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PaGouas mnporpamma yueOHO#H aAMcUMIIMHBL «JlOKyMEHTOBeleHHE B
npoecCHOHANBHOM JAeSATEeNBHOCTHY SBJAETCH YaCThiO OCHOBHOH 00pa3oBaTebHOH
mporpaMMbl Ul TIOATOTOBKM — GakanaBpoB Mo  HampasieHuio  45.03.02
JIuHrBUCTHKA O4HON (hopMBbI 0OyUeHHU.

CocTaBneHa Ha OCHOBaHMM [ ocylapcTBeHHOro 00pa30BaTe/bHOrO
CTaHAapTa BelcIIEro o0pa3oBaHMs MO HANpaBJeHHIO MOAroTOBKH 45.03.02
JInnrsucTuka (ypoBeHb OakanaBpuara) O4HOH GopMbl 00y4eHHSs, yTBEPKACHHOTO
npukazoM MunucTepcTBa oOpasoBaus M Haykd Jlyranckoii Hapoxuoii
Pecrry6nuku ot 24 aBrycra 2018 roga Ne 791-ox.

COCTABUTEJIb:
KaHJ. Mej. HayK, CTapiuuii mperojaBareib Kadeapsl IOKYMEHTOBEICHHS W
apxusoseznenus [OY BO JIHP JII'TTY» Vasuenko KOnns BukropoBHa

Pa6ouas nmporpaMma yTBep)KeHa Ha 3ace/laHuH Kaeapsl JOKyMEHTOBEICHHS
¥ apXHBOBE/ICHHS

« 1P AU N 200\ 1., npoTokon [N'Q A -

W.o. 3aBexyiouiero kadeapoi

24 Kamunckas O.B.

OJIOBPEHA Ha 3acesanun ydeGHO-MeToAMuYecKO# komuccnH HHcTHTyTa
MCTOPHH, MEXKYHAPOIHbIX OTHOIICHHH U COLMAIBHO-NOIMTHYECKHX HAYK

« A}» MNATUCKR 208\ r., mpotokon Ne A

[Tpeacenarens Axuniena W.IT.
COI''TACOBAHO:
W.o. 3aBeayiowiero y4eOHO-METOAHYECKUM OT/AETIOM

/ Casenkos B.B.

-
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CTpykTypa u coaep:kaHue y4eOHOU TUCHMILTHUHBI

1. Hean u 3axa4u yueOHO JUCHMILTAHBI

Lenn wu3yyeHuss yuyeOHOW JUCHUIUIMHBL 0OECHedYuTh  O0y4arouuxcs
TEOPETUYECKHUMH 3HAaHUSIMU O CBOWCTBaX, MpHU3HaKaX, (DyHKUUAX, CTPYKType H
MHOTOO0Opa3uM  JOKYMEHTOB, HX KJlacCU(PHKAIMK, METoJaXx H  crocodax
JIOKYMEHTUPOBAHUS; MO3HAKOMUTH C MPOIIECCOM CO3/aHusA, 00pabOTKH, XpaHEHUS U
UCIIONIb30BaHUsl JJOKYMEHTOB; C(OPMUPOBATh HABBIKH JI€JIOBOM KOMMYHHKAIIUU B
YCTHOH M TUChMEHHOW (opMe Ha PYCCKOM S3bIKE, HAaBBIKM COCTABICHUS W
oopmileHUsT pa3IMUHBIX BUIOB JOKYMEHTOB, HCIOIb3yEMbIX B MPO(GECCHOHATHLHON
JIeSITEIbHOCTH TIeJIarora.

3ajaul JUCLMIUIMHBL: MO3HAKOMHUTH C OCHOBHBIMU IOHSATUSIMH B 00JIaCTH
JOKYMEHTAIlMOHHOTO OO0ECIEeUeHUsl YIpPaBJICHUS; OCBOUTh METOJbl U CIOCOOBI
JOKYMEHTUPOBAHUS; U3YUUTh CTPYKTYPY AOKYMEHTa U HOPMATUBHbIE TPEOOBAaHUS K
O0(pOpMIIEHUIO PEKBU3UTOB JOKYMEHTOB; C(OPMHUPOBATH OCHOBHBIE MPAKTUYECKUE
HaBbIKM, HEOOXOAMMBIEC MJI COCTaBICHHUA U OGOPMIICHUS Ppa3IMYHBIX BUOB
JIOKYMEHTOB, HCII0JIb3YEMbIX B MIE€AarOoruyecKoil 1esTeIbHOCTH.

2. MecTo aucuuniaunbl B cTpykrype OIIOII

VYyebnas  aucuumuiiHa — «JlokymeHTOBeneHHE B IPO(ECCHOHATBHON
NEeATEIbHOCTH» OTHOCUTCS K BAPUATUBHOM YacTH y4eOHOTO IUIaHa.

