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PaGouas mnporpamma yd4eOGHOIN AMCUMIUIMHBI «JlOKyMEHTOBeICHHE B
NpodecCHOHANBHOM JESTENHHOCTH Iefarora» SABIAETCS 4YacThlo OCHOBHOH
npodeccHoHanbHON 00pa3zoBaTeNbHOM NpOrpaMMBsl sl MOATOTOBKU OakanaBpoB
no Hanpasienuio 44.03.04 TpodeccuonansHoe 00y4eHue (1Mo oTpacsm).

CocraBiena Ha  ocHoBanun  DenepaJbHOro  rocyAapcTBEHHOIO
00pa3oBaTesbHOrO CTaHZapTa Bbicllero obpasoBanus — Oakamaspuar 10O
HanpasJeHuio noarotosku 44.03.04 [NpodeccronanbHoe oby4enue (Mo oTpacism)
O4HOMN M 3a04HOH (GOpMBI 00yYeHHs, YTBEPXKISHHOro NpHKa3oM MuHucTepcTBa
obpasosanus u HaykH Poccuiickoii @eznepaimn ot 22 deppans 2018 roxa Ne 124.

COCTABHUTEJIb:
KaHA. TMel. HayK, JMOLEHT Kadeapbl HAOKYMEHTOBEACHHs H apXHBOBEICHHS
'OV BO JIHP «JITTIY» Vasuenko KOnus BukroposHa

PaGouas mporpaMMma yTBepK/IeHa Ha 3aceZlaHiy Kaeapbl JOKyMEHTOBEIeH S
¥ apXMBOBE/ICHHUS
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OJIOBPEHA na 3acenanud y4eOHO-Meroauyeckod komuccuu HMHcTuTyTa
MCTOPHH, MEXIYHAPOHBIX OTHOLICHHH W COLMANBHO-TIOMTHYECKHUX HAYK
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CTpyKTypa u coaep:xkaHue y4eOHO JUCHUIIUHbI

1. Hesnu v 3ap0a4um y4eOHOM JMCUMILINHBI

Henu wu3ydyeHus y4yeOHOW JUCHMIUIMHBI: O0OECIEYUTh OO0yYarONIUXCs
TEOPETUYECKUMH 3HAHUSIMU O CBOMCTBax, MpU3HaKaxX, (QYHKIUSAX, CTPYKType U
MHOTooOpa3u JOKYMEHTOB, HUX Kilaccu(dukanuu, MeTojax U crnocobdax
JIOKYMEHTUPOBaHUSI; O3HAKOMUTH CTYACHTOB C MPOLIECCOM CO3JaHusl, 00pabOTKH,
XpaHEHHUs W HCIOJb30BAHUS JIOKYMEHTOB B CBO€H MpodeccuoHaIbHOU
JEeSATENbHOCTH; CPOPMUPOBATH HABBIKU COCTaBIEHUS U O(OPMIICHUS Pa3IUYHBIX
BUJIOB JIOKYMEHTOB.

3aayu JUCUUIUIMHBL: MO3HAKOMUTH C OCHOBHBIMU MOHATHUSIMH B 00JacTU
JOKYMEHTOBEJICHHSI; OCBOMTh METOABl M CIOCOOBI JIOKYMEHTHUPOBAHMS; U3yUUTb
CTPYKTYPY IOKYMEHTa M HOpMAaTUBHbIE TpeOOBaHUS K OPOPMIICHUIO PEKBU3UTOB
JOKYMEHTOB; C(pOPMUPOBATH OCHOBHbBIE MTPAKTUYECKUE HABBIKU, HEOOXOUMBIE JIJIs1
cocTaBlIeHUs U 0()OPMIICHUS PA3IMYHBIX BUJIOB JOKYMEHTOB.

2. MecTo nucuuimiuHbl B cTpyktype OOII

YyeOHast auciuiuimHa — «J/lokymMeHTOBeneHHe B NPO(eCCHOHATBLHOM
JESTENbHOCTH TeJjarora» OTHOCUTCS K 4YacTH, (OPMHUPYEMOM yYaCTHHUKAMU
00pa3oBaTeIbHBIX OTHOIICHUH MOATOTOBKHU CTYJICHTOB Mo HampasieHuto 44.03.04
[Ipodeccuonanvuoe oOyuenue (mo otpacism). Ilpoduns: be3omacHocTh
KU3HEJEATEILHOCTH U 0XpaHa Tpy/la B chepe oOpazoBaHusi. MHIEKC TUCIUTUTMHBI
b1.B.10.

HeoOxomumbpIMU ~ YCHOBUSIMH ISl OCBOCHHMSI y4eOHOM  AMCIUIUIMHBI
SABJIIOTCS: 3HAHUSI OCHOBHBIX TMPEJCTaBICHUN O JOKYMEHTE, BUIAX M THIAX
JIOKYMEHTOB, TOKYMEHTAJIBHOM MOTOKE ¥ 3aKOHOMEPHOCTSX €r0 Pa3BUTUS;, YMEHHUS
0000mmeHnss y4eOHOro Marepuaja ¢ JIOTHYECKOTO M3JI0KEHUs ydeOHOU
uHdOpMaIHH.

