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Paboyas nporpamma yueGHOIN aucuuminHbl «JlOKyMEeHTOBe/eHHE B
NpoQEeCcCHOHANBLHOM NeSTeTbHOCTH MeJarora» SBISeTCH YacThio OCHOBHOM
npodeccHoHanbHOM 06pa3oBaTebHON MPOrpaMMsl 1 MOATOTOBKM GakaiaBpoB
no Hanpasienuto 44.03.04 INpodeccuonansroe obydenue (o oTpacisam).

CocraBnena mHa  ocHoBanuu  DejepalbHOrO  rOCYAapCTBEHHOTO
00pa30BaTebHONO CTAHIAPTa BhHICUIEr0 00pa3oBaHMs — OaKajaBphaT [0
HarpaseHuio noaArotosku 44.03.04 Tpodeccronansroe oOyyeHue (1o oTpacisam)
OYHOH M 3a04HOM (opMbl 0GyueHHS, YTBEPKAEHHOTO INpUKa3oM MHHHKCTepCTBa
obpasosanus u Hayku Poccuiickoii ®eaepauuu ot 22 despans 2018 roga Ne 124.

COCTABUTEJIb:

KaHJl. Mel. HayK, JOUEHT Kadeapsl JOKYMEHTOBEJEHHS M apXHBOBEIEHHS
['OY BO JIHP «JIT'TIY» Vabuerko KOnus BukroposHa

PaGouyasi nporpaMma yTBepikeHa Ha 3aceaHnH Kaheapsl JOKYMEHTOBE IeHHS
H apXHBOBEAECHHs
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CtpykTypa u coaepkaHue y4eOHOH IUCIUTIIHHBI

1. lenu 1 3a1a4u y4eOHOM THCHUTIMHBI

[lenmn w3yueHWss y4eOHOW JUCIHMIUTMHBI: OOECIIEYUTHh OOYYaONIHXCS
TEOPETHYSCKIMH 3HAHUSIMH O CBOMCTBax, MpHU3HAKAaX, (PYHKIUSAX, CTPYKType H
MHOTO00pa3u JTOKyMEHTOB, HX KiIacCUpUKalMK, METoJaX U crocobax
JIOKyMEHTHUPOBAHWMSI; 03HAKOMHTH CTYJIEHTOB C IMPOIIECCOM CO3/IaHUs, 00pabOTKH,
XpaHEHUS W WCIOJB30BaHWsS JOKYMEHTOB B CBOCH Tpo¢)eCCHOHATBHOU
JESITEIIBHOCTH; CPOPMHUPOBATH HABBIKM COCTABJICHHS W OGOPMIICHHS Pa3IUIHBIX
BUJIOB IOKyMCHTOB.

3agaun AUCUUIUIMHBL MO3HAKOMUTH C OCHOBHBIMU TMOHSATHSIMH B 00JIaCTH
JIOKYMEHTOBE/ICHUS, OCBOUTh METOJBI M CIIOCOOBI JOKYMEHTHPOBAHUS; U3YUUThH
CTPYKTYpy JAOKYMEHTa W HOPMATHUBHBIE TPeOOBaHUSI K OPOPMIICHHUIO PEKBU3UTOB
JOKYMEHTOB; C)OPMHPOBATH OCHOBHBIE MPAKTUYECKUE HABBIKU, HEOOXOTUMBIE TSI
COCTaBJICHUS ¥ OOPMIICHHSI Pa3IMYHBIX BUJIOB JOKYMEHTOB.

2. Mecto aucuuniaudbl B cTtpykrype OOII

VYyebnas aguciuiuinHa — «JlokyMeHTOBeneHWEe B IPO(ecCHOHAIBHOM
NEeATEIbHOCTH IIelarora» OTHOCUTCA K 4YacTd, (OPMHUPYEMON YYaCTHUKAMH
o0Opa3oBaTeIbHbIX OTHOUIEHUI MOJATOTOBKHM CTYAEHTOB 10 HamnpasieHuto 44.03.04
[Ipodeccuonanboe  o0yuenue (o  otpacisiM), mnpoduib: Pa3paboTka
IPOrpaMMHOr0 obOecreueHus: 00pa30BaTeNbHBIX CHUCTEM. MHIEKC IUCHMILIMHBI
b1.B.11.

HeoOxoauMpiMM ~ yCIOBUSIMU  JUIsI  OCBOEHHUS y4eOHOM  JAMCLMILIUHBI
SBJIAFOTCS: 3HAHUS OCHOBHBIX IPEICTAaBICHUNM O JOKYMEHTE, BHUIAX M THUIAX
JOKYMEHTOB, IOKYMEHTaJIbHOM IOTOKE U 3aKOHOMEPHOCTSX €0 pa3BUTHUS; YMEHUS
0000mIeHrs y4eOHOro Marepuaja ¢ JIOTUYECKOTO U3JIOKEHUS ydeOHOMU
uH(popManuu.

