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PabGouass mporpamma y4eOHOW mucHMIUIMHBI «JloKymMeHTOBeAeHHE B
npodeccuoHanbHON NEATEIIBHOCTH SABJISIETCA YacCThIO OCHOBHOM
npodeccuoHanbHOl 00pa30BaTENbHON MPOrpaMMbl JIJIsi MMOATOTOBKU OakalaBpOB
no HanpasieHuto 49.03.02 dusnueckas KyapTypa Ui JIMI C OTKJIOHEHUSIMA B
COCTOSIHUHU 37I0POBBS (aManTUBHAS Gu3HUecKas KyJabTypa) OYHOU B 3a09HON (opM
oOyJeHwms.

CocTtaBieHa  Ha  OCHOBaHUU denepanbHOTO rOCyJIapCTBEHHOTO
00pa3oBaTeNbHOTO CTaHAapTa BBICIIETO OOpa3oBaHUS — OakajgaBpwaTr IO
HampaBieHuto noArotoBku 49.03.02 ®dusmyeckasd KyiubTypa I JIHI C
OTKJIOHEHHUSIMHU B COCTOSTHUH 37I0POBbs (aanTUBHAsS (pu3HUecKas KyJabTypa) OUHON
U 3a0uHOM (opMm 0OydeHMs, YTBEPXKACHHOTO TpuUKazoM MUHUCTEpCTBa
oOpazoBanus u Hayku Poccuiickoit @enepanuu ot 19 centa0ps 2017 roma Ne 942.

COCTABUTEJIb:
KaHJI. TIeJl. HayK, JIOUEHT Kadeapbl JOKYMEHTOBEICHUS U apXUBOBEIACHUS
'OY BO JIHP «JIT'TIY» IN'op6ynuy Upuna AnekcanapoBHa

YTBepxaeHa na 3acenanuu KadeApbI NOKYMEHTOBEICHHS U apXUBOBEJICHUS
[Tpotokon ot «_%2 » _eradpr 20 23 r. No &£
3aBenyroumii kadeapsii :

AOKYMEHTOBE/ICHHSA H apXHBOBEICHUs {Z% “_ VYibuenko IO.B

Onobpena Ha 3acenanuu y4eOHO-MeTouYecKol KOMHCCHH Huerutyra uctopun
MEXTYHAPOAHBIX OTHOILICHHUH H COLHANBHO-MONMTHYECKHX HayK e

[Ipotokon ot «_42 » gerarbpia 20 23 T.Ne &
IIpencenarens yqeﬁuﬁemﬁuqecxoﬁ g
Komuccnn UHCTHTYTa HeTOpHUY,

MEXIYHAPOAHBIX OTHOLLIEHHU

H COLMAIbHO-TIOIMTHYECKHX HayK

AxuHmesa UL

COI'JIACOBAHO:
3aBenyomuit yue6HO-METOHYECKHM OT/1e0M /g Casenkos B.B

«12 » nexabps 2023 .



CTpykTypa u coiep:KaHue Y4eOHOUH TUCUUIIIMHBI

1. Hean u 3axa4u yueOHO JUCHMILTAHBI

[enn wu3yyeHUss Y4YeOHOM JAMCHUUIUIMHBI: OOECHEYUTh OOYyYarOIIHUXCS
TEOPETUUYECKUMH 3HAHUSIMM O CBOWCTBAX, MPHU3HAKaX, (PYHKUUAX, CTPYKType U
MHOroOOpa3uu JOKyMEHTOB, HX KJIacCU(UKALMU, METoJaX U CHocobax
JOKYMEHTUPOBAHHUS; 03HAKOMUTh CTYJIEHTOB C MPOLIECCOM CO3AaHUs, 00pabOTKH,
XpaHEHUsI U HCMOJb30BaHUS JOKYMEHTOB B CBOeM TMpodecCHOHaTbHOU
JESITEIbHOCTH; C(POPMHUPOBATH HABBIKM COCTABICHHS U OGOPMIICHHS pPa3TUYHBIX
BUJIOB JOKYMEHTOB.

3ajayn JUCHUIUIMHBL TTO3HAKOMUTH C OCHOBHBIMHM MOHSATHSMHU B 00JIacTH
JOKYMEHTOBE/ICHHS; OCBOUTH METOJbI U CIIOCOOBI IOKYMEHTHPOBAHUS; HU3YYHUTh
CTPYKTYpY JAOKYMEHTa U HOPMAaTHBHbBIE TPeOOBaHUS K O(POPMIICHUIO PEKBHU3UTOB
JOKYMEHTOB; C()OPMUPOBATH OCHOBHBIE NIPAKTUUECKHE HABBIKU, HEOOXOUMBIE IS
COCTaBJICHUS U OOPMIICHHSI Pa3JIMUHBIX BUJOB IOKYMEHTOB.

2. MecTo aucuuniauabl B cTpykrype OIIOII

VYyebnas mucuuiuiiHa «JloKyMeHTOOOOpOT obecreueHus JesTeIbHOCTH
OpraHu3alMW»  OTHOCUTCA K  4YacTw, dbopMupyemMoil  y4acTHHUKaMU
o0pa3oBaTeIbHBIX OTHOLIEHUHN TTOJITOTOBKHU CTYJICHTOB.

