MMHHMCTEPCTBO NPOCBEIEHUSA
POCCHICKOW ®ENEPALIUH

®EJEPAJIBHOE
rOCYJAPCTBEHHOE BIOJKETHOE
OBPA30BATEJIbHOE YYPEK/JIEHUE BbICHIEI'O OGPA30BAHUSA
WIVTAHCKHI1 TOCYJIAPCTBEHHBIN EJATOTMYECKHIA YHHBEPCHTET»
(®PIr'BOY BO JIT'TIY»)

"HCI'H’I)’T HCTOPHH, MEKAYHAPOIAHBIX OTHOLWICHHH H COUHAIBLHO-MOJIHTHYECKHX HAYK

PABOUYAS IPOTPAMMA YYEBHOM U CHMILIMHBI

JlokymenToo60poT 06pa3oBaTeibHOH OPraHH3aunn

Mo nanpasaennio noaroroskn 44.03.05 IMenaroruyeckoe obpasosanue (¢ AByMs
npoQuiIsMH NMOATOTOBKH)

Mpoduas noarorokn Pusmueckas Kyn1bTypa. HauanbHas BoeHHas NOAr0OTOBKa
Ksanudukauus BoinycKHuKa — Gaxkanasp

®opma obyuenusi — oUHas

Kype — O®O — 2 kype (3 cemectp)

Jlyrauck, 2023



PaGouas nporpaMma y4eGHON JHCLMIUIMHBI SIBASETCS 4YacThiO OCHOBHOM
npodeccuoHanbHOi 06pa3oBaTeNbHON MPOrpaMMbl JUIsl TIOATOTOBKYM OakanaBpoB 1o
nanpasnenuio noarotoskn 44.03.05 Tlenaroruyeckoe obpasoBanne (¢ JAByMs
npopuIsIMA MOAroToBKH), mpopumo dusnueckas KynbrTypa. HadanbHas BoeHHas
MOArOTOBKA OYHOH (opMbI 00yUeHHS.

PaGouas nporpamma y4eGHONH AMCHMIUIMHBI pa3spaboTaHa B COOTBETCTBHH
c ®rocC BO - OakanaBpuar 1o HarpasJIEHHIO MOJArOTOBKH
44.03.05 Ilenarornueckoe obpazosanue (¢ JABymMs NpOQMISMH MOATOTOBKH),
YTBEpKIEHHBIM NpHKa3oM  MunuctepcTBa oOpaszoBanusi W Hayku Poccuiickoid
Denepaunn «O6 yTBepxkaeHHH (eepalbHOro rocy1apCTBEHHOr0 00pa3oBaTeIbHOro
craHzapra Bbiciuero ofpasopanHusi — OakanaBpuaT MO HArnpaBJeHHIO MOATOTOBKH
44.03.05 TIlemarornueckoe obGpa3oBaHue (¢ ABYMS TNPOGUISAMH [OArOTOBKH)»
ot 22.02.2018 Ne 125 (¢ u3MEHEHUSMH U JOTIOJHEHHAMH ). '

COCTABUTEJIN:

KaHa. MeA. HayK, M[OLEHT Kadeapbl JOKYMEHTOBEJCHHWS M apXHBOBEICHHA
®I'BOY BO JIT'TIY» Yneuenko IOnus BukropoBHa;

accHcTeHT Kadeapsl n0KyMentosejaenus u apxuposenenus ®IBOY BO «JITTIV»
Kono4enko Anna BukropoBHa

VYTBepik/eHa Ha 3ace/laHHH Kadepbl J0KYMEHTOBE/ICHHS ¥ apXHBOBE/ICHH
[Tporokon ot 11 nexabps 2023 r. Ne 8

3agenyommit kadenpoi
JIOKYMEHTOBEJICHUs] U apXUBOBEICHUS ( » Vnsuenko 10.B.

Onobpena Ha 3aceaHuu y4eOHO-MeTOAHYecKOH KomuccHH MHCTHTYTa HCTOpHH,
MEXKlyHapOAHbIX OTHOLIEHHH M COLIMANIbHO-TIOHTHYECKHX HAYK

[lporokon ot 12 nexabps 2023 r. Ne 4

[Ipencenaresb y4eOHO-METOANYECKOH

KoMHCCHH MIHCTHTYTa HCTOPHH,

MeXK1yHapOAHbIX OTHOLIEHHH

U COLIHAIbHO-TIONTMTHYECKUX HayK Axuniesa WU.I1.

COI'JTACOBAHO: 7
3aBetyrolHil yueOHO-METOIUYECKHM OT/IeJIOM “, Casenkos B.B.

15 nexabps 2023 r.



