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ABTop-coctaButenb: Anekcanaposa H. O., noueHT kadeapbl HCTOPUH, MY3€0JI0TUU U
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Pabouas mporpamMma nucuuIuiHbl Kak coctaBHas yacth OIIOII Ha 3acenanuu coBera
(bakynbpTeTa JOKyMEHTAIBHBIX KOMMYHUKALMN U TypU3Ma PEKOMEHJO0BaHAa K paCCMOTPEHHIO
AKCIEPTHON KOMHCCHEN, MpOoTOKoa Ne 6 ot 22.03.2022.

Okcneptuza nposeneHa 22.04.2022, akt Ne 2022/10Y

Pabouas mporpamma muctuminHbel Kak coctaBHass yacTb OIIOIl yTBepxneHa Ha
3aceJaHuM YUYEeHOro coBeTa MHCTUTYTa mpoTokoi Ne6 ot 30.05.2022.

Cpok nerictBusi pabodeit mporpaMMbl TUCHUTIIMHBI TIPOJUICH HA 3aceaHud Y YeHOTO
COBETA NHCTUTYTA!

Y4eOHblIi 1o Ne mpoTokoJia, 1aTa YTBepKACHUS
2023/24 npoTokoa Ne 8 ot 29.05.2023
2024/25 npotokos Ne 11 ot 27.05.2024
2025/26 poTokoa Ne 8 ot 26.05.2025
2026/27 [Tporoxosa Ne 10 ot 25.05.2026
163 JlokymeHnToBeieHHe : pabodas TporpamMma JUCHUIUTAHBI :  TIpOrpaMma

OakanaBpuata «/{oKyMeHTaIlMOHHOE OOECIIeUeHNE YTPABICHHUS» [0 HAMPABICHUIO
noarotoBku  46.03.02 JlokymMeHTOBEJIeHUE H apXHBOBEACHHUE, KBATH(DUKAIS
GakanaBp / aBT.-cocT. H. O. Anexcannposa ; UenstOMHCKHUI rocyapcTBEHHbI HHCTUTYT
KynbTypbl. — UYemsiOunck, 2022. — 54 c¢. — (®I'OC BO Bepcust 3++). — Tekcr
HETIOCPEICTBEHHBIN.

PaGouas mporpamMma UCIMIUIMHBI BKJIIOYACT: IIEPEYCHb IUIAHUPYEMBIX PE3YJIBTaTOB
o0y4eHus] 1O JAWCUMIUIMHE, COOTHECEHHBIX C I[UIAHHUPYEeMbIMH pe3YJbTaTaMi OCBOCHUS
00pa3oBaTeIbHOM MPOrpaMMBl; YKazaHHe MecTa auciuiuiHbl B cTpykrype OIIOIL oObem
JWCIMIUIMHBL B 3a4eTHBIX €IMHMIAX C YKa3aHWeM KOJIMYECTBA aKaJeMHYECKUX YacoB,
BBIJICJICHHBIX Ha KOHTaKTHYIO paboTy OOydJarommxcs c TpernoiaBareneM (Mo BHAAM Y4eOHBIX
3aHATHI) W HA CaMOCTOSITENIBHYIO paboTy OOyYalOIMXCS; COAEp)KaHHe UCLUIUINHBL,
CTPYKTYPHPOBaHHOE TIO TeMaM (paszieiiaM), ¢ yKa3aHHEM OTBEICHHOIO Ha HUX KOJIMYEeCTBa
aKaJIeMUYECKUX YacoB W BHJIOB YYEOHBIX 3aHATHI; TIepedeHb Yy4eOHO-METOIMYECKOrO
olecriedeHust sl CaMOCTOSITENIEHOM padoThl 00YYarOLIMXCsl IO AUCLHHIUTHHE; (DOH] OLEHOYHBIX
CPEJICTB IS TIPOBEICHUS TEKYIIEro KOHTPOJISL M IPOMEKYTOYHON aTTeCTallly 00yYarouXcsl 10
JUCITUTIIFHE; TIepedeHb OCHOBHOM M JIOTIONTHUTETEHON YIeOHOM JTNTeparyphl, HEOOXOAUMOMN IS
OCBOCHMA OUCHUIUIMHEBI; NIEPEYCHL PECYPCOB I/IH(i)OpMaHI/IOHHO-TeHeKOMMYHHKaHHOHHOﬁ CETHU
WnrepHeT, HEOOXOMMMBIX Il OCBOCHMS IUCHMIUIMHBL, METOAMYECKHE YKa3aHWs Ul
O0ydarommxcss MO OCBOCHUIO JIMCHUIUIMHBL, IEepedeHb HWH(POPMAIMOHHBIX TEXHOJIOTHIA,
UCTONB3yeMBIX TIPH OCYILIECTBICHHH O0pa30BaTeIbHOIO IpOIecca MO JUCIMIUIMHE, BKIIOYAs
nepeyeHb IMPOTPaMMHOTO  OOECIICYEHHMS; ONHMCAHWE MAaTepHaIbHO-TEXHHYECKOH — 0asbl,
HEOOXO/TMMOI [T OCYIIECTBIICHHS 00pa30BaTeIEHOTO MPOLiecca 110 IUCIIHILIAHE.

© YensaOMHCKHI TOCYJapCTBEHHBIH
WHCTUTYT KyJbTYpbl, 2022
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AHHOTALUA

WNHnekc wu  Ha3BaHwue
JUUCTIUTLITAHBI o
y4eOHOMY IIIaHy

b1.0.12 [lokymeHTOBEACHHE

Ilenas TUCTUTITNHBI

(bOpMHpOBaHI/Ie y CTyI[CHTOB 3HAHU TeOpeTI/I‘-ICCKI/IX nu
METOJIMYECKIX OCHOB JOKYMEHTOBE/ICHHUS, OCHOBHBIX MPOOIEM B
00J1aCTH JJOKYMEHTOBEICHHSI.

3amaun MUCIUAIIIAHEI
3aKJIIOYAIOTCS B:

- OBJIaJICHUE 3HAHUSIMH TCOPETHUECKUX ¥ METOJAUICCKUX OCHOB
JIOKYMEHTOBEICHHUS;

- OBJAJICHHC 3HAHUSIMU OCHOBHBIX npobieM B
00J1aCTH JOKYMEHTOBE/ICHUS;

- (opMupOBaHHE CIIOCOOHOCTH WCIOIb30BAaTh TEOPETUUCCKHUE
3HAHMS B 00JIACTH TOKYMEHTOBEICHHS Ha IPAKTHKE;

- OBIAJICHUE yMEHHEM HCIIOJIb30BaTh ouIHaTBHEIE,
HOPMATHBHBIC JOKYMEHTHI B CBOCH J€ATEIHOCTH;

- (dopmupoBaHHE  CHOCOOHOCTH  HCIIOJIb30BaTh  IpaBHIIA
IMOATOTOBKHM YHPABJIICHYECCKUX JOKYMCHTOB W BCIACHUA HCHOBOP’I
TIePETHCKU;

- OBJIaJICHUC HABBIKAMU TOATOTOBKH U O(GOPMIICHUS
YIPaBJICHYECKUX JOKYMEHTOB.

IInanupyemblie
pEe3yaAbTaThl OCBOCHUS

OITK-3; TIK-1; [TK-4

OO0mass  TPyJI0EMKOCTh

B 3a4eTHBIX eauaunax — 10

TUCIUTUIVHBI B aKaJeMHUYecKux gacax — 360
COCTaBJISICT
Pazpaborunkn H. O. Anekcanaposa, ouieHT KadeApbl HCTOPHU, MY3€O0JIOTHH U

JIOKYMEHTOBEICHUS, KaH]I. UCT. HAYK, JIOIICHT




1. IIEPEYEHbB IVIAHUPYEMBIX PE3YJIBTATOB OBYYEHMS MO JUCIUATIVHE,
COOTHECEHHBIX C INTAHUPYEMBIMMU PE3YJbTATAMHU OCBOEHHUA

OBPA3OBATEJILHOI ITPOI'PAMMBI

B mpotiecce ocBoeHuUs: 0OCHOBHOM MpodeccrnoHanbHOM 00pa3oBaTeIbHON MPOTPAMMBI
(manmee — OITOIT) oOy4aromuiicss AOMHKEH OBIAAETh CICAYIOMUMHI Pe3yIbTaTaMu 00yUYESHHS 110

JUCIUTLINHE:
Tabmuia 1
[epeyeHb NJIAHUPYEMBIX Pe3yJIbTATOB 00yUYeHHS
(MHAMKATOPBI T1O0CTHKEHUS] KOMIIeTEHII)
IInanupyembie Kon DJieMeH M0 KOMINeTeHIHH M0 TUCHHUIIJINHE
pe3yJabTaThl ThI B I[€JIOM
ocsoernst ONOM | "MK | ovmer
Topa
€H-
i
1 2 3 4 5
OIIK-3 Cnocob6en | OIIK- 3HaTh TEOpPETUYECKUE TEOPETUUECKUE
MIPUMEHS T 3.1 aCTIeKThI aCTIeKTHI peeHus
TEOPETUIECKUE petIeHus podecCHOHANBHBIX
3HAHUSA st npodeccroHaIBHBIX 3a7a4 B
peleHust 3ama4 B cdepe TOKYMEHTOBEICHUS
MTOCTaBJICHHBIX cthepe
3ama4 B 00JIacTH
JIOKYMEHTOBEICHHS JIOKYMCHTOBEJICHUS U
Y apXUBOBEICHUS apPXMBOBEICHUS
OIIK- YMmeTh ONpeIeTsATh OIpeeTsATh
32
METO0JIOTUICCKUE METO0JIOTUICCKUE
OCHOBAHUS OCHOBaHUS
opraHusanuu " | OpraHu3anuu )51
OCYIIECTBIICHHS OCYIIIECTBIICHHS
JIOKYMEHTAI[HOHHBIX JIOKYMEHTAI[HOHHBIX
MPOIIECCOB B MPOIIECCOB B
CUCTCMC YIIPABJICHUA CHUCTCMC YIIPABJICHUA
OIIK- Brnagers | MeTomonoruyeckium METO0JIOTUIECKUM
33 WHCTPYMEHTapUEM WHCTPYMEHTapUEM
JOKYMCHTOBCICHU A " | JOKYMCHTOBECICHUA JJIsL
APXUBOBCICHUA AJid | pelIcHUus IIOCTABJICHHBIX
pelleHusT  TOCTaBJICHHBIX | MPO(ECCHOHANBHBIX 33134
npodeccHOHaTBHBIX 3a7aT
[1K-1 Cnocoben | TIK-1.1 3HaTh Hay4HO-METO/INYECKUE Hay4HO-METO/INYECKUE
MPUMEHSTh OCHOBBI JJOKYMECHTOBEJICHUSI | OCHOBBI
Hay4YHO- 1 apXHUBOBEICHHUS JIOKYMEHTOBEICHHS
METOTTIECKIIC IIK-1.2 | Ymeth dhopMympoBats mpodseMy, | popmymHrpoBats mpodiaeMy,
OCHOBBI O00BEKT U TPEAMET, LeNb U | OOBEKT M MPEAMET, 1EIb U
JIOKYMEHTOBEICHH 3aa4u, TUMOTE3Y | 33Ja4H, TUIIOTE3Y
S ¥ apXUBOBEJICHUS TIPHUKJTATHBIX MIPUKIIATHBIX
B JOKYMCHTOBECIYCCKUX JOKYMCHTOBCIYCCKUX
po¢heCCHOHANTBHO HCCIICJOBaHUM, HCCJICJOBAHUM,
it cepe WCTIOJIb30BaTh METOJBI, | UCTIONB30BaTh METOJIBI,
aJIeKBaTHBIC [IeNIM | aJIeKBaTHbBIE TeNn




WCCIIEIOBaHMSA, @ TaKKe | UCCIEOBAaHUSA, a TaKkke
HIMPOKHUN KpYT | MIUPOKHUI KpyT
OITyOJIMKOBaHHBIX 1 | OImyOIMKOBaHHBIX u
HEOIyOJIMKOBaHHBIX HEOIyOIMKOBaHHBIX
WCTOYHHMKOB, DJICKTPOHHBIX | HCTOYHHMKOB, JJIEKTPOHHBIX
pecypcoB pecypcoB
IIK-1.3 | BnageTs | HaBbIKaMHu NMPUMEHEHUS | HaBbIKAMU MPUMEHEHUS
3HAHWH B oOnacTv | 3HAHWH B obmactu
JIOKYMEHTOBEICHUS U | TOKYMEHTOBEICHHS B
ApPXUBOBEACHUS B | npodeccroHanbHOM chepe;
npodeccuoHaLHON cdepe; | OCHOBHBIMU METOAaMHU
OCHOBHBIMU METOJIaMH | TOKYMEHTOBEIYECKOTO
JOKYMEHTOBEJYECKOTO HCCIIeIOBAHUS
HCCIIEIOBAHUS, IKCIIEPTU3EI
[IEHHOCTH JIOKYMEHTOB
IIK-4. Cmnocoben | I1IK-4.1 | 3nats HOPMAaTUBHO-IIPABOBYIO HOPMAaTUBHO-IIPABOBYIO
OpraHu30BaTh M 0azy  JOKyMEHTHpOBaHMA | 6a3y  JOKYMEHTHPOBAHUS
OCYIIIECTBIISTH JIesITeNNbHOCTH JIeSITeNNbHOCTH
JOKyMEHTHUPOBaHHE OpraHu3alyu OpraHu3alyu
JIeATENIbHOCTU [IK-4.2 | Ymets co3gaBarb U BECTH | COCTAaBIATh M OQOPMIISTH
OpraHM3alyn CHCTEMBI YIPaBJICHYECKYIO
JOKYMEHTAIlMOHHOTO JIOKYMEHTAIIHIO,
oOecriedeHus] YIpPaBJICHUS | UCIIOJIB30BATh
Ha Oase HOBEUIITNX yHI/I(I)I/II_II/IPOBaHHLIe
TEXHOJIOT Ui (OPMBI TOKYMEHTOB
[IK-4.3 | Bnagerp | HaBpIKAaMH OpraHU3AlUUA ¥ | HAaBBIKAMU COCTaBJICHUS
aHaji3a pe3yJbTATUBHOCTH | IPOCKTOB
npouecca pacropsAUTENbHBIX
JOKYMEHTHUpPOBaHUA | (MIPHUKa3bl, PaCIIOPSLKEHUS),
JESITETBHOCTH WHPOPMAITHOHHO-
OpraHu3anuu CHOPaBOYHBIX JOKYMEHTOB
(ciry>xeOHBIE MACHbMa,
CIpaBKW, JOKJIagHBIE U
CiTykeOHBIC 3aIUCKH) U TIP.
JIOKYMEHTOB

2. MECTO JUCHUIIJIUHBI B CTPYKTYPE OBPA3OBATEJIBHOM ITPOI'PAMMBI

JlucrumimHa BXOIUT B 00s13aTEIbHYIO YacTh Y4eOHOTO TUTaHA.

JlucumMruiiHa  JIOTMYECKH M COJEPIKATEIIbHO-METONAMYECKA B3aUMOCBSI3aHa C
mucuuruHaMu:  «PemaktupoBanme  JAOKYMEHTOB»,  «OpraHm3aius — CEKpPeTapCKoro
00CTY)KUBAHUS.

OcBoeHre OUCHUIUIMHBI OyneT HEoOXOAMMO TP M3YYCHUH JIUCIUIUIAH:
«IIpakTHKyM 10 OpPraHU3allMOHHO-PACIOPAIUTENBHON JOKymMeHTauun», «lloaroroBka
YOpPaBIE€HYECKUX  JOKYMEHTOB»,  «OpraHun3zannoHHO-UH(GOpPMAIlMOHHOE  oOecrneueHue
JEATENIbHOCTH  PYKOBOJMTENS», IPOXOXKIACHUM IMPAKTUK: O3HAKOMMUTEIBHOM, HAY4YHO-

HccrenoBaTeNbekasi padoTa, MPEeIAUIUIOMHOM; MOJATOTOBKE K TOCYIapCTBEHHOW HMTOTOBOMU

aTTeCTaluu.

3. OBBEM JUCHUTJIUHBI B 3AYETHBIX EJJUHULIAX C YKAZAHUEM
KOJIMYECTBA AKAJEMHUYECKUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIUXCS C MPENOJABATEJIEM (ITO BUJIAM YUEBHBIX
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3AH$[TI/II71) N HA CAMOCTOSATEJBHYIO PABOTY OBYYAIOIIUXCSA

OOmast TpyOEMKOCTh JWUCHHUIUIMHBI B COOTBETCTBHU C YTBEPXKICHHBIM Yy4eOHBIM

mraHoM coctaisieT 10 3aueTHBIX enuHuIl, 360 yacos.

Taoaumna 2
. Bcero yacos
Bun yuedHoii pa6oTnl
Ounas ¢popma | 3aounas gpopma
OO0mas Tpy10eMKOCTh AUCIUIUIMHEI IO YI¢OHOMY TIaHY 360 360
— KonTakrHas pabota (Bcero) 164,8 72
B TOM YHCIIE:
JICKIIUHU 80 16
CeMHUHaphI 8 2
MIPaKTUYECKUE 3aHATUS 72 20
6 m. 4. 8 hopme NPaxmuueckol NOO20MoGKuU 12 6
MEJIKOTPYIIIOBBIC 3aHATHUS - -
WH/IMBH]Ty aJIbHBIE 3aHSATHSI - -
KOHCYJIBTALIUSL 8 PAMKAX NPOMENCYMOUHOU 4 4
ammecmayuu (KoncllA)
uHasg koHTakTHas padota (MKP) 6 pamxax 0,8 6
NPOMEIHCYMOUHOU ammecmayuu
KOHCYJIbTaluu (KOHC.) 5% or 15 % ot
KOHTPOJb camocTosTenbHol paboTsl (KCP) JIEKIIMOHHBIX Yac. JIEKIIUOHHBIX
yac.
— CamocrositenbHas pabota o0yyarommxcs (Bcero) 141,8 272
8 M. 4. 8 hopme npaKkmu4eckol N0O2OMOBKU 12 6
— IIpoMexyTOUHas arTecTanus 00yJaromerocs — 3a4er / 53,4 16
2 sK3aMeHa / 3aIuTa KypcoBoil paboThl: KOHTPOJIb

4. COJIEP)KAHME JUCIHUATNIUHBI, CTPYKTYPUPOBAHHOE IO TEMAM
(PA3JIEJIAM) C YKA3AHUEM OTBEJEHHOT'O HA HUX KOJUYECTBA
AKAJIEMUYECKHUX YACOB U BU/IOB YUEBHBIX 3AHATHUI

4.1. CTpyKTypa npenoaaBaHus JUCHUNINHBI

Tabnauna 3
Ounas ¢popma o0ydenust
Buabl yueOHoii padoThl, dopma
BKJIIOYAs CAMOCTOSATENILHYIO pad0Ty | NMPOMEKYTOUHO

00y4aronmuxcs, U TPYA0EMKOCTH (B

HaunmeHnoBanue
aKajJeM. 4ac.)

Oomast
TPYAOEMKOCTh
(Bcero uac.)

M aTTecTanumn
(mo cemecTpam)

PANEIIO0n, TEM KonrakrHas pabora BT. 4. C
c/p KOHTAKTHOM
JIeK. | ceM. | MpaKT. | MH]I. N
padoToii
1 2 3 4 5 6 7 8
Pa3znen 1. CiocoObl JOKYMEHTHPOBAHMS
Tema 1. IToasTus 22 6 4 6 6
«JIOKYMEHTY,
«TOKYMCHTHUPOBAHHUE.
3apoxICHUE U SBOJTFOITUS
OCHOBHBIX CIIOCOOOB M




Cpe/CTB
JIOKYMCHTHPOBAHHS

Tema 2. TexkctoBoe 28 10 8 10
JIOKYMEHTHUPOBaHUE

Tema 3. Kuno-, ¢doto-, 29 8 4 6 11
(oHO- H DIEKTPOHHOE
JIOKyMEHTHPOBAaHHE

DKk3ameH 1 cemecTp 29 DK3aMeH
KOHTpOJIb — 26,7
9,
koHCIIA — 2 Hac.
HKP - 0,3 yac.

HUmoeo 6 1 cem. 108 24 8 20 27 29

Pa3nen 2. TeopeTuyeckue 0CHOBbI JOKYMEHTOBe/ICHHSA

Tema 4, Ilousatus 39,8 8 4 27,8
«ITOKYMEHTY,
«IIOKYMEHTHUPOBaHHAs
WHPOPMAITHST.

Tema 5. Oynknumy, 50 12 10 28
CBOWCTBA M TPHU3HAKU
JIOKYMEHTA.

Tema 6. Knaccudukarus 54 10 12 32
JIOKYMEHTOB.

3auer 2 cemecTp 0,2 3auer
HKP - 0,2 yac.

HUmoeo 6o 2 cem. 144 30 26 87,8 0,2

Pa3nea 3. Oprann3zanuoHHO-PACIIOPSIANTEIbHAS JOKYMEHTAIUS

Tema 7. @opmymsp 22 8 6 8
JOKYMEHTA: 3BOJIOLMA U
COBpEMEHHBIE
TpeOOBaHHUS

Tema 8. CoctaBieHue H 30 10 10 10
odopmiieHHE
OpraHU3aAIMOHHO-
pactopsIIUTENbHOM
JIOKYMEHTAITIH

Tema 9. Cucrema 27 8 10 9
OpraHU3aIMOHHO-
pacropsAuTeNbHON
)IOKYMCHTaIII/II/I

OK3aMeH M 3aImra 29 OK3ameH
KypcoBoi  paboter 3 KOHTpOJb — 26,7
ceMecTp .
KoHCIIA — 2 gac.
HNKP — 0,3 gac.

HUmoeo 6 3 cem. 108 26 26 27 29

Bcero no 360 80 8 72 141,8 58,2
JUCIUILINHE

3aounas ¢opma o0yueHust
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Bunsbi yueOHoii padoThI,

dopma
- BKJIIOYASl CAMOCTOSITEILHYIO PadoTy
83 00y4aouuXxcs, 1 TPyJ10eMKOCTh (B TIPOMEIKYTOIHO
® S & y 1 s 1 TPYA -
HaumeHoBaHmne g § g aKajJeM. 4ac.) H aTTeCTaltlu
pa3aesioB, TeM © g5 KonrakTHas padora (o cemecrpam)
©C =3 BT. 4. C
Ee’ one c/p KOHTAKTHOM
JIeK. | ceM. | TMpaKT. , GoToii
KCP pa
1 2 3 4 5 6 7 8
Paznen 1. Cnioco0bl JIOKYMEHTHPOBAHUS
Tema 1. Ilonarus 26 2 2 22
«TOKYMEHTY,
«JIOKyMEHTHUPOBaHUEY.
3apoxACHNUE U HBOIOLUS
OCHOBHBIX CITOCOOOB M
Cpe/ICTB
JTOKYMEHTHPOBaHHSI
Tema 2. TekcroBoe 36 2 2 32
JIOKYMEHTHPOBaHHE
Tema 3. Kuno-, ¢doto-, 34 2 2 2 28
(OHO- H DIEKTPOHHOE
JTOKYMEHTHPOBaHHE
KoHucynpranmun 8 6
KonTtpons 2
CaMOCTOSATEIbHOM
paboThI
3ader 1 cemectp 4 3auer
KOHTPOJIb — 2 4.
HUKP-2 4.
Umoeco 6 I cem. 108 6 2 6 8 82 4
Pa3nea 2. TeopeTuyeckue 0CHOBbI JOKYMEHTOBe/ICHHSA
Tema 4. ITonsTus 37 2 2 33
«IOKYMEHTY,
«JTOKyMEHTUPOBaHHAs
HHPOPMAITHST.
Tema 5. ®ynkuum, 42 2 2 38
CBOMCTBA ¥ TPHU3HAKH
JIOKYMEHTA.
Tema 6. Knaccuduxarus 46 2 2 42
JIOKYMEHTOB.
Kouncynbrauuu ITA 4 2
KonTpons 2
CaMOCTOATENIbHOU
paboThI
DK3aMeH 2 ceMecTp 15 OK3aMeH
KOHTpPOJIb — 7 4.
HUKP-2 4.
KOHC — 6 yac.
Hmozo 60 2 cem. 144 6 6 4 113 15
Pa3nen 3. Oprann3auMoHHO-pACIOPSIAUTEIbHAS TOKYMEHTAIUsA
Tema 7. @opmyisp 22 2 2 18
JIOKYMEHTA: JBOJIFOIHS U
COBpEMEHHBIE
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TpeOOBaHMSI
Tema 8. CocraBineHue u 34 2 2 30
odopmiteHre
OpraHu3aIMoOHHO-
pacrnopsauTenbHON
JIOKYMEHTAI[HH
Tema 9. Cucrema 33 4 29
OpraHU3alMOHHO-
pacrnopsauTeNbHON
JIOKYMEHTAI[HH
Koncynprammm [TA 4 2
Kontpons 2
CaMOCTOSATEILHOM
paboTHI
OK3amMeH H®  3amMra 15 DK3aMeH
KypcoBoi  paborel 3 KOHTPOJb — 7 .
CEMECTP HUKP-2 4.
KOHC — 6 yac.
Hmoeo 6 3 cem. 108 4 8 4 77 15
Bcero 1no 360 16 2 20 16 272 34
AUCHMILINHE
Taouuna 4
4.1.1. Mampuya Komnemenyui
HaumenoBanue ;-’ — N
pas3aenoB, TeM = é g
=)
1 2 3 4
Pazgen 1. Cnoco0bl JOKYMEHTHPOBAHUS
Tema 1. TIOHATHS «IOKYMEHT», <«JOKYMEHTHPOBAHUEY. +
3apoxkIieHHe ¥ OBOJIONMS OCHOBHBIX CIOCOOOB W CPEICTB
JIOKYMEHTHPOBaHHSI
Tema 2. TekcTOBOE JIOKYMEHTHPOBAHHUE +
Tema 3. Kwuno-, ¢oro-, ¢GOHO- W  DJICKTPOHHOE +
JIOKYMEHTHUPOBAHUE
Ox3ameH 1 cem.
Paznen 2. TeopeTnueckne 0CHOBBI JOKYMEHTOBeAEHHSI
Tema 4. TloHSTHUA  <JIOKYMEHT», «JIOKYMEHTHpPOBaHHAas +
HHPOPMAITHS.
Tema 5. @yHKIIUU, CBOMCTBA U PU3HAKU JOKYMEHTA. +
Tema 6. Knaccuduxariysi TJOKyMEHTOB. +
3auer 2 ceM.
Pa3nen 3. Oprann3auMoHHO-pACIOPSIAUTEIbHAS TOKYMEHTAIUSA
Tema 7. @opmynsip AOKYMEHTA: 3BOJIOLMS M COBPEMEHHBIE +
TpeOOBaHMS
Tema 8. CocraBmenue u odopMmieHHe OpraHU3alHOHHO- +
pacIopsINTETFHON JTOKYMECHTAIINH
Tema 9. Cucrema  OpraHM3aIlMOHHO-PACTIOPATUTEILHON +
JIOKYMEHTAIHH
OKk3amMeH 3 cem. + + +
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4.2. Conep:xxaHue TUCHUIIMHBI
Pa3nen 1. Cnioco0b1 AOKYMEHTHPOBAHUS

Tema 1. Ilonamus «OOKymeHm», «OOKyMeHmMUpPOGaHue». 3apoicoenue u 360110UUs
OCHOGHBIX CnOCO006 U cpeocme OoKymenmupoeanus. JIOKyMEHTHpOBaHHWE WH(HOPMAIIUH.
[MonsiTust «IOKYMEHTUPOBAHUEY, «cmocob JOKYMEHTUPOBAHUAY, «METON
JIOKYMEHTUPOBAHUSAY, «CpeACTBO JOKYMEHTUPOBAHUSD). [TprunHbI 3apOXKJICHUS
JOKYMEHTUpOBaHUA. MHQOpMAIMOHHBIE, COLUANbHBIE W Mp. MPEANOCHUIKH 3apOKICHUS
JNOKyMeHTUpoBaHus. McTopuueckue dTanbl pa3BUTHUS  CIIOCOOOB  JOKYMEHTHUPOBAHMS.
[IpeameTHBIN 1 3HAKOBBIN CIIOCOOBI Mepeayr HHPOPMAIIHH.

Tema 2. Texcmogsoe doKymenmupoganue. TEKCTOBOE TOKYMEHTHUPOBAHHME M ATAlbl €rO
pa3BuTHsA: NUKTOrpaduyeckoe ©  Jjororpaduueckoe (uaeorpaduueckoe)  IMHUCHMO,
JOCTOMHCTBA M Hejoctatku. CroroBoe mHCbMO. Bo3HuMKHOBeHHE (POHETHYECKOTO
(annpaButHOTO, OyKBeHHOr0) THchbMa. [losiBIeHWEe W pa3BUTHE THUCHMEHHOCTH Y CIIaBSH.
PazButue rpaguKy pycCKOro MUChbMa. OBOJIONMS MaTepuajIoB M HMHCTPYMEHTOB IS
TEKCTOBOT'O JIOKYyMEHTUPOBAHHUS.