HeoOxomumbpiMu  yCIOBUAMHM  JIII  OCBOCHHMS y4EOHOW  JUCHUIUIUHBI
SBJISIIOTCS: 3HAHUSI OCHOBHBIX TMPEJCTABICHUM O JOKYMEHTE, BUJAX W THIMAaX
JIOKYMEHTOB, JIOKYMEHTAJIbHOM MOTOKE U 3aKOHOMEPHOCTSX €r0 Pa3BUTHS; YMEHUS
0000mIeHrs ydyeOHOro Marepuaja ¢ JIOTUYECKOTO M3JI0KEHHUS Yy4eOHOM
uH(popManuu.

ConepkaHue  AUCHUIUIAHBI  SIBJISIETCSI  JIOTMYECKUM  MPOJAOIKEHUEM
coaepxkanus qucuuiuinH «Mcropust Poccuny, «PyccKui si3bIK U KyJIbTypa peum» U
CIIY’KUT OCHOBOH /I M3YYEHUSI TYMaHUTAPHBIX JUCIUIUIMH 4acThu (HOPMHUPYEMOit
y4aCTHUKaMHU 00pa30BaTENIbHBIX OTHOIICHUM MOATOTOBKU CTYICHTOB.

3. TpeOoBaHusi K pe3yJibTaTaM OCBOCHHS COAEPKAHUS U CHUILTUHBI

CryneHThl, 3aBEpIIMBIINE U3YUYECHHUE AUCIUIIIIUHBI JOJIKHBI:

3HaTh TEOPETUYECKHUE OCHOBBI JIOKYMEHTOBEICHHs, €r0 TEPMHUHOJIOTHIO U
3a/layd; CBOMCTBA, (PYHKIIMM W TPU3HAKUA JOKYMEHTa; CIOCOOBI M CpeCTBa
JOKYMEHTUPOBAaHMS;  KJIacCU(PUKAIMIO  BUIOB  JIOKYMEHTOB;,  CTPYKTYpPY
JIOKyMEHTOB ¥ HOPMaTUBHBIE TPEOOBAHUS K MX COCTABJICHHUIO U OPOPMIICHHIO.

YMETh COCTaBJSATh U O(DOPMIISITH JOKYMEHTHI 10 OCHOBHBIM BHJAaM CBOEH
npo(ecCUOHANBbHON  JEATEIbHOCTH B COOTBETCTBUU C  YCTAHOBJIEHHBIMU
TpeOOBAHUSIMU, B TOM YHUCJIE UCTOJIB3YSl HH(DOPMAIMOHHBIE TEXHOJIOTUH;

BJaJIeTh HaBbIKAMU COCTaBJE€HUS U OG(OPMIICHHSI PpA3IUYHBIX BHUJIOB
JIOKYMEHTOB TPAJUIIMOHHBIM CTIOCOOOM U B AJIEKTPOHHOM BHJIE.

[lepeuniciieHHble  pe3yibTaThl  OOy4YeHHUsS  SBJISIOTCS  OCHOBOM  JUIs
dbopmupoBaHus psAa  KoMIeTeHUUd (6 coomeemcmseuu ¢ DedepanvHuim
20Cy0apcmeeHHbuiM 00pa308amenbHbIM CIMAHOAPMOM 8blCUle20 00pA308aHUsL NO



Hanpagnenuto noocomoeku 49.03.02 Duzuueckas Kyrbmypa O0asg Uy C
OMKJIOHEHUAMU 8 COCMOAHUU 300p08bsl (a0anmueHas Quudeckas Kyibmypa) u
mpebosanuamu k pesyromamam oceoernus OIIOI).

YHUBEPCAIBHBIX KOMIIETCHIIUHN:

YK-4 — cnocobeH ocylecTBISATh JAETOBYI0 KOMMYHHUKAIIMIO B YCTHOU H

MUChbMEHHON (opMax Ha ToCyJapCTBEHHOM s3blke Poccuiickoit denepanun u
MHOCTpaHHOM(BIX) sI3bIKE(aX).

4. CTpykTypa u coaepkaHue y4eOHOH TUCHUILTHHBI

4.1. O0beM y4yeOHOM TUCHMILIMHBI U BUABI Y4eOHOIl padoThI

O0bem yacoB (3a4. ef1.)

Bun yuedHoil paGoThl Ounas 3aouHas
dopma ¢opma
Oo0uas yuedHasi Harpy3Ka (Bcero) 72 (2 3a4. en.) 72 (2 3a4. ex.)
Oo0s13aTesibHAsI ayIMTOPHAs yueOHasi HArpy3ka (Bcero) B 28 8
TOM 4HCJIe:
Jlexkuun 6 2

CeMUHapCKUE 3aHATUS - -

[IpakTHyeckne 3aHATH 22 6
JlabopaTopHbie pabOThI - -
KonTpospHbie paboThl - -
KypcoBas padota (KypcOBOH ITPOEKT) - -

Kontpoib 4 4
CamocTosiTeIbHAsi padoTa CTyAeHTa (BCEro 4acoB) 40 60
dopma aTTecTauuu 3a4eT 3a4eT

4.2. Conep:xaHue pa3aejioB IMCHUIIMHBI

Tema 1. JIokyMeHT 1 c10CO0bI JOKYMEHTHPOBAHUS

[TonsiTue «aoKymMeHT» U ero ¢pyHkuuu. CBONCTBA M MPU3HAKUA JOKYMEHTOB.
CrnocoObl U cpeacTBa JOKyMeHTHpoBaHud. Kiaccudukanus 10KyMEHTOB U CHCTEM
JTOKYMEHTAIUU.

