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|. IlosicHUTENLHAS 3aMHCKA
1.1. Heas u 32024y JUCHUILTHHBI (MOTYJIA)

Leab QUCHUIUIMHBI — H3YyYEHHUE CKIIQJBIBAHUS M Pa3BUTUS CHEIUAIBHBIX CHUCTEM
JIOKYMEHTAIIMHU, a TAK)Ke COBPEMEHHBIX BHJIOB U Pa3HOBUIHOCTEH JOKYMEHTOB, OTHOCSIIUXCS K
(hHHAHCOBOM, JOTOBOPHOH, TUINIOMATHICCKON M BOCHHOU JJOKYMEHTAITHH.

3agaum TUCIHUILIMHEL.

M3YUYUTh MPOIECC CKJIAABIBAHMS U PA3BUTUSI CHEIUATBHBIX CUCTEM JOKyMEHTaluu (Ha
npuMepe GUHAHCOBOH, IOTOBOPHOM, JTUIIIOMATHYECKON U BOSHHOM JOKYMEHTAIUH);

MOKa3aTh COBPEMEHHBIE TPEOOBAHHUS K COCTaBICHUIO M OGOPMIICHHIO JOKYMEHTOB,
OTHOCSIIIUXCS K CIIELIMAIbHBIM CUCTEMaM JOKYMEHTALUH;

MPUBUTH HAaBBIKM aHalM3a JOKYMEHTOB, OTHOCSIIMXCS K CICHHAJIbHBIM CHCTEMaM
JIOKYMEHTaIIUH;

MIPUBUTHh HABBIKM COCTABJICHHSI PAa3JUYHBIX BHJOB JOKYMEHTOB, OTHOCAIIUXCSA K
(buHAHCOBOH, TOTOBOPHOI, TUIIIOMAaTHYECKON 1 BOGHHOM TOKYMEHTAIUH;

M3YUYUTh KJIACCU(PUKAIMIO JOKYMEHTOB, OTHOCSAIIUXCS K CHCIUAIbHBIM CHCTEMaM
JIOKYMEHTAIUH;

BBISIBUTH BO3MOXKHOCTH YHU(DUKAIMU JOKYMEHTOB, OTHOCSIIUXCS K CHEIHAIbHBIM
cUCTEMaM JOKyMEHTAlUU.

1.2. TlepeueHb MIIAHUPYEMBIX PE3yJIbTaTOB 00YUYEHUS 110 AUCIHUIUIUHE (M00)110), COOTHECEHHBIX
C MHIUKATOPAMH JOCTHUKCHHSI KOMITCTCHITUI

Komnerenuus

(ko1 ¥ HAMMEHOBaHNE)

HNnankaTopbl KOMIETEeHIUI

(K01 ¥ HAMMEHOBaHNUE)

Pe3yabTaThl 00yUeHUsI

[TK-3. Bnagenue npaBoBbIMH

OCHOBaMM JOKYMCHTOBCICHUA
Y apXHMBOBEJICHUS U CMEKHBIX
obnacTell 1 IPUMEHEHNE HX B
npodeccroHanbHOM chepe

ITK-3.2 Crioco6eH OlieHHBAaTh UCTOPHUIO U
COBPEMEHHOE COCTOSIHHE 3apyOeKHOTO
OITBITa B Chepe TOKYMEHTAIHOHHOTO
obecrieueHns yIpaBIeHNS U apXUBHOTO
nena;

3uamo: ucmopuio u cospemennoe
cocmosiHue 3apyOedcHo20 onvlma 6 cgepe
OOKYMEHMAYUOHHO20 0Decnederus
VApaseHus.

Ymemon: npumensme meopemuueckue
3HAHUA npu pabome ¢ pazIuyHbIMU
cucmemamu OOKyMeHmayuu

Brademw: nasvikamu ucnoiv308anus
PA3TUYHBIX 8UO0OE OOKYMEHMO8 U CUCTEM
doxymenmayuu 015 obecnedenus
0esamenbHOCU OP2anU3aAYULL PA3TUYHBIX
dopm cobcmeennocmu, 20Cy0apCmeeHHbIX
OP2aHO8 U OP2AHO8 MECTHO2O0
CamMoynpasneHus

[IK-7. PykoBoncTBO

[IK-7.1 — YMmeer BeICTpauBaTh,
KOHTPOJHMPOBATH, COBEPIICHCTBOBAThH

3namv: cucmemy apxusHozo xpaneHus oen




NoApa3aACJICHUEM apXUuBa CHUCTEMY apXHUBHOT'O XpaHCHUSA OCJT (bozcymeﬂmoe) 6 opearuzayuu

(MOKYMEHTOB) B OpraHU3alul
Ymemu: npumenamo meopemuueckue

3HaHUA npU pabome ¢ ApXUSHLIMU
OOKYyMeHmamu

Bradems: Hasvikamu ucnonb306aHus
meopemuiecKux 3HaHui npu
ocywecmsneHuy OpeaHu3ayuL, KOHMposa u
COBEPUIEHCIMBOBAHUS CUCTIEMbL APXUBHO2O
XpaueHus 0enl (OOKyMeHmos) 8
opaanuzayuu

1.2. MecTo IMCHUILIMHBI (MOYJIs]) B CTPYKTYPe OCHOBHOI 00pa3oBaTe/bHOIi MporpaMMbl

HucuuiuinHa  (Moxynb) «CrenuanbHble  CUCTEMBl  JIOKYMEHTAllMM: HMCTOpUS U
COBPEMEHHOCTb» OTHOCUTCS K 4acTH, (OpMHUPYEMOHl ydacTHHKaMH 00pa30BaTelIbHbIX
OTHONICHHUH 0JIOKA JUCIUILUINH YIeOHOTO IUIaHa.

Jlist OCBOGHMSI UCHUMIUIMHBI (M0OOY/5) HEOOXOAUMBI 3HAHHS, YMEHUS W BIAJCHUS,
c(OpMHUPOBAHHBIE B XOJI€ M3YYCHMs CIEAYIOIIMX TUCHMIUIMH M HPOXOXKICHUS IPAKTHK:
«/lokymenroBenenue», «OpraHuzanus M TEXHOJOIMsS JOKYMEHTAI[MOHHOI'O oOecredyeHus
ynpasieHusn», «KaapoBoe 1e10npou3BoaCTBOY.

B pesynbrare ocBOEHMsSI NUCHUIUIMHBI (MOIyJsi) (OPMUPYIOTCS 3HAHUS, YMEHUS H
BJIAJICHHSI, HEOOXOIMMBIE /7Sl IPOXOXKAECHUS NMPEITUINIOMHON MPAKTUKH.

2. CTpyKTYypa JUCHHUILINHBI (MOLYJIs1)

Cmpykmypa oucuyuniaunst (Mo0y1s) 01 0O4HOU hPOPMbL 00yUEeHUA

Obwas mpyooemkocms oucyuniunel cocmagisem 3 3. e, 108  u., 6 mom uucne
Konmakmuas paboma ooOyyaiowuxcs c npenooasamenem_60  u., camocmoamenvhas
paboma obyyarowuxca 30 u., npomescymounas ammecmayusi_18  u.

Bunsl yueOHoM paboThI
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1. | Beenenue. Lleau u Cobecedosanue
3a/1a4H JUCIUTUTHHBI
2. | Crneunduxka Cobeceoosanue
HCIIOJIb30BaAHUS
N Onpoc
JIOTOBOPHOM
JIOKyMEHTAIUU
3. | Ocobennoctu Onpoc
odhopMIIeHUS
JIOTOBOPHOM
JOKyMEHTAIIH
4. | Cucrema Onpoc
JTUTIIOMAaTUYECKON
JIOKyMEHTAIIH IIposepxa
3a0aHUll Ha
cemunape
5. | Knaccudpukarms Onpoc
JTUTIIOMAaTUYECKON
JOKyMEHTAIIH IIposepxa
3a0aHUll Ha
cemunape
6. | Ocobennoctu Onpoc
odopmITeHUS
JTUTIIOMAaTHYECKON
JOKYMCHTaln
7. | Cneunduka Onpoc
HCIIOJIb30BaHHUS Ilposepxa
(uHAHCOBOI 3a0aHull Ha
JIOKYMEHTAIIUH cemuHape
8. | Ocobennoctu Onpoc
odopmiteHUS
(buHAaHCOBOI
JOKYMCHTalln
9. | Cucrema BOeHHOIT Onpoc
JOKyMEHTaIlHH. Ilposepxa
Cnenuduka 3a0anull Ha
UCIIOJIE30BaHUSI cemunape
BOCHHOI
JIOKYMEHTAIIUH.
10. | Ocobennoctn Onpoc
o(opMIIeHUS] BOSHHOM
JOKYMCEHTaln
18 umozo6as
IK3amen KOHMPONbHAS

paboma




HUTOIO:

24

36

18 30 108

3. Conep:xanue TUCHUILIUHBI (MOTYJIs1)

HaumenoBanme pa3jaena
JAUCHHUILTHHBI

Conep:xxanue

BBenenne. Hean "

JUCIUILINHBI.

