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1. OBHIME ITOJIOKEHUA

1.1. HopmaTtuBHbie gokyMeHTHI st pa3padotku OIIOIT maructpaTypsl 1o
HanpaBieHuio noArotoBku 46.04.02 JIOKyMEHTOBEIEHUE U apPXUBOBEICHUE
Marucrepckass mnporpamma  «JlOKyMEHTAalMOHHBIE CHUCTEMBI M apXHBbl B
roCyJJapCTBEHHON CUCTEME YITPABIICHHUS.

HopmatuBHo-ipaBoByto  0azy  paszpabotrku  OIIOIl  maructpaTypsl
COCTaBJISIOT:

®enepanbHbIil 3akoH 0T 29 nexadpst 2012 r. Ne 273-03 «O06 ob6pazoBaHuu B
Poccuiickoit @enepanum» (C ”BMEHEHUSIMH U JIOTOTHEHUSIMU);

denepanbHBIl TOCYIAPCTBEHHBIH 00pa30BaTENbHBIN CTAaHAAPT BBICIIETO
oOpa3oBaHuUs — MarucTparypa o HaIlpaBJICHUIO MOJATOTOBKHU
46.04.02 JlokyMeHTOBEIcHUE W apXHMBOBEJCHUE, YTBEPKACHHBIM MPHUKA30M
MuHucrepcTBa Hayku W Bbiciiero oOpa3zoBanust Poccuiickoir ®enepauuu OT
29.10.2020 Ne 1345;

IIpuka3 MuHuCcTEpCTBA Tpyda M COLMAJIBHOW 3amuTel Poccuiickon
®enepanuu ot 15 urons 2020 r. Ne 3331 «O6 yTBepkaeHun npodeccuoHaIbLHOTO
cragaapra «CrnenuamucT 10 OpPraHU3alMOHHOMY UM JOKYMEHTAl[MOHHOMY
00EeCIIeUEHHUIO YIPaBJICHUS OPTaHU3aluen»;

IIpukaz MuHucTEepcTBa TpyJa W COLMAJIbHOW 3amuThl Poccuiickon
@®enepanuun ot 27 ampens 2023 1. Noe 421 «OO0  yTBepXKIEHUU
npodeccuoHanbHOro cranaapra «CHeruagucT MO YNpaBICHUIO JOKYMEHTaMHU
OpraHu3aluny;

IIpukas MuHnucrepcTBa oOpa3oBaHUs 51 HayKH P®
or 06 ampenss 2021 1. Ne 245 «OO6 yrtBepxknenun llopsiaka opraHuzanuu u
OCYLIECTBJIEHUSI  00pa30BaTENbHON  NEATETBHOCTH 1O  00pa30BaTEIbHBIM
mporpaMmam BbICIIEr0 0Opa3oBaHusd — IporpaMmam OakajaBpuara, mporpammam
CHEUAINTETa, IPOrpaMMaM MarucTpaTrypbh» (C U3MEHEHUSIMU U JOTIOTHEHUSIMU );

[Ipukaz MuHHCTEpcTBa HAaykKuM M Bblcuiero oOpa3zoBanusi Poccuiickoit
Oenepaunu 1 MunucrepcTsa npocseuieHus: Poccuiickon @enepannu ot S aBrycra
2020 1. No  885/390 «O mpakTHYEeCKOW MOATOTOBKE OOYYarOIIHXCs»
(C U3MEHEHUSAIMH U JOTIOJHEHUSIMU );

[Toctanosnenne I[lpaButensctBa Poccuiickoit depepammu ot 11 oxTAOps
2023 1. Ne 1678 «O06 yrtBepxkaenun IIpaBun npuMEHEHHS OpraHU3AIUSIMHU,
OCYILECTBISIOUMMU 00pa30BaTENIbHYIO JIE€ATEIbHOCTD, 3JEKTPOHHOTO OOy4YeHHH,
JUMCTAaHIIMOHHBIX o0Opa3oBaTeIbHBIX TEXHOJIOTU npu peanuzanuu
00pa3zoBaTEIbHBIX MPOTPAMM;

[Ipukaz MunuctepctBa oOpa3zoBaHus W Hayku Poccuiickoin Denepannu
ot 12 centsa0ps 2013 r. Ne 1061 «O6 yTBep)AEHUM MEpEeUHEN CrielMaIbHOCTEN U
HaIpaBJeHUl MOATOTOBKM BBICIIEr0 OOpa3oBaHus» (C HM3MEHEHUAMH U
JIOTIOJTHEHUSIMH )

HopmartuBHO-MeTOIMUECKHE TOKYMEHTBI MUHUCTEPCTBA HAYKHU U BBICIIETO
oOpazoBanust Poccuiickoit @enepann, MunucrepcTBa npocsemienus: Poccuiickoit
denepannuy;
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[Tpuka3z ®PenepanbHOrO TOCYJaPCTBEHHOTO OIOIKETHOTO 00pa30BaTEIbHOTO
YUpEeXJEHUsT  BbICIIEro  oOpa3zoBaHusi  «JIyraHckuii  rocyaapCTBEHHBIN
negarorndeckuii yausepcurer» ot 10 mas 2023 r. Ne 222-O/1 «O06 yTBepx aeHUN
[Tonoxenuss o pa3pabOTKE OCHOBHBIX NpPO(ecCHOHATBHBIX 00pa30BaTEIbHBIX
IIPOrpaMM BBICILIETO 0Opa30BaHUSY;

YcraB YHUBEpPCUTETA,

JloxanbHble HOpMaTuBHBIE MpaBoBbie akThl PI'EOY BO «JII'TIY».

1.2. O0mas xapakTepucTHKAa OCHOBHOM 00pa30BaTeIbHOM NMPOTrPaMMbl
BbICILIEr0 00pa3oBaHus (Marucrparypa)

1.2.1. Lenp o6pazoBatenbHoit mnporpammbl OIIOIl maructpatyper —
dbopMUpOBaHUE YHUBEPCAIBHBIX, 00IIETPOPECCUOHAIBHBIX U MPO(HECCHOHATBHBIX
KOMIIETEHIIMA B coOoTBEeTCTBUM ¢ TpeboBanusamu PI'OC BO mno HampaBlieHHIO
noAroToBku 46.04.02 JIOKyMEHTOBEICHHE U apXUBOBEJICHHE, A TAKKE PA3BUTHUE Y
CTYJE€HTOB HEOOXOIUMBIX JINYHOCTHBIX KAYECTB.

B oOmactu BocnuTaHusa LEIbI0 00pa30BATENBHON MNPOrpPaMMbl SBIISETCS
OKa3aHUE COACHCTBHUS (POPMHUPOBAHUIO JIMYHOCTH OOYYaAIOLIErocs Ha OCHOBE
IOPUCYIIEH POCCUICKOMY OOILECTBY CHUCTEMBI LIEHHOCTEN, Pa3BUTUE Y CTYJIEHTOB
JUYHOCTHBIX  KayeCTB, CIHOCOOCTBYIOIMX UX TBOPYECKOW  aAKTUBHOCTH,
OOIIEKYJIbTYPHOMY POCTY U COIMAJIbHOM MOOWJIBHOCTH, LEIEYCTPEMIIEHHOCTH,
OpPraHHW30BAHHOCTH,  TPYAOJIOOMsS,  OTBETCTBEHHOCTH, CaMOCTOSTEIbHOCTH,
I'PAKIaHCTBEHHOCTHU, TOJIEPAHTHOCTH.

OOGpazoBatenbHasi MOporpaMMa HOCUT  aKTyaJbHBIM  HWHHOBAIMOHHBIN
XapakTep, HampaBlieHa Ha NPO(PECCHOHATBbHYI0 MOArOTOBKY aKTHUBHOTO,
KOHKYPEHTOCIIOCOOHOTO  CHEIMAJIMCTa HOBOIO  TMOKOJEHUS, 3HAKOMOIO C
MEXIYHAPOJHBIMU MPAKTHUKaMU YIOPABICHHUS JOKYMEHTAlMel, 001aaaromero
aHAIMTUYECKUMU HaBbIKAMHU B 00JIaCTH JJOKYMEHTOBEICHUS U apXUBOBEACHMUS.

1.2.2. ®opmbl 00yueHUsI: OUHasl, 3a04HAsI.

1.2.3. Cpok ocBoeHHs 00pa30BaTeIbHON MPOrPaMMbl MArucCTPaTyphl IO
HarnpaBiieHU0 noaAroToBku 46.04.02 JIoKyMEHTOBEJIEHUE M apXUBOBEICHUE:
o ouHoi (hopme oOyueHuss — 2 roma B coorBercTBuM ¢ @I'OC BO, Britouas
KaHUKYJIbI, TPEJOCTABISIEMbIE MOCIE MPOXOXKACHUSI TOCYyAapCTBEHHOW HTOTOBOM
aTTeCTaIlK, BHE 3aBHCHUMOCTH OT NPUMEHSIEMBIX 00pa30BaTeIbHBIX TEXHOJIOTHIA;
no 3aoyHoi (Gopme oOyueHuss — 2 romga u 6 MecsleB, BKIIOYAas KaHUKYJIBI,
Mpe0CTaBIsIEMbIC MTOCTIE TPOXOKACHUS FOCYIapCTBEHHON UTOTOBOM aTTeCcTalluu

1.2.4. Tpynoemkocts ocBoeHust OIIOII BO maructparypsel: 120 3a4eTHBIX
CAVHMI] 3a BECh MEpHoJ OOy4YeHHUs, BKJIOYAas BCE BUAbl AyAUTOPHOU U
CaMOCTOATENBbHON PaboThl OO0y4YaroIIerocsi, MPakTUKU M BpeMs, OTBOAMMOE Ha
KOHTPOJIb KauecTBa ocBoeHus ooydaronumucs OITOIT BO.
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1.2.5. KBanudukamnus. B pesynprate ocBoenus odyuatomiumces OIIOIT BO
eMy IIPUCBANBACTCS KBATHU(PUKAIUSI «MATUCTP.

1.2.6. SA3pIk OOy4eHUS: PYCCKUIA.

1.2.7. TpeboBaHus K ypOBHIO MOATOTOBKH, HEOOXOJAUMOMY JJII OCBOCHUS
MarucTepcKou MporpaMMal.

K ocBoenuto OIIOIl maructpaTypbl JIONYCKAlOTCS JIMIA, WMEIOIINE
JIOKYMEHT TOCYAapCTBEHHOT0 00pa3lia 0 BhICIIEM 00pa30BaHKUM, U B COOTBETCTBUU
C MpaBWIaMH IIpUEMA, CJIaThb HEOOXOAMMBIE BCTYIUTEIbHBIE HCIIBITAHUS,
IpPOrpaMMBbl, KOTOpBIE pPa3pabdaThIBAIOTCS M YTBEPXKIAlOTCAd 00pa3oBaTeIbHON
OpraHu3alyeld BBICIIETO0 O0pa30BaHUS C LEJIbI0 YCTAHOBJEHUS HAIWYUSA Y
MOCTYMAIOMIETO HAJIWYUS CIHEAYIOIIUX KOMIETEHUUN: JOCTaTOYHBIA YpPOBEHb
0a30BbIX 3HAHMA B 00JIACTM JOKYMEHTOBEJEHHUS, YIPABICHUSA JOKYMEHTaMH,
apXMBOBEJICHUS U apXUBHOTO JIENA.

2. XAPAKTEPUCTHUKA ITIPO®ECCHUOHAJIBHOM
JAEATEJBHOCTHU BbIITY CKHUKA

2.1. O6s1acTh mpodeccHOHAIBLHOM AeSITEIbHOCTH BBITYCKHHKA

O6nacth npodeccuoHabHON JesiTeNbHOCTH U cdepa mpodeccruoHaIbHOM
JESATEILHOCTH  BBIITYCKHUKOB, OCBOUBIIKX [POTpaMMy MarucTparypbl IO
HamnpaByieHU0 1oAroToBku 46.04.02 JIoKkyMEHTOBEICHUE W apXUBOBEICHUE,
MarucTepckass TmnporpamMma «JlOKyMEHTAIlMOHHBIE CHCTEMBl W apXUBHI B
rOCyAapCTBEHHOW CHCTEME YIIPABJICHUS BKIIOYAIOT:

07 AnMuHUCTpaTUBHO-yIIpaBiieHUecKass U oucHasi AesATeNbHOCTh (B cdepe
OPraHW3allMOHHOTO W  JOKYMEHTAI[MOHHOTO  OOCCTICYCHHS  YIpaBICHUS
OpraHU3alusIMH);

chepa apxXUBHOTO JIeia, B TOM YHCJIE TOCYIapCTBEHHBIX W MYHHUITUTIATBLHBIX
apXWBOB, apPXUBOB OPTaHU3AIUHN PAZTUYHBIX POPM COOCTBEHHOCTH.

BrIlyCKHUKM ~ TaHHOTO  HAMpaBlIEHWS MOTYT  OCYIIECTBISITh  CBOIO
poeCCUOHANIBHYIO JAESATEILHOCTD B CICAYIOIINX OPTaHU3aIUsIX U CTPYKTypax:

— OpraHax TOCYyJapCTBEHHOW BJIACTM W MECTHOTO CaMOYIMPAaBIICHUS
(paBUTENBCTBO, AAMUHUCTPAIIHS, IETIAPTAMEHTHI, YIIPABJICHUS U JIp.);

— apxXWBax pas3MYHOTO0 YpOBHS (TOCYAapCTBEHHBIC, MYHUIIMITAILHEIE,
apXUBHBIE OTJIENIBI B OpraHu3alusX BceX PopM COOCTBEHHOCTH);

— KOMMEPYECKHUX OpTraHU3alHusIX pa3IuIHOW OpraHU3aIllMOHHO-TIPABOBOMN
dbopmbl  (MHAMBUAYAJIbHBIM  MpEANPHHUMATENb,  Majble  NPEANPUITHUS,
aKIIMOHEpHbIC 00IIecTBa, OOIIEeCTBA C OrPAHUYEHHOM OTBETCTBEHHOCTHIO,
MIPOU3BOJICTBEHHBIC KOOTIEPATUBEI | JIP.) U JP.

2.2. O0beKTHI NPOPecCHOHANTBHON AeATeILHOCTH BHIITYCKHUKA:
OO0bexTaMu POPECCHOHAIBHON JESTETHPHOCTH BBITYCKHHUKOB, OCBOMBIIIHX
MpOrpaMMy MaruCTPaTyphbl, ABIASIOTCS:
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— JIOKYMEHT, CO3JaHHBIA JIOOBIM CIIOCOOOM JOKYMEHTHPOBAHHUS, B TOM
qyucie KUHO-, ()0TO-, POHO-, BUJICO- U ICKTPOHHBIC TOKYMEHTHI,

— CHUCTEMBI JOKYMEHTAIINH;

— nokymeHThl ApxuHoro ¢donaa Poccuiickoit ®denepaiiiu, B TOM YHCIe
YHUKaJIbHBIE U 0CO00 IIEHHBIE JOKYMEHTHI;

— ApPXUBHBIE JOKYMEHTHI, B TOM YHCJIE TOKYMEHTHI 110 JINYHOMY COCTaBY;

— APXUBBI JICKTPOHHBIX JOKYMEHTOB;

— CIIPaBOYHO-TIOUCKOBBIE  CpEJCTBA M  CIIPAaBOYHO-UH(DOpPMAIIMOHHBIC
M3JAaHUS O COCTABE U COJICPKAaHUU IOKYMEHTOB.

2.3. Buabl npogeccuoHaNbHOM 1eATeIbHOCTH BbIIyCKHUKA

Bunel  npodeccMOHanbHON — ESATENBHOCTH, K  KOTOPBIM — T'OTOBATCS
BBIITYCKHUKH, OCBOMBIINE IPOrpaMmy MarucTpaTypsbl: Hay4HO-
UCCIIE0BATENbCKAsl, OPraHU3aMOHHO-YIIPABJICHYECKAs, [IEJarOrn4ecKast.

2.4. 3anaun npodeccHOHATBHO AeITeJIbHOCTH BbIIIYCKHUKA:

B pamkax oCBOEHUMs MpOrpaMMbl MarucCTpaTypbl BBITYCKHHKU TOTOBSTCS K
PELICHHUIO 3a/1a4 POPECCUOHANIBHOMN NEATEIbHOCTH CIEAYIOIUX TUIIOB!

HAy4YHO-UCCIIEI0BATEIbCKASl 1€ATEIBHOCTD!

— CaMOCTOSITEIIbHBIC TEOPETUYECKHE pa3paboTKu B obnactu
JOKYMEHTOBEICHUS U ApXUBOBECHUS;

— pa3paboTKka KOHUENTyaJllbHOM 0a3bl yNpaBlieHUs JOKyMEHTAaIMed W
aApXUBHBIM JIEJIOM;

— cbop, o0000ImIeHrne, CHUCTEMaTH3alKs, TEOPETUYECKOE OCMBICICHUE
HMIIMPUYECKOTO MaTepHajia B NPUKIAIHBIX pa3padOTKax MO CO3JaHUI0 CHUCTEM
JOKYMEHTAllMOHHOTO  OOECIeueHusi YNpaBieHUsT W apXUBHOTO  XPAaHEHUs
JIOKYMEHTOB, YHU(DHUKAIIMU U CTAaHAAPTU3ALMH TOKYMEHTOB;

— uccieqoBaHue  MHGOPMAILIMOHHOTO  B3aUMOJICUCTBHUS  CTPYKTYPHBIX
MOAPA3AEIEHUH, @ TAK)KE OPraHU3alMi Pa3HbIX YPOBHEW YITPABIICHHUS;

— HCCIIEJOBAaHUE  BHYTPUBEJOMCTBEHHOTO U  MEXKBEJIOMCTBEHHOIO
UHPOPMAIIMOHHOTO OOMEHa, B TOM 4YHCIE TpPU HAIUYUU DIECKTPOHHOTO
JIOKYMEHTO00O0pOTa U 3JIEKTPOHHOTO apXHBa;

— MOATOTOBKA MyOJMKALKUN U y4acTHE B BHICTABOYHOU paboTe;

— opraHuszauus paboT MO MOATOTOBKE CIPABOYHO-MH(OPMAIMOHHBIX
W31aHUM;

— pedepupoBaHue HAy4YHOW JIMTEPATypbl IO TEMAaTUKE MPOBOJIUMBIX
HCCJICIOBAHUM;

— COCTaBJICHHE OTYETOB I10 HAy4YHO-HCCIEAOBATEICKOM M METOAUYECKOM
pabore;

OpraHU3allMOHHO-YIIPaBICHYECKAs JEATEIbHOCTD:

— CO3JaHME U BEICHHUE CHUCTEMBI YIPABICHUSA JOKYMEHTaMH M HX
ApPXUBHOI'O XpPAHEHUsS B OpraHU3alMM Ha 0a3€ HOBEUIINX TEXHOJIOTHUH;
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— PYKOBOJCTBO CIIy>k00#1 JOKYMEHTAI[MOHHOTO 00€CIIeYeH I yIpaBICHUs U
ApXUBHOI'O XPAHEHUs JITOKYMEHTOB B T'OCYAApPCTBEHHBIX M HETOCYNAPCTBEHHBIX
OpraHu3alysIX;

— IUIAHWPOBAHWE, OpPraHu3alus M COBEPLICHCTBOBAHUE JEATEIBHOCTH
CIIy’)k0 JTOKYMEHTAlIMOHHOTO OOECHEeYeHHUsl YIPaBJICHUSA, AapXUBOB U CIYXKO
aApPXMBHOI'O XPAHEHMSI IOKYMEHTOB OpraHU3alIHiA;

— pa3paboTka HOPMATUBHBIX aKTOB, YCTAHABIMBAIOIIUX TMPUHIUIBI
NOJINTUKU U PErJaMEHTUPYIOIIHUX CTPATErHi0 B YIPaBICHUU JTOKyYMEHTalUUEHd U
aApXUBHOM [IEJIE;

— pa3paboTKa HOPMATUBHBIX AaKTOB, PETIAMEHTHUPYIOIIUX MPOLEAYypbl H
paBUia JOKyMEHTUPOBAaHUS, padOThl C JOKYMEHTAaMHU U B TOM YHCJIE€ apXUBHBIMU
JNIOKyMEHTaMU;

— ydactue B pOpMHUPOBAHUU U COXpaHeHUU ApxuBHOro (onaa Poccuiickoit
@denepauny Kak BaKHEWIIEH 4YacTU KyJbTYpHOrO Hacienus oOIecTBa, €ro
JTyXOBHOTO OIBITA, NCTOPUU POCCUMCKON FOCYTapCTBEHHOCTH;

— opraHuzanus pabOTBl MO OJKCIEPTH3€ LEHHOCTH, OOECIIEUEHUIO
COXPaHHOCTH U y4€Ty JOKYMEHTOB;

— OpraHM3anyvs HCIOJb30BAaHHUS  APXUBHBIX JOKYMEHTOB B  LEJAX
BKJIFOUEHHUS] APXMBHOTO HAcleaus B CUCTEMY HMH(POPMALHUOHHBIX PECYPCOB
obmiecTBa, MHPOPMALMOHHON CpeAbl COBPEMEHHOIO MHUpPA B IIEJIOM, a TaKXkKe
TPAHCIISIIUIO OOIIECTBEHHOTO W MHAMBUIYAIBHOIO OMNbITA, 3a)UKCUPOBAHHOTO B
apXMBHBIX JOKYMEHTaX, B LEJSIX YIIyOJeHUs] HCTOPUYECKOT0, TYMAHUTAPHOTO U
€CTECTBEHHOHAYYHOT'O 3HAaHUS,

— OpraHM3alus COCTaBJICHUS M BEJIEHHS CHPAaBOYHO-TIOMCKOBBIX CPEACTB K
JOKYMEHTaM.

nearoruyeckas AesiTeIbHOCTb:

— pa3paboTka  METOAMKHM  MPENOJaBaHUA  JIOKYMEHTOBEIUECKUX U
apXMBOBEIYECKUX AUCIUIUINH;

— YTEHHE JIEKIIMA U BEICHHE NMPAKTHUYECKUX 3aHATUH B 00pa30BaTENIbHBIX
YUPEXKACHUSIX BBICILIETO U CPEAHET0 NPOo(heCcCHOHATBLHOTO 00pa30BaHus.

2.5. llepevyeHb npo¢ecCHOHAIBHBIX CTAHIAPTOB

O060011eHHbIE TPYAOBBIE (PYHKIIUN TpynoBble pyHKUMU
Kon u Yposens
HaMMeHOBaHHe YpoBeHn (moxypo-
npogeccuonaabHor, Kox HaumMmenoBanue KBaJIu- HaumeHnoBanue Kon BEHb)
0 cTaHaapra uxanuu KBaIN(pH-
KAIlUH
[puem u A01.3 |3
pacnpeneneHue
Tesie()OHHBIX 3BOHKOB
o OpTraHU3aIIH
PraHH3alMOoHOoe Opranusanus padotsl ¢ | A/02.3 | 3
A obecneucnue 3 MIOCETUTESIMHU
JIESITeTTFHOCTH
opranusai OpraHu3aIH
BeimonHenue A/033 |3
KOOPAWHUPYIOUINX U
o0ecTieunBaroInX
byHKIUH
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07.002
IIpodeccronaabHbIH
CTaHaapT
«CrienuanucT 1o
OpTraHU3AIIOHHOMY
u
JIOKYMEHTAITHOHHOM
y obecreueHIIo
yIpaBICHUSL
OpraHu3aIuein»

JloxyMeHTalluOHHOE
obOecrieueHre
JIeITeIbHOCTH
OpTaHU3aINH

Opranuzanus paboTsl ¢
JIOKyMEHTaMH

B/01.5

Opranmzanus
TEKYIIEro XpaHeHust
JIOKYMEHTOB

B/02.5

Opraamnzanus
00paboTKu mem s
MOCTICTYFOILIETO
XpaHCHHUS

B/03.5

OpraHu3annuoHHoe,

JIOKYMEHTAI[MOHHOE

1 uHPOPMAIMOHHOE
obecrieueHue
NIEATEILHOCTH
PYKOBOIUTEIS
OpraHu3aIiu

OxkazaHue NoMoIu
PYKOBOJIMTEIO B
TUTAHUPOBAHUH
paboyero BpeMeHH

C/01.6

IInanupoBanue
pabouero mHs
cekperaps

C/02.6

Opranuzauus
Tese()OHHBIX

MIEPEroBOPOB

PYKOBOJIUTEIS

C/03.6

Opranuzauus
KOMaHIHPOBOK
PYKOBOJUTEIIS

C/04.6

Opranuzanus paboTsl ¢
IIOCCTUTCIIAMU B
IIPUEMHOMI
PYKOBOAUTEIIS

C/05.6

Opranuzanus
MOJTOTOBKH,
MPOBEJICHUS U
00CITy)KUBaHHSA
KOH(EPEHTHBIX
MEPOTIPUITHI

C/06.6

Opranuzanus
HCIIOJIHEHUS PELLEHUH,
OCYILIECTBIJICHUE
KOHTPOJISI UCTIOIHEHHUS
NOpy4YEHUI
PYKOBOJUTEIS

C/07.6

Opranuzanys u
HoAJepKaHHE
(YHKIIMOHAIBHOTO
pabodero
MIPOCTPaHCTBA
NpUEeMHON 1 KabuHeTa
PYKOBOJUTEIIS

C/08.6

PazpaboTka
JIOKAJIbHBIX
HOPMaTHBHBIX aKTOB,
PpernaMeHTHPYIOIINX
paboTy cekpeTaps

C/09.6

Cocrapienue u
odbopMmIeHHE
YIPaBJIEHYECKOH
JIOKYMEHTaI[H

C/10.6

Opraanzanus paboTsI C
JOKyMEHTaMH B
TIPUEMHOMN
PYKOBOJUTEIIS

C/11.6

Opranuzanus
XpaHeHUus JOKYMEHTOB
B IPUEMHON

C/12.6
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PYKOBOIIUTENS

ObGecmieucHue
PYKOBOAUTEIISI
nHpOopManueit

C/13.6

Opranmzanus
HHPOPMATTOHHOTO
B3aNMOJEUCTBHUS
PYKOBOJIUTEIIS C
MOIPA3/ICIICHUSIMHA U
JIOJZKHOCTHEIMU
JIMIIAMU OPTaHU3aUU

C/14.6

WudopmannonHo-
aHaJIMTHYEeCKas U
OpraHHU3al[HIOHHO-
aJIMUHUCTPATUBHAS
HOAJEPKKA
JeATEeIbHOCTH
PYKOBOIHTEIS
OpraHU3aLiH

dopMupoBaHue
nH(pOpPMaMOHHOTO
B3aUMOJECUCTBUS
PYKOBOJIUTENS C
OpraHu3alMsAIMU

D/01.6

Awnanu3 nHpopManuu
Y NIOATOTOBKA
HHPOPMALNOHHO-
AQHAJINTHYECKHX
MaTepHaoB

D/02.6

Opranu3zanus JeI0BbIX
KOHTAaKTOB U
MIPOTOKOJIBHBIX
MEpPOIPUATUH

D/03.6

Opranuzanus
HCIIOJIHEHUS PELICHUM
PYKOBOJUTEIIS

D/04.6

07.004
IIpodeccronanbHbII
CTaHIapT
«CrieruanucT mo
YIPaBJICHUIO
JIOKYMCHTaMH
OpTraHU3aIHI

JlokyMeHTaloHHOE
obecrieueHme
yIpaBJICHUs
opraHusanuei

PaspaboTka u
BHEJ[PEHHE JIOKATBHBIX
HOPMATHBHBIX aKTOB
o
JIOKYMEHTAI[HOHHOMY
00eCIeYeHHTO
yIPaBICHUS
opranuzanuen

A/01.6

Opranuzanus
JOKYMEHTUPOBaHUA
JACATCIIBHOCTU B
OpraHu3aIiu

A/02.6

Opranuzanus
JOKYMEHT0000pOTa B
OpraHM3aIyu

A/03.6

IIpoexTuposanue,
BHE/IPEHHE U Pa3BUTHE
CUCTEMBI
3JIEKTPOHHOTO
JOKYMEHTO0000poTa

A/04.6

Ocy1ecTBieHue
nH(pOpManMOHHO-
CIpaBOYHON pPabOTHI C
JIOKYMEHTaMH
opraHu3alu

A/05.6

OcymecTBiieHHe
KOHTPOJISI TIpoliecca U
CPOKOB HCHOJIHEHHUS
JIOKYMEHTOB B
OpraHu3aIiH

A/06.6

Opranuzanus

A/07.6
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XpaHeHHS JOKYMEHTOB
B OpTaHU3AINH U
repeadu e Ha

ApXMBHOE XpaHCHHE

PykoBoactBo
JIeATEJIbHOCTHIO
NOAIpa3eNICHUs 110
YIIPaBJIECHUIO
JOKYMEHTaMH
OpraHuszanuu

PykoBoxcTeo
NEATEILHOCTHIO
MOJIpa3iesieHus 10
JOKYMEHTAI[HOHHOMY
00€eCIIEUEHHIO
yIpaBICHUS
OpraHu3aIu

B/01.7

Opranuzanus
pa3paboTku
JIOKAJIbHBIX

HOPMATHBHBIX aKTOB H
METOJIUYECKUX
JIOKYMEHTOB 10

JOKYMEHTAIL[HOHHOMY

00eCIeYeHUI0
yIIpaBJICHUSA

OpraHu3aIiu

B/02.7

[TocTpoenue cuctemsl
JOKYMCHTaIMOHHOT'O
obecrieyeHus
YIpaBICHUS
OpraHU3aINH

B/03.7

OcyiuecTBieHue
KOHTPOJIS
(GYHKIIMOHNPOBAaHUS
CHCTEMBI
JIOKYMEHTAIL[IOHHOTO
obecriedeHUs
yIpaBJICHUs
OpraHu3alu

B/04.7

CoBepIleHCTBOBaHHE
CHUCTEMBI
JOKYMEHTAIMOHHOT'O
obecreyeHust
yIPaBICHUS
OpraHu3aiu

B/05.7

VYnpagneHnue equHON
cUCTeMOM
JIOKyMEHTO000pOTa

OpraHu3aluu

Crparernueckoe
[JIAaHUPOBAHUE U
PYKOBOJCTBO
IIOCTPOEHHUEM CHCTEMBI
yIIpaBJIEHUs
JIOKyMEHTaluen
Opranuzaiuu

C/01.7

Pa3zpaboTka monuTuku
YIpaBIEHUS
JIOKyMEHTOO000pOTOM
OpraHu3aIHH

C/02.7

KoHnTpons
(YHKITMOHUPOBAHHUS
CHUCTEMBI yIIPaBICHUS
JOKyMEHTaMH
OpraHM3aIiK U ee
JIOKyMEHT0000poTa

C/03.7

VYnpasnenue
MPOEKTAMH BHEIIPCHUS
1 MOIU(UKAIINH
CHCTEMBI
3JICKTPOHHOTO

C/04.7
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JIOKyMEHTO000pOTa
OpraHu3aluy,
pa3paboOTKH cTpaTerun
ee pa3BUTHS
Crparernieckoe
TUITAHUPOBAHUE U
pa3paboTKa CUCTEMBI
XpaHeHHs
JIOKYyMEHTaJIbHOT'O
(oH/1a opraHu3anyuu

C/05.7 |7

3. INTAHUPYEMBIE PE3YJBTATBI OCBOEHUS OIIOII BO

Pesynbratel ocBoenusi OIIOII BO wMaructpaTypsl MO HaIpaBICHUIO
noarotoBku  46.04.02 JIOKyMEHTOBEJIEHUE M APXHUBOBEICHUE OIMPEICIAIOTCS
MPUOOPETAEMBIMU  BBIITYCKHUKOM KOMIIETCHIIMSIMU, T.€. €ro CIOCOOHOCTHIO
MPUMEHSThH 3HAHUS, YMEHUS U TPOPECCUOHATIBHO 3HAUYMMbIE€ KaueCcTBa JUYHOCTH B
COOTBETCTBHH C 3a7ja4aMu NMPO(HeCCUOHAITBHOM NESITEILHOCTH.

3.1. YHI/IBepcaJILHLIe KOMIIETCHIIUN BBIMMYCKHHUKOB U HHAUKATOPHLI HX

JAOCTHKEeHU M

MPOOJIEMHBIX CUTYyalluii Ha
OCHOBE CHCTEMHOTO
MO/IX0/1a, BBIpabaThIBATh
CTpaTEruIo ICNUCTBHI

Kareropus Konx n HaumeHnoBaHue Kon u HaumMeHoBaHuEe HHIUKATOPA
YHUBEPCAIbHBIX YHUBEPCATHHOU JOCTHKEHHSI YHUBEPCATbHON
KOMITETCHITUHN KOMITETCHIIH KOMIIETCHITUH
CucremHoe u VYK-1. Cnocoben VYK-1.1. Ocymectusier
KPUTHYECKOE OCYULIECTBIISATh KPUTHYECKHUI aHATH3 TPOOIEMHBIX
MBIIIJICHHE KPUTUYECKUI aHan3 CUTYyalllil HA OCHOBE CUCTEMHOTO

MOJIX0/1a, BEIPAOATHIBAET CTPATETHIO
NEeNUCTBUI

Pazpabotka u
peanu3aius MpoeKTOB

VYK-2. CnocoGeH yrnpaBisiTh
MIPOEKTOM Ha BCEX dTamax
€ro )KM3HEHHOTO ITUKJIA

VYK-2.1. YnpaBaseTr npoekToM Ha
BCEX ATaIlax ero JKU3HEHHOT'o IMKJIa

Komanzgnas pabora u

YVK-3. Criocoben

VYK-3.1. Opranu3oBbIBaeT u

MIPUMEHSITh COBPEMEHHBIE
KOMMYHHUKaTHUBHbBIE
TEXHOJIOTHH, B TOM YHUCIIC
Ha WHOCTPAHHOM(BIX)
si3bIKe(ax), JUIst

JUAEPCTBO OpPraHHU30BbIBATh U PYKOBOJIUT pabOTON KOMaH/IbI,
PYKOBOJUTH paboTOi pa3pabarbIBaeT JOKYMEHTHI,
KOMaH/Ibl, BoIpaOaThIBas perIaMeHTHPYIOIIKNE TPYOBbIE
KOMaH/HYIO CTPATEruio A | MPaBOOTHOIIEHUS
JOCTHOKEHUA 1ocTaBaeHHo | YK-3.2. Opranu3oBbIBaeT u
e PYKOBOJIUT pabOTOM KOMaH/IbI,
pacnpenenser u AejIerupyer
MTOJIHOMOYUS JJIs1 JOCTHXKEHUS
MIOCTABJIEHHOW LIEH
KommyHukanus VYK-4. Cnocoben YK-4.1. Ilpencrasnser pe3yabTaThl

aKaJeMUYECKON 1
npoeccrnoHalbHOM 1eATeNbHOCTH
Ha pa3IuYHbIX HAYYHBIX
MEpONPHUSTHUIX, BKIHOYAs
MEXTYHapOaHbIE
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aKaJeMHUYECKOT0 1
po¢eCCUOHAITBHOTO
B3aUMOIEHCTBUS

VYK-4.2. Bnaneert xaHpamu
MMUCbMEHHOW U YCTHOM
KOMMYHMKAIUU B aKaJeMUUECKON
cdepe, B TOM YHCIIE B YCIOBUIX
MEXKYJIbTYPHOT'O B3aMOIEHCTBUS

VK-4.3. YMeeT HC0Ib30BaTh CETh
WHTEPHET U COLMAIbHBIE CETU B
npoiiecce yueOHoOU 1
aKaJgeMHIecKoi podhecCHOHaTBLHON
KOMMYHHUKAIHH

VYK-4.4. OcymiecTBisieT AeI0BYIO
KOMMYHHUKAIUIO B cepe
JOKYMEHTAIMOHHOTO 00eCreyeHus
yIpaBJIeHHs B MUCBMEHHOI Qopme
Ha TOCY/IapCTBEHHOM SI3BbIKE
Poccuiickoit deneparuu

YK-4.5. Ocy1iecTBisieT 1eI0BYIO
KOMMYHHUKAIIHIO B cepe
JOKYMEHTAIMOHHOTO 00ECTICUCHHUS
yIIpaBJIeHUS B YCTHOH popme Ha
TOCYJJApPCTBCHHOM SI3BIKE
Poccuiickoit denepanun

MeXKynbTypHOE
B3aUMOJICICTBUE

VK-5. Crocoben
aHAIM3UPOBATh U
YUUTHIBATh pa3HOOOpa3ue
KyJbTYp B IpoLECCe
MEXKKYJIbTYPHOTO
B3aNMOCHCTBHUSI

VYK-5.1. Ananu3upyer u y4uTsIBaeT
pa3HOOOpas3ue KyJlbTyp B IIpOLECCe
MEXKYJIBTYPHOT'O B3aUMOJICHCTBUS

Camoopranuzanus u
camopa3BUTHE (B TOM
qucie u
3I0pOBBECOEPEIKEHNE)

YK-6. Criocoben
OTIPE/ICIISATH U
peaan30BBIBATh
MIPUOPUTETHI COOCTBEHHOMN
EITEILHOCTH U CIIOCOOEI €€
COBEpPIIICHCTBOBAHUS Ha
OCHOBE CaMOOILICHKH

VYK-6.1. IIpoBoauT camoaHanus u
CaMOOIICHKY C MCIOJIb30BaHHEM
HOAXO0JI0B 30pOBbECOEPEHKEHUS

VYK-6.2. BeicTpauBaer
VH/IMBUAYaJIbHYIO 00pa30BaTelbHYIO
TPAaEKTOPHUIO PA3BHUTHS; TUNIAHUPYET
CBOIO PO EeCCHOHATILHO-
00pa3zoBaTeNbHYIO JeATeTbHOCTS;
KPUTHUYECKH OI[CHUBAET
3(PEKTUBHOCTD UCTIOTB30BAHUS
BPEMEHU U JPYTUX PECYPCOB MPH
peIIeHIH TTOCTABICHHBIX 3a]1a4;
IIPUMEHSET pa3HooOpa3HbIe
CIOCOOBI, MPUEMBI TEXHUKHU
camMoo0pa3zoBaHus U
CaMOBOCTIUTAHHSI

VK-6.3. Bnaneer HaBbIKaMu
3(PEeKTUBHOTO IIEJIeTOIaraHus;
MprUeMaM# CaMOpPeryJIsIuH,
PETYISINH MTOBEICHHSI B CIIOKHBIX,
CTPECCOBBIX CHTYAIIUSIX, B TOM YHUCIIC
C HCIOJIb30BaHHEM
3JI0pOBbECOEpPEraroIIuX MOIX0A0B U
METOIMK
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YK-6.4. Onpenensietr u
peaI30BBIBACT MPHUOPUTETHI
COOCTBEHHOM JE€STEILHOCTH H
CIOCOOBI €€ COBEPIICHCTBOBAHMS HA
OCHOBE CaAMOOIIEHKH

VK-6.5. 3HaeT 0CHOBEI
IUTAHUPOBAHUS MPOPECCHOHATBHON
TPACKTOPHUH C YIETOM 0COOCHHOCTEH
Kak mpo¢eCCHOHATBHOMN, TaK U
JIPYTHX BUIOB JIEATSIBHOCTH H

TpeOOBaHUl ppIHKA TPya

YK-6.6. YMmeeT paccTaBisTh
IPUOPUTETHI TPOPECCHOHATBHON
JeSITENIbHOCTH U CIIOCOOBI ee
COBEpIICHCTBOBAHHUS HA OCHOBE
CaMOOIICHKH; TUIAaHUPOBATh
CaMOCTOSITENIbHYIO I€ATEIbHOCTD B
peteHuu npodecCHOHAIbHBIX 3a/1a4;
[I0JIBEPIaTh KPUTUUECKOMY AHATIU3Y
poJeNaHHy0 paboTy; HAXOIUTh U
TBOPYECKHU UCIOIb30BaTh
UMEIOIIUIICS OMBIT B COOTBETCTBUU C
3aJla4aMM CaMOPa3BUTHS;

VYK-6.7. Bnaneer HaBbIkaMu
BBISIBIICHHSI CTUMYJIOB JIJIS
CaMOpPa3BHUTHUS; HABBIKAMHU
OTIpEICIICHUS PEATUCTHUECKUX
nenel mpoeccuoHaIbHOr0 pocTa

3.2. OomenpodeccuoHAIbHbIE

HHAMKATOPBI UX JOCTUKEHUI

KOMIICTCHIINN

BBIIITYCKHHKOB 141

Kareropus Kox n HaumenoBanue

obmienpodec- Kona u HaumeHoBaHue WHINKATOpa

CHOHAJIbHBIX YHUBEPCAIbHOW KOMIIETEHIH JOCTUKEHHS] YHUBEPCAIbHOU

KOMIIETEHIIMH KOMIIETEHIINH
IIpumenenne OIIK-1. CnocoOeH npUMeHSTh OIIK-1.1. Ilpumensier
dbyHIaMeHTaNbHbIX | (pyHIaMeHTanbHbIC 3HAHUS, dbyHIaMeHTaNbHbIC 3HAHUS
3HAaHUU B MIOJIy4E€HHBIE ITPH OCBOCHUH HayK MpU peleHuy 3aa4 B
npodeCCHOHATIBHBIN | POrpaMMBbl MarucTpaTypbl, MpH cdepe coeit
obnactu pa3paboTKe U OCYIIECTBICHUN npodecCuoOHATBHOM

COLIMAJIbHO 3HAYMMBIX IIPOEKTOB JESITEIBHOCTH

IIpumeneHne OIIK-2. CniocoOeH caMOoCTOSTENIbHO OIIK-2.1. CamocTOSATENEHO

(byHAaMEHTANbHBIX U

pa60TaTB C UICTOYHHMKaMH

pa6 0oTacT ¢ MICTOYHUKAMH

MIPHUKJIATHBIX 3HAHUH | HHpOpMaIiH, HEPEPHIBHO nHbopMannH,

JUTSI TIOUCKA U COBEpIIICHCTBOBATH YPOBEHB COBEpIIICHCTBYET YPOBEHb
00paboTku po¢eCCHOHAIBHON TTOATOTOBKH npodecCuoHaATBHOM
uH(pOopMaIun IIOATOTOBKH
Hcnonb3oBanue OIIK-3. CriocobeH ucnoab30BaTh OIIK-3.1 Ilpumensier

IIOJIYYEHHBIX 3HAHUI
JUISL DKCIIEPTHO-
AQHAJIUTUYECKON

3HaHUS B 00JIaCTU TYMaHUTAPHBIX,
COLIMAJIBHBIX ¥ SKOHOMHUYECKUX HAYK
IIPU OCYIIECTBICHUH SKCIEPTHBIX U

TCOPCTUUCCKUC 3HAHUA JI
PEIICHMA IMOCTABJICHHBIX 3aJia4
B 00acTu JOKYMCHTOBCIACHU
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JeSITeIbHOCTH AHAJTUTUYECKUX, HAYYHO- U apXUBOBEJICHUS, SKCIIEPTU3BI
UCCIIeI0BATEIbCKUX PAbOT U aHaJIM3a Hay4HO-
UCCIIEIOBATEIbCKIX OTYETOB,
cratei, MOHOrpadui,
IIPOEKTOB
[Ipumenenue OIIK-4. Cioco6eH uCcrob30BaTh OIIK-4.1. Vicnonb3yer
UH(POPMALIMOHHO- crenuanbHble MPOopeCcCUOHATBLHBIC CHeLMaIbHbIC
KOMMYHHMKAIIMOHHBIX | 3HAHUA B 00JIaCTH HH(POPMALIMOHHBIX | IPOQECCHOHATIbHbBIC 3HAHUS B
TEXHOJIOTUI TEXHOJIOTU, IPUMEHSIEMBIX B o0macti HH(OPMAITMOHHBIX
npodecCHOHATIBHON | MPO(ecCHOHAIBHON AeSITeNbHOCTH TEXHOJIOTUH, IPUMEHSET B
JeSITeIbHOCTH npodeccuoHaIbHON
JeSITeNbHOCTH
OcyuecTBienue OIIK-5. CnocoGeH ocyIecTBIATh OIIK-5.1. CamocTosATeNbHO
MHHOBAIIMOHHON WHHOBAIIMOHHYIO JAEATEIBHOCTD, paboTaer ¢ pa3InIHBIMH

ACATCIIBHOCTH IIPpU
peHICHUH HAYYHO-
HCCICIOBATCIBCKHUX
MMPUKIAAHBIX 3a/1a4

(GbopMyIHpOBATH U pemIaTh HAYYHO-
HCCIIEA0BATEIIbCKUE U IIPUKIIAIHBIC
3aJa4u B 00JIaCTH JOKYMEHTOBEIECHUS
U apXUBOBEACHUSA

UCTOYHUKAMHU HH(DOPMAITUH U
IPUMEHSET OCHOBBI
UH(POPMALMOHHO-
AQHAJTMTUYECKOHN JIESTEITBHOCTH
IIPU PEUICHUN
npodeccrHoHaNbHBIX 33124

OIIK-5.2. ®opmynupyer u
pelIaer Hay4Ho-
MCCIIEIOBATEIbCKHE U
NPUKJIAJIHBIC 33]]a9U B
00J1aCTH apXHUBOBEICHUS

OIIK-5.3. OcymecTBisieT
MHHOBALIMOHHYIO
NeSATEeTbHOCTD, (POPMYIUPYET
U pemiaeT mpooIeMbl
COXPaHHOCTH, peCTaBpalluu
KOHCEpBAalLlUM IOKYMEHTOB Ha
OCHOBE COBPEMEHHBIX
TEXHOJOT Ui

OIIK-5.4. Onpenensier
BO3MOJKHBIE METO/IbI
COBCPHICHCTBOBAHUSA CUCTCMBI
yIpaBIeHUS TOKYMEHTaMU U
JOKYMCEHTAIIMOHHOT O
obecrieueHus yrpaBIeHUs B
OpraHu3aIli Ha OCHOBE
aHaJIM3a JTYYIINX TPAKTHK

Hcnons3oBanne
byHIaMeHTaIbHBIX
3HAaHUH B
o0Opa3oBaTenbHOI
JIeATEIIbHOCTH

OIIK-6. CiocoOeH npUMeHSTh
COBPEMEHHBIE METOINYECKUE TIOIXObI
1 00pa3zoBaTeIbHbIE CTPATETHU B chepe
peanu3auy 00pa3oBaTEIbHBIX
MIpOrpaMM BhICIIEr0 00pa3oBaHUs U
JIOTIOJTHUTEIBHBIX MPO(PECCHOHATBHBIX
IporpamMmm

OIIK-6.1. Pa3zpabarsiBaeT
o0Opa3oBaTenbHbIC
MEPOTIPHUATHS, BKITFOYAs
(GOpMyYITHPOBKY pe3yJIbTaTOB
00y4eHus1, X0/ TPOBEICHUS,
CIOCOOBI ¥ CPENICTBA KOHTPOJIS
C COBPEMEHHBIMHU
TEHICHIUSIMUA PA3BUTHUS
BBICIIETO JOMOJHUTEIHHOTO
o0Opa3oBaHUs
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OIIK-6.2. IIpoBoaut
o0pa3oBaTelbHbIC
MEpOTIPHUSATHS C
UCIIOJIb30BaHUEM
COBPEMEHHBIX
00pa3oBaTeNbHBIX METOJIUK U
TEXHOJIOTUH, B TOM YHCJIE B
OHJIAMH opMare

3.3. IIpodeccuoHabHble KOMIETEHIIUM BBIMTYCKHMKOB U MHAUKATOPBI

UX JOCTHKEHUH

Kox n HanmeHOBaHuE
npodecCHOHAILHON
KOMIICTCHIIHH

KO,Z[ 1 HAMMCHOBAHHWC MHAWKATOPA
JOCTHIXCHHUA HpO(l)CCCHOHaJIBHOI;'I KOMIICTCHIIMU

[1K-1. Cnocoben
pa3pabaTbIBaTh U
BHCPATD JIOKAJIbHBIC
HOPMaTHBHBIE aKTHI B
o0yacTu ynpaBiaeHUs
JOKyMEHTaMH
OpraHu3aIH

I1IK-1.1. Mcnionb3yeT MEeTOINYECKUE TOKYMEHTHI U HallHOHAJIbHBIE
CTaHJAapThI B chepe TOKYMEHTALIMOHHOTO 00eclieueHus yIpaBIeHUs

[1K-1.2. AHanu3upyer HOpMaTUBHYIO 0a3y OpraHu3aluu Jis
OIIPEEIICHUS €€ COOTBETCTBUS JEHCTBYIOIUM HOPMaTUBHBIM
1paBoBbIM akTaM Poccuiickoit denepanuu 1o 10KyMEHTAUOHHOMY
00€CIEeYeHHIO yIIpaBJICHUs

[1K-1.3. Pa3zpabaTbIBaeT U BHEIPSIET JIOKATbHBIE HOPMATHBHBIEC AKThI
B 00JIaCTH yNpaBJIeHUs TIOKYMEHTAMU OpTraHU3aliuu

[1K-1.4. Pa3zpabatsiBaeT U BHEAPSET JOKAIbHbIE HOPMAaTUBHBIC
MIPABOBBIE AKTHI C YYETOM JIMHTBO-IOPUINYECKON TEXHUKHU

ITK-1.5. Pacnipenensier GyHKIMU U BOIIPOCHI AEATEIIHOCTH
KaJIpOBOM CHCTEMBI MKy CTPYKTYPHBIMH MOJpa3AeICHUIMU
OpraHu3aluu

IIK-2. Criocoben
OpraHU30BBIBATH
EeSITEIILHOCTD
MoJipa3/iesieHus 1o
YIIPaBICHUIO
JIOKyMEHTaMU

[TK-2.1. Opranusyer AesITEIbHOCTD MOAPA3EICHHUS TI0 YIIPABICHHUIO
JIOKYMEHTaMH B FOCYJaPCTBEHHOM CUCTEME YIIpaBJIEHUS

[1K-2.2. Opranusyet AesITeNbHOCTD MOIPA3EICHUS TI0 YIIPABICHUIO
JIOKYMEHTaMH B OpraHMU3aIisaX BceX GopM COOCTBEHHOCTH

[1K-2.3. Opranusyer AesITeNbHOCTh MOAPA3EICHHS TI0 YIIPABICHHUIO
JIOKYMEHTAIlMOHHBIMH CHCTEMaMH

[1K-2.4. Opranusyer AesTEIbHOCTD MOAPA3ICICHUS IO
MCIIOJIb30BaHNUIO COBPEMEHHBIX TEXHOJIOTUH MIJIAHUPOBAHUS U
MTOCTPOCHUSI KaphePhl

I1K-3 Cnocoben
aHATM3UPOBATh
UHPOPMALIUIO U
TOTOBHTH
UH(POPMAaIMOHHO-
AHATTUTHYECKHE
MaTepualIbl

[1K-3.1. Ananu3upyeT HHGOPMALIHUIO U MOAETHPYET
YIPaBJIEHYECKYIO 1EATEIbHOCTD

[1K-3.2. Aranm3upyet uHdopmaImio u paboTy C TOKYMEHTaMH,
COJIepIKaIMHU TPpH(Q OrpaHUYCHHS TOCTYIa

[1K-3.3. Ananuzupyet uHGOpMaIUIO U TOTOBUT MH(OPMALIOHHO-
AHAIUTUYECKUE MaTEpUAIIbI

4. TOKYMEHTBDI, PETVTAMEHTHUPYIOHIUE COAEP)KAHUE U
OPTAHU3AIINIO OBPA3OBATEJIBHOI'O ITPOLECCA ITPH

PEAJIM3ALIMU OIIOII BO

B cootBerctBun ¢ ®I'OC BO maructpaTypbl IO HallpaBiIEHUIO MOATOTOBKU
46.04.02 [IoKyMEHTOBEACHHE W APXWBOBEICHHE COJAEPNKAHUE M OpraHu3alus




19

oOpa3zoBarenpHOTO  mporiecca mnpu  peanuszammu  ganHow  OIIOIT  BO
pEerIaMeHTHUPYETCsl y4eOHBIM TUIAHOM MarucTpa ¢ y4eToM IPOrPaMMbI
MarucTparyphl, KaJeHIApHBIM Y4YeOHBIM TpadukoM, paboduuMH MporpamMMaMu
y4€OHBbIX JUCHUUIUIMH, TMPOrpaMMaMu y4eOHBIX U TMPOU3BOJCTBEHHBIX IMPAKTHK,
HAy4YHO-UCCIIeI0BATEIbCKON paboThl, MaTepragaMu, 00eCleynBaIOIMMHI Ka4yeCTBO
NOATOTOBKM W  BOCHUTaHUS OOy4YalONIMXCS, a Takke METOANYECKUMU
MaTepuaiami, o0ecIeynBaOIIUMHU peaan3aluo COOTBETCTBYIOIIUX
00pa30oBaTeIbHBIX TEXHOJIOTHUH.