CognepxaHve  JUCHUIUIMHBI ~ SBISETCS  JIOTHUECKHM  MPOJIOJDKEHHUEM
coaepxkanus qucuuiuing «Mcropus», «PycCcKuid s3bIK U KyJIbTypa PEYU» U CIIYKHUT
OCHOBOW JJIsl U3YYEHUS] TYMaHUTAPHBIX JUCLHMILUIMH BAPUATUBHBIN YacTH y4eOHOTO
IJIaHa.

3. TpeGoBanus K pe3yJibTATAM OCBOCHUS COAEPKAHUS INCHUIINHBI

CryneHTsl, 3aBepUIMBIINE U3YYEHUE AUCUUILIMHBI «/[OKyMeHTOBeIeHuEe B
npoeccHoHambHOM NeITeTFHOCTH TIeIaroray J0JKHBI:

3HaTh TEOPETHYECKHE OCHOBBI JOKYMEHTOBEICHUS, €r0 TEPMUHOJIOTUIO U
3aJlauM; CBOMCTBA, (DPYHKIMU W TPU3HAKH JIOKYMEHTA; CIIOCOOBI U CpEACTBa
JOKYMEHTHPOBAHUSA;,  KJIACCH(PUKAINUIO  BUAOB  JOKYMEHTOB;  CTPYKTYPY
JIOKyMEHTOB 1 HOPMAaTHBHBIE TPEOOBAHMS K UX COCTABICHUIO U 0()OPMIICHHUIO.

YMETh COCTaBJISITh U OPOPMIIATH JOKYMEHTHI 10 OCHOBHBIM BHJIaM CBOEH
npoeCCUOHANbHONW  JCSTEIBHOCTH B  COOTBETCTBUM C  YCTAaHOBJICHHBIMU
TpeOOBaHUAMU, B TOM YHCJIE UCIOJIb3YsI MHPOPMAIITMOHHBIE TEXHOJIOTUU;



BIAJIETh HAaBBIKAMH COCTaBICHHSA © OQGOPMIICHHS Ppa3IUYHBIX BHIIOB
JOKYMEHTOB TPaJIULIMOHHBIM CIIOCOOOM U B 3JIEKTPOHHOM BHJIE.

[lepeuncnennsie  pe3yabTaTbl  OOY4YEHHS  SBISIOTCS  OCHOBOM IS
GopMupoBaHus pAna KommnereHUUd (6 coomeemcmeuu c¢ Dedepanvhbim
20Cy0apCcmeeHHbIM 00pA308aAMENbHBIM CIMAHOAPMOM BbICULe20 00pPA308AHUSL NO
Hanpaenenuro noocomosxu 44.03.04 Ilpogeccuonanvruoe obyuenue (no ompacisam)
u mpebosanuamu K pesynomamam oceoerus OOII).

YHUBEpCAIbHBIX KOMIIETCHLIUM:

VYK-1 — cnocoOeH ocCylecTBIsATh MOUCK, KPUTUYECKUW aHAIU3 U CHUHTE3
UH(POpPMAIIMH, IPUMEHATh CHCTEMHBIN TIOJIXO0JT JUISl PEIICHHUS TOCTABICHHBIX 3a71a4.

O6menpodeccruoHaaIbHbIX KOMITETSHIIHH:

OIIK-1 — cmocobeH ocCymecTBIATh NPO(PECCHOHATBHYIO AEATEILHOCTh B
COOTBETCTBHHM C HOPMATHBHBIMH TIPAaBOBBIMH akTaMu B cepe oOpa3oBaHHs H
HOpMaM# MPOQeCCHOHATBHON ITUKH.

[IpodeccnoHaTbHBIX KOMITETCHIINH:

[IK-5 — cmnocobeH pa3pabaThiBaTh MPOCKTHI JOKATBHBIX HOPMATHBHBIX
aKTOB, O0ECTIICUMBAIOIINX CO3/aHNE W (YHKIIMOHUPOBAHHE CHCTEMBI YIIPABICHHUS
OXpaHOH Tpyna, OIEHWBATh PE3yJbTATUBHOCTh W JP(PEKTUBHOCTH CHCTEMBI
yIpaBJIeHUs OXpaHoU Tpyzaa B chepe oOpazoBaHuUs.

4. CTpyKTYypAa U cofiepkaHue Y4eOHON JUCHUIINHBI

4.1. O06bem y4eOHOM TUCHUILIMHBI M BHABI Y4eOHOH padoThI

O0beM yacos (3a4. ef.)

