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[Tporpamma coctaBieHa B cooTBeTcTBUU ¢ TpeboBanusimMu ®I'OC BO (Bepcust 3++)
1o HanpapyieHuio NoaArotoBku 46.03.02 JIokyMeHTOBEICHUE U apXHUBOBE/ICHUE.

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 KoMHCcue, mpoTokoa Ne 7 ot 17.04.2023.

Okcnepruza nposeaeHa 15.05.2023, akt Ne 2023//10Y.

Pabouas mporpamma nucuuIuiMHbl Kak coctaBHast yacth OIIOII yrBepxaena Ha 3ace-
JlaHUM YUYEHOro coBeTa MHCTUTYTa IpoTokoia Ne 8 ot 29.05.2023.

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

Y4eOHBbIi 1ox Ne nmpoTokoJia, 1aTa yrBep:KIeHUs
2024/25 [TpoTtokosn Nell ot 27.05.2024
2025/26 [Tpotokon Ne 8 ot 26.05.2025
2026/27 ITporokos Ne 10 ot 25.05.2026
2027/28
63 JlokymeHTOBeIcHHE : paboyasi MporpaMMa JUCIUILIMHEI : TporpaMMa OakaiaBpu-

ara «JlokymMeHTaIOHHOE OOEeCTeueHHe YTPABICHUS» [0 HAMPABICHUIO MOATOTOBKH
46.03.02 JlokyMeHTOBeJeHNE M apXUBOBEJACHUE, KBaTM(UKaAIWs : OakanaBp / aBT.-
coct. H. O. Anexcanziposa ; UenssOMHCKHMIA TOCYTapCTBEHHBI MHCTUTYT KYJIBTYpPBL —
Yemnsiounck, 2023. — 54 ¢. — (®I'OC BO Bepcus 3++). — TekcT : HemocpeACTBEHHBIMN.

PaGouas nmporpamMma JMCIMILIMHBI BKITIOYACT: TIEpEeUCHb IUIAHUPYEMbIX PE3yJIBTaToB 00y4e-
HUS TI0 IUCLIMIUIMHE, COOTHECEHHBIX C IUIAHHUPYEMBIMH Pe3ybTaTaMi OCBOCHHUS 00pa3oBaTelb-
HOH TIPOrpaMMBI;, YKa3aHHe MeCTa TUCITUITIMHEL B cTpykType OITOIL; 00beM AUCIMIUIMHEI B 3a-
YCTHBIX CAMHHUIAX C YKA3aHHMCM KOJIMYCCTBA aKaJICMUYCCKHX 4YaCOB, BBIJICJICHHBIX HA KOHTAKT-
HyI0 paboTy 00ydaroIIuXcsi ¢ TperonasareneM (1Mo BuiaM y4eOHbIX 3aHSTHII) U Ha CaMOCTOsI-
TENBHYI0 PaboTy OOYYalOIIMXCs; COIEp)KaHWE JUCHUILUIMHBIL, CTPYKTYPHPOBAHHOE MO TeMaM
(pazzenam), ¢ yKasaHUEM OTBEICHHOIO HA HUX KOJIMYECTBA aKaJIEMHICCKUX YaCOB U BHIIOB yueO-
HBIX 3aHATHIA; NEPEUYCHb YYCOHO-METONMYECKOrO 00eCIIeYeHHUsI UIsl CaMOCTOSITEIIbHON paboThI
00yHaroIMXCs M0 JUCIHILINHE; (POH]T OLEHOYHBIX CPEZICTB IS IPOBEICHMS TEKYIIIEro KOHTPOJIs
Y TIPOMEXKYTOYHOM arTecTarui 00yJaroIuXxcs 10 JUCIUITINHE; TIepedeHh OCHOBHOM U JIOTIOTHH -
TeJIbHOM Y4eOHOH JTTepaTypbl, HEOOXOAUMOMN I OCBOSHUSI TUCIMILIMHBL, MIepedeHb PECYPCOB
MH()OPMAIMOHHO-TEJIEKOMMYHHUKAIIMOHHOM ceTH VIHTepHeT, HeOOXOIMMBIX Il OCBOCHUS JUC-
[ATUTAHBI, METOAMYECKNE YKa3aHWs JUIs OOYYalOIIUXCs TT0 OCBOCHHIO JMCIUILIMHEL, TIepedeHb
WH(OPMAIMOHHBIX TEXHOJIOTHH, HCIIONB3yeMbIX TPH OCYILIECTBICHUH 00pa30BaTebHOro
npolecca 1o AUCIUILIHE, BKIIF0Yas TIepeueHb TPOrPaMMHOTO O0CCIICYCHUS; OIMCAHUE MATePH -
AITBHO-TEXHHYECKOW 0a3bl, HEOOXOIMMMOM JUTsl OCYIIECTBICHHST 00pPa30BaTeIbHOIO TIporiecca Mo
ITUCIATIIAHE.

© YensOMHCKUH TOCYAapCTBECHHBIN
MHCTUTYT KyJIbTypbl, 2023
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AHHOTANUA

Wunmexkc wu  wazBanue | b1.0.11 JlokymeHTOBeicHNE
JUCIHMILTMHBL 10  y4eO0-
HOMY IUIaHy

ueJ'IL JUCITUILINHBI (bOpMI/IPOBaHI/IC Y CTYACHTOB 3HaHUSA  TCOPCTHUUCCKUX n
MCETOAUYCCKUX OCHOB HOOKYMCHTOBCACHUHSA, OCHOBHBIX HpO6HCM B
o0actu JTOKYMCHTOBCACHMS.

3aI[aT-II/I JUCIIUIIINHEBI 3a- — OBJAZACHUC 3HAHHUAMH TCOPCTUYCCKUX W MCECTOAMYCCKUX OCHOB
KIIFOYarTCA B: JAOKYMCHTOBCCHUS
— OBJIaJCHHUC 3HaHUSAMHU OCHOBHBIX np06neM B

00JIaCTH TOKYMEHTOBEICHHS,

— (¢opMHpOBaHHE CIIOCOOHOCTH HCIOJb30BATh TEOPETUUCCKHUE
3HaHUSI B 00JIACTH JOKYMEHTOBE/ICHHSI HA MPAKTUKE;

— OBJQJIcHHE YMEHUEM HCIOJbh30BaTh O(HUIMATBHBIC, HOPMATHB-
HBIE IOKYMEHTBI B CBOCH JIESITEITBHOCTH;

— (opMHpOBaHHUE CITOCOOHOCTH MCIOJB30BATh MIPABHIIA TIOITOTOB-
KU YIPaBJICHYECKUX JOKYMEHTOB U BEJCHUS JICTIOBOU TEPEIuC-
KU,

— OBJIaJICHHE HABBIKAMHU TOATOTOBKH U OQOPMIICHHUS yIIpaBJICHYE-
CKHX TOKYMCHTOB.

IInanupyemslie OIlIK-3; IIK-1; TIK-4
PE3yIbTaThl OCBOCHHUS

OO0mass  TPyI0EMKOCTh | B 3a4€THBIX equHHUIax — 10
JUCLMIUIMHBI COCTaBJIA- | B aKaJleMHYECKHUX Jacax — 360
erT

PazpaboTunku H. O. AnekcanapoBa, ONEHT KadeApbl UCTOPHH, MY3€OJIOTUU U
JIOKYMEHTOBE/ICHHMsI, KaH]l. UCT. HAyK, JIOLIEHT




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
IUTIAHOM COCTaBJISIET 9 3aUeTHRIX eauHull, 324 yaca
Taoaumna 2



. Bcero uacos
Buj yuedHoii padoTnl
Ounas ¢popma | 3aounas ¢popma
OO61mmas Tpy10eMKOCTh AUCIUILIMHEI 110 YIeOHOMY TUIaHyY 360 360
— KonrakTtHas pabota (Bcero) 180,8 72
B TOM YHCIIE:
JICKIUU 90 24
CeMHUHAaphbI 8 2
MIPAKTUICCKUE 3aHATHS 78 16
8 M. Y. 8 hopme Nnpakmuyeckou n0020mogKU 12 -
KOHCYJIBTALIUS 8 PAMKAX NPOMENCYMOUHOU ammecma- 4 4
yuu (KoncllA)
nHas koHTakTHas pabota (UKP) 6 paumxax npomesrcy- 0,8 6
MOYHOU ammecmayuy
KOHCYJIbTalluH (KOHC.) 5% ot 14
KOHTpPOJIb camocTosiTenbHoi padboTsl (KCP) JIEKIMOHHBIX 4ac. 6
— CamocrosTeNbHas padoTa o0yJarommxcs (BCero) 125,8 272
8 M. Y. 8 hopMe NnpaKmuyeckol n0020mogKU 12 -
— [IpomexyTouHas aTTecTanus 00y4Jaronerocs — 3a4er / 53,4 16
2 sK3aMeHa / 3aIIuTa KypcoBOi paboThl: KOHTPOJIb

4. COJEP)KAHUE JUCLHUIIMHBI, CTPYKTYPUPOBAHHOE IO TEMAM
(PA3JIEJIAM) C YKA3AHUMEM OTBEJEHHOI'O HA HUX KOJTMYECTBA
AKAJIEMMYECKHMX YACOB 1 BU/IOB YYEBHBIX 3AHATHUIA

4.1. CTpyKTypa npenoaaBaHus JUCHUNINHBI

Tabauna 3
Ounas ¢popma 00yueHust
. Buabl yueOHoii padoThl, dopma
§ 3 | BKIIIOYasi caMOCTOSITEIbHYIO padoTy NMPOMEKYTOY-
HaumenoBanue pasie- § ; E 00y4aIoIUXCsl, U TPYAOEMKOCTD (B | HOM aTTecTallu
7108, Tem S 82 aKajJeM. 4ac.) (mo cemecTpam)
o = 2 KonrakTHas padora BT.4Y.C
[=rhad ¢/p | KOHTaKTHOIi pa-
JIeK. | ceM. | MpaKT. | UH. Goroi
1 2 3 4 5 6 7 8
Pa3znen 1. CiocoObl TOKYMEHTHPOBAHUS
Tema 1. Tlonstus 27 10 4 8 5
«JIOKYMEHT», «JIOKYMCH-
THpOBaHUE». 3apoxje-
HUE W DBOJIIOLNS OCHOB-
HBIX CIIOCOOOB M CPE/ICTB
JIOKYMEHTHPOBaHHS
Tema 2. TekcroBoe 27 12 10 5
JOKYMCHTHPOBAHHUE
Tema 3. Kuno-, ¢oto-, 25 8 4 8 5
(GoHO- H DIEKTPOHHOE
JTOKYMEHTHPOBaHHE
DKk3ameH 1 cemecTp 29 DK3aMeH
KOHTpOJIb — 26,7
q.
koHCIIA — 2 gac.




HKP - 0,3 yac.
Hmoezo 6 1 cem. 108 30 8 26 15 29
Pa3nen 2. TeopeTuyeckue 0CHOBBI JOKYMEHTOBEIeHHSA
Tema 4, TlonsTus 32,8 8 4 20,8
«JIOKYMEHT», «IOKyMEH-
THpoBaHHas  WH(pOpPMa-
LHST.
Tema 5.  @ynxuumy, 37 12 10 15
CBOWCTBA M IPHU3HAKH
JIOKYMEHTA.
Tema 6. Knaccudukariust 38 10 12 16
JIOKYMEHTOB.
3auer 2 cemecTp 0,2 3auer
HKP - 0,2 yac.
HUmoeo 6o 2 cem. 108 30 26 51,8 0,2
Pa3nea 3. Oprann3zanMoHHO-PACIIOPSIANTEILHAS JOKYMEHTAMs
Tema 7. @opmymsp 31 8 8 15
JOKYMEHTA: 3BOJIIOLMI U
COBpeMEHHBIE TpeboBa-
HUS
Tema 8. CocraBieHue u 46 12 10 24
odopMIICHHE OpraHu3a-
LIMOHHO-PACTIOPSIIUTEIb-
HOU JIOKYMEHTAIIUH
Tema 9. Cucrema opra- 38 10 8 20
HU3aIIMOHHO-PACTIOPSIHU-
TEJbHOU TOKYMEHTAIIUH
DK3aMeH U 3aluTa Kyp- 29 DK3aMeH
COBOM pPabOTHI 3 ceMecTp KOHTpOJIb — 26,7
9.
KoHCIIA — 2 gac.
HKP — 0,3 gac.
Hmozo 6 3 cem. 144 30 26 59 29
Bceero no 360 90 8 78 125,8 58,2
AUCHUTIMHE
3aounas ¢opma o0yueHust
Buasbi yueoHoii padoThl, Dopma
2 BKJIIOYAsI CAMOCTOSITEIbHYI0 PadoTy
Sg 00y4arouIuXxcsi, 1 TPy10eMKOCTh (B TIPOMEKYTOH-
EE¢ y » TPY. HOWi aTTecTaluu
Hanmenobanue pasne- | 5 = 7 aKajieM. 4yac.) (0 cemecTpam)
JIOB, TEM © 8= KonTakTHas padoTa P
©C =3 BT.4.C
Ee’ Kon¢ ¢/p | KOHTAKTHOIi pa-
JeK. | ceM. | MpakT. , GoToii
KCP
1 2 3 4 5 6 7 8
Pa3gen 1. Cnioco0bl JOKYMEHTHPOBaHUS
Tema 1. TlonsaTtus 22 2 20
«IOKYMEHT», «IOKyMEH-
THpOBaHUE».  3apoxje-
HUE W 3BOJIIOLIUS OCHOB-
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HBIX CIIOCOOOB M CPE/ICTB
JTOKYMEHTHPOBaHHS
Tema 2.  TekcroBoe 40 4 2 34
JIOKYMEHTHPOBaHHE
Tema 3. Kuno-, ¢doto-, 36 2 2 2 30
(GoHO- H DIEKTPOHHOE
JTOKYMEHTHPOBaHHE
KoHncynbranuu 6 4
Kontpons CaMOCTOSI- 2
TEIbHOHN pabOThI
3auyet 1 cemecTp 4 3auer
KOHTPOJIb — 2 H.
HUKP-2 4.
HUmoeo 6 1 cem. 108 8 2 4 6 84 4
Paznen 2. TeopeTnueckne 0CHOBBI JOKYMEHTOBEIEHH S
Tema 4. [onsTus 31 2 2 27
«JIOKYMEHT», «JIOKYMCH-
THpoBaHHas  wWH(pOpMa-
TS,
Tema 5. @ynxuumy, 24 2 2 20
CBOMCTBA U IPU3HAKU
JIOKYMEHTA.
Tema 6. Knmaccuduxarms 36 4 2 30
JIOKyMEHTOB.
Koncynpramum I1A 4 2
Koutpons CaMoCTOs- 2
TEITBLHON pabOTHI
DK3aMeH 2 ceMecTp 13 DK3aMeH
KOHTpOJIb — 7 4.
HUKP-2 4.
KOHC — 4 yac.
Hmoeo 6o 2 cem. 108 8 6 4 77 13
Paznea 3. Oprann3anMoHHO-pacOpPsSIANTEIbHAS TOKYMEHTAIMs
Tema 7. ®opmynsp 34 2 2 30
JIOKYMEHTA: 3BOJIIOIHS U
COBpeMeHHBIC TpeboBa-
HUS
Tema 8. CocraBineHue u 57 4 2 51
oopmIleHHEe OpraHu3a-
IHOHHO-PACTIOPSAUTEIb-
HOM JOKYMEHTALNU
Tema 9. Cucrema opra- 34 2 2 30
HU3aIMOHHO-PACTIOPS -
TEJIbHOW JIOKYMEHTAI[UU
Koncynprammu [TA 4 2
Koutpons CaMOCTOsI- 2
TETHLHON pabOTHI
DK3aMEH W 3ammTa Kyp- 15 DK3aMeH
COBOI1 paboThI 3 cemecTp KOHTPOJIb — 7 4.
HUKP-2 4.
KOHC — 6 Jac.
Hmoczo 6 3 cem. 144 8 6 4 272 15
Bcero mno 360 24 2 16 14 272 34

11




JUCHUILIHHE | | | | | | | |

Tabnuua 4
4.1.1. Mampuya KomnemeHnyuii
HaumeHoBaHHe § - <
pa3aeJioB, TeM = = &=
o = =
1 2 3 4
Pa3nen 1. Cnioco0bl AOKYMEHTHPOBAHUS
Tema 1. IloHATHS «IOKYMEHT», «IOKyMEHTHPOBaHHUE». 3a- +
pPOXIEHHE M SBOJIOLUS OCHOBHBIX CIOCOOOB M CpEACTB
JOKYMEHTHUPOBAHUS
Tema 2. TekcTOBOE JOKYMEHTHPOBAHHE +
Tema 3. Kuno-, ¢poTo-, GoHO- U dIEKTPOHHOE TOKYMEHTHPOBA- +
HHE
Ox3ameH 1 cem.
Pa3znen 2. TeopeTrnueckue 0OCHOBbI JTOKYMEHTOBeIEHHUS
Tema 4. TloHATHS  «JIOKYMEHT», «IOKYMEHTHPOBaHHAas +
HHQOPMALHS.
Tema 5. @yHKIIMHU, CBOMCTBA U IPU3HAKKU TOKYMEHTA. +
Tema 6. Kitaccuduxarms JOKyMEHTOB. +
3auer 2 ceMm.
Pa3nea 3. Oprann3anuoHHO-PaACIOPSIANTEIbHAS JOKYMEHTAINS
Tema 7. ®@opmynsp IOKYMEHTAa: 3BOJIOLHUSA M COBPEMEHHBIC +
TpeOOBaHMS
Tema 8. Cocranenre u oQopMIICHHEC OPTaHU3AITMOHHO-PACIIO- +
PAANTENBHON TOKYMEHTAIMN
Tema 9. Cucrema OpraHM3alMOHHO-PACHOPSIUTEIBHON +
JOKYMEHTaluU
Ok3ameH 3 ceM. + + +

4.2. Conep:xanue JTUCUMILTHHBI
Pazpnen 1. Cioco0bl JOKYyMEHTUPOBAHUS

Tema 1. llonamua «0OKyMeHm», «OOKYMEHMUPOBaHue». 3aporxcoeHue u 360a10Uus 0CHOG-
HbIX CROCco606 u cpedcme Ookymenmuposanus. JlokymeHTupoBaHue uHpopmarmu. [loHsTus
«JIOKYMEHTHPOBAHUE», «CIMOCO0 TOKYMEHTUPOBAHUM», «METOJ JOKYMEHTHUPOBAHUS), «CPEII-
CTBO JOKyMEHTHpOBaHUs». [IpudnHbI 3apoKaeHus NTOKyMeHTHpoBaHUs. MHpopMamoHHsIe,
COLMAJIBHBIE U TIP. MPEANOCHUIKH 3apOKICHUS JOKYMEHTHpoBaHUA. McTopuyeckue 3Tambl
pa3BUTHSL CIOCOOOB JOKYMEHTHpOBaHUA. [IpenMeTHBI W 3HAKOBBIM CIOCOOBI Mepenayn
uH(pOopMaLUu.

Tema 2. Texcmogsoe 0okymenmuposanue. TEKCTOBOE JTOKYMEHTUPOBAHUE M ATaIlbl €r0O
pa3BuUTHA: mNUKTOrpaduyeckoe u Jjororpaduueckoe (uupeorpaduyeckoe) MUCBMO, JO-
cTOMHCTBa M HemoctaTku. CroroBoe muchMo. Bo3HukHOBeHHE (oHETHUEeCKOTo (andaBuT-
Horo, OykBeHHOro) nuchMa. llosiBIeHHe M pa3BUTHE NMHCBMEHHOCTH Yy ciaBsiH. Pa3ButHe
rpadUKy pPyCCKOTO MUChMA. DBOJIONHUS MaTEpHUaJOB M HHCTPYMEHTOB JJIsi TEKCTOBOTO
JIOKYMEHTHPOBaHHUSI.

Tema 3. Kuno-, pomo-, pono- u r3nexkmponnoe dokymenmuposanue. V1300peTenne u pas-

12



BUTHE KHHO-, (OTO-, POHOJOKYMEHTUPOBAHUSI.

CoBpeMeHHbBIE CIIOCOOBI M CPENCTBAa JIOKYMEHTHpOBaHUA. TexHuueckoe (rpadude-
CKO€) JOKyMeHTHpoBaHHE. {DOTONOKYMEHTHPOBAHHE: MOHATHE «()OTOTOKYMEHT», BHUIBI
dboTookyMeHTOB. KuHOTOKYMETHUpOBAHUE: TIOHATHE «KHUHOJAOKYMEHT), BHIbl KHHOJIOKYMECH-
TOB. DOHOIOKYMEHTHPOBAHHE: TMOHATHE «(POHOMOKYMEHT», BHUABI (HOHOJOKYMEHTOB.
JIoKyMEHTHpOBaHHE C MPUMEHEHUEM 3JIEKTPOHHO-BBIYMCIUTEILHON TEXHUKH. DIIEKTPOHHOES
JOKYMEHTUPOBAHHUE.

Paspen 2. Teopernueckue 0CHOBBI IOKYMEHTOBE/AEHUS

Tema 4. Ilonamus «00Kymenm», «0OKyMeHMuposanuas ungopmayusy. Poib 10KyMeHTa
B COLMAJIBHBIX M JKOHOMMYECKHX IIpoleccax. B3aumMocBs3b MOHATUN «IOKYMEHT» U
«uHpopManua». JIOKyMeHT Kak 0OBEKT HCCIeI0OBaHN MHOTHX HAYYHBIX AUCIUILINH. Pacim-
pEeHue MOHATHS «JIOKYMEHT» C Pa3BUTHEM HAyYHO-TEXHMYECKOro Imporpecca. Mcropuueckui,
NPaBOBOW, YIpaBICHYECKH, HH(OOPMAIIMOHHBIA acCHeKThl B OINPENEICHUH JOKYMEHTA.
JIoKkyMeHT Kak OOBEKT JAOKYMEHTOBEIUYECKHX HcclieoBaHMN. Poib JOKyMeHTa B KM3HU
cOBpeMeHHOro obmiectBa. HayqHo-ucropuueckas M npakTuieckas eHHOCTh JoKyMeHTa. Co-
OTHOIICHHE MOHATUH «IOKYMEHT», «IOKYMEHTHpOBaHHas MH(opManus». 3aKOHOJATebHOE
¥ HOPMAaTHBHOE MOHMMaHHE JOKYMEHTa, JOKyMEHTUPOBaHHOI nH(popmarun. denepanbHbIi
3ak0H P® «O06 mudopmaruu, nHGOPMAIIMOHHBIX TEXHOJIOTHSAX M O 3aluTe WHGOOPMAITIN)
(2006) o moxymeHntupoBaHHON HH(popmaruu. OmnpeneneHre JOKYMEHTa, JOKyMEHTHPOBaH-
HOM MH(OPMAaLIUK B TOCYIaPCTBEHHBIX U HAI[MOHAJIBHBIX CTaHIApTaX.

Tema 5. @yuxyuu, ceoiicmeéa u npusnaku O0oKymenma. JJOKyMEeHT Kak Mmoiu(yHKIHO-
HaJIBHBIA O00BEKT. 3HadeHne GYHKIMH JOKyMmMeHTa. BceoOmme (yHKIMHM JOKyMEHTa.
NudopmannonHas (GyHKUUS JOKyMEHTa Kak ero ocHoBHas (yHkuus. KoMMyHHMKaTuBHas
¢bynkuus noxkymenta. KymymnaruBnas QyHkius nokymenta. YactHbie (crenuaibHbIE, onepa-
TUBHbIE) QYHKLUHU JOKYMEHTOB. YIIpaBiieHUecKas (peryyisatuBHas) QyHKIUS U ee 3HaueHHE B
JeSITeTIHHOCTH OpraHoB ynpasieHus. KynpTypHas QyHKIHS KaKk CpeICTBO 3aKpEIUICHU | T1e-
penauu KyJibTypHOH Tpaauuuu. Ilo3naBarenbHas (korHutuBHast) ¢pyHkuus. IIpaBoBas, yuer-
Has ¥ QYHKIUSI HCTOPUYECKOTO MCTOYHMKA. PexpeaTnBHas (yHKIMs HOKyMmeHTa. ['eqonude-
cKas U Apyrue QyHKIUHN JOKYMEHTA.

[Ipu3naku noxymeHTa. BeliecTBEHHOCTh JTOKyMEHTA. 3HAaKOBOCTh JOKyMEHTa, Hallu-
YHhe CMBICJIOBOIO CEMaHTHYeCcKOoro cojaepkanus. IlpeqHa3sHauyeHHOCTh JOKyMEHTa Ui HC-
MI0JIb30BAaHUs B MPOIECCaX COLUAIBHON KOMMYHHMKAlMU. 3aBEpLIEHHOCTb COOOLIEHUS.
CpoiictBa n0OKyMeHTa. ATpUOYTMBHOCTh JOKyMeHTa. DYHKIHMOHAJIBHOCTh JOKYMEHTA.
CtpyKTypHOCTH TOKyMeHTa. TpanchopMaTHBHOCTH TOKYMEHTA.

Tema 6. Knaccugukayus ooxymenmos. Ilonstue «xnaccuduxarus». Llens u 3agaun
knaccudukanuu. Knaccudukaius 10KyMeHTOB, e Ha3HAUCHHUE U BO3MOXKHOCTH: HepapXude-
CKMii U 0)CeTHBIN MeTONbI Kiaccuukauu. Tumnomornyeckast KiacCupUKaIus JOKYMEHTOB.
Knaccudukanus no marepuaibHO# ((u3nueckoil) cocraBisionieil 1okyMmeHToB. Knaccudu-
Karus 1Mo WH()OPMAIMOHHOW COCTaBIISIIONIEH JOoKyMeHTOB. Kiaccudukanus TOKyMEHTOB TIO
o0cTOoATeThCTBAaM OBITOBAHUS BO BHEIIHEH Cpe/ie.

Pa3nes 3. OpraHu3anMOHHO-PACTIOPSAANTEIbHAS! JOKYMEHTALUS

Tema 7. @opmynsp 0OoOKymeHma: 3601104UA U COGPEMEHHOE COCHOAHUe. 3AKOHOAATEIBHOE
pEeryaupoBaHue MPOIECCOB TOKYMEHTUPOBaHUA. Buabpl JOKyMEHTOB B COOTBETCTBUM C ['eHe-
panpHbIM pernamenToMm 1720 r. Pa3Butue BUIOB U cocTtaBa ¢opmysipa J0KyMeHToB B Poc-
cun B XVIII B. IIpaBuna opopmienus pexBuzutoB. @opmynsap nokymenra XIX — XX Bs.
TenneHuus K yHu(uKauu GopMel U TEKCTa TOKYMEHTA.
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CoBpemenHble TpeOOBaHUS K (OPMYIIApY TOKYMEHTA. YHUDHUKAIMS U CTaHIapTH3a-
1usl yNpaBJICHUYECKUX JIOKYMEHTOB: MOHATHE W Ha3zHadeHue. CoBpeMeHHbIE TpeOOBaHUS
TOCYy/IapCTBEHHBIX CTAHJAPTOB W HOPMATHUBHO-METOJWYECKUX AaKTOB K OQOPMIICHHUIO
nokymenToB. Hammmonanwueiii crangapt PO I'OCT P 7.0.97-2025 «Cuctema crangapToB IO
uHpOpMaIui, OUOITHOTEYHOMY U U3JIATEIbCKOMY Jieny. OpraHu3ainoOHHO-PACTIOPSIUTEIbHAS
JokyMmeHTanusl. TpeOoBaHUS K OQOPMIICHHIO IOKYMEHTOB». TpeOoBaHHS K IMOCTPOCHHUIO
bopmysapa-oopasma.