CtpykTypa U coaepxaHue y4eOHOU AMCHUIIIUHBI

1. Hesnu v 3ap0aum y4eOHOM JMCUMILINHBI

Henu wu3ydyeHuss y4yeOHOW JUCHUIUIMHBI: 00ECHEYUTh OO0YYarOIIUXCS
TEOPETUUYECKUMH 3HAHUSIMU O CBOWMCTBaX, MpHU3HAKaX, QYHKLUUAX, CTPYKTYpe H
MHOT000pa3u JOKYMEHTOB, HUX Kilaccudukanuu, MeTojax U crnocobdax
JIOKYMEHTHUPOBAHMUS; IO3HAKOMUTH CTYCHTOB C MPOIIECCOM CO3J1aHus1, 00paboTKH,
XpaHEHHUs M MCIOJb30BaHMS JOKYMEHTOB B JIESITEIILHOCTH 0OOpa30oBaTEIbHOM
opraHu3auuy; c)OpMHUpPOBATh HABBIKM JI€IOBOM KOMMYHHKAIMM B YCTHOH H
NUCbMEHHON (hOpME Ha PYCCKOM S3bIKE, HABBIKM COCTaBICHUS M O(OpPMIICHHS
Pa3TUYHbBIX BUIOB JIOKYMEHTOB.

3aayu JUCHUIUIMHBL: TMO3HAKOMHUTH C OCHOBHBIMHU MOHSATUSMH B 00JIACTH
JIEJIONPOU3BOICTBA 00pa30BaTEIbHON OpraHU3aliy; OCBOUTh METOJbI U CIOCOOBI
JOKYMEHTHUPOBAHUS;, U3YYUTh CTPYKTYPY JOKYMEHTAa U HOPMATUBHbIE TpeOOBaHUs
K O(QOpMIICHMIO  PEKBU3UTOB  JOKYMEHTOB,  CGOPMHpPOBATH  OCHOBHBIC
NPAKTUYECKUE HaBBIKM, HEOOXOJIMMBIE [IJIi COCTaBICHHS U  OQOPMIICHUS
Pa3TUYHBIX BUJOB JOKYMEHTOB, UCIIOIb3YEMBIX B JACSITEIBHOCTH 00pa30BaTEIbHOMN
OpraHu3aluu.

2. MecTo nucuumuiuebl B ctpykrype OIIOIT BO

VYyeOnas IUCUUILINHA «JlokymeHTO060pOT o0Opa3oBaTeabHOM
OpraHu3aIiu»  OTHOCHUTCS K  4acTu, dbopMupyemMoil  y4acTHHKaMU
o0pa3oBaTeIbHBIX OTHOIICHU.

HeoOxonumbpIMU ~ YCHOBUSIMH  JUIsl OCBOCHHMSI y4eOHOM  AMCIUIUIMHBI
SBJISIIOTCS:

3HAHUS OCHOBHBIX IMPEJICTAaBICHUN O JOKyMEHTE, BHUAAX U THUIAX
JOKYMEHTOB, IOKYMEHTAJIIBHOM MOTOKE ¥ 3aKOHOMEPHOCTSIX €r0 Pa3BUTHS;

yMeHHUs 00001IeHrsT y4eOHOTro Marepuajga W JIOTUYECKOTO U3IIOKECHHUS
ydeOHOU HH(pOpMAITUH;

HABBIKM KOMMYHHKAIIUHA B YCTHOW M MUCbMEHHOU (popMme.

ConepxaHue  JTUCHMIUIMHBI  SIBISETCS  JIOTUYECKUM  IMPOJOJIKEHHEM
COAEPkKAHUS JUCHMUIUIMHBI «PYyCCKUN SI3BIK U KYJIBTYpa PEUYM» U CIY>KUT OCHOBOU
JUIS1 U3YYEHUSI TYMAHUTAPHBIX JUCIUIUIMH BApUATUBHBIN YacTH y4eOHOro IUIaHa.

3. TpeOoBaHus K pe3yabTaTaM OCBOEHHS COMEPKAHUA THCIHIIHHBI

CTyAeHTBI, 3aBCPIIMBIINE HM3yYCHHE IHCHMIUIMHBI «J[OKYyMEHTOOOOPOT
00pa3oBaTeILHON OpraHU3aIluN» JTOJDKHBI:

3HaTh TEOPETHYCCKHE OCHOBBI JOKYMEHTOOOOpPOTa, €r0 TEPMHUHOJIOTHIO H
3aJ1ayd; CBOKMCTBA, (PYHKIMH M MPU3HAKKA JOKYMEHTa, CIIOCOOBI M CpEJCTBa
JOKYMEHTHPOBAHHUs,  KJIACCH(PUKALUIO  BHAOB  JOKYMEHTOB,  CTPYKTYpPY
JOKYMEHTOB M HOPMAaTHBHBIE TPSOOBAHUS K UX COCTABIICHUIO M O(DOPMIICHHIO.

