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ABTop-coctraButenb: Anekcanaposa H. O., noueHT kadeapbl HICTOPUH, MY3€0JIOTUH U
JIOKYMEHTOBEICHHUS, KaH]. UCT. HAYK, JOLEHT

Pabouas mporpamma nucuuiuinHbl kKak coctaBHast yacth OIIOII Ha 3acenanuu coBeta
(bakynbpTeTa JOKyMEHTAIBHBIX KOMMYHUKALMH U TypU3Ma PEeKOMEHIO0BaHA K PaCCMOTPEHHIO
AKCIEPTHON KOMHCCUEH, MPOTOKoa Ne 6 ot 22.03.2022.

Okcneptuza nposeneHa 22.04.2022, akt Ne 2022/10Y

Pabouas mporpamma nucuuIuiMHbl Kak coctaBHast yacth OIIOII yrBepxaena Ha 3ace-
JlaHUM YUYeHOro coBeTa HHCTUTYTa npoTokoa Ne6 ot 30.05.2022.

Cpoxk aeiictBus pabodeil nmporpamMmbl JUCHUILINHBI IPOJUIEH HA 3aceJaHUH Y UYEHOTO
COBETA MHCTUTYTA!

Y4eOHBbIi 1ox Ne npoTokoJ1a, 1aTa YTBEPKIACHUS
2023/24 npotokoia Ne 8 ot 29.05.2023
2024/25 npoTokoa Ne 11 ot 27.05.2024
2025/26 npotokoi Ne 8 ot 26.05.2025
2026/27 [Tporokoa Ne 10 ot 25.05.2026
63 JlokyMeHTOBeieHHe : pabodasi mporpaMma JUCIUIUIMHGI : IPorpamMma OakaiaBpH-

ara «JlokymeHTaIMOHHOE OOecrieueHre YMpaBICHHUs» [0 HAMPABICHUIO TOATOTOBKU
46.03.02 JlokyMeHTOBEJICHHE U apXMBOBEACHUE, KBaTU(UKaIKs : OakanaBp / aBT.-
coct. H. O. Anekcannposa ; YensOMHCKUI ToCy1apCTBEHHBIA UHCTUTYT KYJIBTYpBI. —
YensOunck, 2022. — 54 ¢. — (@I'OC BO Bepcust 3++). — TekeT : HEMoCpeICTBEHHBIH.

PaGouast mporpamMma JUCIMILIMHBI BKITIOYAET: TIEpEeYeHb IIAHNPYEMBIX PE3yJIBTaToB 00yde-
HUSL 110 IUCLMILINHE, COOTHECEHHBIX C IUIAHUPYEMBIMH PE3yJIETaTaMi OCBOCHHUS 00pa30BaTelIb-
HOH MporpaMMbl; YKa3aHue MecTa JUCIUILTHHBL B cTpykType OITOIT; 00beM JUCIUTLIHHBL B 3a-
YeTHBIX CJIMHULAX C YKa3aHHEM KOJIMYECTBA aKaIeMUYECKHX YacOB, BBIICICHHBIX Ha KOHTAKT-
Hy!0 paboTy 0Oydarommxcsi ¢ mperojasaresieM (10 BUJIaM YYeOHBIX 3aHSTHIT) U HA CaMOCTOSI-
TEJIbHYI0 paboTy OOydYaroIMXcsl; COIEpXKaHHE AMCLHIUIMHBL, CTPYKTYPUPOBAHHOE IO TeMaM
(pa3nenam), ¢ yKazaHHEM OTBEICHHOIO Ha HUX KOJIMYECTBA aKaJIeMHYECKUX YacOB U BHIOB y4el-
HBIX 3aHSTHI; TepedeHb y4eOHO-METOIUIECKOT0 OOECIEUeHNs ISl CaMOCTOSITENTbHON PabOThI
OOyHYaroIIHXcs O AUCLHILINHE; (DOH/I OLEHOYHBIX CPEICTB [UIsl POBE/ICHHS TEKYILETO KOHTPOIIS
Y TIPOMEXYTOYHOH arTecTaly 00y4arouXCst 110 TUCUUILTHHE; IePeYeHb OCHOBHOM H JIOTIOHHU -
TENFHOM yUeOHOH JMTepaTyphl, HECOOXOMUMOH TSI OCBOCHUS JUCIUITINHE, TIEPEUCHb PECYPCOB
HUH()OPMAITMOHHO-TEJICKOMMYHHKAIIMOHHON ceTh VHTepHeT, HeOOXOMUMBIX Il OCBOCHHUS JWC-
IUILIMHBL; METOIMYECKHE YKA3aHUs JUIS OOy4arOIIMXCSl [0 OCBOCHHIO JUCLMILIMHEBL, IIEPeUCHb
MH(POPMAIMOHHBIX  TEXHOJOTWH, HWCIONB3YEMBIX TPH  OCYIIECTBICHHH 00pa30BaTeILHOTO
Tporecca 1o AUCLUHILINHE, BKIIIOYast IepedeHb MPOrpaMMHOT0 00ECIIEUSHHUST; OIHCAHNE MaTepu-
QJIBHO-TEXHHYECKOI 0a3bl, HEOOXOAMMOM JUIS OCYIIECTBICHHsI 00pa30BaTeIbHOIO Mpolecca 1o
JIMCIHTIINHE.

© YenssOMHCKUH TOCYAapCTBECHHBIN
UHCTUTYT KyJbTYypbl, 2022
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AHHOTANUA

Wnpexke u  massanue | 51.0.12 JlokymeHTOBeIeHUE
JUCIHMILTMHBL 10  y4eO0-
HOMY IUIaHYy

HGHL JTUCHUITIINHBI (bOpMI/IPOBaHI/IC y CTy,I[eHTOB 3HAHUS TeOpeTI/I‘IeCKI/IX nu
METOJIMYECKIX OCHOB JOKYMEHTOBE/ICHHUS, OCHOBHBIX MPOOIIEM B
00J1aCTH JJOKYMEHTOBEICHHSI.

33,[[3111/1 JUCHUIIINHBI 3a- - OBJIAACHUC 3HAHUAMU TCOPECTUUCCKUX U MECTOJUYCCKUX OCHOB
KIIIO4YaroTCA B! JAOKYMCHTOBCICHUS
- OBJIAZICHUEC 3HaHUAMU OCHOBHBIX Hp06JIeM B

00J1acTH JJOKYMEHTOBEICHUS;

- (opMUpOBaHHE CIMOCOOHOCTH HCIONB30BaTh TEOPETHUCCKHE
3HAHMS B 00JIACTH JOKYMEHTOBEICHHS Ha MIPAKTHKE;

- OBJIaJiCHHE YMEHHEM HCIOIb30BaTh O(QHUIMATIbHBIE, HOPMATHB-
HBIE TOKYMEHTBI B CBOEH JESITENBHOCTH;

- (opmupoBaHHUE CIIOCOOHOCTH HMCIIOJIb30BATh MPABUIIA MOATOTOB-
KK YIPaBJIICHYCCKUX JOKYMCHTOB M BCIACHUA lleJ'[OBOﬁ nepemnuc-
KU,

- OBJIaJCHUEC HAaBbIKAMH IIOATOTOBKH U 0(1)OpMJ'IeHI/I$I yhpaBJICHYC-
CKHX TOKYMCHTOB.

[Tnanupyemsie OIIK-3; IIK-1; T1K-4
pe3yabTaThl OCBOEHHS

OOmiass  TPYJIOEMKOCTh | B 3a4€THBIX eAuHUNax — 10

TUCITUTUIMHBI COCTaBIIA- | B aKaJeMHYECKUX Jacax — 360
eT

Pazpaborunku H. O. AnexcanapoBa, TOUEHT Kadeapsl UCTOPHH, My3€0JIOTHH U
JIOKYMEHTOBEJCHHUSI, KaHJI. UCT. HAYK, JIOLEHT




1. TIEPEYEHbH IVIAHUPYEMBIX PE3YJIbTATOB OBYYEHMS MO JUCIUATJIVHE,
COOTHECEHHBIX C INTAHUPYEMBIMHU PE3YJbTATAMU OCBOEHUA

OBPA3OBATEJILHOM ITPOI'PAMMBI

B nporiecce ocBoeHus1 0OCHOBHOM MpodeccHoHaIbHONW 00pa30BaTeIbHON MPOTrPAMMBI
(manmee — OITOIT) oOy4Jaromuiicss JOMKEH OBIAAETh CICAYIOMNUMHI Pe3yIbTaTaMu 00yUEHHS 110

JUCIUTLINHE:
Tabmuia 1
[epevyeHb NIAHUPYEMBIX Pe3yJIbTATOB 00y4YeHHSA
(MHAMKATOPBI JOCTHKEHUS] KOMIIeTEHIH)
IInanupyemble Ko daeMeH M0 KOMIeTeHIHH Mo TUCHHUIIJINHE
pe3yJbTaThl ThI B 1[eJIOM
ocoennst OITOM | ""WMX2 | ommer
Topa
€H-
i
1 2 3 4 5
OIIK-3 Cnoco6en | OIIK-3. | 3nate TEeOopeTUYeCcKre TEOopeTU4ecKre
MIPUMEHSTh 1 aCTIeKThI aCTeKThl pemieHus mpodec-
TEOPETHICCKHE pemieHnss TpoQecCHOHATb- | CHOHAIBHBIX — 3a7ad B cde-
3HAHUSI VIS HBIX 3a1a4 B pe JTOKYMEHTOBEICHUS
peLIeHust cepe JOKyMEH-
MOCTaBIIEHHBIX TOBEICHUA U
3ajad B obmactu ApPXHMBOBEICHUS
nokymentosenenus | OIIK-3. | YmeTs ONpEeNENATh METOI0JIOTHU- ONpEeNENsATh METOI0JIOTHU-
Y apXWBOBEJCHHUS | 2 YecKre OCHOBaHUS YecKre OCHOBaHUS
OpraHM3allii ¥ OCy- | OpTaHu3allid M OCy-
IIECTBICHUS  JOKYMEHTA- | IIECTBICHUS JOKYMEHTa-
IUOHHBIX TIPOIIECCOB B LIUOHHBIX TPOLIECCOB B
CHCTEMeE yTIpaBICHHS CHCTEME yTIpaBICHHS
OIIK-3. | Bmagers | METOHOIIOTHYECKUM METOIOJIOTHYECKUM
3 WHCTPYMEHTapUeM WHCTPYMEHTapUeM
JIOKYMEHTOBEICHHSI U | JOKyMEHTOBEIEHUS I
apXUBOBENICHUS JUTA | pemieHus]  TOCTaBJIEHHBIX
pellleHus  TMOCTaBJCHHBIX | MPOGECCHOHABHBIX 33134
po(heCCUOHANIBHBIX 33]1a4
T1IK-1 CnocobeH | TIK-1.1 3HaTh HayYHO-METOUYECKHE HayYHO-METOUYECKHE
MIPUMEHSTh OCHOBBI JJOKYMEHTOBEJICHHS | OCHOBBI  JOKyMEHTOBEZe-
HAy4YHO- Y apXUBOBEJICHUS HUS
METOANYECKHE [IK-1.2 | Ymets ¢dopmynupoBars npodiemy, | GopMyIHpOBaTh MpodiieMy,
OCHOBBI 00BEKT W TPEAMET, LeNb U | OOBEKT W TMPEenMeT, 1elb U
JIOKYMEHTOBEICHH 3a1a4u, THITOTE3y | 3a/1a4Hu, THIIOTE3Y
s U apXUBOBEJICHHS MIPUKJIATHBIX MIPUKJIATHBIX
B JIOKYMEHTOBETIECKUX JIOKYMEHTOBETIECKUX
pohecCHOoHaTHHO HCCIIEI0BAHUM, WCCIIEJOBAHUH,
it cepe WCIIOJIb30BaTh METO/IbI, | UCIIOJIb30BaTh METO/IbI,
aJIcKBaTHBIC LIENU | aJieKBaTHBIC eI
WCCIIEIOBAHUS, a TakKe | UCCIENOBaHUA, a TakKe
LIMPOKUI KpyT | LIMPOKUIL Kpyr
OITyOJIMKOBAaHHBIX U | OIyOJIMKOBaHHBIX u
HEOITyOJIMKOBaHHBIX HEOITyOJIMKOBaHHBIX

HNCTOYHHKOB, OJJICKTPOHHBIX

HNCTOYHHUKOB, 3JICKTPOHHBIX




pecypcoB pecypcoB
[IK-1.3 | Bnagets | HaBBIKAMU MPUMCHEHUS | HABBIKAMU  TPUMEHCHHS
3HAHHHA B 00J1acTH | 3HAHHH B obmactu
JIOKyMEHTOBEICHUS U | TOKyMEHTOBEICHHUS B
apXUBOBEJICHUS B | mpoeccuoHaNBHOH chepe;
npoheCCHOHANBHOM cdepe; | OCHOBHBIMU METOJJaMH
OCHOBHBIMHU METOJIaMH | IOKyMEHTOBEIIECKOTO
JIOKyMEHTOBETUECKOTO HCCIIeTIOBAHUS
WCCIEeIOBaHUS, IKCIIEPTU3BI
IIEHHOCTH JTOKYMEHTOB
I[IK-4. Cmocoben | I1IK-4.1 | 3HaTh HOPMAaTHBHO-TIPABOBYIO HOPMAaTHBHO-TIPABOBYIO
OpraHu30BaTh W 0asy  JTOKyMEHTUpPOBaHHS | 0a3y  JOKYMEHTHPOBAHHS
OCYIIECTBISITh JIeATEIBbHOCTH JIeATEIBbHOCTH
JIOKYMEHTHUPOBAaHNE OpraHM3alun OpraHM3alnn
JIEATEIbHOCTH [IK-4.2 | Ymets CO3[aBaTb M  BECTH CH- | COCTaBIAITH M O(OPMIISATH
OpraHu3aIu CTeMBbl  JJOKyMEHTAallUOH- | YIIPaBJIEHYECKYIO
HOTO oOecnedeHus | JOKyMEHTALMIO,
ynpaBineHus Ha  0aze | ucrosip30BaTh
HOBEUIINX TEXHOJOTHH YHI/I(bI/H_[I/IpOBaHHI)IC
(hOpMBI JOKYMEHTOB
[IK-4.3 | Bnagerp | HaBbIKAMM OpraHU3alMd W | HABBIKAMU  COCTaBJICHUS
aHajgn3a pe3yJbTATHBHOCTH | TPOCKTOB
mporiecca PacCOpPSATUTENBHBIX
JIOKYMEHTHUPOBaHUs | (IIPHUKa3bl, PACTIOPSDKEHUS),
JIeSITeNbHOCTH WH(pOPMAIOHHO-
OpraHu3anuu CIIPAaBOYHBIX JTIOKYMEHTOB
(cimy>xeOHbIC M1chMa,
CIIpaBKH, JOKIQJHBIE U
ciTyKeOHBIE 3aMKUCKN) U TIp.
JIOKYMEHTOB

2. MECTO JUCHMILIUHBI B CTPYKTYPE OBPA30OBATEJILHOM ITPOI'PAMMBI

Z[I/ICI_[I/IHJ'H/IHB. BXOIUT B O6$I33.TGJ'H>HYIO 4acCTb yqe6Hor0 Ij1aHa.
I[I/ICIII/IHJ'II/IH& JIOTUYCCKH KU COACPKATCIbHO-MCTOAUMYCCKU B3aMMOCBA3aHa C JUC-
OUIINIMHAMM: «Pe,[[aKTI/IpOBaHI/Ie AOKYMCHTOB, ((OpFaHI/IBaI_[I/ISI CCKPETAPCKOTO 06CJ'IY)KI/IB3-

HUsSD).

OcBoeHue JAUCIHUITIIMHBI 6yz[eT HCO6XO,Z[I/IMO pu U3y4YCHUU INUCHUIIINH: ((HpaKTI/I-

KyM II0 OPTraHW3allMOHHO-PACIIOPSIIUTEIbHON JOKyMeHTanum», «lloaroroBka ympaBieHde-
CKHX JOKYMEHTOBY, «Opranu3aiiioHHO-UH(pOpMaIMOHHOE 0OecTieyeHre 1eATeIbHOCTH PYKO-
BOJUTEIS, IPOXOKICHUN MPAKTUK: 03HAKOMUTEIHHOM, HAyYHO-UCCIIeI0BAaTENbCKas padoTa,
MPEAJIUILIIOMHOM; MOJATOTOBKE K TOCYAapCTBEHHOM UTOIOBOM aTTECTAllUU.

3. OBBEM JUCHUINJIUHDBI B 3AYETHBIX EJJUHULIAX C YKAZAHUEM
KOJIMYECTBA AKAJEMHWYECKHUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIIUXCA C NPENOJABATEJIEM (ITO BUJIAM YUEBHBIX
3AHATHUN) U HA CAMOCTOSTEJBHYIO PABOTY OBYYAIOIIUXCS

OO6mast TPpyHOEMKOCTh IUCIUIUIMHBI B COOTBETCTBHHM C YTBEPXKICHHBIM Y4YCOHBIM
m1adHoM cocrtasisgeT 10 3aderHbix equnumil, 360 4acos.
Taoauna 2



Bcero uacos
Ounas ¢popma | 3aounas ¢popma

Buj yuedHoii padoTnl

OO61mmas Tpy10eMKOCTh AUCIUILIMHEI 110 YIeOHOMY TUIaHyY 360 360
— KonrakTtHas pabota (Bcero) 164,8 72
B TOM YHCJIE:
JICKLUU 80 16
CeMHUHAaphbI 8 2
MIPAKTUICCKUE 3aHATHS 72 20
8 m. 4. 8 hopme NPaxmuueckol nOO20MoGKuU 12 6

MCJIKOT'PYIIIIOBBIC 3aHATUSA - -

WHAWBUAYAJIbHBIC 3aHATUA - -

KOHCYJIBTALIUS 8 PAMKAX NPOMEICYMOUHOU ammecma- 4 4
yuu (KoncllA)
uHas koHraktHas padota (MKP) 6 pamxax npomesncy- 0,8 6
MOYHOU ammecmayuy
KOHCYJIbTAIINH (KOHC.) 5% ot 15 % ot jmexin-
KOHTPOJIb camocToATenbHOl paboTs! (KCP) JIEKIIMOHHBIX 4ac. OHHBIX Yac.
— CamocrostenbHas paboTa 00yuaronuxcs (BCero) 141,8 272
6 m. 4. 8 hopme NPaxmuueckol NOO20MOBKU 12 6
— [IpomexxyTouHas arrecTarusi 00yJaromerocs — 3a4er / 53,4 16

2 ’K3aMeHa / 3amunTa KypcoBoi paboThl: KOHTPOIb

4. COAEPXKAHUE JUCHUNJINHBI, CTPYKTYPUPOBAHHOE MO TEMAM
(PA3JEJAM) C YKASAHUEM OTBEJIEHHOI'O HA HUX KOJIMYECTBA
AKAJTEMUYECKHX YACOB M BUJIOB YYEBHBIX 3AHATHI

4.1. CTpyKTypa npenojaBaHusi JUCHUNINHBI

Tao6aunma 3
Ounas popma o0yueHust
- Bunsbi yueoHoii padoThl, dopma
§ S | BKJIIOYAs CAMOCTOSITEIbHYIO padoTy NPOMEKYTOU-
Haumenosanue pasie- § é g o0y4yarumuxcs, 1 TPyA0eMKOCTb (B HOM aTTecTaluu
1108, Tem S 82 aKajeM. 4ac.) (o cemecTpam)
o =2 KonTakTHas padoTa BT.4.C
B~ ¢/p | KOHTAKTHOIi pa-
JeK. | ceM. | MpaKT. | MH]I. 5o T0i
1 2 3 4 5 6 7 8
Pa3gen 1. CnocoObl JIOKYMEHTHPOBAHNS
Tema 1. Ionsitust 22 6 4 6 6
«IOKYMEHT», «IOKyMEH-
THpOBaHUE».  3apoxe-
HUE U 3BOJIOIUA OCHOB-
HBIX CIIOCOOOB U CPEICTB
JIOKYMEHTHPOBAHUSI
Tema 2. TekcToBoe 28 10 8 10
JOKYMEHTHpPOBaHHUE
Tema 3. Kuno-, ¢oto-, 29 8 4 6 11
(OHO- W DIEKTPOHHOE
JOKYMEHTHPOBAaHHUE
Dx3ameH 1 cemecTp 29 DK3aMeH
KOHTpOJIb — 26,7




q,
koHCITA — 2 yac.
HKP — 0,3 gac.
Umoeo 6 1 cem. 108 24 8 20 27 29
Pazgen 2. TeopeTnueckne 0CHOBBI JOKYMEHTOBeIEHH S
Tema 4, Tlonsatus 39,8 8 4 27,8
«IOKYMEHT», «JIOKYMCH-
THpoBaHHas  wH(pOpMa-
TS,
Tema 5. @ynxuumy, 50 12 10 28
CBOMCTBA U IPU3HAKU
JIOKYMEHTA.
Tema 6. Knmaccuduxars 54 10 12 32
JIOKYMEHTOB.
3ader 2 cemecTp 0,2 3auer
HKP - 0,2 ygac.
HUmoeo 60 2 cem. 144 30 26 87,8 0,2
Pa3znen 3. OpraHu3animoHHO-PACHOPSAANTENbHAS TOKYMEHTAIUS
Tema 7. ®opmynsap 22 8 6 8
JOKYMEHTA: 3BOJIOLUA U
COBpeMeHHBIC TpeOoBa-
HUs
Tema 8. CocraBieHue u 30 10 10 10
odopMmIleHHEe OpraHu3a-
IIHOHHO-PACTIOPSI IUTEIb-
HOM JOKYMEHTAaLNHU
Tema 9. Cucrema opra- 27 8 10 9
HU3aIMOHHO-PACTIOPSTHU-
TEIHHOMN TOKYMEHTAIIH
DK3aMeH W 3ammTa Kyp- 29 DK3aMeH
coBoMi paboTsI 3 cemecTp KOHTpOJb — 26,7
.
KoHCIIA — 2 gac.
HKP — 0,3 gac.
Hmoeo 6 3 cem. 108 26 26 27 29
Bcero no 360 80 8 72 141,8 58,2
AUCHUTLINHE
3aounas ¢gopma o0yueHust
Buasbl yueoHoii padoThl, ®opma
v BKJIIOYAsI CAMOCTOSATEIbHYI0 padoTy
Sg 00y4aouuXxcs, M1 TPyJ10eMKOCTh (B TIPOMEKYTOH-
EE¢ y » BTPY. HOIi aTTecTaNUN
HaumenoBanmue pa3zje- 552 aKajeM. yac.) (10 cemecTpam)
JIOB, TEM © 8= KonTakTHas padoTa P
=3 BT. 4. C
> & KOHC o
=t ¢/p | KOHTaKTHOIi pa-
JIeK. | ceM. | TpPaKT. s Goroii
KCP
1 2 3 4 5 6 7 8
Paznes 1. Cioco0bl JOKYMEHTHPOBAHHUSI
Tema 1. TlousaTtus 26 2 2 22
«IOKYMEHT», «IOKYMEH-
THpOBaHUE».  3apoxe-
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HHUE W DBOJIIOIUS OCHOB-
HBIX CITIOCOOOB M CPEJICTB
JIOKYMEHTHUPOBAHUSI

Tema 2. TekcroBoe
JOKYMEHTHUPOBaHHUE

36

32

Tema 3. Kuno-, ¢doto-,
(hoHO- W DIEKTPOHHOE
JIOKYMEHTHUPOBAHUE

34

28

Koncynpranuu
Kontpons CaMocCTosi-
TEITHLHON pabOTHI

(o)

3auet 1 cemectp

3auer
KOHTPOJb — 2 4.
UKP-2 u.

HUmoeo 6 1 cem.

108

6

2

6

8 82

4

Pa3nen 2. TeopeTruueckue 0CHO

Bbl TOKYM

CHTOBCACHUSA

Tema 4. [Tonsitust
«IOKYMEHT», «JIOKyMEH-
THpoBaHHas  HWH(pOpMa-
LU,

37

2

2

33

Tema 5. DyHKINH,
CBOWMCTBA ¥ TpPHU3HAKH
JIOKyMEHTA.

42

38

Tema 6. Knaccudukanms
JOKYMEHTOB.

46

4

Koncynbrammu [TA
KonTtpoins camMocCTosI-
TETHLHON pabOTHI

[\

DK3aMeH 2 ceMecTp

15

OKk3ameH
KOHTpOJIb — 7 4.
UKP-2 4.
KOHC — 6 Jac.

HUmoeo 6o 2 cem.

144

6

6

4 113

15

Pa3zjnen 3. Oprann3annoHHO-PACHOPSAUTENbHAS TOKYMEHTAI]

Tema 7. @opmymsp
JOKyMEHTA: 3BOJIIOLHSA H
COBpeMEHHBIE TpeboBa-
HUS

22

2

2

18

Tema 8. CocTaBneHue u
odopMIIeHHE OpraHu3a-
IIUOHHO-PACTIOPSIIUTEITb-
HOW JOKYMEHTAIlU!

34

30

Tema 9. Cucrema opra-
HU3alHOHHO-PaCIIOp -
TENBHON JIOKYMEHTAINH

33

29

Kouncynprauuu I[TA
KonTtpons CaMoCTOS-
TEJIbHOU pabOThHI

NS 2 \)

OK3aMeH U 3aluTa Kyp-
COBOI1 paboTsI 3 cemecTp

15

DK3aMeH
KOHTPOJIb — 7 4.
HUKP-2 4.
KOHC — 6 Jac.

HUmoeo 6 3 cem.

108

15
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Bcero no 360 16 2 20 16 272 34
JUCHUILINHE

Tabauua 4
4.1.1. Mampuuya KkomnemeHyuil
HanmenoBanue § - T
pa3nesioB, TeM = é é
o
1 2 3 4
Pa3gea 1. CniocoObl JOKYMEHTHPOBaHNS
Tema 1. IloHATHA «IOKYMEHT», «JIOKYMEHTHPOBaHHE». 3a- +
POXIEHHE M DBOJIOLUS OCHOBHBIX CHOCOOOB M CPEACTB
JOKYMCHTHUPOBAHUA
Tema 2. TekcTOBOE JOKYMEHTHPOBAHHE +
Tema 3. Kuno-, ¢poto-, poHO- U 31EeKTPOHHOE TOKYMEHTUPOBA- +
HHE
Ox3amed 1 cem.
Pa3nen 2. TeopeTuyeckue 0CHOBBI JOKYMEHTOBeIeHHSA
Tema 4. TloHATHA  «JOKYMEHT», «IOKYMEHTHPOBAaHHAs +
HHQOPMAITHS.
Tema 5. OyHKIIMM, CBONCTBA U MPU3HAKHU JOKYMEHTA. +
Tema 6. Knaccudukanus JOKyMEHTOB. +
3auert 2 ceMm.
Pazpea 3. Oprann3anuoHHO-PACIIOPSIANTEIbLHAS JOKYMEHTaMs
Tema 7. @opMynsip IOKyMEHTA: 3BOJIIOLHS U COBPEMEHHBIE +
TpeOOBaHHMS
Tema 8. Cocrapnenue u 0hOpMIICHHE OpraHU3aIMOHHO-PACIIO- +
PAANTENHFHON JOKYMEHTAIUN
Tema 9. Cucrema  OpraHU3alMOHHO-PACIOPSIAUTEIBHON +
JOKYMCHTalIHU
Ok3ameH 3 ceM. + + +

4.2. Conepxanue IMCUUIIMHBI

Pazaen 1. Cnioco6bl JOKYMEHTHPOBAHMS

Tema 1. llonamusa «00KymeHmy, «0OKyMEHMUposanue». 3apoxcoenue u 360a10yus 0CHOG-
HbIX Cnoco606 u cpedcme Ookymenmuposanusn. JlokymeHTHpoBanue wHbopmaruu. [loHsTHS
«JTOKyMEHTUPOBAHHEY», «CIIOCO0 JTOKYMEHTHPOBAHUSY, «METOJ JOKYMEHTHPOBAHUSY, «CPEI-
CTBO JOKyMEHTHpoBaHUs». [IpuunHbI 3apoxkaeHus H1oKyMeHTHpoBaHus. MHpopmanmonHsle,
COLMAJIBHBIE U TIP. MPEANOCHUIKH 3apOKACHUS JOKYMEHTHpOBaHUA. McTopuyeckue 3Tanbl
pPa3BUTHSL CIOCOOOB JOKyMEHTHUpOBaHHS. [IpenMeTHBIH W 3HAKOBBIM CHOCOOBI Tepeaayn
UHpOpPMaLIUH.

