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[Iporpamma coctaBneHa B cootBeTcTBUU ¢ TpeboBanusimu @I'OC BO (Bepcus 3++)
0 HarnpasyieHUI0 MoaAroToBkH 46.03.02 JIokyMeHTOBEIEHNE U ApXUBOBECHHUE.

ABTOp-coctaBuTenb: Anekcanaposa H. O., goueHnt kadeapsl ucropun, My3€0JIOTHH U
JIOKYMEHTOBEACHUS, KAaHTUAAT UCTOPUIECKUX HAYK, JTOIICHT.

Pabouas nporpamma aucuuiinHbl kKak coctaBHas yactb OIIOIT Ha 3acenanuun coBeta
dakynbpTeTa JOKYMEHTAIBHBIX KOMMYHHKAIMI U Typyu3Ma PEKOMEHI0BaHA K PACCMOTPEHUIO
AKCIEPTHOMN KomHccuel, mpotokon Ne 7 ot 24.05.2021.

OxkcnepTtu3sa nmposeaeHa 27.05.2021, akr Ne 2021/10VY ().

Pabouas nporpamma aucuuiuinebl kak coctaBHast yactb OIIOIT yrBepxaeHna Ha 3ace-
JIaHUM YYEHOTO coBeTa MHCTUTYTa MpoToKoa Ne 9 ot 31.05.2021

Cpok nerictBusi paboyeil mporpaMmbl TUCHUIUIMHBI TIPOJIEH Ha 3aCelaHuU Y YeHOTO
COBETa MHCTUTYTA!

YueOHbIi roj Ne npoTokoJia, 1aTa YTBepPKACHHUS

2022/23 npotokoa Ne 8 ot 30.06.2022

2023/24 npoTokoa Ne 8 ot 29.05.2023

2024/25 nporokos Ne 11ot 27.05.2024

2025/26 npotokoa Ne 8 ot 26.05.2025

2026/27 npotokoa Ne 10 ot 25.05.2026

63 JlokyMeHTOBeieHHEe : paboyas MporpaMma JUCLUIUIMHBI @ Mporpamma Oaka-

naBpuata «JloKyMeHTalMOHHOE O0ECleYeHUE YNpaBJICHUS» C MPUMEHCHHEM HC-
KJIIIOUUTEIBHO JAMCTAHLMOHHBIX 00pa30BaTENbHBIX TEXHOJOTHH IO HAIpPaBIICHUIO
noarotoBku 46.03.02 JlokyMeHTOBe/leHHE U apXUBOBEJACHHE, KBadudukauus : 6a-
kanaBp / aBT.-cocT. H. O. Anekcannposa ; Yens0. roc. uH-T KynbTypbl. — Yens-
6uHCk, 20231. — 46 c¢. — (PI'OC BO Bepcust 3+). — TekcT : HEMOCPEACTBEHHBIN.

Pabouast mporpamMMa IUCHMIUIMHBI BKJIIOYAET: NE€PEUYEHb IJIAHUPYEMBIX PE3YJIbTAaTOB
o0y4eHUs] 0 JUCLUUILUTUHE, COOTHECEHHBIX C IUIAHUPYEMBIMH pe3ylbTaTaMH OCBOCHHS
00pa3oBaTeNpHON NMPOrpaMMBbl; yKa3aHHe MecTa AUCHUILIMHBL B cTpykType OIIOIl; o6bem
JUCLUIUIMHBI B 3a4€THBIX €JUHULAX C YKa3aHUEM KOJIWYECTBA aKaJEeMUYE€CKHUX YacOB, BBI-
JIETICHHBIX Ha KOHTAKTHYIO PabOTy O0ydaroImuXcs ¢ mpernojaBareneM (1o BUAaM y4eOHBIX
3aHATHI) M Ha CaMOCTOSATENBHYIO paboTy 0OydaloUmIMxcs; COAEp)KaHHe TUCLUIUIUHEI,
CTPYKTYPHPOBaHHOE 110 TeMaM (paszenaM), ¢ yKa3aHHEM OTBEACHHOI'O Ha HUX KOJIMYECTBa
aKaJIEMHUYECKUX YaCOB U BUJIOB YUCOHBIX 3aHSTHI; epevyeHb y4eOHO-METOIM4IecKoro odec-
TICUEHUS I CAMOCTOSATEILHON PaboThl 00YYArOIIUXCS 110 JUCIUILINHE; (POHJ] OIICHOUHBIX
CPEACTB JJIsl IPOBEICHHS TEKYIIETo KOHTPOJIS U IPOMEXKYTOUHOM aTTecTaluy 00ydaromuyX -
Cs 110 JUCLUIUIMHE; IIepedeHb OCHOBHOM M JOIIOJIHUTENIFHON Yy4eOHOM JauTeparypsl, HEOO -
XOIUMOM IJIsi OCBOEHUSI JAUCUMILUIMHBL, TIEPEYCHb PECYPCOB WHPOPMAIIMOHHO-TEIIEKOMMY -
HUKalMOHHOU ceTu MHTepHeT, HeOOXOAUMBIX AJIsl OCBOCHUS TUCLMIUIMHBI; METOAUYECKHE
yKa3aHus [UI1 OOy4aroIUXCsl IO OCBOCHHUIO JUCLUIUIMHBI, NEepeueHb HH()OPMAaLMOHHBIX
TEXHOJIOTUH, MCIONB3YEMbIX TPU OCYIIECTBICHUU 00pa30BaTENHLHOTO Mpolecca MO JIUC-
LUUIUIMHE, BKIIIOYas MepeueHb NPOTrPaMMHOTO O0ecIeUeHHs; ONMCaHUue MaTepuallbHO-TeX-
HUYECKOH 0a3bl, HEOOXOAUMON AJIsl OCYIIECTBICHHs 00pa30BaTeIbHOIO Mpolecca Mo Juc-
LUILIMHE.

© YensaOMHCKHIA TOCYJapCTBEHHBIH
UHCTUTYT KyJIbTypbl, 2021
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AHHOTaAUA

WNugekc wu  Ha3BaHue
TUCIUIDTMHBL 0  y4eOl-
HOMY TUIaHY

b1.0.11

Ilens qUCHUTITMHBI

(hopMupoBaHue y

CTYACHTOB 3HaHUA  TCOPETHUCCKHUX n

METOJMYECKAX OCHOB JIOKYMCHTOBEJCHHUS, OCHOBHBIX MpoOJIeM B
00J1aCTH TOKYMEHTOBEACHUSI.

3amayn TUCHUINIMHEI 3a-
KIIFOYAIOTCS B!

OBJIAACHUC 3HAHUAMU TCOPETHUCCKUX U METOJUYCCKUX OCHOB
JOKYMCHTOBCICHUS,

OBJIAICHUEC 3HAHUAMU OCHOBHBIX
00J1aCTH JJOKYMEHTOBEICHUS;
(opMHpOBaHKE CIIOCOOHOCTH WCIOJIB30BATh TEOPETUUECKHUE
3HaHUs B 00JIACTH JOKYMEHTOBEICHUS Ha MMPAKTHKE;

OBJIaJICHNE€ YMEHHEM WCITOJB30BaTh O(HIIHATBHBIE, HOPMATHB-
HbIC JOKYMCHTEI B cBOeH JACATCIIBHOCTH,

(hopMupOBaHUE CIIOCOOHOCTU HMCITOJIb30BATh MPaBHJIA MOITOTOB-
KM YIIPAaBJIECHYECKUX JOKYMEHTOB U BEJCHUS JEJIOBOM IEpPENnC-
KU,

OBJIa/ICHHE HABBIKAMH MOJITOTOBKH M O(DOPMIICHHSI yIIpaBlicHYE-
CKHUX JIOKYMCHTOB.

mpooIeM B

IInanupyemelie OIIK-3; TIK-1; TIK-4
pe3yIAbTaThl OCBOCHHS
Oo6mas TPYIOEMKOCTh | B 3aU€THBIX eAUHHUIIAX — 9

JUCHUILIMHBI COCTaBJIA-
€T

B aKaJIeMUYECKUX Jacax — 324

PazpaboTunku

Anexcannpoa H. O., momeHt kadenpsl HCTOpHUH, MY3EOJIOTUH U
JOKYMEHTOBEJICHUS], KAHAMJAT UICTOPUUECKUX HAYK, JOLECHT




1. IIEPEUEHD IUIAHUPYEMBIX PE3YJIbTATOB OBYUEHUSA IO JUCHUILIUHE,
COOTHECEHHBIX C ITAHUPYEMBIMU PE3YJbTATAMU OCBOEHUS
OBPA30OBATEJIbHOM ITPOI'PAMMBbI

B nporecce ocBoeHust 0CHOBHOM TTpodeccHoHabHON 00pa30BaTeIbHON TPOTrPAMMBI
(manee — OITOIT) oby4aromuiics JOMHKEH OBIAACTh CICIYIONUMHE Pe3yIbTaTaMUi O0YYECHHUS 110
JICITUTITHHE:
Tab6muna 1



Hepeqenb MNJIAaHUPYEMBIX pE3yJIbTAaTOB oﬁyqemm

ILnanupyembie (MHAUKATOPBI JOCTHKEHHUS KOMIIeTEHIN )
pe3yJbTaThl Kon DJIeMeHTBI 10 KOMIIeTeHIIUU 10 JMCHUILIHHE
ocgoenust OIIOII | uHAUKATOpa | KOMIETEH- B 1I€JIOM
i
1 2 3 4 5
OIIK-3. Cmoco6en | OIIK-3.1 3HaTh TEOPETUUECKUE TEOPETUYECKUE ACIIECKTHI
MPUMEHSATh ACTIEKTHI peIeHns | pemeHus
TEOpETHUECKUE npodeccroHaTBHBIX npodeccroHaBHBIX
3HAHUSA JuIst 3aja4 B chepe | 3amau B cepe
pereHus JNOKYMEHTOBEAEHHS U | JOKYMEHTOBEICHUS
MOCTaBJICHHBIX ApXMBOBEICHUS
3agay B obOnactu | OIIK-3.2 YMers OCYIIECTBIISTh OCYLIECTBISTE 0a30BbIE
JOKYMEHTOBEICHUS 0a3oBbIe JOKyMEHTAIlMOHHBIE
Y apXHBOBECHHS JOKyMEHTAIOHHBIE IIPOLIECCHI
MIPOIIECCHI
OIIK-3.3 Bnagers CIOCOOCH TPUMEHSATH | CIOCOOCH  HPUMEHATH
TEOPETUYECKHUE TEOPETUUECKUE 3HAHUS
3HAHUSA JJs1 peIieHus | s pemieHus
MIOCTABJIEHHBIX 3aJay | IIOCTaBIEHHBIX 3a/1ad B
B obxactu | obmactu
JOKYMEHTOBEACHUSI JOKYMEHTOBEICHUSI
[IK-1. Crnoco6en | ITK-1.1 3HaTH Hay4YHO-METOJIUYECKUE | HAYYHO-METOJUYECKUE
MPUMEHATh OCHOBBI OCHOBBI
Hay4HO- JOKYMEHTOBEACHHS U | JOKYMEHTOBEICHUS
METOINYECKHE ApXMBOBEICHUS




OCHOBBI [K-1.2 YMmeTs (dbopmynupoBartb (dhopmynupoBarthb

JTIOKYMEHTOBEICHHUSI npobaeMy, OOBEKT H | mpoOiieMy, OOBEKT H

Y apXWBOBEJCHHS B penMeT, Uenb U | IpeaMer, 1emb u

po¢hecCHOHATBHOM 3a/1a4H, TUIOTE3y | 3a/1a4H, THIIOTE3y

chepe MIPUKJIATHBIX MPUKIIATHBIX
JOKYMEHTOBEYECKHX | JOKYMEHTOBEIUECKUX
HCCIICIOBaHUH, HCCJICIOBAaHUH,
HCIIOIb30BaTh UCIOJB30BaTh METOJHI,
METOJIbI, aJICKBAaTHBIC | aJICKBATHBIC eI
LIENTH UCCIIEIOBAHUS, a | UCCIEIOBAaHM, a TaKKe
TaKKe IIUPOKUM KpyT | MHUPOKUI Kpyr
OIyOJIUKOBAaHHBIX U | OIyOJMKOBaHHBIX u
HEOITyOJIMKOBaHHBIX HEOITyOJTMKOBaHHBIX
HCTOYHHKOB, HUCTOYHHUKOB,
3NEKTPOHHBIX 3JIEKTPOHHBIX PECYpPCOB
pecypcoB

T1K-1.3 Bnaners HaBBIKAMU HaBbIKAMHU TNPUMEHEHUS

MIPUMEHEHUS 3HAHWW B | 3HAaHUM B obOjacTh
obnacTu JOKYMEHTOBEJICHUS B
JOKYMEHTOBEJICHHsSI W | MPO(ECCHOHAIBHOM
apXUBOBEICHU B | cdepe; OCHOBHBIMU
po(heCCUOHANTBHOMN METOJIaMH
chepe;  OCHOBHBIMH | TOKYMEHTOBEIUECKOIO
METOJaMH WCCIIEZIOBaHUS
JOKYMEHTOBETYECKOTO
HCCIIEIOBAHNS,
AKCIEPTU3BI IEHHOCTH
JOKYMEHTOB

I[IK-4.  Cmocoben | [1K-4.1 3HaTh HOPMaTUBHO- HOPMAaTUBHO-IIPABOBYIO

OpraHu30BaTh u IIPABOBYIO 0azy | 6azy

OCYIIIECTBIISTh JTOKYMEHTHPOBAHHUS JIOKYMEHTHPOBAHHS

JIOKYMEHTHUPOBAaHNE JeSITETBHOCTH JIeSITEeTbHOCTH

JIeSITEITbHOCTH OpraHH3aLUU OpraHH3aluu

OpraHu3aIu 1K-4.2 YMeTh OCYIIECTBIISTh OCYIIECTBJIATH IPOLIECC
MpOIeCC JTOKYMEHTH- | JOKYMEHTHPOBaHUS
poBaHUA JIESTeTLHOCTH
JCATCIBbHOCTH OpraHu3alun
OpraHU3aluu

I11K-4.3 Brnangers HaBBIKAMU HABBIKAMU OpraHU3aLUU

OpraHH3alnn u|u aHaim3a
aHanm3a Pe3yIBTaTUBHOCTH
pE3yIBTaTUBHOCTH nporecca
mporiecca JIOKYMEHTHUPOBAHUS
JOKYMEHTHPOBAHUS JIeSITeTbHOCTH
JEeSTENTbHOCTH OpraHH3aIuu

OpraHu3anruun




2. MECTO JUCHUILIUHBI B CTPYKTYPE OBPA30OBATEJILHOM ITPOT'PAMMBI

JlucuuiuinHa BXOUT B 0053aTeNIbHYI0 YacTh y4e€OHOT 0 IJIaHa.

JlucuuiimHa JIOTUYECKU M COJEP’KATENIbHO-METOJUYECKH B3aUMOCBSA3aHA C JMC-
mummHaMu: «PenakTiupoBanue 10KyMeHTOBY, « H(pOpMalMOHHbIE TEXHOIOI M.

OcBoeHue AUCHUIUIMHBI OyJeT HEOOXOIUMO MPH M3yueHUH AucIUIUiuH: «IIpakTu-
KyM II0 OpPraHHU3allMOHHO-PACIOPSANUTENBHON NOKyMeHTauum», «lloaroroBka yrnpasieHue-
CKUX JIOKYMEHTOB», «OpraHu3anus U TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00ECTICYeHHS YIpaB-
neHus», «JlenoBas mnepenuckay, «CTaHgapTu3alMs IOKYMEHTAlMOHHOTO oOecredeHus
ynpasienus», «HopmatuBHas 0a3za JOKYMEHTAIlMOHHOTO OOECIECUEHHsS YIPABICHUS,
IIPOXOXKJEHUN MPAKTHK: O3HAKOMMUTENIbHAs IMPAKTHKA, HAay4HO-UCCIIeAoBaTeNlbCcKas palora,
IIPEAJUILNIOMHAS IIPAKTHUKA, [IOArOTOBKE K TOCYAAPCTBEHHOM UTOIOBOM aTTECTALlUN.

3. OBBEM JUCHUTJIUHDBI B 3AYETHBIX EJJUHULIAX C YKAZAHUEM
KOJMYECTBA AKAJEMHUYECKHNX YACOB, BBIJIEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOUIMXCA C MIPENOJABATEJIEM (IO BUJIAM YYEBHBIX
3AHSATHIN) U HA CAMOCTOSTEJIbHYIO PABOTY OBYYAIOHIUXCS

OO6mas TPyIOEMKOCTh IUCIUIUIMHBI B COOTBETCTBHHM C YTBEPI)KICHHBIM Y4YEOHBIM
IUTAHOM COCTaBJISIET 9 3aUeTHRIX enuHuI, 324 yaca.

Taoauma 2
330'{]{39[ (I)opMa C l'lpI(IMEHeHI/IeM NCKIIYUTECIbHO JUCTAHINOHHBIX TeXHOJ'[Ol“Hﬁ

3aounas ¢opma c
npuMeHeHNeM UC
Buj yueOnoii paGoThI KJIIOYUTENbHO 11
CTAHIMOHHBIX TeX
HOJI0THii
OO0u1as Tpy10eMKOCTh AUCIHMIUIMHBL 10 YIeOHOMY TIaHy 324
— KonTaktHas pabota (Bcero) 62
B TOM YHCJIE:
JIEKIAHU 14
MIPaKTUYECKUE 3aHATHS 18
KOHCYJIBTALUS 8 pamkax npomexcymounou ammecmayuu (KoncllA) 4
uHas koHTaktHas padota (UKP) 6 pamxax npomescymournou am- 6
mecmayuu
KOHCYJIbTanuu (KOHC.) 14
KOHTPOJIb camocToATenbHOI paboTs! (KCP) 6
— CamocrositenpHas pabota o0yuatommxcs (Bcero) 246
— [IpomexxyTouHas arTectamus OOydYaromierocs — 3a4er, 2 SK3aMeHa: 16
KOHTPOJIb
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4. COAEPXKAHUE JUCHUNJINHBI, CTPYKTYPUPOBAHHOE MO TEMAM
(PA3JEJAM) C YKASAHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA
AKAJIJEMUYECKHX YACOB M BUJIOB YYEBHBIX 3AHATHI

4.1. CTpyKTypa npenojgaBaHus JUCUUILIHHbI

Taéaunma 3
3aounas ¢popma o0yueHust
¢ IPpUMeHEeHHEeM MCKJIIOYUTEIbHO TUCTAHIIMOHHBIX TEXHOJIOT i
Buabl yueOHoii padoThl, ®opma
2 BKJIIOYASI CAMOCTOSITEJILHYIO padoTy
Sg 00yJaumMxcs, u TIPOMEKYTOU-
EZ§S y ’ HOii aTTecTAlUH
HaumenoBanmue pasae- =552 TPYA0EMKOCTh (B aKajeM. 4yac.) (0 cemecTpam)
JIOB (MoayJieii), TeM 8 g5 KonTakTHas pabora P
= 3 BT.4.C
ag one ¢/p | KOHTAKTHOM pa-
= JIeK. , npakt. | KCP GoToi
KCP
1 2 3 4 5 6 7 8
Pazoen (mooyns) 1. «llonamusn «00KymeHm», «0OKYMeHMUPOSAHHAA UH(oOpMauun»
Tema 1. lokymeHTOBeIE- 5 5
HUE KaKk Hay4Has JucC-
IUTUIAHA.
Tema 2. DBomrorus I0- 6 1 5
HATUS «JOKYMEHTY.
Tema 3. [Tonsitue 6 1 5
«IOKYMEHT» B
3aKOHOJIaTEeJIbHBIX u
HOPMATHBHBIX aKTaX.
Pazoen (modyns) 2. «Coyuanvnas cyuwyHocmo U QyHKUUU 0OKYMEHMA)
Tema 4. BceoOmme 8 1 2 5
(GYHKIUH JOKYMEHTA.
Tema 5. CneuuanbHbie 6 1 5
(YHKIMH JOKYMEHTA.
Tema 6. 4 4
IIpu3Haku,cBoWcTBA
JIOKYMEHTA.
Pazoen (modyns) 3. «Knaccugpuxayus 00Kymenmogy
Tema 7. Knaccudukanus 6 1 5
JIOKYMEHTOB.
Tema 8. Tunonoruyeckas 9 1 2 6
KIaccuuKanus
JTOKYMEHTOB.
Tema 9. Knaccudukanus 5 5
JIOKYMEHTOB IO CTCICHU
pacpoCTPaHEHHOCTH.
Koncynpramnumu 6 4
Kontpons CaMOCTOSI- 2
TEJIbHOU pabOTHI
Ox3ameH 1 cemectp 11 OK3aMeH

KOHTpPOJIb — 7 4.
KomnclIA — 2 gac.

