYHUKHU UHPOPMAINH 17151 GOPMUPOBAHUS OMMCAHUS JAHHBIX TOKYMEHTOB.
3. Beibop Oubnuorpaduyeckoro onMcaHus ¢ y4eToM crioco0a myoauKaiim.
4. CxeMbl ONMCaHUSI HOPMATUBHO-TEXHUYECKOW TOKYMEHTAIINH, TATEHTHBIX TOKYMEHTOB.
5. OcoGenHoctu (hopMupoBaHus 00IacTel ONMMCAHUS B 3aBUCUMOCTH OT BHJIA JIOKYMEHTA.
Tema 1.10. Bubnuoepaghuueckoe onucanue 31eKMPOHHBIX PECYPCO8.
1. O0bexThl OMOIMOrpadUUECKOTro ONMUCAHUS: ANEKTPOHHBIE TaHHBIE U AIEKTPOHHBIE MPOTPaAMMBI.
2. T'nmaBHBIA M OpeanUCaHHbIE UCTOYHHKU HHGOPMALMU JUIsl CO3JaHUs OMOIMOrpadmueckoro OmUcaHHs
AIIEKTPOHHBIX U3AAHUM.
3. Cxema onucaHus AIEKTPOHHBIX PECYPCOB.
4. OcobeHHOCTH 00J1acTel OMUCaHUsI TIEKTPOHHBIX PECYPCOB.
Pazoen 2. Huoexcuposanue 00Kymenmos.
Tema 2.3. Obwasn memoouxa cucmemamu3ayuu OOKYMeHmOos.
1. Cucremaruzanus kak TexHosnorumueckuit mpomecc. ['OCT 7.59-2003 «MHaexkcupoBaHHe TOKYMEHTOB.
OO61ue TpeboBaHMs K CUCTEMAaTU3alUU U TPEIMETU3AIIHI.
2. TTonsiTie o01Iel U YaCTHOW METOIUKH CUCTEMATH3AIUH.
3. Knaccudukannonuslie neneHus, UHISKCAIUS, BUIbl MHIEKCOB, MPUEMbl KOMOMHHUPOBAHHS WHJIEKCOB C
[ETbI0 MHOTOACTIEKTHOTO OTPAXKEHUSI COICPIKAHUS U APYTUX XapaKTEPUCTHK JOKYMEHTA.
4. OOrrast METOIMKa CHUCTEMATH3allMHU JIOKYMEHTOB ¢ UCTonab30BaHueM Tadmui bBK.
5. IlpaBuma oOmell METOOUKK CHUCTEMATH3alMM JIOKYMEHTOB: COOTHOIIEHHE OOIIero M YacTHOTO,
CUCTeMAaTH3aIlHs M0 MPUMEHEHHUI0, IO 00BEKTY BIMSHHUS, M0 ACTEKTY PacCMOTPEHUs, MPABUIIO MOBTOPHOTO
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OTpaXeHHUSI, IPABUIIO 0000IIaroIel pyOpUKH T.JI.

Tema 2.4. V]IK kax eedywas OOKYMEeHMHAS KIACCUDUKAYUS COBPEMEHHOCMU: BO3HUKHOBEHUE,
OCHOBbL NOCMPOEHUS, NPUMEHEHUE.
1. YuuBepcanphas aecarnuyHas kinaccupukamus (Y/K): BOSHHKHOBEHHE, 3Tallbl CO3JaHUS, ONTUMH3AIHS.
YJIK kak wmepapxudeckas KOMOMHAIMOHHAS KIACCH(HUKAIUS C DJIEMEHTAMHU (aceTu3amuu: 0COOCHHOCTH
MIOCTPOEHHUSI, CTPYKTYpa, HHAECKCALIUS.
2. Ocobennoctu ucnosib3oBanus Y 1K B Poccun.
3. O0m1ast METOIMKa CHCTEMATHU3alMH IOKYMEHTOB C HcToiib3oBanueM Y JIK.