4.1. Y4yeOHBI IUIAaH W KaJeHAAPHBIA y4eOHbIH IpauK NOATOTOBKH

Marucrpa
B ydeOHOM muiaHe OTpakalOTCsl CBOJHBIE JaHHBIE MO OIOKETY BPEMEHHU,
uHpopmaruu 0 TEOPETUUYECKOM oOy4eHuu, MpPaKTUKAX, Hay4YHO-

UCCIIENOBATENbCKON paboTe M rOCyAapCTBEHHOM MTOrOBOM aTTECTALlMM HA BECh
nepuos o0yuyeHus. K ydeOHOMy IIaHy mnpuiaraercsl Kajle€HIapHbIA y4eOHbII
rpa¢uk (IIpunoxenue A).

4.2. AHHOTAIMH Pa00YMX NPOrPamMM y4eOHbIX IMCHUILINH

[IporpaMmbl TUCHMIUIMH pa3pabOTaHbl I BCEX JMUCIUIUIMH YYEeOHOTO
IJIaHa, OMPEAEISAEMbIX B COOTBETCTBUHU C 3aBJICHHBIM HaMPAaBICHUEM MOATOTOBKU
n ykazanHeix B OIIOIT BO. B 1nporpamMme KaxaoW AUCHUTUIMHBI
chopMyJIHMpOBaHbl KOHEUYHBIE PE3YJIbTAaThl OOYYECHHS B OPraHHMYHOM YBS3KE C
OCBaMBa€MbIMU 3HAHUSIMHU, YMEHHSIMU M NPUOOpETaeMbIMH KOMIETEHIIUSIMHU
o0yyJarommxcs.

AHHOTANMUSA
paboueil mporpaMMbl y4eOHOM U CHMUILIMHBI
«MeT0/10/10TUsl HAYYHOT'0 MCCJIE0BAHUS)

JIOTMKO-CTPYKTYPHBIH aHaJu3 JUCIHMIIIMHDBI: TUCITATIIINHA
«MeTooI0THsI HaYYHOTO HCCJSAOBAaHUS» BXOAUT B 0a30Byr0 (00s3aTEIbHYIO)
4acTh AUCLMIUIMH MTOJATOTOBKHU CTYJAEHTOB.

HucrumnHa peanusyetcs kadeapoil JOKyMEHTOBEACHHS U apXUBOBEICHHUS
NHCcTUTYTa HCTOPUM, MEKIYHAPOIHBIX OTHOLICHUN Y COLMAIBHO-TIOJIUTUYECKUX
Hayk @I'BOY BO «JII'TIY».

OcHoBeIBaeTcst Ha O6a3e auctuIuH: «Mcropuorpadust JOKyMEHTOBEICHUS U
apXMBOBEIACHUS.

SIBnsieTcs OCHOBOW UISI M3YYEHHUS CIEAYIOIIMX IUCHMIUIAH: «MeToauka
MPENOAABAHNUS JIOKYMEHTOBEAUECKUX W APXUBOBEIUECKUX IUCUUIUIMHY; IS
Hay4YHO-HCCJIEI0BATEILCKON PabOThI, MOATOTOBKA MaruCTePCKOM TUCCEpTAIUH.

enun u 3apa4M AMCUUIVIMHBI!

lenb: moAroToBKa  OOYyYalOIIMXCS K  CAMOCTOSTENIBHOM  HAy4HO-
HUCCIEeA0BATECILCKOM JICSITEIbHOCTH.

3ajgaun: U3YyYUTh OCHOBBI METOJIOJIOTHUHM, JIOTHKH, Mpoliecca U METOJ0B
HAay4YHOI'0 MCCJIENOBAHUS;, O3HAKOMUTH C COCTABOM M COJCPKAHUEM MATUCTEPCKOU



20

JUCCEPTAIMOHHOM PaloThl, TpeOoBaHUsIMH IO €€ odopmileHuI0; chOpMUPOBATH
YMEHHMsSI 1 HaBBIKU pabOThl HaJl PYKOMHCHIO UCCIEA0BaHuUs; CHOPMHUPOBATH HABBIKU
CaMOCTOATENbHON HAyYHO-HCCIIE0BATENBCKOM €S TEIIbHOCTH.

JAucuuniinHa HaneJ/ieHa Ha (pOPpMHUPOBaHUE:

yHUBepcalbHbIX KomneTeHiuit (YK-1).

Conepxkanue TUCUMILTHHBI

Tema 1. MeTogo/10rn4ecKue OCHOBBI HAYYHOT'0 MCCJIEI0OBAHMS

Meronosnorus: ~ omnpeneneHue, — 3agadd,  ypOBHU M (DYHKIIHH.
MeTtonooruueckre NpUHIUITBI HAYYHOTO UCCIIEA0BAHUS.

Tema 2. IIoHATHMHHBIM Aanmapar HAYYHOIO0 MCCJIEJI0BAHUA, €ro
coJep:KaHue M XapaKTepUCTHKA

Hayunoe uccnenoBanue kak ocobasi hopma mo3HaBaTEILHON AEATEIbHOCTH
B 00JaCTM MEJAaroruKd; KOMIIOHEHThl HAy4YHOIrO anmapara ICHXOJIOrO-
NeJaroru4eckoro UCciieJ0BaHus.

Tema 3. Meroabl HAy4YHOI0 IO3HAHUSA

Merox  HaydyHOro TO3HAHUSA: CYUIHOCTb, COJEp)KaHWE, OCHOBHBIC
xapakrepucTuku. Kinaccuduxanus Meto10B HayuyHoro nosHanus. Kinaccuduxarus
METOJI0B IICUXO0JIOrO-TIe1aroru4eckoro ucciaeaoBanus. OOIIeHayuHble JIOTHYECKUe
METO/Ibl ¥ IPUEMBI ITO3HAHHUS.

Tema 4. DJMnupuyecKkne MeTOAbI HAY4YHOI0 HCCIACA0BAHUS

Meron u3ydeHHsI MCUXOJIOrO-IIeIarornyeckod Hay4YHOW W METOAMYECKOM
JUTEpaTyphl, apXUBHBIX MaTepuaioB. Habmonenue kak Meron coopa Mncuxosaoro-
negaroruyeckoi nHpopmannu; 0ecena Kak MeTo UccieioBaHus. Meroabl onpoca
B CTPYKTYpE IICHUXOJOr0-IMeIarornyeckoro HucciaeaoBanus. MeToasl H3ydeHUs
IPOJAYKTOB JAESATENBHOCTH UM  O0O0OIIEHHs, TMEPEeIOBOr0  OIbITA. Meron
HKCIIEPUMEHTA B MICUXOJIOTO-NIEAArOrM4eCKOM UCCIIEOBAaHUU.

Tema 5. Teoperunyeckue M CpPaBHUTEJbHO-UCTOPUYECKHE METOAbI
uccjieloBaHus B cepe JOKYMEHTOBEIeHUSI U APXUBOBECHUS

CyurHocTb ¥ crienrduka TeOPEeTUHIECKOro TO3HAHUS, €r0 OCHOBHBIE (DOPMBEI.
Hcnonp3oBaHne oOOUIEHAYYHBIX JIOTHYECKMX METOJOB B KAadyeCTBE OCHOBBI
TEOPETHYECKOr0 ICHUXO0JIOrO-NEAaroruueckoro uccienoBanus. CpaBHUTEIBHO-
VCTOPUYECKHE METOBI IICUXO0JIOTO-NIEAATOTMYECKOr0 UCCIIEJOBAHUS.

Tema 6. Meroauka nmpoBeleHHMsI Hccjaea0oBaHuss B cepe
JOKYMEHTOBEACHUS U APXUBOBEACHHUS

3ambIcen, CTPYKTypa M JIOTHKA; MPOBEACHUS ICHXOJIOr0-I1€1arornyeckoro;
UCCJIEIOBAHMS;  MHTEpIpeTanusi, anpodanusi W  BHEAPEHUE MOJIYYEHHBIX
pe3ynbTaTOB MCCIIeI0OBaHUs; 0()OPMIIEHHUE PE3YIBTATOB HAYYHOTO TPYIa.

Buabl KOHTPOJISI IO AUCHUIIIMHE: JUTsI OUHON (OpMBbI 00YUEHUS — IK3aAMEH
B 1 cemecTpe; 115 3a04HOM (popMbI 00yUueHus — 3k3ameH B 1 Tpumectpe.

OO0masi TPy10€eMKOCTh OCBOEHMSI TMCIUIJIMHBI COCTABJIsIET: 3 3aYCTHBIC
eaunuupbl, 108 yacos. IIporpaMMoii JUCHMILUIMHBI IPETYCMOTPEHBI:

J1s OUHOM (popMBbI 00ydeHUs: JIeKIMOHHbIE (12 4.) 3aHATHSI, TPAKTUYECKUE
(24 4.) 3anATHS U caMOCTOsITENbHAs padoTa cTyieHTa (45 4.), KOHTpoJb (27 4.);
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JUI 3204HON (popMBI OOyueHUs: JNeKUHOoHHbIE (4 4.), mpakThueckue (8 4.)
3aHITHS M CaMOCTOsITeIbHAs paboTa cTynaenTa (87 4.), KoHTpoisb (9 4.).

AHHOTAIUA
pabo4eil nporpaMMbl Y4eOHOM TUCHMILIIMHBI
«AHOCTpaHHbIH A3BIK B cepe npodecCHOHATBLHON KOMMYHUKAIMUA»

JIOrMKO-CTPYKTYPHBI aHAJIU3 JIMCUMILVIMHBI: KypC BXOJIUT B 0a30BYIO
(00s13aTeNbHYI0) YaCTh NUCIMIUIMH MOATOTOBKHU CTYIEHTOB.

HucrurminHa peanusyercss kadeapoidl Teopud U TMPAKTUKUA TEepeBojia
HNuctutyTa ¢unonorun u connanbHbix kKommyHuKaIuid @I'BOY BO «JITTIY ».

OcHoBbIBaeTcst Ha 0aze TUCHUILINH: «IHOCTpaHHBIH SA3BIKY.

SIBnsieTcss OCHOBOM 17l W3Y4YEHUs CHEAYIOIIMX TUCUUIUIMH: «JIMHrBO-
IOpUIMYECKasl TEXHUKA MPOCKTUPOBAHMS HOPMATHUBHBIX IPABOBBIX aKTOBY,
«OcHOBBI (haHpail3uHra u ap.

Henau u 3axa4n AUCHUIIHHBI:

Llenp — MOBBIIEHHE MCXOJIHOTO YPOBHS BIaJACHUS MHOCTPAHHBIM SI3bIKOM,
JOCTUTHYTOT'O Ha MpeAbIaylell cTyneHn o0pa3oBaHUs; pa3BUTHUE Y MaruCTPaHTOB
WHOSI3BIYHOM KOMMYHUKATHUBHOM KOMIIETEHIIMM, ITO3BOJISIONIECH HMCIOJIb30BaTh
MHOCTPAaHHBIM $3bIK B IIPOLECCE YCTHOTO M NHCBMEHHOTO MEXKYJIBTYPHOTO
oOmmeHus JUisl peuieHHus NpoQecCHOHANbHBIX  3adad; (HOpMHpOBaHHE Yy
oOyuaromuxcs 001menpo(eccCuoHaNbHbIX U HPOPECCHOHATIBHBIX KOMIIETEHIIUH,
ycraHoBieHHplx ~ ®I'OC  BO,  mnoBbimeHne  ux  npodecCuoHaNIbHOU
KOMITETEHTHOCTH, TOBBIIIEHUE YPOBHS OOIIEH KyJIbTYpbl, KYJbTYpbl MBILUICHUS,
OOLIEHUSI W PEYH; BOCIHUTAHHE TOJEPAHTHOCTH M YBAXKEHHS K JTyXOBHBIM
LHEHHOCTSIM pa3HbIX CTPaH U HapoA0B, ((OPMUPOBAHHE TOTOBHOCTH COACHCTBOBATh
HaJa)XKMBAaHUIO MEKKYJIbTYPHBIX U HAYUYHBIX CBSI3EH.

3angauu: CHUCTEMAaTU3UPOBATh doHeTHUECKUE, JIEKCUYECKHE 151
rpaMMaTUYECKUE HaBbIKM, HEOOXOAUMBbIE [Jisi MpOo(PECCHOHATBHON U JIeJIOBOM
KOMMYHUKAIIMM; pacIIMpUTh CIIOBApHBIA 3amac B MpeAesiax CIEHUaIbHO
O0TOOpaHHOW TEMaTHKH; Pa3BUTh YMEHUS U HABBIKM YTEHHUS, YCTHON M MHCbMEHHOM
peur Ha OCHOBE JIEKCUKH JIEJIOBOTO M MPO(ECCHOHAIBHOTO HHOCTPAHHOTO SI3bIKA;
YCOBEPILIEHCTBOBATh HABBIKM MPAKTUYECKOTO BIAJCHHUS AHIJIMHCKOTO SI3bIKa B
npodecCuoHaNbHOM cdepe ero HUCIMOoJIb30BaHUs; CHOPMHUPOBATH IOCTATOUYHBIN
YpPOBE€Hb KOMMYHHKAaTUBHOM KOMIIETEHIMH, HEOOXOAMMOW Ui YCHEIIHOIO
OCYILIECTBIICHUS JIMYHOCTHOTO U Mpo(dheccrnOHaIbHO-OPUEHTUPOBAHHOTO OOILIEHUS
B MEXKYJIbTYPHBIX KOMMYHUKATUBHBIX CHUTyallUsiX; pa3BUBaTh HABBIKU
CaMOCTOATEILHOTO HAYYHOTO MOMCKA M MOJy4YeHUs MH(opManuu u3 3apyOesKHbIX
UCTOYHUKOB B c(epe akamemMuueckol U mpodhecCHOHANbHOU NEATEIbHOCTH C
Y4E€TOM HCHOJB30BAHMUS HWH(MOPMAIMOHHBIX PECYpPCOB, YMEHHUS aJeKBAaTHOTO
UCIIOJIb30BaHUsI MPO(PECCUOHAIBHBIX 3HAHUW B cdepe NUCBMEHHONW U YCTHOM
KOMMYHHUKAIIUM HAa YPOBHE MHUCBMEHHOIO APTyMEHTHUPOBAHHOTO H3JI0KEHUS
COOCTBEHHOM TOYKH 3pEHUS U MyOIMYHON peun.

JAucuuniuHa HanejieHa Ha (poopMupoBaHue:

yHHBepcalbHbIX KoMneTeHnui (YK- 4).
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Conep:xkanue IMCUUINIMHBI

Module 1. My professional language portfolio

Unit 1. Introduction. Achievement tests.

Unit 2. My autobiography. Questionnaire.

Unit 3. Personality and character: positive and negative qualities.

Unit 4. Social and Business Behavior: Cultural Diversity.

Unit 5. Cramming for success: study and academic work.

Unit 6. Career Plan.

Unit 7. Applying for a job.

Unit 8. Job interviews.

Unit 9-10. Creating a strong first impression. Identifying key skills and
detailing education and qualifications.

Unit 11-12. Application Forms. Writing a Curriculum Vitae and Covering
Letter.

Buabl KOHTpOJIS MO AMCHUIIMHE. 11 OYHOU (OPMBI OOyUEHHS] — 3a4eT
BO 2 ceMecTpe; sl 3a09HOM (PopMBbl 00yUEeHHUS — 3a4€T BO 2 TPUMECTPE.

Oﬁmaﬂ TPYAOEMKOCTb OCBOCHHUS NUCHHUILJIMHBI COCTaBJIACT 2 3a4eTHBIX
eauHuLbl, 72 yaca. [IporpaMMoii TUCHUIUIMHBI IPETYCMOTPEHBI:

Uist  o4HOM  QopMbl  00ydeHUs: mpakTHueckue (24 4.)  3aHATHS,
camocToATeNbHas pabora ctyenTa (44 4.) u KOHTPOIb (4 4.);

JUist  3a04uHOM  ¢opMbl  OOydeHHs: mpakTuueckue (8 4.) 3aHsATHS,
caMocTosiTesbHas padoTa cryaeHTa (60 4.) u KOHTPOJb (4 4.).

AHHOTAIUA
padoyeil mporpaMmbl Y4eOHOM JUCUHMIIUHbBI
«IIcuxosorus BuICcIel MIKOJIbD)

JIOTHKO-CTPYKTYpPHBI aHAIM3 AUCUMILUIMHBI: KypC BXOJUT B 0a30BYIO
(00s13aTeNbHYI0) YacTh IUCLMIUIMH MOATOTOBKHU CTYJIEHTOB.

JucnuninHa peanusyeTcs Kapeapoi ncuxoyoruu MHCTUTyTa ne1aroruku u
nicuxojiornu ®I'BOY BO «JIT'TIY ».

OcHoBeiBaeTcss Ha 0Oaze aucturuinH: «lIcuxomorms mpodeccroHanbHON
JeSITeIbHOCTH» (Kypce OakaniaBpuara).

SBisieTcss OCHOBOM Uil M3y4deHUs cleayrommx aucuuruinH: «llegaroruka
BBICIIEN MIKOJIBDY, «JleJOBbIE KOMMYHMKAUMW», a TaK K€ OCHOBOM A
MeJIarOrMIeCKON MPAaKTUKU U OPTaHU3alliy HAyIHO-UCCIIEI0BATEILCKONU PabOTHI.

Hesn 1 321244 y4eOHON JUCHMILIUHBI:

[Henp — crocoOCTBOBATh PACHIMPEHUIO TEOPETUYECKUX OCHOB IICHUXOJIOrO-
MeJarorMueckKux 3HaHUW y Oyaymux TmpenojaBarefied BBICHICH MIKOJIbI U
dbopMupoBaHUE Yy HUX IEpPBOHAYATIBHBIX HABBIKOB IICUXOJOTMUYECKOTO aHaM3a
KOHKPETHBIX CUTYallMi mporiecca 00ydeHUs U BOCIIUTAHUSI U TTPOPeCcCUOHATILHON
MeJarorMYecKoi JeSTEIbHOCTH, a TaKXKe BBIPAOOTKY MPAKTUYECKUX YMEHUN H
HaBBIKOB. JlucuuminmHa umeeT OOJbIoe 3HaYeHHWE B (POPMHUPOBAHUU JIMYHOCTU
CHEIUAINCTa, CIIOCOOHOTO K WHHOBAIIMOHHOW pa0OTe, TBOPYECKOMY ITOUCKY
MyTeW COBEPIIIEHCTBOBAHUS YI€OHO-BOCITUTATEIIHBHOTO MPOIIeCca.
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3amaun: chOpMHUpPOBATH CUCTEMHBIC MPEICTABICHUS O TCHUXOJOTHUECKOU
COCTaBJISIIONLICH TMeNaroru4eckoro Impoiecca B BbICHICH 1miKoje;, 3¢h(EeKTUBHO
peraTh MCUXOJIOTMYECKUE 3a7adll B 00pa3oBaTeIbHOW cepe BBICIICH IIKOJIBI,
OOyCJIOBJIEHHbIE OCOOCHHOCTSMM JIMYHOCTHOTO PAa3BUTHUS U MEXKIMYHOCTHOM
KOMMYHHUKALINH; 3¢hPeKTUBHO OpraHU30BbIBATH B3aMMO/ICHCTBUE
WHIUBUYAIbHBIX U KOJUIEKTUBHBIX CYOBEKTOB 00pa30BaTENIbHOIO Mpolecca B
paMKax BBICHIEH IIKOJIbI; M3YYUTh CHEUU(PUKY IMCUXOJIOTHYECKUX TUITIOB OOBEKTOB
o0pa3oBaTenpHOTO Tpoliecca; cPopMUPOBATh Y MArMCTPAHTOB MPENICTABICHUS O
NICUXOJIOTUM OOIIEHHs B 1EJIOM M O TMEJarort4eckoM OOIIEHUH Kak
Pa3HOBUAHOCTH  MPOGECCHOHATIBHOIO;  CIOcoOCTBOBAaTh  (HOPMUPOBAHUIO Y
MarucCTpaHTOB  HAaBBIKOB  MPOGECCHOHATBHOTO  OONICHMs;  O3HAKOMHUTH
MarucTpaHToB C  BapuaHTaMU  IICHUXOJIOTO-TIEIArOrHYeCKOd  JIHMArHOCTUKHU
CcyOBEeKTOB 00pa30BaTEIBLHOIO Mpoliecca B BBICIHIEH IITKOJIE.

JAucuunianHa HamnejeHa Ha popMUpPOBaHUeE:!

yHHUBepcalbHBIX KoMneTeHui (YK-6).

Conep:kanue y4eOHOM AMCUMILIMHBI

Tema 1. Pa3BuTHe JMYHOCTH B IOHOUWIECKOM BO3pacTe W MOJIOJAOCTH.
Ananraunus CTyJIeHTOB K BbICIIIEH IIKOJIe.

[ToHsiTHE TICUXOJIOTMM BBICHIEN IIKOJbl. METOABl IICUXOJIOTUU BBICIIEN
IIKOJIBI: HAOJO/IEHHWEe, SKCIEPUMEHT, aHKETUPOBAaHUE, TECTUPOBAaHUE U JIp.
[Tonarne o nuuHOocTU. [IOHSATHE O JMYHOCTH B OTEUECTBEHHOM IICHUXOJIOTHHU.
OCHOBHBIE TEOpPHHM JUYHOCTH B 3apyOCKHOW TICUXOJOTUM: TICUXOAHAIIN3,
OMXEBUOPU3M, KOTHUTHBHBIE TEOPUM, TyMaHUCTUUECKUE Teopuu. WHAUBUL,
JUYHOCTh, UHAUBUIyaIbHOCTh. ColuanbHas cpefa v JuyHoCcTh. Coluanuzanus
JUYHOCTH W TIEPUOIU3AIUS €€ pa3BUTHS. J[eSITEeNbHOCTh KaKk OCHOBA CTAHOBJICHUS
augHOCTH. CTpyKTypa JAUYHOCTH. MOTHUBBI M TOTPEOHOCTH JUYHOCTH: HUX
cooTHoleHue, (GyHkuu. Mepapxuss MOTHUBOB, HaNPaBJICHHOCTh JIMYHOCTH,
JUYHOCTHBIN CMBICII — COOTHOIIIGHHE U «MECTO» B XapaKTEPUCTHKE JTUYHOCTH.
JIBIOKyIIIME CUJIBI pa3BUTUS JIMUYHOCTHU. JIMarHoCTHKa OCOOCHHOCTEH JIMUHOCTHOTO
pa3BUTHA.

Pa3BuTHe NMYHOCTH B FOHOIIECKOM BO3pacte U mojiogocTu. OcoOeHHOCTH
CTYJIEHYECKOTO BO3pacTa, €ro MeCTO B OOIIeH Mepruoau3aiii MCUXUIECKOTO
pa3BUTHS YeJIOBEKa M BeyIas JesTelIbHOCTh. HoBoOOpa3oBaHMs CTyIEHUECKOTO
Bo3pacta. HpaBCTBEHHOE U WHTEIUIEKTYaJbHOE pPa3BUTHE B CTYIECHYECKOM
Bo3pacte. KOHoIIeCKui BO3pacT KaK Mepuoj Kpu3uca WICHTUYHOCTU. AanTtaius
CTyJICHTa B By3€. TUMOJIOTUS CTYyJACHTOB MO OTHOIIEHUIO UX K ydeOe. JIMyHOCTHO
OPUEHTUPOBAHHBIN KOHTEKCT 00pa30BaHUsI CTYJICHTA.

[IpodeccuonanbHoe camoolpeaesieHue: TMOHATUE, CYIIHOCTh. ba3zoBbie
MozieNid TPOo(EeCCUOHATBHOTO CaMOOMpPEIETICHUSI YeOBEKa: MOJIENb aJalTUBHOTO
MOBEJICHUsI, MOJIeJb TpodeccruonanbHOro pazputus (JI.M. MutuHa).

Tema 2. Ilcuxosiorudeckasi XapaKTepUCTHKA CTyaeHTa. DaKTOpbI
COUMATM3ANUM JIMYHOCTH CTyAeHTa. HMHAMBUAYAJIbHO-THIIOJIOTHYECKHUE
0CO0EHHOCTH JIMYHOCTH CTyIeHTA.
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OOmiee mMmoHATHE O TEeMIEpaMEHTe KaK XapaKTepPUCTUKE IUHAMHYECKOM
CTOPOHBI  JIEATEIBHOCTH 4eJOBEeKa. Teopuum TeMIepaMeHTa: TyMopaibHas
(I'mnmokpat),  koHcTuTynuoHainbHas  (Kpeumep, IlenmoH), 3aBUCHMOCTh
TemriepameHTa OT cBoWcTB HepBHOM cuctembl (M.II. IlaBmoB, Bb.M. Temos,
B./l. HeObumuipia). TUIBI TEMIIEpaMEHTOB M HMX XapaKTEpPUCTHKA uyepe3 OOIIyIo
JIBUTATEIbHYIO AKTUBHOCTD, PEUEBYIO AKTUBHOCTh U OCOOEHHOCTH SMOLMOHATBHON
cdepsl. Ponb TemnepamenTa B ydeOHON U TPYAOBOM JIEATETLHOCTH.

[loHaTHE O XapakTepe Kak COJAEpKaTEIbHON OCHOBBI JIMYHOCTU YEJIOBEKA.
N3 wucropun XapakTepOJIOTUYECKUX YUYCHHI: (PU3MOTHOMHKA, (PPEHOIOrHsl.
CrpykTypa XapakTepa. bHonoruyeckoe M COIMAIBbHOE B CTPYKTYpE Xapakrepa.
Csa3p xapakrepa U TemnepameHTa. llocTymok kak NpOsIBIEHHE XapakTepa.
JlnarnocTtuka xapakrepa. AKIEHTyalluy YepT XapakTepa

[Tonarue o crnocoOHOCTsAX. KauecTBeHHasi XapaKTEpPUCTUKA CIIOCOOHOCTEH.
KonnyecTBeHHas XapakTepUCTHKA CLIOCOOHOCTEN. brosornueckoe u coruanbHOE B
CTPYKTyp€ cIOCOOHOCTEN. 3aJaTKN KaK MPUPOJIHBIE MPEANOCHUIKA CLIOCOOHOCTEH.
JuarHoctuka cnocoOHocTed. KoappuuueHT yMCTBEHHOW  OAapEHHOCTH.
Crpykrypa crnocobHocteil. OOmue U crenranbHble CMOCOOHOCTH. Teopus
A.H. JleonTbeBa 0 AByX poaax crnocoOHocTteid. CHOCOOHOCTU U TUIIOJIOTHUS JIFOAEH.
CriocoOHOCTH, OJTAPEHHOCTD, TAJIAHT, TEHUAIIBHOCTh — MOHSATHUS U COOTHOILICHUSI.

Tema 3. IIpodeccuoHajibHOE CTAHOBJIEHHE JIMYHOCTH CTYIEHTA.
Mertononornyeckuii  aceKT  TCHXOJOTMH  NMPO(ECCHOHATIBHOIO  PAa3BUTHS
anyHocTH. [lcuxomoruueckue OCOOEHHOCTH B3aUMOJCHCTBHUS JIMYHOCTH U
npodpeccun.  TeopeTmyeckuit  aHamM3  KOHIENIUNA  MPO(ECCHOHATHLHOTO
CTAQHOBJICHHMSI ~ JIMYHOCTU. B3auMOCBS3b  WMHIUMBHUIHOIO, JIMYHOCTHOTO H
npOo(EeCCHOHAIBHOTO pa3BUTUSL JIMYHOCTU. CTaHOBIEHHE NPO(HECCHOHATBHOTO
cosHanusi JauuHoctd. Camoco3nanue. IlpodeccronanbHo  00ycCIOBIIEHHAS
CTPYKTypa  [JEATEJIbHOCTU:  KOHUENTyajlbHas  Mojeiab.  DopMupoBaHHe
NpO(ECCHOHAIBHOTO CO3HAHUS JIMYHOCTU (CaMOCO3HAHUsI) B TMCHUXOJOTHUU H
nepgaroruku. IIpodeccruonanbHoe  pa3BUTHE  yepe3 MPU3MY  CEMEHHOTO
BOCIUTAHUS. Mogens npohecCHOHAIBHOTO CaMOOIIPEEIICHHUS.
[Ipodeccuonanpubiii UK. [locToSIHCTBO W mepeMeHbl B MpodeCCHOHATBHON
xu3HH. [Ipekpamienune mnpodeccuoHanpbHOro myTH. [lpuUKiTamHas MTCUXOIOTHS
npoPecCHOHAIBHOTO  pa3BUTHS  JUYHOCTU.  [IpakThueckas ToMoOulp |
MICUXOJIOTUYECKOE COIPOBOXKJIECHUE TMPOPECCHOHATIBHOTO PAa3BUTHS JIMYHOCTH.
CoBpeMeHnHOe 0011eCTBO, PHIHOK Tpyda U chepa mpo(ecCHOHAIBHOTO Pa3BUTHS
muyHocTH. [IpodeccuonanbHass MNOATOTOBKA M OCHOBBI €€ HUCCJEIOBaHUA.
Crpykrypa npo(ecCHOHANIbHOTO  KOHCYJIBTUPOBAaHUS U ICUXOJOTUYECKHE
JNEeWCTBUS B XoAe  pemieHuss — npodeccHoHaldbHBIX  3amad.  KymbeTypa
npo¢eCCHOHATBLHOTO CaMO0OPa30BaHUS U CAMOPA3BUTHSI.

Tema 4. IIcuxo10rusi CTyAeHYECKOM IPyNIIbI.

JINYHOCTP ~ CTYJEHTa W  KOJUIEKTUB:  COLMAIbHO-IICUXOJOTHYECKUE
3aKOHOMEPHOCTH B3aUMOJAECHCTBHS M B3aUMOBIUSAHUS. CTyIEHUYECKUN KOJIJIEKTUB
Kak Manas rpymnmna. OCHOBHBIE TEOPETUYECKHE MOAXOAbl K H3YYEHUIO MaJIbIX
rpynn B 3apyOeXHOM M OTEYECTBEHHOM TIICHUXOJOTHUH (COLMOJIOTMYECKUH,
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IrPYNIOINHAMUYECKHM, IICUXO0AHAJIUTUYECKUH, COLIMOMETPUYECKHH,
NeSTeNbHOCTHBIN). JluHamMuueckue ocoOeHHocTH Manod rpymnmbel. Cragun u
YPOBHU pa3BUTHS MaJIOM Tpynibl. Mogenu KoJJIEeKTUB 00pa3oBaHusl, JBYXMEPHBIC
MOJENN Pa3BUTHS, BPEMEHHBIE MOJEIM TPYNIOBOM JHUHAMUKH. MeXaHU3MBbI
rpynnoBoro pas3BuTHs. OCHOBHbIE (EHOMEHbl JIMHAMHMKH MaJIOM TPYIIIHL.
CrpykTypa Majiol TpyINIbl: MOYPOBHEBBIA M MHOTOMEpPHBIM aHanu3. Mopenu
IPpYNIOBOM CTPYKTYpbl (CTaTUYECKHME W JUHAMUYecKue). PasnuuHble acreKThl
U3MEpPEHUsl TPYIIOBON CTPYKTYpbI: (hOPMaIbHO-CTATyCHBIM, COIMOMETPUUYECKUMA,
KOMMYHUKATUBHBIN, JIUJIECPCKUI, BIACTHBIA U Ap. PEHOMEH BHYTPUIPYIIIOBOTO
napieHus. @OEHOMEH TPyNIoBOM CIUIOYEHHOCTH. [Ipu3Haku CIUTIOYEHHOCTH.
DeHOMEH IPYININOBOr0 €AMHOMBICIIHS B CINIOYEHHBIX TPYyMIax.

Tema 5. Ilegaror kak cCy0beKT neIaroru4eCKoM J1esiTeJIbHOCTH.

OO6mas xapakTepucTrka nmpenojasarenbckoi npodeccuu. [IpenonaBarens B
chepe npodeccuonanbHOM AestenbHOCTU. [IpencraBieHue 06 oOMMX CBOMCTBAX,
KadecTBax mpenoaaBaresiss. OOBEKTHBHAsT XapaKTEPUCTHUKA MEAaroru4ecKux
CBOICTB MMPENOIaBATEIS.

[IpodeccuonanbHOE CTaHOBIIEHUE MPENOAABATENS BBICIICH HIKOJBI. DTarbl
npodeccuoHanbHOro cTaHoBieHus. [IpoOaemMbl, BOSHUKAIOIIME Ha MEPBBIX dTarax
OCBOEHUS MEIaroruueckoi AesTeapHOCTH. CTpoeHHe MeIarornueckoro JeHCTBUS.
[Temarorunueckoe aeictBre Kak nocpeanudeckoe (b.J]. DnpkoHuH).

Crpykrypa MEJarOTHYEeCKUX CIIOCOOHOCTEM IIpenoAaBaTes:
XapaKkTepUCTHKAa OCHOBHBIX KOMIIOHEHTOB. | HOCTHUECKNII KOMIIOHEHT U €r0 MECTO
B OoOwENH CTpyKType TMEeJaroru4eckux  CIOCOOHOCTEH  MpernojaBaTreds.
KoMMyHUKATUBHBI KOMIIOHEHT CTPYKTYPbI MEeAarorudeckux cocoOHOCTE U ero
BOKHEHUIIME  XapaKTePUCTUKHU:  MEPIENTUBHBIE  CIOCOOHOCTH,  pEYEBbIC
CIIOCOOHOCTH, CIIOCOOHOCTH SMOIIMOHAILHO-BOJIEBOTO BIIMSTHUSL.
OpraHu3aTopcKuii KOMIIOHEHT OOLIEH CTPYKTYpbI MEeIarornyeckKux CrocoOHOCTEH
MPETO/IaBATEI U €r0 BAXKHEUIIINE XapaKTEPUCTUKH.

CyObeKkTUBHBIE CBOMCTBA Ienarora M KX MECTO B OOILIEeH CTPYKType
[IEJarOTMYECKUX CrocoOHOCTEM penoaaBaTelis. XapakTepucTuka
NCUXO(PU3NOIOTHIECKIX CBONCTBA PENnoaaBaTEIbCKOM NEATEIIbHOCTH.
[Ipupoaubsie CcHOCOOHOCTH TpernoaaBaTeNss (CBOMCTBA HEPBHOM CHCTEMBI) HX
3HAQUYEHUE JJI1 PA3BUTHUSA €IarOTHYECKOMN NesTeIbHOCTU. JINUHOCTHBIE KauecTBa B
CTPYKType CyObeKTa IeIarorndecKoi NneaTenbHOCTH. WHIWBHUIyaNbHBIA CTHIIH
MeJarornu4ecKoi AesITEIbHOCTH.

BzaumoperncTteue nmnpenogaBarensi U CTYACHTOB. PasnuueHue poim U
no3uriuu (B.U. Cnob6oaunkoB). KoHBeHIIMOHATIBLHBIE OTHOIICHUS. MaHUIYISAIIUN
BO B3aUMOJICHCTBUSX TMpenojaBaTesisi U CTYACHTOB. Y4eOHBIC OTHOIICHUS,
y4eOHOE COTPYITHUYECTBO.

Tema 6. Ilcuxosioruyeckre OCHOBbBI YIIPaBJeHHUs Y4eOHBIM MPOLECCOM B
BbICIIEM Y4€0HOM y4Ype:KIeHHUH.

®opMmbl  opranuzanuu  o0yuenus. CpexacrBa o0yyeHus.  YcloBus
3G ()EKTUBHOTO WX  HCHONB30BaHHWSA. TexHomoruum  oOydenus. [loHsThe
«TexHojorun oOyueHus». Pa3Butue texHonoruir obOyuenus. Krnaccuduxamms
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oOpa3oBaTenbHBIX TexHOJOoTuil. Bibop TexHomoruii ooyuenus. OCHOBHBIE BHIbI
MIPOBEPKH 3HAHUH, UX 3a7a4d. DK3aMEHbBI Kak (popmMa MpOBEPKU YCBOCHHS 3HAHUI
CTyneHTOB. TpeOoBaHUS K BOMpPOCaM H CTPYKType SK3aMEHAIMOHHOTO Owuiera.
TpeOoBaHus K OTBETaM CTYJEHTOB Ha sK3aMeHe. MeTo/uka BeJeHUS HK3aMeHa.
Kputepun oLieHKN 3HAaHUN CTYAEHTOB Ha SK3aMEHE

Tema 7. Ilcuxosiornyeckuii aHAJIN3 00y4YeHHsI CTYAEHTOB.

[Icuxonoruueckass CTPyKTypa JACSATEIbHOCTH U €€ IICUXOJOTHYECKHUE
KOMIOHEHThl. CTPYKTypa M XapaKTEPUCTUKH CO3HaHHs. JleITenbHOCTh U
Mo3HaBaTeNbHble mpouecchl. [lo3HaHME Kak JeATeNbHOCTh. (DYHKIIMOHAIbHAS
CTPYKTypa  IIO3HAaBaTEIbHBIX  IMPOLECCOB. YUYECHHE KAK  JCATEIbHOCTb.
@opMHUpOBaHUE YMCTBEHHBIX JEUCTBUM W IOHATHW. METOIONOrHMs HAay4YHOTO
TBOopuecTBa. TBopueckas AesTeNbHOCTb. KpuTepuu TBOPUECKOTO MBIIIJICHUS.
TBopuecTBO M wuHTEWIEKT. ColMalbHBIE U WHIUBUAYAIBHO-TICUXOJOTHYECKUE
MOTHBBI HAay4YHOTO TBOpYECTBa. MeETO/bl Pa3BUTUS TBOPYECKOW JIMYHOCTU B
npoiiecce 00y4eHuUsI 1 BOCITUTAHUSI.

[Tcuxomnorust oOieHNs Kak OCHOBa TBopuecTBa. [lonarue, GyHKIIMU, BUIIBI U
CTpyKTypa oOmieHus. MuauBuayaiabHble mmapaMeTpsl oOmieHus. OOuieHue u
COI[MAIbHO-TICUXOJIOTHYECKOE BO3/CHCTBUE B rpouecce oOy4eHwUsl.
JluanorudHocte  OOIIEHUS. [lemarornueckas  KOMMYHHUKAIUA. Crun
negaroruyeckoro oo6meHus. OCHOBbI KOMMYHHMKATUBHOW KYJBTYpbI I€Jarora.
[Icuxonornyeckue OCHOBbI MPOCKTUPOBAHWS W  OpPraHU3AlUU  CUTyaluu
COBMECTHOM MPOAYKTUBHOM IE€SITEILHOCTH IPENOAABATENS U CTYACHTOB.

Tema 8. IlcuxoauarsocTuka B BbICHIEH IIKOJIE

CucrtemMHbIl TIOAXOJ K HCCIECAOBAHMIO TMEAArorTMYE€CKUX SABJICHHU U
npoueccoB. CTpyKTypa W METOJAbI IMCUXOJIOTO-TIEAATOTUYECKUX HCCIEAOBAHUM.
Knaccudukanus NCUXOAMarHOCTHUYECKUX METOIUK. ManodopMaau3oBaHHbIE U
BbICOKO(OpMalIi30BaHHbIE METOAUKU. TectupoBaHue. TecThl MHTEIIEKTA. TeCThl
noctuxeHnd. TecTel ciocoOHOCTEN. JIMuHOCTHBIE TECThI. [IpOEKTUBHBIE TEXHUKHU.
AHKeTHpPOBaHUE U onpockl. ComoMeTpus.

Tema 9. Bocnutanue JMYHOCTH CTYJ€HTA KaK OyaylIero crenuajaucra

Coumanuzanusi Kak colualibHO-Tieqarornueckoe sipieHue. CylnHOCTh U
MOHSATHUE COLMANM3alMKU. JTalbl, ar€HThl, CPEACTBA, MEXaHU3Mbl COLMAIM3AIUU.
Cocrapnstomue npouecca couranu3anui. COOTHOLIEHHWE MOHSTUN: BOCIHTAHUE,
dbopmupoBaHUe, COIMATA3AITIS, aIalITAIIHS.

Bocnutanne kak IeJ€HanmpaBl€HHAas JACATEIbHOCTh MO  Iepeaaye
COLMAIBHOTO OmnbITa. OCHOBHBIE KOMIIOHEHTHI TPAHCIUPYEMOTO OIbITA: 3HAKOBAs
cucTeMa, IpeACTaBIEHUsI 00 OKpYKalollleM MUPE MECTE B HEM W MpeTHA3HAUCHUU
YeJIOBeKa, HOPMBI, IIEHHOCTH, COIMalIbHbIe OO0pasilbl, MNPUEMbI U CIOCOOBI
TPYAOBOM JIESITEIILHOCTH, pOJ€Basg CTPYKTypa, MPUHIMIBI MEXJIMYHOCTHOTO
oOmenusi. Ponk BoCnUTaHMsT B COXPAHCHMHM IIEJIOCTHOCTH  KYJIBTYPHOTO
npoCcTpaHcTBa. BocnuraHue Kak WHCTPYMEHT THOJJIep)KaHUs CTaOMJIBHOCTU H
oOecreyeHus U3BMEHUYMBOCTU COLIUYMA.

Mexanusmbl BocnuTanus. CoObITHIIHAS TIEAaroruka.

CBs3p THIIA BOCIUTAHUS C THIIOM OOIIECTBa, OCOOCHHOCTSMH COILIMAILHOM
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CTPYKTYpPbl W  COIMaIbHBIX OTHOHIEHHH. OOYyCIOBIEHHOCTh COLHUAIBHOIO
BOCIIUTAHMSI THIIOM M XapaKTEpPOM MEXKKYIbTYPHBIX KOHTAKTOB. 3aBUCHUMOCTb
dbopM U CpencTB COIMANIBHOTO BOCHUTAHHS OT KYJABTYPHBIX TPAgUIUA |
ocobeHHocted. CoBpeMEHHBbIE TEHJIEHIIMM K YHUBEpCalIW3allud Ipoliecca
CollMAJIM3allii, TEHJCHIIMU K yTpare HalMOHaJbHOU crenuduku. OcoOeHHOCTH
COIIMAJIM3aIMH B YCIIOBUSX aHOMUH.

BnusiHue cpencTtB MaccoBoil MHQOpMamMM Ha Tporiecc (hopMHUpOBaHUS
HOpM, IICHHOCTEH, MPEICTABICHUNA O TPECTIKE PA3NIMYHBIX BUIOB TPYIOBOU
JESTEIIbHOCTH, CTaTyCHOM W WHOW CTPYKType oOIIecTBa y MOIPAcTAIOIIEro
nokojeHusi. DakTopel, OOYCIABIMBAKOUIME JACHCTBEHHOCTh CpPEICTB MAaCCOBOM
uH(GOpPMAIIUU 1 KOMMYHUKAIUH.

B0O3MOXXHOCTH  CpelcTB  MaccoBOM HMH(pOpPMalMd B COXPAaHEHUH U
BOCIIPOM3BOJICTBE IIEHHOCTEW HAIMOHAIBHOW KyIbTyphl. BHeapeHue B maccoBoe
CO3HAHME HOBBIX KYIBTYpHBIX CTepeoTurioB. CpeacTBa MaccoBO MH(pOpMAILIUN Kak
MEXaHU3M COIMAILHOTO MaHUITYTTHPOBAHMS.

[Tpo6neMbl TUArHOCTUKY B TIPOIIECCE COLUATBLHOTO BOCITUTAHMS.

Buabl KOHTPOJISI M0 JMCHMIIMHE: U1 OYHOW (OpMBbI O0yYeHUsl — 3a4eT
B 1 cemecTpe; 1151 3a04HOM (popMBbI 00yUeHUs1 — 3aueT B 1 Tpumectpe.

O0mas Tpy10eMKOCTh OCBOCHHSI JUCHMILUIMHBI COCTABISCT 2 3a4ETHBIX
enuHuLbl, 72 gaca. [IporpaMMoil TUCHUIUIMHBI IPEAYCMOTPEHBI

uist O4HOM (popMbl 00ydeHMSs: JIeKIHMOHHbIE (8 4.), mpakTtuuyeckue (16 4.),
camocTosATeNbHas paboTta cTyneHToB (44 4.), KOHTPOJb (4 4.);

JUTsl 3a04HOM (OopMbI: 00ydeHUS JICKITMOHHBIC (2 4.), mpakTrudeckue (6 4.),
camocTosATeNbHas pabora cTyieHToB (60 4.), KOHTPOJIb 3HAHUM CTYACHTOB (4 4.).

AHHOTAIUA
padoyeil mporpaMmbl Y4eOHOM JUCUHMIIUHbBI
«Ilegarornka BpICHIEH IIKOJIbD)

JIOrMKO-CTPYKTYPHBI aHAJIW3 JMCUMIVIMHBI: KypC BXOIUT B 0a30BYIO
(oOs13aTebHYI0) YaCTh JUCIUIUIMH TIOJATOTOBKH CTYICHTOB.

HucnuninnHa peanusyerca kadeapoit nenaroruku MHCTUTYTa neJaroruku v
ncuxonorun ®I'bOY BO «JIT'TTY ».

OcHoBbIBaeTcst Ha 0aze AUCHUILTUHBI «lIcX00THS BBICIIEH HIKOJIBI.

SBnsiercss OCHOBOW g W3y4deHUs AuciUIumHbL <« HbOpMarmonHbie
TEXHOJIOTHH B MPO(PECCUOHANBHOMN NEATEIbHOCTI.

Heab n 3a1aun IUCHUNJINHBI:

lens — ¢opMupoBaHHE y MarucCTpaHTOB TEOPETUKO-METOIOJOTHYECKUX
OCHOB  TNEJAarorukd  BBICIIEH  IIKOJIBI;  CIIOCOOHOCTh  NPUMEHSTH B
po(ecCUOHANLHON AESITENbHOCTUH OOIIEIUAAKTUYECKUE TTPUHIUIIBI OOyUYEeHUS U
BOCIIUTAHUS, UCIIOJIB30BAaTh COBPEMEHHBIE METOAUKHA U TEXHOJIOTHMH OPraHHU3aluu
00pa30BaTENBHOrO MpOoLEecca; M3ydyeHUE OOIIEMETON0JIOTUYECKUX MPHUHIIUIIOB U
NPUOPUTETHBIX CTPATErHil pa3BUTHs MENAarorH4ecKoro 0Opa3oBaHUs; OBJAJICHUE
TPaJAMLIMOHHBIMA M WHHOBALIMOHHBIMU TEXHOJOTMSMU y4€OHO-BOCIUTATEIBHOIO
npolecca M METOAMKOW OpraHu3aluy HayYHO-HCCIIEJOBAaTENbCKOM padoThl B
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BBICIIEM  IIKOJIE, HaBbIKAMM  CaMOCOBEPILICHCTBOBAHMUS  IE€JAarOrH4ecKoro
MacTepcTBa W OpraHu3alud Mpo(hecCHOHATHFHO-TUYHOCTHOTO CaMOPAa3BUTHA,
MOJTOTOBKA K IPOXO0KIEHUIO HAy4YHO-TIEarOrM4eCKOi, Hay4HO-
HCCIIEI0BATENbCKOMN MIPAKTHK.

3amauun: chopMupoBaTh MpeACTaBICHHUE 00 HCTOPUU M COBPEMEHHOM
COCTOSIHUM BBICIIETO O00pa3oBaHMs, BEAYIIMX TEHACHIMI €ro pa3BUTHS;
chopMHpOBaTh MPEJCTAaBICHUE O JIOTMKE 00pa3oBaTEIbHO-BOCIIUTATEILHOTO
mpoiiecca B By3e; (opMUpOBaHHME METOJOJIOTMUYECKOM KYJIbTYphl I€JaroroB
BBICIICH IIKOJIbI; C(OOPMUPOBATH YCTAHOBKY Ha MOCTOSHHBIM MOUCK MPHIIOKEHHI
bunocoPpckux, COMUATEHO-IKOHOMHUECKUX, IICUXOJIOTUYECKUX U JPYTUX 3HAHUH K
pelieHuto nmpobjaemM oOyueHHUs U BOCIUTAHHS B BBICIICH IIKOJE; CIOCOOCTBOBATH
rTyOOKOMY OCBOCHHMIO HOPM MPO(ECCHOHAIBHONW 3THUKHU TeJarora, MOHUMAaHUIO
€ro OTBETCTBEHHOCTH NeEpeN CTYAEHTaMH, CTPEMIICHUIO K YCTAHOBJIEHUIO C HUMH
OTHOUIEHWI TapTHEPCTBA, COTPYJHUYECTBA U  COTBOPYECTBA;  YIIIYOUTh
MpeACTaBICHUsI 00 OCOOEHHOCTSAX MNPO(PECCHOHATBLHOTO TpyJa MpernoaaBaTess
BBICIICH IIIKOJIBI, TMOATOTOBUTH CTYACHTOB MAarucTpaTypbl K MPaKTUYECKOMY
OPUMEHEHUIO TOJYYEHHBIX 3HAaHUW B  HaIpaBiICHUU NPOodeccCHOHATBHOM
NEATEIBbHOCTH.

JucuuniiuHa HauejaeHa Ha (OpMUPOBaHME!

o6rrenpodeccronanbHbix kKomrereHui (OITK-6).

Conepxanue Q1MCHUATIAHDI:

Tema 1. Llenu u 3aau COBPEMEHHOTO BBHICIIETO OOpa30BaHUA.

Tema 2. /[unakTuKa BBICIICH IITKOJIBI.

Tema 3. TexHonoruu, MeToIbl U (POPMBI OpraHu3alny yueOHOro mpoiecca B
BBICILIEH IIKOJIE.

Tema 4. TexHoJIOTMS NEIArOrMYECKOTO B3aUMOJICUCTBHUS KaK YCIOBHE
(PeKTUBHON NTEeJarOrHYECKON AesITETLHOCTH.

Tema 5. BocnuraTtenbHOe MNPOCTPAHCTBO BBICHIETO 00pa30BaTEIHLHOTO
YUpEKACHUS.

Tema 6. Ilemarornueckue crnocoOHOCTH U TEJATOIMUECKOE MacCTEpCTBO
MpenoAaBaTesis BbICIICH IIKOJIBI.

Tema 7. TexHonorun o0y4eHus B BBICIIEH LIKOJIE.

Tema 8. Metonpl 00y4yeHHs B BBICLICH HIKOJIE.

Tema 9. JIexuus B BbICIIEH LIKOJIE.

Tema 10. CamocTosaTenbHast paboTa CTYACHTOB B BbICIIEH IIKOJIE.

Tema 11. Cemunapckue 3aHATHS B BBICHIEH IIKOJIE.

Buabl KOHTPOJISI 10 JUCHUIJIMHE: [Tl OUHON (OpMBbI 00YUEHHS — IK3aMEH
BO 2 ceMecTpe; A 3a04HOM (OpMbl OOYUYEHHS — SK3aMEH BO 2 TPUMECTPE.

O0masi Tpya0eMKOCTh OCBOCHMSI TUCHMILIMHBI: COCTABIIACT 2 3a4ETHBIX
eauHuLBbl, 72 yaca. [IporpaMMoi THCUUIUIMHBI IPETYCMOTPEHBI

JUIs O4HOM (popMbl 0OydeHHUs: JIEKIIMOHHBIE (8 4.) U mpakTuyeckue (16 4.)
3aHATHA, CaMOCTOATENIbHAs paboTa (21 4.), KoHTpoJib (27 4.);

1A 3a04HOM (OpMbI 00yUYeHHsI: JIEKIIMOHHBIE (2 4.) U mpakTuyeckue (6 4.)
3aHSTHS, CAMOCTOsITeNbHAs padoTa (55 4.), KoHTpoub (9 4.).
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AHHOTAIIUA
padoyel mporpaMMbl y4eOHOM AUCHUIINHBI
«HpopManOHHbIE TEXHOJIOIMU B PO ecCHOHAIBLHON A TeJIbHOCTH

JIOTHKO-CTPYKTYpPHBIH aHAJIN3 AUCHHUINVIMHBI: KypC BXOAMT B 0a30BYIO
(00s13aTENBbHYIO) YaCTh AMCLMILINH TOATOTOBKH CTY/IEHTOB.

JucuunnuHa peanusyercs Kadeapoi HHGOPMALMOHHBIX 00pa30BaTebHbIX
TeXHOJIOrMi u cucreM WMHctutyta (H3MKo-MareMaTHdyeckoro oOpa3oBaHMs,
nH(pOpMaAIMOHHBIX U 00cy)uBaromux TexHojgoruit ®I'bOY BO «JIT'TIY ».