Bupn yue6Hoii padoThl QOunas 3aounas
¢dopma dopma
Oo0mas yueoHasi Harpy3ka (Bcero) 72 (2 3a4. en.) 72 (2 3a4. en.)
Oos13aTesbHAs ayIMTOpPHAs yyeOHAasA HArpy3ka (Bcero) B 28 8
TOM 4Hce:
Jlexuun 6 2

CeMHHapCKUE 3aHATUA - -

[IpakTideckue 3aHATH 22 6
JlaGopaTopHbie paboThI - -
KonTponsHbIe paboThI - -
KypcoBas paboTa (KypcoBoii MPOEKT) - -

KouTtpons 4 4
CamocTosiTe/ibHasg padoTa cTyIeHTa (BCero 4acoB) 40 60
dopma arrecTanuu 3a4er 3ayer

4.2. Conep:kaHnue pa3iejoB INUCHHUILIHHBI

Tema 1. JIokyMeHT 1 c11ocO0bI JTOKYMEHTHPOBAHUSA

[Tonsitue «moxkymeHT» U ero ¢yHKuu. CBOWCTBA M MPU3HAKHA JOKYMEHTOB.
Cnoco0bI u cpeacTBa NoKyMeHTupoBaHus. Kiaccudukaius T0KyMEHTOB U CUCTEM
JIOKYMEHTAIIHH.

Tema 2. HopMaTuBHO-MeTOAMYeCKAA 0a3za COBPEMEHHOI'0
AeJIONPOU3BOACTBA



3aKOHOJATENbHBIE AaKThl M TOCYJApPCTBEHHBIE CTaHAAPTHI B 00JacTU
JOKYMEHTHPOBAaHMS YIPAaBICHYECKOW JAeATeNbHOCTH. HopMaTuBHO-IIpaBOBBIE
aKTbl 1 METOJUYECKUE TOKYMEHTBI OPraHOB MCIIOJIHUTEIBHOW BIACTH. JIOKambHbIE
HOPMATHBHbBIE aKThl OpPraHU3allMM B 00JIACTH 1€TONPOU3BOJICTBA.

Tema 3. PekBU3UTBI JOKYMEHTOB

[lonsiTHE «PEKBU3UT NOKYMEHTa». IIOCTOSIHHBIE U IEPEMEHHBIE PEKBU3HTHI.
[IpaBuna odQopmieHuss pPEKBU3UTOB JOKyMeHTa. [ocymapcTBeHHbIH Trepo.
OMmbnema. ToBapublii 3Hak (3HaK oOciyxuBaHusd). Kox ¢opmbel nokymenra.
HanmeHnoBaHue opranusanuu — aBTopa JOKyMeHTa. HauMeHOBaHuE CTPYKTYpHOTO
NOJApAa3AeIeHUsl — aBTOopa JOKyMeHTa. HauMeHoBaHME TOMKHOCTH JIMIA — aBTOpa
nokymenta. CrpaBouHble JaHHble 00 opranuzauuu. HanMeHoBanue Buza
nokymeHTa. Jlata nokyMeHTa. PernctpannoHHslii HOMep AokyMmeHTa. Ccblika Ha
PETUCTPAILIMOHHBII HOMEP U J1aTy MOCTYIHMBILETO TOKYMEHTa. MECTO COCTaBIEHUS
(u3ganus) fokymeHrta. I'pud orpaHnyeHus: A0CTyna K JoKyMeHTy. Aapecar. ['pud
YTBEPKACHUS JOKYMEHTA. 3arojioBOK K TeKcTy. TekcT gokymeHta. OTMETKa O
npuioxkenuu. ['pud cornmacoBanusi gokymeHta. Buza. Ilogmuce. OtmeTka 00
anekTpoHHOM noanucu. [ledats. OTmeTka 00 ucnonuurene. OTMETKa O 3aBEpEHUN
koruu. OTMETKa O NMOCTYIUIEHUHU NOKyMeHTa. Pe3omoonusa. OTMeTKa 0 KOHTPOJIE U
OTMETKA O HaIlpaBJICHUH JOKYMEHTA B JIETIO.

Tema 4. O61ue npaBu/ia coctapjaeHusi U opopMiIeHHs TOKYMEHTOB

Ctunp  gokymeHTOB.  OCOOEHHOCTH  OQUIMAIBHO-JEIOBOTO  CTHJIS
nokyMmeHTa. OOIIeNpUHATBIE CTUJIEBbIE OOOPOTHI. YTNOTpeOJeHUE MPOMUCHBIX U
CTpouHbIX OykB. JlomycTumble U HaubOojiee ymnoTpediiseMble COKpaIieHUs.
TpeboBanusi k 0GOPMICHUIO PEKBU3UTOB JOKYMEHTOB. bJIaHKU TOKYMEHTOB U
MOPSIIOK UX 0(hOPMIICHUS.

Tema S. Ilopsimoxk cocTtaBjieHUss W O(QOPMJICHUS OPraHU3ALUOHHO-
NPaBOBbIX JOKYMEHTOB

Opranu3aliMOHHO-TIPABOBBIE JOKYMEHTHl OpraHU3alliy, UX LEIU U 3aJa4u
co3gaHus. JIOKyMEHTbI, peryaupyroue AesSTEIbHOCTh OpraHu3aluud |
CTPYKTYpHOTO ToApa3AeneHusl. J{OKyMEHTBI, PpETryJIupYyIOIIUe JeATeIbHOCTD
COTPYIHHUKOB. YCTaB, poJib yCTaBa B JAesATENbHOCTU opranuszauuu. Ilomgoxenue o6
OpraHM3aluy, MOJ0KEHUE O CTPYKTYPHBIX monapasaeneHusax. Jlorosop. Tpynosoe
cornamenue. [lltatHoe pacnicanue U JOJKHOCTHBIE HHCTPYKIIUH.