Tema 2.5. Teopemuueckue ocHogbl npeomemusayuu 0okymenmos Obujas memoouka npeomemuzayuu
OOKYMEHMO8.
1. OOmee moHATHE O MpeaMeTH3aluu JOKyMeHTOB. lIpenmerusarnus kak onuH u3 BujnoB ACIIN u
MIPEIKOOPIMHATHOIO HHAEKCUPOBaHUs JoKyMeHTOB. [Ipeamernsanus kak TexHosoruueckuit mpomecc. [OCT
7.59-2003 «O0miee MOHATHE O MPEAMETHU3AlNN JTOKYMEHTOB. [IpenqmeTn3amus kak oauH u3 BugoB ACIIN u
MPEIKOOPIMHATHOTO UHACKCUPOBAHUS JOKYMEHTOB.
2. Ilpeameruzamust kak TexHojormdeckwii mpomecc. 'OCT 7.59-2003 «MHIekcupoBaHHE JOKYMEHTOB.
O6uue TpeboBaHUS K CHCTEMAaTU3alluy U MpeAMeTH3alum». 3a1aui, 0OObeKT U MOAX0Jbl K IpeIMeTH3all1u.
MHoroacnekTHOe OTpakeHHE COJIepKaHus JOKYMEHTA KaK JJOCTOMHCTBO MPeIMEeTH3aIH.
3. O3HakoMIIeHHE C JOKYMEHTOM M OIpe/ielieHHe npeaMeTa JokymeHTa. [Ipeamernas pyOpuka, ee pyHKITHS.
Br16op npeamerHoit pyOpuku. S3bik npenMeTHbIX pyOpuk. CTpykTypa mpeaIMeTHOM pyOpuKH: 3arojOBOK U
MO/[3ar0JIOBKH TIPEAMETHOM PYOPUKH (JIEKCHYECKHE EIUHUIBI s3bIKa MpeAMETHBIX pyoOpuk). IlpaBumma
dbopMynupoBaHUs JIEKCUYECKUX EIUHHI] B S3bIKE MPEIMETHBIX pyOpuk. Bexmymiee ciaoBo mpenmMeTHOit
pyopuku. WHBepcus: ompeneneHue, Ha3HaueHUe, MpuMeHeHue. Bunael mnopazaronoBkoB. Komriekc
MPEAMETHBIX PYOPUK.
4. Buael npeaMeTHBIX pyOpHK 10 00beMy: aJiekBaTHAst M 0000Iaroas.
5. Bunel npenmeTHblXx pyOpHK MO CTPYKType: TMpOCTas, CJOXHas, MHOTOWIEHHAas, oOTmHcareibHasl,
KOMOMHUpPOBaHHAsI.

[IpakTudeckoe 3a1aHue
B Tedenue n3yueHus TUCIMITIMHBI ACTUPAHT BBITIOIHICT MPAKTUIECKOE 3a/IaHKE 1I0 COCTABIICHUIO
OnbIMOrpaPMIECKOro CucKa CBOCH HaydHO-KBaTU(UKAITMOHHOW paOOTHI.

4.1.3. Kputepuu 1 1Kajia OUEHUBAHUS JIJISl TEKYILIETO KOHTPOJIS.
Kpurepun oueHuBaHus onpoca
— TOYHOCTh BOCIPOU3BECHHs yueOHOT0 MaTepHralia (BOCIIPOU3BECHNE TEPMUHOB, AITOPUTMOB, METOTHK,
npaBuii, GaKTOB H T.I1.);
— TOYHOCTH B ONKCaHUU (AKTOB, SIBICHUM, MPOIIECCOB C UCTOIb30BAHHEM TEPMUHOJIOTUH;
— TOYHOCTh Pa3IMYCHUS U BBIACTICHUS H3yYEHHBIX MaTEPHAIIOB;
— JIEMOHCTpAIUsl CIOCOOHOCTH aHaIn3a U 00001eHrs nHopMaInu;
— JIEMOHCTpAIUsl CIOCOOHOCTH CHHTE3a Ha OCHOBE JIAHHBIX HOBOW MH(pOpMAIUY;
— JIEMOHCTpAIUsl CIOCOOHOCTH JIeNnaTh 000CHOBAHHBIE BHIBOJIBI HA OCHOBE MHTEPIPETAIMU HH(POPMAIIHH,
pa3bsACHEHUS;
— YCTaHOBJICHHE IPUYUHHO-CJIEICTBEHHBIEC CBS3H, BBISBICHIE 3aKOHOMEPHOCTH
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[IkaJia olleHUBAHUS ONPOCA

Oyenka «3aumeno» Tonnwiii omeem Ha 80NPOC ¢ yuemom 6cex 8blulenepeyucieHHblX Kpumepues
UNU ¢ HE3HAYUMENLHBIMU NOSPEUHOCMAMU (Hecoomeemcemeue -3 kpumepusm)

Oyenka «He 3aumenoy He oemoncmpupyem 3nanue u nonumanue onpoca (necoomsemcmsue 4 u
bonee kpumepusm)

Kputepun oueHuBaHusi NPAKTHYECKOT0 3aJaHUS

- BBITIOJIHCHUE 3aJ[aHHsI B TIOJTHOM 00bEeMe ¢ COOTI0ICHNEM HE0OX0JUMBIX TPEOOBaHUN

- cBOOOTHOE MMPUMEHECHHE TIOJTyUYSHHBIX 3HAHUH TIPU BHITIOJTHCHUH MTPAKTUYCCKHUX 33 aHHIA

- oTCyTCTBUE OphorpaduuecKrX, CAHTAKCUUECKUX, ITYHKTYallHOHHBIX OIITMOOK

- COOTBETCTBHE HCTOYHUKOB TEMAaTUKH HAyIHO-KBATN(PUKAITMOHHON pabOTHI

- HAJIMYKE PA3HbIX BUJIOB UCTOYHUKOB: KHUT, CTATEH, AIEKTPOHHBIX PECYPCOB U T.J.