3agavu

Hens u 3agaun AMCUUIUIMHEL. PO cCienManbHBIX CHCTEM
JOKYMCHTallun B ACATCIBbHOCTU COBPECMCHHBIX
OpraHu3alliii ¥ OpPraHOB TOCYAAPCTBEHHOM BIIACTU HU
MECTHOI'0 CaMOYIIPaBJICHHUSI.

Cneuuduka ucnoJib30BaHusl
AOTOBOPHOI TOKYMEHTAllH

[TonsaTne JIOTOBOPA B COBPEMEHHBIX
3aKOHO/IATEIbHBIX aKTax. JononHurenbHble
JIOKYMEHTBI K JIOTOBOPAM. JIoroBopsl,
peryjaupyromme TpyAoBble OTHOLIEHUS. [[oroBopsl,
PEeryJIupyOIIMe IPaxkIaHCKO-IIPABOBbIE OTHOILECHUS.
WNHble BUIBI [OKYMEHTOB, BXOJSIIME B COCTaB
JIOTOBOPHOM JIOKyMEHTaLUHN: IIPOTOKOJIBI
pa3HOIJIacHil, TOBEPEHHOCTH, AKThI.

Ocobennoctu opopmiieHus
AOTOBOPHOI TOKYMEHTALlH

YcrHast w mmucbMeHHas ¢opma noroBopoB. CTpykTypa
JIOTOBOpa M OCOOEHHOCTH O(OPMJICHHMSI €ro YacTei:
BBOAHAas 4YacTh (mpeamOyiia), OCHOBHBIE  YCIIOBHS
JIOTOBOpa,  JOINOJHWUTENbHBIE  YCJIOBUSL  JIOTOBOPA,
3aKIIOYMTENbHAsT  4acTh  joroBopa.  Odopmienue
JOKYMCHTOB, BXOAAIINX B COCTaB I[OFOBOpHOﬁ
JOKYMEHTAlHU: IIPOTOKOJIOB pasHoriacuii,
JIOBEPEHHOCTEM, aKTOB.

CucreMa IJUIIOMATHYECKOM
AOKYMEHTAMH

3HadeHNUE MUIIOMATHYECKON JTOKYMEHTAIMH KaK 0CO00i
CUCTEMBI JOKYMEHTALIMH, IPUMEHIEMON B IEATEIbHOCTH
JMIIOMaTHYSCKON CITYKOBI MuHucrepcTBa
WHOCTpaHHbIX Jien Poccuiickoit @enepauud W €ro
CTPYKTYPHBIX Mojpa3eiieHuii B Poccun u 3a pyoexom.
JnmnomaTudeckue JIOKyMEHTBI KaK OCHOBHOI
WHCTPYMEHT OCYIIECTBJICHHS MPAKTUYECKHUX IIaroB MPHU
MIPOBEICHUH BHEILIHEH MOJINTUKH rocyapcTBa.
dopMupoBaHue CHCTEMEI JUTIOMaTHISCKON
JIOKYMEHTAIIH.

JAOKYMECHTAIlUH

Kaaccnpukanus iumiomaTudeckoi

Buner numuiomaTdecKux JOKYMEHTOB, UCTIOIb3yEeMbIE B
MIPaKTHYECKOH JEATEIIBHOCTH JUIIIIOMATHYECKON
ciry>k061 MUHHCTEPCTBa MHOCTPAaHHBIX Jen Poccuiickoit
®denepanyy ¥ €ro CTpyKTYpHBIX MOAPA3EIECHUI.
BryTtpennue WA BHYTPHUBEIOMCTBEHHBIE
JUIUIOMAaTHYECKHUE JIOKYMEHTBI u BHEIIIHHE
JUIUIOMAaTHYECKHUE JOKYMEHTBI. BnyTtpennue
JUIJIOMaTHYECKUE JIOKYMEHTBI: 3amucu Oecell, 0030psbI
MIPECCHI, MOJIUTUYECKHE OTUETHI, MOIUTHIECKHE MHCHMAa,
WHPOPMALMOHHBIE TUChMA, TOJUTHYECKHHA MOPTPET,
mudpoTenerpamma.

Bremrane JTUTUIOMAaTHYECKHE JIOKYMEHTBI:




MEXKJyHApOJIHBIE  JIOTOBOPHBIE  aKThl  (JOTOBOp,
KOHBCHITUS, TPAKTAT, COTJIAIIICHUE, POTOKOJI, aKT, MaKT,
CTaTyT, XapTHus, KOMMIOHHMKE) U Tepenucka (BepOaabHast
HOTa; JMYHAs HOTA, TaMsATHAs 3alKcKa, BpyYCeHHAs
JUYHO; TIAMSTHAs 3alKcKa, TepelaHHas C KypbepoM;
MEMOpaHAyM, KaK  CaMOCTOSITCJIbHBIH  JOKYMCHT;
MEMOpPaHIYM, KaK MPHIOKEHUE K HOTE; YaCTHOE MUCHMO
MOJTyO(PUIIMATBHOTO XapaKTepa).

Ocobennoctn odopmiieHnst

AUIIOMATHYECKOH TOKYMEHTAIIUH

Pernamenranuss ~ paboTel ¢ JAMIDIOMATHYCCKUMH
nokymeHTamu. OcoOeHHOCTH O(GOpPMIICHHS PEKBU3UTOB
JUTUIOMATHYECKUX JOKYMEHTOB: ajpecaT, OOpalleHuE,
KOMIUTUMEHT,  TOJMNKCh.  SI3bIK  JUIJIOMAaTHYECKUX
JIOKYMEHTOB. TpaauIOHHOCTD oopmieHus
JUTIIIOMATHYCCKHUX JOKYMCHTOB.

Crnennpuxa ncnoabp30BaHuA
¢unaHCOBOH JOKYMEHTALIMHU

3HaveHue (PUHAHCOBOM NOKYMEHTAIMU TPU MIPOBEACHUH
XO35UCTBEHHBIX onepauuil. BHyTpeHHUH U BHEUIHWI
KOHTPOJb  IpPHU  OCYLICCTBICHHH  XO3AHCTBEHHBIX
orepanuii ¥ BHUIBI OTBETCTBEHHOCTH 32 HEMPAaBHJIBHOE
odpopmienune gokymeHntoB. [lopsgok — uHcTHpaBieHHS
omuOOK B (DMHAHCOBBIX JOKyMeHTax. HopmaruBHO-
MpaBOBbIE  aKThl W HOPMAaTUBHO-METOJUYECKHUE
JOKYMEHTBI, PErJIAMEHTUPYIOIIUE MOPSIOK CO3MaHUs U
odopmIreHUs (hmHAHCOBOM JOKYMEHTAIHH.
MexayHapoaHble CTaHIApThl OyXTaJTEpCKOro ydera.
3HaueHHWEe TMEPBUYHBIX YYETHBIX JOKYMEHTOB IIpH
0OpMIICHUH XO3SHCTBCHHBIX OTICPAIIHH.

Ocobennoctu opopmiieHus
(puHaHCcOBON TOKyMeHTAIIMU

OcobenHocTd  O(OPMIICHUS OTIENBHBIX (DUHAHCOBBIX
JOKYMEHTOB: cueT-(hakTypa, IIaTeXHOoe MOopYUYEeHUE, aKT
0 TpHeMe-Tiepeaue TOBaPHO-MaTepHaIbHbBIX LIEHHOCTEH,
MIPUXOIHBIM KaccoBbli opnep. CocTaB pEKBU3UTOB
(hMHAHCOBBIX JIOKYMEHTOB. [Mpumenenue
YHUPUIMPOBAHHBIX dhopm TUTST (hrnHAHCOBBIX
JNOKyMeHTOB. O0s3aTeNbHOCTh NPUMEHEHHS albOOMOB
YHUQUIUPOBAHHBIX  (GOPM  TEPBHUYHONH  YYETHOM
JNOKYMEHTAallUU C LEJbI0 MPEJOTBPALICHUS! HETaTUBHBIX
MOCJIEICTBUN HENPaBUILHOTO 0(opMIIeHHs (PUHAHCOBBIX
u OyXranTepcKux  JIOKYMEHTOB Bo3moxxHOCTH
odopmiieHUsT (PUHAHCOBBIX JIOKYMEHTOB B 3JICKTPOHHOM
thopme. TexHomorus 00paboTku (hHAHCOBBIX
JJOKYMEHTOB B OpTraHH3aIIUsIX.

