MUHUACTEPCTBO OBPA3OBAHUS Y HAYKH
JYTAHCKO# HAPOAHOH! PECNIYBJIUMKHU

IF'OCYJAAPCTBEHHOE OBPA3OBATEJBHOE YUPEXKJIEHUE
BBICIIIEI'O OBPA3OBAHHUSA
JYTAHCKOHM HAPOJHOM PECITYBJIHUKH
«JIYIAHCKMI I'OCYAAPCTBEHHBIN HEJAIOTHYECKHI YHUBEPCHUTET»
(I'OY BO JIHP JIT'TTY»)

HMHceTHTYT HCTOPHH, MEXKTYHAPOIHBIX OTHOLIEHUH U COL{UaNbHO-TI0JIUTHYECKMX
HayK
Kadeapa 10KyMEHTOREAEHUS H apXHUBOBEAEHYS

YYBEPKJAK)

Hupextop MUMOCITH
Jiwrkoecxas C.A.
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PABOYASI IPOTPAMMA YUYEBHON JIACHAILINHBI

HoxkymenToBegeHHE B IPo¢decCHOHANBHOH AesiTe/IbHOCTH

1o HanpaBneHuo noarotoBku — 45.05.01 IlepeBox u nepeBogOBEACHUE

[Tpoduns noaroropku — JIMHIBUCTHYECKOE OOECIIEYEHHE MEKTOCYAAPCTBCHHBIX
OTHOIICHUH (HeMEUKHI/MTANbAHCKHI S3BIK)

KBannbukanus BeilyCKHHKA — JUHIBUCT-TIEPEBOIIUK
dopMa oOyueHuA — oOyHas

Kypc — 3 (6 cemectp)

Jlyranck, 2021



JIner cornacoBanusa PI1]

Pabouass nporpamMMa ydeOHOH gucuuminuHbl «JIOKyMeHTOBEIEHHE B
npodeccroHanbHOM NEATENBHOCTUY SIBASETCA YacCThIO OCHOBHO#H
npodeccuoHaNpHOM  0OpaszoBaTenbHOM  HporpaMMbel  JUIA NOAr0OTOBKH
JNHHTBUCTOB-IIEPEBOTYMKOB 10 HarnpaBneHuio noarotoBku 45.05.01 IlepeBon u
nepesogoBeficHHe. JIMHTBUCTHYeCKoe  obecnedeHHe  MEXrocydapCTBEHHBIX
OTHOLIEHMH ( HEMEeUKUH/UTANbIHCKUH S3BIK) OUHOHM OopMEI 00YUEHHUS.

CocraBnena  Ha  ocHoBaHuM  DejepanbHOrO0  rocyAapcCTBEHHOIO
00pasoBaTeNnbHOrO CTAHAAPTa BHICIIETO 00pa3OBaHHS 110  HANPABICHUIO
nmoarotoBku 45.05.01 IlepeBoa u mepeBONOBEICHUE, YTBEPXAESHHOIO MNPUKA30OM
MunucTepcTBa o0pa3zoBaHus U HayKu Poccutickoit Oenepauuu
ot 12 aBrycrta 2020 Ne 989.

COCTABUTEJIb:
KaH/. TeJ. HayK, JOLEHT KabeIphl TOKYMEHTOBCACHHS U APXUBOBEACHUSN
I'OY BO JIHP «JII'T1Y» T'opOynuu Mpuna Anekcanapossa

Pabouas nporpaMma yTBepKAeHA Ha 3acedaHuu Kadeapbl JOKYMEHTOBEIEHUA
U apXUBOBEHCHUA

«22» _Qbuwms 200/ r., nporoxon Ne 7 .

-
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OJOBPEHA Ha 3acemaHum y4eOHO-MeTOAMYECKON KoMuccnH HMHCTHTYTa
HCTOPHH, MEXIYHAPOAHBIX OTHOIIEHHH U COLIHAIbHO-MMOUTHIECKHX HAYK
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CTpykTypa U cofep:KaHue IUCHUIIINHBI

1. Leau u 3a1a4M JMCUMILIMHBI, €e MECTO B y4eOHOM Mpoliecce

Lemun wu3ydyeHuss y4eOHOM JUCHUIUIMHBI: OOECHEYUTh O00yYarouuxcs
TEOPETUYECKUMH 3HAHUSIMH O CBOMCTBAxX, MpU3HAKax, (QYHKIUAX, CTPYKType U
MHOTO00pa3u JOKYMEHTOB, HUX Kilaccudukanuu, MeTojax U crnocobdax
JIOKYMEHTUPOBAHMS; 03HAKOMUTh CTYJEHTOB C MPOIIECCOM CO3/laHusl, 00padOTKH,
XpaHEHHUs] W MCIOJb30BaHUS JIOKYMEHTOB B CBOE€Hl MpodeccuoHanbHOU
NEeATEeTLHOCTH, C(OPMUPOBATH HABBIKH COCTaBIICHUS W O(OPMIICHHS Pa3TMIHBIX
BUJIOB JIOKYMEHTOB.