Tema 3. Kuno-, pomo-, ¢pono- u snexkmponnoe ooxkymenmuposanue. V300peTeHue u
pa3BUTHE KUHO-, POTO-, HOHOTOKYMEHTUPOBAHHSL.

CoBpeMeHHBIE  CIOCOOBI M CpeACTBAa  JOKYMEHTHPOBaHHS.  TeXHHYECKoe
(rpadudeckoe) moxkymeHTHpoBaHUE. DOTOJOKYMEHTUPOBAHUE: MOHATHE «(HOTOJOKYMEHT,
BUJIBI  (OTOMOKYMEHTOB. KHHOTOKyMETHPOBAHHE: TIOHATHE «KHHOJOKYMEHT», BHUIBI
KUHOJIOKYMEHTOB. DOHONOKYMEHTUPOBAHUE: TOHATHUE «(pOHOTOKYMEHT, BU/IbI
(hOHOTOKYMEHTOB. JIOKyMEHTUpOBAaHHWE C NPUMEHEHHEM DJJIEKTPOHHO-BBIUHCIUTETHHOM
TEXHUKU. DIEKTPOHHOE IOKYMEHTHUPOBAHHUE,

Paznen 2. TeopeTuueckue 0CHOBBI JOKYMEHTOBEIEHUS

Tema 4. Illonamusa «0oKymenmy, «0OKymeHmuposannas ungopmayusn». Poib 10KyMeHTa
B COLMAIbHBIX M HKOHOMHUYECKMX Ipoleccax. B3auMocBsI3p MOHATHH <«JIOKyMEHT» U
«uHpopMmanua». JoOKyMEHT Kak OOBEKT HCCIIEOBAaHUSI MHOTHMX HAyYHBIX JUCIUILIUH.
Pacimpenue MOHATHS «IOKYMEHT» C pPa3BUTHEM HAYYHO-TEXHHYECKOTO Iporpecca.
Hctopuyeckuii, mpaBoBOH, ynpaBiieHUeCKUH, WH(GOPMAIIMOHHBIN ACHEKThl B OIpPENEICHUN
JIOKyMeHTa. JIokyMeHT Kak 00OBEKT IOKyMEHTOBEIUECKHUX HccaeaoBaHui. Poib JoKyMeHTa B
KU3HU COBpeMeHHoro oOmectBa. HaydHo-uctopuueckass M IpakTHYeCKass IIEHHOCTb
nokyMeHTa. COOTHOIIEHHE TMOHATUN «IOKYMEHT», «IOKYMEHTHUpOBaHHas HHGMOpMAaLUs».
3aKOHOAATEIbHOE M  HOPMAaTUBHOE IIOHMMaHUE JOKYMEHTa, JOKYMEHTHPOBAHHOMN
uHpopmanuu. denepanbubiii 3akoH PO «O6 nndopmanyu, HTHPOPMAIIMOHHBIX TEXHOJIOTUAX
u o 3amure uHGopmanuu» (2006) o nokymeHTHpoBaHHON HHpopMmanuu. OnpenencHue
JIOKYMEHTa, JOKYMEHTHUPOBAHHON HH(pOpMaluu B TOCYJApPCTBEHHBIX M HAIMOHAJIbHBIX
CTaHJapTax.

Tema 5. @yukyuu, ceolicmea u npusHaku OoKymenma. JIOKYMEHT  Kak
Mo YHKITMOHANBHBIA 00BEKT. 3HaueHWe QYHKIUKA JoKyMmMeHTa. BceoOmue dyHKIUN
nokymeHTa. MHopmanuonHas QYHKIUS JOKyMEHTa KaK €ro OCHOBHas (yHKITHS.
KommynukaTtuBHas ¢GyHKius qokymeHTa. KymynstuBHas (yHKUMS TOKyMeHTa. YacTHbIe
(cieniuanpHBIE, OMEpaTUBHBIE) (DYHKIUKM JOKYMEHTOB. YTpaBlieHYecKas (peryJsiTUBHAS)
GyHKIUS U ee 3HaYCHHE B JIEATEIbHOCTU OpraHoB ympasieHus. KynbTypHas GyHKIuUS Kak
CPEIICTBO 3aKpEIJICHUs U Nepeaaun KylabTypHOU Tpamuiuu. [lo3naBarenbHas (KOTHUTHUBHAS)
¢byukius. IlpaBoBas, ydeTHas U (YHKIHUS HCTOPUYECKOTO HUCTOYHMKA. PekpeaTuBHas
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¢byHkuus nokymenta. ['enonndeckas u npyrue GyHKIHUU JTOKYMEHTA.

IIpuszHaku noKymeHTa. BelecTBEHHOCTb JOKyMEHTa. 3HAaKOBOCTb JOKYMEHTA,
HaJIM4Me CMBICIIOBOIO CEMaHTHUYECKOro cozeprkaHusd. [IperHa3sHaueHHOCTh NTOKyMEHTa s
UCIOJIb30BaHUSl B IIPOLECCaX COLMAIBbHOM KOMMYHUKAIMH. 3aBEpIIEHHOCTb COOOLICHMS.
CpoiictBa nOKyMeHTa. ATpUOYTHBHOCTh JOKyMeHTa. DYHKIHMOHAJIBHOCTh JOKYMEHTA.
CtpyKTypHOCTH JOKyMeHTa. TpaHc(OopMaTUBHOCT TOKYMEHTA.

Tema 6. Knaccugurkauyus ooxymenmos. llonartue «xinaccudukanus». Lens u 3amaun
knaccudukanuu. Kiaccudukanuss JTOKyMEHTOB, €€ Ha3HaYeHHE U BO3MOXKHOCTH:
uepapxuueckuid U OoQCeTHhI MeToAbl Kiaccubukanuu. Tumonoruueckas kiaccuuKaius
nokymeHToB. Knaccudukanus mo marepuanbHON ((GPU3UIECKOI) COCTABIISIIONIEH JOKYMEHTOB.
Knaccudpukanus mno wuHpOpManMoHHONW cocTaBiusoomeld gokyMeHToB. Kiaccudukanus
JIOKYMEHTOB TI0 OOCTOSITENIbCTBaM OBITOBAHUSI BO BHEIITHEH CpeJie.

Pazjnen 3. Opranu3anuoHHO-PACIOPSIAUTEIbHAS JOKYMEHTAIIUA

Tema 7. @opmyasp 0OKyMeHma: 36010UUA U COEPEMEHHOE COCHOANUe. 3AKOHOAATEILHOS
pETyJIMpOBaHKUE IPOLECCOB TOKYMEHTUPOBAHMSA. BHIbBl JOKYMEHTOB B COOTBETCTBHUU C
I'enepanbubiM peramentoMm 1720 r. Pa3Butue BUIOB U cocTaBa GopMmyJisipa JOKYMEHTOB B
Poccun B XVIII B. [IpaBuna odpopmienus: pekBu3sutoB. @opmyisap gokymenta XIX — XX BB.
TenneHuus Kk yHupuKauu GopMbl U TEKCTa TOKyMEHTA.

CoBpemeHnHble  TpeOoBaHMA K  (QopMyssipy  JOKyMeHTa. YHUOUKAIUSA U
CTaHJapTHU3alMsl YIPaBIEHYECKUX JOKYMEHTOB: MOHSITHE W Ha3HaueHue. CoBpeMEHHbIE
TpeOOBaHUS TOCYJApCTBEHHBIX CTaHIAPTOB M HOPMAaTUBHO-METOAMYECKHX aKTOB K
odopmiieHnto nokyMeHToB. Hanmonanwuseiii cranmapt PO I'OCT P 7.0.97-2016 «Cucrema
CTaHIApPTOB MO MH(OpMaIUK, OMOIMOTEUHOMY M HM3AaTeNbCcKoMy Jaeny. OpraHu3alloHHO-
pacnopsiauTenbHas ToKyMeHTauus. TpeboBaHusa K 0pOpMIIEHUIO TOKYMEHTOBY. TpeboBaHus
K IOCTpOeHMIO (hopMysipa-o0pasia.

Tema 8. Cocmaenenue u ogopmienue o0pzanu3ayUOHHO-PACNOPAOUMENbHOU
ookymenmayuu. CylIHOCTb U ONpEAENICHUE MOHATUS «PEeKBU3UT». CTpyKTypa JOKyMEHTa:
00s13aTeNbHBIC U JOMOIHUTENbHBIC PEKBU3UTHI.

Hanumonaneneiit cranmapr P® I'OCT P 7.0.97-2016 «Cucrema cranaapToB IO
uH(popMaIuu, OUOTHMOTEYHOMY U U3JIaTENbCKOMY Jeny. OpraHu3alioOHHO-PACTIOPSIUTENbHAS
JNOKyMeHTalusa. TpeboBaHuss K OQOpPMIIEHUIO JTOKYMEHTOB».OOmme TpeOoBaHUs K
O(pOpPMIICHUIO PEKBU3UTOB JOKYMEHTa. PEKBM3UTHI 3arojOBOYHOW YacTU JOKYMEHTA.
XapakTepucTHUKa  PEKBU3UTOB  COJEPKATEIbHOW  YacTH  JIOKYMEHTa.  PEKBHU3UTHI
opOpMUTENBCKONH YacTu JIOKyMeHTa. Tabenb (opM TOKYMEHTOB, TPUMEHSIEMBIX B
JIeSITEJIbHOCTH OpraHu3alluy; Ha3HAaUeHHUE U CTPYKTypa Tabes.

Tema 9. Cucmema o0op2aHu3aUUOHHO-PACNOPAOUMENLHOI  OOKYMEHMAYUU.
OpraHu3alMoOHHO-paCTIOpsAANTENbHAS JTOKYMEHTalus: oOulas XapaKTepUCTUKa, poilb U
3HaueHHWe B JIOKYMEHTallMOHHOM oOecnedyeHun ympasieHus. OPJ] kak kommiiekc
JIOKYMEHTOB, 3aKperuisfomux (QyHKIUM, 3ajaud, LEIH, a TaKkkKe MpaBa M OO0SI3aHHOCTU
pabOTHUKOB M PYKOBOJUTENEH IO BBINOJHEHUIO KOHKPETHBIX JEUCTBUN, HEOOXOAMMOCTh
KOTOPBIX BO3HUKACT B ONEPALIMOHHON EATEIbHOCTH OpraHU3alliH.

OpranuzanuonHble J10KyMeHTbl. CocTaB OpraHU3alMOHHBIX JOKYMEHTOB. Buel
YYpEIUTEIbHBIX JOKYMEHTOB OpraHU3alUK: YYPEIAUTEIbHBIN JOTOBOP, YCTaB, PpEIJIAMEHT,
IIOJIOXKEHUE, WHCTPYKLMS, IITaTHOE paclHCaHWe M Jp. XapaKTEepUCTHKA, CTPYKTypa H
TpeboBaHus kK opopmieHuto. [Topsaok U mocine 0BaTeNbHOCTh Pa3paboTKH.
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PacniopsiqutenbHbie  JOKYMEHTBL.  Buabl  pacnopsauTeNbHBIX  JIOKYMEHTOB:
MIOCTaHOBJICHHE, TPHUKA3, PACHOpsIKEHHE, pelIeHHe, YKa3aHHe M UX pPOJib U 3HAYCHUE B
OpraHu3alMi  JEATEIbHOCTH  NpeanpusTHs. XapaKTepUCTHKA 3TaloOB  MOATOTOBKU
paclopsAMTEIbHBIX  JIOKyMEHTOB. lcmonHuTenu  pacnopsauTeNbHOM — JTOKYMEHTalluu
OPEINPUITHS: TPOPEeCcCHOHANBHBIE TPEOOBaHUS.

CrnpaBouno-uHpopmanonHbsle J0KyMeHTbl. CocTaB UM OCOOCHHOCTH CIPaBOYHO-
WH(GOPMAIIMOHHBIX TOKYMEHTOB. OCHOBHBIC BHJIBI: 3asBJICHHE, JACIIOBOE MUCHMO, CITyKEOHAs
3alMcKa, TMPOTOKOJ, CIOpaBKa W Jp., HpaBWiIa UX COCTaBiICHUS U O(OpMIICHUS.
JIoKyMeHTHPOBaHUE ACSITEILHOCTH KOJUIETHALHBIX OPTAaHOB: 00IIET0 COOpaHus aKIIMOHEPOB,
COBETA IUPEKTOPOB, PEBU3MOHHON M CYETHON KOMHUCCHH.

5. IIEPEYEHb YYEBHO-METOJUYECKOI'O OBECIIEYEHUS
J1JIA CAMOCTOSATEJBHOM PABOTBHI OBYUYAIOIIMXCS MO JUCHUIIIMHE

5.1. O6uue noJI0KeHHUA

CamocTtosTenbHass paboTa oOydarmUXcsi — OCOOBIA BHUJA IO3HABATEIBHOMN
JESTeTbHOCTH, B MpOIEcCe KOTOPOH MPOUCXOAUT (HOPMUPOBAHHE ONTHMAIBHOTO IS
JAHHOTO WHAMBHJIA CTWJIS TOJIy4eHHUs, 0OpabOTKH M yCBOEGHHs y4ueOHOM uHpopmanuu Ha
OCHOBE MHTETPALIUH €r0 CyObEKTUBHOTO OTBITA C KYJIbTYPHBIMH 00pa3IaMu.

CamocTosTenbHast paboTa MOXKET ObITh ayAUTOPHOI U BHEAYAUTOPHOM.

AynuTOopHas caMOCTOSITeIbHAs paboTa OCYIIECTBISICTCS Ha JCKIHIX, TPAKTUIECKUX
U CEeMHMHAPCKUX 3aHITHUSIX, MPU BBHINOJIHEHUH KOHTPOJBHBIX paboT M 1p. BHeaynuropnas
caMmocCTosITeNIbHast paboTa MOXKET OCYIIECTBIIATHCS:

— B KOHTakTe C MpernojaBareieM: Ha KOHCYJbTalUSAX MO yu4eOHBIM BOIpOCaM, IO
MOJTOTOBKE KYypPCOBOW W BBITYCKHOM KBaTM(UKAMOHHOW pabOThI, B XOJE€ TBOPYECKHX
KOHTAaKTOB, IPH JINKBUJALMHU 3310JDKEHHOCTEH, PY BBINIOJIHEHUU WHIMBUIyAJIbHBIX 3a1aHUM
UT. 1.;

— 0e3 KOHTaKTa C MpenojaBaTesieM: B ayIMTOPUU IJIsl UHIWBUIYalbHBIX 3aHSATUH, B
Ooubimoreke, a0Ma, B OOIIEKHTUM U JAPYTUX MECTaxX NPU BBHINOJIHEHUH YYEOHBIX H
TBOPYECKHUX 3aJaHUN.

BueayauropHas camocrosiTenbHas padoTa, MPEXJE BCEro, BKIIOYAET MOBTOPEHHE
MaTepuaiga, HW3YYEHHOTO B XOJA€ AayJuUTOPHBIX 3aHATUN; paboTy ¢ OCHOBHOHW H
JIOTIOJIHUTEIbHONW JIUTEPATYypoll M HMHTEPHET-UCTOYHUKAMU; IOJATOTOBKY K CEMHHAPCKUM,
MIPAaKTUYECKUM 3aHATHUSAM; BBINOJHEHUE 3aJlaHWl, BBIHECEHHBIX IIPENOJaBaTesieM Ha
CaMOCTOSITENIPHOE ~ M3y4Y€HHE; HAYYHO-HCCIEIOBATENbCKYI0O UM TBOPYECKYl0  paboTty
oOyyaromerocs.

Lenbro caMOCTOATENBHOM PabOTHI 00YUaIOMIEToCs SBISIETCS:

- (GopMHpOBaHHE MPUBEPKEHHOCTH K OyyIIel nmpodeccuu;

- CHUCTEeMaTH3allysl, 3aKperyieHne, YriyOJIeHne U pacuImpeHne NOdyYeHHBIX 3HAaHUN
YMEHUH, BIIAJICHU;

- (opMupoBaHHe yMEHUI UCTIONB30BaTh Pa3IMYHbIC BUABI H3/1aHUH (OQHUIHATbHEIE,
Hay4yHbI€, CIPaBOYHbIE, HH(POPMAIIMOHHBIE U JIP.);

- pa3BUTHE TIO3HABATEIBHBIX CHOCOOHOCTEH W AKTUBHOCTH OOYyYalolIerocs
(TBOpUECKON MHUIIMATUBBI, CAMOCTOSTEILHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH);

- (opMupoBaHHEe caMOCTOSTEIHLHOCTH MBIIUICHHUS, CIOCOOHOCTEH K CAaMOPa3BHUTHIO,
CaMOCOBEPILIEHCTBOBAHUIO, CAMOPEATIN3ALINY;

- Pa3BUTHE UCCIIE0BATEIBCKOIO U TBOPUECKOIO MBIILITIEHHUSL.

CamocTosTenbHast paboTa SBIISETCS 00s13aTENIbLHOM A KaKI0ro o0ydaromerocs, u
ee 00beM IO KaXIOW IUCHMIUIMHE Omnpesensercs y4yeOHbIM IuTaHoM. Metoauka ee
OpraHHu3aIiy 3aBUCUT OT CTPYKTYpBI, XapakTepa U OCOOCHHOCTEH M3yuyaeMOU UCIUILIUHBI,
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VH/IMBUYAIbHBIX KQUeCTB M YCIOBUN y4EOHOM eI TeTbHOCTH.

Jlnst apexTrBHON OpraHU3ay caMOCTOATENIHLHON pabOThl 00YUYArOIIUIACS TOIDKEH:

3HAMb:

— cucteMy (OpM B METOZI0B 00y4EHHS B BY3€;

— OCHOBBI HayYHOUH OpraHu3aluy TPyaa;

— METOJIMKH CaMOCTOSITEIIFHON PabOTHI;

— KpPUTEPUH OLICHKH KAaueCTBa BBHIIOIHAEMON CaMOCTOSTEIBLHON PabOTHI;

ymemy:

- IPOBOJUTH MOUCK B PA3IMYHBIX MOUCKOBBIX CUCTEMAX;

- WCIIOJIb30BATh PA3JINYHBIC BU/IbI H31aHUN;

- NPUMEHATh METOJUKH CaMOCTOSATENIBHOH paboThl € y4YeTOM OCOOCHHOCTEH
U3y4aeMOM AUCIUIUTHHBL,

61a0emy:

— HaBBIKAMH TUIAHUPOBAHUS CAMOCTOSITEIILHOM PabOTHI;

— HaBBIKAMU COOTHECEHUS TUTAHUPYEMBIX IIeJIe M MOIy4YEeHHBIX PE3yJIbTaTOB B X0/
CaMOCTOSATEIILHON paboThI;

— HaBBIKAMH TPOCKTHPOBAHUS W MOJCIMPOBAHUS Pa3HBIX BUAOB U KOMIIOHEHTOB
npodeccHoHaIbHON AeATETLHOCTH.

Mertoauka ~ caMOCTOATENBbHOM ~ paboTBl  TpPEABAPUTENBHO  PA3bACHSACTCA
IpernojaBaTeieM M B MOCIEAYIOIIEM MOXET YTOYHSTHCS C YYETOM WHIMBHIYAIbHBIX
ocobeHHOCTEH oOOywaromuxcs. BpemMs M MeCTO CaMOCTOATENBbHOW paboThl BBIOMPAIOTCS
00YyYaroIIMMHUCS IO CBOEMY YCMOTPEHHUIO, HO C Y4€TOM PEKOMEH AU TPETIO1aBaTels.

CamocrosTenbHyl0 paboTy Haja IUCHMIUIMHON cJelyeT HauyuHATh C H3YyYeHUs
paboyeli mporpaMMBbl TUCHUIUIMHBI, KOTOpas COAEPKUT OCHOBHBIC TPEOOBAHUS K 3HAHHUSM,
YMEHUSM M BIQJCHUSAM o0OydaeMbix. OOs3aTeIbHO CIEAYyeT IOMHUTh PEKOMEHIAINU
IpernoaaBaTess, JaHHbIE B X0/I€ YCTAHOBOYHOT'O 3aHATHS, a 3aTEM — IPHUCTYIATh K H3Y4YECHHIO
OTIENBHBIX pa3lejoB M TEM B TOpPsAKE, INPEeIyCMOTPEHHOM pabodell mporpammon
JMCIUTIIHHBL

5.2. YueOHO-MeTOAUYECKOE 0OOecTiedeHHe CaMOCTOATEILHOMH padoThI

Tabumna S
5.2.1. Cooepircanue camocmoamenvnoii padonol
HaumenoBanue Conep:xanue dopma
pa3xesoB, TeMbI CaMOCTOSITeIbHOU padoThI KOHTPOJISAA
Pazgen 1. Cnoco0bl JOKYMEHTHPOBAHUS

Tema 1. Tlomarus «mokymeHT», | CamocTosTensHas padoTa Ne 1 [TpoBepka paboThHI
«TOKYMEHTUPOBaHHUE». 3apoxKICHHE
W 3BOJIONMS OCHOBHBIX CIOCOOOB H
CPEACTB JOKYMEHTHPOBAHHUS
Tema 2. TexctoBoe | CamocTosarenpHas padbota Ne 2 [IpoBepka paboTsI
JIOKYMEHTHPOBaHHUE
Tema 3. Kuno-, ¢oro-, dono- u | CamocrostensHas pabota Ne 3 ITpoBepka paboTHI
3JIEKTPOHHOE JOKYMEHTHPOBaHHUE

Pa3nen 2. TeopeTuyecKkue 0CHOBbI JOKYMEHTOBe/IeHHSA
Tema 4. TIlonsatus «mokymeHT», | CamocrosTensHas padoTa Ne 4 [TpoBepka paboThI
«TOKYMEHTHUPOBaHHAs
nHQOpMAITHS.
Tema 5. ®@yskumu, cBoiictBa u | CamocroarenpHas padbora Ne 5 [IpoBepka paboTsI
MPU3HAKHU TOKYMEHTA.
Tema 6. Knaccugpukamms | CamoctostensHas padota Ne 6 ITpoBepka paboTHI
JIOKYMEHTOB.
Pa3nen 3. Oprann3auMoHHO-pACIOPSAUTEIbHAS TOKYMEHTAIUSA

16



Tema 7. ®opmynsap nokymeHnta: | CamocrosrtensHas padota Ne 7 [TpoBepka paboThI
9BOJIOLHNSA " CoBpeMeHHbIE | 3a/laHne BBINIOJIHACTCA B (hopme
TpeOOBaHUA MPAKTUYECKOW TMOATOTOBKM Ha
MarepuajiiaXx KaHLEIIpUU, OTAeIa
KaJIpOB MHCTUTYTA.

Tema 8. CoctaBienue u opopmienue | CamoctostenbHas padota Ne 8 [TpoBepka paboThI
OpraHU3alMOHHO-PACHOPSIUTEIbHOM

JIOKYMEHTAIHH

Tema 9. Cucrema opranuzannonHo- | CamocrosrtensHas padota Ne 9 [TpoBepka paboThI

paCHOp}I,Z[I/ITCHLHOfI JOKYMCHTAIMKU

5.2.2. Memoouueckue yKkazanus no 6bIn0JHeHUIO
camocmoamenvHoil padomol
(I cemecTp ouHO¥i GopmbI 00yUeHUsT)

Camocmoamenvhan pavboma Ne 1.
Tema: @®I'OC BO no nanpasnenuto no02omoexku
46.03.02 /lokymenmoeeoenue u apxugoseoenue

Lenv pabomwsl — 0O3HAKOMIIEHUE € (heepaabHbIM TOCYIapCTBEHHBIM 00pa30BaTeIbHBIM
CTaHIApTOM  BBICHIET0  00pa3oBaHMS MO  HampaBieHHWIO  moAroToBku  46.03.02
JlokyMeHTOBeIeHHE U apXHUBOBEJCHHE KaK COBOKYIMHOCTH O0S3aTeIbHBIX TPeOOBaHUN MPHU
peanu3anyy 00pa30BaTEIbHBIX MIPOTPAMM BBICIIETO 00pa30BaHMSL.

3a0anue u memoouxa evinonHeHus: O3HAKOMUTBCA C COOTBETCTBYIOIIIUMU pasaciiaMu
(benepalbHOTO TOCYJapPCTBEHHOTO 00pa30BaTEIbLHOTO CTaHAAapTa BHICHIETO OOpa30BaHUS IO
HarpaBjeHuto noarotoBku 46.03.02 JlokyMeHTOBEIEHHE U apXUBOBEACHHUE. BBITh TOTOBBIM
OTBEYaTh Ha CIEAYIOLIUE IPUMEPHBIE BOIIPOCHI:

1. Cpoku momydeHuss oOpa3oBaHHs MO MporpaMMe OakalaBpuaTa W MarucTpaTrypbl B

OYHOI U 3a04HOM opMe 00yUeHusl.

2. Ob6nactu npodeccruoHaNbHOMN 1eATeTHbHOCTH BBIITYCKHUKOB.
3. Tumel pemaeMbIX 3aJad U OCHOBHBIE 3aJaud MPO(ECCHOHATBLHON NeATEIbHOCTH

BBIITYCKHHUKOB.

4. B03MOXHOCTb BbIOOpa TUIOB y4eOHON U MPON3BOACTBEHHOMN MPAKTUKH.
5. OcHOBHbIE BUJBI KOMIIETEHIINH, (OpMUpPYEMBIE B Pe3yJIbTaTe OCBOCHUS MPOTPaMMBbI

OakajaBpuaTa IO HampaBieHUIO TMOATOTOBKH 46.03.02 JIOKyMEHTOBEICHHE |

apXHUBOBEJICHHE.

Camocmoamenvhan paboma Ne 2.
Tema: 3aposicoenue 0cHOBHBIX CROCOO08 OOKYMEHMUPOBANHUA

Lenv pabomvr — 3HAKOMCTBO C y4deOHOW JuTeparypoil mo Kypcy. M3ydeHue y4ueOHHKOB,
pyOpuku «JlokymeHTupoBaHue» B apxuBe KypHanoB «JemonpousBoncteo» (http:/ www.top-
personal.ru/officeworks.html) 1 03HaKOMIIEHHE CO CTATHIMH, TIOCBSIIIEHHBIMHI 3aPOKICHUIO OCHOBHBIX
Croco0OB M CPENICTB JOKYMEHTHPOBAHHS, TIPEXKAE BCEro, HCTOPHYECKH TIEPBBIM CIOCOOOM
JOKYMEHTHUPOBAaHUSl - HadepTaTeNbHBIM CIHOCOOOM 3aKpeluieHHs W mepejadyd WHPOpMaluu -
HayepTaTeIbHBIM MICHMOM.

3a0anue u memoouxa 6vlnONHeHUsA: O3HAKOMHUTBHCS C COOTBETCTBYIOIIMMHU pa3JielaMu
y4eOHUKOB, TOCBSIIEHHBIMA OCHOBHBIM CIOCO0aM M CpEICTBAM JOKYMEHTHPOBAHHMs, HANpUMeED,
rnaBoi 4 yue6Horo nocodust H. C. JlappkoBa; ObITh TOTOBBIM OTBETHTH Ha BOIIPOCHI:

1. Yro Takoe MPOTOIOKYMEHT?
2. Kaxue ocHOBHBIE ATalbl MPOILUIO HAYEPTATENBHOE MTUCHMO B CBOEM PA3BUTHH?
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3. K kakoii amoxe y4€Hble OTHOCST MOSBICHUE MUKTOrpadum?

4. BplcmmM 3TanoM pa3BuTHs uaeorpaduu sBUIOCH neporinduiaeckoe nucpMo. I e BriepBoie
OHO BO3HUKIIO?

5. Tlouemy andaBUTHOE MUCHMO €IlIe Ha3bIBAIOT OYKBEHHO-3BYKOBBIM?

6. HazoBuTte aBe OCHOBHBIE TpaduyecKue pa3HOBUIHOCTH APEBHECIABIHCKOIO THChMa?

Pexomendyemasn numepamypa:

OcHoBHag auTeparypa (cm. 1. 7.1).

JlomomHHUTeNbHAS TUTEpATypa K CEMUHAPY:

1. JIBoenocoBa, I'. A. IIpoTOHOKYMEHT M IOKYMEHT: K HCTOpWUH TpoucxoxaeHus / . A.
HBoenocoBa // Becthuk apxuBucta. — 2015. — Ne 2, — C. 104-118. — Pexum mocrymna:
http://www.vestarchive.ru/2014-1/3152-protodokyment-i-dokyment-k-istorii-proishojdeniia.html.

2. KonpkoBa, A. 1O. PazButne moxymeHnra B ¢yHKIMSX W crocobax ero cozmanus / A. lO.
Konbkora // Jlenonpoussoacteo. — 2015. — Ne 4, — C. 7-11. — Pexum nmocrtyma: http://www.top-
personal.ru/officeworkissue.html?390

3. JlapekoB, H. C. Cmoco6sr moxymentupoBanusi / H. C. Jlapexo // Jlapsxko H. C.
Joxymentosenenue : yue6. mocobue / H. C. JlappkoB. — Mocksa : ACT, 2006. — Y. 1. —I'm. 4. — C.
31-58. — Pexxum noctyma: http://www.iub.at.ua/ 1d/0/68 larkov n s doku.pdf.