Heo0xoaumMbIMK yCIOBUSAMU AJI1 OCBOEHUS yU€OHON TUCHMIUIMHBI SBISIOTCS:

3HaHUS OCHOBHBIX MPEICTABICHUN O JOKYMEHTE, BUIAX U THUIAX JTOKYMEHTOB,
JTOKYMEHTAJIIBHOM MOTOKE ¥ 3aKOHOMEPHOCTSIX €r0 Pa3BUTHSA;

yMeHUs1 0000IIeHHS y4eOHOTO MaTepHalia U JJIOTUYECKOTO U3JIOKEHUST yaeOHOM
uHdopmaIuu;

HABBIKM KOMMYHUKAITUU B YCTHOU U TUCBMEHHOM (hopMme.

ConepxaHne  JUCHUMIUIMHBI  SIBJIIETCA  JIOTUYECKHM  MPOAOJDKEHUEM
COAEPKAHUS JUCUMUIUIMHBI «PyCCKHM SA3BIK U KyJIBTYypa PEUM» U CIIYKUT OCHOBOM IS
U3YYCHUS] TYMaHUTAPHBIX JUCITUIUIMH BApUATUBHOM YacTH y4eOHOTO TUIaHa.

3. TpeGoBaHus K pe3yibTaTaM OCBOEHHS COJEPKAHNS JUCUUILTUHBI

CryneHTbl, 3aBEpIIMBIINE HW3YYEHUE ITUCHUIUIMHBI «JlOKyMEHTOBEICHHE B
npo(ecCUOHANIbHOMN eI TEIbBHOCTUY TOKHBI:

3HATh TEOPETUUYECKUE OCHOBBI JIOKYMEHTAIIMOHHOTO 00ECIICUeHUsI YIIPaBICHUS,
€ro TePMHUHOJIOTHIO U 3a/1a4M; CBOMCTBA, PYHKIIMU U TIPU3HAKU IOKYMEHTA; CIIOCOOBI
U CpeACTBa JOKYMEHTHPOBAHMS; KJIACCU(MUKAIIUIO BUIOB JOKYMEHTOB; CTPYKTYpY
JIOKyMEHTOB ¥ HOPMaTUBHBIE TPEOOBAHUS K UX COCTABJICHHUIO U OPOPMIICHHIO.

YMETh  COCTaBIsATH W OQOPMIIATH  JOKYMEHTBI, HCIOJb3yEeMbIE B
poeCCHOHANTLHON ACATENBHOCTH Tearora B COOTBETCTBUM C YCTAHOBJICHHBIMU
TpeOOBAHMSIMU, B TOM YHUCJIC UCTIOIL3Ys HH(DOPMAITMOHHBIC TEXHOJIOTHH;



BIIQZICTh HABBIKAMHU COCTaBIieHUS W OQOPMIICHUS PaA3IUYHBIX BHUJOB
JIOKYMEHTOB TPAJAUIIMOHHBIM CIIOCOOOM M B AJIEKTPOHHOM BUJIE, HaBbIKAMH JIEJIOBBIX
KOMMYHUKAIIMI B YCTHON ¥ MUCbMEHHOUN (popMe HA PYCCKOM SI3BIKE.

[lepeuriciienHble  pe3yibTaThl  OOy4YeHHsI  SIBISIIOTCA ~ OCHOBOM ISt
dbopmupoBaHus psAga  KOMIETeHIUUA (6 coomeemcmeuu ¢  DedepanbHvim
20CY0apCmeeHHbIM  00pa308amMelbHbIM  CMAHOAPMOM  8bICULe20 00pA3068aHUsL NO
HanpasneHuio noocomosku 45.03.02 Jluneeucmuka u mpe6o8anuamu K pe3yibmamam
oceoenus OIIOII).

YHnueepcanvnvix komnemenyuii:

YK-7 — cmocobeH mogiepkuBaTh JIOJDKHBIA  ypOBEHb  (PHU3UUECKOU
IIOJITOTOBJIEHHOCTH INIE: obecrnieueHust MTOJTHOLIEHHOM COLMAIIBHOMN 51
npoecCHOHATEHOM ESITEIIBHOCTH.

lIpogheccuonanvrvix KomnemeHyuiL.