OcHoBbiBaeTcssi Ha 0Oasze nuciuiuivH: «MH}oOpMalnMoHHBIE TEXHOJIOTHUY,
«Hay4uHo-nccienoBarenbekas IesTENbHOCTDY.

SBnsercs  OCHOBOM Uil  BBINOJHEHUS W 3alIUThl  BBITYCKHOMN
KBIM(PUKALIMOHHON pabOTBHI.

Heau u 3axa4n AUCHUIIHHBI:

Lenpro n3yyeHus: AUCLMILIMHBI SBISETCA U3yYEHHUE OCHOB MCIOJIb30BaHUS
KOMIIBIOTEPHBIX TEXHOJOTHM IpHW PEIIEHWM HaydHbIX 3amad Ha OBM ¢
UCIIOJIb30BAHUEM COBPEMEHHBIX KOMMYHHUKALIMOHHBIX TEXHOJOTUM, COCTaB H
(YHKIIMOHAJIbHBIE  BO3MOXHOCTM  IAKETOB  MPUKIAJHBIX  [pPOrpaMM U
CHELMATIBHOTO MPOrpaMMHOI0 obecrneueHus; (OpPMUPOBAHHE Yy MarkucCTPaHTOB
CUCTEMAaTUYECKUX 3HAHUM MO0 MCHOJIB30BAaHUIO MH(OPMALMOHHBIX TEXHOJOTUHN B
obnactu npo¢ecCuOHaIbHON NEATEIbHOCTH, 1754 ITOATOTOBKA K
BBICOKOKBJIN(ULIUPOBAHHON 3¢ (eKTUBHONM padoTe Ha OCHOBE MPHUMEHEHUS
COBPEMEHHBIX  KOMIBIOTEPHBIX M KOMMYHHUKALIMOHHBIX  TE€XHOJIOTHM,
COBPEMEHHBIX CpPEJICTB BBIYUCIUTEIIBHOM TEXHUKM W pealu3alus 3ITHX
BO3MOYKHOCTEl B Mpo(ecCHOHAIbHOM W MOBCEIHEBHOM JnearenbHOCTH. Kypc
«MHpopMallMOHHbIE ~ TEXHOJOTMM B  MNPOPECCHOHATBHON  AESTEIIbHOCTH
MO3BOJISIET CIIEUMAINCTAM HaYYUThCS KBATU(UIUMPOBAHHO OPraHU30BBIBATH CBOIO
y4eOHyI0, HAyYHYI0 M METOJUYECKYIO0 JESATeNbHOCTh, a TaK K€ BECTH
OpraHu3alyioo, YYET W KOHTPOJb C HCIHOJIb30BAHHEM HWH(OPMALIMOHHBIX
TexHoJoruii. Kpome 3toro, Biajes 3HaHUSIMU O COBPEMEHHBIX MHPOPMATUOHHBIX
TEXHOJIOTUSAX, BBIIYCKHUKA MOTYT 'PaMOTHO U B MOJHOM 00BEME HCHOIb30BaTh
HX BO3MOXXHOCTH JIJII CBOCH JISATEIILHOCTH B JIt000H chepe KU3HH.

3anaun: GOpMUPOBAHUE Y CTYACHTA 3HAHUN O KOMIIOHEHTaX COBPEMEHHOU
UH(GOPMAIIMOHHON KYJBTYpBI; OO€CleUeHHE YCTONYMBBIX yYMEHHMH pPaOOTHI Ha
nepcoHanbHoM  kommbioTepe  (IIK) ¢ uWcnonb3oBaHHEM  COBPEMEHHBIX
IPOrpaMMHBIX M allapaTHBIX CPEACTB B Pa3MYHBIX BUJAX Y4eOHOH, HAy4dHOM,
JIEJIOBOM U YIPaBJICHUYECKOW AESITENIbHOCTU C YYETOM OCOOEHHOCTEW paboThl B
npodecCUOHANbHOMN eSITeIbHOCTH; 00yYeHUE CTYJAEHTOB OCHOBAM COBPEMEHHOM
METO/IOJIOTUM HCHOJB30BAHMUS COBPEMEHHBIX MH(OPMAIMOHHBIX TEXHOJIOTHH U
MPaKTUYECKON peasn3allii UX OCHOBHBIX 3JIEMEHTOB ¢ ucnoiib3oBanueM [IK u
POTrPaMMHBIX MTPOYKTOB OOIIEro Ha3HAUYCHHUS.

JAucuuniinHa HaneJieHa Ha (popMupoBaHuUe:

obmienpodeccroHanbHbIX KoMrereHiuit (OI1K-4).

Conep:xkanue q1MCHUNJINHBI:



30

Temal.  HWudpopmanmoHHBIE  TEXHOJOTMH B  MpOo(ecCHOHAIBHOM
NEeSATEIbHOCTH.

Tema 2. [IporpamMmmMubie cpencTBa B mpo(hecCHOHATIBHOM JeSITebHOCTH.

Tema 3. IloaroroBka k 0OOY4YEeHHUIO M MPENOAABAHUIO C MCIOJIH30BAHUEM
cpencts UKT.

Tema 4. OCHOBBI paOOTBHI € ANEKTPOHHBIMU PECYPCAMHU.

Tema 5. CoBpeMeHHbIE  TEXHHYECKHME M  MPOrpaMMHBIE  CpEACTBa
MHGOPMAITMOHHBIX TEXHOJIOTUH.

Buabl KOHTPOJISI 10 TUCHUILJIMHE: I OYHOU POpMbI OOYUEHHS — DK3aMEH
B 1 cemectpe; m1st 3a0uHOM (hopMbI 00yUeHUs — SK3aMeH B 1 TpumecTpe.

OO0masi Tpy10eMKOCTh OCBOCHHMS JAUCHUILIMHBI COCTABISET 3 3a4€THBIX
eaununbl, 108 gacos. IIporpaMMoi TUCHHUILUIMHBI IPEYCMOTPEHBI:

U1 O4HOM (opmbl 0OydeHus: JekiuoHHbie (12 4.), mpaktuueckue (24 4.)
3aHSTHUSA, CAMOCTOATENIbHAs padoTa cTyaeHTa (45 4.) U KOHTpoJib (27 4.);

JUIsl 3204HOM (DOpMBI OOydeHUsI: JICKIUOHHbBIE (4 4.), JJabopaTopHbie (8 4.)
3aHSTHUS, CAMOCTOATENIbHAs paboTa cTyaeHTa (87 4.) U KOHTPOJIb (9 4.).

AHHOTALIUA
padoyeil mporpaMmbl Y4eOHOM JUCHUILIHHBI
«OxpaHa Tpyaa B 0Tpacan»

JIOrMKo-CTPYKTYpPHBIi aHAIU3 AUCHUILIMHBI. KypC BXOAUT B 0a30BYIO
(00s13aTeNbHYI0) YaCTh NUCIMILIAH MTOJATOTOBKU CTY/ICHTOB.

Jucuuminna peanusyercs kadeapoi 0€30MacHOCTH KU3HEEATCILHOCTU U
3amutel  Poaunbsl  MHCTHTYTa  (PU3MKO-MaTreMaTHyecKoro  oOpa3oBaHus,
nH(popMaIIMOHHBIX U 00cy)uBaromux TexHonoruit ®I'bOY BO «JIT'TIY ».

OcHoBbIBaeTcsl Ha 0a3e JUCHUIUIMHBI «be30MacHOCTh KUZHEIEATEIbHOCTIY,
LMKJIa TYMaHUTapHBIX U COLIMAJIIBHO-D)KOHOMHYECKUX HAyK, MAaTEeMaTHYECKOTO U
€CTECTBEHHOHAYYHOTO LHMKJIa U ONUPAETCS Ha MOJyYEHHBIE NMPU UX H3YUCHHUU
3HAHUS U YMEHUS.

SIBnsieTcss OCHOBOM I W3Y4YEHUS JHUCIUIUIMH  MPOQPECCHOHAIBHO-
OPUEHTUPOBAHHOTO XapakTepa.

Hesan 1 3a1a41 TUCUMILIHHBI

Ilens ocBoeHust y4eOHOW mucHUIUIUHBI «OXpaHa TpyJda B OTpacCianmy —
dbopmupoBaHre y OyaymMX MarucTpoB HEOOXOAMMOTO B WX JajJbHEHIIEH
npo(hecCHOHANBHON JESTENbHOCTH YPOBHSA 3HAHMW M YMEHHUH 1O MPaBOBBIM U
OpraHU3allMOHHO-YIIPaBJICHYECKMM BOIMpPOCaM OXpaHbl TpyJa, TMTHUEHBI TpYy[a,
MPOU3BOICTBEHHON CAaHUTAPUHU, TEXHUKU O€30MACHOCTHU, DJIEKTPO- M TMOXKAPHOU
0e30MacHOCTH, TOTOBHOCTH JIEMCTBOBaTh B HECTAHAAPTHBIX CHUTYalUsX, a TAKXKe
AKTUBHOW TO3WLMUA OTHOCHUTEIBHO TMPAKTHUECKOW peanu3aluuu MpUHIHIA
NPUOPUTETHOCTH OXPAHbl KU3HU W 3J0POBbSI MO OTHOILECHUIO K pe3yibTaTam
MIPOU3BOICTBEHHOM JeSATEIbHOCTH, OTPEJEICHHOTO COOTBETCTBYIOIIUM
(benepaibHbIM TOCYAapPCTBEHHBIM CTAHAPTOM MPOPECCUOHAIBHOTO 00pa30BaHMUSI.

3amaun: TEOPETUUYECKOEe OCBOEHHE OOYYAIOIIMMMUCSA 3HAHUHM, CBS3aHHBIX CO
CIIOCOOHOCTHIO K 3(P(HEKTHBHOMY HCIOJB30BAHUIO TIOJIOKEHU HOPMATHUBHO-
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IIPaBOBBIX JIOKYMEHTOB B CBOEU JEATENbHOCTH; HCCIEAOBAHHE COBPEMEHHBIX
OpeCTaBiICHU 00  OCHOBHBIX  METOJaX  COXpPAaHEHUS  3JI0pOBbA U
paboTOCIIOCOOHOCTH IIPOU3BOICTBEHHOI'O NEPCOHANIA; npUOOpETEHHE
MPaKTUYECKUX  HABBIKOB  BbIOOpa  O€30MAaCHBIX  PEXKUMOB, IMApaMETPOB
MPOU3BOJICTBEHHBIX TMpoLEecCOB U A(P(PEKTUBHOIO BBIMIOJHEHUS  (PYHKIIHM,
o0s3aHHOCTEM M TOJHOMOYMH TIO OXpaHe Tpylda Ha pabodyemM MecTe, B
MPOU3BOJICTBEHHOM KOJUICKTUBE;, MPHUOOPETEHHE CUCTEMAaTUYECKUX 3HAHUU O
MEpPONPUATHUAX IO  YCTPAHEHUIO  IPUYMH  HECYACTHBIX  CIIy4a€B U
npodeccuoHaNbHbIX 3a00JIeBaHU Ha MPOU3BOJACTBE; MOHMMAHHME MEXaHHU3Ma
B3aMMOJCHCTBUSI ~TPU  TMPOBEACHUM  MEPONPHUATHH 1O  MPOPUIAKTHKE
IPOM3BOACTBEHHOTO TpaBMaTu3Ma H MpodeccrnoHalbHON  3a001eBaeMOCTH;
NpUOOpPETEHNE HABBIKOB B OpraHU3allid JIEATEIHOCTH B COCTaBE IMEPBUYHOIO
IIPOU3BOJICTBEHHOI0 KOJUIEKTUBA C 00s3aTEIbHBIM Y4E€TOM TpPEOOBAaHUN OXpaHbI
TPYJa; UCCIEAOBAHNE METOAUYECKOr0 OOeCreyeHus AJid MPOBEACHHS 00yUeHUs U
IIPOBEPKHU 3HAHUU IO BOINpPOCAM OXPaHbl TPyJa Cpeau padOTHUKOB OpraHu3aluu
(monmpaszesieHus); TEOPETUYECKOE OCBOEHUE OE30IMaCHBIX TEXHOJIOTHH, BhIOOpa
ONTUMAJIbHBIX YCIOBUM W PEXKHUMOB TPyAa, MPOCKTUPOBAHHUS W OpraHU3alUU
pabo4ynx MECT Ha OCHOBE COBPEMEHHBIX TEXHOJOTMYECKUX U HAyYHbIX
JOCTHKEHHM 10 OXpaHe TpyAa.

JucuuniinHa HaueJaeHa Ha GopMUpOBaHMe:

yHUBepcalbHbIX KomneTeHiuit (YK-6).

Conepxanue Q1M CHUATIHHDBI:

Tema 1. CTpykTypa oXpaHbl TPyaa B 00pa30BaTe/NbHBIX YUPEKICHUAX.
Omnpenenenue oxpanbl Tpyaa. OpraHuzaius OxXpaHbl TpyJa B 00pa3oBaTebHBIX
yupexaeHusix. CTpykrypa cucremMbl oxpaHbl  Tpyna. IlpaBoBeie U
OpraHU3allMOHHbIE AacHeKThl OXpaHbl Tpyna. l[ocyaapcTBeHHOE ympaBieHHE
oxpaHol Tpyna. Ciyx06a oxpaHbl TpyJa opraHuzanuu. KomureTsl (KoMuccuu) mo
oxpaHe TpyAa. MOHUTOPUHI COCTOSIHUSI OXpaHbl TpyJa B 0Opa3oBaTeIbHBIX
YUPEXKACHUSIX U MPOPUIAKTUYECKHE MEPOTIPHUSITHS.

Tema 2. HopMaTHBHO-PpaBOBOEe peryJiuMpoOBaHHe BOIPOCOB OXPAaHbI
Tpyna. HopmatuBHo-mpaBoBasi  0a3a  oxpaHbl  Tpyna. IIpaBoBeie U
OpraHU3allMOHHBIE AaCHEKThl OXpaHbl Tpyna. locymapcTBeHHOE ympaBieHHE
oxpaHoii Tpyna. ['apanTun npaBa pabOTHUKOB Ha Oe3omnacHbIi Tpya. HopMaTtuBHO-
MPaBOBBIE AKTHI 1O BOMpPOcaM MPOGUIAKTUKH MPOQPECCHOHAIBHBIX 3a00JI€BaHUM.
O0s13aHHOCTH paboTonaTenst Mo OO0eCreueHn0 Oe30MacHBIX YCIOBUM M OXPaHBbI
Tpyaa. OpraHu3alMOHHO-PACcCHOPSAIUTENbHbBIE JOKYMEHTHl IO OXpaHe Tpyaa
oOpa3oBarenbHONl Oopranuzanuu. KOHTPOJNbHO-yYETHBIE JOKYMEHTHI MO OXpaHe
TpyJa o0pa3oBaTebHON OpraHu3aluu.

Tema 3. IlpodeccnoHasbHasi NMOArOTOBKAa M OOy4yeHHe PadOTHHKOB
oxpane Ttpyaa. llopanok oOydyeHUs pPYKOBOAUTENEW U CHEUUATIMCTOB OOIIMM
BOnpocaM oxpanbl Tpyaa. [lopsiok o0yueHuss paOOTHMKOB 0Opa30BaTENbHBIX
YUPEKIICHU BOIpocaM OXxpaHbl Tpyla. MHcTpykTaxku nmo oxpaHe tpyzaa. Buasl
UHCTpyKTaxkei. CucreMa MHCTPYKTaKed MO oXpaHe TpyJda B 00Opa3oBaTeiIbHOMN
opranuzanuu. O0ydeHHe Mo IEKTPO- U MOKAPHOU OE30MaACHOCTH.
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Tema 4. Hopmbl padodyero BpemeHn. OCOOCHHOCTH peryJMpOBaHUs
TPYJAa OTAEJbHBIX KaTeropuii padoTHukoB. TpynoBoe 3akoHOAaTesnbcTBO PO.
[IpaBa u o6s3anHOCTH paboTHuMka. [IpaBa u oO6s3aHHOCTH paboToAaTens.
OcoOEHHOCTM  pEeryjIMpoBaHMs TpyAda SKCHIIMH M JIMI C CEMEHHBIMU
00s13aHHOCTSIMU. OCOOCHHOCTH PETYJIMPOBAHUS TPY/a HECOBEPILICHHOIETHHX.

Tema S. Ilopsiiok opopmMiieHUs1 TPYAOBbIX OTHOILUNEHUM. [JOKYMEHTBI 115
oopMiieHUs! TPYIOBbIX OoTHOIIEHUH. [lopsimok odhopmileHus TpyA0BOro A0roBOpa.
OcobOenHoctu  opopMieHUsT TPYJOBOTO  JIOTOBOpa B 00pa3oBaTeNIbHBIX
OpraHU3alHUsIX.

Tema 6. Ilopsaok pacciieIOBAHUS HECYACTHBIX CJIy4aeB ¢ PA0OTHUKAMM
o0pa3oBaTeJbHBIX y4pe:kaeHHH W oOydaromumucs. [lopsnok paccienoBaHust
HECYACTHBIX CJIY4YaeB MPOU3BOJCTBEHHOIO M HEMPOM3BOJCTBEHHOIO XapakTepa.
[Topsinok paccienoBaHus HECHACTHBIX CIYy4YaeB ¢ 00y4aroUMMUCH.

Tema 7. IllpousBoacTBeHHast caHuTapusi B cgepe oOpasoBaHusl.
MukpokiuMaT NOMeIEeHn y4eOHbIX 3aBe/ieHnid. Opranusanus Bo3ayXoo0MeHa B
yueOHbIX 3aBefeHusXx. OcBelleHHe MoMenleHni y4yeOHbIX 3aBeneHuid. [llym B
y4€OHBIX TOMEIICHUSX.

Tema 8. JiexkTpuyeckasi, MoKaApHasi U PAAUANUOHHAS 0€30MACHOCTH
y4eOHbIX 3aBedeHMil. OCHOBBI 3JEKTPOOE30MACHOCTH YYEOHBIX 3aBEACHUM.
DakTopbl NOPAKEHUS IICKTPUUECKUM TOKOM. J[EMCTBUE JIEKTPUYECKOTO TOKA HA
OpraHu3M 4eJioBeKa. MeToIbl U CPEACTBA 3aIUMUTHl OT MOPAKEHUS IIEKTPUUECKUM
tokoM. [loxapnast Oe3omacHOCTh y4eOHBIX 3aBeneHui. llepBuUuHBIE CpencTBa
nokaporymeHus. Tunsl orHerymunrtened. OCHOBHBIE TMpaBWIA SBAKyallUH IpU
noxkape. Pagnannonnas 6e30nacHOCTh y4e€OHBIX 3aBelleHUW. BUIIbI 1 UCTOYHUKHU
MOHU3UPYIOIIETO U3IyYeHUs. MexaHu3M AeHMCTBHUS MOHU3HUPYIOLIEW paJnaly Ha
OpraHu3M 4YesoBeKa. JIelCTBUS HACEJICHUs NTPU PAIMallMOHHON aBapuH.

Buabl KOHTPOJISA 0 AMCUMILIMHE: i1 O4HON (POpMBI 0Oy4YeHUST — 3a4eT
B 1 cemecTpe; 1151 3a04HOM (popmMblI 00yueHust — 3a4eT B 1 TpumecTpe.

O0masi Tpya10eMKOCTb OCBOCHHUS JUCHUILIMHBI COCTABIISIET 2 3a4YETHBIC
eIuHuLbl, 72 yaca. [IporpaMMoil TUCHUIUIMHBI TPEAYCMOTPEHBI:

JUIsl O4HOM (opMbl 00ydeHUS: JIeKIMOHHBIE (8 4.), mpakTtuueckue (16 4.)
3aHTHS, CAMOCTOsITeIbHAs paboTa cTyaeHTa (44 4.) u KOHTPOJh (4 4.);

JUTSE 3209HOM (OpMBI 00yUYeHHUs: JEKIUOHHBIE (2 4.), mpakTuyeckue (6 49.)
3aHSTHS, CAMOCTOsITEbHAs paboTa cTyaeHTa (60 4.) 1 KOHTPOIb (4 4.)

AHHOTALIAS
pabo4eil nporpaMMbl Y4eOHOM TUCHMILIMHBI
«Teopusi cOBpeMeHHOT0 TOKYMEHTOBEIEHUS M APXUBOBeICHUSD»
JIOTHKO-CTPYKTYPHBIH aHAJIN3 AUCHMILUIMHBI: KypC BXOAHWT B 0a30BYIO
(0Os13aTeINIbHYI0) YaCTh AUCIUILINH MOATOTOBKH CTYICHTOB.
JlucuuiuinHa peanu3yercs: Kapeapoi TOKYMEHTOBEICHHUS M apXUBOBEICHUS

HMHCcTUTYTAa MCTOPUH, MEXIYHAPOIHBIX OTHOIIEHWH M COLMAIbHO-TIOJUTUYECKUX
Hayk @I'BOY BO «JII'TIY».
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OcHoBbIBaeTcs Ha 0aze JUCLUIUINH: «/loxymeHTOBEIEHUEY,
«ApXUBOBEJCHUEY.

SBasieTcss OCHOBOM AJIA M3YYEHUS CIEAYIOIUX AUCHUIUINH: «COXpaHHOCTD,
pecTaBpalusi 1 KOHCEPBALUS JOKYMEHTOB Ha OCHOBE COBPEMEHHBIX TEXHOJIOTHII,
«/lokymeHTallmoHHOE OOeceYeHre JIeATeIbHOCTH TOCY/IapCTBEHHON CHUCTEMBI
YIOPaBJICHUS» U JIP.

Hesn 1 321241 TUCUMILIUHBI

[{enpro OCBOEHHS AUCUUILIMHBI « T€opusi COBpPEMEHHOTO TOKYMEHTOBEACHUS
U apXUBOBEJCHUS» SBISICTCS (OPMUPOBAHUE IIEJIOCTHOTO TMPEACTaBICHUS O
TEOPUH COBPEMEHHOI'O JOKYMEHTOBEACHHS M apXHWBOBEICHHUS HA OCHOBE HAay4HO-
00OCHOBaHHBIX MPUHIIUIIOB U METOJIOB €TI0 COBEPIIICHCTBOBAHUSI.

3ajmayu:  OCBOMTb W IPOAHAIM3UPOBATH  OCHOBHBIE  IPOOJIEMBI,
3aTpayMBaBIIMECS B MCCIEIOBATEIbCKUX Pab0TaX OTEYECTBEHHBIX M 3apyOekKHBIX
YUYEHBIX B  00JaCTH  JIOKYMEHTOBEJIEHUS U  apXUBOBEICHUS;  Pa3BUTh
JIOKYMEHTOBEUYECKHE MBICIH MO TEOPHUH U METOAUKE PAadOThl C JOKYMEHTaMU;
chopMHpOBaTh YMEHHUA  AHAJIU3UPOBATH  TEOPETUUYECKUME  KOHLENIHMH U
METOJUYECKHE TMOAXOAbl K OCHOBHBIM IIpoOJieMaM JOKYMEHTOBEIEHUS U
apXUBOBE/ICHUS, CHOPMYIIMPOBAHHBIE B TPYIaX YUECHBIX.

JucuuniiuHa HaneJaeHa Ha (OpMUPOBaHME!

o6mrenpogeccronanbhbix kKomrereHnui (OITK-5).

Conepxanue TMCHMIIMHBI.

Tema 1. BBenenue. Ilpeamer u 3a1a4u Kypca

[Ipenmer, conepxanue u 3a1a4u Kypca. TepMHUHOJIOTHSI OCHOBHBIX TTOHSTUH
B 00JaCTUM JOKYMEHTOBEJEHHUs, €€ 3BOJIoLMs. B3auMOCBs3b oOpraHuzauud u
TE€XHOJIOTHH roCy/1apCTBEHHOTO JIEJI0NPOU3BOACTBA C pa3BUTHEM
rOCyJAapCTBEHHOTO0 amnmapara, €ero (QyHKUUAMH M CTpyKTypou. H3yueHue
OCOOEHHOCTE W 3aKOHOMEPHOCTEH paboThl C JOKYMEHTaMH B pa3HbIe
UCTOPUYECKHE MEepUoAbl, UX MPEEMCTBEHHOCTb B YCJOBHUSX JESITEIbHOCTH
COBETCKOT'O M POCCUHCKOT0 rOCyAapCTBEHHOTrO amnmnapara. MecTo Kypca B cUCTEMe
HayK. CBsI3p JEJIONPOU3BOACTBA C MCTOPUYECKMMHU HAyKaMU, apXWBOBEICHUEM,
PABOBEIECHUEM, SKOHOMHYECKHMMH, TEXHUYECKMMHM HayKaMd, C HaykamMu o0
uHbopMaluu, Teopuel ympaBiaeHus. Porb M MecTo  MHQOpPMAIMOHHO-
JIOKyMEHTAITMOHHOTO 00ECTICUeHHsI B pa0OTe anmapara yrnpaBJICHUS

Tema 2. Teoperudeckue mpo0JieMbl [JOKYMEHTOBeIEHHS W
apXMBOBeIeHUs

[loHsiTHE  «JIOKYMEHTOBEACHHUE»,  «JIOKYMEHTAllUOHHOE OOecredyeHue
yhOpaBieHus». Jenonponu3BoACTBO KaKk (QYHKIUsS YIpaBieHHUsS, €r0 MECTO Cpeau
npyrux (GyHKUM ynpasieHus. Jlenonpou3BOACTBO Kak cucTemMa paboThl ¢
JIOKyMEHTaMU. YTIpaBlieHYeCKas NEATEIbHOCTh U JACJIONPOU3BOACTBO. 3HAUCHUE
JOKYMEHTOB JJI peaiu3aluy yIpaBieHUYeCKuX pemeHuid. OueHka COBpEMEHHOIO
COCTOSIHUSL JE€JI0NpOn3BOACTBA. DaKTOpbI, BIUSAIONIME HA €r0 OpPraHU3alUi0 U
TEXHOJIOTHIO B YUPEXKICHUSX  pPAa3IU4YHbIX  yPOBHEN  YIIpPaBIICHHS.
OpraHu3alMoOHHbIE, MPABOBBIC, COLMAIBHBIE M ICHUXOJOIMYECKUE aCHEKThI
JIEIONPOU3BOACTBA. BiMsHME aBTOMaTHU3WPOBAHHON TEXHOJIOTUU O00pabOTKU
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JIOKYMEHTOB Ha JIeIONPOU3BOJICTBO. BiusiHue XapakTepa ynpaBieHUs], TPUHIUIIOB
NPUHATHS ~ YIPABICHUECKUX PEIICHWH Ha OpraHu3aluio W TEXHOJIOTHIO
JIEJOMPOU3BOCTBA.

Tema 3. IlonsiTue uHGopMaUu ¥ TOKYMEHTA

Nudopmanus wurpaer riao0anbHyl0 pojib B 00pa30oBaHUM U PA3BUTUN
yeJioBeueckoro coodiectsa. Ho MexaHu3M ee pacmpocTpaHEHUs H3HAYalbHO
3aTpyIHEH M3-3a CHEIU(UYECKUX CBOMCTB PACHpPOCTPAHEHHUS B MaTEpHUATbLHOM
MUpE U TNCUXO(U3UOJOTUYECKHX OCOOCHHOCTEH €€ BOCHPHUSATHS UETOBEKOM.
M3HauyanbHO TPENSTCTBUAMU SBJSIOTCS MNPOCTpaHCTBO W BpeMs. [lockombky
TpaHCIHpOBaHWE WHGOPMAIMK OT OJHOTO WHIWBHAA K Jpyromy 0e3
MaTepUaIbHOTO TIOCPEIHMKA HEBO3MOXKHO, TO B KayeCTBE MPUPOJHBIX
MOCPEAHUKOB BBICTYIMAIOT BO3AYIIHAS U DJIEKTPOMATHUTHAs CPelbl, B KOTOPBIX
MpoTeKaeT Halie cyuecrBoBanue. [l mnepegaun uHOpManuu WHIUBUI
BUJIOU3MEHSECT OKPYKAIOIIYI0 €ro BO3AYIIHYIO U JJICKTPOMArHUTHYIO CpEJbl,
KOTOpbI€, B CBOIO OYE€pEIb, BCTYMAlOT BO B3aWMMOOTHOIIEHUS C JAPYTrUMU
CyObekTaMu W BOCIPUHHMMAIOT HMX HW3MEHEHHOE cocTosiHue. OnpeneneHus
HOPMATUBHO-METOJAMYECKON 0a3bl jenonpou3BoAcTBa. EaumHas rocynapcTBeHHas
cuctema (EI'CIl) u ocHoBHble ee HampaBiieHHs. OCHOBHBIE 3aKOHOJATEIbHBIC
aKThl, TNPHUHATHIE BBICIIMMU OpraHaMd TOCYJAapCTBEHHOM  BIIACTH, UX
xapaktepuctuka.  Crnenuduka  HOPMATUBHBIX  JIOKYMEHTOB,  IMPHUHSTHIX
UCIIOJIHUTENIbHBIMU ~ OpraHaMd  BJIACTU.  YHHU(PUIUPOBAHHBIE  CHCTEMBI
JOKYMEHTAIUU.

Tema 4. JlokymeHTHpOBaHUE HH(pOPMALIUK

XapakTepucTUKa TaKeTa JOKYMEHTOB, HEOOXOJMMBIX B JCSATEIbHOCTH
CILYKObI JIeTIOTPOU3BOICTBA. NucTpyKumu 1o JTOKYMEHTUPOBAHUIO
yIOpaBJIeHUECKOW JAesTenbHOCTU. llomokeHne o ciayx0e enonpou3BOJICTBA.
JIOJDKHOCTHBIE ~ MHCTPYKLUMH, KaK OCHOBHOM  HOPMATHBHBIA  JTOKYMEHT,
OTPENENAIONMNA  OpraHU3allMOHHO-TIPABOBOE TMOJOKeHUE paboTHUKA. DOpMbI
opraHu3aluu paboTel ¢ JOoKyMeHTamu. Kateropuu yupexaeHuil mo o0beMy
noKymMeHTooOopoTa. 3amaun u (Qyukmuu ciayx6sr JIOY, M0KHOCTHOW U
TEXHUYECKUI COCTaB pabOTHUKOB, byHKIIMOHATBHBIC 00SI3aHHOCTH.
HopmupoBanue Tpyna paOOTHUKOB CIIyk)0 JOKYMEHTAI[MOHHOTO OOECIeUeHus
ynpasienns. Opranuzanus pabouyrux MECT U YCJIOBHS TPyaa paOOTHUKOB CITYXKObI
JOKYMEHTAaMu. MexaHnuzanus JOKYMEHTAMOHHBIX mpoueccoB. Hoseiimme
CpeACTBa KOMHUPOBAHHMS M PA3MHOXKEHUS JOKYMEHTOB. OTHUKA JIEJIOBBIX
OTHOIIICHHM, TICUXOJIOTHYECKHE aCIMeKThl paboThl ¢ JoKyMeHTamu. [loaroroBka
KaJpOB JICJIONPOU3BOJICTBEHHBIX CIIyk0. @OpMbI MOBBIIICHUS] KBaTU(pUKAIIUN
CHEIUATNCTOB.

Tema 5. JlokyMeHTOBeIYeCKUE UCCIE0BAHUS

JIOKyMEHTOBETUECKHE HCCIEIOBaHUS — YacTHBIA CJydal Hay4dyHOIo
uccienoBanus BooOme. HaydHoe wuccienoBaHue — 3TO Mpolecc, B KOTOPOM
UMEIOIINECS] 3HAHUS HWCIONB3YIOTCSA [JISl TOJIYYEHHS] JPYTUX — HOBBIX 3HAHUM.
HoBoe HayuyHOe 3HaHUE SBIAETCS BAXHEUIIMM XapaKTEPHbIM MPU3HAKOM
uccienoBanus. MeTouKa Hay4YHOrO MCCIEJIOBaHUS — 3TO YHOPSIOYEHHAsl BO
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BPEMEHH, CKOOPAUHUPOBAHHAS CUCTEMA JEHCTBUM, HAIIPABIICHHAS HA PEAJIM3ALIAI0
COBOKYIHOCTH Pa3JIUYHbIX CIIOCOOOB (METOJIOB, MPUEMOB, MPOLELYP, ONEpanuii)
JOCTMIKEHHUsI OIPEACIIEHHOM ILENM COBPEMEHHOM HAyKe METOMOJOTHYECKas
cnenuuKka CHUCTEMHBIX METOJOB OPHUEHTHPYET HCCIEIOBAHUE HA PACKpPBITHE
IEJIOCTHOCTH O00bEeKTa W O0O0ECHEeUMBAIOUIUX €€ MEXaHU3MOB, Ha BBISBIICHUE
MHOTOOOpAa3HBIX THUIOB CBS3€U CIIO)KHOTO OOBEKTa M CBEJEHHUE HUX B EAUHYIO
TEOPETUYECKYIO KAPTHHY.

Tema 6. Opranuzanusi apXMBHOIO J€JIa HA COBPEMEHHOM 3Tale

CraHoBEHUE POCCHICKONM TOCYAAPCTBEHHOCTH, PBIHOYHBIX OTHOIIECHUH,
npoBOAMMBIE pedOopMbl M HOBOE AapXMBHOE 3aKOHOAATENICTBO MOTPEOOBAIIO
CEpPbE3HOT0 HAYYHOI'O COCTOSHMSI apXWMBHOW cucteMbl Poccum, ee mpoOiem,
ONpPEAECICHUS] BO3MOXKHBIX HAINPAaBIICHUM JAJIBHEUIIETO pa3BuThs. B kadecTse
IPUOPUTETHBIX B OOJACTH ApPXMBOBENCHMSI BBIIBUHYJIUCH HCCIIEOBaHUS,
CocOOHBIE  c(HOPMHUPOBATH  HOBYIO  TEOPETUKO-METOAMYECKYID  OCHOBY
PO(ECCUOHATIEHOTO MBILUIEHUSI apXUBUCTOB, MEPECMOTPETh TPAJULHUOHHBIE U
ONPENEIINTh COBPEMEHHBIE NPHUHIUIIBI U KAaTETOPUM APXWUBOBEACHUS HCXOIs W3
Te3UCa 0 TYMaHUCTUYECKOM HA3HAYECHUH ApXUBHOIO J€j1a U apXUBOB.

Tema 7. CoBpeMeHHOe COCTOSIHME TEOPMH W METOAMKHM 3KCIEPTHU3bI
LHeHHOoCTel

Perucrpanus kak cocTaBHasg YacTb TEXHOJIOTMU JEJIOIPOU3BOICTBA.
[IpaBuna perucrpauMd W MHACKCAlMM  JOKYMEHTOB.  XapaKTEpPHCTHKA
COBPEMEHHBIX PETUCTPALMOHHBIX (OpM, COCTaB HMH(POpPMALMM U TMOPSIAOK HX
3anojgHeHus. [IpuHUOUNBI TOCTPOEHUS HMH(POPMALMOHHO-TIOUCKOBBIX CHUCTEM
PYYHOTO THINA, WX BUIbl. ABTOMATH3allMsl PETUCTPALMHU, €€ MPEUMYIIECTBA.
DKcrneprusa LIEHHOCTH JTOKYMEHTOB. HopmatnBHO-MeTOAMYECKHE U
TEOPETUYECKUE OCHOBBI NPOBEACHUSA OJKcnepTusbl. Kpurepum sKCrepTussl
LEHHOCTH. llepeueHp HOPMAaTUBHO-METOANYECKUX TOKYMEHTOB ISl ONPENCICHUS
cpokoB xpaHeHus. CocrtaB, 3a7auv M (YHKUHMH DKCIEPTHOM KOMUCCUU. Buabl
HKCIIEPTHBIX KOMMCCHM, X OCOOEHHOCTH. OCOOEHHOCTHM COCTAaBJEHHUS aKTa IO
YHUYTOXKECHUIO JTOKYMEHTOB M JI€JI € HCTEKIIMM CPOKOM  XpaHECHHUS.
YuudunupoBannas Gpopma akTa yHUITOXKEHUS JOKYMEHTOB

Tema 8. CoBpeMeHHOE TEXHOJOrHYeCKOe W TeXHHYeCKoe oldecneyeHue
COXPAHHOCTH JOKYMEHTOB

ObecrieueHne COXPAHHOCTH apXMBOB M apXMBHBIX JIOKYMEHTOB — BasKHas
rocyJapcTBeHHasi 3ajada. PerneHue 3TOW CIOKHOW 3amauu obecrieunBaeTcs 3a
CYET KOMIUIEKCHOTO TMOJXO0Jd, BKJIOYAIOMIETO ITPAaBOBBIC, OpPraHW3alMOHHBIE,
HAay4YHO-METOIMYECKUE W TEXHUYECKHE ACTIEKTHl COXPAHEHUS JOKYMEHTOB.
BaxxHoe MecTo B 3TOW CHCTEME 3aHMMAET HCIOJb30BaHUE I(P(HEKTUBHBIX
texHonorui. IlpaBuna XxpaHeHHsT Jen1 B CTPYKTYPHBIX —MOApa3IeiICHUAX
NpEeANnpUATA, opraHu3anuii, ¢GupMm. BHYTpeHHsAsS ONUCh JOKYMEHTOB JI€fa;
HazHaueHue; (opma. Kapra-zameHHTeNb; JTUCT-3aMEHMUTENb; WX HA3HAYCHUE U
dopma. I[lpaBuna BbIJAYM U UBBATHS OTAEIBHBIX JOKYMEHTOB Jiefa. ApXUB
OpEeINpUITHS;, €r0 Ha3Ha4YeHHe. 3ajaun apxuBa. TpeOoBaHUs K MOMEIICHUIO IS
apxuBa; OCHallleHHE apxuBa. ONTUMaIbHBIA CPOK HCIIOJIB30BAaHUS TIOKYMEHTOB B
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Jenonpoun3BoAcTBe. KoMuccus Mo ONpeAeseHHI0 CPOKa XPaHEHUS KOHKPETHBIX
Jied; €€ COCTaB M MOJHOMOYMs. OCHOBHBIE NPUHLMIIBI YCTAHOBJIEHUS CPOKOB
XpaHeHus: Jen.  JlOKyMeHThl, OTHOcsAIMecs K KaTeropud JIOKYMEHTOB
JOJITOBPEMEHHOIO XpaHEHHUs. [JOKyMEHThI, MOJUIekKaIle YHUUYTOXKEHHUIO; (hopma
aKTa O BBIJCJICHUU JIOKYMEHTOB K YHMUYTOXKEHUIO. I[lopsiimok yHMUYTOKEHUs
JOKYMEHTOB JieJ1. OCOOEHHOCTH XpaHEHUsl OyXrajaTepcKux JTOKyMeHTOB. IIpaBuia
oopmiieHuss nen AJis apXxuBHOro xpaHeHus. llpueM u mepenada nen B apxus;
HOpSAZOK ocyliecTBiIeHUs. ONKCch TOKYyMEHTOB; MOPSJIOK cocTaBieHus. JKypHaibl
perucTpalnyy, perucTpaliOHHbIE KAapTOTEKM Ha JOKYMEHThI, MX Ha3Ha4YeHMUE.
[lepenaua JOKYMEHTOB JOJITOBPEMEHHOTO UM IIOCTOSHHOIO XpaHEHHs Ha
JIOTOBOPHOM OCHOBE.

Tema 9. Hcropussi u  COBpeMEHHOE  Hay4YHOE  COCTOSIHME
JTOKYMEHTOBECHUS U APXUBOBEACHUS

CraHoBiEHNE POCCHMCKONM TOCYHAPCTBEHHOCTH, PBIHOYHBIX OTHOLIEHWU,
poBoAUMBIE pedopMbl M HOBOE apXMBHOE 3aKOHOAATENICTBO MOTPEOOBAIIO
CEpPbE3HOTO HAYYHOI'O COCTOSHMSI apXWMBHOW cucteMbl Poccum, ee mpoOiem,
ONPENENECHUS] BO3MOXKHBIX HAIlpaBJICHUI MaJIbHEWINEro pas3BuTusa. B kadecTBe
OPUOPUTETHBIX B OOJACTH ApXMBOBEIEHUS BBUIBUHYJIMCH MCCIIEIO0BaHUS,
ciocoOHble  c(OpMUPOBATb  HOBYIO  TEOPETHKO-METOJWYECKYI0  OCHOBY
npo(eCCHOHATIBHOTO MBIIUIEHUS apXUBUCTOB, MEPECMOTPETh TPATULUOHHBIE U
ONPEJENNTh COBPEMEHHBIE NMPUHLMUIIBI U KATETOPUM apXUBOBENCHMS HCXONS W3
Te3uca 0 TYMaHHCTHYECKOM Ha3HAY€HUH apXUBHOTO JEJIa U apXHUBOB.

Tema 10. 3apyOeKHbIi ONBIT YIIPABJICHUA JOKYMEHTAMH U APXUBAMM

['mobanu3anust MeEXIYHAapOJIHBIX OTHOLIEHMH Ha COBPEMEHHOM JTare
npuBeia K BO3PACTAHHUIO 3HAYECHUS MEXKIYHApOIHO-TIPABOBOTIO PETYIUPOBAHUS
noKymMeHTooOopoTa. Co3/1aHKe CleUuaIbHbIX aKTOB Ha BHYTPUIOCYIapCTBEHHOM
YpPOBHE HE CHOCOOCTBYET PAa3BUTHIO MEXAYHApPOJHBIX OTHOILIECHUH, T.K.
3aKOHOJATEIbCTBO PAa3HbIX CTPaH TO-Pa3HOMY MOAXOASAT K OMNpPENETICHUIO
OCHOBHBIX IPABOBbIX MHCTUTYTOB M MPUHIMUIIOB MPAaBOBOIO pEryivpoBaHus. B
nocJjie/IHee BpeMs B €BPONEHMCKUX CTpaHax 0co00e BHHMaHUE OOIECTBEHHOCTH
yIeJsieTCsl He TOJIbKO BOIPOcaM paboThl C apXHUBHBIMH TOKYMEHTAMHU JUTUTEIHHOTO
CpOKa XpaHEHUs, HO W YINPABICHUIO JOKYMEHTAMH KaK Ba)KHEHIIEMY 3JIEMEHTY
ONEpAaTUBHOM YIpaBJIEHYECKON JesrenbHOCTH. (CocTaB JIOKYMEHTOB Jiela.
Cucrematu3zanus  OTHAEJIbHBIX  KATErOpUil  JOKYMEHTOB. Ocobennoctu
CUCTeMAaTH3allud TPEeAJIOKEHUH, 3asBleHuil, nuceM rpaxaadH. OCcOOEHHOCTH
pacrnoyioKeHue B Jielie pacropsiAuTeNbHON JokymeHTanuu. Odopmienue gen
BPEMEHHOTO Cpoka xpaHeHus. OmnucaHue JOKYMEHTOB TIOCTOSSHHOTO U
JIOJITOBPEMEHHOTO CpOKa XpaHeHus. TpeOoBaHHE K OOJIOKKE JeN JJIUTEIBHOIO
cpoka xpaHenus. Co3gaHue BHYTPEHHEH OINWCU M 3aBEPUTEIBLHOTO JIMCTA. YUeT,
XpaHeHHe M YHHUTOXeHHe nes. OOecnedeHre COXPaHHOCTU e B TEKYILEeM
nenonpousBoAcTse. [lopsaaok u3bsATHS JOKYMEHTOB U3 Aena [lopsnok crauu aen B
BEJIOMCTBEHHBII apXMB.

Bujabl KOHTPOJISA N0 AMCHUILIHHE: JIJIs1 OUHOU (POopMBI 00yUeHHUsT — IK3aMEH
B 1 cemecTpe; mist 3a0uHON (HOPMBI 00YUEHHS — HIK3aMEH BO 2 TPUMECTPE.
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OO0masi TPy10eMKOCTh OCBOEHHUS] TMCHUILIHHBI COCTaBISET 3 3a4ETHBIX
eaununbl, 108 gacos. [IporpaMmoi THCIMIUIMHBI TPETYCMOTPEHBI:

st ogHOM (popmbl 0OydeHus: neknuoHHble (12 4), mpakTudeckue (24 4.)
3aHATHSA, CAMOCTOATENIbHAs paboTa cTyaeHTa (45 4) 1 KOHTpoub (27 4.);

JUIs 3a04HOM (hOpMBI OOYYECHUS: JICKIIMOHHBIC (4 4.), mpakTuueckue (8 4.)
3aHATHSA, CAMOCTOATENIbHAs paboTa cTyeHTa (87 1) U KOHTpoJb (9 4.).

AHHOTANUA
pabo4eil nporpaMMbl Y4eOHOM TUCHMUILIMHBI
«UcTopuorpadus 10KyMeHTOBeIeHUSI U APXMBOBEIeHUD)
JIOTHKO-CTPYKTYPHBIH aHAJIN3 AUCHHUILVIMHBI: KypC BXOAHMT B 0a30BYIO
(00s13aTeNIbHYI0) YacTh IUCLMIUIMH MOATOTOBKHU CTYJIEHTOB.
JucuunnuHa peanusyercs kadeapoil JOKYMEHTOBEACHNUS U apXUBOBEICHUS
HNucTUTyTa HCTOpPUH, MEXITYHAPOIHBIX OTHOIICHUNA U COIMATBHO-TTOIUTHIECKIX

Hayk @I'BOY BO «JII'TIY».
OcHoBbIBaeTCs Ha 0aze JVCHATLUINH: «ApXUBOBENECHUEY,
«/lokymeHTOBEIEHUEY .

SIBnsieTcs OCHOBOM MUl M3YYEHMs CIEAYIOIIMX IUCHUIUIMH: «MeTtonnka
IPENOJABAHNUS  JOKYMEHTOBEIUECKMX W APXUMBOBEIYECKUX  JAUCIUIUIMHY,
«CoXpaHHOCTb, peEcTaBpalMsi W  KOHCEpBAlUs JOKYMEHTOB Ha OCHOBE
COBPEMEHHBIX TEXHOJIOTUI.

Hesn 1 3212494 IMCUUTITIMHBI

Lens — popMupoBaHUE LETOCTHOTO MPEACTABICHUS O PA3BUTHH PA3THMYHBIX
TEOPUM, KOHLENUMWHN, IOJOKEHUN, OTPAXKAIOIIUX POJIb U MECTO JOKYMEHTOB B
COBPEMCHHOM OOIIECTBE; pa3BUTHC 3HAHMK B O0JACTH JIOKYMEHTOBEICHUS M
apXUBOBEJICHHUS.

3amauu:  OCBOUTh M  IPOAHAIM3UPOBATH  OCHOBHBIE  IPOOJIEMBI,
3aTparvMBaBILIMECs B MCCIEA0BATEIbCKUX pad0TaX OTEUECTBEHHBIX M 3apyOEKHBIX
YUEHBIX B 00J1aCTU JOKYMEHTOBEJICHUS; Pa3BUTh JOKYMEHTOBEIUECKUE MBICIH IO
TEOPUU U METOJUKE paldOThl C JOKYMEHTaMH, a TaKkXke HCTopHorpaduueckue
MCTOYHUKHU MO MpoOJjemMaTUke Kypca; chOpMHpPOBATH YMEHHsI aHAIU3UPOBATh
TEOPETUYECKHE KOHILIENIIMU U METOJUYECKHE MOAXO/Abl K OCHOBHBIM IpoOjeMaM
JIOKYMEHTOBE/ICHUSI U apXWMBOBEJIEHHUS, C(HOPMYIUPOBAHHBIE B TPYAAaX YUYEHBIX
JIOKYMEHTOBE/IOB U apXUBHOTO JIeTa.

JAucuuniimHa HaneJ/ieHa Ha (pOpMHUPOBaHUeE:

yHUBepcalbHbIX KomneTeHiuil (YK-5).

Conep:xaHue TMCUMILVIMHBI: /JJOKYMEHT B KOHTEKCTE CHCTEMHOI'O aHajlu3a
KoncTpynpoBaHnue NOHITUN U TEpPMUHOCTUCTEM B IokyMeHTosioruu (K.I'. MuTsies,
0. U. Xannupa u np.) JlokyMeHTHasi cucTeMaTrka 1 KiacCU(pUKaIms JOKyMEHTOB
(K. U. Pynenscon, A. H. CoxoBa u ap.). UHpopmaninonHas CTpyKTypa JOKYMEHTA
(B. H. AsrtokpartoB, b. C. WnuzapoB u nap.). JoxkymeHtanpHasi OHOIMOTEYHO-
oubnmuorpaduueckass Teopus B paborax FO.H. Cromspoma, E. A. Ilnemkesuy,
I'. H. IlIBenoBa-Boxaka. Teopetnueckoe 00OCHOBaHHE JOKYMEHTALMOHHBIX
MPOLIECCOB B OOIIECTBE; AUCKYCCUU 00 OOBEKTE M MpeIMeTe JOKYMEHTOBEICHHUS,;
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ofmee W  CHEUUalbHOE  JOKYMEHTOBEIEHHE  («IOKYMEHTOJIOTHS» |
«JTOKYMEHTOBEJCHUEY ); OCBEILICHHE KOHIIENTYJIBHBIX npobiem
JIOKYMEHTOBEAECHUS B paboTtax Kosnosa B. I1., Ky3sunenosou T. B.,
Nmomenko M. I1., CrenanoBa E. A.,, Munranesa B. C., Croasaposa 1O. H.,
JlapproBa H. C. u 1.1. JlokyMeHTOBeIUeCKHE MPOOJIEMbl B KOHTEKCTE Pa3BUTHUS
YOPaBJIECHYECKON MBICIIN; TEOPETUYECKUE HCCIEIOBAHHUS OTEYECTBEHHBIX U
3apyOEKHBIX YYEHBIX. TpakToBKa BOMPOCOB JOKYMEHTOBEJEHHUA B TpyJax
K. T. Mutsesa, {.3. Jlupmuna, B.A. Hukynuna u ap. Ot permamenta Ilerpa I
UHCTpYKIUsM apxuBapuycam A. IlouaiinoBa m M. I'. CoGakuna. Konuenius
palroHaIM3Ma B OpraHU3allu apXWBOB Kak oTpaxkeHue napaaurmbl X VIII Beka.
[TpoekTs! neHTpanu3anuu apxuBoB O0apona I'. A. Pozenkamndom, H. B. Kanaudosa,
. 4. CamokBacoBa. TpaaunuoHHoe apxuBoBeacHUE. DEHOMEHOJIOTHYECKAs
napagurma A. C. Jlanmo-/lanuneBckoro u ero mocienoBarenu. Pa3zpaboTka
«JIOKTpUHBI ~ HOBOro  pycckoro  apxuBoBeneHus» (A. C. Huxonaes,
N. JI. Masikosckuii, JI. H. EropoBoB, A. . Auapees u ap.). JI. H. Eropos o ero
KOHLIETILIUIO «CaMOCTOSITEIBHOCTU apxuBHUcTa-HayuHuka». A. C. Hukonae 00
apXxMBHOM (OHAE KaK OCHOBHOM NPHUHIIMIIE CTPOUTENICTBA  APXHUBOB.
[TonuTu3amuss  ynpaBiaeHus  apxuBHbIM  geiaoM  CoOBETCKOM  BIACThIO:
npotuBoOopcTBa uaet M. H. [Tokposckoro u JI. b. Ps3anoBa. dyHnameHTanbHOe
apxuBoBeneHue. b. C. Min3apoB M €ro KOHILENIUS ApPXUBOB KaK COLMAJIBbHON
namatu 4enoBeuectBa. K. b. I'enbman-BunorpanoB o «HoochepHOI» CyIIHOCTH
apxuBHOTO JokymeHTa. [lomemMuka COBETCKMX YYEHBIX MO (yHIaMEHTaTbHBIM
BOIIPOCAM TEOPHUM AapXMBOBEACHMS, METOJAAX COOMpPAaHUS U XPAHECHUS JTUUYHBIX
apXMBOB. ApXUBHBII (POHJ KaK IpeaMeT HaydyHOU pediiekcuu. ApXUBHAsI OMKCH:
MOUCK YHUBEPCAIBbHBIX MPU3HAKOB OTEYECTBEHHBIMU apxuBoBedamu (XVIII—
XX BB.). AKCHOJOrUsl apXMBHOIO JOKYMEHTa B OT€YECTBEHHOM APXUBOBEICHUMU.
[IpoekTrl apxuBHbIX pepopm XIX B. Kak mpearedye TEOpUH HEHHOCTH JOKYMEHTA.
[IpuHIMIT TAPTUITHOCTHA B OCHOBE LIEHHOCTH JOKYMEHTOB VMICTOUHMKOBEIUECKUN 1
MH()OPMAIIMOHHBIA MOAXOJAbl B pa3palOTKe HAYYHOM TEOpUU DKCIEPTHU3BI
nesHoctn K. I'. MwutseB o0 npuHUOMIAX M KPUTEPUSAX HAYYHOM LIEHHOCTHU
JOKYMEHTAJIbHBIX MaTepuaioB. ApXUBHOE Aeso B rojibl Benukoit OTedecTBEHHOM
BOWHBI, B TIOCJIEBOEHHBIE TO/IBI U TIOCIIEAy IO iepuoj. ApxuBHoe aeno B 70—80-
e roabl. OTpaxeHue TPAAUIMOHHOTO M KOMIUIEKCHOTO MOJXOJIOB K Hay4YHBbIM
UCCIeNoBaHMusIM B paboTax Takux aBTopoB, kak FO. H. Ctomspos, C. I'. Kynemos
U p. ApXUBHBIE KOJUIGKIIMM KaK TMPEIMET COBPEMEHHBIX apXHUBOBEIYECKHUX
UCCIEeNOBaHUM (10 MaTepuanaM Hay4YHbIX MEpONpPUSITHI) M HAa CTpaHULIAX
CIEUUAIM3UPOBAHHBIX INepuoanyeckux wu3aanui: «Bectauk BHUWUWIAD»,
«Cexkperapckoe neno», « OTe4eCTBEHHbIE apXUBBI» U JP.