3ajayamMm JUCHUIUIUHBI ABJISIIOTCS:

- MO3HAKOMUTH C OCHOBHBIMU MOHATHUSIMU B 001aCTH JOKYMEHTOBEICHHUS;

- OCBOUTb METOABI U CHOCOOBI JOKYMEHTHUPOBAHUS, U3YYUTh CTPYKTYpY
JIOKYMEHTa W HOpMaTUBHbIE TpeOOBaHUS K O(GOPMIICHUIO PEKBU3UTOB
JIOKYMEHTOB;

- chopMuUpOBaTh OCHOBHBIC NPAKTUYECKHUE HABBIKHA, HEOOXOIUMBIC IS
COCTaBJICHUS ¥ O(hOPMIICHHSI PA3JIMYHBIX BUJIOB JJOKYMEHTOB.

2. Mecto aucuuniauabl B cTpykrype OIIOII BO.

VYyebnas gucruiuiiHa — «JlokyMeHTOBeneHHE B IPOo(ecCHOHATBHOM
JEATEIIbHOCTH» OTHOCUTCA K BapUaTUBHOM 4YacTH JUCLUMIUIMH TMOJTOTOBKH
cTyaeHToB 1o HampasieHuto 45.05.01 IlepeBon u nepeBogoBeaeHue. [Ipoduib —
JIunrBuctuyeckoe oOecreyeHue BOCHHOM JeATENbHOCTH. MHAEKC IUCUUIIIMHBI
b1.B.03.

JucnuninHa peanusyercs Kapeapoil JOKYMEHTOBEICHUS U apXUBOBEICHHUS.

HeoOxomumbpIiMU  yCIOBUSMHM  JUISi OCBOCHHMS Y4EOHOW  JUCHUIUIUHBI
SBJISFOTCS:

3HaHUsi OCHOBHBIX TMIPEJICTABICHUNA O JOKYMEHTE, BHJAX M THUIAX
JOKYMEHTOB, IOKYMEHTAJIbHOM MTOTOKE U 3aKOHOMEPHOCTSIX €r0 pa3BUTHS;

ymeHus 0000IIeHUsT y4eOHOTO MaTepuaga M JIOTHYECKOTO H3JIOKEHHUS
y4eOHOM nHpOpMaIIIH;

HABbIKYU COCTaBICHUS W OGOPMIICHHMSI Pa3IMYHBIX BHJIOB JOKYMEHTOB
TPaJMIIMOHHBIM CIIOCOOOM M B 3JIEKTPOHHOM BH/IE.

Conepxanve  JUCHUIUIMHBI ~ SIBJIAETCS  JIOTUYECKUM  MPOJOJIKEHHEM
conepkanust AucUIuIMH «Mctopusiy, «Pycckuil S3bIK U KyJlIbTypa peumn» U CIYKUT
OCHOBOM ISl JTaJbHEUIIIETO HU3YyUYEeHHUS TYMAHUTAPHBIX JUCHMIUIMH BapUaTHUBHOMU
4acTH Y4eOHOrO IJIaHa.

3. TpeOoBaHusi K pe3yJibTATaAM OCBOEHHUS COAEPKAHMS TN CHUILTUHBI
CryneHTsl, 3aBEpIIMBIINE W3YyYECHHE OUCHUILUIMHBI «/{OKYMEHTOBEIAEHUE B
po(heCcCHOHATIBHON JeSITEIbHOCTHY JOJKHBI:
3HATh: TEOPETUYECKUE OCHOBBI JTOKYMEHTOBEICHHUsI, €TO TEPMUHOJIOTHIO U
3aJa4uM; CBOMCTBa, (YHKIMHM M TPHU3HAKK JIOKYMEHTa; CHOCOOBI M CpelcTBa
JOKyMEHTUPOBAHMS;  KJIacCU(PUKAIMIO  BUIAOB  JIOKYMEHTOB;,  CTPYKTYpPY
JIOKYMEHTOB ¥ HOPMATHBHBIE TPEOOBAHUSA K UX COCTABJICHUIO U O(POPMIICHHUIO.



yMeTh: COCTaBJSATh U OPOPMIIATH TOKYMEHTHI MO OCHOBHBIM BHJIaM CBOEH
npo(eCCUOHATIBHON  JIEATENbHOCTH B COOTBETCTBUUM C  YCTAHOBJIEHHBIMHU
TpeOOBaHUSAMU, B TOM UUCJIE UCIIOJIb3YSl MH(OPMALIMOHHBIE TEXHOJIOTUY;

BJAJeTh: HABbIKAMU COCTaBICHMS U OQOPMIICHHS pa3IMYHBIX BUJOB
JOKYMEHTOB TPAJULIMOHHBIM CIIOCOOOM U B 3JIEKTPOHHOM BUJIE.