YyMETh  COCTaBIATh M  OQOPMIIATH JOKYMCHTBI, HCIOJb3yeMbIC B
e TEIILHOCTH oOpa3oBaTeabHOI OpraHu3alHH B COOTBETCTBUH c
YCTAaHOBJICHHBIMH TPEOOBAaHHUSIMH, B TOM 4YHCJIE MCIOJb3ys HHGOPMAIMOHHBIC
TEXHOJIOTHUH,



BJa/J€Th HABBIKAMU COCTaBJICHUS U O(OPMIIEHHS pa3IUYHBIX BHJIOB
JOKYMEHTOB TpPAJUIMOHHBIM CIOCOOOM M B 3JIEKTPOHHOM BHJE, HaBbIKAMHU
JIEJIOBBIX KOMMYHHUKAIIMH B YCTHOW U MUCbMEHHOM (hOpME HAa PYCCKOM SI3bIKE.
[lepeuncnenHbie pe3yabTaThl OOYYEHHs SBISIOTCS OCHOBOW ISl (DOpMUPOBAHMS
piga kommeTeHUM (B cooTBeTcTBUM ¢ DenepaldbHbIM TOCYAapCTBEHHBIM
oOpa3oBaTelIbHBIM CTAaHAAPTOM BBICIIEr0 OOpa30BaHUS MO  HAIPABJICHUIO
noarotoBku  44.03.05 Ilenarornueckoe oOpazoBaHue (C  AByMS HPOPUISIMU
noAroToBkM) npodpuins dOusnueckas KynbTypa. HauanbHas BoeHHAs! MOATOTOBKA U
TpeOoBaHUsAMHU K pe3ynbrataM ocBoeHus: OI1OII).

YHuBEpCaIbHbIX KOMIIETEHIIUN:

VYK-4 — cnocobeH ocylmecTBIATh JI€JOBYI0 KOMMYHHUKAIMIO B YCTHOW U

NUCBMEHHOM (QopMax Ha rocyaapcTBeHHOM si3bike Poccuiickoit ®denepanuu u
UHOCTPAHHOM (BIX) sI3bIKE(aX).

4. CTpyKTypa M coaeprkaHue y4eOHOi JUCIHHIINHBI

4.1. O0beM yueOHOH TUCHUIJIMHBI U BU/IbI YUeOHOH padoThI

O0bem yacos
. (3a4. en.)
Bua yueOHoi padoTbl
Ay P Ounas
dhopma
Oo6uiasi yuedHasi Harpy3ka 72 (2 3au4. en.)
Oobs13aTesqibHAs AyIMTOPHAs yuyeOHasi HAarpy3Ka (Bcero 4acoB), B 28
TOM 4YucJje:
Jlexnuu 8
CeMuHapckue 3aHATHS -
[IpakTruueckue 3aHATUS 20
JlaGopaTopHbie pabOTHI -
KonTposbHabie paboThl -
KypcoBas paboTta (KypcoBOii MPOEKT) -
KonTpoJib 4
CamocrosiTe/ibHasi paboTa CTy/JeHTa (BCEro 4acoB) 40
dopma arTecTanuu 3a4eT
4.2. Coneprkanue pa3iejioB IMCHHILIHHBI
Tema 1. Teoperuko-npaBoBble ¥  HOPMATHBHBIE  OCHOBBI

JOKYMEHTALMOHHOI0 o0ecneyeHUusl ynpaBJIeHHsl.

JlokymeHT kak Hocutenb uHpopmaruu. OCHOBHBIE TOHATHS B 00JacTu
JOKYMEHTOOOOpoTa. 3aKOHOJATeNbHAs ¥ HOPMATHBHO-METOJIWYECKas Oaza
JOKYMEHTAallMOHHOTO  obOecnieyeHuss  ynpapieHus. DyHKIUU  JTIOKYMEHTAa.
Knaccudukanus 10KyMeHTOB.

Tema 2. Cranaaprusauus npouecca 10KyMeHTHPOBaHUS.

CoctaB peKBU3UTOB JOKYMEHTOB. TpeOoBaHusI K OPOPMIICHUIO PEKBU3UTOB
NOoKyMeHTOB. TpeOoBaHusi Kk OnaHKaM JOKyMEHTOB. HalmoHanbHBIN cTaHIapT
Poccuiickoit ®@enepatun I'OCT P 7.0.97-2016. Cucrema craHgapToB Mo



uHpopmaluy, OUONMOTEYHOMY M HU3JAaTelabCKOMYy Jneny. OpraHu3anroHHO-
pacnopsauTenbHas AoKyMeHTauus. TpeOoBaHuss K OQOPMIEHUIO JTIOKYMEHTOB.
Cucrema 1oKyMeHTallMU B 00pa30BaTEIbHON OpraHu3aluu.