Tema 8. Cocmagnenue u ogopmienue o0p2aHu3AUUOHHO-PACHOPAOUMENbHOTL
ookymenmayuu. CylHOCTb U OINpEAENiCHUE MOHATUS «PeKBU3UT». CTPYyKTypa JAOKyMEHTa:
00s13aTeIbHBIC U IONOTHUTEILHBIC PEKBU3HTEHI.

Hamumonaneueiii cranmapr P® I'OCT P 7.0.97-2025 «Cucrema cTaHgapToB IO
uHpOpMaIii, OUOITMOTEYHOMY U U3JIATEIbCKOMY Jieny. OpraHn3alinoOHHO-PACTIOPSIUTEIbHAS
nokyMeHTanus. TpeboBanusi K opopMIICHUIO TOKyMEHTOBY.O01mme TpedoBaHus K odopmiie-
HUIO PEKBU3UTOB JJOKYMEHTA. PEKBU3UTHI 3ar0JIOBOYHOM YACTH TIOKYMEHTA. XapaKTepUCTUKA
PEKBU3UTOB COAEPKATEIbHOM YacTU JOKYMEHTa. PekBU3UTHI O(GOPMHUTEIbCKOW YaCTH
nokymeHTa. Tabenb popM JOKYMEHTOB, IPUMEHIEMBIX B JICITEILHOCTH OpraHU3aIi; Ha3HAa -
YeHHE U CTPYKTypa Tabers.

Tema 9. Cucmema opzanu3zayuoHHO-pacnopaOumeIbHou 0oKkymenmayuu. Opramu-
3alMOHHO-PACTIOPSAUTENbHAS JTOKYMEHTAIM: 00IIasi XapaKTepUCTHKA, POJb U 3HAYCHUE B
JOKYMEHTAallMOHHOM ~ o0ecriedeHun ynpasieHus. OPJ] kak KOMIUIEKC JOKYMEHTOB,
3aKpeIUIIoNMX (QYHKIINHY, 337a4H, [IEeJIH, a TAKXKe MpaBa U 0053aHHOCTH paOOTHUKOB U PYKO-
BOJUTEIEH 1O BBINOJHEHUIO KOHKPETHBIX JEHCTBUHA, HEOOXOIUMOCTh KOTOPBIX BO3HUKAET B
OTIEpaIIMOHHOM eATEIbHOCTH OpraHU3allu.

Opranu3annoHsbele  AOKyMeHThl. CocTaB OpraHM3allMOHHBIX JIOKYMEHTOB. Buel
YUpEAUTEIbHBIX JOKYMEHTOB OPraHU3alluu: YUPEIUTENIbHbIM JOrOBOp, YCTaB, pErJIAMEHT,
HOJIOKEHHE, HHCTPYKIIMSA, IITATHOE paclicaHue U Jp. XapaKTepUCTUKa, CTPYKTypa U Tpebo-
BaHU K oopmiieHuto. [Topsaok 1 MOCIe0BaTeIbHOCT pa3paboOTKH.

PacniopsinutenbHble TOKYMEHTbl. Buabl paciopsiiUTeNbHBIX JOKYMEHTOB: ITOCTAHOB-
JIEHUE, MPUKa3, paclopsyKEHUE, PELICHUE, YKa3aHUEe U UX POJib U 3HAaYCHHE B OpraHu3aluu
JEATEIbHOCTH NPEANpHATHA. XapaKTepUCTUKA STaloB IOATOTOBKU PaclOPsAIUTEIbHbBIX
JOKYMEHTOB. VICTIONHUTENN pacnopsiIUTeNIbHON JOKYMEHTAMH MPEANPpUATHsS: Tpodeccro-
HaJIbHbIE TPEOOBAHMUSL.

CrpaBouHO-UH(pOpPMAIIMOHHBIE JTOKYMEHTHl. COCTaB M OCOOCHHOCTH CIPAaBOYHO-
MH(POPMALMOHHBIX T0KyMEHTOB. OCHOBHBIE BHJIbI: 3asBJICHHE, JI€JIOBOE MTUCHMO, CIyX eOHas
3aIlMCKa, MPOTOKOJI, CTIPaBKa U Jp., MpaBUa UX COCTaBIeHUS U opopmiieHus. JJokymeHTHpo-
BaHUE JIEATEIbHOCTU KOJUIETHAIBHBIX OPraHOB: OOIIEro coOpaHMs aKIMOHEPOB, COBETA JHU-
PEKTOPOB, PEBU3MOHHON U CYETHON KOMHUCCHUH.

5. IIEPEYEHb YYEBHO-METOJAYECKOI'O OBECHEYEHUS
JIJISI CAMOCTOSTEJILHOM PABOTBI OBYUAIOIMIAXCA 1O JUCHUILIVHE

5.1. O01mme noJ0KeHus
CamocrosarenbHas paboTa 00ydaroUMXCsl — OCOOBIN BUJ MO3HABATENLHON JesITEIb-
HOCTH, B IIpoliecce KOTOPOH MPOUCXOAUT (HPOPMUPOBAHHE ONTHUMAIBHOIO Il JAHHOTO MH/U-
BUJA CTHJIS TOJIy4eHUsi, 00pabOTKH M YyCBOCHHUsI y4eOHOW MH(POPMALMU Ha OCHOBE MHTETpa-
LIUH €r0 CyObEKTUBHOTO OIbITA C KYJIbTYPHBIMU 00pa3LiaMu.
CamocrosrenbHas paboTa MOXKET ObITh ayJUTOPHOM U BHEAYAUTOPHOM.
AyIuTOpHas caMOCTOsITEIbHAs paboTa OCYILECTBIIAETCS Ha JEKIHIX, IPAKTHYECKUX
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U CEeMUHApPCKUX 3aHATHSAX, MPU BBIOJHEHUHM KOHTPOJIBHBIX paboT u ap. BHeayautopHas
caMOoCTOsITeNbHast pad0Ta MOXKET OCYILECTBIIATHCS:

— B KOHTAaKTE C IpEerojaBaTesieM: Ha KOHCYJIbTALUAX MO Y4eOHBIM BOIPOCAM, IO
IOJrOTOBKE KypCOBOW M BBITYCKHOM KBalM(UKALMOHHOW pabOThl, B XOJ€ TBOPYECKHX
KOHTAKTOB, TPH JIMKBUJAIMU 33I0JDKEHHOCTEH, MTPH BHIOJHEHUH MHIMBUAYAIBHBIX 33aHUN
uT. I.;

— 0e3 KOHTaKTa ¢ IpenojaBaTejeM: B ayJJUTOPUH JUISl WHAWBUIYAIbHBIX 3aHITHUH, B
Ooubsmoreke, oMa, B OOLIEKUTUM U JIPYT'HX MECTax IpHU BbINOJIHEHUH Y4eOHBIX U TBOpUE-
CKHX 3aJlaHUN.

BueaynutopHas camocrosiTenbHas paboTa, MPEeXJEe BCEro, BKIKOYAET MOBTOPEHUE
MaTepHala, U3y4eHHOIO B XO/I€ ayJUTOPHBIX 3aHATUN; pabOTy ¢ OCHOBHOM W JIOTIOJIHUTEIb-
HOW JIUTEpaTypol M MHTEPHET-UCTOYHMKAMHU; HMOJATOTOBKY K CEMHUHAPCKHUM, NMPAKTHUYECKUM
3aHSATHM; BBITIOJTHEHHUE 3a/1aHUH, BBIHECEHHBIX MTPETI0IaBaTeNIeM Ha CAMOCTOSATEIBHOE U3yde-
HUE; HayYHO-HCCIIEeI0BATEIbCKYIO0 U TBOPUECKYIO paboTy 00ydarouierocs.

Lenbro caMOCTOATENBHOM PabOTHI 00yUaIOMIEToCs SBISAETCS:

— (opmupoBaHue MPUBEP)KEHHOCTH K Oyrymieit npodeccuu;

— CHCTeMaTHu3alus, 3aKpeIuieHue, yriyOJeHne U paciiupeHue MoTydYeHHBIX 3HAHUHA
YMEHUH, BJIaJICHUI;

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

— pa3BUTHE MO3HABATENBHBIX CIIOCOOHOCTEN U aKTUBHOCTH OoOyuaromierocs (TBopue-
CKOM MHMLIMATHBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH M OPIraHU30BaHHOCTH);

— (GopMupOoBaHUE CAMOCTOSTEILHOCTH MBIIIJIEHHS, CIOCOOHOCTEH K caMOpa3BUTHIO,
CaMOCOBEPIICHCTBOBAHHIO, CAMOPEATH3AIIHH;

— pa3BUTHE HCCIIEAOBATEILCKOTO U TBOPUECKOTO MBIILICHHUS.

CamocrodrenbHast paboTa sBIseTCA 0043aTEIbHON IS KaXI0ro 00y4aromerocs, u
ee 00beM 10 KaXKJJOU JUCLHUIUIMHE ONpeseNseTcsl yueOHbIM IJIaHOM. MeToiuKa ee opraHusa-
IIUH 3aBHCUT OT CTPYKTYPBI, XapakTepa U OCOOCHHOCTEH M3y4aeMOul MUCHUIUIMHBI, UHIUBU -
JyaJbHbIX KQ4eCTB M YCIOBUM yueOHOM JesITeIbHOCTH.

st 5 GEeKTUBHOM OpraHU3alUuKl CaMOCTOSITEIbHON paboThl 00yYarOIINIACs TOJHKEH:

3HaAMb:

— cucrteMy (OpM U METOZOB OOYyYEHHS B BY3€;

— OCHOBBI HayYHOH OpraHu3aluu Tpyaa;

— METOAMKH CAMOCTOSATENILHON padoThI;

— KpUTEPUH OLICHKH KaueCTBa BBIIOJIHAEMON CaMOCTOATEIbHOM paboThl;

ymemy:

— MPOBOJAUTH TIOUCK B PA3IMYHBIX MOMCKOBBIX CHCTEMAX;

— HCIOJI30BATh PA3IIMYHbIC BUIBI H3/IaHUI,

— NPUMEHATh METOAUKU CaMOCTOSITEIbHOW pPabOThl C y4eToM OcoOeHHOCTel
M3y4aeMOM JUCIUIUINHBL,

enademsy:

— HaBBIKaMH TUTAHUPOBAHUS CAMOCTOSITEIIBHON paboTHI,

— HaBBIKAMU COOTHECEHUS IUIAHUPYEMBbIX 1I€JIel U MOIy4YEeHHBIX Pe3yJIbTaTOB B XO/€
CaMOCTOSITENIbHOU paboThI;

— HaBBIKAMH IPOECKTHPOBAHUS W MOJEIMPOBAHUS Pa3HbIX BUAOB U KOMIIOHEHTOB
pohecCuOHABHON e TEIIbHOCTH.

Metoauka CcaMOCTOSATENBHOW pPa0OThl MPEIBAPUTENILHO PA3bACHSICTCS Mpenoja-
BaTelIeM U B IMOCJEIYIOIIEM MOXET YTOYHSTHCS C YUYE€TOM WHAMBHIYaJIbHBIX OCOOCHHOCTEH
oOyuatomuxcs. Bpems u Mecto caMoCTOATeNbHOM paboThl BEIOUPAIOTCS 00YYarOIIUMUCS T10
CBOEMY YCMOTPEHHIO, HO C Y4ETOM PEKOMEHIANNH MPETOoaaBaTesl.
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CamocrosaTenbHyl0 paboTy HaJl AUCHUIUIMHON cJlexyeT HauyuHaTh C H3Y4YCHHUs
pabodeli mporpaMMBbl TUCHUIUIMHBI, KOTOpas COAEP’KUT OCHOBHBIC TPEOOBAaHUS K 3HAHHUSM,
YMCHUAM W BJIAJACHUAM OGy‘-IB,CMBIX. O0s13aTENBLHO CJICAyCT IIOMHUTH PCKOMCHIAALUN
HpenoaaBaTess, JaHHbBIE B X0/I€ YCTAHOBOYHOTO 3aHATHS, A 3aTeM — MPHUCTYIATh K H3Y4YECHHIO
OTIENBHBIX pa3/lejoB M TEM B TOpPsIKE, INPEIyCMOTPEHHOM pabodell mporpammon
JMCIUTTIHHBL.

5.2. Y4eOHOo-MeTOqUYECKOE 0O0ecTieYeHHe CAaMOCTOATEIbHOIH padoThI

Tabumna S
5.2.1. Cooepircanue camocmoamenvnoi padomot
HaumenoBanue Copep:xanne ®opma
pa3esoB, TeMbI CaMOCTOSTEeIbHOH padoThI KOHTPOJIsI
Paznen 1. Cnoco0bl JOKYMEHTHPOBAHUS

Tema 1. Tlomarus «mokymeHT», | CamocTosTensHas paboTa Ne 1 [TpoBepka paboThHI
«JIOKyMEHTUPOBaHHUE». 3apoKJeHHE
W DBOJIONUHMS OCHOBHBIX CHOCOOOB M
CPEACTB IOKYMEHTHPOBAHHUS
Tema 2. TekcroBoe moxymeHnTupoBa- | CamocrosarenpHas padora Ne 2 [IpoBepka paboTHI
HHE
Tema 3. Kuno-, hoto-, pono- u snek- | CamocrostensHas pabota Ne 3 ITpoBepka paboTbI
TPOHHOE JOKYMEHTHPOBaHHE

Pa3nen 2. TeopeTnueckue 0OCHOBbI JOKYMEHTOBeIEHHUS
Tema 4. Tlonsatus «mokymeHT», | CamocTrosTensHas padoTa Ne 4 [TpoBepka paboTh
«IOKYMEHTUPOBaHHAs uH(op™ma-
ST .
Tema 5. ®ynkun, cBoiictBa u npu- | CamocTtoarenpHas padbora Ne 5 [IpoBepka paboTHI
3HAaKH JJOKYMEHTA.
Tema 6. Knaccudukamus moxymeHn- | CamoctositenbHas padota Ne 6 ITpoBepka paboTbI
TOB.
Pa3znen 3. Opranu3animoHHO-PACHOPSAANTENbHAS TOKYMEHTAIUS

Tema 7. @opmynsip nokyMmeHTa: 3Bo- | CamocrostensHas padota Ne 7 [TpoBepka paboThI
JIOLMS M COBPEMEHHBIE TPeOOBaHUS
Tema 8. CocraBiienue u opopmiienue | CamocroarenpHas padora Ne § [IpoBepka paboThI
OpraHU3alMOHHO-PACTIOPSAUTENHHOM
JIOKYMEHTaIUU
Tema 9. Cucrema opranuzannoHHo- | CamoctosTenbHas padota Ne 9 IIpoBepka paboThI
pacropsiANTeNIbHON TOKYMEHTaluU

5.2.2. Memoouueckue yKazanus no 6bln0JIHEHUIO
CamocmoamensvHoll padonul
(I cemecTp o4HOM popmbI 00yUeHUsT)

Camocmoamenvhnan paboma Ne 1.
Tema: @I'OC BO no nanpaenenuio no02omoexku
46.03.02 /lokymenmoeeoenue u apxugogeoenue

L]env pabomwl — 03HaKOMIIEHHE C (efepaibHBIM TOCYIapCTBEHHBIM 00pa30BaTEIbHBIM
CTaHJapTOM BBICILIEr0 00pa30BaHUs MO HANPaBJICHUIO MOAroTOBKH 46.03.02 JIokymeHTOBeIe-
HUE W apXHWBOBEJICHHE KaK COBOKYITHOCTH 00s3aTEIbHBIX TPEOOBAHUH MPHU peann3anuu oopa-
30BaTeIbHBIX IPOrPaMM BBICILIET0 00pa30BaHUs.

3adanue u memoouka 6bInoaHeHUs: 03HAKOMUTBCS C COOTBETCTBYIOUIMMHU pa3esiaMu
(benepaabHOrO rocy1apcTBEHHOTO0 00pa30BaTENBHOIO CTaHAApTa BhICHIET0 OOpa30BaHUS IO

16


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

HarpaBjeHuto noarotoBku 46.03.02 JlokyMeHTOBeIeHHE U apXUBOBEACHHE. BBITh TOTOBBIM
OTBEYaTh Ha CIEAYIOLIUE PUMEPHBIE BOIIPOCHI:

1. Cpoku noxydeHus 00pa3zoBaHus 1Mo MporpaMMe OakaiaBprara U MaruCTpaTypsl B 04-
HOU ¥ 3a049HOU (hopMe OOyUCHHS.

2. Ob6nactu npodeccHOHANTBHON IeATeIbHOCTH BBIITYCKHUKOB.

3. Tumel pemaeMbIX 3a7ad U OCHOBHBIE 3a7aud MPO(EeCCHOHANBLHOM NeATEIbHOCTH
BBIITYCKHHKOB.

4. B03MOHOCTb BbIOOpA TUIIOB yU4eOHON U MPOU3BOJACTBEHHOMN MPAKTUKH.

5. OCHOBHBIE BHJIbI KOMIIETCHIUH, (OpMUpYEMBbIE B pE3yJbTaTe OCBOCHUS MPOTPAMMBI
OakajaBpuaTa 10 HampaBJICHUIO TOATrOTOBKH 46.03.02 JIOKyMEHTOBEICHHE M apXu-
BOBEJICHHUE.
3aaHue BBINOIHACTCS B (hOpMe MPAKTHUECKOH MOArOTOBKH.

Camocmoamenvuaa pavoma Ne 2.
Tema: 3aposrcoenue 0CHOBHBIX CROCOO08 OOKYMEHMUPOBAHUA

Lenv pabomsr — 3HaKOMCTBO ¢ y4eOHOU JUTepaTypoii mo Kypcy. M3yueHue yueOHUKOB, pyo-
pHKH «Jl0OKyMEHTHPOBaHUEY B apXxuBe KYPHAIOB «Jlenonpou3BoICTBO»
(http://www.top-personal.ru/officeworks.html) u o3HaKOMIIEHHE CO CTAaTBIMHU, IOCBSIIECHHLIMUA 3a-
POXKICHUIO OCHOBHBIX CIIOCOOOB ¥ CPEJICTB JOKYMEHTHPOBAHUS, TIPEXK/IC BCETO, HCTOPUUYCCKH ITEPBHIM
Croco00M IOKYMEHTUPOBAHHUS - HAUEPTaTeIbHBIM CIIOCOOOM 3aKPEIUICHUS U Tepeiaud HHOPMAIIUH -
HayepTaTeIbHBIM MHCEMOM.

3aoanue u memoouxa evinoIHeHus:: 03HAKOMUTHCS ¢ COOTBETCTBYIOIUMH pa3/ieinaMu Y4eOHH -
KOB, MOCBSIIIICHHBIMH OCHOBHBIM CIIOCO0aM M CpPEJCTBaM JIOKYMEHTHPOBAHUs, HAIPUMEp, IJIaBOH 4
yae6Horo ocodus H. C. JlappkoBa; OBITh TOTOBBIM OTBETUTH Ha BOTIPOCHI:

1. Yro Takoe MpOTOAOKYMEHT?

2. Kakue 0CHOBHBIE ATAITBI MPOIILIO HAYEPTATENLHOE MUCHMO B CBOEM Pa3BUTHH?

3. K xakoii smoxe yuéHbIe OTHOCST MOsBIICHHE TUKTOTpadun?

4. BplcmmM 3TanoM pa3BUTHs uaeorpaduu SBUIOCH nepormuduieckoe miucbMo. ['1e BnepBbie
OHO BO3HHKIO?

5. Tlodyemy angaBUTHOE MICHMO €ITIe HA3BIBAIOT OYKBEHHO-3BYKOBBIM?

6. Ha3oBuTe 1Be OCHOBHBIC rpad)UueCKUE PA3HOBUIHOCTH JAPEBHECIABIHCKOTO MUChMa?

Pexomenoyemasn numepamypa:

OcHoBHas nmureparypa (cum. 1. 7.1).

JononHuTenbHas auTepaTypa K CEMUHAPY:

1. BoenocoBa, I'. A. IIpoTOmOKYMEHT M TOKYMEHT: K UCTOpUH Ipoucxoxiaenus / I'. A. JBoe-
HocoBa // BectHuk apxuBucra. — 2015. — Ne 2. — C. 104-118. — Pexumm npocryma:
http://www.vestarchive.ru/2014-1/3152-protodokyment-i-dokyment-k-istorii-proishojdeniia.html.

2. KonbkoBa, A. 0. Pa3Burue nokymenra B GyHKIUIX U criocobax ero cozganus / A. FO. Kons -
koBa // JlemompomsBomctBo. — 2015. — Ne 4. — C. 7-11. — Pexxum poctyma: http://www.top-
personal.ru/officeworkissue.htm1?390

3. JlappkoB, H. C. Cnoco0s1 noxymentupoBanus / H. C. JlapekoB // JlapekoB H. C. lokymeH-
toBenenue : yue6. nocodbue / H. C. JlappkoB. — Mocksa : ACT, 2006. — Y. 1. — I'n. 4. — C. 31-58. —
Pexxum noctymna: http://www.iub.at.ua/ 1d/0/68 larkov n s doku.pdf.

Camocmoamenvnan paboma Ne 3.
Tema: Ocnoenvie cnocoowvt 0okymenmuposanus ¢ XIX-XXI ¢e.

Llenv pabomvr — 3HAKOMCTBO C Y4YeOHOW nuTepaTypod Mo Kypcy. M3ydenue pyOpuku
«JIoKyMEeHTUpOBaHHUE B apxuBe JKYPHAIOB «/lenompou3BoICTBOY
(http://www.top-personal.ru/officeworks.html) 1 o3HaKoMJIeHHE CO CTAaTbIMHM, ITOCBSIIECHHBIMU H300-
PETCHUIO TAKHX CIOCOOOB M CPEJICTB JIOKYMEHTHPOBaHUsI, KaKk (OTO-, (hOHO-, KHHOJOKYMEHTHPOBA -
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HUE.

3aoanue u memoouxa 6vInOAHEHUA: HA OCHOBE TPEITI0KEHHBIX AJIEKTPOHHBIX PECYPCOB U JIHU-
TepaTypbl, pEeKOMEHI0BaHHOW Mpero1aBaTeneM B pasznene « OCHOBHAS U JOTIOIHUTENbHAS INTepaTy -
pa», 3arOTHUTh TAOJIHUILY:

C kakum
Iepuon U300peTeHneM
Ne Cnocod 10KyMeHTHPOBaHUS 3aponIeHuH CBAANO
croco6a 3apoKIeHne
JOKYMEHTHPOBaHUS crnocoda
JAOKYMEHTHPOBAHHA

1. | ®OTOJOKYMEHTHPOBAHHE

(II cemecTp 04HOI (pOPpMBI 00yUeHHST)

Camocmoamenvhas pavboma Ne 4.
Tema: [lonamus «00OKyMeHm», «0OKYMEHMUPOGAHHAA UHPOPpMaUUs»
6 3aKOHO0AMEIbHBIX U HOPMAMUBHBIX AKMAX

Lenv pabomwr — V3ydeHne 3aKOHOJATEIHHOTO W HOPMATHBHOTO OIPEIENCHUsT OCHOBHBIX
JOKYMEHTOBEUECKIX TEPMUHOB «IOKYMEHT», «IOKYMEHTUpOBaHHas nHpopManus» B DenepanrbHoOM
3akoHe PD Ne 149-03 «O06 mHbOpManmu, HHHOPMAMMOHHBIX TEXHOJOTHIX W O 3amiuTe WHpopMa-
um» (2006), 'OCTax.

3a0anue u memoouxa evinonuenus: M3yuuth denepanbHoM 3akoHe PD No 149-03 «0O06
nHpOopMaIK, THPOPMAIIMOHHBIX TEXHOJOTUAX W O 3ammure uHpopmarmm» (2006), TOCT P 7.0.8-
2025 «CUBW/I. Hdemonmpon3BoaCTBO W apXWBHOE neio. TepmuHsl u ompexenerus», I'OCT P UCO
15489-1-2019 «CUBUA. Nadopmanust u fokymMeHTanus. Ynpasienue qokymentamu. Yacte 1. [Tons-
TUSL ¥ IPUHLUIBD) U IPyTUe HOPMAaTHBHBIC TOKYMEHTHI, pEKOMEHAOBaHHbIE B pa3aene «OCHOBHAS U
JIOTIOJTHUTEINbHAS JINTEPATypPay, CTaThIO:

Kykapuna, FO. M. Borrpocs! JokyMeHTHpOBaHHUS B 3aKOHOIATENbHBIX akTax Poccuiickoit denepa-
uu / FO. M. Kykapuna // lenonpousBoactso. —2014. — Ne 2. — C. 3-8.
BoITh TOTOBBIM OTBEUYATh HA BOTIPOCHI:
B kakux u3 nepedyncieHHbIX JOKYMEHTOB YIIOTPEOISETCS TEPMHH «JTIOKYMEHT»?
MOHO JIM CYMTATh CAHOHUMAaMH TEPMHHBI «IOKYMEHT», «JOKYMEHTHPOBaHHAast HHPOPMAIHs» ?
B 4eM oTiMuMe TEPMUHOB «JIOKYMEHT», «IOKYMEHTHPOBaHHAS HHPOPMALH»?
. Kaxme 3akoHOMaTeTFHBIE 1 HOPMATHBHBIE aKTHl HA3BIBAIOT BUIBI IOKYMEHTOB, KOTOPEIE TPeOyIOT-
cst U1 opopMITEHUS OTIpEeIeNIEHHON YIIpaBIEHIECKOW CUTyalum?
5. Kaxkwue 3axoHoJaTeIbHbIE 1 HOPMATUBHBIE aKThl YCTAHABIMBAIOT COCTaB JOKYMEHTOB, H3JJaBaEMBIX
OTpeAeTIEHHBIM OPTaHOM BJIACTH M YIIPABIEHHSI, OPTaHU3ANNEH HITH TOJDKHOCTHBIM JIUIIOM?
6. Kakwue 3akoHOAaTENbHBIE 1 HOPMATHUBHBIE aKTHl COEPIKAT ONPEAETICHNS BHIOB U Pa3HOBUIHOCTEH
JIOKYMEHTOB, YCTaHABJIMBAIOTCS 00s13aTebHBIC TpeOOBaHMs K PopMe JoKyMeHTa?

BN

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

Lenp paborsl — wm3yueHue (GYHKLUH, CBOWCTB, NMPHU3HAKOB IOKYMEHTA, IMOATOTOBKA K
yuactuto B cemuHapckux NelNe 4, 5 i mpaktuaeckom Ne 4 3aHATHSAX, yCBOEHHUE TeM 5, 6.