Camocmoamenvhan paboma Ne 3.
Tema: Ocnosnwie cnocoovt 0oKymenmuposanus ¢ XIX-XXI ge.

Llenv pabomsr — 3HAKOMCTBO C Yy4eOHOU IuTepaTypod Mo Kypcy. W3ydeHue pyOpuku
«/loxymMeHTHpOBaHHE» B apxuBe KypHAJIOB «/lemonponsBoicTBO»
(http://www.top-personal.ru/officeworks.html) u o3HaKOMIIEHHME CO CTATbIMHU, IIOCBSIIEHHLIMU
n300pEeTeHUI0O TaKUX CHOCOOOB W CPEACTB  JOKYMEHTHpPOBaHUs, Kak ¢oTto-, QoHo-,

KHHOJOKYMEHTHPOBAHHUE.

3aoanue u memoouKa 6bINOIHEHUA: Ha OCHOBE IIPEATI0KEHHBIX IEKTPOHHBIX PECYPCOB U
JUTEpaTypbl, pEKOMEHIOBaHHOH NpenojaBareneM B paszene « OCHOBHAsA U IOMOJIHUTEIbHAS
JUTEPaTypay, 3alOJTHUTh TaOIHUILY:

C xkakum
Iepnon n3odpereHneM
Ne Cnocod 10KyMeHTHPOBAHHS 3aporIeHuA CBH3ARO
crnocoda 3apoKaeHue
JOKYMEHTHPOBAHUS crocoda
AOKYMEHTHPOBAHHS

1. | ®OTOIOKYMEHTUPOBAHUE

(II cemecTp o4HO¥i (hopMBbI 00yUEeHUST)

Camocmoamenvuaa pavoma Ne 4.
Tema: Illonamus «00Kymenm», «0OKYMeHMUPOBAHHAA UHpOpMaUUa)»
6 3aKOHOO0AmMeIbHBIX U HOPMAMUBHBIX AKMAX

Llenvs pabomwr — V3yueHne 3aKOHONATEIBHOIO M HOPMATHBHOTO OIPENENECHUs OCHOBHBIX
JIOKYMEHTOBETIECKIX TEPMHHOB «JOKYMEHT», «IOKYMEHTHpPOBaHHAs HHPOpManus» B PeneparbHOM
3akoHe P® Ne 149-®3 «O6 wuHpopManuu, HWHPOPMALUOHHBIX TEXHOJNOTHSIX W O 3alluTe
napopmarmm» (2006), FOCTax.

3aoanue u memoouxa evinoanenus: M3yduTh DenepanpbHoM 3akoHe PO Ne 149-03 «O06
nHpOpMaH, HHHOPMAIMOHHBIX TEXHOJOTHAX W o 3ammure uHpopmanun» (2006), TOCT P 7.0.8-
2013 «CUBU/J. Hdenonmpou3BOACTBO U apXMBHOE neio. Tepmunsl u ompeaenenus», 'OCT P UCO

18



http://www.top-personal.ru/officeworks.html

15489-1-2019 «CUBUA. Wudopmamus u OOKyMeHTauus. YTmpapieHHe HJoKyMeHTamHu. YacTtp 1.
[loHsATHA W TNPUHUMIBD W JpyrHe HOPMAaTHBHBIE JOKYMEHTHI, PEKOMEHIOBaHHBIE B paszeie
«OCHOBHasI U IOTIOJIHUTENbHAS JINTEPATypay, CTaThio:

Kykapuna, HO. M. Bompochl [0KyMEHTHpOBaHUS B 3aKOHOJATENbHBIX akTax Poccuiickoi
®enepaunn / 0. M. Kykapuna // lenonpousBoactso. — 2014. — Ne 2. — C. 3-8.

BBITh TOTOBEIM OTBEUATh HAa BOIIPOCHI:

B kakux u3 nepedyrncieHHbIX JOKYMEHTOB yIIOTPEOISETCs] TEPMHH «JIOKYMEHT»?
MOXHO JT1 CYMTaTh CHHOHUMAaMHK TEPMHUHBI «TOKYMEHT», «IOKYMEHTUPOBaHHas HH(pOpMALUI»?
B 4eM oTiMune TEPMUHOB «JIOKYMEHT», «JOKYMEHTHPOBaHHAs HHPOPMALHS»?
. Kakme 3akoHOnaTenpHble W HOPMAaTHBHBIE AaKThl HA3bIBAlOT BHUIBI JOKYMEHTOB, KOTOpPBIE
Tpe6y10TcsI 1Uis1 0hOpMIIEHHS OTIPEeNIEHHON ypaBlIeHUECKON CUTYaIH?
5. Kakue 3akoHOAaTEIbHBIE 1 HOPMATUBHBIE aKThl YCTAHABIUBAIOT COCTAaB JOKYMEHTOB, U3/1aBAEMBIX
ONpeAcIEHHBIM OPraHOM BIACTH U YIIPABIEHUS, OpraHU3alel WIN JOJKHOCTHBIM JIULIOM?
6. Kakwue 3akoHOAaTEIbHBIE 1 HOPMATHBHBIE aKThI CO/IEPIKAT ONPEAETICHIS BUIOB U Pa3HOBHIHOCTEH
JOKYMEHTOB, YCTaHABJIHMBAIOTCs 00s13aTeNbHBIE TpeOOBaHMs K hopMe JOKyMeHTa?

B

Camocmoamenvhan pavboma Ne 5.
Tema: @ynkyuu, ceoiicmea, RPUIHAKU OOKYMEHmMa

Lenp paboTel — u3ydeHWe (QYHKIWN, CBOWCTB, MPHU3HAKOB JIOKYMEHTA, MOATOTOBKAa K
yuactuio B ceMuHapckux NeNe 4, 5 u mpaktudeckom Ne 4 3aHATHAX, YCBOEHHE TEM 5, 6.

3aganne W METOAMKA  BBIONHEHHWA:  M3YYUThb  Y4eOHyI0  JIUTepatypy IO
«J1loKyMeHTOBEIEHUI0», TO3HAKOMHTHLCS C OCHOBHBIMH ITOIX0JIaMH K TPAKTOBKE BCEOOIINX M YACTHBIX
(GyHKIUH, CBOMCTB M NPH3HAKOB JOKYMEHTa B paboTax JIOKYMEHTOBEJOB, PEKOMEH/IOBAHHBIX B
paznene «OCHOBHAsI M JIOTIONHUTENBHAS JIUTEPATYpa», a TakKe B HUKENEPEUMCICHHBIX HAYYHBIX U
Y4EeOHBIX H3IaHUSX:

1. Topaykanosa, I'. ®@. JlokymenroBenenue : yued. U. 1. Obmee nmoxymenroBenenue / I'. .
Tlopaykanosa, T. B. 3axapuyk, E. A. [lnemkesuu ; Hayd. pen. I'. B. Muxeesa. — CII0. : [Ipodeccus,
2013. — 320 c. — (YueOHuk aj1s1 6akanaBpoB).

2. JlappkoB, H. C. Jloxyment m ero ¢ynkumun / H. C. JlapekoB // JlapekoB H. C.
HoxymenToBenenue: yueouuk / H. C. JlappkoB. — 3-e uzn. — M., 2018. —I'nm. 2. — C. 14-22.

Camocmoamenvuan paooma Ne 6. Tema: Knaccugpuxayus 00kymenmoe

Henp paboTel — wu3ydeHHE KiaccHPHUKAUWK Kak HAayYyHOH KaTeropu, MOATrOTOBKa K

BBIMIOJIHEHUIO MTPAKTUYECKUX 3aHATUN NeNe 5, 6.
3amaHue W METOAWKA BBINOJHEHUS: W3YYUTh YKa3aHHYIO YYeOHYI0 JHUTepaTypy IO
«JIoKyMEHTOBEICHNI0», OTBETHTH Ha TIOCTABJICHHBIE BOIIPOCHI:
1. Yro Takoe xmaccudukaims’?

Jis uero OKyMEHTOBEy Hy KHA KJIACCU(DUKAIMsI TOKYMEHTOB?
UeM kimaccuduKanus OTINYAETCS OT KiIacCH(PpUIMpoBanus?
Yem xiaccuuKanus OTIMYAETCS OT CUCTEMAaTH3aLnuHU?
UeM knaccudukanus OTINYAETCs OT TUIH3ALUHU?

Koro u3 yuensix T. B. 3axapuyk, oguH 13 aBTOpOB y4deOHHKA MO «JlOKyMEHTOBEIECHHION,
Ha3bIBaeT KaK BHECIIUX 3HAUYUTEIbHBIH BKJIa B pa3pad0oTKy NpoOIeMbl KIacCU(PHUKALUU TOKYMEHTOB?
JIuteparypa

1. 3axapuyk, T. B. Kmaccudukanus moxymentoB / T. B. 3axapuyk // I'opmykanosa, I'. .
HokymenrtoBenenue : yue6. U. 1. O6mee noxkymenroBenenue / I'. @. l'opaykanosa, T. B. 3axapuyk, E.
A. IInemkeBud ; Hayy. pen. I'. B. Muxeesa. — CII6., 2013. —T'n. 2. - § 5. — C. 89-112.

2. Knaccudukanmst  ympaBleHYeCKHX  JOKYMEHTOB W CHUCTeM  JOKyMeHTamuu  //
JIoKyMeHTOBEICHHE : yUeOHHMK ¥ NMPAKTHUKYM JUId akajeM. OakanaBpuata / mox ped. JI. A. JIopoHUHOM.
-M.,, 2017. - T'n. 2. — C. 44-55.

3. Kymmnapenko, H. H. JlokymentoBenenue : yueb. mns By3os / H. H. Kymnapenko. — Kues :
3uanue, 2007. — 460 c.

AN e
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(111 cemecmp ounoii popmul 00yuenus)
Camocmoamenvhan paooma Ne 7. Tema: Dopmynap ookymenma

Llenv pabomvi — n3yueHHE COBPEMEHHBIX TPeOOBaHMN TOCYNApCTBEHHBIX CTAHIAPTOB U

HOPMAaTHUBHO-METOJMUYECKUX aKTOB K 0(OpMIICHHIO HOPMYJIsipa JOKYMEHTA.
3aoanue u memoouxa evinonnenus: n3yuntbh [OCT ¢ TpeboBaHHAMH K OQOPMIICHHUIO

JIOKyMEHTOB, HOPMAaTHBHO-METOJMYECKHNE JOKYMEHTHl IO JOKYMEHTHPOBAHHUIO YIPABICHUYECKOU
nestensHoctd  (TCHOY, TumoByo HHCTPYKLMIO 1O  AEJIONPOHM3BOACTBY...), TpeOOBaHUS
TOCYIApCTBEHHOIO CTaHJapTa K ONaHKy [OKYMEHTOB. bBBITh TOTOBBIM  HAa CEMUHApCKUX H
MPAKTUYECKUX 3AHATHUSX, IOCBALICHHBIX OPraHU3al[MOHHO-PACTIOPATUTEIFHON JTOKYMEHTAIUH,
Ha3bIBaTh JOKYMEHTHI, Bxoasamme B coctaB YCOPJI, ocHOBHbIE pPEKBHU3UTHI JTOKYMEHTOB, BHIIBI
OJIaHKOB.

3amanne BBIMOJHSAETCS B (oOpMe TMPAKTHUYECKOW TMOJATOTOBKM Ha MaTepHaiax
KaHLEISAPUH, OTAENA KAAPOB UHCTUTYTA.

Camocmonamenvhan paboma Ne 8. Tema: Opzanuszayuonno-pacnopaoumeIbHan
OOKyMenmauyus

Llenvs pabomsr — o3nakomsienue ¢ HamumonansubiM ctangaptoM PO ['OCT P 7.0.97-2016
«Cucrema craHaapToB Mo MHGOpManuu, OMOINOTEYHOMY M M3JaTelIbcKoMy Jienry. OpraHu3alioOHHO-
pacriopsianTenbHas JOKyMeHTauus. TpeboBaHus K 0QOPMIICHUIO JOKYMEHTOBY.

3aoanue u memoouka evinonrenus: W3ydnTh Hanmonaneneiit crangapt PO I'OCT P 7.0.97-
2016 «Cucrema craHzapToB 1o HWHPOpPMAUUH, OWOJUOTEUHOMY U H3AATEIBCKOMY Jemy.
OpraHn3aloHHO-pacopsAUTeNIbHAS TOKyMeHTaus. TpeOoBaHus K OQOPMIICHUIO JOKYMEHTOB» U
OTBETHUTH Ha CJIEYIONINE PHUMEPHBIC BOTIPOCH:

1. Haumonanshusiii cranaapt PO 'OCT P 7.0.97-2016 «Cucrema cranaapToB 1o uHGOpMaIuy,
OMOMMOTEUHOMY M HM3AATENIbCKOMY Jieity. OpraHn3alioOHHO-pacToOpsSAMTENIbHAS JTOKYMEHTAIHA.
TpeboBanus kK OQGOPMICHHIO JOKYMEHTOB» BBEAEH BIEPBbIE WM B3aMEH YXKE YCTapeBLIETO
crangapra?

2. HasoBute 001acTh MpUMEHEHHUs cTaHAapTa?

3. Kakoii 3akOH peryiaupyeT HCIOJIb30BaHHE Ha OJlaHKax JOKYMEHTOB | oCynapCTBEHHOTO
rep6a Poccwuiickoit deneparun?

4. Yto sBIsieTCS 1aTOW Takoro BUAA AOKYMEHTa KaK MPOTOKOJ: JaTa ero MOAMNUCAHUS, [aTa
YTBEP)KICHUS, JaTa 3aceJaHus (IPUHATHS peLieHus)?

5. Kakum o00pa3oM MpOCTaBIAECTCS PETUCTPANMOHHBIA HOMEpP MOKYMEHTAa, COCTABJICHHOTO
COBMECTHO JIByMs U O0jiee opraHu3anusaMu’?

6. B Kxakux ciyyasx B JOKYMEHTE YKa3bIBalOT MECTO COCTABJICHUS HJIM U3JaHUs JOKyMeHTa?

7. llpu ampecoBaHuM NOKYMEHTa IOJDKHOCTHOMY JIMIY WHHIMANBl YKa3bIBalOT MEpex WM
nocie ero hamuimn?

8. Kaxoli 3aKoHOATETBHBIA JOKYMEHT pErjaMeHTHPYET OPOPMIICHHE IOBEPEHHOCTH OT UMEHH
IOPUIMYECKOrO JIMIA Ha [TOJyYeHUE ICHEXKHBIX CPEICTB, KTO MOANMCHIBAET TAKOH JOKYMEHT?

Jluteparypa

1. Haumonanensiii crangapt PO 'OCT P 7.0.97-2016 «Cuctema cranaapToB 1o uHGOpManu,
OMOMMOTEYHOMY M H3AATENIbCKOMY Jeiy. OpraHn3aldOHHO-PacToOpsSAMTENbHAs TOKYMEHTALHA.
TpebGoBanus kK 0POPMIICHUIO TOKYMEHTOBY

2. Kysuenor, C. JI. Hoewiii TOCT na odopmnenue nokymentoB / C. JI. Kysuernos //
HenonpousBonactBo. —2017. — Ne 2. — C. 25-36.

3. SaxoBas, B. ®. 'OCT P 7.0.97-2016 o Gnankax MTOKYMEHTOB [DJeKTpOHHBIN pecypc] / B.
®. SuxoBas //  Cexperappb-pedepent. — 2017. — Ne 5. — Pexum gocryma:
https://www.profiz.ru/st/5 2017/GOST o blankah/.

4. SuxoBas, B. ®. Hoswiit 'OCT P 7.0.97-2016 [Tekcr] / B. ®. SukoBas // Cexkperapb-
pedepent. —2017. — Ne 1. — C. 25-35.

5. Slukosas, B. ®@. Odopmisiem nokyMeHTH 1o HOBoMy. TpebGoBanuss [TOCT P 7.0.97-2016
[Tekcr] / B. ®@. AukoBas // CnpaBouHuk cekpetaps u opuc-meHemmxepa. —2017. — Ne 5. — C. 12-21.
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6. SukoBas, B. ®. Cucrema npuka3oB (pacrnopsbkeHuil) B nenonpousBojactse [Teker] / B. .
SAnxosas // Cexkperapb-pedepent. — 2007. — Ne 8. — C. 25-32.

7. SukoBas, B. @. Uto usmenunock B 'OCT P 7.0.97-2016 mo cpasaenuto ¢ I'OCT P 6.30-
2003 [DOnextponnsiii pecypc] / B. ®. Sukomas // [lenonpou3BOACTBO W JTOKYMEHTOOOOPOT Ha
npennpusatuu. — 2018. — Ne 6. — Pexxum noctyna: http://www.delo-press.ru/articles.php?n=28973.

Camocmonmenvnan paboma Ne 9. Tema: CnyrycedbHoe nucemo

Llenv pabomsl — W3ydeHHE OCHOBHBIX MPABWJI COCTABICHUS U O(OPMIICHHS CIIPaBOYHO-
WH()OPMAITMOHHBIX TOKYMEHTOB, 0COOEHHOCTEH TPEOOBAHMIA K KAXKIOMY BUY.

3aoanue u memoouka 6binOIHeHUs: COCTABUTh U OOPMHTH B COOTBETCTBUH C TPEOOBAHUSMHU
Haumonansnoro crangapra PO I'OCT P 7.0.97-2016 «Cucrema crangapToB mo uH(pOpMaluy,
OMOMMOTEYHOMY M HM3AATENIbCKOMY Jeiy. OpraHn3alOHHO-PacloOpsSAMTENIbHAS TOKYMEHTALMA.
TpeboBanns K  O(OPMICHHIO  JIOKYMEHTOB»»  CIEAYIOUIME  Pa3HOBHAHOCTH  CIPABOYHO-
WHPOPMAIOHHBIX TOKYMEHTOB:

1. JloxnagHyro 3aIHUCKY;

2. OOBACHHUTETHHYIO 3aITUCKY;

3. I[luceMo-mpuriamieHie Ha MEpOIIPHTHE;

4. TenedoHorpammy.

5.2.3. Ilepeuensv neuamnvix u 371eKMPOHHBIX 00PA306AMENBHBIX U UHPOPMAUUOHHBIX
pecypcoe HeodX00uUMbIX 01 CAMOCHIOAMETbHOU padomul

CMm. Pazmen 7. llepedeHp me4yaTHBIX M AJIEKTPOHHBIX OOpPa30BaTENbHBIX U
MH(POPMALMOHHBIX PECYPCOB HEOOXOIUMBIX JUISI OCBOCHHS JUCIUTUINHBL

http://fgosvo.ru/ — Tlopran DemepanbHBIX TOCYAaPCTBEHHBIX OOpa30BATEIBHBIX
CTaHJAPTOB BBHICIIETO 0Opa30BaAHUSI.

http://gramota.ru/ — CrpaBouHO-MH(MOPMAIMOHHBI TIopTan [ pamMoTa.py — pycckuit
SI3BIK JJIS1 BCEX .

https://grants.culture.ru/ — Kymbrypa. I'panter Poccuu. OOmepoccuiickas 06aza
KOHKYPCOB U TPaHTOB B 00J1aCTH KYJbTYPBI H HCKYCCTBA.

https://openedu.ru — OTkpbITOC OOpa3OBaHUE.

https://mpe3unenTckuerpanTel.pd — QoH TPE3UASHTCKUX TPAHTOB.

https://rsv.ru — Poccust — cTrpaHa BO3MOXHOCTEH.

6. ®OHJ ONEHOYHBIX CPEJICTB JIJISI MPOBEJIEHUSA TEKYIIETO KOHTPOJIS
YCHIEBAEMOCTHU U IPOMEXYTOUYHOMW ATTECTAIIUU OBYYAIOIUXCS MO JAUCIHUATIIVHE

6.1. IlepeueHp KOMIIeTEHUMI ¢ yKa3aHHeM 3TANoOB UX (JOpMUPOBaHHS B Mpolecce
0CBOCHUS 00pa30BaTEJIbHON MPOrPpaMMbl

Taoauua 6
[TactiopT hoH/Ia OLIEHOYHBIX CPEJCTB ISl TeKYIIEH (hOpMbI KOHTPOJIS
HaumenoBanne IInanupyemsie Koanbt HaumenoBanne
pa3eioB, TeMbI pe3yJIbTaThl HHAUKATOPO OLICHOYHOI'0 cpeAcTBa
ocsoenus1 OIIOII B
HOCTHKEHHS
KOMIIeTEeHIH
i
1 2 3 4
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HaumeHoBaHue
pa3nesioB, TeMbI

ILlnanupyemsie
pe3yabTaThl
ocsoenusi OITIOII

Konapl
HHAUKATOPO
B
JOCTHKEHUS
KOMIIETEHITN

vy

n

HaunmeHoBaHnue
OLICHOYHOI'0 CPeACTBA

Pa3znen 1. CiocoObl TOKYMEHTHPO

BaHUA

Tema 1. Ilomstus | OIIK-3 OIIK-3.1 — Cemmaap Ne 1. Tema
«TOKYMEHTY, «3apoxIeHue U Pa3BUTHE
«IOKYMEHTHPOBAHHEY. OIIK-3.2 JTOKYMEHTHUPOBAHUS)
3apoxaeHue u OIIK-33 — Ilpaktuueckas pabota Ne 1
9BOJIONMSA  OCHOBHBIX «/loxymenToBenueckas
CIoco0OB U CPEeACTB IEPHOIUKAY»
AOKYMCHTHPOBaHHA — CamocrosrenpHas padora Ne 1
Tema «PI'OC BO no
HaIrpaBJICHUIO IOATrOTOBKH
46.03.02 JIoKyMEHTOBEACHUE U
apXUBOBEICHUEY.
Tema 2. TekcroBoe | OIIK-3 OIIK-3.1 — Ilpaktmueckas pabora Ne 2
JOKYMEHTUPOBAHUE OIIK-3.2 «Marepuansl 1 UHCTPYMEHTBI
OIIK-3.3 JOKYMEHTUPOBAHU»
— CamocrosrensHast pabota Ne 2
Tema «3apokIeHUEe OCHOBHBIX
CIOCOOOB IOKYMEHTHPOBaHUS».
Tema 3. Kuno-, doro-, | OIIK-3 OIIK-3.1 — Cemurap Ne 2. Tema
(OHO- U BIEKTPOHHOE OIIK-3.2 «Pa3Butue croco6oB
JAOKYMCHTHPOBaHHE OIlK-3.3 nokyMmeHTupoBanus B XIX —

Havasie XX BB.»

— IlpakTudeckass pabora Ne 3
«3apoKJIeHue U pa3BUTHE
croco6oB 5 CpEeICTB
JIOKYMEHTHUPOBAHUSI»

— CamoctositenbHas padora Ne 3
Tema  «OcHOBHBIE  CIIOCOOBI
JokymeHTupoBaHus B XIX-XXI
BB.».

Paspnen 2. TeopeTrnyeckue 0CHOBbI JOKYMEHTOBEACHUSA

Tema 4. TIloustus | IIK-1 IIK-1.1 — Ilpaktmueckas pabora Ne 4
«IOKYMEHT», IIK-1.2 «DBOTIOINA HOHATHHU
«IIOKYMEHTHPOBaHHA [K-1.3 «JIOKYMEHTY,
s ”H(OpMALIHSDY «IOKYMEHTHUPOBaHHAA
UHpOpMaLUI»
— CamocrosTensHast padota Ne 4
Tema «lloHATHS «IOKyMEHTY,
«IOKyMEHTUPOBaHHAS
nHpOpMAITHD» B
3aKOHOATEeJIbHBIX u
HOPMAaTHUBHBIX aKTax».
Tema 5. @ynkuuu, | [IK-1 IK-1.1 — Ilpaktmueckas pabora Ne 5
CBOMCTBA Hu I1K-1.2 «DyHKIMH TOKYMEHTa
IIK-1.3 — Ilpaktuueckas pabora Ne 6

MMPU3HAKHU JOKYMCHTA

«IIpusnaku u CBOICTBa

JIOKYMEHTa»
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http://mobileonline.garant.ru/document/redirect/70480868/460302

HaunmeHoBaHue ILlnanupyemsie Koapbl HaunmeHoBaHue
pa3fenoB, TeMbI pe3yJbTaThl HHIMKATOPO OLEHOYHOI'0 CPe/IcTBA
ocsoenusi OITIOII B
AOCTHKEHUS
KOMIIeTeHIN
i
— CamoctosrensHass padora Ne 5
Tema  «®yHKUIMH, CBOWCTBA,
MIPU3HAKU TOKYMEHTa».
Tema 6. | IIK-1 IIK-1.1 — Ilpaktuueckas pabora Ne 7
Knaccuduxarus IK-1.2 «Kmaccudukamms
JIOKYMEHTOB. I1K-1.3 JIOKYMCHTOB»

— IlpakTudeckass pabora Ne 8§
«OdunmanpHbIe U3TaAHUS»

— Ilpaktmueckas padora Ne 9
«CnoBapHo-
SHIUKIONEINIECKUE u
CIIPABOYHBIC U3TAHUS»

— CamocrosiTensHast pabota Ne 6
Tema «Knaccudpukanus
JIOKYMEHTOBY.

Pa3nea 3. Oprann3anuoHHO-PACIOPSIANTEIbHAS TOKYMEHTAIs

Tema 7. @opmymap | 1IK-4 11K-4.1 — Ilpaktrueckas pabora Ne 10
JIOKYMEHTA: DJBOJIIOLHSA I1K-4.2 «IBOJIOIUS bopmysipa
u COBPEMEHHBIC I1K-4.3 JIOKyMEHTa»
TpeboBaHus — CamocrosrenbHas padora Ne 7
Tema «@opMyJisip TOKYMEHTa
Tema 8. CocraBnenune | [IK-4 11K-4.1 — Tlpaktrueckas pabora Ne 11
U odopmiteHUE I1K-4.2 «PEKBU3UTHI TOKYMEHTOBY
OpraHM3alMoOHHO- [1K-4.3 — Ilpaktnueckas pabora Ne 12
pacnopsauTenbHON «Odopmiienne
AOKYyMEHTallMK OpraHu3aloOHHO-
pacnopsaIuTeIbHON
JOKYMEHTALW
— CamocrositensHast padora Ne 8
Tema «OpranuzaunoHHO-
pacropsiiuTenbHas
JOKYMCHTaI WA
Tema 9. Cucrema | [1IK-4 ITK-4.1 — Ilpaktuueckass pabora Ne 13
OpraHU3aIlHOHHO- I1K-4.2 «Cocrasnenue u opopmiieHue
paciopsIUTENBHON [1K-4.3 OpTraHH3aIMOHHBIX
JMOKyMCHTallMH JIOKYMEHTOB»

— TlpakTnueckas pabora Ne 14
«Cocrasnenue u opopmiieHne
pacopsIUTENbHBIX
JIOKYMEHTOB»

— Ilpaktuueckas pabora Ne 15
«Cocrasienne u opopmireHne
CIPaBOYHO-UH(GOPMAITMOHHBIX
JIOKYMEHTOB»

— CamocrosTensHast pabota Ne 9
Tema «CiyxeO0HOE THCEMOY
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Taoauua 7

HacnopT (])onz[a OLCHOYHBIX CPEACTB AJIA HpOMe)RyTO'{HOﬁ aTTreCTallumn

HaumenoBanme Ilnanupyembie Koabl HaumeHoBaHMe 0LIEHOYHOTO
pa3fenoB, TeMbI Pe3yJbTATHI HHIMKATOPO cpencTBa
ocsoenusi OIIOII B
JOCTUKEHHSA
KOMIIeTeHIH
i
1 2 3 4
Pa3nen 1. CnocoObl IOKYMEHTHPOBaHHUS
Tema 1. TIlomstus | OIIK-3 OIlK-3.1 — Bompocet k 3k3ameny (1
«JIOKyMEHT», ceMecTp)
«JOKYMEHTHUPOBAHUEY. No TeopeTnyeckux BOMpocoB: 1-
3apoxeHue 4§ OIIK-3.2 7,20
9BOJIIOLIUS  OCHOBHBIX Ne mpakTHKO-OpHUEHTHPOBAHHBIX
CrocoboOB W CPENCTB 3aganuii: 1
JIOKYMEHTHUPOBAHUSA OIIK-3.3 — Tembl KypcoBOH pabOTHI:
JloxymeHT: HCTOpHUS
(dbopMHUpOBaHUS TEepPMHUHA.
3apoxacHHe u pasBUTHE
JIOKyMEHTHPOBAHH: OCHOBHBIE
CIOCOOBI.
Tema 2. TexkcroBoe | OIIK-3 OIIK-3.1 — Bompocer k 3k3ameny (1
JIOKyMEHTHUPOBaHUE OIIK-3.2 ceMecTp)
OIIK-3 3 No TeopeTHdecKuX BOIMPOCOB: 8-
13
Ne npakTHKO-OpHEHTHPOBAHHBIX
3amaHuii: 1
— Tembl KypcoBoil paOOTHI:
Bo3HNKHOBEHHE [OKYMEHTa U
MUChMa! MPUYHHBI u
MPEOCHUIKH. OBOIIOLHUS
MaTepHajJoB M HMHCTPYMEHTOB
TEKCTOBOT'O JOKYMEHTHPOBAHHUS.
Tema 3. Kuno-, ¢oro-, | OIIK-3 OIIK-3.1 — Bonpocer k sk3ameny (1
(OHO- U BIEKTPOHHOE OIK-3.2 ceMecTp)
JOKYMEHTHPOBaHHUE Ne TreopeTndeckux  BOIIPOCOB:
OIIK-3.3 14-19
Ne mpakTHKO-OpHUEHTHPOBAHHBIX
3amgaHui: 1
— TeMmbr KypcoBolf pabOTHI:
doro- u
KMHO/IOKyMEHTHPOBAHUE:
Ha3HauYCHHE u o0mnacTb
npuMeHeHus. TpalulUOHHBIA U
3IEKTPOHHBII JOKYMEHT:

JOCTOMHCTBA U HCJOCTATKH.