[1IK-8 — Biameer METOAMKON MOJATOTOBKU K BBIMOJIHEHHUIO MEPEBO/IA, BKIHOYAs
MOUCK WH(OpMAIMU B CIPABOYHOM, CHEIUATBHOW JUTEPAType M KOMITBIOTEPHBIX
CeTsIX

[IK-10 — cmocoOeH ocCylIeCTBISITh MUCHMEHHBIA IEPEBOJ] C COONIOJACHUEM
HOPM  JIGKCHYECKOM  HDKBUBAJEHTHOCTH,  COOJIOJIEHUEM  TIpPaMMaTHYECKUX,
CUHTaKCUYECKHUX U CTHJIMCTUYECKUX HOPM

4. CTpyKTypa U coepkaHue y4eOHOH TUCUMILTHHBI

4.1. O0beM yueOHOM TUCHMILIMHBI H BUAbI Y4e0H0#l padoThl
O0bem yacoB (3a4. ej1.)

Bun yueOHoii padoThI Ounasn 3aouHasn
dbopma dopma
O0mas yueOHasi Harpy3ka 72 (2 3au4. en.) -
Oo0si3aTennbHAasi ayauTOpHAas Yy4deOHash Harpyska 28 -
(Bcero 4acoB), B TOM 4HucJje:
Jlexuun 6 -

CemuHapcKue 3aHSITHS - -

[IpakTueckue 3aHsATHS 22 -
JlaGopatopHble paboThI - -
KonTtposbHble paboThI - -
KypcoBas paboTa (KypcoBoil IpOEKT) - -

Kontposnb 4 -
CamocrosiTesibHas padoTa cTy/AeHTa (BCero 4acoB) 40 -
dopma arTecTanuu 3aueT -

4.2. Conep:kanue pa3aesioB JUCHUILIMHBI

Tema 1. Teoperuxko-npaBoBbie 7| HOPMATHBHbIE OCHOBBI
JOKYMEHTAIMOHHOI0 o0ecne4yeHusl yIpaBJIeHUsl.

JlokymeHT kak HocutTenb uHdopmaruu. OCHOBHbIE TOHSTHS B 0O0JacTH
JIOKyMEHTAITMOHHOTO OOECTeYeHHs yNpaBieHUs. 3aKOHOAATelIbHAass ¥ HOPMAaTHUBHO-
MeToauyeckass 0a3za JOKYMEHTAIIMOHHOTO oOecreueHusl ynpapieHus. OyHKIUU
nokyMeHTta. Kinaccudukamus JOKyMeHTOB.



Tema 2. CTanapapTu3anus npouecca J10KyMeHTHPOBAHUS.

CocTtaB peKBU3UTOB JOKYMEHTOB. TpeOoBaHUS K O(DOPMIICHHIO PEKBU3UTOB
nokymMeHToB. TpeGoBaHusi k OnaHkaM JOKyMeHTOB. HanmoHanbHBIM cTaHgapT
Poccuiickoit ®@enepaniuun ['OCT P 7.0.97-2016. Cuctema cTaHIapTOB MO
uHdopmaiuu, OUONMOTEYHOMY U  U3JATEIbCKOMYy Jneny. OpraHu3alnuoHHO-
pacniopsiidTenbHas JOKyMeHTauus. TpeOoBaHus K O(QOPMIICHHIO JIOKYMEHTOB.
Cucrema ToOKyMeHTaAIMu B 00pa30BaTesIbHON OpraHu3alluu.

Tema 3. CucreMa oOpraHu3anMOHHO-PACIOPSIAUTEIbHONH JAOKYMEHTAIMHU
(OP]).

Oprannzanuonssle JOKyMeHTbl cuctemMbl OPJl. OOmias xapakTepHcTHKa H
Ha3Ha4eHHEe JOKyMeHTOB. [loaroroBka mpoekTa JOKyMEHTa. PeKBU3UTHI
JIOKYMEHTOB, CTpykTypa TekcTa. [IpaBuma odopmieHuss u yTBepkaeHus. Bumis
OpraHU3AIMOHHBIX JOKYMEHTOB.

Pacniopsnutenbubie nokymMeHTsl cucteMbl OPJl. OOmass xapakTepucTuka U
Ha3HA4YeHHE JTIOKyMEHTOB. PEKBU3UTHI, CTPYKTypa TEKCTa W IpaBuiia OPOPMIICHHUS.
Bunael  pacnopsiuTeNnbHBIX  JOKYMEHTOB:  YKa3bl, IIOCTAHOBJIEHMS, IPUKA3BI,
paciopsKeHUs], peILieHUs, THCTPYKIUH.

NupopmaninoHHo-cipaBoyHble  JTOKyMeHTbl  cuctreMbl  OPJl.  O6mas
XapaKTepUCTUKa M Ha3HAuY€HUE NOKYMEHTOB. Buibl MH(pOpMalMOHHO-CIPaBOYHBIX
TOKyMeHTOB. OCOOEHHOCTH COCTaBIICHUS U OOPMIICHUS.