Tema 6. Ilopsagok cocraBjieHuss U 0QOpMJIEeHHS PACTOPAINTETbLHBIX
JOKYMEHTOB

[emn wn 3amaun u3aHUS PACHOPSAUTEIBHBIX JTOKYMEHTOB. J[OKYMEHTHI,
M3/1aBa€Mble HAa OCHOBE KOJUICTHMAJIBHOTO NMPUHATHS pemeHus. lloctanoBnenus n
pemieHnsa. JIOKyMEeHTBI, H37JaBacMble Ha OCHOBE €IMHOJUYHOTO IIPUHATHUSA
pemennsa. IIpuka3 mo OCHOBHOW [JEATENBHOCTM M BBIIMCKA M3 IIpHUKa3a IO
OCHOBHOM JesATeNIbHOCTU. Pacniopsikxenue. [IpoTOKOa M BeIMMCKA U3 NPOTOKOIIA.

Tema 7. IIpaBuiia cocTaB/IeHHS CIPABOYHO-MH(OPMALMOHHBIX
JAOKYMEHTOB

CnyxeOHble JOKYMEHTBHI, oOecrneunBarole HHPOPMAIMOHHBI OOMEH
MEXIY CTPYKTYPHBIMU MOJAPA3ACICHUAMU U oprann3auusiMu. CrnpaBku. OCHOBHBIE
PEKBU3HUTHI CHpaBOK. AKThl UM TpeOoBaHus K uX odopmieHuto. [loknagHeie u



00BSICHUTEIbHBIE
0(pOPMIICHUIO  JI€JOBBIX  IHCEM.

OCHOBHBIE
OcobeHHocT

3aIIuCKH.

nepeaaBacMbIx 110 3JI€KTpOHHOI>'I IIO4YTC.

TpeOboBaHUs K
opopmiieHUs

COCTaBJICHUKO H

JIOKYMEHTOB

4.3. Jlekuuu
Ne Ha3Banue Tembl O0bem yacoB
n/n Ounasn 3aounas
dhopma dhopma
4 cemectp / 3 TpuMecTp
1 | JlokyMeHT u ciocoObl TOKyMEHTUPOBAHHUSI
) HopmartuBHo-meToauueckass 0a3a  COBPEMEHHOIO >
JIEIONPOU3BOJICTBA
3 | PeKBU3HTHI JOKYMEHTOB
4 OOmue mnpaBuia COCTaBIEHUS U O(QOpPMIIEHUS
JOKYMEHTOB ) )
5 [Topsnox COCTABJICHUSA u odopMIIeHHUS
OpraHu3aIMOHHO-TTPABOBBIX IOKYMEHTOB
6 [Hopsnox COCTaBJICHUS 51 odopMIIeHUS
pacropsIMTETbHBIX JOKYMEHTOB )
7 [IpaBuna COCTaBJICHUS CIPaBOYHO-
WH(GOPMAIIMOHHBIX JTOKYMEHTOB
Hroro: 6 2

4.4. IlpakTnyeckue / CeMUHAPCKHE 3aHATHUSA

Ne n/m Ha3zBanue Tembl O0bem yacos
Ounas 3aounas
dhopma dbopma

4 cemectp / 3 TpUMeECTp

1 JIOKyMEHT ¥ CIOCOOBI IOKYMEHTHPOBAHUS 2

> HopmartuBHo-meroauueckass 0a3a COBPEMEHHOTO )
JIeJIONPOU3BOICTBA 2

3 PexBU3UTHI TOKYMEHTOB 4

4 OOmue mnpaBuia cocTaBieHUS U O(GOPMIICHUS )
JTIOKYMEHTOB

5 [opsinok COCTaBJICHUS u odopMIIeHUS 4
OpraHU3aIMOHHO-TIPABOBBIX JOKYMEHTOB )