IlepeuncnenHple pe3ynbTaThl 00pa30BaHUs  SBISAIOTCA  OCHOBOM IS
(opMUPOBAHUS CIETYIOMINX KOMIETEHIINNI:

YHuBepcaabHbIX:

- CHOCOOEH OpraHM30BBIBATH M  PYKOBOJAUTH pabOTOMl  KOMaHbI,
BbIpabaTbiBass KOMAHAHYIO CTPAaTErwio JJIsl JOCTIKEHHUS TOCTaBJICHHOW IIeNn
(VK-3);

IIpodeccuoHaIbHBIX:

- crnocobeH paboTaTh C MarepuajgaMd  pas3IMYHbIX HCTOYHHUKOB,
OCYILECTBIATh pedepupoBaHne UM aAHHOTUPOBAHUE NHCbMEHHBIX TEKCTOB,
COCTaBJISITh aHAJIMTUYECKHE 0030pbl 1O 33aJlaHHBIM T€MaM, HaXOAUTb, COOUpaTh U
NEpPBUYHO 0000maTh (QakTUUYEeCKUil MmaTepuan, Jenas OOOCHOBAaHHBIE BBIBOJbI
(TIK-17).

4. CTpyKTypa M cojep:KaHue AUCHUILTUHbI
4.1. O6beM yueOHOI TUCHMIIMHBI U BUAbI Y4eOH0il padoThl (6 cemecTp)
O0beMm yacoB

Bup yuyeoHoii padotnl (3au4. en.)

Ounas ¢popma

OO0mas yueOHasi Harpy3Ka (Bcero) 72 (2 3au. en.)

Oo0s3aTennbHas ayAuTopHasi ydyeOHasA Harpyska (Bcero) B TOM 28

qucje:

Jlexuun 6

CeMuHapcKue 3aHATHS -

[IpakTyueckue 3aHsATHS 22

JlaGopatopHble paboThI -
KoHTposibHbIe paboThI -
KypcoBast pabota (KypcoBOil IpPOEKT) -

KonTposb 4
CamocrosiTesibHasi padoTa CTyIeHTa (BCero 4acos) 40
dopma arrecTanyu 3auer

4.2. Conep:kanue pa3aesioB JUCHMILIMHBI

Tema 1. JIOKyMeHT U c110CO0BI JOKYMEHTHPOBAHHUA

[Tonstue «10KyMeHT» U ero pyHkuuu. CBONCTBA M MPU3HAKU JIOKYMEHTOB.
Crioco0s! U cpenctBa nokymeHTupoBanus. Kiaccudukaius 10KyMeHTOB U CUCTEM
JIOKyMEHTAI1H.

Tema 2. HopmaTtuBHO-MeTOAUYeCKASA 0a3a COBPEMEHHOI'0
JeJI0NIPOU3BOACTBA

3aKOHO/ATENbHBIE AKThl M TOCYAAPCTBEHHBbIE CTaHAAPTBI B 00JACTH
JOKYMEHTUPOBAHMS  YIIPABIECHYECKOM JeATeNpbHOCTH. HopMaTuBHO-IIpaBOBBIE



aKTbl 1 METOJUYECKHE TOKYMEHTHI OPraHOB UCIIOJIHUTENBHON BIacTH. JIOKanbHbIE
HOpPMAaTUBHBIE aKThl OPraHU3alMU B 00J1aCTH JEIONPOU3BOICTBA.

Tema 3. PekBU3UTHI TOKYMEHTOB

ITonsiTHE «PEKBU3HUT NOKyMEHTa». [I0CTOSIHHBIE U IEPEMEHHBIE PEKBU3UTHI.
[TpaBmia odopmieHHs PEKBU3UTOB JOKYMEHTa. ['ocylnapCTBEHHBI repo.
OmbOnema. ToBapHbiii 3Hak (3Hak oOciyxuBanus). Kox ¢opmbl 1oxkymeHTa.
HanMeHOBaHME opraHu3aliy — aBTOpa JOKyYMeHTa. HaumeHoBaHME CTPYKTYpHOIO
No/Ipa3/iefieHus1 — aBTopa JoKyMeHTa. HanMmeHoBaHWe JNOHKHOCTU JUIA — aBTOPA
nokymenTta. CnpaBouHble JaHHble 00 opraHu3auud. HanmeHoBaHue Buaa
nokymeHTa. Jlata noxkymeHnTa. Perucrpanuonssiii Homep nokyMeHTa. Ccbuika Ha
PErHCTPAMOHHBIA HOMEP U JaTy MOCTYIHMBILIErO JOKYMEHTAa. MECTO COCTaBICHHUS
(u3panus) JokymeHTa. ['pud orpannueHus nocTyna K 10KyMeHTy. Anpecar. ['pud
YTBEPXKIACHUS JTOKYMEHTA. 3arojoBOK K TeKcTy. Tekcr mokymeHTta. OTMETKa O
npunoxkeHuu. 'pud cornacoBanuss nokymenra. Buza. Ilogmucs. Otmerka 00
35eKTpoHHOM noanucu. [ledats. OT™MeTKka 00 ucnonnuresne. OTMETKA O 3aBEpPEHUU
koru. OTMETKA O MOCTYIUIEHUH JOKyMeHTa. Pe3omonusa. OTMeTKa 0 KOHTPOJIE U
OTMETKA O HaIPaBJICHUU JOKYMEHTA B JIEJIO.