3amaHre ¥ METOAMKA BBHIMOJNHEHUS: M3Y4YUTh y4eOHYIO JuTepaTypy mo «JlokymeHToBene-
HHUIO», TO3HAKOMHUTBCS C OCHOBHBIMH ITOJXOAAaMH K TPAKTOBKE BCEOOIIMX M YaCTHBIX (YHKLUH,
CBOWCTB M IIPU3HAKOB JOKYMEHTa B padoTax JOKyMEHTOBE/I0B, PEKOMEHJOBaHHbBIX B pazaene « OCHOB-
Hasl ¥ JOTIOJHUTENbHAS JINTEpaTypay, a TakKe B HHIKETICPEUNCICHHBIX HayYHBIX M y4eOHBIX M3/IaHU -
X!
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1. Topaykanosa, I'. ®@. JJokymenroBenenue : yue6. U. 1. Obmee nokymentoBenenue / I. @.
I'opaykanosa, T. B. 3axapuyk, E. A. [Inemkesud ; Hayu. pea. I'. B. Muxeesa. — CII6. : [Ipodeccus,
2013. —320 c. — (YueOHHK my1s1 GakaaaBpoB).

2. Jlapekos, H. C. loxymenrt u ero ¢yukiuu / H. C. Jlappkos // Jlapekos H. C. JlokymeHTOBE-
nenue: yaeonuk / H. C. Jlappkos. — 3-e uzn. — M., 2018. —T'm. 2. — C. 14-22.

Camocmoamenvhnan pavoma Ne 6. Tema: Knaccugpuxauus 0oKkymenmoes

Ienp paboThl — H3ydeHHE KIacCU(pUKALUU KaK HAydHOH KaTeropuu, IOATOTOBKA K BBIIIOJ -
HEHUIO MPaKTHYEeCKUX 3aHATHil NeNe 5, 6.
3amaHre W METOAWKA BBINOJHEHHS: HW3YyYUTh YKa3aHHYI0 Yy4eOHYIO0 JUTeparypy IO
«/loKyMeHTOBEIeHNIO», OTBETUTH HA IIOCTABJICHHBIC BOIIPOCHI:
1. Yto Takoe kimaccupuKamms?
Jiist uero JOKyMEHTOBEY Hy>KHA KJIaCCH(DUKAIHSI JOKYMEHTOB?
Yem xnaccuukanys OTIMYaeTCs OT KiaccuuuupoBaHus?
Yewm knaccupuKanus OTIIMIASTCS OT CHCTEMATHU3aInN?
UewM ximaccuduKaus OTINYAETCS OT TUITH3ANHN?
Koro u3 yuensix T. B. 3axapuyk, ouH U3 aBTOpoB y4eOHHKaA 1O «J0OKyMEeHTOBEICHHUIO», Ha -
3bIBa€T KaK BHECIINX 3HAYMTENbHBII BKIIaJA B pa3paboTKy MpoOIeMsl KiaccupUKanuy JOKYMEHTOB?
Jlureparypa
1. 3axapuyk, T. B. Knaccudukanus nokymentoB / T. B. 3axapuyk // T'opmykanosa, I'. ©.
HokymenTtoBenenue : yueb. Y. 1. O0mee noxkymenrosenenue / I'. @. I'opaykanosa, T. B. 3axapuyk, E.
A. Ilnemkesud ; Hay4. pexa. I'. B. Muxeesa. — CII6., 2013. —I'm. 2. — § 5. — C. 89-112.
2. Knaccudukanus ynpaBieHYECKUX JOKYMEHTOB M CHCTEM NOKyMeHTamu // JlokymMeHToBese -
HHUE : yUeOHUK U MPAaKTUKyM AJIs akajaeM. Oakanaspuarta / mox pea. JI. A. Jloponunoit. — M., 2017. —
I'n. 2. - C. 44-55.
3. Kymnapenko, H. H. JlokymenroBenenue : yueb6. mis By3os / H. H. Kymnapenko. — Kues :
3uanue, 2007. — 460 c.
3a/ianue BBINONHIETCA B (hOpME MPAKTHUECKON OATOTOBKH.

Sunbkwd

(111 cemecmp ounoii popmur 0dyuenusn)
Camocmoamenvhnan pavoma Ne 7. Tema: @opmynap ookymenma

Llenv pabomwi — n3yueHHE COBPEMEHHBIX TPEOOBAHUI TOCYNApCTBEHHBIX CTaHIApTOB U
HOPMAaTUBHO-METOJMUECKIX aKTOB K O(POPMIICHUIO (POPMYJIISipa JOKYMEHTA.
3aoanue u memoouxa evinonnenus: nzyuantb 'OCT c¢ TpeboBaHMAMH K O(OpPMIIECHUIO
JOKYMEHTOB, HOPMaTHBHO-METOANYECKUE JOKYMEHTHI 110 JOKYMEHTHPOBAHHUIO yNPAaBICHUECKON Jes-
tenpHOCTH ('CHAOY, THUNOBYIO MHCTPYKIUIO O JEIOMPOU3BOACTBY...), TPeOOBaHMS TOCYIapCTBEH-
HOT'O CTaHJapTa K ONaHKy JOKYMEHTOB. BBITh TOTOBBIM Ha CEMHUHAPCKHUX W MPAKTUYECKUX 3aHATHUSIX,
MOCBAIIEHHBIX OPraHU3ALMOHHO-PACIIOPSANTENBHON HOKYMEHTAlUH, HAa3bIBaTh JOKYMEHTBI, BXOZS -
e B coctaB Y COPJI, ocHOBHBIC PEKBU3UTHI JOKYMEHTOB, BUIBI OJIAHKOB.

Camocmonamenvhnan paboma Ne 8. Tema: Opzanuzayuonno-pacnopaoumenvHan
OOKyMeHmayus

Llenv pabomsr — o3naxkomienue ¢ HaumonansueiM cranpaprom PO I'OCT P 7.0.97-2025
«Cucrema ctanzapToB 1o HHPOPMALUH, ONOIMOTEUHOMY M U3AATENILCKOMY Aely. OpraHn3alioHHO-
pacropsiiuTenbHas JoKyMeHTaus. TpedoBannus K 0pOPMIIEHUIO JOKYMEHTOB.

3a0anue u memoouka evinonnenus: u3ydutb Hanmonanwubiii ctannapt PO 'OCT P 7.0.97-

2016 «Cucrema craHaapToB 10 HH(DOPMAIUH, OUOIMOTEYHOMY U U3JaTeIbcKkoMy Jenry. OpraHusanu-

OHHO-PACTIOPSIIUTENbHAS JOKyMeHTanus. [peboBaHns K 0pOPMIIEHHIO JTOKYMEHTOB» W OTBETUTH Ha
CJIeyIoIre IPUMEPHBIE BOIIPOCHI:

1. Haumonansnsiii cranaapt PO 'OCT P 7.0.97-2025 «Cucrema cranaapToB 1o uHGOpMaluy,
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OMOMMOTEUHOMY W U3AaTeNbcKoMy Jienty. OpraHun3aloHHO-paclopsANTeNbHAsS JOKYMEHTAINSI.
TpeboBanus Kk OQOPMIICHHIO JIOKYMEHTOB» BBEIEH BIIEPBbIE WIH B3aMEH YK€ YCTapeBIIEro
crangapra?

2. HazoBure 00aacTh NIprUMEHEHHUs cTaHAapTa?

3. Kakoii 3aK0H peryJmpyeT UCIIONb30BaHue Ha OJaHKax JOKYMEHTOB [ ocymapcTBEHHOTO Tep-
6a Poccuiickoit deneparmm?

4. Yto sBIsieTCs IaTOW TaKOro BUJA JOKYMEHTa KaK MPOTOKOJI: JlaTa ero MOAMUCAHUS, Jara
YTBEpPXAEHUS, 1aTa 3aceJaHus (IPUHATHUS pelleHns)?

5. Kakum o00pa3oM MpOCTaBISE€TCS PETUCTPAIMOHHBIH HOMEpP JTOKYMEHTAa, COCTaBJICHHOTO
COBMECTHO IBYMS U 00JIee OpraHu3aIusIMu’?

6. B xakux crnyyasix B JOKYMEHTE YKa3bIBalOT MECTO COCTABJICHUS HJIH U3aHUS IOKYMEHTa?

7. llpu agpecoBaHMH AOKYMEHTa JOJKHOCTHOMY JIMIy MHULMAJB! YKa3bIBAIOT HEepes WM I0-
cie ero hammmn?

8. Kaxoli 3aKoHOIATETBHBIN JOKYMEHT periiaMeHTUPYeT 0OpPMIICHUE IOBEPEHHOCTH OT HMEHU
IOPUIMYECKOTO JIMIa Ha MMOMYYCHUE ICHEKHBIX CPEICTB, KTO MOANHUCHIBAET TAKOW JOKYMEHT?

JIuteparypa

1. Hammonansnsii crangapt PO ['OCT P 7.0.97-2025 «Cuctema cTaHmapToB 1o WHGOOpMAIIHH,
OMOMMOTEUHOMY W U3AaTeNbcKoMy Jienry. OpraHn3alioHHO-paclopsAuTeNbHas JOKYMEHTAINSI.
TpeboBanus K 0HOPMIICHHIO JOKYMEHTOBY

2. bykpeesa, O. 'OCT P 7.0.97-2025 Ha odopmieHne qOKyMeHTOB: u3MeHeHus B 2025 roxy /
O. BykpeeBa. — TekcrT : 21eKTpOHHBIH // J|eonponu3BOICTBO H TOKYMEHTOOOOPOT HA MPEATIPHATHH. —
2025. — Ne 6. — URL : https://delo-press.ru/journals/documents/oformlenie-dokumentov/69253-gost-
r-7-0-97-na-oformlenie-dokumentov-izmeneniya-v-2025-godu/?ysclid=moigpzu782490000076 (mara
obpamenus : 28.04.2025).

3a/iaHue BBIMONHSETCA B (hOpMe MPAKTHUECKON TTOTOTOBKH.
Camocmonamenvhan paboma Ne 9. Tema: Cnysncedbnoe nucemo

Llenv pabomsi — W3ydeHUE OCHOBHBIX INPABWIJI COCTaBJICHHS M OGOPMIICHHUS CIIPaBOYHO-

WHGOPMAITMOHHBIX JIOKYMEHTOB, 0COOCHHOCTE! TPEOOBAHUH K KaXKIOMY BUY.

3aoanue u memoouxa 6uinoIHeHUs: COCTaBUTh U OOPMHUTEH B COOTBETCTBUH C TPEOOBAHUSIMHU
Hanmonameroro cranmapra PO I'OCT P 7.0.97-2016 «Cuctema ctaHAapToB M0 WHGOPMAIHNHA, OHO-
JUOTEUHOMY U M3AaTeNbCKOMY aery. OpraHnu3alnoHHO-pacopsAuTeNIbHas ToKyMeHTaus. Tpedoa-
HUSL K O(QOPMIICHUIO JOKYMEHTOB»» CJICIYIOIIUE PA3HOBHIHOCTH CIPABOYHO-MH(POPMAIMOHHBIX
JTOKYMEHTOB:

1. JloxmagHyro 3amHuCKy;

2. OOBSCHUTENBHYIO 3aIHCKY;

3. [uceMmo-mipurianieHne Ha MEPOIPHUSITHE;

4. Temedonorpammy.

5.2.3. Ilepeuens neuamnvix u 31eKMPOHHBIX 00PA306AMENLHBIX U UHPOPMAYUOHHBIX
Pecypcos HeodxX00uUMbix 07151 CAMOCMOAMETbHOU Padomsl

Cwm. Paznen 7. IlepeueHb neyaTHBIX U 3JIEKTPOHHBIX 00pa30BaTeNbHBIX U HH(pOpMA-
IIUOHHBIX PECYPCOB HEOOXOUMBIX JJIsi OCBOCHUS AUCIUTITUHBIL.

http://fgosvo.ru/ — Tlopran ®exnepaibHBIX TOCYAAPCTBEHHBIX 0OpPa30BaTEIbHBIX
CTaHJAPTOB BHICIIETO 0Opa30BAHMSI.

http://gramota.ru/ — CnpaBouHO-uH(OPMALIMOHHBIN TopTan [ paMoTa.py — pycckuit
SI3BIK JJIS1 BCEX .

https://grants.culture.ru/ — Kynsrypa. I'pantel Poccun. Obmiepoccuiickas 6a3a KOH-
KypCOB M TPAHTOB B 00JIACTH KYJIETYPHI M HCKYCCTBA.

https://openedu.ru — OTkpbeITOC 0Opa3zoBaHUE.

20



https://openedu.ru/
https://grants.culture.ru/
http://gramota.ru/
http://fgosvo.ru/
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https://mpe3uaenTckuerpanTel.pd — QOoHT TPE3UACHTCKUX TPAHTOB.

https://rsv.ru — Poccus — cTpana BO3MOKHOCTEH.

6. ®OHJ OLIEHOYHBIX CPEJCTB JIJI1 IPOBEJEHUSA TEKYIIEIO KOHTPOJISA
YCHEBAEMOCTH Y TIPOMEXKYTOYHOM ATTECTAIIMA OBYYAIOIIUXCA 1O JACHUIIIIMHE

6.1. [lepeyeHb KOMNETEHIUI ¢ YKa3aHWeM ITanoB ux GopMHUpPOBaHUs B Ipolecce
0CBOEHHUS 00pa30BaTeJIbHON MPOrpaMMbl

Tabamnna 6
[TactiopT ¢oH/1a OLIEHOUHBIX CPEJCTB sl TeKyIel hopMbl KOHTPOJIS
HaunMeHoBanue ILlnanupyembie Koapbi HaunMeHoBanue
pa3fenoB, TeMbI pe3yJbTaThl HHIMKATOPO OLEHOYHOTI'0 CPeIcTBA
ocsoenusi OIIOII B
AOCTHKEHUS
KOMIIeTeHIH
i
1 2 3 4
Pa3gen 1. CnocoObl JIOKYMEHTHPOBAHUS
Tema 1. Ilomstus | OIIK-3 OIIK-3.1 — Cemumaap Ne 1. Tema
«JIOKyMEHT», «3apoxeHue u pa3BuUTHE
«JIOKYMEHTHUPOBAHHUEY. OIIK-3.2 JOKYMEHTHUPOBAHUS»
3apoXaCHUE W DBOIIO- OIK-33 — IlpakTtudeckas pabora Ne 1
s OCHOBHBIX ' «JloxymeHTOBETUECKAS
Croco0OB W  CpEACTB MIEPUOTUKA»
JIOKyMEHTHUPOBaHHUS — CamocrosTenbHas padora Ne 1
Tema «®I'OC BO no
HaIpasJICHHUIO MOJTOTOBKH
46.03.02 JIoKyMEHTOBEICHHE W
ApXUBOBEJICHHUEY.
Tema 2. Tekcrosoe | OIIK-3 OIIK-3.1 — Ilpaktuueckas pabota Ne 2
JIOKyMEHTHUPOBaHUE OIIK-3.2 «Marepuainsl 1 HHCTPYMEHTHI
OIIK-3.3 JIOKyMEHTHPOBAHUSD»
— CamocrosTensHast pabota Ne 2
Tema «3apokeHHE OCHOBHBIX
CIOCO0OB TOKYMEHTHPOBAHUS».
Tema 3. Kuno-, goro-, | OIIK-3 OIIK-3.1 — Cemunap Ne 2. Tema «Pazutue
(OHO- W BNEKTPOHHOE OIlK-3.2 CHOCO0OB JOKYMEHTHUPOBAaHHUS B
JIOKYMEHTHUPOBaHHE OIIK-3.3 XIX — nauane XX BB.»

— IpakTugeckas padorta Ne 3 «3a-
pOXJIEHHE W pa3BHTHE CIIOCOOOB
U CPENICTB JOKYMEHTUPOBAHUS

— CamoctosrensHas padora Ne 3
Tema  «OcHOBHBIE  CHOCOOBI
JokymeHTupoBaHuss B XIX-XXI
BB.).

Pa3znen 2. TeopeTrnueckue OCHOBBI JOKYMEHTOBEAEHUS

Tema 4. IloHsaTus
«IIOKYMEHTY,
«TOKYMEHTHUPOBaHHAs
WHGpOpMAITHS

IK-1

IK-1.1

— Ilpaktudeckas pabora Ne 4

IK-1.2

«IBoIIOIs HOHATUH

IIK-1.3

«TOKYMEHT», «JIOKYMEHTHPOBAH-
Hast ”HPOPMAITHSD
— CamocTtosaTenpHas pabora Ne 4
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HaunMeHoBanue ILlnanupyembie Koapi HaunMmeHoBanue
pa3fenoB, TeMbI pe3yJbTaThl HHIMKATOPO OLEHOYHOTI'0 CPeICTBA
ocsoenusi OIIOII B
AOCTHKEHUS
KOMIIeTeHIH
i
Tema <«JloHATHA <«JIOKYMEHTY,
«IIOKYMEHTUpOBaHHass HH(popMa-
LUs» B 3aKOHOMAATENBHBIX H
HOPMaTHBHBIX aKTax».
Tema 5. ®@ynaknun, | [1K-1 IIK-1.1 — Ilpaktudeckas pabora Ne 5
CBOMCTBAa W MpPHU3HAKU [IK-1.2 «DYHKIHUH TOKYMEHTa»
JIOKYMEHTa IK-1.3 — Ilpaktuueckas pabora Ne 6
«IIpuznaku u CBOMCTBA
JIOKYMEHTa»
— CamocrosrensHast pabota Ne 5
Tema «®yHKUMH, CBOMUCTBA, IIPU-
3HAKH JOKYMEHTa.
Tema 6. Knaccuduka- | TTIK-1 IK-1.1 — IlpakTtudeckas pabora Ne 7
U TOKyMEHTOB. IK-1.2 «Knaccugukanms 10KyMEHTOB
IK-1.3 — Ilpaktuueckas pabora Ne 8§

«OdurnanpHbBIC U3IAHUDY

— Ilpaktuueckas pabora Ne 9
«CnoBapHO-3HIMKIIONIEANIECKIE
U CIIPABOYHBIE U3AAHUD)

— CamocrositenbHast pabora Ne 6
Tema «Knaccupukanms
JOKYMEHTOBY.

Pa3nea 3. Oprann3zauuoHHO-paCIOPSIANTEILHASA TOKYMEHTAMS

Tema 7. ®opmymsp | [1IK-4 [TK-4.1 — Ilpaktnueckas pabora Ne 10
JIOKYMEHTa: 3BOJIIOLUSA T1IK-4.2 «OBomonus bopmysipa
U COBpEMEHHBIE TPeOO- IK-4.3 JOKYMEHTa)
BaHUs — CamocTtosTenpHas pabora Ne 7
Tema «DopMyssip TOKyMEHTa»
Tema 8. CocraBnenue | [IK-4 I1K-4.1 — Ilpaktnyeckas pabora Ne 11
u opopmIeHre opranu- [1K-4.2 «PeKBU3UTHI TOKYMEHTOB)
3aI[MOHHO-PACTIOPS U~ IK-4.3 — Ilpaktnueckas pabora Ne 12
TETbHONH  JOKyMEHTa- «Odopmiienne
20t OpraHH3aLMOHHO-
pacIopsIIUTeNbHOM
JIOKYMEHTAIHH»
— CamocrositensHas padota Ne 8
Tema «OpranusanoHHO-PACIIO-
psaAuTENbHAS
JIOKYMEHTAIHsD»
Tema 9. Cucrema opra- | [1K-4 [IK-4.1 — Ilpaktuueckas pabora Ne 13
HU3ALMOHHO-PACIIOPS- [1K-4.2 «Cocrasienne u oopMIIeHHE
TUTETFHOW JOKyMEHTa- IK-4.3 OpTraHMU3AIMOHHBIX JOKYMEHTOBY

LUK

— Ilpaktuueckas pabora Ne 14
«CocraBnenue u ohopmiicHHE
PaCTIOPAANTEIBHBIX JOKYMEHTOB)
— IlpakTuueckas pabora Ne 15
«CocraBnenue u ohopmiicHHIE
CTIPaBOYHO-HH(POPMALTMOHHBIX
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HaumeHnoBanue
pa3nesioB, TeMbI

ILlnanupyembie
pe3yabTaThl
ocsoenusi OIIOII

Koapl
HHAUKATOPO
B
JOCTHIKEHHST
KOMIIeTEHITN

[y

n

HaunmeHoBanue
OLICHOYHOI'0 CPeACTBA

JIOKYMEHTOB)
— CamocrositensHast pabota Ne 9
Tema «CiyxeOHOE TUCHMOY

Tabamuna 7
IHacnopT ¢poHga OLIEHOYHBIX CPEACTB IS POMEKYTOUYHOM aTTeCTALNH
HaumenoBanne IInannpyemsie Koawbt HaumeHoBaHMe OLIEHOYHOTO
pa3eioB, TeMbI pe3yabTaThbl 0OCBOe- | HHIUKATOPO cpelcTBa
nus OITIOIT B
JAOCTHKEHHS
KOMIIeTEeHLH
i
1 2 3 4
Pazgen 1. Cnioco0bl JOKYMEHTHPOBaHHS
Tema 1. Ilowsatus | OIIK-3 OIIK-3.1 — Bonpocer x 3k3ameny (1
«ITOKYMEHTY, ceMecTp)
«JTOKYMEHTHUPOBAHHUE. Ne teoperndeckux Bompocos: 1-
3apoxkaAeHUEe U 3BOJIIO- OIIK-3.2 7,20
st OCHOBHBIX Ne npakTHKO-OpHEHTHPOBAHHBIX
CITIOCOOOB H  CPEJICTB 3amanuid: 1
JOKYMEHTHUPOBaHUS OIIK-3.3 — Tembl KypcoBoil paOOTHI:
JokymenT: ucropus (opmupo-
BaHUS TEPMHHA. 3apOXKICHHE M
pasBUTHE JTOKYMEHTHPOBAHMS:
OCHOBHBIE CHOCOOBI.
Tema 2. TekcroBoe | OIIK-3 OIIK-3.1 — Bompocer k 3k3ameny (1
JIOKYMEHTHpPOBaHHE OIK-3.2 ceMecTp)
OIK33 Ne Teopernueckux BOMpoOcoB: §-
13
Ne npakTHKO-OpUEHTHPOBAHHBIX
3agaHuii: 1
— Temsl KypcoBoii paboTsl: Bos-
HUKHOBEHHE  JOKyMEHTa U
MUCbMa: TPHYUHBL M TPEAIo-
CBUIKH. DBOJIOLUS MaTepHaloB
U HMHCTPYMEHTOB TEKCTOBOI'O
JIOKYMEHTHUPOBAHHUSL.
Tema 3. Kuno-, ¢oro-, | OIIK-3 OIIK-3.1 — Bompocet k 3kx3ameny (1
(OHO- U DIEKTPOHHOE OIIK32 ceMecTp)
JOKYMEHTHPOBaHHUE Ne TeopeTnueckux ~ BOIIPOCOB:
OIIK-3.3 14-19
Ne mpakTHKO-OpHEHTHPOBAHHBIX
3aganui; 1
— TeMbl KypcoBoi pabOTHI:
@0T0- U KHHOJOKYMEHTHPOBA-
HUE: Ha3HauYeHHE 1 001aCTh MpH-
MeHeHus. TpaJulIMOHHBIA U

23




BJIEKTPOHHBIA  JJOKYMEHT: J10-
CTOMHCTBA U HEJOCTATKH.

Pazgen 2. TeopeTuueckue

OCHOBbI JOKYMECHTOBCACHUSA

Tema 4. llomsatus
«JIOKYMEHTY,
«JIOKyMEHTHUPOBaHHAs
nH)OpMAITHD)

IK-1

I1K-1.1

IK-1.2

[IK-1.3

— Bompockr  3adety (2 cemectp):
Ne Teopernyeckux BOIMPOCOB: 1-
3

Ne mpakTHKO-OpHEHTHPOBAHHBIX
3amaHmii: 1

— Tembl KypcoBoil paOOTHI:
3akoHO/MaTeNbHAS W HOPMATHUB-
Hast TpaKTOBKa MOHATUI
«IOKYMEHT»,  «IOKyMEHTHPO-
BaHHAas UHPOPMALHS».
JlokyMeHT B cHCTEME COLMAIIb-
HBIX KOMMyHHKaHHﬁ.

Tema 5. @yHKUHH,
CBOWCTBa W TIPU3HAKU
MIOKyMEHTa

[K-1

[K-1.1

[IK-1.2

IIK-1.3

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

Ne mpakTHKO-OpHMEHTHPOBAHHBIX
3amanni: 1

— Tembr KypcoBOW pabOTHI:
JIOKyMEHT Kak TOJMH(YHKIIIO-
HaJbHBIA 00BekT. [lpusHaku u
CBOWCTBA JOKYMEHTA.

Tema 6. Knaccuduka-
Ul JOKYMEHTOB.

IK-1

IIK-1.1

[K-1.2

[IK-1.3

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

Ne mpakTHKO-OpHEHTHPOBAHHBIX
3aaHui: 2

— Tembl KypcoBod pabOTHI:
Knaccudukanus  TOKyMEHTOB
KaK HaydJHas mpooiema.

Pa3nen 3. Oprann3zauuoHHO-pacIOPSIANTEIbLHASA TOKYMEHTAMS

Tema 7. @opmymsp
JOKYMEHTA: 3BOJIOIHS
U COBpEMEHHBIE TPeOO-
BaHMUS

TIK-4

[1K-4.1

[1K-4.2

[1K-4.3

— Bompocel k 3k3ameny (3
ceMecTp)

Ne TeopeTndeckux ~ BOINPOCOB:
1,2,5-6

Ne npakTHKO-OpUEHTHPOBAHHBIX
3agaHuil: 3-6

— Temn1 kypcoBoii pabotsr: lpu-
Ka3HOE U KOJUIEKCKOE [eJlo-
MIPOM3BOJCTBO: BO3HMKHOBEHHUE
U pasButue.  ['eHepaybHBII
pernament (1720) u ero ponb B
pPa3BUTHHM JENONPOU3BOJCTBA B
Poccun. @opMyisip U PEKBU3UT:
CTaHOBJICHNE COBPEMEHHOI0
YIPaBJIEHYECKOI0 TOKYMEHTA.

Tema 8. CocraBnenue
u oopmieHHE OpraHu-
3allMOHHO-PACTIOPSIIN-
TEeJIbHOW  JIOKYMEHTa-
195051

[1K-4

[1K-4.1

[1K-4.2

[1K-4.3

— Bompocer x  3x3ameny (3
ceMecTp)

Ne TeopeTndeckux BOIMPOCOB: 7-
13

Ne mpakTHKO-OpMEHTHPOBAHHBIX
3amaHuii: 3-6
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— Tembl KypcoBod pabOTHI:
Crangaptuzanus 1 yHUDUKAIHS
OpraHU3aIMOHHO-PACTIOPSIIU-

TEIILHOU JOKYMCHTalHH.
CocraBneHne U odopmIcHHE
pacmopsiAUTEILHON JTOKYMEHTA-
nud (MOXKHO Ha TIpUMEpE JIFOo-
00ro BHJA PACIOPSIUTEIBHBIX

JTOKYMEHTOB).
Tema 9. Cucrema opra- | 11K-4 IIK-4.1 — Bompocer k 3k3ameny (3
HU3aLIMOHHO-pacnopsi- TIK-4.2 ceMecTp)
JTUTENBHONW TOKYMEHTa- IK-4.3 Ne TeopeTndeckux  BOIPOCOB:
805051 14-28

Ne MpaKTHKO-OPUEHTHPOBAHHBIX
3agaHui: 3-6

— Tembl KypcoBOil pabOTHI:
CocraBnenne W odopMIICHHE
YYPEOUTENbHBIX  JOKYMEHTOB.