Tema 2. Texcmosoe dokymenmuposanue. TEKCTOBOE NOKYMEHTHPOBAHUE U ATAIbI €T0
pa3BuTHs: TNUKTOrpaduyeckoe u Jororpaduueckoe (umeorpaduueckoe) MHCHMO, MAO-
CTOMHCTBAa M HepoctaTtku. CroroBoe muchMo. Bo3HWKHOBeHHE (QoHETHUYECKOTO (andaBHT-
HOro, OyKBeHHOro) muchMa. [losiBNIeHHWE W pa3BUTHE NMUCHMEHHOCTH y ciaBsH. PazButme
rpadMKd PYCCKOTO MUChMA. ODBOJIONHMS MAaTEPUATIOB W WHCTPYMEHTOB JUII TEKCTOBOTO
JOKyMEHTHPOBAHHS.
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Tema 3. Kuno-, pomo-, pono- u 3nexkmponnoe doxkymenmuposanue. V1300petenne u pas-
BUTHE KMHO-, (OTO-, POHOJOKYMEHTUPOBAHUSI.

CoBpeMeHHBIE CIIOCOOBI M CpEACTBA JOKYMEHTHUPOBaHMA. TexHuueckoe (rpadude-
CKO€) JOKyMeHTHUpoBaHHE. (POTONOKYMEHTHPOBAHUE: MOHATHE «(POTOJOKYMEHT», BHJIBI
¢doronoxymeHTOB. KNHOIOKYMETHpOBaHKE: MOHATHE KKUHOAOKYMEHT, BHJIbI KHHOJAOKYMEH-
TOB. (DOHOJOKYMEHTHPOBAaHHUE: MOHATHE «(POHOJOKYMEHT», BHIbl (OHOIOKYMEHTOB.
JIoKyMeHTUpOBaHUE C NPUMEHEHHEM 3JIEKTPOHHO-BBIYMCIUTEIBHON TEXHUKH. DIEKTPOHHOE
JOKYMEHTHUPOBaHHE.

Pa3nea 2. TeopeTruueckue 0CHOBbI JOKYMEHTOBeIeHUS

Tema 4. ITonamus «0OKymeHm», «0OKyMeHmMuposanuas ungopmayusy. Poib 10KyMeHTa
B COLMAIbHBIX M DKOHOMUYECKMX Ipoleccax. B3auMocBsI3p MNOHATHH <«JIOKyMEHT» U
«uH(popmanus». JJokyMeHT Kak 00BEKT UCCIIEJOBAaHHSI MHOTMX Hay4YHBIX AUCUUIUIMH. Paciim-
peHue MOHATHS «JJOKYMEHT» C Pa3BUTHEM Hay4YHO-TEXHMUYECKOro Iporpecca. Mcropuueckui,
MIPaBOBOM, YyIpaBlieHYeCKUl, WH(OPMALMOHHBIA AacleKThl B OMNpEIeIeHUH JOKYMEHTA.
JlokyMeHT Kak OOBEKT JOKYMEHTOBETUYECKHUX HCcieloBaHUW. Poib JOKyMEHTa B JKHU3HHU
coBpeMeHHoro obmiectsa. HayuHo-ucropuyeckas v nmpakTuieckasi IIeHHOCTh JokyMeHTa. Co-
OTHOLICHUE MOHATUN «IOKYMEHT», «IOKyMEHTHpPOBaHHAs MH(pOpMalus». 3aKOHOAATEIbHOE
Y HOPMAaTHUBHOE IMOHUMaHUE JOKyMEHTa, TOKyMEHTUPOBaHHON MHbopMaiuu. DenepanbHblii
3akoH P® «O06 mupopmanmu, HHOOPMAIIMOHHBIX TEXHOJOTHIX M O 3allUTe MHPOPMALUN»
(2006) o moxymeHTHpoBaHHON WHMOpMaluu. OmnpeaeieHne TOKYMEHTa, JOKyMEHTHPOBAH-
HOW MH(OPMALIUY B TOCYIaPCTBEHHBIX U HAITMOHATBHBIX CTaHIApTaX.

Tema 5. @yuxkyuu, ceoiicmeéa u npuznaxu O0okymenma. JJOKyMEHT Kak moy(yHKINO-
HAIbHBIA OOBEKT. 3HaueHHe QYHKIHMA [JoKymMeHTa. Bceobmue GyHKIUU JOKyMEHTA.
Nudopmannonnas GyHKIHMS TOKYMEHTa Kak ero OcHOBHas (yHKiusA. KoMMyHHWKaTHBHAS
bynkus nokymenta. KymynsatuBHas QyHKius qokyMmeHTa. YacTHble (CrenuanbHble, ornepa-
TUBHBIC) QYHKINU JOKYMEHTOB. YIIpaBlieHUeCKas (peryisaTuBHas) QyHKIHUS U ee 3HaUCHHE B
JIESITEIbHOCTH OpPTaHoB ynpaBieHus. KynbTypHas QyHKIMS Kak CpeACTBO 3aKpEIICHUS U Tie-
penayu KynbTypHOU Tpaaunuu. [lo3HaBarensHas (korHuTuBHAs) GyHknus. [IpaBoBas, yder-
Has ¥ (PyHKLHA UCTOPUUECKOTO UCTOYHHKA. PekpeaTtuBHas GyHKIUS TOKyMeHTa. | 'eqoHnye-
CKasi ¥ Ipyrue QYHKIMH JOKYMEHTA.

[Ipu3naku noxkyMeHTa. BeniecTBEHHOCTh TOKYMEHTA. 3HAKOBOCTh JIOKYMEHTA, HaJlU-
Yue CMBICIOBOIO CEMAaHTUYECKOTo coaepkaHus. [IpelHa3HauyeHHOCTh JTOKYMEHTa ISl UC-
MOJIb30BaHUs B TMPOIECCaX COIHUAIBHON KOMMYHHKAIMU. 3aBEPIIEHHOCTh COOOIIEHUS.
CpoiicTBa JOKYMEHTAa. ATpPUOYTHBHOCTH JOKYMEHTa. DOyHKIMOHAJIBbHOCTh JIOKYMEHTA.
CTpyKTypHOCTh TOKyMeHTa. TpaHchOpMaTUBHOCTH IOKYMEHTA.

Tema 6. Knaccugpurxauus ooxymenmos. llonarue «xnaccudukamus». Lens u 3amaun
knaccudukanuu. Knaccudukamus 10KyMEHTOB, €€ Ha3HAUYCHUE U BO3MOXKHOCTHU: UEpapXuye-
CKU M o()ceTHBI METOJBI Kiaccupukanuu. Tumonornyeckas KiacCUpUKaIns JOKYMEHTOB.
Knaccudukanus mo marepuansHoil (pusudeckoit) coctapistomei qokymeHToB. Kiaccudu-
Kalus 1mo WHGOPMAIMOHHON COCTaBIAONIEH JOKyMeHTOB. Knaccudukaius JOKYMEHTOB IO
o0cTosITeNnECTBAM OBITOBAHUS BO BHEIIHEH Cpeie.

Pazgen 3. Opranu3zanuoOHHO-pPACTIOPAANTEIbHAS JOKYMEHTAIUSA

Tema 7. Dopmynsap 0oKymenma: 360,1I0UUA U COBPEMEHHOe cocmoanue. 3aKOHOATEIIFHOE
peryJMpoBaHue NPOLECCOB JOKYMEHTHUPOBaHUsA. BUabl JOKyMEHTOB B COOTBETCTBUHU C I eHe-
pansHBIM periameHToM 1720 r. PasBuTtue BUIIOB U cocTaBa (popmyisipa 1oKymMeHTOB B Poc-
cun B XVIII B. IIpaBuna odopmienus pexuzuron. @opmyisip qokymenra XIX — XX BB.
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Tennenuus K yHu(UKauu GOpMbI U TEKCTA TOKYMEHTA.

CoBpemenHble TpeOoBaHUS K (HOPMYISIpY AOKyMEHTa. YHHU(UKAIMSA U CTaHIapTH3a-
Ul YOpPaBJICHYECKUX JOKYMEHTOB: IMOHATHE M Ha3HaueHue. CoBpeMeHHble TpeOOBaHUs
TOCY/IapCTBCHHBIX CTaHJApTOB M HOPMAaTHBHO-METOIMYECKHX AaKTOB K O(OPMIICHHIO
nokymeHToB. Hanvonansusiii ctangapt PO I'OCT P 7.0.97-2016 «Cucrema ctannapToB 110
uHpopmanyu, 6HOINOTEIHOMY U M3aTeIbCKOMY Jeiy. OpraHu3alMOHHO-PACTIOPAAUTEIbHAS
nokymeHTanus. TpeGoBaHus K O(GOPMIICHHIO IOKYMEHTOB». Tpe0oBaHUS K IOCTPOCHHUIO
dbopmysipa-obpasia.

Tema 8. Cocmasnenue u ogpopmnenue op2aHu3auUOHHO-PACNOPAOUMENLHOU
ooxkymenmayuu. CylIHOCTb U OINPEAEICHUE MOHATUS «PEKBU3UT». CTPyKTypa JAOKyMEHTa:
00s13aTeNIbHBIE U IOTIOJIHUTENIbHBIE PEKBU3UTHI.

Hanuonaneneiii cranpmaptr P® I'OCT P 7.0.97-2016 «Cucrema crangapToB IO
uHpopMaLuu, OMOIMOTEUHOMY M U3J1aTeNIbCKOMY Jieny. OpraHu3aliOHHO-PacoOpsIANTeNIbHAs
JnokyMmeHTanus. TpeboBaHus K 0(OpMIICHUIO TOKYMEHTOBY».O0mme TpeboBaHus K opopmie-
HUIO PEKBU3UTOB JIOKYMEHTA. PEKBU3UTHI 3aroJIOBOYHOM 4acTH JOKYMEHTa. XapaKTepUCTHKA
PEKBU3UTOB COJEP)KATENBbHONW YacTH JOKyMeHTa. PeKBH3UTBI O(OPMHUTENBCKOW YacTu
nokyMmeHTa. Tabenb GopM 10KyMEHTOB, IPUMEHIEMbIX B J€SITEIbHOCTH OpraHU3alluy; Ha3Ha-
YEeHHUE U CTPYKTypa Tabes.

Tema 9. Cucmema opzanuzayuonHo-pacnopaoumenvuoi 0okymenmayuu. Opranu-
3alIMOHHO-PACTIOPSIUTENbHAS TOKYMEHTalUs: 001as XapaKTepUCcTUKa, POJib U 3HAYCHHE B
JIOKyMEHTallMOHHOM ~ oOecniedeHun ympasiieHusa. OPJ] kak KOMIUIEKC JIOKYMEHTOB,
3aKpeIUIIoNNX (PyHKINHY, 3a/1a4H, 1IeJU, a TaKXKe IpaBa U 005S3aHHOCTH pabOTHUKOB U PyKO-
BOJIMTEJICH MO BBHITIOJHCHUIO KOHKPETHBIX JIEHCTBHM, HEOOXOIUMOCTh KOTOPHIX BO3HHUKAET B
OTIEPAIIMOHHOM J1eATeIbHOCTH OpPraHu3alluu.

OpranuzanmoHHbeie JTOKyMeHTbl. CoCTaB OpraHU3alMOHHBIX JIOKYMEHTOB. Bubl
YUpEAUTETbHBIX JOKYMEHTOB OpPraHU3alliu: YUYPEIUTENbHBIH JOrOBOp, YCTaB, pErjaMeHT,
I10JIO’KEHUE, NHCTPYKILINS, IITATHOE paclIMCaHUe U JIp. XapaKTepUCTHKA, CTPYKTypa U Tpedo-
BaHUs K opopmienuro. [Topsiiok u mociaen0BaTeIbHOCTh pa3paboTKU.

Pacniopsiqutenbabie JOKYMEHTBI. BUIIBI pacriopsiAMTENbHBIX JTOKYMEHTOB: OCTAHOB-
JIeHHe, MPUKa3, paclopssKeHUe, pelieHre, yKazaHiue U UX posib M 3HayeHHe B OpraHu3aluu
JeATETLHOCTH TMPEANpUATUS. XapaKTEPUCTHUKA HTANOB IOJATOTOBKH PACIOPSAUTEIbHBIX
JIOKYMEHTOB. VMCHOTHUTENU pacnopsiAUTEIbHON JOKYMEHTAUU MPEeInpUsTUs: Mpogeccro-
HaJIbHBIE TPEOOBAHMUS.

CrnpaBouno-uHpopmanonHbie JOKyMeHTbl. COCTaB UM OCOOCHHOCTH CIPaBOYHO-
MH(POPMALMOHHBIX TOKyMEeHTOB. OCHOBHBIC BHJIBI: 3asBIICHHE, JEJIOBOE MUCHMO, CIyx)eOHas
3aIucKa, MPOTOKOJI, CIIpaBKa U JIp., MpaBuia UX cOCTaBieHUs U odopmieHus. JJoKyMeHTHPO-
BaHUE JICATEIBHOCTH KOJUICTHAIBHBIX OPraHOB: OOIIEro coOpaHHs aKIMOHEPOB, COBETA JIU-
PEKTOPOB, PEBU3MOHHON M CYETHON KOMHUCCHUH.

5. IIEPEYEHb YYEBHO-METOJUYECKOI'O OBECIIEYUEHUS
JJISI CAMOCTOSITEJABHOM PABOTHI OBYYAIOIIMXCS MO JUCHUILJIMHE

5.1. O0mme MoOJI0KEHUA
CaMocTosiTenbHass paboTa 00yJarouMXxcs — OCOOBIM BHJI ITO3HABATEIBLHOU JICATENb-
HOCTH, B IIpOIecce€ KOTOPOU MPOUCXOAUT (HOPMUPOBAHHE ONTHMAIBHOTO Il JAHHOTO WH/IU-
BHJIa CTHJIS TIOJYUYCHUS, 0OpaOOTKH U YCBOCHUS ydeOHOW MH(pOpPMAIMK Ha OCHOBE MHTEIpa-
IIUH €r0 CyObEKTUBHOTO OIBITA C KYJIBTYPHBIMH 00pa3IaMu.
CaMocTosiTenbHas padoTa MOXKET ObITh ayIUTOPHON M BHEAYAMTOPHOM.
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AyIuTOopHas caMOCTOSITeNIbHAs pab0oTa OCYIIECTBIISICTCS Ha JEKIHIX, TPAKTUIECKUX
U CEMHUHApPCKUX 3aHATHSAX, IIPU BBIOJHEHMHM KOHTPOJIbHBIX paboT u 1p. BHeayautopHas
caMmocCTosiTeNIbHast paboTa MOXKET OCYIIECTBIIATHCS:

— B KOHTAaKkTe C IpernojaBaTelieM: Ha KOHCYJIbTAaLUSAX MO y4eOHBIM BOIIpOCaM, IO
MOJTOTOBKE KYypPCOBOW M BBITYCKHOM KBaIM(UKALMOHHOW pabOThI, B XOJ€ TBOPYECKHX
KOHTAKTOB, IPH JIMKBUJALMU 33J0JDKEHHOCTEH, TPY BHIIOJIHEHUU UHIAMBUAYAJIBHBIX 3aaHUN
T I.;

— 0e3 KOHTaKTa ¢ IpenojaBaTeieM: B ayJJUTOPUH JUIsl MHAWBUIYAIbHbIX 3aHATUH, B
oubimoreke, 10Ma, B OOLICKUTHH U JIPYTHX MECTax MPHU BBIMOJIHEHUH YYeOHBIX M TBOpYE-
CKHUX 3aJIaHUM.

BueaynutopHasi camocrosiTenbHas paboTa, MPEXIe BCEro, BKIIOYAET MOBTOPEHUE
MaTepHala, U3y4eHHOIO B XO/i€ ayJUTOPHBIX 3aHATUH; paOOTy ¢ OCHOBHOM M JOMOJHUTEIIb-
HOW JIUTEPaTypOoHd M HMHTEPHET-UCTOYHMKAMHU; MOJATOTOBKY K CEMHUHAPCKHUM, MPAKTHUYECKUM
3aHATHSM; BBIIIOJHEHUE 3a/1aHUI, BBIHECEHHBIX IIPEN01aBaTeNIeM Ha CAaMOCTOATENIbHOE U3yye-
HHE; HayYHO-HCCIIeI0BATEIbCKYIO U TBOPUYECKYIO paboTy 00ydaronierocs.

[enbro caMOCTOATEIbHOM PabOThl 00yUarOIIErocs sBISETCs:

- (opMupoBanue mpUBEPKEHHOCTH K Oy Tymiei nmpodeccuu;

- CUCTeMaTHu3alysl, 3aKperieHue, yriyOjaeHne U paclupeHre NOdyYeHHbIX 3HaHUN
YMEHUH, BJIaJICHUI;

- (opMupoBaHNe yMEHUI UCIIOIB30BaTh pa3IMyHbe BUAbI U3/1aHUH (OQULIMAIbHEIE,
Hay4HbIE, CIIPaBOYHbIC, HH()OPMAIIMOHHBIE H JP.);

- pa3BUTHE [103HABATEIbHBIX CIIOCOOHOCTEN M aKTUBHOCTH O0ywyarolerocs (Tsopuye-
CKOW MHHUIIMATHBBI, CAMOCTOSITEIIbHOCTH, OTBETCTBEHHOCTH M OPIraHW30BAaHHOCTH);

- (bopMupoBaHHEe CaMOCTOATEILHOCTH MBIIIJIEHUS, CIOCOOHOCTEH K caMOpa3BUTHIO,
CaMOCOBEPILICHCTBOBAHHIO, CAMOPEATH3AIINH;

- pa3BUTHE UCCIIEA0BATEIBCKOIO U TBOPUECKOTO MBILIUICHHS.

CamocrosrenbHas paboTa sBIsETCS 0043aTEIBHOM A KaXI0ro 00y4aromerocs, u
ee 00beM 10 KaXKJOU JUCLHUIUIMHE ONpeseNseTcsl yueOHbIM MJIaHOM. MeToIuKa ee opraHusa-
IIUH 3aBHCUT OT CTPYKTYPBI, XapakTepa U OCOOCHHOCTEH M3y4aeMOi NUCHUIUIMHBI, UHIUBU -
JyaJbHbIX Ka4eCTB M YCIOBUM yueOHOM JesITeIbHOCTH.

st 53¢ GEeKTUBHOM OpraHU3alUuK CaMOCTOSITEIbHON paboThl 00yUarOIINIACs TOJHKEH:

3HaAMb:

— cucrteMy (OpM U METOZIOB OOYYEHHS B BY3€;

— OCHOBBI HayYHOH OpraHu3aluu Tpyaa;

— METOAMKH CAMOCTOSATENILHON padoThI;

— KpUTEPUH OLICHKH KaueCTBa BBIIIOJIHAEMON CaMOCTOATEIbHOM PaboThl;

ymemy:

- IPOBOJUTH MOMCK B Pa3IMYHBIX OUCKOBBIX CUCTEMAX;

- HWCIOJB30BATh PA3UYHBIC BUABI H3/IaHUI,

- NPUMEHATh METOJUKH CAMOCTOATENIBHOM paboThl C yd4eToM OCOOEHHOCTEH
M3y4aeMOM JUCIUIUINHBL,

enademn:

— HaBBIKaMH TUTAHUPOBAHUS CAMOCTOSITEIIbHON paboThI;

— HaBBIKAMU COOTHECEHUS IUIAHUPYEMBbIX LI€JIeH U MOIYy4YEHHBIX PE3yJIbTaTOB B XO/€
CaMOCTOSITEJIbHOU paboThI;

— HaBBIKAMM IPOEKTHPOBAHUS W MOJEIMPOBAHUS pa3HbIX BUAOB U KOMIIOHEHTOB
poeCCUOHATLHOMN 1eATEIIEHOCTH.

Metoauka caMOCTOATENIBHOW pPabOThl NPEIBAPUTENILHO PAa3bACHACTCS Ipenoja-
BaTeJIeM U B IMOCJEIYIOIIEM MOXET YTOUHATHCSA C YUYETOM WHAMBHUIYaJIbHBIX OCOOCHHOCTEH
oOyuaromuxcs. Bpems u Mecto caMocToATeNnbHOM paboThl BEIOUPAIOTCA 00yYarOIIUMUCS 110
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CBOEMY YCMOTPEHUIO, HO C YYETOM PEKOMEH/IAlUM MpernoaaBaTesl.

CamocrosiTenbHyl0 paboOTy HaJ AUCHMIUIMHOW CJeAyeT HadyuHaTh C H3Y4YeHUs
paboueil mporpamMmbl TUCHUIUIMHBL, KOTOpPAasi COAEPKUT OCHOBHBIC TPeOOBAHMS K 3HAHHUSM,
YMEHUSAM | BiaJcHUAM oOy4daeMmbiX. OOs3aTENBHO CIEAYyeT IMOMHHUTh PEKOMCHIAINH
HpenonaBaTenﬂ, JAHHBIC B XOJIC yCTaHOBO‘IHOI‘O 3aHATUA, a 3aTEM — HpI/ICTYHaTB K I/I3y‘-I€HI/IIO
OT/ICNBHBIX pa3esioB W TeM B TOPSJKE, NPEIyCMOTPEHHOM pabodeil mporpamMmoi
JOUCLUATIINHBI.

5.2. Y4yeOHO-MeTOAMUYECKOE 0O0ecTIeyeHHe CAMOCTOSITEIbHOM padoThI

Tabamuna S
5.2.1. Cooeprcanue camocmosamenvHoil padomot
HaunmeHnoBanue Coaep:xanue dopma
pa3jeioB, TeMbI CaMOCTOSITEJIbHOM pPaGoThl KOHTPOJIsI
Pa3gen 1. CnocoObl JOKYMEHTHPOBAHNUS
Tema 1. Ilomarus «gokymeHT», | CamocTosTenbHas padota Ne | ITpoBepka paboTbI
«JIOKYMEHTUPOBAHUE». 3apoXkICHHE
M SBOJIIONMS OCHOBHBIX CIIOCOOOB H
CPEJICTB IOKYMEHTHPOBaHUS
Tema 2. TexcToBoe nokymMeHTUpoBa- | CamocTosTenbHas padota Ne 2 ITpoBepka paboTbI
HHE
Tewma 3. Kuno-, ¢oro-, poHo- u snek- | CamocroarenpHas padbora Ne 3 [IpoBepka paboTHI
TPOHHOE JOKYMEHTHPOBAaHHE
Pasnen 2. TeopeTrnueckue 0CHOBbI JOKYMEHTOBEIEHHUS
Tema 4. llomsatus «mokyMeHT», | CamocTrosTenbHas padoTa Ne 4 [IpoBepka paboThI
«JTOKYMEHTHpPOBaHHAS nHpopMa-
LHST .
Tema 5. dynkuuu, cBoiicTBa M npu- | CamocTosTensHas pabota Ne 5 ITpoBepka paboTbI
3HAKU JIOKYMEHTA.
Tema 6. Kmaccudukanus moxymeH- | CamocrostensHas padota Ne 6 [IpoBepka paboOTHI
TOB.
Pazjen 3. Opranu3aumoHHO-pacCnoOPsANTENbHAS JOKYMEHTALUS

Tema 7. @opmynsip nokymeHTa: 3Bo- | CamocrostenbHas padora Ne 7 [IpoBepka paboThI
JIOLMSA ¥ COBPEMEHHBIE TpeOOBanus | 3aJlaHUe BBINOJHICTCS B (hopme

MPAKTUYECKOW TMOATOTOBKM Ha

MaTepuajiax KaHLEIApUU, OTAEeIa

KaJIpOB UHCTUTYTA.
Tema 8. Cocrasienue u opopmienue | CamocrosTenpHas padora Ne 8 [TpoBepka paboThHI
OpraHU3allMOHHO-PACTIOPSIAUTENBHOM
JIOKYMEHTAaIMH
Tema 9. Cucrema opranmzannoHHo- | CamocrostenbHas padora Ne 9 [IpoBepka paboThI
PacCTIOPSIINTENEHOM JOKYMEHTAIUN

5.2.2. Memoouueckue ykazanus no 6blnoJIHeHUIO
camocmoamenvHoil padomol
(I cemecTp 0uHOI1 popmMBbI 00yUEeHUS)

Camocmoamenvhnan paboma Ne 1.
Tema: @®I'OC BO no nanpagieHuto no020mosKu

46.03.02 /lokymenmoeeoenue u apxugogeoenue

Lens pabomsl — 03HAKOMIICHHE C (peepantbHbIM TOCYJapCTBEHHBIM 00pa30BaTeIbHBIM
CTaHJAPTOM BBICIIEr0 0Opa30BaHUs 110 HANpaBIeHUIO MoAroToBkH 46.03.02 JlokyMeHTOBe e

16


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

HHUE M apXMBOBEICHUE KaK COBOKYITHOCTH 00s3aTeNbHBIX TPEOOBaHMIA MIPH pean3aluu oopa-
30BaTeNbHBIX IPOTrPAMM BBICIIETO0 00pa30BaHUSI.
3aoanue u memoouxa evinonmenus: O3HAKOMUTHCI C COOTBCTCTBYIOIIMMU pasacjiaMu (be-
JIEPATLHOTO TOCYAAPCTBEHHOrO0 00pa30BaTEILHOTO CTAaHJApTa BBICIIETO OOpa3oBaHHs IO
HarpaBjeHuto noarotoBku 46.03.02 JlokyMeHTOBeeHHE U apXUBOBEACHHE. BBITh TOTOBBIM
OTBEUaTh Ha CIEAYIOLIUE PUMEPHBIE BOIIPOCHI:
1. Cpoxu noxy4eHus 00pa3zoBaHus 1Mo MporpaMMe OakaiaBpraTa U MaruCTpaTypsl B 04-
HOH ¥ 3a04HOM (hopMe OOyUCHHS.
2. Ob6nactu npodeccHOHAIBHON IeATeIbHOCTH BBIITYCKHUKOB.
3. Tumel pemaeMbIXx 3a7ad U OCHOBHBIE 3a7aud MPO(ECCHOHATBLHOW NeATEIbHOCTH
BBIITYCKHHKOB.
4. B03MOHOCTb BBIOOpA TUIIOB y4eOHON U MPOU3BOJACTBEHHOMN MPAKTUKH.
5. OcCHOBHBIE BHJIbI KOMIETCHLIUH, (OpMUpYEMBbIE B pE3yJbTaTe OCBOCHUS MPOTPAMMBI
OakajaBpuaTa MO HampaBJICHUIO NMOATroTOBKH 46.03.02 JIOKyMEHTOBEICHHE M apXu-
BOBEJICHHUE.

Camocmoamenvhas paboma Ne 2.
Tema: 3aposrrcoenue 0cCHOBHBIX CNOCOOO08 OOKYMEHMUPOBAHUA

L]env pabomwsl — 3HAKOMCTBO C YI€OHOH JTUTEpaTypoit 1Mo Kypcy. M3ydenune yaeOHUKOB, pyo-
pUKH «JlokyMeHTHpOBaHHEY» B apxuBe KYpHAJIOB «Jlenmonpou3BoacTBOM
(http://www .top-personal.ru/officeworks.html) u o3HaKoMJIEHHE CO CTaThbIMH, HOCBSIIEHHBIMH 3a-
POXICHUIO OCHOBHBIX CIIOCOOOB ¥ CPEICTB JOKYMEHTHPOBAHHUSI, TIPEXK]IE BCEr0, HCTOPHUYCCKH MIEPBHIM
CIocoO0OM JIOKyMEHTHUPOBAHUS - HAYePTATEIbHBIM CIIOCOOOM 3aKpEIUICHHUS U Mepeaadn nH(HOPMAIUH -
HA4YePTATEIHHBIM ITUCHMOM.

3aoanue u memoouxa évinoaHeHUs: 03HAKOMUTHCS ¢ COOTBETCTBYIOIUMHU pa3/iciiaMu YUeOHH -
KOB, MOCBSIICHHBIMH OCHOBHBIM CIIOCO0aM M CpPEJCTBaM JOKYMEHTHPOBAHHUs, HAIPUMEp, IVIaBO 4
yueoHoro nocodus H. C. JlappkoBa; ObITh TOTOBBIM OTBETUTH HA BOTIPOCHI:

1. Yto Takoe mMPOTOTOKYMEHT?

2. Kaxue oCHOBHBIE 3Tallbl MPOIIUIO HAYEPTATENFHOE MUCHMO B CBOEM Pa3BUTHH?

3. K kakoii amoxe y4€Hble OTHOCST MOSBICHUE MUKTOrpaduu?

4. BplcmmM 3TanoM pa3BUTHs uaeorpaduu SBUIOCh Hepormuduieckoe NucbMo. I'1e BnepBeie
OHO BO3HHKIIO?

5. Tlouemy anaBUTHOE MHCHMO €II€ Ha3bIBAIOT OYKBEHHO-3BYKOBBIM?

6. HazoBute aBe 0CHOBHBIE TpaduiIecKkrie pa3HOBUIHOCTHU IPEBHECIIABIHCKOTO MUCbMa?

Pexomenoyemas numepamypa:

OcHoBHas mutepatypa (cM. 1. 7.1).

JlomomHHUTeNbHAS TUTEPaTypa K CEMUHAPY:

1. IBoenocomra, I'. A. I[IpoToOKyMEHT U TOKYMEHT: K UCTOpUM mpoucxoxaeHus / I'. A. JBoe-
HocoBa // BectHuk apxuBmcra. — 2015. — Ne 2. — C. 104-118. — Pexum pocryma:
http://www.vestarchive.ru/2014-1/3152-protodokyment-i-dokyment-k-istorii-proishojdeniia.html.