Tema 3. Cucrema opraHu3alMOHHO-PACHOPAAUTEIbHOH TOKYMEHTALUH
(OPJN).

Opranuzanuonnble J0KyMeHTbl cuctembl OPJl. O6mias xapakTepucThka u
Ha3HaYeHUEe JOKyMEHTOB. IloAroroBka mpoekTa JOKyMEHTa. PeKBHU3UTHI
JOKYMEHTOB, CTpyKTypa Tekcrta. llpaBmia odopmiieHus u yTBepkIeHus. Bunsl
OpraHM3alMOHHBIX TOKYMEHTOB.

Pacnopsiaurenbubie qokymeHTsl cucteMbl OPJl. OOmias xapaktepucTuka u
Ha3HaYeHUe IOKYMEHTOB. PEKBU3UTHI, CTPYKTypa TEKCTa U MpaBuiia 0hOpMIICHHUS.
Bunsl pacnopsIuTENbHBIX JTOKYMEHTOB: YKa3bl, ITOCTAHOBJEHHMS, IpPUKAa3HbI,
pacropsiKEHUs1, pELICHNs, THCTPYKLIUH.

NudopmarnmonHo-crpaBounbie  AoKyMmMeHThl  cucteMbl OPJI.  OGmias
XapaKTepucTUKa M  HA3HA4Y€HHE JOKyMEeHTOB. Bwuabsl  uHGOpMAIMOHHO-
CIPABOYHBIX JOKYMEHTOB. OCOOEHHOCTH COCTaBICHUS U OPOPMIICHHUS.

Tema 4. Jle1oBoe NUCbMO KaK OCHOBHO# BH/I IEPEeNMCKH.

brnanku nns  nucem. @opmynsp nenoBoro  nuckMa.  OcoOeHHOCTH
OoQUIMANBbHO-JEIOBOIO CTUJISI COCTaBJICHUS TEKCTa JIeIOBOrO NHUChMa. Bunebl
CIIy’)KEOHBIX THCEM, COCTABJISIOUIME OCHOBY JIEJIOBOM  KOPPECHOHACHIIHMH.
ONeKTpOHHAs MEPENnUcKa. JINEKTPOHHBIN JOKYMEHT.

Tema 5. Opranmszanusi JI0KyMeHTO0OopoTa  o0o0pa3oBaTebHOM
OpraHu3alnum.

dopmbl  OpraHm3anud  pabOTBl € JOKyMeHTaMH. JIOKYMEHTOOOOpOT.
JoxymentonoToku. [Topsgok 0oO6paOoTKM BXOIAIIMX JOKYMEHTOB. Peructparms
nokymeHTOB. Ilopsiiok 06paboTku ucxoaaumx JokyMeHToB. HoMeHkinaTypa aein.
®opmupoBanue, O(GOpMIICHHE, XpaHEHUE el B TEKYIIEeM JeJIONpPOU3BOJICTBE.
O6paboTka aen IJis MOCISAYIOMIETro XpaHEHHUS.

4.3. Jlekuuu
Ne i/ Ha3Banue Tembl O0BemM yacoB
Ounas ¢gopma
3 cemectp
1 TeopeTuko-npaBoBbIe u HOPMaTHBHBIC OCHOBBI )
JOKYMEHTAIMOHHOTO 00eCeueHus yIPaBICHUS
2 CrangapTuzanus npoiecca JOKyMEHTUPOBAHUS
3 Cucrema OpraHU3aI[HOHHO-PACTIOPSAUTETLHOM )
JOKYMEHTAIluU
4 JlenoBoe MuchbMO Kak OCHOBHOM BHJI IEPETIHUCKH 2
5 Opranuzanus JOKYMEHTOO000pOoTa o0Opa3oBaTeNnbHOM )
OpraHu3aIuu
Hroro: 8