ConepxaHue  JUCUUIUIMHBI  SIBISIETCS  JIOTUYECKUM  MPOJOJKEHHEM
conepkanus AucuIuine «cropusi», «Pycckuid A3bIK U KyJIbTypa peun» U CIYKUT
OCHOBOM /ISl U3YYEHUS] TYMAHUTAPHBIX TUCUUILJIMH BapUATUBHBIN YacTH y4eOHOTO
IIaHa.

3. TpeGoBaHus K pe3yibTaTaM OCBOEHHS COJAEPKAHUS TUCUUIIIIMHBI

CryneHThl, 3aBEpIIMBIINE HU3YyUYCHHE TUCHUIUIMHBI «J[OKyMEHTOBEIEHHUE B
npo(ecCUOHANBHOMN eI TeIbHOCTH NEAArora J0JKHbL:

3HaTh TEOPETHUYECKHUE OCHOBBI JIOKYMEHTOBEJCHHUS, €T0 TEPMHUHOJIOTHIO U
3a/1aud; CBOMCTBA, (DYHKIMM U TIPU3HAKU JIOKYMEHTA; CIIOCOOBI U CpeCTBa
JTOKyMEHTUPOBaHMsSI;  KJIacCUPUKAIMIO  BUIAOB  JIOKYMEHTOB;,  CTPYKTYpPY
JIOKyMEHTOB ¥ HOPMaTUBHBIE TPEOOBAHUS K UX COCTABJIICHUIO ¥ O(DOPMIICHHIO.

YMETh COCTaBISATh U O(QOPMIISITH JOKYMEHTHI 10 OCHOBHBIM BHJaM CBOEH
npoeCcCHOHANILHON ~ JEATETbHOCTH B COOTBETCTBHM C  yCTaHOBJICHHBIMU
TpeOOBAHMSIMU, B TOM YHUCJI€ UCTIOIb3Ys HH(OOPMAITMOHHBIC TEXHOJIOTHH;

BIIQJICTh HABBIKAMH COCTaBIICHUS © O(GOpPMIICHHS pPa3IUYHBIX BUIOB
JIOKYMEHTOB TPaJIUIIMOHHBIM CLIOCOOOM U B 3JIEKTPOHHOM BH/IE.



[lepeuriciieHHble  pe3ylbTaThl  OOy4YeHHUsS  SBJSIOTCS  OCHOBOM  JIs
dbopmupoBaHus psAga  KoMIeTeHImd (6 coomeemcmeuu ¢ DedepanivbHuim
20Cy0apCcmeeHHbM 00pa308amenbHbiM CIMAHOAPMOM BblCUle20 00pA308aHUsL NO
Hanpasneruio noocomosku 44.03.04 Ilpogheccuonanvroe obyuenue (no ompaciam)
u mpebosanuamu xk pezyromamam oceoenus OOII).

YHHBEpCaANbHBIX KOMIIETCHIIUM:

YK-4 — cnocobeH OCyUIeCTBIATh ACNOBYI0 KOMMYHHUKAIIMIO B YCTHOW U
MUChbMEHHON ¢dopMax Ha ToCyJIapCcTBEeHHOM si3bike Poccuiickoit ®enepanuu u
HHOCTpaHHOM(BIX) sI3bIKE(aX).

Ob6menpodeccnoHaNbHBIX KOMITETEHIIUMI:

OIIK-1 — cnocoOeH ocymiecTBISTh MPO(PECCHOHANBHYIO NIEATEILHOCTh B
COOTBETCTBHUM C HOPMATUBHBIMHU MPABOBBIMU aKTaMU B cdepe oOpa3oBaHUA U
HOpMaMH MPOGHeCCUOHATBHON ITUKH.

4. CTpyKTypa U coepkaHue Y4eOHOH TUCUMILTHHBI

4.1. O0beM yuyeOHOM TUCHMILIMHBI U BUAbI Y4eOHO0il padoThI

O0bem yacoB (3a4. ef1.)

Buj yuedHoii paGoTsl Ounasn 3aouynas
dopma dopma
OO0mras yuedHasi HAarpy3Ka (Bcero) 72 (2 3a4. en.) 72 (2 3a4. en.)
O6s13aTesibHAs ayAIUTOPHAs yueOHAas HArpy3Ka (Bcero) B 28 8

TOM 4Hce:
Jleknun 6 2
CeMUHapCKUE 3aHATHUS - -

[TpakTHueckue 3aHsITUS 22 6
JlaGopaTtopHbie pabOTHI - -
KontponbHble paboThl - -
Kypcosas pabota (KypcoBoi IpOEKT) - -

Kontpoib 4 4
CamocrosiTesqbHasi padoTa CTy/ieHTa (BCero 4acoB) 40 60
dopma arrecTanyu 3a4er 3a4er

4.2. Conep:xkaHue pa3aejioB IMCHUIIMHBI

Tema 1. JIoKyMeHT 1 c110CO0bI JOKYMEHTHPOBAHUS

[TonsiTue «10KyMeHT» U ero QpyHkuuu. CBONCTBA U MPU3HAKU JIOKYMEHTOB.
Crnioco0Obl U cpenctBa ToKkymMeHTupoBanus. Kiaccudukanus 10KyMeHTOB U CUCTEM
JOKyMEHTALUH.