Tema 4. /le10Boe MUCHbMO KaK OCHOBHOM BH/I IIEPENHCKH.

bnanku nis nmucem. @opmyrisap aenoBoro nucbMa. OcoO0eHHOCTH O(PUITUATBEHO-
JIEJIOBOrO CTHJISI COCTaBJIEHUSI TEKCTa JIEJIOBOrO MUChbMa. BUIBI CIyKEOHBIX MHUCEM,
COCTABJISIIOLIME OCHOBY JIEJIOBOM KOPPECMOHACHIIMU. OJEKTPOHHAs IepenucKa.
DJIEKTPOHHBIN TOKYMEHT.

Tema 5. Opranuzauust AOKYMEHTO0000pOoTA o0pa3oBaTeJIbHOM
OpraHM3alum.

@®opMbl  opraHm3anuu  paboOThl € JOKyMEeHTaMHu. J{OKyMeHTOOOOpOT.
JoxymenTonotoku. Ilopsimok o0paboOTKM BXOIAAUIMX JOKYMEHTOB. Peructpanus
nokyMeHTOB. [lopsimok 00paboTku ucXOonsmmx AoKyMeHToB. HomeHnknarypa nen.
dopmupoBanue, 0oQOpMIICHHE, XpaHEHUE e B TEKYLIEM JEJONPOU3BOJICTBE.
OO6paboTka Aen JyIsi MOCIEAYIOMETr0 XPaHEHHS.

4.3. Jleknum
Ne Ha3Banue TeMbl O0BeM yacoB
n/n Ounas 3aouHnan
¢opma dopma
6 cemecTp
1 TeopeTuko-npaBoBblE W HOPMATHUBHBIC  OCHOBBI
JTOKYMEHTAI[MOHHOTO O0ECTICUeHUS! YIIPaBICHHUS 2
2 CrangapTuzamnus npouecca T0KyMeHTUPOBAHUS
3 Cucrema OpraHU3aIMOHHO-PACTIOPSAIUTEITHLHON )
JIOKYMEHTAIuU 2
4 | JlenoBoe NMCbMO KaKk OCHOBHOW BHJI IEPEITUCKH
5 Opranuzanus J0KyMEHTO000OpoTa 00pa3oBaTebHOMN )
OpraHu3aIu




\ Hroro:




4.4. IlpakTHyeckue / CeMMHAPCKHUE 3aHATHS

Ne i/ Ha3Banue Tembl O0beM yacoB
Ounas 3aounas
¢popma dopma

6 cemecTp

1 Teopetuko-npaBoBble W HOPMATUBHBIE OCHOBBI 4
JTOKYMEHTAIMOHHOTO O0ECTICUCHUS! YIIPaBICHHUS .

o) Crangaprtuzanus npouecca J0KyMeHTHPOBaHUS 4

3 Cucrema OpraHu3alMOHHO-PACIOPSAIUTETbHON 6 _
JIOKYMEHTalluu

4 JlenoBoe nucbMO Kak OCHOBHOM BUJI IIEPENUCKHU 4

5 Opranu3zanus JOKyMEHT0000poTa 00pa3oBaTenbHOM 4 -
OpraHu3aluu

Hroro: 22 -

4.5. JlaGopaTopHble padoThI
Y4eOHBIM IJITAHOM HE MPEyCMOTPEHBI.

4.6. CamocTosiTesibHasi padoTa CTYJIeHTOB

Ne n/m Ha3BaHue TeMbl Buja camocTosiTeJIbHOM O0BeM yacoB
padoThI Ounas 3aounas
dopma dopma
6 cemecTp
TeopeTuko- [ToaroroBka k
MPaBOBbBIC U | IPaKTUYECKOMY 3aHITHIO U
HOpPMaTHBHBIE BBITIOJTHEHUE MTPAKTHUECKUX
1 OCHOBBI 3aJlaHui 7 -
JIOKYMEHTAIMOHHOTO
obecrnieueHUs
YIPaBJICHUS
Cranpaptuzanus IloaroroBka k
) nporecca MIPAKTUYECKOMY 3aHATHUIO U 7 i
JOKYMEHTUPOBAHUS | BBINOJIHEHUE MPAKTHUECKUX
3aJaHuN
Cucrema IloaroroBka k
3 OpraHU3aIMOHHO- § MIPAKTUYECKOMY 3aHATHUIO U 12 i
pacnopsiAUTENIbHON | BBINIOJIHEHUE MPAKTHUECKUX
JIOKYMEHTAIlN! 3a/laHui
HemoBoe nucbmo | IloaroroBka k
4 Kak OCHOBHOM BHJ | IPAKTUYECKOMY 3aHATHUIO U 7 i
TePENUCKI BBITIOJTHEHUE TTPAKTHUECKUX
3aJJaHui
Opranuzanus Tloaroroska k
5 JOKYMEHTO00O0pOTa | MPAaKTHYECKOMY 3aHSTHIO U 7 i
o0OpazoBaTenbHON BBITIOJTHEHUE MTPAKTHUECKUX
OpraHu3alu 3aJaHuN
Hroro: 40 -