- COOIOZICHUE CPOKA BBITIOJTHEHUS

Ikana oneHMBAHUA NPAKTHYECKOT0 3a/1aHUSA

Oyenxa «3aumeHnoy Buvinonnenue npakxmuueckoeo 3a0anus ¢ y4emom 6cex GblulenepeyucieHHbIX
Kpumepues Uiy ¢ He3Ha4umenbHblMu nocpeuHocmamu (Hecoomsemcemeue 1, 2
Kpumepusm)

Oyenxa «He 3aumeno» Buvinonnenue npakmuuecko2o 3a0anus co 3HAYUMENbHbIMU NOPEUHOCTAMU
(necoomeemcmeue 3 u boiee Kpumepusim)

4.2. ®opMbI U OLIEHOYHBIE CPEACTBA VISl IPOMEKYTOUHOM aTTECTAIIUH.
4.2.1. IlpoMexyTodHast aTTeCTaIus MPoBoAUTCS B popMme 3auema. OTICHOUHBIM CPEICTBOM SIBJISICTCS
nopmdahonuo.
4.2.2. O1ieHOYHBIE CPENICTBA ISl TPOMEKYTOUHOM aTTeCTAllUHU.
[TopTonro no JUCUMITIINHE CKIIabIBACTCA U3:
- y4acTHs B OIIPOCax
- BBITNIOJIHEHUS IPAKTUYECKOTO 3aJaHUS
4.2.3. Kputepuu u mKaabl OLCHUBAHUS J1s1 IPOMEKYTOYHON aTTeCTalUU.
Kpurepun oueHuBanusi noprdoiuo
- OLICHKA «3a4TE€HO» 3a ydacTue He MeHee, yeM B 50% ompocax
- OLICHKA «3a4TE€HO» 32 BBIIIOJIHEHUE MPAKTUYECKOT0 3aJaHus
IIxana oneHuBaHus1 MOPTEHOIUO
lejeHKCl «3aumenoy Coomeemcmeue nopmqbozzuo 6ceM gblutenepeducCiieHHblM Kpumepuim

Oyenka «He 3aumeno» Hecoomeemcmesue nopmghonuo xoms d6vl 00HOMY Kpumepuro

5.Meroauveckre MaTepUasbl 10 OCBOCHUIO TUCHUIIJINHBI.
Pexomenoauuu no noozomoeke K 1eKUUOHHbIM 3AHAMUAM.

W3ydeHne MUCHUILTMHBI TPeOyeT CHCTEMAaTHYECKOTO M IMOCIeOBAaTEIHbHOTO HAKOIUICHHS 3HAHHH,
CIIEIOBATENEHO, TIPOMYCKH OTACNBHBIX TEM HE IMO3BOJISIOT TIYOOKO OCBOMTH NpeaMmeT. VIMEHHO Mmo3ToMy
KOHTPOJIb HaJl CHCTEMaTH4ecKol paboToi 00yJaronuxcs BCeria HaX0AUTCS B IICHTPE BHUMaHUs Kadeapsl.

OOyuaromumces: He00X0AUMO:

- Tepeln KakIOH JIeKIWeld NpocMaTpHBaTh pabOYyl0 MPOrpaMMy ITUCHHIUIMHBL, YTO IO3BOJIUT
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COKOHOMUTH BpeMs Ha 3aMHUChIBAHUE TEMbI JEKIIUH, €€ OCHOBHBIX BOIIPOCOB, PEKOMEHIYEMOM JINTEPaTyphl;

- Teped OuYepeHOM JIeKIMeH HeoOXOJAMMO NPOCMOTPETh MO KOHCHEKTY MaTepuasl MpeablIyliei
JIEKIIUW; TIPU 3aTPYAHCHUSX B BOCHPHSTHH MaTepHalia CIeIyeT OOpaTUThCS K OCHOBHBIM JIUTEPATYPHBIM
MCTOYHMKAM; €CJIM pa3o0paTbcsi B MaTepuaie He YAaeTcs, TO HE0OX0IMMO 0OpaTUTHCS K MPENOAaBaTeNo0 Ha
CEMUHAPCKUX 3aHITHUSX.

Pexomenoayuu no no02omogxke K NPAKMU4eCKuUM 3aHAMUAM.

OOyyaromumces ciaenyer:

- IPUHOCHUTH C COOOM PEKOMEHIOBAaHHYIO MPETIOIaBaTEIeM JTUTEPATyPy K KOHKPETHOMY 3aHSTHIO;

- JI0 OYEpEeHOro MPAKTHUUYECKOTO 3aHSATHS IO PEKOMEHJIOBAHHBIM JIMTEPATYPHBIM HCTOYHHKAM
nmpopadoTaTh TEOPETHUYECKUN MaTepuad COOTBETCTBYIONIEH TEMBbI 3aHATHS M OTpadOTaTh 3aJaHus,
omnpeneaEHHbIE IS TOJATOTOBKH K JIA0OPATOPHOMY 3aHSITHIO;

- TpU TOATOTOBKE K JAOOPATOPHBIM 3aHATHSM CIEAyeT HCIOJb30BaTh HE TOJIBKO JIEKIIMH, HO U
y4eOHYI0 TUTEpaTypy;

- B HaYaJIe 3aHATUH 3aJ1aTh MPETO/IaBaTEII0 BOMPOCH IO MaTepUaly, BEI3BABIIEMY 3aTPYIHEHUS B €TO
MTOHUMAaHUH.

Bonpocul ona camokonmponsa no meme 1.5. bubnuozpaghpuueckoe onucanue Knue.