11




HKP — 2 gac.
Umoco 6 I cem. 72 6 4 45 17
Pa3zoen (modynsv) 4. Cocmasnenue u ogpopmaenue 00OKyMenmos
Tema 10. ®opmymsp 9 1 8
JIOKyMEHTA.
Tema 11. TpeboBanus x 10 2 8
CO3/IaHUI0 JOKYMEHTA.
Tema 12. PexkBusutel 11 1 10
JIOKyMEHTA.
Tema 13. PexBusuthl 11 1 10
3aroJIOBOYHOM 4acTH
JIOKYMEHTa
Tema 14. PexBU3HUTHI CO- 11 1 10
Jiep>KaTeIbHOM 4acTH
JIOKYMEHTA.
Tema 15. PexBusuThI 11 1 10
opopmisitolieit  yacTH
JIOKyMEHTA.
Pazoen (modyns) 5. Cucmema op2anu3ayuoHHO-paAcnopaouUmMenbHoll 00KyMeHmayuu
Tema 16. Opranmzamu- 15 1 4 10
OHHO-paCHOPSAUTEIIbHAS
JIOKyMEHTAIMSL.
Tema 17. Opranuzanu- 10 10
OHHBIC JJOKYMEHTEI.
Tema 18. Pacnopsau- 10 10
TEJBHBIC IOKYMEHTHIL.
Kouncynbrauuu 6 4
KonTtponb CaMoCTOS- 2
TEJbHOU pabOThHI
3aueT 2 cemecTp 4 HKP - 2 yac.
3a4eT KOHTPOJIb
—24.
Umoco 6 2 cem. 108 6 6 86 10
Paznen (moayas) 6. Hughopmayuonno-cnpasounas 0oKymeHmauus
Tema 19. Uadopmanu- 54 2 6 46
OHHO-CITPaBOYHEIE
JIOKYMEHTBHL.
Tema 20. IlpoTokod. 37 2 35
Tema 21.3asB0eHUE. 34 34
Koucynpranmmm 8 6
Kontpons CaMOCTOSI- 2
TEIBHOHN pabOTHI
DK3aMEH U 3allluTa Kyp- 11 DK3aMeH
COBOM paboTH 3 ceMecTp KOHTPOJIb — 7 4.
koHc. [TA -2
yac.
HKP — 2 yac.
HToro B 3 cem. 144 2 8 115 19
Bcero 1no 324 14 18 246 46
AUCHHUTIJINHE
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4.1.1. Mampuuya komnemeHyuil

Taoauna 4

HanmeHoBaHue o
pasnesioB (MoayJieii), Tem oz D I
= = &=
) = =
1 2 3 4
Pazoen (moodyns) 1. «llonamusa «00OKymMenm», «00OKYMEHMUPOBAHHAA UHDOPMAYU)
Tema 1. JIokyMEHTOBEJICHHE KaK Hay4Hasl IUCITUILIMHA. +
Tema 2. DBOJTIONHS TOHATHS «JTOKYMEHTY. +
Tema 3. IloHsATHE «IOKyMEHT» B 3aKOHOJATEIbHBIX U HOPMAaTHUB- +
HBIX aKTax.
Pazoen (modyas) 2. «Coyuanvnan cyuwyHocmo u QyHKUUU 0OKYMEHMA)
Tema 4. Bceobmme QyHKIMM TOKyMEHTA. +
Tema 5. CnieninanbHble QYHKIIMU TOKYMEHTA. +
Tema 6. I[Ipu3Haku,cBOWCTBA TOKYMEHTA. +
Pazoen (modynsv) 3. «Knaccugpuxkayus 00Kymenmos»
Tema 7. Kimaccudukarus JOKyMEHTOB. +
Tema 8. Tumomorndeckas KiraccuukaIus JOKyMEHTOB. +
Tema 9. Knaccugukaiius J0KyMEHTOB 0 CTEIICHH PacpOCTPAHEH- +
HOCTH.
Oxk3ameH 1 cem. + +
Pazoen (mooynv) 4. Cocmaenenue u ogpopmieHue 00Kymenmos
Tewma 10. Dopmynsip TOKyMEHTa. +
Tema 11. TpeGoBaHus K CO3AaHUIO TOKYMEHTA. +
Tema 12. PekBU3UTHI IOKYMEHTA. +
Tema 13. PekBU3UTHI 3aT0JIOBOYHOM YaCTH JIOKYMEHTA +
Tema 14. PekBU3UTHI cOEpKATEIHHON YaCTH JOKYMEHTA. +
Tema 15. PexBu3uThI 0OpMIISIONIEH YaCTH JOKYMEHTA. +
Pazoen (moodyns) 5. Cucmema op2anu3ayuoHHO-pacnopaoumeIbHol 0OKyMeHmayuu
Tema 16. Opranu3aniMOHHO-PacIOPSIANTENbHAS JOKYMEHTALHUS. +
Tema 17. Opranu3allMiOHHbBIE JJOKYMEHTHI. +
Tema 18. PactopsmuTenbHbIC JOKYMEHTEHI. +
3ader 2 cemecTp +
Paznen (monyas) 6. Hughopmayuonno-cnpasounas 0oKymeHmayus
Tewma 19. MapOpManimOHHO-CIIPaBOYHBIC JOKYMEHTHI. +
Tema 20. TTpoToko. +
Tema 21.3asiBenne. +
DK3amMeH 3 cem. + + +
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4.2. Copep:xanue JTUCUUILIHHBI
Pazoen (mooyns) 1. «llonamusn «00Kymenm», «00OKYMEHMUPOSAHHAA UHPopmayun»

Tema 1. /lokymenmoseoenue Kkaxk nayunaa oucyunauna. I [puduHbl 1 TpeANOCHUIKH
3apOKICHHS HAYYHBIX MPEACTABICHUIN O JOKyMeHTe. BO3HUKHOBEHHE OKYMEHTOBEICHUS KaK
HayKd B HeJIpax JeJONPOM3BOJICTBEHHOW MPaKTHKHU (JeI0npon3BojaAcTBa). DopMUpoOBaHHE
IIPaBOBBIX OCHOB JIoKyMeHTUpoBaHus ¢ Hayasa X VIII B. I'enepansuslii Pernament (1720) kax
3aKOHOJIATEbHBIM  aKT, 3aJIOKUBIIMKH OCHOBBI TPEJCTABIECHUNA 00 OpraHU3aIMOHHBIX
JIOKYMEHTaX. 3aKOHOaTeNbHbIe akThl XIX B. M UX poJib B (GOPMHUPOBAHHUH JIETOMPOU3BOJICTBA
Y Hay4YHBIX MpeJCcTaBiIeHu o fokymeHTe. Jlokymenrtoenenue B XX B. [Tonp OTie kak oauH
M3 OCHOBOIIOJIO)KHUKOB COBPEMEHHOro AokymeHToBeaeHus. Tpyn «Tpakrar o HOKyMeHTa-
mum» (1934) I1. Otne. Pa3Butue noxymentoBeieHuss B Poccum no nHauvana XXI Beka.
JloxymMeHTOBeIeHuE HAa COBPEMEHHOM dTarle.

Tema 2. Deonouua nonamus «00Kymenmy. Poib NTOKyMEHTa B COLUAIbHBIX U
HSKOHOMMYECKUX Ipoleccax. B3auMocBsA3b MOHATUH («JIOKYMEHT» U «HUH(OpMaLus».
JIoOKyMeHT Kak OOBEKT MCCIEIOBAHUS MHOTHX HAay4YHBIX JAWCHUIUIMH. Pacmmpenue moHsTus
«JIOKyMEHT» C Pa3BUTHEM HAY4YHO-TEXHHYECKOro mnporpecca. Mcropudyeckuii, mpaBoBOii,
yIpaBlIeHYeCKUd, HHPOPMALMOHHBIA aCHEKTHl B ONPENEICHUU JOKyMEHTa. JJOKyMeHT Kak
00BEKT JOKYMEHTOBEIUYECKMX HccCieoBaHui. Posib JOKyMEHTa B KHM3HM COBPEMEHHOTO
obmecTBa. HayuHo-rcTopuueckas M mpakTHYecKasi IEHHOCTh IOKYMEHTA.

Tema 3. Ilonamue «00OKymenm» 6 3aKOH0O0AMENbHBIX U HOpMmamueHvlx akmax. Co-
OTHOIIICHHUE TOHATHH «IOKYMEHT», «IOKYMEHTHUpOBaHHAas MH(opMamms». 3aKOHOIATeIbHOE
¥ HOPMATUBHOE IMOHUMAaHUE JOKYMEHTA, TOKyMEHTUPOBAaHHON MHpopMaiuu. DenepanbHblii
3akoH P® «O06 wHpopmarmu, HHGOPMAMOHHBIX TEXHOJIOTHSAX W O 3aluTe MH(DOpMAIHI»
(2006) o moxymentupoBaHHON HH(popmaruu. OnpeneneHre JOKYMEHTa, JOKYMEHTHPOBAH-
HOM WH(GOPMAIIMU B TOCYAAPCTBEHHBIX U HAIIMOHAIBHBIX cTaHaapTax. [loHATHIHBIN ammapaT
JIOKYMEHTOBeIeHUs B TepMmuHoiorudeckoM cranaapre 'OCT P 7.0.8-2025 CUBUA. Heno-
MIPOM3BOJICTBO U APXUBHOE JIEJIO.

Pazoen (mooyns) 2. «Coyuanvnaa cyusHocms u OyHKyuu 0OKyMeHma

Tema 4. Bceoowue pynkyuu ooxymenma. JIOKyMEHT Kak TMOIM(YHKIIMOHATBHBIN
00beKT. 3HaueHne yHKUUi 1oKyMeHTa. BeeoOmue ¢pynkuuu nokymenra. MudopmarmonHas
GyHKIMS JOKYMEHTa Kak ero ocHoBHasi pyHkius. KommyHukaTuBHas QyHKIMS TOKyMEHTa U
ee nonpyskmu. KymynsatusHast QyHKIUS TOKYMEHTA.

Tema 5. Cneyuanvuvie goynkyuu 0okymenma. CrienrasibHble (4aCTHBIE, ONIEPATHB-
HbIe) QYHKIUU TOKYMEHTOB. YTIpaBieHYeCKas (PETryIaTUBHAs) PYHKIUS U €€ 3HaYEHHUE B JIC-
ATEIHLHOCTH OpraHoB yrpaBieHus. KynbTypHas QyHKIUS KaK CPEJICTBO 3aKPEIUICHHS U TIepe-
Jlauu KyJabTypHOU Tpaaunuu. [lo3HaBarenbHas (koruutuBHas) GyHkus. [IpaBoBasi, ydeTHas
1 QYHKIUS UICTOPHUYECKOTO UCTOYHMKA. PekpearnBHas QyHKIMS JOKyMeHTa. [ efoHuvecKas u
Ipyrue QYHKIUU TOKYMEHTA.
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Tema 6. Ilpuznaku, ceoiicmea ookymenma. Ilpu3znaku nokymenta. BemecTtBeHHOCTD
JIOKYMEHTa. 3HaKOBOCTh JIOKyMEHTA, HAJU4YHME CMBICIOBOTO CEMaHTHYECKOI'O COJCp)KaHUS.
[IpeanazHaueHHOCTH IOKYMEHTA JJI UCIIOJIb30BAaHUS B MPOIIECCAX COLMAIIBHOW KOMMYHUKA-
nuu. 3aBeplIeHHOCTh cooOuieHus. CBolcTBa JOKyMeHTa. ATpUOYTUBHOCTH JOKYMEHTA.
OYHKIIMOHATBHOCTh ~ JIOKyMeHTa. CTPYKTYpHOCTh JOKyMeHTa. TpaHCpOpMaTHBHOCTH
nokymenTa. CoiicTBa nokymeHTta B TepmuHosiorndeckom 'OCT P 7.0.8-2025 CUBU/. [le-
JIOTIPOU3BOJICTBO U apXUBHOE JIEJIO.

Pazoen (mooyns) 3. «Knaccugpuxkauua 0oKymenmoe»

Tema 6. Knaccugpuxayus ookymenmos. Ilonstue «knaccudukanus». Llens u 3agaun
knaccudukanuu. Buabl knaccudukanuu. EcrecTBeHHbIE KiIacCHUKAIMK U UX MTOCTPOCHHE
Ha OCHOBAHUU CYIIECTBEHHBIX MPHU3HAKOB. VIcKyccTBeHHBIE Kiaccudukanuu. Hayunas, yueo-
Hasl, paKTUYecKas Kiaccu(uKaluu U X Ha3HaueHue. [IpaBwia KiacCUpUIMPOBAaHUS, UC-
MOJIb3yEeMbI€ TIPH OTlepaluy JeneHus o0béMa nonatuil. Kimaccudukanus 10KyMeHTOB, €€ Ha-
3HAYCHUE W BO3MOYKHOCTH: HEPAPXUICCKHIA U O(CETHBII METO/IbI KIacCU(UKAIUH.

Tema 8. Tunonozuueckas kKnaccupukayua O0oKymenmos. Tunosoruyeckas
KIaccupUKanus TOKyMEHTOB. Ha3HaueHue THITOIOTHYeCKON KIacCU(PUKAIUU JOKYMEHTOB.
3HaueHue TUMOJOTHYECKON KiIacCU(UKALUU JOKYMEHTOB B MPOPECCHOHATBHON JeSTENbHO-
CTH JOKyMeHTOBena. Knaccudukaius mo MHPOPMAIMOHHON COCTABIISIIONICH JOKYMEHTOB.
Knaccudukanus mo marepuansHoil (pusmdeckoit) cocrapistomeid qokymeHToB. Kiaccudu-
Kalus JOKYMEHTOB 10 0OCTOSITETLCTBAM OBITOBaHUS BO BHEIIHEH Cpe/ie.

Tema 9. Knaccugpuxkayus 00Kymenmoe no cmeneHu pacnpocmpanennocmu. Buipl
JIOKYMEHTOB I10 CTEIIEHH UX pacnpocTpaHeHHOCTH. HeonmyOiinkoBaHHbIE TOKYMEHTHI: OIpeie-
JIEHUEe, Ha3HaU€HHE U OCHOBHBIE BUbl. HemyOnuKyemble JOKYMEHTBI: ONpe/iesieHUE, Ha3Haue-
HUE U OCHOBHbIE BUbl. OnyOIMKOBaHHBIE TOKYMEHTBI: OIpE/e/IeHHe, HA3HAYCHUE U OCHOB-
Hbele BUAbl. Hanmonanbubiii crangapt Poccuiickoit ®enepauun 'OCT P 7.0.60-2020. Cu-
cTeMa CTaHJapTOB MO MH(pOpMaluy, OMOJMOTEYHOMY M H3AaTeNbCcKoMy Jneiy. M3naHus.
OcHoBHbIE BUbl. T€pMHUHBI U ompejesieHuss. Buipl u3ganuil no nepuogu4HOCTH, 3HAKOBOU
npupozae MH(popManuy, LeJeBOMYy Ha3HAYCHHIO, YUTATEIbCKOMY aJipecy U APYTruM IpU3Ha-
KaM.

Pazoen (mooyns) 4. Cocmasnenue u ogpopmienue 00OKyMeHmos

Tema 10. @opmynsap ookymenma. 3apoxxJeHue U pa3BuTue Gopmyssipa JOKYMEHTA.
3aKoHO/IAaTENbHOE PETYJIMPOBAHUE MPOIIECCOB JOKYMEHTUPOBaHUA. BUabl TOKyMEHTOB B CO-
orBercTBUU C ['eHepanbHbIM pernameHToM 1720 r. Pa3BuTue BHIIOB M cocTaBa dopmysispa
nokymeHToB B Poccun B XVIII B. TIpaBuna opopmierns pekBu3uToB. @opmyssip JOKyMEHTa
XIX — XX BB. Tennennus k yaudukanuu GopMbl U TEKCTa IOKYMEHTA.

Tema 11. Tpebosanus k co3oanuro 0okymenma. CoBpeMEHHBIC TPeOOBaHHS K
bopMyIsIpy AOKyMeHTa. YHUPUKALUS ¥ CTAaHAAPTH3AIUS YIPABICHISCKUX JOKYMEHTOB: T0-
HATHE M Ha3HaueHue. CoBpeMeHHble TPeOOBaHUSI TOCYNAapCTBEHHBIX CTAHIAPTOB M HOpMa-
TUBHO-METOJMYECKUX aKTOB K O(OPMIICHUIO JOKYMEHTOB. HarumonanbHbIA crangapt PO
I'OCT P 7.0.97-2025 «Cuctema craHgapToB 1o uH}OpMaiuu, OWOIHMOTEYHOMY U H3-
JnatenbckoMy neny. OpraHu3alluOHHO-paclopsauTeNbHass JOKyMeHTanus. TpeOoBaHus K
0hOpPMIICHHIO TOKYMEHTOBY. TpeGoBaHus K MOCTpOeHHIO (hopmyJisipa-oOpasiia.
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Tema 12. Pexeusumovt 0oKymenma. CyIIHOCTb U ONPEECIICHUE TTOHATUS «PEKBU3UTY.
CTpykTypa HOKYMEHTAa: OOs3aTelbHBIC W JIOTOJHHUTENbHBIE DPEKBU3NUTHL. HanmoHanbHBIN
crangapt PO 'OCT P 7.0.97-2025 «Cucrema cranaapToB 1o HH(popMauu, OUOIMOTeUHOMY
U U3aTeNbCKoMy Jienry. OpraHu3aioHHO-pacopsIuTeIbHAs JOKyMeHTaus. TpeOoBaHus K
odopmieHHI0O TOKYMEHTOBY». OOmue TpeOoBaHus K OQOPMICHHIO PEKBU3UTOB JTOKYMEHTA.
[TpaBuna opopMiIeHUs] JOKYMEHTa; CXEMBI PACIIONOKEHUSI PEKBH3HTOB; MEKCTPOUYHBIH WH-
TEpBaJl, UCIOIb3YEMBbIN IPU O(YOPMIICHUU PEKBU3UTOB; IIPUDTHL.

Tema 13. Pexeusumol 3a20710804H0l yacmu ookymenma. CoctaBicHue u ohopmie-
HUE PEKBU3UTOB 3arojoBoYHOl yactu gokymeHTta: «I'ep6 (I'ocynapcrBennsiii repd PD, repo
cyonekTa PD, repbd (TepasibAuvecKuii 3HaK) MyHHUIMITAILHOTO 00pa3zoBanus)». OdopmieHue
»MOJIeMBl, TOBAPHOT'O 3HaKa (3HaKa oocmykuBanus). OdopmieHue pekBuzutos «Hanmenona-
HUE OpraHu3alliuy - aBTOpa TIOKyMeHTay», « CIipaBouHbIe JaHHbIE 00 opraHuzaumn», «Haumeno-
BaHUE BHJA JOKYMEHTa» M Apyrux. OcoOeHHOCTH OQOPMIICHHUS NaThl, PETUCTPALMOHHOTO
HOMEpPA JOKYMEHTA, CChUIKM HAa PErUCTPALMOHHBIM HOMED U J1aTy MOCTYNUBIIETO JOKYMEHTA
U IPYyTUX PEKBU3UTOB.

Tema 14. Pexeuzumul cooepircamenbHoil yacmu 00OKymenma. XapakTepucTUKa peK-
BU3HTOB COJCpPXKATEIbHOW YacTu JoKymMeHTa. CocraBiieHue U O0(OpMIICHHE PEKBU3UTOB CO-
Jiep>KaTesIbHOM yacTu JokyMeHTa. OcobeHHOCTH 0OpMIICHHS pEKUBHU3UTA «3arojioBOK K TEK-
CTY» U €r0 3HAYEHHUE B TEKCTE JOKyMeHTa. PexkBu3nut «TekcT nokyMeHTay. TekeT kak OCHOB-
HOMH 351eMeHT JoKymMeHTa. CTpyKTypa TEKCTa JOKYMEHTA.

Tema 15. Pexeusumovt ogopmaaoweni uacmu O0okymenma. PexBu3uThl 0odopm-
JSFOIIEH YacTH JOKYMEHTa U 0coO0eHHOCTH X odopmiieHus: «['pud cormacoBanus JOKyMeH-
Ta». BuszupoBanue noxkymenra. Ocobennoctu odopmiieHus: pekuuzura «Buzayn. Odopmiie-
Hue pexkBu3uTOB «lloamucey». OdopmieHuss oCHOBHBIX aTpuOyTOB pekBusnTa «lloamucey:
HAaUMEHOBAaHUE JOJDKHOCTH, JIMYHAS MOAINKUCH, paclIudpoBka noanucu (pamMuius ¢ HHUIHMA-
namu). OcoOeHHOCTH 0popMIIeHHS peKUBU3UTA «lleyaTb» u ApyTux.

Tabenb popM JOKYMEHTOB, IPUMEHSIEMbIX B JIEATEIbHOCTH OPraHU3alliy; Ha3HAYCHHE
U CTPYKTypa Taders.

Pa3zoen (modyns) 5. Cucmema opzanu3zayuoHHO-pacnopaOumenbHol 0OKyMeHmayuu

Tema 16. Opzanuzayuonno-pacnopaoumenvnas 0oKymenmayus. OpraHu3alioHHO-
pacropsiiuTeNbHas JOKyMEHTAIMS: 00IIas XapaKTepUCTUKA, POJb U 3HAUCHHUE B IOKYMEHTA-
MMOHHOM oOecrnieuenun ynpapieHus. OPJ[ kak KOMIUIEKC JIOKYMEHTOB, 3aKPEIUISEOIINX
byHKIMM, 337249y, eNF, a TAaKXKe TpaBa U OOS3aHHOCTH PAOOTHUKOB M PYKOBOJMTENCH IO
BBIITOJIHCHHUIO KOHKPCTHBIX HeﬁCTBHﬁ, HCOGXOI[I/IMOCTL KOTOPLIX BO3BHHUKACT B OHepaHHOHHOﬁ
JeSITETTLHOCTH OPTaHU3aIUH.

Tema 17. Opzanuzayuonnsvie 0okymenmol. OpraHu3alMOHHBIE JTOKYMEHTBI U HX
coctaB. PoJyib 1 3HaUeHHE OpraHU3allMOHHBIX JOKYMEHTOB. BUabl yupeauTebHbIX JOKYMEH-
TOB OpraHMU3AlMH: YUPEIUTEIbHBIM TOrOBOp, YCTaB, pPErJIaMeHT, MOJOKEHUE, HHCTPYKIHS,
MITAaTHOE paclucaHue U Jp. XapaKTepUCTHKA, CTPYKTypa u TpeOoBaHus K opopmieHuio. [1o-
PSAAOK U MOCIEA0BATEIBHOCTh Pa3pabOTKH.
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Tema 18. Pacnopaoumenvuvle 00Kymenmol. PaciopsiiurenbHble JOKYMEHThI. Bujibl
PaCHOPSIIUTENBHBIX JOKYMEHTOB: ITOCTAaHOBIICHHE, ITPHUKA3, pAcIOpsDKEHHE, PellIeHne, yKa3a-
HUC W HUX POJb U 3HAYCHUC B OpraHusanuu ACATCIILHOCTU MPCAIPUATH. Ocobennoctu
COCTaBJICHUS U OOPMIICHHUS MPUKa3a KaK OJHOTO U3 CAMBIX PACHPOCTPAHEHHBIX BUIOB pac-
MOPSIUTENBHBIX JJOKYMEeHTOB. O0s3arenbHble U (haKkyJIbTaTUBHBIE PEKBH3HUTHI MpHKa3a. Xa-
PAaKTEPUCTHKA ITAIOB ITOATOTOBKU PACHOPSIUTENBHBIX TOKYMEHTOB. VcnonHurenn pacropsi-
JUTEIHHOMN TOKYMEHTALUHU MPEANPUATHS: TPO(ecCHOHaNbHbBIE TPeOOBaHUS.

Paznen (mopyan) 6. Hnghopmayuonno-cnpagounas 0oKymenmauus

Tema 19. Hughopmayuonno-cnpasounsie ooxymenmst. CripaBouHO-UH(DOpPMAIIHOH-
Hble JOKyMeHThl. CocTaB U OCOOEHHOCTH CIIPaBOYHO-UH(OPMALMOHHBIX JOKYMEHTOB.
OCHOBHBIE BHJIBI: 3asIBJICHUE, JIETIOBOE MHUCHMO, CITy»eOHas 3alucKa, MPOTOKOJ, CIpaBKa U
Ip., MpaBWJIa UX COCTaBieHUS U opopmieHus. JIOKyMeHTUpOBaHUE JESTEIbHOCTH KOJIIETH -
QJIBHBIX OPTAaHOB: O0IEro COOpaHus aKIMOHEPOB, COBETA TUPEKTOPOB, PEBU3UOHHOMN U CUET-
HOM KOMHUCCH.

Tema 20. IIpomokon. TIpoToKONT KaK pacoOpsSIUTENbHBIA U MH(GOPMAIIMOHHO-CITpa-
BOYHBIN TOKyMEHT. Buasl mpoTokosioB. [IpoTokos kak TOKyMEHT, (PMKCUPYIOIIUN X0 3ace-
JAaHUS U TOPSIIOK MPUHATHUS PELICHUN KOJUIETHANIbHBIM opraHoM. Posb mporokona B obecrie-
YEHUU OPUIUYECKONW CHJIbl PEIICHUH, MPUHUMAEMbIX Ha OCHOBE NMPHUHIUIA KOJUIETHATBHO-
ctu. Obs3aTenpHbie U (haKyIbTaTUBHBIE PEKBU3UTHI MPOTOKOA. OOIIMIA alrOPUTM COCTaBIIe-
HUS 1 0pOPMIICHHS IPOTOKOJIA.