Buabl KOHTPOJISA MO IMCUMILIMHE. JIJIi OYHOU (hopMbI OOyYEeHHSI — 3a4eT
B 1 cemectpe; 1151 3a04HOM (hOopMBbI 00yUEHUs — 3a4eT B 1 TpuMecTpe.

OO01mas TpyA0eMKOCTh OCBOCHMS JUCHMILUIMHBI COCTABISET 3 3a4ETHbBIC
eaunuupbl, 108 yacos. [IporpaMMoii JUCHUILIMHBI IPELYCMOTPEHBL:

JUis O4yHOU (opMbl OOyueHust: JeKunoHHbe (12 4.), mpaktuueckue (24 4.)
3aHSTHS, CAMOCTOsITEIbHAs paboTa cTyaeHTa (68 4.) u KoHTpoh (4 4.);
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JUTSE 3a09HOM (pOpMBI 00yUYeHHUs: JEKIUOHHBIE (4 4.), mpakTuyeckue (8 49.)
3aHSTHS, CAMOCTOsITENbHAs paboTa cTyaeHTa (92 4.) 1 KOHTPOIb (4 4.).

AHHOTAIIUA
pabo4eil nporpaMMbl Y4eOHOM TUCHMILIIMHBI
«APpXHMBHOE 1€J10 B COBPEMEHHBIX YCJI0BHAX»

JIOTMKO-CTPYKTYpPHBIH aHAJIN3 AUCHHUINVIMHBI: KypC BXOAMT B 0a30BYIO
(0Os3aTeNBPHYI0) YacTh TUCIUTUINH MOJTOTOBKU CTYICHTOB.

JucuunnuHa peanusyercs: Kapeapoil JOKYMEHTOBEACHUS U apXUBOBEICHUS
HNHcTUTyTa UCTOPUH, MEXKIYHAPOJHBIX OTHOLIEHWN M COLMAIIBHO-TIOJIUTHYECKHUX
Hayk @I'BOY BO «JII'TIY».

OcHoBbiBaeTcss Ha  0aze  gucuuiuimH:  «Teopus  COBPEMEHHOIO
JOKYMEHTOBEICHUSI W apXHUBOBeAEHHs», «COXpaHHOCTb, pecTaBpauusi U
KOHCEpBalus JOKYMEHTOBY», «HayduHo-MeTonnueckas paboTa B rocyJapCTBEHHBIX,
MYHHUIUIATBHBIX U BEJOMCTBEHHBIX apXUBaX).

Heau u 3axa4n AUCHUIIHHBI:

Llenb — copmMupoBaTh y CTYAEHTOB HAy4HOE MHUPOBO33pEHHE B 00JacTH
BCeOOIIel HMCTOpUM apXUBOB; IO3HAKOMHUTb C OCHOBHBIMHM JE€QUHULUSAMHU U
KaTeropyaJibHbIM anmnapaTroM HayYHOW AMCLMILIMHBL; 1aTh OOIIYI0 HCTOPUYECKYIO
XapaKTEPUCTUKY Ppa3BUTHs 3apyOekKHOr0 apXUBOBEIEHUS; PACKPBITh CYIIHOCTh
OCHOBHBIX Ip00JIeM 3apyO0eKHOTO apXUBOBEICHUS.

3amaun: JaTh MPEACTaBIEHUE O CHelUu(UKe, 3aKOHOMEPHOCTAX Pa3BUTHS
3apyOEKHOrO  apXWBOBEICHHMS; O3HAKOMHUTH CTYJEHTOB C COCTaBOM U
colepkanueM  (OHAOB  3apyOEKHBIX apPXHUBOB; PACKPBITH MPOOJIEMATUKY
3apyOEKHOrO apXMBOBEJEHUS; CIIOCOOCTBOBATh MPUOOPETEHUIO CTYAEHTaMU
MPAKTUYECKUX HABBIKOB pPa0OThl C apXMBHBIMH HCTOYHHUKAMU MPHU MPOBEACHUU
MCTOPUYECKHUX UCCIEIOBAHUN U HAIIMCAHUU UCCIEA0BATENIbCKUX PadoT.

JAucuumuinHa HanesjaeHa Ha (popMUPOBaHKe:

obmrenpogeccronanbHbix kKomreternui (OITK-5).

Conepxanue TMCHMIIMHBI.

Tema 1. Oprann3zanus apxXuBHOIO J1eJ1a HA COBPEMEHHOM JTare.

Opranbl ynpaBieHUs] apXUBHBIM JeoM M UX (QyHKIUH. COBpeMEHHBIN
coctraB A® PD u ero knaccudukamus. CyTb W (GYyHKIUH TOCYJapCTBEHHBIX
apxuBoB. BenomcTBeHHble apxuBbl U UX (QpyHKuMU. OpraHuzanus TOKyMEHTOB B
mpenenax apxXuBoB Mo GoH1aM, 00bETMHEHHBIM apXUBHBIM (DOHIAM, KOJUTCKITUSIM.

Tema 2. JkcniepTH3a HEHHOCTH JOKYMEHTOB H KOMILUIEKTOBAHME
apXvBOB.

3amayn SKCNEepPTU3bl, MPUHIUIBI OTOOpa JOKYMEHTOB W KPUTEPUH UX
orieHKU. CucTemMa 3KCHEepTHhIX OpraHoB. KomIuiekc HOpMaTUBHO-METOJIUYECKHUX
nocoOui MO IKCMEPTU3E LUEHHOCTH JOKYMEHTOB. Meroanka oTOopa JOKYMEHTOB
Ha TOCYJJapCTBEHHOE XpaHeHHe U opopMieHue pe3ynbTatoB DL/ B yupexxaeHusX.
Opranuzanus padotsl o DI/l B rocynapcTBeHHbIX apxuBax. KomIiuiekToBaHue
apXMBOB, CIHCKM YYPEKICHWM, OpraHM3alvid W NPEANPUITHH, NEPEHarOIInX
JIOKYMEHTBI Ha FOCYAapCTBEHHOE XPAHEHHUE.
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Tema 3. Yuer u XpaHeHHe JOKYMEHTOB B apXUBaX.

['ocynapcTBeHHBIN y4der JOKYMEHTOB B rocyAapCTBEHHBIX
¥ BEIOMCTBEHHBIX apxuBax. Oco0o meHHbie M0KyMeHTHI AD P®, coszmanue
crpaxoBoro ¢onna. Ilopsaok pazMenienust U tonorpadgupoBaHue JOKYMEHTOB B
apxuBax. [TopsA1ok BeIauM 1€ U3 XPaHUIIULI.

Tema 4. Cucrema HAy4YHO-CIIPAaBOYHOIO0 amnmapara K JOKyMeHTaMm
AD PD.

CocraB HCA k JoKyMeHTaM B TOCYHApCTBEHHBIX M BEIOMCTBEHHBIX
apxuBax. TuUObBl M BUABI APXHMBHBIX CIPABOYHHUKOB, MX LEJIEBOE HA3HAYCHUE.
Onwucek gen — 6a30BbIid apXUBHBIN CIIPABOYHUK.

Tema 5. Opranusanus ucnoab30BaHuA J0KyMeHTOB AD P®.

Llenn m opraHu3anMoHHbIE (POPMBI HCIONB30BaHUSA TOKYMEHTOB AD PO.
MeTonuka HaBEeJACHHSI AapXMBHBIX CIPABOK [0 JIOKYMEHTaM, XpaHAUIUXCS B
apxuse. Llenu u opranu3annoHHble POPMBI HCIIOIB30BAHUS TOKYMEHTOB AD PO.

Tema 6. TexHoJiorusi XpaHeHHs1 JOKYMEHTOB B apXHBaXx.

YcerpoiicTBo, 000pyI0BaHKE U AKCILTyaTalys moMeleHut apxusa. duszuko-
XUMHUYECKHE U Ouosiorndeckue (GakTopbl pa3pylIeHHUs JOKYMEHTOB, TEXHHKA U
pEeXUM XpaHEeHHUs apxuBa. PectaBpanus u KoHCEpBaLus JOKYMEHTOB.

Bujbl KOHTPOJISA N0 JMCHHUIIHHE: 1711 OYHOU (POpMBI 00yUEHHUS — HK3aMEH
B 3 ceMecTpe; U1l 3a04HON (hOpMbI 00yUEHUS — FK3aMEH B 4 TPUMECTPE.

OO0mas Tpya0eMKOCTh OCBOEHHUSI THCHUILUIMHBI COCTABJIsIeT 3 3aYETHbBIC
eaununbl, 108 yacos. [TporpaMmoii TUCHMILIMHBI PEYCMOTPEHBI:

Ui o4yHOUM opMbI 00yueHus: JieKiuoHHbIe (12 4.), mpakTtudeckue (24 4.)
3aHATHS, CAMOCTOsATENbHAs paboTa cTyaeHTa (45 4.) U KOHTpOoJb (27 4.);

Ul 3204HOM (hOpMBI 00yUYEeHUs: JEKUUOHHBIE (4 4.), mpakTuyeckue (8 4.)
3aHATHS, CAMOCTOSTeNIbHAS paboTa crynenTa (87 4.) u KoHTpoub (9 4.).

AHHOTANMUSA
padoyeil mporpaMmbl Y4eOHOH JUCHMIIUHBI
«MeToauKa nMpenogaBaHus JOKYMEHTOBEIUYECKUX U aPXUBOBETYECKUX
JUCIHMILTHHY

JIOTMKO-CTPYKTYPHbIH AaHAJU3 AMCHUILUIMHBI: KypC BXOJIUT B 4YacTb,
dbopMupyemMyro  ydyaCTHUKaMH  OOpa30BaTENbHBIX  OTHOIICHWH,  JUCIUTUIIMH
IIOArOTOBKHU CTYACHTOB.

HucrunnHa peanusyercs: kadeapoi JOKYMEHTOBEICHHS U apXHUBOBEICHUS
NucTuTyTa HCTOpHH, MEXKAYHAPOIHBIX OTHOUICHUNW W COLIMAIIBHO-TIOJIUTHYECKUX
Hayk ®I'bOY BO «JIT'TIY».

OcHoBbeIBaeTcs Ha 0Oa3ze puciumuinH: «llegarormka BBICIIEH IITKOJIBDY,
«IIcuxonorus BeICIIEN WIKOJIbD, « METOIOJIOTHS HAYYHOTO UCCIICIOBAHUS.

SBnsieTcs OCHOBOW MUISI M3YYEHMS CIECAYIOIMX AUCHUIUIMH: «MeTroauka
pa3pabOTKH JIOKAJIbHOIO HOPMATHUBHOI'O aKTay, «JIMHTBO-rOpUAMYECKas TEXHUKa
MPOECKTUPOBAHUSA HOPMATUBHBIX ITPABOBBIX AKTOBY.

Ieau u 3apa4n JUCHUIINHDI.


http://pandia.ru/text/category/vedomstvo/
http://pandia.ru/text/category/konservatciya/
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Ilenu: O3HAKOMUTH C HOPMATHBHO-IIPABOBBIMU aKTaMH, METOJWYECKHUMHU
PEKOMEHJAUUsMH,  PEryJUPYIOIIMMU  MOpouecc  pa3pabOTKU  IPOrpaMmbl
JOKYMEHTOBEIUYECKOM M apXUBOBEAYECKOW JUCUUIUIMHBI B 00pa3oBaTENbHOU
OpraHu3allid BBICIIETO O0pa30BaHUS; C OCHOBHBIMHU TMOHSTUSMU B OOJACTH
METOOUKH MPENOJABAHUS JOKYMEHTOBEIUECKUX M apXMBOBEIYECKUX NHUCIUIUINH;
OCBOMUTH CMOCOOBI W CpEACTBA TNPENOJABaHUA JIOKYMEHTOBEIUYECKUX H
apXWBOBEIYECKUX JUCHUIUIMH JJI HA4aJbHOTO MPOQPECCHOHAIBHOIO, CPEAHErO
npodeccuoHanbHOT0 00pa30BaHUs U BBICIIETO 00pa30BaAHMS.

3agaun: OBNANETh MOHSATUMHBIM annapaToM JaHHOW JIUCHUILIUHBI;
CIIOCOOHOCTBIO 0000meHus, aHaInu3a cOoOCTBECHHOM IeJarorn4ecKom
NEeSATEIbHOCTH.

JlucuunjinHa HaueJeHa Ha popMHUpoOBaHue:

obmrenpogeccrnonanbHbix kKoMmeTernui (OITK-6).

Conep:xanue aucuMIVIMHBI.  OCHOBHbIE HOPMATHMBHO-TIPABOBBIE U
METOJMYECKHE aKThl, PETyJHPYIOLIME TMpolecc pa3pabOTKU  MPOrpaMMBbl
JIOKYMEHTOBEIUYECKOM UM apXUBOBEAYECKOW JUCIUIUIMHBI B 00pa3oBaTENbHOU
opraHu3anuu Bbicuiero oo6paszoBanus. 3akoH JIHP, P® «O6 o6pa3zoBanum».
@denepanabHBIi  TOCYIApCTBEHHBIM  00pa30BaTENbHBIA  CTaHIAPT  BBICIIETO
oOpa3oBaHus MO HampaBieHuo noAroToBku 46.03.02 JlokyMeHTOBEIECHHUE W
apxuBoBeieHre. DenepalibHbIl TOCYJapCTBEHHBIM 00pa30BaTEIbHBIA CTaHAAPT
BBICIIIETO o0Opa3oBaHUs 1o HaIIpaBJICHUIO MOATOTOBKHU
46.04.02 JoxymeHTOBEICHUE U apXuBOBeAeHuE. baza HOpMaTUBHO-METOIUYECKHUX
nokymeHtoB ®I'BOY BO JII'TIY», pernmaMeHTHPYIOIIMX MPOLECC OO0y4YeHUs
Oynymux JOKYMEHTOBEIOB U apxuBoBeaoB. (OcHOBHasi o00pa3oBarelibHas
nporpaMma MpoQecCHOHATILHOTO 00pa30BaHUsl U OCOOEHHOCTU €€ CTPYKTYpPbl H
opopminenus. CTpyKTypa M COACpPKAHUE OCHOBHBIX pPAa3JelIOB MPOTrPaMMBbI
JIOKYMEHTOBEIUECKMX M AapPXMBOBEIUYECKUMX JHCLHMIUIMH B 00pa3oBaTEIbHOU
opraHu3anuyd Bbiciero oOpasoBaHusi. CrpykTypa paboueid MpOrpaMMbl:
TUTYJIBHBIA  JIUCT; TOSCHUTENIbHAs 3alucKa; Y4yeOHO-TEeMAaTHUYeCKHM IUIaH;
COJIEp)KaHUE Kypca; CIMCOK JMTEPATypbl, OCHOBHOM M JIONOJIHUTEIBHOM,
WHTEPHET-PECYPChl; IUIaHbl AayAUTOPHBIX 3aHSITUH; TEMbI, BBIHOCUMBIE Ha
CaMOCTOSITENIbHOE ~ M3y4yeHHUE; (DOHABI OLICHOYHBIX CPEACTB; METOJUYECKHE
Martepuajibl M YKa3aHusi — METOJAMYECKHE pEKOMEHAAIuu (MaTepuabl)
IpErnoAaBaTeNio, METOAMYECKHE yKa3aHus OOy4yalouuMcsi 10 OCBOCHHIO
TUCIUTUIMHBL.  Pa3paboTka mpoekTa MporpaMMmbl JTOKYMEHTOBETYECKUX U
apXMBOBEIYECKUX JHUCLUMIUIMH B 00pa3oBaTENbHOM OpraHu3alydyd BBICIIETO
oOpazoBaHus. TpeboBaHUs K CTPYKType U OQOPMIICHUIO YUEOHO-METOAMYECKOTO
KoMIuieKca oopazoBaresibHoi nporpammel B @PI'BOY BO «JII'TIY». Obs3arenbHbie
KOMITOHEHThI pabouell MporpaMMbl: MECTO JUCUUILIMHBI B CTPYKTYpPE OCHOBHOM
o0pa30oBaTeNbHONl MPOrpaMMbl MO HAIPABICHUIO MOATOTOBKU; LEIU H3yUYEHHS
JUCUUIUIMHBI, COOTHECEHHbIE C OOLIMMHU LEISIMU OCHOBHOM 00pa3oBaTeNbHOM
pOrpaMMbl, B TOM YHCJIE€ HMEIOIINE MEXKIUCIUIUIMHAPHBIN XapakTep Wiu
CBA3aHHBIE C 3aJa4aMM BOCIIMTAHMS; MEPEYEHb IUIAHUPYEMBIX pE3yJIbTaTOB
oOyueHusi MO JUCUMUILIUHE (MOJYJI0), COOTHECEHHBIX C IUIAHUPYEMBIMH
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pe3yapTaTaMH  OCBOEHHUSI ~ 00pa3oBaTeNbHOM  MpOrpamMmbl;  COAEpIKaHHE
TUCHUIUIMHBL, CTPYKTYpUPOBAaHHOE MO Ienu (3aadaM), KOMIIETEHIUSM,
PEKOMEHIyeMbIM TEXHOJIOTHSIM OOy4YeHus, BUAAM Y4eOHOM paboThl, BKIIOYAs
CaMOCTOSITENIFHYIO PabOTy 0OyJarOIMUXCs, C yKa3aHUEM UX O0BEMOB B 3aUETHBIX
enuHUIAaX (B 9acax); OHIBI OICHOYHBIX CPEACTB JUISA MPOBEICHUS TEKYIIETO H
pyOEKHOTO KOHTPOJIS YCIEBAEMOCTH WM TPOMEKYTOUHOM aTTecTaluu; ydeOHO-
METOJIMYECKOe OOECTieUeHrne TUCIUIUIMHBI, BKIIOYas TIEepPEYeHb OCHOBHOW W
JIOTIOTHUTEIPHOW ~ JUTEepaTyphl,  VIHTEepHET-pecypcos; o0pa3oBaTeIbHBIC
TEXHOJIOTHH, UCIIOJIb3YyeMbIE TIPU OCYIIIECTBICHUU 00pa30BaTeILHOTO MpoIlecca 1Mo
JTUCIUTLINHE.

Bujabl KOHTPOJISA N0 JMCUMIIMHE: TSI OYHON (DOpMBI 00yUeHHUs — IK3aMEH
B 3 ceMecTpe; Il 3a04HOM (hOpMBI 00yUeHUs — SK3aMeH B 6 TpuMecTpe.

OO0masi TPya10eMKOCTh OCBOEHUSI THCHUILUIUHBI COCTAaBJIsieT 4 3a4eTHBIC
eaununebl, 144 gaca. [IporpaMMoi TuCHUIUIAHBI IPEYCMOTPEHBI:

I OYHOM (opMbl 00ydeHus: nekiuoHHble (12 4.), mpakTuyeckue (36 d.)
3aHSITHS, CAMOCTOsITEIbHAs paboTa cTyaeHTa (69 1.) u KoHTpoas (27 4.);

JUTsE 3a04HOM opMbI 00ydeHUs: JeKInoHHbIe (6 4.), mpaktudeckue (10 4.)
3aHATHS, caMocTosITeNbHast padboTa ctyaenTa (119 4.) u kontposns (9 4.).

AHHOTALIUA
padoyeil nporpaMmbl Y4eOHOH TUCHUILTHHBI
«IIpaBoBbI€ OCHOBBI YIIPABJIECHUSA JTOKYMEHTAIlUeld U apDXUBAMU 32 Py0e:KoM»
JIOTHKO-CTPYKTYPHBI aHAJIM3 JMCHUILIMHBI: KypC BXOJIUT B YacTh,
dbopMUpyeMyr0  y4acTHHKaMH  OOpa30BaTENbHBIX  OTHOIICHWM,  JUCIUIUIUH
MOJITOTOBKH CTYJICHTOB.
JucuuminHa peanusyercst kKadeapoi TOKyMEHTOBEICHUS U apXWBOBEACHUS

HNHcTuTyTa UCTOPUH, MEXKIYHAPOJHBIX OTHOLIEHUH M COLIMAIBHO-TIOJIUTHYECKHUX
Hayk ®I'bOY BO «JIT'TIY».

OcHoBbIBaeTCs Ha 0aze JVCHUTUINH: «ApXUBOBEIECHUEY,
«JlokyMeHTOBeieHuEY», «['0oCynapCcTBEHHbIE, MyHULIUIIAJIbHBIE U BEAOMCTBEHHBIC
apXUBBD).

Iesn 1 325244 AUCUHUIIHHBI

Ilens — maTe CTyAeHTaM OCHOBHBIE IIPEACTABICHHS O IIPABOBBIX OCHOBAX
yIpaBiIeHUs JOKyMeHTauued u apxuBamu B PD u 3a pybexxom, ero mecre B
CUCTEME MEXAYHAPOIHOTO U HALIMOHAJIBHOTO IPABA.

3agaun: JaTh MPEICTABICHUE O CTAHOBJIICHUM YIPABICHUS JOKyMEHTALMEN
u apxuBamu B P® u 3a pyOexom, a Takxke pa3BUTUN ApXUBHOTO 3aKOHOJIaTEIhCTBA
3a pyoexoMm.

JAucuuniimHa Hane/ieHa Ha (popMHUPOBaHUeE:

npodeccrnonanbHbix komnereniuit (ITK-1).

Conep:kanue Q1MCUUNIMHBI:

Tema 1-2. MexayHapoAHBIi ONBIT YNpPaBJIeHHs] JOKYMeHTauued u
apxuBaMH.
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VYrpasienue — IOKyMeHTauuen W apxuBaMu.  JlokymeHtanmus B
HH()OPMAITMOHHOM OOIIECTBE: MEKIYHAPOIHBIN OIBIT YIPABICHUSI TOKYMEHTAMHU.
YrpasieHue ToKyMeHTalren B 3apyOeKHBIX CTpaHaXx.

Tema 3. @paHiy3cKuii oNbIT yHpaBJieHHs JOKYMeHTALlMEl U apXUBaMM.

VYnpasneHue AOKyMeHTauued U apxuBamu Bo @Dpanumu. PasButue
(bpaHIry3CKOro apXHUBHOTO 3aKOHOAATENIbCTBA.

Tema 4. /lokyMeHTALMOHHO-aPXUBHOE NPpaBo BesukoOpuranuu.

VYropaBienue  JOKyMeHTallMeil W apxuBamMu B BenukoOputanuw.
CoBpeMeHHOE 3aKOHO/AATENbCTBO BenukoOputanuu B 00JIaCTU  yNpPaBIICHUS
ANIEKTPOHHBIMU JJOKYMEHTAMH.

Tema 5. JIoOKyMeHTAIMOHHOE 3aKOHOJATEJILCTBO W YyIpAaBJieHHE
nokymeHrauueil B I'epmanuu.

OcobenHocTr ympaBiaeHUus JokyMeHTtarued B ['epmanun. OcoOeHHOCTH
yIpaBJIEHUs TOKYMEHTAlMEW U apxuBamu B [ epmanun.

Tema 6. ®enepasibHOE JOKYMEHTALMOHHO-APXHBHO-UH(OPMALIMOHHOE
3akoHoaaTeJbcTBO CIIIA m ero Mecrto B 00mIeH COHHUAJBHO-TIPABOBOM
CHCTEeMe roCy/IapcTBa M B YIIPABJIECHUH JOKYMEHTAMM.

Ponp aMeprKaHCKOro 3aKOHOJATENIbCTBA B YIPABICHUHM TOKYMEHTAlMEWd U
apxuBamu. Oco6eHHOCTH yrpaBieHus jokyMenTtanueit B CLIIA.

Tema 7-8. CoBpemenHasi akToBasi 0a3a NMPaBOBbIX OCHOB YNpPAaBJIEeHUSsI
NOKyMeHTauueud u apxusamu B PD.

CrpykTypa apXWBHOIO 3aKOHOJATEIbCTBA. MeXOTpacieBol xapakrTep
apXuBHOTO TMpaBa. [IpaBoBbIE OCHOBBI OpTraHHU3alMM JOKYMEHTOB AapXHWBHOTO
dbonna PO. IlpaBoBoe peryaupoBaHUE HCIOJIB30BaHUS JOKYMEHTOB U
uHopmaruu. [IpaBoBbie OCHOBBI MEXKIYHApOJAHOTO COTPYJHHYECTBA apXHWBHBIX
JIOKYMEHTOB. XpaHEHHWE AapXUBHBIX JOKYMEHTOB OrpPaHUYEHHOrO JOCTYIIA.
Bomnpock! ynpaBieHus apXuBHBIM JIEJIOM B apXHUBHOM 3aKOHOAATEIHCTBE.

Buabl KOHTPOJISI 10 JUCHUIUIMHE: JIJI1 04HON (HOpMBI 00yUYEHUS — IK3aMEH
B 3 ceMecTpe; Il 3a09HOM (POpMBI 00yUeHUs — dK3aMeH B 6 TpuMecTpe.

OO0mas TPy10eMKOCTh OCBOCHMS IMCHUILIMHBI COCTaBIISIET: 3 3a4€THBIC
eaununpl, 108 yacos. [TporpaMmoii TUCHMIUIMHBI IPETYCMOTPEHBI:

JUIsl O9HOM (popMBbI 00yueHUs: JeKImoHHbIe (12 4.), mpakTtuyeckue (24 4.)
3aHSTHS, CAMOCTOsITEbHAs paboTa cTyaeHTa (45 4.) u KoHTpois (27 4.);

JUTSE 3a09HOM (OpMBI 00yUYeHHUs: JEKIUOHHBIE (4 4.), mpakTuyeckue (8 4.)
3aHSTHS, CAMOCTOsITEIbHAs paboTa cTyaeHTa (87 4.) 1 KOHTPoJb (9 4.).

AHHOTAIUA
paboueil nporpaMMbl Y4eOHOM U CHMUILIMHBI
«CoXpaHHOCTb, pecTaBpaIlUs ¥ KOHCEPBAIUs IOKYMEHTOB HA OCHOBE
COBPEMEHHBbIX TEXHOJIOT Ui
JIOrMKO-CTPYKTYPHBIIi aHAAM3 AUCHUILUIMHBI: KypC BXOJIUT B 4YacTh,
dbopMupyemMyro  ydyaCTHUKaMH  OOpa3oBaTENbHbIX  OTHOILIEHWH,  JUCLUILUIMH
MOJITOTOBKH CTYJICHTOB.
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JucuunnuHa peanusyercs kadeapoil JTOKYMEHTOBEICHHS U apXUBOBEICHUS
HMHcTuTyTa UCTOPUH, MEXKIYHAPOJHBIX OTHOLIEHUH M COLIMAIBHO-TTOJIUTHYECKHX
Hayk @I'BOY BO «JII'TIY».

SBnsiercss 0a3oBOM IS M3Y4YEHUS JAMCLHMIUIMH — TpodecCHOHaIbHOM
HaIPaBJICHHOCTH.

Iesan 1 3212494 AMCUUIIIIMHBI:

Llens — nmaTh MpeACTaBICHHE O COBPEMEHHOM COCTOSIHUM OO€CTeueHHUs
COXPAaHHOCTH JOKYMEHTOB; OINPEIEIUTh CYIIHOCTh UM COJEPKAHUE ITOTrO
KOMILUIEKCHOTO MOHSTHS; 03HAKOMUTH C OINBITOM MPAKTAUYECKOW W METOANYECKOMN
paboTHl ApXUBUCTOB, CBA3aHHON C 00ECTIEUEHUEM COXPAaHHOCTH JOKYMEHTOB.

3amayu: OBIAAETh BCEMH BUAAMHU PabOT MO OOECIEUEHUIO COXPaHHOCTU
JIOKYMEHTOB, pe€aju3yeMble B TOCYAApPCTBEHHBIX, MYHHIIMMNAIbHBIX apXUBaX;
OCBaMBaTh TEXHOJIOTMM AaBTOMATU3UPOBAHHON 0OpaOOTKM JAOKYMEHTAIWH;
HAyYUTbCSI PECTABPUPOBATH JTOKYMEHThl Ha TOBPEKICHHBIX HOCHUTENSX;
OCYUIECTBJISITh XPAaHEHHE, MOUCK JIOKYMEHTOB; MPOBOAMTH MPOBEPKY HAJIUYHS U
COCTOSIHUSL JIeJT; CO3/IaBaTh CTPaxoBoil PoHA U POH/I MOJI30BAHUS.

JucuuniinHa HaueJaeHa Ha GopMUpOBaHMe:

o6rrenpodeccronanbHbix kKoMreTernui (OITK-5).

Conepxanue TMCHMIIMHBI.

Tema 1. [IokyMeHT KaKk MaTepHAJIbLHbII 00bEKT.

[lonsitne «1okymeHT». CTapuHHBIE JHOKYMEHTHI. Dmnoxa pykomucu (XXX B.
moH.a. — XIX B. H2.). Hocurenu noxymeHTHOM uHMOpMaIUu. IBOIOLHUS
n3rotosyieHust Oymaru. CpeacTa nmuchbMa.

Tema 2. CrapeHue IA0KyMeHTOB. MDaKTopbl CTapeHMs U HNPUYHHBI
pa3pyuieHusi JOKYMEHTOB.

Crapenue JOKyMEHTOB. JlecTpykimsi Oymaru B MPOIECCE E€CTECTBEHHOIO
crapeHus. KucCIOTHOCTh OyMaKHbIX JOKYMEHTOB. BiMsHuME MaTrepualioB 3amvcu
uHbopMaIMM Ha CTaOUIBLHOCTh Oymaru AOKYMEHTOB. BHemHue (aktopbl crapeHus
JIOKYMEHTOB.

Tema 3. KoncepBanusi 1 pectaBpanys 10KyMEHTHBIX IAMATHHKOB.

KoHncepBaiuss n0KyMeHTOB. Marepuasisl B KOHCEpBALMM  JIOKYMEHTOB.
PecraBpanus 1okyMeHTOB. MaTepualibl B peCTaBpalviv JJOKYMEHTOB.

Tema 4. ®u3n4ecKoe cOCTOAHUE JOKYMEHTOB.

[IpoBepka (pU3MUECKOrO COCTOSIHUSA AOKYMEHTOB. [Ipu3Haku nedeKkToB u ux
OTHECEHHE K TUMOBBIM TpymnnaMm. OneHka (PU3N4ecKOro COCTOSHUSI TOKYMEHTOB B
apxuBax criocoOOM MaJioil BHIOOPKH.

Tema 5. buojsoruyeckue areHTbl IMOBPEXICHHUA JIOKYMEHTOB U Mepbl
00pbHOBI C HUMM.

bakrepun. I'pubbl. Hacekomsie. [Ipodunaktuueckue MeponpusiTis B CUCTEME
Mep O0pBOBI ¢ BPEIUTESIMHU.

Tema 6. BoccraHoBiieHMe YracawiMx TEKCTOB M HM300paKeHHMHd ¢
IOMOLIbI0 COBPEMEHHBIX TE€XHOJIOTHiA.
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HeoOxoauMocTh ~ AMAarHOCTHKK — JOKYMEHTOB.  [IpubGopHO-MeToamueckue
cpencTtBa uccnenoanuil. [lpumenenue u@pPOBbIX KOMIBIOTEPHBIX TEXHOJIOTUI TIPU
BOCCTaHOBJICHHH yracarorniei napopmammu. Beidbop Oymaru myis evary.

Buabl KOHTPOJIS O JUCHUIJIMHE: JJIsI OUHON (HOPMBI 00YUYEHUS — DK3aMEH
BO 2 ceMecTpe; I 3a04HOM (hOopMbI 00yUEHHUS — IK3aMEH B 4 TpuMecTpe.

OO0mas Tpya10eMKOCTb OCBOEHMSI JUCIHHUIIMHBI COCTABJSAET 3 3aUCTHHIC
enunuibl, 108 yacos. [IporpamMMoil TUCIUILTUHBI TPETYCMOTPEHBI:

JUIsl OuHOM (popMbl 0OydeHUs: JeKiuoHHbie (12 4.), mpakTudeckue (24 4.)
3aHATHSA, CAMOCTOSATENIbHAs paboTa cTyaeHTa (45 4.) U KOHTpOoJIb (27 4.);

Ul 3209HON (OpMBI OOYUYCHUS: JEKIUOHHBIC (4 4.), mpakTuyeckue (8 4.)
3aHSITHS, CAMOCTOsITebHAs paboTa cTyaenTa (92 4.) u KoHTpos (4 4.).

AHHOTAIUA
padoyeil mporpaMmsl Y4eOHO! JUCHMIIUHBI
«IlucbMeHHAas1 1eJI0BAsi KOMMYHHUKAIIHS

JIOTHKO-CTPYKTYPHBIH aHAAM3 JUCHMIUIMHBI: KypC BXOJUT B 4YacCTh,
dbopMupyemMyr0  y4aCTHUKaMH 0Opa3oBaTeNbHBIX OTHOIICHHWH, JUCIUIUIMH
MOATOTOBKU CTYICHTOB.

HucruminHa peanusyetcs kadeapoil JOKyMEHTOBEICHHS U apXUBOBEICHMUS
NHcTUTyTa UCTOPUH, MEXKIYHAPOAHBIX OTHOIIEHUN M COLUAIBbHO-TIOJUTUYECKUX
Hayk ®T'BOY BO «JIT'TIY».

OcHoBbIBaeTcss Ha 0a3e AUCHMIUIMH: «JleloBble KOMMYHHKaAIMu B cdepe
JOKYMEHTAIIMOHHOTO 00ECTIEUeHHS! YIIPaBIEHUs», «JlenoBast KoppecrnoHACHITU.

SBnsieTcss OCHOBOM ISl M3Y4YEHUS CIEAYIONIUMX AUCHMUIUIMH: «JlenoBbie
KOMMYHUKALUN», «YTIPABICHUE JOKYMEHTaMMU.

enu u 3aga4u JUCHUATIIMHBI

Llens — pa3BUTHE KOMMYHHKAaTHBHOW KOMIETEHTHOCTH, CIIOCOOCTBYIOIIEH
YCTAHOBJIGHUIO  A(PPEKTUBHBIX  JEJIOBBIX CBs3ed B IpodecCUOHATIBHOM
JeATEIbHOCTH; (()OPMUPOBAHUE 3HAHUI U YMEHUM, CBSI3aHHBIX C IJIAHUPOBAHUEM U
peanuzalnen,  YNpaBICHUEM  WHTETPUPOBAHHBIMA  KOMMYHHKAIMSIMA B
OpraHu3alusIX, OCBOCHHEM M MPUMEHEHUEM Pa3JIMYHbIX KOMMYHHUKAIIMOHHBIX
TEXHOJIOTHI ¢ y4eTOM cep AeSITeIbHOCTH OpraHU3allUH.

3agaun: U3YYEHHE TEOPETHUUYECKUX OCHOB, CTPYKTYpbl M COJAEpPKaHUS
mpoiiecca JeJI0BOM KOMMYHHUKAIMKM; oOydeHne >()PEKTUBHBIM TEXHOJOTUSM B
o0NacTH  JIEJOBBIX ~KOMMYHHKAIIMWA JJI  pealu3alui WX B IpoIecce
npodeccuoHanbHON JeSATEIbHOCTH; dbopmupoBaHue CaMOCTOSTEJIbHOTO
3(pPEeKTUBHOTO  KOMMYHHMKATHUBHOTO  CTHJIS, CIOCOOHOCTM W HaBBIKOB
MPOJYKTUBHOIO JIEJIOBOTO MOBEJICHUS, pEarupoOBaHuUs U B3aUMOICUCTBUS.

JAucuuniimHa Hane/ieHa Ha (popMHUPOBaHUeE:

yHUBepcalbHbIX KomneTeHiuil (YK-4).

Conep:kanue TUCUMILIMHBI: KOMMYHUKALMS U 1€7I0Bast epenucKa. Turbl
U BuAbl KoMMyHMKauuid. Crneuuduka ¢ OCHOBHBIE 3aJaud  JEJIOBOM
KOMMyHUKauu. IIpenmeTrHo-ueneBoe coaepKaHUEe JEI0BOM KOMMYHHKAIUU,
coOmroieHne (bopManbHO-POIEBBIX MPUHIIUATIOB B3aUMO/ICHCTBUSI.
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KoMMyHUKaTHBHAsT KOMIETEHTHOCTh. KOMMyHHKaTUBHBIE poOaM  (MOJEIH
NOBEAECHUSI) B IMpoLEcCe AEN0BOro ooOmeHns. KoMMyHHKaTMBHAs KyJbTypa B
JIEOBOM  OOIIeHHHU. Tumosoruu  s3bIKOBBIX HOpM. [IpeacraBnenue 00
opdorpaduueckux U MyHKTYal[MOHHBIX HOpMax. Marucrepckas JuccepTaius Kak
Hay4yHbIH  TeKcT. SI3pikoBoe  odopmileHHe  aucceprauuu. I[lucbMeHHas
KOMMYHUKalus. [TonsiTHe 0 JOKyMEeHTHOM KoMMyHUKauu. CoBpeMEHHas cUCTEMA
JOKYMEHTHOM KOoMMyHUKaluu. CTpyKTypa IOKYMEHTaJIbHO-KOMMYHUKAIIMOHHOM
cucteMbl. OCHOBHBIE HMHCTUTYThl JTOKYMEHTHOM KOMMYHHKalnuu. CyIIHOCTS,
OCOOCHHOCTH M  (PYHKIMU DJIEKTPOHHOM KOMMYHHUKaIuu. [ 'moOanmuzanus
KOMMYHUKAIIMOHHBIX MpoLeccoB B comuyme. Mecto IHTepHera B cucreme
CPEIICTB COBPEMEHHOM  COIMAIBHOW KOMMYHUKALMH. SI3BIK  CITy>KEOHBIX
nokyMeHToB. [lpuka3, mnporokon, pemenne, Jg0roBop. OpraHu3zanMoOHHO-
pacrpenenuTenbHas TOKYMEHTalus: pE3lOMeE, 3asBJICHUE, AaHKETa, AOKIaJHas WU
00BSCHUTEIbHAS 3aIMCKa, TA0NMIA, CIUIONIHON CBSI3HBINA TEKCT. J|eToBBIC MUChMa:
COIJIAIIEHMs], 3alpOChl, COMNPOBOJUTEIbHBIE MHUCHhMA, MUChbMa-PErJIaMEHTHUBBI
(mo3npasineHus, U3BUHEHMUS, co00JIe3HOBAHUA, MMCHbMa-OTBETHI C
onarogapHocTbio). Ciy’)keOHbIE 3alMCKH Al BHYTPEHHEH KOMMYHMKAIIUH:
pacnopsbkeHus, — OJarogapHOCTH,  HAllOMMHAHUSA, MPOCHOBI,  MPOBEACHUE
Meponpusituii). [IpaBuna odopmieHUs 1€TOBBIX MTOCTaHUN. PeKkiiaMHBIN TEKCT KaKk
BUJ AesioBoro nociaanus. Crnenuduka, BO3SMOXKHOCTH U OrPaHUYEHUS MHMCbMEHHOM
JIEJI0BOM KOMMYHUKallMi. BHYTpEHHNE U BHEIIHME MUCbMEHHBIE KOMMYHUKALIUU.
BHyTpeHHs mepenucka: AOKIaAHbIE, CIyKeOHble, OOBSICHUTENbHBIE 3alUCKU U
T.A.;  XapaKTepUCTUKA,  OCOOECHHOCTM  TEKCTa. BHemHss  mepenucka:
XapaKTEPUCTHKA, OCOOEHHOCTH TEKCTa, UCIOJIb30BAHUE CTAHIAPTHBIX SI3BIKOBBIX
dbopmyn (xnumie). OCHOBHbIE BHUIBI THUCBMEHHBIX cooOmIeHud. OCHOBHBIC
npoOiaemMbl  NMUCHbMEHHOM  KOMMYHHMKAalUMU. OJIEKTPOHHAs  KOMMYHHUKAIUS.
CymHoCTh, OCOOCHHOCTM U (PYHKUMM  BJIEKTPOHHOM  KOMMYHHUKAIUU.
Oco0eHHOCTH MHCHbMEHHOW Jeln0BOM KOMMYHHKauuu. OCHOBHBbIE TpeOOBaHUS K
NUCbMEHHOM J1e710BOM peur. (OCOOEHHOCTH COCTaBIICHUS PAaCHOPSIUTENbHBIX
JNOKyMeHTOB. IIpuka3 Kak OCHOBHOW BHJ PAaCIOPSAUTENBHBIX JOKYMEHTOB.
CnyxebHass u nauyHas JokyMmeHTtanus. IlpaBuna odopmieHus 3asBiieHUs,
aBToOmorpadguu, pestome. I[lucbMeHHbIE KOMMYHUKALIMM PEAJTU3YIOTCS Yepes
JIOKyMEHTHI B ()OpMeE MK CEM, MPUKA30B, PACTIOPSIKEHUH, HHCTPYKITUH, TOJT0KEHUH,
KOI'/Ia PYKOBOJAUTENb MEPENAECT NOJUYMHEHHOMY NUCBMEHHbIE yKa3aHus. [IpaBuina
coctaBiieHUsI U odopMieHHs AeNOBBIX nuceM. OdopmiieHHe IENOBBIX MHUCEM B
cootBercTBUM ¢ TpeboBanusimu ['OCT P 7.0.97-2016. IlpaBuna cocraBieHust u
oQopMIIEHUS MEXAYHApPOJIHBIX JEJOBbIX MmHceM. PepgakTupoBaHuEe TeKcCTa
JIEJIOBOTO HCHhMa.

Buabl KOHTPOJIA MO JUCHUILUIMHE. U1 OYHON QOopMbI 00y4YeHUsT — 3a4eT
B 1 cemectpe; 15 3a04HON (HOpMBI 00YUEHUS — 3a4€T B 4 TPUMECTPE.

OO01mas TpyA0eMKOCTh OCBOCHMS JUCHMILUIMHBI COCTABISET 3 3a4ETHbBIC
eaunuupbl, 108 yacos. [IporpaMmoii TUCHUIUIMHBI IPETYCMOTPEHBI:

JUis O4yHOU (opMbl OOyueHust: JeKunoHHbe (12 4.), mpaktuueckue (24 4.)
3aHSTHS, CAMOCTOsITEIbHAs paboTa cTyaeHTa (68 4.) u KoHTpoh (4 4.);
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JUTSE 3a09HOM (pOpMBI 00yUYeHHUs: JEKIUOHHBIE (4 4.), mpakTuyeckue (8 49.)
3aHSTUA, CAMOCTOATENIbHAs padoTa cTyeHTa (92 4.) u KOHTPOJIb (4 4.).

AHHOTAIUA
pabo4eil nporpaMMbl Y4eOHOM TUCHMILIMHBI
«/lokyMeHTaMOHHOEe 00ecneyeHue AesiTeJIbHOCTH IrOCYyAaPCTBEHHOM CHCTEMbI
YIIPaBJICHU

JIOTHKO-CTPYKTYpPHBI aHAIM3 JUCHMIUIMHBI: KypC BXOJIHUT B 4YacCTh,
dbopMupyeMyl0  y4aCTHMKaMH 0Opa30BaTENbHbIX OTHOUICHUHM, JUCHUIUINH
MOJATOTOBKH CTYJICHTOB.

JlucuumnnuHa peanusyeTcs: KaQeapoil JOKYMEHTOBEICHUS U apXUBOBEICHHUS
HNHcTuTyTa UCTOPUH, MEXKIYHAPOJHBIX OTHOLIEHUH M COLIMAIBHO-TIOJIUTHYECKHX
Hayk @I'BOY BO «JII'TIY».

OcHoBbiBaeTcss Ha  0Oa3ze  auciuiuimH:  «Teopust ~ COBpPEMEHHOTO
JIOKYMEHTOBEICHUSI U apXMBOBEIEHUs», «l'ocymapcTBeHHOE peryinpoBaHue
JOKYMEHTAIMOHHOTO 00ECTIEUEeHHsI YIIPABICHUS U apXUBHOIO JIEJIa.

SBnseTcs OCHOBOM I M3ydyeHus cieayromux aucuuiuivH: «Kagposoe
o0ecrieueHrne rocyAapCTBEHHOM cCiykObl», «MojenupoBaHue YrpaBiIeHUECKON
NEATEIBbHOCTH U JIP.

Henn n 3axa4u AUCHUIIHHBI:

Ilenpto oOcBOEHUs JTUCHUILUIMHBI  «JlokyMeHTanmoHHOe oOecnedyeHue
JEATEIbHOCTH T'OCYIapCTBEHHOM CHCTEMBI YNPABICHUS SIBISETCS O3HAKOMIICHHE
CTyIEHTOB C TEOpMEH W  NPAKTUKOM  OpraHu3alik  COBPEMEHHOIO
JOKYMEHTAIIMOHHOTO 00€ecCleueHus MAEeSTENbHOCTH TOCYIapCTBEHHOM CHCTEMBbI
YIPABJICHHUS.

3agaun: ONpPENEIUTh MECTO AENONPOU3BOICTBA B TOCYJAPCTBEHHON CUCTEME
YIOPABJICHMS; HAYYUTh COCTABIISATh YNPABIEHYECKUE JOKYMEHTBI U BECTH JEIIOBYIO
NEepenucKy B OpraHax TrOCYJapCTBEHHOM BJIAacTH; U3YYUTh CHEHU(UKY
JOKYMEHTUPOBAHMSI TPYJAOBBIX OTHOIIEHHH B TOCYJIapCTBEHHOH cuCTEME
yIpaBJIEHUS.

JucuuninHa HaneJaeHa Ha (OpMUPOBaHMe!

npodeccroHanbHbIX KoMneTeniui (ITK-2).

Conepxanue TMCHMIIMHBI.

Tema 1. OpraHu3anMOHHOE YCTPOMCTBO TOCYAAapPCTBEHHOH CHCTEMBbI
ynpasieHuss. KomnereHuMu OpraHoB rocyiapCcTBeHHON BJIACTH, CIIOCOOBI U
MeTOAbI OCYIIEeCTBJICHUA PYyHKIMT

['ocynapcTBeHHasi BIacTh Kak 0co0asi pa3HOBUIHOCTh COI[MATIBHOW BIIACTH.
['ocynapcTBeHHast BIacTh — OpPraHU3alMs BBICIIMX TOCYJApCTBEHHBIX OpPraHOB,
NOpSIIOK  UX 00pa3oBaHUs, CTPYKTypa, TOJHOMOYHUS, B3aUMOJIEUCTBHE C
HAcCEeJIEHUEM, a TaKxKe APYT ¢ ApyroM. CTpyKTypHO-(DYHKIIMOHAIBHBIN MOAXOA IJIs
WU3YUYEHHs] MeXaHu3Ma TrocyfapcTBa. ['oCynapCcTBEHHBINM amnmapaT: IOHSTHE,
CTPYKTypa, opranuzauus. IlpuHOMObBl  opraHM3aluu U JAEATEIbHOCTU
rOCyJlapCTBEHHOTO  ammapara —  OCHOBOIIOJIAralollle  Hayaja,  WJEH,



48

OTIPEIEISIIONTNE XapakTep (PYHKIIMOHUPOBAHUS M PA3BUTHS allliapaTa rocyaapcTBa
B 11eJIoM. [IpuHIMIBI COBPEMEHHOTO TOCYIAPCTBEHHOTO aIlapara.

Tema 2. B3auMOOTHOLIEHUSI OPraHOB TIOCYIapPCTBEHHOW BJIACTH H
OPraHoB  MeCTHOro camoympasJjenusi. Cucrema  [eJ10NPOU3BOACTBA
rocy1apCTBEHHOM CIYKObI

OpraHu3alMoHHO-NPABOBOM CTaTyC OPraHOB MECTHOTO CaMOYIIPABJICHUS.
Opransl TOCYZApCTBEHHOM BJIACTHU M OpPraHbl MECTHOTO CaMOYIIPABJICHUS.
[IpyHUMOBI: B3aMMOOTHOIIEHUHM MEXIAY TOCYJapCTBEHHBIMU OpraHaMH U
opraHamMu MecTHOro camoympanieHus. [lomHomounst QenepanbHBIX OpPraHOB
TOCYJapCTBEHHOW BJIACTH B 00JIACTH MECTHOTO camoympasieHus. CiayKObI
JOKyMEHTAITMOHHOTO ~ OOECIMeYeHUs]  yOpaBJICHWS B TOCYJAapPCTBEHHBIX
MYHULIMNAIBHBIX OOpa3oBaHuAX. CHUCTEMbl JOKYMEHTAllUM Ha TOCYyAapCTBEHHOM
cinyk0e. OCHOBHBIE TIOJIOKEHHS IO JOKYMEHTHUPOBAHUIO YINPABICHYECKOU
JEATCIbHOCTH  TOCYJAapCTBEHHBIX  OpPraHoOB  BJAacTU.  YHUUKAIUA U
CTaHJapTU3aIUs YIPaBICHYECKUX IOKYMEHTOB.

Tema 3. CTpykTypa 3aKOHOJATEJHbHON W HOPMATHBHO-METOAMYECKOM
0a3bl [1eJIONPOM3BOACTBA B CHCTeMe TOCyAapCcTBeHHOU ciy:k0bl. IIpaBuia
MOArOTOBKH YNPABJICHYECKUX JTOKYMEHTOB U BeJeHUS [1eJ10BOIl MepenucKn B
OpraHax rocyJapcTBeHHOI BJIACTH

OcHoOBHBIE CTaHAAPTHI B 00JaCTH AEIONPOU3BOACTBA. OCHOBHBIE TEPMHUHBI
u onpeneneHus. llepedeHb THUIMOBBIX YIPABICHYECKUX APXUBHBIX JOKYMEHTOB,
o0pa3yromuxcsi B MpOIEcce NEATeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPTaHOB
MECTHOTO CaMOYIpaBJEHUS W OpTraHU3allMii, C YKa3aHUEM CPOKOB XpaHEHHUSI.
TpeboBaHus 3aKOHOJATEILCTBA K MOATOTOBKE U 0(OPMIICHUIO OPraHU3AIIMOHHBIX
JIOKYMEHTOB (TIOJIOXKEHUSI, WHCTPYKIHUS, MOJKHOCTHAS WMHCTPYKIMS, IITaTHOE
pacriicaHue, TpaBuUjia BHYTPEHHETO TPYAOBOTO pacHoOpsiKa, pPErJIaMeHT).
MyHununaibHble TPaBOBBIC AaKThl, MPUHATBIE B TMpeaeiaax KOMIETEHIIUU
MYHULIUTATHLHOTO o0pa3oBaHUsl. OcHoBHbIE MpaBuiia odopmiIeHuUs
yIpaBieHYeCKuX (OpraHu3alMOHHO-PACTIOPSAIUTEIIBHBIX) JOKYMEHTOB. DTUKETHBIC
MpaBWiia JAEJOBOM MNEPENUCKU. DJIEKTPOHHBIE MHChbMa JEJIOBOTO COJEPHKAHUA.
BusutHas kaprouka.