4.7. KypcoBbie pa6boThI
Y4eOHBIM MJIaHOM HE TPEyCMOTPEHBI.

5. MeToanueckoe odecredeHue, 00pazoBarejibHble TEXHOJIOTHU

[IpenonaBanue MUCUUIUIMHBI BEAETCS C MPUMEHEHUEM CJEAYIOUIUX BHUIOB
o0pa3oBaTeIbHBIX TEXHOJIOTUH:

— TPaJULIMOHHBIE METObl O0YUEHUS: JICKIIUU, TPAKTUUECKUE 3aHITHS;

— nHGOPMAITOHHBIE TEXHOJIOTUU: UCIIOJIb30BaHUE AIEKTPOHHBIX
o0pa30BaTeIbHBIX PECYPCOB, DJEKTPOHHBIX OMOIMOTEK TpH TMOATOTOBKE K
MPAKTUYECKUM 3aHSTHUSIM;

— MHTEPAKTUBHBIE TEXHOJOTHH: MO3TOBOM IITYpM, paboTa B MaJlbIX TPYIIax.
B pamkax ganHHOW  00pa3oBaTeNbHON  TEXHOJOTMHM  OCHOBHBIMH  (popmamu
OpraHu3ald y4eOHOro MpoIecca SIBUINUCH: YIPAXHEHUS MO MPUMEHEHUIO 3HAHUM,
JOKJIaJIbl CTYJIEHTOB, BBICTYIUICHHUS Ha TMPAKTUYECKUX 3aHATHUSIX, MOArOTOBKA
CTyJIEHTaMU Pa3JINYHbIX BUJOB JOKYMEHTOB.

6. ®opMBbI KOHTPOJISI 0CBOCHUS Y4€OHOM JUCHMILIAHBI.

Tekymas arrectanusi CTYAEHTOB MHPOU3BOAUTCA B JIUCKPETHBIE BPEMEHHBIE
WHTEPBAJIbl JICKTOPOM M TpernojaBaTeeM(sIMH), BEIYIIUMH MPAKTUUECKUE 3aHSATUS
M0 IUCUHUIUIMHE B CIAEAYIOMUX (hopmax:

—BBINOJHEHNUE MUChbMEHHBIX JOMAIIHUX 3aJaHUl;

—CaMOCTOSITEJIbHOE KOHCIIEKTHPOBAHUE JIUTEPATYPhI U €€ aHAJIN3;

—BBICTYILJICHUE HA MPAKTUYECKUX 3aHATUSIX;

~TIMCbMEHHbIE OTBETHI HA KOHTPOJBbHOM padoTe.

[IpoMeXyTOUHBI KOHTPOJIb MO pe3yibTaTaM OCBOCHUS JIUCIUILIUHBI
MPOXOJUT B (pOpME YCTHOTO 3a4eTa.

Cucrema HakorieHHs 0ajioB MO BUAaM pabOT OTpakaeTcs B TAOIUIIE:

Cucrema oleHMBAHUSA YUeOHBIX TOCTHKEHUH CTY/IEHTOB
04HOI1 opMBbI 00yUEeHUSA

Bupn Texkymeii yueOHol padoThl Koumecrso
0aJliI0B
3 cemecTp
Y CTHBIE OTBETHI HA MPAKTHUECKUX 3aHATHUIX 55
CamocrosiTenpHas padbora 10
KonTtposnbHas pabora 10
3ader 25
Hroro 3a cemectp: 100
Bcero 3a ros 100

HakonureabHas cucremMa oneHuBanus no 100-0a1LHOH HIKAJIE

Yeroipexodai- 100- bykBeHHas 1IKaJIa, COOTBETCTBYIOLIAA Cucrema
JbHas cucTeMa | OajibHAasi 100-6anbHOI KA OlleHUBAHMS
OlleHUBAHUS HIKaJia 3auera
IK3aMeHa
OTan4HO 90-100 A — ONIMYHO —  TEOPETHYECKOE
coJiepsKaHue Kypca OCBOEHO TMOJHOCTBIO,




oe3 po0eIoB; HE00XOqUMBIE
MPAKTUYECKHE  HABBIKM  pabOThI  C

OCBOCHHBIM MaTepUaIOM
c(hOpMHUPOBAHBI; BCE MPEIyCMOTPECHHBIE
IporpamMmoit oOy4eHus y4eOHbIe