Paznen 2. TeopeTuueckne

OCHOBbI JOKYMEHTOBECACHUSA

Tema 4.
«JIOKYMEHTY,
«TOKYMEHTHPOBAHHAS
nHQOpMAaITID)

Tloustus

[K-1

IK-1.1

IK-1.2

[IK-1.3

— Bompockr k 3agety (2 cemectp):
Ne Teopernyeckux BOIpPOCOB: 1-

No mpakTHKO-OpHMEHTHPOBAHHBIX
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3ajaHmii: 1

— Tembl KypcoBOil pabOTHI:
3akoHOAATEIHLHAS H
HOpMAaTHBHAs TpaKTOBKa
IIOHSATHHI «IOKYMEHTY,
«TOKyMEHTUPOBaHHAs
napopmarusy.  JlokyMeHT B
CHCTEME COLMAIbHBIX
KOMMYHHUKAaLUH.

Tema 5. ®@yHKuuy,
CBOIMCTBa M MNpPU3HAKU
JIOKyMEHTa

IK-1

IK-1.1

[IK-1.2

IK-1.3

— Bompocs! k 3auery (2 cemectp):
Ne Teoperrueckux BOIPOCOB: 4-
7

Ne mpakTHKO-OpHEHTHPOBAHHBIX
3ajgaHuii: 1

— Tembl KypcoBod pabOTHI:
JoxymeHT Kak
oMU YHKITNOHANBHBI  OOBEKT.
IIpu3Haku 5 CBONCTBa
JIOKYMEHTA.

Tema 6.
Kiraccnduxars
JOKYMEHTOB.

IK-1

[K-1.1

[K-1.2

[K-1.3

— Bormpockr k 3auety (2 cemectp):
No TeopeTnueckux BOMPOCOB: 8-
22

Ne MpakTHKO-OpUEHTHPOBAHHBIX
3agaHui:; 2

— Tembl KypcoBOH pabOTHI:
Knaccuduxkarus JIOKyMEHTOB
KaK Hay4Has npoobyiema.

Paszpnen 3. Opranu3auMoHHO-paCHOPSAANTENbHAS JOKYMEHTALUS

Tema 7. @opmymap | 1IK-4 [1K-4.1 — Bompocer k 3k3ameny (3

MIOKyMEHTA: 3BOJIOIINS TK-4.2 ceMecTp)

" COBpPEMEHHEIE Ne TeopeTndeckux ~ BOIPOCOB:

TpeboBaHusI T1K-4.3 1,2,5-6
Ne mpakTHKO-OpHUEHTHPOBAHHBIX
3amanuii: 3-6
— Tembl KypcoBod paOOTHI:
[lpukazHoe W KOJJIEKCKOE
JIEIOTIPON3BOJICTBO:
BO3HHKHOBCHHE U  pa3BUTHE.
I'enepanbueiii permament (1720)
U €ero poilb B  Pa3BUTHH
Jienonpou3BojJicTea B Poccuu.
Dopmynsp u PEKBU3UT:
CTaHOBJICHHE COBPEMEHHOTO
YIPaBIEHUYECKOTO IOKYMEHTa.

Tema 8. CocraBnenue | [1K-4 [1K-4.1 — Bompocet k 3k3ameny (3

" odopmiieHre [K-4.2 ceMecTp)

OpraHu3alMOHHO- No TeopeTnyeckux BOMPOCOB: 7-

pacropsIuTETbHON I1K-4.3 13

JOKyMEHTaIUN Ne mpakTHKO-OpHEHTHPOBAHHBIX

3amaHui: 3-6

— Tembl KypcoBOH pabOTHI:
CranmapTu3zaiysi ¥ yHUPUKAIUSL
OpTraHu3aIMoOHHO-
pacnopsInTeNbHON
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nokymenTaruu. CocTaBlieHHE U
odopMIIeHUE paCTIOPSAUTEITHHON
JMOKyMeHTarud  (MOXXHO — Ha

npuMepe mo60ro BUJA
PacopsIIUTEIBHBIX
JIOKYMEHTOB).
Tema 9. Cucrema | [1IK-4 I1K-4.1 — Bompocer x  skx3ameny (3
OpraHu3alOHHO- I1K-4.2 ceMecTp)
pactopsAUTENBHOM [IK-4.3 Ne TeopeTHUeCKHX ~ BOIPOCOB:
JIOKyMEHTAIUU 14-28

Ne mpakTHKO-OpHEHTHPOBaHHBIX
3a1aHuil: 3-6

— Tembl KypcoBOW pabOTHI:
CocraBnenne W  OQoOpMIICHHE
YUPEOUTEIbHBIX  JIOKYMEHTOB.
[Ipuka3 kak pacmopsaUTENbHBIN

JOKYMEHT: Pa3sHOBUIHOCTH,
OCOOEHHOCTH COCTaBJIEHUSA U
oQopMIIeHHSI.

6.2. Onucanne nokasaresjeil ¥ KpUTepUeB OLlEHMBAHUS KOMIIETEHI[UI HA Pa3JINYHBIX
Tanax ux (POpMHPOBAHNS, ONUCAHUE LIKAJ OLlEHMBAHMSA

6.2.1. Iloxkazamenu u Kpumepuu OUEHUBAHUA KOMNEMEHWUTL HA PA3TUYHBIX
Imanax ux gopmuposanus

Tabanuna 8
Iloka3aTe i U KPUTEPUH OLIEHMBAHUA KOMIIETEHNH
ILnanupyembie IHoka3zaTesn
pe3yJIbTaThl chopMUPOBAHHOCTH Kpurepumu onieHuBaHus
0CBOCHHSA KOMIIeTeHIH I
o1oI1
1 2 3

OIIK-3 — IOHWMAET OCHOBHEBIE ctocoObl 1 | OOyuaromuiics  obnmamaeT  HEOOXOIUMOMH
BUJIBI JOKYMEHTUPOBAHMUS; CUCTEMOM 3HAHWM, JOCTUT OCO3HAHHOTO
— TpUMCHSET TEOPETHUECKHE | BIAJCHHs  YMCHUSIMH,  HaBBIKAMH  H
3HAHUS B oOmacTa | criocobamu po(ecCUOHATBHOMN
JOKyMEHTOBEJICHUS U PELIEHUs! | JESITEeNbHOCTH. JeMoHcTpupyer
MOCTaBJICHHBIX 3a/ad Y4eOHOW M | CHOCOOHOCTh aHaJM3UPOBaTh, MPOBOJUTH
MIPAKTUYECKON AEATEIBHOCTH; CpaBHEHHE U 00OCHOBaHME BBHIOOpa METOLOB
- croco0eH WCTIOJIB30BaTh | PELICHUs 3aJaHui B HPaKTUKO-
3HaHusd, YMCHHA, BJAJCHUA B | OPUCHTUPOBAHHLIX CUTyallUAX.
poheCCUOHANTBHOM
JeSITEbHOCTH.

ITK-1 - TTOHUMAET HaygHO- | OOyuaromuiics  obmagaeTr  HEOOXOIUMOM
METOINYECKHUE OCHOBBI | CUCTEMON 3HAaHWH, JOCTUT OCO3HAHHOIO
JIOKYMEHTOBE/ICHMS; BIAJCHUS  yMEHUSIMH,  HaBbIKAMH U
—  OCYHIIECTBISIET aHalmW3 © | Crioco0amu PO eCCHOHATTEHOM
KJIaCCU(DHUKAITUIO JOKYMEHTOB TIO | IEATCITHLHOCTH. HemoHcTpupyet
pa3IMYHBIM IIPU3HAKAM; CIOCOOHOCTh  aHAJM3UPOBaTh, MPOBOJHUTH
- crocoOeH WCITIOJIb30BaTh | CpaBHEHHE U 0OOCHOBaHME BBHIOOpA METOLOB
3HaHWS, YMCHHMA, BIAJACHUS B | PELICHUS 3aJaHui B HPaKTUKO-
npodeccHoHATLHON OPUEHTUPOBAHHBIX CUTYyallHUsX.
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JIESITENLHOCTH.
I1IK-4 — HOHUMAET HopMmatuBHO- | OOyuaronuiics 00nafaeT HEOOXOIUMOM
MIPaBOBYIO 0a3y | cucreMoil 3HaHWH, JOCTUT OCO3HAHHOTO
JIOKYMEHTHPOBaHHMSI BJIQJICHUS  YMCHHSMH, HaBbIKAMU
JeSITEIIBHOCTH OpTaHU3aIiN; crocob6aMu npodeccHnoHaANbHON
— cocraBmsieT W O(QOPMIISET | IEATEIBHOCTH. HdemoHcTpupyet
YIIPaBICHUCCKYIO CIIOCOOHOCTh  aHAJIM3MPOBATH, IPOBOIUTH
JIOKYMEHTAIIHIO, UCIOJIBb3YET | CPAaBHEHUE M 00OCHOBaHKHE BhIOOpA METO/IOB
YHU(PUIIMPOBAHHBIC (opMBI | pereHus 3aJaHui B MPAKTHKO-
JTOKYMEHTOB; OPUEHTHPOBAHHBIX CUTYAIIHAIX.
— crocobeH HCII0JIb30BATh
3HAHUS, YMCHHS, BIAJCHUA B
npoheCcCHOHANBHOM
JIeSITEJILHOCTH.
Taoauua 9

Jtanbl (OPMHUPOBAHUA KOMNETEHIU I

HaumenoBanue 3Tana

XapakTepUCTHKA 3Tana

‘I)OprI KOHTPOJA

1

2

3

HavanpHpiii  (BXOJgHOW) ATam
(hopMUpPOBaHUS KOMITETEHIHN

JlnarHocTrka BXOJIHBIX 3HAHUMN
B paMKax KOMIIETEHITUH.

VYeTHBI onpoc

Texymmit sTan hopmMupoBaHUS

Brimonaerne  o0ydaromuMucs

AKTHBHAs y4yeOHas JICKIIHS,

KOMHCTCHHI/Iﬁ 3a)Z[aHI/II71, HaIllpaBJICHHBIX Ha | CCMUHAPLI; IMPAKTUYICCKUC
¢dopMHUpOBaHHE KOMIICTCHIUH | 3aHATHS; CaMOCTOSITEIbHAs
OcymecTBiieHHe  BBISBICHHA | paboTa:
NIPpAYHH HNPENATCTBYIOUIUX | YCTHBIN orpoc 1o
3¢ PeKTHBHOMY OCBOCHHIO | IUATHOCTHYECKUM  BOIIPOCAM;
KOMIIETEHLIUH. CaMOCTOSITEIbHOE peleHue
KOHTPOJIBHBIX Sa)laHI/Iﬁ HT. O.
ITpomesxyTOUHBIM OrneHnBanue 3auem, 3k3amenvi:
(aTTecTanMOHHBIN) aTan | copMUPOBAHHOCTH — OTBETHl HA TEOPETHYECKUE

(hopMUpPOBaHUS KOMITETEHITHN

KOMIIETEHIIUA II0 OTAEIbHOU
JaCcTu JUCHUITIINHBI N
JUCIUAIIINHEI B IIEJIOM.

BOTIPOCHI;

—  BBINIOJIHEHHE  MPAKTHKO-
OpPUEHTHPOBAHHBIX 3aJaHUH.
3awjuma Kypcoeoit padbomuwi:

— KadyeCcTBO HM3II0KCHUS
MaTepuana;

— HaJIM4ue COOCTBEHHBIX
000011IeHHIT Hu BBIBOJIOB,
pEKOMEH 1a1uid, MOHUMAaHUS
poobiemM u MEePCICKTUB

U3YUCHUS TEMBI;
— KOPPEKTHOE WCIOIh30BaHUE
OITyOJIMKOBAaHHBIX HCTOYHHKOB
1 3JIEKTPOHHBIX PECYPCOB;

- YPOBEHB ohopMIICHHS
paboTHl, COOTBETCTBYIOIINN
TpeOOBaHUSIM  METOAMYCCKHX
YKa3aHUM.
6.2.2. Onucanue wiKkan oueHUGAHUA
Taoauna 10
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6.2.2.1. Onucanue NIKaJbl OLICHUBAHMSA OTBETA HA 3a4eTe U DIK3aMeHe

Ounenka no
HOMMHAJLHOH Onucanue ypoBHei pe3ybTaTOB 00y4eHH s
mKaJe
OTan4gHO OOyyaromuiics MoKa3bIBaeT TyOOKHE, MCUEpPITBIBAIOIINE 3HAHHUS B OOBbEME

MPONIEHHON NPOrpaMMbl, YBEPEHHO AEHCTBYET IO NMPHUMEHEHHIO MOyYEHHBIX
3HAHWUM Ha TMPAKTUKE, JEMOHCTPHPYS YMEHHS W BJaJCHHsS, ONpeIecHHbIC
IIPOrPaMMOIA.

I'paMOTHO W JIOTMYECKHM CTPOWHO M3JaraeT Marepuan NpH OTBETE, YMEET
(GbopMynMpoBaTh BBIBOIBI U3 M3JI0KEHHOIO TEOPETUUECKOIO MaTepuasa, 3HAeT
JIOTIOJTHUTENHEHO PEKOMEHJOBAHHYIO JINTEPATypYy.

OOyuaromuiics crnocoOeH AeicTBOBaTh B HECTAHAAPTHBIX IMPAKTHKO-
OPHMEHTHPOBAHHBIX cUTyalusx. OTBeYaeT Ha BCE IOIOJHNUTENBHBIE BOIIPOCHI.

Pesynmsrar 0OydeHWs TIOKa3bIBACT, YTO JIOCTUTHYTBIH YPOBEHb OLICHKH
Pe3yNbTaToB O00YYeHHUs 1O JUCLUILIMHE SIBISETCS OCHOBOW i (pOpMHpPOBaHUS
COOTBETCTBYIOILIMX KOMIETCHLIMH.

Xopouio Pesymerar oOydeHHS ITOKA3bIBAaeT, YTO OOYYAOIIHIACS TTPOIEMOHCTPUPOBAIT
pe3yNbTaT Ha YpOBHE OCO3HAHHOTO BJIAJICHUS YUEOHBIM MaTepHAIOM M YUeOHBIMU
YMEHUSAMH, BIaACHUSMH 110 TUCLHILIHHE.
JlomnyckaeT He3HAYNTENbHBIE OIIMOKH IPH OCBEILEHUH 3aJaHHbIX BOIIPOCOB.
OOy4aromuiicsi CrnocoOeH aHaJIM3MPOBaTh, IPOBOJUTH CpaBHEHHE W
o0ocHOBaHWE BBHIOOpPa METOAOB  pEHICHUS 33JaHUi B  IPAKTHKO-
OpPUEHTUPOBAHHBIX CUTYaIIHSX.

YnoBjerBopuTeab Pesymprar 00ydeHHMS TIOKaspIBaeT, YTO OOydYalomuiicss oOiagaet
HO HEOOXOAMMON CHUCTEMON 3HAaHMH M BIajeeT HEKOTOPHIMH YMEHHUSMH IO
JUCLUILTIHE.

OTBeTsl HW37MaraeT XoTs M C OIIKMOKaMH, HO HCIPABISEMBIMH IOCIIE
JIOTIOJTHUTENILHBIX M HABOISIIMX BOTIPOCOB.

Obyuatomuiicss cnocoOeH MOHMMAaTh W HHTEPIPETHPOBAaTH OCBOCHHYIO
UH(DOPMALIUIO, YTO SIBJISETCS OCHOBOM YCIEHIHOTO (POPMHUPOBAHUSI yMEHUH U
BJIQJICHUI JUIS peLlIeHHs] TPAKTUKO-OPUEHTUPOBAHHBIX 33/1a4.

HeynossierBopures Pesynprar o0ydeHmsi, 00y4alolIErocsi CBHUJICTEIBCTBYET 00 YCBOCHHUH UM
bHO TOJIBKO JIEMEHTAPHBIX 3HAHUI KITFOUEBBIX BOMPOCOB 10 TUCITUILIHHE.
JlonymieHaple OMMOKA ¥ HETOYHOCTH B XOIE IMPOMEKYTOYHOTO KOHTPOJIS
TTOKA3BIBAIOT, YTO OOYJAOIIUIICS HE OBNAzeNl HEOOXOMUMOW CUCTEMON 3HAHWN U
YMEHUH 110 JUCLIUIUIUHE.
OOyuaroruiics 10ImycKaeT rpyoble OIMOKY B OTBETE, HE TIOHUMAET CYIITHOCTH
M3J1araeMoro BOMpoca, He yMeeT IIPUMEHSATh 3HAHUS Ha MPAKTHKE, TAaeT HETIOIHBIE
OTBETHI Ha JIOTIOJIHUTEJIbHbIC ¥ HABOJSIIIME BOIPOCHL

Onncanue WKaJbl OLEHMBAHMSA NPH TECTUPOBAHMH Ha 0a3e TeCTOBBIX
MATEepPUATOB HHCTUTYTA

O11eHKAa M0 HOMHHAJIBHOI mIKaje | % NMpaBWILHBIX 0TBETOB, MOJYYEHHBIX HA TECTHPOBAHUHU
OtnuuHo / 3a4TeHO ot 90 1o 100
Xopomio / 3a4TeHo ot 75 mo 89,99
Y 10BIETBOPUTENHHO / 3aUTEHO) ot 60 mo 74,99
Heynosaersopurensro / He 3aureHo MeHee 60

Taoauna 11
6.2.2.2. Onucanue MKAaJbI OeHUBAHUA

Ycemnoe evicmynnenue (cemunap, 0oxnao)
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Jeckpuntop | OOpa3uoBblii, | 3akonueHnnsblii | W310:KeHHBII], MuHuMaJbHBII Ouen
bl TPUMEpPHBIIi; , TIOJTHBIA PACKPBITHIH OTBeT Ka
JOCTOMHBI OTBeT OTBET (HeynoBJeTBOpHTE
NOAPaKAHUA (xopo1uo) (ynosaersopure JILHO)
OTBeET JIbHO)
(OTJIM4YHO)

Packpertre [IpoGmema [IpoGrema [IpoGrema [IpoGrema HE

poOIEeMBI packpbITa packpsITa. pacKpbITa HE | pacKphITa.
MOJHOCTBIO. [posenen MOJHOCTBIO. OtcyTcTBYIOT
[IpoBenen aHaM3 BrBoabt HE | BBIBOPBIL.
aHaJu3 mpoOieMbl  0€3 | cAedaHbl  W/WIH
npoOJaeMbl € | MPUBIICUCHUS BBIBOIBI HE
MIPUBJICYCHHEM | JIOTIONHUTENHH | OOOCHOBAaHEI.
JIOTIOJIHUTENBHO | OU
i JuTeparypsl. | JIMTEpaTyphl.

BriBoaBI He Bce BbIBOJIBI
00OCHOBaHEI. CHIeNaHbl W/Hin
000CHOBAHBI.

IIpencrasnenu | Ilpencrasnsiema | Ilpencrasisiem | IIpencraBimsiemas | IIpencrasisiemas

e 1 uHpopMalys | as uHpopmanms He | nHGoOpMaMsL
CHCTEMaTI3UpO | WHpOpMaIys CHCTEMaTH3UPOBa | JIOTUYECKH HE
BaHa, CHCTEMaTH3UpO | HA  W/WIM  HE | CBf3aHa.
nocienoBaTeNb | BaHa u | mocnenoBarensHa. | He  mcnonb3oBaHbl
Ha W Jjorudecku | mocrienosarens | [Ipodeccronansn | mpodeccroHansHbIe
CBsI3aHa. Ha. asi TePMUHOJIOTHSI | TEPMHUHBIL
Hcnonb3oBanbl | Mcnonb3oBaHO | MCHOJb30BaHa
BCE OOJIBIIMHCTBO | MAJIo.

HEOOXOoAMMBIE | HEOOXOIMMBIX

npodeccroHallb | MpodeccuoHat

HBIE TEPMHUHBL. | BHBIX
TEPMHHOB.

Odopmienne | [upoko Hcnonp3oBansl | Mcnonb30BaHb! He wucmoms3oBanb
WCTIONB30BaHbl | MHPOpMAIMOH | WH(OpPMAIMOHHBEI | WH(OpPMAIMOHHEIE
UH(OPMALIMOHH | HBIE e TEXHOJIOTUH | TEXHOJIOTHU
bIe TEXHOJIOTUH | TEXHOJIIOTHH (PowerPoint) (PowerPoint).
(PowerPoint). (PowerPoint). YacTUYHO. Bonbmie 4 ommbok
OT1cyTCTBYIOT He ©Oomee 2 |34 ommbOku B | B NpPEACTABIIEMON
OIMOKH B | ommOOK B | mpeAcTaBIsieMol | MH(pOpMAIUHL.
MPENCTaBISIEMO | MPEICTABIIsIeMO | HHGQOPMAIIUHL.

i uaopmanuu. | i
MH)OpMAIIHH.
OtBeTsI Ha | OTBeTHI Ha | OTBeTHI Ha | Tomeko  otBetsr | Her orBeToB Ha
BOITPOCHI BOITPOCHI BOIIPOCHI Ha DJIEMEHTAPHBIC | BOIPOCHI.
TIOJTHBIE C | MOJHBIE W/WIH | BOIPOCHL.
MIPUBEICHAEM YaCTHYHO
MPUMEPOB. TIOJTHBIE.

Ymenue CBoOoHO CBoOoHO CkogaH, ooparHast | CkoBaH, oOparHas

JIepKaTbCs Ha | JEpKHUTCS  HA | IEPXKUTCS  Ha | CBSI3b C | cBfI3b C aymUTOpHEH

ayJIUTOPHH, ayAUTOPYH, ayAUTOPYH, ayauropueit OTCYTCTBYET, HE

KOMMYHHKATH | CIIOCOOEH K | IOJ/Iep)KUBAET | 3aTpyTHEHA. COOJIIOIaeT HOPMBI

BHBIC HABBIKM | UMIIPOBU3ALIMH, | OOpaTHYIO peun B MPOCTOM
YYUTHIBAET CBSI3b c BBICKa3bIBaHHU.
00paTHyto AyUTOPHUCH.

CBSI3b c
ayAUTOPUEH.
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Htor

[IpakTuueckoe (IpakTUKO-OPUEHTUPOBAHHOE) 3aJjaHKE

HOMMHAJILHOM IIKaJIe

Onenka mo

XapakTepUCTHKH 0TBeTa 00y4yaronerocs

O1any=Ho OOyyJarIIUics CcaMOCTOSTEIBHO M NPaBUIBHO peIIMia  yueOHO-

POo(heCCHOHATBHYIO TEPMUHOJIOTHIO.

po()eCCUOHANBHYIO 3a]ady, YBEPEHHO, JIOTHYHO, TOCJICI0OBATeILHO U
apryMEeHTUPOBAHHO n3narai CBOE pelieHue,

HCIIOJIB3YHA

Xopomio OOyyJaromuiicss caMOCTOATEIbHO W B OCHOBHOM TMPaBHUJIIBHO PEIINIT
y4eOHO-IIPO(ECCHOHAIBHYIO 3agauy, YBEPEHHO, JIOTHYHO,
MOCJICIOBATENIHBHO W apryMEHTHPOBAHO W3JIarall CBOE pEIICHHE,
UCTIONB3YS MPO(ECCHOHANBHYIO TEPMHHOJIOTHIO.

YaoBiaeTBopuTEILHO OOyuaromuiics B OCHOBHOM peHIMI  Y4eOHO-IPO(ECCHOHANBHYIO

3a/1avy, JOMYCTHJI HECYIIECTBEHHBIC OIIMOKH, C1ab0 apryMEHTHPOBAI
CBOE pelleHNe, MyTasch B IPOPeCCHOHATHBIX MOHSITHSIX.

HeynoBjeTBopuTeaIbHO

OOyuatromuiicss He pemni YIeOHO-TIpoheCCHOHATBHYIO 3a/1a4y.

6.3. TunoBbie KOHTPOJIbHbIE 32/IaHUS HJIM MHbIE MaTepHaJibl, HeOOX0ANMBbIe 115
OLIeHKY 3HAHWI, YMEeHMH, BJIaIecHN i, XapaKTepU3yIIUX 3Tanbl JOpMHUPOBAHHS

KOMIIETEHIUi B MpoIecce 0CBOEHUs1 00pa30BaTeIbHON NMPOrpaMMbl

6.3.1. Mamepuanwt 0151 n0020MOGKU K 3auemy u IK3amMeHy

Martepuabl, He00X0AUMBbIE JJIsl OLEeHKH 3HAHUI
(mpuMepHbIe TeOpeTHYECKHE BONPOCHI)
K 3k3aMeny (I cemecTp 04HOIi (hopMBI 00yUEeHNS)

Taoauuma 12

n/n

IIpumepHbIe PopMyTHUPOBKH BONIPOCOB

Kon
KOMIIeTeHIIU I

[onsTus «wHGOPMAIND», «TOKYMEHT», «I0KyMEHTUPOBAHHUEY.

Konuposanue napopmalyu Kak OCHOBHOM METOJT €€ JOKYMECHTHPOBAHHSL.

3HaK, BUBI 3HAKOB.

v

JokymenTtrpoBanue nHpopmanun. [IoHsITHE «CTIOCO0 JOKYMEHTHPOBAHUSY.

HpI/I‘II/IHBI " IpEANTOCHIJIKYM BO3SHUKHOBCHUA JOKYMCHTUPOBAHUAA.

@

JokxymentupoBanue napopmarun. [lonstue «cpeacTso
JOKYMEHTHUPOBAHUS.

[IpenmeTHBIN 1 3HAKOBBII cOCOOBI Iepeadun HHHOpMAaLUH.

TekcroBoe JAOKYMCHTHUPOBAHUE. OCHOBHBIE ATaIlbl Ppa3BUTHUA ITUCbMA.

TexcroBoe nokymentupoBanue. [TukTorpaduueckoe nucsMo.

el Il Bl

TexcroBoe noxymentupoBanue. Jlororpadudeckoe (nneorpadpuyueckoe)
IIUCHMO.

TexcToBoe MOKyMeHTHpoBaHHe. CIIOrOBOE MMCEMO, BOSHUKHOBEHHE
(honeTeckoro (OyKBEHHOTO) THCHMAa.

12.

SBOJ'IIOLII/IH MaTepuajioB IJisd MUCbMaA.

13.

BBOJ'[IOHI/DI HWHCTPYMEHTOB JIA ITUCbMaA.

14.

Crenorpadus, MalInHOMHKCE.

OIIK-3
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15. TexHnueckoe TOKyMEHTUPOBaHUE.

16. POTOIOKYyMEHTUPOBAHHE.

17. DOHOIOKYMEHTUPOBAHUE U 3BYKO3AITUCh.

18. Kuno- u BUI€010KyMEHTHPOBAHUE.

19. OJIEKTPOHHOE JOKYMEHTHUPOBAHUE.

20. | HoxymeHTOBeaueCcKas MepruoOaUKa (Ha IpUMeEpPe OJTHOTO U3

JOKYMEHTOBEIUECKHX JKypHAJIOB).
K 3a4erty (II cemecTp o4HoOii dopMBbI 00yUeHMsI)
Ne n/m IIpumepHbie (OPpMYJINPOBKH BOIIPOCOB Kon
KOMIIeTeHI i

1. [oHATHS «TOKYMEHT», «IOKyMEHTUPOBaHHAs HH()OPMAITHSD). [IK-1

2. TpakToBKa MOHATHS «JIOKYMEHT» B Pa3JIMYHBIX chepax dYelroBeYecKoil
JIeSITENIbHOCTH.

3. [Tonsitue «gokymeHT» B DenepanbHBIX 3aKOHAX M HOPMATHUBHBIX aKTax
Poccuiickoi @enepanuu

4. BceoOuue GpyHKIIMU 10KyMeHTa

5. UYacrtHeie (OnepaTuBHEIC, CHICIHATbHBIC) (QYHKIIUU TOKYMEHTA.

6. CBolicTBa TOKyMEHTA.

7. [IpusHaku nOKyMeHTa.

8. [lonsitne  «xmaccuuKkanus», OCHOBHBIE BHIBl  KIIACCHU(UKAIUH,

Ha3Ha4YeHHE KIaccu(uKammi.