IIpuka3s kak pacnopsAUTENbHBII
JIOKYMEHT: pa3HOBHIHOCTH, OCO-
OeHHOCTH COCTaBJICHUSA u
odopmIieHUsl.

6.2. Onucanue noka3zarejed 1 KpuTepueB OLEHUBAHUS KOMIIETEHIIMIA HA Pa3JIHYHBIX

dTanmax ux (l)OpMHpOBaHI/ISI, OIIHCAaHME IIKAJ OLICHUBAHUA

6.2.1. Ilokazamenu u Kpumepuu OUEHUBAHUA KOMNEMEHWUTL HA PATUYHBIX
Imanax ux gopmuposanusn

Taoauna 8

IToxkazaTeu ¥ KPUTEPUH OLIECHUBAHUSA KOMIIETEHIHI

ILnanupyembie IHoka3zaresn
pe3yJabTaThl copmupoBaHHOCTH Kpurtepuu oueHuBanus
OCBOCHMS KOMIIeTEeHIHii
OIIoII
1 2 3
OIIK-3 — IOHUMAET OCHOBHEKIE c1tocoOb!l 1 | OOyuaromuiics o0nagaer HeoOXOIUMOW CH-
BU/IbI JOKYMEHTHPOBAHUS; CTEMOM 3HaHMM, JOCTUI OCO3HAHHOI'O BIaJIe-
— IPUMCHSIET TEOPETUUECKHE 3HA- | HUSL YMEHHUSMH, HaBBIKAMH U clioco0amu
HUSA B O0NacTH JOKyMEHTOBene- | mpodecCHoHaNbHOH — nestenbHOocTH.  [e-
HUS JUIsl PELIEeHUs] MOCTAaBJICHHBIX | MOHCTPUPYET CHOCOOHOCTh aHAJIM3UPOBATH,
3a7a4 y4eOHOW W MPaKTHYECKOW | MPOBOAMTH CpaBHEHHE W OOOCHOBAHUE BHI-
JIeSITENbHOCTH; 0opa METOHOB pEUICHUS 3aJaHuil B Mpak-
— CcHoco0eH HCIOIb30BaTh 3HA- | THKO-OPHUEHTHPOBAHHBIX CUTYaLUsX.
HUSI, YMEHUS, BJIAJCHUS B MpO-
(heCCHOHAJILHOM NeSITeILHOCTH.
[K-1 — TOHMMaeT HaydHo-MeToaude- | OOyuarommiicss o0nagaeT HEOOXOIUMOM CH-

CKHE OCHOBBI IOKYMEHTOBEICHHS;
—  OCYIICCTBISCT aHaIW3 |
KJIaCCHU(PHKAIMIO JOKYMEHTOB II0
Pa3IUYHBIM TPU3HAKAM;

— CcIocoOeH HCIO0JIb30BaTh 3HA-
HU, YMCHI/I}I, BJIaICHUS B HpO-

CTEMOM 3HAHUM, JOCTHUT OCO3HAHHOTO BlIaje-
HUA YMCHUSAMH, HABbIKaMHU U CHOCO63MI/I
npodecCHOHANBHON  nestenbHOCTH.  Jle-
MOHCTPHUPYET CIIOCOOHOCTh aHAIM3HPOBATH,
MIPOBOJIUTH CPaBHEHWE M OOOCHOBAHHUE BBI-
0opa METOOB pEIICHUsl 3aJlaHUil B TpakK-
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(heCCHOHAJIbHOM ESTEILHOCTH.

TUKO-OPUCHTHUPOBAHHBIX CUTYAlIUAX.

[K-4 — IIOHUMAeT HOPMAaTUBHO-IIPA-
BOBYIO 0a3zy JOKYMEHTHPOBAHHS
JIeSITeTFHOCTH OpPTaHU3aIliH;

— cocrtaBnsier W odopmiser
YIPaBJICHYECKYIO JOKyMEHTa-
W0, HCHONB3yeT yHH(UImpo-

BaHHBIE (HOPMBI IOKYMEHTOB;

— Crmoco0eH HCIOJIb30BaTh 3HA-
HHs, YMEHHs, BJIAJCHUS B IpPO-
(heCCHOHAIbHOM NeSITeILHOCTH.

OOyuaromuiicss o0naanaeT HeoOXOAUMOM Cu-
CTEMOW 3HAHH, JOCTHT OCO3HAHHOTO BJIAJIC-
HUS YMEHHUSMM, HaBBIKAMH M CIOCOOaMu
npodeccuoHabHONH — nesitenbHOCTH.  [le-
MOHCTPHUPYET CIIOCOOHOCTh aHAIM3HPOBATH,
MPOBOJIUTH CPaBHEHHE W OOOCHOBAHUE BhI-
0opa METOMOB pEIICHUs 3aJaHUil B Mpak-
THKO-OPHUCHTHPOBAHHBIX CUTYAIUAX.

Taoauuma 9

Jrtanbl GOpMUPOBAHUA KOMIETEH Mt

HaumenoBanue 3Tamna

XapakTepHCTHKA ITana

(I)OpMI)I KOHTPOJA

1

2

3

HawanpHplii  (BXOQHOW) ATam
(hOpMHPOBaHHS KOMITCTCHITUH

JlnarHocTruka BXOJHBIX 3HAHUU
B paMKax KOMIIETEHITUH.

VYerHblii onpoc

Texymuit aTan GopMupoBaHUS
KOMITETCHIIU I

Brimonaenne o0ydaromuMucs
3aJlaHuii, HAaIpaBJICHHBIX Ha
(dbopMupoBaHHE KOMITETEHIIUN
OcymecTBiieHHe  BBISBICHHA
NIPpAYHH MPENATCTBYIOMINX
s dpeKTHBHOMY OCBOCHUIO
KOMIIETEHIIUMN.

AKTHBHas yd4eOHas JIEKIHS;
CEMHHApBI; TMpaKTUYECKHE 3a-
HATHS; CaMOCTOSITENbHAs pa-
6ota:

YCTHBII ONpoc MO JUarHoCTH-
YECKUM BOIIPOCaM; CaMOCTOSI-
TEJIbHOE PELICHUe KOHTPOJIb-
HBIX 3aJIaHUH U T. JI.

[IpomexxyTouHBbIit (aTTEcTalu-
OHHBIN) J3Tanm (OPMHUPOBAHHS
KOMIIETEHIIU I

OnenuBanue chOpMHPOBAHHO-
CTH KOMIICTEHIUI TO OTAENb-
HOM 4YacTH IMCIMIUIMHBI WU

3altem, IK3aAMeHnbl:
— OTBCTBl HA TCOPCTUUCCKUC

JUCIUTIIIINHEI B IISJIOM.

BOMIPOCHI;

—  BBIOJIHEHHE  IMPAKTHKO-
OpPUEHTHPOBAHHBIX 3a[aHUN.
3awuma Kypcoeoit padomuwi:

— Ka4eCTBO H3JIOKCHHS MaTe-
puana;

— HaITM4ue COOCTBEHHBIX
0000meHNY I W BBIBOJIOB, pe-
KOMEH/Iallui, MMOHUMAaHUs Tpo-
ONeM W TIEePCIEeKTUB H3Y4YCHHS
TEMBI;

— KOPpPEKTHOE HCIOIb30BaHUE
OIMyOJIMKOBAaHHBIX HCTOYHUKOB
Y DJICKTPOHHBIX PECYPCOB;

— YypOBeHb OQOPMIICHHS pa-

0O0THI, COOTBETCTBYOIUI
Tp€6OBaHI/I$IM METOOANYCCKUX
YKa3aHUM.
6.2.2. Onucanue wikan oueHUGAHUA
Taoauna 10

6.2.2.1. Onucanue NIKAaJbl OLICHUBAHMA OTBETA HA 3a4YeTe U DK3aMeHe
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O1neHka nmo HoMu-
HAJILHOH IIKAJIe

OnucaHue ypoBHeii pe3yibTaToB 00y4eHHs

OT1In4YHO

OOyyaromuiics MoKa3bIBaeT TTyOOKHE, MCUEpITBIBAIONINE 3HAHHUS B O0BbEMe
MPOMJIEHHON MPOrpaMMbl, YBEPEHHO JEHCTBYET MO MPUMEHEHHUIO MOITYYEHHBIX
3HAaHUM HA TPaKTHKE, JEMOHCTPUPYS YMEHHS W BIAJACHUS, ONpPENCIICHHBIC
MIPOrpaMMOH.

I'paMOTHO M JIOTMYECKH CTPOMHO H3JIaraeT Marepuall MpU OTBETE, YMEET
(OpMyIHPOBAaTh BHIBOJBI H3 U3JIOKEHHOTO TEOPETHIECKOTO MarepHaia, 3HaeT JI0-
MIOJTHUTENIFHO PEKOMEHIOBAHHYIO JIUTEPATypy.

Ooyyatoruiics criocoOeH JeliCTBOBaTh B HECTAHAAPTHBIX PAKTHKO-OPHEHTH-
POBaHHBIX cUTyanysX. OTBEYaeT Ha BCE NOTIOIHUTEIBHBIE BOPOCHL.

Pesynbrar 00yueHus OKa3bIBALT, YTO JIOCTUTHYTHIN YPOBEHB OIICHKHU Pe3yJIbTa-
TOB OOy4YeHHS 10 JUCIUIDIMHE SIBISETCS OCHOBOW Uil (DOPMHUPOBAHUSI COOTBET-
CTBYIOIIMX KOMITETEHITHIA.

Xopowo

Pesynbrar oOydeHHs TMOKa3bIBACT, YTO OOYYAIOIIMICA MPOIEMOHCTPHUPOBAI
pe3yJbTaT Ha YPOBHE OCO3HAHHOTO BJIAJICHUS YUCOHBIM MATepuajIoM M y4eOHbIMH
YMEHUSIMH, BJIaJICHHSIMU T10 TUCLIUILIAHE.

ZIOHYCKaeT HE3HAYNTEIILHEIE OITHOKA IIpH OCBCIIICHUH 3aIaHHBIX BOIIPOCOB.

OOyuaromuiicss CcHnoco0eH aHalu3UpPOBaTh, IMPOBOAWTH CpPaBHEHHE W
000CHOBaHME BBIOOpA METOIOB PELICHUS 331aHUI B IIPAKTUKO-OPUCHTHPOBAH -
HBIX CHTYaIHsX.

Yaosiergopurenb-
HO

Pesynprar 00y4eHUsI MOKa3bIBAET, YTO OOydaromuiics oOyamaeT HeoOXo-
JIUMOM cMCTeMOM 3HaHWH U BiaJiceT HEKOTOPHIMU YMEHHSMHU 10 JUCLUIITHHE.

OTBeThI M3NaraeT XoTsd U ¢ OMHMOKaMHU, HO UCIIPABISIEMBIMHU TIOCIIE JAOTION -
HHUTEIILHBIX U HaBOJSIIUX BOIIPOCOB.

OObyuatomuiics cnocoOeH MOHMMAaTh W HMHTEPIPETHPOBATH OCBOCHHYIO
MHPOPMALHIO, YTO SIBJISETCS OCHOBOM YCHEITHOro ()OPMHUPOBAHMS YMEHUH H
BIIQJICHUH JUIS PEIICHHUS TPAKTHKO-OPUEHTHPOBAHHBIX 33/1a4.

Heynosaersopu-
TeJbHO

Pesynerar o0yueHusi, 0OydaroIIErocsi CBUICTEILCTBYET 00 YCBOCHHUHM UM
TOJIBKO 3JIEMCHTAPHBIX 3HAHUN KITIOUEBBIX BOIIPOCOB IO AUCHUILIIMHE.

JlonyiieHHbIe OMMOKN 1 HETOYHOCTH B XOJI€ TIPOMEKYTOUHOTO KOHTPOJIS TI0-
Ka3bIBAIOT, YTO OOYYAIOIIMICS HE OBJIAJeN HEOOXOMMMOHN CHCTEMON 3HAHWMA W
YMEHU 10 TUCIUILIMHE.

OOy4aromuiics I0ImycKaeT rpyOble OMMOKY B OTBETE, HE TIOHUMAET CYIITHOCTH
M3JIaraeMoro BOMpoca, He yMeeT IPUMEHSATh 3HAHUS Ha MIPAKTHKE, TAeT HETIOTHbIE
OTBETHI Ha JONOJIHUTCIIbHBIC Y HABOAAIIWEC BOIIPOCHI.

Onucanne MKAaJbI OLIEHUBAHUSA Ipu TECTUPOBAHUU HA 0a3e TeCTOBBIX

MaTepUuaJioB HHCTUTYTA

O1eHKAa M0 HOMHHAJIBHOI MIKajte | % NMpaBWIBLHBIX 0TBETOB, MOJYYEHHBIX HA TECTHPOBAHUHU
OtnuuHo / 3a4TeHO ot 90 1o 100
Xoporo / 3auTeHo ot 75 no 89,99
Y 1oBJIETBOPUTENBLHO / 3a4TEHO) ot 60 mo 74,99
HeynosaersopurenbHo / He 3auteHo meHee 60
Tadauua 11
6.2.2.2. Onucanue MKAJbI OeHUBAHUS
Ycemnoe evicmynnenue (cemunap, 0oknao)
Heckpunro- | OOpa3uoBblii, 3akoH4eH- H3a0:xeHHbIi, MuHuMaJIbLHBIA Ouen
pbl NMPUMEPHBbIN; | HbIi, HOJHBIN | PACKPBITHIA OT- | OTBeT (HeyaAoBJIe- Ka
JMOCTOMHBIH OTBET BeT (Y/IOBJIETBO- TBOPUTEJIHHO)
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MOAPAKAHUA (xopo1i0) PUTEILHO)
OTBeT
(OTIM4YHO)
Packpertre [Ipobnmema pac- | IlpobGnema pac- | [Ipodmema  pac- | [Ipobrmema He pac-
poOIEeMBI KpbITa TOJHO- | KpbiTa. [IpoBe- | KpbiTa HE TONHO- | KpbiTa. OTCYTCTBY-
creio.  IIpoe- | nen aHaju3 | CThIO0. BEIBO/IBI HE | IOT BBIBOJIBL
IIeH aHaym3 | mpobjeMbl  0e3 | clemaHsl  W/HIH
npoONIeMbl ¢ | MPUBIICUCHUS BBIBOJIBI HE
MIPUBJICYCHUEM | JIOTIOJIHUTENb- | OOOCHOBAHEI.
JIOTIOJTHUTENb- | HOW JIUTEpaTy-
HOM nuTepaty- | pel. He Bce BbI-
pel.  BBIBOABI | BOMBI ClieNiaHbI
00OCHOBaHEI. w/wum  000CHO-
BaHBbI.
IIpencrasne- IIpencrasmns- IIpencrasns- IIpencraBnsiemas | Ilpencrasisiemast
HUE emas nHpopma- | emas uHpopMa- | uHGopMaUs He | HHPOpPMALUs JIOTH-
Ul CUCTEMATH- | ISl CHCTeMa- | CHCTEMaTH3HPO- | YEeCKH He CBs3aHa.
3WpOBaHa, I10- | TU3MPOBaHA ¥ | BaHa W/WIK He To- | He  wcrmonb3oBaHbI
clefioBaTeNlbHa | MOCIHENO- clleioBaTeNbHa. npogeccHOHaATbHBIE
u  sormuecku | BatenbHa. Uc- | [Ipodeccronans- | TepMHHBL
cBsi3ana.  Mc- | momp30oBaHO Has TEPMHHO-
TMOJTE30BaHBI OONBIIMHCTBO | JIOTHSI HCIIOJB30-
BCE HEeo0X0- | HEOOXOIUMBIX | BaHa MaJio.
mMble Tipodec- | mpodeccro-
CHOHAITbHBIE HaJIbHBIX
TEPMHHBIL. TEPMUHOB.
Odopmnenne | [llupoko  wmc- | Mcnone3zoBansl | Mcnonb3oBaHbI He wucnons3oBanbt
TTOJTE30BAHBI nHPOPMAIMOH- | WHPOPMAITHOH- WHGOPMAITHOHHEIC
MH(POpPMAIIMOH- | HbIE TEXHO- | HhIE TEXHOJOTHU | TEXHOJIOTUU
HBIE TEXHO- | JIOTHH (PowerPoint) (PowerPoint).
JIOTHH (PowerPoint). JaCTHYHO. Boneme 4 ommobok
(PowerPoint). He ©6omee 2|34 ommbOki B | B TPEACTABIIEMOMN
OtcyTCTBYIOT OIIMOOK B | mpeAcTaBisgeMoil | MHGOpMAaIUHL.
OLIMOKH B | NPENCTaBIIA- UH(OPMALIUHL.
MpeICcTaBIs- eMoi
emoil nH(popMa- | HHOpMAIIHH.
UM,
OtBeThl Ha | OTBeTHI Ha | OTBeTHI Ha | Tombko  otBetwl | Her oTBeTOB Ha
BOITPOCHI BOTIPOCHI  TOJI- | BOTIPOCHI TIOJI- | HA JJIEMEHTApHBIE | BOTIPOCHI.
HBIE C TIPUBEJIC- | HbIC W/WIN | BOMPOCHL
HHUEM  IpUMe- | YaCTUYHO II0JI-
POB. HBIE.
YMmenne CBobomHO CBoboHO CkoBaH, obparnas | CkoBan, oOparHas
JIepKaTbCs Ha | JEPKHUTCS ~ Ha | IEPXKUTCS  HA | CBSI3b C ayJquTO- | CBS3b C ayJUTOpUEH
ayJIMTOPHH, ayUTOPHUH, ayJAUTOPUH, puel 3aTpy/JHeHa. | OTCYTCTBYET, HE CO-
KOMMYHUKa- criocoOeH K | TIOMIEpKUBACT OJTI01aeT HOPMEI pe-
TUBHBIC  Ha- | UIMIIPOBH3AIMH, | OOPATHYIO Y4 B  IPOCTOM
BBIKH YYUTHIBACT CBSI3b C ayTUTO- BBICKa3bIBaHHU.
oOpaTHyO pHCH.
CBSI3b C ayJIUTO-
pUEH.
Hror

[IpakTuyeckoe (MPaKTUKO-OPUEHTUPOBAHHOE) 3aJaHHE
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Ounenka N0 HOMMHAJb-
. XapakTepUCTHKH O0TBETA 00y4yaronierocs
HO¥i mKaJje

OT1au4uHo OOy4Jaromuiicss CaMOCTOSATENEHO H MIPABHIILHO PEIvil y4eOHO-TIpodec-
CHOHAIIBHYIO 3aJ]ady, YBEPEHHO, JIOTUYHO, IIOCIEIOBATEILHO W
apryMEHTUPOBAHHO H3JIaraj CBOE pelleHHe, HCTONb3Ysl IMpodeccuo-
HAJTBHYIO TEPMUHOJIOTHIO.

Xopouio OOydJaromuiicss caMOCTOSTEIbHO W B OCHOBHOM IMPABIJIBHO PEIIHI
y4eOHO-TIPOPECCHOHANTFHYIO 33/1ady, YBEPEHHO, JIOTUYHO, TOCIIEN0-
BaTeNFHO M apryMEHTHPOBAHO HM3JIaraj CBOE PEICHHE, UCTIONB3YS MPo-
(heccHOHANBHYIO TEPMUHOJIOTHIO.

YoBjeTBOPUTETbHO OOyuJaromuiicss B OCHOBHOM eIl y4eOHO-TTpoeCCHOHATLHYIO 3a/1a-
4y, JOMYCTHJ HECYIIECTBEHHbIE OUIMOKH, c1ab0 apryMEHTHPOBAl CBOE
pelIeHue, IMyTasiCh B NPOGECCHOHAIBHBIX TOHSITHSIX.

HeynoBJieTBOpUTEIbHO OOyyaromuiics He pen yaeOHO-podecCHOHATBHYIO 331249y .

6.3. TunoBble KOHTPOJIbLHBIE 32JAHNS I HHbIe MAaTEePHAJIbI, HEO0OX0UMBbIE 151
OLIEHKU 3HAHUI, YMEHM i, BJIaIecHNH, XapaKTepU3YIIUX dTanbl GopMUpoOBaHUS

KOMIIETEeHIMii B MPoIecce 0CBOEHNUs 00Pa30BaTeIbHOI MPOrpaMMbl

6.3.1. Mamepuanwl 0151 nO020MOGKU K 3a4emy u IK3IAMEHy

Taomauma 12
MarepuaJbl, He00OX0AMMbIe /15l OLIEHKH 3HAHU I
(mpuMepHBIE TeOpeTHYECKHe BONPOCHI)
K 3k3ameny (I cemecTp ouHOM (popmMbI 00yUeHMs)
Ne IIpumepHsbie popMyJIMPOBKH BONPOCOB Kon

n/m KOMIeTeHIH i
1. [onsTus «uHQOpMaLUND), «IOKYMEHT», «TOKyMEHTHPOBAHHE. OIIK-3
2. Konunposanne nHpopmanmu Kak OCHOBHOM METOJT €€ TOKYMEHTHPOBAHMSL.
3. 3HaK, BUbI 3HAKOB.
4. JlokymenTupoBanue uHpopmanuu. [loHATHE «CIOCO0 JOKYMEHTUPOBAHUS.
5. IIpuynHb! U TPENNOCHIIKA BOSHUKHOBEHUS TOKYMEHTHPOBAHHSL.
6. JoxymenTtupoBanue uHpopmanuu. [loHATHE «CPENCTBO JOKYMEHTHPOBA-

HUSD).
7. [IpenMeTHBIH 1 3HAKOBBIH CIIOCOOBI TIepeaayu HHpopMaIuy.
8. TexcroBoe nokyMeHTUpOoBaHUE. OCHOBHBIE 3TANbl PA3BUTHS IUCHMA.
0. TekcToBoe ToKyMeHTHUpoBaHue. [Tukrorpadguueckoe muchMo.
10. TexcToBoe mokymeHTupoBaHue. Jlororpaduieckoe (naeorpaduieckoe)

MHACHMO.
11. TexcroBoe nokymeHTupoBanue. CIoroBoe NMCbMO, BOSHUKHOBEHHUE (hOHE-

TUYeCKOro (OyKBEHHOTO) MHCHMA.
12. DBOJIOLNS MaTEPUANIOB JUISI IUCHMA.
13. OBOJIIOLNS UHCTPYMEHTOB ISl IUCHbMA.
14. Crenorpadwsi, MaITHHOTINCE.
15. TexHnyeckoe TOKyMEHTUPOBaHUE.
16. DOTOIOKYMEHTUPOBAHUE.
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17. DOHOJOKYMEHTHPOBAHUE U 3BYKO3aIIUCh.
18. Kuno- u Bua€010KyMEHTHPOBAHUE.
19. OJIEKTPOHHOE JOKYMEHTHUPOBAHUE.
20. | HoxymeHTOBeaueCKas IEpUOIUKA (Ha IPUMEPE OHOTO U3 JOKYMEHTOBE -
YECKUX KYPHAJIOB).
k 3auety (II cemecTp o4HOiT popmMbI 00yUeHHS)
Ne n/m IIpumepHbIe (OPMYJIUPOBKH BOIIPOCOB Kon
KOMIIeTeHI Uil

1. [oHATHSA «TOKYMEHT», «IOKyMEHTUPOBaHHASI HH()OPMAITUS. [1K-1
2. TpakToBKa MOHATHSA «IOKYMEHT» B Pa3IMYHBIX cepax deIoBEeUecKOi e-

SITETLHOCTH.
3. [Tonsitue «aokymeHT» B DenepanbHBIX 3aKOHAX U HOPMATHUBHBIX aKTax

Poccuiickoii @enepaiuu
4. Bceobmme GyHKIIE TOKyMEHTA
5. UYacrtHbie (OnepaTUBHBIC, CIICIUATBHBIC) (DYHKIIUH JOKYMEHTA.
6. CBoONiCTBa TOKYMEHTA.
7. IIpu3Haku JOKyMEHTA.
8. [NonsTne «xmaccudukanus), OCHOBHbIC BBl KIIACCH(HUKAINH, HA3HAYE-

HHE KJIacCU(HUKAITHIA.
0. Knaccudukarust 1oKyMeHTOB. PasnuuHbie MOIXojpl K Kiaccupukammu

JIOKYMEHTOB.
10. Krnaccudukanms mo nHHOPMAITMOHHONW COCTaBIISAIONIEH JOKYMEHTA.
11. Knaccudukaruss mo  ¢usndeckord (MaTepHAIbHOM)  COCTaBJISIOIICH

JIOKYMEHTA.
12. Knaccudukanust moKyMeHTa MO OOCTOSITENICTBAM €r0 OBITOBAaHHS BO

BHEIIHEH cpejie.
13. Bunpl moKyMEHTOB 10 CTENIEHU pacipocTpaHeHHOCTH. OmyOIMKOBaHHBIE,

HEOIyOJMKOBAHHBIC, HEMyOIMKYEeMbIC JOKYMEHTBI: Pa3HOBHIHOCTH, OCO-

OCHHOCTH.
14. HeomybnukoBaHHbIE TOKYMEHTHI: ONpe/ielieHHe, OCHOBHBIE Pa3HOBHIHO-

CTH, 0COOEHHOCTH
15. HenyOnukyembie HOKYMEHTHI: ONpe/e/ieHUe, OCHOBHBIC Pa3HOBUIHOCTH,

0COOCHHOCTH
16. CrapmapTuszanust u3gaHui (OITyOJIMKOBAHHBIX JOKYMEHTOB).
17. Buael u3ganuii o n€pUOAMYHOCTH.
18. Buet nzganwmii mo rnpupoie MHGOpMaIny.
19. Bubl u3ganuii 1o uejaeBoMy Ha3HAUYCHUIO.
20. OdunmansHbie U3JaHUS U X OCHOBHBIE Pa3HOBUIHOCTH.
21. CnoBapHO-IHIUKIIONIEUIECKHAE U3AHUS U X OCHOBHBIE Pa3HOBUIHOCTH.
22. CrpaBoYHbBIE U3IaHUS U UX OCHOBHBIC Pa3HOBUIHOCTH.