CucreMa BOEHHOI [IOKYMEHTAIUM.
Cneuuduxa HCIOJIb30BAHUSA

BOCHHOI JOKyMEHTaluu

3HaueHue BOCHHOHN JTOKYMEHTAIMKH KaK 0CO00# CHCTEMBbI
JOKYMEHTAallUM,  IpPHUMEHSEMOH B  JAEATEIbHOCTH
MunuctepcrBa 000poHb! Poccuiickoit deaepaunu u ero
CTPYKTYpPHBIX TIOJpa3/eleHnii. 3aKOHONATENbHbIE W
HOpPMaTHBHBIE TIPaBOBbIE aKTHI, PErJIAMEHTHPYIOIIUE
JIeJIOTIPOM3BOJICTBO B cHUcTeMe MMHHUCTEPCTBa OOOPOHEI
Poccuiickoit ®enepauuu. PernmameHtr MuHUCTEpCTBa
oboponsl  Poccmiickoit  ®epeparmn.  Opranuzanus
paboTbl  City>KObl JAOKYMEHTALMOHHOTO OOECIeUeHHUSI.
WHcTpykuus mo aenonpous3BOACTBY B BoopyskeHHBIX
cunax  Poccuiickoii ~ ®enepauyu —  OCHOBHOM
HOPMAaTUBHBIA aKT, PEraMEHTHUPYIOIIUI TEXHOJIOTHIO
JeNonpou3BoJICTBa.  OTBETCTBEHHOCTh 32 COOJIIOACHHE




TpeOoBaHMI MHCTPYKIMU. HacraBieHune 1mo apXuBHOMY
neny B Boopyxxennsix Cunax Poccuiickoii @enepannn.

10 | OcobGennocTu odopmiieHHsT BOCHHO#

AOKYMEHTAUMH

O6mme TpeOOBaHUS K COCTABJICHHIO W O(OPMIICHUIO
JIIOKYMEHTOB B cucTeMe MwuHucTepcTBa 000poHBI PO.
OCHOBHBIE BHJIBI CITY>KEOHBIX JOKYMEHTOB, CO3[1aBaEMbIX
B Boopyxennsix cuinax. [lpaBuna mDOATOTOBKH U
odopmiteHUsT CITy’KeOHBIX AOKyMeHTOB. OCOOCHHOCTH B
oopmiIeHUN pPEKBU3UTOB JOKyMEHTOB. [Ipumenenue
YHU(PUIIMPOBAHHBIX (OPM JIJIi BOCHHBIX JIOKYMEHTOB.
[IpaBuna odopmieHuss ©u BBAAYM  YJOCTOBEPEHUIA,
COpaBOK W  JPYTHX  CIy)KE€OHBIX  JOKYMEHTOB
BOCHHOCTYXaIIUM. TeXHOJOTHs1 00pabOTKK TOKYMEHTOB
B YUPEKIEHHIX cCUCTeMbl MUHUCTEPCTBA 000pOHEI PO.

4. O0pa3oBaTeJIbHbIC TEXHOJIOTHH

OO0pa3oBaTte/ibHbIE TEXHOJIOTHH

Ne Buowi yueonvix
Haumenoeanue pazoena Oopa3zosamenbHble MexXHOI02UU
n/n 3aHAmMU
1 2 3 4
1. |Bsenenue. lenu u 3anaun Jexyus 1. Besoounas nexyusi ¢ ucnonvzosanuem
ACTAILTHHEL 8UOCOMAMePUanos
Camocmosamenvras
paboma

2. |Cneunguka uCmors30BaHAS Jlexyus 2
JIOTOBOPHOM JOKYMEHTaluU

Ilpobnemnasn nexyus

Cemunap 1
P Onpoc
CamocmosmenvHast
paboma Iloocomoska k cemunapy
3. [Ocobennoctu opopmienus Jlexyus 3 IIpobnemnas nexyus
JIOTOBOPHOM JOKYMEHTalUU
CamocmosmenvHast
paboma
4 |Cucrema nunnomatudeckoit  |Jlexyus 4 Ilpobnemnasn nexyus
JAOKyMCEHTalluu
Cemunap 2 Onpoc
Camocmoamenvhas | [loozomoeka k cemunapy
paboma
5 |Knaccuduxarmms Jexyus 5 IIpobnemnas nexyus

JUIUIOMAaTHYECKOM
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JOKYMEHTAIHU Camocmosmenvras
paboma
Iloozomoska k 3ansamuro ¢
UCNONIL30BAHUEM UHDOPMAYUOHHBIX U
9JIEKMPOHHBIX PECYPCO8
6 |Ocobennoctr ohopMITeHHL Jlexyus 6 HpO6]l€MHCl}l JeKyus
JIUIUIOMaTHYECKOMI
AOKyMCHTalnK CamocmosmenvHast
paboma
7 |Cremmdurka ncnoap30BaHUSg Jexyusn 7 Ilpobnemnas nexyus
(hMHAHCOBOH TOKYMEHTALINN
Cemunap 3 Onpoc
Camocmoamenvhas | [loozomoeka k cemunapy
paboma
8 |OcobenHoctn ohopMITeHHUS Jexyusn 8 Ipobnemnas nexyus
(hMHAHCOBOW TOKYMEHTALIUN
Camocmoamenvhas
paboma
9 |Cucrema BoenHo Jexyus 9 Ilpobnemnasn nexyus
nmokymeHTarun. Crieruduka
HCIIOJIb30BaHMsA BOCHHOHU CeMuHap 4 Onpoc
JOKYMEHTaluu
Camocmoamenvhas | [loozomoeka k cemunapy
paboma
10 |[Ocobennoctn odopmienus Jlexyus 10 IIpobnemnas nexyus
BOEHHON JOKYMEHTal!
Camocmosmenvhas
paboma

5. OneHka IAHUPYEMBIX pPe3yJabTAaTOB 00y4eHUs!

5.1. CucreMa olleHUBAHUA

DopMa KOHTPOJIA Makc. Ko/1M4ecTBO 0a/1710B
3a oany Bcero
padory

Texymui KOHTPOJIb:

- yuacmue 6 OUCKYCCUU U BbINONIHEHUe 3A0anull Ha c4nol0 10 6annos
1aOOPAMOPHBIX 3AHAMUSX Heoenr
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- mecm (memot 4-7) 12 neoens 20 b6annos
- yuacmue 8 OUCKYCCUU U 8bINOHEHUE 3a0aHULl HA c4nol0 10 6annos
1a60PaAMOPHBIX 3AHAMUIX Heoeio
[IpomesxyTouHas arTectanus 40 6annos
(nucvmennwviii omeem na 2 eonpoca)
HToro 3a cemectp (Oucyuniuny) 100 6annos
3a4ém ¢ oyeHKoll

ITomy4yeHHBINM COBOKYIIHBIN PE3YJITAT KOHBEPTUPYETCS B TPAAULMOHHYIO KAy OLIEHOK U B
HIKaTy OIIEHOK EBporieiickoii cucteMsl nepeHoca 1 HakoruieHus kpeautos (European Credit
Transfer System; nanee — ECTS) B cooTBeTcTBUM ¢ TaOiHIICH:

100-0amuipHas T lxana

A paJMIIMOHHAs IIKaJIa ECTS

95 -100 A
OTJINYHO

83-94 B

68 — 82 XOpOIIOo 3a4TEHO C

56 — 67 D
YJIOBJICTBOPUTEIIHHO

50 - 55 E

20 -49 FX
HEYJIOBJICTBOPUTEIHHO HE 3aYTEHO

0-19 F
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5.2.KpuTepuu BbICTABJIEHHSI OLIEHKH 10 JUCHHUILIUHE

Banapl/
IxaJuaa
ECTS

Onenka o
JUCHHUILINHE

Kpurepun oueHKH pe3yJibTATOB 00y4eHHs 10
AUCHUILINHE

100-83/
A.B

«OTIIMYHOY/

«3aYTCHO
(oTI4HO)»/

«3a4YTCHO»

BeicraBisercs: 00y4aromemMycsi, €Clid OH IIy0oKo U
IIPOYHO YCBOWJI TEOPETUYECKUM U NIPAKTUYECKUI
MaTepHaj, MOXKET IIPOJEMOHCTPUPOBATh 3TO HA 3aHATHAX
U B XOJ€ IPOMEKYTOYHON aTTECTALlUN.