Tema 21.3asenenue. 3asBieHue Kak OAWH U3 CAMBIX PAacIpOCTPAaHEHHBIX WH(pOpMa-
[IMOHHO-CIIPABOYHBIX JIOKYMEHTOB. BUibl u CTpyKTypa 3asBiIeHUs. 3aKOHOAaTEIbHbIE HOPMBI
COCTAaBJICHHSI 3asBJICHUSI pAaOOTHUKOM (aJpecaThl, MOANUCAHKUE, pErucTpauus U T.11.). OCHOB-
HbIe MpaBuia odopmieHus 3asBiaeHus. OOs3arenbHble U (HaKyIbTaTUBHBIE PEKBU3UTHI 3asB-
nenus. OpopmieHre 3asBICHUS B TUCBMEHHOM H 3JIEKTPOHHOM BUJIE.

5. IIEPEYEHb YYEBHO-METOJAYECKOI'O OBECHEYEHUS
JIJISI CAMOCTOSTEJIBHOM PABOTBI OBYUAIOHIAXCA 1O JUCHUILIVHE

5.1. O01mHe noJ0KeHus

CamocrosrenbHas paboTa 00ydaromMXCcsi — OCOOBIN BUJ MO3HABATENFHON JesITEIb-
HOCTH, B IIpoliecce KOTOPOH MPOUCXOAUT (POPMUPOBAHHE ONTHUMAIBHOIO Il JAaHHOTO MH/U-
BUJA CTHJIS TIOJIy4eHUsi, 00pabOTKH M YyCBOCHHUsI y4eOHOW MH(POPMALMU Ha OCHOBE MHTETpa-
LIUH €r0 CyObEKTUBHOTO OIbITA C KYJIbTYPHBIMU 00pa3LiaMu.

Lenbro caMOCTOATENBHOM PabOTHI 00yUaIOIMIETOCs SBISAETCS:

— (opmupoBaHue MPUBEP)KEHHOCTH K Oymymieit npodeccuu;

— CHCTEeMaTu3allys, 3aKpervieHne, yriiyOJlieHne U pacliupeHue MOoTyYeHHbIX 3HaAHUM
YMEHUH, BJIaJICHUI;

— (QopmupoBaHUEe YMEHHI NCTIOIB30BATh PA3TUYHBIC BUIBI U3AaHUH (O0(QUIHATIBHBIE,
Hay4HbI€, CIIPaBOYHbIE, MH()OPMAIIMOHHBIE H JP.);

— pa3BUTHE MO3HABATENbHBIX CIIOCOOHOCTEH U aKTUBHOCTU OoOyuaromierocs (TBopue-
CKOM MHMLIMATHBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH M OPIraHU30BaHHOCTH);

— (GopMupOoBaHUE CAMOCTOSTEILHOCTH MBIIIJIEHHS, CIOCOOHOCTEH K caMOpa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHHIO, CAMOpPEaIN3aLUY;

— pa3BUTHE HUCCIIEI0BATENIHCKOIO U TBOPUYECKOTO MBIIIIJICHHS.
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CamocrodrenbHas paboTa sBIsETCA 0043aTEIbHOM s KaXKI0T0 00y4aromerocs, u
ee 00BbeM MO KaXI0i AUCHUILIMHE ONpeaeNseTcs yueOHbIM m1aHoM. MeTo/InKa ee opranusa-
[[UU 3aBUCUT OT CTPYKTYPHI, XapaKTepa U OCOOCHHOCTEH M3y4aeMOW AWCIMILTAHBI, WHIUBH-
JyallbHBIX Ka4eCTB U YCIIOBUH Y4eOHOH 1eATeIbHOCTH.

st 5P PeKTHBHON OpraHU3auy CaMOCTOSTEILHONW paOOThI 00YUYAIOIIHIACS JTOJKCH:

3Hamv:

— cucrteMy (OpM U METOZIOB OOYyYEHHS B BY3€;

— OCHOBBI HAyYHOW OpraHu3aluy Tpyaa;

— METOAMKH CAMOCTOSATENLHON padoThI;

— KPUTEPUU OLICHKH KauecTBa BHIMOIHIAEMON CaMOCTOATENBHOM padoThI;

ymems:

— TPOBOJIUTH TIOUCK B PA3JTMYHBIX TOMCKOBBIX CHCTEMAX;

— WCIIOJIH30BaTh PA3TUYHbIC BUIbI H3IaHUN;

— NPUMEHSTh METOJIUKHA CaMOCTOATENbHON paboThl € Y4YeTOM OCOOEHHOCTEMH
M3y4aeMOM JUCIUIUINHBL,

e1adems:

— HaBBIKaMH TUTAHUPOBAHUS CAMOCTOSTEIIBHON paboTHI,

— HaBBIKAMHU COOTHECEHUS MJIAHUPYEMBIX IeJIel 1 MOMyUYeHHBIX PE3yNbTaTOB B XOJIE
CaMOCTOSITENIbHOM paboThI;

— HaBbIKAaMH TPOEKTUPOBAHHUS U MOJAEIUPOBAHHUS PA3HBIX BUIOB U KOMIIOHEHTOB
poeCCHOHAIBHON JESTEIHHOCTH.

MeToauka CaMOCTOSITENIbHOM paboThl MPEABAPUTENBHO Pa3bIACHACTCS Mpenojaa-
BaTelsieM (B (hopMe BHICO3AMKCH) U B TIOCIIEIYIONIEM MOXKET YTOUHSTHCS C YI€TOM WHIAUBUITY -
QJIbHBIX 0COOCHHOCTEH 00YUaIONINXCs ¢ UCTIOIb30BAHUEM HHIUBUIYATbHBIX KOHCYIbTAIIUMN.

CamocrosiTennbHyl0 paboOTy HaJ AUCIMIUIMHOW CJEAyeT HadyuHATh C HW3Y4YeHUS
pabodeil mporpaMMbl JUCIUIUIMHBL, KOTOpas COAEPKUT OCHOBHBIE TPeOOBaHUS K 3HAHHSM,
YMEHUSM ¥ BIQJCHUSM o00y4aeMbix. OO0s3aTeNbHO CIIEAYeT IOMHUTh PEKOMEHIAINU
npenoaaBaTenis, JaHHbIE B X0/Ie YCTAHOBOYHOT'O 3aHSITHS, a 3aTEM — MPUCTYMATh K U3YYCHUIO
OTIENBHBIX pAa3/lejoB M TEM B TOpPSIKE, IPEIyCMOTPEHHOM pabodell mporpammon
JTUCIUTIAHBI.

5.2. Y4eOHO-MeTOqUYECKOE 0O0ecTIeYeHHe CAMOCTOATEIbLHOH padoThI

Tabamna S
5.2.1. Cooepotcanue camocmoamenvHoil pabomaol
HaumeHoBaHue Conep:xxanue dopma
pa3zaenoB (MoayJeii), TeMm CAMOCTOSITEJILHOM paGoThl KOHTPOJIsI
1 2 3

Pazoen (modyns) 1. «llonamusa «00KymeHn), «0OKYMEHMUPOBAHHAA UHDopMayusy

Tema 1. JlokymeHToBemenue kak HaydHas | CamoctositenpHass pabora Ne 1. | IIpoBepka 3a-
JUCLIUIUIMHA. Tema «[IpodeccronanpHas | naHus, BbI-

Tema 2. SBOJ'IIOIII/ISI TMOHATHUSA «KTOKYMCHT. JAOKYMCHTOBCIUYCCKAA MNCPHUOJUKA»; | IIOJHCHHOI'O B

Tema 3. Tlomsatue  «m1okymeHT» B | [IoAroTOoBKa K NpPaKTHYECKOH pa- | MUCHMEHHOM

3aKOHOJATENILHBIX M HOPMaTHUBHBIX akTax. | 0oTe Ne 1 Tema «CnocoOsl, Mate- | opme
puaibl, MTHCTPYMEHTHI JOKYMEHTH-

pOBaHU
Pazoen (modynsv) 2. «Coyuanvhan cyuyHocmo u hyHKyUU 00OKyMeHma»
Tema 4. BeeoOuue GpyHKIIMU TOKYMEHTA. | CamocTtositenbHass  pabora No 2, | IIpoBepka 3a-
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Tema 5. Cneuuanbubie QyHKIMM T0KyMeH- | Tema  «CBOHCTBa  JOKyMEHTa»; | JaHus, BBI-

Ta. IToaroroBka K MNPakTUYECKOH pa- | MOJTHEHHOTO B

Tema 6. I[Ipu3Haku,cBOMCTBAa JOKYMEHTA. 6ore Ne 2 Tema «PyHKUUH | TUCHBMEHHOR
JIOKYMEHTa» dhopme

Pazoen (mooyns) 3. «Knaccugpukayus 00Kymenmoe»

Tema 7. Knmaccudukalis JOKYMEHTOB.

Tema 8. Tunonormueckas KiaccupuKaus
JIOKYMEHTOB.

Tema 9. Knaccudukanust TOKyMEHTOB TIO
CTENCHHU PacIpOCTPAHEHHOCTH.

OKk3ameH 1 cem.

CamocrostensHass pabora Ne 3.
Tema «Kmaccuduranuss TOKyMeH-
TOB»; [loAroTOoBKa K MPaKkTUYECKOMN
padote Ne 3 Tema «Knaccudukarms
JOKYMEHTOBY

IIposepka 3a-
JTaHus, BBI-
MOJIHEHHOTO B
MUCEMEHHOU

thopme

Pazoen (moodyns) 4. Cocmasnenue u oghopmienue 00KyMeHmos

Tewma 10. Dopmynsip TOKyMEHTa.

Tema 11. TpebGoBanusi K
JIOKYMEHTA.

CO3JaHHIO

Tema 12. PekBU3UTHI IOKYMEHTA.

Tema 13. PexBU3UTHI 3aroJI0BOYHON YacTH
JIOKyMEHTa

Tema 14. PexBU3UTEHI
JaCTH JTOKYMEHTA.

cozepKaTenbHOI

Tema 15. PexBu3uThl 0opMIIsIONIEH YacTu
JIOKYMEHTA.

CamocrosrensHast pabota Ne 4.
Tema «HopmartuBHas 6aza opopm-
JIeHHs TOKyMeHTOBY; [loxroroBka
npaktudeckord pabore Ne 4 Tema
«HopmatuBHBIE — TpeOoBaHUS K
oopmnennto ONaHKOB JOKYMEH-
TOBY

IIpoBepka 3a-
JTaHusl, BBI-
TOJTHEHHOTO B
MHUCBMEHHOMN

dhopme

Pazoen (modyns) 5. Cucmema opzanu3zayuonHo-pacnopaOumenIbHoil 00KyMenmayuu

Tema 16. Opranu3alMOHHO-PACIOPSIIN-
TeIbHAA JOKYMEHTALIHSI.

Tema 17. Opranu3anoHHBIC TOKYMEHTEHI.

Tewma 18. PacnopsiiuTenbHble JOKYMEHTHI.

3auer 2 cemecTp

CamocrositensHast pabora No 5.
Tema «PexBU3UTBI OpraHMU3aly-
OHHO-PACHOPSTUTENBHBIX JOKYMEH-
ToB»; IloAroToBKa K mpakTHYECKOH
pabore Ne 5 Tema «OdopmieHue
OTJENBHBIX BHIOB OpraHU3alu-
OHHO-PACHOPSIUTENBHBIX JOKYMEH-
TOB»

IIpoBepka 3a-
JlaHus, BEI-
MOJIHCHHOI'O B
MHCHbMEHHOM

hopme

Pa3znen (monyas) 6. Hnghopmayuonno-cnpasounas 00KymeHmayus

Tema 19. MHpopManioHHO-CIIPaBOYHBIE
JOKYMEHTHI.

CamocrosrensHast pabota Ne 6.
Tema «OdopmieHne mUCbEMay;
IloaroroBka K MpaKkTHYECKOH pa-
6ote Ne 6 Tema «OdopmieHue or-
JETBHBIX BUAOB HH(OPMALMOHHO-
CIPAaBOYHBIX TIOKYMEHTOBY

IIposepka 3a-
JIaHus, BBI-
MOJIHEHHOT'O B
MHUCHbMECHHOM

hopme

Tema 20. ITpotoko.

CamocTtositenbHass pabora Ne 7.
Tema «OdopmieHne BBITUCKH W3
nporokonay; IloaroToBka K mpak-
tuaeckoi pabore Ne 7 Tema «Oco-
OCHHOCTH TIOJTOTOBKH U OGopMITe-
HHS TIPOTOKOJIa»

IIpoBepka 3a-
JaHus, BBI-
MOJIHCHHOI'O B
MHCHMEHHOM

dhopme

Tema 21.3agBnenue.

CamocrostensHass pabora Ne 8.
Tema «AKT Kak WHPOPMAITMOHHO-

CIIPaBOYHBIN JIOKYMEHT»;
ITonroroBka Kk IpakTUYECKOU pa-
oore Ne 8 Tema «AKT Kak

UH(POPMAIMOHHO-CIIPABOYHBIH
JOKYMEHT»

IIpoBepka 3a-
JTaHus, BBI-
MTOJTHEHHOTO B
MMUCEMEHHOU

thopme
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CamocrositesibHasi padora Ne 1. Tema: IIpodeccuonanbHasi JOKyMeHTOBeI4YeCKast
ne4yatrb

L]env pabomvr — 03HAKOMIJICHHE C CUCTEMOU NPO(ECCUOHATBHBIX MEPUOTUICCKIX H3-
naHuil (kypHaibl «Jlenmonpou3BoACTBOY, «Jlemonpon3BOACTBO U JTIOKYMEHTOOOOpPOT Ha
npennpustan», «Cexperapckoe aenoy», «Cekperapb-pedepent», «CrnpaBoUYHUK CeKpeTaps H
oduc-MeHeKEPay ).

3adanue u memoouxa vlnoaHeHus: TPOCMOTPETh HECKOIBKO HOMEPOB JIOOBIX ABYX
13 0003HAYEHHBIX XYpPHAIOB (MOXKHO HCIIOJIb30BATh AJIEKTPOHHYIO BEPCHUIO KypHalla Ha €ro
caiiTe). CTYJCHT JIOJDKEH JIaTh OOIIYI0 XapaKTEPUCTUKY MEPUOTUICCKOTO U3JAHUS 10 CIEAy-
IOIIEH cXxeme:

1. Ha3Banue xypnaina

2. T'ox ocHOBaHug

3. [lepuoanuHocTh

4. IleneBoe U YATATEIILCKOE Ha3HAYCHUE

5. OcHOBHBIE pyOpPUKU U OCHOBHBIC TEMBI Ty OJTHKAIUH.

6. bubnuorpaduueckoe ocHallleHUE WU3/IaHUA: MOJCTPOUYHBIE CCBHUIKHU, MPUCTATEHHBIC
CIIUCKH JIUTEPATYPHI, PELICH3UU HOBBIX M3JaHUM, peKiiaMa HOBBIX M3JaHui (IO TeMe u3Ja-
HUs), IpodeccruoHaIbHbIE KPOCCBOP/BI U T.1I.

CamocrositesibHasi padora Ne 2. Tema: CBoiicTBa JOKYMEHTOB

Lenv pabomwvr — uzyuenue obnactu npumeHeHnuss [OCT P 7.0.8-2025 «/lemonpous-
BOJICTBO M apXWBHOE Jie7I0. TepMUHBI U OIIpeIeTICHIs, HOPMATUBHOTO OTIPE/ICIICHUSI CBOHCTB
JIOKYMEHTA.

3aoanue u memoouxa evinoanenus: zyunts FOCT P 7.0.8-2025 «/lenonpousBos-
CTBO M apXUBHOE Jes10. TepMUHBI U OMpe/esieHUs», TOHUMAaTh 00JIaCTh €ro MPUMEHEHHUS KaK
TEPMHUHOJIOTHYECKOTO CTaHAApTa, HAUTH M BHIMKCATH MEPEUYHCICHHBIC HIKE TEPMHHBI, CBSI-
3aHHbIE CO CBOMCTBAaMHU JIOKyMEHTa, JaTh HMX OIpEAeNiCHUEe COTJacHO HalMOHAIbHOMY
CTaHJAPTY:

—  IOpHIWYECKas 3HAYMMOCTh JIOKyMEHTA;
— IOpHJIMYecKas CHiia JOKYMEHTa;
— ayTEeHTHUYHOCTb.

I'OCT P 7.0.8-2025. Cucrtema craHmaptoB no uHpopmanuu, OMOIMOTEYHOMY M U3-
JaTeNIbCKOMY Jeny. /lenonpou3BoACTBO U apXMBHOE J€y0. TepMUHBI U OINpeneeH s : Hall.
crangapt Poc. @enepauuu.

CamocrositeibHas padora Ne 3. Tema: Kiaccndukanus 10KyMeHTOB

Llenv pabomul — n3yyeHue Ki1acCu(UKAMKU KaK HAyYHON KaTerOpHUH.

3adanue u memoouxka 6vlnonHeHus: N3yYUTh YKAa3aHHYIO YYEOHYIO JIUTEpaTypy IO
Kypcy «JlokyMeHTOBeZleHHe», CIpaBOYHbIE M3/1aHUs, B 4acTHOCTH, «Duinocodckyro sHIMK-
JIOTIETUIO OHJIAH», OTBETUTH Ha IMOCTaBJICHHbIE BOIIPOCHI:

1. Yo Takoe knaccupuxanus?

. UeM kaccudukanus oTau4aercs oT KiacCupuupoBaHus?
. Uem kiaccudukanus oTaMyaeTcs oT CUcTeMaTu3auuu?
. Yewm knaccudukarus OTaIuYaeTcsi OT TUMTA3AIUN?
. Jnst yero TOKyMeHTOBey HyKHa KilacCu(uKaus JOKyMEHTOB?

D AW
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CamocrositeqbHasi padora Ne 4. Tema: HopmaTuBnasi 6a3a opopmiieHusi JOKYMEHTOB

Llenv pabomur — nzyuenne 'OCT P 7.0.97-2025 «Opranu3aiiioOHHO-PACcTIOPSIIH -
TesbHas NoKyMeHTanus. TpeboBanus K 0pOPMIICHHUIO JOKYMEHTOBY.
3aoanue u memoouxa svinoanenusi: Ilpoanammsupyiire 'OCT P 7.0.97-2025 «Opra-
HU3AIMOHHO-PACIOPsIIUTeNbHAs JOKyMeHTaus. TpeboBaHus K 0(pOpPMIICHHIO JOKYMEHTOBY,
OTBETHTE HA CIIECAYIONINE BOIPOCHI:
1. KakoBa 061acTb NpUMEHEHHs JAHHOTO HAIIMOHAJILHOTO CTaHaapTa?
2. N3 kakux pa3ziesioB COCTOUT JaHHbIM JOKyMEHT? KOpOoTKO onmummTe KpaTKoe coaep-
KaHHE KaKJ0ro pas3zena.
3. Jlaiite ompeaeneHUE MOHATUIO «PEKBU3UT». CKOJIBKO PEKBU3UTOB CYIIECTBYET Yy
OpraHMU3alMOHHO-PaCOPSAUTEIbHBIX TIOKYMEHTOB (110 JaHHOMY CTaHAapTy)?
4. Kakoli HOBBI PEKBH3UT M HOBbIe TpeOoBaHus mnosiBuiauck B 'OCT P 7.0.97-2025
«Opranu3aliMOHHO-PACTIOPSIUTENbHAsT JOKyMEeHTaus. TpeboBaHus K 0O(OPMIICHUIO
JIOKYMEHTOB»?
4. Kakoif HopMaTuBHBINA 1OKyMeHT fomnoinuseT tpedoBanus [OCT P 7.0.97-2025 npu-
MEHUTEJIbHO K JIEJONPOU3BOJCTBY B T'OCYJAapCTBEHHBIX OpraHaxX, OpraHax MeCTHOTO
camoyITpaBJieHus1?

CamocrosiTeabHas paﬁoTa Ne 5. Tema: PekBU3HUTBI OpPraHu3alluUOHHO-PACIIOPAAUTEI b~
HBIX JTOKYMCHTOB

Lenvy pabomsi — n3yvueHne PEKBU3UTOB JOKYMEHTOB, YCTaHOBJICHHBIX HalnoHanbHbIM
crangaptom ['OCT P 7.0.97-2025 «Cucrema ctannapToB 1o nHGopMaIum, OuGIMoTeqHOMY U
u3zaTeNIbckoMy Jeny. OpraHu3zalliOHHO-pACoOpAIuTeNIbHAsA JOKyMeHTauus. TpeGoBaHUs K
0(hOpMIICHHUIO TOKYMEHTOBY.

3adanue u memoouka évinoiHeHus. Hanboyee NETAIbHO U3YYHUTh OTAENbHBIE PEKBH-
3UTHI JOKyMEHTOB, ycTaHoBieHHble HanmonansueiM ctannaprom 'OCT P 7.0.97-2025 «Cu-
cTeMa CTaHJapTOB Mo MHQOpMAINK, OMOINOTEYHOMY U U3JaTelbckoMy Aeny. Opranusaru-
OHHO-PACHIOPSAUTENbHASL JTOKyMeHTauusi.  TpeOoBaHus K OQOPMICHHIO IOKYMEHTOBY,
odopMIIeHHE KOTOPBIX UMEET CBOM OCOOCHHOCTH U MPEJICTABISIET OCOOYIO CIIOKHOCTb.

CryneHty mnpeuiaraercsi 3amojHUTh TaONMIy C YKa3aHMEM KOJa PEKBHU3HTA IIO
CTaHAapTy, €ro Ha3BaHUS, a TaKXKe IMOSICHEHH, Kacaroumxcs ocoOeHHocTel ohopMiIeHUs
JTAHHOTO PEKBH3HTA (PAaCHOJI0KEHHE Ha YIIIOBOM U MPOAOJIBHOM OJaHKE TOKYMEHTa, HJIeMEH-
Thl PEKBU3UTA, IPABUJIA UX HAMTUCAHUS U T.II.).

Buumanmue, Ba:xkHo! B Tabnuiry HeoOX0oauMO BKIIOUUTH HE MeHee 10 pekBU3UTOB (U3
31 pekBusura B 'OCT P 7.0.97-2025) no BeIOOpY CTyJeHTa — PEKBHU3UTOB, OQOpMIICHUE
KOTOPBIX, Ha B3TJIS/I aBTOPA CAMOCTOSITETIbHOM pabOThl, MPEACTABISIET OCOOYI0 3HAYUMOCTD
B JICJIONPOU3BOICTBE.

Kon Ha3Banue IlosicHeHuUs1 O cOAEPKAHMIO, IJIeMEeH- HosicHeHus1 o 0oOpMIIEHUIO pPeK-
pexBu PeKBU3MTA TaM PeKBHU3UTA BHM3UTA
-3UTa
10 Hara COOTBETCTBYeT JaTe moxamucanus (yrBep- | JlaTa moxyMeHTa 3ammchIBaeTCs B MO-
JIOKyMCEHTa )KZIGHI/ISI) JOKYMCHTa MM JaTe coObITHSI, | CIENOBATEIIBHOCTH: IEHb MECsIA, Me-

CSIII, TOJ OJTHUM U3 JIBYX CITIOCOOOB:
1) apaOckumu nudpamu, pasaeicH-
HbIMU TOukO#: 09.03.2021;

2) CIOBECHO-IIU(PPOBHIM CIIOCOOOM,
(emuHyIo0) saty. narmpumep: 9 mapra 2021 1.