2. Konpkona, A. 10. Pa3zsuTie nqoxkyMeHTa B QyHKIIAAX U criocobax ero co3manus / A. FO. KoHb-
koBa // [lemonpoussomctBo. — 2015. — Ne 4, — C. 7-11. — Pexum poctyna: http://www.top-
personal.ru/officeworkissue.htm1?390

3. JlapekoB, H. C. Crnoco06sr moxkymentupoBanus / H. C. Jlapskos // JlapskoB H. C. JJoxymeH-
toenenue : yue6. nmocodue / H. C. JlappkoB. — Mocksa : ACT, 2006. — Y. 1. — I'n. 4. — C. 31-58. —
Pexum nocryma: http://www.iub.at.ua/ 1d/0/68 larkov n s doku.pdf.

Camocmoamenvhas paboma Ne 3.
Tema: Ocnoenvie cnocoowvt 0okymenmuposanus ¢ XIX-XXI ge.
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Ilenv pabomvr — 3HAKOMCTBO C Y4YeOHOW JuTepaTypod mo Kypcy. M3ydeHnue pyOpuku
«JlokyMeHTUpOBaHUE) B apxuBe JKypHAIIOB «/lemonponsBoncTBO»
(http://www.top-personal.ru/officeworks.html) 1 o3HaKoMJIeHHE CO CTAaTbIMHM, ITOCBSIIECHHBIMU H300-
PETCHUIO TaKHX CIIOCOOOB M CPEJACTB JIOKYMEHTHPOBaHMsI, KaKk (POTO-, (hOHO-, KHHOJOKYMEHTHPOBA -
HHE.

3aoanue u memoouxa evinonHe s HA OCHOBE TIPEITIOKEHHBIX DIIEKTPOHHBIX PECYPCOB U ITH-
TepaTyphl, PEKOMEH0BaHHOM MperoaaBareneM B paszueine « OCHOBHAS M JOMOJHUTEIbHAS JINTEPaTy -
pay», 3aNOJTHUTDH TAOIUILY:

C kakum
Ilepuon n3oépeTennem
Ne Cnioco0 10KyMEHTHPOBAHHUS 3apoiKIeHHA CBSI3aHO
crnocodba 3aposkKIeHHe
JAOKYMEHTHPOBAHMS cnocoda
JAOKYMEHTHPOBAHUS

1. | ®OTOIOKYMEHTHPOBAHUE

(IT cemecTp 0uHOIi (hOPpMBI 00y EHUST)

Camocmoamenvnan paboma Ne 4.
Tema: [lonamus «00OKyMeHnm», «0OKYMEHMUPOSGAHHAA UHPOPpMaAUUA»
6 3aKOHO0AMEeIbHBIX U HOPMAMUBHBIX AKMAX

Llenv pabomwr — VzyueHne 3aKOHONATEIBLHOTO W HOPMATHBHOTO OIpPENENICHHS OCHOBHBIX
JOKYMEHTOBEIUECKIX TEPMUHOB «IOKYMEHT», «IOKYMEHTUpOBaHHas nHpopMauus» B DenepaibHOM
3akoHe PD Ne 149-03 «O6 mHbOopManmu, HHHOPMAMOHHBIX TEXHOJIOTHSAX M O 3aluTe WH(popMa-
uu» (2006), 'OCTax.

3aoanue u memoouxa ewvinoanenus: u3yunTb PenepanbHoM 3akoHe PO Ne 149-d3 «O6
nHDopMaIii, HHPOPMAITMOHHBIX TEXHOJOTHAX M 0 3amuTe umHpopmamum» (2006), TOCT P 7.0.8-
2013 «CUBU/. Hdenonmpou3BOICTBO U apXWBHOE neno. Tepmunsl u ompeaeneuus», I'OCT P UCO
15489-1-2019 «CUBUA. Nadopmanust u fokymMeHTauus. Ynpasienue qokymentamu. Yacte 1. [Tons-
TUSI U IPUHLUIBD) U IPyTUe HOPMAaTHBHBIC TOKYMEHTHI, PEKOMEHAOBaHHbIE B pa3aene «OCHOBHAS U
JIOTIOJTHUTEINbHAS JINTEPATyPay, CTaThIO:

Kykapuna, FO. M. Bonipocs! JokyMeHTHpOBaHUS B 3aKOHOIATENbHBIX akTax Poccuiickoit denepa-
uu / FO. M. Kykapuna // lenonpousBoactso. —2014. — Ne 2. — C. 3-8.
BbITE TOTOBBIM OTBEYaTh Ha BOIPOCHL:
B kakux u3 IepeuncieHHbIX TOKYMEHTOB YIIOTPEOISIETCS TEPMUH «TOKYMEHT»?
MOXHO JIM CYMTaTh CAHOHUMAaMH TEPMHHBI «IOKYMEHT», «JOKYMEHTHPOBaHHAast HHPOPMAIHS» ?
B 4eM oTiin4Me TEPMUHOB «JIOKYMEHT», «JOKYMEHTHPOBaHHAs HHYOPMALHS»?
. Kakue 3akoHOmaTeNbHBIE 1 HOPMATHUBHBIE aKTHl HA3BIBAIOT BUJIBI JIOKYMEHTOB, KOTOPBIE TPEOYIOT-
cst U1 opopMITeHUS OTIpEeIeNIEHHON yIpaBIeHUYECKOW CUTyalum?
5. Kakwue 3akoHOJaTeIbHBIE 1 HOPMATUBHBIE aKThl YCTAHABIMBAIOT COCTaB JOKYMEHTOB, H3JJaBAEMBIX
omnpeeNéHHbIM OPIaHOM BJIACTH U YIPaBJICHHsI, OPraHU3aLUueH WiIN JODKHOCTHBIM JIMIIOM?
6. Kakwue 3akoHOAaTeNbHBIE 1 HOPMATUBHBIE aKThl COJIEPKAT ONpPEAEICHNS BHIOB U Pa3HOBUIHOCTEH
JOKYMEHTOB, YCTaHABJIMBAIOTCs 00s13aTeNbHbIE TpeOoBaHUs K GopMe JOKyMeHTa?

B

Camocmoamenvhas paboma Ne 5.
Tema: @ynkyuu, ceoiicmea, RPUIHAKU OOKYMEHmMa

ens paboTel — m3ydeHne (QyHKIWA, CBOWCTB, NMPU3HAKOB IOKYMEHTAa, ITOATOTOBKA K
yuactuto B ceMuHapckux NelNe 4, 5 u npaktudeckom Ne 4 3aHATHSAX, yCBOEHHE TeM 5, 6.
3agaHue ¥ METOAMKA BBHIMOJNHEHMS: M3Y4YUTh y4eOHYI0 nuTepaTypy mo «JloxymeHToBene-
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HUIO», TO3HAKOMHUTHCS C OCHOBHBIMH IOJXOJaMH K TPAKTOBKE BCEOOMIMX W YaCTHBIX (YHKIUH,
CBOWCTB M NPU3HAKOB JOKYMEHTa B paboTax JOKyMEHTOBEIOB, PEKOMEHIOBaHHBIX B pazaene « OCHOB-
Hasl ¥ JOIOJHUTENIbHAS JINTEPaTypay, a TAKXKE B HIDKEIICPEUHCIICHHBIX HAyYHBIX M y4eOHBIX M3/1aHU-
AX:

1. T'opaykanosa, I'. ®@. JJokymenroBenenue : yue6. U. 1. Obmee noxkymentoBenenue / I'. .
l'opnyxamnosa, T. B. 3axapuyk, E. A. [Inemkesud ; Hayu. pen. I'. B. MuxeeBa. — CI16. : [Ipodeccus,
2013. —320 c. — (YueOnuk myst 6akaaaBpoB).

2. Jlapbkos, H. C. HokymenT u ero ¢pynkuuu / H. C. Jlapekos // JlapekoB H. C. JlokymeHTOBE-
nenne: yaeOnuk / H. C. Jlappkos. — 3-e uzn. — M., 2018. —T'm. 2. — C. 14-22.

Camocmoamenvnan pavoma Ne 6. Tema: Knaccugpuxauyus 0oKkymenmoes

Lenp paboThl — M3yueHNe KIACCU(PHUKAINKA KaK Hay9IHOW KaTErOpHH, MOJATOTOBKA K BBITION -
HEHUIO MpaKkTU4YecKux 3aHsAThii NeNe 5, 6.
3amaHue M METOAWKA BBIINOJHEHHUS: HW3YyYUTh YKa3aHHYI0 Yy4YeOHYIO0 JUTeparypy IO
«/l0KyMEHTOBEACHHUIO», OTBETUTH HA MIOCTABIEHHBIC BOIIPOCHL:
1. Yro Takoe kmaccudurarms?
115t yero JOKyMEHTOBEY Hy>KHA KJIaCCH()UKALHMS JOKYMEHTOB?
UeM knaccuduKaus OTINYAEeTCs OT KiIacCU(OUIUPOBAHU?
Yewm xinaccupuKanus OTIIMIASTCS OT CUCTEMATH3aInN?
UewM kmaccuduKanus OTINYACTCS OT TUITH3ALNHN?
Koro u3 yuensix T. B. 3axapuyk, oquH U3 aBTOpoB yueOHHKaA 1O «/0OKyMeHTOBEICHNUIOY, Ha -
3BIBa€T KaK BHECIIMX 3HAYUTENBHBIN BKIIA] B pa3pabOTKy MpoOIeMbl KiTacCH(PUKAITIN JOKYMEHTOB?
Jlureparypa
1. 3axapuyk, T. B. Knaccudukamus noxkymentoB / T. B. 3axapuyk // T'opmykanosa, I'. @.
HoxymenToBenenue : yueb. Y. 1. Obmee moxymentoBenenue / I'. @. ['opmykamnosa, T. B. 3axapuyk, E.
A. Ilnemkesud ; Hayd. pea. ['. B. Muxeesa. — CI16., 2013. —I'm. 2. — § 5. — C. 89-112.
2. Knaccudukanus ynpaBieHYECKUX JOKYMEHTOB M CHCTEM JOKyMeHTauuu // JlokymeHToBese -
HUe : y4eOHUK U TIPaKTHKYM JUTsl akajeM. OakanmaBpuata / mof pen. JI. A. JloponuHoit. — M., 2017. —
I'n. 2. - C. 44-55.
3. Kymmnapenko, H. H. JlokymentoBenenue : yue6. mis By3os / H. H. Kymnapenko. — Kues :
3uanue, 2007. — 460 c.

A

(111 cemecmp ounoii popmul 00yuenus)
Camocmoamenvhnan paboma Ne 7. Tema: Dopmynap ookymenma

Llenv pabomwi — W3yueHHWE COBPEMEHHBIX TPEOOBaHWI TOCYNApCTBEHHBIX CTaHIAPTOB U

HOPMATHUBHO-METOAMYECKUX aKTOB K 0(hOpMIICHHIO (popMyJIIsipa TOKyMEHTa.
3aoanue u memoouxa evinoanenus: m3yduth ['OCT ¢ TpeboBaHHSIMU K OQOPMIICHHIO
JIOKYMEHTOB, HOPMaTHBHO-METOINYECKUE JOKYMEHTHI 10 JOKYMEHTHPOBAHHUIO YIPABICHUYECKON Jest-
tenpHOCTH ('COY, TUMOBYI0 MHCTPYKLMIO HO JENOMPOU3BOACTBY...), TpeOOBaHUS TOCYAapPCTBEH-
HOT'O CTaHJapTa K OJIaHKY JTOKYMEHTOB. BBITh TOTOBBIM Ha CEMUHAPCKHX W MPAKTUYCCKUX 3aHATHUSIX,
MOCBSIICHHBIX OPTaHU3AIMOHHO-PACTIOPSINTENFHON JTOKYMEHTAIIUH, HA3bIBATh JOKYMEHTBI, BXOJIS -

mue B coctaB Y COPJI, ocHOBHBIE PEKBU3UTHI JOKYMEHTOB, BUJIbI GJIaHKOB.
3amanue BBIONHSAETCS B (hopMe MPAKTUYECKOM MOArOTOBKM Ha MaTepuasiax KaHIIes -

puH, OTAENA KagpPOB HHCTUTYTA.

Camocmonamenvhan paboma Ne 8. Tema: Opzanusayuonno-pacnopaoumeibHan
OOKyMeHmauus

Llenv pabomer — o3HakomieHue ¢ HamwonampabeM cTranmaptoM PO I'OCT P 7.0.97-2016
«Cucrtema cTaHmapToB 1Mo WH(pOpMAIH, OHOIMOTEYHOMY U U3ATEIbCKOMY Aeiry. OpraHu3aimoOHHO-
pacropsiIMTeNbHAS JJOKyMeHTalusl. TpeOoBaHus K O(OPMIICHUIO JJOKYMEHTOBY.

3aoanue u memoouka evinonnenus: n3ydutb Hanmonamsubiii ctannapt PO I'OCT P 7.0.97-
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2016 «Cucrema ctangapToB 1o uHMopManru, ONOIMOTEYHOMY U U3JaTeNbcKoMy Aeny. Opranuzam-
OHHO-PACTIOPSIUTENbHAS JOKyMeHTalus. [peboBaHus K OpOPMIICHUIO JIOKYMEHTOB)» W OTBETUTh Ha
CIIeTyFOIre TIPUMEPHBIE BOIIPOCHI:

1. Haumonaneusiii crangapt PO F'OCT P 7.0.97-2016 «Cucrema cranaapToB 1o uHMOpMaIiy,
OMOMMOTEUHOMY W H3AaTeNIbCKOMY Jienty. OpraHn3aloOHHO-paclopsAUTeNbHAS JOKYMEHTALHSI.
TpeboBanns K OQOPMIEHHIO IOKYMEHTOB» BBEIEH BIIEPBbIE WM B3aMeH YK€ YyCTapeBIIEro
crangapra?

2. HazoBute 0051acTh IPUMEHEHUS CTaHIapTa?

3. Kakoii 3aK0H peryimpyer HCIob30BaHNe Ha OJlaHKaX JOKyMeHTOB ['ocynapcTBeHHOTO Tep-
0a Poccutickoit Denepartnmn?

4. Uro sBisieTca OaTOM Takoro BHAA JOKYMEHTa KakK MPOTOKOJ: JaTa ero MOJNMHCAaHMA, JaTa
YTBEP)KACHUS, aTa 3aceJanus (IPUHATHS PeLeHus)?

5. Kakum o00pa3oM MpOCTaBISETCS PETUCTPAIMOHHBI HOMEpP ITOKYMEHTAa, COCTaBJIEHHOTO
COBMECTHO JABYMs U O0JIee OpraHn3anusaMu’?

6. B kxakux cinyyasix B JOKYMEHTE YKa3bIBalOT MECTO COCTABJICHUS MJIH U3JaHUs TOKYMEHTa?

7. Tlpu agpecoBaHMU JOKYMEHTA JOKHOCTHOMY JIMIY WHHUIIMAIBI YKa3bIBAIOT TIEPE]] WITH T10-
cie ero pammmn?

8. Kaxoli 3aKoHOIATETBHBIN JOKYMEHT periIlaMeHTUPYeT 0OPMIICHHE TOBEPEHHOCTH OT HMEHU
IOPUIMYECKOTO JIMIA Ha MOMYYCHUE ICHEXKHBIX CPEICTB, KTO MOANUCHIBAET TAKOW JOKYMEHT?

Jlureparypa

1. Harmmonansnsiii crangapt PO ['OCT P 7.0.97-2016 «Cucrema cranaapToB 1o uH(popMaiumy,
OMOMMOTEYHOMY W U3AaTeNbCKOMY Jienty. OpraHum3alloOHHO-paclopsAUTeNbHAas JOKyMEHTalus.
TpebGoBaHus K OPOPMIIEHUIO JTOKYMEHTOBY

2. Kysnuenos, C. JI. Hoserit [OCT Ha odopmirenne moxymentos / C. JI. Ky3neros // Jlemno-
npou3BoAcTBo. —2017. — Ne 2. — C. 25-36.

3. SukoBas, B. ®. OCT P 7.0.97-2016 o GxaHkax HOKyMEHTOB [DIIeKTpOHHBIN pecypc] / B.
®. SnxoBas //  Cexperapp-pedepernr. — 2017. — Ne 5. — Pexum mocTyma:
https://www.profiz.ru/st/5 2017/GOST _o_blankah/.

4. Suxosas, B. @. Hoseiiit 'OCT P 7.0.97-2016 [Tekcr] / B. ®@. fAukosas // Cexperapb-pede-
peHT. —2017. — No 1. — C. 25-35.

5. SlakoBas, B. ®@. Odopmisiem nokymeHTHl 1o HOBoMy. Tpeboanuss TOCT P 7.0.97-2016
[Tekct] / B. ®. SlukoBas // CnipaBouHUK cexkperaps u opuc-mMenemkepa. —2017. — Ne 5, — C. 12-21.

6. Sukosas, B. ®. Cucrema npuka3oB (pacnopsbkeHui) B nenonpousBoiactse [Teker] / B. @.
SAnkosas // Cexperapb-pedepent. — 2007. — Ne 8. — C. 25-32.

7. Suxosas, B. ®. Uto m3menunock B 'OCT P 7.0.97-2016 mo cpasaeruro ¢ ['OCT P 6.30-
2003 [Onexrponnslii pecypc] / B. ®. SukoBas // [lenompou3BOACTBO W JTOKYMEHTOOOOpPOT Ha
npennpuatuu. — 2018. — Ne 6. — Pexxum moctyna: http://www.delo-press.ru/articles.php?n=28973.

Camocmonamenvhan paboma Ne 9. Tema: Cnysncedbnoe nucemo

Llenv pabomsi — W3ydeHUE OCHOBHBIX INPABWIJI COCTaBJICHHS M OGOPMIICHHUS CIIPaBOYHO-

WHGOPMAITMOHHBIX JIOKYMEHTOB, 0COOCHHOCTEY TPEOOBAHUH K KaXKIOMY BUY.

3aoanue u memoouxa 6uinoIHeHUs: COCTaBUTh U OOPMHUTEH B COOTBETCTBUH C TPEOOBAHUSIMH
Hanmonameraoro cranmapra PO I'OCT P 7.0.97-2016 «Cuctema ctaHAapToB 1Mo WHGOPMAIHNHA, OHO-
JUOTEUHOMY U M3AAaTeNbCKOMY Aery. OpraHu3ainoHHO-pacopsAuTeNIbHAs ToKyMeHTaus. Tpedoa-
HUSL K O(QOPMIICHUIO JOKYMEHTOB»» CICIYIOIIUE PA3HOBHIHOCTH CIPABOYHO-MH(POPMAIMOHHBIX
JTOKYMEHTOB:

1. JloxmagHyto 3amuCKy;

2. OOBSCHUTENBHYIO 3aIHCKY;

3. [uceMmo-mipurianieHne Ha MEPOIPHUSITHE;

4. Temedonorpammy.

5.2.3. Ilepeuens neuamnvix u 31eKMPOHHBIX 00PA306AMENLHBIX U UHPOPMAYUOHHBIX
Pecypcos HeodxX00UuUMbIX 0J151 CAMOCMOAMETbHOU Padomsl
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Cwm. Paznien 7. IlepeueHb mevaTHBIX U 3JIEKTPOHHBIX 00pa3oBaTelNbHBIX U HHPOpPMA-
LUOHHBIX PECYPCOB HEOOXOIUMBIX AJIsi OCBOCHUS AUCIUILIUHBIL.

http://fgosvo.ru/ — Tlopran denepanbHBIX TOCYIapCTBEHHBIX 00pa30BaTEIbHBIX
CTaHJAPTOB BHICIIETO 0Opa30BAHUSI.

http://gramota.ru/ — CnpaBouHo-MH(DOPMAIIMOHHBIA TIOpTal [ pamMoTa.py — pycckuit
SI3BIK TSI BCEX .

https://grants.culture.ru/ — Kynsrypa. I'panter Poccun. O6mepoccuiickas 6aza KOH-
KypCOB U TPAHTOB B 00JIaCTH KYJIbTYPBI U UCKYCCTBA.

https://openedu.ru — OTKpbITOE OOpa3OBaHME.

https://mpe3uaenTckuerpanTel.pd — QOoHT TPE3UACHTCKUX TPAHTOB.

https://rsv.ru — Poccus — cTpana BO3MOXKHOCTEH.

6. ®OH OLIEHOYHBIX CPEJCTB JIJI1 IPOBEJEHUSA TEKYIIETO KOHTPOJISA
YCHEBAEMOCTH Y TIPOMEXKYTOYHOM ATTECTAIIMA OBYYAIOIIUXCA 1O JUCHUILIIMHE

6.1. [lepeyeHb KOMIETEHIUI ¢ YKa3aHWeM ITanoB ux GopMHUpPOBaHUs B Mpolecce
0CBOEHHUS 00pa30BaTeJIbHON MPOrpaMMbl

Tabamnna 6
[TactiopT ¢oH/1a OLIEHOUHBIX CPEJCTB sl TeKyel hopMbl KOHTPOJIS
HaunMeHoBanue ILlnanupyembie Koapi HaunMeHoBanue
pa3nesioB, TeMbl pPe3yJabTaThl HHAUKATOPO OIIEHOYHOI'0 CpeCTBa
ocsoenusi OIIOII B
AOCTHKEHM ST
KOMIIETeHIH
i
1 2 3 4
Pa3gen 1. Cnoco0bl JIOKYMEHTHPOBAHUS
Tema 1. Ilomstus | OIIK-3 OIIK-3.1 — Cemumaap Ne 1. Tema
«IOKYMEHTY, «3apoxaeHue U pa3BUTHE
«IOKYMCHTUPOBAHHUCY. OIIK-3.2 JIOKYMEHTUPOBaHU»
3apoKIeHHE U 3BOIIIO- OIK-3.3 — Ilpaktuueckas pabora Ne 1
st OCHOBHBIX «JlokymeHTOBE qUECKAS
CHoco0OB U  CpEACTB MepHOIKaY
AOKYMCHTHPOBAHNA — CamocrosTenbHas pabora Ne 1
Tema «®I'OC BO no
HaIpaBJICHHUIO MOJATOTOBKH
46.03.02 JIoKyMEHTOBEACHUE U
ApXHUBOBEJICHHEY.
Tema 2. TexkctoBoe | OIIK-3 OIIK-3.1 — Ilpaktudeckass pabora Ne 2
JOKYMEHTHPOBAaHHUE OIIK-3.2 «Marepuansl 1 UHCTPYMEHTBI
OIlK-3.3 JIOKYMEHTUPOBAHUS»
— CamocrosTensHas padota Ne 2
Tema «3apoxneHHe OCHOBHBIX
Croco00B TOKYMEHTHPOBAHUS.
Tema 3. Kuno-, goro-, | OIIK-3 OI1K-3.1 — Cemunap Ne 2. Tema «Pa3Bu-
(OHO- U BNEKTPOHHOE OIlK-3.2 THE CIMOCOOOB JOKYMEHTHPO-
AOKYyMEHTUPOBAHHUC OIIK-3.3 BaHus B XIX — nHauae XX
BB.»
— Ilpaktuueckass pabora Ne 3
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HaumeHnoBanue
pa3nesioB, TeMbI

ILlnanupyembie
pe3yabTaThl
ocsoenusi OIIOII

Koapl
HHAUKATOPO
B
JOCTHIKEHHST
KOMIIeTEHITN

[y

n

HaunmeHoBanue
OLICHOYHOI'0 CPeACTBA

«3apoXieHue U pa3BUTHE
CHOCOOOB U CPENICTB TOKYMEH-

TUPOBAHUS»
— CamocrosTensHast pabota Ne 3
Tema  «OCHOBHEIE  CIOCOOBI

nokyMeHTupoBaHusi B XIX-XXI
BB.».

Pa3nen 2. TeopeTu4eckne 0CHOBBI JOKYMEHTOBeIeHHSA

Tema 4. Tlonsartus | IIK-1 IK-1.1 — Ilpaktuueckas pabota Ne 4
«IOKYMEHTY, I1K-1.2 «OBONIIONHUA HOHIATHUN
«IOKYMEHTHPOBaH- I1K-1.3 «IOKYMEHT», «IOKYMEHTHPO-
Has nHpopMaIus» BaHHasi HHGOpMAITUs»
— CamocrositensHast pabota Ne 4
Tema «lloHsATHA «IOKYMEHTY,
«JIOKyMEHTUpPOBaHHass HH(OpMa-
s B 3aKOHOAATCIIBbHBIX u
HOPMATHBHBIX aKTax».
Tema 5. ®ynkuuu, | [1IK-1 IIK-1.1 — Ilpaktuueckas pabora Ne 5
CBOICTBA U  IIpH- I1K-1.2 «DyHKIUHU JOKYMEHTa»
3HaKU JOKYMEHTa [K-1.3 — Ilpaktuueckas pabora Ne 6
«[IpusHaku u CBOMCTBA
JIOKYMEHTAa)
— CamocrosTensHast pabota Ne 5
Tema «®DyHKIIMHU, CBOMHCTBA, MPHU-
3HAKU JIOKYMEHTa.
Tema 6. Knaccuduka- | TTIK-1 IK-1.1 — Ilpaktuueckas pabora Ne 7
Us TOKYMEHTOB. I1K-1.2 «Knmaccudukanmst
IK-1.3 JIOKYMEHTOB»

— Ilpaktuueckas pabora Ne §
«OdunmanpHbIC U3TaHUAS»

— Ilpaktuueckas pabora Ne 9
«CI1I0BapHO-3HIMKIIONIEANYE-
CKHE U CIIPABOYHBIE U3JAHUS»
— CamocrositensHast pabora Ne 6
Tema «Knaccudukanus
JOKYMEHTOBY.

Pa3nes 3. OprannzanuoHHO-PACTIOPSIANTEILHAS JOKYMEHTALMS

Tema 7. @opmymap | 1IK-4 I1K-4.1 — Ilpaktnyeckas pabora Ne 10

JOKYMEHTA: DBOJIOLHUA I1K-4.2 «IBOJIIOLUS bopmynspa

¥ COBPEMEHHEIE TpeOo- IK-4.3 JIOKYMEHTa»

BaHM — CamocrosrenpHas padora Ne 7
Tema «DopMyssip TOKyMEHTa»

Tema 8. CocraBnenue | [IK-4 I1K-4.1 — Ilpaktryeckass pabora Ne 11

u opopmieHme opranu- [1K-4.2 «PEKBU3UTHI TOKYMEHTOBY

3aIMOHHO-PACTIOPSTH- [IK-4.3 — Ilpaktnueckas pabora Ne 12

TEJIbHOW  JIOKyMEHTa- «O(popMneHHe

Hn OpraHu3alMOHHO-
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HaunMeHoBanue ILlnanupyembie Koapi HaunMmeHoBanue
pa3fenoB, TeMbI pe3yJbTaThl HHIMKATOPO OLEHOYHOTI'0 CPeICTBA
ocsoenusi OIIOII B
AOCTHKEHUS
KOMIIeTeHIH
i
pacnopsaIuTeIbHON
JOKYMEHTALIUW»
— CamoctosrensHas padora Ne 8
Tema «Opranu3anoHHO-PACIIO-
pAAnTEeNbHAS
JOKYMEHTAIHs»
Tema 9. Cucrema opra- | I1K-4 [TIK-4.1 — Ilpaktnueckas pabora Ne 13
HH3aIMOHHO-paCIOpsi- [1K-4.2 «Cocrasnenne u opopmiieHue
JIUTENBHOU JOKYMEHTA- 11K-4.3 OpraHU3aLMOHHBIX
nun JIOKYMEHTOBY

— Ilpaktnueckas pabora Ne 14
«CocraBienne u 0(hOpMIICHHE
pacnopsIAUTENbHBIX
JIOKYMEHTOB)

— Ilpaktuueckas pabora Ne 15
«CocraBiienne u 0(hOpMIICHHE
CIPaBOYHO-MH(POPMAITUOHHBIX
JIOKYMEHTOB»

— CamocrosTensHast pabota Ne 9
Tema «Cayxe0HOe TUCHMOY

Taoauua 7

IMacnopT ¢oHaa OLIEHOYHBIX CPEACTB JJIsl IPOMEKYTOUYHOM aTTecTAluN

HanmeHoBanue Ilnanupyembie Konsl HaunMeHoBaHue 0LIEHOYHOTO
pa3/ienoB, TeMbI pe3yJbTaThl 0CBOe- | MHIAMKATOPO cpeacTBa
nus OIIOIT B
JDOCTHKEHMs
KOMIIeTEHLH
i
1 2 3 4
Pazgen 1. Cnioco0bI JOKYMEHTHPOBaHHS
Tema 1. Ilomstus | OIIK-3 OIIK-3.1 — Bompocer k 3k3ameny (1
«JTOKYMEHTY, ceMecTp)
«TOKYMEHTHUPOBAHHUEY. Ne Teopernueckux Bompocos: 1-
3apoxKACHUE U 3BOJIIO- OINIK-3.2 7,20
st OCHOBHBIX Ne mpakTHKO-OpHEHTHPOBAHHBIX
Croco0OB W CPEICTB 3amanuii; 1
JIOKyMEHTUPOBAHHUS OIIK-3.3 — Tembl KypcoBoil pabOTHI:
JlokymeHnT: wucropus ¢GopMHUpO-
BaHUS TEPMHHA. 3apOKICHHE U
pasBUTHE  JTOKYMEHTHUPOBAHMS:
OCHOBHbBIE CIIOCOOBI.
Tema 2. TexkcrtoBoe | OIIK-3 OIIK-3.1 — Bompocer k 2x3ameny (1
JIOKYMEHTHpPOBaHHE OIIK-3.2 ceMecTp)
OIK-3.3 Ne TeopeTndeckux BONPOCOB: 8-

13
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Ne MpakTHKO-OPUEHTHPOBAHHBIX
3amanni: 1

— Temsr kypcoBoii pabotsr: Bos-
HUKHOBEHHME  JIOKyMEHTa U
MUChMA: TPHYUHBI H TPEIIO-
CBUTKA. DBOJIOIUS MaTepUAIOB
U HWHCTPYMEHTOB TEKCTOBOTO
JIOKYMEHTHPOBAHHSL.