Tema 4. O0mue npaBuJia cocraBjaeHusi 1 0(pOpMIICHUSI JOKYMEHTOB

Crunb  nokymeHTOB.  OcoOeHHOCTH — OQUIMANIBHO-JEI0BOIO  CTHJIA
nokyMeHTa. OOIIENpUHATHIE CTUJIEBBIE O0OpPOTHI. YNOTpEeOJIEeHUE MPOMUCHBIX U
CTpO4HbIX OykB. JlomycTuMble M HaubOoJee ymnoTpedsiseMble COKpaIICHHUS.
TpeGoBanus K OPOPMIIEHUIO PEKBU3UTOB JOKYMEHTOB. bIaHKH TOKYMEHTOB U
NOPSJIOK UX O(POpMIIEHHUS.

Tema 5. Ilopsimok cocraBjaeHusi U O0(OPMIICHHST OPraHU3ALMOHHO-
NPaBOBbIX JOKYMEHTOB

Opranu3aiuOHHO-MIPaBOBbIE JTOKYMEHTHl OpraHW3allid, WX LEIH U 3aJadd
co3ganus. JIOKyMEHTBI, PETyJHMpPYIOIIUME JEATEIbHOCTh  OpraHu3aluu |
CTPYKTYpPHOrO TnojpasfeieHus. JIOKYMEHTBI, PETyJIHMpPYIOIIUe JeATEIbHOCTb
COTPYIHHUKOB. YCTaB, poJib yCTaBa B AEIATEIbHOCTU opranuzauuu. Ilonoxxenue 06
OpraHu3alliy, MOJOXKEHUE O CTPYKTYPHBIX noApaszaeieHusx. Jlorosop. Tpynosoe
cornamenue. llltatHoe pacncaHue U 1OKHOCTHBIE HHCTPYKLUU.

Tema 6. Ilopsaaok cocraBjieHUss U O(OPMJICHUS] PACHOPAAMTEIbHBIX
JOKYMEHTOB

Lenu u 3amaun M3JaHUS PACHOPSIUTENBHBIX JTIOKYMEHTOB. J[OKYMEHTHI,
U3/l1aBaeéMble Ha OCHOBE KOJUIETHAIBHOTO MPUHATUS pelleHus. [loctaHoBieHUsS U
pemieHusi. JIoKyMeHTBI, H37aBa€Mble Ha OCHOBE €IMHOJMYHOTO TPUHATUS
pemieHusi. Ilpuka3 1Mo OCHOBHOM JAESATENBHOCTM W BBINMCKAa W3 MpHUKa3a II0
OCHOBHOHU JiesiTeNbHOCTH. Pacniopsixenue. [IpoToKOII U BBIIMCKA U3 TIPOTOKOJIA.

Tema 7. IlpaBuina cocraBjleHUS CHPABOYHO-UH(POPMALMOHHBIX
JOKYMEHTOB

CnyxeOHble TOKYMEHTBHI, OOecCIeuMBarolne HHPOPMAIMOHHBI OOMeH
MEXIY CTPYKTYPHBIMH NOJIpa3ieleHUsIMU U opranu3auusmu. CrpaBku. OCHOBHbIE
PEKBU3HUTHI CHPaBOK. AKThl M TpeboBaHusA K ux odopmienuto. JlokinagHbie u
OOBSICHUTENbHBIE 3amucKu. OCHOBHbIE TpeOOBaHUS K COCTaBICHHUIO W
opopmiienuto nenoBbix muceM. OcoOeHHOCTH  OGOPMIICHHS JOKYMEHTOB



nepeaaBacMbiX 1O BHGKTpOHHOﬁ IIO4YTC.

4.3. Jlekuuu
Ne i/ Ha3Banue Tembl 0O0neM yacoB
Ounas popma
6 cemecTp
1 JIOKYMEHT ¥ cIOCOOBI TOKYMEHTHPOBAHHUS
) HopmatuBHO-MeTOIMUECKAs baza COBPEMEHHOTO ’
JIEJIOTPON3BOJICTBA
3 PexBU3HUTHI TOKYMEHTOB
4 OO0mue npaBwiIa cocTaBiaeHUs U 0OPMIICHUS TOKYMEHTOB
5 [Topsimok coctaBieHUss W OQOPMIICHHUS OPTraHU3AMMOHHO- 2
MIPABOBBIX TOKYMEHTOB
6 [Topsimok cocraBiieHuss W OQOPMIICHUS PaCHOPSIUTENbHBIX
JIOKYMEHTOB )
7 [IpaBuna COCTaBJICHUS CIPaBOYHO-UH(POPMAITUOHHBIX
JIOKYMEHTOB
Hroro: 6

4.4. IlpakTuyeckue (ceMUHAPCKHE) 3aHATHS

Ne ni/m Ha3Banue Tembl O06beM yacoB
Ounas gopma
6 cemecTp
1 JIOKYMEHT ¥ c1iocOObI TOKYMEHTUPOBAHHUSI 2
’ HopMmaTtuBHo-MeToanuecKas 6a3a COBPEMEHHOTO )
JIeJIOTIPOU3BOICTBA
3 PeKxBHU3UTBI JOKYMEHTOB 4
4 OO6mue nmpaBuiia COCTaBICHUS U 0POPMIIEHHUSI TOKYMEHTOB 2
5 [Topsmox cocrtaBiaeHuss U OQGOPMIICHHS] OpraHU3alMOHHO- 4
MTPABOBBIX IOKYMEHTOB
6 [Topsmox cocrtaBiaeHuss U OQGOPMIICHHS] PACTIOPSAUTEIBHBIX 4
JTOKYMEHTOB
7 [TpaBuna COCTaBIICHUS CIPaBOYHO-UH(GOPMAITTOHHBIX 4
JTOKYMEHTOB
Hroro: 22