3a(pUKCUPOBAHHOTO B JIOKYMEHTE.
JIOKyMEHTBI, U3J[aHHbIC ABYMS WM OoJiee
OpraHM3alUsIMH, OOJDKHBI HMETh OJHY
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Ilpu yrmoBom OsaHke JOKyMEHTa
pexBu3nT odopmisercs cueBa (OT
TpaHUIBI JIEBOTO TOJs), Oe3 abzarl-
HOT'O OTCTYIIA.
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CamocrositesqibHasi padora Ne 6.
Tema: Odopmienne nucbma

Lenv pabomwvr — uzyuenue tpedoanmiit [OCT P 7.0.97-2025 «OpranuzannoHHO-
pacnopsiIuTeNnbHas JOKyMeHTalusa. TpeOoBaHus K 0pOpPMIICHHIO TOKYMEHTOB» K odopmiie-
HUIO HH()OPMAIIMOHHO-CIIPAaBOYHBIX JJOKYMEHTOB Ha IPUMEpPE MUChMA.

3aoanue u memoouxa evinoHeHus: N3y4UTe TPEOOBAHUS K COCTABICHUIO PEKBH3HTA
15 «Appecar» cormacio ['OCT P 7.0.97-2025 «Opranu3zanunoHHO-pacIOpsAUTENbHAS
JnokyMmeHTanus. TpeOoBaHusI K 0OPMIICHUIO TOKYMEHTOBY, BBIZICIUTE U BHIITUIIUTE HE MCHEE
5 (msaT) ocobenHocTel oopmiieHus pekBu3nTa 15 «Aznpecary, yCTaHOBICHHBIX HAITMOHANb-
HBIM CTaHJAPTOM, Hanpumep,

OcobGennocTu opopMiieHus1 pekBu3uTa 15 «Apecar COrjiacHo
I'OCT P 7.0.97-2025 «Opranu3anuoOHHO-paCIOPSAANTE]IbHAs JOKYMEHTALMSA.
TpeboBanusi kK 0)OpMIIEHUIO JOKYMEHTOB)

OcobennocT ohopmieHus pekBusuTa 15 «Anpecar»

1. PexBm3uT «Anmpecaty mpocTaBiseTcsl B BEpXHEi MpaBoil 9acTH JOKyMeHTa (Ha OJaHKe ¢ YTJIOBBIM pac-
MOJIO’)KEHHEM PEKBH3HMTOB) WM CIIpaBa MOJA PEKBU3UTAMHU OyiaHKa (TIPH MPOJOIBHOM PACIIOIOKCHUH
PEKBU3UTOB OJIaHKA).
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CamocrositesbHast padora Ne 7. Tema: OdgopmiieHne BHIMUCKU U3 TPOTOKOJIA

Llenv pabomvi — nzydenue TpeOoOBaHMA K OPOPMIICHHUIO HHPOPMAIIMOHHO-CIIPABOY-
HBIX JOKYMEHTOB Ha IIPUMEPE BBIMUCKU U3 TPOTOKOJIA.

3a0anue u memoouxa 6vlnoIHeHUs: WU3YyYUTe MPEUIOKECHHYI0 HIDKE BBIITHCKY W3
npotokosia. Haiiaure B Helt ommOku u HetouHoctu opopmiieHus. CoctaBpTe U 0QOpMHUTE
BBIIIUCKY W3 MPOTOKOJA 3aceqaHus YYeHOro coBera DenepajabHOrO TOCYJapCTBEHHOTO
OFO/DKETHOTO 00pa30BaTEIBPHOTO YUPEKICHUS JTOMOTHUTEILHOTO MPOPECCHOHATBHOTO 00pa-
3oBaHus «CaHKT-IleTepOyprcKuii MHCTUTYT YIPABJICHUS U IMHIICBBIX TEXHOJIOTHIA» B COOT-
BETCTBHHU C COBPEMEHHBIMHU TPEOOBAHUSAMHU.

Brinncka
13 nporoxona Ne 1 ot 19 stsapst 2018r.

(smene, Mecan, rex)
s3acenanus ¥Yuénoro copera ®I'BOY ANO CIMYIIT

Caywmwanu: o BeiSopax Ha b ZOLEHTA K4 1 GHOTE HH

IMocTanoBHAN: HA OCHOBAHHM PE3YIBTATOB TAIHOTO roNoCOBaHHA
«3a» 7
(ancno)
«Tporusy Her
- (ancrno)
«HeneitcTuTensHeix GlonneTeHeiy Her

Cunrtats k.r.1.5oprcosy Exatepuny Baneprenny wsGpamioit
(Gramuus, unMs, OTUECTBO)
Ha Th OOLIEHTA [y i Guo WM

(BanmeHoBanue kathenpsi)

Pexomennopats pexropy ®PTEOY JIITO CITHUVYIIT 3akmo4uTs TPYA0BOi JOrOBOp ¢
KTH, i E Hoit Ba i

(bar0.)
Ans paGoTH! B TH IoueHTA Kad: nriesoii 6ro foruK cpokom_ma
nATE KeT

INpesceaaTens Yudoro copera W O.H.Moromapesa

Cexperapb YugHoro copera
peTap! ‘ﬁg H.A Ilyrauesa

CamocrosiTesibHas padora Ne 8.
Tema: AKT Kak HH(POPMALMOHHO-CIIPABOYHBIA JOKYMEHT

I]env npakmuueckoii pabomsl — N3y49eHUE TIOPSIKA COCTABICHHUS M 0()OpMIICHHUS aK-
Ta KaKk JOKyMEHTa, COCTaBISIEMOT0 HAa OCHOBE KOJIJIETHATBHOCTH, UCIOIB3YEMOTO IS TOJI-
TBEPKJICHUS TE€X WM UHBIX OIEepaIfii, COOBITHI: IPH Mepenade Aesl HOBOMY PYyKOBOIUTEIO,
PEBU3UHU WJIM MHBEHTAPU3AILlMU, CIUCAHUH KaKUX-THOO0 aKTHBOB, MaTepUaIbHBIX IIEHHOCTEH U
mp.

3adanue u memoouxa evinonHenus: VIcnonb3ys peKOMEHIOBaHHYIO YUEOHYIO TUTEpa-
Typy, CTaThu crienuanuctoB B obmactu IOV B xypramax «/lemompousBomctBoy», «Cekpe-
Tapb-pedepeHT»  Ip., B YACTHOCTH, MPUBEACHHYIO HUXe cTaThio B. MpUTHKOBOIA, a Takxke
I'OCT P 7.0.97-2025 «Opranu3aiiiOHHO-PACTIOPSAUTENbHAS JOKyMEHTaIus. TpeboBanms K
0(OPMIICHHIO IOKYMEHTOBY», OTBETHTE Ha CJIEAYIOIINE MOCTABICHHBIE BOIIPOCHI, KACAIOIIHECS
OCHOBHBIX XapaKTECPHUCTUK aKTa:

1. HazoBuTte cpok cocTaBieHus akra?
2. Kakoe 4McIIo JHL CUNTAETCs KenaTeIbHbIM AJIsl COCTABICHUS aKTa U HoueMy?
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3. Jlns opranm3aimu paboOThl KOMHCCHU U3 YMCIIa €€ WICHOB Ha3HAuaeTcs mpeaceaarenb. Ka-

KOBBI €ro ()yHKLIUHU?

4. HyxHo 1 Ha3HAYaTh CEKpeTapss KOMHUCCHHU 10 COCTABJICHUIO aKTa?
5. Kro noamuceiBaer akt?

5.2.3. Ilepeuenv neuamnulx u 371eKMPOHHBIX 00PA306AMETbHBIX U UHDOPMAYUOH-
HbIX
Pecypcos HeodxXo0uMblx 0151 CAMOCMOAMETbHOU Padomul

Cwm. Pazznen 7. IlepedeHs eUaTHBIX U DJIEKTPOHHBIX 00Pa30BaTEIbHBIX M HH)OPMAITH -
OHHBIX PECYPCOB HEOOXOIUMBIX JJIsSi OCBOCHUS AUCIUILITNHBL.
https://sdo.chgik.ru — cucrema aucranmnuonroro ooyuenus UI'MK (aBToprzoBaHHBIH

JIOCTYTI).

http://gramota.ru/ — CnpaBoyHo-uHpOpMaImoHHBIA TopTan ['pamora.py — pycckuit

A3BIK JJIA BCCX.

https://openedu.ru — OTKpBITOE OOpa3OBaHME.

6. ®OHJT OLIEHOYHBIX CPEJCTB JJIsI IPOBEJEHWS TEKYIIETO KOHTPOJISI
YCHEBAEMOCTH M IIPOMEKYTOYHOM ATTECTAIIMHA OBYYAIOIIMXCS MO JUCIHUATIINHE

6.1. IlepeueHb KOMIETEHINI ¢ YKa3aHUEM 3TanoB ux GopMUpoOBaHus B mpoiecce

0CBOEeHMsI 00pa30BaTeJIbHOM MPOrPaMMBbI

Taoauua 6

IHacnopT ¢poHaa OLEHOYHBIX CPEACTB AJIA TeKyleil GopMbl KOHTPOJIS

HaumeHoBanue ILnanupyembie Koant HaumeHoBanue
pazaenos (MoayJeit), pe3yJbTaThl HHIMKATOP OLIEHOYHOT'0 CpecTBA
TeMBbI ocsoennsi OITOII oB
JTOCTHKEHH
b |
KOMIIETEeH-
107071
1 2 3 4
Pa3zoen (mooyns) 1. «llonamua «00Kymenmy», «00KyMeHmMUpoBanHan unGopmayusy
Tema 1. JokymentoBene- | OIIK-3. Cnocoben | OIIK-3.1 — IIpakTnyeckas padota Ne 1
HAC KaKk HaydHas IUC- | IPUMCHITH OIIK-3.2 Tema «Crnoco0sl1, MaTepHalbl,
LUIUINHA. TEOPETUUECKHUE OIK-33 UHCTPYMEHTBI
3HAHUS IS JOKYyMEHTHUPOBAHHS»;
pelieHus — CamocrosTenpHas padora Ne 1.
MIOCTaBJICHHBIX Tema «IIpodeccronansHas
3agau B oOmacTu JOKyMEHTOBEAYeCKas  MepUOIH-
JOKYMEHTOBEACHU Kay;
A u —Tecr
ApXHUBOBEICHHUS
Tema 2. OBomtonus noHs- | Ta xe Te xe
THUSL «TOKYMEHT».
Tema 3. Ionstue | Ta xe Te xe
«ITOKYMEHT» B
3aKOHOAATENBHBIX u

HOPMATHBHBIX aKTax.

Pazoen (mooyns) 2. «Coyuanvnas cywyHocmo u YYHKUUU 0OKYMEHMa»

Tema 4. Bceobmme

Ta xxe

Te xe

— Ilpaktryeckas pabota Ne 2
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https://openedu.ru/
http://gramota.ru/

HaumeHoBanue IL1anupyembie Koabt HaumeHoBanue
pasneJioB (Moay.Jieii), Pe3yJbTaTHI HHANKATOP OLICHOYHOI0 CPeACTBA
TeMBbI ocsoenus OIIOII oB
JTOCTHKEHH
b
KOMIIETCH-
Ui
(GYHKIUHM JOKYMEHTA. Tema «DyHKIUY JOKYMEHTa;
Tema 5. Cnenuaneabie | Te xe Te xe — CamocrosiTensHas padora Ne 2.
(GYHKLIUHM JOKyMEHTA. Tema «CBOWCTBa TOKYMEHTa»;
—Tect
Tema 6. | Te xe Te xe
IIpu3Haku,cBolcTBA
JIOKYMEHTA.

Pazoen (mooyns) 3. «Knaccugpukayun 00Kymenmoe»

Tema 7. Knaccudukanus | [IK-1.  Cnocoben | T1K-1.1 — Ilpaktuyeckas pabora Ne 3
JIOKyMEHTOB. MIPUMEHSTh ITK-1.2 Tema «Knaccudukarus
Hay4HO- TIK-1.3 JOKYMEHTOB);
METONYECKUE — CamoctositenbHas padota Ne 3.
OCHOBBI Tema «Kiaccudukanus moKymMeH-
JIOKYMEHTOBEICHH TOBY;
s 51 — Tecr
aApXUBOBEIICHUS B
npodeccruoHanbHO
i cdepe
Tema 8. Tumonoruueckas | Te ke Te xe
KIaccuuKanus JOKyMeH-
TOB.
Tema 9. Knaccudukanus | Te ke Te xe
JIOKYMEHTOB TIO CTEIMEHU
pacpoCTPaHEHHOCTH.
Pazoen (moodynsv) 4. Cocmasnenue u oghpopmienue 00KyMeHmos
Tema 10. ®Dopmynsap | [IK-4.  Cnocoben | T1K-4.1 — Ilpaktuyeckas padota Ne 4
JIOKyMEHTA. opranmsosate  u | I1K-4.2 Tema «HopmaTuBHEIE TpeOOBaHHS
OCYIIICCTBIISATh T1K-4.3 K 0()OpMIICHHIO OJIAHKOB
JIOKYMEHTHUPOBa- JIOKYMEHTOB);
HUE JIE€ATEIBbHOCTH — CamocrositenbHas padota Ne 4,
OpraHu3aIyy Tema «HopmaruBHas 6a3za ohopm-
Tema 11. TpeboBanms k | Te ke Te xe JIEHUS1 JOKYMEHTOBY;
CO3JJaHUI0 JJOKYMEHTA. —Tecr
Tema 12.  PexBusuts | Te xe Te xe
JIOKYMEHTA.
Tema 13. PexBuzutsl 3aro- | Te xe Te xe
JIOBOYHOU 4acTH
JIOKyMEHTa
Tema 14. PexBusutsl co- | Te xe Te xe
JiepKaTeIbHON 4acTu
JIOKyMEHTA.
Tema 15. PexBusuts | Te xe Te xe
odopmisroIIeit 4acTu
JIOKYMEHTA.

Pazoen (mooyns) 5. Cucmema opzanuzayu

OHHO-PACnOPAOUMENbHOI OOKYMEHMAy U

Tema 16. Opranuzaiu-

Te xe

Te xe

— IIpakTugeckas padorta Ne 5
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HaumeHoBanue IL1anupyembie Koabt HaumeHoBanue
pasneJioB (Moay.Jieii), Pe3yJbTaTHI HHANKATOP OLICHOYHOI0 CPeACTBA
TeMBbI ocsoenus OIIOII oB
JTOCTHKEHH
b
KOMIIETCH-
Ui
OHHO-pPaCHOPsAUTENbHAS Tema «OdopmiteHre OTAETBHBIX
JIOKYMEHTAIHsL. BHJIOB OPraHU3allMOHHO-
Tema 17. Opranuzauuon- | Te xe Te xe PacHOpsIAUTENBHBIX JOKYMEHTOBY,
HBIE JJOKYMEHTBI. — CamoctositenbHast pabora No 5.
Tema «PexBU3UTBHI OpraHu3aly-
Tema 18. Pacnopsiaurens- | Te ke Te xe OHHO-PACTIOPSINTEBHBIX
HbIE JJOKYMEHTEI. JIOKYMEHTOBY;
—Tecr

Paznen (monyas) 6. Hughopmayuonno-cnpasou

HAA 0OKyMeHmayus

Tema 19. HWuadopmanu-
OHHO-CIIPaBOYHEIC
JOKYMEHTBI.

Te xe

Te xe

— Ilpaktnyeckas padota Ne 6
Tema «OdopmiieHne oTaeIHHBIX
BUI0B HH(OPMALIMOHHO-
CIIPaBOYHBIX TOKYMEHTOBY;

— CamocrositenpHas padora Ne 6.
Tema «OdopmiieHue mucbMay;
—Tecr

Tema 20. IIpoToxkod.

Te xe

Te xe

— IIpakTnyeckas padota Ne 7
Tema «OcoOeHHOCTH OATOTOBKU
1 0(OpPMIICHHS TIPOTOKOJIAN;

— CamoctositenbHass pabora Ne 7.
Tema «OdopmiteHrEe BBIHCKA U3
IIPOTOKOJIAY;

—Tecr

Tema 21.3agBnenue.

Te xe

Te xe

— IIpakTnyeckas padora Ne 8
Tema «AKT kKak HHPOPMAITHOHHO-
CIIPABOYHBIN JTOKyMEHTY;

— CamocTtositenbHass pabora Ne 8.
Tema «AKT KaK MHGOPMAITMOHHO-
CIIPABOYHBIN TOKYyMEHTY;

—Tecr
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Taoauua 7

HaCHOPT (l)OH}Ia OLHCHOYHBIX CPEACTB IJIA HpOMeHCyTO‘lHOﬁ aTrreCcralnum

HaumeHoBanue ILl1anupyembie Koawt HaumenoBanue
pasneJioB (Moay.Jieii), Pe3yJbTaTHI HHAUKATOP OLICHOYHOI0 CPeACTBA

TeMBbI ocsoenus OIIOII oB

JTOCTHKEHH

b

KOMIIETECH-

Ui
1 2 3 4

Pazoen (mooyns) 1. «llonamusn «0oKymenmy, «0OKymeH

Mmuposannas ungopmayusy

Tema 1. JloxkymentoBene- | OIIK-3. Cnocoben | OIIK-3.1 — Bonpocsl k sx3ameny (1cemectp):
HH€ KaK Hay4Has JMcC- | IPUMEHSTH OIIK-3.2 Ne Teopetnueckux Borpocos: 1-11
LUIUINHA. TEOpETHUYECKUE OIIK3 3 No  mpakTHKO-OpPHEHTHPOBAHHBIX
3HAHUA g 3agaHui: 1
penieHus — TecroBble 3a1aHUs.
MTOCTABJICHHBIX
3ama4 B oOJlactu
JIOKYMEHTOBEICHH
s u
apPXUBOBEICHUS
Tema 2. DBomtorus mons- | Ta xe Te xe — Bormpock! k sx3ameny (1cemectp):
THS «AOKYMEHT. No TeopeTuueckux BONpocoB: 12-
13
No  mpakTHKO-OpPHEHTHPOBAHHBIX
3agaHui: 1
— TecToBbIE 3aJaHUsl.
Tema 3. [Tonsitue | Ta xe Te xe — Bonpockr k ax3ameny (1cemectp):
«IOKYMEHT» B Ne teopernueckux Bompocos: 14-
3aKOHOIATEIbHBIX u 15

HOPMATHUBHBIX aKTax.

Ne  mpakTHKO-OpHEHTHPOBAHHBIX
3agaHui: 1
— TectoBBI€ 3amaHus.

Pazoen (mooyns) 2. «Coyuanvhan cyuyHocmo u hyHKUUU 0OKyMeHmMa»

Tema 4, Bceobmue | Ta ke Te xe — Bonpock k ax3ameny (1cemectp):
(YHKUIUHM JOKYMEHTA. Ne Teopernueckux Borpocos: 16;
Ne  mpakTHKO-OPHUEHTHPOBAHHBIX
3a7aHui: 1
— TecroBble 3a1aHUs.
Tema 5. Cnenuansabie | Te ke Te xe — Bormpockr k sx3ameny (1cemectp):
(YHKIMH JOKYMEHTA. Ne teopernuecknx Bompocos: 14-
17,
Ne  mpakTHKO-OPHEHTHPOBAHHBIX
3amannii: 1
— TecToBbIE 3aJaHUsl.
Tema 6. | Te xe Te xe — Bonpock k ax3ameny (1cemectp):
[IpuzHaku,cBoiicTBa No Teoperudeckux BoOmpocoB: 18-
JIOKyMEHTA. 20;

No  mpakTHKO-OpPHEHTHPOBAHHBIX
3agaHui: 1
— TecTOBBIE 3aMaHUA.

Pazoen (mooyns) 3. «Knaccugpukayun 00Kymenmoe»

Tema 7. Knaccudukanus | TIK-1.

CrocobeH

| IIK-1.1

| — Bonpoch! k 3adery (2 cemectp):
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HaumeHoBanue IL1anupyembie Koabt HaumeHoBanue
pazaenos (MoayJeit), pe3yJbTaThl HHIMKATOP OLIEHOYHOT'0 CpeacTBa
TeMbI ocBoenns OTIOI 0B
JTOCTHKEHH
b
KOMIIeTeH-
Ui

JIOKyMEHTOB. MPUMEHSTh I1K-1.2 Ne Teopernueckux Bormpocos: 1-2;

Hay4HO- TIK-1.3 Ne  mpakTHKO-OpHMEHTHPOBAHHBIX

METOINYCCKHE 3aJIaHAM: 2;

OCHOBBI — TecToBBIE 3a1aHUs.

JIOKYMEHTOBEJICHU

s u

apXUBOBENICHUS B

npodeccHoHaTBEHO

i cepe
Tema 8. Tumomormueckas | Te ke Te xe — Bompockr k 3auety (2 cemectp):
KJTaccu(UKaIms TOKyMEH- Ne TeopeTndeckux BOmpocos: 3-7;
TOB. Ne  mpaKkTHKO-OpHEHTHPOBAHHBIX

3aJIaHuN: 2;
— TecToBbIE 3aJaHUsl.

Tema 9. Knaccudukanus | Te ke Te xe — Bonpocksr k 3auety (2 cemectp):

JOKYMCHTOB II0 CTCIICHU

Ne Teopernyeckux BONIPOCOB: 8-

pacIpoCTpaHEHHOCTH. 18;
Ne  mpakTHKO-OpHUEHTHPOBAHHBIX
3a7aHui: 2;
— TecroBble 3a1aHus.
Pa3zoen (mooyns) 4. Cocmasnenue u ogpopmienue 00OKymenmos
Tema 10. Dopmymsp | [IK-4. Cmocoben | T1K-4.1 — Bonpockr k ax3ameny (3 cemectp):
JIOKYMEHTa. opranusosate  u | I1K-4.2 Ne Teopernueckux Bompocos: 4-5,
OCYILECTBIISATH [1K-4.3 7,
JIOKYMEHTHPOBa- Ne  mpakTHKO-OpHUEHTHPOBAHHBIX
HHUE JACATEIbHOCTH 3aJlaHui: 3;
OpraHu3aIyy — TecroBble 3a1aHUs.
Tema 11. TpeboBanms k | Te ke Te xe — Bonpock k 3k3ameny (3 cemectp):
CO3/IaHHUIO JOKYMEHTA. Ne Tteopermueckux BOIPOCOB: O,
11;
Ne  mpakTHKO-OPHEHTHPOBAHHBIX
3aJlaHuii: 3;
— TecToBble 3aaHusl.
Tema 12.  PekBusutsl | Te xe Te xe — Borpockr k 5x3ameny (3 cemectp):
JIOKyMEHTA. No TeopeTudeckux BOIPOCOB: 8-
10;
Ne  mpakTHKO-OpHUEHTHPOBAHHBIX
3amanui: 3, 4;
— TecToBbIE 3aJaHUsI.
Tema 13. PexBusutsl 3aro- | Te ke Te xe — Bonpockr k ax3ameny (3 cemectp):
JIOBOYHOH 4acTH Ne Teopernueckux Bormpocos: 12;
JIOKYMEHTa Ne  mpaKkTHKO-OPHMEHTHPOBAHHBIX
3ajanuii: 3, 4;
— TecroBble 3a1aHus.
Tema 14. PexBusutsl co- | Te xke Te xe — Bonpocsl k sx3ameny (3 cemectp):
JiepKaTeIbHON 4acTu No TeopeTnueckux Bompocos: 13-
JIOKyMEHTA. 14;

No IMPAKTUKO-OPUCHTUPOBAHHBIX
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HaumeHoBanue IL1anupyembie Koabt HaumeHoBanue
pazaenos (MoayJeit), pe3yJbTaThl HHIMKATOP OLIEHOYHOT'0 CpeacTBa
TeMBbI ocsoennsi OITOII oB
JTOCTHKEHH
b
KOMIIeTeH-
Ui
3ajganuii: 3, 4;
— TecroBble 3aaHusl.
Tema 15. PekBusutsl | Te xe Te xe — Bormpockr k sx3ameny (3 cemectp):
odopmiIstoLIEei 4acTu Ne TeopeTdeckux BOIpocos: 15;
JIOKYMEHTA. Ne  mpakTHKO-OpHEHTHPOBAHHBIX

3amanui: 3, 4;
— TecTOBBIE 3aIaHUs.