9. Knaccudpukanus moxkymeHTOB. PazinmyHble MOAXOABI K KiIacCH(PHKALUU
JJOKYMEHTOB.

10. Knaccuduxkanwst mo nHGOpMaIMOHHO! COCTABISIONICH JOKYMEHTA.

11. Knaccudukanuss mo ¢usndeckord (MaTepHalbHOW)  COCTaBJISAIOIICH
JIOKYMEHTA.

12. Knaccudukamnust moKyMeHTa MO OOCTOSTENBCTBAM €ro OBITOBAaHHUS BO
BHEIIIHEHN cpeje.

13. Bupl 1OKyMEHTOB 10 CTENeHH pacnpocTpaHeHHoCTH. OmyOInKOBaHHBIE,
HEONMyOJIIMKOBaHHBIE, HEMyONHKyeMble JOKYMEHTBI: pPa3HOBHIHOCTH,
0COOCHHOCTH.

14. Heomy6nukoBaHHbIE JIOKYMEHTBI: OINpEEIICHHUE, OCHOBHBIE
Pa3HOBHJIHOCTH, OCOOCHHOCTH

15. Heny0Onukyemble JOKYMEHTBI: ONpeAeieHNe, OCHOBHBIE Pa3HOBUAHOCTH,
0CcOOEHHOCTH

16. CranmapTu3anus u3gaHuil (0myOIMKOBaHHBIX JOKYMEHTOB).

17. Buael u3ganuii o nepuoAUYHOCTH.

18. Buner nzmanmii mo npupoae HHPOpMAaIHH.

19. Buasl u3ganuii o uejaeBoMy Ha3HAUEHUIO.

20. OdunmansHbie U3aHAS U UX OCHOBHBIC PA3HOBUIHOCTH.

21. CnoBapHO-3HIUKIIOIEANYECKHAE U3AaHUS U MX OCHOBHBIE Pa3HOBUAHOCTH.

22. CripaBoYHbI€ U3AaHUS U UX OCHOBHBIE PA3HOBHUIHOCTH.

K 3k3ameny (III cemecTp o4uHol opmMbI 00yUeHHST)
Ne IIpumepHbie GOpMYJIHNPOBKH BOIIPOCOB Kon

n/n KOMIIeTeHIIU

1. [ToHATHS «TOKYMEHT», «JOKYMEHTUPOBaHHAs HH(POPMALIUS. IIK-1

2. OyHKIUHU, CBOMCTBA U IPU3HAKHU TOKYMEHTA.
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3. OBOJIIOIMSI OCHOBHBIX CIIOCOOOB IOKYMEHTHPOBAHUSL. OIIK-3
4. Knaccudpukauuss nokymMeHTOB. Pasnuunbple momxoabl K KiIacCH(UKAILIIH I1K-1
JTOKYMEHTOB.
5. BosnukHoBeHHe U pazputue Gopmyisipa qokymenta B X VIII — nauane XX I1IK-4
BB.
6. CoBpemeHHbIe TpeOOBaHUS K POPMYJIISIPY JOKYMEHTOB.
7. Crannmapruzanus  opopMIIeHUSI  TOKYMEHTOB, IIelib,  HPEUMYIIECTBa
MIPUMEHEHUs CTaHaapTa.
8. ITpuHLKTIEL MIOCTPOEHUS ¢bopmysipa-oopasua OpraHM3aLMOHHO-
PacOpSIIUTENBHBIX JOKYMEHTOB.
9. CocTaB 1 BUIBI PEKBU3UTOB.
10. brnanku 1OKyMEHTOB: BHJIbI, 0OCOOCHHOCTH O()OPMIICHUS.
11. | XapakTepHCTHKA PEKBU3UTOB 3aroJIOBOYHON 4acTH TOKYMEHTA.
12. | XapakTepHUCTHUKa PEKBU3UTOB COJAEPKATEIBLHOM YaCTU JOKYMEHTA.
13. | XapakTepucTuKa peKBU3UTOB OPOPMHUTEIHCKON YaCTH JOKYMEHTA.
14. | OcHOBHbIE  BHIBl  OPraHU3AIMOHHO-PACTIOPATUTENBHBIX  JOKYMEHTOB,
cUcTeMa WX YHU(UKAIHH.
15. | Cucrema  opraHu3allMOHHOW  JOKyYMEHTAllMW:  Ha3HauY€HWE, COCTaB,
0COOEHHOCTH CTPYKTYPBI.
16. | Bugsl  yupemuTenpHBIX ~ JOKYMEHTOB  OpraHHM3aliM:  MOpPSAIOK U
MOCJIE0BATEILHOCTD Pa3pabOTKH.
17. | Ilomoxenne kak HOPMaTUBHBIA akT. OCHOBHBIE BUBI MTOJIOKEHUI U IIPAaBUI
UX COCTaBIICHHUS.
18. | UHCTpyKIMs Kak peryJHpyrolvil HOPMAaTUBHBIM akT. Buabl MHCTpYKLUI.
[IpaBusa cocTaBieHusl.
19. | Cucrema pacnopsIWUTENBHOM  JOKyYMEHTAllMM:  Ha3Ha4€HWE, COCTaB,
0COOEHHOCTH CTPYKTYPHI.
20. | XapakTepuCTHKa 3TaNoB MOJTOTOBKH PAaCHOPSIAUTENbHBIX JOKYMEHTOB.
21. | Ipuka3 kak OCHOBHOM BHUJA pacHOPSIAWUTENBHOM NOKyMeHTanuu. Bunuel,
MTOPSIOK pa3paboTKH, TPeOOBAHHUS K COCTABICHHUIO M 0(DOPMIICHHIO.
22. | IlocTaHOBJIEHUA: CTPYKTYpa TEKCTA, OCHOBHbIE PEKBU3UTHI.
23. | PacnopsbkeHne kak mnpaBoBOM akT. TpeOoBaHMS K COCTaBICHUIO U
0(hOpPMIICHHIO.
24. | Cucrema uH(pOPMALMOHHO-CIIPABOYHON TOKYMEHTAIMX: BUbI, HA3HAUYEHHE,
cocTaB, 0COOEHHOCTU CTPYKTYPBHI.
25. | JoknamHas 3amucka: BUIbI, TPeOOBAaHHS K COCTABICHHUIO U O(OPMIICHHUIO.
26. | OObsIcHUTENbHAS 3amuCKa: BUIOBI, TPeOOBAaHWA K COCTaBICHHUIO U
0(hOPMIICHHIO.
27. | Ilucema: Buabl, TpeOOBaHMS K COCTABICHUIO 1 O(POPMIICHHIO.
28. | IIporokoi: BuABI, TPEOOBAHMS K COCTABICHUIO U 0(OPMIICHHIO.
Tabamnna 13
Marepuanbl, He00X0AMMBbIE /1JI51 OLlEHKH YMEHUI U BJIaJeHu i
(mpuMepHbIe NPAKTUKO-OPUEHTHPOBAHHbIE 3aJaHNS)
Ne n/m Tembl IPUMEPHBIX ) Kon )
NMPAKTHKO-OPUCHTHPOBAHHBIX 32JaHHI1 KOMIIeTeH it
1. Hayunast mpoGyieMaTrka B 00JaCTH TOKYMEHTOBEICHUSI. OIIK-3
2. Knaccubukauus foKyMeHTa 10 pa3InyHbIM [IPU3HAKAM. IK-1
3. [ToaroroBka ynmpaBJIeHYECKOTO JOKYMEHTA. I1K-4
4. CocraB wu mpaBmwia O(OPMIICHHS PEKBU3UTOB OPTaHU3AIMOHHBIX IIK-4

JOKYMCHTOB.
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5. CocraB u mpaBmwia O(GOPMIICGHUS PEKBU3UTOB PACIOPSIUTEIBHBIX IIK-4
JIOKYMEHTOB.

6. CoctaB wm  mpaBwia  oQOPMIIGHHS  PEKBU3UTOB  CIPABOYHO- IIK-4
WH(OPMAIIMOHHBIX IOKYMEHTOB.

6.3.2. Tembt u memoouueckue ykazanus no no020moeke pegepamoas,
Jcce u meopUecKux 3a0anuil no OucyunIuHne

Hanmcanue pedepaTtoB (3cce, TBOPUECKHX 3a/1aHUI) HE MPEyCMOTPEHO.
6.3.3. Memoouueckue yKa3anus no blnOJIHEHUI0 KYPCO8OU padomuwl

JIOKYMEHTOBE/ICHHE : METOJ. YKa3aHUs IO TOJrOTOBKE M 3aIIUTE KYpPCOBOW PabOTHI:
nporpamMa OakanaBpuara «J/lokymMeHTalMoHHOEe OOecreueHre YIpaBieHUs» M0 HalpaBJICHUIO
noarotoBku  46.03.02 JIokyMEHTOBEICHHE U apXUBOBECHHE, KBTM(pUKarys: OakaiaBp / aBT.-
coct. H. O. Anekcanapona ; Yens6. roc. HH-T. KyJIbTyphl. — Yensiounck, 2022. — (@I'OC BO
Bepcus 3++).

6.3.4. Tunoewvie 3a0anusn 011 nPoeedeHUss MEKyue20 KOHmMpOoJis
¢opmuposanun komnemenyuii

6.3.4.1. Ilnanbl ceMMHAPCKUX 3aHATHI
I cemecmp ounoii popmot 06yuenusn

Cemunapckoe 3auamue Ne 1. 3apoyxcoenue u pazeumue 00KyMEeHmMUpPoSanus

1. [lpyunHBl M TPEANOCBHUIKM  3apoXKAEHMsT  JOoKymMeHTHpoBaHus.  [losBieHue
IPOTOAOKYMEHTHOW KOMMYHHKaIMHU. [IpeaMeTHOE MHCBMO.
2. IloHsiTHE «TEKCTOBOE JOKYMEHTUPOBAHUEY.
3. IIMcbMEHHOCTh KaK HOBBbI KOMMYHHKAIIMOHHbIN KaHaJ.
4. OcHOBHBIE ATAlbI Pa3BUTHSI MUCHMA.
4.1. [Tuxrorpaduyeckoe MICHMO.
4.2. Nneorpadudeckoe MICbMO.
4.3. CioroBoe nuchpmo.
4.4. bykBeHHO€E — 3ByKOBO€ (a1(paBUTHOE) MUCHMO.
5. DBosrous MaTepUaioB AJs MUCbMa.
6. DBOJIIOIUS UHCTPYMEHTOB AJIs UChMA.
7. CreHorpadust Kak pa3HOBUJHOCTb JOKYMEHTHPOBAHHUSI.
8. N300peTeHre KHUToneyaTaHus U €ro BIUsSHUE HA Pa3BUTUE JOKYMEHTHOW KOMMYHHUKAIIUU
B YaCTHOCTH U COLMAIbHOW KOMMYHHUKAIIMHA BOOOIIE.

Pexomenodyemasn numepamypa:

OcHoBHas auTEparypa K ceMuHapy (cMm. m. 7.1).

JononHuTtenpHas TUTEpaTypa K CEMUHApY:

1. Buner 3anmucu u HOocuTenu wHpopMmanwu // JJoKyMEHTOBEICHHE : YUCOHUK U MPAKTUKYM
TSt akazeM. O6akanaBpuara / mox pen. JI. A. Jloporunoit. — M., 2017. —I'nm. 2. — C. 41-44.

2. Kosnog, B. I1. XXuzns noxymenra / B. I1. Koznos // lenonpoussonactBo. — 2013. — Ne 1. —
C.11-17; Ne 2. — C. 6-12.

3. Kynsies, H. H. JlokymenroBenenue : yue6. / JI. H. Ypanos, A. I'. ®abpuunos, H. H.
KynsieB ; mox pea. mpod. H. H. Kynsiea. — M. : Jloroc, 2011. — (HoBass yHMUBEpCcHUTET. 0-
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ka). — Pexxum nmocryna: http://rucont.ru/efd/178079?cldren=0.

. Kymnapenko, H. H. Meroasl u cnocoOsl nokymentupoBanus / H. H. Kymnapenko //
Kymnapenko H. H. [loxymentoBenenue : yue6. / H. H. Kymnapenko. — Kues, 2007. — I'n.
3.-C. 69-92.

5. JlapekoB, H. C. Cnoco6sl moxkymentupoBanusi / H. C. JlapekoB // JlappkoB H. C.

JoxymenToBeaenue : yue6. nmocodbue / H. C. JlappkoB. — Mocksa : ACT, 2006. — Y. 1. —
I'n. 4.-C.31-58.

Cemunapckoe 3auamue Ne 2. Pazeumue cnocotoe ookymenmuposanusn ¢ XIX
— Hayane XX 68.

1. U300perenune u pa3BuTHE (POTOIOKYMEHTHPOBAHHS (IIOHSTHE, OCHOBHBIE HM300pETEHUS

CpeICTB, CHMOCOOOB M T.M., OCOOEHHOCTH JAaHHOTO CIoco0a JOKYMEHTHPOBAHUS,
IPEeUMYLIECTBA U HEJOCTATKH).

. 300perenue u pa3BUTHE KMHOJOKYMEHTHPOBaHUSA. Bumeo3anuce (MOHSITHE, OCHOBHBIE

U300peTeHUsT  CPEACTB, CIOCOOOB ®  T.I., OCOOCHHOCTH JaHHOTO  croco0a
JIOKYMEHTHUPOBAHHUS, IPEUMYIIIECTBA U HEOCTATKH).

. 300perenue u pazBuTHE 3BYKO3aMUCH U (POHOJTOKYMEHTHPOBAHUS (IIOHATHE, OCHOBHBIE

u300peTeHus]  CpPelNCcTB, CIOCOOOB M T.I., OCOOEGHHOCTH JaHHOTO  cCrocoba
JOKYMEHTHPOBAHUSI, IIPEUMYIIIECTBA U HEJOCTATKH).

4. IlpeanocelIky 3apoKACHHS U Pa3BUTHUS JIEKTPOHHOTO TOKYMEHTHUPOBAHUS.

PeKOMeHa}/eMCZﬂ aumepamypa.

OcHoBHas auTEpaTypa K ceMuHapy (cMm. 1. 7.1).
JlononHuTENbHAS JINTEPATYPA K CEMUHAPY:

1.

2.

Bunpl 3anucu u Hocutenu uHGopMaruu // JJokyMEeHTOBEICHHE : YYCOHHUK U TPAKTUKYM
TSt akajieM. O6akanaBpuata / mox pen. JI. A. loporunoit. — M., 2017. —T'm. 2. — C. 41-44.
Kynsies, H. H. JlokymenroBenenue : yue6. / JI. H. Ypanos, A. I'. ®abpuunos, H. H.
Kynsies ; mox pea. npod. H. H. KynsieBa. — M. : Jloroc, 2011. — (HoBast yauBepcurer. 6-
Ka). — Pexxum moctymna: http://rucont.ru/efd/178079?cldren=0.

Kymnapenko, H. H. Metoast u cnoco6sl noxkymentupoBanus / H. H. Kymnapenko //
Kymmapenko H. H. JlokymentoBenenue : yue6. / H. H. Kymmnapenko. — Kues, 2007. —
I'n. 3.—-C. 69-92.

JlapskoB, H. C. Cnoco6br moxymentupoBanusi / H. C. JlappkoB // JlappkoB H. C.
HokymenroBenenue : yued. mocobue / H. C. JlappkoB. — Mocksa : ACT, 2006. — Y. 1. —
I'n. 4.—-C. 31-58.

Jleamos, B. Jleknuu no ucropuu dororpaduu [Dnekrponnsiii pecypc] / B. JleBamos. —
M. : «MII I'yceB», 2018. — Pexxum noctyma: http://iknigi.net.

II cemecmp ounoii ghopmot 0oyuenusn

6.3.4.2. 3aganus 1JI NPAKTHYECKUX 3aAHATHIA
(I cemecmp ounoii ghopmot 00yuenus)

Ilpaxmuueckas paboma Ne 1 Tema «/[oKymenmoseoueckan nepuoouxka)

Llenv pabomwvl — O3HAKOMIICHHE C JTOKYMCHTOBEIUECKOH IEPUOMUKOW Kak OTHUM W3

OCHOBHBIX HCTOYHMKOB HWH(popMamuu B 00JacTH JOKYMEHTOBEICHHS, JEJIOMPOU3BOICTBA,
JIOKYMEHTAIIHOHHOT'O OOCCIICUeHUsI yIPABICHHUSA, a TaKXKe IMOJTOTOBKM K CEMUHAPCKUM W
MPAKTHYECKUM 3aHATHSIM, BBITIOJTHEHUSI KypCOBOW PabOTHI IO TOKYMEHTOBEICHHIO.

3aoanue u memoouKka 6blnoOaHeHUs.!
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1. TTo3HaKOMUTBECS C OCHOBHBIMU JOKYMCHTOBCAUCCKUMHU TMEPUOJUUCCKUMU H3OaHHUAMU B
¢onne Hayunoit OMOIMOTEKM MHCTUTYTA, BBIOpaTh 3 JIOOBIX M3 MPEIJIOKEHHBIX MEPUOTMUECKUX
JTOKYMEHTOBETIECKHUX H3TaHUM:

* Jlenmonpou3BOJICTBO
CripaBoYHHK ceKkpeTaps U opuc-MeHeIKepa
Cekperapb-pedepert
CripaBOYHHUK KaJpOBUKa
Kanpogoe nemno
Jlemonpon3BoICTBO U JOKYMEHTOOOOPOT Ha MPEATIPUATHH.

[Ipoananu3upoBaTh HOMED JKypHaja Mo NPeaioKEHHON CXeMe:

e e e e e

3aganue OtBet

1. Ha3BaHue xypHaza, roJ U31aHusi, HOMEp
ExemecaunsIit

2. IleproanyHOCTh XypHaNa (IOJYEPKHYTh HY>KHOE) ExenenenbHbIi
ExexBapranbHbIi

3.Yka3aTh U30aTENbCTBO, BRITYCKAIOIIEE KYPHAI

4. ChopmynupoBaTh LieleBOe Ha3HaUEHUE (11e)1b, C KAaKOW N3/IaeTCs

KypHa)

5. ChopmynupoBaTh YHTaTEIbCKHHN aJipec JXypHajia
Hayunsrit
Hayuno-nonymnsipabii
IIpou3BoOACTBEHHO-

6. YKa3arh BHJ )KypHaja I10 LeJIEBOMY Ha3HaueHHIO (IIOAYEPKHYTh N

HYKHOC) MIpaKTHYECKUN
Maccoo-
MOJUTUYECKUI
HocyroBbiii

7. Yka3aTh OCHOBHBIC pYOPHKH B KypHaJIC

8. IlpuBoasTCs 1 B )KypHaJIe CBeJCHUs 00 aBTOpax (KTO OHU IO POLY
3aHATHH, YICHBIM CTETICHSIM U 3BaHUSM H T. I1.)

9. KopoTko oxapakTepu3oBaTh aBTOPCKUN COCTaB B )KypHaje (KTO
ABTOPHI — FOPUCTBHI, YUCHBIE, IPETIOAABATEHN JOKYMEHTOBEAUECKIX
TACITUTIINH, TUPeKTOpa (PUPM, MPAaKTHIECKHEe PaOOTHUKH U T. II.)

10. BeiOpatp ofiHy M3 cTaTel, HanOoJiee 3aNHTEPECOBABIINX CTYACHTA
KOPOTKO 0XapaKTepU30BaTh €€ COJAepKaHUe

Kanengapu pa3nuansix

MEpPOTPHUSITUI
11. Kakue MHTEpeCHbIE OTIOHUTEIEHBIC MAaTEPHAITEI ITeYaTaeT Ky pHA
N Tabenb-kaneHmapu
(B TOM YHCIIE U TS IPUBJICUCHUS YUTATEIICH)]
T'opockomnsl

AHKeTBI YuTaTeNen

12. Kakue maTepuaisl B )KypHaje 3auHTepecoBaiu Bac kak cTy/ieHTa u
nouemy?

13. MHoro 511 MecTa Ha CTpaHUIaX KypHaja 3aHUMaeT pekiiama (eciu
OHA MPHUCYTCTBYET)?

14. OnennTe nonurpaduaeckoe U XyA0KeCTBEHHOE 0(hOpMIICHHE
n3aHus (HaIMYKe WUTIOCTPATUBHOTO MaTepraa, UCT0Ib30BaHUE
I[BETHOW TI€YaTH, KAYECTBO OYMaru v neyaTH)

15. YkaxxuTe IIeHy OJHOTO HOMepa XKypHalia, €CIi OHa MPHBeIeHa

3. BoiGepure oHy M3 CTaTeii, HanbOIee 3aMHTEPECOBABIIMX CTYAEHTA, OXapaKTEpU3yITe ee
comepxkanue. OmpenenuTe W TOJYEPKHUTE B CBOEM BBICTYIUICHHH, YeM ITyOJIUKalu B
Mpo(heCCHOHANBHBIX KYypHaJlaX MOTYT OBITh IOJIC3HBI IPH IOATOTOBKE K CEMUHAPCKUM U
MPAKTUYECKUM 3aHSITHUIM.
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Ilpakmuueckasa paooma Ne 2 Tema «Mamepuansvt u uncmpymeHmuol
OOKYMEHMUPOGAHUL)

Llenv pabomwvl — u3yueHUE H300pETEHUs, 3apOKICHUS U HBOJIOLMH OCHOBHBIX
MaTepHUaIoB U MHCTPYMEHTOB JUIsI IOKyMEHTHPOBAHMSI, II€IECOOOPA3HOCTH MPUMECHECHUS U
pa3BUTHS T€X WU UHBIX CPEJCTB U MATEPHAIIOB B 3aBUCUMOCTH OT HAa3HAYEHUS U XapakTepa
JIOKYMEHTOB Ha Pa3HBIX ATanax pa3BUTHUS YEIOBEUECKOW IUBUIIU3AIUH.

3aoanue u memoouxa evinonHenus: 1. Vicnonb3yst yueOHy10, CIIPaBOUHYIO U HAYYHYIO
TUTEpaTypy Mo y4eOHO!H NUCHIUIUIHHE, 3alI0JIHUTh IPEIOKECHHYI0 HUXKE Ta0JIHILY;

2. Matepuaiibl Jyisi JOKyMEHTUPOBAHUS PACIPEIETSIOTCS MEXAY CTYJEHTAMU TPYIIIbI
(mo 1-2 4enoBeka) W MO KaKIOMY MaTepually TOTOBUTCS HeOousbias mpeseHTarus (10-15
CITAlJTIOB B TIOCIIEAOBATEIHLHOCTH PACKPHITHS BOIMPOCOB, 0003HAYCHHOHN B TaOIUIlE), KOTOpast
OyZeT MpoJEeMOHCTPHUPOBAHA M TMPOKOMMEHTHPOBAHA CTYJEHTAMH Ha 3aKIIOYUTEILHOM
3aHITHH 110 TEME.

Kamennb I'iuna IHanupyc Ilepramen bymara

ITepuon Hauaja
HCIOJIb30BaHMS B
KauecTBe Marepuala
JUISL IIMcbMa
(n300peTeHus)

Nwms (co3naTens)
m3o0perarens,  eciu
OHO M3BECTHO

Tepputopus
[IEPBOHAYATIBHOTO
MIPUMEHEHUS

Teppuropus
MOCIIEAYIOUIETO
pacpoCTpaHeHus

Kpartkas
XapaKTEPUCTUKA
TEXHOJIOTHH
H3TOTOBJICHHUS

NHcTpyMeHTHI U1
MHCHbMa (c
0003HaUYEHUEM
XPOHOJIOTHH
MPUMEHEHUS, eciu
OHA M3BECTHA)

MarepuanbHas
KOHCTPYKIHUS

Pexomenoyvemasn numepamypa:
OcHoBHas nUTEpaTypa K MpakTudeckon padore (cm. m. 7.1).
JlononHuTenbHas JUTepaTypa K MPaKTHUECKO pabore. JlomoOJIHWTENbHAs JUTEpaTypa,
MOMHMO PEKOMEHJIOBAHHOM, BBIABIISETCS CTYJEHTOM CAMOCTOSITENBHO.
1. IBoenocosa, I'. A. IIpOoTOJOKYMEHT M JOKYMEHT: K UCTOpHM mpoucxoxiaeHus / I'. A.
JlBoenocoBa // Bectauk apxuBucrta. — 2015. — Ne 2. — C. 104-118.
2. KonbkoBa, A. 1O. Pa3zButue nokymeHTta B QyHKIHSIX U crocobax ero co3manus / A. HO.
Konbkoga // lenonpousBoactro. — 2015. — Ne 4, — C. 7-11.
3. Kymnapenko, H. H. Meronsl u crnoco6s! nokymentupoBanus / H. H. Kymmnapenko //
Kymmnapenko H. H. [lokymentoBenenue : yue6. / H. H. Kymmnapenko. — Kues, 2007. — I'71.
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3.—C. 69-92.

4. JlapskoB, H. C. [JoxymentoBenenue : yue6. mocobue / H. C. JlappkoB. — M. : BocTok-
3anaz, 2005. — 431 c.

5. Ilnmemkesuy, E. A. [IpoTomokymMeHTHBIE (hOPMBI KOMMYHHMKAITUW: TEHIEHIIUN pa3BuTHs / E.
A. IlnemkeBuy // bubnmuorekoBeaenue. —2007. — Ne 6. — C.46-52.

Ilpakmuueckasa paooma Ne 3 Tema «3aposcoenue u pazeumue cnocobos u cpeocme
OOKYMEHMUPOBAHUA)

Lenp paboTel — HM3ydeHHE OCHOBHBIX CIIOCOOOB, CPEACTB IOKYMEHTHUPOBAHMS Kak
JNEHCTBUH M COBOKYITHOCTH JICHCTBHM, NpPHUMEHSEMBIX IpH 3anucd HH(pOpManmuu Ha
MaTepUalbHOM  HOCWUTesNe  (BbllapanblBaHue, pe3b0a, PpPUCYHOK, nephopupoBaHHeE,
MEXaHUYECKUH, (POTOXUMUYECKUN, pyYHOU U JIP. CIIOCOOBI).

3ajanue W MeTojuka BelmosHeHHs: 1. Mcmonb3ys ydeOHYI0 U CHpPaBOYHYIO
JUTEpATypy MO y4eOHOH TUCIMIUIMHE, 3aII0OJHUATH MPEITI0KESHHYIO TaOIuILy:

2. OcHOBHbIE CNOCOOBI JOKYMEHTHUPOBAHMSA, KpPOME TEKCTOBOIO (TE€XHHYECKOE,
(OTOIOKYMEHTHPOBAHNE, KWHO- W BHJICOJOKYMEHTHPOBaHHE, (HOHOZOKYMEHTUPOBAHHE,
9JIEKTPOHHOE), PaclpelesaoTcs MEXIy CTyJeHTaMu TIpymnnbl (o 1-2 uenoBeka) M IO
KOKIOMY H3 CHocoboB ToToBUTCS HeOombmas mnpeseHranus (10-15 cnaiigoB B
II0CJIEI0BATENbHOCTH PACKPBITHS BOIPOCOB, 0003HaUeHHOH B Tabnuue). IIpezentauus Oyner
MIPOIEMOHCTPUPOBAHA U TIPOKOMMEHTHPOBAHA CTYJCHTAMHU Ha 3aKIIOUUTEIILHOM 3aHATHU 110
TEMe.

CyTtb cocoda
JOKYMEHTHPOBaHMS,
€ro JOCTOMHCTBA U
HEIOCTATKH 10
CPABHEHHIO C
JAPYrUuMH
CYIEeCTBYIOIHMHA

Ilepuon 3aposxkaeHue
Cnoco0bl, cpencTBa cnocoda, cpeacTea Nma

AOKYMEHTHPOBaHMS AOKYMEHTHPOBAHMS, u3zodperaresst
aaTa u300peTeHust

1. Texuuueckoe AOKYMEHTHPOBAHUE - OTO

PucyHok, yeprex, cxema | |

2. ®OTOJOKYMEHTHPOBAHHUE - 3TO

2.1. ®ororpadpuueckoe
H300paKeHIE

2.2. ®dororpaduyeckuii anmnapar
(xamepa-o0ckypa), renuorpad

2.3. HeratuBHBIN M TO3UTHBHBIN
OTIIEYaTKH

2.4. lareppotunus

2.5. MOKpPOKOJIIOAUOHHBIN
polecc

2.6. TunTaiin (pepporum)

2.7. I1setHas gororpadus

2.8. ®otorpaduueckuii  ammapar
JUIi  POJMKOBOH  (DOTOIUICHKH

(«Komax»)

2.9. Juddy3uonnsiit
¢dororpaduyeckuii mporecc
2.10. IepBas mudpoBast
¢dororpadus
2.11. ITepBas udposas
¢dorokamepa

37




3. Kuno- n BUACOAOKYMEHTHPOBAHUE - OTO

3.1. KuHOJOKYMEHTUPOBaHHE

3.2. BuneomarautodoH

4. ®oHOOKYMEHTHPOBAHHE - 3TO

4.1. ®onorpad

4.2. T'pammodon

4.3. MarauTodoH

5. DJ1eKTpOHHOE TOKYMEHTHPOBAaHHE

5.1. OdunnanbHBIN 3aITyCK CaMOro
IIEPBOr0 B MHPE KOMIIBIOTEpa

5.2. IlepBblil KOMIIBIOTEP

Pexomendyemasn numepamypa:

OcHoBHas nuTepaTypa K IpakTuieckoi padote (cm. 1. 7.1).