4.5. JlaGopaTopHbie padoThI
VY4eOHBIM MJITAHOM HE MPEyCMOTPEHBI.

4.6. CamocrosiTesibHasi pad0Ta CTYICHTOB

Ne ni/m Ha3Banue Tembl Bua camocrosiTeibHOI padoThI O0beM yacoB
OuHnas dopma
6 cemecTp
JIokyMeHT 1 [ToaroroBka K MpakTUYECKOMY
1 CIIOCOOBI 3aHSTHIO U BBIIOJIHEHNE ITPAKTUYECKUX 4
JOKYMEHTUPOBAHMs | 33/laHUM
HopmarusHo- IloaroroBka K MPaKTHYECKOMY
) MeToauueckas 0a3a 3AHATHIO 1 BBITIONTHEHNE MPAKTHHECKHX 4
COBPEMEHHOT0 3a/1aHui
JeJI0NIPOU3BOCTBA




PexBuzutsl [ToaroroBka K MpakTUYECKOMY

3 JOKYMEHTOB 3aHATUIO U BBIIIOJIHEHUE ITPAKTUUECKUX 7

3aJaHAN

O6mue npaBuia [ToaroroBka K MpakKTUYECKOMY

4 COCTaBJICHHS U 3aHSTHIO U BBIIIOJIHEHUE MPAKTHYECKUX 4
odopmiieHus 3aJaHAN
JIOKYMEHTOB
[Topsinok [loaroroBka K MpakKTUYECKOMY
COCTaBJICHHS U 3QHSTHIO U BBIIIOJIHEHUE MPAKTHYECKUX

5 odopmiieHus 3aJaHAN 7
OpraHu3alOHHO-
MIPaBOBBIX
JIOKYMEHTOB
[Hopsaox [loaroroBka K MPakKTUYECKOMY
COCTaBJICHHS U 3QHSTHIO U BBITIOJIHEHUE MPAKTUYECKUX

6 oopMIIeHUS 3a/IaHUI 7
pacropsAIUTEIIbHBIX
JIOKYMEHTOB
[IpaBuna [ToaroroBka K MpakTUYECKOMY
COCTABJICHUS 3aHSATHUIO U BBINIOJIHEHUE MPAKTHUECKUX

7 CITPaBOYHO- 3a/laHui 7
UH(OPMALIMOHHBIX
JIOKYMEHTOB

Hroro: 40

4.7. KypcoBble padoThl
Y4eOHBIM MJITAHOM HE MPEyCMOTPEHBI.

5. Meroauueckoe odecnedenue. O0pazoBaTe/ibHbIe TEXHOJIOTHHU
HpenonaBaHHe JUCHUINIMHBI BCACTCA C IIPHUMCHCHHUCM CICAYIOIIHNX BHIOB

o0pa3oBaTeIbHBIX TEXHOJIOTHH:
Hugpopmayuonnvle MexHON02UU: VICIIOJIb30BAHUE 3JIEKTPOHHBIX
o0pa3oBaTEIbHBIX PECYpPCOB MPU TMOATOTOBKE K MPAKTUUYECKUM 3aHATUSIM. B

paMKax JaHHOM  00pa3oBaTENbHOW  TEXHOJOTUM  OCHOBHBIMH  (opMamMu
opraHu3aldu y4eOHOro Ipoliecca SIBUIMCh: BU3YyalU3allusi, MNPOEKTHUPOBAHUE,
IIPE3EHTALUN.

Texnonoeuu npobaemHo2o 06yueHus: METOJ TMPOOJEMHBIX 3aJaHUN, METOJ
IBPUCTUYECKOM Oecebl.

HumepaxmueHnvle mexnono2uu: MO3TOBOM MITYpM, padoTa B MajbIX Ipynmnax.
B pamkax nmaHHOW 00pa3oBaTeNbHOW TEXHOJIOTMM OCHOBHBIMU (popMamMu
OpraHu3alud Y4eOHOro Tpolecca SBUINCH: YIPAKHEHHUS 10 MPUMEHEHUIO
3HAaHWM, JOKJIaabl CTYJACHTOB, BBICTYIUICHHS Ha WPAKTUYCCKUX 3aHATHSAX,
MOJATOTOBKA CTY/ICHTAMU COBMECTHBIX MPE3CHTAIIHH.

[TomMmuMoO 3TOTO, TIPU U3YUYEHUU MUCIUILIMHBI UCIIOIB3YIOTCS TPAIUIIMOHHBIC
METO/Ibl OOYYCHHS: JICKITUH, TIPAKTUICCKUE 3aHSITHSI.



6. ®opMbI KOHTPOJISI OCBOEHHS THUCHUILTUHBI.