1. OO6BEKT OHOYPOBHEBOTO OTMMCAHUS, TJIABHBIM M MPEANUCAHHBIE UCTOYHUKH TOJTYYEHHUS CBEICHHUM st
dhopmupoBanus 6nOIUOTpadhUIECKOTO ONTUCAHUS KHHUT.

2. Cxema 0JIHOYpOBHEBOIO OMOIMOrpadUUECKOro ONMUCAHHUS.

3. ®opMupoBaHUE 3arjiaBusl KHUT.

4. OcCoOEHHOCTH 3amoJHEHHs o0jacTell OIMCaHWS: OO0JAcTH 3arjiaBUs M CBEACHUM, OTHOCSIIHUXCI K
3arjaBuIoO, 00JIACTH U3JAHUS U .

Bonpocet ona camoxkommpona no meme 1.6. Ocodennocmu cocmasienus oudauozpaguueckozo
ORUCAHUA MHO2OMOMHBIX UZOAHUIL U NPOOOIHCAIOUUXCA COOPHUKOS.

1. OObEeKT MHOTOYPOBHEBOTO ONMCAHHS: MHOTOTOMHOE H3JIaHUE, TpPYyINNa TOMOB, OTAEIbHBIA TOM,
cepuaibHble U3JIaHUs, IPYTHE MIPOIOJIKAIOIINECS PECYPCHI.

2. I'maBHBIN ¥ NPEINMCAHHbIE ICTOYHUKH CBEACHUH I CO3/JaHUsI MHOTOYPOBHEBOM 3aIUCH.

3. Cxema Oubnuorpaduyeckoro onucaHusi MHOTOTOMHBIX U IIPOAOJIKAIOIINXCS U3aHUH.

4. Ctpykrypa Oubiuorpaduyeckoro ornucaHusi MHOTOTOMHBIX W3/IaHUH.

5. OcoOeHHOCTH MPUBEICHUS 3JIEMEHTOB Ha TIEPBOM (B OOIICH YacTH) ¥ BTOPOM YPOBHSX (CHICIU(UKALIAH).
Bonpocwet ona camoxkonmpona no meme 1.7. bubnuozpaguueckoe onucanue cocmagnou uwacmu
00OKymenma.

1. OOBEKT aHAIUTUYECKOTO OMMCAHUA: CAMOCTOSTEIbHOE MPOU3BEACHUE, OMYOIMKOBAHHOE B KHUIE, 4acTh
MPOU3BEACHUSA, UMEIOIIas CaMOCTOATEIbHOE  3arjiaBue, 4YacTh [POU3BENEHHUS, HE  HMeEIolas
CaMOCTOSITEJILHOTO 3aryiaBus, HO BhIACNICHHAS B IeNAX Oubnuorpadudeckoil uaeHTuGpUKaIIH.

2. I'maBHBIN U NIpeANMCaHHbIE HCTOUYHUKH CBECHUH 17151 JOPMUPOBAHUS aHATUTUYECKOTO OMHCAHMS.

3. Cxema Oubnuorpaduyeckoro onucaHusi COCTAaBHOM YacTH U3/IaHUSs.

4. CtpykTypa Oubmuorpaduyeckoro OMMCaHusl COCTABHOW YacTH M3JaHUsS: CBEACHUS O YaCTH OKyMEHTa U
00 naeHTU(PUIUPYIOLIEM TOKYMEHTE.

5. Oco0GeHHOCTH IPUBEIEHUS DIIEMEHTOB B AHATUTHYECKOM OINHCAHUU.

Bonpocel ona camoxkonmpona no meme 1.8. buonuozpagpuuecxkoe onucanue ouuuanoHplx 00KymMeHmos.
1. O0bekT Oubnuorpadudeckoro OMUCaHus 3aKOHOIATENIbHBIX JOKYMEHTOB.
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2. Boibop Oubmuorpaduueckoro omnucaHust OQHUIMATBHBIX JOKYMEHTOB B 3aBUCHMOCTH OT cmoco0a HX
MyOJIMKAIIH.

3. ®opmMupoBaHHe 3arojoBKa OHOIMOTpaPUUECKON 3aMUCH.

4. OcobenHOCTH 00IaCTH 3arjIaBus U CBEACHUM, OTHOCSIIUXCS K 3arjaBHIO.

Bonpocwvi ona camokonmpons no meme 1.9. bubnuozpaguueckoe onucanue HOpMamueHo-mexHUUECKUX,
MEeXHUKO-IKOHOMUUECKUX OOKYMEHM 08 U HeOnYOIUKOGAHHBIX U30AHUII.

1. O0bekr OHONHOTrpadUUECKOro OMMCAHUS: HOPMATHBHO-TEXHHUYECKHE JTOKYMEHTHI IO CTaHIapTH3aIlWH,
TEXHUKO-dKOHOMHYECKAE HOPMATHBBI W MPEHCKYpaHTHI, IMMATEHTHBIC JIOKYMEHTHI, OTYETHl O HAy4YHO-
HCCIICIOBATEIIbCKUX pad0Tax, TUCCEPTAIMU | UX aBTOpeQepaThl, NCTIOHUPOBAHHBIC PYKOIIUCH U JIp.