4.4. llpakTnyeckne / ceMUHAPCKHUE 3aHATHS

\ Ne n/m \ Ha3Banue TeMbl \ O0bem yacoB




‘ ‘ Ounas ¢popma

3 cemecTp
1 TeopeTuko-mnpaBoBbIe u HOpMATHBHbBIC OCHOBBI )
JTOKYMEHTAIMOHHOTO 00eCTICUeHUs yIIPaBICHHUS
2 CranapTuzanus npouecca JOKyMEHTHPOBAHUS 4
3 Cucrema OpraHU3aIMOHHO-PACTIOPSAUTEIHLHOM 6
JIOKYMEHTAIU!
4 JlenoBoe NucbMO Kak OCHOBHOM BUJI IIEPENUCKHU 4
5 Opranuzanus JIOKyMEHTO000poTa 00pazoBaTeIbHOM 4
OpraHu3aIux
Hroro: 20
4.5. JlaGopaTopHble padoThI
Y4eOHBIM TJIAaHOM HE TTPEAYCMOTPEHHI.
4.6. CamocrosiTesqibHAsi padoTa CTYAeHTOB
Ne n/m Ha3Banue TeMbl Buna camocrositesibHOM padoThI O0bem yacon
OuHnas ¢popma
3 cemectp
Teoperuxo- [ToaroToBKA K MPAKTHUECKOMY 3aHSITHIO H
MIpaBOBbIE U | BBINOJIHEHNE NTPAKTUYECKUX 3aJaHU I
HOPMAaTHBHbIE
1 OCHOBBI 6
JOKYMEHTAI[HOHHOTO
obecrnieueHus
yTIpaBJICHUS
Crangaptuzanus [ToarotoBka K mpakTUYECKOMY 3aHATHIO U
2 nporecca BBITNIOJTHEHUE MPAKTUUYECKHUX 3a1aHUI 8
JOKYMEHTUPOBAHUS
Cucrema [ToarotoBka K MpakTUYECKOMY 3aHATHIO U
3 OPraHM3AUMOHHO- | BBINOJIHEHHE NPAKTHECKHX 3aaHui 10
pacnopsauTeNbHOM
JOKYMEHTalluu
JlenoBoe nuckMo | [ToAroToBKa K MPaKTUUECKOMY 3aHSITHIO U
4 KaK OCHOBHOU BW/J | BHINOJHEHHE MPAKTUYECKUX 3a/IaHUN 8
TIePETHCKI
Opranuzanus [ToaroToBka K MpakTUUECKOMY 3aHSITUIO U
5 JOKYMEHTOOOOpOTa | BBHIMOJHEHHE MPAKTUIECKUX 3a/IaHUN 2
o0Opa3oBaTebHOI
OpraHu3aIuu
Hroro: 40

4.7. KypcoBbie padoThI
Y4eOHBIM TTAaHOM HE TTPETYCMOTPEHEI.

5. MeToanueckoe odecneyeHue, 00pa3oBare/ibHbIe TEXHOJIOTUH




[IpenonaBanyue NUCUMIIMHBI BEAETCS C NPUMEHEHHEM CIEIYIOIINX BHJIOB
00pa3oBaTeIbHBIX TEXHOJIOTUH:

— TpaJULMOHHBIE METO/AbI OOYUEHUS: JIEKLUU, TPAKTUUECKUE 3aHATHS;

— MH(GOPMALIMOHHBIE TE€XHOJIOTHUH: UCIIOJIb30BaHUE AIIEKTPOHHBIX
00pa3oBaTebHBIX PECYpPCOB, JJIEKTPOHHBIX OUOIMOTEK MpHU MOJATOTOBKE K
MPAKTUYECKUM 3aHATHUSIM;

— UHTEPAaKTUBHbIE TEXHOJOTMU: MO3TOBOM MITYypM, paboTa B MajbIX
rpynnax. B pamkax nanHoi oOpa3oBaTelbHOM TEXHOJOTMHU OCHOBHBIMU (hopMamMu
OpraHu3aluyd Y4eOHOro Tmpolecca SBUJIUCH: YIPAKHEHHS [0 MPUMEHEHUIO
3HAHWM, JOKJIAIbl CTYACHTOB, BBICTYIUICHHS Ha NPAKTUUYECKUX 3aHATHUSAX,
NOJIFOTOBKA CTYJI€HTAMU Pa3IU4HbIX BUIOB JOKYMEHTOB.

6. ®opMBbI KOHTPOJISI OCBOEHH S YUeOHOI AUCIUILINHBI.

Tekyiias arrectanusi CTyJA€HTOB MPOU3BOJIUTCS B JNUCKPETHBIE BPEMEHHbBIC
WHTEPBAJIbI JICKTOPOM H TpernojaBaTeeM(sIMU), BEAYIIUMU MPAKTHUECKUE
3aHATHUSA 110 JUCHUIUIUHE B CIEAYIOMMX Gopmax:

—BBITIOJIHEHUE MUCbMEHHBIX JOMAIIHUX 3aJJaHU;

—CaMOCTOSITEIbHOE KOHCTIEKTUPOBAHUE JIMTEPATYPHI U €€ aHAIINU3;

—BBICTYIUICHUE HA MIPAKTUYECKUX 3aHITHUAX;

—TIMCbMEHHBIE OTBETHI HA KOHTPOJIBHOM paboTe.