Texymast arTecTanusi CTYJCHTOB MPOW3BOAUTCS B JUCKPETHHIC BPEMEHHBIC
WHTEPBAJBI JIGKTOPOM U TpernojaBaTeieM(sMi), BEAYIIMMH MPAKTHYCCKHE
3aHSTHS 110 TUCIUTUIMHE B CIEIYIOMUX hopMax:

—BBICTYIUICHHE Ha TIPAKTUUECKUX 3aHATHIX;

—y4acTHe B IUCKYCCHSIX;

—CaMOCTOSITEIbHOE KOHCIIEKTUPOBAHHE JIUTEPATYPHI U €€ aHAJIHN3;

—BBITIOJITHCHUE WHIMBHIYATHHBIX IPAKTUICCKUX 3aaHUM;

—~TIUCbMEHHBIEC OTBETHI HA KOHTPOJIBHOU padoTe.

[IpoMexXyTOUHBII KOHTPOJb IO pe3yJbTaTaM OCBOEHHUS JUCIUIUIMHEI
IPOXOJUT B pOpMeE 3aUeTa.

CucTtemMa HaKOIICHUs OaJIOB MO BUIaM paOOT OTpa)kaeTcsl B TaOIUIIE:

BbaJjibl, KOTOpbIE MOJYYAIOT CTYAEHTHI JHEeBHOM GopMbl 00yUeHuUs1

Bun texyieit yueOHO# paOboThI Komungectso
6aioB
6 cemecTp
PaboTa Ha mpakTHUYECKUX 3aHATHSIX 55
KonTponbHas padbora 15
3auer 30
Wroro 3a cemectp: 100
Bcero 3a rog 100

HakxonurenabHas cucreMa oneHuBanud nmo 100-0aibH0M mKaJje

Yerpipexoair-
JbHAsl CHCTeMa
OlleHUBAHUS
IK3aMeHa

100-
FNNISIET:
HIKAJ1a

BykBeHHas m1Ka/1a, COOTBETCTBYHOIIASI Cucrema
100-0ayIbHOM HIKAJIE OLICHUBAaHUSA
3ayera

OTIIMYHO

90-100

A — OTIIUYHO — TEOPETHUYECKOE COJIepPIKaHUEe | 3a4TEHO
Kypca OCBOCHO MOJHOCTHIO, 03 MpoOernoB;
H€06XOI[I/IMBI€ HpaKTHqCCKHe HaBBIKHU
paboTBl C  OCBOGHHBIM  MaTepUAIOM
chOopMUpOBaHbl; BCE IPETyCMOTPEHHbIE
mporpaMMoil oO0yueHUs y4yeOHbIE 3aJaHus
BBITIOJIHCHBI, Ka4Y€CTBO HX BbIIIOJHCHHUA
OI[CHEHO 4YHCIIOM 0ajuioB, OJIM3KUM K
MaKCI/IMaJ'IBHOMy

Xoporo

83-89

B — odeHep Xxopomo — TeopeTHYecKoe | 3auTeHO
COJZICp)KaHHE Kypca OCBOCHO MOJHOCTEIO,
0e3 nmpoOesioB; HeOOX0IMMbIE IPAKTUYECKHE
HaBBIKU PabOThI C OCBOCHHBIM MaTepHAIOM
B OCHOBHOM  C(OpMHUpOBaHBI;  Bce
NpEeyCMOTPEHHBIE MPOTrpaMMoOil 00ydeHuUs
y4eOHBIE 3a/laHHs BBINOJIHEHBI, Ka4eCTBO
BBIMTOJTHEHUS OOJIBIIIMHCTBA U3 HUX OIICHEHO
YHCIIOM 0aos, OIM3KUM K
MaKCHMaJIbHOMY

Xoporo

75-82

C — XOpoIIO — TEOPEeTHUYECKOE COJIepKaHHue | 3auTeHO
Kypca OCBOCHO TMOJHOCTBhIO; HEKOTOpBIC
NPaKTUYCCKHE HaBBIKM  PabOTHI c




OCBOCHHBIM MaTepuanoM Cc()OpMUPOBAHBI
HEIOCTaTOYHO; BCE  MNPEIYCMOTPEHHBIC
mporpaMMoil oO0y4deHUs y4deOHbBIE 3aTaHUs
BBINIOJIHEHBI, KAaueCTBO BBINIOJHCHUSI HHU
OJHOI'O U3 HUX HEC OLICHCHO MHWHUMAJIbHBIM
YHUCIOM 0alIOB, HEKOTOPBIC BUJBI 3aJaHUN
BBIIIOJIHEHBI ¢ OIINOKaMU

VY nosnerBopuren
BHO

63-74

D — yIOBIETBOPHUTENBHO — TEOPETHUYECKOE
coJiepKaHue JTUCIUTUIAHBI OCBOCHO
YaCTUYHO, HO  MpoOeiasl  HE  HOCST
CYIIIECTBEHHOTO XapakTepa; HEoOXOIMMbIe
NPaKTUYCCKHE HaBBIKH paboThI c
OCBOCHHBIM  MaTepUAJIOM B OCHOBHOM
c(hOopMUPOBAHBI; OOJIBIITUHCTBO
MIPEyCMOTPEHHBIX TPOTPaAMMON O0yUICHHS
y4eOHBIX 3a/IaHUil BBIOJIHEHO, HEKOTOPBIC
U3  BBIIOJIHCHHBIX  3aJlaHWi, COJepKaT
OIINOKHU