JlonomHUTENbHAS TUTEPATYpa K MPAKTHYECKON padoTe:

1. bepectoBa, T. ®@. JIOKyMEHT: METOAOIOTUYECKHE OCHOBAHUS U3YUCHHUS, IPEIBICTOPHS
BO3HUKHOBEHUS, CyIHOCTh 1 siBeHue / T. ®@. bepecroBa / Hay4. u TexH. 0-ku. — 2011. — Ne
10. - C. 42-54.

2. Kymnapenko, H. H. Mertoasr u cioco0st noxkymentuposanus / H. H. Kymnapenko //
Kymnapenko H. H. JlokymenTtoBenenue : yue6. / H. H. Kymnapenko. — Kues, 2007. — I'n. 3.
- C. 69-92.

3. Jlapbkos, H. C. lokymenToBenenue : yue6. nocooue / H. C. JlapbkoB. — M. : BocTok-
3anazn, 2005. — 431 c.

4. Jleamos, B. Jleknunm no wucropum Qotorpadun [DnekTpoHHbId pecype] / B.
JleBamoB. — M. : «UI1 I'ycey», 2018. — Pexxum moctyma: http://iknigi.net.

5. IlnemkeBuy, E. A. 3Hanue o nokymente : K ucropuu Bonpoca / E. A. Ilnemkesuy //
OteuectBennbie apxuBbl. — 2003. — Ne 4, — C. 25-32.

(1l cemecmp ounoii ghopmul 0dyuenusn)

Ilpakmuueckasa paooma Ne 4 Tema «I6ontouun nOHAMUIL «OOKYMEHM Y,
«OOKYMEHMUPOBAHHASA UHPOPMaAUUA)

Ilens paboTel — (OpMUPOBaHME NOHUMAHMS 3apPOXKJIEHHUS U HBOJIOLMU IOHATHUS
«IOKYMEHT», «JIOKyMEHTHUPOBaHHAsI HHPOPMALIUD» U yMEHUS paboTaTh ¢ MpodecCHOHATBHOM
HAy4YHOU, yueOHOU, CIIPaBOYHOM JIUTEPATYPOi IO JOKYMEHTOBEICHUIO.

3ajaHue W METOJMKA BBINOJHEHHUSA: CTyAGHTaM TMpEeAJaraercs 3arojHUTh
IPEUVIOKEHHYI0 TaOiauily M, HUCHONb3ysd MNpOPECCHOHATbHYI0 HAay4yHYIO, Y4eOHYIO,
CIPABOYHYIO JIUTEPATypy, IONOJHUTH €€ 4-5 ONpeNesIeHUsIMU MOHATUSA <JIOKYMEHTY,
«JJOKYMEHTHpOBaHHass MH(popMalus» ¢ 00s3aTeNbHBIM YKa3aHHMEM, OTKyJa B3ATO JaHHOE
ornpezesieHue.

Bce ompenenenuss NOMKHBI OBITH BBICTPOEHBI B XPOHOJOTMYECKOM MOPSAKe HMX
pa3paboTKu WM co3AaHus (a HE MyONMKalKUU), YTO TO3BOJUT MPOCIEIUTH HBOJIOIHUIO
HAy4YHOTr'0 MIOHUMaHMs TOKyMEHTAa 1 HOPMaTUBHOIO 3aKPEIUIEHUSI TEPMUHOJIOTUN

Onpenenennst NOHATHH]
Tox OdunnanbHbIi, HOPMATHBHBIMH, CIPABOYHBIN, HAYYHBIH «IOKYMEHT»,
U np. AokyMeHT (3akoH, 'OCT, sHuukI0neus U T. 1.) «1OKYMEHTHPOBAHHASA
uHopManus)
1964 «TepMuHONOrMYeCKNi CIIOBapp IO TEOPUH U
MIPAKTUKE HAYYHOU WHGMOpMAITUNY
1983 I'OCT 16487-83 Jleqonpon3BOACTBO U ApXHUBHOE
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Jeno. TepMUHBI U OnpeIeaeHus
1994 3akoH PD «O OHOIMOTEUHOM JIENIEN
1995 3akoH P® «O06 undopmanuu, napopmatuzauuu u
3amuTe HHPOPMAIIHID)
1998 Iroct P 51141-98 [denonpou3BOJICTBO H
apXMBHOE J1e710. TepMUHBI U ONpeieSICHUs
2006 3akoH P® «O6 undopmanuu, nHPOPMAITMOHHBIX
TEXHOJIOTHSIX U O 3aIIUTe HHPOPMAITIID)
I'OCT P HCO 15489-1-2007. VYmpaBieHue
2007
nokymeHntamu. O0mme TpeboBaHus
2013 Iroct P 7.0.8-2013 Jlenonpous3BoACTBO U
apXHUBHOE J1e710. TepMUHBI U ONIPeIeIICHUS
I'OCT P UCO 15489-1-2019. Hudopmauus u
2019 JIOKYMEHTalHUs. YTPaBJIE€HUE TOKYMEHTAMH.
UYacts 1. [ToHATHS M TPUHIIUIIBL.

PekomeHdvemaﬂ aumepamypa.
OcHoBHasl TUTEpaTypa K IpakTHueckoi padore (cm. 1. 7.1).

Ilpakmuueckasa paooma Ne 5 Tema « DynKyuu 00KymeHma

[ens pa®OThl — U3yYUTHh TOKYMEHT KakK MOJU(YHKIIMOHATBHBIN O0BEKT U OCBOUTH €r0
oO1iue 1 yacTHele (crienuaibHble) QyHKIUH.

3agaHre W  METOAMKA BBIIOJHEHHS: CTYyACHTaM MpeajiaracTcsi, HCIOIb3Yys
npohecCHOHANFHYI0 HAYYHYIO, YUYEOHYIO, CIIPABOYHYIO JIUTEPATYPY, MPEXKIe BCEro yueOHbIe
W3/IaHMsI, PEKOMEHJOBAHHBIC IO JUCIHIUIMHE, Taparpadbl y4eOHUKOB, JaTh OMpEaelieHUE
Kakaou u3 GyHkimii nokymenta. Ocoboe BHUMaHue oOpaTuth Ha crathio I'. H. llIBenoBoii-
Bonkn «®yHKIMM M CBOMCTBAa JIOKYMEHTAa B CHUCTEME COIMAJIbHBIX KOMMYHHKALIHII)
3aMONIHUTh MPEJIOKCHHYI0 Ta0nuily: JaTh OMNpeAesieHHe BCEOOIMX U YaCTHBIX
(cnenanbHBIX) (QYHKIUN W TOMOJHUTH €€ MpUMEpaMu JOKYMEHTOB, PEATH3YIONIUX Ty WIH
UHYIO (QYHKIIHIO.

I'pynns! gyHknmii HasBanue ¢pyHkuuu Onpeneaenne Tpumep
bysknuu JOKYMEHTa
L. UHPOPMALMOHHAS (pyHsKITHS
Bceodmmue ¢bukcupoBanus HHPOpMaUM U €€
pynkuun COXpaHEHHs)
2. | noKymeHTa KOMMYHUKaTHUBHAs
3. KYMYJISITUBHAS
4. | YacTHble M03HaBaTebHasi (KOTHUTUBHAS)
5. | (cmenuanbHbIe) | KyIbTYpHAs
6. | bynxkuuu MeMOpHaJIbHas! (MTAMSITHUKOBASI)
7. | MOKyMeHTa yrpaBieHYecKas (peryJsiITHBHAs)
8. HIE0J0rnIecKast
0. paBoBas
10. CBUJIETEIIHLCTBOBAHUSI
11. ACTETHYECKAs
12. reIOHUCTHYECKAS
13. peKpeaTuBHas
14. BOCIIUTATENbHAs
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15. MONYJIIPU3ATOPCKas

16. oOpasoBarebHas

17. MIOJITBEPKICHUS aBTOPCKOTO
IPUOpUTETA

Pexomenoyemasn numepamypa:

OcHoBHas nuTEpaTypa K mpakTudeckon padore (cm. m. 7.1).

JlononmHuTeNbHAS TUTEpATypa K MPaKTHUECKON paboTe:

1. KonbkoBa, A. }O. Pa3zutue nokymeHta B QyHKUUSAX U criocobax ero cozpanus / A. TO.
Konbkoga // JlenonpousBoactso. — 2015. — Ne 4. — C. 7-11.

2. Kymmnapenko, H. H. ®ynkuun noxymenrta / H. H. Kymnapenko // Kymnapenko H. H.
HoxymenrtoBenenue : yueb. / H. H. Kymnapenko. — Kues, 2007. — C. 38-41.

3. JlapekoB, H. C. [oxyment u ero ¢ynkuuu / H. C. JlapekoB // JlappkoB H. C.
JoxymenTtoBenenue : yueb. mocodue / H. C. JlappkoB. — M., 2006. — C. 14-22.

4. Ilnemkesuu, E. A. Onpenenenne Qpynkumii nokymenta / E. A. [lnemkesuu // Hayu. u
TexH. 0-ku. —2006. — Ne 6. — C. 46-56.

Ilpakmuueckan paboma Ne 6 Tema «IlIpuznaxu u ceoiicmea 0OKyMeHmMoe»

Lenb paGoThl — M3Y4YUTh NMPU3HAKU U CBOMCTBA JOKYMEHTOB, B T.M. 3JIEKTPOHHBIX,
YMETh MPUMEHHUTH MOJyYEHHbIE TEOPETHUECKHE 3HAaHUS K aHalu3y M XapaKTepUCTHKE
KOHKPETHBIX TOKYMEHTOB.
3ajaHue M METOJAMKAa BBIMIOJIHEHUS: CTYyJIEHTaM MpejJsiaraercs, HUCHOIb3ys
JICKIIMOHHBI MaTepual, BBIABICHHYIO CAaMOCTOSTENIBHO MpPO(pEeCcCHOHANBHYI0 YueOHYIO,
HAy4YHYI0, CIIPAaBOYHYIO JIUTEpPaTypy, MPEX/Ie BCEro yueOHble U3/1aHNs, PEKOMEHIOBaHHbIE 1O
mucuuiuinee, naparpagsl  yueOHukoB H.C. JlappkoBa, H. H. Kymmnapenko, I'. ®.
l'opaykamoBoid W 1p. aBTOPOB, 3aMOJIHUTH TMpEIOKEeHHYI0 Tabmuiy. CremyeT oOpaTHUTh
BHUMaHME Ha HOPMAaTHBHOE 3aKpeIJIeHHE CBOWMCTB JOKYMEHTa BOOOIIE, W 3JIEKTPOHHOTO
nokymenta B vactHoctd, B [OCT P 7.0.8-2013 Jlenonpou3BOACTBO M apXHBHOE JIEIIO.
TepMUHBI U ONIPEEIICHNUS.
1) oxapakTepu30BaTh KaXKIbI MPU3HAK U CBOWCTBO JIOKYMEHTOB;
2) mpoaHaJM3UpOBaTh NPEJIOKEHHBI Ha TMPAKTUYECKOM  3aHATUU  KOMIUIEKT
JIOKYMEHTOB, pacKpbiBas MpPHU3HAKW U CBOWMCTBA JOKYMEHTOB NPUMEHUTEIBHO K
KOHKPETHBIM, TIPEUI0KEHHBIM B KOMILUIEKTE.

Ne IIpu3HaKku M CBOMCTBA I0OKYMEHTOB Xapakrepucruka
Ilpuznaku 00Kymenmoes
1. BeniecTBeHHOCTh JOKYMEHTA
2. CeMaHTHYHOCTb JJOKYMEHTA
3. [Ipeana3zHaueHHOCTh JOKYMEHTA JUIsl HCIIONb30BAaHUS
B COITMATPHOW KOMMYHUKAIITHH
4. | 3aBeplIeHHOCTh COOOIIECHUS

Ceoiicmea 00Kymenmos

ATpHOYTHBHOCTH JOKYMEHTA

CTpyKTypHOCTH JJOKYMEHTa

5
6. OYHKITMOHALHOCTh TOKYMEHTA
7
8

TpancdopMaTHBHOCTb TOKYMEHTA

9. IOpI/IZ[I/ILIeCKaH 3HAYUMMOCTb JOKYMCHTA

10. | Opuanueckas cujia JOKYMEHTa

11. | AYTEeHTHYHOCTB MIEKTPOHHOTO TOKYMEHTA

12. | JIocTOBEPHOCTbH IIMEKTPOHHOTO IOKYMEHTA
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13. | LlemocTHOCTD JIEKTPOHHOTO JOKYMEHTa

14. HpI/II‘ OOHOCTD JIA UCIIOJIb30BaHUA 3JICKTPOHHOT O
JOKYMCHTA

Ilpakmuueckana paboma Ne 7 Tema «Knaccugpukayus 00Kymenmoe»

Lenp paboTbl — OCBOUTH MHOIOACIEKTHYIO OJ0YHO-(paceTHYI0 Kiaccu(UKaIUo
JIOKyMEHTOB.

3amaHue M METOAMKA BBINOJHEHHS: CTYICHTAM Ipe/Ularaercsi, HCIOJb3ys
JICKIMOHHBIN MaTepHaj, MpopecCHOHATBHYIO YUeOHYI0, CHPAaBOYHYIO JIUTEPATYpPy, MPExIe
BCEro yueOHble M3JaHUs, PEKOMEHJI0BaHHbIE MO JUCLHILIMHE, naparpadsl yueOnukos H.C.
JlappkoBa, H. H. Kymmapenko, I'. ®. T'opaykamoBoid W JAp. aBTOPOB, 3aMOJHUTH
NPEUIOKEHHYIO TaOIHILy:

1) natp  ompenmeneHue ~ KaXJOro  BHJAA  JIOKYMEHTAa,  BBLICIEHHOTO  IIO
COOTBETCTBYIOILIEMY IIPU3HAKY;

2) IOTIOTHUTH TAOIHIly TPUMEpPaMH JOKYMEHTOB TOTO MJIM HHOTO BHJA.

Baouno-¢pacernas kinaccupukaumus J0KyMeHTOB

Baoxk- Hpusnax Omnpenenenue Ipumepbi
p Ne Bua nokymenra pea p p
dacer KJIaccupuKaumn BHJA JOKYMEHTOB
Kaaccudukanus no "HGOPMAIMOHHOI COCTABJISAIONIECH JOKYMEHTa
1.1 TEKCTOBOM
1.2 HKOHOTpapIIeCKUI
Bun  nmoxymenta  mo ”
Bbioxk- 1.3 uaeorpaguIecKuii
XapakTepy 3HAKOBBIX "
¢acer 1 1.4 3BYyYaIlIui
CpencTB =
1.5 MaTpUYHBINA
1.6 KOMITJICKCHBIH
Buok Bunx  nokymenta mo | 2.1 OJIHOMEPHBII
(acer 2 MEPHOCTH 3anucu | 2.2 JIBYMEPHBIH
nHpopManun 23 TPEXMEPHBIN
Bitoxk Bun  nmoxymenta mo | 3.1 YeJI0BEKOUYNTAEMbBIHN
MpeIHa3HAYCHHOCTH IS .
dacer 3 P 3.2 MAIIMHOYUTAEMBIN
BOCTIPHUSITHS
4.1 BH3YaJIbHBIN
Bbnok- Buxn  noxymenra 1o | 4.2 TaKTUJIBHBIN
dacer 4 | 4lenany BOCHpUATHS 4.3 ayauajJbHbIN
4.4 Ay TMOBHU3YAJIbHBIN
Bio Bunx  nokymenta mmo | 5.1 OnyOJIMKOBAHHBII
JIOK- "
dacer 5 CTENneHU ero | 5.2 HeoITy OITMKOBaHHBII
PacIpOCTPaHEHHOCTH 53 HeryOnuKyeMbli
6.1 PYKOIMCHBIN
6.2 TIeYaTHBIN
B 6.3 MeXaHUIeCKUI
n OKyMEHTa  IIO =
Bbioxk- cnoﬂco6n y 6.4 MarHUTHBII
dacer 6 Y 6.5 ¢oTorpaduueckuii
JIOKyMEHTHPOBaHHUS =
6.6 ONTHYECKUIA
6.7 JIa3epHBIN
6.8 AIEKTPOHHBII
Bitok Bun  nmoxymenra mo | 7.1 MIEPBUYHBII
YPOBHIO 0000mIeHNS N
dacer 7 7.2 BTOPUYHBIH
nH(popManuu
Kiuaccudukanus no ¢puszndeckoii (MaTepuaibHoOii) COCTABJAIONIEH TOKYMEHTA
bnok- Bung  nmoxymenta mo | 8.1 OyMaKHBIH
®Dacer | 4lerepuansHOMY ]2 HIeHOYHbIH
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o L 8.3 MJIACTMACCOBBIN
[o) HOCWIUIITU l/lﬂl_lJUlJMaLLYll/l o
9.1 JUCTOBOU
9.2 KOJICKCOBEIN
Bbnok- Bun  npokymeHta | mo v
. 9.3 KapTOYHBIN
®dacer 42etepualibHOMN =
9.4 JICHTOYHBIN
9 KOHCTPYKLIUU —
9.5 TUCKOBBIN
9.6 KOMOWHHUPOBAHHBIH
Kuaccudukanus JOKYMeHTA 110 00CTOAITEILCTBAM ero ObITOBAHUSI BO BHELIHEH cpejie
bnok- Bun  nmoxkymenta mo | 10.1 | mepuopuueckue
®dacer €ryJIIPHOCTH BbIXOJa B
PeryJuip A 10.2 | HemepHogMUECKHE
10 CBET
Biok- Bung  pmoxymenta mo | 11.1 | opurmHan
Dacer BPEMEHHU TIOSIBIICHUS B
11.2 | xonus
11 CBET
12.1 | mecTHBIH
broxk- Bun  nmoxymenta  mo >
12.2 | pernoHanabHBIN
®dacer 42eccty > v
12.3 | obmierocyapCcTBeHHBIN (HAITMOHATBHBIN)
12 MIPOUCXOKICHUS — —
12.4 | 3apyOexxHbBIH (HHOCTPaHHBIN)

Ilpakmuueckan paboma Ne 8 Tema «Oguyuanvnvie uzoanus

Ilenp pabGoThl — OCBOWTH KiaccH(UKAWMIO OPUIMATBHBIX HW3JAHUN KaK W3JIaHUH,
MyOJIMKYeMBIX OT HMMEHH TOCYJapCTBEHHBIX OPraHOB, YUYPEXKIACHHH, BEIOMCTB WIH
OOIIECTBEHHBIX OpTaHU3aIUi, COACPKANUX MaTEePHaTbl HOPMATUBHOTO WU TUPEKTUBHOTO
xapakrepa.

3ajaHe W METOAMKA BBINOJHEHUS: CTyACHTaM Mpeajlaracrcsi, HUCIOJIb3Ys
HanmoHanbHbI cranaapt 'OCT P 7.0.60-2020 «M3nanus. OcHOBHBIE BUABL. TepMUHBI U
OTpe/IeNICHUsD U3yYUTh OCHOBHBIC BUJbI OQHUIIMAIBHBIX M3IaHUN U UX ompexaeneHus. Jlanee
ucnoib3ys «KHUKHYIO J€TONMUCH», CANThl M3AATENbCTB, MPOUYME MCTOYHUKH, COACpKAIINE
oubnmorpaduueckue omnucaHus W3AaHWM, BeImeAMUX B PD B Tekymem romy, HaWTH
puUMepbl OPUITUATHHBIX M3JaHUN Pa3IMYHBIX BUJOB, KaK 0003HAYEHHBIX B HAIIMOHAJILHOM
CTaHAapTe, TaK U MPOYUX, HE BOIICANINX B HErO, U BHECTH NMPHUMEPHI B TAOJIUIy BMECTE C
OTpeIeTICHUSIMH BUI0B O(DUIIMATIBHBIX H3aHU:

Buasbl opunmnanbHbIX U31aHUM

1-2 npumepa
OcHOBHEIE p p
opMIHAIBLHOIO
BHbBI
Ne Omnpepaenenne Buaa H31aHuA
opMIHATBHBIX .
. HA KAKIbIA U3
M3IAHUI
ero BUJ0B
OdurmanbHoe W3aHUE, COJCpXKAIICe OCHOBHOW 3aKOH
roCy1apcTBa, OTPEIENSIOIIUN 00I1IECTBEHHOE u
TrocC APCTBCHHOC CT] OﬁCTBO TIIOPAId0K nu IIPUHIIUIIBI
1. Koncruryuus yAap yerp > PR PHHI
oOpa3oBaHUs MIPEICTaBUTEIIEHBIX OpraHoB BJIACTH,
N30MpATENBPHYI0 CHCTEMY, OCHOBHBIC IIpaBa M OOSI3aHHOCTH
TpaxKiaH.
OdunmansHOoe W3AaHUE, COJIEpXKAllee HOPMATUBHBIN aKT,
MPHUHATHIA  BBICIIMM OPraHOM 3aKOHOJATEIBHOW  BIIACTH
> 3aKon cTpaHbl B ycTaHOBJIeHHOM KoHcTutynueit nopsake. OCHOBHOM
’ HCTOYHHUK TpaBa, 00JafafoMi BRICIIEH IOPUINYECKON CHIION
[0 OTHOIICHWIO K JPYI'MM HOPMATHBHBIM aKTaM (yKaszam,
MTOCTAaHOBJICHUSIM H JIp.).
3. Konekc OdwunmansHOe W3aHKE, COAEpIKAIlee CHCTEMATH3NPOBAHHBIN
3aK0HOB 3aKOHOJATEIBHBIA aKT, PEryJHUPYIONHA Kakyro-muoo chepy
00I1IECTBEHHBIX OTHOILIEHHI Ha TEPPUTOPUH
COOTBETCTBYIONUIErO TOCy/apcTBa MM CyObekTa (depepanuu
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(Hamp., TPYIOBBIC COTJANIEHUS pabOYUX W CIyXKalluX;
MMYIIECTBEHHbIE M CBSI3aHHBIE C  HHM  JIMYHBIC
HEMMYIIECTBCHHbIC OTHOILICHUS, BO3HUKAMOIIME C y4acTHEM
IOPUIMYECKUX JIMI] U TPAXK/IAH U T. I1.).

4 KomMmenTapwuii | OdunuansHOe H3IaHUE, CONEpKAIIEe MOSCHEHUS, TOIKOBAHUS
K 3aKOHY K TEKCTaM 3aKOHOB, KOJIEKCOB 3aKOHOB.
5 Vicas OduranbHoe H3IaHWE, COJACPIKAIICe HOPMATHBHBIA aKT
JIaBBI TOCYIapcTBa (PE3HUICHTA).
TocTAHOBICHH OdunmansHOE H3;5a}me, coJieprKaniee HopMaTHBHLHzI
6. o JIOKYMEHT, BHOCHUMBIN BBICIIUME OpTaHAMH HCIOTHHTEIEHON
BJIACTH T'OCYIapPCTBa, 00SI3aTEIBHBIN IS BBITOJIHCHUS.
Verapnoe OdurpranbHOe M3IaHUE, CONEpIKAIIEe YCTaB — CBOJ npasuL,
7. S PETYJIUPYIOIIUX OPTraHW3alUi0 M TMOPSAIOK ONPEIACICHHOM
JIEATENBHOCTH.
O¢unmansHOe W3MaHWE, CcOJAepKallee KOMIUIEKC HOPM,
npaBmi, TpeOOBaHWN K OOBEKTY CTaHAAPTHU3AIUH, KOTOPHIC
8. Crangapt YCTaHABIMBAIOT Ha OCHOBE IOCTI)KCHUH HAYKW, TCXHUKH H
MEPeZIOBOTO  OMBITA W YTBEPKTAIOT B COOTBETCTBHUU C
JICHCTBYIOIINM 3aKOHOIATCIILCTBOM.
OdunmanpHoe  H3JaHWe,  COIEpiKallee  MpaBHia IO
9. Mncrpykmns pEeryJIMpOBaHUIO  MPOU3BOJACTBEHHOM,  MpPaKTHUYECKOM U

00ILIECTBEHHOU JIEITENBHOCTH MM TTOJIb30BAHMIO M3IETHAMHU 1
(mn) yemyramu

10. Ipeiickypant

Od¢unpansHoe U (WIH) CIpPABOYHOE H3IaHHE, COZICPIKaIICe
CUCTEMATU3UPOBAaHHBIM II€PEUYEHb MAaTEpUAJIOB, H3JECIH,
000pysOBaHUs, TPOM3BOACTBEHHBIX OMNEpaluii, yCIyr, ¢
yKa3aHUEM LEH, 8 HHOTAA U KPAaTKUX XapaKTEPUCTHK.

11. IIpaBuaa

Wznanne, ycTaHABIMBAOIIEE MOPSIIOK M YCIOBUS KaKOW-ITHO0
JIeSITENIFHOCTH, OTpeessfoliee IpaBa M OOSM3aHHOCTH JIMII,
OCYILECTBIISIOLIUX 3Ty JESITENbHOCTb.

Ilpakmuueckan paooma Ne 9 Tema «Cnogapno-anyuxioneouueckue

Ilens paboThr

U cnpasouvrbsble U30anua»

— OCBOUTH KJ'IaCCI/I(bI/IKaHI/IIO CJIOBAPHO-DHIUKIIONCIUYICCKUX U

CIIPpaBOYHBIX W3IaHUN KaK W3IaHU.

3ajiaHue W METOJUKAa BBINOJHEHUS: CTYJIEHTaM IpeJlaraeTcs, UCHOJb3ys HCIOJIb3Ys
HauuoHanbHbld crangapt ['OCT P 7.0.60-2020 «W3panusa. OcHOBHBIE BUAbL. TepMuHBI U
ONpe/eNICHUs» W3yYUTh OCHOBHBIE BH[bI CIIOBAaPHO-3HLUUKIIONEINYECKUX M CIPABOUYHBIX
u3JaHuil U ux omnpeneneHus. Jlanee ucnonb3ys « KHKHYIO JIETONMCH», CAlThl U3/1aTENbCTB,
MPOYre UCTOYHHKH, coJiepKaline Onbnuorpadudeckue ONucaHus U3Ianui, Bpimeammx B PO
B TEKYILEM IOy, HAUTU MPUMEPHI CIOBAPHO-IHIUKIIONEINUYECKMX U CIIPABOYHBIX W3IaHUN
Pa3IMYHbIX MOJBUJOB, KaK 0003HAYEHHBIX B HAIMOHAJIBLHOM CTaHAApTE, TaK M MPOYUX, HE
BOILIEAINX B HETO, M BHECTH IIPUMEPHI B TAOJIUIYy BMECTE C X ONPEICICHUSIMHU:

Bujapl cl10BapHO-3HIMKJIONEAUYECKUX M CIPABOYHBIX U31aHU

Buj uzpanus IoaBua u3nanus ITpumep
1. SHumkIONC AV 1.1. Buovl snyuxnoneduii no yeresomy
- 9TO HAy49HO | ngsnauenuro:
00oCHOBaHHOE  W3MaHMe, [ | ] | Hayunas sHUMKIIONEAMS OTebHbIi IPUMED
conepariee B | 1.1.2 Hayuno-nmonyssipHas sHipknoneaus | OTaensHbli npuMep
obobuenHoM BHAC | 1.1.3 JocyroBast SHITUKIONEIHS OTIenbHEIH pEMeEp
OCHOBHBIC  CBCACHWA O | ; 2 Buowr smyurioneduti 8 3agucumocmu
ONHOM MM HECKOIBKUM | ) yopyyoq srmouennvix ceedenui
OTpaciiIM SHAHUM, 715 1 YHuBepcalibHas SHIUKIIONE IS B coBokynHoctu 3-4 mpumepa

43




H3JI0KCHHBIC B BUIC
CTaTeﬁ, PACIIOJIOKCHHBIX

1.2.2 OTtpacneBast SHIUKJIONEAHS

1.2.3 Tematnueckast SHIIUKIONE IS

1.2.4 TlepcoHanbHasi SHUMKIIONEIUS

1.2.5 PernoHannHast SHIUKIIONE NS

Pa3MYHOrO BHA JHIMKIONCIUI
€ yKazanuem 8uo0a HYUKIoneouu

B CUCTCMATU3UPOBAHHOM

2. CnoBapp

- 3TO U3/1aHMe,
cojepiKaliee
YIOPSJOYEHHBIN
nepeyeHb SI3BIKOBBIX
€IMHHAILL (cnoB,
CIIOBOCOUYETaHUH,  (¢pas,
TEpPMHHOB, MMEH,
3HAKOB), CHa0XCHHBIX
OTHOCSIIIUMUCST K HUM

CIIPaBOYHBIMU JJTAHHBIMU.

2.1.  Buowl___cnosapel no ___xapaxmepy

NPUBOOUMbBIX CECOCHULL:

2.1.1 DHUMKIONEANYECKUH CIIOBAPh

OTxenbHbIN IpUMeEp

2.1.2 TepMHHOJIOTHUECKUI1 CI0Baph

OTnenbHBIN IpUMep

2.1.3 SI3pIxOBOI1 c10Baph

2.1.3.1 TonkoBbI¥ CIOBAPh

2.1.3.2 Opdorpadugecknii croBaphb

2.1.3.3 Opdosmuaeckuii cioBapb

2.1.3.4 YacToTHBIH cloBapb

2.1.3.5 IlepeBogHOM CIIOBAPh

2.1.3.6 ®pazeonornueckuit

2.1.3.7 CnoBaph CHHOHUMOB (aHTOHHMOB)

2.1.3.8 DTuMonoruyeckuil coBapb

B coBokynHocTH 4-5 mpumepos
pa3IM4YHOTO  BHJA  SA3BIKOBBIX
ClOBape ¢ ykazauuem 6uoa
cnosaps

3. CipaBOYHUK

- 3TO
CIeUaIN3UPOBAaHHOE
CIpaBoOYHOE u3aHue,
uMeroniee
CHCTEeMaTH3UPOBAHHYIO

CTPYKTYpY.