Tema 3. Kuno-, ¢oro-,
(OHO- W DIEKTPOHHOE
JIOKYMEHTHPOBaHUE

OIIK-3

OIIK-3.1

OIIK-3.2

OIIK-3.3

— Bompocer k a3x3ameny (1
ceMecTp)

Ne TeopeTnyeckux
14-19

Ne MpakTHKO-OpUEHTHPOBAHHBIX
3amaHmii: 1

— Tewmbl KypcoBod pabOTHI:
®doTo- W KUHOJIOKYMEHTHUPOBA-
HUE: Ha3HaYeHHE U 00JIacTh TIpH-
MeHeHus. TpaJulMOHHBIA U
AJNICKTPOHHBIA  JIOKYMEHT: J0-
CTOWHCTBA M HEOCTATKH.

BOIPOCOB:

Pa3

aes 2. TeopeTnueckue

OCHOBbI JOKYMEHTOBECACHUSA

Tema 4.
«JTOKYMEHTY,
«TOKYMEHTHPOBaHHAs
nHDOpMAaITIID)

Tloustus

[K-1

IK-1.1

[K-1.2

IIK-1.3

— Bompockr k 3agety (2 cemectp):
No TeopeTHueckux BOIPOCOB: 1-
3

Ne mpaKkTHKO-OpHUEHTHPOBAHHBIX
3amanuii: 1

— Tembl KypcoBoil pabOTHI:
3akoHOJaTeNbHAsT U HOPMAaTHUB-
Has TPAaKTOBKA MOHATHI
«IOKYMEHT»,  «JIOKYMEHTHPO-
BaHHAA uHGOPMAITH.
JIOKyMEHT B CHUCTEME COLMAJIb-
HBIX KOMMYHHUKAIUH.

Tema 5. ®yHknuu,
CBOMCTBAa W TMPU3HAKU
JIOKYMEHTa

[K-1

[K-1.1

[K-1.2

IIK-1.3

— Bormpockr k 3auety (2 cemectp):
No TeopeTnueckux BOMPOCOB: 4-
7

Ne mpakTHKO-OpHEHTHPOBAHHBIX
3aganui; 1

TeMbl KypcOBOH pabOTEHI:
JIOKyMEHT Kak TOJIH(YHKINO-
HaJbHBIA 00BbekT. [lpusHaku u
CBOMCTBA JOKYMEHTA.

Tema 6. Knaccuguka-
nyA 1OKYMCHTOB.

[K-1

IK-1.1

[K-1.2

[IK-1.3

— Bompockr k 3adety (2 cemectp):
Ne TeopeTnyeckux BOIPOCOB: 8-
22

Ne npakTHKO-OpUEHTHPOBAHHBIX
3aaHui: 2

— Tembl KypcoBoil paOOTHI:
Knaccudukauns  HOKyMEHTOB
Kak Hay4dHas npoliema.

Pa3[1e.11 3. OpFaHI/I3aIII/IOHHO-paCHOpﬂ)II/ITeJ'lI)HaH NOKYMEHTAIUsA

Tema 7. ®opmysp
JIOKYMEHTa: 3BOJIIOLIUS

[1K-4

[1K-4.1

[1K-4.2

Bomnpocer
ceMecTp)

K 9Kk3ameny (3
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U COBpEMEHHBIE Tpebo-
BaHMUS

[1K-4.3

Ne TeopeTnyeckux
1,2,5-6

Ne mpakTHKO-OpHEHTHPOBAHHBIX
3ajaHuil: 3-6

— Temsr kypcoBoii pabotsr: [Ipu-
Ka3HOE U KOJUIEKCKOE JIeNOo-
MIPOU3BOJACTBO: BO3HHKHOBEHUE
U pasButue. l'eHepaybHBII
pernament (1720) u ero posb B
Pa3BUTUH JEIONPOU3BOJCTBA B
Poccun. @opMyisip 1 peKBU3UT:
CTaHOBJICHUE COBPEMEHHOI0
YIPaBICHYECKOT0 JOKYMEHTA.

BOIIPOCOB:

Tema 8. CoctaBnenue
1 oopMIICHHE OpPraHH-
3allMOHHO-PaCTIOPSAN-
TEJIBHOM  JOKyMEHTa-
07054

[1K-4

[1K-4.1

[1K-4.2

[1K-4.3

— Bompocer k  3x3ameny (3
ceMecTp)

Ne TeopeTndeckux BONPOCOB: 7-
13

Ne mpakTHKO-OpHEHTHPOBAHHBIX
3agaHuii: 3-6

— Tembl KypcoBOW paOOTHI:
CranmapTu3anus 1 yHUDUKAIIHS
OpraHu3allMOHHO-PACTIOPS M-
TEJbHOU JOKYMEHTAIIHH.
CocraBnenne U oQopMIICHHE
pacnopsIuTeNbHON JOKYMEHTa-
i (MOXKHO Ha TIpUMEpE JIIo-
00oro BHIA PACHOPIAIUTEIBHBIX
JIOKYMEHTOB).

Tema 9. Cuctema opra-
HU3aLMOHHO-PacIopsi-
JUTENbHOU JOKYMEHTA-
195051

[1K-4

11K-4.1

[1K-4.2

[1K-4.3

— Bompocsl
ceMecTp)

Ne TeopeTnyeckux
14-28

No mpaKTHKO-OpPHUEHTHPOBAHHBIX
3agaHui; 3-6

K o9Kk3ameny (3

BOIPOCOB:

— TeMbl KypcoBoi pabOTHI:
CocraBnenne W oQopmICHHE
YUPEAUTEIbHBIX  JIOKYMEHTOB.

IIpuka3 kak pacnopsiauTeIbHbIN
JIOKYMEHT: Pa3HOBHIHOCTHU, OCO-
OCeHHOCTH COCTaBIICHHUSI u
0(hOpMIICHUSL.

6.2. Onucanne nokasaresjied 1 KpUTEPUEB OLICHMBAHUS KOMIIETCHIIHI HA Pa3JINYHBIX
Tanax ux (popMUPOBaHUs, ONIMCAHUE KA OLlCHHBAHUSA

6.2.1. Ilokazamenu u Kpumepuu OYeHUGAHUA KOMREMEHYUTL HA PA3TUYHBIX

Imanax ux gopmuposanus

Taoauua 8

Ioka3zaresiu M KPUTEPUH OLIEHUBAHMSI KOMIIeTEHLM i

Ilnanupyembie
pe3yabTaThl
OCBOCHHUS

IToka3aTenn
copMUPOBAHHOCTH
KOMIIeTeHIIHH

Kputepun onennBanus
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OI10I1

2

3

OIIK-3

— MOHUMAET OCHOBHBIC CIIOCOOBI 1
BUJIbI JIOKYMEHTHPOBAHUS,

— MPHUMEHSET TEOPETUUCCKUE 3HA-
HHUS B 00NAacTH JOKYMEHTOBEJIe-
HHS JUI PEHICHHs TTOCTAaBICHHBIX
3a7a4 y4eOHOW W IPaKTHYECKOH
JIeATEIbHOCTH;

— CMOCOOCH HCIOJIb30BaTh 3HA-
HHS, YMEHHs, BJIAJCHUS B IPO-
(heCCHOHAJILHOM eSITeILHOCTH.

OOyuaromuiicss o0nanaeT HEOOXOAUMOM CH-
CTEMOM 3HAHUM, JOCTUT OCO3HAHHOTO BlIaje-
HUS YMCHUSIMH, HAaBBIKAMH M CIIOCOOaMU
npodeccHoHaNBHON  nmestenbHOCTH.  Jle-
MOHCTPUPYET CHOCOOHOCTh AHATU3UPOBATh,
MIPOBOJIUTh CPaBHCHHE M OOOCHOBAHHE BbI-
0opa METOMOB pEIICHUS 3aJlaHuil B Tpak-
THKO-OPUCHTHUPOBAHHBIX CUTYAIIUAX.

[K-1

— MOHMMAaeT HAy4YHO-METOanYe-
CKHE OCHOBBI IOKYMCHTOBCICHHS;
—  OCYIIECTBISCT aHadu3 |
KJIacCU(PHUKALUIO JTOKYMEHTOB IO
Pa3INYHBIM TPU3HAKAM;

— cmoco0eH HCIOoJIb30BaTh 3HA-
HU, YMCHI/I}I, BJIAACHUS B HpO-
(hecCHOHAIBHOM JESITEIbHOCTH.

OOyuaromuiicss o0nanaeT HeoOXOAUMOM Cu-
CTEMOM 3HAHUM, JOCTUT OCO3HAHHOIO BIIajIE-
HUS YMEHHUSMM, HaBBIKAMH M CIOCOOaMu
npodeccuoHabHOH — nesitenbHOCTH.  [e-
MOHCTPHUPYET CIMOCOOHOCTh AHATU3UPOBATh,
MIPOBOJUTH CPaBHCHHE M OOOCHOBAHHE BBI-
0opa METOMOB pEIICHUS 3aJlaHUil B Ipak-
THKO-OPHEHTUPOBAHHBIX CUTYaIIUsIX.

I1K-4

— TOHMMaeT HOPMATHUBHO-TIpa-
BOByI0 0a3zy JOKYMEHTHpPOBAHHSA
JeSITEIbHOCTH OpTaHU3aliN;

— cocrtaBmsieT W odopmiser
YTIPaBIEHYECKYIO JTOKYMEHTa-
U0, HCIOJBb3YeT YHUPHIUPO-

BaHHbIC (HOPMBI TOKYMEHTOB;

— CMOCOOCH HCIOJIb30BaTh 3HA-
HUA, YMCHUA, BJIaJCHUA B IIPO-
(heCCHOHAIILHOM JIeSITEILHOCTH.

OOyuaromuiicss o0nanaeT HEOOXOAUMMOM CH-
CTEMO¥ 3HAaHWH, TOCTUT OCO3HAHHOTO BIIaJIE-
HUS YMCHUSIMHU, HAaBBIKAMH M CIOCOOaMU
npodeccHoHaNBHON  nestenbHOCTH.  Jle-
MOHCTPHPYET CIIOCOOHOCTh aHAIU3MPOBATH,
MPOBOJIUTh CPaBHEHHE M OOOCHOBAHHE BBI-
0opa METOMOB pEIICHUS 3aJlaHuil B Ipak-
THKO-OPUCHTHUPOBAHHBIX CUTYAIIUSX.

Taoauma 9

Jrtansl GopMUPOBAHHUA KOMIICTEHIH I

HaumenoBaHue 3Tamna

XapaKTepUCTUKA JTana

DopMbl KOHTPOJISA

2

3

Haganpnprii  (BXOmHOW) 9Talm
(hopMUpPOBaHUS KOMITETCHIIUN

JlmaraocTrKa BXOIHBIX 3HAHUMN
B paMKax KOMIIETEHIUH.

YcTHBIN onpoc

Texymuii 3Tan (HOpMHUPOBAHUS

KOMIIETEHIUI

Brimonnenue O6y‘laIOHII/IMI/IC$I

3aJaHNi, HANpPaBICHHBIX HA | CEMUHAPHI; TMPAKTHUECKHE 3a-
dbopMHpOBaHHE KOMIIETCHIMI | HATHS; CaMOCTOSITEIbHAs pa-
OcylecTBiieHUEe  BBISBJICHUS | OoTa:

MPUYUH MPEMATCTBYIOIINX | YCTHBIH OMPOC 1O TUArHOCTH-
s¢dexTHBHOMY OCBOCHMIO | YECKUM BOIIPOCaM; CaMOCTOSI-
KOMIICTCHIINH. TENBHOE PEIICHUE KOHTPOJIb-

AxTuBHas yqe6Haﬂ JICKIIUA,

HBIX 3aJaHHUHI U T. 1.

[IpomesxxyTouHbIil (aTTEecTaIu-
OHHBINA) dTanm (HOPMHUPOBAHUS

KOMITETCHITUI

OnennBanne cQOpPMHPOBAHHO-
CTU KOMIETEHIMWA MO OTHEeNb- | — OTBEThl Ha TEOPETHYECKUE
HOM 4YacTH JUCLUIUIMHBI WU
JHCIUILIMHEI B LIEJIOM.

3aqem, IK3ameHnusl:

BOIIPOCHI;
—  BBINOJHEHUE  IPAKTUKO-
OpHEHTHPOBAHHBIX 3aJaHAN.
3awuma Kypcoeoit pabomoi:

— KaueCTBO HBJIOKCHHS MaTe-
puana;
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— HaJIM4ue COOCTBEHHBIX
0000mIeHNIT ¥ BBHIBOIOB, pe-
KOMEH/IaINi, TOHUMaHUs IIpo-
ONeM W TEepCIEeKTUB H3Y4YeHHS
TEMBI;

— KOPPEKTHOE HCIIOJIb30BaHUE
OITyOJTMKOBAaHHBIX HCTOYHUKOB
Y JIEKTPOHHBIX PECYPCOB;

— ypoBeHb o0QOpMIICHUS pa-

0OTHI, COOTBETCTBYIOIIHAN
TpeOOBaHUAM  METOANYECKUX
yKa3aHUi.

6.2.2. Onucanue wiKan oueHueaAHUA

Taoauna 10
6.2.2.1. Onncanue MKAJbI OLEHNBAHHUSA OTBETA HA 3a4eTe U DK3aMeHe

OneHka 1o HoMu-

. Onucanue ypoBHeil pe3yJbTaTOB 00y4eHHA
HAJBHOI HIKaje

OTan4HO OOyuaromuiicss MOKa3bIBaeT NIyOOKHE, MCUEPIIBIBAIOIINE 3HAHUS B O0BbEME
MPOIIEHHON NPOrpaMMBbl, YBEPEHHO IEHUCTBYET IO MPHUMEHEHUIO IOyYEHHBIX
3HAaHUM HaA MpaKTHKE, JEMOHCTPUPYS YMEHMsS W BIAJACHUS, ONPEIECIICHHbBIE
IIPOrPaAMMOIA.

I'paMOTHO W JOrMYecKH CTPOMHO H3NaraeT Marepuall MpU OTBETE, yMEEeT
(hopMyMMpPOBaTh BHIBOJBI M3 M3JIOKEHHOTO TEOPETHUECKOTO MaTepraa, 3HaeT J0-
TIOJTHUTENBHO PEKOMEHIOBAHHYO JINTEPATYPY.

OOyuaroruiics criocoOeH JeiCTBOBaTh B HECTAHIAPTHBIX PAKTUKO-OPHEHTH-
POBaHHBIX cUTyarmsix. OTBEYaeT Ha BCE IOTIOIHUTEIHHBIE BOTIPOCHL.

Pesysbrar 00yueHus OKa3bIBALT, YTO JTOCTUIHYTHIN YPOBEHD OLICHKHU Pe3yJIbTa-
TOB OOy4eHHUs 1O JMCLMIUIMHE SIBISCTCS OCHOBOM I/ (DOPMHUPOBAHHUSI COOTBET-
CTBYIOILIMX KOMIIETEHIUH.

Xopouo Pesymerar oOydeHMsT TTOKA3bIBAaET, YTO OOYYAFOIIHICS TIPOIEMOHCTPHUPOBAT
pe3ynbTar Ha YpOBHE OCO3HAHHOTIO BJIAJIeHHs YUEOHBIM MaTepHaioM U yUeOHbIMU
YMEHUSAMH, BIaJCHUAMH O AUCLUTIIIMHE.
Jlonyckaer He3HAYNTEIIbHBIE OIIMOKH IIPY OCBEILEHUH 331aHHbIX BOIIPOCOB.
OOyyaromuiicss crmoco0eH aHalIM3UpOBaTh, MPOBOJIUTH CpaBHEHHE U
00ocHOBaHHUE BEIOOpA METOJIOB PELICHUS 33JaHUH B MPAKTUKO-OPHUEHTHPOBAH -
HBIX CUTYalHsX.

YaoBJeTBOPUTETb- Pe3ynmpraT 00ydeHHs MOKas3bIBaeT, 4ToO OOydaromuiics obiamaer HE00Xo-
HO JIUMOW CHCTEMOM 3HaHUM U BIaJIe€T HEKOTOPHIMU YMEHUSAMH 10 JUCLHUILINHE.
OTBeTHI U3NIAaTaeT XOTS U C OMIMOKaMH, HO MCIIPABISIEMBIMU TTOCIIE JTOTION -
HUTENHBIX H HABOIAIINX BOTIPOCOB.
OOyuaromuiics cnocoOeH MOHUMATh W HMHTEPIPETHPOBATH OCBOCHHYIO
WHGOPMAIIHUIO, YTO SIBJIICTCS OCHOBOW YCHEITHOTO (POPMHPOBAHUS YMCHHU U
BIIQJICHUH JUIsI pEIIeHUs IPAKTHKO-OPUEHTUPOBAHHBIX 33/1a.

HeynoBaerBopu- Pesynbrar oOydeHus, 0Oy9aromerocs CBUACTEILCTBYET 00 YCBOCHHH WM
TeJbHO TOJIBKO JIEMEHTAPHBIX 3HAHUN KITIOUEBBIX BOIPOCOB TI0 TUCITUILIMHE.
JlonylieHHbIe OMMOKU  HETOYHOCTH B XOJI€ TIPOMEXKYTOUYHOTO KOHTPOJIS TI0-
Ka3bpIBAIOT, YTO OOYYAIOIMIMiiCS HE OBNAJIEN HEOOXOAWMOHN CHCTEMOW 3HAaHWH |
YMEHUM 1O TUCIUILIMHE.
OOy4aronuics I0ImycKaeT rpyobie OIMOKY B OTBETE, HE IIOHUMAET CYIITHOCTH
M3JIaraeMoro BOmpoca, He yMeeT IIPUMEHSATh 3HaHUS Ha TIPAKTHKE, TAeT HETIOTHbIE
OTBETHI Ha JIOTIOJTHATEIbHBIE M HABOISIIHE BOIPOCHL
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Onucanne MKAJbI OCHUBAHUSA IMPU TECTUPOBAHUU HA 0a3e TeCTOBBIX

MaTepuaI0B HHCTUTYTA

O1eHKa M0 HOMHHAJIBbHOI mIKajgde | % NMpaBWIBHBIX O0TBETOB, MOJYYEHHBIX HA TECTHPOBAHHHU
Otnuyno / 3adteHo ot 90 10 100
Xoporio / 3auTeHo ot 75 o 89,99
Y n0oBAETBOPUTEIHHO / 3aUTEHO) ot 60 10 74,99
HeynosnerBopurensHo / He 3auteHo meHee 60
Taomauna 11
6.2.2.2. Onucanue WKAJIbI OLCHUBAHUS
Ycemmuoe evicmynnenue (cemunap, 0oxknao)
Hdeckpunro- O0pa3uoBblii, 3akoH4eH- HN3noxkeHHbli, MuHuMaJIbHbII Ouen
pbI NPUMEpPHBIii; | HbIH, MOJHBIA | PACKPBITHIHA OT- | OTBeT (HeydOoBJie- Ka
JAOCTOMHBIN O0TBeT BeT (YI0BJIETBO- TBOPUTEJILHO)
MOAPAKAHUSA (xopouo) pUTEeIbLHO)
OTBeT
(OTIMYHO)
Packportre [IpoGnema pac- | Ilpobnema pac- | [IpoGmema  pac- | [Ipobrmema He pac-
npoOIeMBbI KpbITa TOJHO- | KpbiTa. [IpoBe- | KpbiTa HE TONHO- | KpbiTa. OTCYTCTBY-
creto.  [Ipoe- | nen aHaiu3 | CThIO0. BEIBO/IBI HE | IOT BBIBOJIBL
JIeH aHaym3 | mpoOembl  Oe3 | caermaHsl  W/HiH
npoONeMbl | MPUBJICUCHUS BBIBOJIBI HE
NpPUBJICYCHHEM | JIONOJHHUTENb- | OOOCHOBAHBI.
JIOTIOJIHUTENNb- | HOW JIUTEpaTy-
HOM nuTepaty- | pel. He Bce BbI-
pel.  BBIBOABI | BOMBI CliENIaHBI
000CHOBAHBI. w/wi o00ocHO-
BaHBbI.
IIpencrasie- IIpencrasns- IIpencrasns- [IpencraBnsiemas | IlpencraBisemas
HUE emas uHopma- | emast uHpopMa- | mHGoOpMaUs He | MHPOpPMALHUsT JIOTHU-
LM CUCTEMAaTH- | IMsl  CUCTEMa- | CHCTEMATH3UpPO- | YECKH HE CBs3aHa.
3WpOBaHa, TI0- | TH3MPOBaHA W | BaHA WM He mo- | He  mcmonmp3oBaHb
clefioBaTeNibHa | TOCINENO- clleioBaTeNbHa. npoeccHOHANTbHBIE
u  sorumuecku | BatenbHa. Uc- | [Ipodeccronanb- | TepMHHBL
cBs3ana.  Mc- | monp3oBaHO Has TEPMHUHO-
TMOJTE30BAHEI OONBIIMHCTBO | JIOTHSI HCIIONB30-
BCE Heo0X0- | HEOOXOIUMBIX | BaHa MaJIo.
muMble ripodec- | mpodeccuo-
CHOHAJIbHBIC HAJTBHBIX
TEPMHHBI, TEPMUHOB.
Odopmnenue | [llupoko  wmc- | Mcnons3oBansl | Mcnonb3oBaHbl He wucnonp3oBaHbI
TMOJIb30BAHBI MHPOPMAIMOH- | HHPOPMAIHOH- WH(OPMAIMOHHBIE
WHQOPMAIIMOH- | HBIE TEXHO- | Hble TEXHOJOTHH | TEXHOJOTHH
HBIC TEXHO- | JIOTUU (PowerPoint) (PowerPoint).
JIOTHH (PowerPoint). YACTUYHO. Bompie 4 ommbok
(PowerPoint). He ©Oomee 2|34 ommbOkin B | B TPEACTABIIECMOMN
OtcyTCTBYIOT OLIMOOK B | TIIpeACTaBisieMol | MH(pOPMAIIUH.
OLIMOKH B | NPEACTaBIA- nH(OPMALIUHL.
MIPECTaBIIsI- eMOn
emoit uapopma- | uHGOpMALIIHL.
ITUH.
OtBeThI Ha | OTBeTHI Ha | OTBeTHI Ha | Tombko  otBerel | Her oTBeToB Ha
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BOITPOCHI BOIPOCHI  MOJI- | BOMPOCHI IOJI- | HA JJIEMEHTApHbIC | BOIPOCHL.
HBIC C MPUBEIC- | HbIE W/WJIH | BOTIPOCHL.
HUEM TMpHME- | YACTHYHO TIOJI-
pOB. HBIE.
YmMmenue CBoOoHO CBoOoHO CkogaH, oOparHast | CkoBaH, oOparHas
JIepXKaThCs HA | JCPKUTCS ~ HA | ICPXKUTCS  HA | CBSI3b C  ayJMTO- | CBSI3b C ayUTOpUCH
ayIMTOPHH, ayIUTOPHH, ayIUTOPHH, pueii 3aTpy/iHEHa. | OTCYTCTBYET, HE CO-
KOMMYHHKa- criocobeH K | TOAIep)KUBAET OJI0/1a€T HOPMBI pe-
THUBHBIC  Ha- | HMIIPOBU3AILNK, | OOPATHYIO 94 B TPOCTOM
BBIKH YUHUTBIBACT CBSI3b C ayJIUTO- BBICKA3bIBAHHHU.
00paTHYyO pHeii.
CBSI3b C QyIHTO-
pHEH.
Hror

[TpakTHueckoe (MpakTUKO-OPUEHTUPOBAHHOE) 3a/1aHKE

OneHka mo HOMMHAJIb-

. XapaKTepuCTHKYU 0TBETA 00y4al0Ierocs
HOIi mKaJie

O1amnyHo OObyuatomuiicss caMOCTOSITEIbHO M MPABUIIBHO PelIni yueOHo-mipodec-
CHOHAJIbHYIO 3aJady, YBEPEHHO, JIOTUYHO, IIOCIEI0BATEIBHO M
apryMEHTUPOBAHHO H3JIaraj CBOE pelleHHe, HCTONB3Ysl IMpodeccuo-
HaJIbHYIO TEPMUHOJIOTHIO.

Xopoio OOyuaromuiicss caMOCTOATENIFHO W B OCHOBHOM IPAaBHJIBHO PEIINIT
yueOHO-IPOPECCHOHANBHYIO 3a/1ady, YBEPEHHO, JIOTUYHO, TOCIIEN0-
BaTeNbHO U apryMEHTHPOBAHO M3JIarajl CBOE€ pelIeHue, UCTIOIb3Ysl MPo-
(heccroHaNbHYI0 TEPMHUHOJIOTHIO.

YaoBjeTBOPUTETHHO OOyy4aromuiicss B OCHOBHOM eIl y4eOHO-TTPO(eCCHOHANBHYIO 3a/a-
4y, JOMYCTHJ HECYIIECTBEHHBIE OIIMOKH, cllab0 apryMEHTHPOBAl CBOE
pelIeHue, MyTasiCh B NPO(ECCHOHAIBHBIX TOHSITHSIX.

HeynosJjieTBopuTe1bHO Ob6yuatommuiics He per y4eOHO-poeCCHOHANBHYIO 3a1auy.

6.3. TunoBble KOHTPOJILHBIE 32JaHNS I MHbIE MAaTEePHAJIbI, HEO0OX0UMBbIe sl
OLIEHKU 3HAHUI, YMEHM i, BJIaIeCHNH, XapaKTePU3YIOIIUX dTanbl GopMUpOBaHUS
KOMIIeTeHIIUil B Mpolecce 0CBOeHNsI 00pPa30BaTeIbHOI MPOrpaMMbl

6.3.1. Mamepuanwt 0151 0020MOEKU K 3auemy u IK3AMeHy

Taomauma 12
MarepuaJibl, He00X0AMMbIe IJIsl OLIEHKH 3HAHU I
(mpuMepHbIe TeopeTHYECKHE BONPOCHI)
K 3k3ameny (I cemecTp ouHoi (opMBbI 00yUeHUs1)

Ne IIpumepHsbie popMyJIMPOBKH BONPOCOB Kon
n/n KOMIIeTeH LMt

. [onsTust «uHQOpMaLUND), «IOKYMEHT», «TOKyMEHTHPOBAHHE. OIIK-3

Konuposanne nHbopmaImu Kak OCHOBHOM METOJT €€ TOKYMEHTHPOBAHWSL.

3Hak, BUAbI 3HAKOB.

W)=

I[OKYMCHTI/II)OBaHI/IC I/IH(I)OpMaIlI/II/I. ITousiTHe «cocob JOKYMCHTHUPOBAHUS .

9]

HpI/I‘lI/IHI)I " IPCANTOCHIJIKM BOSHUKHOBCHUA NTOKYMCHTHUPOBAHUA.

.‘-'*\

HokymentupoBanue nHpopmarun. IloHsTHE «CpEeACcTBO JOKYMEHTHPOBA-
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HUSD).

7. [IpenMeTHBIN 1 3HAKOBBIH CIIOCOOBI Iepeaauu nHpopManuu.

8. TekcroBoe nokyMeHTUpoBaHUE. OCHOBHBIE ATAbl PA3BUTHS IUCHMA.

0. TekcToBoe MOKyMeHTHpoBaHue. [TukTorpadguueckoe mucpMo.

10. TexcToBoe mokymeHTupoBanue. Jlororpaduueckoe (uaeorpadudeckoe)

MUCHMO.
11. TekcroBoe nokymenTupoBanue. CIoroBoe NMCbMO, BOSHUKHOBEHHUE (hOHE-
TUYECKOro (OyKBEHHOTO) MHCHMA.