3auteHo

VY nosnerBopurein
BHO

50-62

E — mocpencTtBeHHO — TEOpETHYECKOE
COJICpKaHUE Kypca OCBOCHO YAaCTHYHO;
HEKOTOPBIC TPAKTHYECKUE HABBIKH PaOOTHI
HE c(hOpMHUPOBAHBI, MHOT'HE
MIPEIyCMOTPEHHBIE MPOTPAMMON O0yUYCHUS
yueOHbIC 3aJaHusi HE BBIIIOJIHECHBI JHOO
KAueCTBO BBITIOJHCHHSI HEKOTOPBIX M3 HUX
OI[ECHEHO 4YHCIIOM 0ajuioB, OJIM3KUM K
MUHUMAITBHOMY

3aureHo

Heynosnersopur
€JIbHO

21-49

FX - HEYIOBJIETBOPUTEIIHLHO -
TEOPETUYECKOE COJIEpP’)KaHNE Kypca OCBOEHO
YaCTUYHO; HEOOXOJIUMBIE MPAaKTUYECKUE
HaBbIKM  paboTel HE  C(OPMUPOBAHBI;
OOJIBLITMHCTBO IIPEyCMOTPEHHBIX
nmporpamMmMoil oOyudeHust y4eOHBIX 3aJTaHUil
HE  BBIIOJHEHO JMOO  KayecTBO  MX
BBLIMTOJIHEHUS OIEHEHO YHCIOM OajljioB,
OIM3KUM K MUHUMAJIEHOMY; pu
JIOTIOJTHUTEIIFHON CaMOCTOSATEHLHON padoTe
HaJ  MaTepuajJoM  Kypca  BO3MOXXHO
MOBBILICHHE KayecTBa BBITIOJTHEHUSI
y4eOHBIX 3aaHuM

He 3aureno

Heynosnersopur
€JIbHO

0-20

F — HEeyOBIETBOPUTENBFHO — TEOPETHIECKOE
coJiepKaHue Kypca HE OCBOEHO;
HEOOXOJUMBIE  TPAaKTUYECKHE  HaBBIKU
paboThI HE c(OpMHPOBAHBI, BCE
BBITTOJIHEHHBIE YUEOHbIE 3aJaHHs COJEepKaT
rpyOsbie OLINOKH, JIOTIOJTHUTEIbHAS
caMocTosATeNbHas paboTa Haja MaTepHaIoM
Kypca HE TpUBEIET K KaKoMy-J1u0o
3HAYUMOMY MOBBIIICHUIO Ka4yecTBa
BBINOJIHEHUS] YUE€OHBIX 3aJJaHUN

He 3aureno




7. YueOHO-MeToAu4ecKoe " NMPOrpaMMHO-UHG(POPMALIMOHHOE
o0ecreyeHne TN CHUTLTAHBI

a) OCHOBHAs JIUTEpaTypa:

1. 'punbepr A.C. JokyMeHTAallMOHHOE OOECIEYEHUE YNpPaBIICHUS : YYCOHUK
/ A.C. T'punbepr, H.H. I'opbaues, O.A. Myxametmna. — M. : FOnuth, 2015. —
391 c. — Pexum pocryna: http://biblioclub.ru/index.php?page=book&id=115031.

2. Kynsies H.H. JlokymentoBenenue : yueonuk / H.H. Kynses, JI.H. Ypanos,
A.I'. ®abpuunos ; nox pen. npod. H.H. Kynsesa. — M. : Jloroc, 2017. — 352 c.
(HoBas yauBepcutetckas oubnmoreka). — 9bC «KoHCYnbTaHT CTyICHTaY : [calT].
— Pexum JOCTYTIA: https://www.studentlibrary.ru/book/ISBN
9785987043295 .html.

3. JlappkoB H.C. [HoxymentoBenenue : yudeOnuk / H.C. JlappkoB.— M. :
[Ipocnekr, 2016. — 416 c¢. — ObC «KoHCynbTaHT CcTyneHTa» : [calT]. — Pexum
noctymna:https://www.studentlibrary.ru/ book/ISBN9785392193295 .html.

0) nTomOTHUTENbHAS JIUTEpaTypa:

1. IlpaBuia opraHu3auu JEJIONPOU3BOJCTBA, KOMIUICKTOBAHUS, XpPaHEHUS,
ydyeTa M UCIOJIb30BaHUSI JIOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax, opraHax
MECTHOTO CaMOYIpaBJICHUS, Ha MPEANPUATHUIX, B YUPEKICHUIX, OPTaHU3AIUAX
[DnexkTpoHHBIN pecypc] : yTB. moctaHoBieHuem Coseta MunuctpoB JIHP ot
21.03.2017 Ne 109/17. — Pexum JOCTyTA:
https://sovminlnr.ru/akt/23.03.2017/109_17.pdf.