Tema 2.
J1eJI0NPOU3BOACTBA

3aKkoHOJATEIbHBIE AaKThl M TOCYJAapCTBEHHbIE CTaHAApThl B 00JacTu
JOKYMEHTUPOBAHMS  YNPABIEHYECKOM JeATeabHOCTH. HopMaTuBHO-IIpaBOBBIE
aKThl 1 METOJUYECKUE IOKYMEHThI OpTraHOB UCTIOJIHUTENIbHON BiacTH. JIoKanbHbIE
HOPMATHUBHBIE aKThl OPraHU3ALMK B 00JIACTH J1€TONPOU3BO/ICTBA.

Tema 3. PeKBU3UTBI JOKYMEHTOB

HopmaTnBHO-MeTOANYECKASA 0aza COBPEMEHHOI0



ITonsiTHE «PEKBU3HUT NOKyMEHTa». [I0CTOSIHHBIE U IEPEMEHHBIE PEKBU3UTHI.
[IpaBuna odopmieHHs pPEKBU3UTOB JOKYMEHTa. [ocymapcTBeHHbI repO.
OMmb6nema. ToBapublii 3HaK (3Hak oOciyxuBanus). Kox ¢dopmbel moxymeHrTa.
HanMeHoBaHME opraHu3aluy — aBTOpa JOKyMeHTa. HaumMeHoBaHME CTPYKTYypHOIO
NoJIpa3/iefieHusl — aBTopa JOKyMeHTa. HanMeHoBaHMe JOKHOCTH JUIA — aBTOPA
nokymenTta. CnpaBouyHble JaHHble 00 opraHu3auud. HanmeHoBaHue Buaa
nokymeHnTa. Jlata noxkymenTa. Perucrpanuonssiii Homep nokyMeHTa. Ccbuika Ha
PErMCTPallMOHHBIN HOMED U ATy NOCTYIIMBILIErO JOKYMEHTAa. MECTO COCTAaBIICHHUS
(u3nanus) nokymeHta. I'pud orpannueHus 1ocryna K J10KyMeHTy. Anpecat. I'pud
YTBEPKJICHHsI TOKyMEHTA. 3arojIoBOK K TeKCTy. Tekcr nokymenrta. OTMmeTKa O
npunoxkeHuu. I'pud cornacoBanus nokymenra. Buza. Ilogmucs. Otmerka 00
35IeKTpOoHHOM noamnucu. Ileyars. OTMeTka 00 ucnonaurene. OTMETKa O 3aBEPEHUU
xornu. OTMETKA O MOCTYIUIEHUH JOKyMeHTa. Pe3omonusa. OTMeTKa 0 KOHTpOJIE U
OTMETKA O HalpaBJIEHUU JOKYMEHTA B JIEJO.

Tema 4. O0mue npasuiia cocraBjieHusi 1 0GopMIIeHNS TOKYMEHTOB

Crunp  goxkymeHTOB.  OCOOEHHOCTHM  O(PUUMATBHO-IIETOBOTO  CTHIIA
nokymMeHTa. OOUIenpUHATHIE CTHIEBbIE O0OPOTHI. YTNOTpPEOJIEHHE MPOMHUCHBIX U
CTpo4HbIX OykB. JlomycTuMble W HaubOojee ynoTpedsiseMble COKpaIICHHUS.
TpeGoBanuss K OPOPMIICHUIO PEKBU3UTOB JTOKYMEHTOB. BlIaHKM ITOKYMEHTOB U
NOPSJIOK UX OPOPMIICHUS.

Tema 5. Ilopsagok cocraBjaeHusi U O(POPMIICHHUSI OPTraHWU3ALMOHHO-
NPaBOBbIX JOKYMEHTOB

Oprann3anMOHHO-IIPAaBOBBIE JTOKYMEHTHI OpraHU3alli{, WX LEIH U 3aJa4d
co3ganus. JIOKYMEHTBI, PETyJHMpYIOIIUE JEATEIbHOCTh OpraHUu3allud W
CTPYKTYpPHOrOo nojpasjeicHus. JIOKyMEHTBI, pPETyJIUPYIOIIUE JIeATEIbHOCTb
COTPYJHHUKOB. YCTaB, poJib yCTaBa B AESITEIbHOCTU opranu3zauuu. Ilonoxxenue 06
OpraHu3allyiy, MOJOXKEHUE O CTPYKTYPHBIX noAapaszzaenenusx. Jorosop. TpyaoBoe
cornamenue. llltatHoe pacniucanue M 1OHKHOCTHBIE HHCTPYKIIHH.