6 [opsinok COCTaBJICHUS u odopMIIeHUS 4
pacnopsAUTENbHBIX TOKYMEHTOB

7 [IpaBuna COCTaBJICHUS CIPaBOYHO- 4 )
MH(OPMAIIMOHHBIX TOKYMEHTOB

Hroro: 22 6

4.5. JlaGopaTopHblie padoThI
VY4eOHBIM TTAHOM HE MPETYCMOTPEHBI.

4.6. CamocTosiTesqibHAsi pa0d0Ta CTYACHTOB

Ne i/

Buja camocrosiTeIbHOM
padoTshI

Ha3Banune TeMbI

O0BeM yacoB

Ounas
¢popma

3aouHas
¢popma




4 cemectp / 3 TpumMecTp

JIokyMeHT 1 [ToaroroBka k
1 CHIOCOOBI MPAKTUYECKOMY 3aHATHIO U 4 g
JOKYMEHTUPOBAHUSL | BBITIOJHEHHUE MPAKTUUECKUX
3a/IaHu i
Hopmatusno- [ToaroroBka k
’ MeTOoMYecKas 0a3a | MPaKTHYCCKOMY 3aHSATHUIO H 4 3
COBPEMEHHOTO BBITIOJTHEHUE MPAKTHUECKUX
JIEIIONPON3BOACTBA 3a/laHui
PexBusurel Ilonroroska x
3 JTIOKYMEHTOB MIPAKTUYECKOMY 3aHSITHIO U 7 3
BBITIOJTHEHUE TPAKTHUECKIX
3aIaHni
OO6mue mpaBuia [ToaroroBka
4 COCTaBJICHUS U MIPAKTUIECKOMY 3aHSITHIO U 4 3
ohopMIIeHHS BBITIOJTHEHUE TPAKTHUECKIX
JTOKYMEHTOB 3a/laHui
[Topsinox Ioxroroska K
COCTaBJICHUS U MIPAKTUYIECKOMY 3aHSATHIO 1
5 ohopMIICHHS BBITIOJTHEHNE TIPAKTHYECKUX 7 10
OpraHU3aIMOHHO- 3aJaHAN
MIPaBOBBIX
JTIOKYMEHTOB
[Topsinox IMoxaroroska k
COCTaBJICHUS U [IPAKTUYECKOMY 3aHATHIO U
6 ohopMIICHHS BBITIOJTHEHNE PAKTHYECKUX 7 9
pactoOpsIANTENBHBIX | 3aJaHUU
JIOKYMEHTOB
IIpaBuna Ioxaroroska K
COCTaBJICHUS [IPAKTUYECKOMY 3aHATHIO U
7 CIIPaBOYHO- BBIIIOJIHEHUE IIPAKTUYECKUX 7 9
MH(OPMALIMOHHBIX 3aJaHAN
JOKYMEHTOB
Hroro: 40 60

4.7. KypcoBbie paGoThI
Y4eOHBIM TTAaHOM HE MPETYCMOTPEHBI.

5. Meroanueckoe odecrevyenne, 00pa3oBarebHble TEXHOJIOTHH

Hpenoz:aBaHHe AUCHUILUIMHBI BCACTCA C IIPUMCHCHHCM CIICAYIOIINX BHIOB
00pa30oBaTEIbHBIX TEXHOJIOTHH:

Hugpopmayuonnvie MexXHON02UU: WCITOJIb30BaHUE AIIEKTPOHHBIX
00pa3oBaTeIbHBIX PECYpPCOB MPH IOATOTOBKE K TMPAKTHYECKUM 3aHITHSAM. B
pamMKax JaHHOW  0Opa3oBaTENbHONW  TEXHOJOTMH  OCHOBHBIMH  (opMamMu
opraHu3anuvu yqeGHoro nponecca ABHIIKMCb: BHU3YyaJIU3alvsda, IIPOCKTHPOBAHUC,
MPE3EHTAINH.

Texnonocuu npobaremHo2o obyyeHus: METOJ MPOOJIEMHBIX 3aJaHUI, METOJ
ABPUCTUYECKOM Oecebl.



Humepaxmugnvie mexnono2uu: MO3rOBOH IITypM, paboTa B MajbIX Ipymnax.
B pamkax paHHOM 00pa3oBaTeNbHOM TEXHOJOTHHM OCHOBHBIMH (hopMaMu
OopraHu3aluyd Y4eOHOro Tmpolecca SBUIUCH: YIPAKHEHHS [0 NPUMEHEHUIO
3HAHWM, JOKJIAIbl CTYACHTOB, BBICTYIUICHHS Ha NPAKTUYECKUX 3aHATUSAX,
MOJATOTOBKA CTYJIEHTAMU COBMECTHBIX MPE3EHTALIUA.

[Tomumo 3TOTO, MPU U3YUYEHUHU TUCUMUILIMHBI UCIIOJIb3YIOTCS TPAAUIIMOHHbBIE
METO/Ibl OOYUEHHUS: JICKIIUH, IPAKTUUYECKUE 3aHATHS.

6. ®opMBbI KOHTPOJISI OCBOEHH S YUeOHOI UCIUIINHBI.

Texymas arrectanus CTyAEHTOB MPOU3BOIAUTCS B JUCKPETHBIE BPEMEHHBIE
UHTEpBAJIBl JIGKTOPOM M  MpenojaBaTeNeM(sIMH), BEIyIIUMHU MPAKTUUYECKHE
3aHATHS IO JUCUUIUIMHE B CIEIYIONUX popMax:

—BBICTYIUIEHUE HA NMPAKTHYECKUX 3AHATHUSAX;

—y4acTHE B JUCKYCCHSIX;

—CaMOCTOSITEIbHOE KOHCIIEKTUPOBAHKE JINTEPATYPHI U €€ aHAIU3;

—BBITOJIHEHUE UHANBUIYAJIBHBIX MPAKTUUECKUX 3a/IaHUH;

~TIUCHbMEHHBIE OTBETHI HA KOHTPOJIBHOM padoTe.

[IpomMeXyTOUHBI KOHTPOJb IO pE3yJbTaTaM OCBOCHHS JAUCLUILIMHBI
IpOXOIUT B (hopMe 3ayeTa.