3.1.  Buodwl cnpasounuxos no uenesomy
HA3HAYEHUIO:

3.1.1. HayyHbléi cnpaBOYHHK

3.1.2. MaccoBo-TTOIMTHYECKUH
CIPAaBOYHUK
3.1.3.  IIpom3BOACTBECHHO-NIPAKTHYECKHHA
CIPaBOYHHUK

3.1.4. VueOHBIN CIPaBOYHHK

3.1.5. BeITOBOM CIpaBOYHHK

B coBokymHoctH 3-4 mpumepa
Pa3IMYHOTO BHJA CIPABOYHHUKOB
C yKa3aHHEeM BHJa CIIPaBOYHHUKA

3.1.6. IomynsipHBIA CLIpaBOYHUK

Bce o nencusx u nemcuonnoi
pegopme Ha 2020  200.
Hasznauenue, nveomul, cyocuouu.
cnpagoyHux 0aa Hacenenus / E.
H. Jlaswioenko. — 3-e u30., ucnp. u
oon. — M. : ACT, 2020. — 162 c. :
.

3.2. I1o xapaxmepy npugooumblx
ceedeHull

3.2.1 buorpadguyecKuii COpaBOYHHK

3.2.2 buobubnuorpaduuecKuii ClipaBOYHHUK

323 AJlpecHbIH, OpraHn3alMOHHO-
(UpPMEHHBIH CITPABOYHUK

3.2.4 CupaBOYHUK 110 podeccHsiM

3.2.5 CnpaBOoYHHUK-KaTajaor

3.2.6 IlyteBopnTenp

3.2.7 CupaBo4HHK-XpOHOTpad

B coBokynHocTH 4-5 mpumepos
pa3IMYHOrO BUJAA CHPAaBOUYHUKOB
€ yKazanuem euod cnpagoyHuxa

III cemecmp ounoit popmol 00yuenusn

Ilpaxmuueckas pavoma Ne 10 Tema «Ieonrwyusn gpopmynapa 0oKkymenmay

ens paGoThl — W3Yy4YHTHh 3apOXKIACHUE, pa3BUTHE M OcoOeHHOCTH (opmylspa
odunuanbHEIX U ci1ykeOHbIX JoKkyMeHTOB X VIII — nauana XX BB.

3amaHrie W METOAUKA BBIMTOJHEHUS:

HCIIOJIB3Ys JICKHMOHHBIC MaTCpUalibl

n

PEKOMEHIOBaHHBIE UCTOYHUKH, [TPOAHAIU3UPOBATH NIPEUIOKEHHBIE KOMU JOKyMEHTOB XIX
— Hayama XX BB. MO cxeme, oOpamias oco00e BHHMaHHME Ha OCOOCHHOCTH OGOpPMIICHUS
PEKBU3UTOB; OBITH TOTOBBIM OTBEYATh HA OCTaBJICHHBIE BOIIPOCHL:
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1. Korma B Poccum 3apoamnachk perjgameHTanus oGopMiIeHUS O(PHUIMAIBHOTO H
CIIyeOHOTO T0KyMeHTa?
2. Korga B Poccun nosiBuiics opmyssip opUIIMAIBHOTO U CITY>KEOHOTO TOKyMEeHTa?
Kaknmu 3akoHonaTenbHbIMH akTaMu XX — Hagasia XX BB. ObUIO periiaMeHTHPOBAHO
odopmiieHHE OPUIHATEHOTO U CITYKEOHOTO JOKyMeHTa?
4. HazoBuTe BUIBI POCCHUCKUX O(DHUIMAIBHBIX M CIYKEeOHBIX AoKyMeHTOB XVIII-XIX
BB., 0COOCHHOCTH HX o(opmIIeHHs, cOcTaB (OpMyJIspa.
Korna nosiBuiivcek 6J1aHKU U UX BUJIBI?
6. Korma mosBuiIMCh OTMETKH Ha JOKYMEHTaX, OTpa)Kalollhe WX JBI)KCHHE B
yupexIeHuu U padboTy ¢ HUMHU? ONUIINTE BUABI OTMETOK.
7. CocraBuTh popmMyIisip 2 TOKyMEHTOB.
[Tpu moaroToBKe MpakTUYECKON paboThl 0OpaTuTe BHUMaHue Ha ctathio E. JI.
Beimeroponckoi, JI. A. CeBoCTbIHOBOIA.
Cxema anasm3a nokymenrta XIX — nayaaa XX BB.

[98)

9]

Bup ABTOp Anpecar, Jlara Tekcr CocraB OTMeTKH Ha
JOKYMEHTAa MOPSIA0K (kpaTkasi YAOCTOBEPEHHsl | JOKYMeHTe
a/ipecOBaHUs xap-kKa)

Pexomendyemasn numepamypa:

Beimeroposckas, E. [I. @opMysisip TEKCTOBOTO IOKYMEHTA: CTAHOBJICHUE U Pa3BUTHE /
E. 1. Bemmeroponackasi, JI. A. CeBocTesiHOBa. — TeKkCT : HemocpencTBeHHBINH // Momomoit
yuenei. - 2016. - Ne 281 (132.1). - C. 2830. - URL
https://moluch.ru/archive/132/36793/ (nata oopamenus: 09.08.2022).

Ilpakmuueckan paboma Ne 11. Tema «Pexeusumbot 00KyMeHmo6»

Lenp paboThl — H3yueHUE PEKBU3UTOB JIOKYMEHTOB, YCTAaHOBICHHBIX HarmoHaabHBIM
craugaprom P® TOCT P 7.0.97-2016 «Cucrema craHaapToB 1o HH(pOpMaluu,
OMOIMOTEYHOMY W HW3JAaTENbCKOMY  JIENy. Opranu3aimoOHHO-PACIIOPSIAUTENbHAS
nokymeHTalus. TpeGoBaHUs K 0POPMIICHUIO TOKYMEHTOB.

3ajaHre U METOJIMKA BBITIOJHEHUS: U3YYUTh PEKBU3HUTHI JOKYMEHTOB, YCTAHOBJICHHBIE
HanuonaneueiM = crangaprom P® T'OCT P 7.0.97-2016 «Cuctema cTaHIapTOB IO
uH(pOopMaIui, OUOTHOTEYHOMY U U3JIATENbCKOMY Jieny. OpraHnu3aluoOHHO-PACTIOPSIUTEbHAS
nokyMmeHTtanus.  TpebGoBaHuss K O(OPMIIEHHIO [TOKYMEHTOBY», 3alOJHUTH TaOIHIy C
yKa3aHUEM KOJla PEKBU3HTA IO CTAHJIAPTy, €ro Ha3BaHUSs, a TAKXKE MOSICHEHUM, KaCcatoIINXCs
oopMIIEHHS JaHHOTO PEKBU3HTA:

Kon
Ha3Banue
peKBH XapakTeprcTHKa PEeKBU3UTA, 0COOEHHOCTH €ro 0(OpMIICHHHUS
peKBH3HTa
3HUTa
1 I'ep6 (I'ocynapctBennsiii | ['epd (IocynmapctBennsiii repd P®, rep6 cyowekra PD, repb
repo Poccwuiickoii | (repanbandeckuit 3HaK) MYHUIUIIAJIHHOTO obOpazoBaHus)
Deneparun, rep0 | BOCIIPOM3BOAWTCS Ha OMaHKaX [OKyMEHTOB B COOTBETCTBHH C
cyopekra  Poccwmiickoit | demepanbHBIM KOHCTUTYLIMOHHBIM 3aKOHOM OT 25 mexadps 2000 r.
Denepanum, repd | Ne 2-®K3 «O T'ocynapcrBenHoM repbe PDy», 3akoHONATENBHBIME 1
(repanbanvecKuii 3HAK) | MHBIMH HOPMAaTHUBHBIMH NPAaBOBBIMH aKTaMH CcyObekToB PO n
MYHHUIUTIaJIBHOTO HOPMAaTUBHBIMHM  TIPaBOBBIMH  aKTaMH  OPraHOB  MECTHOIO
o0pazoBaHust) camMOyHpaBJICHHSI.
N3obpaxxenune repba (['ocymapcTBenHoro, cyonekta Pd, repda
(TepaJIbIMYECKOr0  3HAKa) oOpraHa MECTHOTO CaMOYIPABIICHUS)
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MIOMEIAETCS 110 CEPEIMHE BEPXHETO IONs OJIaHKa JOKyMEHTa Hal
PEKBH3WTaMH OpTaHM3alMH - aBTOpPAa JAOKYMEHTa, Ha PacCTOSHHUU
10 MM OT BEpXHEro Kpas JIUCTa.

OMbnemMa oOpraHuM3anyy, pa3paboTaHHas W  yTBEpXKICHHAas B
YCTAaHOBJICHHOM  TOpPSJKE, pa3MEIIaeTcsi B COOTBETCTBHH C
HOPMaTHBHBIMH TIPaBOBBIMH aKTaMH Ha OJaHKaX: JOKyMEHTOB
(benepanbHBIX OPraHOB IOCYJapPCTBEHHOM BIACTH (38 HCKIIOYEHHEM
Clly4aeB, MpeIyCMaTPHBAIOLNIMX HCIIOJB30BaHHE HM300paKeHUS
2 Ombiema locynapctBennoro rtepba P®), TeppuUTOpPHAIBHBEIX OpraHOB
(benepanbHBIX OPraHOB TOCYAAapPCTBEHHOMN BIIACTH, TOCYAapPCTBEHHBIX
W HerOCYIapCTBEHHBIX OpraHHU3alnil.

N3o6pakeHne >MOIEMBI ITOMEIIAETCS IO CEpeMHE BEPXHETO IOJIS
OnaHka JOKyMEHTa HaJ pPEKBU3UTaMH OpraHH3allik - aBTopa
JIOKyMEHTa, Ha paccTosiHUU 10 MM OT BEepXHETro Kpast JIKCTa.

OTMeTKa O HaNpaBJICHUH [OKyMEHTa B JIEJIO ONpPENENSAET MECTO
XpaHEHHs JOKyMEHTa TIIOCI€ 3aBepIleHHs paboTel C HUM U
BKJIFOUAeT: cioBa «B meno», mHaekc nena Mo HOMEHKJIAType N, B
KOTOpOE TIOMEIIAeTCsl TOKYMEHT Ha XpaHEHHE, C yKa3aHHEM Toja,
JIOJDKHOCTH JIMIIA, O()OPMHBIIIETO OTMETKY, ITOJIITHCH, AaTHI.

OtMmeTKa o HanpaBJICHUHU
JOKYMCHTA B ACJI0

30 Hpuwmep -
B nemo Ne 02-22 3a 2022 r.
3aB. OTJEIOM KadecTBa MPOTyKIIUU

Tloamuce Jlara

OT™meTKa 0 HallpaBJICHUU AJOKYMCHTA B JACJIO MOXCT HOIMOJHATHCA
KpPaTKUMM CBCACHUAMMU O XapaKTCPE MCIOJHCHUSA JOKYMCHTA.

Ilpakmuueckan paooma Ne 12. Tema «Oghpopmnenue
OP2aHU3AUUOHHO-PACROPAOUMEIbHO OOKYMEHMAUUNY

Henbp pa®oTbl — U3y4uTh POpMYJIsip JOKYMEHTa KaK COBOKYIIHOCTb €r0 PEKBU3HTOB,
PacIoJIOKEHHBIX B YCTAHOBJIEHHON IIOCJIENOBATEIbHOCTH, H3YYHUTh COCTaB DPEKBU3UTOB
JIOKYMEHTOB, COBPEMEHHBIE TPeOOBaHMS HAIIMOHAJIBHBIX CTaHAAapTOB, mpexae Bcero ['OCT P
7.0.97-2016 «Cuctema cranmaptoB mo uHpopmanuu, OUOIMOTEUHOMY M H3AATEIHCKOMY
neny. OpraHu3alMOHHO-pacHopsAUTENbHAs AOKyMeHTaus. TpeboBaHus K 0OG(OpMIICHUIO
JIOKYMEHTOB» U HOPMaTUBHBIX aKTOB K O)OPMIICHUIO PEKBU3HUTOB.

3aaHue U METO/IMKA BBIITOJIHEHUS:

1. UIsyuute T'OCT P 7.0.97-2016 «Cucrema cranmaapToB 1o uHPOpMAaIUH,
OMOIMOTEYHOMY M HU3JATEIbCKOMY  JIelly. Opranu3zalmoOHHO-PACIIOPSIUTENIbHAS
JoKyMeHTalus. TpeGoBaHMs K 0(OPMIICHHIO JOKYMEHTOBY ¢ TpeOOBaHUSMU K 0(HOPMICHUIO
JIOKYMEHTOB, OIIPENIEIUTh €r0 CTPYKTYPY, COCTaB pa3JIeyoB.

2. B cootserctBum ¢ 'OCT u3yuuth HaOOp PEKBU3UTOB O(PUIIUATBHOTO MMCHMEHHOTO
JIOKYMEHTa, pAaclOJOXEHHBIX B OIpPEIEICHHON I0CIEe0BATEIbHOCTH, COCTABJISIOIINX
bopMyIIsIp TOKyMEHTA.

3. U3yuuth oO0s3aTenbHBIA COCTAaB PEKBU3UTOB JOKYMEHTOB, O0ECIEUMBAIOIIMM HX
npuMeHeHue B ympamieHueckoil nestenpHocTH (TOCT 6.10.5-87. YCJ. TpeboBanus k
nocTpoeHuto popmyisipa-oopasna): 1) HaumenoBanue opranuzamnuu — aBTopa JOKYMEHTa; 2)
Koxg opranmzammm — aBTopa JokymeHTa; 3) Ha3Banue Buga JOKYMEHTa WIH
YHUGUIMPOBAHHON (POpMBI JOKyMEHTa (BKJIIOUYas 3arojioBoK); 4) 3arojoBok K Tekcty; 5) Kox
dopmel nokymenta; 6) Jlata nokymenta; 7) Uugekc; 8) Tekcer; 9) Busser;, 10) [Hoamuce; 11)
OTmeTka 00 MCTIONHEHNN JOKYMEHTA U HallPaBJIEHUH €T0 B JIEJIO.
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4. V3yuuTh COCTaB JONOJHUTEIBHBIX PEKBU3UTOB JOKYMEHTOB.

5. N3yuuts TpeboBanus 'OCT k Gy1aHKy TOKyMEHTA.

6. IIpoananu3upoBaTh MPEATIOKEHHBIM HA0OP (KOMIUIEKT) TOKyMEHTOB, OIPEIEIUTD
PEKBU3HTHI, YKa3aTh HEJOCTATKH B UX COCTaBE, PACHOJI0KEHUH, OHOPMIICHHH.

3aHsATHE MPOXOJNUT B (popMe MPaKTUUECKOH MOATOTOBKM HAa MaTepuaiax KaHIEIPHUH,
oTJiena KaJIpoB UHCTUTYTA.

Ilpakmuueckan paooma Ne 13. Tema «Cocmagnenue u ogpopmnenue
OP2anu3AUUOHHBIX OOKYMEHM08)

Henr pabGotel — QopmupoBaHME MPAKTUYECKUX HABBIKOB pa3pabOTKU U
UCIIONIb30BAaHUSI  OPTraHU3alMOHHBIX  JOKYMEHTOB, (UKCUPYIOUIUX OPraHU3AIHOHHYIO
JESTENIbHOCTh YUPEXKACHUS U COJIEPKAlIUX IMpaBUiia, HOPMBI, MOJIOKEHHUS, OMPEAEISIONe
CTaTyC OpraHu3aiuu, €€ KOMIETEHIHUIO, CTPYKTYPY IITaTHYIO YUCIEHHOCTh U JOKHOCTHOU
coctaB, (YHKIMOHAJIbHOE COJEp)KAHUE [JEATEIBHOCTH OpraHu3alud B I1EJIOM, €€
nojipa3feliecHuit U pabOTHHUKOB, MX IpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTh U Jp. 3aKpEruTh
3Hanue HanwmonanbHoro crangapra PO I'OCT P 7.0.97-2016 «Cucrema ctanaapToB IO
uH(pOopMaIui, OUOITHOTEYHOMY U U3JIATEIbCKOMY Jieny. OpraHn3aiuoHHO-PACTIOPS TN TEIbHAS
nokyMmeHTtanusi. TpeboBaHus K 0POPMIICHUIO TOKYMEHTOBY.

3ajaHnne U METOJUKA BBITTOJTHEHUSI:

1. Vcnonws3ys NEKIMOHHBIA Marepuan, pecypchl MHTepHET-callTOB M IyOJUKaIuu
OTpaciieBOM  JOKYMEHTOBEIUECKOW  NEPUOJMKH, H3YyUYUTh COCTaB M  CTPYKTYpPY
OpraHU3aI[MOHHBIX JOKYMEHTOB OpPraHu3aluu, YUPEKACHUS WIH NPEATNPUATHUS:

* VYcraB OpraHu3alui;

[Tonoxxenue 00 opraHu3aluy;

[TonoxeHust 0 CTPYKTYPHBIX MOIpa3ICICHUSX;

[TonokeHus 0 KOJUIETHAIBHBIX U COBELIATENIbHBIX OpraHax yupesKIeHMs,
PernaMeHnTsl paboOThl KOJUIETHMATBHBIX W COBEIIATEIBHBIX OpPraHOB, armapara
yIpaBieHHs (PyKOBOJCTBA);

¢ [lltaTHOE pacnucaHue;

¢ VIHCTPYKIMHM MO OTIENbHBIM BUIAM JIEATEIbHOCTH (HAlpUMep, MHCTPYKIUS IO
JIOKYMEHTAI[MOHHOMY O0€CIICUCHHIO);

¢ JI0JKHOCTHBIE MHCTPYKIMH PAOOTHHUKOB;

¢ [IpaBuna;

* [lamsaTku u ap.

2. IloaroToBUTH J1Ba OPraHU3AIIMOHHBIX JTOKYMEHTA MPUMEHUTEIBHO K JIESITEIbHOCTU
KaKoW-1100 OpraHu3aluu, YUpexACHUs, IpeanpusTus (Ha BbIOOp CTYJEHTa) B MUCbMEHHOM
BUJIC.

Ilpakmuueckan paooma Ne 14. Tema «Cocmagnenue u ogpopmnenue
pacnopaoumenbHulX 00OKyMeHmoe)

ens paboTel — popmMupoBaHHE MPAKTHYECKUX HABBIKOB O(OPMIICHHUS PEKBHU3UTOB
JIOKYMEHTOB PacHopsAIUTEIbHOTO XapaKTepa, MPeJHA3HAUYCHHBIX I JOKYMEHTHPOBAHUS
paCIOPSIIUTENILHON  ACATEIPHOCTH OpraHM3alldd W ONpENeIsieMbIX YPOBHEM oOpraHa
yIOpaBiICHUS WU BJIACTH, KOMIETEHIIMEH JOJKHOCTHOTO JIMIIA, TOPSIKOM MPUHSTHS
YIPaBJICHYECKOTO pelieHus (e€AMHOHAYadnue WM KOJUIETHAJIBHOCTh). 3aKpPENUTh 3HAHHE
Haumonansnoro crangapra PO T'OCT P 7.0.97-2016 «Cucrema craHmapToB IO
nHpopmaIu, OMOIMOTEYHOMY U U3/1aTeIbCKOMY Aeiny. OpraHu3aimOHHO-PACTIOPSIUTEIbHAS
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nokyMmeHTanusi. TpeboBaHUs K 0()OPMIICHUIO TOKYMEHTOBY.
3aaHue ¥ METO/IUKA BBITIOJIHEHUSI:
1.  W3yuuts cocTaB pacniopsIUTENbHbBIX JOKYMEHTOB:
IlocTranoBneHu;
Pemenus;
[Tpuka3si;
Pacnopsixenus;
VYka3zaHus.

2. M3yunTh pacnosioxeHue U opopMiIeHHE PEKBU3UTOB JOKYMEHTOB B COOTBETCTBUU C
HanumonaneueiM  crangaprom PO T'OCT P 7.0.97-2016 «Cucrema cTaHmapToB IO
uHpopMaLuu, OMOIMOTEUHOMY M U3J1aTeNIbCKOMY Jieny. OpraHu3alioHHO-PacIOpsANTENIbHAS
nokyMeHTanus. TpeboBaHuUs K 0()OPMIICHUIO TOKYMEHTOBY.

3. CocTaBUTh Ha OTIENBHBIX JIUCTaX Oymaru 4 JOKyMEHTa IO 33aJJaHHIO, BbIIAHHOMY
npernojaBaTeneM, 1 0OpMUTh UX B MAIIMHOIIUCHOHN (opMme.

Pekxomenoyemasn numepamypa:
OcHoBHasl TUuTepaTypa K IpakTuueckoi padore (cm. 1. 7.1).
JlononHuTeNbHASA TUTEPATypa K NPaKTHUECKON pabore:

1. 3BepeBa, H. Odopmnenne mnpukaza / H. 3BepeBa // Jlenmompow3BOACTBO U
JIOKyMeHT0000poT Ha npennpusatus. — 2017. — Ne 5. — C. 14-25.

2. SuxoBas, B. ®. Odopmiusiem nokymenTsl mo HoBomy. Tpebosanus TOCT P 7.0.97-
2016 / B. @. SnkoBas // CipaBouHUK cekpeTaps U opuc-menemkepa. —2017. —Ne 5. — C. 12—
21.

3. SukoBas, B. ®. [IpaBuna aenonpou3BOACTBA B OpraHax HUCIIOJIHUTEIBHOW BJIACTH
cyonrekToB Poccuiickoit ®enepanuu: pazpadorka u npumenenue / B. @. fukosas, A. 1O.
UykoBenkoB // OtreuectBeHHble apxuBbl. — 2018. — Ne 4. — C. 21-29.

4. Sukosad, B. ®@. Yro usmenmwiocs B 'OCT P 7.0.97-2016 no cpaBuenuto ¢ I'OCT P
6.30-2003 [DnektpoHHbIi pecypc] / B. ®. SuxoBas // Jlenmompou3BOACTBO H
JOKyMeHTOo00opoT Ha mpeanpustuu. — 2018. — Ne 6. — Pexxum goctyna: http://www.delo-
press.ru/articles.php?n=28973

Ilpaxmuueckas paboma Ne 15. Tema «Cocmaenenue u ogpopmnenue
CNPAGOUHO-UHPOPMAUYUOHHBIX OOKYMEHNO6)

Llene  pabotel —  (GOpPMHpPOBAHWE  TPAKTHUYECKUX  HABBIKOB  O(POPMIICHHSA
MH(GOPMALIMOHHO-CIPABOYHBIX JJOKYMEHTOB: COCTaBJICHHS U OQOPMIIEHHS MPOTOKOJIOB,
aKTOB, IMUCEM, CITy’)KEOHBIX, OOBSICHUTEIHHBIX U JOKJIATHBIX 3aITUCOK H T. II.

3ajgaHue U METOJIMKA BbINMOJHEHMs: ucnodb3ys Marepuasnsl ['OCT I'OCT P 7.0.97-
2016 «OpraHu3aliOHHO-PACTIOPSIUTENbHAS JTOKyMeHTanus. TpeboBaHus K 0(QOpMIICHHUIO
JIOKYMEHTOB», BBIIBUT€ BCE OLIMOKH, JOMYIIEHHbIE NpU OGOPMIICHHUH PEKBU3UTOB
MPEJICTABICHHOTO HIKE MTUChMa M KOPOTKO MUChMEHHO 0XapaKTEPU3YUTE 3TH OIIUOKH.

* . .
Tanuukoe TanuuKuii MOIOYHBIN 3280 O61mecTsy ¢ OrpaHHYeHHON
MOAOKO «TATMUKOE MOJIOKO» OTBETCTBEHHOCTHIO

«KOMOMHAT IIKOJIHLHOTO ITUTAHUSD
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623620, Poccus, Ceeponosckas obracms, Ne 1
Tanuyxuii paiion, noc. Tpouykui, yi. Mupa, 0. 87.
Teneghonwi: 8(343)2260808

Homep ons coobwenuii: 8(922)1885858 (Whats App) gl/ge;lmp
E-mail:info@talitsa.ru -H. vlBaHIIOBa
HWHH/KIIIT

622042, CepanoBckas o0JI.,
r. Hwxauii Tarum,
yi. [To6ensr, n. 51, xomH. 172.

74510020030/745200200

Or « _ » 202 1. Ucx. Ne
Ha Ne 35/2-2022 ot 24.01.2022 1.

IIMCBMO
«O nocTaBke MOJIOYHON MPOAYKLIANY.
VBaxxaemasa Enena Hukoimaesna!

B otBer Ha Bame nucemo Ne 35/2-2022 ot 24.01.2022 r. coobiaem, uto ¢ 01.02.2022 npexanpusitue
BO300HOBHT ITOCTaBKY MOJIOYHOM MPOYKIUH B COOTBETCTBHHU C JOTOBOPOM.

Hupextop Tanukoro MojaoyHoro
3aBojia « Taanuikoe MOJIOKOY . A. Tomun

HUcn. Kporosa H.H.
8(343)2260809

Pexomenodyemasn numepamypa:
OcHoBHasl TUTEpaTypa K IpakTHueckoi padore (cm. 1. 7.1).
JomnonnurenpHas TuTepaTypa K NpakTHUeCKol pabore:

1. Amnommna, H. H. J/lenoBoe muchbMO: METOUKA COCTABJICHHS U TpaBUia 0QOPMIICHHUS :
npakt. mocooue / H. H. Anonuna. — 8-e uzn., ucnp. — M. : Omera-JI, 2014. — 100 c.

2. Kysuenos, C. JI. HoBeiit I'OCT na odopmienue mnoxymentos / C. JI. Ky3ueuos //
HenonpouspoactBo. —2017. — Ne 2. — C. 25-36.

3. Menemensi, M. Kak rpaMoTHO cocTaBuTh CiyxeOHyI0 3amucky / M. Menemens //
Kanpoas cinyx6a u ynpasienue nepcoraiom npeanpusatus. — 2018, — Ne 2. — C. 45-54.

4. Tlopsanok cocraBieHUus U OPOPMIICHHS CIIPABOYHO-UH(OPMAIIMOHHBIX JOKYMEHTOB //
JlokymeHTOBeieHHE : YYeOHUK M NPaKTHKYM Ui akajaeM. OakanaBpuara / mox pex. JI. A.
Hopoununoit. — M., 2017. —T'n. 7. — C. 171-237.

6.3.4.3. Tembl ¥ 3a7aHUs 1J151 MEJIKOTPYNIIOBBIX/UHAMBUAY AJbHBIX 3aHATHI

MenkorpymnmnoBbie/ MHIUBUAYATbHBIC 3aHATHS MO0 TUCIUIUIMHE YYECOHBIM TUIAHOM HE
MPElyCMOTPEHBI.

6.3.4.4. TunoBbie TeMbI U 32IaHUS KOHTPOJBbHBIX Pad0OT
(KOHTPOJILHOTO YPOKAa)

KonrpospHas paboTa B y4eOHOM IIPOLIECCE HE UCTIONB3YETCS.
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6.3.4.5. TecToBbIE 3aJaHUA
TecroBbie 3amaHus BKIOYEHBI B (OHJI OICHOYHBIX CpeJICTB. cCmosb3yroTcs
TECTOBBIC 3alaHus B (opme BBIOOpP OJHOTO, ABYX W OoJjiee MPaBWIBHBIX OTBETOB W3
MPEIOKEHHBIX, YCTAHOBJICHUE COOTBETCTBHS (IIOCIICI0BATEIIBHOCTH ), KeC-3aTaHusI.

6.4. MeToauueckne MAaTePHAJILI, OIIpPeae/IgoIue nmpoueaypsl OneHNBaHus 3HAHUN
9 9
YMeHMI U BJIAJIeHUI, XapaKTePU3YIIIHUX 3Tanbl ()OPMUPOBAHUS KOMIIETEHIH I

1. HopmaTuBHO-MeTOIMYECKOE OOECIieUeHHE TEKYLIero KOHTPOJS yCIIEBA€MOCTH U
MIPOMEXKYTOUHOM aTTecTaluyi 00ydaroluXcs OCYIIeCTBIsIETCS B cOOTBEeTCTBUU ¢ «Ilopsinkom
OpraHu3alil ¥ OCYIIECTBICHHUS O00pa30BaTEIbHON MEATEIBHOCTH IO 00pa3oBaTeIbHBIM
mporpaMMaM  BbIcHIero oOpa3oBaHMsl — @porpaMMaM OakajaBpuara, MpOrpaMMam
CHEIHAIIUTETA, TIPOTpaMMaM MarucTpaTypsl» (yTB. IprKa3oM MUHUCTEpCTBA 00pa30BaHUS U
Hayku P® Ne 301ot 05.04.2017) u noKanbHBIMH aKTaMu (ITOJIOKEHUSIMH) 00pa30BaTEIIHHOM
opranmzaiuun  «OO0 opranuzanuu y4eOHOH paboTe» (yrB. 25.09.2017), «O mopsgke
MPOBEJCHUS TEKYIIEro KOHTPOJS YCIIEBAEMOCTH OOYyYaroluxXcs MO MpOorpamMmaM BBICHIETO
oOpazoBaHusi — mporpaMMaMm OakajaBpuara, CIEHUATUTETa M Maructpatrypb» (YTB.
25.09.2017), «O mopsimke TPOBEACHHS MPOMEKYTOYHOM AaTTECTAIMU OOYydYaroIIMXCs 10
nporpaMMaM BBICHIETO OOpa3oBaHUs — MporpaMmaM OakajaBpHara, CIEHUaTUTeTa |
Maructparyps» (yTB. 24.09.2018).