OO0yyaromuiicst HCYEPIIBIBAIOIIE U JOTHUYECKH CTPOHHO
u3naraet yueOHbI MaTepua, yMeeT yBsA3bIBaTh TEOPHUIO C
MPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3ajad
npodeccnoHaTbHOM HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, MPABHJIBHO 000OCHOBBIBAET IIPUHSTHIC
perieHusl.

CB000/IHO OpUEHTHUPYETCS B yUeOHOH U
npo¢eccCUOHATILHOM JINTepaType.

OneHka 0 JUCLUIUIMHE BBICTABIISIOTCS 00YYaroIEMyCs C
y4E€TOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTECTALlUN.

Komnereniuu, 3akpeniaéHHble 3a AUCIUIUITMHOMN,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKUII».

82-68/

«XOpOouIoy/

«3aUTCHO
(xoporo)»/

«3a4YTCHO»

BricTaBnsiercs o0y4aromemMycsi, €CiIi OH 3HaeT
TEOPETHUYECKUIN U MPAKTUIECKUI MaTeprall, FPAMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B X0/
MIPOMEKYTOYHON aTTECTAllMU, HE JIOMYCKasl CYyLIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuiics IpaBUIbHO PUMEHSET TEOPETHUECKHE
IIOJIO’KEHUS IIPH PELIEHUH IIPAKTUYECKUX 3a/1a4
po¢eCCHOHATILHON HANIPABJIEHHOCTH Pa3HOIO YPOBHS
CJI0OKHOCTH, BJIaJIeeT HEOOXOIUMBIMHU JIJIsl 3TOTO HaBBIKAMU
U IPUEMAMH.

JlocTaTOYHO XOpOILIO OPUEHTUPYETCS B yUeOHOU U
npo¢eCCHOHATILHOM JITepaType.

OreHka 1Mo JUCHHUIUIMHE BBICTABIISIOTCS 00YYatOIEMyCs C
y4E€TOM PE3YJIbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTECTALlUN.

Komnereniuu, 3aKkpeni€Hnble 3a TUCIUILITMHOM,
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Bbanasl/ Ouenka no Kpurepun oueHKH pe3yJIbTATOB 00y4eHHs 10
Ixana AUCHHUILINHE AUCHHUILINHE
ECTS
Cc(OPMHUPOBAHBI HA YPOBHE — «XOPOIIHUH».
67-50/ «y/IOBJIETBOPU- BrictaBmisiercst o0yyaromemMycs, €Ciii OH 3HaeT Ha 6a30BOM
TEIbHOY/ YPOBHE TEOPETUYECKUHN U IIPAKTUYECKUNA MaTepuall,
D.E JIOITyCKAeT OTAEIbHBIE OMMOKH MPH €r0 U3JI0KECHUHU Ha
(3ATTERO 3aHATUSIX U B X0J1€ IPOMEKYTOUHOM aTTeCTalUH.
(ynoBneTBopu-
TEJIBHO)»/ OOyuaronuiics UCTIBITHIBACT ONpeIeIEHHbIE 3aTPyAHEHUS
B IPUMEHEHUH TEOPETUUECKUX I0JI0KEHUH TPU PELICHUU
(GATTEHOY MPAKTUYECKHX 3a/1a4 PO(HeCCHOHAIbHONW HalpaBI€HHOCTH
CTaHapTHOI'O YPOBHS CII0O)KHOCTH, BJIAJEET
HEOO0XOAUMBIMHU JJISl 3TOT0 0a30BbIMH HAaBbIKAMU U
NpUEMaMHU.
JleMOoHCTpUpYyEeT JOCTaTOYHBIM YpOBEHb 3HAHUS yUeOHOU
JUTEPATYPBI 110 JUCLUILIMHE.
OneHka 1o JUCHHUIUIMHE BBICTABISAIOTCS 00YYaIOIEMYyCs C
y4E€TOM PE3YJbTATOB TEKYILEH U TPOMEKYTOUHOU
aTTECTallUN.
Komniereniuu, 3akpeni€éHnble 3a JUCUUTITMHOM,
c(OpMHUPOBAHBI HA YPOBHE — «JIOCTATOYHBIN».
49-0/ «HEeYyJIOBIIETBOpHUTE | BricTaBnsercst oOydaroieMycsi, €ciii OH He 3HaeT Ha
JTBHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
FFX MaTepHal, 1oMycKaeT rpyoble OIIMOKH pU ero
HE 3a4TEHO

MN3JI0KCHHUU Ha 3aHATUAX U B XO0I€ HpOMe)KYTOqHOﬁ
aTTeCcTanuu.

OOyyaromuiics UCIIBITHIBAET CEPhEIHBIE 3aTPYIHEHUS B
MPUMEHEHUH TEOPETUIECKUX TTOJIOKEHUH MTPH PEIICHUN
MPAKTHYECKHX 3a/1a4 MPO(HECCHOHAILHOW HAIPaBICHHOCTH
CTaHJAPTHOT'O YPOBHS CJIOKHOCTH, HE BJIaJCET
HEOO0XOAMMBIMU JJISl 3TOTO HAaBBIKAMU U MIPUEMaMHU.

JleMoHCTpHpYeT pparMeHTapHbIe 3HaHUS Y4eOHOM
JUTEPATyphl 110 AUCHHUIIINHE.

OneHka o JUCHHUIUIMHE BBICTABIISAIOTCS 00YYarOEMYCS C
YYETOM pE3yIbTATOB TEKYIIEH U IPOMEKYTOUHOU
aTTECTALlNN.
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Banapl/
HIkaJuaa
ECTS

Ouenka no Kpurepun oueHKH pe3yJIbTATOB 00y4eHHs 10
AUCHUILINHE AUCHUILINHE

KommereHiuu Ha ypoBHE «IOCTaTOYHBIN», 3aKPETUIEHHBIC
3a TUCIUIUINHOM, HE CPOPMUPOBAHBI.

5.3. OneHovHblIe cpeacTBa (MaTEepHaJibl) JAJI5 TEKYLIEr0o KOHTPOJISI yCIIeBA€MOCTH,
MPOMEKYTOYHOM aTTeCTAMU 00YYAIIUXCS 10 IUCHUILINHE (M00YJ110)

1.

Konmponsnsie 6onpocwt 011 meKyuieil u npOMeHcymouHol ammecmayuu

3HaueHue u POJib CHEUUAJIBHBIX CHUCTEM JOKYMCHTAUU B ACATCIBHOCTU COBPCMCHHBIX

OpFﬁHH?:ﬂHHﬁ 1 OpraHoB BJIaCTH

2.

© ®©® N o g >~ w

11.
12.

JloroBopHast JOKyMEHTalUs: Ha3HAYeHUE U TIPUMEHEHHE.
Oco6eHHOCTH OQOPMIICHHUS IOTOBOPHOW TOKYMEHTAIUH.

Bupl 1oroBopoB 1 UX crieuQuKa.

CTpyKTypa TeKcTa JOrOBOPOB U AOMOJHEHHH K JOTOBOPAM.

Ponb 1 3HaUeHME CHCTEMBI TUTNTIOMATHYECKON TOKYMEHTAIIHH.
Knaccudukanms AUIIIOMaTHIECKUX JOKYMEHTOB.

BHemHune munnoMaTiyecKue JOKyMEHTBI: BUJbl M HA3HAUCHHE.
BHyTpenHue mumioMaTHYecKue JOKYMEHTBI: BUbI U Ha3HAYCHHUE.
Ocob6enHocTd 0OpPMIIEHHS TUIUIOMAaTHYECKON TOKYMEHTALIH.
Postb 1 3HaYeHNE HUHAHCOBOM TOKYMEHTALMH.

P CrilaMCHTaluAa pa6OTBI C (I)I/IHB,HCOBLIMI/I AOKYMCHTAaMH B HOPMATHBHBIX IIPABOBBIX aKTax

Poccuiickoit ®enepanuu.