Tema 4. [lokyMeHTHpPOBaHHMe TPYIOBbIX OTHOLICHHMH B CHCTeMe
roCyJAapCTBEHHOM CJIy:KObI

JlokymeHTaImoHHoe oOecrieueHue KaapoBor paboTel. Kampopas ciyx0a
rOCyJAapCTBEHHOr0 opraHa ©u ee¢ (GyHKOuu B OOJaCTH  KaJpOBOTO
nenonpousBojacTBa. CocraBieHue U o(QopMIIeHHE JIOKYMEHTOB IO JUYHOMY
COCTaBy OOpa3yloIIUXCcsi B TMpollecce TMOCTYIJIEHUsT Ha TOCYIapCTBEHHYIO
IPKIAHCKYIO CIIY)O0y U ee mpoxokaeHus. [locTymieHne Ha rocynaapCTBEHHYIO
rpaxaanckyro ciayx0y. CroyxeOHbIM KOHTpakT. [IpucBOe€HHME KIAaCCHBIX YHWHOB
IPKIAHCKOM CTYKOBbI U MPOBEJICHNE KBATM(PUKAIMOHHOTO dK3aMeHa. ATTecTalus
roCyJapCTBEHHOT'O TPAaKIaHCKOTO CITY’KAILIETO.

Buabl KOHTPOJISA M0 TMCHMIUIMHE: I O4HON (POopMbI 0OydYeHUS] — 3a4eT
B 3 ceMecTpe; 11l 3a04HON (hopMbI 00yueHus — 3aueT B 1 Tpumectpe.
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OO0masi TPy10eMKOCTh OCBOEHMS JUCIHUIJIMHBI COCTaBIISCT 2 3a4€THBIX
enuHuIBI, 72 gaca. [IporpaMMoii AUCIIUTUTMHBI TIPETyCMOTPEHBI:

UIsi o4HOM (OopMBI 00yueHUs: JIeKIHMoHHbIE (8 u), mpakTthyeckue (24 4.)
3aHATHSA, CAMOCTOATENIbHAs paboTa cTyaeHTa (36 1) U KOHTpoJb (4 4.);

JUIs 3a04HOM (hOopMBI OOyYEHUS: JEKIMOHHBIC (4 4.), mpakTuueckue (4 4.)
3aHATHSA, CAMOCTOATENbHAs paboTta cryaeHTta (60 1) u KoHTpob (4 4.).

AHHOTAIUA
pabo4eil nporpaMMbl Y4eOHOM TUCHMILIMHBI
«YnpaBJieHHe JOKyMEHTAMM»

JIOTHKO-CTPYKTYpPHBI aHAIM3 JUCHMIUIMHBI: KypC BXOJUT B 4YacTh,
dbopMupyeMyr0  ydyacTHHUKaMU  OOpa3oBaTelbHBIX  OTHONICHUM, AUCHUILIAH
MOATOTOBKHU CTY/ICHTOB.

JucuuminHa peanusyercst kadeapoi JOKyMEHTOBEICHUS U apXUBOBEACHUS
NHcTUTyTa UCTOPUU, MEXKIYHAPOAHBIX OTHOIICHUN U COIUATBHO-TIOJUTUYECKUX

Hayk ®I'bOY BO «JIT'TIY».
OcHoBbIBaeTcsi Ha 0a3ze JUCHUIUIMH: «JlOKYMEHTAIlMOHHBIE CHCTEMBI
yopasieHus»,  «l'oCymapcTBEHHOE  peryJMpoBaHuE  JOKYMEHTAallMOHHOI'O

o0ecrnieuyeHuns ynpaBiIeHUs] U apXUBHOTO JEJIay.

SBnseTcs OCHOBOM 1 M3ydeHMs JucUUIUIMH «IIpaBoBblE OCHOBBI
yIpaBiICHUS JOKyMEHTAallMe U apXuBaMu 3a pyOexkom», «JloKyMeHTalMOHHOE
o0ecrniedyeHune AesITeIbHOCTU TOCYTapPCTBEHHON CUCTEMBI YIIPABICHUSY.

eau u 3aga4¥ JTUCHUTIMHBI .

Lenr — oOecnieunTh OOyYarOUIUXCS TEOPETHUYECKUMHU 3HAHUSMU U
NPaKTUYECKUMH HaBbIKAMU B 00JIACTU JESATENBHOCTH, BKIIOYArOUIEH B ce0s
(¢ ()EKTUBHBIN U CUCTEMATUUECKUN KOHTPOJIb CO3/IaHUs, TOJYyUYEHUs, COXPaHEHUS,
UCIIOJB30BaHUsA W oTOOpa (mepenayu) JIOKYMEHTOB, B TOM YHCJE MPOLECCHI
BKJIFOYEHHUS] B CUCTEMY M coXpaHeHHus (B opMe JOKYMEHTOB) JI0KA3aTEIbCTB U
uH(pOpMAaIUK O JEJI0BOM U YIPABICHYECKON AESTENbHOCTA OpTraHU3al|Hy.

3ajauu: yCBOEHME CTpPATEruil yIpaBlI€HUs JOKYMEHTaMH, KOTOpPBIE
OCHOBBIBaeTCA Ha pa3pabOTKE W TMPUHATHM OCHOBHBIX OPraHU3alMOHHBIX
MOJIOXKEHUI, HAIpaBJICHUN pPAa3BUTHA M CTAaHAAPTOB, MPOLEAYpP M NPAKTUKH, a
TAK)KE€ IPOEKTUPOBAHMM M BHEAPEHHM CHCTEM YIPAaBICHUS JOKYMEHTaMH B
COOTBETCTBUM C MOTPEOHOCTSMHU OpraHu3alld U TpeOOBaHUSIMH HOPMATHBHBIX
IIPaBOBBIX AKTOB.

JAucuuniimHa Hane/ieHa Ha (pOpMHUPOBaHUE:

npodeccronanbHbx komnerenimii (ITK-2).

Conep:xanue aucHUILIMHBE: [IpUHSATHE OCHOBHBIX OpPraHU3ALMOHHBIX
MOJIOKEHUH, HamnpaBleHUH pa3BUTUS W CTaHAAPTOB B cdepe ynpaBieHUs
JTOKyMeHTamMu. PacrnipenenieHne OTBETCTBEHHOCTH M MOJHOMOYHUHN MO YIPaBICHUIO
JOKYMEHTaMu B opraHuszauuu. [IpemocrtaBieHue yciyr, OTHOCAIIUXCS K
YIPABICHUIO JOKYMEHTaMU M MCIOJIb30BaHUIO JOKYMEHTOB. lIpoexkTupoBaHnue,
BHEJIPEHUE U a/IMUHUCTPUPOBAHUE CIIEHUATU3UPOBAHHBIX CUCTEM ISl YIIPABICHUS
nokymeHTamu. IIpouecchl ynpasieHus JOKyMEHTaMu.
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Buabl KOHTPOJIAA MO JMCUMILIMHE: OYHOW (OpMBI OOydeHHUS — IK3aMeH
BO 2 ceMecTpe; AJIs 3a09HOM (POpMBI 00YUEHHS — SK3aMEH B 7 TPUMECTPE.

OO0mas Tpya0eMKOCTb OCBOEHHMS JMCHUILIMHBI COCTaBISET 3 3a4eTHHIC
enunuIibl, 108 gacos. [IporpaMmoii AUCIUITITMHBI TIPETYCMOTPEHBI:

JUIsl O4HOM (popMbl 0OydeHUs: JeKuoHHbIe (12 4.), mpakTudeckue (24 4.)
3aHATHSA, CAMOCTOATENIbHAs paboTa cTyaeHTa (45 4.) u KOHTpoJIb (27 4.);

JUISL 3a09HOM (popMBI OOyUYEHHMS: JICKIIMOHHBIE (6 4.), mpakThueckue (8 4.)
3aHATHSA, CAMOCTOATENIbHAs paboTa cTyaeHTa (85 4.) u KOHTpoJib (9 4.).

AHHOTAIIUA
padoyell mporpaMMbl y4eOHOM U CHUINIMHBI
«Hay4yHo-MeTOAM4YeCKas padoTa B rocyAapCcTBEeHHbIX, MyHMIMIIAJbHbBIX H
BeIOMCTBEHHBIX aPXHUBAX))

JIOrMKO-CTPYKTYPHBIl aHAJIU3 IMCUMIUIMHBI: KypC BXOAWT B YacTb,
bopMHpyeMyl0  y4aCTHUKaMH 0Opa3oBaTENbHbIX OTHOUIEHUH, JUCUUILIUH
MOJATOTOBKHU CTYJIEHTOB.

JucuuninuHa peanusyercs: Kapeapoil JOKYMEHTOBEACHUS U apXUBOBEICHUS
HMHcTUTyTa UCTOPUH, MEXKIYHAPOAHBIX OTHOIUIEHUH M COLIMAIBHO-TIOJIUTHYECKHUX
Hayk ®T'BOY BO «JITTIY».

SBnsiercs  0a30BOM Uil  U3YYEHUS JUCHUIUIMH  NpOo¢EeCCHOHAIbHOU
HaIIPaBJICHHOCTH.

Henu u 3axa4u AUCHUIIUHBI:

Lens: chopmupoBaTh HABBIKM BEJIEHHA HAyYHO-METOAMYECKOW paboOThl B
roCyAapCTBEHHBIX, MyHULIMITAJIbHBIX apXUBaX U apXUBaxX OpraHu3aluil.

3agaun: chopMUpOBaTH CHUCTEMY 3HAHMM OO0 OCHOBHBIX HampaBICHUAX
HAy4YHO-UCCIIEI0BATEIbCKON M METOJUYECKOW PabOThl ApPXUBHOTO YUPEXKICHHS,;
chopMHpOBaTh NEPBOHAYAIBHBIE MPAKTUYECKUE HABBIKA COCTABJICHHMSI MaKeTa
MyTeBOAUTENS, 0030pa JOKYMEHTOB.

JAucuuniinHa HanesJeHa Ha GopMuUpoOBaHMe:

o6rrenpodeccronanbHbix KoMreteHnui (OITK-5).

Conepxanue TMCHMIIMHBI.

Tema 1. Hayuynas paGora B rocyiapcTBeHHbIX, MYHULIHUNAJbHBIX H
Be/IOMCTBEHHBIX apXHBaX.

OCHOBHbBIC HAIPABJICHUS HAYYHO-UCCIIEAOBATEIbCKOM pabOThl apXHBHBIX
yupexxaeanii. OCOOCHHOCTH TEOPETHUYECKMX HcclieoBanuil. HaydHbie 1EeHTpHI
apXyBHOM  oOTpaciu. Pe3ynpTaTbl MPAaKTHUYECKUX  MCCIECIOBAHUNA  apXHUBHBIX
yupexxaennid. Opranuzanust ¥ mnpouecc paboTbl HaydyHBIX HccienoBanuil. Cuctema
HAy4YHO-TeXHUUECKOW nHpopmaryu. OCHOBHBIE 3a7jauu CIyK0 HayYHO-TEXHUYECKOU
uHpopmarmu. CripaBo4HO-UH(DOPMAITMOHHBINA (HOH]I.

Tema 2. Meroauveckasi pabora B rocyaapCcTBeHHbIX, MYHHIHMIIAJIbHBIX 1
BeJOMCTBEHHBIX APXHBAaX.

OcHoBHBIE (OPMBI METOJMYECKON pabOThl apXUBOB. Buabl METOAMUYECKUX
nocoOuii. OTeuecTBEeHHAs! apXUBOBEAUECKAsl IEPUOTUKA.
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Tema 3. Opranusanusi nMpuMeHeHUs: UH(POPMALMOHHBIX TEXHOJIOTHIl B
apxuse.

ABTOMaTH3UpPOBaHHbIE  WH(POPMALMOHHBIE  TEXHOJOTMH B  apXUBe.
WuterpupoBannas uHpopmalimonHas cucrema. JlocTyn coTpyIHUKOB apxuBa K 0aze
JAHHBIX.

Tema 4. Opranusauus padoThbl apXUBa € U31aTEIbCTBOM.

JloroBop ¢ u3IAaTE€ILCTBOM. ABTOPCKUM TEKCTOBBIM opuruHai. IIpaBoBas
oxpaHa UH(OPMAITMOHHBIX MPOIAYKTOB, CO3/IaHHBIX B apxuBe. [IpaBo coOCTBEHHOCTH
Ha UH(OPMAITMOHHBIE TPOAYKTHI.

Bujabl KOHTPOJISA N0 JMCUHUIIMHE: I OYHON POPMBI 00YUEHHS — IK3aMEH
BO 2 cemecTpe; AJisl 32049HOM (PopMbl 00yUeHUs — SK3aMeH B 6 TpuMecTpe.

OO01masi Tpy10eMKOCTh OCBOCHUS JUCHMILUIMHBI COCTABJISAET 4 3aUeTHbBIC
enuHuIbl, 144 gaca. [IporpaMMoil TUCHUILTMHBI IPETYCMOTPEHBI:

Uis o4HOU (opMbI OOyueHus: NeKuuoHHbe (12 4.), mpaktudeckue (36 4.)
3aHSITHS, CAMOCTOsATEIbHAs paboTa cTyaeHTa (69 1.) u KoHTpoas (27 4.);

JUIsl 3a04HOU (popMBblI OOyUEeHUS: JEKIUOHHbIE (4 4.), mpakThudeckue (12 4.)
3aHATHS, caMOoCTOsITeNbHas paboTa ctyaenTa (119 4.) u konTposs (9 4.).

AHHOTALIUA
padoyeil mporpaMMbl y4eOHO JUCHUILIHHBI
«JlOKyMeHTALlMOHHbIE CHCTEMbI YIIPABJICHUSD)

JIOTHKO-CTPYKTYPHBI aHAIM3 JUCHMILUIMHBI: KypC BXOJIUT B 4YacCTh,
bopMHpyemMyr0  y4aCTHMKaMH 0Opa30BaTENIbHbIX OTHOLICHWH, JUCIUIUIMH
MOJATOTOBKHU CTYJIEHTOB.

JHuciuninnHa peanusyercs: kadeapoid JOKyMEHTOBEICHHS U apXUBOBEICHUS
NHcTUTyTa UCTOPUU, MEXKIYHAPOAHBIX OTHOIICHUN U COIUATBLHO-TIOJUTUYECKUX
Hayk ®I'bOY BO «JIT'TIY».

OcHoBbiBaeTcss Ha 0a3ze gucuuIUIiMH: «OCHOBBI  JEJIOMPOU3BOACTBAY,
«Opranu3zanus 1 TEXHOJIOTHS IOKYMEHTAllMOHHOTO 00eCneYeH s YIPaBICHUS.

SBnsercss  OCHOBOM I M3Yy4Y€HUS  CIEAYIOLIUX  JUCHHUILUIVH:
«JlokyMeHTalmoHHOe OOecreueHue MAeATEIbHOCTH TOCYJapCTBEHHON CHCTEMBI
yOpaBICHUS», « Y IPABICHHE TOKYMEHTAMM.

Hesan 1 321244 TUCUMILIHHBI

Ilenr — paTh CTyOeHTaM OCHOBHBIE TMpEACTaBICHUS O odopmiIeHUH
JIOKyMEHTAIlMd B  COOTBETCTBMM C HOPMATUBHOM 0a30il, TEXHOJOTUIX
aBTOMAaTHU3UPOBAHHOM 00paboTKH JIOKYMEHTAIUH, MCTIOJIb30BAHUU

TEJIEKOMMYHUKAIIMOHHBIX TEXHOJOTMH B 3JEKTPOHHOM JOKYMEHTOOOOpOTE,
OCYILECTBJIICHUU XPAHEHUS U MTOMCKA JOKYMEHTOB.

3ajgauM: JAaTh OPEACTaBICHHE O LEJIX, 3ajJadax W [pUHOUIIAX
JIEJONPOU3BOJCTBA, OCHOBHBIE TIOHSTHS JOKYMEHTAIMOHHOTO OOecreyeHus
yIpaBICHUS, KIACCU(PUKALUU JOKYMEHTOB, TPEOOBAaHUSAX K COCTaBICHHUIO U
0(pOpMIIEHUIO TOKYMEHTOB, OpraHU3alluu JOKYMEHTO000pOoTa: pueM, 00padboTKy,
perucTpanuio, KOHTPOJb, XpAHEHUE JOKYMEHTOB, HOMEHKJIATYPy AE.

JAucuuniuHa HanejieHa Ha (popMupoBaHue:
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npodeccronanbHbIX Komrerenuui (I1TK-2).

Conep:kanue QMCHUNJINHBI:

Tema 1. O6mme TpeOoOBaHUSI K COCTaBY M HA3HAUYCHUIO OPTraHU3AIMOHHO-
MPaBOBBIX JOKyMEHTOB. OOIasi XapaKTepUCTUKA CUCTEMBI PaCHOPSIUTEIHHOM
nokymeHTanuu. TpeOoBaHUs K COAEPXKAHUIO U O(POPMIICHUIO PaCTIOPSAIUTEIbHBIX
JIOKYMEHTOB, U3/1aBa€MbIX B YCIOBUAX KOJUIerHanbHOCTU. [1oHATHS, 0COOEHHOCTH
oQopMJICHUSI  PACMOPSIAUTENBHBIX JOKYMEHTOB, H3JaBaeMbIX B  YCJIOBHSX
eANHOHAavYaNus. YHUPUKALUSI cOCTaBa W OQPOPMIICHUS TPHUKA30B IO JIMYHOMY
COCTaBy.

Tema 2. CocTtaB W Ha3HAYCHHE CHUCTEMbI HH(POPMAIMOHHO-CIPABOYHOM
nokyMeHTanuu. OcoOeHHOCTH oGopMiIeHHS HH(DOPMAIIMOHHBIX CIPABOYHBIX
JIOKYMEHTOB.

Tema 3. Oprasu3aliiOHHO-PACIOPSAIUTEIbHAS yIIpaBJIeHYECKast
nokymenrtaruss  (OPJl). Kmaccudbuxanus OPJ[. YuudunupoBanHas cucrema
nokyMenrtaruu (YCJI). Kinaccuduxanuio cucteMm T0KyMEHTAIUH.

Tema 4. Crapgaptuzanuss W yHAQUKAUS — JOKYMEHTOOOOpOTA.
HopmatuBHO-MeToMueckass  0a3a  JENONpOM3BOJACTBA.  YHUDUKAUA U
cranaapruzanus. OobekTsl yHUbUKaIK. [I[paBoBble OCHOBBI CTaHIAPTU3AIUH.

Tema 5-6. ['ocynapcTBeHHbIE CTaHAAPTHI HA JOKyMeHTanuio. COBpeMEHHOE
rocygapctBeHHoe peryinupoBanue JIOY B Poccun. OCHOBHBIE TOJOXKEHUS
I'CHOY. Cucrematuzanus U onepaTUBHOE XpaHEHUE JOKYMEHTOB.

Tema 7-8. MexayHapoaHble CTaHAAPTHI IO YIPABICHUIO JOKYMEHTAIUEH U
apxuBamMu 3a pyoexom. Crangaptel 1o opranmzauuu COJ[. CrangapTsl
MeHeKMeHTa KadectBa. Ctanaaptel [SO mo ynpaBiaeHUIO Ka4ECTBOM MPOAYKLIUN
u ycayr cepun 9000. Cranmapt ISO 14721:2003. Crangapt ISO 15489. Cranmapt
MoReq Espomeiickoro corw3a. Crangapt ISO/IEC 17799:2005. Cranaapt
ISO/IEC 15408-99. Cranaaptsr ISO cepun 27000.

Buabl KOHTPOJISI 10 JUCHUIUIMHE: JIJI1 04HON (HOpMBI 00yUYEHUS — IK3aMEH
B 1 cemecTpe; 115 3a04HOM (POpMBI 00yUEHHUS — IK3aMEH B / TPUMECTPE.

OO0mas TPy10eMKOCTh OCBOCHMS IMCHUILIMHBI COCTaBIISIET: 3 3a4€THBIC
eaunubl, 108 yacos. [IporpaMMoii JUCHUILIUHBI IPETYCMOTPEHBI:

JUIsl O9HOM (popMBbI 00yueHUs: JeKImoHHbIe (12 4.), mpakTtuyeckue (24 4.)
3aHSTHS, CAMOCTOsITEIbHAs paboTa cTyaenTa (45 4.) u KoHTposb (27 4.);

JUTSE 3a09HOM (OpMBI 00yUYeHHUs: JEKIUOHHBIE (4 4.), mpakTuyeckue (8 4.)
3aHSTHS, CAMOCTOsITEIbHAs paboTa cTyaeHTa (87 4.) 1 KOHTPoJb (9 4.).

AHHOTAIUA
pabo4eil nporpaMMbl Y4eOHOM TUCHMILIMHBI
«T"ocynapcTBeHHOE peryJiupoBaHue JOKYMEHTAIMOHHOIO o0ecneuyeHust
yIpaBJeHUs ¥ APXUBHOTO /1eJI1a»
JIOrMKO-CTPYKTYPHBIi aHAJIU3 IMCUMIUIMHBI: KypC BXOAUT B 4YacTh,
dbopMupyeMy0  ydyaCTHUKamMH 0Opa3oBaTeNbHbIX OTHOILIEHWHM, JUCUUILIUH
MOATOTOBKHU CTY/IEHTOB.
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JucuunnuHa peanusyetcs: kadeapoil JTOKyMEHTOBEACHHUS U apXUBOBEACHUS
HMHcTuTyTa UCTOPUH, MEXKIYHAPOJHBIX OTHOLIEHUH M COLIMAIBHO-TTOJIUTHYECKHX
Hayk @I'BOY BO «JII'TIY».

OcHoBbIBaeTcst Ha 6a3e aucHuIuivH: «Mcropuorpadust JOKyMEHTOBEICHUS U
apXUBOBEICHUS, «J|OKyMEHTAIIMOHHBIE CUCTEMBI YIIPABICHUS.

SBnsieTcsi OCHOBOM JJISI M3YYEHUS CIEAYIOIIMX IUCIUIUIMH: «YIpaBJICHUE
JOKYMEHTaMmn», «JloOKyMEeHTallMOHHOE oOecrieueHue NEATEIbHOCTH
roCyJapCTBEHHOM CUCTEMBI YIIPABICHUSD U AP.

Hesn 1 3212494 AUCUMILIUHBI

Llenpt0 OCBOEHMS JAMCUMIUIMHBI  «l['OCyZapCTBEHHOE  peryjaupoBaHHE
JIOKYMEHTAI[MOHHOTO OO0ECTeUeHus] YIPaBICHUS U apXUBHOTO Jeja» SIBISETCA
MOJATOTOBKA CHEUUAINCTa, 3HAIOLIEr0 HWCTOPUIO pa3BUTUS M COBPEMEHHBIE
TEHJEHIUU FOCYAapCTBEHHOTO PETYJINPOBAHUS TOKYMEHTAMOHHOIO 00€eCeyeHus
YIPABJICHUS U apXUBHOTO Ji€a, METOAUKY pa3pabOTKU JIOKAIbHBIX HOPMAaTHUBHBIX
aKkTOB B c(pepe JOKYMEHTALIMOHHOTO 00€CTIeUeH sl YITPaBIEHUS U apXUBHOTIO Jea.

3agaun: O3HAKOMHTH C HCTOPHUEW PETYJIMPOBAHHUS JEIONPOU3BOACTBA B
rOCyZapCTBEHHOM anmapare B JOPEBOIIOLMOHHBIA NEPUOJ; U3YYUTh HCTOPHIO
pEeryaupoBaHus JEJIONPOU3BOJICTBA B IOCYAApPCTBEHHOM alllapaTre B COBETCKUMN
NIEPUOJI; M3YYUTh COBPEMEHHOE COCTOSHUE TOCYAApPCTBEHHOI'O PEryJMpOBaHUS
JOKYMEHTAllMOHHOTO  00OeCle4YeHHus  YIOpPaBJICHYECKOM  JI€ATEIbHOCTH B
OpraHu3aluu  Jo0ou OpraHU3alMOHHO-TIPABOBOU dbopMs; II0Ka3aTh
HEOOXOJUMOCTh  €IUHOW  IOCTAHOBKH  JIOKYMEHTALIMOHHOTO  OOecrneueHus
YIPABJICHHS BO BCEX OPraHU3aIUsAX C BHEAPEHUEM COBPEMEHHBIX TEXHOJIOTUH.

JldcuunIuHa HaneJeHa Ha ()OpMHPOBaHNE:

npodeccronanbubix Kommnerennui (ITK-1).

Copepxanue TMCUMILIMHBI:

Tema 1. Hcropus pa3BuTHS TIOCYyJapCTBEHHOI0 PeryJMpoOBaHUS
JOKYMEHTAIMOHHOI0 o0ecneyeHusi ypaBJieHUs 1 AapPXHUBHOIO /IeJ1a

HenmonpouszBoacteo B JlpeBHepycckom  rocyaapctBe.  I[IpukasHoe
JEONPOU3BOCTBO. Komnexckoe JEIONPOU3BOCTBO. MuHuncrepckoe
«HCTIOJHUTEIBCKOE» AEIO0NPON3BOACTBO. COBETCKOE EIONPOU3BOJICTBO.

Tema 2. CoBpeMeHHO€ 1€J10NIPOU3BOACTBO

OT TpaAMLIMOHHOIO TOKYMEHTa — K 3JIEKTPOHHOMY JOKYMEHTY B HACTOSIIEE
BpEMsl perjamMeHTalus JOKyYMEHTUPOBAaHHUS, OpraHu3alid W TEXHOJOTUHU
JOKYMEHTAIlMOHHOTO  OOecleueHus]  yOpaBJieHUS BENETCS B  HECKOJIBKHX
HaIpaBJICHUSIX: 3aKOHOJATENbHOE PEryJIMpOBaHME, CTaHAApTU3alUs, pa3padoTka
HOPMAaTHUBHBIX u HOPMATHUBHO-METOJUYECKUX JOKYMEHTOB
oOIlIeroCyTapCTBEHHOTO  JieHcTBUS. B JedcTByROIEM — 3aKOHOJATENHCTBE
COJIEPKUTCSI 3HAYUTEIBHOE KOJUYECTBO OOS3ATENbHBIX MJII WCIOJHEHHUS HOPM,
npaBuil U TpeOOBaHMKW K JIOKYMEHTUPOBAHUIO pA3JIMYHbIX HaNpaBlICHUN
JEATEIBHOCTH TOCYJApPCTBEHHBIX M  HErOCYJIApCTBEHHBIX OpraHu3aluii, K
O(QOPMJICHUIO T€X WU MHBIX BUIOB JIOKYMEHTOB, X COJIEPKAHUIO U CTPYKTYpE
TEKCTA.

Tema 3. /le10npou3BOACTBO 32 pydekoM
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Uctopus u cOBpeMEHHOE COCTOSIHUE JICJIONPOU3BOJICTBA 32 PyOEKOM.

Tema 4. T'ocygapcTBeHHOe peryiupoBaHHe Pa3padoTKH JTOKAJIbHBIX
HOPMATHBHBIX AaKTOB B cdepe [TOKYMEHTAIIMOHHOTO o0ecneYyeHUs
yIpaBJieHUs M APXHUBHOIO J1eJ1a

Meronuka pa3paOOTKU JIOKaJIbHBIX HOPMATUBHBIX aKTOB B  cdepe
JIOKYMEHTAIlMOHHOTO ~ o0ecreyeHusi  ympaBieHus. MeTtoauka  pa3paboTKu
JIOKaJIbHBIX HOPMATHUBHBIX aKTOB B c(hepe apXUBHOIO Jiea.

Buabl KOHTPOJISI IO JUCHUNIMHE: JUTsI OYHON hopMbl 00YUEHUS — IK3aMEH
B 1 cemectpe; st 3a04HOM (POpMBI 00yUeHUS — IK3aMeH B 4 TpUMECTpE.

O0masi Tpya10eMKOCTh OCBOEHMS JUCIHUIJIMHBI COCTaBIIACT 3 3a4ETHBIX
enuaMIB, 108 gacos. [IporpamMmMoil TUCIIUILTAHEI IPETYCMOTPEHBI:

st ogHOM (popmbl 0OydeHUs: JekmuoHHble (12 1), mpakTtudeckue (24 4.)
3aHSTHS, CAMOCTOsITEIbHAs paboTa cTyaeHTa (45 9) 1 KOHTpoJb (27 4.);

Ul 3a09HOU (popMBI OOyYeHHS: JIEKIMOHHBIE (4 4.), mpakTudeckue (8 4.)
3aHSTHS, CAMOCTOsITebHAs paboTa cTyaenTa (87 1) u KoHTpoJb (9 4.).

AHHOTALIUA
padoueil mporpaMMbl Y4eOHOH TUCHMILTHHBI
«CoBpemeHnHas apxeorpagus»

JIOTHKO-CTPYKTYpPHBI aHAIM3 JUCHMILUIMHBI: KypC BXOJIWUT B 4YacCTh,
dbopMupyeMy0  ydaCTHUKaMH 0Opa3oBaTENbHBIX OTHOIICHUHM, JUCHHUILIUH
MOATOTOBKHU CTYAEHTOB.

JucuuminHa peanusyercst kKadeapoi JOKyMEHTOBEICHUS U apXWBOBEACHUS
NHcTUTyTa UCTOPUU, MEXKIYHAPOAHBIX OTHOIICHUN W COIUATBbHO-TIOJUTUYECKUX
Hayk ®I'bOY BO «JIT'TIY».

OcHoBbIBaeTCs Ha 0aze JUCHUTLINH: «JlokymMeHTOBEICHUEY,
«McrounukoBeieHue», « Apxeorpagus», K ApXUBOBEIACHHUE.

SBnseTcss OCHOBOM JJISI M3Y4YEHUS CJCAYIOMMX TUCHUIUIMH: «YTIpaBieHue
JIOKYMEHTaMM.

Heau u 3amauym JMCUMIUVIMHBI: JIaTh CTYJIEHTaM IMPEACTABJICHHE 00
UCTOPUA M COBPEMEHHOM COCTOSIHHM apxeorpaduu B Poccum, ocoOeHHOCTSIX
nyOnuKamuii pa3IuYHBIX BUIOB JOKYMEHTOB, TMpPAKTHKE apxeorpaduyecKoi
00pabOTKHU TOKYMEHTOB.

JAucuuniinHa HaueJaeHa Ha GopMUpOBaHMe:

o6rrenpodeccronanbhbix kKoMreteHnui (OITK-2).

Conep:xanue AMCIUIIMHDBI:

Tema 1-2. Apxeorpadusi kak HayuyHass aucuunauHa. OCHOBHbIC
apxeorpaduueckue TMOHATUS: apxeorpadus, JTOKYMEHT, apXWBHBIA JOKYMEHT,
JOKYMEHTaJIbHAsl MyOJIUKaIus, TEKCT JOKYMEHTa, BapUaHT (BapUaHTBI) TEKCTA,
Hctopus apxeorpaduu B Ka4eCTBE CAMOCTOSATEIbHOM 00JIaCTH 3HAHWUW U HAy4YHOU
JEATEIIbHOCTH B KPYTY APYTUX HAYYHBIX JUCLUILINH.

Tema 3-4. B3aumopgeilicTBHe JOKYMEHTAJBHOW NyOJUKAUMH H
o0mecTBeHHOro co3Hanusa. OcHOBbI apxeorpaduueckoir Teopuu; OOBEKT u
npeametr apxeorpadum; Cucremarusamnusi JTOKYMEHTOB B JIOKYMEHTAIBLHOMN
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nyonukanuy; OCHOBHBIE KPHUTEpUM W TPHUHIUNB  BbIOOpa; [IpuHIUIIEI
«KOHBOUPOBAHUS» JOKyYMEHTa (HAy4yHO-CIpaBOYHBIM ammapar); Tunosorus
JOKYMEHTAIbHBIX MyOnukauuid JIOKyMeHTallbHas MyOJIMKanmuss B  CHUCTEME
MCTOYHUKOBOM 0a3bl HCTOPUYECKON HAYKHU.

Tema 5. IIpaBoBbIe, OpPraHu3alUOHHbIE, MeToauvyeckKkue ) |
TEXHOJOTMYeCKHe OCHOBBI MPOLECCa MOATOTOBKH JOKYMEHTA K IyOJIUKALMH.
OpraHu3aMOHHO-TIPaBOBbIE OCHOBBI MOATOTOBKU JTOKYMEHTAJIbHOW MyOJIUKalNH;
Mertoguyeckue W TEXHOJOTHMYECKHE OCHOBBI TMOJATOTOBKH JOKYMEHTAJIBHOU
MyOJIUKAIIUH.

Tema 6-7. Ily0anKkanum MCTOPUYECKUX HCTOYHHUKOB MO O0Te4eCTBEHHOM
ucropuu. OCHOBHBIE dTalbl apXxeorpaduyecKoro OCBOCHUsI UCTOUYHUKOB; boppba
UJCOJIOTUYECKOT0 U HAyYHOT0 MoAaxo0B; ITyOnukanuu coBeTckue, HoOCTCOBETCKHUE
u 3apyoexnbie; [IpoGiaeMbl MOJHOTHI U JOCTOBEPHOCTH  ITYOIMKAIIMIA;
Metonuueckue npooOsieMbl MyOJUKAIMM UICTOYHUKOB 10 OT€YECTBEHHOM MCTOPUHU
HOBEMIIEr0 BPEMEHU.

Tema 8. MHcropuss CcTaHOBJIEHHMSIT M Pa3sBUTHS OTe4YeCTBEHHOM
apxeorpadumn. BoznuknoBenue poccuiickoit apxeorpaduu B XVIII B. Poccuiickas
apxeorpacdus B nepsoi nonouHe XIX B. PazButue poccuiickoii apxeorpaduu B
KOHTEKCTE IUCKYCCUN B UCTOPUUECKOU HayKe BTOpOU noyioBUHBI XIX—-Havane XX
B. Okts0pbckass peBomonuss ©  cyAbObl  apxeorpaduu. OTedecTBeHHAs
apxeorpacdus B 1920-1940-e rr. OteuyectBenHas apxeorpadus B 1950-1980-¢ rr.

Buabl KOHTPOJISI MO0 AUCHUIJIMHE: I OYHOU POPMBI OOYUEHHS — DK3aMEH
B 3 ceMecTpe; Il 3a04HOM (POpMBI 00yUeHUS — SK3aMeH B 8 TpUMeCTpe.

O0masi Tpy10eMKOCTb OCBOEHUSI AMCIHUIUIMHBI COCTABISAET: 3 3a4E€THHIC
eaununbl, 108 gacos. [IporpaMmoi TUCUMIUIMHBI IPETYCMOTPEHBI:

JUTsl O9HOU (pOopMBI 00yUeHUS: JeKImoHHbIe (12 4.), mpakTuyeckue (24 4.)
3aHSTHS, CAMOCTOSTENIbHAsI paboTa cTy/eHTa (45 4.) U KOHTpoIb (27 4.);

IUTSL 3204HOM (OpMBI 00y4YeHHUs: JEeKUUOHHbIE (4 4.), mpakTuyeckue (8 4.)
3aHSTHUS, CAMOCTOATENIbHAsI paboTa cTyaeHTa (87 4.) u KOHTpoJIb (9 4.).

AHHOTALIIUA
padoueil nporpaMmbl Y4eOHOH TUCUMILTHHBI
«YrnpasJjeHHe MepCcOHAJIOM U TPYAOBbI¢ NPABOOTHOLICHHUS»

JIOrMKO-CTPYKTYPHBIl aHAJIW3 IMCUMIUIMHBI: KypC BXOAWT B 4YacTh,
dbopMupyeMyt0  ydyacTHUKaMHd OOpa30BaTelbHBIX  OTHOIIEHUHM, TUCIHUILINH
MOATOTOBKH CTYJECHTOB.

HucrumninnHa peanusyercs kadeapoidl JOKYMEHTOBEICHHS U apXHUBOBEICHUS
HNHcTuTyTa UCTOPUH, MEXKIYHAPOJHBIX OTHOLIEHUH M COLIMATIbHO-TIOJIUTHYECKHUX
Hayk ®I'BOY BO «JITTIY».

OcHoBbiBaeTcss Ha 0Oasze aucummuinH: «lIpodeccuonorus», «TexHonoruu
IUIAHUPOBAHMSL M IIOCTPOCHHUSI KapbEPhI».

SIBnseTcs OCHOBOM Uil M3Yy4eHMs cCleayromux aucuuiuimH: «Kaxposoe
o0ecrieueHrne TrocyAapCTBEHHOM CiyXO0bl», «MonenupoBaHue yrpaBiIeHUECKON
NEATEIbHOCTH U JP.
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Henu n 3a1a4u AUCHUNTHHBI

Llenp: O3HAKOMJIEHHE CTYACHTOB C TEOPUEH M MPAKTUKOW OpraHU3aLNH
YIPaBJIEHHUs IEPCOHAIOM U OCHOB TPYJIOBOT'O 3aKOHOIATENIbCTBA.

3agauu: M3yYUTh METOJbI, CHUCTEMY M MCTOYHHKHA TPYAOBOrO IIpaBa,
COlIMAJIbHOE MApTHEPCTBO B cepe Tpyaa, MpaBOBOE PEryIUPOBAHUE 3aHATOCTH U
TPYJIOYCTPOICTBA TpaxkaaH, TPYJOBOM IOTOBOp, pabouee BpeMs U BpeMs OTIIbIXa,
MIPABOBOE  PETryJUMPOBAHWE JHUCHUIUIMHBI TpyAa, BHYTPEHHErO0 TPYAOBOIO
pacrniopsiika paborojaTenss W 3apa0OTHOM IUIAThl, TapaHTHUM W KOMIICHCALUU
pabOTHUKAM TMpPU HUCIHOJHEHUH HMMH TPYAOBBIX OOS3aHHOCTEH, MaTepUabHYIO
OTBETCTBEHHOCTh CTOPOH TPYAOBOTO JOrOBOPa, OCOOEHHOCTH PEryJIUPOBAHMS
TpYJa OTAEIbHBIX KaTErOpHil paOOTHUKOB, 3aLIUTY TPYIOBbIX MPaB.

JlcuunInHA HaLeJeHAa HAa (OpMHUPOBaHUe:

yHHUBepcalbHBIX KoMneTeHui (YK-3).

Tema 1. IlonsiTue, mpeaMeT, MeTO, CUCTEMa U MCTOYHUKHU TPYAOBOIO
npasa. Cy0beKThI TPYI0BOIr0 NpaBa

Chepa peiictBus TpyaoBoro mpaBa. Komruiekc MNpaBOOTHOIIECHUH,
COCTABJBIFOLIMX MPEeIMET TPYIOBOTo npasa. Meroa TpyaoBoro npasa. OCHOBHBIE
IpU3HaKu MeToa. OyHKIMU TPYAOBOrO MpaBa: MPOU3BOICTBEHHO-3KOHOMUYECKAs
U 3ammTHas (couuanbHas). Cucrema TpynOBOTO INpaBa, MPAaBOBbIE MHCTUTYTHI U
NOAMHCTUTYTHL.  [IpuHOMIIBI  TpyZOBOrO IpaBa —  OCHOBOIIOJIATAOIINAE
pykoBozsue Hayana. [loHsTue 1 BUbl CyObEKTOB TPYAOBOIO IIpaBa

Tema 2. CounanbHoe NapTHEPCTBO B cepe Tpyaa

XapakTepucTUKa COLUATBHO-APTHEPCKUX MPAaBOOTHOLIEHUH. CyObeKThI
JAHHBIX OTHOIIEeHWH. [TpuHIMIEl conranbHoro naptepcTsa. Cucrema u (Hopmbl
COLIMAJIBHOTO mapTHepcTBa. OpraHbl COUMAIBLHOTO napTHepcTBa. KomieKTUBHBIE
neperoBopsl. KosieKTUBHBIE TOTOBOPHI U coruamieHusa. OTBETCTBEHHOCTh CTOPOH
COLIMAJIBHOTO MTapTHEPCTBA

Tema 3. IIpaBoBoe peryJupoBaHue 3aHATOCTH U TPYAOYCTPOMCTBA
rpaxaaH

3akoH P® «O 3anaroctu HaceneHus». OOS3aHHOCTH OPraHOB CITYkKObI
3aHATOCTH. [lOpsimOK peructpaluu rpakJaHMHa B KauyecTBe «0e3paboTHOTro».
[Topsimox Ha3HAYEHUS ITOCOOMI M CTHNCHAWN 10 Oe3paboTuiie; MpeKpalicHue
BBITJIATHl MOCOOWIA; TPHOCTAHOBJICHUE BBIMIATHI Mocoouii. OOImecTBeHHbIC
paboTHhI

Tema 4. Tpynosoii 1orosop

[lonsitTue M cropoHbl TpynoBoro jaoroBopa. Coxaepx’aHuE TPYIAOBOTO
noroopa. Buabl goroBopoB mno cpokaM. I[lopsimok 3akioueHus TPYIOBBIX
noroBopoB. McneiTanue npu npueme Ha paboty. [lepeBoasl Ha npyryio padoTy.
OcHOBaHUs pacTOPKEHUSI TPYAOBBIX A0roBOpoB. OdopmiieHre YBOIbHEHUS

Tema 5. Padouee BpeMsi 1 BpeMsl OTAbIXA

PabGouee Bpemsi Kak KaTeropusi TpyIdoBoro nmpaBa. Pexum pabouero
BPEMEHU, HEHOPMUPOBAHHBIA pabouuii J1IeHb, cMeHHas pabora. CyMMHpPOBAaHHBIN
ydeT pabouero Bpemenn. CBepxypounbie paboTel. Bpems oTnbixa. Bumbsl Bpemenu
otabixa. Exeroanple oTImycka M NMOPSAIOK MX MPENOCTABICHHS. J{ONOJIHUTENbHBIE
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OTIIyCKAa U NOPAJOK MX MpenocTaBiieHusd. Mcuucnenus craxa padoThl, JAIOIIETO
mpaBo Ha oTmyck. OTmyck 0e3 coxpaHeHHs 3apaOOTHOW IUTaThl. 3aMeHa OTITyCKa
JICHE)KHOM KOMIIEHCAIMEen

Tema 6. IIlpaBoBoe peryiupoBaHye IMCHUILIMHBI TPYAA U BHYTPEHHEI 0
TPYAOBOI0 pacnopsiika padorogares

[lonsitTue «TpynoBasi [UCHUUIUIMHA» W  METOJAbl €€ O0OecrledeHus.
OO6s3anHOCTH  paOOTHUKOB. [lopsimok  yTBEp)KIE€HUSI TPaBUI BHYTPEHHETO
TpynoBoro pacnopsaka. [lonstue m Buasl noouipeHui. [lopsaok npuMeHeHUs
nooipenuii. IlpeumymiectBa U JbroThl sl  JOOPOCOBECTHBIX PAOOTHUKOB.
[Toompenuss 3a ocoOble TpyaoBble 3aciyrd. [loHsATHE, BHIBI ITUCHUILNTMHAPHBIX
B3bICKAHUN U TMOPSAOK HX HOpUMEHEHUs. J[oCpoyHOE CHSTHE W MOTralleHHe
JUCUHUIIMHAPHOTO B3bICKAHUS

Tema 7. IIpaBoBoe peryjnpoBaHue 3apadO0THOM IJIATHI

3apaboTHas IJlaTa — OCHOBHOW 3JIEMEHT TPYJIOBOTO MPABOOTHOIICHHUS.
VYcraHoBiieHME MUHUMaIbHOM 3apaboTHOUM 1uiaThl. OOecrneueHUe MOBBIIMICHUS
YPOBHSI pPEaJIbHOTO cojiepxkaHusi 3apaboTHoi miatkl. [lopsnok ycTaHOBIEHUS
3apa0OTHOM TUIATBI B pa3IMYHBIX opraHuzanusx. CHCTeMBbl OIUIATHI TPY.A.
[Topsimok u Ccpoku BBIIUIATHI 3apa0oTHOM TuiaThl. Cllydaw yaepXKaHus u3
3apaboTHOM maThl. OrpanuueHue yaepkanuid. [lopsimok ucuucneHus cpeaHei
3apaboTHOM TIaThl. [lopsimok omiaTel TpyJa B YCIOBUSIX, OTKJIOHSIIOIIUXCS OT
HOPMAaJIbHBIX

Tema 8. 'apanTuu U KOMIIEHCAIUM PAOOTHUKAM NMPH UCIOJTHEHUH UMM
TPYAOBBIX 0013aHHOCTEH

lapanTin W KOMIEHcAallMM paOOTHUKAaM, CBSI3aHHBIE C PAaCTOPKEHHEM
TPYJOBOTO J0roBopa. ['apaHTuyM M KOMMEHcaluu pabOTHHUKAaM, MPUBJIEKAEMBIM K
VCITOJIHEHUIO TOCYJIAPCTBEHHBIX WJIM OOILECTBEHHBIX 00si3aHHOCTEH. ["apanTun u
KOMITEHCAllMM Pa0OTHHUKAaM, COBMEIIAIOIINM paboTy ¢ oOyuenuem. ['apantuu npu
nepeBojie padOTHHKA Ha JAPYTYI0 MOCTOSHHYIO HUKEOIUIAYMBAEMYIO padoTy,
HaIpaBJI€HUM HAa MEIUIUHCKOE OCBHUAETEIbCTBOBAHUE, IPU HANPABICHUU B
KOMaHAUPOBKY.

Tema 9. MaTepuaibHasi 0OTBETCTBEHHOCTh CTOPOH TPYA0BOI0 J0roBOpa

MarepuainbHasi OTBETCTBEHHOCTh — CAMOCTOSITEIbHBIN BUJl OTBETCTBEHHOCTH
paboTHHKa 1O TpyAoBoMy TipaBy. (Os3aTeNnbHbIE YCIOBHUS HACTYIUICHUS
MaTepUaIbHOW  OTBETCTBEHHOCTHM  paborHuka. [lpemenst  maTepuanibHOU
OTBETCTBEHHOCTH pabOTHUKOB. MarepualibHasi OTBETCTBEHHOCTh pabOTOAATEs.
KomMnieHncanust MopanbHOTO Bpeia, IPUUMHEHHOTO PAa0OTHUKY

Tema 10. Oco0eHHOCTH peryJIMpOBaHUs TPYAA OTAECIbHbIX KATeropui
pPadOTHHUKOB

OcoOEHHOCTH pEeryjaupoBaHMs TpyAa OSKCHIIMH, JUI C CEMEUHBIMU
o0s3aHHOCTSIMU. OCOOEHHOCTH pEryJMpOBaHUsl TpyJa HECOBEPLICHHOJIETHUX.
Oco0OeHHOCTH peryaupoBaHusl TpyAa pyKoBoauTeNsl opranuzanuu. OcoOEHHOCTH
peryjaupoBaHusl TpyAa IO COBMECTUTENbCTBY. (OCOOEHHOCTH pEryJiupoBaHUs
Tpyda BPEMEHHBIX PaOOTHHUKOB U CE30HHBIX pabOTHUKOB. OcOOEHHOCTH Tpyaa
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BaxTOBBIM  MeTOAOM. (OCOOCHHOCTH pErylIupoBaHHs Tpylda pabOTHUKOB
TpaHcnopTa. llHbie 0cOOEHHOCTH MPABOBOTO PETYIMPOBAHUS TPY/Ia

Tema 11. 3amura TPyI0BBIX IPAB

[TonsiTue U cnocoObl 3alMTHl TPYIOBBIX mpaB. Camo3zamuTa pabOTHUKOM
TPYJOBBIX MpaB. UHAMBUYaNbHBIE TPYAOBBIE CIIOPbl. OpraHbl MO PaCCMOTPEHUIO
TpynoBbix crnopoB. Komuccun mno tpynoeiM crnopam (KTC). Tlopsmox
BBIJIBUKEHUSI TPEOOBaHUI PaOOTHUKOB MPH KOJUIEKTUBHBIX TPYAOBBIX CIOpaXx.
[IpumupuTenbHble  MOpPOUEAYpPhl MpPU  pa3pelieHud  pa3HOrjacuil  CTOPOH
KOJUIGKTUBHOTO  CIIOpa: B  NPUMHUPHUTEIBHBIX KOMHUCCHSIX, C  y4acTHUEM
MOCPEHUKOB, B TPYAOBOM apOutpaxe. ["apantun s pabOTHUKOB — YYaCTHHUKOB
B TMEPEroBOpax IO Pa3pelIeHHI0 KOJUIEKTUBHOTO cropa. [lopsmok opraHuzanuu
3a0acTtoBKkH. He3akoHHbIE 3a0aCTOBKU

Bujabl KOHTPOJISA N0 JMCUMIIMHE. TSI OYHON (POpPMBI 00yUeHHUsT — IK3aMEH
B 4 cemecTpe; 11 3a04HOM (POPMBI 00yUEHUS — IK3aMEH B / TPUMECTPE.

OO0masi TPya10eMKOCTh OCBOEHUSI THCHUILIMHBI COCTABJIsIeT 3 3a4eTHBIC
eaununpbl, 108 gacos. [IporpaMMoi qUCHUILUIMHBI IPEYCMOTPEHBL:

JUIsl O4HOM (popMBbI 00yueHUs: JeKIMoHHbIe (12 4.), mpakTuyeckue (24 4.)
3aHTHS, CAMOCTOsITENbHAs paboTa cTyaeHTa (45 4.) u KOHTpOoJb (27 4.);

JUTsl 32049HOM (OpMBI OOYUYEHUS: JEKIUOHHBIE (4 4.), mpakTHdeckue (8 4.)
3aHSTHS, CAMOCTOsITENbHAs paboTa cTyaeHTa (87 4.) u KOHTpoJb (9 4.).

AHHOTAIIUA
padoyeil mporpaMmbl Y4eOHOH JUCHMIIUHBI
«OCHOBBI yHIpaBJieHHs IEPCOHAJIOM B OPTraHHU3 AN

JIOrMKO-CTPYKTYPHBIi aHAJIU3 IMCUMIUIMHBI: KypC BXOAUT B 4YacTh,
dbopMupyeMyt0  y4yaCTHUKaMH 0Opa3oBaTENbHbIX OTHOUIEHUH, JUCUUILIUH
MOJATOTOBKH CTYJIE€HTOB.

Hucnuninna peanusyercs kadeapoil JOKyMEHTOBEACHHS U apXUBOBEICHHUS
HNHcTuTyTa UCTOPUH, MEXKIYHAPOJHBIX OTHOLUEHUH M COLIMAIBHO-TIOJIUTHYECKHUX
Hayk ®I'BOY BO «JITTIY ».

OcHoBbiBaeTcsi Ha 6Oasze mauctumuinH: «IIpodeccnonorus», «TexHomorus
IUIAHUPOBAHHUSL M IIOCTPOEHHUS KapbePhbI».

SBnsercss OCHOBOM Uil M3Yy4YeHHs cleayrommx aucuuiuH: «Kaaposoe
o0ecrnieueHne rocyJapCTBEHHOM CITy>KObD».

Heau u 3a7a491 AUCHUNIIIMHBI

enb: chopmupoBaTh y CTyA€HTOB 3HaHUS 00 3 (PEKTUBHBIX COBPEMEHHBIX
TEXHOJIOTUSIX  YNpaBJIEHUS TEPCOHAJIOM W HABbIKM NPUMEHEHUS HX B
MPaKTUYECKON pabOTe C MePCOHAIIOM.

3amayn: U3y4YUTh MOJEIM U METOJbI YIpaBJCHUS MEPCOHAIOM; CYUIHOCTD,
uena U GyHKUMHA CUCTEMbl YIPABICHUS MEPCOHATIOM OpPraHU3aluy, HalpaBICHUS
KaJpOBOM MOJUTUKH, OIUIaTa TpyJda W MOTHBALMs NEpCcOHala, HaiM, Moadop,
oTOOp M TpyJnoBas ajanTtauus IepcoHala, OO0ydYyeHHE, MEpPEeroAroTOBKAa MU
MOBBIIICHHE KBANU(UKALUY TIEPCOHANA, UCIOIb30BaHNE JIETOBbIX KOMMYHUKALIUN
B IIPOLIECCE YIIPABJICHUS IIEPCOHATIOM.
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JAucuuniauHa HanejieHa Ha popMUpOBaHuUe:!

yHHBepcalbHbIX KoMneTeHui (YK-3).

Conep:xaHue TUCHUIIMHBI

Tema 1. Moaean ynpaBjeHusi IepPCOHATIOM

Konnenuusa ympaBieHUsT NEpCOHAJIOM. YTNPaBJICHUE MEPCOHAIOM Kak
cuctemMa. OOBEKTHI CUCTEMBI yIpaBieHus nepcoHayioM. [loHsTue pabouei CHIIBIL.
[Tonarue tpynoBbix pecypcoB. llonsitue kaapos. Ilonstue nepconana. Ilonsitue
YeJI0BEYECKUX pecypcoB. CXOACTBA U pa3iMyuMsl OCHOBHBIX MOHSITUN. YTIpaBICHUE
0 LEJsAM. YTIPaBJIEHUE OCPEICTBOM MOTUBAllMA. OCHOBHBIE TEOPUU MOTHBALIWH,
JUAEPCTBA M BiAacTU. PanmoHanpHas MOTMBAIMOHHAS MOAENb. MOTHMBAaIllMOHHAS
MOJENb caMopeanu3anuy. MoTuBanMOHHAas Mojelnb coydactusd. Pamounoe
yopasieHHe. TEeXHOJOrMs paMOYHOTO YIIPABJICHUSA. YIIPABICHUE HAa OCHOBE
nenerupoBanus. [laprucunaruBroe ymnpasieHue. [IprHIUIIBI MAPTUCHIIATUBHOTO
ynpasieHus. [IpennprnaumaTensCckoe yrpaBieHHE.