12. DBOJIONNS MaTEPUANIOB JUISI IUCHMA.

13. OBOMIONMS UHCTPYMEHTOB U1l THChMa.

14. Crenorpadusi, MaITHHOTIVNCH.

15. TexHnueckoe TOKyMEHTUPOBaHUE.

16. DOTOIOKYMEHTUPOBAHUE.

17. | ®OHOIOKYMEHTHUPOBAHUE U 3BYKO3AMHKCH.

18. KuHo- 1 BUI€0OJOKYMEHTUPOBAHUE.

19. DNEeKTPOHHOE JOKYMEHTUPOBAHUE.

20. | HoxymeHTOBemaUECKas IEPUOIUKA (HA IPUMEPE OTHOTO U3 JOKYMEHTOBEI -

YECKUX JKYPHAIIOB).
K 3auety (II cemecTp ouHOii popMbI 00yUEHNS)
Ne n/m IIpumepHbie (OPMYJIHPOBKH BOIIPOCOB Kon
KOMIIeTeHLU

1. [ToHATHS «TOKYMEHT», «IOKYMEHTHPOBaHHAasI HH()OPMAIUSY. IIK-1

2 TpakToBKa MOHATHS «IOKYMEHT» B Pa3IMYHBIX Cepax uemoBEUeCKOH Je-
SITEJIBHOCTH.

3. [TonsiTue «a0KyMeHT» B DenepanbHbIX 3aKOHAX U HOPMATHUBHBIX aKTaX
Pocculickoii @enepanuu

4. Bceobmue QpyHKIMN 1oKyMeHTa

5. UYacrHsie (oniepaTUBHBIC, CTIENHATBHBIE) (DYHKIIMH JOKYMEHTA.

6. CBolicTBa TOKyMEHTA.

7. [Ipu3Haku nOKyMeHTA.

8. [NonsiTie «xnaccudukays», OCHOBHbIE BHIIBI KIacCU(pHUKAIINN, Ha3HAYE-
HUE KIaccupHUKanui.

9. Knaccudurkanust mokymeHToB. PaznmuuHbie monmxoipl K Kiaccuukamuu
JIOKYMEHTOB.

10. Knaccudukarus mo nHGOPMAIMOHHOW COCTABISIOIICH JOKYMEHTA.

11. Knaccupukanus mo  ¢usuueckoid (MaTepHalIbHOM) COCTABISIOMICH
JOKYMEHTA.

12. Kiraccudukamuss goKyMeHTa IO OOCTOSITENICTBAM €r0 OBITOBAaHHS BO
BHEIIHEN cpene.

13. Bupl 1OKyMEHTOB 1O CTeleHHu pacnpocTpaHeHHOCTH. OmyOnuKoBaHHEIE,
HEOITyOJIMKOBaHHbIE, HEMyOIMKyeMble TOKYMEHTHI: Pa3HOBHIHOCTH, OCO-
OCHHOCTH.

14. HeonyGimkoBaHHBIE JOKYMEHTHI: OTpE/AEIeHUe, OCHOBHBIE Pa3HOBHIHO-
CTH, 0COOEHHOCTH

15. HenyOnukyembie HOKyMEHTHI: omnpefielieHle, OCHOBHBIE Pa3HOBUIHOCTH,
0CcOOEHHOCTH

16. Cranpgaptuzanusi U3gaHui (OMyOIMKOBAHHBIX TOKYMEHTOB).
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17.

Buabl u3ganuii o n€puOAMYHOCTH.

18. Bunet nzganwmii mo rnpupoie MHPOpPMaIny.
19. Busl u3ganuii o 1ueaeBoMy Ha3HAUYEHUIO.
20. OdunmansHbie U3aHUS U X OCHOBHBIC Pa3HOBUIHOCTH.
21. CnoBapHO-?HIUKIIONIEUIECKHAE U3AHUS U X OCHOBHBIC Pa3HOBUIHOCTH.
22. CrpaBoyHbIE U3IaHUS U UX OCHOBHBIC PA3HOBUIHOCTH.
K 3k3aMeny (III cemecTp ouHoii hopmbI 00yUeHHUsT)
Ne IIpumepHbie GOpMYJINPOBKH BOIIPOCOB Kon
n/n KOMIEeTeH il
1. [ToHATHS «TOKYMEHT», «JOKYMEHTHpPOBaHHAasI HHPOPMAIIHSI». TIK-1
2. OyHKINHU, CBOMCTBA U MPU3HAKU TOKYMEHTA.
3. DBOJIONHSI OCHOBHBIX CIIOCOOOB TOKYMEHTHUPOBAHUS. OIIK-3
4. Knaccudukanms aokyMeHTOB. Pa3nnmynble MOAXOBI K KiacCU(UKAIIUU TIK-1
JIOKYMEHTOB.
5. Bos3nukHoBeHre n pazButHe popmymspa gokymenta B X VI — magame XX T1K-4
BB.
6. CoBpeMeHHbIe TpeOoBaHUS K (YOPMYJIPY JOKYMEHTOB.
7. Crangapru3aryst opopMIIeHHS JOKYMEHTOB, [IeNb, PEUMYIIECTBa IPUMEHE-
HUSI CTaHAApTA.
8. [MpunHnuner mocTpoeHus (Gopmysipa-o0pasiia OpraHU3aIMOHHO-PACTIOPS K-
TEJIbHBIX JOKYMEHTOB.
9. CocTaB u BB PEKBU3UTOB.
10. BraHku TOKyMEHTOB: BUJIbI, 0COOCHHOCTU O(DOPMIICHUSI.
11. | XapakTepucTuka peKBU3UTOB 3ar0JIOBOYHOM YaCcTU JOKYMEHTA.
12. | XapakTepHucTHKa PEKBU3UTOB COJEPKATEIBHON YaCTH TOKYMEHTA.
13. | XapakTepucTuKa peKBU3UTOB O()OPMUTEIHCKOM YaCTH JOKYMEHTA.
14. | OcHOBHBIE BHABI OPTraHU3AIMOHHO-PACTIOPATUTENHHBIX JOKYMEHTOB, CH-
cTeMa MX YHH(UKAIHIH.
15. | Cucrema opraHu3allMOHHON JOKYMEHTAIlMU: Ha3HAYCHHUE, COCTaB, 0COOCHHO-
CTHU CTPYKTYPBIL.
16. | Bungel yupenuTenbHBIX JOKYMEHTOB OpraHM3alMd: HOPAJOK U IOCHENO0-
BaTEIBLHOCTH Pa3pabOTKH.
17. | lonoxxeHue kak HOPMATUBHBIN akT. OCHOBHBIC BUABI MOJOXKECHUM U MPABUI
UX COCTaBJICHMUSI.
18. | MHCTpyKIMA Kak peryJupyromuid HOPMAaTUBHBIM akT. Buabl MHCTpYKIMA.
[IpaBuia cocTaBiacHUsI.
19. | Cucrema pacrnopsuTelbHON AOKYMEHTAIMU: HAa3HAYCHHUE, COCTaB, OCOOCH-
HOCTH CTPYKTYPHI.
20. | XapakTepHCTHKa 3TAllOB NOATOTOBKHU PaClOPSIUTEIbHBIX JOKYMEHTOB.
21. [Ipuka3 kak OCHOBHOW BHJ paclopsIWTEIbHONM JOKyMEHTauuu. Buael, mo-
PSAAOK pa3padoTKH, TpeOOBaHUS K COCTABICHUIO U O(hOPMIICHHUIO.
22. | IlocraHoBNIEHUS: CTPYKTYpa TEKCTA, OCHOBHBIE PEKBU3UTHI.
23. PacnopsbkeHue kak npaBoBoi akT. TpeOoBaHUS K COCTABICHHIO U 0dopmIIe-
HHIO.
24. | Cucrema uHPOPMAIIMOHHO-CIIPABOYHON TOKYMEHTAIINH: BUIbI, Ha3HAYEHHE,
cocTaB, 0COOEHHOCTH CTPYKTYPBI.
25. | JoknaaHas 3anvcka: BUbl, TpEOOBaHUS K COCTABICHUIO ¥ O(OPMIICHUIO.
26. | OObscHUTENbHAS 3alKCKa: BUIBI, TPEOOBAHUS K COCTABICHHUIO W OodopmiIe-
HHIO.
27. [Mucema: BB, TPEOOBAHHUS K COCTABICHUIO U O(DOPMIICHHIO.
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| 28. | [TpoTokoi: Buibl, TPeOOBAaHHUS K COCTABICHUIO U O()OPMIICHHIO. |

Tabamuna 13
Marepuanbl, He00X0AMMBbIe 1JIsl OLeHKH YMEHUH U BJIaJeHU I
(mpuMepHbIe NPAKTHKO-OPUEHTUPOBAHHBIE 3aaHMS)
No n/n Tembl IPUMEPHBIX 3 Kon )
NPAKTHKO-0PHEHTHPOBAHHBIX 33/IaHUI KOMIIeTeHIM i

1. Hayunas npoGyiematuka B 00JacTH JOKYMEHTOBECHHUSI. OIIK-3

2. Kiraccuduxarms oOKyMeHTa 10 pa3IHIHBIM ITPU3HAKAM. ITK-1

3. [ToaroToBKa YIPaBIEeHIECKOTO TOKYMEHTA. I1K-4

4. Cocrta u mpaBwia oOQOPMIICHHS PEKBU3UTOB OPraHU3alMOHHBIX I1K-4
JJOKYMEHTOB.

5. CoctaB ® mpaBwia OQOPMIIEHUS PEKBU3UTOB PACIOPSIIUTENEHBIX [IK-4
JIOKYMEHTOB.

6. CoctaB u mpaBuia OQOPMIICHUS PEKBU3UTOB CIPABOYHO-UH(OPMAIHOH - [K-4
HBIX IOKYMEHTOB.

6.3.2. Tembt u memoouuecKue yKazanus no no02omoeke pegepamoas,
Jcce u meopuUecKux 3a0anuil no OUCUUnIuHe

Hanucanue pedepatos (3cce, TBOpUECKHX 3a4aHUI) HE IPETyCMOTPEHO.
6.3.3. Memoouueckue yKazanusa no blnoJIHEHUI0 Kypcoeoil padomol

JIoKyMeHTOBe/IeHHEe : METOJ. YKa3aHHUs IO MOJrOTOBKE M 3aIIUTe KYpCOBOW pPabOTHI:
nporpamMa OakanaBpuara «JlOKyMEHTAIMOHHOE OOCSCIIeUCHHE YTPABJICHUS» TI0 HAIPaBJICHUIO
noarotoBku  46.03.02 JIokyMeHTOBeZIeHHE U apXUBOBECHHE, KBaT(uUKaiys: OakanaBp / aBT.-
coct. H. O. Anekcannposa ; Yens0. roc. uH-T. KyJnbTypbl. — Yensabunck, 2022. — (PI'OC BO
Bepcus 3++).

6.3.4. Tunoewvie 3a0anusn 011 nPoedeHUss MEKyue20 KOHmMpOoa
¢opmupoganus komnemenyuii

6.3.4.1. Ilna"npl ceMMHAPCKUX 3aHATHI
I cemecmp ounoii popmot 00yuenusn

Cemunapckoe 3anamue Ne 1. 3aposcoenue u pazeumue 0OKyMEeHmMUpoEanus

1. IIpuuuHBI ¥ TPEANOCHUIKH 3apOXKACHUS JOKyMeHTHpoBaHus. [losBiIeHe MPOTOJOKYMEHT-
HOM KOMMyHUKanuu. [IpegmeTHoe nmucpmo.
2. IloHsTHE «TEKCTOBOE JOKYMEHTHUPOBAHUEY.
3. IlucpMEHHOCTh KaK HOBbIM KOMMYHHUKAIIMOHHBII KaHAJI.
4. OCHOBHBIE ATAIbI Pa3BUTHS MUCHMA.

4.1. ITukrorpaduyeckoe MUCHMO.

4.2. Uneorpaduueckoe MUChbMO.

4.3. CnoroBoe NUCbMO.

4.4. BykBeHHOE — 3ByKOBOE (a1(paBUTHOE) MUCHMO.
5. DBOIIIOIHUS MAaTEPHAJIOB ISl TUChMA.
6. DBOIIOIUS MHCTPYMEHTOB JJIs TUChMA.
7. Crenorpadus Kak pa3HOBUIHOCTH JOKYMEHTHUPOBAHUS.
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8.

I/I306peTCHI/Ie KHUTOIICUATaHUA U €T0 BJIMAHUC HA PA3BUTUC I[OKYMCHTHOP'I KOMMYHHKaIU

B 4aCTHOCTH U COLIPIEU'IBHOfI KOMMYHHKaIlUN B006I_He.

PeKOMeHa)/eMaﬂ aumepamypa.

OcHoBHas auTEparypa K ceMuHapy (cMm. m. 7.1).
JlonoHUTEIbHAS JINTEPATYPa K CEMUHAPY:

I.

2.

3.

4.

Bunsl 3anucu u Hocutenu uHpopmanuu // JJokyMeHTOBEZCHUE | YYEOHHK U MPAKTUKYM
JUTst akazieM. O6akanaBpuarta / moja pen. JI. A. Joponunoit. — M., 2017. —I'n. 2. — C. 41-44.
Kosnos, B. I1. XKuzus gokymenra / B. I1. Koznos // lenonpoussonactBo. — 2013. — Ne 1. —
C.11-17; Ne 2. — C. 6-12.

Kynses, H. H. [loxymentoBenenue : yue0. / J[. H. Ypanos, A. I'. ®abpuunos, H. H. Kyns -
eB ; mox pexa. mpod. H. H. KynseBa. — M. : Jloroc, 2011. — (HoBas yHuBepcuTeT. 06-Ka). —
Pexxum noctyna: http://rucont.ru/efd/178079?cldren=0.

. Kymmapenko, H. H. Meroasl u cnocoOsl nokymentupoBanus / H. H. Kymnapenko //

Kymmuapenko H. H. JlokymenroBenenue : yue6. / H. H. Kymuapenko. — Kues, 2007. — I'n.
3.-C. 69-92.

. JlapekoB, H. C. Cnioco6s1 nokymenTupoBanus / H. C. JlapskoB // JlapskoB H. C. JlokymeH-

ToBeneHue : yueb. mocodbue / H. C. JlappkoB. — Mocksa : ACT, 2006. — Y. 1. - T'n. 4. — C.
31-58.

Cemunapckoe 3auamue Ne 2. Pazeumue cnocodoe ookymenmuposanusn ¢ XIX
— Hayane XX 6e.

. M3o0Operenne u pasButHe (GOTONOKYMEHTUPOBAHHs (IIOHSITHE, OCHOBHBIC H300pETCHUS
CpEICTB, CIIOCOOOB U T.I., 0COOCHHOCTH JaHHOTO CIOCO0a JOKYMEHTHPOBAHUS, IPEHMY -
IIECTBA U HEJIOCTATKH).

N300peTenne u pa3BUTHE KMHOJOKYMEHTHPOBaHUsA. Bumeo3anuce (MOHSITHE, OCHOBHBIE
U300pETEHUS CPEICTB, CIIOCOOOB H T.II., 0COOCHHOCTH JaHHOTO CII0c00a JOKYMEHTHPOBA-
HUS, IPEUMYIIECTBA U HEJJOCTATKH).

. M3o0peTenue n pa3BuTHE 3ByKO3aucH U (POHOAOKYMEHTHPOBAHUS (IIOHITHE, OCHOBHBIC
n300peTeHus CPesICTB, CIIOCOOOB | T.II., 0COOEHHOCTH JaHHOTO CIIOC00a JOKYMEHTHPOBA-
HUS1, IPEUMYIIECTBA U HEJJOCTATKH).

HpeIIHOCBIJIKI/I 3apOKACHUA U PASBUTHA IJICKTPOHHOT'O JOKYMCHTUPOBAHU.

PeKOMedeemaﬂ aumepamypa.

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

1.

2.

Bunpl 3anucu u Hocutenu uHopMaruu // JJokyMeHTOBEICHHE : YYCOHHK U TPAKTUKYM
Ut akajieM. O6akanaBpuata / mox pen. JI. A. loporunoit. — M., 2017. —I'm. 2. — C. 41-44.
Kynses, H. H. JloxymentoBenenue : yue6. / [{. H. Ypanos, A. I'. ®abpuunos, H. H. Ky-
HseB ; nox pen. npod. H. H. Kynsesa. — M. : Jloroc, 2011. — (HoBas yauBepcurer. 6-ka).
— Pexxum nocryna: http://rucont.ru/efd/1780797cldren=0.

Kymnapenko, H. H. Metoast u cnoco06sr nokymentupoBanust / H. H. Kymmnapenko //
Kymmapenko H. H. JlokymentoBenenue : yue6. / H. H. Kymmnapenko. — Kues, 2007. —
I'n. 3. —-C. 69-92.

JlappkoB, H. C. Cnoco6sr moxymentupoBanusi / H. C. JlappkoB // JlappxkoB H. C.
HokymenroBenenue : yued. mocodbue / 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 nocryna: http://iknigi.net.
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1I cemecmp ounoii ghopmot 06yuenusn

6.3.4.2. 3aganus 1JIA NPAKTHYECKUX 3aAHATHIA
(I cemecmp ounoii gropmot 00yuenus)

Ilpaxmuyeckas paboma Ne 1 Tema «/[oKymenmoseoueckan nepuoourka)

Llenv pabombl — 0O3HAKOMJICHHE C JTOKYMEHTOBEIYECKOH MEPHOANKON KaK OJTHUM W3 OCHOB-
HBIX UCTOYHUKOB MH(OPMAIUKU B 00JIACTH TOKYMEHTOBEICHHUSI, ACIONPOU3BOCTBA, TOKYMEHTAI[UOH -
HOro 0oOecreueHUs] YIpaBJICHHs, a TAKXKE MOATOTOBKH K CEMUHAPCKUM M MPAKTHYSCKUM 3aHITHIM,
BEITIOTHEHHUST KyPCOBOW PabOTHI IO TOKYMEHTOBEICHHIO.

3aoanue u Mmemoouxa 8bINOJHEeHU:

1. [To3HAKOMHUTBCS C OCHOBHBIMH JIOKYMEHTOBEIYCCKUMH IECPHOAMYCCKUMHU H3JIaHUSMU B
¢doune Haydnoil OMOMMOTEKHM WHCTUTYTA, BBHIOpaTh 3 JIOOBIX W3 TPEUIOKEHHBIX IMEPHOIMYECKUX
JIOKYMEHTOBETYECKIX M3IaHNM:

* Jlenonpou3BOJACTBO
CrpaBoYHHK cekperaps U oduc-MeHeKepa
Cexkpetapb-pedepeHT
CripaBOYHHK KaJpOBUKA
Kanpogoe neno
Jlemonpon3BoICTBO U IOKYMEHTOOOOPOT Ha MPEANPHUITHH.

[Tpoananu3upoBaTh HOMEP KypHaja Mo MpeJIoKEeHHON cXxeMe:

e e e e e

3aganune OtBet

1. HasBaHue xypHaia, Toj U31aHus, HOMep
Exemecsunbiii

2. lleproanyHOCTh XypHana (IOAUYEPKHYTH HYKHOE) ExenenenbHbIi
ExexBapranbHbli

3.Yka3arh U31aTeIbCTBO, BBITYCKAIOIIEEe YKYPHAT

4. ChopmyupoBaTh IejeBOe Ha3HaYeHHE (T1€)Tb, ¢ KAKOW M31aeTCs Kyp-

Ham)

5. ChopmynupoBaTh YHTATEIbCKUN aapec KypHaja
Hayunsrit
HayuHo-nonynsipHbIf
IIponsBoACTBEHHO-

6. YKazaThe BUJI XKypHaJa 110 IeJIEBOMY Ha3HAUEHHIO (TOTYEPKHYTH HYX- N

HoE) MPaKTUYECKUN
MaccoBo-monurude-
CKUH
HocyroBblii

7. YKa3aTh OCHOBHBIE PYOPHKH B XKypHaJIe

8. IlpuBoadTCs 11 B )KypHaJIe cBeeHUs 00 aBTOpax (KTO OHU 110 POy 3a-
HSATHUH, YIEHBIM CTETICHSM U 3BaHUSIM H T. II.)

9. KopoTko oxapakTepu3oBaTh aBTOPCKUI COCTaB B KypHaJe (KTO aBTO-
PBI — IOPUCTBHI, yYCHbIE, IPETIOAaBaTEeNN JOKYMEHTOBEIUECKUX IUC-
[UATUINH, TAPEKTOpa (GUPM, MPaKTHIECKHEe PAOOTHUKH U T. II.)

10. BriObpats oqHy U3 cTaTeil, HanboJIee 3aNHTEPECOBABIINX CTYIEHTA
KOPOTKO 0XapaKTepU30BaTh €€ COJepKaHue

Kanengapu pa3nuaHbIx

MEpPOTPHUSITUR
11. Kakue nHTEpeCHbIE JOMOIHUTENLHBIC MAaTEPHAITBI [TeYaTaeT JKypHAIT
10 Tabenb-kaneHnapu
(B TOM YHCIIE U )T IPUBJICUCHUS YUTATEIICH)?
T'opockomnsl

AHKETBI yuTaTeNnen

12. Kakue MaTepraisl B )KypHaJe 3aMHTEpPEeCcOBal Bac Kak cTyneHTa u
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nouemy?

13. MHoro 11 MecTa Ha CTpaHUIlax )KypHaja 3aHMMaeT pekama (eciu
OHa TIIPUCYTCTBYET)?

14. Onennte nonurpadudeckoe U XyI0KECTBEHHOE 0(hopMIICHNE U3 1a-
HUS (HaJIM4Yue WUTIOCTPATUBHOTO MaTepHaia, NCIOIb30BaHUEe [[BETHON
neyaTH, KauecTBo OyMaru M rnevaTtH)

15. YkaxxuTe eHy OHOTO HOMepa )ypHaja, eClii OHa IIPHUBeeHa

3. BeiGepure oHy W3 CTaTeii, HaKHOOJIee 3aMHTEPECOBABIIMX CTY/IECHTA, OXapaKTEpU3yITe ee
conepxanue. Onpenennure U NOJIEPKHUTE B CBOEM BBICTYIUICHUH, YeM ITyOJINKAIliU B TIPO(ECCHO -
HaJIBHBIX KYPHaJIaX MOTYT OBITh MOJIC3HBI IPH MOJITOTOBKE K CEMHMHAPCKUM M MTPAKTHUYSCKUM 3aHS -
THSIM.

Ilpakmuueckasa paooma Ne 2 Tema «Mamepuansvt u uncmpymeHnmaol
OOKYMEHMUPOGAHUL)

Llenv pabomuvl — n3yueHne U300pETEHNUs, 3apOKICHNUS U 3BOJIOLIMNA OCHOBHBIX MaTe-
pHAJIOB U HHCTPYMEHTOB /Il TOKYMEHTUPOBAHHUS, 1IE€JIECO00PAa3HOCTH IPUMEHEHUS U pa3BU-
TUS T€X WIN HMHBIX CPEICTB M MaTepHaJOB B 3aBUCHUMOCTH OT Ha3HA4eHUs M XapakTepa
JIOKYMEHTOB Ha pa3HbIX ATalax pa3BUTHs YEIOBEUECKOM LIMBUIN3ALINN.

3aoanue u memoouxa evinonnenus: 1. Vicnonp3ys ydeOHy0, CIPAaBOYHYIO U HAYUHYIO
JUTEpATypy MO YIeOHOH TUCIMILINHE, 3aT0JIHUTD MPEATIOKCHHYIO HIXKE TaOIUILy;

2. Marepuainsl Ui JOKYMEHTHUPOBAHUS PACIPEACIIAIOTCS MEXY CTYI€HTaMU I'PYIIIbI
(mo 1-2 venoBeka) M MO KaKJOMYy MaTepually TOTOBUTCA HeOousbiias npesentamus (10-15
CJIaliZIOB B IOCJIEOBATEIbHOCTH PACKPBITUS BONPOCOB, 0003HAUEHHOU B TabiMIEe), KOTOpas
OyzeT MpoAEeMOHCTPUPOBAHA U MPOKOMMEHTHUPOBAHA CTYIEHTAMU Ha 3aKJIFOYUTEIHLHOM 3aHs -
THUH 110 TEME.

Kamennb I'nuna MManupyc ITepramen bymara

Ilepuon wHavama wc-
MOJIb30BaHUsI B Kadye-
CTBE Marepuaia s
nicbMa (M300peTeHus )

WNwms (co3natens)
uzo0perarens,  eciu
OHO M3BECTHO

Tepputopust  mepBo-
Ha4YaJIbHOT'O IIPUMCHE-

HUS
Tepputopus nocneny-
OLIETO
pacIpocTpaHeHusl
Kpatkas  xapakrepu-
CTHKa TEXHOJIOTUU
U3TOTOBJICHUS
HNHcTpyMeHThI TS
nuceMa (¢ obOo3Haye-
HUEM XPOHOJIOTUH
MpUMEHEHUS, eciu
OHa U3BECTHA)
MarepuanbHas
KOHCTPYKLIMS
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Pexomendyemasn rumepamypa:
OcHoBHas aUTEpaTypa K MpakTudeckon padore (cm. m. 7.1).
JlononHuTtenbHas JuTepaTypa K MpakTHUecKo padore. JlomoiaHMTENbHAs JTUTEparypa,

MMOMHMO PEKOMEHIOBAHHOM, BBISBIISIETCS CTYJCHTOM CAMOCTOSITENIBHO.

1. IBoenocosa, I'. A. IIpOoTOJOKYMEHT M JTOKYMEHT: K UCTOpHM mpoucxoxieHus / I'. A.
JlBoenocoBa // Bectauk apxuBucrta. — 2015. — Ne 2. — C. 104-118.

2. KonbkoBa, A. 1O. Pa3zBurue nokymeHnra B QyHKIUSIX u crocobax ero co3manms / A. HO.
Konbkoga // lenonpousBoactro. — 2015. — Ne 4. — C. 7-11.

3. Kymmnapenko, H. H. Meronsl u cnoco6s! nokymentupoBanust / H. H. Kymmnapenko //
Kymnapenko H. H. JlokymentoBenenue : yue6. / H. H. Kymnapenko. — Kues, 2007. — I'n.
3.—C. 69-92.

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

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

Ilpakmuueckasa paooma Ne 3 Tema «3apoycoenue u pazgumue cnoco6os u cpeocme
OOKYMEHMUPOBAHUA)

Lenb paboThI — N3yueHHE OCHOBHBIX CIIOCOOOB, CPEICTB JOKYMEHTUPOBAHHUSI KaK JeH-
CTBHM M COBOKYIMHOCTH JIE€HCTBH, IPUMEHIEMbIX MPH 3alucH MHPOPMALIUN HA MaTepUallb-
HOM HOcHTese (BbIlapanbiBaHUe, pe3b0a, PUCYHOK, mNepdopupoBaHHME, MEXaHUYCCKHIA,
(OTOXUMHUECKHUI, PYUHOH U Ap. CIIOCOOBI).

3anaHue U METOJMKA BBITOMHEHHS: 1. Vcrob3ys yueOHyIO ¥ CIIPaBOYHYIO JIUTEPATY -
Py 10 y4eOHOM AUCUUIUINHE, 3aIIOJTHUTH MPEI0KEHHYIO TaOIHILy:

2. OCHOBHBIE CIIOCOOBI JIOKYMEHTHPOBAHUS, KPOME TEKCTOBOTO (TEXHUYECKOE, (hOTO-
JOKYMEHTHPOBaHUE, KUHO- U BUIC0I0KyMEHTHPOBaHUE, (POHOJOKYMEHTUPOBAHHE, JIEKTPOH-
HOE), paclpeleNsioTCs MEXIy CTYICHTaMHu rpynnbl (Mo 1-2 YejoBeka) M M0 KaKIOMY U3
Croco0oB roToBUTCsl Hebonbimas npe3eHTanus (10-15 cnaiinoB B mociiej0BaTeIbHOCTH pac-
KPBITHSI BOIIPOCOB, 0003HaYeHHOH B Tabiwuie). [Ipe3enramnus OyaeT mpoaeMOHCTPHPOBAaHA U
MMPOKOMMCHTHPOBAaHA CTYACHTAMHU HA 3aKIIIOYUTCIbHOM 3aHATUHN 110 TCMC.