Cucrema HakorieHUs1 6aJIoOB MO BUAAM pabOT OTpa)kaeTcs B TaOIHIIE:

Cucrema oueHNBaHMS Y4eOHBIX JOCTHKEHU CTY1€HTOB
04HO# popMBbI 00yUeHUA

Buna texyuiei yueOHoi padoThl Koauuecrso
0aJ110B
4 cemecTp
PaboTa Ha IPaKTHYECKUX 3aHATHIX 55
KontponbHas padoTa 15
3auer 30
Hroro 3a cemectp: 100
Bcero 3a rog 100

Cucrema oneHUBaHUA Y4eOHBIX JOCTHKEHUI CTYACHTOB
3a04HOi GopmMBbI 00yUeHHS

Bua Texymeii yaeOHol padoThl Koumecrso
0aJu10B
3 TpumecTp
PaboTa Ha NpakTUYECKUX 3aHATHUSIX 45
KonTposnpHas pabora 15
3auer 40
Hroro 3a Tpumectp: 100
Bcero 3a roa 100




HakonuteanHas cucreMa oueHuBanug mo 100-0a11bH0# mKaJe

Yerpipexdaiib
Hasl cUcTeMa
OLIcHUBAHMS

JK3aMeHa

100-
oalIbHAA
IIKAJ1a

BykBeHHas 1IKaJIa, COOTBETCTBYIOIIASA
100-0aybHOM HIKAJJE

Cucrema
OLlCHUBAHUSA
3ayera

OTJIIMYHO

90-100

A — OTIMYHO —  TEOPETUYECKOE
COJIepKaHUe Kypca OCBOCHO TOJIHOCTHIO,
oe3 po0esoB; HE0OX0TUMBIC
NPAKTHYECKUE  HAaBBIKM  paldOTHl €
OCBOCHHBIM MaTepHaIoM
c(OpMHPOBAHBI; BCE MPEIYCMOTPCHHBIE
IPOrpaMMoin oOyueHus yueOHbIe
3aJlaHUsl  BBINIOJIHGHBI, KA4YeCTBO  HX
BBLINIOJIHEHHUST OIIEHEHO 4YHCIOM OaJljioB,
OJIM3KUM K MaKCUMAITbHOMY

Xopomo

83-89

B — oueHp XOpomIO — TEOPETHYECKOE
CoJiepKaHue Kypca OCBOCHO TIOJTHOCTHIO,
oe3 po0eToB; HE0O0X0MMBbIE
MIPaAKTUYCCKUC HaBBIKU pa6OTI)I C
OCBOCHHBIM MaT€puajioM B OCHOBHOM
chopMUpOBaHbI; BCE MPEILyCMOTPEHHbBIE
porpamMmMoit 00y4YeHUs y4eOHbIE
3aaHus BBITIOJTHEHBI, Ka4yecTBO
BBINIOJTHEHHUSI ~ OOJBIIMHCTBA U3 HHUX
OLIEHEHO 4YHCJIOM 0OaioB, OJIM3KHM
K MaKCUMaJIbHOMY

Xopouio

75-82

C — XxXopomo —  TEOPETHYECKOE
coJiep’KaHHe Kypca OCBOCHO IMOJIHOCTBIO;
HEKOTOpBhIE  MpPAKTHUYECKUE  HABBIKU
paboThl  C OCBOGHHBIM  MaTepuUajoM
chopMUpOBaHbl  HEAOCTATOYHO; BCE
peyCMOTPEHHbIE MIPOrpaMMoi
0o0yueHusi yueOHbIE 3a/JaHUS BHITIOJIHEHBI,
Ka4eCTBO BBIMOJHEHUS HU OJHOTO U3 HUX
HE OLIEHEHO MUHHUMAIBHBIM YHCIOM
0a/ioB, HEKOTOpble BUABI  3aJlaHUMN
BBITIOJTHEHBI C OLTUOKaMU

Y noBieTBo-
PHUTEITBHO

63-74

D - YIOBIIETBOPUTEIHHO -
TEOPETHUYECKOE COJIepKaHHe
JUCIUIUIMHBEI  OCBOCHO YaCTUYHO, HO
npoOenbl  HEe HOCAT  CYIIECTBEHHOTO
XapakTepa; HeoOX0IuMble MPAKTUYECKUE
HaBBIKU paboThI C OCBOEHHBIM
MaTepuaIoM B OCHOBHOM
c(hOpMHUPOBaHBIL; OOJIBIIMHCTBO
PEyCMOTPEHHBIX MpOrpaMMoit
o0yueHus: yueOHBIX 3aJJaHUI BBHITIOJTHEHO,
HEKOTOPBIC U3 BHITIOJHEHHBIX 3aJIaHUH,
COJIepIKaT OLITUOKHU

Y noBnerso-

50-62

E - MNOCPCACTBCHHO — TCOPCTHUYCCKOC

3auteHo




PHUTEITBHO CoJiepKaHWe Kypca OCBOCHO YaCTHYHO;
HEKOTOpPbIC  TPAKTHYECKHE  HABBIKH
paboTel  HE CPOPMHPOBAHBI,  MHOTHE
peyCMOTPECHHBIC porpamMmMoit
oOyueHus y4eOHbIE 3a/laHus
HE BBINOJHEHBI 60 Ka4yeCTBO
BBITOJIHEHHSI HEKOTOPBIX M3 HUX OIICHEHO
YHCIOM 0aJos, OJIU3KUM K
MUHHUMAJIbHOMY