3aJaHUsl  BBIIIOJIHEHBI, KAuyeCTBO HUX
BBIIOJIHEHHUSI OLICHEHO 4YUCIOM OaJos,
OJIM3KUM K MaKCUMaJIbHOMY

Xoporo

83-89

B — odeHb XOpOLIO — TEOPETHYECKOE
coJiepKaHne Kypca OCBOCHO MOJIHOCTHIO,
oe3 po0eJIoB; HE00X0qUMBIE
NPaKTUYeCKHEe  HaBBIKM  paboOTBl ¢
OCBOGHHBIM MAaTE€pPHAJIOM B OCHOBHOM
c(OpMHPOBaHbI, BCE MPEIYyCMOTPEHHBIC
POrpaMMoit oOyueHus yueOHbIe
3aJJaHuS BBITTOJIHEHHI, Ka4eCTBO
BBIIIOJITHEHUSI ~ OOJNBIIMHCTBA M3 HUX
OLICHEHO YHUCIIOM 0ayuloB, OJIM3KHM
K MaKCHUMaJIbHOMY

Xopomo

75-82

C — Xxopowmo —  TEOPETUYECKOE
COZIEp’)KaHHE Kypca OCBOCHO IOJHOCTHIO;
HCKOTOPLIC IMPAKTUYCCKUC HaBBbIKH
pabOTBl € OCBOGHHBIM  MaTepHaIOM
c(OpMHPOBAaHBI  HEIOCTATOYHO; BCE
IpeyCMOTPEHHBIE pOrpaMMoii
o0ydeHust yaeOHbIC 3aJaHUs BBITIOJTHCHBI,
Ka4eCTBO BBIITOJHEHUS HH OJTHOTO U3 HUX
HE OICHCHO MHHHUMAJIIBHBIM YHCIIOM
0a’yioB, HEKOTOpble BMIbBl  3aJaHUN
BBIMTOJIHEHBI C OIIHOKaMH

Y nosneTBo-
pUTENBHO

63-74

D — YIOBJIETBOPUTEIHHO —
TEOPETUUECKOE coJiep>KaHue
JUCLUIUIMHBL  OCBOGHO YacTUYHO, HO
npoOesbl  HEe HOCAT  CYIECTBEHHOTO
XapakTepa; HeoOXOAUMBbIE MPAKTUYECKHE
HaBBIKH paboThl C OCBOCHHBIM
MaTepuagoM B OCHOBHOM
c(hopMUPOBAHBIL; OOJIBIIIMHCTBO
IPEIYCMOTPEHHBIX MPOrpaMMoit
o0y4yeHHsI yIeOHBIX 3a/IaHUi BBHITIOJTHEHO,
HEKOTOpbI€ U3 BBIIIOJHEHHBIX 3a/1aHUl,
COJIEpXKaT OITUOKH

Y nosnerBo-
PUTEIBHO

50-62

E — mocpeAcTBEHHO — TEOpEeTHYECKOe
CoJIep)KaHWe Kypca OCBOCHO YacCTHYHO;
HEKOTOpBhIE  TPAKTHUYECKUE  HABBIKU
paboTel  HE CPOPMUPOBAHBI, MHOTHE
MPelyCMOTPEHHBIE pPOrpaMMoit
00yJeHus y4eOHbIE 3a/IaHus
HE BBITTOJIHEHBI bz (o0 KaueCcTBO
BBITIOJTHECHUS] HEKOTOPBIX U3 HUX OIICHEHO
YHCIIOM 0aos, OJIM3KUM K
MUHUMAIBHOMY

3auTeHo




Heynosnerso- 2149 FX - HEYIOBJIETBOPUTEIBHO -
PUTEIEHO TEOPETHYECKOE  COJEpX,aHuE  Kypca
OCBOEHO YaCTUYHO; HEOOXOIMMEIE
MIPAKTUIECKHE HaBBIKU paboThI
He c(hOPMHUPOBAHBI; OOJIBIIIMHCTBO
MIPEyCMOTPEHHBIX POrpaMMoit
o0yJeHus y4eOHBIX 3a/TaHUI
HE BBIIIOJHEHO 1100 Ka4eCTBO
HX BBIIOJIHEHUS OIIEHEHO YHCIIOM
0a/mIoB, OJU3KUM K MUHHUMAIILHOMY; TIPH
JIOTIOTHHUTEIIbHOM CaMOCTOSITEILHOMI
pabote  Hax MarepuajioM  Kypca
BO3MO’KHO MOBBLIIIICHUE KayecTBa
BBITIOJTHEHUS YICOHBIX 33 aHUI
Heynosnerso- 020 F — HEYJOBJIETBOPUTEIBHO —
PUTEIIBHO TEOPETHYECKOE  COJEpX)aHuE  Kypca
HE OCBOEHO; HEOOXOIMMBbIC He 3aureno
MIPAKTUICCKHEC HAaBBIKU paboThI
He c(hOPMUPOBAHBI, BCE BBIOJTHCHHBIC
ydueOHbIE 3aJlaHus COJIEpKaT TIpyObIe
OIINOKH, JOIOJHUTEIbHAS
CaMOCTOSITEIbHAS pabora HaJ
MaTepuaioM Kypca HE TIPUBEICT
K KAaKOMY-JIN0O 3HAYMMOMY TIOBBITIICHHIO
KaueCTBA BBIMOJTHEHUS YICOHBIX 3aJaHUI