2. Porocxun ML.IO. JlenoBeie AOKYMEHTHI B TpuMepax u oOpasmax : cO.
TUMOBBIX T0KyMeHTOB / M.IO. Poroxxun. — M. ; bepnun : lupext-Menua, 2014. —
496 c¢. : wun. — Pexum goctyma: http://biblioclub.ru/index.php?page=
book&id=253701.

3. TunoBass UHCTPYKIUS MO JIETOMPOU3BOJICTBY B UCIIOJHUTEIBHBIX OpraHax
rocyaapctBeHHoi Bnactu Jlyranckoit Hapognoit PecmyOmuku [DneKTpOHHBIN
pecypc] : yrB. noctanoBienueMm Coseta MunuctpoB JIHP ot 18.10.2016 Ne 562.
— Pexxum ngocryna: https://sovminlnr.ru/akt/24.10.2016/562.pdf.

4. TunoBass MHCTPYKIMS TIO JEJONMPOU3BOJCTBY B 00pa3oBaTElbHbBIX
opraHu3anusx (y4pexaeHusX), MOABEAOMCTBEHHBIX MUHUCTEPCTBY 00pa30BaHUS
u Hayku Jlyranckoit Hapomnoit PecmyOGmuku [DnexTpoHHBIN pecypc]| : VyTB.
npukazoM M-Ba obpazoBanust u Hayku JIHP ot 16.03.2018 Ne 229-O/1. — Pexum
noctymna: https://minobr.su/docs/1699-prikaz-mon-Inr-229-od-ot-19032018.html.

B) nTepHeT-pecypcehl:

1. JIyranckas pecnyOJIMKaHCKas YHUBEpcalbHas HayuyHas OMOJMOTEKa UM.
M. T'opskoro : [caiiT]. — Pexxum noctymna: http://lib-1g.com/.

2. Poccuiickas rocynapcTBeHHast OuMOnuoreka : [calT]. — Pexkxum gocrtymna:
https://www.rsl.ru/.

3. Hayunas 6ubmmotexal' OY BO JIHP «JIT'TIV» : [caiiT]. — Pexum mpocryma:
http://lib.1tsu.org/.

4. OBC «KoHCYNnbTaHT CTyJEHTa» [calT| : CTyJdeHYecKas »3JIEKTPOHHAs
oubmmoreka. — Pexxum moctyma: https://www.studentlibrary.ru/.



8. MaTepuajbHO-TeXHHYECKOE o0ecnevyeHne TUCIUTIINHbI

OcBocHHE AWCHUIUIMHBI TMPEANOIaraeT HCIOJb30BaHNE aKaJeMHUECKUX
ayJIUTOPHI, COOTBETCTBYIOIIHNX JACHCTBYIONIUM CAaHUTAPHBIM U TIPOTUBOIIOKAPHBIM
IpaBUJIaM ¥ HOPMaM.

[Ipouee: pabouee MecTO TpeEMoAaBaTelNsi, OCHAIICHHOE KOMIIBIOTEPOM C
noctyrnoM B IHTepHET.

AynuTOopHOE OCHAIlEHWE: JICKIIMOHHAs ayauTopusi, pabodee MecTo
IpernoAaBaTesisi, OCHAIICHHOE KOMIIBIOTEpOM, pabouyne MecTa CTYACHTOB,
KaHLEJSIPCKOE OCHAIIIEHHE y4eOHOTo mpoliecca.

JleknMoHHBIE  3aHATHS: MYJBTUMEAWMHAS  ayJAUTOPHUS:  KOMITHIOTED
MYyJIBTUMEINA C TIPHUKJIQTHBIM IIPOTPAMMHBIM OCHAIICHUEM: MPOEKTOP, KOJOHKH,
nporpaMmma Jijisi TpocMOTpa BUAEO (DaiiioB, cUcTeMa BHUACOMOHTAXa, TEIEBHU30D,
AJICKTPOHHBIE TIPE3EHTAITUH 110 TeMaM JTUCIIATLIAHBI.

[IpakTUueckue 3aHATUS: KOMITBIOTEPHBIN KJIACC, TPE3EHTAIMOHHAS TEXHHKA.

[IpenonaBanue MUCHUILIMHBI MPEAyCMAaTPUBACT JOCTYN OOYyYarouuxcs K
AJIEKTPOHHO-OMOIUOTEUHBIM  CcUCTeMaM  (DJIEKTPOHHBIM — OHOMMOTEKaM) © K
AJIEKTPOHHON HMH(POPMAIIMOHHO-00PA30BATEIHLHON Cpelie YHUBEPCUTETA, KOTOpas
o0OecrieynBaeT BO3MOXHOCTH JIOCTyna oOOydallmmxcsi K HHOOPMAIMOHHO-
KOMMYHUKAIIMOHHOM ceTH «HTepHeT».



9. JIucT nonmoJIHeHUI U H3MEHEeHU
Ne Hara OcHoBaHue Conep:xanue Jluna, moaTBepkaawue
n/n BHECEHHS n3MeHeHnus / H3MeHeHue / HoNnmoJTHeHue
H;rzzzzz; si AOTOTHEHUS U.o. 3aBenyromiero Jlexan
A Kadeapoii (Damunus,
(Pamunus, UHUYUATIBL,
UHUYUATBL, noonucsy)

noonucs)
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