Heynosinerso- 2149 FX - HEYAOBJIETBOPUTEIILHO -
PUTEIIBHO TEOPETUYECKOE  COJEpkKaHUE  Kypca
OCBOCHO  YaCTHYHO,  HEOOXOJMMBIC
MIPAKTHYCCKUC HaBBIKU paboTHI
He c(HhOPMUPOBAHBI; OOJBIITMTHCTBO
IPEyCMOTPESHHBIX MPOrpaMMOit
o0yueHus y4eOHBIX 3a/laHui
HE BBITIOJIHEHO 60 Ka4yecTBO
WX BBITTOJTHCHHUS OIICHECHO YHCIIOM
0ay1oB, OIM3KUM K MUHUMAJIbHOMY; MPHU
JIOTIOJTHUTEITHHO N CaMOCTOSITEITLHOM
pabore  Ha;m  MmaTepua’ioM  Kypca
BO3MOYHO MTOBBIIIICHUE KauecTBa
BBITIOJTHEHHSI YICOHBIX 3aTaHUN
Heynosnerso- 0-20 F - HEYAOBJIETBOPUTEIBHO -
PUTENIBHO TEOPETUYECKOE  CcoJepxaHue  Kypca
HE OCBOEHO; HEOOXO0UMEBIS He 3auteno
paKTHYECKHE HaBbIKU paboThI
HEe CPOPMUPOBAHBI; BCE BBINOJIHEHHbBIE
ydeOHbIE 3allaHusl COJepKaT TpyObIe
ook, JOTIOJIHUTEIbHAS
CaMOCTOSITENIbHAS paboTa HaJ
MaTepuaIoM Kypca HE IpUBEIET
K KAKOMY-JIN0O 3HaYMMOMY TOBBIIICHUIO
Ka4yecTBa BBINOJIHEHUS Y4EOHBIX 3a/JaHUM

7. YueOHO-MeTOoaNn4YeCcKoe U MPOrpaMMHO-UHGOpPMaLMOHHOE o0ecieueHne
AUCHUTTHHBI

a) OCHOBHasl JIUTEpaTypa:

1. ApacnanoBa, B. A. JlokyMeHTaIlmoHHOE OOECIICUCHHE YIIpaBiIeHUS : y4eO.
nocobue / B. A. ApacmanoBa. — 3-e usn., gom. u nepepad. — Cypryr : Cypl'IlY,
2019. — 239 c. — Tekcr : anexTpoHHbIN // JlaHb : 3JIEKTPOHHO-OMONIMOTEYHAS
cuctema. — Pexxum moctyna: https://e.lanbook.com/book/151937.

2.Tanenko, H. H. OcHoBbl ngemompom3BoicTBa : y4ded. mocobwue
/ H. H. T'anenko. — Camapa : CamI'AY, 2019. — 181 c. — TekcT : 371eKTpOHHBIH
// JJanb  :  DJEKTpOHHO-OMOJMOTEYHas  cucremMa. — Pexwmm  gocTyma:
https://e.lanbook.com/book/123610.

3. OcHOBBI  JIOKyMEHTOBeAEHUs : yd4eb.-MeTroha. rmocobue /  COcCT.
T. H. Koznosckasg. — Tonparru : TI'Y, 2010. — 122 c. — TeKCT : 3MEKTPOHHBIN
/[ JlTanp  :  OIEeKTpOHHO-OMOJIMOTEYHas  cucrema. — Pexum  gocTyma:

https://e.lanbook.com/book/139960.



4. Ilerymixo, H. E. JlokymeHTallMOHHOE OOecrieueHre ymnpaBieHus : yuel.-
Meton. nocodbue / H. E. Ilerymko. — Munck : BI'VKH, 2020. — 165 c. — Teker :
ANEKTPOHHBIN // JlaHb : 37IeKTPOHHO-OUOIUOTEYHasi cucteMa. — Pexxum mocryna:
https://e.lanbook.com/book/176019.

0) OMOTHUTENbHAS TUTEpaTypa:

1. loxymeHTOBeieHHE U apXuBOBeneHue : cioBapb / coct. O. I'. YcaHoBa
[1 np.]. — Yensbunck : UI'MK, 2015. — 115 c. — Teker : anexTpoHHbIH // JIanb :
AIEKTPOHHO-OUOIMOTEeUHAs cucrema. — Pexum JOCTYyTIA:
https://e.lanbook.com/book/177717.

2. IlpaBuna opraHuzaiuu JeJ0NpPOU3BOICTBA, KOMIUICKTOBAHUSI, XPaHEHMUS,
ydyeTa W HCIOJIb30BaHMsS JOKYMEHTOB B TOCYJApPCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYIPABIICHUS, Ha TPEANPUITUSIX, B YUPESKIACHUSIX, OpraHU3AIUIX
[DnexkTpoHHBIN pecypc] : yTB. nmoctaHoBieHueM CoBera MunuctpoB Jlyranckoii
Hapognoit Pecny6nuku ot 21.03.2017  Ne 109/17. — Pexum pocryna:
https://sovminlnr.ru/akt/23.03.2017/109_17.pdf.