K 3k3ameny (III cemecTp ouHoi hopmbI 00ydeHHUsT)
Ne IIpumepHbie GOpMYJINPOBKH BOIIPOCOB Kon

n/n KOMIIEeTeHIMii
1. [ToHATHS «TOKYMEHT», «JOKYMEHTHPOBaHHAsI HHPOPMAITHSI». TIK-1
2. OyHKIUHU, CBOMCTBA U MPU3HAKU TOKYMEHTA.
3. DBOJIONHS OCHOBHBIX CIIOCOOOB TOKYMEHTHUPOBAHUS. OIIK-3
4. Knaccudukanms mokyMeHTOB. Pa3nnmynple MOAXOABI K KiacCH(UKAIUU TIK-1
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JIOKYMEHTOB.
5. BoznukHoBeHue u pasButue Gopmyssipa nokymenta B XVIII — nauane XX T11K-4
BB.
6. CoBpeMeHHBIE TpeOOBaHMS K GOPMYIISIPY JOKYMEHTOB.
7. Crannaptuzanus opopMIIeHNS JOKYMEHTOB, LIeJb, TPEUMYIIECTBA TIPUMEHE -
HUS CTaHAapTa.
8. ITpunnumel nocrpoeHus (opmyssipa-oOpas3na OpraHU3alMOHHO-PACHIOPSIIN-
TEIbHBIX JOKYMEHTOB.
9. CocTaB 1 BUJBI PEKBU3UTOB.
10. | bnanku DOKyMEHTOB: BHbI, OCOOCHHOCTH O(OPMIICHUS.
11. | XapakTepHcTHKa PEKBU3UTOB 3ar0JIOBOYHON YaCTH TOKYMEHTA.
12. | XapaKkTepuCTHKa PEKBU3UTOB CONEPIKATEIBHON YaCTH JOKYMEHTA.
13. | XapakTepucTUKa PeKBU3UTOB 0(OPMHUTENHCKOM YaCTH JOKYMEHTA.
14. | OcHOBHbIE BHIBI OPraHU3ALMOHHO-PACTIOPATUTENBHBIX JOKYMEHTOB, CH-
cTeMa MX YHU(UKAIHH.
15. | Cucrema opraHu3aliMOHHOM TOKYMEHTAI[MH: Ha3HAUY€HHE, COCTaB, OCOOEHHO-
CTH CTPYKTYPBI.
16. | Buagel ydpenuTenbHBIX JOKYMEHTOB OpraHM3allMM: MOPAJOK M IOCIEN0-
BaTEJILHOCTD Pa3pabOTKH.
17. | IlomokeHne kak HOPMATUBHEIN akT. OCHOBHBIE BUIBI TTOJIOKCHUA U TIPABIIT
MX COCTaBJICHHSL.
18. | UHCTpyKIMa Kak peryJMpyroIMi HOPMATHBHBIA aKkT. BuIbl MHCTPYKIUI.
[IpaBuia cocTaBiIeHUS.
19. | Cucrema pacnopsauTeNbHON JTOKYMEHTAILMM: HAa3HAYEHUE, COCTaB, OCOOEH-
HOCTHU CTPYKTYPBHIL.
20. | XapakTepuCTHKa 3TanoB MOATOTOBKH PacloOpsIAUTENBHBIX TOKYMEHTOB.
21. | IIpuka3 Kak OCHOBHOH BHUJ pacHoOpsAIUTENbHOW JOKYMEHTaUWd. Buuel, mno-
PAIOK pa3paboTKH, TpeOOBaHHUS K COCTABICHUIO H 0QOPMIICHUIO.
22. | lloctaHOBNEHUSA: CTPYKTYypa TEKCTA, OCHOBHBIE PEKBU3UTHIL.
23. | Pacnopspkenue kak mpaBoBO# akT. TpeOoBaHHUs K cOCTaBIeHHIO U odopmite-
HUIO.
24. | Cucrema uHGPpOPMAIIMOHHO-CIIPABOYHOM JTOKYMEHTAIIMH: BUJIbI, HA3HAUCHUE,
cocTaB, 0COOEHHOCTU CTPYKTYPBHI.
25. | JoxnamHas 3anucka: BUIbl, TpeOOBaHHS K COCTaBICHUIO U 0(OPMIICHHUIO.
26. | OObscCHUTENbHAS 3aMKCKa: BUIBI, TPEOOBAHUS K COCTABJICHHUIO U Ohopmiie-
HHUIO.
27. | llucema: Buzpl, TpeOOBaHMS K COCTABICHUIO U OQOPMIICHHIO.
28. | [Iporokou: BubL, TpeOOBAHMUS K COCTABICHUIO H O()OPMIICHUIO.
Tabamuna 13
Marepuanbl, He00X0AMMBbI€ /51 OLeHKH YMEHUI 1 BJIaJeHU i
(mpuMepHbIe NPAKTHKO-OPUEHTUPOBAHHbIE 3aaHMS)
Ne n/m TeMbl NIPpUMeEPHBIX ) Kon )
NMPAKTHKO-OPHMEHTHPOBAHHBIX 3a/IaHMIi KOMMNeTeHIH i
1. Hayunas npoGsiematnka B 0067aCTH JOKYMEHTOBEACHUSI. OIIK-3
2. Krnaccudukarust JTokyMeHTa 10 pa3IndHbIM ITPH3HAKAM. IK-1
3. IToaroroBka ynpaBiaeHYECKOro JOKYMEHTA. I1K-4
4. Cocrta u mnpaBwia oOQOPMIICHHUS PEKBU3UTOB OPraHH3alMOHHBIX I1K-4
JIOKYMEHTOB.
5. Cocrta u mpaBuina oO(OpMIIEHUS PEKBU3UTOB PACIOPSIUTEIBHBIX I1K-4

JOKYMCHTOB.
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6. CoctaB u mpaBuia OQOPMIICHUS PEKBU3UTOB CIPABOYHO-UH(OPMAIHOH - [1K-4
HBIX JIOKYMEHTOB.

6.3.2. Temvt u memoouuecKkue yKazanus no H002omoeKe pegepamoas,
Jcce u meopuUecKux 3a0anuii no OUCUUnIUHe

Hanucanue pedeparoB (3cce, TBOPUECKUX 3aJaHUI) HE IPETyCMOTPEHO.
6.3.3. Memoouueckue yKazanus no 6bINOJIHEHUI0 Kypcoeoii padomaul

JIOKyMEHTOBEZICHUE : METOJI. YKa3aHHs IO TOJTOTOBKE M 3alllUTE KYypCOBOW pabOTHI:
nporpammMa OakanaBpuara «JloKyMeHTaIMOHHOE OOCSCIIeUeHHE YTPABICHUS TI0 HAIPABJICHUIO
noarotoBku  46.03.02 JIokyMeHTOBEICHUE U apXHUBOBEICHNUE, KBTH(UKAIMA: OakaaaBp / aBT.-
coct. H. O. Anekcanaposa ; Uens6. roc. uH-T. KyapTypsl. — Uensabunck, 2025. — (PI'OC BO
Bepcus 3++).

6.3.4. Tunoevie 3a0anus 013 npoeedeHUs MEKYyuLe20 KOHmMpoa
dopmuposanua komnemenyuil

6.3.4.1. Ilnanpl ceMMHAPCKUX 3aHATHI
I cemecmp ounoit popmut 00yuenusn

Cemunapckoe 3anamue Ne 1. 3apoicoenue u pazgumue 0OKyMeHMUpPOSAHUA

1. IIpuuuHBI ¥ TPEANOCHUIKH 3apOXKACHUS TOKyMeHTHpoBaHud. [losBIeHe MPOTOJOKYMEHT-
HOM KOMMyHHUKanuu. [IpegmeTHoe nmucpmo.
2. IloHsTHE «TEKCTOBOE JOKYMEHTHUPOBAHUEY.
3. IlucpMeHHOCTh KaK HOBBbIM KOMMYHHUKAIIMOHHBII KaHaJI.
4. OcHOBHBIE ATAIbI Pa3BUTHS MHCHMA.
4.1. TTukrorpaduyeckoe MUCHMO.
4.2. Uneorpaduueckoe MUChMO.
4.3. CnoroBoe NUCbMO.
4.4. BykBeHHOE — 3ByKOBO€ (as1(paBUTHOE) MTHUCHMO.
5. DBOIIIOIUS MAaTEPHAJIOB ISl MTUChMA.
6. DBOIIOIUS UHCTPYMEHTOB AJIs TUChMa.
7. CreHorpadust Kak pa3HOBUIHOCTh TOKYMEHTHPOBAHHUSI.
8. N300peTeHne KHUTONEYaTaHus U €ro BIMSHUE HA Pa3BUTHE JOKYMEHTHOW KOMMYHUKAIIUU
B YaCTHOCTH U COLIMATILHOM KOMMYHHUKAIIMU BOOOILE.

Pexomendyemasn rumepamypa:

OcHoBHas nuTEepaTypa K ceMuHapy (cm. 1. 7.1).

JlononHUTENBHAS JINTEPATYPA K CEMUHAPY:

1. Buner 3anucu u Hocutenu uHdopmanmu // JIokyMeHTOBeieHHE : YUeOHHUK U MPAKTUKYM
i akaneM. Oakanaspuara / mox pen. JI. A. lopormnoit. — M., 2017. —T'm. 2. — C. 41-44.

2. Kosznos, B. I1. XXuznae noxymenta / B. I1. Koznos // JlenonpousBoacto. — 2013. — Ne 1. —
C.11-17; Ne 2. - C. 6-12.

3. Kynses, H. H. JlokymenroBenenue : yueo6. / 1. H. Ypanos, A. I'. ®adpuunos, H. H. Kyns -
eB ; mox pexa. npod. H. H. Kynsiea. — M. : Jloroc, 2011. — (HoBast yHuBepcUTET. 0-Ka). —
Pexxum moctyma: http://rucont.ru/efd/178079?cldren=0.

4. Kymnapenko, H. H. Meroasl u cnoco6sl nokymentuposanust / H. H. Kymnapenko //
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Kymmnapenko H. H. lokymenrosenenue : yue6. / H. H. Kymnapenko. — Kues, 2007. — I'n.
3.-C. 69-92.

5. Jlapwkos, H. C. Cnoco6s1 nokymentupoBanus / H. C. Jlapskos // JlapskoB H. C. Jlokymen-
ToBeneHue : yueb. mocodbue / H. C. JlappkoB. — Mocksa : ACT, 2006. — Y. 1. - T'n. 4. — C.
31-58.

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

1. U3oOperenne u pazButue (HOTOJOKYMEHTHPOBAHUS (IIOHATHE, OCHOBHBIC M300pETEHHS
CpEICTB, CIIOCOOOB U T.I., 0COOCHHOCTH JaHHOTO CIOCO0a JOKYMEHTHPOBAHUS, IPEHMY -
IIECTBA U HEJIOCTATKH).

2. N3oOpereHne U pa3BUTHE KUHOJIOKYMEHTHPOBaHMs. Buaeo3anuch (MOHSATHE, OCHOBHBIC
U300pETEHUS CPEICTB, CIIOCOOOB H T.II., 0COOEHHOCTH JaHHOTO CII0c00a JOKYMEHTHPOBA-
HUS, IPEUMYIIECTBA U HEJJOCTATKH).

3. U3oOpereHne U pa3BUTHE 3BYKO3AIHCH U (POHOJTOKYMEHTUPOBAHHS (IIOHATHE, OCHOBHbIC
n300peTeHus CPesICTB, CIIOCOOOB | T.II., 0COOEHHOCTH JAaHHOTO CIIOC00a JOKYMEHTHPOBA-
HUS1, IPEUMYIIECTBA U HEJJOCTATKH).

4. TlpeanocelIky 3apoKIEHUS U Pa3BUTHUS DJIEKTPOHHOTO TOKYMEHTHUPOBAHUS.

Pexomenovemasn numepamypa:

OcHoBHas auTEpaTypa K ceMuHapy (cMm. 1. 7.1).

JlononHuTENpHAS JINTEPATYPA K CEMUHAPY:

1. Buner 3anmucu u Hocutenu UHPpopmanuu // JIOKyMeHTOBEIEHHE : YICOHUK M MPAKTUKYM
TSt akajieM. O6akanaBpuata / mox pen. JI. A. loporunoit. — M., 2017. —I'm. 2. — C. 41-44.

2. Kynses, H. H. JlokymentoBenenue : yue6. / [{. H. Ypanos, A. I'. ®abpuunos, H. H. Ky-
HseB ; nox pen. npod. H. H. Kynsiesa. — M. : Jloroc, 2011. — (HoBas yauBepcurer. 6-ka).
— Pexxum nocryna: http://rucont.ru/efd/1780797?cldren=0.

3. Kymmnapenko, H. H. Mertonsr u croco6sr noxkymentuposanus / H. H. Kymmnapenxko //
Kymmapenko H. H. JlokymentoBenenue : yue6. / H. H. Kymmnapenko. — Kues, 2007. —
I'n. 3. —-C. 69-92.

4. JlappkoB, H. C. Cnocobbr moxymentupoBanusi / H. C. JlappkoB // JlappkoB H. C.
JokymenroBenenue : yued. mocodbue / H. C. JlappkoB. — Mocksa : ACT, 2006. — Y. 1. —
I'n. 4.—C. 31-58.

5. Jlesamos, B. Jlekuuu no ucropuu dororpaduu [Dnekrponnsiii pecypc] / B. JleBamos. —
M. : «MII I'yceB», 2018. — Pexxum nocryna: http://iknigi.net.

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)

Lenv pabomul — 03HAKOMJICHHE C JOKYMEHTOBEIYECKON MEPHOAMKON KaK OJHHUM U3 OCHOB-
HBIX UCTOYHUKOB MH(OPMAIUKU B 00JIACTH JOKYMEHTOBECHHUSI, ACIONPOU3BOCTBA, TOKYMEHTAI[OH -
HOro 0oOEeCreueHUs] YIpaBJICHHs, a TAKXKE MOJATOTOBKH K CEMHUHAPCKUM M MPAKTHYSCKUM 3aHITHIM,
BBITTOJTHEHUST KYPCOBOU pabOTHI IO JOKYMEHTOBECHUIO.

3aoanue u memoouka 6vInOIHEHUA:

1. [To3HAKOMHUTBCS C OCHOBHBIMH JIOKYMEHTOBEIYCCKUMH ICPHOAMYCCKUMHU H3JIaHUSMU B
¢doune HayduHoli OWMOMMOTEKM WHCTUTYTA, BBIOpATh 3 JHOOBIX M3 MPEJIOKCHHBIX MEPUOTHUCCKIX
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JIOKYMEHTOBEIUECKUX M3IaHUM:
e Jlenonpou3BoiCTBO
CripaBOYHHK cekpeTraps 1 ouc-MeHemKepa
Cekpetapb-pedepert
CripaBOYHHK KaJpOBHKA
Kanpogoe nemno
Jlenonpon3BoICTBO U JOKYMEHTOOOOPOT Ha MPEANPHUITHH.
[Ipoananu3upoBaTs HOMEp KypHaJla 0 IPEAIOKEHHON CXeMe:

DO e e o o o

3aganne OtBer

1. Ha3zBaHue )KypHaJia, roji U3JaHus, HOMep
ExemecsiunbIit

2. IleppoanyHOCTS XypHana (IOAUYEPKHYTh HYHOE) ExenenenbHbIi
ExexBapraibHblii

3.VKazaTh U3/1aTelIbCTBO, BHITYCKAIOIIEE KYpHAT

4. ChopmynmupoBath 11eJeBOe Ha3HaAYCHHE (11€)1b, C KAKOW M31aeTCs Kyp-

Ha)

5. ChopmynupoBaTh YHTATENbCKUN aapec KypHaja
Hayunsrit
Hayuno-nomynsipHsIit
IIponsBoaCTBEHHO-

6. YKazaTh BUJI XKypHaJa 110 IeJIEBOMY Ha3HAuYEHHIO (TOAYEPKHYTh HYX- N
MPaKTUYECKUU

HOE)

MaccoBo-noauTH4e-
CKUH
HocyroBbiit

7. YKa3aTh OCHOBHBIE PYOPHKH B XKypHaJe

8. IlpuBomAaTCs v B )KypHaJe cBeJeHns 00 aBTopax (KTO OHH MO POAY 3a-
HATHH, YIEHBIM CTETICHSM U 3BaHUSIM U T. I1.)

9. KopoTko oxapakTepu30BaTh aBTOPCKUI COCTaB B XKypHaie (KTO aBTO-
PBI — IOPUCTBHI, YUCHBIE, TIPETOAABATEN JOKYMEHTOBEIUECKUX JTUC-
[IUATUINH, TAPEKTOpa HUPM, MPAKTHIECKHEe PAOOTHUKH U T. II.)

10. BeiOpats oiHy U3 cTaTeil, HanboJee 3aMHTEPECOBABIINX CTYACHTA
KOPOTKO 0XapaKTepU30BaTh €€ COAEpKaHNe

11. Kakue nHTEpecHBIE JOMOJHUTEIILHBIE MaTEepHAJIbI [IeYaTaeT KypHa
(B TOM UmCIe U IS IPUBJICUSHUS YUTATENEH)?

Kanenmapu paznuaHbix
MEPOIPUATUN
Tabenb-kanengapu
T'opockomnbl

AHKETBI yuTaTenei

12. Kakue marepuaisl B )KypHaje 3anHTepecoBaIM Bac kKak cTyIeHTa u
nouemy?

13. MHoOTO 1 MecTa Ha CTPaHUIAX KypHalla 3aHUMAaeT peKiiama (eciu
OHa MPHUCYTCTBYET)?

14. OuenuTte nonurpaduieckoe 1 Xy 10KeCTBEHHOE 0(hOpMIICHHE U3/1a-
HHS (HaJII/I‘-II/Ie HWITIIOCTPATUBHOI'O MaTepualia, UCIIOJIb30BaHUC HBCTHOI\/'I
MeYaTH, Ka4eCTBO OYMaru v mevaTH)

15. YkaxuTe 1IeHy 0JIHOTO HOMEpa JKypHaJja, €CJIM OHa NPUBEICHA

3. BeiOepure oqHy U3 cTaTeil, HauboJIee 3aMHTEPECOBABILIHX CTYCHTA, OXapaKTepU3yiiTe ee
conepxkanue. Onpe/ieIuTe U MOTYCPKHUTE B CBOEM BBICTYILICHUH, YeM ITyOIHKAIUK B IPOGECcCho -
HaJILHBIX KYPHAJIaX MOTYT OBITh TIOJIE3HBI TPH MOATOTOBKE K CEMHUHAPCKUM M ITPAKTUYESCKUM 3aHS -

THAM.

4. 3ajanne BBINIOJIHACTCS B (opMe MPAKTHYECKOM MOATOTOBKH HA MaTepHaax

Hayunoit oubnuorexun YI'MK.
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Ilpakmuueckasa paooma Ne 2 Tema «Mamepuansvt u uncmpymeHnmuol
OOKYMEHMUpPOGaAHUsL)

Llenv pabomuvl — n3yueHne U300pETEHNUs, 3apOKICHNS U 3BOJIOLIMUA OCHOBHBIX MaTe-
pHAJIOB U HHCTPYMEHTOB /Il TOKYMEHTUPOBAHHUS, 1IE€JIECO00PAa3HOCTH IPUMEHEHUS U pa3BU-
TUS T€X WIN HMHBIX CPEICTB M MaTepHaJOB B 3aBUCHUMOCTH OT Ha3HA4eHUsS M XapakTepa
JIOKYMEHTOB Ha pa3HbIX ATalax pa3BUTHs YEIOBEUECKOM LIMBUIN3ALINN.

3aoanue u memoouxa evinonnenus: 1. Vicnonp3ys yueOHy0, CIPAaBOYHYIO U HAYUHYIO
JUTEpATypy MO YIeOHOH TUCIMITINHE, 3aT0JTHUTH MPEATIOKCHHYIO HIXKE TaOIUILY;

2. Marepuainsl Ui JOKYMEHTHUPOBAHUS PACIPEACIIAIOTCS MEXY CTYI€HTaMU IPYIIIIbI
(mo 1-2 yenoBeka) M MO KaXJOMy MaTepuaily TOTOBUTCA HeOousbiias npesentamus (10-15
CJIaliZIOB B IOCJIEIOBATEIbHOCTH PACKPBITUS BONPOCOB, 0003HAUEHHON B TaliMIEe), KOTOpast
OyzeT MpoAEeMOHCTPUPOBAHA U MPOKOMMEHTHUPOBAHA CTYIEHTAMU Ha 3aKJIIOYUTEIHLHOM 3aHs -
THUH 110 TEME.

Kamennb I'nuna Manupyc ITepramen bymara

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

WNwms (co3natens)
uzo0perarens,  eciu
OHO M3BECTHO

Tepputopust  mepBo-
Ha4YaJIbHOT'O IIPUMCHE-

HUS
Tepputopus mnocneny-
OLIETO
pacIpocTpaHeHusl
Kpatkas  xapakrepu-
CTHKa TEXHOJIOTUU
H3TOTOBJICHUS
WNHcTpyMeHTHI TS
nuceMa (¢ obo3Haye-
HUEM XPOHOJIOTUH
MIpUMEHEHUS, eciu
OHa U3BECTHA)
MarepuanbHas
KOHCTPYKLIMS

Pexomenodyemasn numepamypa:
OcHoBHas nUTEpaTypa K IpakTudeckoit padore (cMm. 1. 7.1).
JomnonHurenbHas auTepaTypa K NpakTudeckoil pabote. JlomosHUTENbHas JUTEpaTypa,
IIOMMMO PEKOMEHJIOBAHHOM, BBISABIISIETCS CTYJEHTOM CaMOCTOSITENIBHO.
1. IBoenocoBa, I'. A. [IpoToOKyMEHT U JOKYMEHT: K HUCTOpuH mpoucxoxaenus / I'. A.
JlBoeHocoBa // Bectuk apxuBucta. —2015. — Ne 2. — C. 104-118.
2. KonbkoBa, A. FO. Pazputne nokymenTa B GyHKUIUSIX B criocoOax ero cozmanus / A. FO.
Konbkosa // lenonpousBonactso. —2015. — Ne 4. — C. 7-11.
3. Kymnapenko, H. H. Metoasl u cnocoObl gokymentupoBanusi / H. H. Kymnapenko //
Kymnapenko H. H. lokymenrosenenue : yue6. / H. H. Kymnapenko. — Kues, 2007. — I'n.
3.-C. 69-92.
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4. JlapekoB, H. C. JlokymenroBenenue : yued. mnocodbue / H. C. JlappkoB. — M. : BocTok-
3aman, 2005. — 431 c.

5. IlnemkeBuy, E. A. IlpoTogokymeHTHBIE (OPMBI KOMMYHHMKALIUI: TeHIAeHIUHU pa3Butus / E.
A. ITnemkesud // budbmmorekosenenue. — 2007. — Ne 6. — C.46-52.

Ilpakmuueckas pavoma Ne 3 Tema «3aporcoenue u pazgumue cnocodos u cpeocme
OOKYMEHMUPOGAHU)

Lens paGoThI — U3yYCHHE OCHOBHBIX CIIOCOOOB, CPECTB JOKYMEHTHPOBAHUS KaK JIeii-
CTBUH U COBOKYITHOCTH JIEHCTBUM, IPUMEHSAEMBIX MPHU 3alucu WHGOpMALlMU HA MaTepuaib-
HOM HocHTene (BbIIapanbiBaHue, pe3bda, PUCYHOK, NepdopupoBaHHWE, MEXaHUYECKUH,
(hOTOXUMHUYECKHM, PyIHOH U AP. CIIOCOOBI).

3amanue U METOIMKA BBIMONHEHUs: 1. Micronb3ys y4eOHY 0 U CITPaBOYHYIO JIMTEPATY -
py 10 y4eOHOM TUCIUILINHE, 3aTI0JTHUTH MPEAJIOKEHHYI0 TaOIHILy:

2. OcHOBHBIE CIOCOOBI JOKYMEHTUPOBAHHS, KPOME TEKCTOBOTO (TeXHHYecKoe, GoTo-
JIOKYMEHTHPOBaHUE, KUHO- U BUJICOIOKYMEHTHPOBaHUE, (POHOJOKYMEHTUPOBAHUE, IIEKTPOH-
HOE), PacIpenemsoTcs MEeX1y CTyIAEHTaMM rpynnsl (o 1-2 4enoBeka) M MO KaKIOMY M3
croco0oB roToBHUTCS HeOombias npesentanus (10-15 ciaiinoB B mocienoBaTeIbHOCTH pac-
KPBITHS BOIIPOCOB, 0003HaueHHOW B Tabmuie). [Ipe3enTarus Oyaer mpoaeMOHCTPUPOBaHA U
MIPOKOMMEHTHPOBAHA CTYJCHTAMHU Ha 3aKIFOYUTEIILHOM 3aHATHH 110 TEME.

CyTsb cnocoda
JOKYMEHTHPOBAHUSA,

Ilepuon 3apo:xaenue
PHOA 32pOsKA €ro J0CTOMHCTBA U

Cnoco0bl, cpencTBa cnocoda, cpeacTea Nma
HEI0CTATKH 10
AOKYMEHTHPOBAHMUS AOKYMEHTHPOBAHMS, u3zodperaresst
CPaBHEHHIO C
aaTa u300peTeHust
JAPYTUMH
CYILIECTBYIOUIMMH

1. Texuuueckoe JOKYMCHTHPOBAHHUE - OTO

PucyHok, yeprex, cxema | |

2. ®OTOJOKYMEHTUPOBAHHUE - 3TO

2.1. ®ororpaduueckoe n3oodpaxe-
HUe

2.2. ®ororpaduyeckuii annapar
(kamepa-o0ckypa), renuorpad

2.3. HeratTuBHBIN M TO3UTUBHBIN
OTIIEYaTKHA

2.4. areppoTunus

2.5. MOKpPOKOJITOAUOHHBIN
polecc

2.6. Tuntaiin (Gpepporu)

2.7. IlsetHas gororpadus

2.8. ®ororpaduueckuii  ammapar
JUIL  POJMKOBOWH  (DOTOIUICHKH
(«Komak»)

2.9. Nuddy3nonnsiii Gportorpadu-
YECKHH mporiecc

2.10. ITepBas nudpoBast
¢dororpadus

2.11. Tlepast uudpposas ¢oro-
Kamepa

3. Kuno- n BUICOAOKYMECHTHPOBAHHUE - OTO

3.1. KuHOJOKYMEHTHPOBaHHE |
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3.2. Buneomarautodox

4. ®OHOJOKYMEHTHPOBAHHUE - 3TO

4.1. ®oroTrpad

4.2. I'pammo¢oH

4.3. MarauTodoH

5. Dj1eKTpOHHOE TIOKYMEHTHPOBaHHE

5.1. OunuanbHBINA 3aITyCK CaMOTro
MIEPBOr0 B MHPE KOMITBIOTEpa

5.2. IlepBblif KOMIBIOTED

Pexomenoyemasn numepamypa:

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

JlonomHuTEIBHAS TUTEPATypa K IPAKTHIECKOM padoTe:

1. bepectoBa, T. ®@. JIOKyMEHT: METOAOJIOTUYECKHE OCHOBAHUS U3YUYCHHUS, IPEIBICTOPHS
BO3HHKHOBEHUS, CyITHOCTH U siBieHue / T. d. bepectopa // Hayu. u texH. 6-ku. — 2011. — Ne
10. — C. 42-54.

2. Kymnapenko, H. H. Metoner u cioco0sr nokymentuposanust / H. H. Kymnapenko //
Kymnapenko H. H. JlokymenroBenenue : yue0. / H. H. Kymmnapenko. — Kues, 2007. — I'n. 3.
—C. 69-92.