13.
14.
15.
16.
17.
18.
19.

OcHoBHBIE BUJIBI (PHHAHCOBBIX JOKYMEHTOB.

[lepBUYHBIEC YUETHBIE JOKYMEHTHI U UX 3HAYECHUE.

Odopmrnenne GUHAHCOBBIX JOKYMEHTOB.

[Ipumenenne yHuUIUPOBaHHBIX (GOPM I cocTaBICHUs (MHAHCOBBIX JOKYMEHTOB.
Posb 1 3HaUEHKE BOEHHOM JIOKYMEHTAIUH.

OcobenHocty 0(hOpMIICHHUS BOCHHOM TOKYMEHTAI|H.

3aKOHOJIaTeHI)HBIe AKThl 1 HOPMATHBHO-METOANYCCKHUE NTOKYMCHTEI, PErIIaMECHTUPYIOIHNE

JIENIOTIPOM3BOJICTBO B cucTeMe MuHucTepcTBa 000poHbI PO.

20.

OcHOBHBIE BUBI CIYy)KEOHBIX JOKYMEHTOB, COCTaBISIEMBIX (M31aBaeMbIX) B BoopykeHHBIX

CHJIaXx.

21.

[MpaBuna moAroToBkr W oGOpPMIIEHHS CITYy>KEOHBIX JTOKYMEHTOB B cucTeMe MUHHCTEpCTBa

o6oponsl PO.
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6. YueOHO-MeTOMMYecKOe 1 MH(OPMAIIHOHHOE 0o0ecTiedeHue TN CIUTIINHbI

6.1. CHHCOK HCTOYHHKOB U JIUTEPATYPbI

Hcmounuku

I'paxxmanckuii kogeke Poccuiickoit deneparuu (B pen. @eaepansroro 3akoHa ot 22.10.2014 Ne
315-®3). Y. 1 ot 30 nosOps 1994 r. Ne 51-®03 [DnexkTpoHHBIM pecypc] — Pexum nocrymna:
http://www.garant.ru.

bromkernsiii kogekce Poccuiickoit ®deneparuu (B pea. deaepanbHOro 3akKOoHA OT
26.12.2014 No449-d3) ot 31.07.1998 Nel45-®d3 [DnekTpoHHbIi pecypc] — Pexxum gocryna:
http://www.garant.ru.

Hamnoroserii  konexkc Poccuiickoit ®denepanmu (B pen. deaepanbHOro 3akoHa OT
29.12.2014 Ned447-@3) Y. 1. ot 31.07.1998 Nel46-®d3 [DOnektponnsii pecypc] — Pexum
nocryna: http://www.garant.ru.

Oenepanpubiii 3akoH 0T 06.12.2011 Ne4(02-®3 «O Oyxrantepckom yuere» (B pell.
O®enepanbHoro 3akoHa oT 04.11.2014 N 344-®3) [DOnextpoHHsblid pecypc] — Pexum nocryna:
http://www.garant.ru.

@enepanbhblii 3akoH 0T 15.07.1995 Nel01-®3 «O MexayHapOoIHBIX JOroBOpax
Poccwuiickoit @enepanumy [ DneKTpoHHBIH pecypc]| — Pexxum moctyna: http://www.garant.ru.

®enepanbHblif 3aK0H OT 02.12.1990 Ne395-1 «O Gankax u 6aHKOBCKOI eATeIbHOCTH (B
pen. denepanbHoro 3akoHa ot 28.06.2014 N 189-®3) [DnextponHslii pecypc] — Pexum
noctyma: http://www.garant.ru.

®enepanbhbiii 3akoH oT 10.07.2002 Ne86-®3 «O ILlentpanbHoMm Oanke Poccuiickoit
®enepannu (banke Poccum)» (B pea. demepanmpHoro 3akona ot 29.12.2014 N 451-D3)
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

@enepanbhbiii 3akoH or 10.12.2003 N 173-®3 "O BamOTHOM pETyJIMPOBaHUM U
BAJIIOTHOM KOHTpoJje» (B pen. PenmepanbHoro 3akoHa ot 4 HosOps 2014 r. N 344-03)
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

®enepanbublif 3akoH oT 31.05.1996 Ne 61-D3 «O6 obopone»// C3 PD. 2015. Ne 23.
¢1.2930. [DnexkTpoHHBIN pecypc]| — Pexxum goctyna: http://www.garant.ru.

[locranoBnenue IlpaButensctBa P® Nel07 ot 25.02.2011 «O6 yTBepKIeHUH
[TonoxkeHuss o mpu3HaHUM MEXIyHApOAHBIX CTaHIAPTOB (UHAHCOBOM OTYETHOCTH U
pa3bsicHeHH MeXIyHapOJAHBIX CTaHAApTOB (DMHAHCOBOW OTUETHOCTH HJIsl MPUMEHEHHUS Ha
tepputopun  Poccuiickoit ®Denepanum» [DnekTpoHHBI pecypc] — Pexum nmoctyma:

http://www.garant.ru.


http://www.consultant.ru/document/cons_doc_LAW_172854/?dst=100013
http://www.ib.ru/ibs/iprav/info-pravo/base_law-max/02_gov/pp20110225=107.html
http://www.ib.ru/ibs/iprav/info-pravo/base_law-max/02_gov/pp20110225=107.html
http://www.ib.ru/ibs/iprav/info-pravo/base_law-max/02_gov/pp20110225=107.html
http://www.ib.ru/ibs/iprav/info-pravo/base_law-max/02_gov/pp20110225=107.html
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HNuctpykuus no nemonpou3BoactBy B Boopyxkennbix Cuitax Poccuiickoit denepanum.
M., 2017. [DnexTponHsIii pecypc] — Pexxum noctyna: http://www.garant.ru.

Jlumepamypa

boikoBa T.A. JlokymeHTanmoHHOoe oOeclieueHnue yIpaBieHusi (IeI0MpOU3BOJICTBO)
[DnekTponHEbIi pecypc]; yueoHoe nmocodue/ T.A. brikoBa, T.B. Ky3nenosa. -2-e u3a. nepepab. u
JIOTI. - Mockaa: Nudpa-M, 2018. -304 c. - Pexxum JIOCTyTa!
http://znanium.com/go.php?id=942800/

Camotiinenko B.B. Jluriomarndeckas cimyxo6a: yue0. mocodbue - M.: Hopma: MTHOPA-
M, 2010. - 320 c.: 60x90 1/16. (mepemner) ISBN 978-5-91768-060-6 - Pexxum moctyma:
http://znanium.com/catalog/product/185712

Byxrantepckuii y4er: yuer 000pOTHBIX cpeAcTB: YueOHoe nmocobue / bepexnoii B.U.,
CycrnunpiHa .., burnait O.b. u ap. - M.: HUL UH®PA-M, 2016. - 192 c.: 60x90 1/16. -
(Briciee oopazoBanue: bakanaspuar) (Ilepernér) ISBN 978-5-16-010784-4 - Pexxum nocryna:
http://znanium.com/catalog/product/502154

6.2. IlepeueHbp pecypcoB HH(POPMALHOHHO-TEJIEKOMMYHUKANIMOHHON  ceTH
«HHTepHeT»

[apant [DnexkrponHsit pecype]. Pexxum nocryma: http://www.garant.ru.

DneKkTpOoHHO-0MONMMoTeyHas cucrema [DnekTpoHHblid pecypc]. Pexxum moctyma: —http://www.

Znanium.com

7. MaTepuaJibHO-TeXHUYECKOe o0ecnevyeHue JUCHUTITUHBI (MOTyJIs1)

Aynuropun JUIS TPOBEACHHS JIEKIUH W CEeMHHAPCKUX 3aHATHH C TEXHUYECKHMH CPEICTBAMHU
o0yueHHs (MyJbTHMEAHA-TIPOEKTOP (BUIEONPOEKTOP), HKpaH (NEPEHOCHOHM WM CTalMOHAapHbIN)),
KOMITBIOTEPHBIH KJIacC [UIs IPOBEICHNUS Ta00PATOPHBIX 3aHATHH.