CyTtb cocoda
AOKYMCHTHUPOBAaHUA,
€ro J0CTOMHCTBA U
HEeAO0CTATKHU 11O
CPaBHEHUIO C
JAPYruMH
CYIEeCTBYOIUMMH

Ilepuon 3apoxnenue
Cnoco6nl, cpencTea cnocoda, cpeacTea Nmsa

AOKYMEHTHPOBaHMUSI AOKYMEHTHPOBAHMS, usodperarens
JaaTa u3o0peTeHust

1. Texuu4eckoe JOKYMEHTHPOBAHHE - 3TO

PucyHok, ueprtex, cxema | |

2. (I)OTOZIOKyMeHTI/IPOBaHI/Ie - 9TO

2.1. ®ororpadugeckoe n3odpaxe-
HHE

2.2. ®ororpadudeckuii ammapat
(xamepa-obckypa), renrorpad

2.3. HeratuBHbBIN 1 HO3UTUBHBIN
OTIIEYATKH

2.4. JlareppoTumus

2.5. MOKpOKOIOAUOHHBIN
porecc

2.6. Tunraiin (Gepportui)
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2.7. IlsetHas gororpadus

2.8. @otorpaduueckuii  ammapar
UL POJIMKOBOM  (DOTOIUICHKH
(«Komak»)

2.9. Ouddysuonnsiit Gpororpadu-
YECKM mpouecc

2.10. IepBas udpoBast
doTorpadus

2.11. TlepBas mmdpoBas ¢oro-
Kamepa

3. KuHoO- M BHICOOKYMEHTHPOBAHHUE - 3TO

3.1. KuHOIOKYMEHTHPOBaHHE

3.2. Buneomarautodox

4. ®oHOJOKYMEHTHPOBAHUE - ITO

4.1. ®onorpad

4.2. I'pammo¢oH

4.3. MarauTodoH

5. DJ1eKTpOHHOE IOKYMEHTHPOBaHHE

5.1. OdunuanbHBINA 3aITyCK CaMOTo
MEPBOT0 B MUPE KOMIBIOTEPA

5.2. IlepBblif KOMIBIOTEP

Pexomenodyemasn numepamypa:

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

JlomomHUTEIBHAS TUTEpATypa K MPAKTHIECKOHN padoTe:

1. bepecroBa, T. @. JIokyMEHT: METOAOJIOTMUYECKUE OCHOBAHMSI U3yUEHUS, IPEIBICTOPHUS
BO3HHKHOBEHUS, CyITHOCTH U siBieHue / T. d. bepectoBa // Hayu. u texH. 6-ku. — 2011. — Ne
10. — C. 42-54.

2. Kymmnapenko, H. H. Metoner u crioco6sr nokymentuposanust / H. H. Kymnapenko //
Kymnapenko H. H. JlokymenroBenenue : yue6. / H. H. Kymmnapenko. — Kues, 2007. — I'n. 3.
—C. 69-92.

3. Jlapwkos, H. C. [lokymenroBeaenue : yued. mocobue / H. C. JlappkoB. — M. : BocTok-
3aman, 2005. — 431 c.

4. JleBamos, B. Jlekuun mno uctopuu ¢ororpaduun [DnexTponHnsiii pecypc] / B. Jle-
BamoB. — M. : «UII I'yceB», 2018. — Pexxum moctyma: http://iknigi.net.

5. IlneumrkeBuy, E. A. 3Hanue o qokymenre : Kk ucropuu Bompoca / E. A. ITnemkeBuy //
OreuectBeHHble apxuBbl. — 2003. — Ne 4. — C. 25-32.

(1l cemecmp ounoit popmul 00yuenusn)

Ilpakmuueckan paooma Ne 4 Tema «Ieontouus nonamuil «0OKyMeHn),
«OOKYMEHMUPOBAHHAA UHPOPMAUUA)

Lenp pabotel — (opMupoBaHHE NOHUMAHMSA 3apPOXKIEHUS U HBOJIOIHMHU HOHATHS
«JOKYMEHT», «I0KyMEHTHUPOBaHHasi HHPOPMaLUD» U YMEHUS paboTaTh ¢ MPOo(ecCHOHATBHOM
HaY4YHOH, yueOHOM, ClIpaBOYHOMN JIUTEPATypPO O TOKYMEHTOBEICHHIO.

3ajaHie U METOJIMKA BBINIOJIHEHUS: CTYICHTaM IpelaraeTcs 3aloJHUTh PEI0KEH -
HYIO0 TaOJUILy M, UCHOJIB3Yys MPOPECCHOHATBHYIO0 HAYYHYIO, YUeOHYI0, CIIPAaBOYHYIO JIUTEpa-
Typy, IOIOJHHUTH €€ 4-5 omlpelneNeHUusIMH TMOHATHS «IOKYMEHT», «IJOKYMEHTHPOBAaHHAs
uHpOpMaLUsD» ¢ 0053aTeIFHBIM YKa3aHUEM, OTKY/Ia B3STO JaHHOE OIpe/IeIIeHHE.

Bce onpenenenns 10mKHBI ObITh BBICTPOCHBI B XPOHOJIOTHYECKOM MOPsIAKe X pa3-
padoTKU MM co3AaHMA (a HE MyONUKAIMM), YTO MO3BOJMT MPOCIEIUTH SBOJIIOLUIO HAyY-
HOT'O IOHUMAaHMA JOKYMEHTa M HOPMaTUBHOT'O 3aKPEIUIEHUS] TEPMUHOJIOTUU:
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. . . . Onpeaenenus NOHATHI
OdunnanbHbIii, HOpMATHBHBIIH, CIPABOYHBI, HAYYHBII

Ton u np. JokyMmeHT (3akoH, [OCT, sHuuKk/I0Ne Us U T. 11.) IOKRYMEHT, IOKyMEHTHPOBAH-
Had l/IH(l)OpMaIII(Iﬂ»
1964 «TepMUHONOTHYECKU CIOBaph MO TEOPUU H
MPAKTHKE HAYYHOU MHGbOpMAITUN)
1983 I'OCT 16487-83 Jlenonpous3BOACTBO U apXHUBHOE

JCJI0. TepMI/IHH " ONpCaCIICHUA

1994 3axkoH PD «O OuOnoTeYHOM JIEIIEN

3akoH P® «O06 undpopmanuu, nHhopMaTH3auu U

1995
3amuTe HHOOPMAITUNY)
1998 I'OCT P 51141-98 [lenonpou3BOACTBO M apXHB-
Hoe j1e710. TepMHHBI U OnIpeIesIeHus
2006 3akoH P® «O6 undopmanyu, nHPOPMAMOHHBIX
TEXHOJIOTHUSIX U O 3aIIUTe WH(OPMAIIHN)
I'OCT P HCO 15489-1-2007. VYmnpasnenue
2007
nokymeHTamu. OQ01me TpedoBaHus
2013 I'OCT P 7.0.8-2013 enonpou3BOACTBO U apXUB-

HOC ACJI0. TepMI/IHLI H OIIPCACIICHHA

I'OCT P UCO 15489-1-2019. Hudopmanus u
2019 JIOKyMeHTalus. YIIpaBIeHUue JOKYMEHTaAMHU.
Yacts 1. [ToHSATHS M TPUHITUIIBL.

Pexomendyemasn numepamypa:
OcHoBHas nUTEparypa K npakTuueckoit padore (cMm. m. 7.1).

Ilpakmuueckan paboma Ne 5 Tema « Dynkyuu 00KymMeHma

Llenb paGoOThl — U3YYUTh JOKYMEHT KakK MONU(YHKIIMOHAIBHBIA O0BbEKT U OCBOUTH €ro
oO1ure 1 yacTHbIE (ClienuanbHble) PyHKINU.

3amaHve U METOJMKa BBIOJHEHMS: CTYJEHTaM IpelaraeTcsi, UCHoib3ys MpogdeccHo-
HaJIbHYI0 Hay4YHYIO, YUEOHYIO, CIIPaBOUHYIO JUTEpaTypy, Mpexkae BCero yueOHble H3JaHMs,
PEKOMEHI0BaHHbIE 0 TUCLHUIUIMHE, Haparpadsl yueOHHUKOB, AaTh ONpEAETIeHUEe Kaxa0i u3
¢byukuii nokymenta. Ocoboe BHMMaHue oOpaTuth Ha cratbio I. H. IlIBenosoii-Boaku
«DyHKIIMU U CBOMCTBa JOKyMEHTa B CHUCTEME COLMAJIbHBIX KOMMYHHUKALMI» 3allOJIHUTH
MPEJIOKEHHYIO TaOJINIly: AaTh ONpeesieHne BCeOOUTNX U YaCTHBIX (CHEeHaNbHBIX) (PYHKIIHMA
U JIOTIOJIHUTH €€ IPUMEpPaMH IOKYMEHTOB, PEIN3YIOIIUX Ty WIH UHYIO (QYHKIIHIO.

. I
I'pynnsl gyHkumi Hassanmne pyHkumuu Ompenenenne pumep
bysknuu JOKYMEHTAa
L. uHpopMalmoHHas (QyHKIUS (QUKCHU-
Bceobmmue poBaHus UHGOPMAIIUU U €€ COXpaHe-
pyHkun HUSA)
2. | nokymeHnTa KOMMYHUKaTHUBHAs
3. KYMYJIATUBHAS
4. MO3HaBaTeIbHAsl (KOTHUTHUBHAS)
Yacrubie
5. KYJbTypHas
(cnenuaiabHbIE)
6. P — MeMopHuasibHasl (HaMsTHUKOBAs)
7. y yrpaBlieHuYecKasl (perynsaTUBHas)
AOKyYMEHTa
8. HAAEOJIOTHUECKAs
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0. IpaBoBas

10. CBUIETEILCTBOBAHUSA

11. 3CTeTHUYEeCKas

12. reJJOHUCTUYECKas

13. peKpeaTuBHAs

14. BOCTIIUTATEIIbHAS

15. MOMYJIIPU3ATOPCKAS

16. oOpasoBarebHas

17. MOATBEPKJIEHUS aBTOPCKOIO MPHOPU-
TeTa

Pexomenoyemasn numepamypa:

OcHoBHas nUTEpaTypa K nIpakTudeckoit padore (cMm. m. 7.1).

JlomomHUTEIbHAS JIUTEPATYpa K MPAKTHYECKON padoTe:

1. Konbkona, A. 0. Pa3zButne nokymeHTta B QyHKIMSIX U crioco0ax ero co3ganus / A. 1O.
Konbkoga // lenonpousBoactro. — 2015. — Ne 4, — C. 7-11.

2. Kymmnapenko, H. H. ®ynkuun nokymenrta / H. H. Kymnapenko // Kymnapenko H. H.
HoxymenTtoeaenue : yue6. / H. H. Kymmnapenko. — Kues, 2007. — C. 38-41.

3. Jlapskos, H. C. lokymenrt u ero ¢pyukuuu / H. C. Jlapbkos // JlappkoB H. C. JlokymeH-
toBeneHue : yuel. mocodue / H. C. Jlappkos. — M., 2006. — C. 14-22.

4. TIlnemkeBud, E. A. Onpenenenue ¢pynkumii nokymenta / E. A. IlnemkeBuy // Hayu. u
TexH. 0-ku. — 2006. — Ne 6. — C. 46-56.

Ilpakmuueckasn paooma Ne 6 Tema «lIpusnaxu u ceoiicmea 00OKymeHmoe»

[lenp pabOThl — U3Y4YUTh MPHU3HAKU U CBOICTBAa JIOKYMEHTOB, B T.M. 3JIEKTPOHHBIX,
YMETHh NPUMEHUTDH IOJYUYEHHBIE TEOPETUUECKUE 3HAHMS K QHAIN3Y M XapaKTEPUCTHKE KOH-
KPETHBIX JIOKYMEHTOB.
3ajaHue M METOAMKA BBINOJIHEHUA: CTyJIEHTaM IpeJlaraeTcs, UCIOJIb3ys JIEKIMOH-
HBI MaTepuai, BBISBICHHYIO CAMOCTOSITEIbHO MpodeccHoHalbHyl0 y4eOHYyI0, HayudHYIO,
CIPABOYHYIO JIUTEPATypy, NMPEkKIe BCEro yueOHble M3/1aHUs, PEKOMEHIOBAaHHBIE MO IHC-
nuruinee, naparpagsl yueonukoB H.C. Jlappkosa, H. H. Kymnapenko, I'. @. 'opaykanoBoii
U JIp. aBTOPOB, 3aIIOJHUTH NpeANIoKeHHYI0 Tabnuiy. Cienyer oOpaTUTh BHUMaHHE Ha HOpMa-
THUBHOE 3aKpeIUIeHHE CBOMCTB JJOKYMEHTa BOOOIIIE, U 3JIEKTPOHHOTO JOKYMEHTa B YaCTHOCTH,
B I'OCT P 7.0.8-2013 [lenonpon3BOACTBO U apXUBHOE J€J10. TepMHUHBI U OIIPEIEICHHUS.
1) oxapakTepu30BaTh KaXKIbli MPU3HAK U CBOWCTBO JIOKYMEHTOB;
2) mpoaHaJIU3UPOBATh MPEAJIOKECHHBIM Ha MPAKTUYECKOM 3aHATUN KOMIUIEKT JOKYMEH-
TOB, pacKphIBasi NMPU3HAKU U CBOICTBA IOKYMEHTOB IPUMEHUTEIHHO K KOHKPETHBIM,
MIPEJIOKEHHBIM B KOMIUIEKTE.

Ne IIpu3HaKku M CBOMCTBA I0OKYMEHTOB Xapakrepucruka
Ilpuznaxu 0oKymenmoas

1. BeniecTBeHHOCTh JOKYMEHTA

2. CeMaHTUYHOCTh JJOKYMEHTa

3. [IpeanazHaueHHOCTh JOKYMEHTA JUISl UCTIOIb30BAHUS

B COIMAJIBbHONH KOMMYHHKAIMH

4. | 3aBepIIeHHOCTh COOOIIECHUS
Cgoiicmea 00KyMeHmos8

5. ATpHOYTHBHOCTH JIOKYMEHTA

6. ODYHKITMOHAILHOCTh TOKYMEHTA
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7. | CTpyKTYpHOCTh TOKyMEHTa

8. | TpanchopmMaTHBHOCTh JOKYMEHTA

9. | IOpuanueckas 3HaYMMOCTh JOKYMEHTa

10. | FOpunnueckas cujia TOKyMeHTa

11. | AyTeHTHYHOCTB 3J€KTPOHHOTO TOKYMEHTa

12. | JIocTOBEpPHOCTb NEKTPOHHOTO IOKYMEHTa

13. | L1eI0CTHOCTB IEKTPOHHOTO IOKYMEHTA

14. | IlpurogHOCTH IS HCIIONIE30BAHUS SJIEKTPOHHOTO
JIOKyMEHTA

Ilpakmuueckaa paooma Ne 7 Tema «Knaccugpukayua 00Kymenmoe»

Lens paGoTbl — OCBOUTH MHOIOACHEKTHYIO OJOYHO-(paceTHyI Kiaccu(uKaIuo
JIOKyMEHTOB.

3ajaHue ¥ METOAMKA BBIIIOJIHEHUA: CTYJEHTaM IpeaJlaraeTcs, UCIOJIb3ys JIEKLIUOH-
HBIH MaTepualsl, MpopEeCCHOHATBHYI0 Y4eOHYIO, CIPaBOYHYIO JIUTEPATYPY, MPEKAE BCETO
yueOHble M3/aHus, PEKOMEHJIOBaHHbIEe 10 AucuuIuinHe, naparpadsr yueonukoB H.C. Jlapb-
koBa, H. H. Kymmnapenko, I'. ®@. ['opaykaioBoii U 1p. aBTOPOB, 3aIIOJIHATH MPEJIOKEHHYIO
TaduILy:

1) natb ompenesneHue KaXJ0ro BHUAA JOKYMEHTA, BBICJIEHHOTO IO COOTBETCTBY-
IOLEMY [TPU3HAKY;

2) AONOJHUTH TAOIHUIly TPUMEPAMU JTOKYMEHTOB TOTO WJIM MHOTO BHJIA.

Bio4Ho-paceTHas ki1accupuKanusa J0KYMEHTOB

Baok- IIpusnak kiaaccupuka- Omnpenenenne Ipumepbi
P ® Ne Bun nokymenra ped pumep
dacer 1 BH/A AOKYMEHTOB
Kuaccudukanus no nHgopMauMoHHOI cocTaBJsiiOlIed JOKYMeHTa
1.1 TEKCTOBOI1
1.2 HKOHOTpa(hHUCCKHU
Bug nokymenTta mo xa- »
boxk- 1.3 naeorpaduaeckuii
paxTepy 3HAKOBBIX =
¢acer 1 1.4 3By4Yallun
CpencTB =
1.5 MaTpPUYHBIN
1.6 KOMIUJIEKCHBIH
Bitok Bun moxymenra o mep- | 2.1 OJIHOMEPHBIH
dacer 2 HOCTH 3amucu uHpopma- | 2.2 JIBYMEPHBII
07070 2.3 TPEXMEPHBIN
Biox Bun  nmoxymenra mo | 3.1 YeJIOBEKOYNTAECMBII
MpeIHa3HAYEHHOCTH IS .
dacer 3 P 32 MAaIIMHOYUTAEMBbII
BOCTIPUSITHS
4.1 BH3YyaJIbHBIN
baoxk- Bun  gokymenta 1o | 4.2 TaKTHIIbHBINA
dacer 4 | 40enany BoCTIpHATHA 4.3 ayuajgbHbIN
4.4 ayJIMOBU3YyaJIbHBIN
Biok Bun  gokymenra mo | 5.1 OMyOJHKOBAHHBIN
JIOK- "
dacer 5 CTeneHu ero pacmpo- | 5.2 HEOmyOJIMKOBaHHBII
CTPaHEHHOCTH 5.3 HeryOnuKyeMbli
6.1 PYKOIHUCHBIN
6.2 MeYaTHbIN
B 6.3 MEXaHUYECKHH
u OKYMEHTa  II0 =
Biok- cn(jlco6n ;(;K MEHTIDO 6.4 MaTHUTHBIA
dacer 6 M Y p 6.5 ¢dororpaduaeckuit
BaHUS ~
6.6 ONTUYECKUI
6.7 JIa3epHBIN
6.8 IEKTPOHHBII
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Bitok Bung  moxymenta mo | 7.1 MepBUYHBIN
OBHIO 000011IeHNS .
¢acer 7 yp Hl 7.2 BTOPUYHBIN
nHbOpMaUU
Kaaccudukanus no pusuyeckoii (MarepuabHoOi) COCTaBJAIOLIEH JOKYMEHTA
Biok- Bunx  nokymenta mmo | 8.1 OyMa>KHBIH
dacer 4lerepuaibHOMy HOCH- | 8.2 [UICHOYHBIH
8 Temo nHpopmauu 8.3 IJIACTMACCOBBIMI
9.1 JINCTOBOM
9.2 KOJICKCOBEIN
Bbnok- Bun  pokymeHta | mo v
N 9.3 KapTOYHBIN
®dacer 41erepualibHOM =
9.4 JIEHTOYHBII
9 KOHCTPYKLIUU —
9.5 IMCKOBBIN
9.6 KOMOWHHUPOBAHHBIH
Kuaccudukanus JOKyMeHTA 110 00CTOSITEILCTBAM ero ObITOBAHUSI BO BHELIHEH cpeje
Bbrnok- 10.1 | mepuoanueckue
Dacer Bun nokymenTa no pery-
10 JIIpHOCTH BbIXOJa B cBeT | 10.2 | HemepuoauvecKue
Biok- Bung  pmoxymenta mo | 11.1 | opurmnan
dacer BPEMEHH TIOSIBIICHUS B
11.2 | xomusa
11 CBET
12.1 | mMecTHBIH
brox- Bun  nmoxymenta  mo >
12.2 | pernoHaabHBIN
®dacer 4leccty  MPOUCXOXKIE- S v
1 st 12.3 | obmierocyapCcTBeHHBIN (HAITMOHATIBHBIN)
12.4 | 3apyOexxHbBIH (HHOCTPaHHBIH)

Ilpakmuueckasn paooma Ne 8 Tema «Ogpuyuanvnvie uzoanus

[lenp paboThI — OCBOUTH KJIACCU(PUKALNIO ODUIIMATHHBIX M3MAHUNA KaK W3TaHUMN, My0-
JIUKYEMBIX OT UMEHH TOCYJapCTBEHHBIX OPTraHOB, YUPEKIICHUM, BEJOMCTB MU OOIIECTBEH-
HBIX OpraHu3alui, CoJepKalluX MaTepralibl HOPMAaTUBHOTO WK JUPEKTUBHOIO XapakTepa.

3ajaHre U METOJWKA BBHITIOJHEHHUS: CTYJCHTAM IpeajiaracTcs, UCIONb3ysl HAIIMOHAIb-
ubiil ctangapt 'OCT P 7.0.60-2020 «M3nanust. OcHOBHBIE BUbI. T€pMUHBI U ONIPEACICHUS
W3YYUTh OCHOBHBIC BHbl OQHUIMATBHBIX HM3AaHUN M WX ompeaeneHus. [lanee wcmonb3ys
«KHIDKHYIO JICTOMUCHY», CaWThl H3ATENbCTB, IMPOYME HUCTOYHHUKH, COJEpKamme Ouo-
nuorpaduuecKre ONMUCaHUs W3JaHWi, BhIMICTNX B PD B TekyiieM roay, HAUTH MPUMEPHI
OpUIMATEHBIX M3AaHUA PA3IMYHBIX BHJIOB, KAK 0003HAUEHHBIX B HAIIMOHAILHOM CTaH/IAPTE,
TaK M MPOYMX, HE BOUICANINX B HETO, M BHECTH MPHUMEPHI B TaOJIUIy BMECTE C OMPE/ICICHU -
SIMH BUJIOB O(DUITUATBHBIX U3JIaHUH:

Buasbl opunuanbHbIX M31aHUM

OCHOBHbIE 1-2 mpumepa
opUIHAIBLHOTO
BHJBI
[ npeaejJeHne BUAA H3JIaHus
Ne O
opruMAIBLHBIX .
. HA KaXKAbIi 13
M3XaHU
ero BHJ0B

OdwunmansHOe W3MaHWE, CoAep)Kamee OCHOBHOW  3aKOH
rOCyapcTBa, ONMPECTSIONIHN 00MIECTBEHHOE U TOCY/1apCTBEH-
1. KoncTurynus HOE YCTPOICTBO, MOPSAIOK U IPUHIIUITEI 00pa30BaHUs MPEICTa-
BUTEIILHBIX OPTaHOB BIIACTH, H30UPATEIBHYIO CHCTEMY, OCHOB-
HBIC TIPaBa ¥ 0053aHHOCTH TPAXKJIaH.

OdurpanpHOe U3AaHKE, COACPIKAIICe HOPMATUBHBIN aKT, MPH-
HATBHIA BBICIIIMM OPTaHOM 3aKOHOJIATEILHOM BIIACTU CTPAaHBI B
ycranosneHHOM KoHctutynmeit mopsake. OCHOBHOW HCTOY-
HUK TpaBa, 00JIafalonid BEICIIIEH IOPUIUIECKON CHIIOH IO OT-
HOIIICHHIO K APYTUM HOPMATHBHBIM aKTaM (yKa3aMm, IIOCTaHOB-
JICHUSIM U IIp.).

2. 3akoH
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Koaekce
3aK0HOB

OdunuansHoe H3gaHKUE, COoAeprKallee CHCTEMAaTH3UPOBAHHBIN
3aKOHOJATEIBHBIA aKT, PerylHpYIOMHHA Kakyroo-mubo chepy
OOILIECTBEHHBIX OTHOIICHUH HAa TEPPUTOPUM COOTBETCTBY-
IOILIEr0 TOCyIapCTBa WK CyObeKTa (eaepaunu (Hamp., Tpyao-
BbI€ COTJIAIICHHS PabouMX M CIIy’KalliX; UMYIIECTBEHHBIE U
CBSI3aHHBIE C HUM JIMYHBIC HEUMYILECTBEHHBIE OTHOIICHUS,
BO3HUKAOINUC C YIaCTUCM HOPUIANYCCKUX JIUI U I'paXaaH 1 T.
1L.).

KommeHnTapuii
K 3aKOHY

Od¢unmransHOE U3AaHNE, COIePIKaIIee OSICHEHHS, TOIKOBAHUS
K TEKCTaM 3aKOHOB, KOJICKCOB 3aKOHOB.

Yka3

OdunnanbHOe M3aHue, CoAeprKallee HOPMATHBHBIA akT IJia-
BBl TOCy1apcTBa (IPE3UAEHTA).

ITocTanos.ie-
HHEe

OdunmanbHoe  W3laHME,  COAEpiKallee  HOPMAaTHUBHBIH
JIOKYMEHT, BHOCHUMBIH BBICIIUMH OpraHaMHU HCIIOJHHUTEIBHOM
BJIACTH I'OCYIAPCTBA, 0053aTeNbHBIN /151 BEINOJIHEHHS.

YcraBHoe
H3JaHue

Od¢wunmansHOe M3aHUE, CONEpIKallee YCTaB — CBOJ IPaBHII,
PErYIUPYIOIUX OPraHH3aIHUI0 U MOPSIIOK OMpPEACICHHOM aes-
TENHHOCTH.

Crangaprt

OdunuansHoe U3faHUe, COAEpIKallee KOMIUIEKC HOPM, Ipa-
BWJI, TpeOOBaHWH K OOBEKTY CTaHAApTU3ALUH, KOTOpPbIE
YCTaHABJIMBAIOT HA OCHOBE JIOCTH)KEHUI HayKH, TEXHUKHU U IIE-
pPENOBOrO ONBITA M YTBEP)KAAIOT B COOTBETCTBHU C JEHUCTBY-
FOLLIMM 3aKOHOJATENbCTBOM.

HncTpyknus

OdunnanbHOEe M3aHKE, Co/epXKallee MpaBuiia M0 PeryiInpo-
BaHMIO IIPOM3BOJICTBEHHOW, MPAKTHYECKOH M OOIECTBEHHOU
JIESITEIbHOCTH WJIM TIOJNB30BAaHUIO M3NENUSIMM U (WIM) yCIy-
ramu

10.

IpeiickypanT

OdunmanbHoe 1 (MIIH) CIIPaBOYHOE U3AaHKE, COEpXKallee CH-
CTEMaTHU3UPOBAHHBII NIepeyeHb MaTepHaIoB, U3/ENni, 00opy-
JIOBAaHUS, MIPOU3BOJCTBEHHBIX ONEpaLui, YCIyr, ¢ yKa3aHUEM
1I€H, a UHOTJa U KPAaTKUX XapaKTePUCTHUK.

11.

IIpaBuaa

W3nanue, yCcTaHABIMBAIOIICE MOPSIOK M YCIOBUS KAKOW-ITN00
JIESITETTFHOCTH, OIpENeIsioiee MpaBa M OOA3aHHOCTH JIHUII,
OCYIIECTBILTIONINX 3Ty OCSITEIHHOCTb.

Ilpakmuueckasa paooma Ne 9 Tema «Cnoeapno-IHyuKioneouuecKue

u cnpaeodHnsle U30aHUS)

Lenb paGoThl — OCBOUTH KJIACCH(PHKALNIO CIOBAPHO-3HUIUKIONEINYECKUX U CIPAaBOY-

HEIX U3TaHUN KaK U3JaHUH.

3ajgaHre ¥ METOJMKA BBIIOJHEHUS: CTYJACHTaM MpeajaraeTcsi, UCHOJIb3ysl HUCIOJIb3Ysl
HanmoHanbHBIN cranaapt ['OCT P 7.0.60-2020 «M3panusg. OcHOBHBIE BUABL. TepMUHBI U
ONpeIeTICHUs» U3YUYUTh OCHOBHBIE BHUJIbI CIOBAPHO-PHIUKIONEANYECKUX U CIIPABOYHBIX W3-
IaHuil U ux omnpenenenus. Jlanee ucnonbzys «KHIKHYIO JI€TONMUCH», CANTHI M31ATENIbCTB,
IpoYre UCTOYHUKH, cozieprKaine Oudauorpaduieckue onucaHus n3JaHui, Boiemux B PO
B TEKYIIEM TOJy, HAWTH TPHUMEPHI CIOBAPHO-IHIUKIONEINYSCKUX M CIPABOYHBIX W3JAHUN
pa3IMYHBIX TOJBUIOB, KaK 0003HAYEHHBIX B HAI[MOHATLHOM CTaHAApPTE, TaK U MPOUYUX, HE

BOIICAIINX B HETO, 1 BHECTU ITPUMCEPEI B Ta6nnuy BMECTE C UX ONPEACTICHUSAMMU:

B](I[lbl CJJOBAPHO-OHIUKJIONCIUICCKHUX U CIIPABOYHBIX I/I3[laHI/II71

Bua n3panns IloaBua u3ganus IIpumep
1. DHIUKIOTIC AU 1.1. _Budvl snyukioneduti no yeneeomy Ha-
— 3TO Hay4YHO OOOCHOBAH- | 3HAYEHUIO:
HOe w3maHue, cojepxka- | 1.1.1 Hayuynas sHIMKIONEAUS OTAenpHBIN IPUMED
niee B 06001eHHoM Bujie | 1.1.2 HayuHo-momny isipHast SHIMKIIOICIHS OtaenpHBINA TpUMEp
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OCHOBHBIC CBCIACHUA IIO
OJHOM WM HECKOJIbBKUM
OTpacisgM 3HaHUH, U3-
JIOXKCHHBIC B BHJIC CTaTCH,

1.1.3 JocyroBasi JHIMKJIONEAHS

OTAenbHBIN IPUMED

1.2. Buobl dHyuxioneouil 8 3aeucumocmu
O KpYy2a BKNIOYEHHBIX C8COeHU

1.2.1 YHuBepcajipHasi JHIUKIONEANS

1.2.2 OTtpacneBasi JHIMKJIONEAUS

1.2.3 Tematnueckast SHIIUKIONE IS

1.2.4 TlepcoHaypHAast SHIUKIIOTICAHS

1.2.5 PeruoHanbHas SHIUKIIONEIUS

B coBokymHoctu 3-4 mpumepa
Pa3IMYHOTO BUAA SHIMKIIOMCIHIA
€ yKazanuem 8uoa SHYUKIoneouu

PacIioJIO)KCHHBIX B  CH-

2. CnoBapn

— 3TO W3JaHMe, COJepiKa-
1ee YrnopsIOueHHBIN Tie-
peUCHb  S3BIKOBBIX €IU-
HUI (CJIOB, CIOBOCOYETa-
HUH, pa3, TEPMUHOB,
HWMEH, 3HAKOB), CHA0XKEH-
HBIX OTHOCSIIIUMHCS K
HUM CHpPaBOYHBIMH JIaH-
HBIMH.