Tema 2. MeToabl ynpaBjieHUs TIEPCOHAIOM

[loHATHE METOOB YNpPABIECHUS NEPCOHAIOM. AJMUHHUCTPATUBHBIE METOJIBI
YIPABJICHHUS NEPCOHAIOM. OKOHOMHYECKHME METOJABl YIPABICHUS IEPCOHAIOM.
ConunanbHO-TICUXO0JIOTMYECKUE METO/IBI YIIPABIICHUS [IEPCOHAIIOM.

Tema 3. Cymnoctb, neam W (GYHKOMH CHCTeMbl YIpPaBJIeHHA
MePCOHAJIOM OPraHu3aluu

[lonsitTue cucrembl  ynpaBieHuss MnepcoHagoM. OOBEKTBl  CHUCTEMBI
ynpaieHus: nepcoHaioM. CyOBeKThl CHUCTEMBbl yIpaBiieHUs mnepcoHanom. Llenu
CUCTEMBI YNPABJIECHUS IEPCOHAJIOM OPraHU3allMyd C TOYKM 3pPEHHUs IEpCOHAA.
lenmn cucTtemMbl yHOpaBiI€HUsS MEPCOHAJIOM OpraHu3alMd C TOYKH 3pEHUS
agmMuHuAcTpauni. DyHKIUSA IUIaHUPOBaHUs MepcoHana. (DyHKUHS yIpaBICHHUS
HaliMOM U y4yeToM nepcoHana. DyHKIUA OLEHKH, OOYy4YeHHs W pa3BUTHUSA
nepconana. @yHKIHS yNpaBiIEHUs MOTHUBALKUEN NiepcoHAIa. DyHKINS yHIpaBICHUS
COLIMAJIBHBIM ~ pa3BuTueM. DyHKIMS MPaBOBOTO OOECHEYECHHS]  YIPABICHUS
nepcoHanoMm. DyHkuus oOecrieyeHuss HOPMAJIbHBIX YCIOBUM Tpyna. DyHKius
JUHEMHOro pykoBoOJACTBa. ['pymnmoBas AMHAMHMKA W TPUHIUIB (HOPMUPOBAHUSA
KOMAaHJIbl.

Tema 4. CymiHOCTh ¥ HATIPABJICHUS KAAPOBOM NMOJNUTHKH

[Tonsarue kaapoBoi nonutuku. Llenu kagpoBoit moauTuku. OLEHKa CTeNeHN
BIUSHUA (DAKTOPOB BHYTPEHHEW M BHEIIHEW Cpenbl Ha pPa3BUTHE KaJpOBOM
noJuTUKUM. OCHOBHBIE  HANpAaBJIEHUS  KaJApOBOM  IOJMTHUKHU:  yNPABICHHE
MEPCOHANIOM OpTaHU3alMK, TOJ00p U pacCTaHOBKa MepcoHana, (OPMUPOBAHUE U
MOATOTOBKA pe3epBa ISl BBIABWKECHHUS HAa PYKOBOIAIIME JOJDKHOCTH, OLEHKA U
aTTecTalysl INEepCOoHala, PAa3BUTHE IEPCOHANA, MOTHUBALMSA W CTUMYJIHPOBAHUE
NepcoHana, omiara Tpyjaa. AyaIuT 4eJoBeYecKux pecypcoB. Pa3paboTka cTpareruit
YIPaBJICHUS YEJIOBEUECKUMHU PECYPCAMU.

Tema 5. Onaata Tpyaa M MOTMBAlNUsl NePCOHAA: cHUCTeMbl, GopMBbI,
MeTOAbI
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MotuBamuss nepcoHana. MortuBammsa tpyaa. Buael mMotuBamuu. ®oHn
ormnaTel Tpyna. [IpaBuna motuBanuu. TUIBI MOTUBUPOBAHHBIX PabOT. DOpMBI U
CUCTEMBI OILIaThl TPY/A.

Tema 6. Haiim, moaoop, oT00p u Tpya0Basi aganTamus nepcoHana

[InanupoBanue moTpeOHOCTH B mepcoHane. Haiim mepconana. [lpuniun
mwiaHoBocTd. [lpuHnun  anprepHatuBHocTU. [lpuHiun aktuBHocTU. OTOOP
nepconana. Hampasnenus agantaumu. Buael agantanuu. Craguu aganTaluu.
[IpodopuentanimonHoe mnpocsemenue. IIpodeccuonansupiii  oT60p. Ilenu
aZanTalnH.

Tema /. O0y4yeHue, mepemnoAroToBKa M NOBBbIIICHHE KBAJTH(PUKALMHU
nepcoHaja

OOmiass xapakTepuCTHKa NOATOTOBKHM. IlepenoaroroBka u MOBBIIIEHHE
kBanupukauuu. Pois, 3agaun, mnpoOaeMsl.

Tema 8. MWcnosb30BaHHe eJ0BbIX KOMMYHUKAIMi B mpoiecce
YIPaBJIeHUSA MEPCOHAIOM

[TonsaTne JIEIIOBBIX KOMMYHMKAIIAN. Turbr KOMMYHUKAIUH.
KommyHnukarmonnsie Oapsepbl. KomMMyHHKanmoHHass noiauTuka. IdQeKTuBHbBIC
KOMMYHHKAIlUM Kak Ccrnoco0 MpeAoTBpallleHuss KOH(IUMKTOB B KOJUIEKTUBE.
JlnarHocTuka opraHM3aliMOHHON KyJnbTypbl. CriocoObl pa3perieHnii KOH(PIUKTHBIX
CUTYaLUH.

Buabl KOHTPOJISI MO AMCHMILIMHE: JUIsI OYHOM (hOpMBbI 00y4YeHHsI — 3a4eT
BO 4 cemectpe; 11 3a0uHOM hopMbl 0OydeHus — 3a4eT B 1 Tpumectpe.

OO0mas Tpy10eMKOCTh OCBOEHHS TUCIUIIMHBI COCTABJISAET: 2 3aUCTHHIC
eauHuLpbl, 72 yaca. [IporpaMmoi THCHUIUIMHBI IPEYCMOTPEHBI:

Ui O4HOM (OpMBbI OOyueHus: JEeKIMOoHHbIe (8 4.), mpakTuueckue (24 4.)
3aHSTHS, CAMOCTOsITENbHAs paboTa cTyaeHTa (36 4.) 1 KOHTPOJIb (4 4.);

JUIsl 3a04HOM (hopMBbI OOydeHUs: JICKIMOHHbBIE (4 4.), mpakTudeckue (4 4.)
3aHSTHUS, CAMOCTOATENIbHAs paboTa cryaeHTa (60 4.) 1 KOHTPOJIb (4 4.).

AHHOTALIUA
padoueii nporpaMmbl Y4eOHON TUCUMILTHHBI
«MoaennpoBaHue ynpaBJIeHYeCKOH e TeJIbHOCTH

JIOTHKO-CTPYKTYPHBIl aHAIM3 JUCHMIUIMHBI: KypC BXOJHUT B 4YacTh,
dopMHpyeMyl0  y4acTHHUKaMHd  OOpa3oBaTeNbHBIX  OTHOULICHWH,  JAUCLUILIMH
MOJITOTOBKH CTYJICHTOB.

HuctuninHa peanusyercs: kadeapoil JOKyMEHTOBEACHHS U apXUBOBEICHHUS
HNHcTuTyTa UCTOPUH, MEXKIYHAPOJHBIX OTHOLIEHUH W COIMAIBHO-TIOJIUTHYECKHUX
Hayk ®I'BOY BO «JIT'TIY».

OcHoBbiBaeTcss Ha 0Oaze nucuuruH: «lIpodeccuonorusy, «TexHonorus
IJIAHUPOBAHUS U TIOCTPOCHUS Kapbephbl».

SBnseTcss OCHOBOM Uisi M3y4yeHHs cieayrommx aucuuiuH: «Kaaposoe
oOecreyeHne rocy1apCTBEHHON CITYKObD».

Henau n 3axa4n y4eOHOM TUCHUNIMHBI

Henp:  0oOy4uTh  CTYIEHTOB  MOJICTUPOBAHHMIO  YIPaBICHUECKOU
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JESTEIIbHOCTH 4epe3 MNpUHATHE HPPEKTUBHBIX YMNPABICHUECKUX PEIICHUN B
Pa3JIMUHBIX MPOOJIEMHBIX CHUTYaIUSIX C YYE€TOM OCOOCHHOCTEU esTEeIbHOCTH
opraHu3anuii cepsl yCiyr.

3amaun: GopMyIHpPOBATh CYHTHOCTHBIE OMPEEICHUS KIIIOUEBBIX MOHSATUM;
OTBEYaTh Ha MPOOJEMHBIE BOIPOCHI, OINEPUPYS OCHOBHBIMH IOJIOKECHUSIMHU
TEOPUU TMPUHATUS YIPABICHUYECKUX PEIICHUI; MPUMEHSITh ISl PUHATHUS
YOPaBJICHYECKUX PEIICHUM HSKOHOMHUKO-MATEMAaTUYECKUN HWHCTPYMEHTApUI;
aHaJM3UpPOBaTh  KOHKPETHBIE  YINPABICHUYECKHE  CHUTyallUM B  aCIEKTax
npoOeMaTUKU pa3pabOTKHU YIPABICHYECKUX PELICHUM; pa3padbaThiBaTh MPOEKTHI
U CICHApUH YNPABICHYECKUX PpEIIEHUH B PaA3IMYHBIX YIPaBICHUYECKUX
CUTyalusiX; OIEHUBATh 3(P(EKTUBHOCTh MPHUHATHIX YNPABICHUECCKUX PEIICHUN C
Y4E€TOM KPUTEPHUEB U TPAHUYHBIX YCIOBUH.

JlucuunjinHa HaueJleHa HA (popMHUpoOBaHue:

npodeccroHanbHbIX Komrnerenuui (ITK-3).

Copepxanue JMCUMILIMHBI:

Tema 1. YnpaBieH4eckne pelieHUs1 B CHCTeMe MeHeIKMeHTa

Pone pemenus B cucreme ymnpaBiaeHUs opraHuzanueil. CyIHOCTS,
coaepkaHue, (opmMbl U TNpPU3HAKM yIOpaBlieHUYecKuX pemieHuil. lleneas
OpUEHTalUs YIpPaBICHYECKUX pelmeHnd. CHCTEMHBIH MOAXOA K HPUHSITHIO
YIPABJICHUYECKUX PEIICHUM

Tema 2. OCHOBBI IPUHATHSA YIPABJIEHYECKUX PelleHuit

Tuner ynpaenenuyeckux perieHuit. Cocrtapisronye oOpasa Jinia, KOTOpOe
NPUHUMAET pElIeHHe. YIOpaBleHUYECKHMEe MpoOJeMbl M ATanbl HPHUHATHS
YIPABIEHYECKOTO PELICHUS

Tema 3. IIpomecchl MNOArOTOBKH, Ppa3spaloTKM M peaju3aluu
YIPaBJCHYECKHUX pPeleHu i

[loaroToBka ympaBieHuyeckoro pemieHus. Pa3zpaboTka u  peanmuzanus
YIPABIEHYECKOTO PEIICHUS

Tema 4. MeromoJsiorusi ¥ MoJeJI NPUHATHS YIIPABJICHYECKOI0 pelieHus!

Merononoruss NpUHATHS YHPABJIEHYECKOro peleHus. Moxenu mporecca
INPUHATUS pELIeHHd B opraHu3anusax. [IporHo3upoBaHue yNpaBIIEHYECKHX
peLIeHU

Tema S. [IpunsiTHe ynpaB/JeHYeCKUX PCUICHUN B PA3JIUYHbIX YCJIOBHUAX
cpeasbl

Bunbl cpen, B KOTOPBIX IPUHUMAETCS yIpaBlieHYecKoe pemenue. [Ipunsrue
YIPaBJICHYECKOTO PEUICHHS B YCIOBUSAX OMNPEACICHHOCTH, HEONPENEICHHOCTH U
pucka

Tema 6. TexHosiorum peaju3anuu yrnpaBJjJeH4YeCKOro pelieHust

NudopmanmonHoe obecrieueHrne ynpaBieHYeCKUX pemieHuid. TpeboBaHus K
oopmieHuto pemeHnii. OTBETCTBEHHOCTh M OUTMOKU pealii3alii peieHus

Tema 7. KayecTBO M 3 PeKTUBHOCTH YNIPABJIEHUYECKHX PelleHU

TpeGoBanus Kk kauecTBY M 3(P(HEKTUBHOCTH YMNPABICHUYECKUX PEIICHH.
MeTtop1 O11eHKH 3PPEKTUBHOCTH YIPABIECHYECKUX PEIICHUI

Tema 8. KondiukTHOEC U3MEHEHUE CUTYALIUH
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Crepeotunsl B BOCHPUSITUU HOBIIECTBA. [IpUUMHBI CONPOTHUBICHUS
W3MEHEHUSIM. OJTambl BBEJACHUA MU3MEHEHuW. V3MeHeHHe U KOH(IMKT.
Omnpenenenue koHpnukra. [losutuBHble GyHKIMU KoHpaukTa. Krnaccudukanuum
KOH(}IUKTOB. [IpUYMHBI KOHPIMKTOB U X KOMIIOHEHTHI. Y POBHU ONIOHUPOBAHUS.
Cragun KOH(IMKTA. DMOIMOHAIbHAs CTOPOHA KOHGMIUKTAa. TUNUUHbIE OMIMOKU
pu paspenieHud KoHGIUKTOB. CTHIIN NeATEIbHOCTH KOH(PIMKTOJIOTOB

Buabl KOHTPOJISA MO IMCUMILIMHE: JUIsI OYHOM (OpMBI OO0yUYEHUsT — 3a4eT
BO 4 ceMecTpe; 151 3a04HOM (hOopMBI 00yUeHHUS — 3a4eT B 1 TpuMmecTpe.

O0mas Tpy10eMKOCTh OCBOCHUS TUCUMILIMHBI COCTABJISAET: 2 3aYETHHIC
eauHuLpbl, 72 yaca. [IporpaMMol THCIMIUIMHBI IPETYCMOTPEHBI:

JUTsl O4HOM (OpMBI 00y4YeHUS: JIEKIMOHHBIE (8 4.), mpakTudeckue (24 4.)
3aHATHUA, CAMOCTOATENIbHAs paboTa ctyaeHTa (36 4.) u KOHTPOJIb (4 4.);

JUIsl 3a04HOM (hopMBbI OOydeHUs: JIEKIMOHHbBIE (4 4.), mpakTuueckue (4 4.)
3aHSTHUSA, CAMOCTOATENbHAs paboTa ctyaeHTa (60 4.) u KOHTpoJb (4 4.).

AHHOTAIUA
padoyeil mporpaMMbl Y4eOHOH TUCHUILTHHBI
«OcHoBBI paHapaii3NHT A

JIOTHKO-CTPYKTYpPHBI aHAIM3 JUCHMILUIMHBI: KypC BXOJIWUT B 4YacCTh,
dbopMupyeMy0  ydaCTHUKaMH 0Opa3oBaTENbHBIX OTHOIICHUHM, JUCUUILIUH
MOATOTOBKU CTYJECHTOB.

HucruninHa peanusyercs kadeapoil JOKyMEHTOBEICHHS U apXUBOBEICHHUS
NHcTUTyTa UCTOPUU, MEXKIYHAPOAHBIX OTHOIICHUN U COLUUATBHO-TIOJUTUYECKUX
Hayk ®I'bOY BO «JIT'TIY».

OcCHOBEIBaeTCs Ha Oaze JTUCIIATUINH «IIncemenHas JieJIoBas
KOMMYHHKALUD», «JlenoBble KOMMYHHKAIUW», «T€XHONOTMHM TJIAaHUPOBAHUSA H
MOCTPOCHUS KapbhePhD».

SBnsieTcss OCHOBOM UIsl M3ydeHUd clenyromux aucuuiuini: «IIpaBoBbie
OCHOBBI  YIpaBJICHUS  JOKyMEHTallME W  apXuBaMH 3a  pPYyOekoM»,
«MopaenupoBaHUe yIIPaBICHUYECKOU IESITETbHOCTH.

Hean yueOHOI IUCHUNINHBI:

[lenu: MOATOTOBUTH MAarucTpPaHTOB K paboTe B chepe MEKITyHApOIHOTO
COTPpYyIIHMYECTBA B 00JacTM Hayku U 0Opa3oBaHHs, HAYYUTh OCHOBaM
IJIAHUPOBAHUS U pealii3allid HAyYHBIX MPOEKTOB, OCBOUThH MPUHIIUIILI MTOMCKA U
cbopa CpeaICTB Ha MTPOBEICHUE HAYYHBIX UCCIICIOBAHUMN.

3ajgaun: pacCMOTPETh OCHOBHBIE BHBI (PaHIAPAN3MHTOBON NEATEIHHOCTH,
MPEJICTABUTh OCHOBHBIE HAMPABICHHUS TPAHTOBOW MOIIAEPKKH, OCYIIECTBIISIEMbIC
MEXKIYHAPOJHBIMK U HAIIMOHAIBHBIMU (OHAAMU UM MporpaMMaMH; OOYYHUTh
OCHOBaM pabOThl C MEXIAYHAPOAHBIMH M OTEUYECTBEHHBIMU TI'PAHTOIAIOIIUMHU
OpraHU3alMsIMU; MTO3HAKOMUTL C OCHOBHBIMU dTalamMu pa3paOOTKU U BHITIOJTHEHUS
Hay4HBIX [MPOEKTOB.

JAucuuniimHa Hane/ieHa Ha (pOpMHUPOBaHUeE:

yHHBepcalbHbIX KoMneTeHnni (YK-2).
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Conep:xkaHue AUCHUILUIMHBI: BBenenue B OCHOBBI  (haHApai3UHTA.
[TonsiTuiiHo-KaTeropuanbHbld  ammapatr ((angpaitsunr, danapaiizep, TOHOD,
bpenapel3uHr,  KpayAcopcuHr,  kpaydamawdar).  [IpaBoBble  TpPUHIIUAIIBI
danapaitzunra B Poccun. OcHOBHBIE NPUHIIMIBI (DAHIPAN3UHTOBOM 1E€ITEIHHOCTH.
dangpaitzuar U GopmMbl PUHAHCOBOW TOAJACPKKHU. ['paHThI U BUABI T'PAHTOBOM
noaJiepXku. Buabl (puHaHCOBOM moaliepkKu: 3apyOexHas mnpakTuka. DoHabl U
rpanrofatoue opranuzanuu. OOpamieHue B ¢ouHabl. [IpoekT u mpoexkTHas
NeATEeIbHOCTh. ~ BHYTpeHHUN  MOHHUTOPUHT  TpU  TMOATOTOBKE  3asBKH.
ComnpoBoUTENbHBIE JIOKYMEHTBI. OJKCHEpPTH3a KOHKYPCHOM JOKyMEHTAIUH.
OTt4eTHOCTH 1O MPOEKTy. [IpaBoBBIe acniekThl (paHmpaii3uHra. 3aKOHOAATEILHBIE U
HOPMAaTHBHO-TIPAaBOBBIC aKTHI, pErIaMEeHTUPYIOIIIHE JeSITEIbHOCTD
OMaroTBOPUTENBHBIX oOpraHu3anuii. Crenuduka MTPaBOBOTO PETYIHPOBAHUS
CIIOPOB ~ MEXIy OJIarOTBOPUTEIBLHOM  OpraHu3aluell U TpaxJaHaMH |
opuaudeckuMu  naMu. OCHOBHBIE WHCTPYMEHTHI (haHmpaiismara (ImicbMa K
OJIarOTBOPUTEISIM, TAPTHEPCKUE IIPOSKTHI, IPAHTHI, CTAaThs B Ta3eTe U Jp.).

Buabl KOHTPOJISA MO JMCUMIUIMHE: TSI O9HONW (OpMBI OOYUYEHUS — 3a4eT
BO 2 ceMecTpe; i 3a04HO0M (opMbl OOYUEeHHS — 3a4eT B 3 TpUMeCTpe.

OO0masi Tpya0eMKOCTh OCBOEHHUSI TUCHMILIMHBI COCTaBIIECT 3 3a4€THHIC
enunuilpl, 108 vacos. [IporpamMmmMoit TUCHMIUIMHBI IPETyCMOTPEHBI:

JUIsl O4HOM (popMbI 00yueHus: JeKImoHHbIe (12 4.), mpakTtuyeckue (24 4.)
3aHTHS, CAMOCTOsITEIbHAs paboTa cTyaeHTa (68 4.) u KOHTpoJs (4 4.);

JUTSE 3204HOM (POpMBI 00yueHHUs: JEKIUOHHBIE (4 4.), mpakTudeckue (8 4.)
3aHSITHS, CAMOCTOsITeIbHAs padoTa cTyaenTa (92 4.) u KoHTpoJb (4 4.).

AHHOTALIIUA
padoyeil mporpaMmbl Y4eOHOM JUCHMIIUHBI
«IIpogeccuosiorus»

JIOrMKO-CTPYKTYPHBIi aHAIM3 AUCHUIUIMHBI: KypC BXOAMT B YacCTh,
bopMHpyeMyI0  yYaCTHMKaMH  OOpa30BaTENbHBIX  OTHOIICHWM, JHUCUUILIUH
IIOATOTOBKU CTYJIEHTOB.

JucuunnuHa peanusyercs kadeapoil JOKYMEHTOBEACHUS U apXUBOBEICHUS
HNHcTuTyTa UCTOPUH, MEXKIYHAPOJHBIX OTHOLUEHUH M COLMAIBHO-TIOJIUTHYECKHUX
Hayk @I'BOY BO «JII'TIY».

OcHoBbiBaeTcsi Ha 0a3e JOUCHUIUIMH:  «JleJoBble KOMMYHUKALUNY,
«TexHoNoOrMM IUIAHUPOBAHUS W TIOCTPOEHUS KapbepbD», «l'ocynapcTBEHHOE
peryaupoBaHie JOKYMEHTAIlMOHHOTO OOECHeueHUs] YIPABJICHHUS U apXUBHOIO
Jenay.

SIBasieTcss OCHOBOM IS M3YYEHHs CIEAYIOIUX JUCUHUIUIMH: «OCHOBBI
yIOpaBICHUS TNEPCOHAIIOM OpraHu3auun», «MoaenupoBaHue YIpaBIeHUYECKON
JESATEIIBHOCTHY, « Y IPABJIEHUE MIEPCOHATIOM U TPYAOBbIE IPABOOTHOLICHUS.

Henun u 3aga4n JMCHUIIHHBL:

[enn — u3yuyeHue 3BoNOLUM Npodeccun crenuanucra ciayxosr JJOY u
apXxuBOB, (QOPMHUPOBAHUS M PA3BUTUSI CAMOCO3HAHMSA U CaMOOIPEIEICHHUS
cnenuanucta cayx0bl JIOY u apxuBOB; MOATOTOBKA CIELMAIUCTa B 00JACTH
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3HaHUsA 00 u30paHHON UM mpodeccud B KOHTEKCTE COBPEMEHHBIX HAyYHBIX
WHTEPIIPETALNN MUCCUU BBICILIEH IIKOJIBI.

3amaun: oO0y4yeHHE MPUMEHEHHIO METOJOB OLIEHKH MpodeccuoHanu3ma B
MPAKTUYECKON NEeATENbHOCTH; CTPYKTYpHUpPOBAaHUE npoeccuoHaIbHBIX
KOMITETCHIIUM; (POPMUPOBAHUE CIHOCOOHOCTEM K HAy4YHOMY MCCJIEIOBAHUIO B
JIOKYMEHTHOM cdepe; yMEHHE aHaJu3UpOBaTh MPOLIECCHI, MPOUCXOJSAIINE B
npoecCUOHaNbHON JEesATENBPHOCTH JIOKYMEHTOBEA U apXHBOBEAA; CIIOCOOHOCTH
OLICHMBATh YPOBEHb NMpodecCuoHaNn3Ma CIeNUATUCTa JOKYMEHTHOW U apXUBHOM
chep; YMEHHE aHaTU3UPOBATh CUTYaAlMIO0 Ha PhIHKE MPO(EeCcCHOHANBHOTO TPYyAa;
BJIAJETh HAaBBIKAMU B O0JACTH JOKYMEHTOBEICHHMS, apXHUBOBEICHHS, KaJIPOBOIO
JICIIONPOU3BO/ICTBA; BJIAJETh HAaBBIKAMHM CTpaTU(UKALMKA KaJApoB B cdepe
JOKYMEHTHOM JI€ATETbHOCTH.

JlucuunjinHa HaueJleHa HA (popMHUpoOBaHue:

yHHUBepcalbHBIX KoMneTeHui (YK-6).

Conep:xanue aucuumiuebl: [Ipodeccuonorus kak HaydHas JUCHUIUIMHA.
JlokymeHTHast mpo¢eccruoyiorusl B CTpYKType rymanutapHoro 3Hanus. IIpodeccus
cnenuanucta ciyx6el JJOY B cucreme npodeccnosiornyeckux HcCiaeA0BaHUM.
Hctopust u coBpeMeHHble TpodsieMsl npodeccuonoruu. [Ipodeccus crnennanucra
ciy:k0bl JIOY B KOHTEKCTE OTEYECTBEHHBIX U MHPOBBIX TEHICHLMHA pPa3BUTHS.
Jlenonpon3BoAUTENb U apXHUBapuUyc Kak ocolas COLMaIbHO-IPOQecCHOHANbHAs
rpynna: MEepCHeKTUBbl Pa3BUTUS U COXpaHEHHs, TpaHchopMalus B KOHTEKCTE
U3MEHEHUH  COLMOKYIBTYpHOU  cdepbl. KOMIIETEHTHOCTHBIM  MOAXOJ K
JOKYMEHTHOMY U apXUBHOMY 00pa30BaHMIO.

Buabl KOHTPOJISA O IMCUMIVIMHE: JUIsi OYHOM (OpMBbI 00yUYeHUs: — 3a4eT
BO 2 ceMecTpe; AJIs 3a09HOH (OpPMBI 00YUESHHS — 3a4eT B 3 TpUMeECTpe.

O0mas Tpya10eMKOCTb OCBOCHHUSA JUCHUILIMHBI COCTABIISIET 3 3a4YETHHIC
eaununpbl, 108 gacos. [IporpaMMoi TUCHUILUIMHBI IPEYCMOTPEHBI:

JUTsl O9HOU (pOopMBI 00yUeHUs: JeKImoHHbIe (12 4.), mpakTuyeckue (24 4.)
3aHSTHS, CAMOCTOsITENbHAs paboTa cTyaeHTa (68 4.) u KoHTpOJIb (4 4.);

JUTSE 3204HOM (OopMBI 00yuYeHHUs: JEKIUOHHBIE (4 4.), mpakTuyeckue (8 4.)
3aHSTHS, CAMOCTOsITebHAs paboTa cTyaeHTa (92 4.) u KoHTpoIb (4 4.).

AHHOTAIUA
padoueil nporpaMmbl Y4eOHON TUCUMILTHHBI
«ABTOMATH3HPOBAHHBbIE CUCTEMbI YIIPABJICHUSA TOKYMEHTAMM

JIOrMKO-CTPYKTYPHBIi aHAJAM3 [IUCHUILUIMHBI: KypC OTHOCHUTCA K
BapMATUBHOM  4YacTH  ydyeOHOro IulaHa, (QopMuUpyeMyl0  y4aCTHHUKaMU
o0pa3oBaTeIbHbIX OTHOLIEHUHN, JUCIIUIUIMH MOATOTOBKU CTY/IEHTOB.

JucuuminHa peanusyercs kKadeapoil nHOOPMAIMOHHBIX 00pa30BaTEIbHBIX
TexHoJioruii W cucteM MHcTUTyTa (U3MKO-MaTeMaTHYecKoro oOpa3oBaHuUs,
nHpopMarmoHHBIX U 00cyx)uBatomux TexHonorud ®I'bOY BO «JIT'TIY ».

Heobxoanumbim YCIIOBUEM JUIS OCBOEHUSA JVCLUTUIAHBI
«ABTOMATU3UPOBAHHBIE CUCTEMbI YIPABICHUS JOKYMEHTAMM» SBIISIIOTCS 3HAHUS
OCHOB AJIEKTPOHHOT'O JOKYMEHTO00OpOTa, MpUHUHUIOB (yHKIMoHUpoBanus CI/],
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3aKOHOJATEIbHBIX HOPM U TpeOOBaHUI K 3JEKTPOHHOMY JOKYMEHTOOOOpOTY, a
TaK)K€ TEXHOJOTUA ¥ HWHCTPYMEHTOB, HCIOJB3YeMBIX B  AJICKTPOHHOM
JOKYMEHTOO0OpOTE; yMEHHs paboTaTh C DJIEKTPOHHBIMH  JIOKyMEHTAaMH,
aHAJIM3UPOBATh U ONTUMHU3UPOBATH MPOLIECCHI JOKYMEHTO000pOTa, pa3padbaThiBaTh
U BHEIPSATH CHUCTEMBbl DJIEKTPOHHOTO JOKYMEHTOOOOpOTa, oOecreynuBaTh
0e30macHOCTh W KOHGUIEHIUATBHOCTh AJIEKTPOHHBIX JOKYMEHTOB; HAaBBIKH
paboThl C MPOTPAMMHBIM OOECIEYEHUEM JJIsl AJIEKTPOHHOTO JOKYMEHTO000pOTa,
KOMMYHUKATUBHOTO B3aMMOJCHCTBUS C KOJUIETAaMU M MapTHEpPAMH, aHaIu3a
uH(OpMAIUU U MIPUHATHUS PEUICHUH, a TaKXKe yNpaBJiIeHHUs MPOEKTaMu B 00J1acTu
AJIEKTPOHHOTO IOKYMEHTO000POTA.

ConepxaHrue TUCITUIUTHHBI «ABTOMATH3WPOBAHHBIE CHCTEMBI YIIPaBICHUS
JIOKYMEHTaMW» SIBIISIETCS. OCHOBOW JJisi TMPO(PECCHOHATBHONW TMOATOTOBKH U
OBJIAJICHNUS HaBBIKAMU PAOOTBI TPH HU3YYCHUH TOCICAYIOMNX TUCIUTIINH,
CBS3aHHBIX C TPUMEHEHHEM WH()OPMAITMOHHBIX TEXHOJIOTHH, ISl HAIUCAHUS
BBIITYCKHOM KBAJIM(PUKATMOHHOW PabOTHI.

Lenu u 32124 TMCUUNIHHBI:

Lens — dopmupoBaHue y OOy4YaOMIMXCS TEOPETUYECKUX 3HAHUUA W
MPAKTUYECKUX HABBIKOB B 00JIACTU CO3JaHUS, BHEAPEHUS M OKCIUTyaTalluu
aBTOMATU3UPOBAHHBIX CHCTEM YIPABICHUSA JOKYMEHTAMU, a TaKXE OCBOCHHE
COBPEMEHHBIX UH(OPMAITMOHHBIX TEXHOJIOTHU VIS ONTUMU3AIUN
JIOKyMEHTaIlMoOHHOro  obecnieuenus ympasienus ([AOY) B  opranuzanusx
paznTu4YHBIX (OPM COOCTBEHHOCTH.

3amaun: copMUPOBATH MPEICTABICHUE O 3aKOHOAATEIFHOW U HOPMATUBHO-
METOJMYECKOW 0a3e dSIEKTPOHHOTO JOKYMEHTOOOOpOTa; HAYYHTh CO3/1aBaTh
CIIO)KHBIE JJIEKTPOHHBIE TOKYMEHTHI; 03HAKOMHUTH C COBPEMEHHBIMU CHCTEMaMH
AIIEKTPOHHOTO JIOKyMEHTOOOOpOTa; HAy4YUTh JaBaTh OIIEHKY BO3MOXKHOCTHU
BHEJIPEHUSI CUCTEMBI JIEKTPOHHOTO TOKYMEHTO000POTa B OpTaHU3AIIHH.

JlucuMIuinHa Hale/leHa Ha (POpMHUPOBaHMeE:!

obmenpodeccroHanbHbIX KoMiereHiui (OITK-4).

Conepxanue TMCHMIIMHBI.

1. TeopeTnueckue  OCHOBBI ~ ABTOMATU3MPOBAHHOTO  YIPaBJICHHUS
JIOKYMEHTaMHU.

2. ApXuUTEKTypa u MPUHLIUTIBI (GYHKIIMOHUPOBAHUS
aBTOMATHU3UPOBAHHBIX CHUCTEM YIIPABICHUS JOKYMEHTAMHU.

3. HopMaTuBHO-TIpaBOBOE W METOAMYECKOE OOECIeYeHrE 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa.

4. TexHoIOTHN U MTHCTPYMEHTHI 3JICKTPOHHOTO JOKYyMEHTO000pOTA.

S. ObecnieueHre 06€30MaCHOCTH M KOH(PHICHIMATBHOCTU 3JIEKTPOHHBIX
JTIOKYMEHTOB.

6. Buenpenue, onenka 3()@QEKTUBHOCTH U yIOpaBIEHUE MPOECKTaMU

aBTOMaTH3alMU JOKYMEHTO000POTa.
Buabl KOHTPOJIA MO AMCUHUILINHE: 1151 OYHON (OpMBI O0YyUEHHS — IK3aMeH
B 4 ceMecTpe; 111 3a04HON (HOPMBI 0O0yUEHUS — SK3aMEH B 5 TPUMECTpE.
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OO0masi TPy10eMKOCTh OCBOEHMS JUCIHUIJIMHBI COCTaBIICT 3 3a4€THBIX
enuaMIB, 108 gacos. [IporpamMmmMoil TUCIUILTAHEI IPETYCMOTPEHBI:

st ogHOM (popmbl 0OydeHus: neknuoHHble (12 4), mpakTudeckue (24 4.)
3aHATHSA, CAMOCTOSATENIbHAS paboTa cTyaeHTa (45 4) U KOHTpOoJb (27 4.);

JUIs 3a04HOM (hOpMBI OOyYEHUS: JICKIMOHHBIC (4 4.), mpakTuueckue (8 4.)
3aHATHSA, CAMOCTOSTENIbHAs padoTa cTyaeHTa (92 1) u KOHTpob (4 4.).

AHHOTAIUA
pabo4eil nporpaMMbl Y4eOHOM TUCHMILIMHBI
«ndopMmannoHHbIe CHCTEMBI B 1eSITEJIbHOCTH OPraHOB roCy1apCTBEHHO
BJIACTID)

JIOrMKO-CTPYKTYPHBIi aHAJAM3 [AUCHUILUIMHBI: KypC OTHOCHUTCA K
BApMATMBHOM  4YacTH  ydyeOHOro IulaHa, (opMUpYeMyl0  Y4aCTHHUKaMU
00pa30BaTeIbHbIX OTHOLIEHUM, JUCIIUIUIMH MOATOTOBKU CTY/IEHTOB.

HucnumninHa peanusyerca kadenpoil nHGOpMaIIMOHHBIX 00pa30BATENbHBIX
TexHoJoruid W cucteM HMHcTuTyTa (HU3MKO-MaTeMaTHYeckoro oOpa3oBaHMUS,
nHpopMaMoHHBIX U 00cy)uBaromux TexHonoruid ®I'bOY BO «JIT'TIY ».

HeoOxonumeim YCIIOBHEM TUISt OCBOECHUSA JTUCLUTLIAHBI
«ABTOMAaTU3UPOBAHHBIE CUCTEMBbI YIIPABICHHS JOKYMEHTAMM» SBIISIIOTCS 3HAHUS
OCHOB 3JIEKTPOHHOT'O JOKYMEHTOO0OpOTa, NpUHLHUIIOB (yHKIMOoHUpoBaHus CI/I,
3aKOHO/ATEIbHBIX HOPM M TpeOOBaHUI K 3JEKTPOHHOMY JOKYMEHTOOOOpOTY, a
TaKK€ TEXHOJOTMM M HHCTPYMEHTOB, HCIOJb3yEMBIX B  3JIEKTPOHHOM
JOKyMEHTOO0OpOTEe; yMEeHHMs paboTaTh € BJIEKTPOHHBIMU  JIOKYMEHTaMH,
aHAJIM3UPOBATh U ONTUMHU3UPOBATh MPOLECCHI JOKYMEHTO000pOTa, pa3padaThiBaTh
U BHEIPATH CHUCTEMBI AJIEKTPOHHOTO JOKYMEHTOOOOpOTa, oOecrneynuBaTh
0e30MacHOCTh ¥ KOH(PUIAEHIHUAIBHOCTh AJIEKTPOHHBIX JOKYMEHTOB; HAaBBIKH
paboThl C MPOrpaMMHBIM OOECIIEYEHHEM JIJISl DJIEKTPOHHOTO JIOKYMEHTO000pOTa,
KOMMYHUKATUBHOTO B3aMMOJCHCTBUS C KOJUIETAaMU M MapTHEpPAMH, aHalIu3a
nH(pOpMaIIMU ¥ MPUHSITUS PEUICHUN, a TaKXKe YMPaBJICHUS MPOEKTaMU B 00JacTH
3JIEKTPOHHOT'O IOKYMEHTO000pOTA.

ConepxaHue TUCUUIUIMHBI «ABTOMATHU3UPOBAHHBIE CHUCTEMbI YIPaBICHUS
JIOKyMEHTaMW» SIBJSIETCS. OCHOBOM 1t  TIPO(ECCHOHATBHOM TMOATOTOBKH U
OBJIAJICHUS HaBBIKAMU PAOOThI TPU U3YYCHUH TOCICAYIOMINX TUCIUTIINH,
CBS3aHHBIX C MPUMEHEHHEM HWH(OPMAIIMOHHBIX TEXHOJIOTHMA, ISl HANWCAHUS
BBIMTYCKHON KBaJTM(UKAMOHHON pabOTHI.

Iesun u 3a0a4n AMCUUIIMHBI:

Lens — ¢opmupoBaHue y o0OydarOMIMXCS TEOPETUYECKUX 3HAHUUA W
MPaKTUYECKUX HABBIKOB B 00JIaCTU CO3/JaHMS, BHEAPEHUS M JKCILTyaTalluu
aBTOMATU3UPOBAHHBIX CHCTEM YIPABICHUS JOKYMEHTAMH, a TaKXKE OCBOCHHE
COBPEMEHHBIX UH()OPMAIIMOHHBIX TEXHOJIOTUM TUTSt ONITUMU3ALIUN
JIOKyMEHTallMoHHOro  obecnieueHus ynpasienus ([AOY) B  opranuzanusx
pa3u4HbIX (OPM COOCTBEHHOCTH.

3amaun: copMUpPOBATH MPEICTABICHUE O 3aKOHOAATEILHOW U HOPMATUBHO-
METOIMYECKOW 0a3e 3IEKTPOHHOTO JOKYMEHTOOOOpOTa; HAy4YHTh CO3/1aBaThb
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CJIOHBIE DJICKTPOHHBIE JOKYMEHTBI, 03HAKOMHTH C COBPEMEHHBIMU CHCTEMaMH
JIEKTPOHHOTO JIOKYMEHTOOOOpOTa; HAy4WTh JaBaTh OIEHKY BO3MOXXHOCTH
BHEJIPEHUS CUCTEMBI SJIEKTPOHHOTO IOKYMEHTO000POTa B OpTraHU3aIIH.

JAucuuniinHa HaneJieHa HA (popMUpOBaHUeE:

obmrenpodeccronabHbix kKomrereHnun (OITK-4).

Conep:xaHue TUCHUNIMHBI

1.  Teopernyeckue  OCHOBBI ~ aBTOMAaTH3UPOBAHHOTO  YIPaBJICHUS
JTOKYMEHTaMHU.

2.  ApxutekTypa u HPUHIUIIBL (bYHKIIMOHUPOBAHUS
aBTOMATHU3HPOBAHHBIX CHCTEM YNPABICHUS TOKYMEHTAMH.

3. HopmaTtuBHO-IpaBOBOE U METOMYECKOE OOECIIEYEHUE IIIEKTPOHHOTO
JIOKyMEHTO000pOTA.

4.  TexHONOTHH U UHCTPYMEHTHI JIEKTPOHHOTO TOKyMEHTO000pOTA.

S. ObecnieueHre 0€30MaCHOCTH M KOH(PHICHIMAIBHOCTU 3JEKTPOHHBIX
JTOKYMEHTOB.

6. Bueapenue, ouneHka 5()QPEKTUBHOCTH U yHOpPaBICHUE MPOCKTaAMH

aBTOMAaTHU3aIMH JOKYMEHTOO0O0pOTA.

Buabl KOHTPOJISI IO JUCHUIIMHE: JUTSI OYHOM (OpMBI 00YUEHUS — IK3aMEH
B 4 cemecTpe; 715 3a04HON (POPMBI 00yUEHUS — IK3aMEH B 5 TPUMECTDE.

O0masi Tpya10eMKOCTh OCBOEHMS JUCHUIJIMHBI COCTaBIIAECT 3 3aU4€THBIX
enunauilpl, 108 vacos. [IporpamMmmMoil TUCIUILTMHBI TPETyCMOTPEHBI:

st ouHOM (popMmbl 0OydeHus: nekinuoHHble (12 4), mpaktudeckue (24 4.)
3aHSITHS, CAMOCTOsITEIbHAs paboTa cTyaeHTa (45 9) 1 KOHTpoJb (27 4.);

JUTI 3a04HOM (POpPMBI OOYUCHMS: JICKIIMOHHBIC (4 4.), mpakTuyeckue (8 4.)
3aHSITHS, CAMOCTOsITEbHAs paboTa cTyaenTa (92 1) u KOHTpoJb (4 4.).

AHHOTALIUA
padoyel mporpaMmbl y4eOHOM AUCHUIIINHBI
«/lesioBbIE KOMMYHUKAIAW
JIOrMKO-CTPYKTYPHBI aHAJIW3 IMCUMIUIMHBI: KypC BXOAWT B 4YacTb,
dbopMupyeMyi0  ydyacTHUKaMHd OOpa30BaTelIbHBIX  OTHOIIECHUHM, JUCIHUILINH
MOJATOTOBKH CTYJIEHTOB.

OcHoBeiBaeTcss Ha  Oaze  mumcnuiumH:  «lluceMeHHast — jenmoBast
KOMMyHUKarus», «HocTpaHHbIli  s3bIKk B cepe  mpodeccruoHanbHOM
KOMMYHUKAITHI.

SBnsieTcss OCHOBOM [IJI1 W3YYE€HUS CHEAYIOMMX TUCHUIUIAH: «OCHOBBI
YOPaBJIEHUSI TEPCOHAIIOM B OpraHU3alun», «YIPaBIECHUE NEPCOHAIOM H
TPYAOBBIC MPABOOTHOIIIECHUS.

Heau n3yyeHust yueOHOM TUCHMUILIIMHBI

[lenb — n3yueHne TEOPETUUECKUX OCHOB JAEJIOBOM KOMMYHHKAIIUU, OCBOCHUE
KOMMYHUKATUBHOTO KaTErOpHaJbHOIO —ammapara, oOOIIMX 3aKOHOMEPHOCTEH,
CXOJCTB W pa3jiu4uili BHUAOB, YpOBHEH, (POPM KOMMYHHUKAIUHU, SBISIOIIUXCS
HEOOXOJAMMBIM YCIIOBHEM YCIICITHON JEATETHHOCTH COBPEMEHHOTO CIEIUATNCTA,;
OCBOCHHE HABBIKOB TIPABWJIBHOTO OOIIEHWS W B3aWMOJACHCTBUS;, TOHMMAaHHE
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BO3MOYKHOCTEM TMPAKTUYECKOTO IMPWIOKEHUS JE€JI0BOM KOMMYHHKALUHU, €€
B3aMMOCBSI3H C JKU3HEHHOU CPEIOM U PEUYEBBIM ITOBEICHHUEM.

3amaun: OBNAJCHHUE TMOHATHEM 3(PQPEKTUBHBIX IEIOBBIX KOMMYHHKAIIH;
U3YYeHUE METOJMYECKUX M OPraHU3allMOHHBIX OCHOB JIEJIOBBIX KOMMYHHUKAIIH;
MOJIy4YCeHUE  OMbITa  WCIOJB30BAHMUSI  IIMPOKOTO  JMANa3oHa  JIEJOBBIX
KOMMYHUKAIIMI, BKIIOYas MHCbMEHHbIE M YCTHbIE MEXKJIUYHOCTHBIE U
KOJUIGKTUBHBIE KOMMYHMKAIIMW; HW3YYEHHUE OCHOB, Ha KOTOPBIX Oa3upyroTcs
yCHEIIHbIE JEJIOBbIe KOMMYHUKAIIMH.

JAucuuniinHa HaneJieHa Ha (POPpMHUPOBaHUE:

yHHUBepcalbHBIX KoMneTeHui (YK-4).

Coaep:xkanue pucuumuimubl: Ilpenmer, nenm wu  3amaun ydeOHOM
JUCUUIUINHBI «JleoBble KOMMyHUKam». KoMMyHUKaIMs Kak OOBEKT HAy4HOIO
uccienosanus. IIpobiema npenMera Teopur KOMMyHUKAaUH. OCHOBHBIE STallbl
pa3BUTHS TEOPUM KOMMYHHUKAluMu. CTpyKTypa KOMMYHHUKAaTUBHOTO 3HaHUA U
ypOBHU OOOOIIEHUS KOMMYHUKATUBHOrO 3HaHud. Cnenuduka 3aKOHOB U
KATeropuili T€OpHUH KOMMYHHMKalUUU. Poinb KOMMyHMKalMM B HH(POPMALMOHHOM
obmectBe. KommyHukanuss v OOLIEHME KaK KIIOUYEBBIE KaTETOpPUU TEOPHUH
KoMMyHUKalu. [IpoGieMa COOTHOILIEHUS MOHATHI KOMMYHHUKALUs M OOILEHUE.
HayuHble moaxo1bl K pa3peleH!Io IpoOIeMbl: OTOKIECTBICHNE JaHHBIX MOHATHIH
(JI.C. Beirorckuit, B.M. Kyp6atoB, A.A. JleoHTbeB), pa3jciieHHE MOHSATUI
(M.C. Karan. I'M. AmnnpeeBa, A.B. CokoioB, MOHSATHE KOMMYHHKAIMU Kak
UH(OPMAITMOHHOTO oOMeHa. KommyHukatuBHOE MIPOCTPAHCTBO u
KOMMYHUKAaTHUBHOE Bpems. Buabl nenoBoid kommyHukauuu. OOuieHue mroaei
OCYULIECTBJISIETCS. C TOMOULIBIO BepOANbHBIX M HEBEpOaIbHBIX KOMMYHHKAIUH.
BepOanbHble KOMMYHHKAIIMU PEANM3YIOTCS MMOCPEICTBOM YCTHBIX U MUCHbMEHHBIX
coobmieHnii. YcTHas mnepenadya HMHQOpPMALMU OCYUIECTBISIETCS B IpPOIECCE
pe4yeBoro Juaiora, COBELIAHHUS, IEPEroBOPOB, IMPE3EHTAUUl, Tele(OHHOTO
pasroBopa, Korja HaumOOJbIIMi 00beM HHPOpPMalUU TMEPENaeTCs MOCPEICTBOM
rojI0cOBOM CBsI3U. [IMCbMEHHBIE KOMMYHUKALIMH PEATTU3YIOTCS Yepe3 TOKYMEHTHI B
dbopme mHceM, MPUKA30B, PACIOPSDKCHHM, HMHCTPYKIMN, TOJOXKEHHM, Koraa
PYKOBOJIUTENb MEpPEAAcT NOJAYMHEHHOMY NHMCBMEHHBIE YKa3aHHs. DJIEKTPOHHAas
koMMyHUKalus.  CymiHOCTh, OCOOEHHOCTH U (YHKUUU  DJIEKTPOHHOM
KOMMYyHUKaIu. [7obanu3anus KOMMYHHKAIIMOHHBIX IIPOLIECCOB B COILIMYME.
Mecto HTEpHETA B CHCTEME CPEACTB COBPEMEHHOM COLMAIIBHONM KOMMYHHKALUU.
OTuka [JenoBOro OOmIeHHA. OTHKa JIeJIOBBIX OTHOILIEHHH C  KOJIJIETaMHu,
NOJYMHEHHBIMU M PYKOBOJACTBOM. OTHKa JIE€JIOBOTO KOHTakTa. Benenue
NEpPEeroBOpoOB:  ATHUYECKUME  acmnekThl. [IpaBuna  genoBoro  moBeACHUS.
Hcnonb3oBaHWE COBPEMEHHBIX HH(POPMALMOHHBIX TEXHOJOTUH B  JIEJOBBIX
OTHOUIEHUSIX. DTUYECKUE aCMEKThl MCIOJIb30BaHUsA ceTh VHTEepHET B JENOBBIX
OTHOUIEHUsX. JlenoBble meperoBophl: MOATOTOBKA U mpoBeneHue. IleperoBopsl B
VOpPABJICHUM: HAMEPEHHs M OXUJAHUsS; IMpecc-KoH(epeHuun Kak crnocod
dbopmupoBaHUs MYyOJUYHOCTH U PEHOME; «KPYTJbI€ CTOJIBD) ISl JOCTHKEHUS
3¢ deKkTuBHBIX KOMMYyHHKanui. Kputuka u skcreptuza B mpodhecCHOHATBHON
nestenpbHocTH. [lcuxosiornueckue mpueMbl HEUTpaIM3alliid arpeccuy U CHATHUSA
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HalpsoKeHUsT B JICJIOBBIX  OTHOILICHMSIX — yrpaBiieHHus. KoMIIUMEHTBI U
KOHTPKOMIUIUMEHTBI B JIEIOBOM MapTHepcTBE. llepcrnekTuBHBIE CTpaTerud u
KOMMyHUKaTuBHBIE d(DdexThl. CuyxeOHoe obOmenne. [IpaBmma ciay)keOHBIX
B3auMoOOTHOIIeHU. [lcuxonornueckuii KiauMMaT B TPYAOBOM  KOJUICKTHBE.
[TpoOaemMbl MEKKYIBTYPHONH KOMMYHUKAIIUH.

Buabl KOHTPOJISA M0 JMCUMILIMHE: I OYHON (QOopMbI 0OydeHUS] — 3a4eT
BO 2 ceMecTpe; i 3a04HO0M (opMbl OOYUEHHS — 3a4€T B 3 TPUMECTpE.

O0masi Tpya0eMKOCTh OCBOEHHUS] TMCHMIUIMHBI COCTaBIIET 3 3aueTHBIC
eaunauipl, 108 gacos. [IporpamMmoil TUCHUIIITUHBI IPEYCMOTPEHBI:

UIsl O9HOU (hOpMBI 00y4eHUs: JeKImoHHbIe (16 4.), mpakTudeckue (32 4.)
3aHSITHS, CAMOCTOsITEIbHAs paboTa cTyaeHTa (56 4.) u KOHTPOJh (4 4.);

JUIsl 3209HOM (popMBbl 00yUYEHHMS: JICKIUOHHBIE (4 4.), mpakTudyeckue (8 4.)
3aHSTHUSA, CAMOCTOATENIbHAs paboTa ctyaeHTa (92 4.) u KOHTPOJIb (4 4.).

AHHOTALIUA
padoyeil mporpaMmbl Y4eOHOH JUCHMIIUHBI
«TexHOI0THY IVIAHUPOBAHMS U MOCTPOCHHUS KapbepbD»

JIOrMKO-CTPYKTYPHBINi aHAIM3 AUCHUIVIMHBI. KypC BXOAWT B 4YacThb,
dopMupyeMyl0  y4acTHHKaMH 0Opa3oBaTENIbHbIX OTHOLIEHUH, JUCLUILIUH
IIOJATOTOBKY CTYJICHTOB.

JucuuniuuHa peanusyeTcs: Kapeapoil JOKYMEHTOBEACHUS U apXUBOBEICHUS
WMHcTUTyTa UCTOPUH, MEXIYHAPOJHBIX OTHOIUEHUH M COLMAIBHO-TIOJIMTHYECKHUX
Hayk ®I'bOY BO «JIT'TIY».