Tema 2.
JeJIONPOU3BOACTBA

3aKoHOJATEIbHBIE AaKThl M TOCYJAPCTBEHHbIE CTAaHJAAPTBl B 00JacTH
JOKYMEHTUPOBAHUSA YIIPABICHUYECKON JEATEIBHOCTH. HopMaTUBHO-IIpaBOBBIE
aKThl 1 METOJUYECKHUE JOKYMEHTBI OPraHOB MCIOJHUTEIBHON BIIACTH. JIOKaIbHBIE
HOpPMAaTUBHBIEC aKThl OPraHU3alMU B 001aCTH JEIONPON3BOICTBA.

Tema 3. PeKBU3UTBI JOKYMEHTOB

IToHATHE «PEKBU3UT AOKyMEHTa». II0CTOSIHHBIE U IEPEMEHHBIE PEKBU3HTHI.
[IpaBuna odopmiieHUsT PEKBU3UTOB JOKyMEeHTa. [ OCymapcTBeHHbBINH Tepo.
OMmbOnema. ToBapubiii 3Hak (3Hak oOciyxuBanus). Kom dopmbl moxymeHTa.
HanmenoBaHnne oprann3annu — aBTopa J0KymMeHTa. HauMeHOBaHuE CTPYKTYpPHOTO
MOAPA3AEIEHUS — aBTOpA JNOKyMeHTa. HanMeHOBaHME NOKHOCTH JULA — aBTOpa
nokymenTta. CnpaBouHble JaHHble 00 opraHu3auud. HaumeHoBanue Buaa
nokyMeHTa. Jlata mokymeHTa. PeructpaumoHHbiii HOMep AOoKyMeHTa. Ccblika Ha

HopmaTnBHO-MeTOANYECKASA 0aza COBPEMEHHOI0



PErHCTPAMOHHBIA HOMEP U AaTy NOCTYNUBILIErO TOKyMEHTa. MeCTO COCTaBIICHHUS
(uzmanusi) nokymeHnTa. ['pud orpanuyeHus A0cTyma K J10KyMeHTy. Aapecat. ['pud
YTBEPKJICHUSI TOKYMEHTA. 3arojloBOK K TeKcTy. TekcT aokymeHta. OTMeTka o
npwioxkeHuu. ['pud cormacoBanus gokymeHta. Buza. Ilogmuck. OTmerka 00
anekTpoHHoM noanucH. [ledars. OTmMeTka 00 ucnonaurene. OTMeTKa o0 3aBepeHUn
koruu. OTMETKa O MOCTYIUIEHUH JoKyMeHTa. Pe3omonus. OTMeTka 0 KOHTpOJIe U
OTMETKa O HalpaBJIEHUU JOKYMEHTA B JIEJIO.

Tema 4. O0mue npaBuJia cocraBjieHusi U1 0GopMIICHHUS TIOKYMEHTOB

Ctune  goxkymeHTOB.  OcoOeHHOCTH  OQUIMATBHO-IETIOBOTO  CTHIIS
nokyMeHTa. OOIICIPUHATHIE CTUJIEBBIE O0OPOTHI. YTNOTpeOIeHHE MPOMUCHBIX U
CTpouHbIX OykB. JlomycTtumbpie W Hambosnee ymoTpeOasieMble COKpAIlECHUS.
TpeboBanust Kk OPOPMIICHUIO PEKBU3UTOB JOKYMEHTOB. bilaHKM TOKYMEHTOB U
MOPSATOK X 0POPMIICHHUS.

Tema 5. Ilopsaaoxk cocraBjieHusi U O0GOPMIICHUA OPraHU3ALMOHHO-
NPaBOBbIX JOKYMEHTOB

OpraHn3anMOHHO-IIPAaBOBBIE JTOKYMEHTHI OpraHU3alli{, WX LEIH U 3aJa4d
co3ganus. JIOKYMEHTBI, pPETYyJHMpPYIOLIUE JEATEIbHOCTh OpraHU3allud W
CTPYKTYpPHOrO TmojpasfeicHus. JIOKYMEHTBI, pPETyJHMpPYIOIUE JeATEIbHOCTb
COTPYIHHUKOB. YCTaB, poJib yCTaBa B AEATEIbHOCTU opranuzauuu. Ilonoxxenue 06
OpraHU3alliy, MOJOXKEHUE O CTPYKTYPHBIX noApasaeieHusax. Jlorosop. Tpynosoe
cornamenue. llltatHoe pacncaHue U TOJKHOCTHBIE HHCTPYKIUU.