Tema 6. Ilopsaaok cocraBjieHus1 U 0(OPMJIEHUS] PACTIOPSAMTEIbHBIX
JTOKYMEHTOB

Lenu u 3amauu M3JaHUS PACHOPSIUTENBHBIX JTOKYMEHTOB. JlOKYMEHTHI,
U3/1aBacéMble HAa OCHOBE KOJUIETHAIBHOTO MPUHATUS peuieHus. [locTtaHoBieHUs U
pemieHus. JIOKYMEHTBI, HW3/1aBacéMble Ha OCHOBE E€IUHOJIMYHOTO MPHUHATHUS
pemienus. IIprka3 1O OCHOBHOHM JEATEIBHOCTH M BBINMCKA M3 IIpUKas3a [0
OCHOBHOW J1esiTeNIbHOCTU. Pacniopsikenue. 1IpoTokom v BeIMCKa U3 IPOTOKOIIA.

Tema 7. IIpaBmia cocCTaBJeHHUS CHPABOYHO-MH(OPMAIMOHHBIX
JOKYMEHTOB

CnyxeOHbIE JOKYMEHTHI, oOecreunBammme WHOOPMAIMOHHBIA OOMEH
MEXIY CTPYKTYPHBIMU NOJIpa3ieieHusIMU U opranu3anusmu. CripaBku. OCHOBHbIE
PEKBU3UTHI CIpPaBOK. AKThI M TpeOOBaHHS K UX oQopMmieHuto. JlokinagHbie U
oObsicHUTENbHBIE 3anmucku. OCHOBHBbIE TpeOOBaHUA K COCTABICHHUIO U
opopmieHuto AenoBbix nuceM. (OcoOeHHOCTH O(OpMIIEHHUS JTOKYMEHTOB
NepeIaBaeMbIX MO JEKTPOHHOMU MOUTe.

4.3. Jlekuun



Ne Ha3BaHnue TemMbl O0bem yacoB
n/n Ounas 3aoyHasn
¢popma ¢popma
4 cemecTp / 3 TpUMECTp
1 | HoxyMeHT u criocoObl JOKYMEHTUPOBAHUS
) HopmaruBHo-MeToMueckass 0a3a  COBPEMEHHOTO 2
JEJIONPOU3BOACTBA
3 | PekBU3UTHI TOKYMEHTOB
4 OOmue mnpaBwia CcoOCTaBlICHUA U OGOPMIICHUS
JIOKYMEHTOB ) ’
5 ITopsanmox COCTaBJICHUS U oopmienus
OpraHMU3aLMOHHO-TIPABOBBIX JIOKYMEHTOB
6 ITopsamox COCTaBJICHUS U oopmienus
pacnopsiAMTENbHBIX TOKYMEHTOB )
7 [IpaBuina COCTaBJICHUSA CIIPaBO4YHO-
MH(POPMALMOHHBIX JOKYMEHTOB
Hroro: 6 2

4.4. llpakTuyeckue / ceMUHAPCKHUE 3aHATHS

Ne ni/mn Ha3Banue Tembl O0beM yacos
Ounasn 3aounasn
dopma ¢opma

4 cemecTp / 3 TpUMECTp

1 JIOKYMEHT M cItocOObI IOKYMEHTHPOBAHUS 2

) HopmatuBHo-MeToanueckass 0a3a COBPEMEHHOTO )
JIEJIONPOU3BOJICTBA 2

3 PexBU3HUTHI TOKYMEHTOB 4

4 OOmme mpaBWwia COCTaBICHUS W OQOPMIICHHS )
JOKYMEHTOB

5 [Topsnox COCTaBJICHUS u oopmiieHus 4
OpPraHMU3alMOHHO-TIPAaBOBBIX JIOKYMEHTOB )

6 [Topsinox COCTaBJICHUS u odopmiieHus 4
pacnopsIINTENbHBIX TIOKYMEHTOB

7 [IpaBuia COCTaBJICHUS CIIPaBOYHO- 4 ’
MH(POPMALMOHHBIX JOKYMEHTOB

Hroro: 22 6

4.5. JlaGopaTopHbie padoThI
Y4eOHBIM IIJITAHOM HE MPETyCMOTPEHBI.

4.6. CamocrosiTesibHasi padoTa CTYJI€HTOB

Ne ni/m Ha3Banue Tembl Bua camocrositebHOM O0bem yacoB
padoThbI Ounas 3aouHas
¢popma ¢popma
4 cemecTp / 3 TpUMECTp