7. YueOHO-MeTOAN4YeCKOe M MPOrpaMMHO-UH(pOPMALMOHHOE olecnevyeHue
TUCHUNTIHHBI

a) OCHOBHAs JUTEpaTypa:

1. ITaBmoBa, P. C. JlokymMeHTaMOHHOE oOOecTeYeHUue YIpaBJICHUS /
P. C. IlaBnoBa. — 2-¢ u3n., crep. — CII6. : Jlanp, 2023. — 608 c.

2. Ky3nenos, WM. H. JlenmonpousBoacTBO : ydeOHO-COpaBoyHOE Tmocodbue /
N. H. Ky3nenos. — 12-e u3a. — M. : Jlamkos u K°, 2023. — 405 c.

3. lllysanosa, H. H. OcHoBbl jgenonpou3BoAcTBa. SA3BIK  CiIy»KeOHOTO
JIOKyMEHTa : yueOHUK M npakTtukym Juis By3oB / H. H. IllyBanosa, A. FO. NBaHoBa ;
nox obur. pea. H. H. lllysanosoii. — 3-e uza., nepepad. u gon. — M. : FOpaiit, 2022. —
384 c.

0) JIoNOTHUTEIbHAS JIUTEepaTypa:

1. ApacnanoBa, B. A. JlokymenTanimonHoe oOecrieueHue ympaBieHus : yueol.
nocobue / B. A. ApacnanoBa. — 3-¢ u3z., nomn. u mepepab. — Cypryr : CyplTlV,
2019. — 239 c. — Tekct : anexkTpoHHbIH // JIaHb : 3IEKTPOHHO-OMOIMOTEYHAS] CUCTEMA.
— URL: https://e.lanbook.com/book/151937.

2.Taneaxko, H. H. OcHoBbl genompousBojacTBa : yueb. mocodue /
H. H. T'anenko. — Camapa : CamI'AY, 2019. — 181 c. — Tekcr : anexkrpoHHsIii // JlaHb
: DJIEKTpOHHO-O0MOMoTeunas cuctema. — URL: https://e.Jlanbook.com/book/123610.

3. JlokymeHTOBeIcHE U apXuBOBeleHue : cioBapb / coct. O. I'. Ycanosa [u
ap.]. — Yenabunck : UI'UK, 2015. — 115 c. — Tekcr : snexrponusiii // Jlansb :
ANEeKTpOHHO-OnbOMMoTeunas cuctema. — URL: https://e.lanbook.com/book/177717.



4. Ilerymko, H. E. JlokymeHTammonnoe oOecrieueHre ympaBlieHUs : y4eO.-
metona. nocodbue / H. E. Ilerymko. — Munck : BI'VKH, 2020. — 165 c¢. — Tekcr :
NeKTpoHHBIM //  Jlaub : 2nekTpoHHO-OMOMmMoTewyHass cucrema. — URL:
https://e.lanbook.com/book/176019.

5. IlpaBuiia opraHuzaiu AENONPOU3BOJICTBA, KOMIUICKTOBAHUS, XPAHECHMS,
ydyeTa U HCIOJb30BaHUA JOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIpPaBJICHUS, Ha NPEANPUATUAX, B YUPEKICHUSIX, OpPraHU3ALMSIX
[OnexTpoHHBI pecypc| : yTB. moctaHoBieHuem Cosera Mwunuctpo JIHP ot
21.03.2017 No 109/17. — Pexxum J0CTymna:
https://sovminlnr.ru/akt/23.03.2017/109_17.pdf.

6. TunoBass MHCTPYKIMSA MO JETONPOU3BOJCTBY B HCIOJTHUTEIBHBIX OpraHax
rocynapctBeHHor Bmactu Jlyranckor Hapognoit PecnyOnukm [DIIeKTpOHHBIHN
pecypc] : yTB. nocranoBienneM Cosera MunuctpoB JIHP ot 18.10.2016 No 562. —
Pexxum nocryna: https://sovminlnr.ru/akt/24.10.2016/562.pdf.

B) IHTEpHET-peCcypChI:

1. JIyranckass pecnyOJauKaHCKas yHUBEpcaibHasi HaydHas OuOiImoTexa
uM. M. I'opbkoro : [caiiT]. — Pexxum mocryna: http://lib-1g.com/.