Pazoen (mooyns) 5. Cucmema opzanuzayu

OHHO-PACNOPAOUMETbHOU 0OKYMEeHmMauuu

Tema 16. Opraams3amnu- | Te xe Te xe — Bonpocsr k ax3ameny (3 cemecTp):
OHHO-pPacCHOpPsSAUTENbHAS Ne Teopernueckux Bormpocos: 16;
JOKyMCEHTaHSI. Ne  mpakTHUKO-OpHEHTHPOBAHHBIX
3aJlaHni: 4,
— TecToBbIE 3a1aHUS.
Tema 17. Opranuzauuon- | Te xe Te xe — Bormpock! k sx3amMeny (3 cemecTp):
HBIE JIOKYMEHTBL. Ne teopetnueckux Bompocos: 17-
20;
Ne  mpakTHKO-OpHEHTHPOBAHHBIX
3ajaHuil: 4;
— TecToBbI€ 3a1aHUSI.
Tema 18. Pacmopsimurens- | Te ke Te xe — Bonpocs! k 9x3ameny (3 cemecTp):

HbIC JOKYMCHTEIL.

Ne teopetnueckux Bompocon: 21-
25;

Ne  mpakTHKO-OPHMEHTHPOBAHHBIX
3aJlaHui: 5;

— TecroBsle 3a1aHus.

Pazaen (moayas) 6. Hugpopmayuonno-cnpasou

HasA 0OKyMeHmayus

Tema 19. HWudopmaru-
OHHO-CIIPaBOYHbBIC
JIOKYMEHTBI.

Te xe

Te xe

— Bonpocs! k 5x3ameny (3 cemecTp):
Ne Teopetnueckux BOMpPOCOB: 26-
217, 29;

Ne  mpakTHKO-OpHEHTHPOBAHHBIX
3aJaHuii: 3, 6;

— TecToBble 3a1aHUsL.

Tema 20. ITpoTokon.

Te xe

Te xe

— Bormpockr k sx3ameny (3 cemectp):
No TeopeTuueckux Bonpocos: 30;
Ne  mpakTHKO-OpHEHTHUPOBAHHBIX
3ajaHuii: 3, 6;

— TecToBble 3a1aHMS.

Tema 21.3asBieHue.

Te xe

Te xe

— Bonpocs! k 9x3ameny (3 cemecTp):
Ne TeopeTnueckux Bompocos: 28;
Ne  mpakTUKO-OPHMEHTHPOBAHHBIX
3amanui: 3, 6;

— TecToBbIC 3aMaHM4.
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6.2. Onucanue noka3zarejed 1 KpuTepueB OLEHUBAHUS KOMIIETEHIIMA HA Pa3JIHYHBIX
Tanax ux (popMupoBaHUs, ONMCAHNE KA OLEHUBAHUSA

6.2.1. Ilokazamenu u Kpumepuu OUEeHUBAHUA KOMHEMEHWUIL HA PATUYHBIX
Imanax ux gopmuposanusn

Taoauma 8
Iloka3aTe/in U KPpUTEPUH OLIECHUBAHUSA KOMIIETEH NI
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ILnanupyembie IToka3zaTesn

Pe3yabTaThl c¢()opMHPOBAHHOCTH Kpurepun oueHuBanus
ocsoenust OIIOII KOMIIeTCHIH I

1 2 3

OIIK-3. Cmocoben | — moHumaer Tteoperndeckue | OOydarommiics o0nagaeT HEOOXOIUMOM
NPUMEHATh TEOpe- | acleKThl JOKYMEHTOBEICHUS, 0a- | CHCTEMOM 3HAaHUM, IOCTUT OCO3HAaHHOTO
THUYCCKHEC 3HAHUS | 30BBIC JOKYMCHTAIlMOHHBIC | BJIAJICHUA YMCHHUAMU, HaBbIKaMU u
JUIL PELICHHs TO0- | IPOLECCHI; cnocobaMu TpoecCHOHANbHON  NesITeNb-
CTaBJICHHBIX 3aJady | — NPUMEHSET TEOpETHUYECKHE | HOCTU. JleMOHCTpUpYeT CIOCOOHOCTh aHa-

B obiactu
JIOKYMEHTOBEIECHUSA
Y apXUBOBEICHHS

3HAHUSA JUIS PEIICHUS [TOCTABJICH-
HBIX 3aj7a4 B 00JacTU JOKyMEH-
TOBEIEHHUS;

— cnoco0eH HCIOJIb30BaTh 3Ha-
HUS, YMCHUS, BJAJCHHUS B IIPO-
(hecCHOHAIBHOM IS TETLHOCTH.

JM3UPOBaTh, TIPOBOAUTH CPaBHEHUE H
000CHOBaHHME BbIOOpa METOJOB PEUICHUS
3aaHuil B TPAKTUKO-OPUEHTUPOBAHHBIX
CHUTYaLHsIX.

I[IK-1.  Cnocoben
MPUMEHSTh Ha-
YYHO-METOIHYe-

CKHe OCHOBBI
JIOKYMEHTOBEJICHUS
W apXHUBOBEICHUS B
poheCCUOHAITBHOM

ctepe

— TMOHHMMAEeT HAYYHO-METOJHYe-
CKHE OCHOBBI JIOKYMEHTOBE/ICHUSI,
— NMpHUMEHSET 3HaHWs B 00JacTH
JIOKYMEHTOBEJICHHS B MpoheccH-
OHABHOU cepe;

— BJIaACECT OCHOBHBIMHU METOJaMH
JIOKYMEHTOBETYECKOTO HCCIE]IO0-
BaHMUS,

— CIIOCOOCH WCTONBh30BaTh 3HA-
HUA, YMCHUA, BJIaACHUSA B IIPO-
(hecCHOHAIBHOM e TeNLHOCTH.

OOyuaromuiicss o0iagaer HEOOXOAMMOI
CHCTEMOM 3HAHMH, IOCTUT OCO3HAHHOTO
BIAJCHUS  yMEHHUSIMH,  HaBBIKAMH  H
crnocobaMu  TPOPECCHOHATLHOU  JICATEIh-
HOCTH. J[eMOHCTpHUpYET CIOCOOHOCThH aHa-
JIM3UPOBATh, IPOBOJNTH CpPAaBHEHHE W
000CHOBaHHE BBIOOpPA METOAOB PEIICHUS
3aJJaHUd B TPAKTHKO-OPHUEHTHPOBAHHBIX
CHUTYyaIHSIX.

I[IK-4. Cnocoben
OpraHu30BaTh 5
OCYILECTBIIATh
JIOKyMEHTHPOBAHHE
JIESITEJIbHOCTH Opra-
HHA3aLAU

— TIOHMMaeT HOPMATHUBHO-TIpa-
BOBYIO 0a3y MOKYMEHTHPOBAHHSA
ACATCIIBHOCTU OpraHu3alinum,

—  OCYIIECTBISIET nporiecc
JTOKYMEHTHPOBAHUS  JEATEIBHO-
CTH OpTaHHU3aluy;

— BJI3JICCT HaBBIKAMH OpTaHH3a-
OUM ¥ aHajiu3a pe3yJbTaTHBHO-
CTH IIpoLecca JOKYMEHTUPOBAHUS
JESATEIbHOCTH OpraHu3aliN;

— CHoco0eH HCIOJb30BaTh 3HAa-
HHS, YMCHUS, BJIAJCHHS B TIPO-
(heccHOHAIBHOMN JCSITEITEHOCTH.

OOyuaromuiicss o0nagaer HEOOXOAMMOI
CHCTEMOM 3HAHMH, IOCTUT OCO3HAHHOTO
BJIQJICHUS. ~ YMCHHMSMH,  HaBbIKAMH U
crocobaMu  TpodecCHOHATbHON JesITeNb-
HOCTH. JleMOHCTpHUpYyeT CIOCOOHOCTh aHa-
JIU3UPOBaTh, TMPOBOJUTH CpPaBHCHHE U
000CHOBaHHE BBIOOpA METOMOB PEIICHUS
3aJaHU B MPAKTHKO-OPUCHTHPOBAHHBIX
CUTYaIHIX.
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Taoauma 9

Jrtanbl GOpMUPOBAHUA KOMIETEH Mt

HaumenoBanue 3Tamna

XapakTepHCTHKA Tana

(I)OpMI)I KOHTPOJA

1

2

3

HavanpHpléi  (BXOAHOM) 9Tal
(hopMHPOBaHHS KOMITETCHITUH

JlmaraocTrKa BXOIHBIX 3HAHHUM
B paMKax KOMIIETEHITUH.

BxonHoe TectupoBaHue, camo-
aHaju3 u JIp.

Texymuit dTan GOpMHPOBAHUS
KOMITETCHIIU I

BrinmonHenne 00y4arommMHUcs
3a/laHUll, HaIlpaBJIEHHBIX Ha
¢dbopMHpOBaHHE KOMIIETCHLIUH

OcymiecTBIeHHE  BBISBICHUS
MPUYUH MPETSATCTBYOIIUX
s deKTHBHOMY OCBOCHUIO
KOMITETCHUUH.

AKTHBHas yd4eOHas JIEKIHS;
MIpaKTHUYECKUE 3aHATHS; CaMo-
CTOsITETIbHAS paboTa:
CaMOCTOSITEIBHOE permeHue
KOHTPOJIbHBIX 3a/laHui U T. 1.

[IpomexxyTouHbIil  (aTTECTaIN-
OHHBIH) 3Tan (HOPMHUPOBAHUS
KOMIIETEHIUI

OnennBanne cHOpMHPOBAHHO-
CTH KOMIIETEHIMH MO OTIeIb-
HOM 4YacTH IMCIMIUIMHBI WU
JHCIHUIUINHEI B IIETIOM.

3auem, sxzamen:

— OTBETHl Ha TEOPETHUYECKUC
BOTIPOCHI;

—  BBINIOJIHEHHWE  IIPAKTUKO-
OpPUEHTHPOBAHHBIX 33J[aHUIA;

— BBIIIOJIHEHHE TECTOBBIX 3a/a-
HUH.
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6.2.2. Onucanue wiKkan oueHUGAHUA

Taoauuma 10
6.2.2.1. Onucanue NIKAaJbl OLICHUBAHMSA OTBETA HA 3a4YeTe U DK3aMeHe

Kpurtepun ouenkn

OTau4HoO

Xopomuo

Ya0BaeTBOPUTEIHHO

HeynoByieTBopuTE/Ih-

HO

VYpoBeHb YCBOEHUS MaTepHrala, IpeayCMOTPEHHOTO IPOrpaMMoit

‘YMEHHE BBIOJIHATD 3a/1aHUs, IPELYCMOTPEHHBIE TPOrpaMMOn

YpoBeHb 3HAKOMCTBA C OCHOBHOM JIMTEpaTypoH, NpeRyCMOTPEHHOU
MPOTpaMMoit

YpoBEHb 3HAKOMCTBA € JOTIOIHUTEIBHOM JINTEpaTypou

ypOBGHB PAaCKpPLITUA TPUIHUHHO-CIICACTBCHHBIX CBs3eH

YPpOBEHb PACKPBITHUS MEXTUCIIUILIMHAPHBIX CBA3EH

[Menarornveckas opueHTanus (KyJIbTypa peud, MaHepa OOILIeHNUs, YMEHUE
WCIOJIh30BaTh HATIISIHBIE TIOCOOUS, CIIOCOOHOCTh 3aUHTEPECOBATh Ay U -
TOPHIO)

KauectBo oTBeTa (ero oOIIasi KOMITO3UIHS, JJOTHYHOCTD, YOCKIEHHOCTD,
o011ast dpyauIys)

OTBeTHl Ha BOIPOCHI: IOJIHOTA, apryMEHTHPOBAHHOCTb, YOEXKIEHHOCTD,
YMEHHE HCIOJb30BaTh OTBETHl HA BOIPOCH Al Oojee MOJHOTO pac-
KPBITHS COJEPXKaHMsI BOIIpoca

IIGJ'IOBLIC 1 BOJICBBIC Ka4yCCTBa 06yqalomerocsn OTBCTCTBCHHOC OTHONIC-
HHE K pa60Te, CTPEMJICHUEC K NOCTUKCHUIO BBICOKUX PE3YyJIbTATOB, TOTOB-
HOCTB K TUCKYCCHUH, KOHTaKTHOCTb

Brimonaenne IMMPAKTUYCCKOI'0 3aiaHuA

OO0mas oneHka
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Onucanne MKAaJbI OLEHUBAHUSA Ipu TECTUPOBAHUU HA 0a3e TeCTOBBIX
MaTCpHUaJIOB MHCTHUTYTA

O1eHKa M0 HOMHHAJIBbHOI mIKajgde | % NMpaBWIBHBIX O0TBETOB, MOJYYEHHBIX HA TECTHPOBAHHHU
Otnuyno / 3adteHo ot 81 mo0 100
Xoporio / 3auTeHo ot 51 o 80
Y n0oBAETBOPUTEIHHO / 3aUTEHO) ot 31 10 50
HeynosnerBopurensHo / He 3auteHo meHee 31
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Taoauma 11

6.2.2.2. Onucanye MKaJbl OHeHUBAHUA

Hpa:cmuuecxoe (npakmuko-opuenmupoeannoe) 3a0anue

KauecTBO BBINOJIHSA-
Hus 3aaanus (%)

OneHnka nmo HoMu-
HAJLHOH HIKaJIe

XapaKTepUCTHKH OTBETA 00y4aIOIIEerocs

ot 81 go 100

OTIM4YHO (3a4TEHO)

OOyuyaromuicst caMOCTOATENFHO U MPABHIBHO
penm  yaeOHO-TTPOPECCHOHANBHYIO 3a1aqy, yBe-
PEHHO, JIOTHYHO, TOCJIEIOBATeIbHO U apryMEHTH-
POBAaHHO W3JIarana CBOE pEIIeHUE, UCIOb3Ys MPOo-
(heCcCHOHATBHYIO TEPMHUHOJIOTHIO.

ot 51 mo 80

Xoporio (3a4TeHO)

OO0yuJaromuiicss CaMOCTOSITEIBHO M B OCHOBHOM
MPAaBWIBHO pelmi  y4eOHO-PodecCHOHATBHYIO
3a7a4y, YBEPEHHO, JIOTUYHO, MOCJIEOBATEIBHO U
apryMEHTUPOBAHO H3JIarajl CBOE pEIlCHHE, HC-
N0Jb3Ysl NpodecCHOHATBbHYI0 TEPMUHOJIOTHIO.

ot 31 o 50

Y 10BIETBOPUTETHHO
(3auTeHO)

OOyuaromuiicss B OCHOBHOM pelui y4eOHO-Tpo-
(eccnoHanpHyIO 3a/1ady, JOMYCTHII HECYIECTBEH-
HBIE OMIMOKH, c1a00 apTryMEHTHpPOBAJI CBOE pellle-
HHE, MyTasch B MPO(GECCUOHANBHBIX MOHATHSIX.

ot 0 1o 30

HeynosnerBoputenbHO
(HEe3a4YTeHO)

OOyuaromuiicst He peru yueOHo-npodeccro-

HAJIBHYIO 33/1a4y.
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6.3. TunoBbie KOHTPOJIbHbIE 32IAaHUS WIH MHbIE MaTePHAJIbl, HE00X0AUMBbIE JIs
OlleHKH 3HAHWH, yMeHM i, BJIQJeHN i, XapaKTepUu3yoIuXx 3Tansl popMupoBaHus
KOMIIETEHIUi B mpoiecce 0CBOEHUsI 00pa30BaTeIbHOI MPOrpaMMbl

6.3.1. Mamepuanwt 015 n0020mosKu K 3auemy u IK3aMeHam

Taomauma 12
MarepuaJibl, He00X0AMMbIe IJIsl OLEHKH 3HAHU I
(mpuMepHbIe TeopeTHYECKHE BONPOCHI)
K 3Kk3ameny (1 cemectp)
Ne ni/m ITpumepHbIe (POPMYIHPOBKH BOIIPOCOB Kon .
KOMIeTeHumii
1. IIpuunHbI U OPEATOCHIIKY OSIBICHUS JOKYMEHTA U JIOKYMEHTUPOBAHHUS. OIIK-3
2. Bo3HuKHOBeHHE NOKYMEHTOBEIEHMs KaK HayKH B HeJpax JeJIONpOU3BOJ- OIlK-3
CTBEHHO! IPAKTHKH (EIONPOU3BOACTBA).
3. I'enepansubiii Permament (1720) u ero pois B pa3BUTHH ACIIOIPOU3BO/I- OIIK-3
crBa B Poccuu.
4. 3akoHomatenbHble akThl XIX B. ¥ UX posib B (JOPMUPOBAHUHU AETIOMPOU3- OIlK-3
BOJICTBA M HAay4YHBIX PEACTaBICHUNA 0 JoKyMeHTe B Poccun.
5. ITons OTIte Kak OAMH M3 OCHOBOITOJIOKHUKOB COBPEMEHHOTO JTOKYMEHTORBE - OIIK-3
JICHHSL.
6. IIpencrasnenus [1. OTie 0 JOKYMEHTE. OIIK-3
7. K.I'. MutsieB Kak OCHOBaTeNb TOKyMEHTONBeAeHUs B Poccun. OIIK-3
8. Pazputue noxkymenrtoBenenus B Poccun B XX B. OIIK-3
9. Pone MOCKOBCKOTO rocyAapCTBEHHOIO HCTOPUKO-APXUMBHOTO HHCTUTYTA OIIK-3
(MI'MAHN) B pa3BUTHH OTEUECTBEHHOTO JOKYMEHTOBEACHHSL.
10. Pa3Butne nokymeHToBeneHus B Poccun Ha COBpEMEHHOM JTare. OIIK-3
11. Bcepoccuiickuii HayuyHO-HCCAEA0BATENbCKUM HHCTUTYT TIOKYMEHTOBEICHHUS OIIK-3
n apxuHoro nena (BHMM/IA/L) kak meHTp JOKYMEHTOBEIUECKHUX HCCIIe-
JIOBaHMH.
12. Uctopuueckuii, mpaBoBOH, yIpaBIeHUECKUH, HHPOPMAIIMOHHBIH aCIIEKTHI B OIIK-3
OIIpEJeNICHUN TIOKYMEHTA.
13. JIOKyMEHT Kak 00BEKT JOKYMEHTOBEUECKHUX HCCIIETOBAHNN. OIIK-3
14. Oenepanpublii 3akoH PO «O0 uHopmaryu, MHOOPMAIMOHHBIX TEXHO- OIIK-3
gorusax ®u o 3amure uHGopMmammm» (2006) 0 HOKYMEHTHPOBAHHOM
HHD)OPMAITHH.
15. Omnpenenenue JOKyMEHTa, JOKYMEHTHPOBAHHOW WH(OpMAIK B TOCyIap- OIIK-3
CTBEHHBIX U HAIIMOHAJIBHBIX CTaHAapTax.
16. Bceeobuue GpyHKIMM TOKyMEHTa. OIIK-3
17. CrnenwanbHbIe (YaCTHBIC, OTIEPATUBHBIC) (QYHKITMH TOKYMEHTOB. OIIK-3
18. IIpu3HaKy TOKyYMEHTA. OIIK-3
19. CBoiicTBa IOKYMEHTA OIIK-3
20. CBoiicTBa 3JEKTPOHHOTO JOKYMEHTA. OIIK-3
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K 3a4eTy (2 cemecTp)

Kon

Ne ni/m ITpumepHbIe (POPMYITHPOBKH BOIIPOCOB KOMIeTe il

1. [onsitue «xinaccudukanusy. Lleas 1 3a1aun KiiacCUQUKAIIHH. I1K-1

2. Bunb! knaccudukamm. TIK-1

3. Tunonoruyeckast KaaccupuKanus JOKyMEHTOB. IK-1

4, 3HaYeHNE THUITOIIOTHYECKON KIaCCH(PHUKAIMKA TOKYMEHTOB B TPO(ECCHO- IK-1
HAJIbHOM JIesITeIbHOCTH TIOKYMEHTOBE 1A,

5. Knaccudukarmss mo uHOOPMAIMOHHON COCTaBISIONICH JOKYMEHTOB. ITK-1
OO0mas XapaKTepUCTHKA.

6. Kimaccudukamus mo  marepuanbHOW — (pu3wdeckoil)  cocTaBisromieit IK-1
JIOKYMEHTOB.

7. Knaccudukanus HOKyMEHTOB MO OOCTOSATENBCTBaM OBITOBaHUS BO BHELI- IK-1
HEeH cpene.

8. Kiraccndukarms JOKYMEHTOB IO CTEIICHH PACcIIPOCTPAHEHHOCTH. ITK-1

9. Heomy6nukoBaHHBIE TOKYMEHTHI: ONpEAeTeHne, Ha3Haue€HHe W OCHOBHBIE TIK-1
BUJIBL.

10. Heny0Onukyemble TOKyMEHTBI: ONpe/eieHue, Ha3HauYeHUe 1 OCHOBHbBIC BH- TIK-1
JTBL.

11. Ony0OnuKoBaHHbBIE JTJOKYMEHTHI: ONpe/iejieHre, Ha3HAUYeHe U OCHOBHBIC BH- TIK-1
JTBL.

12. I'OCT P 7.0.60-2020 «13nanus. OcHOBHBbIE BUIBL. TepMuHBI U Ompenesne- TIK-1
HUsDy. O0MIas XapakKTepUCTHKA.

13. Bupl u3ganuii no nepuoANYHOCTH. TIK-1

14. Bujpl n3nanuii 1o 3HaKOBOW NpUpoie HHQOpMAIUH. IK-1

15. Buapl uznanuit no 1neaeBOMy Ha3HAUCHUIO. TIK-1

16. OdunmanpHble H3TAHUS M UX Pa3HOBHIHOCTH. TIK-1

17. CrroBapHO-IHITUKJIONIETNISCKIAE M CITPABOYHBIC W3MaHUS U UX PAa3HOBHIIHO- ITK-1
CTH.

18. Buppl u3naHuil 0 YUTATEILCKOMY aApecy. IK-1
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K 3K3ameny (3 cemectp)

Ne I Kox

/i puMepHbIe (POPMYJTHPOBKH BONIPOCOB KOMIIeTe it

1. [ToHATHS «TIOKYMEHT», «JOKYMEHTHPOBaHHAasi HHPOPMAITHSIY. OIIK-3

2. DyHKIUU, CBOWCTBA U IPU3HAKU TOKYMEHTA. OIIK-3

3. Knaccudurarmms mokymeHTOB. Pasmuunble MOIXOABI K KIIACCHU(pUKAIIH [K-1
JIOKYMEHTOB.

4. BosnnkHoBeHHe U pazButue Gopmyisipa gokymenTta B X VIII — nagane XX I1K-4
BB.

5. CoBpemenHbIe TpeOoBaHus K GopMyJIIsipy JOKYMEHTOB. [IK-4

6. Crangaprusarys opopMIIeHHs JOKYMEHTOB, IIellb, TPEUMYIIECTBA IPUMEHE- I1K-4
HUS CTaHAapTa.

7. [MpuHnmner moctpoeHus: GopMmyIsipa-o0pasia OpraHu3aluOHHO-PACTIOPSAH- I1K-4
TEJIbHBIX JOKYMEHTOB.