JIoKyMeHT 1 [ToaroroBka k

1 CHOCOObI MIPAaKTHYECKOMY 3aHSTHUIO U 4 2
JOKYMEHTUPOBAHUSl | BBIMOJIHEHUE MPAKTHUECKUX

3aIaHui
2 HopmatusHo- IloaroroBka K 4 8




MeTonudeckas 6a3a | MpaKTHYECKOMY 3aHSTHIO
COBPEMEHHOTO BBITIOJIHEHUE MPAKTHYECKUX
JIEJIONPOU3BOACTBA 3a/laHui
PexBu3uth IlonroroBka x
3 JTOKYMEHTOB MIPAKTUYECKOMY 3aHATHUIO U 7 3
BBITIOJIHEHUE MPAKTUYECKUX
3aJaHuM
OO6mume nmpaBuiia Tloaroroska k
4 COCTaBJICHHS U MIPAKTUYECKOMY 3aHATHUIO U 4 3
odopMIIeHUS BBITIOJIHEHUE MPAKTUYECKUX
JIOKYMEHTOB 3a/laHui
[Topsnok Tloaroroska k
COCTAaBJICHHS U MIPAKTUYECKOMY 3aHATHUIO U
5 odopmIIeHUS BBIHOJII:IJGHI/Ie MPaKTUYECKUX 7 10
OpraHU3alMOHHO- 3aJaHMUI
MPaBOBBIX
JIOKYMEHTOB
ITopsinok Iloaroroska x
COCTAaBJICHHS U MIPAKTUYECKOMY 3aHATHUIO U
6 oopMIIeHUS BBITIOJIHEHUE MPAKTUYECKUX 7 9
paclopsIAUTENbHBIX | 3aJIaHHMA
JIOKYMEHTOB
[IpaBuina [loxroroska k
COCTaBJICHUSA MIPAKTUYECKOMY 3aHATHUIO U
7 CIIPaBOYHO- BBIIIOJIHEHUE [IPAKTUYECKUX 7 9
MH(pOPMaIMOHHBIX 3aJaHuN
JTOKYMEHTOB
Hroro: 40 60
4.7. KypcoBbie padoThl

Y4eOHBIM MJITAHOM HE MPEyCMOTPEHBI.

5. Meroau4yeckoe odecrniedyeHue, 00pa3oBaTeibHbIe TEXHOJIOTHHU

[IpenosaBaHue NUCHMIUIMHBI BEAETCS C MPUMEHEHUEM CIIEIYIOLIUMX BHUIOB
00pa30BaTeNbHBIX TEXHOJIOTUH:

Hnghopmayuonnvie MexHOoI02Ul: UCIIOJIb30BaHUE ANEKTPOHHBIX
00pa30oBaTeNbHBIX PECYPCOB MpPH MOATOTOBKE K NPAKTUYECKUM 3aHATHSIM. B
paMKax JaHHOM  0Opa3oBaTEeNbHOW  TEXHOJOTMHM OCHOBHBIMH  (popMaMu
opraHu3alnud y4eOHOro Ipolecca SIBUINCh: BU3YyalU3allMsl, MPOEKTUPOBAHUE,
MPEe3eHTaLUU.

Texnonocuu npobremno2o obyuenus: METOJ NMPOOJEMHBIX 3aJaHUN, METO[
IBPUCTHUYECKON OeCeIbl.

Humepakmugnvle mexnono2uu: MO3roBoM MITypM, padoTa B MaJIbIX TPpyIIax.
B pamkax pmaHHOW 00pa3oBaTENbHONW TEXHOJOTUM OCHOBHBIMHU (opmMamMu
OpraHu3aluu y4eOHOTO Tmpolecca SBUWINCH: YHPAXHEHHs MO TNPUMEHEHHUIO
3HaHUM, JOKJaAbl CTYAEHTOB, BBICTYIUICHUS Ha MPAKTUYECKUX 3aHATHUSX,
MOJTOTOBKA CTYJIEHTAMHU COBMECTHBIX IPE3EHTALIMM.

[ToMuMoO 3TOTrO, NMPU U3YyUYEHUU AUCHMIUIMHBI UCTIONB3YIOTCA TPAIULUOHHBIE
METO/Ibl OOYUEHHUS: JICKIIUH, TPAKTUUECKUE 3aHITHS.



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

Tekymast arrecraiusa CTYJCHTOB MPOU3BOJUTCS B JIUCKPETHBIE BPEMEHHBIC
WHTEpPBAJIBI JIEKTOPOM U TpenojaBaTeiaeM(sMH), BEAYIIMMHU MPaAKTHUYECKUE
3aHTHS TI0 TUCITUTUIMHE B CIEIYIONUX popMax:

—BBICTYIUUIEHUE HA TPAKTUYECKUX 3AHATUSIX;

- y4acTHE B IUCKYCCHSIX;

—CaMOCTOATENIbHOE KOHCIIEKTUPOBAHUE JIUTEPATYPHI U €€ aHAJIU3;

—BBINIOJIHEHUE UHANBUYaIbHBIX PAKTUYECKHUX 3aJaHUM;

~TIMCbMEHHbBIE OTBETHI HA KOHTPOJIbHOM paboTe.

[IpoMexyTOUHBIA KOHTPOJb IO PE3yJbTaTaM OCBOCHHS JAUCUUILIAHBI

POXOJUT B (popme 3ayeTa.
Cucrema HakoIUIeHUs 0asIoB MO BUAAM paboT OTpaskaeTcs B TaOJIUIIE:

Cucrema oueHUBaHUA Y4eOHBIX JOCTHKCHUN CTYICHTOB
04HO# opMbI 00yUeHUA

Bup Texkyuei yueOHoii padoThI Koamyecrso
0a/1J10B
4 cemecTp
PaboTa Ha MPaKTHYECKUX 3aHATHIX 55
KonTponbHast padbora 15
3auer 30
Hroro 3a cemectp: 100
Bcero 3a rog 100