3. Jlapekos, H. C. lokymenTtoBenenue : yue0d. mocooue / H. C. JlappkoB. — M. : BocTok-
3aman, 2005. —431 c.

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

5. IlnemkeBuy, E. A. 3nanue o noxkymente : K ucropuu Bonpoca / E. A. Ilnemkesuy //
OreuectBeHHble apxuBbl. — 2003. — Ne 4. — C. 25-32.

(1l cemecmp ounoit popmel 00yuenus)

Ilpakmuueckan paooma Ne 4 Tema «Ieontouus noHAMUIL «OOKYMEHN),
«OOKYMEHMUPOBAHHAA UHPOPMAUUA)

Lenp pabGotel — (opMupoBaHHE NOHUMAHMSA 3apPOXKICHUS U HBOJIOIMU HOHATHS
«JOKYMEHT», «I0KyMEHTHUPOBaHHAasl HHPOPMALUA» U YMEHUS paboTaTh ¢ NpOo(ecCHOHATBHOM
HaY4YHOH, yueOHOM, ClIpaBOYHON JIUTEPATYPOH O JOKYMEHTOBECHHUIO.

3ajaHue U METOJMKA BBIIIOJIHEHUS: CTYICHTaM IIpeUIaraeTcs 3aloJHUTh IPEI0KEH -
HYIO0 TaOJHILy M, UCHOJB3Yys MPO(PECCHOHATBHYIO HAYYHYIO, YUeOHYI0, CIIPAaBOYHYIO JHTEpa-
Typy, IOIOJHHUTH €€ 4-5 oIpelneseHUus MU MOHATHA «IOKYMEHT», «JOKYMEHTHPOBaHHAs
uHpOpMaLUsD» ¢ 0053aTeNIbHBIM YKa3aHUEM, OTKY/Ia B3STO JaHHOE OIpeJIeIICHUE.

Bce onpenenenus 101KHbBI ObITh BBICTPOCHB! B XPOHOJIOTHYECKOM MOPs/IKe UX pa3-
padoTKH MM co3AaHMA (a HE MyOJUKAIMM), YTO MO3BOJMUT MPOCIEIUTH 3BOJIIOLUIO HAyY-
HOT'O IOHUMAaHMA JOKYMEHTa 1 HOPMaTUBHOT'O 3aKPEIUIEHUS! TEPMUHOJIOTUU:

N . N N Onpenenenusi NOHATHIA
O¢uumaabHbIi, HOPMATHBHBII, CIPABOYHBIN, HAYYHBIH

Ton u np. JokyMmeHT (3akoH, [OCT, sHuuKk/I0Ne U U T. 11.) IOKYMEHT, IOKyMEHTHPOBAH=
Hasi MHpopMALUSI»
1964 «TepMUHONOTHYECKUI CJIOBaph MO TEOPUU H
MIPaKTUKE HAYYHOU MHGMOPMAIIII)
1983 I'OCT 16487-83 Jlenonpous3BOACTBO U apXHUBHOE

pI(SAI (O TCpMI/IHBI " OIIpCACICHUA

1994 3akoH PD «O OMOIMOTEYHOM JIETIEY

1995 3akoH P® «O06 unpopmanuu, nHhopMaTH3auu U
3aImTe HHPOpMaLTUN»
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1998 I'OCT P 51141-98 Jlenonpon3BOACTBO U apXUB-
Hoe z1e10. TepMUHBI U onpeesieHus
2006 3akoH PO «O6 nHbopMamu, HHPOPMAITMOHHBIX
TEXHOJIOTHUSIX U O 3aIluTe UH(POpMAIUN»
I'OCT P HCO 15489-1-2007. VYmpasienue
2007
nokymeHntamu. OOue TpeboBaHus
I'OCT P UCO 15489-1-2019. Hudopmamus u
2019 JIOKyMEHTalus. YIIpaBjIeHUue JOKYMEHTaMHU.
Yacte 1. [ToHATHS M TPUHIIUTIBL.
2025 I'OCT P 7.0.8-2025 [enonpou3BOJACTBO U apXUB-
Hoe zie10. TepMUHBI U onpeesIeH st

.PeKaMedeaMaﬂJnnnepamwwa:

OcHoBHas TUTEpaTypa K MpakTu4eckoit padore (cm. m. 7.1).
3aganue BHINOTHSETCS B (hOpME MPAKTHYECKOM MOrOTOBKH.

Ilpakmuueckan pavoma Ne 5 Tema « Oynkyuu 0oKymenma»

Lenb paboThl — U3YYUTHh JOKYMEHT Kak MOJU(YHKIMOHAIBHBIM 00BEKT U OCBOUTH €r0
oO1ire 1 yacTHeIe (crienuaibHble) PyHKIUH.
3ajiaHue U METOJIMKA BBINOJIHEHUS: CTYACHTaM IpEeAsiaraeTcs, UCMoib3ys Npodeccro-
HAIBHYIO HAYYHYIO, YYEOHYIO, CIIPAaBOUHYIO JTUTEPATYpy, MPEkKAE BCEro y4ueOHbIC M3TaHUS,
PEKOMEHI0BaHHbIE 110 TUCIUILIMHE, naparpadbl y4eOHUKOB, JaTh ONpeAeTeHUe Kaxaou U3
¢byakuii fokymenta. Ocoboe BHMMaHue obOpatuth Ha crartbio . H. IlIBernoBoii-Bomku
«DyHKIIUU U CBOMCTBa JOKyMEHTa B CHUCTEME COLMAJIbHBIX KOMMYHHUKAIIM» 3allOJHUTH
MPEIJIOKEHHYIO TaOJHITY: AaTh ONpPEeICHHE BCEOONTNX U YaCTHBIX (CHEIHMATBHBIX) (PYHKITHA
U JIONOJTHUTH €€ MPUMepaMu JOKYMEHTOB, PEaU3YIOUINX Ty UM UHYIO (YHKIUIO.

I'pynnbl pyHKIMin

Haspanue pyHknmun

Onpenenenne
bynkumuu

Ipumep
JAOKYMEHTa

uHpopmannonHas (QyHKIUS (UKCH-

Bceobmmue poBaHMs UHGOPMAIIUU U €€ COXpaHe-
pynkuun HUSA)
2. | IOKyMeHTa KOMMYHHKATHBHAs
3. KyMYJIITUBHAs
4. MO3HAaBaTe/IbHAsl (KOTHUTHUBHAS)
3. KYJbTypHas
6. MeMOopHaibHasl (MMaMsITHUKOBAsI)
7. yrpaBiaeH4ecKas (peryJsITUBHAS)
8. UE0JI0rHYecKas
9. IpaBoBas
YacTHbIC D
10. CBUJICTEJILCTBOBAHUS
(cnenuajbHbIE)
11. ACTETUYECKAsI
GyHkunn
12. TeIOHUCTHYECKas
AOKYMEHTAa
13. peKpeaTuBHAs
14. BOCIIUTATEIbHAS
15. MOMYJIIPU3ATOPCKas
16. o0OpasoBarebHas
17. MIOATBEPKICHUS aBTOPCKOIO IIPUOPU-

TCTAa
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PeKOMeHayeMClﬂ aumepamypa.

OcHoBHas TUTEpaTypa K MpakTuIeckoit padore (cm. 1. 7.1).
JlononHuTenbpHAs TUTEpaTypa K MPaKTHYECKOH paboTe:

1.

2.

Konskosa, A. 0. Pa3Butne nokymenta B QyHKIHSIX U crioco0ax ero co3manus / A. 1O.
Konbkoga // lenonpousBoactro. — 2015. — Ne 4, — C. 7-11.

Kymmnapenko, H. H. @ynkuuu noxkymenrta / H. H. Kymmnapenko // Kymmapenko H. H.
HoxymenTtoBeaenue : yue6. / H. H. Kymnapenko. — Kues, 2007. — C. 38—41.

Jlapekos, H. C. Jlokyment u ero ¢pyukmuu / H. C. Jlapskos // Jlapekos H. C. JlokymeH -
toBeneHue : yueO. mocooue / H. C. JIappkos. — M., 2006. — C. 14-22.

[Mnemkesuy, E. A. Onpenenenune ¢pynkuuii nokymenta / E. A. Ilnemkesuu / Hayu. u
TexH. 0-ku. — 2006. — Ne 6. — C. 46-56.

Ilpaxmuueckas pavoma Ne 6 Tema «Ilpusnaxu u ceoiicmea 00OKymeHmos»

Llenp paboOThl — U3Y4YUTh MPHU3HAKU U CBOICTBA JIOKYMEHTOB, B T.M. 3JIEKTPOHHBIX,

YMETh NPUMCHUTH TMOJTYYCHHBIC TCOPCTHYCCKHUC 3HAHUA K aHAJIN3Y U XAPAKTCPUCTUKC KOH-
KPETHBIX JOKYMCHTOB.

3aI[aHI/IC U MCTOJMKA BBINOJHCHUSA: CTYACHTAM IMPCAJIaracTcCs, MUCIOJb3yd JICKIIMOH-

HBIi MaTepuai, BbISBICHHYIO CAMOCTOSTEIbHO MpodeccHoHaNbHYI0 Yy4eOHYyI0, HayudHYIO,
CIIPABOYHYIO JIUTEPATYpPY, MPEKAEC BCETO y4ueOHBIE W3JaHUS, PEKOMEHIOBAHHBIC TIO JUC-
nuruHe, maparpadsr yaeonukoB H.C. JlapekoBa, H. H. Kymnapenko, I'. @. I'opaykanoBoii
U JIp. aBTOPOB, 3aII0JHUTH NPEATIOKEHHYI0 Tabnuiy. Cienyer oOpaTUTh BHUMaHHE Ha HOpMa-
THUBHOE 3aKpEIUICHHE CBOMCTB JOKYMEHTa BOOOIIIE, U 3JIEKTPOHHOTO JOKYMEHTa B YaCTHOCTH,
B ['OCT P 7.0.8-2025 [1enonpou3BOACTBO U apXUBHOE /1€J10. Te€pMUHBI U ONPECICHHUS.

1) oxapakTepu30BaTh KaXKIbI MPU3HAK U CBOWCTBO JIOKYMEHTOB;

2) mpoaHaIU3UupPOBaTh MPEIOKEHHBIN HAa MPAKTUYECKOM 3aHATUH KOMIUIEKT JOKYMEH-
TOB, PacCKpbIBasi IPU3HAKU U CBOICTBA JOKYMEHTOB IPUMEHHUTEIBHO K KOHKPETHBIM,
IIPEJIOKEHHBIM B KOMILUIEKTE.

Ne Ilpu3Haky U CBOMCTBA 10OKYMEHTOB XapaxkTepucTuka
Ilpusnaxu 00Kymenmoes

1. BeniecTBeHHOCTh TOKYMEHTa

2. CeMaHTUYHOCTh IOKYMEHTA

3. | IlpenHa3HauyeHHOCTH JOKYMEHTA ISl NCTIOB30BaHHUSI

B CONMATHHON KOMMYHUKAIHH

4. | 3aBepIIeHHOCTh COOOIICHMS
Ceoiicmea 00KymMeHnmos

5. | ATpuOyTUBHOCTH JOKYMEHTA

6. DYHKIIMOHAIBHOCTH JIOKYMEHTA

7. | CTpyKTYpHOCTh TOKYMEHTA

8. | TpancopMaTHBHOCTh JOKYMEHTA

9. | FOpuanyeckas 3HAaUUMOCTh TIOKYMEHTA

10. | FOpunuyeckas cujia TOKyMEHTa

11. | AYyTEHTHUYHOCTb JEKTPOHHOTO JOKYMEHTa

12. | JIoCTOBEPHOCTH JAEKTPOHHOTO IOKYMEHTA

13. | LlenocTHOCTD 3JIEKTPOHHOTO JOKYMEHTa

14. | [IpurogHOCTD JUIsl UCTIONB30BAHUS IEKTPOHHOTO

JOKYMCHTA

Ilpakmuueckasn paooma Ne 7 Tema «Knaccupukayus 00Kymenmoe»
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Ilenp paboOTBI — OCBOWUTH MHOTOACTIEKTHYIO OJOYHO-(PaCETHYIO KIIacCHU(PUKAIINIO
JIOKYMEHTOB.

3amaHue ¥ METOAMKA BBIMIOJIHEHUS: CTYJEHTaM MpeaJiaraeTrcs, UCIOJIb3ys JEKIUOH-
HBIH MaTepuall, MpopeCCHOHATBHYI0 Y4eOHYIO, CIPAaBOYHYIO JIUTEPATYpy, MPEXkKAE BCErO
yueOHbIe M3JaHUs, PEeKOMEHJO0BaHHbIE MO aucuuIuiMHe, naparpadsl yueonukos H.C. Jlaps-
koBa, H. H. Kymnapenxo, I'. ®@. ['opaykanoBoii U 1p. aBTOPOB, 3aII0JIHUTH MPEIJI0KEHHYIO
Ta0IHILy:

1) nate ompeaeneHHe KakKIOTO BUAA JOKYMEHTA, BBIJCIEHHOTO IO COOTBETCTBY-
IOILIEMY MTPU3HAKY;

2) AONOJHUTH TAOJIHUILy TPUMEPAMU JTOKYMEHTOB TOTO MJIM MHOTO BHJA.

Baouno-¢pacernas kiaccupuranus J0KYyMEHTOB

Baok- IIpusnak kaaccupuka- Onpenenenne Ipumepsbi
p o Ne Bupg nokymenra pex P P
dacer U BHJA JOKYMEHTOB
Kuaccudukanus no nHGopMauMoHHOI cocTaBJsiiOled JOKYMEHTa
1.1 TEKCTOBOM
1.2 MKOHOTpaHuYeCKuii
Bug nokymenTta mo xa- =
Brnok- 1.3 uaeorpapuyeckuit
pakrepy 3HAKOBBIX =
dacer 1 1.4 3BYYalIUi
CpencTs =
1.5 MaTPHUYHBIH
1.6 KOMIIJICKCHEIN
Brok Bun noxymenta mo mep- | 2.1 OJTHOMEPHBIH
dacer 2 HoCTH 3anucu uHpopma- | 2.2 JIBYMEPHBII
U1 2.3 TPEXMEPHBIN
Biox Bun  nmoxymenta mo | 3.1 YeJJOBEKOYHNTAEMBIN
MpeaHA3HAYEHHOCTH JIJIs N
dacer 3 P 3.2 MAaIIMHOYUTAEMBbII
BOCHIPUSITHS
4.1 BU3YaJIbHBIH
baoxk- Buag  gokymenta 1o | 4.2 TaKTHIJIbHBINA
dacer 4 | 40enany BoCTIpHATHSA 43 ayIUaTbHBII
4.4 ayIMOBU3YaJIbHBIN
Bioxk Bun  gokymenta mo | 5.1 ONnyOJHUKOBAHHBIN
JIOK- >
dacer 5 CTeTeHH ero pacmpo- | 5.2 HeoIyOIMKOBAaHHBII
CTPAHEHHOCTH 5.3 HEMyOJINKYEeMBIH
6.1 PYKONMCHBII
6.2 IeYaTHBIN
B 6.3 MeXaHUYECKUH
U OKYMEHTa 10 =
Brnok- c (f[co6ﬂ }(l) . o 6.4 MaTHUTHBIA
11 JIOKYMEHTHPO- >
dacer 6 Y Y P 6.5 ¢oTorpaduaeckuit
BaHUS -
6.6 ONTUYECKUI
6.7 JIa3epHBIN
6.8 UIEKTPOHHBII
Bitok Bung  pmoxymenta mo | 7.1 MIepBUYHBIN
OBHIO 00001IEeHNs .
dacer 7 yp 7.2 BTOPUYHBIN
nHbOpMaUH
Kaaccudukanus no ¢pusndeckoii (MATepHATBbHOM) COCTABJISIIONIEH JOKYMEHTA
Biok- Bunx  nokymenta mmo | 8.1 OyMa>KHBIH
dacer 40erepuaibHOMy HOCH- | 8.2 [UICHOYHBIH
8 TeNo HH(popMaLUK 8.3 IJIACTMACCOBBIM
9.1 JINCTOBOM
Biok- Bun  nmoxkymenta  mo -
M 9.2 KOJCKCOBBII
®acer 40etepuanbHoi v
9.3 KapTOYHBIN
9 KOHCTPYKLIUU —
9.4 JIEHTOYHBII
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9.5 IMCKOBBIN
9.6 KOMOMHHPOBAHHBIH
Kiuaccudiukanusi JOKyMeHTA 10 00¢TOSITEILCTBAM €ro ObITOBAHUSI BO BHENIHEH cpee
brox- 10.1 | nepuoanyeckue
Pacer Bun noxymeHTa 1o pery-
10 JIIPHOCTH BbIX0Ja B cBeT | 10.2 | HemepuoauvecKue
Biok- Bung  pmoxymenta mo | 11.1 | opurmHan
Ddacer BPEMEHH TMOSBJICHUS B
11.2 | xomus
11 CBET
12.1 | mecTHBII
Bbrnok- Bun  pokymeHta | mo =
12.2 | pernoHajabHBIN
®dacer 4leccty  TPOUCXOXKIE- v v
1 st 12.3 | oOrmerocy1apcTBeHHbIN (HAIMOHATBHBIH)
12.4 | 3apyOexHBIH (MHOCTpPaHHBIN)
3aiaHue BBIMOHIETCS B (DOpME MPAKTUIECKON TOJTOTOBKH.
Ilpakmuueckas paooma Ne 8 Tema «Ogpuyuanvnvie uzoanusn
L paboThl — OCBOUTH| KIIaCCUPUKALINIO ODUIIMATHHBIX M3TaHUNA KaK W3TaHUMU, My0-
JUKYEeMpIX OT UMEHHU TOCYJap¢TBEHHBIX OPTaHOB, YUPEKIICHUM, BEJOMCTB MU OOIIECTBEH-
HBIX OplaHU3alNN, COAEpKAIYX MAaTEpUaIbl HOPMATUBHOI'O WM JUPEKTUBHOTO XapakTepa.
34 JaHUC W METOJHKA BBIIMOJTHCHUA: CTYACHTAM IpEaaracTcs, UCI0Jb3ysa HallMOHAJIb-
ueiil ctangapt 'OCT P 7.0.602020 «M3nanust. OcHOBHBIE BUbI. T€pMUHBI U ONIPEACIICHUS
HU3Y4YUTh OCHOBHBIC BHIBI O(b]’IHI/IaHBHBIX I/I?)I[aHI/Iﬁ U UX OHNpEACICHUS. ,Z[anee HCIIOJIB3YyH

«KHIWKHYyO JeTonucey, cail
budyeckre OmMCaHUs W3
NBHBIX W3JIaHUM pa3iun?
POUYUX, HE BOLIEAIINX 1
0B OPUIHATIEHBIX U3AHUI:

Buasbl opunmuanbHbIX M31aHUM

JMOTpa(
odurma

TaK U II

SIMH BU]

‘bl M3ATENBCTB, IPOYME HWCTOYHUKH, CoOepiKamiie Ouo-
JTaHWM, BbIIEAMX B PO B TekylieM rojay, HauTH IPUMEPHI
THBIX BUJIOB, KaK 0003HAUYEHHBIX B HAIIMOHAJIHHOM CTaHIApTE,
38 HET0, ¥ BHECTH NMPUMEPHI B TAOJIHIy BMECTE C ONpeesICHH -

1-2 npumepa
OcHoOBHBIE pumep
opUIHAIBLHOTO
BH/IBI
Ne OmnpenesieHue BAaa W3TaHUs
opuIHATBLHBIX ~
N HA KaKIbId W3
W3IaHUI
€ro BH/I0B
OdumnmansHOe W3MaHWE, CoAep)Kamiee OCHOBHOW  3aKOH
TOCyIapiCTBa, OTPEISIAIONINI 00IIeCTBEHHOE 1 TOCyIapCTBEH-
1. Koncturynus HOE YCTPOICTBO, MOPSAIOK U IPUHIIUITEI 00pa30BaHUs MPEICTa-
BUTEIILHBIX OPTaHOB BIACTH, H30UPATEIBHYIO CHCTEMY, OCHOB-
HBIC TIP3Ba ¥ 0053aHHOCTH TPAXKJIAH.
OdurpanpHOe U3AaHKE, COACPIKAIee HOPMATUBHBIN aKT, MPH-
HATHIA BBICIIMM OPTaHOM 3aKOHOJATEIbHOM BIACTH CTPaHBI B
5 3aKoH ycraHogneHHOM Kouctutynmeit mopsake. OCHOBHOW HCTOY-
’ HUK Tp3Ba, 00JIafal0MHi BEICIIIEH IOPHIUIECKON CHIIOH IO OT-
HOIICHHIO K APYTUM HOPMATHBHBIM aKTaM (yKa3aM, IIOCTaHOB-
JICHUSM|U TIp.).
OdurmansHOe U3aHKUEe, COMCPIKAIICe CUCTEMATH3UPOBAHHBIN
3aKOHOJIATEIBHBIN aKT, PEryJUPYIONIMN Kakywoo-mubo chepy
OOIIIECTBEHHBIX OTHOIICHUH Ha TEPPUTOPHUH COOTBETCTBY-
3 Konexe IOIIETO rOCyAapcTBa WK cyObekTa (eneparuu (Hamp., TPyIO-
’ 3aKOHOB BEIC COTJIANICHUS Pa0OYMX W CIIY)KallNX; AMYIIECTBCHHBIC U
CBs3aHHBIC C HUM JIMYHBIC HEUMYIICCTBEHHBIC OTHOIICHHUS,
BO3HHUKAIOIINE C YIACTHEM FOPUIMYCCKUX JIUI] U TPaXkIaH U T.
IL.).
4. Kommenrapuii | OduiinayibHoe U3nanue, CoAepIKaIiee MOsICHSHHUsI, TOJIKOBaHHUS
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K 3aKOHY

K TCKCTaM 3aKOHOB, KOJCKCOB 3aKOHOB.

Yka3

OdwunmansHOe M3TaHUE, coeprKallee HOPMATUBHBINA aKT TJia-
BEI rocyiapcTBa (MIpe3nIeHTa).

IlocTanoBJie-
HHE

OdwunmanpHoe  W3[aHUE,  CcoAepXkKamee  HOPMATHBHEIN
JIOKyMEHT, BHOCHUMBIH BBICIIUMHU OpPraHaMy HCHOJHUTEIbHOMN
BJIACTH TOCYIAPCTBA, 00SI3aTEIbHBIN JJIs1 BBITOJHCHUS.

YcraBHoOE
H3JaHHe

OdunuansHoe M3IaHUE, COIeprKallee ycTaB — CBOA IIPaBulI,
PETYIHPYIOIIX OPraHU3aALHUI0 U MOPSIIOK ONPEACIEHHOM aes-
TEJIbHOCTH.

Cranpapr

OdwunansHOe W3TaHWUE, COACpXKaIee KOMIUIEKC HOPM, Ipa-
BWI, TpeOOBaHMH K OOBCKTY CTaHAAPTU3AIUH, KOTOPHIC
YCTaHaBJIMUBAIOT HA OCHOBE JIOCTI>KEHUIN HAYKH, TEXHUKHU U TIe-
pPEIOBOTO OMbITa U yTBEPKAAIOT B COOTBETCTBUHU C ACHCTBY-
FOLLIMM 3aKOHOJIaTENbCTBOM.

Hucrpykums

OdwunmansHOe W3MaHKUE, CONEpIKallee MpaBUiIa 10 PETYIIHPO-
BaHUIO IPOM3BOJACTBEHHOM, NMPAaKTHYECKOH M OOIIECCTBEHHOI
JIESITEIFHOCT WJIM TIOJIB30BAHUIO M3ACNUSAMH U (M) yCiIy-
ramu

10.

IIpeiickypanTt

OdwunmansHOe U (M) CIIPaBOYHOE W3IAHKE, CONEpIKAIIee CH-
CTEMaTH3UPOBAHHBIN NepevYeHb MaTepUaloB, U3IeIHi, 000py-
JIOBAHHMSI, IPONU3BOJICTBEHHBIX OINEpPAIMi, YCIYT, C yKa3aHHEM
1IeH, a UHOTAa M KPaTKNX XapaKTepPHCTHK.

11.

IIpaBuna

I/I3Z[aHI/Ie, YyCTaHaBJIMBAIOIIECC MOPAAOK U YyCJIOBUA KaKo#-1uoo
JACATCIbHOCTH, ONPEACIAIONICE IpaBa U 00SI3aHHOCTH JInIg,

OCYIIECTBJIAIOIINX 3Ty ACATCIBHOCTD.

Ilpakmuueckasa paooma Ne 9 Tema «Cnoeapno-InyuKioneouuecKue

u cnpaeovdHsle uzoanus»

Llenb paGoThI — OCBOUTH KJIACCHU(IUKAIIMIO CIOBAPHO-IHIIMKIONEANYECKUX U CIIPaBOY-
HBIX W3JaHUH KaK U3JaHuM.
3ajaHve ¥ METOJMKA BBIIIOJHEHUS: CTYyJACHTaM MpeajaraeTcsi, UCHoJb3ysl UCIOJIb3Ysl
HanuoHanbHBI cTaHmAapt ['OCT P 7.0.60-2020 «M3nanusi. OcHOBHBIC BUIBL. TEpMHUHBI U
ONpENIETICHUS» U3YUYUTh OCHOBHBIE BHJIbI CJIOBApPHO-YHUUKIONEANYECKUX U CIPABOYHBIX W3-
IaHuil u ux omnpenenenus. Jlanee ucnonbsdys «KHMKHYIO J€TONMUCHY, CANTHI U31ATEIIbCTB,
MpoYHe UCTOUYHUKH, CoJIeprKalie Oudnuorpaduieckie OnucaHus U3AaHui, BeIeAmux B PO
B TEKYIIEM TOJy, HAWTHU MPUMEPHI CIOBAPHO-IHIUKIONEIUYCCKUX U CIPABOYHBIX H3JAHUN
pa3’IMYHBIX MOJBUIOB, KaK 0003HAYEHHBIX B HAIMOHAIHLHOM CTaHAApTE, TaK M MPOYUX, HE
BOIIE/NIUX B HETO, U BHECTU MPUMEPHI B TAOJIUILY BMECTE C UX ONPEICICHUSIMH:

Buanl CJTOBAPHO-OHIUKJIOIICAUIECCKHUX U CIIPABOYHBIX U3IaHuM

Bua usnanus

IoaBua n3nanus

ITpumep

1. DHiukIOnIE AU

— 3TO Hay4YHO 0OOCHOBAH-
HOE H3JaHHEe, COJACpIKa-
mee B 0000IIEHHOM BHIE
OCHOBHEIE CBEIEHHS 10
OIHOM WIIM HECKOJBLKHUM
oTpaciusaM 3HAaHWH, W3-
JIO’)KEHHBIE B BUJE CTaTeH,
pacnonomeﬂﬂmx B CHUu-
CTeMaTI/I3I/IpOBaHHOM I10-
psaKe.

1.1. Buovl sHyuxnioneouil no yeieeomy Ha-

3HAYEHUIO.