8. CylIrHOCTh U ONPEIEIICHIE TOHATHS «PEKBU3NUT. I1K-4

9. CocTaB 1 BUIBl PEKBH3UTOB. T1K-4

10. bnaHku JOKyMEHTOB: BHJIbI, OCOOCHHOCTH O(OPMIICHHSI. I1K-4

11. CoBpeMeHHbIE TPEOOBaHUS TOCYIAPCTBEHHBIX U HALMOHAIBHBIX CTAHAAPTOB TIK-4
Y HOPMAaTHBHO-METOANYECKUX aKTOB K 0)OPMJICHHIO JOKYMEHTOB.

12. XapakTepucTUKa peKBU3UTOB 3ar0JIOBOYHOM YacTH JIOKYMEHTA. 11K-4

13. XapakTepucTHKa PEKBU3UTOB COACPIKATEIHHON JaCTH JOKYMEHTA. IK-4

14. TekcT Kak OCHOBHOH »dieMeHT AokymeHTa. CTpykTypa, TpeOoBaHUS K I1K-4
0(hOPMJIICHHIO.

15. XapaKkTeprucTHKa PEKBU3UTOB 0(DOPMHUTEITECKON JacTH TOKYMEHTA. I1K-4

16. OcCHOBHBIE BHIBl OpPTraHU3AIMOHHO-PACTIOPAAUTEIBHBIX JOKYMEHTOB, CH- 1IK-4
CTeMa MX YHH(UKAIIH.

17. Cucrema OpraHu3allMOHHON TIOKYMEHTAIMH: Ha3HAYEHHE, COCTaB, OCOOCHHO- T1IK-4
CTH CTPYKTYPBL

18. Buabl yupeauTenbHbIX JOKYMEHTOB OpraHU3alMU: MOPSJ0K M IOCJENOo- T1IK-4
BaTEIBLHOCTD Pa3pabOTKH.

19. ITono)xenne kak HOpMaTUBHBINA akT. OCHOBHBIE BH/IbI NIOJOKEHUM U MPaBUII TIK-4
UX COCTABJICHHUSI.

20. WNHCeTpyKIMs Kak perynupyrouidii HOPMAaTUBHBIM akT. BHIbl MHCTPYKLMI. 1IK-4
[IpaBusa cocTaBieHusl.

21. CucrteMa pacropsiiuTeNIbHON JOKyMEHTAlWU: Ha3HayeHUe, COCTaB, OCOOCH- TIK-4
HOCTH CTPYKTYPBI.

22. XapaKkTepUCTUKA HTANOB IMOATOTOBKU PACHOPSAUTENbHBIX JOKYMEHTOB. 11K-4

23. [Iprka3 kak OCHOBHOW BWJ paclopsaUTEIbHONM AOKyMEHTauuu. Bupel, mno- I1K-4
PSIOK pa3pabOTKH, TpeOOBaHMS K COCTABICHUIO H OQOPMIICHHIO.

24. ITocTtaHOBIIEHHE: CTPYKTYpa TEKCTa, OCHOBHBIE PEKBU3UTHI. IT1K-4

25. Pacmiopspkenne kak mpaBoBOi akT. TpeOoBaHUS K COCTABICHUIO M 0GopMIIe- [K-4
HHUIO.

26. Cucrtema MH()OPMAIIMOHHO-CIIPABOYHON TOKYMEHTALMK: BUABI, HA3HAUCHHE, I1K-4
coCTaB, 0COOEHHOCTU CTPYKTYPBHI.

27. Cry>xeOHble 3aIMCKH: BUJBI, TPEOOBAHUS K COCTABICHUIO U 0(hOPMIICHHUIO. I1K-4

28. 3asBnieHUE: BH/IBI, TPEOOBAHMsI K COCTABICHHUIO U O(OPMIICHHIO. I1K-4

29. [TuceMa: BUIBL, TpeOOBaHUS K COCTABICHHUIO U 0hOPMIICHHIO. 11K-4

30. [TpoTokos: BUABL, TPeOOBAaHMI K COCTaBJICHHUIO U 0 OPMIICHHIO. [IK-4
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Marepuanbl, He00X0AMMBbI€ /51 OLeHKH YMEHUI 1 BJIaJeHU i

(mpuMepHbIe NPAKTHKO-OPUEHTUPOBAHHBIE 3aJaHMS)

Taoauua 13

Ne n/m Tembl IPUMEPHBIX ) Kon )
NMPAKTHKO-OPHEHTHPOBAHHBIX 3a1aHUIA KOMIeTeH M
1. Hayunas npo0Oyiematnka B 0071aCTH JOKYMEHTOBEICHUSI. OIIK-3
2. Knaccudukauus 10KyMeHTa 0 pa3iIMYHbIM MPU3HAKAM. IK-1
3. [ToaroToBka ynpaBjaeHY€CKOr0 TOKYMEHTA. [IK-4
4, CoctaB w mpaBwia OQGOPMIICHUS PEKBU3UTOB OPTaHW3AIIMOHHBIX I1K-4
JTIOKYMEHTOB.
5. Cocrta u mpaBwia oO(OPMIICHUS PEKBU3UTOB PACIOPSIUTEIBHBIX I1K-4
JOKYMEHTOB.
6. CoctaB u mpaBmiIa 0pOPMIICHUS PEKBU3UTOB CIIPAaBOYHO-MHGOPMAIIHOH - [1IK-4

HbBIX JOKYMCHTOB.
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6.3.2. Tembt u memoouuecKkue yKazanusa no n002omoeke pegepamoas,
Jcce u meopUecKux 3a0anuil no OUCUUnIUHe

Hanucanue pedeparoB (3cce, TBOPUECKUX 3aJaHUI) HE IPEyCMOTPEHO.
6.3.3. Memoouueckue yKazanus no 6bINOJHEHUI0 Kypcoeoii padomaul
KypcoBas paboTa no nucuuruiiie yueOHbIM IJIAHOM He NMPEeAyCMOTpeHa

6.3.4. Tunoevle 3a0anus 013 npoeedeHUs MEKyuLe20 KOHmMposa
dopmuposanun komnemenyuii

6.3.4.1. Ilnanpl ceMMHAPCKUX 3aHATHI
CemuHapcKue 3aHATHA 10 TUCHUIUIMHE Y4eOHBIM IUTAHOM HE TPETyCMOTPEHBI.

6.3.4.2. 3aganus 1JIA NPAKTHYECKUX 3aAHATHIA

IpakTnueckas padora Ne 1 «Cnoco0bl, MaTepuasibl, HHCTPYMEHTbI
AOKYMEHTHPOBAHUS»

Llenv pabomer — u3yyeHHE 3apOKICHUS, W300pETEHUS M HBOJIOLHMH OCHOBHBIX
Croco0o0B, MaTepHaJIOB U MHCTPYMEHTOB JOKYMEHTUPOBAHUS, II€IECO00Pa3HOCTH PUMEHE-
HUSl ¥ Pa3BUTHUS TeX WJIM UHBIX CPEACTB U MATEPUAIOB B 3aBUCHMOCTH OT HA3HAYCHHS U Xa-
pakTepa JOKYMEHTOB Ha Pa3HbIX 3TAlax pa3BUTHs YEJIOBEUECKON IMBUIN3ALIUY.

3adanue u memoouxa 6vlnoIHeHUs: U3YUUTh YUYEOHYIO U CIIPAaBOYHYIO JIUTEPATYPY IO
y4eOHOI TUCHHUIUIMHE, PEKOMEH/IOBAaHHYIO MPETNOAaBaTeIeM, CaMOCTOSITEIbHO BBISBICHHBIC
UCTOYHUKH, B T.4. 3JIEKTPOHHBIE PECYPCHI, 3aIIOJHUTH MPEATI0KEHHYIO TabIUILy, KPaTKo OXa-
PaKTepU30BaB KaXKIBIN CIIOCOO JOKYMEHTUPOBAHUS:

TexcToBOE JOKYMEHTHPOBAHUE.
TexHnyeckoe JOKyMEHTHPOBAHHUE.
DOHOIOKYMEHTHUPOBAHHE.
DOTONOKYMEHTUPOBAHHUE.

Kuno- 1 BU€0-J0KYMEHTHPOBAHUE.
DNEKTPOHHOE TOKYMEHTHPOBAHHUE.

SN N

Ne Bomnpocst TexcToBoe
JOKYMEHTHPOBaHHE

Ompenenenue cnocoda TOKyMEHTHPOBAHUS
Hara n3o0pereHus

Nms uzobperatens

CyTb n300peTeHus

OCHOBHBIE 3Tarnbl pa3BUTHUS CII0cO0a TOKYMEH-
TUPOBAHUS

Marepuaiibl JOKYMEHTUPOBAHMS
WHCTpYMEHTHI JOKYMEHTHPOBAHHS

ESEISIES

=~

41




OtBer Ha Kax/Jblii Bopoc GOpMYIMPYETCs KPaTKO U KOHKpeTHo. o xkemaHuto cry-
JICHTA, 33JJaHHE MOXKET OBITh BBHIMIOJIHEHO KaK B TaOaMyHON (opme, TaKk U B TEKCTOBOM Bapu-
aHre.

IIpakTHyeckas padora Ne 2 « DyHKIMH JOKYMEHTA»

Llenv pabomul — M3y4nTh JOKYMEHT KaK MOJTU(PYHKIIMOHATHHBIA OOBEKT U OCBOUTH
€ro CrenuaabHble (YacTHBIC) (PYHKITUY.

3adanue u memoouxa 6binoIHeHUsA: CTyI€HTaM TPEAIaraeTcsl, UCTIONb3Ys JIeKIuo No
5, npodeccuoHalbHYI0 HAayYHYI0, YUeOHYIO JTUTEepaTypy, Ipexkae BCEero yuyeOHble M3aHUfA,
pPEKOMEHI0BaHHbIE 10 JUcUUIUIMHE, naparpadsl yueonukoB H. C. JlapekoBa, H. H. Kymna-
PEHKO, AJIEKTPOHHBIE PECYPCHI, 1aTh OINpeaeieHre KaKIoui u3 GyHKIui qokymenTa. Ocoboe
BHUMaHue oOparuth Ha crathio A. FO. KonbkoBoii, E. A. [lnemkeBuya, 3amoiHUTL Tpe-
JIO’)KEHHYIO TaOJUILy: JaTh ONpe/esIeHNe CrieluaibHbIX (4YaCTHBIX) (PYHKIMUNA U JOMOJHUTH €€
pUMepaMu JIOKYMEHTOB, PEATU3YIONINX Ty WIH UHYIO (YHKITHIO.

CnennanbHble (4acTHbIE) (PYHKIHMH JOKYMEHTA

Ha3Banue pyHkuun Onpenesenne pynkuum | Ilpumep 1okymeHnra

[To3HaBaTenpHas (KOTHUTHBHAS)

MemopuanbHast (maMsITHUKOBAsI)

YrpasrieHndeckas (peryasiTuBHasl)

DyHKIMS yuyeTa

Nneomornueckas

IIpaBoBas

T'emonnctrueckas

PexpearuBHas

[Tonynsipu3aTopckast

OO6pa3oBaTeabHas

ol = Rl e I Fal Rl Fall Rl Il o

— O

[ToaTBepkneHns aBTOPCKOro mpuo-
puTeTa
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IpakTnueckas padora Ne 3 «Kinaccupukanusi 10KyMeHTOB)

Lenb paboThl — OCBOUTH MHOTOACHEKTHYIO OJIOYHO-(PaCEeTHYIO KIIaCCHU(PUKALIUIO
JOKYMCHTOB, HaBbIK KJ'IaCCI/I(l)I/II_[I/IpOBaHI/I)I AOKYMCHTOB I10 PAa3JIMYHbIM IIPpHU3HAKAM.

3agaHue W METOJMKA BBIMOJHEHUS: UCIOJb3ysl MaTepuaibl jJekiuuu Ne 8, mpo-
(deccuoHanbHYI0 Y4eOHYI0, CIPABOYHYIO JTUTEPATYPY, MPEXKIE BCEro yUeOHbIC M3IaHUS, Pe-
KOMEH/IOBaHHbIE MO0 TUCIUIUIMHE, COOTBETCTByoIuUe naparpadsl yueOnukoB H. C. Jlapb-
koBa, H. H. Kymnapenko, a taxoke npuiaoxenune 1 «biaoyno-¢acernas kiaaccupurkanus
AOKYMEHTOB) IIPEJIaracTcs BBIIOJHUTD CIEAYIOIIEE 3aJaHHE:

Onpeodenume U0 Kaxcoo2o u3 nPedyioHceHHbIX 0OKYMEHNO08 RO CNeOYIOUUM RPUSHAKAM:

a) XapakTtep 3HAKOBBIX CPEICTB

b) Crioco6 10KyMEeHTUPOBAHUS

¢) IlpenqHazHa4YeHHOCTh TOKYMEHTA JUISI BOCIIPHSITHS
d) Kanan Boctipusitust naHopmanuu

e) CreneHb pacrpoCTPaHEHHOCTH JOKYMEHTa

f) MarepuanbHast KOHCTPYKIIHS

1. CobGopHoe VYimoxeHue (CBOJI PYCCKUX
3aK0HOB) 1649 r. HanmKcaHO OT PyKHU Ha y3-
KHX CKJICCHHBIX TIOJIOCKaX OyMaru

2. JlukrodoHHas 3amKuCh COOpaHUs COBETA TUPEK-
TOPOB MPEANPHUITHSI

3. Ilpuka3
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4. N3nanHbiil yueOHUK 1O «JlOKyMEHTOBEICHUIOY

Howss H.H. KYHREB
Yourronerus AH.yPANOB
e AT @ABPHUHOB

b TIOKYMEHTOBE/EHHE
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IIpakTnueckas padora Ne 4

Tema: HopmaTuBHbIe TPeOOBaHMS K 0()OPMIIEHUIO OJIAHKOB JOKYMEHTOB

Ilenv npaxkmuueckoit papompt — M3yueHHE TOPSIKA COCTABICHHUS U O(POPMIICHHS
OJIaHKOB JJOKYMEHTOB.

3aoanue u memoouka ewvinonnenusa zadanus: Haiinure u ucnpaBbTe OMMOKH B
oopMIIEHUHU YTIJIOBOTO OJlaHKa JOKYMEHTOB ¢ coOmronaeHueM tpedoanuii ['OCT P 7.0.97—
2025 «OpraHu3aloOHHO-PACTIOPSIUTENbHAS JTOKyMeHTanus. TpeboBaHus K OQPOPMICHHIO
JIOKYMEHTOBY.

OBLLECTBO C OFTPAHNYEHHOW OTBETCTBEHHOCTbBIO
«CAPMAT» (OOO «CapmaT»)
188800 Bbibopr JleHnHrpagckom obnactu, yn. AnekcaHgpa Hesckoro, 4. 29,
Ten.: +7(81378)2-22-22, dakc: (81378) 2-22-22, http://www.sarmat.vib.ru,
e-mail: pismo@ sarmat.vib.ru
OKMO 22203883, OI'PH 1023334455676,
WHH/KIM 22144228237772771772
Ne «_» 20_r.
Ha No oT «__ » 20 .

IIpakTnueckas padora Ne 5

Tema: OdopmiieHne 0TaeJIbHBIX BUI0B
OPraHU3aLMOHHO-PACTIOPSAAUTEIbHBIX JOKYMEHTOB

Llenv npakmuueckoii padomsl — HGOPMUPOBAHKE U 3aKPEIUICHUE HABBIKOB MPOCKTH-
poBaHust U 0OPMIICHHS OTIEIbHBIX BUIOB OPraHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEH-
TOB.

3aoanue u memoouka evinoinenusn 3aoanus:. CocraBbTe U 0hOpPMHUTE ¢ COOIIOIC-
nueM tpeboBanuit [[OCT P 7.0.97-2025 «Opranu3aiimoHHO-pacnopsuTeabHast JOKyMEHTa-
uusi. TpeboBanus kK 0OPMIICHUIO TOKYMEHTOBY» MPUKA3 10 OCHOBHOM JNESATEIILHOCTH, UCIIOIb-
3ysl MpeJIOKEeHHBIE aHHbIe. B ciiyyae HE0OX0IUMOCTH 100aBbTe HEIOCTAIONIYI0 HH(pOpMa-
UIO:

AnpekTop OO0 «AnbbaTpoc» N. B. CTpyros 9 MmapTa TeKkyLLero roga nsaan
npuKas 06 yTeBepXAeHUW TTonoxeHust 0 TOPsIKEe OKa3aHHsl IUIATHBIX YCIYT HACEJICHHUIO.
FOpuckoHcynbTy opraHusaumm U. C. CaBenbeBoli 1 cekpeTapto gnpektopa C. W.
BacunbeBow 661710 NopyyeHo K 1 anpens pa3paboTtaTb TUNoBble GpOpMbI 4OrOBO-
poB 06 OKa3aHUW PasINYHbIX BUAOB MIATHbIX YCIYT U CTPOro KOHTPOAMPOBATL
NX NPUMEHEeHVe B AeATeNbHOCTU npeanpusatna. OTBETCTBEHHOCTb 3a M3roToB-
NleHne N COXPaHHOCTbL 61aHKOB A0roBopoB Bo3sioxeHa Ha C. . Bacunbesy. Cek-
petapto gupektopa C. V. BacunbeBoin npeanoxeHo obecneynTb yyeT JOroso-
poB. U. C. Casennena u C. 1. BacunbeBa 3aBU3MpoOBaId IPOEKT IIPUKA3a.

IIpakTH4eckas padora Ne 6
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Tema: OdopmiieHne 0TaeIbHBIX BUA0B HHPOPMALMOHHO-
CIIPABOYHBIX JOKYMEHTOB

I[env npakxmuueckoit padomel — N3yueHHE TOPSIKA COCTABICHUS U OCOOEHHOCTEH
opopMIIeHUS THCEM M PA3IUYHBIX BUJOB 3alHUCOK KaKk HH(DOPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

3aoanue u memoouxa evinoaHenusn 3adanusn: VIcnonb3ys JIEKIUOHHBIA MaTepuall
TeMbl 19, peKOMEeHI0OBaHHYIO Y4eOHYIO TUTEpaTypy, CTaThH crienuanucToB B obmactu IOV B
KypHanax «JlemonpousBoactBo», «Cekperapb-pedepent», a takke ['OCT P 7.0.97-2025
«Opranu3alMOHHO-PACIOPSIUTENIbHAST  TOKyMeHTanusa. TpeboBaHus K  0(hOpPMIICHUIO
JIOKYMEHTOBY, 3aII0JIHUTE TaOJIUILYy, OCBSIIEHHYIO CPABHEHHUIO OCOOEHHOCTEN COCTAaBJICHUS U
opopMIIeHHS TakuX HH()OPMAINMOHHO-CIPABOYHBIX JTOKYMEHTOB KakK JelioBoe (ciy:keOHOe
MUCHMO) U 3aIUCKa!

1. BeusiButh Bce pexomennoBanHele ['OCT P 7.0.97-2025 g nenoBoro mucbMma M 3a-

MIUCOK PEKBU3UTHI

2. KopoTtko oxapakTepu3oBaThb OCOOEHHOCTH O(GOPMIICHHS PEKBH3HTOB OTIEIBHO IS

JIeJI0BOTO (CITy’KeOHOT0) MUChMa U 3aITHCKH.

3. Ecium pexBHU3HT UCHONB3YyeTCS B MUCbME, HO HE MCIOJIb3YETCs B 3alUCKE, B COOTBET-

CTBYIOIIEH siueiike TaOIUIIbI CTABUTCS MIPOYEPK.

Ilpumep ogpopmnenus mabauybwi

CocrtaB u 0co6eHHOCTH 0(popMJIEHUSI PEKBU3UTOB
1eJI0BOr0 (CJIy:ke0HOro) NUChbMa U 3alIUCKHU

PexBuszur Henosoe 3anucka
(cy:xedOHOE) MUCHMO (noknaaHas, ciy:keOHasi,
00bsICHUTEIbHAS)

1.

2.

3.

4.

5.

6.

7.

8. | Ccrlnka Ha perucTpaluOHHBIN Bxmrouaer  peructpanuoHsbli | Bo BHyTpeHHHMX 3alMCKax HCIONb-
HOMED U JaTy NOCTYIIUBIICTO HOMED u Aaty BXOOALICTO | 3yC€TCA KpaﬁHe PEAKO U TOJBKO B
JOKYMCHTAa WHUIIMATUBHOI'O IMChbMa (Hanpn- TOM CJiy4dae€, €CJIu B OpraHu3aluu

MEp, COIEpXKALIEro MPEIIOKE- | IPUMEHACTCS  LEHTPAIM30BaHHAs
HHUCE, 3a1poc BBIIICCTOALLICHU perucrpanus BHYTPCHHHUX 3a-
OpraHu3alyi), Ha KOTOPBIA Ma- | uHCOK...
C€TCS OTBCTe e e
O(i)OpMJ'IF[eTCH OT JIEBOI'O II0JIA
HUXe pekBuszura «Perucrpanu-
OHHBIN HOMCD JOKYMCHTA) «ee
9.
10.
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Pexomennyemas aureparypa

1.

I'OCT P 7.0.97-2025. Cuctema cTangapToB 1o uHpopmanuu, OuOINOTEYHOMY U U3-
JnaTenbckoMy neny. OpraHu3allMoOHHO-pAaclopsiAUTeNbHAs JOKyMeHTanus. TpebGoBa-
HUS K 0(OPMIICHUIO IOKYMEHTOB : Hall. ctanaapT Poc. @enepanum.