Tema 6. Ilopsaok cocraBiieHHMsT U O(OPMJICHUS PACHOPSAUTEIbHBIX
JTOKYMEHTOB

Lenu u 3amaunm u3JaHUs PACTOPSAUTENBHBIX JOKYMEHTOB. J[OKyMEHTHI,
U3/1aBacéMble Ha OCHOBE KOJUIETHAIBHOrO MpHUHATUS pemieHusd. [locranoBnenusa u
pemieHus. JIOKyMEHTBI, HW3/JaBacMble Ha OCHOBE E€IUHOJIMYHOTO MPUHATHUSA
pemienus. IIprka3 1o OCHOBHOM [EATENBHOCTH M BBINMCKA M3 IPUKa3a IO
OCHOBHOW J1esTeNIbHOCTU. Pacniopsixenue. IIpoTokoa v BeIMCKa U3 IPOTOKOIIA.

Tema 7. IlpaBuia cocCTaB/IeHUS CHPABOYHO-UH(POPMALMOHHBIX
JOKYMEHTOB

CrnyxxeOHblE JTOKYMEHTHI, oOecreuuBamlme WHOOPMAIMOHHBIA OOMEH
MEXIY CTPYKTYPHBIMH MOJIpa3eieHUusIMU U opranu3anusmMu. CrnpaBku. OCHOBHbIE
PEKBU3UTHI CHPAaBOK. AKThl M TpeOoBaHUsA K uX odopmieHuto. JlokiagHbie u
OoOBsCHUTENbHBIE 3amuCKU. (OCHOBHbIE TpeOOBaHUS K COCTaBICHUIO W
opopmieHuto AenoBbix nuceM. (OcoOeHHOCTH Oo(QOpMIIEHHS JOKYMEHTOB
Nepe1aBaeMbIX MO JEKTPOHHOU MOUTE.

4.3. Jlekuuu
Ne Ha3BaHnue Tembl O0bem yacoB
n/n Ounas 3aouHas
¢popma ¢opma
3 cemectp / 4 TpumecTp
1 | HoxyMeHT 1 criocoObl JOKYMEHTUPOBAHUS
) HopmartuBHo-MeToMueckass 6a3a  COBpPEMEHHOIO ) )

ACIOIMMPONU3BOJACTBA
3 PexBu3uThHI JOKYMCHTOB




4 O6mme mpaBWia COCTaBICHHS ©  OGOPMIICHHS
JIOKYMEHTOB 5

5 [Mopsimox COCTaBJICHUS u oopmieHus
OpraHnu3allMOHHO-IIPABOBLIX JOKYMCHTOB

6 [Mopsimox COCTaBJICHUS u oopmieHus
PacCiopAAUTCIbHBIX TOKYMCHTOB )

7 [TpaBuia COCTaBJICHUS CIPaBOYHO-
MH(POPMAIMOHHBIX JTOKYMEHTOB

Hroro: 6 2

4.4. IlpakTHyeckue / ceMUHAPCKHUE 3aHATHS

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

3 cemectp / 4 TpumecTp
1 JIOKYMEHT U c11ocoObl JOKYMEHTHPOBAHUS 2
) HopmaruBHO-MeToqMUeckass 0a3a COBPEMEHHOTO )
JIeJIONIPOU3BOICTBA 2
3 PeKxBHU3UTHI TOKYMEHTOB 4
4 OOmue mnpaBuiIa COCTaBICHUS U OQPOPMIIECHHUS )
JIOKYMEHTOB
5 TpumecTp
5 Iopsnok COCTaBJICHUS U oopmienus 4
OpraHU3aIMOHHO-TIPABOBBIX TOKYMEHTOB )
6 [Topsnok COCTaBJICHUS U oopmienus 4
pacropsINTEIbHBIX JOKYMEHTOB
7 IIpaBuna COCTaBJICHUS CIPaBOYHO- 4 ’
WH(POPMAIIMOHHBIX JOKYMEHTOB
Hroro: 22 6

4.5. JlabopaTopHbie padoThI
Y4eOHBIM MJITAHOM HE MPEyCMOTPEHBI.

4.6. CamocTosiTesibHasA padoTa CTY/1eHTOB

Ne ni/nn Ha3Banue Tembl Bua camocrositeqbHOM O0bem yacoB
padoThI Ounas 3aounas
dopma ¢bopma
3 cemectp / 4 TpuMecCTp
JIokyMeHT 1 [ToaroroBka k
1 CHIOCOOBI MIPAKTUYECKOMY 3aHATHUIO U 4 3
JOKYMEHTUPOBAHUS | BBITIOJTHEHUE MMPAKTHUECKUX
3a/IaHUI
HopmaruBHo- [ToaroroBka k
> MeTonudeckas 6a3a | MPaKTHYECKOMY 3aHSTHIO U 4 3
COBPEMEHHOTO BBITIOJTHEHUE TTPAKTHUECKUX
JICJIONIPOU3BOJICTBA | 3aJaHUM
PexBU3UTH IToaroroBka k
3 JIOKYMEHTOB MIPAKTUYECKOMY 3aHATHUIO U 7 3
BBITIOJTHEHUE TTPAKTHUECKUX
3aIaHUI