OcHoBbIBaeTcss Ha 0aze JUCHMIUIMH: «JlenoBble  KOMMYHUKAIUN»,
«MHOCTpaHHBIl  s3IK B cdepe  TPOPEcCCHOHATBHON  KOMMYHHKALUW,
«IIpodeccuonorus».

SBnseTcss OCHOBOM MJISI U3YYEHUs CIENYIOIINX OUCLHIUIMH: «YTIpaBJICHUE
IIEPCOHAJIOM M TPYIOBBIE ITPABOOTHOIIEHUN», «MOIEIMPOBAHNE YIIPABICHYECKON
JNEATEIIBHOCTI.

Henu u 3axa4u AUCHUIIHHBI

Lenr — QopmupoBaHue 3HaHWS U TPEACTABICHUS O CYIIHOCTH
TEOPETUYECKUX U TMPHUKJIAJHBIX acCleKTOB IUIAaHUPOBaHUS MpodecCUOHATHEHON
Kapbephl; PACKPBITh CYIIIHOCTh YIIPABIECHYECKOTO BO3ACHCTBUSA HA X0 KAPbEPHBIX
IPOLIECCOB CO CTOPOHBI BCEX CYOBEKTOB YIPABIICHUSI.

3amaun: copMHpoBaTH CIOCOOHOCTH M TOTOBHOCTH IPOEKTHPOBATH
PO EeCCUOHANIBHYIO JESITENBHOCTh HA OCHOBE CHEIMAJbHBIX HAYYHBIX 3HAHUU U
pe3yJbTaTOB  HCCIENOBAHUM; OINPENENATh W  PEAIU30BBIBATH I[PUOPHUTETHI
COOCTBEHHOM JEATEIbHOCTH M CHOCOOBI €€ COBEpIICHCTBOBAHMS HAa OCHOBE
CaMOOLIEHKH; c(OpMHUPOBATH MPAKTUUYECKUE HABBIKM, HAMpaBICHHbIE Ha
OpraHu3allyIoO MJIAHUPOBAHUS Kapbepbl, C TOUYKHU 3pEHHUS YNPABICHUS KapbEePHBIMU
IIPOLIECCAMM.

JAucuuniimHa Hane/ieHa Ha (pOpMHUPOBaHUeE:

npodeccroranbHbIX Komnerenuui (I1TK-2).
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Conep:xkaHue JUCHUIUVIMHBI. TeopeTHUecKue OCHOBBI  yIPABIICHUS
Kapbepoil. [lmanmpoBanne Kaphephl Ha WHAWBUIYAIHHOM M OpPraHU3AIIMOHHOM
ypoBHe. Pa3BuTne kKaphephl Ha WHAWBUAYATLHOM M OPTaHU3AIMOHHOM YPOBHSX.
[TonsiTue Kapbepbl M KapbepHOUl cTpaTeruu. M3ydeHue KapbepHOW OpUEHTALUU
COBPEMEHHOro  crenuanucra cdepbl  JOKYMEHTAI[MOHHOTO  OOecredeHus
ynpaBienus. JluarHocTMka W y4€T  ICHUXOJIOTMUECKMX  (PaKTOpoB  IpHU
IUTAHUPOBAHUM  Kapbhepbl. TEXHOJOTHMU IUIAHUPOBAHUS Kapbepbl. PazButue
JIETOBBIX M KOMMYHUKATUBHBIX KauecTB JUYHOCTH. CHocOOBbl CamMOpa3BUTHS U
CaMOCOBEPIIIEHCTBOBAHUS HABBIKOB JJISI JIMYHOCTHOIO U KapbepHOI'O Pa3BUTHS.
VYnpaBneHue KapbepHBIMH IpolieccaMu. Pacmpenenenue pabGoueld HaArpyskd u
s dexTuBHAsS camoMoTuBaIus. PaKTOPHI, BIUSIONINE HA YCTICIITHOCTh KAPbEPHhI
BryTpeHnHue (pakTopsbl, BIUSIONIME Ha YCIEIIHOCTh Kapbepbl. CrenuanbHas chepa
(ciyxeOHnast). CocraBneHre nopTdoauno.

Buabl KOHTPOJISA M0 TMCUMIUIMHE. 1T OYHON (POopMBI OOYUCHUS — 3a4eT
BO 2 ceMecTpe; AJIs 3a09HON (POPMBI 00YUEHHS — 3a4€T B 3 TPUMECTPE.

O0masi TpyA0eMKOCTb OCBOCHHUS JUCHHUILIMHBI COCTABISIET 3 3a4YETHBIC
enunauipl, 108 gacos. [IporpamMmMoil TUCIUILTUHBI TPETyCMOTPEHBI:

JUIsl OYHOM (popMBbI 00yueHUs: JeKIMoHHbIe (16 4.), mpakTudyeckue (32 4.)
3aHATHS, CAMOCTOATENIbHAS paboTa cryaeHTa (56 4.) u KOHTPOJIb (4 4.);

JUTSL 3204HOM (OpMBI 00yuYeHHUs: JEKIUOHHBIE (4 4.), mpakTuyeckue (8 4.)
3aHATHS, CAMOCTOATENIbHAs paboTa cTyaeHTa (92 4.) u KOHTPOJIb (4 4.).

AHHOTALIIUA
padoyeil mporpaMmbl Y4eOHOH JUCHMIIUHBI
«/lokyMeHTHpPOBaHHE KA/APOBOH CHCTEMBbD»

JIOrMKO-CTPYKTYPHBIi aHAJIU3 IMCUMIUIMHBI: KypC BXOAWT B YacTh,
dbopMHpyeMyl0  y4yaCTHUKaMH 0Opa3oBaTENbHbIX OTHOUIEHUH, JUCUUILIUH
MOJATOTOBKH CTYJIEHTOB.

HucnuninHa peanusyercs kadeapoid JOKYMEHTOBEICHHS U apXUBOBEICHUS
HMHcTuTyTa UCTOPUH, MEXIYHAPOJHBIX OTHOIUEHUH M COLIMAIBHO-TIOJIUTHYECKHUX
Hayk @I'BOY BO «JII'TIY».

OcHOBBIBaeTCs Ha Oase JITUCLUATUINH «ApPXUBOBEJICHUEY,
«/loxymenToBenenue», «KaapoBoe Je10IpOU3BOACTBOY.

Henu u 3axa4u AUCHUIIHHBI:

[lens — paTe CTyAEHTaM CUCTEMHOE MPEACTaBICHUE O KaJIpOBOU
JOKYMEHTAIlMM B paMKaxX OpraHU3alMy Kak HEOThEMJIEMOW YacTH Ipolecca
yIIpaBJICHUS.

3agauu: OCBOUTH CTPYKTYPY KaJpOBOM UH(OPMAIIMOHHO-

JOKYMEHTAIMOHHOM CHUCTEMBI; W3YYWUTh JOKYMEHTBI, BXOISLIUME B CTPYKTYpPY
KaJIpOBOM HMH(POPMALUMOHHO-TOKYMEHTAIMOHHOM CHCTEMbI; O3HAKOMHUTBLCS C
HOPMATHBHO-IIPAaBOBOM  JTOKYMEHTAllUEW,  PEIJIaMEHTUPYIOIIEH  KaJpOBYIO
NEATEIbHOCTb.

JAucuuniuHa HanejieHa Ha (poopMupoBaHue:

npodeccnoranbHbIx Kommnerennui (ITK-1).
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Coaep:kanue TUMCHMUIINHBI:

Tema 1. Cayx0a ynpapiaeHusi mnepcoHajsoM. Kpartkas wucropus
yhnpaBieHuss nepcoHagoM. CTaHOBIEHHME W pa3BUTHE KaJIpoOBOW CIy:KObl B
yupexaeHusix P®. Bospacrtanue posid KaJpoBOM TMOJUTUKM M CTAaHOBIICHUE
CUCTEMBI ympaBjieHUsi TmepcoHamoM. DyHKIMS YIpaBICHUS YEJIOBEUYECKUMU
pecypcaMu COBPEMEHHOM KOPIOopaIuu.

Tema 2. Kommjekc JOKYMEHTOB M0 perjiaMeHTALIHMHN esiTeJIbHOCTH
CJIYy:X0 ynpaBJ/ieHHsI NEPCOHAJIOM. TpynoBoil M TpaxgaHCKuid Kojaekc PO.
HopmaTtuBHO-METOUYECKUE IOKYMEHTHI, PerjJaMEeHTUPYIOmKE padoTy KaJIpOBBIX
cIIy’k0 U ciyk0 yrmpaBieHus nepcoHanoM. PernmamenTamus paboThl ¢ IEPCOHATIOM
B YUYpPEIUTEIbHBIX M OPraHU3AIllMOHHBIX JOKyMEHTax (yCTaB OpraHu3alluu,
MOJIOXKEHUSI, WMHCTPYKUMHU, JOTrOBOpbl M cornamenus). CocTaB, coAepiKaHue,
NOPSJIOK TOJATOTOBKM M O(QOpPMIIEHUS KaJIPOBBIX JTOKYMEHTOB (IIOJIOKEHUE O
NIEPCOHAJIE; MOJIOKEHUE 00 OpraHU3aluy U OXpaHe TpyJa; MpaBuia BHYTPEHHETO
TPYJOBOTO PacHopsIKa; KOJJIEKTUBHBIM TPYIOBOM JOTOBOP; TPYAOBBIE JOTOBOPHI
U COIJAIlIeHMs]; JTOJKHOCTHBIE MHCTPYKILUU; IMOJIOKEHUE O CIyK0e mepcoHania;
CTPYKTypa U IITAaTHAsl YUCICHHOCTD; IITATHOE PacIuCaHue).

Tema 3. IlmanupoBaHue, NPOrHO3UPOBAHNE M MAPKETHUHI TEPCOHAJA.
[Ipouieccol ympaBieHus: nepcoHanioM. [lnmanupoBanue moTpeOHOCTH B MEPCOHATIE.
AHanu3 pbplHKa TpyJa U MapKeTUHT nepcoHana. [ImanupoBanue nmpodopueHTanuu,
oOyuenusi. IlmanupoBanne Habopa u orOopa mnepcoHana. [lmanupoBanue
YUCJIEHHOCTU NepcoHaia. [InmaHupoBaHWe U pa3BUTUE KAPbEPhl B COBPEMEHHOMN
opranuzauuu. [InaHupoBanue u MOAroTOBKa pe3epBa PyKOBOIUTENEH.

Tema 4. Opranuzauus noadoopa u oroopa nepconasna. [loustue «moadoop
nepconanay. Ilouck u orbop mepcoHana B opraHuzanuio. OCHOBHBIE METOAbI
OLICHKM KaHauaatoB. CocTaB JOKYMEHTOB MO oTOOpy KanaunaaroB. ConepikaHue,
NOPSIOK TOJATOTOBKH, CTPYKTypa TEKCTa aHKET, IMpEeIaraéMbIX COHMCKATENIsIM
pabouero mecta. DOpMBI «UHTEPBBIO» (JMU4YHOTO, TenegoHHoro). Ilopsmok
BEJICHUS MTPOTOKOJIOB COOECE0BaHUS C KaHIuJaTaMu.

Tema S. Kommiekc J0KYMEHTOB 10 YCTAHOBJICHHI) TPYAOBBIX
npaBooTHomennii. CocTaB MEPCOHANBHBIX JOKYMEHTOB, IMPEIACTABIIEMbIX B
cyx0y  TepcoHalia Il yCTAHOBJEHWS  TPYIOBBIX  MPABOOTHOIIECHUH.
Pexomennarensupie iucbMa. [loaroroBka m odopmiieHue pesrome. OdopmieHue
3asiBJICHUS O TpueMe Ha pabory. TpyaoBbie AOTOBOPHI (KOHTPAKTHI), TPYIOBBIC
cornamenusi. CTpyKTypa TEKCTa, 0cOOeHHOCTH OdopmiieHUs. TunoBbsie (GOpMBI
TPYJOBBIX 10TrOBOPOB (KOHTPAKTOB). [IpaBOBbIE acCIEKThI 3aKIIOYEHUS, U3MEHEHUS
W TpeKpalleHust IeHCTBUs TpyaoBoro norosopa. I[loaroroBka u odopmieHue
pUKa3oB (pacnopsikeHui) o mnpueMe Ha padbory. JIOKyMEeHThl K NpHKa3aMm o
npueMe Ha padoTy.

Tema 6. YmnpaspieHue mepcoHAJIOM B TMepuoj ero padorsl B
opranusanumu. Pa3putue opraHuzanuu U ee coTpyaHUKoB. lIpodeccuonanshoe
pa3BUTHE KaK KIIOYEBOM BJIEMEHT YIpaBJCHUS COBPEMEHHOW OpraHU3alMei.
[IpodeccuonansHoe oOyueHue mepcoHana. Meroapl MpodhecCHOHATBLHOTO
oOyuenus. Llenu cucrembl OLEHKH MEpcoHaNa B opranusanuu. HerpaauuuoHHble
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MOAXOJbI K OolleHKe nepcoHana. [lonstue arrecranuu u ee Buibl. Opranuzanus u
IpoBeJcHUE aTTecTanuu nepconana. [loaroroBka m opopmieHre JOKYMEHTOB K
MPOBEJCHUIO aTTECTAllMM COTPYAHUKOB (IIPUKAa3 O CO3JaHUU AaTTECTAIMOHHOMN
KOMHCCUM M TPOBEICHUM AaTTECTAlMU, XAPAKTEPUCTUKA-TIPEACTABICHUE Ha
aTTecTyeMoro, rpaduk MpPOBEACHUS AaTTeCTAlMM, MPOTOKOJbI, aTTeCTAIllMOHHbIE
JUCTBI).  JIoKyMeHTUpOBaHWE TMpOLENyp  MOOUIPEHMS, JAUCIHHUIUIMHAPHOTO
B3BICKAHMUSI.

Tema 7. KoMIiekC JOKYMEHTOB MO Y4YeTy NepcoHasia. Buabl ydyeTHBIX
JOKYMEHTOB. Pa3BHTHE Y4YETHBIX JOKYMEHTOB B OpraHU3alUsAX COBETCKOIO
nepuosia, MX OCOOCHHOCTH B HacTosmee BpeMs. HoBbie yHuUIIMpoBaHHBIE
dbopMbl (IMUHBIE KapTOuku T2; JIHUCTKU TO y4ery KaapoB T4), mopsmok ux
3anoyiHeHUsT U BelneHus. OdQopmiieHHME W BEIEHUE JHMYHBIX Jiell  (JI0Che)
coTpyIHUKOB. CoOCTaB JIOKYMEHTOB JIMYHOTO jnena. OdopmiieHue U BEACHHE
TPYJOBBIX KHUKEK U BKJIaAbINIeH K HUM. [IpaBuiia BeieHUsI U XpaHEHUs TPYIOBbIX
KHUKEK, W3TOTOBJICHUS OJIAHKOB TPYJIOBOM KHUXKM M OOECIECUCHHS HUMHU
pabotonarensa. VHCTpyKIusa MO 3alOJIHEHUIO TPYAOBBIX KHHUXKEK. 3aroJIHCHHE
TPYIOBOM KHM)KKHA. 3aHECEHUE CBEICHHUM O HarpaXkJeHUsX M TOOILIPEHUSX.
BHecenne wusmMeHeHMM B 3anucu. Bkiaiaell B TPyAOBYIO KHWXKKY. Bbimaua
TPYJIOBOM KHWKKHU TpU yBOJbHeHHU. [lyOnauKaT TpynOBOM KHUKKH. XpaHEHUE
TPYIOBBIX KHMKEK U PACUETHI 33 HUX.

Tema 8. Cucremarusanusi M ONePATHBHOE XpPaHEHHE NOKYMEHTOB IO
nepconaay. Homenknarypa nen cimyxObl mepconana. [lopsgok MNOATOTOBKH,
coctaBieHust U opopmiienus. [lpumepHas HOMEHKIAaTypa el KaJpoBOU CIIy>KOBbI.
OnpeneneHue CpPOKOB XpaHEHUs KaApPOBBIX JOKYMEHTOB. JIOKyMEHTHI TIO
YIOPABJICHUIO TIEPCOHAJIOM B HOMEHKJIATYpax JAed CIyKO JOKYMEHTAallMOHHOTO
oOecrieueHusi yNnpaBlICHUs, APYrUX OTAENOB U ciayx0. dopmupoBaHue naen c
JOKYMEHTaMHu Mo mepcoHany. OmnepaTUBHOE XpaHEHHE KaJApPOBBIX JOKYMEHTOB,
DKCIEPTU3a LIEHHOCTEM, MOATOTOBKA K NIEpeAave B BEAOMCTBEHHBIN apXHUB.

Buabl KOHTPOJISI 10 JUCHUILIMHE: J1JI1 04HON (HOpMBI 00yUYEHUSs — IK3aMEH
B 4 cemecTpe; 715 3a04HON (POpMBI 00yUEHHUS — IK3aMeH B 8 TpUMeECTpe.

OO0mas Tpy10eMKOCTh OCBOEHHS IMCHUILIMHBI COCTaBIISIET: 4 3a4€THbIC
eaunubl, 144 yaca. [IporpaMMoii TUCHUIUIAHBI IPEYCMOTPEHBDI

JUIst O9HOM (pOopMBbI 00yueHUs: JeKImoHHbIe (12 4.), mpakTtuyeckue (36 4.)
3aHSTHS, CAMOCTOsITEbHAs paboTa cTyaeHTa (69 4.) u KoHTpoib (27 4.);

JUTSE 3a09HOM (pOopMBI OOyueHHUs: JeKIMoHHbIE (8 4.), mpakTuueckue (8 4.)
3aHATHUSA, caMocToATeNbHAs padboTta cryaenTta (119 4.) u konTposs (9 u.).

AHHOTAIUA
paboueil nporpaMMbl Y4eOHOM TUCHMILIMHBI
«KaapoBoe odecnedeHue rocy1apCcTBEeHHOM CIyKObD»
JIOrMKO-CTPYKTYPHBIi aHAJIU3 IMCUMIUIMHBI: KypC BXOAHUT B 4YacTh,
dbopMupyeMyt0  ydyaCTHUKaMH 0Opa3oBaTeNbHbIX OTHOILIEHUM, JUCUUILIUH
MOATOTOBKHU CTYAEHTOB.
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Jucrunnuaa peanusyercst kadeapoi JOKyMEHTOBEICHHSI U apXUBOBEICHUS
NHCcTUTYTa HCTOPUM, MEKIAYHAPOIHBIX OTHOIICHUN M COLMATbHO-TIOJIUTUYECKUX
Hayk @I'BOY BO «JII'TIY».

OcHoBbIBaeTCs Ha 0aze JVCLILIVH: «JloKyMEeHTOBEIEHUEY,
«Jlemonmpon3BoICTBOY, «ApXHUBOBEAEHUE, «KaapoBoe AENOMPOU3BOACTBOY.

esn 1 3212494 AUCUMILTHHBI

Lens — hopmMupoBaHue y CTYJEHTOB HaBBIKOB CAMOCTOSATEIBHON pabOThI IO
COCTABJICHUIO U O(DOPMIICHUIO OCHOBHBIX JIOKYMEHTOB KaJIpOBOM CITY>KOBI.

3agaun: M3YYUTh OCHOBBI KaJpOBOTO  JIEJIONPOM3BOJICTBA; YCBOWTH
OCOOCHHOCTH MPUHATHS CTPATETHUECKOTO YIPABIEHUS, YCBOUThL METOMIBI aHAIHM3a
CpeIpl OpraHM3allMM; YCBOUTH IMpaBUjIa COCTABICHUS M OPOPMIICHHUS KaJpOBOM
JIOKYMEHTALNU.

JAucuuniinuHa Hane/ieHa Ha (poopMupoBaHue:

npodeccnoHanbHbIX Komrnerennui (ITK-1).

Coaep:kanue IMCHMILIMHBI:

Tema 1-2. IlonsiTue M CYIIHOCTH KAaJIpPOBOIl MOJMTHKH Ha
rocy1apcTBeHHoi ciayxoOe. [loHATHE TOCYyHapCTBEHHOM KaJapOBOMl MOJIUTUKHU:
oO1ierocyiapcTBeHHast crparerus (GOpMHPOBAHUS, PAa3BUTUS U PAIMOHAIHLHOTO
UCIIOJIb30BaHUsI KaJpoB (mepcoHana). KoHmenus KaapoBOW TMOJUTHKUA: Kak
CUCTEMA HCXOAHBIX M BEAYIIMX UAECH, paCKPHIBAIOIIUX HOBBIE IOJIXOJIbI
rocyJlapcTBa, €ro OpraHoB K PEHICHUIO KaJpOBBIX MpPoOJIeM B YCIOBHUAX
CTAaHOBJICHHSI PBIHKA, (POPMUPOBAHUS HOBOM POCCHUIMCKON TOCYIapCTBEHHOCTH.
[lonaTrie W CyIIHOCTh KaJApOBOW TMOJUTUKKA Ha TOCYJapCTBEHHOW CIIyxkOe:
CTpaTerusi U MOoCleoBaTeNbHAs JAEATEIbHOCTh TOCYAapCTBa MO (OPMHPOBAHUIO
TpeOOBAaHUM K TOCYIapCTBEHHBIM CIIyXallldM, MO UX MO0A00pYy, MOATOTOBKE U
palMOHAJIBHOMY  HMCIIOJIb30BAHUIO;  CO3JAHUIO  YCIOBUU JUISl  pean3aluu
npodecCUOHAIBHOTO  ToTeHnuana. lIpeamer  kagpoBOM  MOJMTHUKA  Ha
rOCYAapCTBEHHOW CHy»KOe: Mepbl, HanpaBJCHHbIE HA pPAa3BUTHE KaJpOBOIrO
MOTEHIIMAaJIa TOCYAAPCTBEHHBIX CIyKaluX. [ TaBHBIE 1N KaJpOBOW MOJUTHUKHU Ha
roCyJapCTBEHHOM ciyk0e: (opMHUpPOBAHHE BBICOKOTO TpodeccuoHanusmMa u
KYJbTYpbl YIPABJICHUYECKUX U TEXHOJOTHMUYECKUX MPOIECCOB; MAaKCUMAaJIbHO
3¢ (HEeKTUBHOE HCTIOIH30BAHNUE, COXPAHEHUE U MPEYMHOKEHUE MHTEIUICKTYaIbHO-
KaJIpPOBOTO TOTEHIIMAJIA TOCYJAPCTBEHHBIX CITYXKAIIUX; CO3JaHUE OJarompUsITHBIX
YCJIOBUM W TapaHTUW JUIsl TPOSIBJIEHUS TOCYIAPCTBEHHBIMU CIY)KAIIMMU CBOUX
CIIOCOOHOCTEH, peanu3ali TO3UTUBHBIX HWHTEPECOB M JIMYHBIX IIJIAHOB,
CTUMYJIUPYsI €ro NpodhecCUOHATBHBIN POCT U CIy>KeOHOE MPOABUKEHHE.

Tema 3-4. KagpoBoe o0ecniedeHne rocyaiapcrBeHHoil ciayxobl. Kaaper
rOCyAapCTBEHHOW CITY>KObI, KaJpOBBIM MOTEHIIMAT Ha TOCYJapCTBEHHOM ciyx0e.
OCHOBHBIC TPUOPUTETHI B pEAIM3ANUU  KAJAPOBOW TMOJUTUKUA: HPUHSITHE
dbenepadbHbIMA  OpraHaMH  TOCYAApPCTBEHHOW  BJIACTH  MEPOIPHUSATHM IO
COBEPUICHCTBOBAHUIO KAJIPOBOM TMOJUTUKHU; OMNPEACICHUE KOMIICTCHIIMH |
OTBETCTBEHHOCTH OPraHOB TOCYJAapCTBEHHOM BJIACTHM B O0JAaCTH yIpaBieHUS
KaJpOBbIMU IPOLECCAMU; MPOTHO3UPOBAHHUE PA3BUTHUS KAJAPOBOTO NOTEHIMANA,
IUIAHUPOBAHUE M peann3arusi MmpodhecCHOHANTBHON Kapbhepbl TOCYIAPCTBEHHBIX
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CITyKalllHX; dbopmupoBaHue u poecCuoHaTBEHOTO oOpa3zoBaHus
TOCY/IapCTBEHHBIX CIyXaluX; (OPMUPOBAHHE B KaXJOM TOCYAapCTBEHHOM
OpraHe KaJpOBOr0 PE3epBa; CO3AAHUE CUCTEMBbI MPABOBOM M COLIMAIIBHOW 3aIlIUThI
rOCYJJapCTBEHHBIX CITYKAIlIHUX.

Tema 5. I'ocynapcTBeHHbIE TOJIKHOCTH FOCYIaPCTBEHHOM CJIYKObI.

[TonsATHE «CiTyX)alui», «rOCyIapCTBEHHBIN ciiyx)amun». [IpaBoBon cratyc
rocyaapcTBeHHbIX ciyxamux. [IpaBa. O6s3anHOCTH. OTpaHUYEHUS M 3aIPETHI.
TpebGoBanus k ciry>keOHOMY MOBeZIeHUI0. MopalibHbIEe KauecTBa rocyAapCTBEHHBIX
ciyxamux. KoHQuukT mHTEpecoB Ha rocyaapcTBeHHOU ciyxOe. KOpunnueckas
OTBETCTBEHHOCTh TOCYAAPCTBEHHBIX CHyKaKX. JIOJDKHOCTH KAaK COLMAJIBHOE
SIBJICHUE. ITonaTus «JIOJDKHOCTBY, «roCyaapCTBEHHAS JOJKHOCTB),
«rOCYJApCTBEHHAsl JIOJDKHOCTh TOCYJAPCTBEHHOM CIIY>)KOB», HMX IPaBOBOE
3HaueHue. JIOJDKHOCTh Kak TIIEpBOOCHOBA OPraHU3alMOHHOM  CTPYKTYPBI.
OcHoBaHus JOJKHOCTH: NEATENBHOE; IIPaBOBOE; MH(}OpPMAIIMOHHO-
KOMMYHUKATUBHOE; MaTepUAIIbHOE. Knaccudukanusa  rocyaapCTBEHHBIX
JOJDKHOCTEM  TrOCYJapCTBEHHOM  CIYXObl: TOHATHE, KpPUTEPUHU, TPYMIbL
Knaccudukanmonnsie  TpeOOBaHHMA K  TOCYJAPCTBEHHBIM  JOJDKHOCTSIM
rocyapcTBeHHOM ciykObl. [IpaBoBOM cTaryc TOCYJapCTBEHHON JIOJKHOCTHU
roCyJ1apCTBEHHOM CIIy:KObl. PeecTp rocy1apcTBEHHBIX JTOJKHOCTEH.

Tema 6. Ilpoumexypbl NPOXOXKACHUSI TOCYAAPCTBEHHOH CJIYKOBI.
[TpoxoxaeHne TrocyAapCTBEHHOW CIayXObl (MOCTYIJICHHME, HaxXOXACHHE Ha
roCyJapCTBEHHOM CITy>k0€, KOHKYpC Ha 3aMelIeHUEe BaKAaHTHOM ToCyJaapCTBEHHOU
JOJDKHOCTH ~ TOCYJApCTBEHHOM  CIIy»KObI).  ATTecTalusi  roCyJapCTBEHHBIX
ciuyxammx. KpanuukaunoHHbll 3k3aMeH. OCHOBaHUS Il  TIPEKpallleHUs
roCyJIapCTBEHHOM CITyOBI.

Tema 7-8. VYmnpapiieHHe KapbepHbIMM mpoueccaMu B cepe
rocy1apcTBeHHoi ciayx0bl. [loHsTHE Kaphephl Ha TOCYIApPCTBEHHOW CIyXKOe.
Tumonoruss KapbepHBIX IPOLECCOB. MeEXaHM3MBl KapbepHOTO  IpoLEcca.
BHyTpeHHHE M BHEIIHWE HWCTOYHUKHU BSHepruu. OOIMe NPUHIMIBL KapbepHOU
CTpaTeTuu Ha TocynapcTBeHHOW ciyxOe. Kapwepnas Ttaktuka. KapbepHbiii
MOTEHIMAI TOCYIAapCTBEHHBIX cCiyxammux. [IpodeccruonanbHas U JIOKHOCTHAS
Kapbepa TIOCYIapCTBEHHOIO ciyXkamero. JloiokHOCTHas kapbepa OJIEMEHTHI
CUCTEMBI yIpaBieHUsA Kapbepou. Llenmn W ycimoBus yhnpaBieHHs Kapbepowu.
[Ipouecc ympaBieHusi Kapbepou. TexHuKa ympaBieHus Kapbepou. JlenoBas
OLIEHKA KaJpOB B MpoIecce 0TOOpa, METObI OLIEHKHU MEepCOHaIa roCyJapCTBEHHOM
cny0b1. TexHonoruu otbopa B cepe rocynapcTBeHHON ciryxObl. McTouHUKN
nmoucka kKaapoBoro pesepa. OdopmieHue peseppa. Itamnbl. Knaccudukarus
pe3epBa. Pe3epB, NOTCHIMAIBHBIA, NPEABAPUTEIbHBIA, OKOHYATENbHBIN. IO
[llexknHy:  TIEpCIIEKTUBHBIM,  AKTyaJlbHbIA, TOTOBBIA,  OINEPATUBHBIMA U
MOTEHIIUAJIbHBIN. J|0JDKHOCTHAS TOATOTOBKA M MIEPENOArOTOBKA, O0yUECHHE.

Buabl KOHTPOJISI 10 IMCUMIIMHE: 111 OYHOU POpMbI OOYUEHHUS — IK3aMEH
B 4 cemecTpe; 7151 3a04HOM (POpMBI 00YUEHUS — IK3aMEH B 8 TPUMECTDE.

OO0mas Tpy10eMKOCTh OCBOCHHUSI AMCHUILNIMHBI COCTaBIsET: 4 3a4eTHBIE
enuHuIpbl, 144 yaca. [IporpaMMoil TUCUMIUTMHBI OPETyCMOTPEHBI:
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1Uis o4yHOU (opMbl OOyueHust: JekuuoHHse (12 4.), mpaktuueckue (36 4.)
3aHSTUSA, CAMOCTOSTENbHAs padoTa cTyaeHTa (69 4.) u KoHTpoas (27 4.);

JUTsE 3a09HOM (pOpMBI OOyUeHHUs: JIeKIMOHHBIE (8 4.), mpakTudeckue (8 4.)
3aHATHA, cCaMOCTOATeNbHAs paboTta cryaenTa (119 4.) u konTposs (9 4.).

AHHOTAIUA
pabo4eil nporpaMMbl Y4eOHOM TUCHMILIIMHBI
«Pabora ¢ JOKyMeHTaMH, COiePKAIIUMH TOCYyJAPCTBEHHbIE U HHbIEC BU/IbI
TaH)

JIOTHKO-CTPYKTYpPHBI aHAAM3 AUCHMIUIMHBI: KypC BXOJUT B 4YacCTh,
dbopMupyeMyr0  ydaCTHUKaMH 0Opa3oBaTENbHBIX OTHOIICHUH, JUCIUTIINH
MOATOTOBKHU CTYACHTOB.

JucuuminHa peanusyercst kadeapoi JOKyMEHTOBEICHUS U apXUBOBEACHUS
NHcTuTyTa UCTOPUU, MEXKIYHAPOAHBIX OTHOIICHUN U COIUATbHO-TIOJUTUYECKUX
Hayk ®I'bOY BO «JIT'TIY».

OcHoBbIBaeTcss Ha 0aze aucHMIUIMH: «['ocygapcTBEHHOE pEryiaupOBaHHE
JIOKyMEHTAI[MOHHOTO ~ OOECTeYeHHs]  YIpaBJICHUS W apXUBHOTO  JIejay,
«YrpaBiaeHue JOKYMEHTaAMM.

SBnsercss  OCHOBOM I M3Yy4YEHUS  CIEAYIOIIUX  JUCHUILIMH:
«/lokymentupoBanue  KaapoBoil ~ cuctembl»,  «KampoBoe  oOecrieueHue
rOCYyapCTBEHHOU CITYKOBD».

Hesan 1 3212494 IMCUUIIIMHBI:

enb — hopMupoBaHue y CTYJEHTOB CUCTEMbI 3HaHHUI, YMECHUN U HAaBBIKOB
M0 OpraHu3auu KOH(OUICHIIMATBLHOTO JACJIONPOU3BOICTBA U KOH(MUICHIIMATHLHOTO
JIOKyMEHTOO0OpOTa B OpraHU3aLUU.

3agaun  y4eOHOro Kypca: JaTh MOpeacTaBiIeHHEe 00 O0COOEHHOCTAX
KOH(pUIESHIUATbHOW MH(DOPMALMK U KOH(DUACHIIUATLHBIX JOKYMEHTOB; MOKa3aTh
MeCTO KOH(UIEHIIUAILHOTO JeNonpou3BojictBa B cucreme IOV opranuzamuuy;
JIaTh MPEACTABICHUE O TEXHOJIOTUYECKUX OCOOCHHOCTSIX 00pabOTKHU, HAKOILJICHUS,
XpaHEeHUs] KOH(PUACHIIMAIBHBIX JIOKYMEHTOB B OpraHu3amnuu; chOpMHpPOBATH
0a30BbIC HABBIKM OPTaHU3AIUU PA0OTHl C KOHPHUACHIIMATHHBIMA JTOKYMEHTAMU Ha
BCEX ATallaX UX MPOXO0XKIACHUS B OPraHU3ALINHU.

JAucuuniinHa HauesJeHa Ha GopMUpOBaHKe:

npodeccroHanbHbIX KoMmneTeniui (ITK-3).

Copepxanue TUCHMIIMHBI.

Tema 1. Ungopmanusi 1 BUABI TAWH.

Nudopmarsi B 3aBUCHUMOCTH OT TMOpsiIKa €€ MPEeAOCTaBICHHs. 3aIliura
uH(pOpMaIIMK,  COCTaBISIIOIIEH  TOCYyJapCTBEHHYHO  TaiHy.  Kriaccudukanus
uH(OOPMALIMH IO KPUTEPHIO JOCTYITHOCTH.

Tema 2. HopmaTuBHasi npaBoBasi 0a3a KOHQUICHIIHAIBHBIX JOKYMEHTOB.

l'ocynapctBeHHass TaiiHa. Pexum cekpetHocTu. CBeAeHMs, COAEpIKAIIUE
rOCyJapCTBEHHYIO TalHy: UX Ipudbl MU CPOKH paccekpeurBanusa. HopmartusHo-
NpaBOBbIE aKThl B cpepe MHPOpMAIIMOHHOM OE30MaCHOCTH U OpraHU3alru PadoThI C
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JOKYMEHTAMHA  OTPAHWYEHHOro  joctyna. JIoKanbHbIE HOPMATHUBHBIE  AKTHI
OpraHu3aliy [0 OpraHu3alKuy padOThI C TOKYMEHTAMH OIPaHMYEHHOIO JIOCTYIIA.

Tema 3. lokymMeHTHPOBaHME KOH(pUAEeHINATLHOU HH(popMaLMK.

OnpeneneHre  CTENEHW  OrPaHWYEHUS  JOCTyna K  JIOKYMEHTaM U
UCMOJIb30BAHUE OTMETKU KOH(PHUIECHIMATBLHOCTH TpU O(OPMIICHUU JTIOKYMEHTOB.
Porb 1 MecTO BHYTpHOOBEKTOBOIO M IMPOIMYCKHOTO PEKUMOB B CHUCTEME 3alUThI
uHGbOpMAIH TIPEIPUSTHS.

Tema 4. CocraBjeHne HOMEHKJIATYpPbl [eJ, (pOpMHUpPOBaAHHE U
o(popMiIeHUE KOH(PUACHIMAIBHBIX JIe1.

Pacnipenienennie  KOHQUOCHIMATBHBIX  JOKYMEHTOB IO  HCIIOJHHUTEIISIM.
Omnpenenenne CpoOKOB UCTIONHEHHS KOHPHUICHIMAIBHBIX JOKyMeHTOB. OdopmiieHne
pE30TIOIMM  HAa  KOH(QUICHIMAIBHOM  JOKyMeHTe. (OCOOEHHOCTHM Hepeaayu
KOHQUICHIMAIBHBIX ~ JOKYMEHTOB  MEXIy HcrnonHuTesiMd.  KoHTpons  3a
UCIOJIHEHNEM KOH(PUIEHIIMATIbHBIX JOKYMEHTOB.

Tema 5. IloaroroBka kKOH(pUAECHUIHMAIBLHBIX JTOKYMEHTOB K ApPXUBHOMY
XPaHEHNI0 WM YHHYTOKEHHIO.

PexxuM KOH(pUIEHIIMAIBHOCTH JIOKYMEHTUPOBAaHHON uHpopManmu. Pexum
XpaHEeHUs] KOHPUICHIMAIBHBIX JOKYMEHTOB. TpeboBanus k xpanwmuuly. [lopsmok
oOparieHus: ¢ KOH(UAECHIMAIbHBIMA JOKyMeHTaMu. [lopsiok BblAaun U paboThl ©
KOHQUICHIIMAILHBIMUA  JIOKyMeHTamMu. [IpoBepku Hamuuusi KOHQUACHIMATBHBIX
JNOKyMeHTOB. Ha3nHaueHue, BHJIbl M TNPUHLWIBI [POBEICHUS  MPOBEPOK.
HepernameHTHbIe POBEPKU HATMYMS KOH(PUICHIIMAIBHBIX HOCUTENEH, JOKYMEHTOB
u gaen. AkTel npoBepok. IIpoBeneHne BHYTpPEHHHX paccieoBaHUM 1O (pakram
yTparsl (pasriameHus) KOHPUICHIUATBHBIX TOKYMEHTOB.

Tema 6. Oco0ennocTn OpraHu3auuu KOH(PUICHIIHAJIBHOI0
J1eJIONPOU3BOACTBA U MPAKTUKA MX 3a1IMTHI.

TpeOboBanuss M Mepbl MO 3alMTe KOHPUACHUMAILHOW HH(OpMaluy,
HUPKYJIUPYIOIIEH B OSKCIUTyaTUPYeMOW aBTOMATHU3UPOBAHHOM WH(OPMAIIMOHHOM
cucreme. Buspl yrpo3 nHPOpMaIMOHHON 0€30MacHOCTH OpraHu3aluu. TeXHUYecKue
TpeOOBaHMS K  OpraHM3allid  3allMIICHHOTO  B3aMMOJEHCTBUS ~ CHCTEM
MEKBEIOMCTBEHHBIN (MEKCETEBOM ) SJICKTPOHHBIN JOKYMEHTOOOOPOT U BHYTPEHHETO
AIIEKTPOHHOTO JIOKYMEHTOOOOpOTa. 3ammra KoH(UICHIMATbHON HHMOpMAITUH.
3ammra  nepcoHalbHBIX  JaHHbIXx B AUMC. Cnyx06a  KOMIUJIGKCHOTO
anmuauctpupoBanus AUC.

Buabl KOHTPOJISA MO AMCUMILIMHE: JJI1 OYHOM (OpMbI O0yueHus: — 3a4eT
B 3 ceMecTpe; I 3a04HON (POopMBI 00yUeHUsI — 3a4eT B 8 TpUMECTpE.

OO0masi Tpy10eMKOCTh OCBOECHUS JUCIHMILUIUHBI COCTABJIsIET 3 3aUCTHbHIC
eaunuibl, 108 yacos. [IporpamMmMoil TUCIUILTMHBI TPETYCMOTPEHBI:

IUIsl O4HOM (popMbI 00yueHus: JeKuoHHble (12 4.), mpaktuyeckue (24 4.)
3aHATHS, CAMOCTOSTENIbHAs paboTa cTyeHTa (68 4.) 1 KOHTPOIIb (4 4.);

JUIsl 3a04HOM (hOpMBI 00ydeHUs: JICKIMOHHBIE (4 4.), mpakTudeckue (8 4.)
3aHATHSA, CAMOCTOATENIbHAs paboTa ctyaeHTa (92 4.) u KOHTPOoJIb (4 4.).
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AHHOTANIUA
padoueii nporpaMMbl y4eOHOM M CHUTIIUHBI
«KonduneHuunaabHoe 1eJ10NPOU3BOJACTBO

JIOTHKO-CTPYKTYpPHBI aHAIM3 JUCHMIUIMHBI: KypC BXOJIWUT B 4YacTh,
dbopMupyemMy0  ydyaCTHUKamMH 0Opa3oBaTENbHbIX OTHOIICHUHM, JUCUUILIUH
MIOATOTOBKYU CTYAEHTOB.

JucruminHa peanusyercs: kadeapoil JOKyMEHTOBEICHHS U apXUBOBEICHUS
NHCcTUTyTa UCTOPUH, MEXKIYHAPOAHBIX OTHOIIEHUN M COLUAIBHO-TIOJUTUYECKUX
Hayk ®I'BOY BO «JIT'TIY».

OcHoBbiBaeTcss Ha 0Oaze aucuuiuinH: «l'ocynapcTBeHHOE peryiaupoBaHuUE
JOKYMEHTAIIMOHHOTO  OOECIEUEHUs]  YNPABJICHUS U ApPXUBHOTO  Jejay,
«YrpaBiaeHue JOKYMEHTaAMM).

SBnsercs  OCHOBOM ISl  W3YYEHUA  CHEAYIOIMX  JUCHUIUIMH:
«/lokymentupoBanue  KaapoBoil  cucreMb»,  «KagpoBoe — obecnedeHue
rOCYJIapCTBEHHOM CITyKOBD».

esu u 3a1a4u JUCUMILIMHBIL:

Lens — popMupoBaHue y CTyJACHTOB CUCTEMbl 3HAHUI, YMEHUN U HABBIKOB
M0 OpraHu3aIi KOH(PUACHIIMAIBHOTO JeTONPOU3BOICTBA U KOHPUICHIIUATHLHOTO
JIOKyMEHTOO0OpOTa B OpraHU3alUU.

3amauu: Jath MpeAcTaBieHHE 00 OCOOCHHOCTSIX KOH(UICHIIUATHLHOM
uHpopMaruu U KOHQUICHIMAIBHBIX  JOKYMEHTOB;  IOKa3aTh  MECTO
KoH(HIeHIIMATBHOTO Aenonpou3BoacTBa B cucteme JIOY opranusanuu; nathb
MPEACTABICHUE O TEXHOJOTUYECKUX OCOOCHHOCTSX 00pabOTKH, HAKOIJICHUS,
XpaHeHus KOH(MUICHIMAIBHBIX JTOKYMEHTOB B OpraHu3aiuu; c(popMHUpoBaTh
0a30BblC HABBIKM OpraHU3aluy pabOThl ¢ KOHOUACHIIMATBLHBIMU TOKYMEHTaMHU Ha
BCEX ATAIax UX MPOXO0XKACHUS B OpTaHU3AIMH.

JAucuuniinHa HanesJeHa Ha GopMuUpoOBaHHe:

npodeccronanbubix Kommnerenuui (ITK-3).

Copepxanue TMCUMILIMHBI:

Tema 1. BemeHme B  OpraHM3aluil0  KOH(QUIEHIUATBHOIO
AeJIONPOU3BOACTBA. BuAbI TallH M UX KJIaccupuKanus.

e wu 3ammTta KoHUAeHIMaTbLHOW wuH(OpMaruu. /[Ba B3mIsIma Ha
OpraHu3aIuilo KOH(PUIACHIIUAILHOTO JENONpon3BoAcTBA. OCHOBHBIC TEPMUHBI U
ONpEICICHUSI.

Tema 2. Opranmszanusi UCHOJHEHUS KOH(UICHIHMAIBHBIX JOKYMEHTOB.
Opranuzaiiysg KOH(UIEHITHATBHOTO JCNIONpOou3BOACTBa. OrmpeseneHne cocraBa
KOH(UJIEHITUAIBHBIX JOKYMEHTOB. IloarotoBka W wu3maHue KOH(MUICHIIMATBHBIX
JIOKYMEHTOB.

Tema 3. O01ue TpeGOBaHUS K YUETY IOKYMEHTOB.

Koundunenmanbupie nena, ux GopmupoBaHue U 0oGOpMIICHHE, apXUBHOE
XpaHEHHE ¥ YHUUYTOXKEHUE KOH(PUACHIMAIbHBIX TOKYMEHTOB.

Tema 4. IloaroroBka KOHPUIACHUMAIBHBIX JOKYMEHTOB VIS APXMBHOIO
XPaHeHUS ¥ YHHYTOKEHUS.
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Pexum xpaHeHWs, BUABI W TPHUHIUIBI TPOBEPOK KOH(PHICHIMATIHHBIX
JIOKYMEHTOB.

Tema S. HpuHuMnb NPoBeIeHUA NPOBEPOK HAJIN4YMSA
KOH(UICHIIHAIBHBIX TIOKYMEHTOB.

Buse npoBepok HamuKs KOHGUACHIMAIBHBIX TOKYMEHTOB.

Tema 6. Oco0ennocTu OpraHu3auuu KOH(UIEHIIHAIBHOT0
JeJI0NPOU3BOACTBA.

Opranuzais ¥ TpaKTHKa 3alldThl KOMMEPYECKON TalHbl B 3apyOeKHbBIX
KOMIIAaHUSX U COBMECTHBIX MPEANPHUITUAX KOHDUICHIIUATBHOTO JIETIONPOU3BOJICTBA.

Buabl KOHTPOJISA M0 TUCUMIUIMHE: I O4HON (POopMBI 0Oy4YeHHST — 3a4eT
B 3 ceMecTpe; Il 3a04HON (hOpMbI 00yUeHHS — 3aueT B 8 TpuMecTpe.

OO0masi TPy10eMKOCTh OCBOEHHSI JUCIHUIIMHBI COCTABJISIET 3 3aUCTHHIC
enunuiipel, 108 gacos. [IporpaMmoii AUCIMITITUHBI TPETYCMOTPEHBI:

TUTsl O9HOU (pOpMBI 00yUeHUS: JeKIMoHHbIe (12 4.), mpakTuyeckue (24 4.)
3aHSTHUSA, CAMOCTOSTENIbHAsI paboTa cTy/ieHTa (68 4.) U KOHTPOJIb (4 4.);

JUIsl 3a04HOM (hopMBI OOydeHUs: JICKIMOHHBIE (4 4.), mpakTudeckue (8 4.)
3aHATHS, CAMOCTOATENIbHAS paboTa cTyaeHTa (92 4.) U KOHTPOJIb (4 4.).

4.3. AHHOTALIMH NPOrPaMM yY4eOHBIX H MIPOU3BOICTBEHHBIX MPAKTHK

B coorBerctBm ¢ @®I'OC BO 10 HampaBiIE€HHIO MOJATOTOBKH
46.04.02 JToxymeHTOBEZICHUE W apPXUBOBEICHHUE TMPAKTHKU: OPTaHU3aIMOHHO-
YIIPaBJICHYECKOMN (yueOHo}l1), MEIarOru4eCcKon (MpOW3BOACTBEHHOM),
MPEAUIUIOMHON  SBJISIIOTCS  00s3aTEILHBIMA M MPEJACTABISIOT COOOM  BUJBI
y4€OHBIX 3aHSITUH, HEMOCPEICTBEHHO OPUEHTUPOBAHHBIX Ha MPO(ECCHOHATBHO-
MPAKTUYECKYI0 TOATOTOBKY oOydaromuxcs. [IpakTWky 3aKkperisitoT 3HaHUS U
yMEHUsI, TPUoOpeTaeMbie 00YUaIOIIMMUCS B PE3YJIbTaTE OCBOCHUSI TEOPETUUECKUX
KYpPCOB, BbIpaOATHIBAIOT MPAKTUUYECKHUE HABBIKU M CIIOCOOCTBYIOT KOMIUIEKCHOMY
dhopMUpOBaHUIO YHUBEPCAIbHBIX, oO1enpodeccuoHaIbHBIX u
podecCHOHANbHBIX KOMITETCHITHH.

AHHOTADNUSA
NMPOrpaMMbl OPraHU3ANMNOHHO-YIIPaBJIeHYeCKOl (Y4eOHO) NPAKTHKHA

eau u 3a1a4M NPAKTUKU

[lens: 3akpemieHMe TEOPETHUECKOrO Marepuana Mo JIUCUHUILUIMHAM
MpOrpaMMbl ~ MAaruCTepCKOM  MOATOTOBKHM,  CBSI3aHHBIMM € MPEAMETOM
JIOKYMEHTOBEJICHUSI U apXWBOBEACHUS, pean3alius npohecCUOHAIBHBIX 3HAHUUN U
npuodpeTeHue mpodheCcCUOHAIBHBIX HABBIKOB JIEJIOMPOU3BOICTBEHHON U apXUBHOM
paboThI CO CY>KEOHBIMH TOKYMEHTAMH.

3amaun:
— W3y4YEHHE COCTaBa BUAOB CITY>KEOHBIX JOKYMEHTOB, UCTIOJIb3YIOIIUXCS MPU
JTIOKYMEHTUPOBaHUH yIpaBJIeHYECKOM NEATEIILHOCTHU COBPEMEHHBIX

rOCY/IapCTBEHHBIX CTPYKTYP U HETOCYAapCTBEHHBIX OPraHU3aLINMN;
— U3y4YeHUe MOopsiiKa U 0COOEHHOCTEH 0(pOpMIIEHHUS JOKYMEHTOB;
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— W3yYEHHUE U aHAJIN3 HOPMATHUBHO-MPABOBBIX U1 HOPMATUBHO-METOIUUECKUX
JOKYMEHTOB, ONPEIEISIIONMX OpPraHU3alUIi0 U TEXHOJIOTHIO JEJIONPOU3BOICTBA
(mokymeHTalMoHHOro obecneuenus ynpasieHus — JIOY) u apXxuBHOTo XpaHEHUS
B OpraHu3aiuu (ycTaBbl, MOJOKEHHUS, ITpaBuiia, MHCTPYKIIUU, PETIAMEHTHI);

— O3HAKOMJICHHE C COAECPKAHUEM KOHKPETHBIX IEJIONPOU3BOACTBEHHBIX U
apXMBHBIX pabOT HETIOCPEACTBEHHO HAa paboyeM MecCTe;

— TMIOJY4YEHUE HABBIKOB pabOThl C JOKYMEHTaMHM Ha BCEX CTaAMsIX UX
JBH>KCHUS,

— O3HAKOMJICHHUE C Opranu3aiuei paboThl B apXUBE OpraHU3allUu.

IIpakTnka Hanesena Ha (popMHUpPOBaHME:

yHHBepcalbHBIX KoMmeTeHnni (YK-3);

obmenpodeccruonanbHbx Komrereniuit (OITK-3, OITK-5);

npodeccruoHanbHbIX KommeTennui (1TK-2, ITK-3).

ba3za npaktuku: ®I'6OY BO «JII'AKN nmenn Muxaniia MaTyCoBCKOTo»,
Crapo6ensckuit punmuan GI'bOY BO «JII'MVY umenun Cestutens Jlykm»y, OKY
«HcnpasurenbHasa kosoHuss Ne 2 YOCHUH Poccun no JIHP», I'bOY CIIO JIHP
«JIyranckuil KOJUIEIK CTPOUTENIbCTBA, SKOHOMUKHM W IpaBay, MyHUIUIAIBHOE
oOpa3zoBaHue TOpOJCKOW Okpyr ropon Jlyranck Jlyranckoit Haponnoit
Pecnyonuku, T'BY JIHP «MHorohyHKIMOHAIBHBIM ILEHTP TMPEIOCTaBICHUS
rOCyJapCTBEHHBIX U MYHUIIUIAIBHBIX ycIyr». [IpakTuka MoxeT ObITh MpoBeeHa
HernocpeacTBeHHO Ha 60aze ®I'BOY BO «JIT'TIV».

@opMbI OTYETHOCTH MO NMPAKTHKE: OTYETHAs] JOKYMEHTalMs, JHEBHHUK
MPAKTUKH, 3aI[UTa TPAKTUKHU.

Buabl KOHTpoOJISI MO MpakTHKe: Il o4HOM (OpMBI OOy4YeHUsI — 3a4eT B
1 cemectpe; amnst 3a0uHOM PopMBbI 00yUEHHUS — 3a4€T BO 2 TPUMECTpE.

O0masi TPyA0eMKOCTh NPAKTHUKHU COCTABJIAET 6 3a4EeTHBIX CAWHMII,
216 gacos, 4 HeaEeIH.