2.1. Buowl _crosapeii no xapakmepy npugo-
OUMbBIX C8COCHUU:

2.1.1 DHIMKIIOIEAMYECKHUH CIIOBaph

OTxenpHBIHA TpUMEp

2.1.2 TepMHHOJIOTMYECKUHN CIIOBAPh

OTnenbHBINA IpUMeEp

2.1.3 $3p1x0BOI1 c1OBaph

2.1.3.1 TonkoBeli cloBapb

2.1.3.2 Opdorpaduyecknii CioBaphb

2.1.3.3 Opdosnmueckuii cIoBaph

2.1.3.4 YacToTHBIH cloBapb

2.1.3.5 IlepeBogHOM CcI0Baph

2.1.3.6 dpazeosnornueckuit

2.1.3.7 CnoBaph CHHOHUMOB (aHTOHUMOB)

2.1.3.8 OTMonorn4ecKuii CoBaph

B coBokymHOCTH 4-5 mpHMepoB
Pa3IMYHOrO BHAA S3BIKOBBIX CIIO-
Bapeii ¢ ykazanuem 6uoa cnosaps

3. CripaBO4HHUK

— 3TO CICIHATH3UPOBaH-
HOE CIIPaBOYHOE M3IaHHE,
HMeEIolIee CHUCTEMATH3H-

POBAHHYIO CTPYKTYPY.

3.1. Buowl_cnpasouynuxkos no_uyeneeomy Ha-
3HAYEHUIO.!

3.1.1. HayuHslil clipaBOYHUK

3.1.2.  MaccoBO-TTOJIUTUIECKHIT  CITpaBOY-
HHK

3.1.3. [Ipou3BoACTBEHHO-TIPAKTUYECKHUIT
CIPaBOYHUK

3.1.4. Y4eOHblid cCipaBOUYHHUK

3.1.5. BeITOBO# CpaBOYHHK

B coBokymHoctH 3-4 mpumepa
Pa3IMYHOrO BHAA CIPABOYHHKOB
C yKa3aHHEeM BHUJIA CIIPAaBOYHUKA

3.1.6. IlonynspHbIi cCIpaBOYHUK

Bce o nencusx u neumcuonnou
pegopme na 2020 200. Hasnaue-
HUe, 1b2ombl, CYOCUOUU: CNPABOY-
Huk 05 Hacenenusi / E. Y. Jlagovi-
Oenko. — 3-e u30., ucnp. u oon. —
M. : ACT, 2020. — 162 c. : un.

3.2. Ilo xapaxmepy npugooumwvix
ceedenull

3.2.1 buorpaduueckuii CpaBOYHUK

3.2.2 bruobubarorpaduuecKuii CipaBOYHUK

323 AnpecHslii, OpraHu3aIIOHHO-
(MpPMEHHBII CIIPaBOYHUK

3.2.4 CrpaBoYHHK 110 ITPodeccrusMm

3.2.5 CripaBOYHHK-KaTaJIO0T

3.2.6 IlyreBoauTenn

3.2.7 CupaBo4YHHK-XpoHOrpad

B cosokynHocTuH 4-5 mpumepos
pa3IM4YHOrO BMJIA CIPABOYHUKOB
C YKasanuem 8uoa cnpagoyHuKa

1II cemecmp ounoit popmot 00yuenusn

Ilpakmuueckasa pavoma Ne 10 Tema «Ieontoyun hopmynapa 0oKkymenma

Henb paboTel — U3Y4YUTh 3apOXKICHHUE, PA3BUTHE U OCOOEHHOCTH (GopMysisipa opHLIU-
aJIbHBIX U ci1yKeOHbIX JokyMeHTOB X VIII — Hauana XX BB.
3aaHue ¥ METOJUKA BBIIIOJHEHUS: UCIOJb3Ys JEKIMOHHBIE MaTepualbl U PEKOMEH-
JIOBaHHBIE UCTOYHUKH, IIPOAHATIU3UPOBATH MIPEIIOKEHHBIE KOUU AJOKYMEeHTOB XIX — Havasa
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XX BB. Mo cxeme, obpariasi ocoboe BHUMaHHE HAa 0COOCHHOCTH O(OPMIICHHUS PEKBU3UTOB;
OBITh TOTOBBIM OTBEYATh HA MTOCTABIIEHHBIE BOIIPOCHL:
1. Kornma B Poccuu 3aponunack perinamenranus oGopmieHUs 0QUITUATBHOTO U CITyXKe0-
HOT'0 JIOKyMeHTa?
2. Korga B Poccuu nosiBuiics popmyIsip opUIIMAIBHOTO U CITY)KEOHOTO JOKyMeHTa?
3. Kakumu 3akoHomarenbHbIMU akTamMu XIX — Hayana XX BB. ObLJIO perJaMEHTHPOBAHO
odopmiIeHHE OPUIHATEHOTO U CITYKEOHOTO JOKyMeHTa?
4. HazoBuTe BUIBI POCCHUCKUX ODHUIMAIBHBIX U CIYKeOHBIX AoKyMeHTOB XVIII-XIX
BB., 0COOCHHOCTH UX 0(opmIIeHusI, cOcTaB (OpMYJIsIpa.
Korna nosiBuincek 6J1aHKU U UX BUJIBI?
6. Korma mossBUIIMCh OTMETKH Ha JOKYMEHTaX, OTPAKAIOIINE UX JBUKCHHE B YUPEKIIe-
HUU 1 paboTy ¢ HUMU? ONUIIUTE BUABI OTMETOK.
7. CocraBuTh popMyIsip 2 TOKYMEHTOB.
[Tpu moaroToBKe MpakTUYECKON paboOThl 0OpaTuTe BHUMaHue Ha cTaThio E. JI.
Beimeroponckoi, JI. A. CeBOCTbIHOBOIA.
Cxema anasm3a nokymenrta XIX — nayaaa XX BB.

9]

Bun ABTOp Anpecar, no- Jlara Tekcr CocraB OTMeTKH Ha
JOKYMEHTAa PSI0K ajape- (kpaTkast YAOCTOBEpPEHHS | JAOKYMeHTe
COBAHMSA Xap-Ka)

Pexomenoyvemasn numepamypa:

Beimeroposckas, E. [I. @opMysisip TEKCTOBOTO IOKYMEHTA: CTAHOBJICHUE U Pa3BUTHE /
E. JI. Beimeropoackasi, JI. A. CeBocTbsiHOBa. — TeKCT : HEMOCpeICTBEHHBIH // Momnomoit yue-
HbliA. — 2016. — Ne 28.1 (132.1). — C. 28-30. — URL : https://moluch.ru/archive/132/36793/
(mata obpamenus: 09.08.2022).

Ilpakmuueckan paboma Ne 11. Tema «Pexeusumot 00KyMeHmo6»

Lenp paboThl — H3yUeHUE PEKBU3UTOB JIOKYMEHTOB, YCTAaHOBIIEHHBIX HarmoHaabHBIM
craggaprom P® I'OCT P 7.0.97-2016 «Cucrema craHnmapToB 1o wHpOpMamuu, OuOImoTey-
HOMY U U3JIaTeIbCKOMY jeny. OpraHu3allMOHHO-paCTIoOpsAUTeNbHAs ToKyMeHTauus. Tpebo-
BaHMS K 0(OPMIICHUIO IOKYMEHTOBY.

3ajaHue U METOJIMKA BBIMIOJHEHUS: U3YYUTh PEKBU3UTHI JOKYMEHTOB, YCTAHOBJICHHBIE
HarmmonaneapiM ctangaptoM PO I'OCT P 7.0.97-2016 «Cuctema ctanaapToB 1o uHpopMa-
My, OMOIMOTEUHOMY U U3JATEIbCKOMYy Jieny. OpraHu3anuoHHO-paCIOpsIUTENbHAS
nokyMmeHTtanus. TpeboBanus kK O0pOPMIICHHIO JIOKYMEHTOBY», 3alOJHUTH TaOJIHUIly C yKasa-
HUEM KOJIa PEKBU3UTa MO CTaHAApTy, €ro Ha3BaHMs, a TAKXKe MOSICHEHHH, KacarolMuXxcs
oopMIIEHHS JaHHOTO PEKBU3HTA:

Kon
Hazpanue
peKBU XapaKkTeprcTHKa PEeKBU3UTA, OCOOEHHOCTH €ro 0(OpMIICHHHUS
peKBU3UTa
3HUTa
I'ep6 (I'ocynmapcrBennsiii | I'epd (I'ocymapctBennsiii rep6 P®, rep6 cyb6vekra P®D, repd
repo Poccwuiickoii | (repanbandeckuit 3HaK) MYHHUITUTIATIBHOTO obpa3oBaHus)
Deneparun, rep0 | BOCIIPOM3BOAWTCS Ha ONaHKaX [OKyMEHTOB B COOTBETCTBHU C
cyopekra  Poccwmiickoit | @enepanbHBIM KOHCTUTYIIHOHHBIM 3aKOHOM OT 25 nexaOps 2000 r.
1
Denepanum, rep0d | Ne 2-©K3 «O T'ocynapcrBenHoM repbe PD», 3akoHOAATEIBHBIMU H
(repaynbanvecKuii 3HAK) | MHBIMH HOPMAaTHUBHBIMH NPAaBOBBIMH aKTaMH CcyObekToB PO n
MYHUIUNATIBHOTO HOPMAaTUBHBIMH  TIPaBOBBIMH  aKTaMH  OPraHOB  MECTHOIO
o0pazoBaHusi) caMOyIpaBJICHHSI.

44


garantf1://82788.0
https://moluch.ru/archive/132/36793/

N3o0paxxenne repba (['ocymapcTBenHoro, cyonekra P®d, repda
(TepanpIMYecKOro 3HAaKa) OpraHa MECTHOTO CaMOYIIPaBIICHHUS)
MIOMEIIAETCS 110 CepeIMHE BEPXHEro IO OJaHKa JOKyMEHTa Hal
PEKBH3WTaMH OpraHM3alMM - aBTOpPAa JAOKYMEHTa, Ha PacCTOSHHUU
10 MM OT BepXHEro Kpasi JIUCTA.

DOMOyieMa OpraHusaiyu, pa3paboTaHHAs © YTBEpXKJICHHas B
YCTAaHOBJICHHOM  TIOPSIKE, pa3MelIaeTcsi B COOTBETCTBUH C
HOPMATHBHBIMH TIPaBOBBIMHM AaKTaMH Ha OJaHKax: JOKYMEHTOB
(enepapHBIX OPraHOB OCYAAPCTBEHHON BJIACTH (32 MCKIIOUCHHUEM
CllyyaeB, MPEAyCMAaTPHBAIOMINX HCIONB30BAHUE  H300pa’KeHUS
2 DOMbema TocynmapctBenHoro rtepba P®), TeppuTOpHANBHBEIX OpraHOB
(enepabHBIX OPTaHOB TOCYIAPCTBEHHOH BIIACTH, TOCYIAPCTBEHHBIX
U HETOCYJapCTBEHHBIX OPraHU3alMi.

N3obpaxxeHne >MONIEMBI ITOMEIIACTCS IO CEepeIMHE BEPXHETO IO
OnaHka JIOKYMEHTa HaJ pPEKBU3UTaMH OpraHH3alluk - aBTopa
JIOKYMEHTA, Ha paccTosiHUK 10 MM OT BEpXHEro Kpast JHCTa.

OTMmeTKa 0 HallpaBJICHUU NOOKYMCHTA B ACJIO OIIPEACIACT MCECTO
XpaHCHHUA JOOKYMCHTA IIOCJIC 3aBCPUICHUA pa6OTLI C HUM H
BKJIFOYAeT: clioBa «B ACI0», UHACKC [¢Cjia [0 HOMCHKIIATYpE ACJI, B
KOTOPOC NMOMCHIACTCA AOKYMCHT Ha XpaHCHUEC, C YKa3aHHUCM Troja,
JOJIDKHOCTH JIMIa, Oq)OpMI/IBIHEFO OTMETKY, NOAIIUCH, JaThI.

OTMeTKa 0 HampaBlICHUH
JOKYMEHTa B A€NIO0

30 [pumep -
B nmemo Ne 02-22 3a 2022 r.
3aB. OT/IEJIOM KauecTBa MPOTYKIIUU

TTonmnuce JHara

OTtmMmeTKa 0 HanpaBJICHUU JOKYMCHTA B ACJI0 MOXKET HOMOJHATHCA
KpPaTKUMH CBEACHUAMM O XapaKTCPEC MCIOJHCHUSA TOKYMEHTA.

Ilpakmuueckas paooma Ne 12. Tema «Oghopmnenue
0P2anHU3AUUOHHO-PACROPAOUMEIbHOU OOKYMEHMAUUU)

Henb paboTbl — U3yunTh (GOPMYJISp JOKYMEHTa KaK COBOKYITHOCTh €r0 PEKBH3HTOB,
PacroJIOKEHHBIX B YCTAHOBJIEHHOW IIOCJIEOBATEIbHOCTH, HU3YYHUTh COCTaB PEKBU3UTOB
JIOKYMEHTOB, COBpPEMEHHbIE TpeOOBAHNUS HAL[MOHAJIBHBIX CTaHAApTOB, npexae Bcero 'OCT P
7.0.97-2016 «Cucrema crangapToB 10 MHGOpMaIUU, ONOINOTEUHOMY U M3AATEIbCKOMY J€-
ay. OpraHu3allMOHHO-PACHOPSAUTENbHAS JOKyMEHTalus. TpeboBaHus K o(opMIeHHIO
JIOKYMEHTOB» U HOPMaTHUBHBIX aKTOB K 0()OPMIICHHIO PEKBU3UTOB.

3ajaHye U METOJIMKA BBITOJTHEHUS:

1. UByuutrs 'OCT P 7.0.97-2016 «Cucrema cranmaptoB mno uHdopmanuu, Ouob-
JMOTEYHOMY M H3JaTelbCKOMy Jeiny. OpraHu3alOHHO-PACHOPSAUTENbHAS JTOKYMEHTALHS.
TpeboBanusi kK 0pOPMIIEHUIO JOKYMEHTOBY» € TpeOOBaHUAMHU K OQOPMIIEHHIO JOKYMEHTOB,
OIPENIEeIUTh €0 CTPYKTYPY, COCTAB Pa3/ieioB.

2. B cootBerctBum ¢ 'OCT u3yuuth HaOOp PEKBU3UTOB OPHUIIUATBHOTO MMCHMEHHOTO
JIOKYMEHTA, PacoJI0KEHHBIX B OIPEEICHHON MOC/Ie0BAaTENbHOCTH, COCTABIISIIOIUX (hopMy-
JSIp TOKYMEHTA.

3. V3yunth 00s3aTeNbHBI COCTaB PEKBU3UTOB JOKYMEHTOB, OOECIEUMBAIOIIMN HX
npuMeHenne B ynpasiendeckor nesrenbHocTH (OCT 6.10.5-87. YCA. TpebGoBanus K 1mo-
cTpoeHuto dopmyisipa-oopasua): 1) HanmenoBanue opraHusanuu — aBTopa JOKYMEHTa; 2)
Kon opranmzamnum — aBTopa 1okyMmeHTa; 3) Ha3Banue Buza TOKyMEHTa WM YHHU(HIIUPOBAH -
HOM (opmBl JOKYMeHTa (BKJIOYasi 3aroyioBok); 4) 3aromoBok Kk Tekcty; S5) Koa dopwmsl
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nokyMmeHTa; 6) lata nokymenta; 7) Unnekc; 8) Tekct; 9) Bussr; 10) Iloanuce; 11) Ormerka
00 MCIOJIHEHUH JOKYMEHTA U HalpaBJIECHUH €ro B AEJIO.

4. V3yuuTh COCTaB JONOJHUTEIBHBIX PEKBU3UTOB JOKYMEHTOB.

5. Nyuuts TpeboBanus 'OCT k Oy1aHKy TOKyMEHTA.

6. Ilpoananu3upoBath MpeIOKEHHBIA HA0Op (KOMILJIEKT) JTOKYMEHTOB, ONPEICIUTh
PEKBU3UTHI, YKa3aTh HEJOCTATKU B UX COCTABE, PACIOI0KEHUH, OPOPMIICHHH.

3aHsATHE MPOXOANUT B (popMe MPaKTUUECKOH MOATOTOBKM HAa MaTepuaiax KaHIIEIPUH,
OTJesa KaJipoB MHCTUTYTA.

Ilpakmuueckan paooma Ne 13. Tema «Cocmagnenue u ogpopmnenue
OP2anHu3aUUOHHBIX OOKYMEHM08)

Henb pabotsl — hopMHupoBaHHE MPAKTUYECKUX HABBIKOB Pa3pabOTKH M HCIIOJIb30Ba-
HUSI OPTaHU3aI[MOHHBIX TJOKYMEHTOB, (PUKCUPYIOIINX OPTaHU3AIMOHHYO ACSITEILHOCTD yUpe-
KJICHUS U COJEpIKAIIUX MPaBUIIa, HOPMBI, MOJOXKEHHS, ONPEACTSIONINE CTaTyC OpraHu3aIiy,
€€ KOMITIETEeHIINIO, CTPYKTYPY IITATHYIO YUCICHHOCTh M IOJDKHOCTHOM COCTaB, yHKIIMOHAIb-
HOE COJIepKaHHe JeATeIbHOCTH OpraHU3al[uy B LIEJIOM, €€ MoApa3/iesieHui 1 pabOTHUKOB, UX
npaBa, 00sI3aHHOCTH, OTBETCTBEHHOCTh W Jp. 3aKpenuTh 3HaHWe HarmoHanpHOTO cTaHaapTa
P® T'OCT P 7.0.97-2016 «Cucrema cranmapToB 1o uHMOpMaIuu, OMOJIUOTECYHOMY U H3-
naTenbckomy Aeny. OpraHu3aldoOHHO-pACIOpsiAUTENbHAS JAOKYMeHTalus. TpeboBaHus K
0(pOpMIIEHHUIO TOKYMEHTOBY.

3ajanue U METOJIUKA BBITOTHEHUS:

1. Micniosib3ys IEKIIMOHHBIN MaTepual, pecypchl IHTepHeT-caliTOB U IyOJUKAIIMH OT-
pacieBoil JTOKYMEHTOBEIYECKON MEPUOAUKH, U3YUUTh COCTAB M CTPYKTYPY OPTraHHU3AIMOH-
HBIX JIOKYMEHTOB OpraHU3allUuH, YUPEKACHUS WIH MIPEAPUITHS:

* VYcraB OpraHu3alni;

[Tonoxxenue 00 opraHuzaluy;

[TonoxeHnust 0 CTPYKTYPHBIX MOJIpa3ICICHUSX;

[TonokeHus 0 KOJUIETHAIBHBIX U COBELIATENIbHBIX OpraHax yupesKIeHUs,
PernamenTtsl pa®OThl KOJUIETHATIBHBIX M COBEIIATEIBHBIX OPraHoB, armapara
yIpaBieHUs (PyKOBOJCTBA);

¢ [lltaTHOE pacnuCcaHue;

¢ VIHCTPYKIMHM MO OTIACNbHBIM BUAAM JEATEIbHOCTH (HallpUMep, MHCTPYKIUS IO
JIOKYMEHTAI[MOHHOMY O0€CIICUCHHIO);

¢ JI0JDKHOCTHBIE HHCTPYKIIMH PAOOTHHUKOB;

¢ [IpaBuna;

e [lamsaTku u ap.

2. IloaroToBUTH 1Ba OPTraHU3AIMOHHBIX JIOKYMEHTA MPUMEHUTEIBHO K JIE€ITEIbHOCTH
KaKoW-1100 OpraHu3aluy, YUpexaAeHUs, IpeanpusTus (Ha BbIOOp CTYJEHTa) B MUCbMEHHOM
BUJIC.

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

Hens paboTsl — (GopMupoBaHUEe NMPAKTUYECKUX HABBIKOB O(POPMIICHHUS PEKBU3UTOB
JIOKYMEHTOB PacHoOpsIUTEILHOTO XapaKTepa, MPEIHA3HAUYCHHBIX I JOKYMEHTHPOBAHUS
pacnopsAUTEILHON JIeATEIbHOCTH OPraHU3alMi U ONpEeIIeMbIX YPOBHEM OpraHa yIpaslie-
HUS WIM BJIACTH, KOMIETEHIMEH IOJKHOCTHOTO JIMIA, TMOPSAIKOM HPHUHSTHUS YIpaBieHYE-
CKOTO pelieHus (€AMHOHAYaIue WU KOJJIETHAIbHOCTh). 3aKpenuTh 3HaHue HannoHnaibHOTO
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cragnapra PO I'OCT P 7.0.97-2016 «Cucrema cTanmapToB 1o HWHpOpMAIUH, OUOINOTEU-
HOMY M U3JaTenbckoMy Jeiny. OpraHu3aloOHHO-pacoOpsSAUTENbHAs ToOKyMeHTauusa. Tpedo-
BaHUS K OPOPMIICHHUIO IOKyMEHTOBY.
3ajaHyue U METOJUKA BBIITOJTHEHUS:

1.  U3yuuTh cocTaB pacropsiAUTEIIbHBIX TOKYMEHTOB:
IlocTtanoBneHus;
Pemenns;
[Ipukassi;
Pacnopsixenus;
Ykazanus.

2. V3yuuTh pacrosiokeHue u opopMIIeHHE PEKBH3UTOB JIOKYMEHTOB B COOTBETCTBUH C
HarmmmonansabeiM ctangaptom PO 'OCT P 7.0.97-2016 «Cuctema cranaapToB mo uHpopMma-
Ui, OWOIMOTEYHOMY U  U3JareibckoMy jeny. OpraHu3almOHHO-PACIIOPSAUTEIbHAS
nokyMeHTanus. TpeboBaHUs K 0()OPMIICHUIO TOKYMEHTOBY.

3. CocTaBUTh Ha OTIENBHBIX JINCTaX Oymaru 4 JOKyMEHTa 10 33JJaHHI0, BHIIAHHOMY
npernojaBaTeneM, 1 0OpMUTh UX B MAIIMHOIIMCHOM (opme.

Pexomenoyvemasn numepamypa:
OcHoBHas nUTEpaTypa K NpakTu4eckoit padore (cMm. m. 7.1).
JlonomHUTEIbHAS JIUTEPATYpa K MIPAKTHYECKON padoTe:

1. 3BepeBa, H. Odopmienue npukasa / H. 3Bepesa // Jlenonpou3BoACTBO U TOKYMEHTO-
ob6oport Ha peanpusTus. — 2017. — Ne 5. — C. 14-25.

2. SuxoBas, B. ®. Odopmisiem nokymeHTsl mo HoBomy. Tpeboanust TOCT P 7.0.97-
2016 / B. ®@. AukoBas // CipaBouHUK cekpeTaps u opuc-menemkepa. —2017. — Ne 5. — C. 12—
21.

3. SnkoBas, B. ®. [IpaBuna aenonpou3BOACTBA B OpraHax HUCIOJIHUTEIbHOW BIJIACTH
cyonekToB Poccuiickoii @eneparuu: pazpadorka u npumenenue / B. @. Aukosas, A. 0. Uy-
KOBEeHKOB // OteuecTBeHHbIE apxuBbl. — 2018. — Ne 4, — C. 21-29.

4. Sukosas, B. ®. Yro usmenmiocs B 'OCT P 7.0.97-2016 no cpaBnenuto ¢ I'OCT P
6.30-2003 [DnexTponnsiii pecypc] / B. @. SnkoBas // Jlenonpou3BoACTBO U JOKYMEHTO000-
por Ha  nOpegnpuatuu. — 2018, - Ne 6. — Pexum  pocryna:
http://www.delo-press.ru/articles.php?n=28973

Ilpakmuueckaa paboma Ne 15. Tema «Cocmaenenue u ogpopmnenue
CNPAGOUHO-UHPOPMAUUOHHBIX OOKYMEHNO6)

Llenp paboThl — (opMHpPOBAHUE MPAKTHUECKUX HABBIKOB OhopmiieHUs MH(OpMAaIH-
OHHO-CIPABOYHBIX JOKYMEHTOB: COCTaBJICHHUS U O(OPMIIECHHUS MPOTOKOJIOB, aKTOB, IHUCEM,
CITy)K€OHBIX, OOBSICHUTEITLHBIX M IOKJIAIHBIX 3aMMUCOK H T. 1.

3ajgaHue U METOJIMKA BbINMOJHEHMs: ucnodb3ys Marepuansl ['OCT I'OCT P 7.0.97-
2016 «OpraHu3anOHHO-PACTIOPSIUTENbHAS JOKyMeHTanus. TpeboBaHus K OQPOPMICHHIO
JIOKYMEHTOBY, BBISIBUTE BCE OLIMOKH, AOMYIIEHHbIE MTPU 0GOPMICHUH PEKBU3UTOB MPEICTaB-
JICHHOT'O HUKE NMHUChMa U KOPOTKO MUCEMEHHO 0XapaKTEePU3yUTe ITH OMIHOKH.

* . y
Tanuukoe TanMIKHii MOJIOYHBIIT 3aBOJI e T —
MOAOKO «TAJIMITKOE MOJIOKO» OTBETCTBEHHOCTBIO

«KOoMOMHAT IIKOJIBHOTO ITUTAHUSD
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623620, Poccus, Ceeponosckas obracm, Ne 1
Tanuykuii pation, noc. Tpouykui, yi. Mupa, 0. 87.
Teneghonvi: 8(343)2260808

Howmep ona coobwenuii: 8(922)1885858 (Whats App) E[P;II)GII/(ITOP
E-mail:info@talitsa.ru -H. vlBaHIIOBa
HHH/KIIT

622042, CepasioBckas o0JI.,
r. Huwxauii Tarum,
yi. ITo6ensr, o. 51, komH. 172.

74510020030/745200200

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

IIMCBMO
«O nocTaBKke MOJIOYHOH MPOAYKLIANY.
VBaxkaemasa Enena Hukosaesna!

B otBer Ha Bare mucemo Ne 35/2-2022 ot 24.01.2022 r. coobmutaem, uto ¢ 01.02.2022 npeanpusTie BO3-
OOHOBUT MOCTAaBKY MOJIOYHOMN MPOAYKIIMK B COOTBETCTBUH C JOTOBOPOM.

Hupexrop Tamuikoro MojaoyHoro
3aBojia « Taanuikoe MOJIOKO» . A. Tomun

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

Pexomenodyemasn numepamypa:
OcHoBHas nTUTEpaTypa K NpakTu4eckoit padore (cm. m. 7.1).
JomnonnurenbHas TuTepaTypa K IpakTHUECKO# padore:

1. Amnomumna, H. H. JlenoBoe muchbMO: METOMKA COCTABJICHHS U TMpaBuUia 0QOPMIICHHUS :
npakt. nocooue / H. H. Anonuna. — 8-e uzn., ucnp. — M. : Omera-JI, 2014. — 100 c.

2. Kysuenos, C. JI. Hossiii [OCT Ha odopmienue nokymentos / C. JI. Kysuenos // [le-
sonpou3BocTBO. — 2017. — Ne 2. — C. 25-36.

3. Menemens, . Kak rpaMoTHO cOCTaBUTH ciykeOHYI0 3anucky / M. Menemens // Kan-
poBas ciy»k0a u yrpasiieHue nepconanom npeanpusatus. — 2018, — Ne 2. — C. 45-54.

4. Tlopsanok coctaBieHUs U OPOPMIICHHS CIIPABOYHO-UH(OPMAIIMOHHBIX JOKYMEHTOB //
JlokyMeHTOBeieHHE | yUeOHUK U MTPAKTUKYM JJis akajeM. OakanaBpuarta / mof pen. JI. A. Jlo-
ponuHoil. — M., 2017. —I'n. 7. - C. 171-237.