OO6mume nmpaBuia IToaroroska

4 COCTABJICHUS U MIPAKTUYECKOMY 3aHATHUIO U 4 3
odopmiieHus BBITNOJIHEHUE ITPAKTUUECKUX
JIOKYMEHTOB 3a/laHui

3 cemectp / S TpuMeECTp

[Topsimox [ToaroroBka k
COCTAaBJICHHUS U [IPAKTUYECKOMY 3aHATHUIO U

5 odopmiteHUs BBITIOJHEHHE NPAKTHYECKHX 7 10
OpraHU3alMOHHO- 3aJaHAN
MPaBOBBIX
JIOKYMEHTOB
[Topsimox [ToaroroBka k
COCTAaBJICHHUS U MIPAKTUYECKOMY 3aHATHUIO U

6 odopmiteHus BBIIIOJIHEHUE MPAKTHYECKUX 7 9
pacnopsIAUTENbHBIX | 3aaHUM
JIOKYMEHTOB
IIpaBuna Iloaroroska x
COCTABJICHHS MIPAKTUYECKOMY 3aHATHUIO U

7 CIIPaBOYHO- BBITNOJIHEHUE NTPAKTUYECKUX 7 9
MH()OPMATMOHHBIX 3aJaHui
JIOKYMEHTOB

Hroro: 40 60

4.7. KypcoBbie padoThl
Y4yeOHbIM IJIaHOM HE IPEAYCMOTPEHBI.

5. MeToanueckoe odecriedueHue, 00pazoBaresibHbIe TEXHOJIOTHU

[IpenonaBaHue AUCUMIUIMHBI BEAETCS C MPUMEHEHHEM CIEIYIOUIUX BHUIOB
00pa3oBaTeIbHBIX TEXHOJIOTUH:

Hugpopmayuonnvle MexXHOI02Ul: UCII0JIb30BAaHUE AIEKTPOHHBIX
o0pa3oBaTeNbHBIX PECYpPCOB TMPH MOATOTOBKE K TNPAKTUYECKUM 3aHATHSIM. B

paMKax JaHHOM  0Opa30BaTENbHOW  TEXHOJOTUHM OCHOBHBIMH  (popMamMu
OpraHu3aiuu y4eOHOro Tpollecca SIBUJINCh: BU3YyalU3alMs, MPOEKTUPOBAHUE,
MIPE3EHTALUY.

Texnonocuu npobdnemno2o ob6yuenus: METOJ MPOOJEMHBIX 3aJaHUN, METOA
AIBPUCTUYECKOM Oecebl.

HnmepaxmueHvie mexnono2uu: MO3roBOM MITypM, pab0oTa B MaJIbIX TPyIIax.
B pamkax paHHOW 00pa3oBaTeNbHOM TEXHOJOTUM OCHOBHBIMHU (hopmMamu
OpraHu3aldd Y4eOHOro mpolecca SBUWIUCH: YHOPAKHEHUS 10 MPUMEHEHUIO
3HAHWM, JOKJIaAbl CTYACHTOB, BBICTYIUICHHS Ha MPAKTUYECKUX 3aAHATHUSAX,
MOJATOTOBKA CTYJICHTAMHU COBMECTHBIX MPE3eHTAIUH.

[ToMuMoO 3TOrO, MPU U3YyYEHUU NUCHMIUIMHBI UCIIONB3YIOTCS TPAIAULMOHHBIE
METO/Ibl 00YUEeHHUSI: ICKLINHU, TPAKTUYECKUE 3aHATHUSI.

6. ®opMBbI KOHTPOJISI OCBOCHUS Y4€OHOM JUCHMILUIUHBI.

Tekymas arrecranus CTYASCHTOB NMPOU3BOJIUTCS B JIUCKPETHBIE BPEMEHHBIE
WHTEpPBAJIBl JIEKTOPOM U TNpenojaBaTeieM(sMH), BEAYIIUMH MPAKTHUYECKUE
3aHITHS TI0 TUCIUTUIMHE B CIEIYIONUX (popMax:



—BBICTYIUICHUE HA TTPAKTUYECKUX 3aHATUSX;
—y4acTHe B IUCKYCCHSIX;
—CaMOCTOSITEIbHOE KOHCIIEKTHPOBAHKE JTUTEPATYPHI U €€ aHAIU3;
—BBITIOJTHCHUE WHIANBUIYAIBHBIX MPAKTUICCKUX 3aaHU,
~TIMChMEHHBIE OTBETHI Ha KOHTPOJIBHOM padoTe.
[TpoMeXyTOUHBII KOHTPOJbh IO pe3yJbTaTaM OCBOSHHUS JHCIUTUIHHEI
IPOXOIUT B Popme 3adera.
Cucrema HaKOIUICHUs 0aJIOB IO BUAAM pabOT OTpakaeTcs B TaOIuUIe:

CucreMa oueHUBAHMSA Y4eOHBIX JOCTHKEHU CTYIEHTOB
04HO# popMBbI 00yUEeHUA

Bun rtekymeit yae0Hoil padoThl Koamecrso
0aJI0B
3 cemecTp
PaboTta Ha mpakTHYECKUX 3aHATHIX 55
KonTponbHas padbora 15
3auer 30
Uroro 3a cemectp: 100
Bcero 3a roxg 100

Cucrema OIICHUBAHUSA yqeﬁmﬂx IIOCTI/I)KCHI/lﬁ CTYACHTOB

3a04HOM (POPMBI 00yUeHUSs

Bupn Texkymeii yueOHol padoThl Koamecrso
0aJliI0B
4 Tpumectp
PaboTa Ha MPaKTUYECKUX 3aHATHUSIX 5
KonTtposnbHas pabota 20
Wroro 3a Tpumectp: 25
5 TpuMecTp
PaboTa Ha MpakTUYECKUX 3aHATHUIIX 20
KonTtposnbHas pabora 15
3auer 40
Hroro 3a tpumectp: 75
Bcero 3a roa 100

HakxonuteabHas cucreMa oueHuBanuda no 100-0anabHoi miKaje

Yerbipexda/ib 100- BykBeHHas mIKaJia, COOTBETCTBYIOIIAA Cucrema
Hasf cucTeMa oasILHaAA 100-0a11bLHOM IIKaJIe OlLlcHHMBaHUS
OLlCHUBAHUSA IHKaJa 3adyeTra

JK3aMeHa

OT1inyHO 90-100 A — OTIMYHO —  TEOPETHUYECKOe
COJIep’KaHuE Kypca OCBOEHO IOJIHOCTBIO,
0e3 po0eIoB; HEO0OXONMBIC
NpaKTUYeCKHe  HaBbIKM  paboOThl ¢
OCBOCHHBIM MarepruaioMm

c(OpMHPOBaHbI, BCE MPEIYCMOTPEHHBIE




porpamMmoit oOy4eHus y4eOHbIe
3aJ]aHUS  BBIIIOJHEHBI, KauecTBO UX
BBITIOJTHEHUSI OLEHEHO YHCIIOM OaioB,
OJIM3KUM K MaKCUMaJIbHOMY

Xoporo

83-89

B — ouecHb XOpOHmIO — TEOPETHUECKOE
CoJIep’KaHue Kypca OCBOCHO IMOJIHOCTBIO,
oe3 po0eJIoB; HEe00XO0qUMBIE
MPAKTUYECKHE  HABBIKM  pabdOThI  C
OCBOCHHBIM MaTE€pPHAIOM B OCHOBHOM
c(OpMHUPOBAHBI; BCE MPEIyCMOTPECHHBIE
porpamMmoit oOy4eHus y4eOHbIe
3aJIaHHs BBITIOJIHCHBI, Ka4eCTBO
BBIIIOJIHEHHMST ~ OOJIBIIMHCTBA M3 HUX
OI[CHEHO YHCIIOM OaysioB, OJHU3KUM
K MaKCHMaJIbHOMY

Xopomo

75-82

C — Xxopomo —  TEOPETUYECKOE
COZIEp’)KaHHEe Kypca OCBOCHO IOJHOCTHIO;
HCKOTOPLIC IMPAKTUYCCKUC HaBbIKH
pabOTBl € OCBOGHHBIM  MaTepHaIOM
c(OpMHPOBAaHBI  HEIOCTATOYHO; BCE
IpeyCMOTPEHHBIE IpOrpaMMoii
o0ydeHus yaeOHbIC 3aJaHUs BBITIOJTHCHBI,
Ka4eCTBO BBIITOJHEHUS HU OJTHOTO U3 HUX
HE OINCHCHO MHHHUMAJIBHBIM YHCJIIOM
OanoB, HEKOTOpBIC BHIBl  3aJaHUN
BBIIIOJIHEHBI C OIIMOKaMH

Y noBneTBo-
PUTEIBHO

63-74

D — yIIOBJIETBOPUTEIHHO —
TEOPETUUECKOE coJiepKaHue
JUCLHUIUIMHBL  OCBOEHO YacTUYHO, HO
npoOenbl  HEe HOCAT  CYILECTBEHHOTO
XapakTepa; He0OX0AUMBbIE MPAKTUYECKHE
HaBBIKH paboThI C OCBOCHHBIM
MaTepHagIoM B OCHOBHOM
c(hopMUPOBAHBIL; OOJIBIIIMHCTBO
HPEIYCMOTPEHHBIX MPOrpaMMoit
00y4YeHHsI YIeOHBIX 3a/IaHHI BBITIOIHEHO,
HEKOTOpbI€ U3 BBIIOJHEHHBIX 3a/1aHul,
COJIepXKaT OIUOKH

Y nosneTBo-
pUTENBHO

50-62

E — mocpenctBeHHO — TeopeTHYEcKoe
COJIep)KaHWE Kypca OCBOCHO YacCTHYHO;
HEKOTOphIE  NPAKTHUYECKHE  HaBBIKU
paboTel  HEe CPOPMUPOBAHBI, MHOTHE
MPelyCMOTPEHHBIE MPOrpaMMoit
00yJeHus y4eOHbIe 3a/IaHus
HE BBITTOJIHEHBI bz (o0 KaueCcTBO
BBITIOJTHCHUS. HEKOTOPBIX M3 HUX OIICHCHO
YHCIIOM 0aos, OJIM3KUM K
MUHUMAITBHOMY