CucreMa oneHUBaHUSA Y4eOHBIX JOCTHKEHUI CTYICHTOB
3204HOM (POPMBI 00yUeHUS

Bua Texyueii yueOHoi padoThl Komntecrso
0aJiI0B
3 TpumMecTp
PaboTa Ha MPaKTUYECKUX 3aHATHUSIX 45
KonTtposbHas pabota 15
3auer 40
Hroro 3a TpumecTp: 100
Bcero 3a roa 100




HaxkonurteabHas cucreMa oneHuBanuda no 100-0ananHoi mkaJje

YeTbipexdaib
Hasi CHCTeMa
OlleHUBAHMS

IK3aMeHa

100-
oaLlIbHAA
IKAJIA

BykBeHHas1 KaJjia, COOTBETCTBYHOIIAS
100-0aaabHOI mIKAJIE

CucremMa
OLICHMBAHUSA
3jadera

OTJINYHO

90-100

A — OTIMYHO —  TEOPETHUYECKOoe
CoOJIep’KaHue Kypca OCBOCHO IMOJIHOCTHIO,
oe3 po0eJIoB; HE00XOUMBIE
MPAKTUYECKHE  HABBIKM  padOTHl  C
OCBOEHHBIM MaTepuaIom
c(OpMHUPOBAHBI; BCE MPEIyCMOTPECHHBIE
porpamMmoit oOydeHus y4eOHbIE
3aJ]laHUsl  BBIIIOJIHEHBI, KA4eCTBO WX
BBITIOJTHEHUSI OLEHEHO YHCIIOM OaioB,
OJIM3KUM K MaKCUMaJIbHOMY

Xoporio

83-89

B — oueHb XOpOUIO — TEOPETHYECKOE
coJiepKaHne Kypca OCBOCHO MOJHOCTHIO,
oe3 po0eJIoB; HEe00XOUMBIE
NPaKTUYeCKHEe  HABBIKM  paboOTBl ¢
OCBOCHHBIM MAaTE€pPHAJIOM B OCHOBHOM
c(OpMHPOBaHbI;, BCE MPEIYyCMOTPEHHBIC
POrpaMMoit oOyueHus yueOHbIe
3aJJaHHS BBITTOJIHEHHI, Ka4eCTBO
BBIIIOJIHEHUSI ~ OOJNBLIMHCTBA M3 HUX
OLICHEHO YHUCIIOM 0ayuloB, OJIM3KUM
K MaKCUMaJIbHOMY

Xopomo

75-82

C — Xxopomo —  TEOPEeTUYECKOe
COJIepKaHnEe Kypca OCBOCHO IOJIHOCTBIO;
HCKOTOPLIC IMPAKTUYCCKUC HaBBbIKU
paboThl  C OCBOGHHBIM  MaTepuaioM
c(OpMHUPOBAHBI HEJAOCTATOYHO; BCE
MPelyCMOTPEHHbBIE MPOrpaMMoit
00yueHus1 yueOHbIE 3a/JaHUSI BHIMIOJTHEHBI,
KayeCTBO BBIMOJIHEHUS HU OJHOTO U3 HUX
HE€ OOCHCHO MHUHUMAJIBHBIM YHUCIIOM
0a/mioB, HEKOTOpBhIE BHIBI  3aJaHHMA
BBIIIOJIHEHBI C OIINOKaMU

Y noBneTBo-
pHUTENBHO

63-74

D — YAOBJIETBOPUTEIBHO —
TEOPETUYECKOE coJiep>KaHue
JUCUUIJIMHBI OCBOEHO YaCTHMYHO, HO
npoOensl  HE HOCSAT  CYHIECTBEHHOTO
XapakTepa; HeoOXOJUMbIe MPAKTUUECKUE
HaBBIKH paboTsl C OCBOCHHBIM
MaTepuaioM B OCHOBHOM
c(hopMUPOBAHBIL; OOJIBIITMHCTBO
MpPEeAYCMOTPEHHBIX porpammoit
00y4eHUs1 y4eOHBIX 3aJIaHUN BBITOJTHEHO,
HEKOTOpPbIE U3 BBIMOJHEHHBIX 3a/IaHH,
COJIEpXKaT OIUOKH