AHHOTAIUA
NMPOrpamMMbl MeJArorn4eckoi (Mpou3BoOJACTBEHHOI) MPAKTHKH

eau u 3a1a4M NPAKTUKU

[ens: yrmybneHue u 3akperieHne y 00yJaronuxcsi TeOpeTUUECKUX 3HAHUH,
MOJIYYCHHBIX B XOJ€ OCBOCHHUS TUCIUIUIMH MPOodeCCUOHATBHOM TMOATOTOBKHU, a
TaK)K€ W3YYCHHUE OCHOB YYEOHOW, METOIUYECKOW, HAYyYHOW, BOCHUTATEIHHOU
paboThI B BBICIINX YYEOHBIX 3aBEJICHUSX, OBJIAJICHUE ME€IarOTUICCKUMH HaBBIKAMU
CaMOCTOSITEJILHOT'O MPOBEJICHUS OT/ICJIbHBIX BUIOB YUCOHBIX 3aHSITHH.

3amaun:

— OCBOGHHE OCHOBHBIX TMPUHIIUIIOB, METOJOB H (OpM opraHuzanuu
MeIarOru4eCcKoro MpoIecca;

— O3HAaKOMJICHHE C METOJaMU KOHTPOJS M OLEHKU MpodhecCHOHATBHO
3HAUYMMBbIX Ka4eCTB 00y4aeMbIX;

— u3ydeHue GopM OpraHu3aluy 00pa3oBaTeIbHON U HAYYHOU JIEATETbHOCTH
B BY3€;
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— OCBOCHHE TIPUEMOB CaMOaHAM3a Y4YeOHBIX 3aHSATHH, a TaKXKe aHaIM3a
y49eOHBIX 3aHATHHA, TMPOBEICHHBIX OIBITHBIMA TPETMOJABATEISIMA W CBOUMU
KOJUIETaMU;

— U3y4YeHHEe TpeOOBaHUM, MPEeAbsIBISEMbIX K IMPENojiaBaTelli0 By3a B
COBPEMEHHBIX YCIOBUSX;

— pa3BUTHE HABBIKOB OPUEHTUPOBAHMS B OPraHU3AIMOHHON CTPYKType H
HOPMATHUBHO-TIPABOBOM JTOKYMEHTAILIUU YUPEKIACHUS 00pa30BaHuUs;

— pa3BUTHE HABBIKOB OPUEHTHUPOBAHUS B TEOPETUUYECKUX OCHOBAX HAYKH
MPErnoIaBaeMoro npeamMeTa J0KyMEHTOBETYECKOTO IIUKIIA;

— OBJIAJICHUE HABBIKAMHU JTUIAKTUYECKOTO TIPEeoOpa3oBaHUSI PE3yIbTaTOB
COBPEMEHHBIX HAyUYHBIX HCCIICIOBAHUHN C IEIbI0 UX HCIIOJIB30BAHUS B Y4COHOM
nporiecce;

— OBJI3JICHAE YMCHHSIMH CaMOCTOSITEIIFHOTO MPOCKTUPOBAHUS, PEaTH3alIliH,
OIICHKH ¥ KOPPEKTHUPOBKHU 00pa30BaTEILHOTO MPOIIECCa;

— OBJIAJICHWE YMEHHSIMH WCIOJb30BaTh COBPEMEHHBIC HOBOBBCJICHHS B
nporecce MpoPecCHOHANTBHOTO 00yUCHUS;

— OCBOCHHE METOJIOB caMOOpraHu3aluu JeSTETbHOCTH u
COBEPILIEHCTBOBAHMSI JIMYHOCTHU TPEINOAaBaTesl, CIEIUATN3UPYIONIEerocs: B chepe
JIOKYMEHTOBEICHUS U ApXUBOBEICHUS.

IIpakTuka HanejaeHa Ha (OPMUPOBAHME:

yHuBepcanbHbIX komneteniuii (YK-1, YK-3);

o6rrenpodeccronanbHbix KoMmneTennui (OITK-6);

npodeccruoHanbHbIX kKomneTenuui (ITK-1; [TK-2; TTK-3).

ba3a npakTHKHU: TPOBEICHUE TEIarOTHICCKON TPAKTUKHA OCYIIECTBIIICTCS
B 00pa3oBaTeNbHBIX YUYPSKACHHUSIX BBICIIETO OO0Opa30BaHUS WM CPEIHETO
npodecCUOHAIBHOTO 00pa3oBaHus, oOpa3oBaTelibHasl JESITEIBbHOCTh KOTOPBIX
HalpaBjeHa Ha TMOATOTOBKY CIICIUATUCTOB B cdepe JOKYMEHTAITMOHHOTO
oOecrieueHusT yIpaBiICHUS U apXUBHOTO nena. [IpakTuka MokeT OBITh MpOBEIcHA
HenocpeacTBeHHo Ha 0aze ®I'bOY BO «JIT'TIV».

@opMbl OTYETHOCTH MO MPAKTHKE: N0 OKOHYAHUM TPAKTUKU CTYICHTHI
00s13aHBI TIPEACTABUTH OTYET B HENEIBHBIM CPOK O BBIOJHEHUH MPOTPAMMBI
MPAKTUKH U XapaKTEPUCTUKY CTYJICHTA-TIPAKTUKAHTA O TIPOXOKIECHUN MTPAKTUKH.

Buabl koHTpoJs: 17 Oo4HOM (QopMbI 00ydeHUs — 3a4eT C OIICHKOM
B 3 cemecTpe, It 3a04HO0i (opMbI OOYUIECHHS — 3a4eT C OIIEHKON B 5 TpuMecTpe.

O0mass TPyaoeMKOCTh, NPAKTHKM: 9 3ayeTHbIX eauHUIBl, 324 yaca,
6 Henenb.

AHHOTAIIAS
NPOrpaMMbI NMPeUTUTJIOMHOM MPAKTUKH
eau 1 3a1a494 IPAKTUKH
Llenb:  3akperuieHMe W yriIyOJeHHE  TEOPETUYECKOH  MOATOTOBKU
MarucTpaHTOB, paclIMpeHre NPOPECcCHOHATBLHOIO KpYyro3opa, MpHOOpeTeHne
NPAKTHUECKUX HABBIKOB B HAyYHOH AEATEIBHOCTH, cOOp, 0000IIeHne W aHaIW3
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MaTepUalioB MO TEME BBIMOJHIEMON MAarucTepCcKoil JuccepTaluy; 3aBepIICHUE
paboTHI HAJl MATUCTEPCKOM AHCCEpTAIUEH.
3amauu:

— 3aKpeIUICHUE TEOPETHYECKUX 3HAHWM, I[IOJYyYECHHBIX CTYyJCHTaMU B
npoliecce 00y4eHus 0 MaruCTepCKoON MporpaMmme;

— MOJIyYEHHUE OIbITA UCIOJIB30BAHUS TEOPETUUECKUX 3HAHUN U MPUMEHEHUS
npoecCUOHANbHBIX YMEHUH U KayecTB MpPHU CaMOCTOSTEILHOM pEUICHUU
npodecCUOHANIbHBIX 3a/1a4;

—  NpUOOpEeTeHHE  MPAKTUYECKOro  OmbiTa paboOThl B KOMAaHJE,
po(hecCHOHANBFHOTO MOBEACHUS U MPO(HECCHOHATIEHOM STUKU;

— pa3BUTHE HAaBBIKOB AaHAJIUTUYECKOW paboTbl, oOpaboTka uU(POBOrO
MaTepuaa, pa3padoTka peKOMEHJalui M0 pe3yIbTaTaM IPOBEIECHHOIO aHAIN3a;

— Ipou3BEeACHUE cOOpa, CUCTEMAaTH3alUd M O00O0OUIEHUS MPAKTHYECKOrO
MaTepHaa Jjisl HICIOJIb30BAHUS B MarCTEPCKON TUCCEPTALIHH;

— 3aBepluIeHue paboThl HaJl MAarUCTEPCKON TUccepTaluei.

IIpakTnka HaneJeHa Ha GopMHUpPOBaHMe:

o6renpodeccronanbubix koMreTenmnui (OI1K-2; OIK-3; OIIK-5);

npodeccronanbHbix komnerenimit (ITK-1; ITK-2; ITK-3).

ba3a npaktuku: ®I'bOY BO «JII'AKU nmenn Muxaunna MaTycoBCKOro»,
Crapo6ensckuit pumuan ®I'bOY BO «JII'MY umenn Cesarurens Jlykwm», OKY
«HcnpasutenbHasa kojionuss Ne 2 YOCHUH Poccuun no JIHP», I'bOY CIIO JIHP
«JIyraHCKkui KOJUIEJK CTPOUTENBCTBA, SKOHOMUKM WU MpaBa», MyHULIMIIAIBHOE
oOpazoBanue ropoackoid okpyr ropon Jlyranck Jlyranckoit Hapomanoit
Pecnnyonuku, I'BY JIHP «MHoroQyHKIMOHANBHBIN LIEHTP MPEeaoCTaBICHUS
rOCyJIapCTBEHHBIX U MYHUIIUMAIBHBIX yCIyr». [IpakTka MOXKeT ObITh MPOBEICHA
HernocpencTBeHHo Ha 6aze PI'BOY BO «JII'TIY ».

@opMBbI OTYETHOCTH MO MPAKTHKE: MO0 OKOHYAHUU MPEIIUTLIIOMHOMN
MPAaKTUKU CTYJAEHTHI OO0si3aHbl TPEACTAaBUTh OTYET B HEACIBHBIM CPOK O
BBITIOJTHEHUU  TPOrpaMMbl  TPEAAUIUVIOMHOM  TPAKTUKU W OPUTHHAI
XapaKTePUCTUKU CTYJAEHTA-NIPAKTUKAHTA O MPOXOXKICHUHU MPEAIUILIOMHON
MPaKTHUKHU.

Buabl koHTpoJsi: ayis ouHOM (opmbl O0ydeHHs] — 3a4eT C OIeHKOW B 4
CEMECTpe; JIJIsl 3a09HOM (POPMBI 00yUEHUS — 3a4eT C OLIEHKOU B 7 TPUMECTPE.

O0masi TPpy10eMKOCTh NPAKTUKHU: 6 3adyeTHBIX enunui, 216 dYacos,
4 genenu.

4.4. AHHOTALMSI TPOTPAMMBbI HAYYHO-HCCJIEA0BATEIHLCKON PadoThI

AHHOTAIUA
paboueil mporpaMMbl HAYyYHO-HCCJIEA0BATEIbCKO PadoThI
esu n 3a1a41 HAYYHO-HUCCJIEI0BATEIBCKOM PA00ThHI
Heab0 HayyHO-HCCIEAOBATENbCKOM pabOTHI SIBISETCS 3aKpeIyieHue Hu
yrayOJeHne TEOPEeTUYECKUX 3HAHWN; MPUOOPETEHUE W Pa3BUTHE MPAKTUYECKHUX
HABBIKOB B 00JIACTH TOKYMEHTAIIMOHHOTO OOECTICYCHUS YIIPABICHUS M apXHUBHOTO
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nena; ¢GhopMHpoOBaHHWE MPOPECCHOHAIBHON KOMIIETEHTHOCTH B cepe HaydHO-
UCCIIEIOBATENIbCKON JIEATEIbHOCTH; TMOATOTOBKA MAaruCTEpCKON JHCCepTaluy,
noa00p, aHaau3 U 0000IIeHHEe HAYYHOTO MaTepraa.

3agauM HayYHO-HMCCIIE0BATENbCKOM pabOoTHhI:

— 3aKperuieHHe NPUOOPETEHHBIX TEOPETUYECKUX 3HaHUM B o001acTu
JIOKYMEHTAIIMOHHOT0 00ECTICUeHHMsI YIIPABICHUS U aQpXUBHOTO JIeJ1a;

— UCCJIEIOBAaHUE 3aKOHOJATEIbHOM M HOPMATUBHO-METOJAMYECKOU 0asbl
MH(OPMAIMOHHO-OKYMEHTAIIMIOHHOTO O00€CTIeUCHUs YIPABJICHUS W apXUBHOTO
nena, GopMupoBaHHe CIIOCOOHOCTH OPUEHTUPOBATHCS B MPABOBOM 0a3e CMEXHBIX
o0Oacreii;

— (hopMupoBaHHE HABBIKOB CAMOCTOSITEIIPHOW HAYYHO-HCCIICIOBATEIHCKOMN
NEeATeTLHOCTH;

— cOop, o0paboTka ¥ aHaIM3 HEOOXOAUMBIX MATEPUANIOB ISl IOJITOTOBKU U
HAIMCAHUs MaruCTEPCKOMN TUCCEePTaIUY;

— oOopMIICHHE  MAarucCTepCKOW JHUCCEpTAalldd H  COMPOBOJAMTEIIBHBIX
JIOKyMEHTOB COTJIACHO YCTAaHOBJICHHBIM TPEOOBAHHUSM.

Hayuno-ucciienoBaresibckasi padora Hale/ieHa Ha ()OPMUPOBaAHKE:

yHUBepcalnbHbIX KommeteHimit (YK-1);

o6rrenpodeccronanbubix koMmeTennui (OITK-2; OIK-3; OIIK-5);

npodeccronanbHbix komnerenimii (IK-1; ITK-2; ITK-3).

Conep:xanue HAYYHO-HCCJIeI0BATEIbCKOM padoThI: Hay4HO-
uccienoBareNnbckas padoTa MOXKET OCYIIECTBISATHCS B CIEAYIONIUX (opMax:
BBHITIOJTHCHHE 33/IaHW HAYYHOTO PYKOBOAMTEINS B COOTBETCTBUU C YTBEPIKICHHOMN
TEMON MarucTepcKOd NHUCCepTaIlii; Y4YacTHE B HAYyYHO-HCCIEAOBATEIbCKUX
paboTax, BBIMONMHAEMBIX Kadeapoil; BBICTYIUICHHE HAa HAYYHO-TIPAKTHYCCKUX
KoH(epeHInsax, ydyacTue B paboTe KPYIVIBIX CTOJOB, TMPOBOJUMBIX B
YHUBEPCUTETE, a TaK)Ke B JPYTrUX BYy3ax; IMOATOTOBKA WM TMYOJIMKAIAS TE3HUCOB
JTOKJIa/I0B, HAYYHBIX CTATEH; MMOJATOTOBKA U 3aIlIUTa MarUCTEPCKOMN TUCCEePTAIUH.

HayuHo-ucciienoBaresbckass  padora  MOXET  IPOBOAUTHCS  HA
BBITTyCKaromiel kadenpe, B HAYYHBIX MOJpa3JeiCHUsIX YHUBEPCUTETA, a TakKe B
o0Opa3oBaTeIbHBIX YUPEKICHUSIX, OpraHu3aINsIX Pa3ITUYHBIX dbopm
COOCTBEHHOCTH, a TaK)K€ TOCYJAPCTBEHHBIX apXMBaX WJIM apXUBHBIX OTAENaX MPH
opraHax BJIACTH, NPEANPUITHSIX H YUPESKICHUAX, OCYIIECTBISIONINX HAYYHO-
WCCJIEIOBATENLCKYI0  JIE€ATETbHOCTh, HA KOTOPBIX BO3MOXKHO  yTOYHEHUE
MAaTEPHUAJIOB, CBA3aHHBIX C BbINoOJHEHNEM BKP.

Buabl KoHTpOJIS: 1711 04HOUM (hOopMBI OOYUEHHS — 3a4€T C OIIEHKOH BO 2, 3,
4 ceMmectpe; s 3a0uHOM (opMbl 00ydeHUs — 3a4yeT C OIeHKoW B 3, 5, 6
TPUMECTPE.

Oo0masn TPYAOEMKOCTH HAYYHO-HCCJIeA0BATEIbCKOM padoThI:
18 3aueTHBIX enuumIl, 648 yacos, 12 Heaelb.
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5. PECYPCHOE OBECIIEYEHUE OCHOBHOM OBPA3OBATEJIBHOM
IHPOI'PAMMBbI

5.1. HayuyHo-mejgarormyeckme KaJapbl, oOecne4yuBaoiue y4eOHbIN
npoiuecc

Peanuzamuss  OIIOIl  moxaroroBkn — Maructpa IO HANpaBJICHUIO
46.04.02 [lokyMeHTOBEICHUE M apXMBOBEJCHHUE, MAarucTepckas mporpamMmma
«/lokyMeHTallMOHHBIE CHUCTEMbl M apXWUBbl B TOCYAApPCTBEHHOW CHCTEME
yIOpaBJICHUs» OOECrieueHa Hay4YHO-TEJarorn4yeCKUMH KaJpaMu, UMEIOIIUMH, Kak
npaBuiio, 0a3oBoe 00pa3oBaHUE, COOTBETCTBYIOIIEE MPO(HIIIO TMPEnoaBaeMbIX
JUCUUIUIMH, W CHCTEMAaTHYECKM 3aHUMAOIIMMKCS HAay4HOW M  Hay4HO-
METOINYCCKOU AEATEIILHOCTBIO.

Hannas OIIOIT ob6ecnieunBaeTcsi HAay4YHO-NEJATOTHYECKUMU  KaJpaMH
Kaeapbl TEOpUUM U TPAKTUKH IepeBoa, Kadenpsl ICHXOJIOTHH, Kadeapsl
negaroruky, kadeapsl HHQOPMALMOHHBIX, OOpa30BaTENIbHBIX TEXHOJIOTUH U
cucteM, Kkadenpsl O€30MaCHOCTU KUZHEACATEILHOCTA W 3alluThl PoauHsbl,
KadeIpbl JOKYMEHTOBE/ICHHUS U apXUBOBEICHNU.

Jlonss  Hay4yHO-NIEJAarorMyeckux  pabOTHUKOB (B MPUBEACHHBIX K
LEJIOYHMCIEHHBIM 3HAYEHHUSIM CTAaBOK), UMEIOLIMX 00pa30oBaHKUE, COOTBETCTBYIOIIEE
npouiIo MpenofgaBaeMol IUCHUIUIMHBL (MOAYJs), B OOLIEM YHCIE Hay4yHO-
NeAarornyeckux paboTHUKOB, peanusyromux gaHHyro OIIOIT BO, cocraBnser
95%.

Jlonis  Hay4YHO-TIEJAroru4eckux  paOOTHUKOB (B  MPUBEIEHHBIX K
LEJI0YMCICHHBIM 3HAYEHUSIM CTABOK ), UMEIOIIUX YUYEHYIO CTENEHb, B OOLIEM YHCIIE
HAay4YHO-TIEIarOrM4eckuX paboTHUKOB, peanusyromux ganayto OIIOIT BO,
cocraBisieT 82%.

Jlonis  Hay4yHO-TIEarorMyeckux  pabdOTHUKOB (B MPUBEICHHBIX K
LEJIOYUCICHHBIM 3HAYEHUSIM CTABOK) M3 YHMCIa PYKOBOJIUTENEH M PaOOTHUKOB
OpraHu3alui, AESITEIbHOCTh KOTOPBIX CBsI3aHA C HAMPABIEHHOCTHIO (TIpoduiiem)
peanmuzyemoii OIIOIl (umeromux ctax paboThl B JaHHOW MpodecCHOHATBHOU
oOnactu He MeHee 3 JeT), B 001eM yucie padOTHUKOB, Pealu3yIOIIUX JaHHYIO
OIIOII BO, cocrasnsier 11%.

Cenenus 0 npodeccopcKo-IpenoaaBaTeIbCKOM COCTaBe,
o0ecreunBaIMM yI9eOHBIN MPOIECC MO JaHHOW 00pa30BaTENbHOW MPOrpamMme
NPUBEAECHBl B NPWIOKEHHMH b, KOTOpoe HaxXxoAUTCS B 3aKpbITOM JIOCTYNE U
MPEIOCTABIISIETCA M0 TPEOOBAHUIO.

5.2. MarepuajbHO-TEXHHYECKOe o0ecnedeHrue y4eOHOro npouecca

YHuBEpCUTET pacrojyaraer MATEPUAITBHO-TEXHUYECKOU 0azoi,
oOecreynBaroien MIPOBEJICHUE BCEX BUJIOB JTUCIUIITMHAPHOU u
MEXKIMCLMIUIMHAPHOW MOATOTOBKH, MPAKTHYECKON U HAYYHO-HCCIEN0BATENbCKON
paboTbl  OOy4arommxcs, OpPEeNyCMOTPEHHBIX  Y4YEOHBIM  IUJIAHOM, U
COOTBETCTBYIOIIEH AEHUCTBYIOIIUM CAHUTAPHBIM U MPOTHUBOMOKAPHBIM ITPaBUIIAM
Y HOpMaM.
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JUist  opraHu3zanMu  y4eOHOIrO MPOLECCAa HCIOIb3YIOTCA CIELUaIbHbIE
MOMEIIEHUS: YUeOHbIe ayJUTOPUH JIA MPOBEACHUS 3aHATUN JIEKIMOHHOTO THIIA,
3aHATHI CEMHHAPCKOrO THUIA, TPYIIOBBIX M WHJWBHIYaJIbHBIX KOHCYJIbTALUH,
TEKYLIEro KOHTPOJS M MPOMEKYTOUHOM aTTeCcTalluM, a TaKkKe MOMELIECHUs s
CaMOCTOSATENbHON paOOTHI.

CrneuuaibHble  TIOMEIICHUS  YKOMIUIEKTOBAaHBI  CHEIMAIU3UPOBAHHOU
MeOebl0, TEXHUUECKHUMU CPEJICTBAMU 00yUYEHUs, CIY>KAUTUMU JJIs IPEJICTaBICHUS
yaeOHOM uHpOpMaIU OOJIBIIION ayTUTOPHH.

JUist mpoBeleHMsT 3aHATHH JIEKIIMOHHOTO THIIA TMPEaiaraloTcs HaOOphbI
JEMOHCTPAIIMOHHOTO ~ 000pYyAOBaHHA W Y4eOHO-HATJSAHBIX  MOCOOHIA,
o0ecreunBaIIMe TeMaTUYECKUE WILUIIOCTPALlM, COOTBETCTBYIOUIHE pabOYnM
y4e€OHBIM IpOrpaMMam JUCLUIUIMH (MOAYJIEH).

[lomenienuss s CaMOCTOATENBHOM padOThl OO0YYAIOLIMXCS OCHALIEHBI
KOMITBIOTEPHOW TEXHUKOM C BO3MOXHOCTBIO MOJKIOUECHUA K ceTh «HTepHET» 1
o0OecrieyeHueM JIOCTyNa B 3JEKTPOHHYI0 HMH(POPMaLMOHHO-00pa30BaTEIbHYIO
Cpelly OpraHu3aluu.

Kaxnpiii oOyuatomuiicss oOecriedeH pabouyuM MECTOM B KOMIIBIOTEPHOM
KJlacce ¢ BBIX0JOM B VHTEpHET B COOTBETCTBUM C OOBEMOM HM3y4aeMbIX
JUCHMIUIMH U CaMOCTOSITENIbHOM MOAroToBKU. O0ECcreuyeHHOCTh KOMIIBIOTEPHBIM
BPEMEHEM C JOCTYIIOM B VMIHTEpHET cocTaBisieT HE MEHee 6 4acoB B HENEIIO Ha
OJTHOTO CTYyJEHTa JUIs BBINOJHEHMsI KypCOBBIX paboT, HamucaHus pedepaToB U
BBITTYCKHBIX KBaJTU(UKAIIMOHHBIX PadoT.

VYHuBepcuter oOecrieyeH HEOOXOJMMBIM KOMIUIEKTOM JIMIIEH3UOHHOTO
MPOTPaMMHOTO 00€CTICUEHUSI.

bonpiioe BHMMaHuE ynensercs pa3BUTHUIO MaTepuagbHOM 0a3bl HAYyUHOU
Oubnuorexkn  yHuBepcutera. DyHKUMOHUPYET HHPopMauuoHHbIM  LleHTp,
OTKPBIBAIOIIMI JOCTYIl K JIOKAJIbHBIM YHHBEPCUTETCKUM HCTOYHUKaM: Oa3am
JAHHBIX, AJIEKTPOHHBIM Y4yeOHMKaM, K (OHIy naumcceprauuii, aBTOpedeparos,
MEPUOIMYECKUX U3TaHUM.

B YHUBEPCUTETE GyHKIIUOHUPYET CaHATOPUU-TIPOPUITAKTOPUIA,
OCHAIICHHBI COBPEMEHHBIM MEIUIMHCKUM OOOpYJOBaHHEM, MpeAHa3HAUCHHBIH
JUISL O3I0POBJIEHUS CTY/ICHTOB.

5.3. @axkrnuyeckoe Yy4eOHO-MeTOAMYECKOe M  HMH(OPMAIHOHHOE
o0ecrneuyeHne y4e0HOT0 mpouecca

OIIOIT BO o0ecneunBaercs y4yeOHO-METOAUMYECKONW JTOKYMEHTAllUeH u
MaTepuajiaMi TI0 BCEM y4eOHbIM  KypcaMm, JHCIHWIUIMHAM  OCHOBHOM
npodeCCUOHAIBHOM 00pa30BaTEIbHOM MPOrPaMMBI.

CamocTtosiTenbHas paboTa CTYJIEHTOB oOecreueHa y4eOHO-METOINYEeCKUMU
pecypcaMu B TIOJTHOM 00BbEME (CITUCOK YUYEOHBIX, Y4EOHO-METOIUYECKUX TTOCOOUI
JUISE CaMOCTOSITEIbHON pabOTHI MPEACTaBlIeH B pabOuYuX MporpaMMax y4eOHBIX
nucuuiuinH). Kaxaeiii oOydaromumiicss obecnedeH JOCTYNOM K OHOIMOTECYHOMY
boHAY, KOTOPHIH YKOMIUICKTOBAH II€YATHBIMH M JJICKTPOHHBIMHU W3IaHUSMH
OCHOBHOW Y4€OHOW JUTEPaTyphl MO BCEM YYE€OHBIM UCHIUILIMHAM, HAYYHBIMH,
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CIIPaBOYHO-OUOIMOTpaUIECKUMA W CHEITUATM3UPOBAHHBIMUA TIEPUOTNIECKUMHA
W3IaHUSIMA, & TaKXKe€ K DIEKTPOHHO-OMOIMOTEUHOU CHUCTEME (BJIEKTPOHHBIM
OnbmuoTeKaM) W K DJJIGKTPOHHON WH(GOPMAIIMOHHO-00pa30BaTeILHON Ccpefe
OpraHu3allid, cojepxkamie ydyeOHble M Y4eOHO-METOOUYECKHE U3JIaHUs I10
OCHOBHBIM HM3y4aeMbIM JIUCHUIUIMHAM, 0OECIEUMBAIOIIMM BO3MOKHOCTh JIOCTYyTMa
oOy4aronierocst U3 J1t0o00H TOYKH, B KOTOPOU UMEETCS TOCTYI K MH(GOPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceTu «HTepHeT», Kak Ha TEppUTOPUU OpraHU3aAlUU,
TaK U BHE €€.

OO6muit houa HayyHOW OMOMMOTEKH cocTaBisieT 690023 SK3eMIUIIPOB, U3
HUX: YydeOHas Jureparypa —276169 53K3eMIUSIpOB, Y4e€OHO-METOAUYECKAs
auteparypa — 27672 3Kk3eMIUIApOB, Hay4dHasd quteparypa — 114122 sk3eMIuisipos,
XyJOXKeCTBeHHas  Jmreparypa — 40270  5K3eMIusIpOB,  CIOPaBOYHO-
nHbopMamoHHbI Qo — 1709 >x3eMIIsIpoB, nepuoanyeckue u3ganus — 83229
sKk3eMIUIsipoB. Takxe Hayunas OuOnuoTeka NOAKIIOUEHA K AJIEKTPOHHBIM
onbmmoreuneiM  cuctremaM: OBbC «IPR  MEDIA», OBC «Jlamp», 39BbC
«ZNANIUM» (TectoBbiii pexum), BupTyanbHblil uynTanbHblil 3amy Poccuiickoii
['ocynapctBenHoit bubmnoreku, Ilpe3nnentckas 6ubiamnorexka nmenu b. Enpruna,
HanmonanbHast snextponnas oubnuorexka (HOB), O9bC «PROFobpa3zoBanuey,
«DenepanbHbI  MEpeYeHb yUYEOHUKOB 10 — 11 «xnacc», mnporpamMmma
«Antumiaruaty. B HayuHoit 6ubnuoTtexe YHuUBepcUTeTa NEUCTBYET PEIO3UTOPHIA
— HHCTUTYIMOHAJIBHBIA apXWB OTKPBITOIO JIOCTYIAa, KOTOPBIM oOecreynBaet
HAKOIUJICHUE,  CHUCTEeMaTU3allui0,  XpaHEHWe B  DJEKTPOHHOW  (opme
WHTEJUIEKTYaJIbHBIX MPOJYKTOB HAy4YHOIro, OOpa30oBaTEIbHOT0, METOJUYECKOTO
HA3HAYEHUS, CO3aHHBIX COTPYJHUKaMH YHuBepcuTera. KoinyecTBO JOKyMEHTOB
3991 daiinos.

6. XAPAKTEPUCTUKA COIIMAJIBHO-KYJIbTYPHOM CPEJIbI
YHUBEPCUTETA

OOyuaromuMcsi, OCBaMBAIOIIUM 00pPa30BATEIbHYIO MPOrpaMMy, TOCTYITHA
COIIMOKYJIbTYpHAs Cpela YHUBEPCUTETA, MPU3BaHHAS O0ECIEUUTh MOTPEOHOCTH
CTYJICHTOB B Pa3BUTHM WX HHTEIJIEKTYaJbHOIO, XYJ0>KECTBEHHO-3CTETUYECKOTO,
CIIOPTUBHO-03JIOPOBUTEIIBHOTO, JUAEPCKOrO0 MOTEHIMAJIOB W PAa3BUBAIOIIAS HUX
KOMIIETEHIMA. MoJenb COLMaIbHO-KYJIBTYPHON Cpelbl YHUBEPCUTETA CTPOUTCA
HAa TapMOHMYHOM WHTETPUPOBAHUM BHEY4YEeOHON paboOThl B 00pa3oBaTeIbHBIM
MPOIIECC U KOMIUIEKCHOM TOAXO0/Ie K OpraHu3aiuu BHEY4YeOHOM pabOTHI.

Heorbemnemoii vacteio OIIOIIl sBisieTcst miaaH BOCHUTATENbHON pabOTHI,
peanuzaius KOTOporo mo3BoJisieT 3(h(PEKTUBHO OCYIIECTBISATH MOCIEI0BATEIHLHOE
dbopMUpOBaHUE YHHMBEPCAJIbHBIX U 00mIEeNpo(PecCHOHATBHBIX KOMIICTCHIIUN Yy
CTYyJICHTOB B TI€pUOJ] OCBOCHHUS OCHOBHOW 00Opa30BaTEIbHOW MPOrPAMMBI
COOTBETCTBYIOILIETO HAIPaBJIEHUs MOATOTOBKHU B OOIEM KOHTEKCTE COIMAIbHOU U
BOCIIUTATEIBHOM pabOThl Y HUBEPCUTETA.

B Ynusepcurere yrepxkaena [Iporpamma passurtus

OI'bOY BO «JIT'TIY» na 2024-2026 rr., OTOENbHBIA pasiesl KOTOpOu
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ITOCBSIIEH BOCIIMTATEIbHON U MOJIOIEKHOU TTOJIMTHKE.

MeponpusTrs, HanpaBJIeHHbIE HA COBEPIICHCTBOBAHUE BOCHUTATEIBHOU U
COLIMAJIbHO-TYMAaHUTAPHOU IEATEIIbHOCTH:

— CO3JaHUE COBPEMEHHOIO MOJOJEKHOTO KYyJIbTypHO-00pa30BaTEIbLHOIO
LIEHTpa IO Pa3BUTUIO JIMYHOCTHOIO M COLMAIBHOIO IOTEHIMalda B KadeCTBE
IUIOIIAKHY JUISl pEaIM3allid COBPEMEHHBIX ITPOEKTOB MOJIOJICHKU;

— pa3BUTHE HOBBIX (POPM CTYIEHUYECKOTO CaMOYIIPaBJIECHMsI, BOBICUEHHOCTU
oOyvaroluxcss B JEIATEIbHOCTh  YHHMBEPCUTETa, MNOMJIEPKKU  aKTUBHOM
IPOKJAHCKOM TMO3MIUMU M OTBETCTBEHHOCTHM 34 pE3YyJbTaThl COBMECTHOM
NEATEbHOCTH;

— TMOAAEPKKA TBOPYECKUX INIPOEKTOB, HAINPABICHHBIX HAa YKPEIUICHUE
IrpakIaHCKON MJIEHTUYHOCTH, UICTOPUYECKON M KYJbTYPHOM CBSI3W MOKOJIEHUW HA
OCHOBE JIyXOBHO-HPaBCTBEHHBIX U KyJIbTYpHBIX IIeHHOCTeN Jlyranckoi Haponnon
PecnyOnukuy;

— (GOpMHpOBaHHWE CHUCTEMBbl HACTABHUYECTBA, MOJJEPKKA COLMAJIBHBIX
WHULIMATUB U MPOEKTOB B CPe/ie 00YUAIOIUXCS U BBIITYCKHUKOB;

— OOHOBJIEHHE COJEp)KaHUSl CUCTEMbl BOCIMTAHUS, BHeApeHue (opMm U
METOJI0OB, OCHOBAHHBIX Ha JIy4YIIEM IEJaroruyeckoM ONBITE U CIIOCOOCTBYIOIINUX
3p(EeKTUBHOM  peaqu3alid  BOCHUTATEIbHOTO  KOMIIOHEHTa  OCHOBHBIX
00pa3oBaTeNbHBIX IPOTPaMM;

— IIONYJIAPU3aLUsl TPAHTOBOM U IPOEKTHOU IEATEIIBHOCTH CPEIHA MOJIOACKH;

— TIOBBIIIEHME KauecTBa peali3allud aJpeCHbIX MPOYUIAKTUUECKUX U
BOCIIUTATEIbHBIX MEPONPUATUH 1O (DOPMUPOBAHHMIO HENPUIATHS (PEHKOBOMN
uH(popMaluu, UICOJOTUH TEPPOpU3Ma, NPHUBUTUS KPUTHUECKOTO MBIIIJIEHUS K
pPacIpOCTPaHSAEMbIM B MOJIOAEKHOMN CPENle UIESIM PAUKAIBHOIO XapaKTepa;

— TOAJEpKKa MOJIOACKHBIX HMHHUIIMATHB, HAMPAaBICHHBIX HA pa3BUTHE
TBOPYECKOTO M MHTEJUIEKTYaJIbHOTO TIOTEHI[MANA CTY/ICHTOB;

— pa3BUTHE MOJIOICKHBIX BOJIOHTEPCKUX HHUIIUATUB U TIPOCKTOB;

— paclIMpeHre BUJOB KYJIbTYPHO-MAacCOBBIX U IOCYTOBBIX MEPONPUSATUH, UX
OpUEHTALMS HA Pa3BUTHE MHTEJUIEKTYalIbHBIX CIIOCOOHOCTEN, CAMOCTOATEILHOCTH
Y JINYHOCTHOTO pOcTa 00y4Jaromuxcs;

— MpUBJICUYEHUE O0YUaIOIUXCS K 00IIECTBEHHO-TIOJIE3HOMY TPYLY;

— (¢dopMuUpOBaHHE U OpraHu3alus padoThl CTYACHUECKUX TPYAOBBIX
OTPSI/I0B;

— pacliMpeHue COTPYAHUYECTBA C JPYITMMHU peruoHamMu Poccuirickou
denepanyu B CUCTEME CTYICHUECKUX TPYIOBBIX OTPSIOB;

— CO37JaHME CHCTEMbI KOMIUIEKCHBIX MPOTPaMM TMOACPKKH MOJIOACIKHBIX
POEKTOB U HHUIIUATHUB;

— dbopmupoBanue MY3€eHHOTO KOMILTEKCa YHuBepcurera,
paccMaTpuBaeMOro Kak KyJbTypHOE MHOIO()YHKIHOHAJIBHOE HPOCTPAHCTBO,
UHTETPUPOBAHHOE B  00pa30BaTelbHYIO Cpely M aJalTUPOBAHHOE IS
TeMaTH4eCKON yueOHOM 1 BHEY4eOHOM paboThI;

— pa3BUTHE NAPTHEPCTBA C PECITYOINKAHCKHUMH, TOPOJCKUMHU MY3€sIMU;
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— (opmupoBaHHE y CTYACHUECKONW MOJOAEKU UyBCTBA KOJUIEKTHBH3MA U
OTBETCTBEHHOCTH TEpe]l OOIIECTBOM.

B VHuBepcurere s CTYJIEHTOB C OIPAHHUYEHHBIMU BO3MOXXHOCTAMH
3JI0pPOBbsI 1 HHBAIUIHOCTHIO CO3/IaHbl HEOOXOIUMBIE YCIIOBUSI.

CoriiacHoO HOpMaTUBHBIM TPEOOBAHUSIM HEOOXOIMMBIN JOCTYIHBINA BXO JIJIs
CTYJEHTOB ¢ MHBaIUAHOCTBHIO U OB3 dyHkumMoHupyetr B 1-M u BO 2-M yueOHBIX
Koprnycax. Bxonbel B kopityca o6opyaoBanbl HHGoOpMaIreit 06 00beKTe: Ha3BaHUe
00BEKTa, 3HAK JOCTYMHOCTH OOBEKTA JJIs JIMI] C WHBAIUIHOCTBIO. 2-i yueOHbIN
KOpPIyC OCHAIllEH NaHAycoM. TeppuTopusi, Mpuierammas K MaHIycy,
00Opy/lI0OBaHA COTJIACHO COBPEMEHHBIM HOpMaM. Taxke 2-il yueOHBIH KOpITyC
UMEET JOCTYMHBIN JUIi CTYACHTOB C MHBAIMAHOCTBHIO JUGT. Kopumopsl umeror
JOCTATOYHYIO IIUPUHY JJI TMEpPEMENICHUs] CTYAEHTOB, MEPEABUTAIONIMXCS Ha
MHBAMIHBIX KOJIsSICKaX. JIOCTymHBIMU caHy3JlaMy, KOTOPhIMH O€3 3aTpyAHEHHM
CMOTYT BOCIOJIB30BATHCS TIyXUE U CTYIAEHTHl C HAPYLICHUEM 3pPEHHsS, a TaK ke
CTYJEHTbI C MHBAJIUJIHOCTHIO MO 3a00J€BaHUSAM OMOPHO-IBUTATEIBHOIO armapara
000py0BaHbI 2-i1 KOPITYC U CTOJIOBAs, HAXOIAIIASCSA B 3TOM K€ KOpITyCe.

VYHuBepcurerckas OuOIMOTEKa OCHAIIEHA COBPEMEHHBIM OOOpYI0BaHUEM
JUIs  CTYJEHTOB C HapylleHHWeM ciyxa U 3peHus (oOopydoBaHue AJis
ciabociplamux — cucrema StarSound, A CTYJE€HTOB ¢ HapyUIEHHEM 3pEHUS —
CTallMOHapHbIe yBennuuTenu Topaz, ckaHupyromas u unraromas mamuda SaraCE,
npuHTep Ui nedatd mpudrtom bpaitns). CTyaeHTsl MOTYT BOCHOJIB30BAaThCS
NOPTAaTUBHBIM  KOMIIBIOTEPOM C BBOAOM/BbIBOIOM 1pudrom bpaiing wu
cuntezaropoM peun «ElBraille-W40JG1».

TakuMm xe KOMIUIEKTOM 000pyAOBaHUs OCHAILIEHBI yueOHbIE ayIMTOpUHU B |-
M 1 3-M y4eOHOM KOpITycax.

Jist  mpuoOleHuss  CTYJEHTOB K (PU3KYJIBTYPHO-030POBUTEIHHOM
NESATEIbHOCTH CO3/IaHbl YCIIOBUS B CIOPTUBHOM KOpIIYyCE YHHMBEPCHUTETA.
O6opynoBaH BXo, pazneBasika. CTyI€HTbI C HAPYIIEHUEM OMOPHO-IBUTATEIBLHOTO
anmnapara aKTUBHO MOJIb3YIOTCSI TPEHAKEPHBIM 3aJI0M.

KoMmpopTHbIe conuanbHO-OBITOBBIE YCIOBHSI CO3/1aHbl ISl CTYAEHTOB C
uHBamuaHOCThIO W OB3 Bo 2-m obmexutun YHuBepcurera. OO00pymaoBaHbI
CaHUTAPHO-OBITOBBIE TOMEILIEHUS, KyXHS M Jpyrue nomemeHusi. CTyIeHTHl C
uHBATMAHOCTHIO 1 OB3 pOoKKBAIOT HAa MIEPBOM ATaXKE OOIICIKUTHUS.

Nudopmarnmonnoe COTPOBOK/ICHHE WHKJTIO3UBHOTO oOy4eHUS
NpEeACTaBICHO Ha caite YHuBepcutera (pazmen «Mukmo3usy). Cait
VYHuBepcuTeTa aJanTUPOBAH VIS JIUIL C HAPYLIEHUEM 3PEHUS.

CryneHueckasi colMalbHasg ciayx0a Beaer pabOTy MO COACHCTBUIO B
OecrnpensaTCTBEHHOM JIOCTYIE€ CTYACHTOB C OIPAaHUYEHHBIMH BO3MOXKHOCTAMHU
(0cOOEHHBIMU TOTPEOHOCTSIMHU) KaueCTBEHHOMY OOpa30BaHMIO, OBITY M JIOCYTY,
MOMOTaeT COLMAJIbHO HE3AIIUIIEHHBIM KaTeropusiM CTyjAeHdYecTBa (TIOMOIIb
oQOpMJIEHUU JOKYMEHTOB, COLIMAJIIbHOE CONPOBOXKACHHUE, MPEIOCTaBICHHUE
COLIMAJIbHOM TIOMOIIM CTYJEHTaM, KOTOPbI€ OKA3aJMCh B TSDKENBIX KU3HEHHBIX
00CTOATENHCTBAX ), OKA3bIBAET KOHCYJIHTATUBHYIO IIOMOIILIb.

KompoptHomMy mncuxomornueckomy kiaumaty B Byse cmocoOcTtByer
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NICUXOJIOTHYECKas CiIyk0a, B 3aJladyll KOTOPOM BXOJUT: KOHCYJIbTaTUBHAsl pabora
CO CTyJCHTaMH, I€JaroraMd U POJUTEISIMU CTYJEHTOB; NCUXOJUArHOCTHYECKHE
JUHAMUYECKHE TMPOLEAYpbl Ha BCEX JTanax ICHUXOJOIMYECKOM padoThI;
NCUXONPOPUIAKTUKY U KOPPEKIMIO JIMUYHOCTHBIX UCKaXXEHUH y cTyeHToB ¢ OB3;
NOBBILIIEHHE MOTHUBALIMM K IIpolieccy oOyueHus B By3e. Taxke BeneTcs padboTa 1o
BBISIBJICHUIO W TNPOQUIAKTUKE JECTPYKTHMBHOIO TIOBEJIEHUS OOydYaroIuxcs,
HOJIBEP)KCHHBIX  BO3JCHCTBUIO TEPPOPUCTHUECKOM M HMHOM  pauKalbHON
UJICOJIOTHH.

HeoOxoaumMo OTMETHUTH, UTO B By3€ aJanTalis MNEPBOKYPCHUKOB UAET IO
TPEM HaIPABJICHHSIM:

1)  amanramus gopmanbHas (K OKPYXKEHHIO, K CTPYKTYpe, COACPIKaHUIO
oOy4eHus);

2)  oOmectBeHHas  aganrtanus  (MHTErpamusi CO  CTYACHYECKHM

OKPYXEHUEM);
3)  nmmmakTHyeckas amantanus (MOArOTOBKA K HOBBIM (hopMaM M METOJaM
paboThl).

BocnuratensHyto, IpoCBETUTENBCKYIO padboTy Beaer Hayunas 6ubnmnoreka
YHuBepcuTeTa — OpraHu3anysl U IPOBEICHUE DKCIIO3UIMOHHON NEATEIBbHOCTH, C
HeNbl0 Tomyssgpu3aunud  (HOHAOB HaydyHOH OMOIMOTEKH (TPaJULUMOHHBIE WU
BUPTYaJlbHbIE BBICTABKHM, IMPE3EHTALMH, 0030pbl); OpraHU3alUsl U IPOBEICHUE
KYJIbTYPHO-TIPOCBETUTEIBCKUX MEPOIPUSATHI: BBICTABOK, 0030pOB JMTEPATYpBHI,
TEMaTHYECKUX BCTPEY U MPE3ECHTALMM.

B VuuBepcutere (QyHKImMOHHpPYIOT My3eil HCTOpUM YHUBEPCHUTETA,
['eomornuecknii  My3ed, 300JOTHYECKMM My3el, AHATOMHUYECKUH MY3€l,
Apxeosnoro-3THorpadpuueckuii  Myseil, OTHorpaduueckuii Mmyszeit, Ilapk-mysei
JPEBHEr0 KaMHEPE3HOro UCKyccTBa. PaboTaer 3uMHMIA caj, 0OcepBaTopHsl.

B VYHuBepcurere ClOXKHIIaCh MHOTOBAPUAHTHASI CHCTEMA CTYJIEHUYECKOTO
camoyrnpasiieHusi. Opraubl CTYJ€HYECKOIO CAMOYIPABJICHHS B MHCTUTYTAaX W Ha
(dakynapTeTaX  B3aUMOJEHCTBYIOT €  OOILEYHUBEPCUTETCKHMMH  OpraHamu
CaMOYITpaBJICHUS.

B crpyktype VYHuBepcutera JEHCTBYET CaHATOpPUH-TIpODHIIaKTOPUH,
ocHOBaHHBIK B 1960 1. Ha ©0aze yueOHoro xkopmyca Ne3. Canaropuii-
npoUIaKTOpUl  KMMEeT CHelUalbHOE pa3pelieHue Ha  OCYUIECTBIICHHE
METUIIMHCKON pesitenbHOCcTU. CanaTtopuii-ipodunaktopuii passepuytr Ha 100
KOEK, JCHWCTBYET HAa OCHOBaHMM YcrTaBa YHuBepcureta u I[lomoxeHus o
CaHATOPUU-TIPO(PUIIAKTOPUH.

B  VHuBepcurere Takxe JeWcTByeT S5 oOwWEXUTHH, 3  MyHKTa
OOIIECTBEHHOTO MTUTAHUS.
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7. HOPMATUBHO-METOANYECKOE OBECIIEYHEHUE CUCTEMbI
OLEHKU KAYECTBA OCBOEHUSA OBYYAIOLLIUMUCA OIIOII BO

7.1. XapaxkrepucTtuka (POHAOB OLEHOYHBIX CPEACTB sl NMPOBEACHUS
TeKYLIero KOHTPOJISA yCIIeBAaeMOCTH M NMPOMEKYTOYHOM aTTeCTALMU

B coorBerctBUM ¢ TpeboBanusamu DI'OC BO gmsa  arrecranuu
oOy4JaronMxcsi Ha COOTBETCTBHE MX IMEPCOHAIBHBIX JOCTUXKEHUN TpeOOBaHUSIM
OIIOIT BO nHa cooTBeTcTBYIOIIMX Kadeapax YHUBEpCUTETa CO3MAIOTCS (POHIBI
OLICHOYHBIX CPEACTB JJIS TPOBEACHUS TEKYLIEr0 KOHTPOJS YCHEBAEMOCTH H
IPOMEKYTOYHOM aTTECTALMH.

@OH/1bI OLICHOYHBIX CPEJICTB BKIIOYAIOT:

— KOHTPOJIbHBIE BOMPOCHI M THUIOBBIE 3aIaHUS JIsl IPAKTUUECKUX 3aHSATUM,
7a00paTOPHBIX U KOHTPOJIBHBIX pad0T, 3a4€TOB U 3K3aMEHOB;

— TECThI ¥ KOMITbIOTEPHBIE TECTUPYIOIIUE TPOTPAMMBI;

— TpPUMEPHYIO TEMAaTUKy KYypCOBbIX pabor, pedeparoB u T.IL,
JEMOHCTPUPYIOUIYIO0  pe3yJbTaThl TBOPYECKOM M  MPAKTUYECKOM  palbOThI
oOydJarommxcs;

— uHbIe  (QOpPMBI  KOHTpPOJIS, IO3BOJIAIOIINE  OLEHUTh  CTENEHb
c(OpMUPOBAHHOCTH KOMITETEHIINI 00yJaromuxcsl.

@oHJ OLIEHOYHBIX CPEACTB [JIsi MPOBEICHHS MPOMEKYTOUYHOM aTTeCTAlluU
oOydaromuxcss MO JUCHMIUIMHE WM T[paKTUKEe, BXOMSIIMA B  COCTaB
COOTBETCTBYIOIIEH pabouei MporpaMMBbl JUCIUIUIMHBI WM TPOrPaMMbl TPAKTUKH,
BKJIFOYAET B ceOs:

— MepeyeHb KOMIIETEHUUHA C YKa3aHHEeM OJTanoB MX (HOPMHUPOBAHMS B
IPOLIECCE OCBOEHUS IPOTPAMMBI;

— ONHUCAHWE I[I0Ka3aTellel W KPUTEPUEB OLICHUBAHUSA KOMIIETEHUMU Ha
pa3NuYHbIX dTanax (OPMUPOBAHMS, ONTMCAHUE IIKAJT OLICHUBAHUS;

— TUTNIOBBIE KOHTPOJIbHBIE 33JIaHUS WU MHBIE MaTepUaibl, HEOOXOAUMBbIE IS
OIICHKM 3HAaHUW, YMEHHWH, HAaBBIKOB U (WJK) OMNbITa JESTEIHLHOCTH,
XapaKTepU3yIIMX ATanbl (POPMUPOBAHUS KOMIIETEHIIMH B TPOLIECCE OCBOCHUS
OCHOBHOM TTpo(eCcCHOHANTbHOM 00pa30BaTeILHON MPOTPAMMBEI;

— METOJMYECKUE MaTepUalibl, OMPEACIAIONIUE MPOUEAYpPhl OICHUBAHUS
3HAHUW, YMEHUN W HaBBIKOB W (WJIM) ONbITA JAESITEIbHOCTH, XapaKTEPHU3YIOIIUX
aTanbl (HPOPMUPOBAHKS KOMIIETEHITUH.

Jist  xkaxpaoro pesyiabTaTa OOYyYeHHS 1O [UCHUIUIMHE WM TPaKTHUKE
ONpeJeNieHbl  MOKa3aTead W KPUTEpUM  OLICHUBAHUSA  CPOPMHUPOBAHHOCTH
KOMIIETEHIIMM Ha Pa3IMYHBIX 3Tarnax uX (HOPMUPOBAHMS, IIKAIBI U MPOIEAYPhI
olieHMBaHUs (B pabo4MX mporpammax y4eOHbIX TUCLUILINH).

7.2. TocyaapcTBeHHasi  MTOroBasi  arrecTaldsi  BbINYCKHHUKOB
MAarucTpaTypsbl

['ocynapcTBeHHass WMTOroBas AaTTECTAlldsl HAIpaBIICHA Ha YCTAaHOBJIICHHE
COOTBETCTBHS  YPOBHS  TNPO(ECCHOHATHLHON  MOATOTOBKH  BBITYCKHHUKOB
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TpeOOBaHUSIM dI'oC BO 1o HaITPaBJICHUIO ITOATOTOBKH
46.04.02 JlokyMEeHTOBEICHUE U apXHUBOBEJCHHE.

l'ocymapcTtBeHHass WTOroBas arTecTalus BBIIIYCKHMKA Y HUBEPCUTETA
ABJIETCSl  00sA3aTEJIbHOM W OCYIIECTBIAECTCS TOCIE€ OCBOCHUS OCHOBHOM
npodeccuoHanbHON 00pa30BaTeIbLHON MPOTPaMMBI B TTOJIHOM 00bEME.

l'ocynmapcTBeHHass WTOroBas AaTTECTalMsl MPOBOJMTCS B COOTBETCTBHM C
YTBEPKICHHOW IPOrpaMMOM IOCYJIapCTBEHHOM UTOr0OBOM artecranuu. [Iporpamma
rOCyJJapCTBEHHOW UTOTOBOW aTTecTanuu npuseacHa B [Ipunoxenun B.
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8. IUCT PETUCTPAIIMUA U3SMEHEHUWI U TIOITOJTHEHUI

Homep
H3MeHEeHUs!

Homep, nara u
HaNMEHOBaHHe
pacnopsiANTeIbHOIO
JAOKYMEHTA 0
BHECEHMHU U3MEHEeHHU

Jlara
BHECEHMUS
U3MeHeHusl

®.N.0. auna,
BHeCIIEro
H3MeHeHue

IHoanucek