1. Ilepeuens ITIO

Nen/ Haumenosanue 110 [IpousBoaurens Crioco0 pacnpocTpaHeHHs
n (ruyensuonnoe unu
Cc60000HO
pacnpocmpamsiemoe)
1. Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2. Microsoft Office 2010 Microsoft JIMIIEH3UOHHOE
3. Windows 7 Pro Microsoft JINIIEH3UOHHOE
4. Microsoft Office 2013 Microsoft JINIIEH3UOHHOE



http://znanium.com/go.php?id=942800/
http://www.garant.ru/
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5. Windows 10 Pro Microsoft JINLEH3UOHHOE
6. Kaspersky Endpoint Security Kaspersky JTUIICH3NOHHOE
7. Microsoft Office 2016 Microsoft JlunensnonHoOE
8. Zoom Zoom JIULICH3UOHHOES

2. Ilepeyens B/l u UCC

Nerr/
I

HaunmenoBanue

MesxnyHapoaHbie pedeparuBHbie HaykoMeTpuueckue bJl, moctymnHeie B paMkax
HallMOHANbHOU moAnucku B 2022 r.

Web of Science

Scopus

[IpodeccuonanpHpie MOMHOTEKCTOBEIE B/], MOCTYyHBIE B paMKax HAIMOHATHHOW TIOIIHCKH B
2022 r.

Kypuanet Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnanst Taylor and Francis

[IpodeccuonanpHbie MOMHOTEKCTOBEIE B/
JSTOR
W3nanus o o01ecTBEHHBIM U TyMaHUTAPHBIM HayKaMm

OnektponHas oubauorexka Grebennikon.ru

KommnbroTepHsle cipaBO4YHbIE IPABOBBIE CUCTEMBI
Kouncynbrant [toc,

I'apant

8.

ObecneueHue 00pa3oBaTeJbLHOr0 mpouecca JJisl JHUIl € OrPpaHMYEHHBIMHU

BO3MOKHOCTAMM 3/10POBbA

B X0A€ pfain3aliu JUCHHUILIMHBI UCIIOJIB3YIOTCA CICAYIOINNUE JOIMOJTHUTEIbHBIC

METOABI 00yUEHUs, TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH M IIPOMEXYTOUHOM aTTECTAIIMKA O0yJarOIIUXCS B
3aBUCUMOCTH OT MIX WHIUBUAYAITHHBIX 0COOCHHOCTEH:

®  JJIA CJICIIBIX U CJ'Ia60BI/I}_I$[H_II/IXI
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- JCKIIUHU 0(1)0pMJ'I$IIOTC$I B BUJAC JJICKTPOHHOTO JOKYMEHTA, JOCTYIIHOI'O C MOMOIIBIO KOMIIBOTEpPA CO
CrieMaJIn3UPOBAaHHBIM IPOTrPaMMHBIM 066CH6'-ICHI/I€M;

- NUCbMCHHBIC 3alaHUs BBIIOJHAOTCA Ha KOMIIBIOTEPE CO CIOCHHUAIU3HMPOBAHHBIM IIPOTrpaMMHBIM
O6CCHG‘ICHI/I6M, WK MOT'YT OBITH 3aMEHEHEI YCTHBIM OTBETOM;

- o0ecrieunBacTCs MHANBH Y JIbHOEC PABHOMEPHOE OcBeleHue He MeHee 300 Jiokc;

- JJIA BBIIIOJIHEHUA 3adaHHA IIPpH HCO6XOZ[I/IMOCTI/I MpEeaoCTaBJIACTCA YBCININBAIOUICC YCTpOﬁCTBO;
BO3MOKHO TAaK»K€ HCIIOJIL30BaHUE COOCTBEHHBIX YBCIMYUBAIOIIUX yCTpOﬁCTB;

- MACbMEHHBIE 3aJ]aHus 0(OPMIIIIOTCS YBEIMICHHBIM MIpU(TOM;

- 9K3aMeH W 3a4€T MPOBOAATCA B YCTHOW (hOpMEe WIIM BBIIOJHSAIOTCA B MHCBMEHHOW (opme Ha
KOMIIBIOTEpE.

e JUIA TIIYXHX M CIA0OCIBIIIAIINX
- Jexuuu OoQOPMISIOTCS B BHAE OJIEKTPOHHOIO  JOKyMEHTa, JHOO IpeJoCTaBisieTcs
3BYKOYCHJIMBAIOILAS anmapaTypa HHINBHIYaIbHOTO MOJIb30BAHMS;

- MIMCbMCHHBIC 3a/IaHW BBIIIOJIHAIOTCA Ha KOMIIBIOTEPE B MHUCHbMEHHOM (I)OpMC;

- DK3aME€H M 3a4éT MPOBOIATCS B MHMCHMEHHOM (hopMe Ha KOMIIBIOTEPE; BO3MOXKHO IMPOBEACHHUE B
(dhopMe TecTUpOBaHUS.

e IS JIML C HAPYUICHUSIMU OTIOPHO-BUTATEIHHOTO amrapara:
- JIeKIUH 0(OPMIISIOTCS B BHJIE DJIEKTPOHHOTO TOKYMEHTA, IOCTYITHOTO € MOMOIIBI0 KOMITBIOTEpa CO
CHENMAIN3MPOBAHHBIM MIPOTPaMMHBIM 00eCTIeYeHUEM;

- NHUCbMCHHBIC 3alaHWs BBIIIOJHAIOTCA Ha KOMIIBIOTEPE CO CICHHUAIM3HMPOBAHHBIM IIPOrpaMMHBIM
obecrieueHreM;

- 9K3aMeH U 3a4€T MPOBOJATCA B YCTHOH (hopMe WIIM BBITIOJHSAIOTCS B MUCBMEHHOH (opme Ha
KOMIIBIOTEDE.

HpI/I H606X0,I[I/IMOCTI/I npeayCcMaTpuBacTCs YBCIMYCHNUC BPEMCHU IS IIOATOTOBKU OTBETA.

Hpoue/:[ypa MMPOBCACHUA HpOMe)I(YTO‘IHOﬁ arTeCTaiuu 11 O6y‘laIOH_II/IXCH YCTaHABIMUBACTCA C
y‘léTOM HUX MHAWBUAYAJIbHBIX HCI/IXO(I)I/ISI/I‘IGCKI/IX 0COOCHHOCTEH. HpOMe)KYTOIIHaﬂ arTecTanusa MOXET
MMPOBOAUTLCS B HECKOJIBKO JTAIlOB.

[lpn npoBeneHMM TPOLENYPHl OLCHUBAHUS PE3YJIBTaTOB OOYYECHHUsS TpeayCMaTpHBacTCs
UCIIOJIb30BAHUE TEXHUYECKUX CPEJCTB, HEOOXOMMMBIX B CBSI3M C WHIMBUAYaJbHBIMH OCOOCHHOCTSIMH
O6yanOIlII/IXC$I. Ot CpeaAcTBa MOT'YT 6BITL MMPEA0CTaBJICHLBI YHUBECPCUTETOM, UJIKM MOTYT HMCII0JIb30BAaTHCA
COOCTBEHHBIE TEXHUUECKUE CPEJICTBA.

[IpoBenenue mpoleaypbl ONEHUBAHHUS PE3YIBTATOB OOYYEHHS JOITyCKAeTCS C HMCIOIh30BaHUEM
JMIMCTAHIIMOHHBIX 00Pa30BaTEIbHBIX TEXHOIOTHIA.

ObecneunBaeTrcst 1OCTYN K HHPOPMALMOHHBIM U Oubnmnorpaduyeckum pecypcam B cetu HTEpHET
TS Kakaoro oOyuaromerocs B GhopMmax, aganTHPOBaHHBIX K OTPAHUYCHUSIM UX 30POBbSI U BOCTIPHATHUS
UHQOPMAITIH:

e JUIA CJICTIBIX U CTa0OBHISIINX:
- B Ie4aTHOH (popMe yBeMUeHHBIM MPUPTOM;

- B (hopMe BIIEKTPOHHOTO JJOKYMEHTAa,

- B popme aynnodaiina.
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® IS TIYXUX M CIA0OCIIBIIIAIINX:
- B IeyaTHOH opwme;

- B (hopMe AIEKTPOHHOTO JJOKYMEHTA.

e i 00yYarOIUXCS ¢ HAPYIICHUSME OTIOPHO-JBHIATEIBHOTO amapara;
- B TICYaTHOH (opme;

- B (hopMe AIEKTPOHHOTO JJOKYMCHTA,
- B popme aynnodaiina.