2. I'maBHBIN ¥ PEANMCAHHBIN HCTOYHUKH HH(POPMAIHH TS ((OPMUPOBAHUS ONMCAHUS JAHHBIX JOKYMEHTOB.
3. Beibop Oubnuorpaduyeckoro omMucaHus ¢ y4eToM croco0a myOauKaim.

4. CxeMbl ONIMCAaHUSI HOPMATUBHO-TEXHUUECKOU IOKYMEHTAIIMH, TAaTEHTHBIX JOKYMEHTOB.

5. OcobeHHocTH (popMUPOBaHUs 0OJACTEN OMUCAHKS B 3aBUCUMOCTH OT BHIA IOKYMEHTA.

Bonpocw 0nsa camokonmpons no meme 1.10. bubnuozpagpuueckoe onucanue 31eKmpoHHBIX PECYPCO8.

1. O0bexThl OMOIMOTrpaPUUECKOro OMMCAHNUS: ANEKTPOHHbIE JaHHBIE U AIEKTPOHHbBIE POTPaMMBbI.

2. T'maBHBIM M OpeanUCaHHbIE UCTOYHHKU HMHGOPMALMU JUIsl CO3/aHusd OMOIMorpapuueckoro OmucaHus
AIEKTPOHHBIX U3AAHUN.

3. Cxema ONHCaHUS IIEKTPOHHBIX PECYPCOB.

4. OcobeHHOCTH 001acTel OMUCaHMsI JEKTPOHHBIX PECYPCOB.

Bonpocul ona camokonmponsa no meme 2.3. Qowas memoouxka cucmemamuzayuu 00OKyMeHm08.

1. Cucremaruzamusi kak TexHosormdeckuit nponecc. ['OCT 7.59-2003 «MHaekcupoBaHUEe TOKYMEHTOB.
O61ue TpeboBaHMs K CUCTEMAaTU3AlUU U IPEIMETU3ALIII.

2. IMousTre oOmie 1 YaCTHOM METOIUKN CHCTEMATH3AIINN.

3. Knaccudukannonnsle neneHus, UHIACKCAIUs, BUIbl MHIEKCOB, IPUEMbl KOMOMHHUPOBAHHS WHJIEKCOB C
L[EJ1bI0 MHOTOACIIEKTHOTO OTPaKEHUS COJIEPXKAHUS U IPYTUX XapaKTEPUCTUK JOKYMEHTA.

4. O0mas MeToIMKa CHCTEeMaTH3allui JOKYMEHTOB C HCToJb30BaHueM Tadsmi bBK.

5. IlpaBuma oOmell METOOUKK CUCTEMATU3alMM JIOKYMEHTOB: COOTHOILIEHHE OOIIero M YacTHOTrO,
CUCTeMAaTH3alys M0 IPUMEHEHHUI0, IO 0OBEKTY BIMSHHUS, [0 aCIEKTY PaCCMOTPEHHUS, IPAaBUIO MOBTOPHOTO
OTPaKEHHUS, MPABUJIO 000OIIatomeld pyOpUKH T. .

Bonpocet ona camoxkonmpona no meme 2.4. Y/IK kak eedywaa OoKymenmmnasa Kiaccugukauus
COBPEMEHHOCMU: 603HUKHOBEHUE, OCHOBbL NOCIPOEHU, NPUMEHEHUE.

1. YuuBepcanbHas necsatuuHas kinaccudukanus (Y/K): Bo3HUKHOBEHME, 3Tallbl CO3JaHMs, ONTUMH3AIUS.
YK kak uepapxuyeckas KOMOWHAIMOHHAs KiacCU(pUKAIUs C dJIEeMEHTaMHu (aceTus3aluu: 0COOCHHOCTH
MIOCTPOEHHUSI, CTPYKTYpa, HHACKCAIIUS.

2. Ocobennoctu ucnosb3oanus YK B Poccun.

3. O61mas MeToIMKa CUCTeMaTH3aIuK IOKYMEHTOB C Hcmoib3oBanueM Y JIK.

Bonpocer ona camoxkoumpons no meme 2.5. Teopemuueckue o0cHo6bl npedmemu3zayuu OOKYMEHM 08
Oowan memoouka npedmemu3zayuu 0OKyMeHmMo8.

1. O6mee moHATHE O mpeAMeTH3alMU JOKyMeHTOB. IIpenmermsanus kak oauH u3 BuaoB ACIIU u
MPEAKOOPIMHATHOTO UHAEKCUPOBaHUs T0KyMeHTOB. [IpeameTn3anus kak texHosoruueckuit mpouecc. [OCT
7.59-2003 «OO0miee moHATHE O MpeAMeTU3alnun J0KyMeHTOB. [IpenmeTu3anus kak oauH u3 BuaoB ACIIU u
MPEAKOOPIMHATHOTO UHAEKCUPOBAHHUS IOKYMEHTOB.
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2. Ilpenmeruzanus kak TexHosornueckui mnpouecc. 'OCT 7.59-2003 «MHaekcupoBaHue JOKYMEHTOB.
OOmre TpeboBaHUS K CHCTEMATU3alUU U TPeAMETH3auN». 3a/1aui, OOBEKT U MOAXObI K MPEeIMETH3AINH.
MHoroacnekTHOe OTpaKeHHUE COJIEPKaHUs JOKYMEHTA KaK JOCTOMHCTBO IIPEIMETU3ALM.