3auTreHo

Heynosnerso-
PUTENBHO

2149

FX -~  HeylOBIETBOPUTEIBHO  —
TEOPETUYECKOE  COAEpKaHuEe  Kypca
OCBOGHO  YaCTHUYHO;  HEOOXOJUMbIe
MIPAKTHYECKHE HAaBBIKU paboThI




He C(hOPMHUPOBAHBI; OOJIBIITMHCTBO
MPEyCMOTPEHHBIX POrpaMMoit
00y4eHus y4eOHBIX 3aTaHUI
HE BBIIIOJHEHO 1100 Ka4eCTBO
HX BBIIOJIHEHUS OIIEHEHO YHCIIOM
0a/IoB, OJU3KUM K MUHUMAIILHOMY; TIPH
JIOTIOJTHHUTEIIFHOM CaMOCTOSITEILHOMI
pabore  Hax  MarepuaIoM  Kypca
BO3MO’KHO MOBBLIIIEHUE KayecTBa
BBITIOJTHEHUS YICOHBIX 33 aHUI
Heynosnerso- 0-20 F - HEYZOBJIETBOPUTEIBHO -
PUTEIIBHO TEOPETHUECKOE  COJIepXKaHuE  Kypca
HE OCBOEHO; HEOOXOIMMEIE He 3aureno
MIPAKTUIECKHE HaBBIKU paboThI
He c(hOPMUPOBAHBI, BCE BBIOJTHECHHBIC
yueOHBIC 3amaHus CcojepX,aT TIpyObie

OIIIHOKH, JIOMIOJTHUTENbHAS
CaMOCTOSITEIbHAS pabora HaJ
MaTepUaIoM Kypca HE TPUBEICT

K KaKOMy-JH/I6O 3HAYMMOMY IOBBIIICHUTIO
Ka4yCCTBa BBIITIOJIHCHUA y‘Ie6HBIX SaﬂaHI/Iﬁ

7. YueOHOo-MeTOoaAn4ecKOe U NPOrpaMMHO-UH(OPMALIMOHHOE 0O0ecIedeHue
TUCHUNITIHHBI

a) OCHOBHAs JIUTEpaTypa:

1. ApacnanoBa, B. A. JlokymMeHTalluoHHOE 00ecTIieUeHUE YIIPaBICHUS : yueo.
nocobue / B. A. ApacnanoBa. — 3-e usn., gomn. u nepepad. — Cypryr : Cypl'IlY,
2019. — 239 c. — Tekct : 3nekTpoHHbIA // JlaHb : 3JIEKTPOHHO-OMOIMOTEYHAs
cucrtema. — URL: https://e.lanbook.com/book/151937.

2.T'amenko, H. H. OcHoBBl nenonpousBojacTBa : y4edb. mocodue
/ H. H. T'anenko. — Camapa : CamI’'AY, 2019. — 181 c. — TeKkcT : 3JIEKTPOHHBIN
// JIanb ; AJIEKTPOHHO-OMOIMOTEeUHAs cucrema. — URL:

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

3. OCHOBBI JOKyMEHTOBeAeHUs : y4eb.-metoa. mocodue / coct. T. H.
Kosnosckas. — TonbstT : TI'Y, 2010. — 122 ¢. — Tekcr : anmekTpoHHbIH // JIaHb :
3NIeKTpOHHO-OubMoTeunas cuctema. — URL: https://e.lanbook.com/book/139960.

4. Ilerymko, H. E. JoxyMeHTalmonHoe obOecnedeHrue yrpaBleHHus : y4deO.-
metoxa. mocodbue / H. E. Tlerymko. — Munck : BI'VKH, 2020. — 165 c. — Tekcr :
MeKTpoHHbI //  Jlamb : 2nekTpoHHO-OuOnMoreunas cucrema. — URL:
https://e.lanbook.com/book/176019.

0) TONOJIHUTEIbHAS JTUTEpaTypa:

1. JlokyMeHTOBeIcHUE U apXUBOBeAEHUE : cioBaphb / cocT. O. I'. YcanoBa [u
ap.]. — Yensounck : UI'UK, 2015. — 115 c. — Tekct : snexrponHsiit // Jlausp :
ANEKTpOHHO-OnbMMoTeunas cuctema. — URL: https://e.lanbook.com/book/177717.

2. [IpaBuna opraHu3anuu JCIONPOU3BOACTBA, KOMIUICKTOBAHUS, XpaHCHUS,
ydeTa W HCIOJIb30BaHUS JTOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax, OpraHax
MECTHOTO CaMOYIpaBJICHUS, HA MPEANPUATHSIX, B YUPEKICHUIX, OPTaHU3AIUIX
[OnexTpoHHBIN pecypc]| : yTB. mocraHoBieHuem Coera Munuctpo JIHP ot



21.03.2017 No 109/17. — Pexum JOCTYTIA:
https://sovminlnr.ru/akt/23.03.2017/109_17.pdf.

3. TumnoBass MHCTPYKIHUSA 1O JEIONPOU3BOACTBY B MCHOJHUTEIBHBIX OpraHax
rocyaapctBeHHoi Bnactu Jlyranckoi Hapognoit PecnyOnuku [DneKTpoHHBIN
pecypc] : yrB. nocranoBieHueM Coeta MunuctpoB JIHP ot 18.10.2016 Ne 562.
— Pexxum nocrtyna: https://sovminlnr.ru/akt/24.10.2016/562.pdf.