1.1.1 Hay4Hasi SHIIMKJIOTIEAMSI

OTnenbHBIN IpUMeEp

1.1.2 Hay4uHo-monyJsipHast SHIIUKIIOTICTUS

OTnenbHBIH IpUMEp

1.1.3 JlocyroBast SHITKJIOTIC VIS

OTnenpHBIHA TpUMEp

1.2. Buowl sHyuxioneouil 8 3a6ucumocmu
OM_Kpy2a 6KIIOYEHHbIX C8e0eHULL

1.2.1 YHuBepcajipHasi QJHIMKJIONEANS

1.2.2 OTtpacneBast JHIMKJIONEAUS

1.2.3 TemaTnueckas SHIMKIIONIE TS

1.2.4 TlepcoHanbHasi SHUMKIIONEAUS

1.2.5 PernonansHast SHIUKIIONE NS

B coBokymHocTH 3-4 mpumepa
Pa3IMYHOr0 BHIA SHIMKIONEIHN
€ yKazanuem 8uoa HYUKIoneouu

2. CnoBaps
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— 3TO W3JaHUe, COACpKa-
uiee ynopsAa04eHHbIN Te-
P€UCHb A3BIKOBBIX C€IH-
HHUIl (CJIOB, CIIOBOCOYETA-
HUH, ¢Qpa3, TEPMHUHOB,
HMEH, 3HAaKOB), CHA0XKEH-
HBIX OTHOCSIIUMHUCS K
HUM CIPAaBOYHBIMHU JaH-
HBIMH.

2.1. Buowl_ciosapeil no xapakmepy npueo-

OUMbIX C8COCHUIL:

2.1.1 DHUMKIONEANYECKUH CIOBAph

OTxenbHBINA IpUMEp

2.1.2 TepMHHOJIOTHUECKUI1 CI0Baph

OTnenbHBINA IpUMep

2.1.3 SI3pIKOBOI1 cIOBaph

2.1.3.1 TonkoBbIH CIIOBAPh

2.1.3.2 Opdorpadudeckuii cioBapb

2.1.3.3 Opthosmudeckuii cioBapb

2.1.3.4 YacTOTHBIH clIOBaphb

2.1.3.5 IlepeBogHOH CIIOBAPH

2.1.3.6 ®pazeosornuecKkuit

2.1.3.7 CnoBapb CHHOHIMOB (aHTOHHMOB)

2.1.3.8 DTuMonoruueckuil coBapb

B coBokynHocTH 4-5 mpumepos
Pa3IMYHOTO BUAA SA3BIKOBBIX CIIO-
Bapeil ¢ ykasanuem uoa cnosaps

3. CnpaBo4HUK

— 9TO CIICIHAIN3UPOBaH-
HOE CIIPaBOYHOE M3[aHHE,
UMEIoIee CHCTEMaTH3U-

POBaHHYIO CTPYKTYDY.

3.1. Buowl CnpasoyYHUKoO6 no _yeieeomy Ha-

3HAYEHUIO.

3.1.1. Hayunsl#i cipaBOYHHK

3.1.2.  MaccoBO-IIOJIMTUYECKUI  CIIpaBOY-
HHK

3.1.3.  IIpou3BOACTBEHHO-NPAKTUUECKHIM
CIPaBOYHUK

3.1.4. Y4eOHbIi cIpaBOUHHUK

3.1.5. BeITOBO CIpaBOYHHK

B cosokynHoctu 3-4 mpumepa
pa3IMYHOTO BUJAA CIPABOYHHKOB
C YKa3aHUEM BUJa CIIPAaBOYHHUKA

3.1.6. [lonynsapHLI cIpaBOYHUK

Bce o nencusax u nencuonuou
pegopme na 2020 200. Hasznaue-
Hue, Tb2ombl, CYOCUOUU: CRPABOY-
nux ons nacenenus / E. U. Jlagol-
oenko. — 3-e u30., ucnp. u oon. —
M. : ACT, 2020. — 162 c. : un.

3.2. Ilo xapaxmepy npusooumwix
ceeoerull

3.2.1 buorpaduueckuii cipaBOYHHK

3.2.2 Buobubnuorpaduyeckuii CpaBOYHUK

323 AJIlpecHbIH, OpraHU3aIMOHHO-
(bUpPMEHHBIN CTIPaBOYHHK

3.2.4 CripaBOYHHK IO PO ECCHSIM

3.2.5 CrpaBOYHHUK-KaTajior

3.2.6 IlyTeBouTeENb

3.2.7 CupaBo4HHUK-XpoHOTrpad

B coBokymHOoCcTH 4-5 mpmMepoB
pa3IMYHOr0 BHA CIPABOYHHKOB
C yKasanuem uda CnpagoyHuKa

1II cemecmp ounoit popmot 006yuenusn

IIpakmuueckasa paooma Ne 10 Tema «Ieontoyun hopmynapa 0oKkymenma

Henb paGoThl — U3Y4YUTH 3apOXKICHHUE, PA3BUTHE U OCOOEHHOCTH (popmMysisipa opHIIH-

ANMBHBIX U CITy)eOHBIX JoKyMeHTOB X VIII — Hauana XX BB.

3aI[aHI/Ie U MCTOJIMKA BBITTOJHCHUS: UCIIOJb3YA JICKIUOHHBIC MATCpHUaJIbl 1 PCKOMCH-

JIOBaHHbIE UCTOYHHUKH, IPOAHAIM3UPOBATH NMPEAJIOKEHHbIE KoUK JOKyMeHTOB XIX — Hayana
XX BB. IO cxeme, oOpaias ocodoe BHUMaHUE HAa OCOOCHHOCTH O(OPMIICHHS PEKBHU3UTOB;
OBITh TOTOBBIM OTBEYATh HA MMOCTABIIEHHBIE BOIIPOCHI:

1.

2.

[98)

Korna B Poccun 3apoaumnack pernamenTanus opopmieHus opUIHaIbHOrO U Ciyxe0-
HOT'O JIOKyMeHTa?

Korna B Poccun nosiusicst popMyiisip opUIMaIbHOTO U CITYy>KeOHOTO TOKyMeHTa?
Kaknmu 3akononaTenbHbIMH akTaMu XX — Hagasa XX BB. ObUIO periaMeHTHPOBAHO
odopmiieHHEe OPUIHATEHOTO U CTYKEOHOTO JOKyMeHTa?

HazoBute BUABI pOCCUUCKHX OPUIIHATBHBIX U CIyXeOHBIX MoKkymMeHTOB X VIII-XIX
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BB., 0COOCHHOCTH UX 0(opmIIeHUs1, cOCcTaB (HOpMYJIsIpa.
Korna nosiBuiiuce 6J1aHKU U UX BUJIBI?
6. Korma nmossBUIMCh OTMETKH Ha JOKYMEHTaX, OTPAKAIOIINE UX JBHKCHHE B YUPEKIIe-
HUU 1 paboTy ¢ HUMU? ONUIIUTE BUABI OTMETOK.
7. CocraBuTh popMyIsip 2 TOKYMEHTOB.
[Tpu moaroToBKe MpakTUYECKON paboThl 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 : HEMOCpeACTBEHHBIN // Momnomoit yue-
HbIiA. — 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 00KymMeHmo6»

Lenp paboThl — H3yUeHUE PEKBU3UTOB JIOKYMEHTOB, YCTAaHOBICHHBIX HarmoHaabHBIM
craggaprom P® I'OCT P 7.0.97-2025 «Cucrema cranmapToB 1o uHpopmaruu, ondanored-
HOMY U U3JIaTeIbCKOMY jeny. OpraHu3alMOHHO-paCTIoOpsAUTeNbHAs ToKyMeHTauus. Tpebo-
BaHMS K 0OPMIICHUIO IOKYMEHTOBY.

3ajaHre ¥ METOJIMKA BBITIOJHEHUS: U3YYUTh PEKBU3UTHI JOKYMEHTOB, YCTAHOBJICHHBIE
HarmmmonanbapiM ctangaptoM PO I'OCT P 7.0.97-2025 «Cuctema cTranmaapToB 1o wHpOpMa-
My, OMOIMOTEUHOMY U U3JATEIbCKOMYy Jieny. OpraHu3anuoHHO-PaCIOpsIUTENbHAS
nokyMmeHTanus. TpeboBanus K OpOPMIICHHIO JIOKYMEHTOBY», 3alOJHUTH TaOJIHMIly C yKasa-
HUEM KOJIa PEKBU3UTa MO CTaHAApTy, €ro Ha3BaHMs, a TAKXKe MOSICHEHHH, KacaroluXxcs
o(opMIIEHHS JAaHHOTO PEKBU3HTA:

Kon
HazBanue
PEKBU XapakTeprcTiuka peKBU3HUTA, 0COOCHHOCTH ero 0(hOpMIICHHUS
peKBU3UTA
3UTa
I'ep6 (I'ocymapctBennsiii rep6 P®, rep6 cyObekra P®, repb
(TepayibIUIeCcKui 3HaK) MYHHUITUTIATIBHOTO obpazoBaHus)
. | Bocmipom3BomWTCS Ha OJaHKax JOKYMEHTOB B COOTBETCTBHH C
I'ep6 (I'ocymapcTBeHHBIH
. . | denepanrbHBIM KOHCTHTYIIHOHHBIM 3aKOHOM OT 25 mekabps 2000 .
repo Poccutickoii
Dexepawi renG Ne 2-®K3 «O T'ocymapctBenHOM Tepbe POy, 3akoHOHATEIEHBIMU 1
P ’ TP e HOPMATHUBHBIMH TPAaBOBBIMH aKTaMH CyOBeKTOB P®D wu
cyobpekra  Poccwmiickoit
1 HOPMATHBHBIMKA  TPAaBOBBIMU  aKTaMHd  OPraHOB  MECTHOIO
Deneparum, repb
(repayibAMYeCcKUil  3HAK) CaMOYPABICHIA.
MYHHLHTTATEHOTO N3o0paxenne repba (['ocymapctBenHoro, cyOnekta Pd, repda
og a3oBaHN) (repanpIMYecKOro 3HAKa) OpraHa MECTHOTO CaMOYIIPaBIICHHUS)
p MTOMEIIAeTCs 1I0 CepeluHEe BEPXHETO IOl ONlaHKa TOKYMEHTa Hal
PEKBU3UTAMH OpPTaHMU3ALUU - aBTOpa JOKYMEHTa, HAa PaCCTOSHHH
10 MM OT BEpXHET0 Kpas JIMCTA.
OMOyieMa OpraHusaiuu, pa3padoTaHHAs © YTBEpXKJICHHas B
5 SaGena YCTaHOBJIEHHOM TOPSAKE, pa3Meliaercsi B COOTBETCTBUU C
HOPMATHBHBIMK TPABOBBIMH aKTaMH Ha OJaHKax: TOKYMEHTOB
(enepalibHBIX OPraHOB I'OCYAapPCTBEHHOW BJIACTH (32 MCKIKOUEHHUEM
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CllyyaeB, IPEAyCMaTPHBAIOIINX HCIONB30BAHUE H300pa’KeHUS
locynapcteennoro rtepba P®), TeppuTOpHANIBHBEIX OpraHOB
(enepabHBIX OPTaHOB TOCYIAPCTBEHHOH BIIACTH, TOCYAAPCTBEHHBIX
1 HErocy1apCTBEHHBIX OpraHu3alni.

N3o6paxxeHne sMOIeMBbl ITOMEIIAECTCS IO CEpeIMHE BEPXHETO IOJIS
OnaHka JIOKyMEHTa HaJ pPEKBU3UTaMH OpraHM3aluk - aBTopa
JIOKYMEHTA, Ha paccTosiHUM 10 MM OT BEpXHEro Kpas JucTa.

OTMeTKa O HampaBJICHUH JOKyMEHTa B JIENIO ONPENEISET MECTO
XpaHEHHs JOKyMEHTa TIOCI€ 3aBepIIeHHs pabOTBl ¢ HUM U
BKJIIOUAeT: cioBa «B memo», WHaekc nena 1mo HOMEHKIJIAType Jel, B
KOTOpO€ MOMENAeTCs JOKYMEHT Ha XpaHEHHE, C yKa3aHHEM roja,
JIOJDKHOCTH JIMLA, 0()OPMHBIIETO OTMETKY, ITOJIITHCH, AaTHI.

OtMeTKa o HanpaBJICHUHU
JOKYMCHTa B ACJI0

30 [Tpumep -
B neno Ne 02-22 3a 2022 r.
3aB. OTZIEJIOM KauecTBa MPOIAYKIINU

ITonmnuce JHara

OrmMmeTka o HallpaBJICHUU AJOKYMCHTA B JCJIO MOXKCT HOMOJHATHCA
KPAaTKUMH CBCACHUAMMU O XapaKTCPEC MCIOJHCHUSA JOKYMCHTA.

Ilpakmuueckasn paooma Ne 12. Tema «Oghopmnenue
0P2aHU3AUUOHHO-PACROPAOUMEIbHO OOKYMEHMAUUU)

Henp pa®oTbl — U3yunTh (GOpMYJIsIp JOKYMEHTa KaK COBOKYIIHOCTh €r0 PEKBH3HTOB,
pAcCIIONIOKEHHBIX B YCTAHOBJIGHHOW MOCJIEIOBATENbHOCTH, H3YYUTh COCTaB PEKBU3UTOB
JIOKYMEHTOB, COBPEMEHHBIE TPeOOBaHMS HAIIMOHAIBHBIX CTaHAapTOB, mpexae Bcero ['OCT P
7.0.97-2025 «Cucrema ctanaapToB M0 MH(pOpMAIUK, OMOIMOTEYHOMY U M3/1aTEIIbCKOMY Jie-
ay. OpraHu3alnvoOHHO-PACTIOPSIUTENbHAS JTOKyMeHTalusa. TpeOoBaHusS K OG(OPMIICHUIO
JIOKYMEHTOB» U HOPMaTHUBHBIX aKTOB K O()OPMIICHHIO PEKBU3UTOB.

3ajaHue U METOJIMKA BBIIIOJHEHHUS:

1. U3yuurs 'OCT P 7.0.97-2025 «Cuctema craHmaptoB no uHdopmanuu, O0uO-
JUOTEYHOMY M H3JaTeibckoMy Jerny. OpraHu3almoHHO-PACIOPSIUTeNIbHAS JJOKYMEHTAIUS.
TpeboBanust K 0OPMIICHUIO JTOKYMEHTOB» C TPEOOBAHUSAMHU K O(OPMIICHUIO JIOKYMEHTOB,
OIIPENIEIUTh €r0 CTPYKTYPY, COCTAB Pa3/i€ioB.

2. B cootserctBum ¢ 'OCT u3yuuth HaOOp PEeKBU3UTOB OPHUIIUATBHOTO MUCHMEHHOTO
JIOKYMEHTA, PacIOJI0KEHHBIX B OIIPEEICHHON 0CIIe0BAaTENbHOCTH, COCTABIISIIOIUX (hOpMy-
JSIp TOKYMEHTA.

3. Byunth 00s3aTeNBHBIA COCTaB PEKBU3UTOB JTOKYMEHTOB, OOECIICUMBAIOIIMA WX
npumMeHenue B ynpasiendeckor nesrenabHoctd (I'OCT 6.10.5-87. YCA. TpebGoBanus K mo-
cTpoeHnio Gopmyisipa-oopasia): 1) HaumenoBanue opraHusamnuu — aBTOpa JOKyMEHTa; 2)
Kon opranmszanuu — aBropa 1oKyMmeHTa; 3) Ha3Banue Buia TOKyMEHTa WM YHU(PHIUPOBAH -
HOM (GopMBI JTOKyMeHTa (BKJIIOYasi 3arojioBoK); 4) 3aroyioBok kK Tekcty; 5) Kox dopmsl
nokymeHnrta; 6) llata nokymenta; 7) Uuaekc; 8) Tekct; 9) Bussr; 10) [loanuce; 11) Otmerka
00 MCIIOJIHEHUH JOKYMEHTA U HalPaBJIEHUU €ro B AEJIO.

4. V3y4nTh COCTaB JOMOJHUTEIbHBIX PEKBU3UTOB IOKYMEHTOB.

5. Nyuuts TpeboBanus 'OCT k Gi1aHKy TOKyMEHTA.

6. Ilpoananu3upoBath MpeIOKEHHBIH HA0Op (KOMILJIEKT) JTOKYMEHTOB, ONPEICIUTh
PEKBU3UTHI, YKa3aTh HEJJOCTATKU B UX COCTABE, PACIIOI0KEHUH, OPOPMIICHHH.

Ilpaxmuyeckas paboma Ne 13. Tema «Cocmaenenue u opopmnenue
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Op2anu3ayUuOHHbIX 001<ymenmoe»

Henb paboTsl — popMHpPOBAHUE MPAKTUYECKUX HABBIKOB Pa3paOOTKU M HCHOJIH30BaA-
HUSl OPraHU3alMOHHBIX JOKYMEHTOB, (PUKCUPYIOIMX OPraHU3allMOHHYIO AEATENbHOCTD yupe-
JKJICHUS U COJICPIKAIIMX MTPABUIIA, HOPMBI, MTOJIOKEHHS, ONPEACIISIONINE CTaTyC OpraHU3alty,
e€ KOMIETEHLUIO, CTPYKTYpY LITaTHYIO YUCICHHOCTh U JOJKHOCTHOM COCTaB, (PyHKIIMOHAJIb-
HOE COJIep)KaHHe JEeSTeILHOCTH OPraHU3aluy B LIEJIOM, €€ MOIpa3/IeieHui U PaOOTHUKOB, UX
npaBa, 00513aHHOCTH, OTBETCTBEHHOCTh M JIp. 3aKpenuTh 3HaHue HanmoHanabHOro craHaapra
P® I'OCT P 7.0.97-2025 «Cuctema ctanmapToB 1o uHpopmMaiuu, OHOIMOTEYHOMY U W3-
JarenbckoMy zeny. OpraHu3allMOHHO-PAcHOpsAUTENbHAs JAOKyMeHTanus. TpeOoBaHusA K
0(hOpMIICHHUIO TOKYMEHTOBY.

3ajaHyue ¥ METOIMKA BBIIIOJHEHHUS:

1. Ucnonp3ys NEeKUMOHHBIN MaTepual, pecypchl IHTepHET-caliTOB U IyOJMKallUU OT-
pacieBoil JOKyMEHTOBEIYECKOH MEePUOAMKH, U3yUUTh COCTAB U CTPYKTYpPY OpraHM3alUOH-
HBIX TOKYMEHTOB OpPTraHU3aIMH, YIPEKICHHUS WIH TPEIIPUSTHSL:

e YcCTaB OpraHu3aluu;

e [lonoxxeHue 00 opraHuzanuy;

e JlonoxxeHus 0 CTPYKTYpPHBIX MOAPa3ACICHUSAX;

e JlonoxeHus 0 KOJUIETHAIbHBIX U COBEIIATENBHBIX OpraHax yUpeKIeHHs,

e PernmameHTsl pabOThl KOJUIETHAJIbHBIX M COBEINATENBHBIX OPraHoOB, armapara
ynpaBieHus (PyKOBOJICTBA);

e IlltaTHOE pacnucaHue;

e VIHCTPYKUMH IO OTAEIBHBIM BHIAM JEATEIBHOCTH (HANpUMep, MHCTPYKIHS 10
JIOKYMEHTAI[MOHHOMY 00€CIICUECHHIO);

e JIOMKHOCTHBIE MHCTPYKIIMU PaOOTHHUKOB;

e [IpaBuia;

e [lamarku u mp.

2. I1oaroToBUTH JBa OPraHU3ALMOHHBIX JOKYMEHTa MPUMEHUTEIHHO K JIeATeIbHOCTH
KaKoi-11M00 opraHu3aluy, yYpeKACHUs, PeaApuaTus (Ha BbIOOp CTYJEHTa) B MMCbMEHHOM
BUJIC.

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

Lens paboTsl — ¢GopMupoBaHUEe NMPAKTUYECKUX HABBIKOB O(POPMIICHUS PEKBU3UTOB
JIOKYMEHTOB PacHoOpsAIUTEILHOTO XapaKTepa, MPEJHA3HAUYCHHBIX I JOKYMEHTHPOBAHUS
PacHoOpsIAUTENLHON JEATEIbHOCTH OpPraHnu3alui U ONPEAEIIIEMbIX YPOBHEM OpraHa yIpasJe-
HUS WIM BJIACTH, KOMIETEHIMEN IOJKHOCTHOTO JIMIA, MOPSAIKOM NPUHSTHUS YIpaBiIeHYE-
CKOro pelieHus (€JUHOHAYalue WK KOJJIETUaIbHOCTh). 3aKpenuTh 3HaHue HannonaibHOTO
cragnapra PO I'OCT P 7.0.97-2025 «Cucrema cTanmapToB 1o HWHPOpMAIUH, OHOINOTEU-
HOMY M U3JaTenbckoMy Jeiny. OpraHu3aloOHHO-pacoOpsSAUTENbHAs ToOKyMeHTauusa. Tpebo-
BaHUsS K OPOPMIICHHUIO IOKyMEHTOBY.

3ajaHue U METOJUKA BBITOJTHEHUS:

1. U3yuuTh cocTaB pacropsiAUTEIIbHBIX TOKYMEHTOB:

e [locranoBneHus;

e Pemrenus;

o [lpuka3msi;

e  PacnopspkeHus;

e  VYkaszaHusl.
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2. V3yuuTh pacrosioxeHue u opopMIeHHE PEKBH3UTOB JJOKYMEHTOB B COOTBETCTBUH C
HarmmmonansabeiM ctangaptom PO 'OCT P 7.0.97-2025 «Cuctema cranaapToB mo uHpopMa-
Ui, OWOTMOTEYHOMY U UW3JareibckoMy jeny. OpraHu3almOHHO-PACIIOPSAUTEIbHAS
TokyMmeHTarus. TpeboBaHuUs K OPOPMIICHUIO TOKYMEHTOB.

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

Pexomenodyvemasn numepamypa:
OcHoBHas nTUTEpaTypa K NpakTu4eckoit padore (cMm. m. 7.1).
JlonoHUTEIbHAS JIUTEPATYpa K MPAKTHYECKON padboTe:

bykpeera, O. TOCT P 7.0.97-2025 Ha odopmieHHe TOKYMEHTOB: U3MeHeHus B 2025

roxy / O. BykpeeBa. — TekcT : 35eKTpoHHBIH // J[eTonporu3BOACTBO U JOKYMEHTO000-

por  Ha  mpemnpustuu. — 2025, -  Ne 6. - URL
https://delo-press.ru/journals/documents/oformlenie-dokumentov/69253-gost-r-7-0-
97-na-oformlenie-dokumentov-izmeneniya-v-2025-godu/?

ysclid=moigpzu782490000076 (nata obpamenus : 28.04.2025).

3aIlaHI/Ie BBITIOJIHACTCSA B (bOpMC HpaKTH‘lGCKOﬁ IIOATOTOBKH.

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

Llenb paboThl — (opMHpPOBAHUE MPAKTHUECKUX HABBIKOB OhopmiieHUs MH(OpMAaIH-
OHHO-CIPABOYHBIX JOKYMEHTOB: COCTaBJICHHUS U O(OPMIICHHUS MPOTOKOJIOB, aKTOB, IHUCEM,
CITy€OHBIX, O0OBSICHUTEIBHBIX U IOKJIAIHBIX 3alUCOK H T. 1.

3agaHue U METOJIMKA BbIMOJHEHMs: ucnodb3ys Marepuansl ['OCT I'OCT P 7.0.97-
2025 «OpraHu3alOHHO-PACTIOPSIUTENbHAS JOKyMeHTanus. TpeboBaHus K OQPOPMIICHHIO
JIOKYMEHTOBY, BBISIBUTE BCE OLIMOKU, AOMYIIEHHbIE MPU 0GOPMICHUH PEKBU3UTOB MPEICTaB-
JICHHOT'O HUKE MHUChMa U KOPOTKO MUCEMEHHO 0XapaKTEePU3yUTe ITH OMIMOKH.

- ) i
Tan“uKoe TaJII/H_IKI/H/I MOJIOYHBIU 3aBOJ OGHIeCTBy C OFpaHI/I‘IeHHOﬁ
MOAIOKO «TAJIMIIKOE MOJIOKO» OTBETCTBEHHOCTBIO
«KoMOHHAT MIKOIBHOTO MTHTAHHUSD
Nel
623620, Poccus, Ceeponosckas obnacms,
Tanuykuii pation, noc. Tpouyxuti, ya. Mupa, 0. 87.
Teneghonsi: 8(343)2260808 Hupekrop
Homep 0na coobupenuii: 8(922)1885858 (Whats App) E.H. MBanuosa
E-mail:info@talitsa.ru
UHH/KIITT 622042, CepasioBckas o0JI.,
74510020030/745200200 r. Hioxamii Tarn,
yu. ITo6enst, . 51, xomH. 172.
Or «_ » 202 1. Hcx. Ne

Ha Ne 35/2-2022 ot 24.01.2022 .

MMMCbMO

«O mocTaBKe MOJIOYHOW TIPOTYKITHI.

VBaxkaemas Enena Hukosaesna!
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B otBer Ha Bame mucemo Ne 35/2-2022 ot 24.01.2022 r. coobmaem, arto ¢ 01.02.2022 npeanpusiTie Bo3-
OOHOBHT NOCTaBKY MOJIOYHOH IPOJYKIUH B COOTBETCTBUH C JOTOBOPOM.

Jupexrop Tanuukoro Moio4HOro
3aBoJIa « TaInuIKoe MOJIOKOY H. A. Tomun

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

Pexomenodyemasn numepamypa:
OcHoBHas TUTEpaTypa K MpakTuIeckoit padore (cm. m. 7.1).
JononHurenbHas TuTepaTypa K IpakTHUECKO# padore:

1. Anomuna, H. H. /IlenoBoe muceMo: METOIMKA COCTABICHUS U TpaBuiia O)OPMIICHHS :
npakt. mocooue / H. H. Anonuna. — 8-e uzn., ucnp. — M. : Omera-JI, 2014. — 100 c.

2. HWpwurukoBa, B. CKoJbKO MOATMHHUKOB MHUChbMa moanuchiBath? / B. MputHkosa. —
Tekcr : anexTpoHHbIH // J1enonpou3BOACTBO U JOKYMEHTOOOOPOT Ha MPEeANPHUSITHH. —
2021. — Ne 1 // Jlenonpou3BOJCTBO U TOKyMEHTOOOOPOT Ha MPEANPUATHHU : [OQHII.
cait kypnamal. — URL :  https:/delo-press.ru/fag/documents/57749-skolko-
podlinnikov-pisma-podpisyvat/ (mata obparmenus 14.08.2024).

3. Koxkanosa, E. H. Kak co3gate u cornacoBath aenoBoe nucbmo / E. H. Kosxanosa. —
Tekcr : snextponHbiii // Cekperapb-pedepent. — 2020. — Ne 1 // Cexkperaps-
pedepeHT : [odwuir. CaiT KypHana). — URL:
file:///H:/%D0%94%D0%B5%D0%BB%D0%BE%D0%B2%D0%B0%D1%8F
%D1%8C%D0%BC%D0%BE.pdf (nata oopamenus 14.08.2024).

4. Menemens, 1. Kak rpaMOTHO cOCTaBHUTH ciykeOHYy0 3anucky / M. Menemens // Kan-
poBasi ciry’k0a u yrpasiaeHue nepconanom npeanpusatus. — 2018, — Ne 2. — C. 45-54.