[IpomMexyTOUHBII KOHTPOJb IO peE3yJibTaTaM OCBOCHHS JAUCUUILIMHBI
IPOXOJUT B (hOpME YCTHOTO 3aueTa.

Cucrema HakoIuieHUs 0aIoB MO BUAAM pabOT OTpaskaeTcs B TaOIHIIE:

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

Buna rexyuiei yueoHoi padoThl Koawyecrso
0aJ1110B
3 cemecTp
YcTHBIE OTBETHI HA TPAKTUYECKUX 3aHSATUSIX 50
CamocrostenpHas padbora 15
KontponbHas padoTa 10
3auer 25
Hroro 3a cemecTp: 100
Bcero 3a rog 100

HakonureabHas cucrema oueHnBanug no 100-0aapHoM miKaJie

Yeroipexoai- 100- BykBeHHas mIKasa, COOTBETCTBYHOLIAsI Cucrema
JbHAA CHCTeMAa | 0a/LIbHas 100-6a1anHoOM HIKAJIE OlleHUBAaHUSA
OlleHUBAHUS KaJjaa 3auyera
IK3aMeHa
OTanvHO 90-100 A — OTIMYHO —  TEOPETHUYECKOE
coJiepKaHHue Kypca OCBOCHO MOJIHOCTHIO,
0e3 poOenoB; HE0OXO0TUMBIE
NPAKTHYECKUE  HaBBIKM  pabOThl  C




OCBOCHHBIM MaTepHuaIoM
cOpMHUPOBaHBI, BCE IMPEIYCMOTPCHHBIC
IpOrpaMMoi oOy4yeHus yueOHbIe
3aJaHusl  BBINOJHEHBI, Ka4yeCTBO  HX
BBIIIOJIHEHNST OLIEHEHO YKCIOM OallIoB,
OJIM3KMM K MAaKCUMAIIbHOMY

Xopomo

83-89

B — oueHp XOpomo — TEOPETHYECKOE
COJIep’)KaHHE Kypca OCBOEHO IOJIHOCTHIO,
0e3 po0esoB; HE0OX0TUMBIC
NpaKTUYeCKHe  HaBBIKM  pabOTBl  C
OCBOCHHBIM MaTepHajioM B OCHOBHOM
c(OpPMHUPOBAHBI; BCE MPETyCMOTPEHHBIE
IPOrpaMMoin oOyueHus yueOHbIe
3aJaHHs BBITIOJTHEHHI, Ka4eCTBO
BBITMIOJTHEHHUsSI  OOJIBIIMHCTBA M3 HUX
OIICHEHO 4YHCJIOM 0OajuioB, OJIM3KHM
K MaKCUMaJIbHOMY

Xopomo

75-82

C - Xopomo —  TEOPETHYECKOE
CoJiepKaHue Kypca OCBOCHO TIOJTHOCTHIO;
HCKOTOPEIC IMPAKTUYCCKUC HAaBBIKU
paboThl  C OCBOGHHBIM  MaTepuajoM
c(OpPMHUPOBAHBI  HEJIOCTATOYHO; BCE
NIpeayCMOTPEHHEIE IIporpaMMon
00y4eHHs yueOHbIC 3a/IJaHUS BBITIOJTHEHBI,
Ka4eCTBO BBINOJIHEHHsI HU OJTHOTO M3 HUX
HE OLIGHEHO MMHUMAJIBHBIM YHUCIIOM
0a/ioB, HEKOTOpblE BHUJABl  3aJaHHUU
BBINOJIHEHBI C OIIMOKaMU

VY noBneTBo-
PHUTETBHO

63-74

D - YIOBJIETBOPUTEIHLHO -
TEOPETHUYECKOE COJIepKaHHE
JMCHUIUIMHB  OCBOEHO YacTHYHO, HO
npoOeibl  HE HOCST — CyHIECTBEHHOTO
XapakTepa; He0OXOUMBbIC MMPAKTHYECKHE
HaBBIKH paboTHI C OCBOCHHBIM
MaTepHaIOM B OCHOBHOM
c(hopMUPOBaHKI; OOJILIITUHCTBO
IPEIYCMOTPEHHBIX porpaMmmon
00y4eHHsT yUeOHBIX 3aJJaHHIi BBITIOJIHEHO,
HEKOTOPBIC W3 BBIIIOJHEHHBIX 3a/IaHUM,
COJIepXKatT OIUOKH