Y nosnerBo-
PUTEIBHO

50-62

E — 1OCpeACTBEeHHO — TEOpETHYecKoe
COJICp)KaHHE Kypca OCBOCHO YaCTHUYHO;
HEKOTOpPBhIC  TPAKTUYECKHE  HABBIKH

3auTeHo




paboTbl  He copMUpOBaHBI, MHOTHE
MpelyCMOTPEHHbBIE MPOrpaMMoit
00yueHus yueOHbIE 3a7aHus
HE BBINOJHEHbI 1100 KauyeCcTBO
BBITIOJTHEHUSI HEKOTOPBIX U3 HUX OIICHEHO
YHCIIOM 0asoB, OIU3KUM K
MUHUMAIBHOMY
Heynosnerso- 2149 FX -  HeynoBIeTBOPHTEIBHO  —
PUTEILHO TEOPETUYECKOE  COJACpPIKAHHE  Kypca
OCBOGHO  YacTUYHO;  HEOOXOAMMBbIE
MIPAKTUIECKHEC HABBIKU paboThI
He c(hOPMHUPOBAHBI; OOJIBIIIMHCTBO
PEyCMOTPEHHBIX POrpaMMoit
0o0yueHus y4eOHBIX 3aIaHUI
HE BBIITOJTHCHO 60 Ka4eCTBO
UX BBITIOJTHEHUS OLIEHEHO YHCIIOM
0ayu10B, OJIM3KUM K MUHUMAJIBHOMY; IIPH
JOTIOTHUTEILHOM CaMOCTOSITETTbHOM
paboTe  Hag  MarepualioM  Kypca
BO3MOXKHO MOBBILICHHE KauecTBa
BBITIOJTHEHUS YICOHBIX 33 JaHUI
Heynosnero- 020 F — HEYJOBJICTBOPUTEIHHO —
PUTEIIBHO TEOPETUYECKOE  COJCpIKaHHE  Kypca
HE OCBOEHO; HE00X0IUMbIe He 3auteno
MIPAKTUICCKHEC HABBIKU paboThI
HEe CPOPMUPOBAHBI; BCE BBIMOJIHEHHbBIE
y4eOHBIC 3aJaHUsl CoIepXKaT TpyObIe
OIINOKH, JIOTIOJTHUTEIbHAS
CaMOCTOSITEIbHAS pabora HaJl
MaTepuaIoM Kypca HE TPUBEIET
K KQaKOMY-JIH0O 3HAYMMOMY TIOBBITIICHHIO
KauecTBa BBIMIOJIHEHHUs YUEOHBIX 3a1aHui

7. YueOHOo-MeTOoAn4ecKOe U MPOrpaMMHO-UH(OPMALIMOHHOE O0ecIedeHue
TUCHUNITTHHBI

a) OCHOBHAs JIUTEpaTypa:

1. Apacnanona, B. A. JlokymeHTalimoHHOe obecrieueHre yrpaBieHus : yueo.
nocobue / B. A. ApacmanoBa. — 3-e usn., gomn. u nepepad. — Cypryt : Cypl'IlVY,
2019. — 239 c. — Tekct : snekTpoHHbIA // JlaHb : 3JIEKTPOHHO-OMOIMOTEYHAs
cucrema. — Pexxum nocrymna: https://e.lanbook.com/book/151937.

2.T'amenko, H. H. OcHoBBl nenompousBojcTBa : y4ed. mocooue
/ H. H. I'anenko. — Camapa : CamI’'AY, 2019. — 181 c. — TeKkcT : 3JIEKTPOHHBIH
/[ Jlanb  :  SJEKTpOHHO-OMONMOTEYHass cuctema. — Pexum  joctymna:
https://e.lanbook.com/book/123610.

3. OCHOBBI  JTOKYMEHTOBEJEHUs : yd4e0.-mMeTon. mocobme /  COCT.
T. H. Koznosckast. — Tonpartu : TI'Y, 2010. — 122 ¢. — TeKcT : 3ME€KTPOHHBIN
/[ Jlanb  :  SIEKTpOHHO-OMONMOTEYHass cuctema. — Pexum  ;mocTyma:

https://e.lanbook.com/book/139960.
4. Ilerymko, H. E. JlokymeHTanimoHHoe oOecrieueHre ymnpaBlieHUs : yueol.-



meton. mocodue / H. E. Tlerymko. — Munck : BI'VKH, 2020. — 165 c. — Tekcr :
3NEeKTPOHHBIN // JIaHb : 3NEeKTPOHHO-OMOIMOTEUHAsT cUCTeMa. — PexxuM aocTyma:
https://e.lanbook.com/book/176019.

0) ONOJIHUTENbHAS TUTEPaATypa:

1. loxymeHTOBeicHHEe U apXuBoBeneHHE : cioBaph / coct. O. I'. Ycanona
[1 op.]. — Yensbunck : UI'MK, 2015. — 115 c¢. — Tekcr : snekTpoHHbIi // JlaHb :
AJIEKTPOHHO-OMOIMOTeUHAS cUcCTeMa. — Pexum J0CTyTIA:
https://e.lanbook.com/book/177717.

2. [IpaBusia opraHu3anuu JEJONPOU3BOACTBA, KOMIUIEKTOBaHUS, XpaHEHUS,
yd4eTa M UCIOJIb30BaHUSI JIOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIIpaBJCHUs, Ha MPEANPUATHUIX, B YUPEKICHUIX, OPraHU3ALUAX
[DnekTpoHHBIN pecypc] : yTB. noctaHoBieHueM CoBera MunuctpoB Jlyranckoit
Haponnoit Pecnybnmuku ot 21.03.2017  Ne 109/17. — Pexum pgocrtymna:
https://sovminlnr.ru/akt/23.03.2017/109_17.pdf.