5. Tlopsimok cocTaBiieHHsI U 0(OPMIICHUS CTIPAaBOYHO-MH()OPMAITMOHHBIX TOKYMEHTOB //
JlokyMeHTOBeieHHE : Y4eOHUK U MPAKTUKYM ISl akajeM. OakanaBpuara / mof pen. JI.
A. loponunoii. — M., 2017. —T'n. 7. — C. 171-237.

6.3.4.3. Tembl ¥ 3a1aHUS 1J151 MEJIKOTPYNIIOBBIX/UHAMBUAYAJbHBIX 3aHATHI

MenkorpymnmnoBble/MHANBUAYTbHBIE 3aHATUS TI0 JUCIUILINHE YYECOHBIM TJIAHOM HE
MPEyCMOTPEHBI.

6.3.4.4. TunoBbie TeMbI U 32IaHUSI KOHTPOJbHBIX Pa0doT
(KOHTPOJILHOIO YPOKAa)

KonTponbHast paboTa B ydeOHOM mporiecce He HCIOIb3yeTCs.
6.3.4.5. TecToBbBIC 3a1aHUA
TecToBble 3a1aHKs BKIIOYCHBI B (DOH OIEHOYHBIX CPEACTB. MCHOMB3YIOTCS TECTO-
BbIe 3a7aHus B popMe BBEIOOP OJHOTO, IBYX W 0OJiee MPABHILHBIX OTBETOB M3 IMPEIIOKEH-

HbBIX, YCTAHOBJICHUC COOTBCTCTBUA (HOCJ’ICI[OB&TCJ'IBHOCTI/I), Keﬁc—3aﬂaHHﬂ.

6.4. MeToanueckne MaTepuaJibl, ONpeaeJsiiolIe Npouexypbl OlleHUBAHUS 3HAHUM, yMe-
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HUIi ¥ BJIa/IEHUH, XapaKTepU3yIOLIHX 3Tanbl POPMUPOBAHUS KOMIIeTEeHIMIA

1. HopmaTuBHO-MeTOIMYECKOE OOECIeueHHe TEeKYLIeT0 KOHTPOJS YCIIEBAEMOCTH M
IPOMEKYTOUHON aTTecTallMy 00y4aroIuXcsl OCYIIECTBIAETCS B COOTBETCTBUHU C JIOKAIbHBIMU
aKTaMu By3a.

KonkperHsle opMbl U mpoLeaypbl TEKYILEro KOHTPOJIS yCIIEBAEMOCTH U IPOMEXKY-
TOYHOHM aTTecTaluM 10 JUCLUUIUIMHE OTpakeHbl B 4 paznene «CopepxkaHue JUCLMILIMHBL,
CTPYKTYpPUPOBAaHHOE IO TeMaM (pa3zenaM) C yKa3aHHEM OTBEJCHHOIO Ha HHMX KOJUYECTBa
aKaJIeMUYECKUX YacOB M BUJIOB YUEOHBIX 3aHATHII.

AHaJIu3 1 MOHUTOPHHI ITPOMEXYTOYHOM aTTeCTallui OTPa)KeH B COOPHUKE CTaTUCTHU-
4ecKuX MaTepuainoB: «IToru 3uMHel (JIETHEH) 3a4€THO-IK3aMEHALMOHHON CECCUM.

2. g NOArOTOBKM K IIPOMEXYTOYHOM aTTECTAllMM PEKOMEHIYETCs I0JIb30BaThCs
(OHIOM OIEHOYHBIX CPEJICTB:

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

— OIKMCaHWE II0KAa3aTelel M KPUTEPUEB OLICHMBAHMS KOMIIETEHIIMM Ha pa3iIM4YHBIX
JTanax ux GopMupoBaHUsl, ONMCAHKE KA OLEHUBAHUA (CM. II. 6.2);

— TUIOBbIE KOHTPOJIbHBIE 3aJJaHUs WIM WHBIE MaTepHajbl, HEOOXOJUMBbIE JUISl OLIEHKH
3HaHUW, yMEHMH, BIAJICHUH, XapaKTepU3YIOLUX d3Tanbl  (POPMUPOBAHUS
KOMIIETEHIIMH B IIpoliecce OCBOCHUsI 00pa3oBaTebHON NPOrpaMMel (cM. 1. 6.3).

3. TpeboBaHus K MPOXOKACHUIO MPOMEKYTOUHON aTTecTalluu dk3aMeH. OO0yJaronuii-
Cs1 JIOJKEH:

— IPUHUMATH y4acTUE B CEMMHAPCKUX 3aHATHUAX;
— CBOEBPEMEHHO U Ka4eCTBEHHO BBIMOJIHATH MPAKTUYECKHE PAOOTHI;
— CBOEBPEMEHHO BBIMOIHITH CAMOCTOSTENbHbIE 3aaHUS.

4. Bo Bpems IpOMEKYTOUYHOW aTTECTALIUN UCIIOIb3YIOTCS:

— Onanku OwmeToB (YCTAaHOBJICHHOTO 00pasia);

— CHHCOK TEOPETUYECKUX BOINPOCOB U 0aza MPaKTUKO-OPHUEHTUPOBAHHBIX 3aJaHUM,
BBIHOCHMBIX Ha 3K3aMEH;

— OIKCaHue IIKaJl OLIEHUBAHHS;

— TecTOBbIE 3a/1aHus U3 (HOH/IA OLIECHOYHBIX CPE/ICTB.

1. Jng ocyuiecTBIEHUs MPOLEAYP TEKYLIEro KOHTPOJISI YCIEBAEMOCTU U IPOMEXKYTOU-
HOM aTTecTaly JUlsl MHBAJIUJIOB U JIUIL] C OFPAaHMYEHHBIMH BO3MOKHOCTSMU 3/10POBbsI (POHBI
OLICHOYHBIX CPEACTB aIallTHPOBAHBI 33 CUET MCIOJIB30BAHUS CHEHHAIN3UPOBAHHOIO 000PYI0-
BaHUs JUI MHKITIO3UBHOrO oOyueHus. dopMa mnpoBeneHHs TEKyLled M UTOrOBOM aTTecTaluu
JUISL CTYICHTOB-WHBAJINAOB YCTAHABIMBACTCS C yUYETOM MHIMBHYaJbHBIX NCUXO(DU3MUECKIX
ocoOeHHocTeH (YCTHO, MMCBMEHHO Ha Oymare, MUCbMEHHO Ha KOMIIbIOTEpE, B (OpME TECTU-
poBaHus U T. 1.). [Ipr HEOOXOTUMOCTH CTYACHTY-UHBAIUAY MIPEIOCTABIACTCS JOMOTHUTEb-
HOE€ BpeMs JJI IOArOTOBKH OTBETA HA K3aMEHE.

7. IHIEPEYEHb IEYATHBIX U DJIEKTPOHHBIX OBPA3OBATEJIbHBIX U HH®OPMAIIMOHHBIX
PECYPCOB HEOBXO/JUMBIX JJI1 OCBOEHUA JUCIUITJINHBI

7.1. IleuaTHble ¥ (MIH) 3JEKTPOHHbIE 00Pa30BaTE/IbHbIE pecypchl’

' 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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Eropos, B. I1. JlokymMeHTOBeIeHHE U JJOKYMEHTAIMOHHOE O0ECIICUCHUE YIPABIICHIUS B
ycnoBusx mudporoi s3xkoHomuku / B. I1. Eropos, A. B. CiunbkoB. — 4-¢ u3j., crep. —
Cankr-IlerepOypr : Jlans, 2023. — 372 c. — Tekcr : anekTpoHHbIH / Jlanp : 3mek-
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7.2. UndopmanoHHbIE pecypchl

7.2.1. Ilpogheccuonanvnvie 6azvl 0anHbIX U UHPOPMAUUOHHBIE CHPABOYHbBIE CUCHIEMbL

Ba3bpl JaHHBIX:

«Kubepnennnka» Hay4ynas osnektponHas OubOnmoreka. — Pexum mocryma:
https://cyberleninka.ru;
Hayunass ~ smektponnas  Oubmmorexka  E-library. -  Pexum  pocryna:

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

HannonanwsHas anmekTponHas 6ubauoreka — Pexxum moctyma:http://xn--90ax2¢.xn--
plai/;

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

3BC «PykonT» — Pexxum noctyna: http://rucont.ru.

I/IHq)OpMaIII/IOHHbIe CIIPaBOYHBIC CUCTEMBI:

I'apanr,
KoHncynbTanT+.

7.2.2. Pecypcot ungpopmayuonno-menekommyHukauyuonnou cemu Humepnem
http://www.intuit.ru/ — HalnoHaIbHBIH OTKPHITHIA YHHBEPCUTET

https://vniidad.ru/ — Becepoccuiickuit HUM nokymeHTOBEIeHUS M apXUBHOIO Jiejia

https://vniidad.ru/downloads/metodich-literatura/Monitoring%202021.pdf — «toru MmoHuTO-

pHUHra JOKYMEHT0000poTa B (efiepaibHbIX OpraHax MCHOJHUTENIBHOM BIIacTH U nepexoaa (de-
JIepalbHBIX OPraHOB UCIIOJIHUTENILHON BIACTH Ha 6€30yMaXKHBIN TOKYMEHTO00O0pOT 32 Mepu-
ox ¢ 2015 o 2020 rr.»

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

BOJICTBO»
https://www.profiz.ru/st/ — xxypuan «Cekperapb-pedepeHn»

https://e.sekretaria.ru/ — xypHan «CripaBoOYHHUK ceKpeTaps U ouc-MeHeKepay

8. METOIUYECKHUE YKA3AHUS 1151 OBYYAIOIINUXCSI
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IO OCBOEHUIO JUCHHUIIJINHBI

KommiekcHoe u3yueHue oOydaromIMMUCS TUCHUIUIMHBI MPEIoJiaraeT: OBJaJeHHE
MaTepuagamMu JICKIUH, y4eOHOW W JOMOTHHUTEIBHOW JINTEpaTypol, yKa3aHHOH B paboueii
IporpaMMe JIMCHUIUIMHBI; TBOPUECKYIO padoTy 00y4aroImuXcsl B X0€ MPOBEICHUS CEMUHAp-
CKUX (IIPAaKTUYECKUX, UHIUBUAYaIbHBIX) 3aHATUN, a TAKKE CHCTEMAaTHYECKOE BBINOJIHEHUE
TECTOBBIX U MHBIX 3aJJaHUM JJIsI CAMOCTOSATEIHHON pabOThl 00YYaIOIINXCS.

B Xone nexkuuii packpbIBalOTCS OCHOBHBIE BOIPOCHI B PaMKax pacCMaTpUBACMOU
TEMBI, JIENAI0TCS aKIEeHThl Ha HauboJyiee CIOXKHBbIE U MHTEPECHBIC MOJOXKEHHS H3y4yaeMOoro
MaTepHala, KOTOpbIe JODKHBI OBITh MPUHATHI 00yYaromUMHUCS BO BHUMaHHE. OCHOBOM st
MOJTOTOBKUA O00YYaromerocsi K CEMUHApPCKUM 3aHSATUSIM SBIISIOTCA JICKIIMA U WU3JIaHUs, pe-
KOMEH/IyeMbI€ npernoaaBaTenaeM (cM. 1. 6.3. TUnoBble KOHTPOJIbHBIC 3a/IaHHS WIIM UHBIE MaTe-
pHualibl, HeOOXOIMMBIE ISl OLEHKW 3HAHWUN, YMEHUH, BIIaJCHUM, XapaKTepU3YIOUINX ATarlbl
(dbopMHpOBaHUS KOMIIETCHIIUI B MPOLIECCE OCBOEHUS 00pa30BaTEIbHOM MPOrpaMMBbl).

OCHOBHOH LIENIBI0 CEMUHAPCKUX 3aHATUH SIBJIAETCS KOHTPOJIb 332 CTEIIEHBIO YCBOCHUS
IIPOMJEHHOIO MaTepuaia U XOJOM BBIIOJHEHUS] 00YUYarOIIMMKCS CaMOCTOSTENbHON paboThI,
o0cyxJieHue HanboJsee CIOKHBIX U CIIOPHBIX BOIPOCOB B paMKax TEMbl CEMHUHAPCKOTO 3aHs-
tus. [lpn o6cyXaeHnn Ha CEeMHHApax CIOXHBIX U TUCKYCCHOHHBIX BOIIPOCOB U MPOOJIEM HUC-
MOJIb3YIOTCS METOJAUKH MHTEPAKTUBHBIX POpPM 00yUeHUs (OUCKYCCUS, NOTeMUKA, CUMYAYUOH-
Hble U meopuecKue 3a0anusi m. 0.), 4TO TMO3BOJISIET MOTPYKATh OOYYAIOIIUXCS B PEATbHYIO
atMocdepy JeI0BOro COTPYIHHUECTBA MO Pa3pelieHUI0 MpodiieM, ONTUMAIbHYIO ISl BhIpa-
OOTKM YMEHHUI U BIIaJICHUH.

Jlyig ycrenrHoi moJAroOTOBKY K CEMHUHAPCKUM 3aHATUSAM oOydaroluecs: B 00s13aTelb-
HOM IOpAJKE, KPOME PEKOMEHIYEMOH K HM3YUYEHHIO JIMTEPATyphl, AIEKTPOHHBIX W3JIAHUU U
HMHTEPHET-PECypPCOB, JAOKHBI UCHOIb30BaTh MyOIMKAIIMU MO M3y4yaeMOM TeMe B KypHallax:
«[lenonpounsBoactBoy», «Cekperapb-pedepent», «CnpaBoOuYHUK CeKpeTaps U oQuc-MeHeIKe-
pa».

OCHOBHOM IIETBIO MPAKTHUECKUX 3aHATHH SABISIETCS OTpadOTKa MPO(ecCHOHATBHBIX
YMEHUU M BJIAQJICHUM HaBbIKAMU. B 3aBUCHMOCTH OT cozepKaHUsl MPAKTHUYECKOTO 3aHATHS
MOTYT OBITh MCIIOJIB30BaHbI METOAMKH MHTEPAKTUBHBIX popM 00ydeHus. OCHOBHOE OTIMYHUE
AKTUBHBIX U MHTEPAKTUBHBIX YIPAKHEHUU U 3aJjaHUI B TOM, YTO OHU HAIIPaBJIEHbI HE TOIBKO
U HE CTOJIBKO Ha 3aKpEIUIEHUE YK€ U3yUYEHHOr0 MaTepralla, CKOJIbKO Ha U3yYE€HHE HOBOTO.

Jlyis BBIOSMTHEHUS 3aJjaHUM CaMOCTOATEIbHOW paboThl B MUCBMEHHOW (opme Mo
TeMaM o0ydarolecs, KpoMe PeKOMEHIyeMOM K U3yUSHHIO TUTEPaTypPbl, SJEKTPOHHBIX U3/~
HUN U UHTEPHET-PECYpPCOB, JOHKHBI MCIIOJIB30BATh MyOIMKAIIMH 110 U3Yy4aeMON TeMe B XKyp-
Hanax: «JlemonpousBoacTBoy, «Cekperapb-pedepent», «CnpaBOYHHK CEKpeTaps u Oduc-
MeHeKepa» (3aaHus IS caMOoCTOsTeNbHON paboThl cM. B Paznene 5. Ilepeuens yueOHO-
METOAMYECKOTO O0ECIIEUEeHHUS JUISI CaMOCTOSTENIbHOW pabOThl 0O0YyYaIOLIMXCS M0 JUCLUTLIN-
HE).

[IpenycMOTpeHO TpOBEIACHHE WHIAMBUAYATbHONH pabOThl (KOHCYJbTaIMii) ¢ 00y-
YalOLUMUCA B X0/1€ U3yUYEHHUs MaTeprasa JaHHOW JUCUHUIIIIUHBI.

Bri6op MeTonoB oOyueHHs Ui MHBAIMJOB U JIMIl C OTPAaHUYEHHBIMH BO3MOXKHO-
CTSIMH 37I0POBbsSI OIIPEIEISIETCS C YUeTOM OCOOEHHOCTEN BOCIPUATHUS UMH YueOHOM nHpopma-
UM, COJIEPKaHMsI O0YUECHHUS, METOANYECKOTO U MaTepHaIbHO-TEXHHUECKOro obecneueHus. B
00pa3oBaTeIbHOM MPOIIECCE UCIOB3YIOTCS COLMAIBbHO-aKTUBHbBIE U Pe(ICKCUBHBIE METO/IbI
00y4YeHHUs, TEXHOJOTHMH COLMOKYJIbTYPHOH peabWiIuTaliy C LENbI0 OKa3aHUS TOMOIIH B
YCTaHOBJICHUH MOJHOLIEHHBIX MEXINYHOCTHBIX OTHOUICHUH C IPYTUMH O0y4arOIIUMUCS, CO-
31aHU KOM(POPTHOTO IICUXOJIOTUIECKOTO KJIMMaTa B CTYACHYECKOU TpyIIIe.

Taoauna 14
OueHoYHbIE CPEACTBA MO JUCIHUIJIMHE C Y4€TOM BH/Ia KOHTPOJIsI
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HaunmeHnoBaHue

Kparkas xapakrepucTnka

OIIEHOYHOT 0 Buabl KOHTPOJIsI
OIIEHOYHOTI'0 CPeICTBA
cpe/cTBa
ATTecTtanus B CpenctBo obecrieueHust 0OpaTHOW CBsA3M B yueOHOM | Texyruii
paMKax TeKymiero | mpoiecce, hopMa OICHKHA KauyecTBa OCBOCHHUS 00pa- | (aTrectarius)
KOHTPOJIA 30BaTCJIBHBIX IIpOrpaMM, BBIIIOJHCHUA yqe6H0ro
miaHa ¥ rpaduka y4eOHOro Impolecca B TEpUOJ
00YYCHUS CTYICHTOB.
3aver u 9k3aMeH | POPMBI OTYETHOCTH OOydaromerocs, onpezaessembie | [TpoMexyTOUHbIIH

Y4eOHBIM TUTAHOM. 3adeThl CITy>Kat Gopmoil mposep-
KH Ka4yeCTBa BBINIOJHEHHS 00ydJaromnMucs yu4eOHBIX
paboT, ycBOeHHs ydeOHOro MaTepHajia MpaKTHue-
CKUX U CEMHMHAPCKUX 3aHATUI. DK3aMeH CIYXXHUT IS
OLIEHKH PabOThl O0YYaIOLIErocsi B TEUCHHE CPOKa
o0y4eHusl MO JAUCHMIUIMHE (MOAYJIO) W IpHU3BaH
BBISIBUTH YPOBEHb, NPOYHOCTh M CHCTEMAaTHYHOCTb
MOJMYYCHHBIX MM TEOPETHUECKHX M TPAKTUYECKUX
3HAHWH, MPUOOPETeHHsT BIaJeHUS HaBBIKAMU CaMO-
CTOSITETIBHOM PabOTHI, Pa3BUTHUSI TBOPUECKOI'O MBIII-
JICHUS, YMEHHE CUHTE3UPOBaTh IIOJIyUYCHHbIC 3HAHUS
W IPUMEHSITh WX B PEIICHIH NPAKTHUCSCKHX 3a/1a4.

Keiic-3amaua

[Ipobnemuoe 3amaHue, B KOTOPOM, OOYYaroIeMyCst
MPEIJIaraloT OCMBICIUTD PEANbHYI0 MPOodecCHOHANb-
HO OPHEHTHPOBAHHYIO CUTYAIHIO, HEOOXOIUMYIO IS
pelIeHuss JaHHOW MpoOJieMbl B COOTBETCTBYIOLIEH
00JIacTH.

Texymmuii (B paMkax
HPaKTUYECKOTO 3aHATUS
WM caM. paboThI)

Koncnektsl

Bun nuceMeHHOM paboTBl U 3aKpeIUICHHS |
MIPOBEPKU 3HAHWH, OCHOBAaHHBIM Ha YMEHHMM «CBEp-
THIBaTh MH(OPMALIUIOY, BBIICISTH TJIaBHOE.

Texymuii (B pamMkax
JIEKIIMOHHBIX 3aHSTHSI
WK caM. paboThI)

KypcoBas pabota

Bung  camocTosTensHOH — MHMCBMEHHOW — paboTHI,
HalpaBJICHHbIM Ha BBIBICHUE CTEIICHU OCBOCHUS 0a-
30BBIX MPOOJIEM MUCHMIUIMHBI (MOIyJeil) W BBIpa-
OOTKY COOTBETCTBYIOIIMX KOMITETCHITHH.

ITpomexyTOUHBIH

[IpakTrueckas pa-
oora

OneHo4YHOE CPeACTBO AJS 3aKPEIUICHUS TeOopeTHde-
CKUX 3HAaHUH W OTpabOTKM BJIAZCHUS HaBBIKAMHU U
YMEHHH, CIOCOOHOCTH MPUMEHSTH 3HaHUS TIPU pere-
HUU KOHKDPETHBIX 33/1a4.

Texkymmii (B pamkax
NPaKTHYECKOTO 3aHATHS,
cam. paboThI)

CeMunap

OnuH 13 OCHOBHBIX METOOB 00CY>KAEHUs yueOHOTrO
MaTepuajga M HMHCTPYMEHT OLIEHKH CTEIEHH €ro
ycBoeHus. CeMuHapbl TNPOBOAATCA IO Hanbojee
CIIOKHBIM BOIIpocaM (TeMaM, pasfeiiam) ydeOHOMH
[IPOTPaMMBI C LIEJIbI0 YIIIyOJIEHHOIO M3Y4EHHs ANC-
LUIUIMHBL, TPUBUTHS 00yYaIONIIMCS BIIaJICHUS HABbI-
KaMH  CaMOCTOSITEIbHOIO TOMCKAa W aHaJIW3a
nHpopMauy, GOPMHUPOBAHHS U PA3BUTHS HAYIHOTO
MBILUICHNS, YMEHHsI aKTUBHO Y4acTBOBaTh B TBOpUE-
CKOM JIMCKYCCHH, JIeNaTh BBIBOJIbI, apIYMEHTHPOBAHO
M3J1araTh ¥ OTCTaNBaTh CBOE MHEHHE.

Texymmit

CuryauuoHHbIE
3aIaHus

3amaHus,  BBIIOJNHSAEMBIE  OOYYAaOIIUMHUCH  TIO
pe3yJibTatam TMPONJEHHON TEOpHH, BKIIIOYAIOIIHUE B
ce0s He BONPOC — OTBET, & OMUCAHUE OCMBICIEHHOTO
OTHOIIIEHUS K MOJYYCHHOW TEOPUH, T. €. PEIICKCHULO,
100 TPUMEHEHHE NAaHHBIX TEOPETHUYECKUX 3HAHWH

Texymuii (B pamMkax
HPaKTUIECKOTO 3aHATHS,
CeMHHapa WU caM. pa-
0OTBI)
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HaunmeHnoBanue

Kpartkas xapakrepucTuka

OLICHOYHOI'0 Buasl KOHTpOJIA
OLIEHOYHOI'0 CPeacTBa
CpencTBa
HAa TPAKTHKE.
Tect Cucrema cTaHOApTHU3WPOBAaHHBIX 3aJaHWH, MO3BO- | Texymuii (B pamkax

JAIOUIasi aBTOMATU3HPOBATh MPOLETYypy H3MEpPEHHS
YPOBHS 3HAaHUW M YMEHUI 00ydaromerocs.

BXOJHOH TMArHOCTHKH,
KOHTPOIIS IO JTF0OOMY U3
BHJIOB 3aHATHH),
ITPOMEKYTOUHBIH

9. ONMUCAHUE MATEPUAJIbHO-TEXHUYECKOI'O OBECIIEYEHU S, HEOBXOJIUMOTI'O IS
OCYHMECTBJIEHUSA OBPA3OBATEJIBHOI'O IMMTPOIIECCA IO JUCIHUIIJIMHE

Y4eOHbIe ayTUTOPHH JJIsl IPOBECHHUS YUEOHBIX 3aHATUHN M0 TUCIUTUTMHE OCHAIICHBI
obopynoBanueM (ydeOHas MeOelb) M TEXHHYECKUMU CPEJICTBAaMHU 00y4YeHHS (KOMIIbIOTEpHAS
TEXHUKa, MyJIbTUMEINHHOE 000pYI0BaHUE, TPOBOTHON MHTEPHET).

[TomerieHust 1J11 CaMOCTOSTEILHONW Pa0OThI O0YUYAIOIIMXCS OCHAIICHBI KOMITBIOTEP-
HOW TEXHUKOW C BO3MOYKHOCTBIO TIOAKITIOUEHHS K ceTh «MIHTepHET» U 00eCIeYeHbl T0CTYIIOM
B DJICKTPOHHYIO HHPOPMAIIMOHHO-00Pa30BaTEIILHYIO CPEly HHCTHUTYTA.

— JIMICH3WOHHOE ¥ CBOOOJHO paclpoCTpaHsieMOe IpPOrpaMMHOE OOecIeYeHuUE:
Microsoft Windows, Microsoft Office 2007, Adobe Reader 9.0, Adobe Acrobat Pro 9.0, Fine
Reader 10.0, 7zip, Google Chrome, Internet Explorer.
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B pa6oqy10 nporpamMmmy AUCHUINUIMHBI BHCCCHBIL

JIner nu3meHeHuii B pabo4uyro NporpaMmy M CHHUILTHHbI

clIeayromue U3SMCHCHUS U JOIIOJIHEC-

HUSL:
., PexBU3UTHI .,
Y4eOHbIi Howmep pa3neana, Coaepxxanue H3MeHeHMI U
rog [IpoToko.Ia nojapasjaesa JAOIOJTHEHU
Y4eHoro copera
2024/25 IMpotokon Nell ot bes uzmenenuit
27.05.2024
2025/26 IIporokon Ne 8 ot | 4.2. Comepxanue | BHECEHBI ~ HOBbIE  HOpPMaTHBHBIC
26.05.2025 JUCLIMILTUHBI JIOKYMEHTEL.
2026/27 [Tpotokon Ne 10 ot be3 nuzmenenmit
25.05.2026
2027/28 ITpotokom Ne
JUT.MM.ITIT
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YuyeOHOE U31aHUE

ABTOpP-COCTaBUTETh
Haranbs OneroBHa AjiekcanapoBa

JTOKYMEHTOBEJEHUE

Pabouas nporpaMma M CUMILTAHBI

IIporpamma 0akanaBpuara
«/lokymMeHTalIlHOHHOE O00ecnieyeHne YIpaBJIeHUs»
110 HANPABJICHUIO IOATOTOBKHU
46.03.02 lokyMeHTOBe/ACHUE U aPXUBOBEICHUE
Kpanuduxanus: 0akaaasp

[lewaTaeTcst B aBTOPCKOM pelakuu

[lodnucaHo Kk neuamu
®opmam 60x84/16 O6sem n. ..
3akas Tupasxc 100 3k3.

YeastOMHCKUI rOCy1apCTBEHHBIA HHCTUTYT KYJIBTYPBI
454091, Yensa6bunck, yi. OpmkoHUKHI3e, 36a

Otneuarano B Tunorpadpuu YI'MK. Puzorpad
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