6.3.4.3. Tembl 1 3a1aHUS 1J151 MEJIKOTPYNIIOBBIX/UHAMBHUAYAJbHBIX 3aHATHI

MenkorpynmnoBbie/MHIUBUAYATbHBIC 3aHATUS TI0 JUCIUILINHE YYCOHBIM TNIAHOM HE
MIPEyCMOTPEHBI.

6.3.4.4. TunoBbie TeMbI U 32IaHUSI KOHTPOJILHBIX Pa0doT
(KOHTPOJILHOI0 YPOKA)

Konrponbnas pabora B y4eOHOM IpoLIECCe HE UCTIONB3YETCH.
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6.3.4.5. TecToBbIE 3aJaHUA
TecToBblie 3a1aHKUs BKIIOYCHBI B (DOH OIEHOYHBIX CPEACTB. MCHOMB3yIOTCS TECTO-
BbIC 3a7aHus B (popMe BBIOOP OJHOTO, IBYX W 0OJiee MPAaBHIBHBIX OTBETOB M3 IMPEIJIOKEH-
HBIX, YCTAHOBJICHUE COOTBETCTBHS (IIOCIICA0BATEIIBHOCTH ), KEHC-3aTaHusI.

6.4. MeToanueckne MaTepuaJibl, ONpeaesiole Npouexypbl OlleHUBAHUS 3HAHUM, yMe-
HMI ¥ BJIa/IEeHUI, XapaKTePU3YIOIIMUX 3Tanbl (POPMHUPOBAHUS KOMIIETEHIM I

1. HopmaTuBHO-MeTOIMYECKOE OOECIeueHHE TEeKYIIET0 KOHTPOJS YCIIEBAEMOCTH M
IIPOMEKYTOUHOM aTTecTaluy 00y4yaroIUXCsl OCYIIECTBISETCS B COOTBETCTBUHU C JIOKAJIbHBIMU
aKTaMH By3a.

Konkpernsle ¢opMbl U mpoueaypbl TEKYLIEro KOHTPOJS YCIEBAEMOCTH H
IIPOMEXYTOUYHOM aTTecTaluM 110 JUCUUIUIMHE OTpakeHbl B 4 paznene «Conep)kaHue auc-
LUIUIMHBI, CTPYKTYPHUPOBAHHOE IO TeMaM (pa3jienaM) ¢ YKa3aHMeM OTBEIEHHOI'0 Ha HHX
KOJINYECTBA aKaIEMUYECKUX YacOB M BUJIOB YUCOHBIX 3aHATHI».

AHaJIn3 1 MOHUTOPHHT IIPOMEXYTOYHOM aTTeCTallui OTPa)KeH B COOPHUKE CTaTUCTHU-
4yecKuX MaTepuainoB: «IToru 3uMHel (JIETHEH) 3a4eTHO-IK3aMEHALMOHHON CECCUM.

2. JIas MOATOTOBKM K IPOMEKYTOUHOW aTTeCTallud PEKOMEHIYEeTCsl MOJIb30BaThCs
(OHIOM OIEHOYHBIX CPEJICTB:

— IepedyeHb KOMIIeTEHLUH € yKa3aHUEeM 3TaloB MX (OPMUPOBaHUS B IpoLEecce
OCBOCHHMS 00pa30BaTeIbHOM porpaMmsl (cM. 11. 6.1);

— OIMCaHME IOKa3aTeJaed U KpUTEpUEB OLCHUBAHUSA KOMIIETEHIIMH Ha Pa3IMYHBIX
sTanax ux (HOpMUpPOBAHMS, ONMCAHKE KA OLEHUBAHUSA (CM. T1. 6.2);

— TUIOBBIE KOHTPOJIbHBIC 3aJlaHMsl WJIM HMHble MaTepuabl, HEOOXOIUMBbIE IS
OLICHKM 3HAHUHM, YMEHHWH, BIQJACHUH, XapakTepU3YIOIUX dSTanbl  (OpPMUPOBAHUS
KOMITETCHIIMH B TIPOIIECCe OCBOCHHUST 00pa30BaTeIbHON TPOrpaMMel (M. 11. 6.3).

3. TpebGoBaHUs K MPOXOXKICHUIO IPOMEXKYTOUHON aTTeCTAI[MH 3a4eT U 3Kk3ameH. OO0y -

YaIOLIUICS JOKEH:
- IPUHUMATh y4acTHE B CEMUHAPCKUX 3aHATHUSAX;
- CBOEBPEMEHHO M KAYECTBEHHO BBINOJIHATh PAKTHUECKUE paboThI;
- CBOEBPEMEHHO BBIIIOJIHATh CAMOCTOATEIbHBIC 3aJaHUS;
- IPOUTH MPOMEXYTOYHOE TECTUPOBAHUE.

4. Bo Bpems IpOMEKYTOUYHON aTTECTALIUN UCIIOIb3YIOTCS:

— Oytanku OmIIeTOB (YCTaHOBIIGHHOTO 00pasia);

— CHHCOK TEOPETHYECKHX BOMPOCOB U 0a3a MPAKTUYECKUX 3aJaHWUN, BEBIHOCHMBIX Ha
3a4eT U SK3aMEH;

— OIKCAHUE IIKaJl OLICHUBAHNUS;

— CIIPaBOYHbIE, METOAMUYECKUE U UHBIE MATEPUAIIBI.

5. 1511 OCyIIEeCTBIEHHS IPOLEAYDP TEKYIIEr0 KOHTPOJIS YCIEBAEMOCTU U IPOMEXKYTOU-
HOM aTTecTaly JUlsl MHBAJIMJIOB U JIUL] C OFPAaHMYEHHBIMH BO3MOKHOCTSMU 3/10POBbsI (POHBI
OLICHOYHBIX CPEACTB aIalTHPOBAHBI 332 CUET MCIOJIB30BAHUS CHEHHAIN3UPOBAHHOTO 000PYI0-
BaHUs JUI MHKITIO3UBHOrO oOyueHus. dopMa mpoBeaeHHs TEKyLled M UTOrOBOM aTTecTaluu
JUISL CTYICHTOB-WHBAJINAOB YCTAHABIMBACTCS C YUYETOM MHIMBHYyaJbHBIX NCUXO(DHU3MUECKIX
ocobeHHocTeH (YCTHO, MMCBMEHHO Ha Oymare, MUCbMEHHO Ha KOMIIbIOTEpE, B (hOpME TECTU-
poBaHus U T. 1.). [Ipr HEOOXOIUMOCTH CTYACHTY-UHBAIUAY MIPEIOCTABIACTCS JOMOTHUTENb-
HOE BpeMs JJIs MOATOTOBKU OTBETA Ha 3a4eTe U HK3aMEHe.

7. IHIEPEYEHb NEYATHBIX U DJIEKTPOHHBIX OBPA3OBATEJIbHBIX U HH®OPMAIIMOHHBIX
PECYPCOB HEOBXO/JUMBIX JJI1 OCBOEHHUA JUCIUITJINHBI
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7.1. IleuaTHble 1 (WIH) 3JEKTPOHHbIE 00Pa30BaTe/IbHbIE pecypchl’

1. MoxkymentoBenenue : yueb. / I'. @. l'opaykanosa, T. B. 3axapuyk, E. A. [lnemkesud ;
Hay4. pea. ['. B. Muxeea. — CII0. : IIpodeccus, 2013. — Y. 1. O6miee 10KyMEeHTOBEICHHUE. -
320 c. — (YuebnHuk 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 oubanoreka). — Pexxum
nmoctyna: http://rucont.ru/efd/1780797cldren=0.

3. Mopesa, O. H. JlokymeHnTHbIe (OHIBI OMOIMOTEK U MHPOPMAIIMOHHBIX CITYKO [DJek-
TpoHHBIH pecypc] / O. H. Mopega. - Dnektpos. naH. - Cankr-IlerepOypr : [Ipodeccus, 2010.
- 400 c. : col. - Pexxum noctyma : http://biblio.profy-lib.ru/book/-/pdf/19400

4. Cykuacss, 9. P. IIpakTueckoe 10KyMEHTOBEEHUE [ DIEKTPOHHBIN pecypc] : yueOHO-
npaktuueckoe rmocodue / 3. P. CykuacsH. - DnektpoH. naH. - Cankr-Ilerepoypr : Ilpodec-
cusi, 2014. - 96 c. : col. - (A3Oyka OmbOnmoreyHoil mpodeccun). - Pexxmm gocryma :
http://biblio.profy-lib.ru/book/-/pdf/19741

7.2. UndopmanioHHbIE pecypcehl

7.2.1. Ilpogheccuonanvuvie 6azvt OanHbIX U UHPOPMAUUOHHBIE CHPABOUHDLE CUCHEMbL

ba3bl 1aHHBIX:

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

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

«Kubepnenunka» Hayunas osnekrTpoHHass Oubnuoreka— Pexum pocryna:

https://cyberleninka.ru

Hayuynast ~ snexktponHas  O6ubGmmoreka  E-library .-~  Pexxum  mocryma:
https://elibrary.ru/defaultx.asp

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

PocundopmkynbTypa: poc. cuctema Hayu.-uHpopMm. Obecnieuenus KyiabTyp. Jledrensb-
HOCTH: ouIl. caiiT. — Pexxum goctyna: http://infoculture.rsl.ru/RSKD/main.htm

Poccuiickas kHwkHas nanara.— Pexum goctyna: http:/ www.bookchamber.ru/

OI'VII HTII «udopmpeructp» — Pexnm JOCTYTIA:
http://inforeg.ru/about/itemlist/category/49-obshhie-svedeniya

OBC «Jlanwy — Pexxum nocryna:http://e.lanbook.com

OBbC «PykonT» — Pexxum nocrymna: http://rucont.ru

OnektpoHHass ~ OubOnmoreka  nuccepraumii  PI'B —  Pexxum  mocrtymna:
http://www.dslib.net;

HNHpopManoHHBIE CIPABOYHbIE CHCTEMBbI:
— I'apaHr.

7.2.2. Pecypcol ungopmayuonHo-meneKoMMyHUKayuouHou cemu Hnumepnem
http://www.intuit.ru/ — HariuoHaIbHBIA OTKPBITHIA YHUBEPCUTET

' OGecneuenvie 00yYAMOIMXCS MHBAIUIOB U JIUI| ¢ OTPAHMYEHHBIMU BO3MOXKHOCTSMU 310POBbS IEYATHBIMU U
AIIEKTPOHHBIMU 00pa30BaTEIbHBIMHI PECYpPCaMH OCYLIECTBIISIETCS B (POpMax, alaliTHPOBaHHBIX K OrPaHHYEHUSIM
UX 3JI0OPOBBS.
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http://www.intuit.ru/
http://www.dslib.net/
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

https://vniidad.ru/ — Beepoccuiickuit HUM nokymMeHTOBEIeHUS 1 apXUBHOI'O J€Jia
https://vniidad.ru/downloads/metodich-literatura/Monitoring%202021.pdf — «Mtoru monuro-
pHHTa TOKYMEHTO000poTa B (pesiepaibHbIX OpraHax UCIOJIHUTEILHON BIACTH U Iiepexona ¢e-
JIepaJIbHBIX OPTaHOB UCIOJIHUTEIBLHON BIACTH Ha 6€30yMa)KHbIH JOKYMEHTOOOOPOT 3a NepHu-
oa ¢ 2015 no 2020 rr.»

https://www.top-personal.ru/officeworks.html — apxus HomepoB xypHana «/lejonpous-

BO/ICTBO»
https://www.profiz.ru/sr/ — xypuan «Cexperapb-pedepeHn»
https://e.sekretaria.ru/ — xypHan «CripaBOYHHK ceKpeTaps U oruc-MeHeKepay

8. METOAUYECKHE YKA3ZAHMS JJIS1 OBYYAIOIIAXCS
IO OCBOEHUIO JUCHUIIJINHbI

KommnekcHoe n3ydeHue oO0y4arolMMUCS AUCHUILIMHBI MPEIosaraeT: OBJaJeHHe
MarepuaiamMu JISKIMiH, y4eOHOW M JOMOJIHUTEIBLHON JIUTEepaTypol, yKazaHHOW B pabouei
porpaMMe JUCLMILUIMHBI, TBOPUYECKYI0 paboTy 00ydarolMxcsi B X0JIe MIPOBEACHUS CEMUHAp-
CKUX (IIPAKTHUYECKUX, UHIUBUAYATIbHBIX) 3aHATUN, a TAKK€ CHCTEMaTHYECKOE BBINOJIHEHUE
TECTOBBIX M MHBIX 3aJJaHUH JJI1 CAMOCTOSTEIbHON pabOThl 00YUarOIUXCS.

B Xxone nexuumii packpbIBarOTCS OCHOBHBIE BOIPOCHI B PaMKaX pacCMaTpHUBAEMOU
TEMBI, JI€Jal0TCs aKIEHThl Ha HauOoJsiee CIOXKHBIE M MHTEPECHbIE MOJO0XKEHUS H3y4yaeMOro
MaTepuaia, KOTOpble JOKHBI ObITh IPUHATHI OOydaroluMuUcs Bo BHUMaHue. OCHOBOM aJis
MOJArOTOBKM OOYYaIOLIErocss K CEMUHAPCKUM 3aHSATHSIM SIBIISIOTCS JIGKLIMU U M3JaHUs, pe-
KOMEHyeMble mpenojanaTesieM (cM. . 6.3. TunoBble KOHTPOJIbHBIE 3a/1aHUs WM UHBIE MaTe-
pHaibl, HEOOXOJUMBbIE Ul OLIEHKU 3HAHWM, YMEHWH, BIaJeHUH, XapaKTepU3YIOLIUX 3TaIllbl
(dbopMUpOBaHUS KOMIIETEHIIUH B IIpoOlIecce OCBOEHUSI 00pa30BaTeIbHONM MIPOrPaMMBI).

OCHOBHOH LENIBI0 CEMMHAPCKUX 3aHATHI SIBIISIETCA KOHTPOJIb 3a CTENIEHBIO YCBOEHUS
MIPONJEHHOIO MaTepuaia U XOJOM BBIIOJHEHHS 00YYarOIIMMKCS CaMOCTOSTEIbHON paboThI,
o0cy»xeHue HanOoJiee CI0XKHBIX U CIIOPHBIX BOIPOCOB B paMKaxX TeMbl CEMUHAPCKOT'O 3aHs-
tus. [Ipn o0cyXJ1leHuN Ha ceMUHapax CIOKHBIX U IUCKYCCHOHHBIX BOIIPOCOB U MPOOJIEeM Hc-
MOJIB3YIOTCS METOJMKH MHTEPAKTUBHBIX (hOpM O0yUEHUS (OUCKYCCUs, NOAeMUKA, CUMYayUOH-
Hble U meopuecKue 3a0anusi m. 0.), 4TO TMO3BOJIAET MOTPYKATh OOYUAIOIIUXCS B PEATBbHYIO
aTMocQepy JeJI0BOr0 COTPYAHMUYECTBA M0 Pa3pelICHUIO MPOo0ieM, ONTUMANIBHYIO JUIs BbIpa-
OOTKM YMEHHI U BIIAJICHUH.

Jlnst ycnemHoi MOArOTOBKM K CEMUHAPCKUM 3aHATUSAM OOydarolyecs B 00s13aTelb-
HOM MOpPAJKE, KPOME PEKOMEHIYEMOI K HM3YUYEHHIO JIMTEPaTyphl, HIEKTPOHHBIX W3JIaHUN U
MHTEPHET-PECYPCOB, JOKHBI UCIOIB30BATh MyOIMKALMK [0 U3Y4aeMOH TeMe B XKypHajax:
«JlemonpousBosictBO», «Cekperapb-pedepent», «CrnpaBOYHUK CEKpeTaps U opuc-MeHeIKe-
pay.

OCHOBHOH 11€JIbI0 MTPAKTUUECKUX 3aHATUH SIBIsSIETCS OTPaObOTKa MpOo(hecCHOHATBHBIX
YMEHMH M BJIAJICHUM HaBbIKAMHU. B 3aBHCHMOCTH OT COJEp)KaHUs NPAKTUYECKOTO 3aHATHS
MOTYT OBITh MCIIOJIb30BaHbl METOJAUKH MHTEPAKTUBHBIX (hopM oOyueHus. OCHOBHOE OTINYUE
AKTUBHBIX U UHTEPAKTUBHBIX YIIPAKHEHUN U 3aaHUH B TOM, UTO OHU HaIPaBJIEHbI HE TOJIBKO
U HE CTOJIKO Ha 3aKpeIUICHUE YK€ U3yUYeHHOr0 MaTepHralia, CKOJIbKO Ha U3yYeHHE HOBOTO.

Jlnsi BBIMOJTHEHMS 3aJaHUi CaMOCTOSATENIbHOW paboThl B NMUCBMEHHOM (opme 1o
TeMaM o0ydaroIuecs, KpoMe peKOMEHIYEMON K U3yUEHUIO JIUTEPaTyPhl, JEKTPOHHBIX U3/a-
HUM U UHTEPHET-PECYpPCOB, JOJKHBI UCIOIb30BATh MMyOJUKALIMH IO U3y4aeMOil TeMe B XKyp-
Hanax: «J/lemonpousBoactBoy, «Cekperapb-pedepent», «CHpaBOUYHUK CeKpeTapss U odwuc-
MeHeKepa» (3aJjaHus JUIsl caMOCTOsTeNbHOU paboThl cM. B Pasnene 5. Ilepeuens yueOHO-
METOJIMYECKOr0 00ecrevyeHus il CaMOCTOSITENIbHOM paboThl 00y4aroUMXcs MO AUCLUILIN-
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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/

HE).

[IpeaycMOTpeHO MPOBEACHHE HWHIWBUAyalbHOW pabOTHl (KOHCYJIbTAlUMH) ¢ 00y-
YAOIUMHKCS B XOJI¢ U3yUCHHs MaTepralia JaHHOW JUCIIUTUINHBIL.

Bei6op MeTO0B 00yuYeHHs IS MHBAIMIOB M JIMI[ C OMPAaHHYECHHBIMH BO3MOKHO-
CTSIMU 3/I0OPOBbSI OTIPEICIISIETCS C YUETOM 0COOCHHOCTEH BOCTIPUSATHS UMHU y4eOHOU HHpOpMa-
LUK, COIEPKAHMsI O0YUEHHUs, METOAMYECKOTO U MaTepHAIbHO-TEXHHUECKOro obecreueHus. B
00pa3oBaTEeILHOM IPOIIECCE MCIOIB3YIOTCS COMUAIBbHO-aKTUBHBIC U PE(IICKCUBHBIC METOIbI
00ydYeHHsI, TEXHOJOTHH COLMOKYJIbTYPHOH peaOMIMTAllMK C LEIbI0 OKa3aHUS IOMOIIH B
YCTaHOBJICHHH TIOJTHOIICHHBIX MEXJIMYHOCTHBIX OTHOIICHHUH C IPYTUMHU O0YYaIOIIMMHUCS, CO-

3JaHusA KOM(bOpTHOFO IICUXOJIOTHYCCKOT'O KJIMMaTa B CTy,HGH‘IGCKOﬁ rpyuiie.

Taboauua 14
OueHoYHBbIE CPEACTBA MO JUCHHUIIMHE C Y4€TOM BHIa KOHTPOJISI
HaumenoBanue
Kpatkas xapakrepucTuka
OLICHOYHOI'0 Buasl KOHTpOJIA
OIIEHOYHOI'0 CPeCTBA
cpencTBa

ATTecTarus B CpenctBo obecrniedeHmsi oOpaTHOU CBsi3M B ydeOHOM | Tekyrmuit
paMKax TEeKyIlero | mporecce, popMa OlEHKH KayecTBa OCBOCHHUs oOpa- | (arrecTarus)
KOHTPOJIIS 30BaTENIbHBIX MPOTPaMM, BBITIONHEHHUS Y4€OHOTO

wiaHa ¥ rpaduka y4eOHOro TMpolecca B TEPUOJ

00YYCHUS CTYJICHTOB.
3aueT 1 5k3aMeH | Dopmbl OTUETHOCTH O0yUaromerocs, onpeaeisieMbie | [IpoMeKyTOUHBIH

yueOHBIM TJIAHOM. 3a4yeThl caykaT (OpMOil MpoBep-
KM Ka4ecTBa BBIIOJIHEHHs 00ydaromuMucs y4eOHBIX
paboTr, ycBOCHHS ydeOHOro MaTepuana IpaKTHUIe-
CKUX U CEMHHAPCKUX 3aHATUH. DK3aMEH CIYXKHT ISt
OLIEHKH pPabOThl O0y4YaloLIEerocss B TEUCHHE CPOKa
oOydeHHUs] MO JUCHUIUIMHE (MOAYNIIO) M TpHU3BaH
BBISIBUTH YPOBEHb, MPOYHOCTh M CHCTEMAaTHYHOCTD
MOJYYCHHBIX MM TEOPETHYECKHX M IPAKTUYECKUX
3HAHUH, NPUOOPETEHHs BIAJEHHUS HAaBBIKAMU CaMO-
CTOSITETIbHOM PabOTHI, Pa3BUTHUS TBOPUYECKOT'O MBIII-
JIeHWsl, yMEHHE CHHTE3UPOBATh MOJIyUYCHHBIC 3HAHUS
U IPUMEHSTh WX B PEIICHUH NPAKTHUCCKHX 3a/ad.

Keiic-3amaga

[IpobnemHoe 3amaHue, B KOTOPOM, OOydaroIIeMycs
MPeJIaraloT OCMBICIUTD PEalbHYI0 MPOodecCHOHANTb-
HO OPUCHTHUPOBAHHYIO CUTYAIUIO, HEOOXOUMYIO IS
pelIeHusl JTaHHOW MPOOJIIEMBI B COOTBETCTBYIOIIEH
00JIaCTH.

Texymuii (B pamkax
MPaKTUYECKOTO 3aHSITHS
WM caM. paboThI)

Koncnekrsl

Bua nuceMeHHOR paboOTBl U 3aKpeIuieHHS |
MIPOBEPKU 3HAHUIl, OCHOBAHHBII Ha YMEHHHM «CBEp-
THIBaTh MH(OPMALIUIOY, BBIIEISITH IJIaBHOE.

Texymuuii (B paMkax
JIEKIIMOHHBIX 3aHSATHS
WJIN caM. paboThI)

Kypcosas pabora

Bun  camocrosiTensHONH — MUCBMEHHOM — paboTHI,
HaIpPAaBJICHHBIN Ha BBISABJICHUE CTEIICHH OCBOCHUS Oa-
30BBIX MPOOJIEM TUCIHMILIUHBI (MOIyJei) W BbIpa-
OOTKY COOTBETCTBYIOIMINX KOMIICTCHITHIA.

IIpomexyTOUHBIH

IIpakTrueckas pa+
6oTta

OrneHOYHOE CpPEeACTBO MM 3aKpEIUICHUs] TeopeTHde-
CKUX 3HaHWH W OTpabOTKM BIAZCHUS HABBIKAMHU U
YMEHUH, CHOCOOHOCTH MPUMEHSTH 3HAHUS IIPU pellie-
HUM KOHKPETHBIX 3a/1a4.

Texymuii (B pamkax
MPaKTUYECKOTO 3aHSATHSA,
cam. paboThI)

CemuHap

OnuH U3 OCHOBHBIX METOJIOB OOCY)KICHUS yIeOHOTO
Marepuajia M HMHCTPYMEHT OLEHKH CTEMEHU €ro

Texymmii
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HaunmeHnoBanue
OIIEHOYHOTI0
cpeacTBa

Kpartkas xapakrepucTuka
OIIEHOYHOT'0 CPeCTBa

Buabl KOHTpOJIsSI

ycBoeHus. CeMHHApHl TIPOBOAATCS IO Hamboiee
CIIOKHBIM BOIIpocaM (TeMaM, pasjeniam) ydeOHOMH
MIPOTrPaMMBI C IIEJIbI0 YIIIyOJIEHHOTO M3YYEHHs AWC-
IUTUTHHBI, TPUBUTHS 00yYarOIIUMCS BIaJICHHS HABBI-
KaMd  CaMOCTOSITENIbHOTO  IOWCKa ¥ aHalu3a
nHpopManuy, GOPMHUPOBAHHS U PA3BUTHS HAYYHOTO
MBIIICHHS, YMEHHSI aKTHBHO Y4aCTBOBATh B TBOPUE-
CKOW JTUCKYCCHH, JIeIaTh BBIBOJIBI, apTyMEHTHPOBAHO
n3jgaraTtb U OTCTaBaTh CBOC MHCHUC.

CuryalnmoHHbIe
3aIaHus

3agaHus,  BBINOJHAEMBIE  OOYYalOUIMMHUCS — TIO
pesyibTaTaM MPOHAECHHOH TEOpUH, BKIIOYAIOLINE B
ce0q He BOMPOC — OTBET, & OMUCAHUE OCMBICIEHHOTO
OTHOUICHUS K MOJYYECHHON TEOPHUH, T. €. peIIEKCHIO,
100 TpUMEHEHHE NAaHHBIX TEOPETUYECKMX 3HAHUHI
Ha NIPAKTHUKE.

Texymuii (B paMkax
HPaKTUYECKOTO 3aHATHS,
CeMUHapa WM CaM. pa-
00TBHI)

Tect

Cucrema CTaHOApTHU3WPOBAHHBIX 33JaHUH, IO3BO-
JISOIAs aBTOMAaTU3UPOBaTh NPOLEAYPY U3MEPEHUS
YPOBHS 3HAaHUW M YMEHUI 00y4aromerocs.

Texymuii (B pamMkax
BXOJHOM JMArHOCTUKH,
KOHTPOIIS IO JTF0OOMY U3
BHJIOB 3aHATHH),
ITPOMEKYTOUYHBIN

9. ONIUCAHUE MATEPUAJIbHO-TEXHUYECKOI'O OBECIIEYEHU S, HEOBXOJIUMOT'O IS
OCYHMECTBJIEHUSA OBPA3OBATEJIBHOI'O IMTPOLIECCA MO JUCIHUIIJIMHE

VY4eOHble ayauTOpPUM IJi1 MPOBEACHUS Y4YEOHBIX 3aHATHI MO JHUCUUIUIMHE OCHAIIECHBI
obopynoBanueM (ydeOHas MeOelb) U TEXHUYECKUMH CPEJCTBAMU 00y4YeHHs (KOMIBIOTEPHAS
TEeXHHKA, MyJIbTUMEUITHOEe 000pyA0BaHNE, TPOBOIHON UHTEPHET).

[TomerieHust 1151 caMOCTOATENBHON pabOThl 0OYYaIOUIMXCSl OCHAIIEHBI KOMITBIOTEPHOM
TEXHUKOW C BO3MOXKHOCTBIO MOJIKIIIOUeHUsS K ceTu «VHTepHeT» M o0ecredeHbl JOCTYIOM B

AJIEKTPOHHYIO UHPOPMALMOHHO-00pa30BaTENbHYIO Cpely HHCTUTYTA.

— JIMIEH3HMOHHOE M CBOOOJHO pPAaCHpOCTpaHsIeMOe IMPOrpaMMHOE OOeCIeUeHHUE:
Microsoft Windows, Microsoft Office 2007, Google Chrome, Internet Explorer
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JIner nu3meHeHuii B pabo4uyro NporpaMmy M CHHUILTHHbI

B pa6oqyfo nporpamMmmy OTUCHUINIMHBI BHECCHBI CICAYIOMINC U3MCHCHUA U OOIIOJIHC-

HUS:
PexkBu3uTHI Homep
Y4eOHblii MPOTOKOJIA pasnedia, N .
CoaepxxaHue U3MeHeHMIl U 10TOJTHEHUI
roja YueHoro coBe- | moapasje-
Ta Ja
2023/24 mpotokoa Ne 8 be3 nsmenenuit
ot 29.05.2023
2024/25 MpoTOKOI ~ Ne be3 nzamenenmit
11 OT
27.05.2024
2025/26 nporokon Ne 8 | P.7 JlopaGoTaH CIUCOK JIUTEPATypHI
ot 26.05.2025
2026/27 [Tporokonm  Ne be3 n3menenmit
10 oT
25.05.2026
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YyebOHoe u3anue

ABTOp-COCTaBUTEIb
Haranes OneroBHa AjiekcaHapoBa

JOKYMEHTOBEJIEHHUE

Paboyasi nporpaMmma QU CHUIIIHHBI

IIporpamma GakajaBpuara
«/lokymeHTaliHOHHOE 00ecnieyeHre yIpaBJIeHNs»
10 HANPABJIEHUIO MOATOTOBKHU
46.03.02 JlokymMeHTOBe/leHHE U APXMBOBeEIeHHE
Kpaimundukanus: 0akaaasp

[leyaraercs B aBTOPCKOM pefakuuu

IToonucaHo K newamu
dopmam 60x84/16 O6sem n.
3akas Tupaoic 100 3K3.

YenstOMHCKUI rocy1apcTBEHHBIN MHCTUTYT KYJIbTYPBI
454091, Yensbuuck, yi. OpmkoHuknmse, 36a

Otneuarano B Tunorpapuu YI'MK. Puszorpad
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