Y noBinerso-
PUTETBHO

50-62

E — mocpeacTBeHHO — TEOpEeTHYECKOe
CoJiep’KaHHe Kypca OCBOEHO YacCTHYHO;
HEKOTOphIE  MPAKTUYECKHE  HABBIKU
paboTel  HE CPOPMUPOBAHBI,  MHOTHE
peyCMOTPEHHBIE MPOrpaMMoit
oOyueHus y4eOHbIe 3aJaHus
HE BBINOJHEHBI 0o Ka4eCTBO
BBITIOJTHEHHSI HEKOTOPBIX U3 HUX OIICHEHO
YHCIIOM 0aJios, OJIM3KUM K
MUHUMAaJIbHOMY

3autreHo

Heynosnerso-
PUTEIBHO

21-49

FX -  Hey#oBIETBOPUTEIBHO —
TEOPETHYECKOE  COJCpIKaHUE  Kypca




OCBOGHO  YaCTH4YHO;  HeoOXOAUMBIe
PaKTUIECKUE HaBBIKH paboThI
HE CPOPMUPOBAHEI; OOJIBIIIMHCTBO
PeIYCMOTPEHHBIX porpamMmmon
oOyueHus y4eOHBIX 3aJaHul
HE BBINOJIHEHO 1100 Ka4yeCcTBO
UX BBITIOJTHEHUS OIIEHEHO YHUCIIOM
0ay1oB, OJIM3KUM K MUHUMAJIbHOMY; NPU
JIOTIOJTHUTEITHHO N CaMOCTOSITEIIbHOM
pabore  Ham  MarepualioM  Kypca
BO3MOKHO TIOBBIIIICHUE Ka4yecTBa
BBITIOJTHEHHS! YUeOHBIX 3aaHUi
Heynosnerso- 0-20 F — HEYZIOBJIETBOPUTEITHHO —
PUTETHHO TEOPETHYECKOE  COJEp)KaHHWe  Kypca
HE OCBOCHO; HE00XOMMBbIe He 3aureno
NPaKTUIEeCKUE HaBBIKH paboThI
He chOpMUPOBaHBI;, BCE BBIOJHEHHBIE
ydeOHbIe 3aJaHds CoJepKaT TpyoObie
OIITNOKH, JOTIOTHUTEITHHAS
CaMOCTOSITENIbHAS paboTa HaJ
MaTepHalioM Kypca HE TIPUBECT
K KaKOMY-JIN0O 3HAYMMOMY TTOBBIIICHHIO
Ka4yecTBa BHITIOJHEHNS YUeOHBIX 3aaHui

7. Y4eOHO-MeTOAUYECKOe U TPOrPAMMHO-MH(POPMALINOHHOE o0ecTiedeHue
AUCHUTTHHBI

a) OCHOBHAs JIUTEpaTypa:

1. ITaBnoBa, P. C. JlokymMeHTalMOHHOE oOOECIeYeHne YIpaBICHUS
/ P. C. IlaBnoBa. — 2-e u3x., ctep. — CII6. : Jlanp, 2023. — 608 c.

2. Ky3nenoB, M. H. Jlemonpou3BoacTBO : y4eOHO-CIIPABOYHOE IOCOOHME
/ Y. H. Ky3nenoB. — 12-e u3a. — M. : JlamkoB u K°, 2023. — 405 c.

3. lllyBanoBa, H. H. OcHOBBI nenomnpou3BOACTBA. S3BIK CIYKEOHOTO
JIOKyMeHTa : Yy4eOHMK u mpakTukym qias By3oB / H. H. Illysanosa,
A. 1O. HBanoBa ; mox obur. pexn. H. H. [llyBamoBoii. — 3-¢ u3x., nepepad. u gom. —
M. : FOpaiit, 2022. — 384 c.

0) TOTIOTHUTENIbHAS IUTEpaTypa:

1. ApacmanoBa, B. A. JlokyMeHTanOHHOE OOECTeYeHHe YIpaBICHUS
yueb. mocobue / B. A. ApacnanoBa. — 3-e¢ usa., gom. u nepepad. — Cypryr :
Cypl'IlY, 2019. — 239 c. — Texkct : snexkrtpoHHbld // JlaHb : BIEKTPOHHO-
oubnmmoreunas cucrema. — URL: https://e.lanbook.com/book/151937.

2.T'anenko, H. H. OcHOBB aenonpou3BojacTBa : yuebd. mocoOue
/ H. H. T'anenko. — Camapa : CamI’AY, 2019. — 181 c. — TekcT : 371eKTpOHHBIN
// JIanp : ANEKTPOHHO-OUOIMOTeUHAS cHUCTEMA. — URL:

https://e.lanbook.com/book/123610.

3. JlokyMeHTOBEIeHHE U apXHUBOBeIeHHE : cioBaph / cocT. O. I'. Ycanona [u
ap.]. — Yemsounck : UI'NK, 2015. — 115 ¢. — Tekct : anexrponHsid // Jladp :
ANEKTPOHHO-OnOIMoTeyHas cucrema. — URL: https://e.lanbook.com/book/177717.