Uputukosa, B. Odopmisem ciykebHbie 3anucku o tTpedoBanusim ['OCT P 7.0.97-
2016 u Meroanueckux pexomenganuii kK nemy / B. MputukoBa. — Tekcr: ayekTpoH-
HBIH // J|enonpon3BoICTBO U JOKYMEHTOOOOpOT Ha mpeanpustun. — 2019. — Ne 9 //
Heno-npecc : [odwu. caur]. — URL: https://delo-
press.ru/journals/documents/oformlenie-dokumentov/48624-oformlyaem-sluzhebnye-
zapiski-po-trebovaniyam-gost-r-7-0-97-2016-i-metodicheskikh-rekomendatsiy-k-ne/

IIpakTnyeckas padora Ne 7
Tema: Oco0eHHOCTH NOATOTOBKH H 0(pOPMJICHHS TPOTOKOJIA

Ienv npaxmuueckoii pabomsl — N3y4eHUE TOPSIIKA COCTABICHHS M OCOOCHHOCTEH

odopmiieHns HH(HOPMALIMOHHO-CIPABOYHBIX JOKYMEHTOB Ha MPUMEPE MPOTOKOJIA.

3adanue u memoouka 6vinoaHeHuUA 3adanusn: VIcrionb3ysl JEKIUOHHBIM MaTepuai

TeMbl 20, pEKOMEHIOBaHHYIO YUYEOHYIO JTUTEPATypPy, CTaThu crielManucToB B obmactu [JOY B
KypHanax «/lemonpousBoactoy, «Cekperapb-pedepeHT», B 4aCTHOCTH, IPUBEICHHYIO HIKE
crarbto E.H. KoxanoBoii, a Takxe ['OCT P 7.0.97-2025 «OpranuzannoHHO-paciopsauTeb-
Has JokyMeHTanus. TpeboBaHus K 0()OpPMIICHUIO JOKYMEHTOBY, 3aIIOJIHUTE TaOJIMIly, TIOCBS -
HIEHHYI0O OCOOEHHOCTSM COCTaBJ€HHsI M OQOPMIIEHHS TaKOro PpacHoOpsSIUTENIbHOTO U
MH(POPMALMOHHO-CIIPABOYHOTO JIOKYMEHTa KaK MpPOTOKOJ. [ToTHOMY M KadecTBEHHOMY BBI-
MOJIHEHUIO 3a1aHus OyIeT CiocoOCTBOBATh N3YUEHHUE CTAThH:

IIpoToxou 3acenanus (coBemanus, COOpaHus)
KOJIJIETHAJILHOTO WJIM COBELATeJHLHOT0 OPraHa ynpasJieHUst

Bompoc OTtBer

Ha ocHOBaHHMH Yero cOCTaBIIAETCS HPOTOKOIN?

[TpoTokon onepaTuBHOTO COBEIIaHHsT 0(OPMIISIETCS B JICHb
MIPOBECHUS COBEUIaHUA. A B TEUCHHE KaKOTO CPOKa JOJIK-
HBI 0O()OPMIIATHCS] TPOTOKOJIBI TMPOYMX COBEIAHUH, 3acena-
HUH KOJUIETHAIIbHBIX OPraHOB?

3aroyioBOK K TEKCTy MPOTOKOJA OTBEYaeT Ha BOMPOC
«4ero?» U COACPIKUT yKa3aHUe MOJpa3ie/iCHHs WK OpraHa,
JIESITEITBHOCT KOTOPOTO MPOTOKOIHPYETCSL.

Kak mpaBuiIbHO HareyaTaTh 3arojIOBOK JOKYMEHTA, CCITH
HEOOXOJMMO COCTaBUTh MPOTOKOJ 3aCCAaHUsl apXUBHON
xomuccuu? CocTaBbTe 3arojIOBOK.

Kakas narta siBisercs natoit mpotokoia?

Kakas wndopmamust yka3zpiBaeTcsi BO BBOJHOW YacTH
poToKoJIa?

B kxakom mazgeke creranuctel B oomactu IOY pekomeH- 1. B mMmeHHTEIBHOM MHaIeKe
OyIOT THcath GamMminio ydacTHuKa coBemanus B Onoke | CIAYIHIAJIU: Hawanpauk oOmiero otaena
«CJIVHIAJIN»? Kakoit Bapmant mpemnoururensHee win | CmupHOB M.M.
JIOITyCTUMBI 00a? 2. B poaurtenbHOM nanexe
CJHYIIAJIN: HavanpHuka obmiero otae-
na CmupHOBa M.M.

3. Jonyctumbl 00a BapHaHTa.

YeM KpaTKuil MPOTOKOJ OTIIMYAETCS OT MOJHOTO MPOTOKO-
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https://delo-press.ru/journals/documents/oformlenie-dokumentov/48624-oformlyaem-sluzhebnye-zapiski-po-trebovaniyam-gost-r-7-0-97-2016-i-metodicheskikh-rekomendatsiy-k-ne/
https://delo-press.ru/journals/documents/oformlenie-dokumentov/48624-oformlyaem-sluzhebnye-zapiski-po-trebovaniyam-gost-r-7-0-97-2016-i-metodicheskikh-rekomendatsiy-k-ne/
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ma?

[IpaBunpHO ChHOpMYIHpYHTE pelIeHHe COBEIIaHUS, €CIH B
pesynbrare 00CyXIeHHs BOIIPOca HaYaIbHUKY OOIIETo OT-
nema M.M. CwmupHOBY OBUIO TOpYyYeHO pa3paboTaTh
WHCTPYKIMIO TIO JICTONPOU3BOJICTBY, a CeKpeTapro-pede-
penty nupekropa A.B. HoBunkoit — oprannzoBars o0yue-
HUC COTPYAHUKOB OCHOBHBIM IIpaBUJIaM COCTAaBJICHUA U
oopmIIcHHS JOKYMECHTOB.

PEHINJINA:

KTo cocTaBmsieT 1 KTO OAIMCEIBACT HpOTOKOII?

VYKaxkuTe, Kakne PeKBU3HUTHI TOJDKHBI BOCIIPOM3BOANTECS B
BBINTUCKE U3 poToKoia? KTo HoinkeH 3aBepsiTh BBHIIHMCKY U3
poToKoJIa?
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Pexomennyemas aureparypa

1. TOCT P 7.0.97-2025. Cucrema cTtannapToB 1o uHpopManuu, 6UOIMOTEYHOMY U H3-
JnaTenbckoMy neny. OpraHu3allMoOHHO-pAaclopsiAUTeNbHAs JOKyMeHTanus. TpebGoBa-
HUS K 0(OPMIICHUIO TOKYMEHTOB : Hail. ctanfapT Poc. @eneparum.

2. Koxanosa, E. H. MHCTpyKIIMSI O JEIONPOM3BOACTBY: OCOOEHHOCTH TOJTOTOBKH H
oopMIICHHS OTIENBHBIX BHIOB JOKyMeHTOB. U.2. [[loAroToBKa MPOTOKOJIOB U IH-
ceMm] / E. H. KoxxanoBa. — Tekcr : anektponHsliii // Cexperapb-pedepent. — 2021. — Ne
10. — C. 24-31 // Cexperapp-pedepent : [Odwun. caiit xypnama]. — URL
https://www.profiz.ru/free-article/get-file/MJAYNCOWNYOWNS AwNjo 1 Mzo0OSDy?2
OwHoRIU~uOX3HOMQZA=/

SR instrukciya po_deloproizvodstvu_osobennosti_podgotovki i_oformleniya_otdeln
yh_vidov_dokumentov_10 2021.pd{/ (nata obpamenus: 10.10.2021).

IIpakTHyeckas padora Ne 8
Tema: AKT Kak HH(POPMALMOHHO-CIIPABOYHBIA JOKYMEHT

ILlenv npakmuueckoii pabomel — U3y4eHHE TIOPSIKA COCTABICHUS W O(DOPMIICHUS aK-
Ta Kak JOKyMEHTa, COCTaBIsiEMOr0 Ha OCHOBE KOJIJIETHAIbHOCTH, HCIOJIB3YEMOro JUIs MOJI-
TBEPKJICHUS T€X WJIM MHBIX OMEpaIfii, COOBITHI: MPpH Mepenade Aesl HOBOMY PyKOBOIUTEIIO,
PEBU3UHU WUJIM MHBEHTAPU3ALIUU, CIUCAHUH KaKUX-TMOO aKTUBOB, MaTEPUAILHBIX IEHHOCTEH U
mp.
3aoanue u memoouka évinoiHenusa 3a0anusn: Vicnonb3ys peKOMEHJIOBAHHYIO yueO-
HYIO JINTEpaTypy, CTaThu crenuaiuctoB B oosactu JOVY B xxypHanax «lenonpou3BoiacTBO»,
«Cexkpertapp-pedepeHT» U Ip., B YaCTHOCTH, MPUBEJCHHYIO0 HUXKe cTaThio B. MpuTtukosoii, a
takke [OCT P 7.0.97-2025 «OpranuzanimoHHO-pacniopsiuTeabHas JoKyMeHTamus. Tpebdo-
BaHUs K OPOPMIICHHUIO IOKYMEHTOBY», COCTABbTE OJIUH U3 MEPEUYHCICHHBIX HUKE BUIOB aKTOB
(Ha CBO€ YCMOTpPEHHE):
1. AKT 0 CIMCaHUM aKTUBOB, MaTEpHAIbHBIX IICHHOCTEH;
2. AKT o0 mpueme-c1aya HEHHOCTEH WId JOKYyMEHTOB;
3. AKT o nporyie paboTHHKA OpraHU3alHH;
4. AKT 0 IpOBEJICHUH PACCIICIOBAHMS 110 (PaKTy HECYACTHOTO CITydasi Ha IPOU3BOICTBE.

Jiist cocraBnienust U 0(hOpMIICHHUS BCE HEOOXOAUMBIX PEKBU3HTOB MOKHO B3STh JIaH-
HbIE€ CBOEU WJIM BBIMBINUICHHOM opranu3anuu, @O BbIMBIIIIICHHBIX JIUI, TPUHUMABIINX
y4acTHe B COCTABJICHUH aKTa.

Pexomenayemas uteparypa

1. TOCT P 7.0.97-2025. Cucrema craHmapToB 1o WH(poOpManuu, OMOJIMOTEIHOMY U W3-
JIaTelbckoMy nenny. OpraHu3alMOHHO-PACTIOPSIAUTENbHAS JOKyMeHTarus. TpeboBa-
HUS K 0OPMIICHHIO TOKYMEHTOB : Hail. ctanaapT Poc. denepanuu

2. Wpwurukosa, B. Axter: opopmisiem o mpasunam ['OCT P 7.0.97-2016 u Meronuue-
ckux pekoMmennanuii / B. UputukoBa. — TekcT: anekTpoHHbIH // Jlenonpon3BoacTBO 1
JOKyMEHTO0000poT Ha npennpuatuu. — 2020. — Ne 2. — Tekct: anekTpoHHsbIH // [leno-
npecc : [odu. caur]. — URL.:
https://delo-press.ru/journals/documents/oformlenie-dokumentov/50106-akty-
oformlyaem-po-pravilam-gost-r-7-0-97-2016-i-metodicheskikh-rekomendatsiy/ (mata
oOpareHus: 10.10.2021).

49
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6.3.4.3. Tembl ¥ 3a7aHUS 1J151 MEJIKOTPYNIIOBBIX/UHAMBUAY AJbHBIX 3aAHATHI
MenkorpynnoBble/MHIUBUyalIbHbIE 3aHATHUSA 1O AUCLUUIUINHE YY€OHBIM IJIAHOM HE
IIPEyCMOTPEHBI.

6.3.4.4. Tunosble TeMbl M 32JaHUSA KOHTPOJbHBIX padoT
(KOHTPOJILHOT0 YPOKA)
KonrtponbHas pabora B y4eOHOM Ipo1Iecce HE UCTIONb3YETCH.

6.3.4.5. TecToBbIE 3aJaHUA
TecToBbie 3aaHKs BKIIOYCHBI B (DOH OIEHOYHBIX CPEJACTB. MCHOMB3yIOTCS TECTO-
BbIe 3a7aHus B popMe BBHIOOP OJHOTO, IBYX W 0OJiee MPaBHIBHBIX OTBETOB M3 IMPEIJIOKEH-
HBIX, YCTAaHOBJICHUE COOTBETCTBHS (IIOCIIEA0BATEIIBHOCTH ) KeiC-3a/1aHusl.

6.4. MeToanueckne MaTepuaJibl, ONpeaesiolIue Npouexypbl OlleHUBAHUS 3HAHUM, yMe-
HMI ¥ BJIa/IeHUI, XapaKTePU3YIOIIHUX 3Tanbl ((OPMHUPOBAHUS KOMIIETEHIM I

1. HopmaTuBHO-MeTOIMYECKOE OOECIeueHHe TEKYLIET0 KOHTPOJS YCIIEBAEMOCTH M
IPOMEKYTOUHOW aTTeCTallMU OOYYAIOUIMXCS PEryJupyeTcs B COOTBETCTBUHU C JIOKAJIBHBIMU
HopMmatuBHbIMH akTamu YT MK.

KonkperHsle (opMbl U mpoLeaypbl TEKYILEro KOHTPOJIS yCIIEBAEMOCTH U IPOMEXKY-
TOYHOHM aTTecTaluM 10 JUCLUUIUIMHE OTpakeHbl B 4 paznene «CopepxkaHue JUCLMILIUHBL,
CTPYKTYpUPOBaHHOE IO TeMaM (pa3zienaM / MOAYJSAM) C YKa3aHHEM OTBEIECHHOIO Ha HUX
KOJINYECTBA aKaJIEMUYECKUX YacOB M BUJOB YUEOHBIX 3aHATHI».

AHalin3 1 MOHUTOPHHT ITPOMEXYTOYHOM aTTeCTalluy OTPa)KeH B COOPHUKE CTaTUCTHU-
4yecKuX MaTepuainoB: «IToru 3uMHen (JIeTHEH) 3a4eTHO-IK3aMEHALMOHHON CECCUM.

2. JIas MOATOTOBKM K IPOMEKYTOUHOW aTTeCTallud PEKOMEHIYEeTCsl IMOJIb30BaThCs
(OHJIOM OIEHOYHBIX CPEJICTB:

— TIepeyeHb KOMIIETEHIIMHA C yKa3aHMeM OJTamnoB HX (opMUpOBaHHS B Tpolecce
OCBOEHUS 00pa30BaTENBHOM MPOrpaMMsI (cM. 1. 6.1);

— OIKMCaHWE II0KAa3aTelel M KPUTEpPUEB OLICHMBAHMS KOMIIETEHIIMM Ha pa3iIMYHBIX
sTanax ux GopMupoBaHUsl, ONMCAHKE IIKaJ OLEHUBAHUA (CM. I1. 6.2);

— TUIOBbIE KOHTPOJIbHBIE 3aJJaHUs WIM WHBIE MaTepHajbl, HEOOXOJUMBbIE JUISl OLIEHKH
3HaHUW, yMEHMH, BIAJICHUH, XapaKTepU3YIOLUUX d3Tanbl  (OPMUPOBAHUS
KOMIIETEHIIM B IIpoliecce OCBOCHUSI 00pa3oBaTebHON NPOrpaMMel (cM. 1. 6.3).

3. TpebGoBaHusi K MPOXOXKACHUIO MPOMEXKYTOUHOM aTTectauuu 3k3ameHbl (1 u 3
cemecTp), 3aueT (2 cemectp). OOyUarOUIMiics TOIKEH:

—CBOEBPEMEHHO M KaYECTBEHHO BBIMOIHATh PAKTHUECKUE paboThI;
—CBOEBPEMEHHO BBINIOJIHATh CAMOCTOATEIbHBIC 3aJaHUS;

—TPONTH MPOMEKYTOUHOE TECTHUPOBAHHUE.

4. JInst ocyliecTBIEHUs NPOLEAYp TEKYLIEr0 KOHTPOJI YCIEBAEMOCTU U IIPOMEXKY-
TOYHOW aTTecTalMM JUIsl MHBAJIMJOB M JIMI[ C OrPAaHUYEHHBIMU BO3MOXHOCTSIMH 3/10POBBS
(OHIBI OIIEHOYHBIX CPEACTB AJANTUPOBAHBI 32 CYET MCIIOJIB30BAHUS CIICHUAIN3UPOBAHHOTO
000py10BaHUs JUIsl MHKIIO3UBHOIO 00ydeHus. dopma NpoBeAeHUs TEKyIIeld U UTOrOBOH at-
TECTallUM JJIsl CTYJEHTOB-WHBAJIWIOB YCTAHABIMBAETCA C Y4YETOM HWHAMBHUIYaJIbHBIX IICU-
X0(U3NYECKUX 0COOEHHOCTEH (YCTHO, MUCbMEHHO Ha Oymare, IMCbMEHHO Ha KOMIIbIOTEpE, B
¢dopme TectupoBaHus U T. 1.). [Ipy HEOOXOAMMOCTH CTYAEHTY-MHBAJIUIY HPEIOCTABIISCTCS
JIOTIOJIHUTEIBHOE BpeMs JUIsl [TOJITOTOBKHM OTBETA HA 3a4eTe.

7. IIEPEYEHDb MEYATHBIX U DJIEKTPOHHBIX OBPA3OBATEJBbHBIX U UH®OPMAIIMOHHBIX
PECYPCOB HEOBXOJAUMBIX JJIs1 OCBOEHUA JUCHUTIIUHBI
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7.1. IleuaTHble 1 (WIH) 3JEKTPOHHbIE 00Pa30BaTe/IbHbIE pecypchl’

1. Tamenko, H. H. OcHoBsl nenonpousBojicTBa : yueOHoe nmocodue / H. H. I'anenko. —
Camapa : CamI'AY, 2019. — 181 c. — TekcT : anekTpoHHbIi // JIaHb : 37€eKTPOHHO-0HO -
nuoteuHas cucrema. — URL: https://e.lanbook.com/book/12361. — Pexxum pocrtymna:
JUISL aBTOPH3. T0JIb30BATEIICH.

2. Eropos, B. Il. JlokymeHTOBeIcHNE 1 TOKYMEHTAIIMOHHOE O0ECIIeYeHUE YIIPABJICHUS B
yCIOBUAX UGPOBOI dKOHOMHUKH : yueO. mocooue / B. I1. Eropos, A. B. CiiuHBKOB. —
5-e uzn., crep. — Cankr-IletepOypr : Jlanp, 2025. — 372 ¢. — TekcT : 3NEKTPOHHBIH //
Jlanb : AJIEKTPOHHO-OUOTHOTEUHAS cucTema. — URL:
https://e.lanbook.com/book/458639 (mara oOpamenus: 29.05.2026). — Pexum no-
cTyna: Juis aBTOPH3. MOJIb30BATEICH.

3. Kynses, H. H. JloxymenroBenenue : yueobnuk / H. H. Kynses, /I. H. Ypanos, A. T.
®abpuunoB ; nox penakuueid H. H. Kynsesa. — 2-e. — Mocksa : Jloroc, 2017. — 352 c.
— Tekct : amexkTpoHHbIH // Jlanb : snekTpoHHO-OMONMOTEeYHas cucrema. — URL:
https://e.lanbook.com/book/126121 (mara oOpamenusi: 09.11.2020). — Pexum mo-
CTyIa: AJisi aBTOPU3. MOJIb30BATENCH.

4. Tlanosa, P. C. JlokymenTtanuonHoe obecrnieuenue ympasienus / P. C. [laBnoBa. —
Cankr-IletepOypr : Jlawp, 2022. — 608 c. — TekcT : 31eKkTpoHHBIN // JlaHb : 2JIeK-
TpoHHO-OnbOmmoreunas cucrema. — URL: https://e.lanbook.com/book/256055 (nata
obpamenust: 17.01.2023). — Pexxum nocTyma: 1 aBTOPH3. TOJIB30BaTEIICH.

5. TlaBnoga, P. C. JlokymMeHTanImoHHOE 00eCTeYeHre yIpaBiIeHus : yUeOHUK IS BY30B /
P. C. IlaBnoBa. — Cankrt-IletepOypr : Jlanb, 2021. — 416 c. — TekcT : 2JIEKTPOHHBIH //
Jlanb : AJIEKTPOHHO-OUOIHOTEUHAS cuUcTema. — URL:
https://e.lanbook.com/book/173088 (mara ob6pamenus: 17.01.2023). — Pexum no-
cTyna: Ui aBTOPH3. MOJIb30BATEICH.

6. Ilopdupses, /1. H. [lokymeHnTanmonHoe odecreueHrue yupaBieHus : yaeOHoe mocooune
/ . H. ITopdupnes. — [Tensa : [I'AY, 2022. — 122 c. — TekcT : 3neKTpoHHbIi // JlaHb :
AIEKTPOHHO-O0MOMMoTeunast cuctema. — URL: https://e.lanbook.com/book/270956 (na-
ta oopamenus: 17.01.2023). — Pexxum goctyma: Juist aBTOpH3. MOJIb30BATEIICH.

7.2. UndopmanuoHHbIE pecypchl
7.2.1. Ilpogheccuonanvnvie 6azvl 0anHbIX U UHPOPMAUUOHHBIE CHPABOYHbBIE CUCHIEMbL

Bba3el janHbBIX:

— «Kubepnennnka» Hay4ynas osnextponHas Oubnmorexka. — Pexum mgocryma:
https://cyberleninka.ru;
— Hayunas  osnextponnas ~ OubOmmorexka  E-library. —  Pexum  pmocryma:

https://elibrary.ru/defaultx.asp;

— HauuonanbHas snexTponHas 6ubanoreka — Pexxum nocryma:http://xn--90ax2c.xn--
plai/;

—  OBC «Jlanb» — Pexxum noctyna:http://e.lanbook.com;

—  DOBC «PykonT» — Peskum pocrtyna: http://rucont.ru.

NudpopmaniuoHHbie CIPABOYHbIE CUCTEMBbI:
— TapaHnr,

' OGecneuenvie 00yYAMOIMXCS MHBAIUIOB U JIUI| ¢ OTPAHMYEHHBIMU BO3MOXKHOCTSMU 310POBbS IEYATHBIMU U
AIIEKTPOHHBIMU 00pa30BaTEIbHBIMHI PECYpPCaMH OCYLIECTBIISIETCS B (POpMax, alaliTHPOBaHHBIX K OrPaHHYEHUSIM
UX 3JI0OPOBBS.
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http://rucont.ru/
http://e.lanbook.com/
http://xn--90ax2c.xn--p1ai/
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https://elibrary.ru/defaultx.asp
https://cyberleninka.ru/
https://e.lanbook.com/book/270956
https://e.lanbook.com/book/173088
https://e.lanbook.com/book/256055
https://e.lanbook.com/book/126121
https://e.lanbook.com/book/458639
https://e.lanbook.com/book/12361

— Koncynbrant+.