VYueOHnnie ayauToOpun jid BCEX BUIAOB KOHTAaKTHOM M CaMOCTOSTCIbHOU pa6OTLI, Hay4dHas
OMOIHOTEKA U MHBIE IMOMCHICHUA OJIA 06y‘leHI/IH OCHAIICHBbI CIICIWaJIbHBIM 060pyIlOBaHI/IeM u y‘{e6HLIMI/I
MECTaMM C TEXHUYCCKUMU CPEACTBAMU 06yquH$1:

®  JUIA CIIENBIX U CIIA00BUISIINX
- YCTpOICTBOM /sl ckaHUpoBaHUs U uTeHus ¢ kamepoid SARA CE;

- nucruieeM bpaiing PAC Mate 20;
- mpuHTepoM bpaitng EmBraille ViewPlus;

e Ui TIyXWX U cIabOCIBIIIAIINX:
- aBTOMaTH3UPOBAaHHBIM pa00YUM MECTOM VISl JIIOJEH C HapyIIEHHEM ClTyXa U ca00CIbIIIAIINX;

- aKYCTPI‘IeCKI/IfI YCUIIUTEb Y KOJIOHKU,

e I 00yYarOIIUXCS ¢ HAPYUICHUSIME OTIOPHO-ABUTaTEIBHOTO alapara;
- IepeIBUKHBIMHU, PETYIHPYEMBIMH 3proHOMUYecKUMH napTamu CU-1;

- KOMIIBIOTEPHOM TEXHUKOW CO CIIEIMaIbHBIM MTPOTPaMMHBIM 00ecTieUeHHEM.

9. MeTtoauyeckue MaTepuabl

9.1. Ill1aHbI CEMMHAPCKUX M MPAKTHYECKHUX 3aHATHI

Tema 1. OcobenHocTn 0)OpMIICHHS JOTOBOPHON JOKYMEHTALMH.
®opma npoBeieHNst — TUCKYCCHS

1 3apmanme. CTyAeHTbl H3y4alOT OCHOBHBIE BHUJbI JIOTOBOPHOH JOKYMEHTAIUH,
3HAKOMSTCS ¢ MX O(POPMIIEHHEM M aHAJIM3UPYIOT MPEATI0KEHHbIE 00pa3Iibl JOKYMEHTOB

2 3apanue. M3yunts TpeboBanusa ['paxknanckoro xoaekca Poccuiickoit @enepanuu k
COCTaBJICHHUIO U 0()OPMIICHUIO TOBEPEHHOCTEH.

3 3aganue. CoCTaBUTh JOBEPEHHOCTH I10 MPEIIOKEHHON YIIPaBICHYECKOM CUTYallUH.

HcTouyHuKH U MTEpaTypa:
I'paxxnanckuii koaeke Poccuiickoit deneparuu (B pen. @eaepansuoro 3akona ot 22.10.2014 Ne

315-®3). Y. 1 or 30 HostOpst 1994 r. Ne 51-®3 [DnekTpoHHBIH pecypc] — Pexxum pocryna:
http://www.garant.ru.
beikoBa T.A. JlokymeHTanimoHHOEe oOecleueHne yIpaBieHusi (IeI0MpPOU3BOJICTBO)

[DnexTpoHHEIH pecypc]; yueOHoe mocooue/ T.A. beikosa, T.B. Ky3nenosa. -2-¢ u3a. nmepepad. u
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JIOTI. - Mockaa: HNuppa-M, 2018. -304 C. —Pexum JIOCTyTa:
http://znanium.com/go.php?id=942800/

Tema 2. OcobeHHoCcTH OpopMIIeHHS TUITIOMATHYECKON JOKYMEHTALINH.
®opma npoBeaeHHs — TUCKYCCHS

3aganue 1. CTyaeHThl U3y4yalOT OCHOBHBIE BUbI JUILUIOMATHYECKON TOKYMEHTAIWH,
3HAKOMATCA € UX O(POPMIICHUEM U aHAJIM3UPYIOT NMPEATIOKEHHbIE 00pa3libl TIOKyMEHTOB.

3amanne 2. M3yuuTh TpeOOBaHUS HOPMATHBHBIX IPABOBBIX aKTOB K O(OpMICHHIO
JUIITIOMATUYECKUX JTOKYMEHTOB.

3aI[aHI/I€ 3. BrrssBuTh CHeI_[I/I(bI/IKy COCTaBJICHUA  TCEKCTOB  JHUIIJIOMATHYCCKHX
JOKYMCHTOB.

HcTouyHuKHU M JIuTEpaTypa:

Oepepanpubiii 3aKk0H OT 15.07.1995 NelO1-®3 «O MexayHapOIHBIX JOroBopax Poccuiickoif
®eneparum» [DneKTpoHHBIN pecype] — Pexxum noctyma: http://www.garant.ru.

Vka3 Ilpesunenta PO or 11.07.2004 Ne865 «Bompockl MuHHCTEPCTBA HWHOCTPAHHBIX JEI
Poccuiickoii ®enepatmu» (B pen. ot 21.12.2013) [DnekTpoHHbI pecypc] — Pexum nocrymna:
http://www.garant.ru.

Cawmotiinenko B.B. Jlumutomarndeckas cimyxo6a: yue0. mocodbue - M.: Hopma: MTHOPA-
M, 2010. - 320 c.: 60x90 1/16. (mepemner) ISBN 978-5-91768-060-6 - Pexxum mpoctyma:
http://znanium.com/catalog/product/185712

Tema 3. Ocobennoctu opopmiaeHHs1 GUHAHCOBOM JOKYMEHTALMH.
®opma npoBeieHNst — TUCKYCCHS

3aganve 1. CTyaeHThl H3y4YalOT OCHOBHBIE BHJIbI (DUHAHCOBOM JOKyMEHTalUH,
3HAKOMSITCS ¢ UX 0(OPMIIEHHEM U aHAIU3UPYIOT MPEJI0KEHHbIE 00pa3iibl TOKYMEHTOB.

3ananue 2. U3yuuTh TpeOOBaHUS 3aKOHOJATENBFHBIX HOPMATHUBHBIX MPABOBHIX aKTOB K
odopmiteHHI0 GUHAHCOBBIX TOKYMEHTOB.

3amanne 3. CocTaBUTH cuer-(hakTypy, IUIATEKHOE MOPYYCHHE, aKT O MpHEMe-Tiepeiaue
TOBapHO-MaTE€pHANIbHBIX LICHHOCTEH, IPUXOIHBII KaCCOBBIA OpIep

Hcroynukn u auTepatypa:

®enepanpubiii 3akoH oT 06.12.2011 Ned402-d3 «O Oyxrantepckom ydere» (B pel.
®epnepanbHoro 3akoHa ot 04.11.2014 N 344-®3) [OnextpoHHblil pecypc| — Pexxum gocryma:
http://www.garant.ru.

®enepanpublit 3ak0H OT 02.12.1990 Ne395-1 «O 6ankax 1 0aHKOBCKOW JESATEITHHOCTH
(B pen. denepanphoro 3akoHa ot 28.06.2014 N 189-®3) [DnextponHHbIi pecypc] — Pexum

nocryna: http://www.garant.ru.


http://znanium.com/go.php?id=942800/
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®enepanpubiii 3ak0H oT 10.07.2002 Ne86-D3 «O IlenTpasibHoM Oanke Poccuiickoi
Oenepanun  (banke Poccun)» (B pen. PenmepanpHoro 3akona ot 29.12.2014 N 451-D3)
[DnexTpoHHBIH pecypc]| — Pexxum noctyna: http://www.garant.ru.

[Tpukaz Munduna P® ot 02.07.2010 r. Ne66H «O dopmax OyXranTepcKol OTYETHOCTH

~

opraunusaiuit" [DnexkTpoHHbIH pecype] — Pesxxum nocryma: http://www.garant.ru.

Byxrantepckuii y4er: yuer 000pOTHBIX cpeAcTB: YueOHoe nmocobue / bepexnoii B.U.,
Cycnunpma .., burnait O.b. u ap. - M.: HUL UH®PA-M, 2016. - 192 c.: 60x90 1/16. -
(Beicmiee oopazoBanume: bakanaspuar) (Ileperér) ISBN 978-5-16-010784-4 - Pexxum gocrtymna:
http://znanium.com/catalog/product/502154

Tema 4. OcobeHHocTu opopMiIeHHSI BOCHHOMH JOKYMEHTALMH.

dopMa npoBeIeHUs — TUCKYCCUSA

3amanue 1. M3yunuTh OCHOBHBIE BHJbI BOCHHON JOKYMEHTAIlMH, O3HAKOMHUTHCS C UX
odopMIIEHUEM U MPOAHATU3UPOBATH MPETIOKEHHBIE 00pa3Ilbl JOKYMEHTOB.