3. TunoBass MHCTPYKIUS MO JETOMPOU3BOCTBY B MCIOJIHUTEIBHBIX OpraHax
rocynapctBeHHoil Biactu Jlyranckoit Hapomnoit PecnyOiuku [DaeKTpOHHBIN
pecypc] : ytB. mocrtaHoBieHueM CoBera MunuctpoB Jlyranckoit Hapomnou
Pecnyoimukun ot 18.10.2016 Ne  562. — Pexum  pocryma:
https://sovminlnr.ru/akt/24.10.2016/562.pdf.

4. TunoBass MHCTPYKLMS 1O JIEJIONPOU3BOJACTBY B 00pa30BaTENIbHBIX
opranmuzanusx (y4pexaeHusx), MoABEAOMCTBEHHbIX MUHUCTEPCTBY 00pa30BaHUs
u Hayku Jlyranckoit Haponmnoit PecnyOnmuku [DneKTpoHHBIN pecypc] : yTB.
npukazoM M-Ba oOpasoBanusi U Hayku Jlyranckoii Hapomnoit PecryOnuku ot
16.03.2018 No 229-O1. — Pexum poctyna: https://minobr.su/docs/1699-prikaz-
mon-Inr-229-od-ot-19032018.html.

B) nTepHeT-pecypcehr:

1. JIyranckas pecnyOiMKaHCKas YHUBEpcalbHas HayudHas OMOJIMOTEKa HM.
M. T'opekoro : [caiiT]. — Pexxum noctyna: http://lib-lg.com/.

2. Poccuiickaa rocynapcTBeHHass Oubiamoreka : [caiiT]. — Pexxum pocrtyna:
https://www.rsl.ru/.

3. Hayunas Oubnuoteka I'OY BO JIHP <«JITTIY» : [caiit]. — Pexum
noctyna: https://lib.Igpu.org/.

4. 9bC TIPR SMART [caiit] : HayuyHO-00pa3oBaTeNbHbIA pecypc. — Pexum
noctyma: https://www.iprbookshop.ru/.

5.9BC «Jlanby [caiiT] : amekTpoHHas OubIMOTEeKa. — PexuM mocTyma:
https://e.lanbook.com/.

8. MaTepuajbHO-TeXHHUYECKOE o0ecnevyeHne TUCIUIINHBI

OcBoeHUE NUCUUILUIMHBI TPEANOaracT HCMOJb30BAHUE aKaJEMUYECKUX
ayAUTOPUH, COOTBETCTBYIOLIUX JCUCTBYIOIIMM CAHUTAPHBIM U IMIPOTUBOIOKAPHBIM
IpaBujIaM U HOpMaM.

[Ipouee: pabouee MecTO NpemojaBaTesisi, OCHAIEHHOE KOMITBIOTEPOM C
noctyrnoM B UHTEpHET.



AynuTopHOE OCHAIEHWE: JICKIIMOHHAs ayauTopusi, pabodee MecTo
IpenoAaBaTesisi, OCHAIIEHHOE KOMIIBIOTEpOM, paboune MecTa CTYACHTOB,
KaHLEJSIPCKOE OCHAIIICHHE Y4eOHOro mpoliecca.

JlekMoHHBIE  3aHATHS: MYJbTHMEAWMHAS  AyJIUTOPHS:  KOMITBIOTED
MYyJIBTEMEINA C TPHUKIAJTHBIM TPOTPAMMHBIM OCHAIICHHEM: MPOEKTOP, KOJOHKH,
nporpaMmma Jiisi IpocMoTpa BUAEO (DailoB, cucTeMa BHUACOMOHTAXa, TEIEBHU30D,
AJICKTPOHHBIE TIPE3EHTAIUH 110 TeMaM JTUCIIUTLIAHBI.

[TpakTHdeckue 3aHATHs: KOMITBIOTEPHBINA KJIACC, MPE3CHTAIMOHHAS TEXHHKA.

[IpenogaBanue AUCIMIUIMHBI TPEAYCMAaTPUBACT JOCTYN OOyYarolmuXcs K
AIEKTPOHHO-OMOIMOTEYHBIM cUCTEMaM (JICKTPOHHBIM ~ OWMOJIMOTEKaM) W K
AIIEKTPOHHON HH()OPMAIMOHHO-00pa30BaTEILHON Cpelleé YHUBEPCHUTETa, KOTopas
o0ecrieurBaeT BO3MOXKHOCTh JIOCTyNa oOOydYarommxcs K HWH()OPMAaIMOHHO-
KOMMYHHKAITMOHHOM ceTn «MIHTepHEeT».



9. JIucT 1OoNMOJIHEeHUH U U3MEeHEeHH I

Ne
n/n

Jlara
BHECEHHS
H3MeHeHus /
JAOMOJTHEHHS

OcHoBanue

Conep:xxanue
H3MEHEeHUd /
JOIOJTHEeH U

JIuua, noaTBep:KIAa0nue
H3MeHeHHe / TOMoJITHEHH e

3apenyrommii | upextop /

kadeapoit JIEKaH
(Damunus, (Qamunus,
UHUYUATBL, UHUYUATBL,

noonucw) noonucw)