3. O3HaKoOMIIEHHE C JOKYMEHTOM U OIpeeNieHHe rpeaMeTa jokymenTa. [Ipenmernas pyOpuka, ee pyHKIuUS.
Bri6op npeamerHoii pyOpukn. SI3pIK npeaMeTHBIX pyOpuKk. CTpyKTypa IpeaMeTHON PYOPHKH: 3ar0JI0BOK U
MOJ[3ar0JIOBKH TMPEAMETHOM pPYOpUKH (JIEKCUYECKHE EAUHUIBI s3bIKa MpeAMETHBIX pyoOpuk). IlpaBumia
(dbopMynHpOBaHHS JIEKCHYECKHX EIMHHIl B SI3BIKE INPEIMETHBIX pPYyOpHK. Bemymiee cioBo mpenMeTHON
pyOopuku. WHBepcusi: omnpenencHWe, Ha3HAueHHWe, MNpUMeHeHHe. Buasl momzaronoBkoB. Komruiekc
MIPEIMETHBIX PYOPHK.

4. Buapl npeAMETHBIX pyOpUK 110 00BbEMY: aieKBaTHas U 00001Iaoas.

5. Buapl npeaMeTHbIX pYOpHK IO CTPYKType: MpOCTas, CJIOKHAas, MHOTOUYIEHHAas, oOIHcareibHasl,
KOMOMHUpPOBaHHAs!.

JluTepaTypa 1Jisi CaMOCTOSITEILHOT0 00y4€eHHUsI 0 BCEM M3y4aeMbIM TeMaM:

I'OCT 7.1 - 2003. bubnuorpaduueckas 3anuch. budbnuorpaduueckoe onucanue : ooue TpeOoBaHUsA
u ipaBwia cocrasieHus. — Bzamen ['OCT 7.1 -84 ; Beea. 2004 — 07 — 01. — Munck, 2004, — 75 c.

I'OCT 7.11-2004. bBubmuorpadudeckas 3amuch. CoKpalleHHe CIIOB M CJIOBOCOYETaHWH Ha
WHOCTPaHHBIX eBPOINEHCKUX sI3bIKaX. — JIto0oe n3manue.

I'OCT 7.12-93. buGnuorpadudeckas 3ammch. COKpalleHHe CJIOB Ha PYCCKOM SI3bIKE: OOIIHe
TpeboBanus u npasmia. — Bzamen 'OCT 7.12.77; BBea. 1995 — 07 — 01. - M., 1996.- 16 c.

I'OCT 7.59-2003. WnaexcupoBanue mokymMeHTOB. OOmmue TpeOOBaHMS K CHCTEMAaTH3allud H
npeaMmeTu3anun. — JIroboe nu3manue.

I'OCT 7.80-2000. bubGnuorpaduyeckass 3amuch. 3arojoBOK: oOmue TpeOOBaHUS U IpaBUiIA
cocrasiieHus. — Been. 2001 — 07 - 01. — Munck, 2001. — 16 c.

I'OCT 7.82-2001. bubmuorpaduveckass 3amuch. bubnumorpaduyeckoe ONUCAHUE AIICKTPOHHBIX
pecypcoB: obmue TpedoBaHus U paBuiia coctaBieHus. — Beea. 2002 — 07 -01. — Munck, 2002. — 22 c.

I'OCT P 7.0.5-2008. bubmmorpaduueckas ccpiika. OOmue TpeOOBaHUS W MPaBUJIa COCTABJICHHS —
JIro0oe u3manue.

Pexomenoauuu no pabome c 1umepamypoil.

JIrobas dopMa caMocCTOSITEIBLHONW pabOThl acmupaHTa (MOArOTOBKA K CEMHHAPCKOMY 3aHSTHIO,
HaIMMCcaHUe 3CCe) HAYMHACTCS C U3YUEHUSI COOTBETCTBYIOIIEH JIUTEpaTyphl, Kak B OMOIHMOTEKE, TaK U A0Ma.

PexoMeHgamuu acupanry:

- BBIOpPaHHBIM MCTOYHUK JIMUTEpPATYphl IIeIecOO0pa3HO BHUMATEIBHO MPOCMOTPETH;, CJIEAYET
O03HAKOMHUTHCSI C OIJIABJIICHHUEM, MPOYUTATh AHHOTALMIO W TPEIUCIOBHE; LEJIecO00pa3HO ee MPOIHCTaTh,
paccMOTpeTh HWIUIIOCTPAllMU, TAaONHIIBI, AWArpaMMBbl, MPUIOKEHHs; TaKOE MOBEPXHOCTHOE O3HAKOMIICHHE
MO3BOJIUT y3HATh, KAKUE TTIaBhI CJIEAYET YUTaTh BHUMATEIbHO, a KaKhe MPOYUTATh OBICTPO;