4. TunoBass MHCTPYKLIMS IO JIEJONPOU3BOJCTBY B 00pa3oBaTeNbHBIX
oprau3anusx (y4pexacHHsIX), MOABEIOMCTBEHHBIX MHUHHUCTEPCTBY 00pa30BaHUS
u Hayku Jlyranckoit Hapomuoit PecmyOmmku [DmekTpoHHBINM pecypce| : VYTB.
npuka3zoM M-Ba oOpazoBanus u Hayku JIHP ot 16.03.2018 Ne 229-O/1. — Pexxum
nocryma: https://minobr.su/docs/1699-prikaz-mon-Inr-229-od-ot-19032018.html.

B) IHTEpHET-pECypCHI:

1. JIyranckas pecnyOiuKaHCKasi YHHUBEpCAIbHAs Hay4yHas OMOJMOTEKAa WM.
M. T'opbkoro : [caiit]. — Pexxum noctyna: http://lib-1g.com/.

2. Poccuiickas rocynapcTBeHHass OumbOimuoreka : [calT]. — Pexkum gocrtyma:
https://www.rsl.ru/.

3. Hayunas Oubnuoreka I'OY BO JIHP «JII'TIY» : [caiir]. — Pexum
noctytma: https:/lib.Igpu.org/.

4. 9bC TPR SMART [caiit] : HayuyHO-00pa3oBaTeNbHBIA pecypc. — Pexum
noctyna: https://www.iprbookshop.ru/.

5.9BC «Jlanby [caifT] : amekTpoHHas OubnMoTeKa. — PexuM 1ocTyma:
https://e.lanbook.com/.

8. MaTepuaibHO-TeXHHYECKOE o0ecnevyeHne TUCIUININHBI

OcBoeHue NHMCHMIUIMHBI MPEIOJIaracT HCIOJIb30BAHUE aKAJIEMHYECKUX
ayJIUTOPHA, COOTBETCTBYIOIIMX JEHCTBYIOIIUM CAHUTAPHBIM U MIPOTUBOIOKAPHBIM
npaBujIaM U HOpMaM.

[Ipouee: pabouee MecTO NpenojaBaTesisi, OCHAILEHHOE KOMIIBIOTEPOM C
JIOCTYNOM B MIHTepHET.

AyauTOpHOE OCHalleHWe: JIEKUMOHHAas ayAuTopusi, pabodyee MECTO
NPEernoJaBaTesisi, OCHAILEHHOE KOMIIBIOTEPOM, paboyuMe MecTa CTYJIEHTOB,
KaHIIEJIAPCKOE OCHAILIEHHE Y4eOHOro mpolecca.

JlekUMOHHBIE  3aHATHS:  MYJbTHUMEAHWMHAS  ayJAUTOPHUS:  KOMIIBIOTED
MyJIFTUMEIMA C TMPHUKJIAJHBIM IPOrPAMMHBIM OCHAIEHUEM: MPOEKTOP, KOJOHKH,
nporpamma Jiisi pocMOTpa BUAEO (DaiiioB, cucTeMa BUACOMOHTAaXa, TEIEBHU30p,
AJIEKTPOHHBIE MPE3EHTALMU 110 TEMAM JIUCLHUILINHBI.

[IpakTrueckue 3aHATUSA: KOMIIBIOTEPHBIN KJIacC, TPE3CHTALMOHHAS TEXHUKA.

[IpenogaBanne AUCHMIUIMHBI MPEAYyCMAaTPUBAET AOCTYN OOy4arommxcs K
AJIEKTPOHHO-OMOMMOTEUHBIM  CUCTeMaM  (DJIEKTPOHHBIM  OHOMMOTEKaM) © K
AIIEKTPOHHON HMH(POPMALIMOHHO-00PAa30BaTENBHON Cpelle YHUBEPCHUTETA, KOTOpas
o0OecreuynBaeT BO3MOXKHOCTh JOCTyna oOOydalmmxcsa K HHGOPMAIMOHHO-
KOMMYHUKAIIMOHHOM ceTH « IHTepHeT.



9. JIucT 1OMOJTHEHUH U U3MEHEeHUI

n/n

Jara
BHECEHHS
H3MeHeHud /
JOTOJTHEHH S

OcHoBanue

Conepxanue
u3MeHenuns /
JOTOJTHEHHU S

Jluna, moarBep kaawnue
H3MeHeHue / NoIoJTHeHHe

3aBeyIOMHt Hupexrop /

kadenpoii JeKaH
(Damunus, (Damunus,
UHUYUATBL, UHUYUATBL,

noonucy) noOnuUcy)