2. Poccuiickas rocynapcTBeHHas OubOnuoTeka : [caiit]. — Pexxum moctyma:
https://www.rsl.ru/.

3. Hayunas ou6mmoreka ®I'BOY BO «JII'TIV» : [caiiT]. — Pexxum nmocryma:
https://lib.lgpu.org/.

4. 9bC IPR SMART [caiit] : HayuyHO-OOpa3oBaTeIbHBIN pecypc. — Pexum
noctyna: https:// www.iprbookshop.ru/.

5.9BC «Jlaub» [caiiT| : »nexkTpoHHass Oubnmoreka. — Pexum mpocryna:
https://e.lanbook.com/.

8. MaTepuaibHO-TeXHHYECKOE o0ecnevyeHne TUCIUIMINHBI

OcBoeHuEe NUCHMIUIMHBI MPEANOJaraeT MCHOJIb30BAaHUE AKAJEMUYECKUX
ayIuTOpUiA  JUIsl  TPOBEACHUS  JIGKUUOHHBIX M MPAKTUYECKHX  3aHATHH,
COOTBETCTBYIOIIUX JECUCTBYIOIIMM CAHUTAPHBIM U MPOTHUBOIOXKAPHBIM IPaBUJIAM U
HOpMaM.

AyauTOpHOE  OCHAIllEHHWE: JIeKIMOHHAas  ayAuTopusi, padoyee MecTo
NpernojiaBaresisi, OCHAIIEHHOE KOMIBIOTEpOM, pabouue MecTta CTYACHTOB,
KaHLESPCKOE OCHAIEHHE yueOHOro mpolecca.

JIekuMOHHBIE ~ 3aHATHS:  MYJbTUMEIWKHAs  ayJuTOpUsA:  KOMIIBIOTEP
MyJIbTUMEINA C MPUKIAJHBIM MNPOrPaMMHBIM OCHAILEHUEM: IPOEKTOP, KOJIOHKH,
nporpaMma JUisi MpocMOTpa BHeo (DalioB, TENEBU30p, NMPE3EHTALMH IO TeMaM
JVCLUTUINHBI.

[IpakTrueckue 3aHATUS: KOMIIBIOTEPHBIN KJIACC, TPE3EHTAlMOHHAS TEXHHKA.

[IpenonaBanue UCUUILIMHBI TMPEAYCMATPUBAET JOCTYN OOy4YarOMMXCS K
AIEKTPOHHO-OMOIMOTEUHBIM cUCTEMaM (JIEKTPOHHBIM Oubnnorekam) «Jlanby», IPR
SMART wu K 351eKTpoHHOM HHGOPMAIIMOHHO-00pa30BaTEIbHON Cpeic YHUBEPCUTETA.



9. JIueT JONMOJTHEHHH H H3MEeHeHHH

«O nepeBose Ha
obpa3oBarenbHbIE
nporpamMmsi» ot 31
faBrycra 2023

koMneteHunit YK u OIIK B

COOTBETCTBHH C  [IPHKA30M
MunucTepcTBa  HaykH M
BBICLIErO obpa3oBaHus
Poccwuiickoit ®enepauuu
ot 12 aerycra 2020 roga Ne 969
(c H3MEHEHHAMH 7]

JIONOJIHEHHAMH)

Ne| Jlara |OcHoBauue Conepxkanue JInna,
n/ | BHeceHH H3MeHeHus / NOATBEpPKAAIOIIHE
n # JAONOJ/IHEHHSA H3MEHEeHHe /nonomleune
H3MEHEH
nn/ 3aBe- } Jupextop /
aonoJi- 11)’10111""" JCKaH
— Kadenpoi (Pamunus,
(Pamunus, UHUYUANDI,
UHUYUAN®L, noonucs)
noonucy)
1. 25.09.2023  [[Ipuxas Ned486-3 Ilpuka3s Munucrepersa
«O nepesone Ha obpazoBaHus H HayKH
obpazoBarenbhbie | JlyraHckoii Hapoawoii ;
nporpammbi» ot 31| PecrryGanku / ~ /q%m Wﬁ%
asrycra 2023 ot 24 asrycra 2018 Ne 791-oa |° f
3aMeHEH Ha NpHKa3s
Munucrepersa HayKH ]
BbICILIETO obpa3zoBaHus
Poccuiickoi ®enepaunu
ot 12 asrycra 2020 rona Ne 969
(c W3MEHEHHAMH H
JIOTIOJTHEHHAMH)
2. 25.09.2023  [[Mpuxaz  Ned86-3 H3smenersi HOpMYAHPOBKH

Wcaa/

Wl