4. Ilerymiko, H. E. JlokyMeHTanmoHHOE OOecIieueHue ympaBleHUs : y4uel.-



Meton. nocodue / H. E. Ilerymko. — Munck : BI'YKU, 2020. — 165 c. — Teker :
ANEKTpOHHBIN // JlaHb : »dneKkTpoHHO-OMOMMOTEeyHas cuctema. — URL:
https://e.lanbook.com/book/176019.

5. IlpaBuna opranu3auu JeIO0NPOU3BOACTBA, KOMIUIEKTOBAHUS, XpaHEHUS,
yuyeTa M HCIOJIb30BaHUS JOKYMEHTOB B TOCYIAapCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIpPAaBIICHUS, HAa TPEANPUITHSIX, B YUPESKICHHUSIX, OpraHU3AIUAX
[DnekTpoHHBIM pecypc] : yTB. moctaHoBiieHueM CoBera Mwunuctpo JIHP or
21.03.2017 No 109/17. — Pexxum JIOCTyna;:
https://sovminlnr.ru/akt/23.03.2017/109_17.pdf.

6. TunoBast MHCTPYKUUS 1O JEJIOMPOU3BOACTBY B UCIIOJHUTEIBHBIX OpraHax
rocynapctBeHHoi Biactu Jlyranckoit Haponnoit PecnyOnuku [DneKTpOHHBIN
pecypc] : ytB. noctanoBienueMm Cosera MunuctpoB JIHP ot 18.10.2016 Neo 562.
— Pexxum nocrtyna: https://sovminlnr.ru/akt/24.10.2016/562.pdf.

B) UHTEpHET-pecypchl:

1. Jlyranckass pecnyOiMKaHCKas yHUBepcajbHas Hay4dHas OuOnmnoTeka
uM. M. I'opbkoro : [caiiT]. — Pexum noctyna: http://lib-l1g.com/.

2. Poccuiickas rocynapcTBeHHas Oubimoreka : [callT]. — Pexxum pocryma:
https://www.rsL.ru/.

3. Hayunas Oubnumoreka I'OY BO JIHP «JIT'TIY» : [caiit]. — Pexum
nocryna: https://lib.lgpu.org/.

4. OBC IPR SMART [caiiT] : HaydHO-00pa3oBaTeNbHBIA pecypc. — Pexum
nocryna: https://www.iprbookshop.ru/.

5.9BbC «Jlanwy [caiiT] : amekTpoHHas OuOiMOTeKka. — Pexxum pocryna:
https://e.lanbook.com/.

8. MarepuajibHO-TeXHUYECKOe oOecneyeHne JUCHUNIUHbI

OcBoeHue NUCHMIUIMHBI TPEATNONaraeT HCIOIb30BAHUE aKaJeMUYECKUX
ayIUTOpUA  JUIsl  TPOBENEHUS  JICKIMOHHBIX M TMPAKTHUYECKUX  3aHITHH,
COOTBETCTBYIOIIMX JIEUCTBYIOIIMM CAaHUTAPHBIM U MPOTHBOIOXKAPHBIM PABUIAM
¥ HOpMaM.

AynuTopHOE OCHAIEeHWE: JIeKIMOHHAs ayAuTopus, pabodee MecTo
MpernojaBaressi, OCHAIIEHHOE KOMIIBIOTEpOM, paboyne MecTa CTYICHTOB,
KaHLESIPCKOEe OCHAIeHHE yueOHOro mpoLecca.

JIekimoHHBIE  3aHATHA: MYJbTUMEIUWHAS  ay[IUTOpUS:  KOMIIBIOTED
MYJIBTUMEIA C TPHUKIAJIHBIM TPOTPAaMMHBIM OCHAIICHUEM: MPOEKTOP, KOJOHKH,
mporpamMma Juisi IpoCMOTpa BHUAEO (ailyioB, TEIEBU30P, MPE3EHTAIIMH MO0 TeMam
JTUCITUTUTHHBI.

[TpakTrueckue 3aHATHS: KOMITBIOTEPHBIN KIJIACC, TPE3EHTAIMOHHAS TEXHUKA.

[IpenonaBanre DUCHUIUIMHBI TPEIyCMATPUBACT TOCTYI OOYYaIOIMIUXCS K
ANEKTPOHHO-OUOIMOTEUHBIM CHUCTEMaM (JIEKTPOHHBIM OubOimoTekam) «JlaHby,
IPR SMART u Kk »5JeKTpoHHON UH(OPMAIIMOHHO-00Pa30BaTEeIbHOU cpelie
YHUBEPCHUTETA.



9. JIucT DONMOJTHEHUH U M3MEeHEeHU
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