3ananue 2. U3yuuth TpeOOBaHMS HOPMATHUBHBIX IPAaBOBBIX aKTOB K O(QOPMIICHUIO
BOCHHBIX JIOKYMEHTOB.

3ananue 3. BeisiBUTH criein(uKy cOCTaBIEHUSI TEKCTOB BOGHHBIX JOKYMEHTOB.
HcTouyHuKHU M JIUTEpaTypa:

®enepanpubiit 3akoH 0T 31.05.1996 Ne 61-®3 «O06 obopoHe» [DNeKTpOHHBIN pecypc] —

Pexxum noctyna: http://www.garant.ru.

ITpuka3 Munuctpa o6opons! Poccuiickoit @eneparun ot 30.11.2006 1. Ne100 r.MockBa
«O0 yrtBepxknenun Permamenta MunucTtepcTBa 000poHBI  Poccuiickoin  Denepauun»

[DnexTponHbIit pecypc] — Pesxxum pocrtyma: http://www.garant.ru.

WNHcTpykuusa no aenonpou3BoAcTBY B BoopyskenHbix Cunax Poccuiickoin @enepanuu.

[DnekTpoHHBIi pecypc| — Pesxxum mocryma: http://www.garant.ru.

Ilpunoscenue 1

AHHOTAIUA JTNCHUIIJINHBI


http://www.consultant.ru/document/cons_doc_LAW_172854/?dst=100013
http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
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Juctunnmaa «CriennaibHbIe CUCTEMBI JIOKYMEHTAIIMM: WCTOPUSI M COBPEMEHHOCTH»
peaIn3yCTCsa Ha q)aKyJ'IBTeTe APXUBOBCACHUA U HOKYMCHTOBCIACHUA Ka(benpoﬁ JOKYMCHTOBCACHUS,
AYJJUOBU3YAJIbHBIX 1 HAYUYHO-TCXHUYCCKUX apXHUBOB.

Henp aucuuriuHbl (MOIYJSl) — HU3Y4YEHUE CKIAJBIBAHUS M PA3BUTUS CHEIUATBHBIX
CHUCTEM JIOKYMEHTAIlMM, a TaKXe COBPEMEHHBIX BHJIOB M PA3HOBHJIHOCTEH JIOKYMEHTOB,
OTHOCSIIIIUXCS K (PMHAHCOBOM, TOTOBOPHOM, TUTIJIOMAaTUYECKOW U BOCGHHOW JOKYMCHTAITUH.

3amaun.

— H3YYUTh NPOLECC CKIAAbIBAHUS W PA3BUTHSA CHELUAIBHBIX CUCTEM JOKYMEHTAIUU
(na mpumepe GUHAHCOBOM, TIOTOBOPHOM, TUIIIOMAaTHYE€CKON U BOCHHOM IOKyMEHTAlIUN );

— T1OKa3aThb COBPEMEHHbIE TPEOOBAHUS K COCTABJICHUIO U OPOPMIICHHIO TOKYMEHTOB,
OTHOCSIIIUXCA K CIIEHHAIIbHBIM CUCTEMaM JOKYMEHTAIUH;

— T[PUBUTH HABBIKA aHAJIU3a JOKYMEHTOB, OTHOCAIIMXCS K CHEHHAIBHBIM CHUCTEMAM
JIOKYMEHTaLUH;

— TPUBUTh HABBIKM COCTABJICHUSI PA3JIMYHBIX BHJIOB JOKYMEHTOB, OTHOCSLIUXCS K
(MHAHCOBOM, JOTOBOPHOM, IUINIOMATUYECKON U BOCHHOM JIOKYMEHTAIIUH;

—  H3yYUTh KIACCHU(PUKAIUIO JOKYMEHTOB, OTHOCSINUXCS K CIEIUAIBHBIM CHCTEMaM
JIOKyMEHTAIUU;

— BBIIBUTH BO3MOXXHOCTH YHU(HUKAIMU JTOKYMEHTOB, OTHOCSIIUXCS K CHEIHATIbHBIM

CUCTEMAaM JJOKYMCHTAIIUN

Jucnunimza (MOAysIb) HallpaBiieHa Ha (POPMUPOBAHUE CIEAYIOMNUX KOMITETEHIIUI:

. [TK-3.2 CriocobeH o11leHUBaTh UCTOPHIO U COBPEMEHHOE COCTOSIHHE 3apyO0eKHOTO
OTIbITA B chepe TOKYMEHTAIIMOHHOTO 00ecieueHus YIIPaBICHHS U apXUBHOTO JIeNa;

o [1IK-7.1. Ymeer BbICTpauBaTh, KOHTPOJIUPOBATH, COBEPIICHCTBOBATH CUCTEMY
apXMBHOI'O XpaHEHUs Jie (JIOKyMEHTOB) B OpraHU3alMH.
B pe3ynbraTe 0cCBOGHUS TUCIMITIINHBI (MOJTyJIsl) 00y4YaIOLIMiCs JOIKEH 3HaAmb !

—  JIOKyMEHTOBETYECKYIO TEPMHUHOJIOTHIO;

— 3aKOHOJATENbHBIE W HOPMATHBHBIE MPABOBBIC AKTHl U HOPMATHBHO-METOJIMYECKHE
MaTepHalbl, PEryJHpyIoIue MOPSA0K CO3JaHHs JOKYMEHTOB, OTHOCSIIMXCS K CIEHUAIbHBIM
cucTeMaM JIOKyMEHTallUu,

— 3aKOHOMEPHOCTH Pa3BUTHS CHEIHATBHBIX CHCTEM JIOKYMEHTAIINH;

—  CTPYKTYPY AOKYMEHTOB, OTHOCSIIIXCS K CIIEIHAILHBIM CHCTEMaM JJOKYMEHTAIINH,

— KJaccU(UKALMIO  JIOKyMEHTOB, OTHOCSIIMXCA K  CHEHUAJbHBIM  CHUCTEMaM

JOKYMCHTAIUU,



23

— XAapPaKTCPHUCTUKY U COCTAB YHI/I(bI/ILII/IpOBaHHI)IX CUCTCM JOKYMCHTAIIUU,
— IHpaBujia COCTABJICHUA U O(bOpMJ'IeHI/Iﬂ JOKYMEHTOB, OTHOCAIIUXCA K CIICHHWAJIbHBIM

CUCTEMaM JIOKYMCHTALUH,

B pezynomame uzyuenusn oucyuniunsl cmyoenm OO0JHCeH YMemb.:

— yHUUUUPOBATH M MPOEKTHPOBaTh (POPMBI  JTOKYMEHTOB, OTHOCSILIUXCS K
CIIELUATLHBIM CUCTEMaM JOKYMEHTAIlUH,

— COCTaBJSATh U OGOPMISATH JOKYMEHTBI, OTHOCSIIUECS K CHEIHAIBHBIM CHUCTEMaM
JIOKYMEHTalluH,;

—  0(OopMIIATH JOKYMEHTBI, OTHOCSIIIMECS K CHEIHAIbHBIM CUCTEMaM JOKYMEHTAIluH, B
COOTBETCTBUU C TPEOOBAHUSIMH HOPMATHUBHBIX aKTOB U TOCYAAPCTBEHHBIX CTAaHAAPTOB;

— HWCHOJB30BaTh YHU(DUIIMPOBAHHBIE ()OPMBI JOKYMEHTOB.

B pezynvmame uzyuenusn oucyuniurvt cmyoenm 00axcen 001a0amv HABbIKAMU.

- HaBBIKAMH TPHMEHEHUS TpeOOBaHWI HOPMATHUBHBIX AaKTOB W TOCYAAapCTBEHHBIX
CTaHJAPTOB TPU COCTABICHUH M O(OPMIICHHH JOKYMEHTOB, OTHOCSIIMXCS K CIEHHATBHBIM
CHCTeMaM JIOKYMEHTAIIHH;

— HaBbIKAMU pa3pabOTKU YHU(PHUIHMPOBAHHBIX (OPM JIOKYMEHTOB M Tabens (opm

JIOKYMEHTOB.

[To nucnuniuHe (MOIYNIO) MPEIyCMOTpPEHa IPOMEXKYTOUYHAs arTectauus B ¢opme
HK3aMeHa.
OOmast TpyIOEMKOCTh OCBOCHHS TUCIHMIUIMHBI (MOJIYJISl) COCTaBIsieT 3 3a4eTHBIX

CAUHUIIBI.