- B KHUT'€ WIH XypHaJe, NTpUHAAJIekKAIME CAMOMY aCIIUPaHTY, KIFOUEBbIE MO3ULIUHA MOKHO BbIIACIATH
MapKepoM WJIM JelaTh MOMETKHM Ha MOJsIX; mpu padore ¢ MHTEpHET-UCTOUYHHUKOM Ielecoo0pa3Ho TaKke
BBIJICTISATH BXKHYIO HH(OPMAILINIO;

- €CJIM KHUTa WJIH )KypHaJ He ABISIOTCS COOCTBEHHOCTHIO aCIIUPAHTA, TO 1IETIECO00PA3HO 3aMUChIBATh
HOMEpa CTpPaHMI], KOTOpPbIE€ MPHUBJICKIM BHHUMAHHUE, MO3KE CIEAYyEeT BEPHYTbCSA K HUM, MEPEUUTaTh WIIU
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MepenucaTh Hy)KHYI0 WH(DOpPMAINIO; PU3NIECKOE IEHCTBUE IO 3alMCHIBAHUIO IOMOTAET MPOYHO 3aJT0KUTh
JTaHHYIO0 HHHOPMAIIHIO B «OaHK ITAMSITH.

Brigensitorces cienyromme BUIbI 3aiCei IpH paboTe ¢ TUTepaTypoOid:

KoHcrmekT - Kparkas cxeMarudeckas 3alich OCHOBHOTO COJIEp)KaHWs HaydyHOUW paboTel. Llenpio
SIBJISIETCSI HE MEPENUChIBAHUE JIUTEPATYPHOTO UCTOYHHUKA, a BBISBIICHUE CUCTEMBI JI0KAa3aTEIbCTB, OCHOBHBIX
BBIBOJIOB. KOHCIIEKT JTOJKEH COUeTaTh MOJHOTY U3J0KEHUSI C KPATKOCTHIO.

[urtara - TouHOE BOCIIPOM3BEACHUE TEKCTA. 3aKII0YACTCs] B KaBBIYKK. TOYHO YKa3bIBAETCSl CTPAaHUIIA
HMCTOYHHKA.

Te3ucel - KOHIIEHTPUPOBAHHOE U3JI0KEHUE OCHOBHBIX MOJIOKEHUM MPOYUTAHHOTO MaTepuaa.

AHHOTaIUS - OYEHb KPATKOE M3JI0KEHUE COACPIKAHUS MPOUUTAHHON PaOOTHI.

Pestome - Hanbosiee 001I1E BHIBOIBI M TTOJIOKEHUS PA0OTHI, €€ KOHIIENTYalbHbIE HTOTH.

3anucu B TOM WM MHOW (PopMe HE TOIBKO CHOCOOCTBYIOT MOHHMAHHUIO M YCBOCHHMIO M3y4aeMOTO
Marepuaia, HO U MOMOTAl0T BbIPa0aThIBaTh HABBIKH SICHOTO U3JIOKEHHS B MUCBMEHHOU (POpMeE TeX WM UHBIX
TEOPETUYECKUX BOTIPOCOB .

6. JIutepaTypa 1Jisi 00y4aOMMXCs M0 AUCHUTIINHE

Obs3amenvuas 1umepamypa

I'OCT 7.1 - 2003. bubnuorpaduueckas 3amuch. budbnuorpaduueckoe onucanue : oomue TpeOOBAHUS
u ipaBwia cocrasieHus. — Bzamen [OCT 7.1 -84 ; Beea. 2004 — 07 — 01. — Munck, 2004, — 75 c.

I'OCT 7.11-2004. bubmuorpaduueckas 3amuch. COKpamieHHe CJIOB U CIIOBOCOYETAaHMMA Ha
MHOCTPaHHBIX €BPOTICHCKUX s3bIKaX. — JIF0O0e n3nanue.

I'OCT 7.12-93. bubnuorpaduueckass 3amuch. CoKpallleHHE CIIOB Ha PYCCKOM S3BIKE: OOIne
TpeboBanus u npasuia. — Bzamen 'OCT 7.12.77; BBea. 1995 — 07 —01. - M., 1996.- 16 c.

I'OCT 7.59-2003. WnupexcupoBanue mokymeHTOB. OOmue TpeOOBaHHMS K CHCTEMATH3allud |
npenMerusanuu. — Jlroboe uznanue.

I'OCT 7.80-2000. bubGnuorpaduyeckas 3amuch. 3arojoBOK: oOmue TpeOOBaHUS U IpaBUiIA
cocrasiienus. — Beeg. 2001 — 07 - 01. — Munck, 2001. — 16 c.

I'OCT 7.82-2001. bubGmmorpaduyeckas 3amuch. bubmuorpaduueckoe omnmcaHHE 3SICKTPOHHBIX
pecypcoB: obmue TpeboBaHus U paBuia cocrtaBinenus. — Beea. 2002 — 07 -01. — Munck, 2002. — 22 c.

I'OCT P 7.0.5-2008. bubnuorpaduueckas ccoiaka. OOme TpeOOBaHUS U MpaBUia COCTABJICHUS —
JIro0oe u3manue.