7.2.2. Pecypcol unpopmayuonno-meneKoMmyHuKayuonnou cemu Humepnem
http://www.intuit.ru/ — HainoHanbHbli OTKPBITHIA YHUBEPCUTET
https://vniidad.ru/ — Beepoccuiickuiit HUM noxyMeHTOBEIEHUS U apXUBHOI'O J€J1a;
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https://vniidad.ru/
http://www.intuit.ru/

https://www.top-personal.ru/officeworks.html — apxuB HomepoB xxypHaia «Jlesno-
IIPOM3BOJICTBOY

https://www.profiz.ru/st/ — xxypran «Cekperapb-pedepeHT»

https://e.sekretaria.ru/ — xypHan «CripaBOYHHK CEKpeTaps ¥ o(hrc-MEeHeKepay

UTET

8. METOAMYECKHUE YKA3AHMSA J1JIS1 OBYUYAIOLLIUXCS
IO OCBOEHUIO JUCHHUIIJINHBI

Jns nucuumuimeel, u3ydaemoit ¢ npumenenreMm J{OT, ucnons3yercss MoJysbHas
mojenb. OHa mpearnoaraeT pasjieieHue yueOHON AUCHUILIMHBI Ha MOIYIH. MoIyilb — 3TO
JIOTMYECKU LEJIOCTHBIM, 3aBEpUICHHBbIH (parMeHT y4eOHON IUCHMILIMHBL. MopynbHas cH-
cTeMa Ipu MOCTPOCHUU YyYeOHOM MUCHMIUIMHBI MTO3BOJISET BCEM yYaCTHHKaM 00pa30BaTellb-
HOTO nporiecca (00ydaeMoMy, NeAarory, aAIMUHUCTPATOPY) NOCIEI0BATEIBHO OTCISKUBATh U
KOHTPOJIHMPOBATh XOJ M3y4eHHus nuctuiuinHbl. [lnatdpopma Moodle mo3Bomnsier cnenars Ha-
CTPOMKY, IIPU KOTOPOH OT OAHOTO MOAYJIA K APYroMy MOAYJIIO 0OydaroIIMHCs MOXKET Iepe-
XOJUTh TOJBKO IIPU YCIOBUH, €CJIM OH MPOCIYIIal JEKINH, IPABUIIBHO OTBETUJI HA TECTOBbIE
3aJlaHus 110 UTOTaM €€ IPOCIYLIIMBaHUs, BBIIIOJHWI IIPAKTUYECKUE 3aJaHNS Ha MOJIOKUTEIb-
HYIO OLIEHKY. JTa e HAcTpOWKa HE TO3BOJIUT OOydYaroLIeMycsl MEpEeHTH Ha CIeTyIOLIUi
CEMECTp, €CJIM OH HE 3aBEpILIWI U3yYEeHUE XOTs Obl OJIHON TeMe, B T. 4. HE MPOLIEN HTOIOBOE
TECTUPOBAHUE, UJIU MOJIYYWI HEYIOBIETBOPUTEIbHYIO OLIEHKY.

KommiekcHoe n3ydeHue oOyyarolMMUCS AWCUUILIMHBI MIPEIoaraeT: OBJaJeHHe
MaTepuagamMH JIEKLIUH, TI€YaTHBIMU U JIEKTPOHHBIMU OOpa30BaTEIbHBIMU PECYPCAMHM, yKa-
3aHHBIMU B pabodyell mporpamme JUCLUIUIMHBL, TBOPUYECKYIO pPaboTy oOydaromuxcs B XOZe
BBITIIOJTHEHUSI NTPAKTUUYECKUX 3aJaHMUM, a TaKKE CUCTEMATHYECKOE BBIIIOJHEHUE TECTOBBIX U
UHBIX 33JJaHUH JJI CAMOCTOSITEIIbHON paboThl 00YYarOIUXCS.

B Xone nexkuuii pacKkpbIBalOTCS OCHOBHBIE BOIIPOCHI B PaMKax pacCMaTpUBAEMOU
TEMBI, JI€Jal0TCs aKLUEHThl Ha HauboJiee CIIOKHBIE M MHTEPECHbIE IOJIO0XKEHUS H3y4yaeMOro
MaTepHaia, KOTOpbIE JOJDKHBI OBITh HMPUHATHI O0YyYaloIIMMKCS BO BHMMaHHe. Bcee nekuuu
COIIPOBO’KAAIOTCS CllaiilaMu, MOArOTOBIEHHBIMU B IIporpamme PowerPoint.

[Tocne mpociymuBaHusS KaXA0# JEKIHMH 00y4YarolIUics TOJDKEH OTBETHTh Ha TPHU
TECTOBBIX 3a/IaHUA, COCTABICHHBIX HA OCHOBE €€ COJAECPKaHUs.

OCHOBHOM IIETBIO MPAKTHUECKUX 3aHATHH SABISIETCS OTPabOTKa MPO(ecCHOHATBHBIX
YMEHUH U BiaJIleHUH HaBbIKaMH. BBIOIHEHHbIE TPAKTUUECKUE 3aJaHUs IPUKPEIUIATECS 00y -
YAOIUMHCA B JIMYHOM KabuHeTte Ha 1uiarpopme Moodle M aBTOMaTHYeCKH MPUXOAAT Ha
3JIEKTPOHHYIO MoYTy IpenojaaBateins. [Ipu HeoOxonnoctu oOydarouMMes MOTyT OBITh Mpen-
JIO’KEHBl MaTepuabl JUIsl BBIIOJIHEHHSI IPAKTUUECKOIO 3a/1aHusl, HAIIPUMEP, OTYETHI, KOIHUU
apXUBHBIX JOKYMEHTOB, HOPMAaTHBHbIE JOKYMEHTHI U T. A. Bce 3amanus 1 MpakTUYECKUX
3aHATUH O3BYYEHBI IpernojaBareieM (Leidb — OOBACHUTh METOJUKY BBINNONHEHHUs). Eciou y
00yuyaroIerocss BO3HUKJIM BONPOCHI 110 BBIIOJHEHUIO 33JaHMs, OH MOKET 3a/aTh UX Ha (o-
pyme. @opyM MO3BOJIIET MPENOJABATENI0 JaBaTh OOYYaIOIIMMCS JIONOJIHUTEIBHBIE pe-
KOMEHJAlMU U pa3bsicHeHus. [lociie mpoBepku Menaror BBICTaBISIET OLEHKY (MOXHO JaTh
KpaTKre KOMMEHTapuH) B JMYHOM KaOMHETe 00ydJaronierocs.

Jlis BBINOJHEHMS 3aJaHMH CaMOCTOATENbHOW paboThl B NMUCBMEHHOM (opme 1o
TeMaM 0oOydaronmecs, KpoMe PeKOMEHIyeMO# MeYaTHBIX M JIEKTPOHHBIX 00pa3oBaTEeIbHBIX
pPECYPCOB U MHTEPHET-PECYPCOB, JOJKHBI UCIOIB30BATh IMYOJIMKALMK 110 U3y4aeMOW TeMe B
po¢eCCUIOHATBHBIX TEPUOUUECKUX U3IAHHSIX (3a4aHUs Il CAMOCTOSATENILHONW PabOThI CM.
B Pasznene 5. Ilepedyenp yueOHO-METOIMUECKOTO 00ECIIEUEHUS ISl CAMOCTOSITENIbHON PabOoThI
00yJaromxcs Mo TUCIUIUINHE).

IIpenycMoTpeHo mnpoBeJeHHE HHIUBUAYaIbHOW paboThl (KOHCYJbTaLUH) ¢ 00y-
YaIOIIMMHUCA B XO/I€ U3yUEHUS MaTepuaa JaHHON JUCLUILINHBL.
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https://e.sekretaria.ru/
https://www.profiz.ru/sr/
./%0Dhttps://www.top-personal.ru/officeworks.html%20%E2%80%93%20%D0%B0%D1%80%D1%85%D0%B8%D0%B2%20%D0%BD%D0%BE%D0%BC%D0%B5%D1%80%D0%BE%D0%B2%20%D0%B6%D1%83%D1%80%D0%BD%D0%B0%D0%BB%D0%B0%20%C2%AB%D0%94%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D1%81%D1%82%D0%B2%D0%BE%C2%BB%0D
./%0Dhttps://www.top-personal.ru/officeworks.html%20%E2%80%93%20%D0%B0%D1%80%D1%85%D0%B8%D0%B2%20%D0%BD%D0%BE%D0%BC%D0%B5%D1%80%D0%BE%D0%B2%20%D0%B6%D1%83%D1%80%D0%BD%D0%B0%D0%BB%D0%B0%20%C2%AB%D0%94%D0%B5%D0%BB%D0%BE%D0%BF%D1%80%D0%BE%D0%B8%D0%B7%D0%B2%D0%BE%D0%B4%D1%81%D1%82%D0%B2%D0%BE%C2%BB%0D

Ha mnardopme Moodle, Ha ycMoTpeHHe mpernoiaBatesi, MOTYT OBITh pa3MEIICHBI
JIONIOJTHUTEIIbHBIC MaTepHalibl, HAIIPUMEP, CJIOBAPh TEPMUHOB, XpecToMaTus (COOpHUK (par-
MCHTOB TCKCTOB), HHHIOCTpaTHBHbIﬁ, BUACOMATCpHAI UJIU CCbUIKM HA HUX U T. [I.

Bbi6op MeTomoB 0OyueHHs IS MHBAIWAOB M JIAI[ C OTPAHHYCHHBIMH BO3MOYKHO-
CTSIMU 3/I0OPOBbSI OTIPEICIISIETCS C YUETOM 0COOCHHOCTEH BOCTIPUSATHS UMHU y4eOHOU HHpOpMa-
MU, COAePKaHUs 00YUYCHHUS, METOAMYECKOTO M MaTePHaIbHO-TEXHUIECKOro obecredenus. B
00pa30BaTEIBLHOM IPOIIECCE UCIIONIL3YIOTCSl COIMANTBHO-aKTUBHBIC M PEe(IICKCUBHBIC METO/IbI
00y4eHHs, TEXHOJIOTHH COLMOKYJIBTYPHOW peaOWIMTAIlMK C LENbI0 OKa3aHHs IMOMOIIH B
YCTaHOBJICHHUU IMOJTHOUCHHBIX MCKIMYHOCTHBIX OTHOIIIEHUH C ApyrumMu O6y‘-IaIOH_[I/IMI/ICSI, CO-
37aHUs] KOM(POPTHOTO MICUXOJOTMYECKOTO KJIMMaTa B CTYICHUSCKOM rpyIiIe.

Taoauna 14
OueHoYHBbIE CPEACTBA MO JUCHHUIIMHE C Y4€TOM BHIa KOHTPOJISI
HaumenoBanue
KpaTtkas xapakTepucTukKa
OLICHOYHOI'0 Buas! KoHTpOJIA
OLIEHOYHOI'0 CPeaCTBA
cpencTraa

ATTecTalus B paM-
Kax TEKYIIEeTo
KOHTPOJIS

CpenctBo obecrieueHuss OOpaTHOH CBSI3M B YICOHOM
nporecce, Gopma OLEHKH KadecTBa OCBOEHHS 00pa3o-
BaTENBHBIX MPOTPAMM, BBIMIOJHEHHsI yU4EeOHOTO IIaHa U
rpaduka yaeOHOTO Tpoliecca B epruo 1 00ydeHus CTyAeH-
TOB.

Texymmit
(arrectanus)

[IpakTuueckas
0oTta

pa;

OrnieHOYHOE CPENICTBO ISl 3aKPEIUICHUS TEOPETHUECKHUX
3HaHUH W OTPaOOTKH BIAJCHUS HABBHIKAMH W YMEHWIA,
CIIOCOOHOCTH TIPUMEHSTH 3HAHUS MPH PEIICHIH KOHKPET-
HBIX 3a]1a4

Texymuit (B pam-
Kax paKkTu4e-
CKOI'0 3aHATHA,
cam. paboThI)

DK3aMeH U 3a4eT

®DopMBI  OTUETHOCTH OOYYAIOIIETOCs, ONpeeIsieMbIC
y4eOHBIM TUTAHOM. 3a4eThl CIIy)KaT (OPMOU MTPOBEPKH Ka-
YeCTBA BBIMOJTHCHHS OOYJarONIMMHCS YYeOHBIX pPadoT,
YCBOCHHUS Y4eOHOro MaTepuayia MPAKTUYECKHX U CEMH-
HAPCKHUX 3aHATHIA.JK3aMEH CIYXKUT JUIS OLCHKH PabOThI
o0yyJaromerocs B TCYCHUE Cpoka 00YICHUS MO TUCIIUATLIHN -
He (MOIYJI0) M MPHU3BaH BBIIBUTH YPOBEHb, IIPOYHOCTH U
CUCTCMATUYHOCTb IIOJYUYCHHBIX HWM TCOPCTUUCCKUX U
MPaKTUUCCKUX 3HAHWHN, MPUOOPETCHUS BIIAJCHHS HABBI-
KaMH CaMOCTOSTENLHONH paboThI, Pa3BUTHS TBOPUYECKOTO
MBIIUICHHA, YMCHHUEC CUHTC3UPOBATL IMOJTYUYCHHBIC 3HAHUA
Y IPUMEHSTh WX B PEIICHUH MMPAKTHYECKUX 33124

ITpomesxyTOUHBI

Keiic-3amaua

[IpoGmemHOe 3amaHWe, B KOTOPOM, OOydaromeMmycs
MpeIaraloT OCMBICIUTh PEAThHYIO0 IMPO(hecCHOHATHHO
OPUCHTHUPOBAHHYIO CUTYAIMIO, HEOOXOAUMYIO JUIsl pelie-

[IpomesxyTOuHBII
(B paMKax BBITTIOJI-
HEHHS TPAKTHKO-

HUSI JAaHHOW IpOOIEeMBI B COOTBETCTBYIOLIEH 00IaCTH. OPUEHTUPOBAHHBIX
3aJIaHni)
Tect Cucrema cTaHZapTHU3UPOBAHHBIX 3a/aHUH, mo3Boistomas | [IpomexxyTodHbIi

AaBTOMAaTU3MPOBATh MPOIENypy HM3MEpEHHs YPOBHS 3Ha-
HHUH 1 YMEHUH 00ydaromerocs.
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9. ONMUCAHUE MATEPUAJIbHO-TEXHUYECKOI'O OBECIIEYEHU S, HEOBXOJIUMOT'O ISl
OCYHIECTBJIEHUS OBPA3OBATEJIBHOI'O ITPOLECCA 110 JUCIUIIJIMHE

MarepuanbHO-TEXHHUECKOE OCHAIlEHHEe 00yUYEHHS C UCIOIb30BAHUEM HUCKIIOUHUTEINb-
HOo JIOT BriIrOUaeT cienyromue CoOCTaBIsOIIME:

— KaHaJsbl cBA3M He HWke 512 KOut/c Ha oHOrO NoIb30BaTeNs, HAXOAAIIErocs B 3/1a-
HUH, JIJIs1 OpraHu3alii B3auMOIEUCTBUS B pexuMe BuaeokoHpeperuuid, u 10 Mout/c va 100
I10JIb30BaTeNEH, OIHOBPEMEHHO NMOAKIIOYEHHBIX K cucteme JJOT;

CUCTeMa TUCTaHIIMOHHOTO 00y4eHus (ruardopma Moodle);

paboure MecTa 1me1aroros;

JOTIOTHUTEIbHOE 000pyAoBaHue (Web-kaMepa, HayIIHUKH, KOJIOHKH);

nporpammHoe obecriedenue: Mirapolis Virtual Room, oducHsIi makeT mporpamm.
dopmupoBaHue MHPOPMALMOHHON Cpebl OCYIIECTBISETCS C MOMOLIBIO IPOrpaMM-

HOW CHCTEMBI TUCTAHIMOHHOTO OOy4YEHUs, C MOMOIIBIO KOTOPOW CO3/aeTCsl U pa3MelaeTcs

MHTEPAaKTUBHBIA 00pa30BaTEIbHBIH KOHTEHT, (UKCHUPYETCS pe3ybTaTbl M MpOLEcC Mpo-

JBIDKEHHUST 00Y4Yarolerocs, CO3JalTCs YCIOBHS I B3aUMOJCHCTBUS Y4aCTHHUKOB 00pa3o-

BaTeJIbHOM A€ATeIbHOCTU ((POPYMBI, YaThI U T. 11.).

IIpu oOyuenun ¢ mpumenenneM uckimountenbHo JOT oOyuarommmcs AOKHA HC-
MI0JIb30BaThCs KOMIIBIOTEPHAsT TEXHMKA, KOTOpas OTBEYAeT CIEAYIOLIIUM MHHHMAJIbHBIM
TpeOOBaHUSIM:

— HaJINYMe UHTEpHET-Opay3epa U nojkioueHue k cetu utepHer;

— MporpaMMHoe obecriedeHue JUist paboThl ¢ UCTIONIb30BaHUEM ayIM0-, BUJIEO-;

— HAYUIHUKY W/WIK AUHAMUKH, MUKpO(OH, web-kamepa.

Kaxnplii oOydaronuiics B TeueHHe Bcero nepuojia o0yyeHus obecrieyeH MHAWBUY -
QJIbHBIM HEOTPaHUYEHHBIM JOCTYIIOM K 3JEKTPOHHOM HH(POpPMalMOHHO-00pa30BaTEIbHON
cpeze By3a U3 JII00OH TOYKH, B KOTOPOH MMeeTCsl AOCTYI K MH(POPMALlMOHHO-TEIEKOMMYHHU -
kaunoHHou cetn MHTepHet (nanee — MuTepHer), kak Ha Tepputopun UI'MK, tak u BHe ee.

OnexTpoHHas nH(opMarmonHo-o0pazoBaTenbHast cpena UI'MK obecneunBaer:

— JO0CTYNn K Yy4eOHbIM IUIaHaMm, pabo4yuM MporpaMmaMm JIUCLUIUIMH, paboyum
porpaMMaM MpPaKTUK, JIEKTPOHHBIM YUYEOHBIM H3JAQHHMSIM M 3JIEKTPOHHBIM 00pa30BaTellb-
HBIM pecypcam, yKa3aHHBIM B pab0YUX MporpaMMax JUCIHIUIHH, IIPOTrpaMMax MpaKTHK;

— (opMHUpOBaHKE IEKTPOHHOI'O MOPT(HOINO 00yUaroIIerocs, B TOM YHCJIE COXpaHe-
HUE ero padboT M OIICHOK 3a ATH padOThI, CoAepIKaIIee:

*  OOKyMeHmuposanHvle UHOUBUOYAIbHbIE —00pazoeamenvhvle  OOCMUNCEHUSL:
CepTH(HKATHI, JUILIOMBI, TPAMOTHI, JOKYMEHTHl 00 Y4acTHH B TpaHTaX, CePTU(UKATHI O
MPOXOXKJICHUU TECTUPOBAHUS U T. 1.,

* uccredosamenvckue, HNpPOeKmMHbvle U meopyeckue pabomul: IyOIUKaLUU,
IPOEKTHI, U T. 1.,

*  OM3bl8bl U XAPAKMEPUCIUKU HA UCCT008AMENbCKUE, NPOEKMHbLE U MBOPUECKUE
pabomoi: 611aroAAPCTBEHHBIE MUCbMA U T ..

— (¢ukcanuio xoma 00pa3oBaTEIbHOTO MPOIECCa, PE3yJNbTAaTOB IMPOMEKYTOUHOMH
aTTeCTAalluu U Pe3yJIbTATOB OCBOECHUS MPOrPaMMBbl MarucTpaTyphl;

— IpOBEAEHUE Y4YEOHBIX 3aHATHM, MNpOLEAYyp OLEHKH pe3ylbTaToB O0y4eHus,
peayinzanus KOTOPHIX NMPEAYyCMOTpEHa C NPUMEHEHHEM IUCTAHLMOHHBIX 00pa30BaTEIbHBIX
TEXHOJIOTHiA;

— B3aUMOJICHCTBHE MEX]Y YYaCTHHKaMU 00pa30BaTEeIbHOIO Mpoliecca, B TOM YHUCIe
CUHXPOHHOE U aCUHXPOHHOE B3aMMOJAEHCTBHSI TOCPEACTBOM ceTH «MIHTepHeT».
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QOyHKIIMOHUPOBAHHUE AJIEKTPOHHONW MH(POPMALMOHHO-00pa30BaTENbHON cpelibl obec-
MEYUBACTCS COOTBETCTBYIOIIMMHU CPEJICTBAMU HH(POPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHO-
joruii U KBanuuKanueil pabOTHUKOB, €€ MCIOJIB3YIOUIMX M MOoJAep KuBatomnx. DyHKIH-
OHHUPOBAHKE IICKTPOHHOU MH(pOPMaIIMOHHO-00pazoBarenbHol cpenbl B UMK cooTBeTCTBY-
eT 3akoHozaresbeTBy Poccuniickoit denepanuu.

Cucrema pguctanimonHo oOydenus UI'MK  (aBTOpm3oBaHHBIA  JOCTYN) —
https://sdo.chgik.ru

— JIMLIEH3UMOHHOE€ U CBOOOJHO pacmpoCTpaHseMOe IMPOrpaMMHOE oOOecIeueHue:
Microsoft Windows, Microsoft Office 2007, Adobe Reader 9.0, Adobe Acrobat Pro 9.0, Fine
Reader 10.0, 7zip, Google Chrome, Internet Explorer.
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JIner nu3meHeHuii B pabo4uyro NporpaMmy M CHHUILTHHbI

B pa6oqy10 nporpamMmy AUCHUINUIMHBI BHCCCHBI CICAYIOININEC U3MCHCHUS U JOIIOJIHC-

HUS:
Y4eOHbIi PexpusuTEI Homep pasnena, | Conep:kanue n3MeHEHUH H
roj fpoTOKO.1a nojapasjaesa TOMOJTHEeHU
Y4eHOro copera
2022/23 nporokor  Ne 8  or bes nuzmenenuit
30.06.2022
2023/24 mporokonx Ne 8 ot
29.05.2023
2024/25 MIPOTOKOJ Ne 1lot | 4.2. Conepxanue | BHeceHbl HOBblE HOpMAaTUBHbBIE
27.05.2024 TUCIUILTAHEI JIOKYMEHTBI
2025/26 MIPOTOKOJI Ne 8 or|722. JHopaboran
26.05.2025
2026/27 npotokor ~ Ne 10 ot | P.8,9 JopaGoTransl
25.05.2026

57




YuyeOHOE U31aHUE

ABTOpP-COCTaBUTETh
Haranbs OneroBHa AjiekcanapoBa

JOKYMEHTOBEJEHHUE
PaGouasi nporpaMma JUCHUILINHBI

[Iporpamma GakanaBpuata
«JlokyMeHTalIMOHHOE 00eCTICUCHUE YIIPABICHHUS)
C IPUMEHEHUEM UCKITFOUUTEITEHO
JTUCTAHIIMOHHBIX 00Pa30BaTEIHHBIX TEXHOJIOTHH
10 HanpapyieHUI0 NoAroToBkH 46.03.02 JIokyMEeHTOBEIEHUE U ApXHUBOBEICHUE
KBaJMpUKaus: OakanaBp

[leyaraercs B aBTOPCKOM peakuuu

[lodnucano k neuamu
®opmam 60x84/16 O6wsem n. ..
3aka3 Tupasc 100 3K3.

YenstOMHCKUI rocy1apcTBEHHBIN MHCTUTYT KYJIbTYPBI
454091, Yensbunck, yi. OpmkoHuknase, 36a

Otneyarano B tTunorpadun YI'MK. Puszorpad
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