KonkperHnsie ¢GoOpMBI ©  TpONEIypbl TEKYIIErOo KOHTPOJIS YCIEBAEMOCTH U
MPOMEXYTOUHOM aTTecTaluy MO JAMCLUIUIMHE oTpakeHbl B 4 pazgene «CoaepikaHue
JUCLUTUIMHBL, CTPYKTYPUPOBAHHOE TI0 TeMaM (pa3ziesiaM) ¢ yKa3aHHEeM OTBEICHHOTO Ha HUX
KOJIMYECTBA aKaJeMHUECKUX YaCOB U BUJIOB YUEOHBIX 3aHITHIIY.

AHan3 W MOHUTOPUHT TPOMEXKYTOYHOM AaTTeCTallud OTPAKEH B COOpHHKE
CTaTUCTUYECKUX MaTepuainoB: «IToru 3uMHel (JieTHEi) 3aueTHO-9K3aMEHAIMOHHON CECCUI.

2. Jlisg mMOATOTOBKMA K MPOMEXKYTOUHOM aTTECTAlMH PEKOMEHIYETCS MOJIb30BaThCS
(OHIOM OLIEHOYHBIX CPEJCTB:

— MepedYeHb KOMIIETCHIMH € yKa3aHHUEeM 3TanoB MX (OPMUPOBaHUS B IpoLEcCe
OCBOCHHS 00pa3oBaTebHON IPOrpaMmel (cM. 11. 6.1);

— OMHCAHUE MOKA3aTeJIe W KPUTCPUECB OIICHUBAHUS KOMIICTEHIIUN Ha Pa3InIHBIX
sTanax ux (GOpMHUPOBaHMUS, OIMCAHHUE KA OLEHUBaHUS (CM. 1. 6.2);

— THIIOBBIC KOHTPOJBHBIC 3aJaHHS WM WHBIE MaTepHalbl, HEOOXOAMMBIE IS
OLICHKM 3HAHWM, YMEHUH, BIAJCHUI, XapaKTepU3yIOIMX dTanbl  (HOPMHUPOBAHUS
KOMIIETEHIIMI B Ipoliecce OCBOCHUSI 00pa30BaTebHON IPOrpamMmsl (M. 11. 6.3).

3. TpeboBaHus K MNPOXOXKIEHUIO MPOMEKYTOYHOW aTTeCTAllMU 3a4eT U HK3aMEH.

OOyyJaromuiics JOHKEH:
- IPUHUMATh Y4acTHE B CEMUHAPCKHUX 3aHATHUSAX;
- CBOCBPEMEHHO U KaYECTBCHHO BBIMIOIHSITH MPAKTUICCKUE PAOOTHI;
- CBOEBPEMEHHO BBHITIOJIHATH CAMOCTOSATEIbHBIC 3aJaHHS;
- IPOMTH MPOMEKYTOYHOE TECTUPOBAHHUE.

4. Bo Bpems IpOMEKyTOYHOM aTTeCTalluK UCTIOIb3YIOTCS:

— Onmanku OwmeTOB (YCTaHOBJICHHOTO 00pasia);

— CIIMCOK TEOPETHUYECKHX BOIMPOCOB U 0aza MPaKTUYECKUX 3aJaHHi, BBIHOCUMBIX Ha
3a4eT U 9K3aMCH;

— OIKCaHUE IIKaJl OLICHUBAHUS;

— CTPaBOYHBIE, METOJIMYECKUE Y MHBIC MATEPHAIIBI.

S5.JAnd  OCylIecTBIGHHS MPOIENyp TEKYLIero KOHTPOJISL — YCIIEBa€MOCTH H
MIPOMEXKYTOYHOH aTTeCTaluyl JJIsi WHBAIUJIOB W JIUI] C OTPAaHUYCHHBIMH BO3MOXKHOCTSIMH
3M0pOBbsi  (DOHABI  OLIGHOYHBIX CpPEJICTB AJalTUPOBAHBl 3a CYET HCIOJIb30BAaHUSA
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CTEILMATT3UPOBAHHOTO 000pYAOBaHUS ISl MHKITIO3UBHOrO 0oOydeHusi. Popma mMpoBeAeHUs
TEKyIIe U HMTOTOBOM aTTecTaluu AJis CTYIACHTOB-UHBAIMJIOB YCTaHABJIMBAETCA C Y4ETOM
WH/IMBUAYAIbHBIX TICUXO(U3NYECKHX OCOOCHHOCTEeH (YCTHO, NHCBMEHHO Ha Oymare,
MUCHbMEHHO Ha KOMIbIOTEPE, B (hOpMe TECTUPOBAHHUS U T. I1.). [Ipn HEOOXOAUMOCTH CTYACHTY-
MHBAJINY NPEJOCTABISETCS JONOJHUTEIBHOE BpeMs UIsl MOATOTOBKM OTBETA HA 3aueTe U
HK3aMEHE.

7. IIEPEYEHb IEYATHBIX U DJIEKTPOHHBIX OBPA3OBATEJIbHBIX U HHO®OPMAIIMOHHBIX
PECYPCOB HEOBXO/JUMBIX JJI1 OCBOEHUA AUCHUITJIMHBI

7.1. IleuaTHble U (WIH) 3JEKTPOHHbIE 00Pa30BaTe/IbHbIE pecypchl’

1. MoxkymenTtoBenenue : yueb. / I'. @. 'opaykanosa, T. B. 3axapuyk, E. A. [lnemkesud ;
Hay4. pea. ['. B. Muxeea. — CII0. : [Ipodeccus, 2013. — Y. 1. O6mee 10KyMEeHTOBEICHUE. -
320 c. — (Yuebnuk ans 6akanaBpoB). — Pexxum moctyma:
http://biblio.profy-lib.ru/book/-/pdf/19616

2. Kynses, H. H. loxymenroBenenue : yueonuk / JI. H. Ypanos, A. I'. ®abpuunos, H.
H. Kynses. — M. : Jloroc, 2011. — 178 ¢. — (HoBast yauBepcuteTckas 6ubanoreka). — Pexxum
nmoctyna: http://rucont.ru/efd/1780797cldren=0.

3. MopeBa, O. H. JlokymentHple ¢oHAB OHOMMOTEK W HWHGOPMAIMOHHBIX CITYKO
[DnextponHsIii pecype] / O. H. Mopesa. - DnektpoH. naH. - Cankr-IletepOypr : Ilpodeccus,
2010. - 400 c. : col. - Pexxum moctymna : http://biblio.profy-lib.ru/book/-/pdf/19400

4. Cyxkmuacss, 3. P. [Ipaktuyeckoe 10KyMeHTOBeeHHE [ DNEeKTPOHHBIN pecypc] : yueOHo-
npaktuueckoe mocobme / O. P. Cykwmacsn. - DnektpoH. naH. - Caskt-IletepOypr
[Tpodeccus, 2014. - 96 c. : col. - (A30yka 6ubamoreynoi mpodeccun). - Pexxum mocryna :
http://biblio.profy-lib.ru/book/-/pdf/19741

7.2. UndopMmanioHHbIE pecypcehl

7.2.1. Ilpogpeccuonanvusvie 6azvt OaHHBIX U UHPOPMAUUOHHBIE CHPABOUHBLE CUCHEMbL

ba3bl 1aHHBIX:

bubmuoreka aucceprammii u  pedeparoB  Poccum .~ Pexum  goctyna:
http://www.dslib.net

Enunoe okxHO poctyma K uHGOPMAaMOHHBIM pecypcam.— Pexum pocryna:
http://window.edu.ru

«Kubepnenunka» Hayunas osnekTpoHHass OubOnuoreka— Pexum pocryma:

https://cyberleninka.ru

Hayuynast ~ snektponnas  O6ubOnmoreka  E-library .-~  Pexxum  mocryma:
https://elibrary.ru/defaultx.asp

Harnonanenas snekrponHast 6ubnuoreka — Pexxum poctyna:http://xn--90ax2c¢.xn--

plai/
PocundopmkyneTypa: poc. cucrema Hayd.-mH(popM. OOecredeHUss KyJIbTYp.
HesrensHocTH: odull. caiit. — Pexum gocryna: http://infoculture.rsl.ru/RSKD/main.htm
Poccuiickas kHmkHas nanara.— Pexum goctyna: http://www.bookchamber.ru/
OI'VII HTII «Hudopmpeructp» — Pexnm JOCTYTIA:
http://inforeg.ru/about/itemlist/category/49-obshhie-svedeniya
OBC «Jlanwy — Pexxum nocryna:http://e.lanbook.com
OBC «PykonT» — Pexxum nocryna: http://rucont.ru

' O6ecneuenvie 00yYAOIMXCS HHBAIUIOB U JIUI] C OTPAHUYEHHBIMU BO3MOXKHOCTSMH 3110POBbs EYATHBIMU U
AJIEKTPOHHBIMH 00pa30BaTEIbHBIMHI PECYpPCaMH OCYLIECTBIISIETCS B (hOpMax, alaliTHPOBaHHBIX K OrPaHHYEHUSIM
UX 370POBbsL.
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http://rucont.ru/
http://e.lanbook.com/
http://inforeg.ru/about/itemlist/category/49-obshhie-svedeniya
http://www.bookchamber.ru/
http://infoculture.rsl.ru/RSKD/main.htm
http://xn--90ax2c.xn--p1ai/
http://xn--90ax2c.xn--p1ai/
https://elibrary.ru/defaultx.asp
https://cyberleninka.ru/
http://window.edu.ru/
http://www.dslib.net/
http://biblio.profy-lib.ru/book/-/pdf/19741
http://biblio.profy-lib.ru/book/-/pdf/19400
http://rucont.ru/efd/178079?cldren=0
http://biblio.profy-lib.ru/book/-/pdf/19616?p_p_auth=PpMwky13

OnektpoHHass ~ Ombnmmoreka  muccepramuii  PI'bB —  Pexxum  gocryma:
http://www.dslib.net;

NudpopmaniuoHHbie CIPABOYHbIE CUCTEMBbI:
— I'apaHr.

7.2.2. Pecypcol ungopmayuonno-meneKoMmMyHuKayuonnou cemu Humepnem
http://www.intuit.ru/ — HanimoHaabHBIH OTKPBITHI YHUBEPCUTET

https://vniidad.ru/ — Beepoccuiickuit HUM nokyMeHTOBEIeHUS M apXUBHOIO €A
https://vniidad.ru/downloads/metodich-literatura/Monitoring%202021.pdf — «Torn
MOHHUTOPHHTA TOKyMEHTO000pOTa B (peiepalibHbIX OpraHax UCTIOJHUTEIHHOM BIACTH U
nepexoja ¢eaeparbHbIX OPTaHOB UCTIOTHUTEIHFHOM BJIACTH Ha 0€30yMaKHBIHI
JTIOKyMeHT0000poT 3a nepuof ¢ 2015 mo 2020 rr.»

https://www.top-personal.ru/officeworks.html — apxus HomepoB xypHa1a

«Jles10mMpoOU3BOACTBOY
https://www.profiz.ru/sr/ — xypuan «Cexperapb-pedepeHn»
https://e.sekretaria.ru/ — xypHan «CripaBoYHHUK cekpeTaps U ouc-MeHemKepay

8. METOJMYECKHUE YKA3ZAHUA 151 OBYYAIOILIUXCSA
MO OCBOEHUIO JUCHUIIJINHbI

KommnekcHoe n3ydeHue oO0y4yarolMMUCS AUCHUILUIMHBI MPEIosaraeT: OBJaJeHHe
MarepuagamMu JISKIHi, y4eOHOW M JIOMOJIHUTEIBLHON JIUTEepaTypol, yKa3zaHHOW B pabouei
nporpaMMe JMCLUIUIMHBL, TBOPYECKYI0 pPabOTy o0Oydarolmuxcsi B XOA€ MPOBEACHUS
CEMHHApPCKUX (IPAKTHUECKUX, WHIAUBUAYAIbHBIX) 3aHATHI, a TaKkKe CHCTEMaTHYeCKoe
BBINOJIHEHHE TECTOBBIX U MHBIX 33JJaHUN JJIsi CAMOCTOSTEILHON paboThl 00yUarOIUXCsl.

B Xxonme nexuumii packpbIBarOTCS OCHOBHBIE BOIPOCHI B PaMKax pacCMAaTpUBAEMOU
TEMBI, JIeJaI0TCsA aKUEHThl Ha HauboJyiee CIOKHBIE M MHTEPECHBIC MOJO0XKEHUS H3y4yaeMOro
MaTepuasa, KOTOpble JOKHBI ObITh IPUHATHI OOydYaroluMuUcs Bo BHUMaHue. OCHOBOM AJis
MOJArOTOBKM OO0YYaromerocss K CEMHUHApCKUM 3aHATUSAM SBISAIOTCS JIEKIMM M U3JaHus,
pexomMeHayemble npernojaasareneM (cM. m. 6.3. TumoBble KOHTPOJbHBIE 3aJaHUSI WM HHbIE
MaTepHualibl, HEOOXOAUMBIE JUIsl OLIEHKM 3HAaHUM, YMEHWi, BIaJE€HUH, XapaKTepHU3YIOLIHX
sTanbl GOPMUPOBAHUS KOMIIETEHIIMH B ITPOLIECCE OCBOEHUS 00pa30BaTEIbLHON IPOrPaMMBI).

OCHOBHOH LIENBbI0 CEMMHAPCKUX 3aHATHUI SIBIISIETCS KOHTPOJIb 3a CTENIEHBIO YCBOEHUS
MIPONJEHHOIO MaTepraia U XOJOM BBIIOJHEHHS 00y4YalOIIMMUCS CaMOCTOSATEIbHON paboThI,
oOcyxaeHue HauOojiee CIOXKHBIX U CIIOPHBIX BONPOCOB B paMKax TEMbl CEMHHAPCKOIO
3anatud. [Ipu oOCcykneHnn Ha ceMUHapax CIOXKHBIX U JUCKYCCUOHHBIX BOIIPOCOB U MPOOJIeM
UCTOJB3YIOTCS METOJUMKHM HUHTEPAKTUBHBIX (OpM 0O0ydeHUs (Ouckyccus, HnolemMuxa,
CUMYAYUOHHbIE U MBOpYecKUe 3a0anus m. 0.), 9TO MO3BOJSET IOrpyKaTh OOydarOIIUXCs B
peanbHyt0 aTMoc(epy JeI0BOr0 COTPYIHHUYECTBA M0 Pa3pelICHHIO MPOoOJIeM, ONTUMAIbHYIO
JUUIS1 BBIpAaOOTKU YMEHUHN U BIAJACHUM.

JUis  yCHemHOM TOATOTOBKM K CEMHHAPCKUM 3aHATHAM oOydarouuecs B
00s3aTeNIbHOM TOPSJIKE, KPOME PEKOMEHJyEeMON K H3YyYEHHUIO JHUTEpPaTyphl, 3JIEKTPOHHBIX
U3JJaHUH U UHTEPHET-PECYPCOB, AOJDKHBI UCIOJIb30BATh MyOIMKALMU IO U3ydYaeMOW TeMe B
KypHasax: «JlemonpousBoactso», «Cekperapb-pedepeHT», «CHpaBOYHHK CEKpeTaps Hu
oduc-mMeHemKepar.

OCHOBHOH 11€JIbI0 MTPAKTUUECKUX 3aHATUH SIBIsSIETCS OTpaObOTKa MpOo(hecCHOHATBHBIX
YMEHMHM M BJIAJICHUIM HaBbIKAMHU. B 3aBHCHMOCTH OT COJEp)KaHUs NMPAKTUYECKOIO 3aHSATHS
MOTYT OBITh MCIIOJI30BaHbl METOJAUKH MHTEPAKTUBHBIX (hopM oOyueHusi. OCHOBHOE OTIMYHE
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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
https://vniidad.ru/downloads/metodich-literatura/Monitoring%202021.pdf
https://vniidad.ru/
http://www.intuit.ru/
http://www.dslib.net/

AKTUBHBIX U UHTEPAKTUBHBIX YIPAXKHEHUN U 3aJaHUI B TOM, YTO OHU HAIPaBJICHbI HE TOJIBKO
1 HE CTOJIBKO Ha 3aKPEIUICHHUE YK€ U3YUEHHOI0 MaTepuala, CKOJIbKO Ha U3y4€HHE HOBOIO.

Jlyis BBITIOJTHEHUS 3aJaHU CaMOCTOATEIBHOW paboThl B MUCBMEHHOW (opme 1o
TeMaM oOOydaromuecsi, KpoMe PEKOMEHIYeMOW K H3YyUEHUIO JUTEepPaTyphl, SJIEKTPOHHBIX
W3JIaHUI U UHTEPHET-PECypPCOB, JOJDKHBI MCIOIB30BATh MyOIHKAIIMK 10 U3y4aeMOl TeMe B
KypHanax: «Jlemonpou3BoactBo», «Cekperapb-pedepent», «CHpaBOYHHK CEKpeTaps Hu
oduc-MeHeKepay (3amaHus s CaMOCTOSTENbHON pabotel cMm. B Pasgene 5. Ilepedens
y4e0HO-METOINYECKOro o0ecreyeHust IJii CaMOCTOSITEIbHOM paloThl 00ydYaromuxcsl 10
JTUCLUILIIUHE).

[IpenycMoTpeHO TMpoBeneHHUE WHAMBUAYyAIbHONH pabOThl (KOHCYJIbTALM) C
00yJaroIMMUCS B XO/I€ U3YUCHHS MaTepHala JaHHOW TUCIUTUINHBI.

Boibop MetogoB o0y4eHHs 8 MHBAIMAOB M JIMI C OrPaHUYCHHBIMU
BO3MOXXHOCTSIMU 3/TOPOBBSI OTIPECIIICTCS C YI€TOM OCOOCHHOCTEH BOCIIPHSTHS UMH YIeOHOM
uHboOpMaluy, CcoJepKaHUs OOydYeHUs, METOAMYECKOr0 U MaTepualbHO-TEXHUYECKOTO
obecnieueHus. B 00pa3oBaTebHOM TMPOIIECCE HCIONB3YIOTCS COIMATbHO-aKTUBHBIE U
pedieKCUBHBIE METObl 00YUYEHHS, TEXHOJIOTMH COLIMOKYJIBTYPHON peaOuIuTaluu C LEebio
OKa3aHMsI MIOMOIIY B YCTAHOBJICHUH MOJHOLICHHBIX MEXJIMYHOCTHBIX OTHOIICHHUH C APYTrUMHU
00y4JarmuMucs, co3gaHusi KOM(OPTHOTO MCUXOJOTHYECKOro KJIMMara B CTYJEHYECKOU
rpyIre.

Taoauna 14
OueHovHbIe CpeacTBA MO TUCIUIIMHE C YYETOM BHIA KOHTPOJISA

HanMeHoBaHue
Kparkas xapakTepucTnka
OLICHOYHOI 0 Buab! KoHTpOIA
OLIECHOYHOI'0 CpeACcTBa

cpeiacTBa
ArtTecTanus B CpenctBo obecriedueHust oOpaTHOW cBsA3M B yueOHOM | Texymuid
paMKax TeKyILero | mpouecce, ¢GopMa OLEHKM KadecTBa OCBOCHHUS | (arrecraius)
KOHTPOIIS 00pa30BaTeNbHBIX MTPOrPaMM, BBHITIOTHEHHUS YI€OHOTO

miaHa u rpaduka y4eOHOTro mpolecca B MEpHO
00YyYeHUSs! CTYJICHTOB.

3ayer u 9k3aMeH | PopMbl OTUETHOCTH oOyuaromerocs, onpenensembie | IIpomexyTounbIi
y4eOHBIM  IIAaHOM. 3adeThl  ciaykaT  (opmoid
MPOBEPKU KAueCTBa BBIIIOJHEHUS OO0YYalOMIMMUCS
y4eOHBIX pPaboT, YCBOGHHS Y4YeOHOTO MaTepuania
MPAaKTUYECKUX M CEMHHAPCKHUX 3aHATHH. OK3aMeH
CIy’)KUT JUIS OLIGHKM pPaboThl oOydyaromerocs B
TE4YeHHE CpoKa 00yUeHMS MO IUCHMIUIMHE (MOYIIO)
W TpU3BaH BBUIBUTH yPOBEHb, IPOYHOCTh H
CHCTEMAaTUYHOCTh MOJTYYECHHBIX UM TEOPETUUECKUX U
MPaKTUYECKUX 3HAHWH, NPUOOPETEHHs BIIAACHUS
HaBBIKAMH CaMOCTOSTENIBHOH paboThl, pPa3BUTHUS
TBOPYECKOI0 MBIIIJICHUS,, yYMEHHE CHHTE3HpPOBATh
MOJy4YCHHBIE 3HAHUS M NPUMEHATh HX B PEUICHUU
MPAaKTHYECKUX 3a7a4.

Keiic-3agaua [IpoGiemHoe 3amanue, B KOTOpoM, obOydaromemycs | Texymmuii (B pamkax
MpeJIararoT OCMBICITUTh peabHYI0 | MPAKTHYECKOTO 3aHATHUS
npoeCCHOHAIFHO OPHUEHTHPOBAHHYIO CHUTYalUIO, | WM caM. paboThI)
HEOOXOOUMYIO ISl PELIeHUsl JAHHOH NpoOieMbl B
COOTBETCTBYIOIIEH 00IaCTH.

KoHcrnekTsl Bun mmcemenHo# pabotel mns  3akperuieHus u | Texymuit (B pamkax
[IPOBEPKU  3HAHWK, OCHOBAHHBIM HAa  YMEHUU | JICKIIMOHHBIX 3aHSITU
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HaunmeHnoBanue
OLIEHOYHOTI0
cpeacTBa

Kpartkas xapakrepucTuka
OIIEHOYHOT'0 CPeCTBa

Buael KOHTpOJIA

«CBEPTHIBATH I/IH(l)OpMaI_II/IIO», BBIJCIIATH I'JTaBHOC.

WU caM. paboThI)

Kypcosas pabora

Bun  camocrosiTensHONW ~— MUCBMEHHOM — PaloOTHI,
HANpPaBJICHHBI Ha BBISBJICHUE CTCTIICHU OCBOCHUS
0a30BBIX MPOOJIEM JUCHUIUIMHBI (MOXyneid) u
BBIPaOOTKY COOTBETCTBYIONTNX KOMITCTCHITHH.

IIpomesxyTOUHBIM

[IpakTuyeckas OreHouHoe CpEACTBO JInIE: 3akperuieHus | Texkymmii (B paMmKkax
pabora TEOPETUYECKUX 3HAHWK M OTpabOTKM BIAACHUS | MPAKTHYECKOTO 3aHSTHUS,
HaBBIKAMH M YMEHHH, CIOCOOHOCTH NPUMEHATH | caM. pabOThI)
3HaHVSI TTPY PEIICHIH KOHKPETHBIX 32J1a4.
CemMuHap OnuH U3 OCHOBHBIX METOAOB 00CYykAeHus yueOHoro | Texymmid
MaTepuaja ¥ HMHCTPYMEHT OLIEHKM CTENEHH €ro
ycBoeHus. CemMHMHaApbl MPOBOISTCA IO Hanbomee
CIIO)KHBIM BOTIpocaM (Temam, paszenaMm) ydeOHOH
OpOrpaMMBbl  C IIENbI0  YIIIyOJCHHOTO HM3Y4eHUs
JUCLUIUTMHBI, TPUBUTUS OOyYaromMMCS BIIAACHUS
HaBBIKAMH CaMOCTOSATENIPHOIO IIOMCKAa W aHalu3a
nHpOpMaun, GOPMHUPOBAHUS U Pa3BUTHs HAYYHOTO
MBILIUJICHHUSI, YMEHHUS AaKTUBHO YYacTBOBAaTh B
TBOPYECKOU JHMCKYCCHH, JenaThb BBIBOJBI,
aprYMEHTUPOBAHO W3JaraTb M OTCTaWBaTh CBOC
MHEHHE.
CuTyaloHHbIE 3aganus,  BbINOJNHAEMBIE — oOywatommMmucs — mo | Tekymmii (B pamMkax
3aaHus pesyibTaTaM NPOHAECHHON TEOpUH, BKIIOYAIONIUE B | MPAKTHYECKOI'O 3aHATHS,
ce0s He BOPOC — OTBET, & ONMHCAHUE OCMBICJICHHOTO | CEMUHapa MM CaM.
OTHOUICHUS K MOJYYCHHOW TEOPHH, T. €. pedekcuto, | paboThl)
100 NPUMEHEHHE IAaHHBIX TEOPETUYECKUX 3HAHUUN
Ha MPaKTHKE.
Tect Cucrema CTaHJAPTU3UPOBAHHBIX 3amannii, | Texymuii (B pamkax
MO3BOJIAIOLIAS aBTOMATU3UPOBaTh  NPOLEAYPY | BXOTHOM TUArHOCTHKH,
HU3MEpPEHUS YPOBHS 3HAHUH u YMEHHUH | KOHTPOJISA 1O JIH0O00MY U3
00y4aroierocs. BHJIOB 3aHATHH),

IIPOMEKYTOUHBIHI

9. ONMUCAHUE MATEPUAJIbHO-TEXHUYECKOI'O OBECNIEYEHMS, HEOBXOUMOT'O JJ1d
OCYHIECTBJIEHHUS OBPA30BATEJIBHOT'O TIPOLECCA IO JUCHUIIJIMHE

Y4eOHbIC ayTUTOPUH IS MPOBEACHUS YYCOHBIX 3aHATHH 1O JUCIUIUITHHE OCHAIICHBI
obopynoBanueM (ydueOHasi MeOelb) U TeXHUUYECKUMH CPECTBAMU 00y4YeHHs (KOMIBIOTEPHAS
TEeXHHKA, MyJIbTHMEIUHHOE 000pyI0BaHNE, TIPOBOIHON HHTEPHET).

[TomemieHust A7l CaMOCTOSTENbHON pabOThI OOYYAIOIIUXCS OCHAIICHBI KOMIBIOTEPHOMN
TEXHUKOW ¢ BO3MOXKHOCTBIO TOJKITIOUEHUS K ceTH «HTepHeT» M 00ecreveHbl JOCTYIOM B

9JICKTPOHHYIO I/IH(I)OpMaI_II/IOHHO-O6pa3OBaTCJ'ILHy10 cpeay MHCTUTYTA.

— JIMIEH3HMOHHOE M CBOOOJHO pPAaCHpOCTpaHsIeMOe IPOrpaMMHOE OOeCIeUCHHUE:
Microsoft Windows, Microsoft Office 2007, Google Chrome, Internet Explorer
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JIuct n3meHeHuii B pabo4yro NporpaMmy AU CHUIITHHBI

B pabouyio mnporpamMmy AHCHUIUIMHBI BHECEHBI CIEAYIOIIUE W3MEHEHUs U
JIOTIOJTHEHHMS:
PexBu3uTHI Homep
Y4eOHblii MPOTOKOJIA pasnea, N .
Coaeprxanue U3MeHeHMI U 10TIOJTHEHUI
roa YueHoro noapasueJ
coBeTa a

2023/24 mpotokoa Ne § be3 nsmenenuit

ot 29.05.2023
2024/25 mpoToKoa ~ Ne be3 nzmenenmit

11 oT

27.05.2024
2025/26 nporokon Ne 8 | P.7 JlopaGoTaH CIUCOK JUTEPATYPHI

ot 26.05.2025
2026/27 [Tporokonm  Ne be3 u3menenmit

10 oT

25.05.2026
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YyebOHoe u3anue

ABTOp-COCTaBUTEIb
Haranbs OneroBHa AjiekcaHapoBa

JOKYMEHTOBEJIEHHUE

Paboyasi nporpaMmma QM CHUTIIHHBI

IIporpamma GakajaBpuara
«/lokymeHTanuOHHOE 00ecnieyeHne YpaBaeHUs»
10 HANPABJIEHUIO MOATOTOBKHU
46.03.02 JlokymeHTOBe/leHHE U ApXMBOBeIeHHE
Kpanmundukanus: 0akaaasp

[leyaraercs B aBTOPCKOM peakLuu

[lodnucaHo k neuamu
@opmam 60x84/16 O6sem n. ..
3aka3s Tupaosic 100 3K3.

UYenssOuHCKUM TOCYAapCTBEHHBIA HHCTUTYT KYJIBTYPBI
454091, Yensbunck, yi. OpmkoHUKHa3e, 36a

Otneuarano B Tunorpaguu YI'MK. Pusorpad
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