3ynaposa, JI. b. AHanuTnko-cunTeTnueckas nepepadbotka nndopmanuu : yueonuk / JI. b. 3ymaposa,
T. A. 3aiiueBa. — M.: ®AUP, 2007. — 400 c. — (Crneunaau3upOBaHHBIA H3IATEIBCKUM TMPOCKT IS
OMOINOTEK).

Poccuiickue mpaBmia karanorusanuu: B 2 T. / Poc. 6ubn. accor., MexXperuoH. KOMUTET IO
Katasnoruzauuu, Poc. roc. 6-xa ; pyk. pa6. H. H. Kacnaposa. — M.: [1amkoB gom, 2008. — 2 1.

CaBuna, M. A. bubnuorpadudeckoe omucaHue AOKyMeHTa: yuel.-meroj. pekoMmenmarnmu / WU. A.
CaBuna. — CIIO. : IIpodeccus, 2007. — 270 c. — (bubnuotexa).

Lononnumenvras rumepamypa
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3ynapoa, JI. b. bubnuoreunas o6paboTka gokymeHTa : y4eb.-meron. nocooue / JI. b. 3ynmaposa, T.
A. 3aiineBa, JI. . CazonoBa ; non Hayd. pen. 0. H. CromspoBa. — M. : JlubGepus, 2003. — 208 c. —
(Anpmanax «lIpunoxenue K xxypHany «bubmmorexay ; 2-e nmomyroaue 2003 r.).

CaBuna, 1. A. Mertonuka 6ubianorpaduueckoro onucanus : mnpakt. nocooue / M. A. CaBuna. — M. :
JInbepes-budbundopm, 2007. — 143 c. — (Cepust «budbnuotexaps u Bpemsi. XX| Bex» ; BbI.63).

1. MaTepHaJILHO-TeXHquCKOC o0ecneyeHue AUCIHHUIIINHDBI, l'[pO(i)CCCI/IOHaJ'[l)HbIe 0a3bl JaAaHHBIX
Hu I/IH(l)OpMaIII/IOHHbIe CIIPpaBOYHbLIC CUCTEMbBI, HHTCPHET-PECYPCHI
I[JI?I obecrieueHust peain3aii AMCHUIIIIMHBI UCIIOJB3YIOTCA CIICHUAJIbHBIC ITIOMCIICHUA I

MIPOBEACHUS 3aHATUI CEMUHAPCKOI0 TUIIA, TPYNIIOBBIX U UHAMBUAYAJIbHBIX KOHCYJIbTALUHI, TEKYILETO
KOHTPOJISI U TPOMEKYTOUYHOM aTTeCTallly, a TAK)KE TIOMELIEHHS JIJIsl CAMOCTOSITENIbHOU pabOThI U
MOMEILEHUS AJI1 XpaHEHUS ¥ MPOPUIAKTUYECKOTO 00CTYKUBaHUS 000PYA0BAHHUS.

O6opynoBanue 00IIEro Ha3HAYCHUSI

Ne HaumeHoBaHue Hasnayenue
1 [Ipe3enTanrionHoe o6opyaoBanue (MyIbTUMEANA- Jns npoBeneHus 3aHATUI
MIPOEKTOP, FKpaH, KOMIIBIOTEP 7Sl YIIPABJICHNUS) CEMUHApPCKOTO TUIIA
2 KommerotepHsblit kiace (¢ BerxooM B Internet) Jns opranu3anuy caMoCTOSATEIbHON
paboThl aCIUPAHTOB

[IporpammHOe obecrieueHne 001Iero Ha3HAYCHUS
Jlnst oGecriedeHnst peaan3anuy AUCIUILTAHBI HCIIOb3YeTCsl CTaHAAPTHBIN KOMILIEKT MPOTPaMMHOTO
obecrieuenus (I10), BKiIrOUarOmuil peryaspHo 0OHOBIsIEMOE CBOOOHO PACIPOCTPAHIEMOE U JIMIICH3NOHHOE
I1O, B ToMm unciie Windows u MS Office.

[Tpodeccronanbhbie Ga3bl JAHHBIX U HHOOPMAIIMOHHBIE CIIPABOYHBIE CHCTEMbI, HHTEPHET-PECYPCHI
1. Hayunas snexrponnas oubnmuoreka KubepJlenunka https://cyberleninka.ru/

2. Hayunas snextponnas oubnuoreka PUHIL (Elibrary) http://elibrary.ru
3. YHuBepcurerckas nHpopmarnmonHas cuctema Poccus https://uisrussia.msu.ru/

[Ipu yrposze BO3HHMKHOBEHUsS H (WJIM) BO3HUKHOBEHHMH OTJICIBHBIX UYPE3BBIYAHHBIX CHTYaIUH,
BBEJCHUM pPEXKHUMa [OBBIIIEHHONM TOTOBHOCTH WJIM YpPE3BbIYAHON CHUTyallud Ha BCEHl TeppUTOpUHU
Poccuiickoit ®eneparuun b0 Ha €€ YacTH peanusanus pabodeil MporpaMMbl JUCHMIUIMHBI MOJKET
OCYILIECTBIISITBCS C MPUMEHEHHEM OJIIEKTPOHHOTO OOY4eHHs U JUCTAaHIIMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHH.
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