3. TunoBasi MHCTPYKIMS TI0 JEIOMPOU3BOJACTBY B MCIIOJHUTEIBHBIX OpraHax
rocynapctBeHHoi Biactu Jlyranckoit Haponmnout PecnyOnuku [DneKTpOHHBIN
pecypc] : ytB. mocrtaHoBieHueM CoBeta MunuctpoB Jlyranckoit HapoaHoit
PecniyGnuku oT 18.10.2016 No 562. — Pexum JOCTyna:
https://sovminlnr.ru/akt/24.10.2016/562.pdf.

4. TuroBass MHCTPYKUHMSA 1O JEJONPOU3BOACTBY B 00pa3oBaTEIbHBIX
opranmuzanusax (yupexaeHHsX), MOJABEAOMCTBEHHBIX MUHUCTEPCTBY 00pa3oBaHuUs
u Hayku Jlyranckoit Hapomnoit PecniyOnumku [DneKTpoHHBIM pecypc] : VTB.
npukazom M-Ba oOpa3zoBanus W Hayku Jlyranckoit Hapomnoit PecnyOmmku ot
16.03.2018 Ne 229-OJI. — Pexxum pocrtyma: https://minobr.su/docs/1699-prikaz-
mon-Inr-229-od-ot-19032018.html.

B) IHTEpHET-peCypCHI:

1. Jlyranckas pecrmyONMKaHCKas YHUBEpcajdbHas HaydHas OMOIMOTEKa UM.
M. T'opskoro : [caiiT]. — Pexxum noctyna: http://lib-1g.com/.

2. Poccmiickas rocymapcTBeHHas OuOimoreka : [caiT]. — Pexxum moctyrma:
https://www.rsl.ru/.

3. Hayuynas Oubmuorexka ['OY BO JIHP «JII'TTY» : [caiiT]. — Pexum
nocryna: https://lib.lgpu.org/.

4. OBC IPR SMART [caiiT] : HaydHO-00pa3oBaTenbHbIl pecypc. — Pexum
nocryna: https://www.iprbookshop.ru/.

5.9BC «Jlanp» [caiiT] : anmexkTpoHHas OubOMMOTeKa. — Pexum mgocTtymna:
https://e.lanbook.com/.

8. MarepuajibHO-TeXHUYECKOe oOecneyeHne JUCHUNIUHbI

OcBoeHME NHUCHUIUIMHBL MPEIONaraeT MCHOJb30BAHUE aKAJEMUUYECKUX
ayIUTOPUM, COOTBETCTBYIOIINX JEUCTBYIOIIMM CAHUTAPHBIM U NPOTUBONOKAPHBIM
MpaBujiaM U HOpMaM.

[Ipouee: pabouee mecTo MpenoaaBaTessi, OCHAIIEHHOE KOMIIBIOTEPOM C
nocTynoM B IHTepHeET.



AynuTOpHOE OCHaUleHWE: JIeKUMOHHAas ayAuTopus, pabodyee MECTO
MpernojaBaressi, OCHAIEHHOE KOMIIBIOTEpPOM, pabodyne MecTa CTYJEHTOB,
KaHIIEJSIPCKOE OCHAILIEHHE y4eOHOT0 IpolLecca.

JlekiIMOHHBIE ~ 3aHATUSA:  MYJIbTUMEIUMHAS  ayJUTOPHUS:  KOMIIBIOTEP
MyJIbTUMEIMA C MPUKIAJIHBIM MPOTPAMMHBIM OCHAIICHUEM: MPOEKTOP, KOJOHKH,
nporpamMma Jijisi mpocMoTpa BuAeo (ailyioB, cUCTeMa BUJIEOMOHTaXKa, TEJIEBU30p,
AJIEKTPOHHBIE IPE3CHTAIIMH IO TeMaM JTUCIUILIUHBI.

[IpakTryeckue 3aHATHS: KOMITBIOTEPHBIN KJIACC, MPE3EHTAIIMOHHAS TEXHUKA.

[IpenogaBanue MUCHMIUIMHBI TpEeAycMaTpUBaeT JOCTYI OOyYarolmuxcs K
ANIEKTPOHHO-OMOMMOTEYHBIM  cUCTEeMaM  (JIGKTPOHHBIM ~ OUOIMOTEKaM) W K
ANEKTPOHHON HMH(POPMALMOHHO-00pa30BaTENbHON Cpe/leé YHUBEPCUTETA, KOTOpas
obecrnieurBaeT BO3MOXKHOCTH JIOCTyna oOydJaromuxcs K HMH(POPMAIMOHHO-
KOMMYHHKAIIMOHHOMU ceTn « THTepHeTY.



9. JIucT DONMOJTHEeHUH U M3MEeHEeHU

n/n

Jara
BHECEHH
H3MeHeHus /
JONOJTHEHH S

OcHoBaHue

Conepxanue
H3MeHeHus /
JOMOJTHEHHUS

.JInua, MOATBEPKAAIOIIMUEC
H3MeHeHue / J0MmoJTHeHue

3apenyrommii | upekrop /

Kadenpoit JIeKaH
(Damunus, (Damunus,
UHUYUATDL, UHUYUALL,

nOONUCy) NnOONUCY)




