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1. Ilesin ocBOEHUS AUCHMUILIMHBI

Kypc «®unonoruueckoe odecrieueHre TOKYMEHTOBEACHUS» SBISIETCS OJHON M3 JUCLMIUIUH MO
BbIOODY. Llenb Kypca — naTh CUCTEMHOE MPEICTaBICHHE O CUCTEME JOKYMEHTAIMOHHOTO 00ecTieueHus
yIpaBJIEHUS B UICTOPUU U COBpPEMEHHOM cocTosHMM Poccun. Kypc npeanonaraer ycBoeHHE OCHOBHBIX
TEOPETUYECKUX TMOHATUH U BBIPAOOTKY MPAKTUUYECKHX HAaBBIKOB B cdepe OTEYeCTBEHHOTO
JIEJIONPOU3BO/ICTBA 10 CIEAYIOLIUM pa3ieiaMm:

1) «Kpatkuii 5KCKypC B HCTOPHIO JCIONPOU3BOJCTBA B Poccrmy, 11e1b KOTOPOro — 3HAKOMCTBO C
MCTOpPUEHN U OCHOBHBIMM 3TallaMU CTAaHOBJIEHUS U Pa3BUTHSI CUCTEMBI YIIPABJICHUSI U JAEJIONPOU3BOICTBA
B Poccun (X—XX BB.);

2) «/lokyMeHTOBeIeHUEY, LIelIb KOTOPOrO — U3y4YCHUE JOKYMEHTA U CHCTEM JOKYMEHTAIUH B UX
HUCTOPUYECKOM PAa3BUTUH U COBPEMEHHOM COCTOSIHUH;

3) «CoBpemenHast opranuzaius U TexHojorust JJOY», 1einb KOToporo — 3HaKOMCTBO C TCOPHEH,
MPAKTUKOM U TEXHOJIOTHEW COBPEMEHHOTO IOKYMEHTAIMOHHOTO 00eCIIeYeH sl YIIPaBICHUS.

Ocoboe BHUMaHHWE YAENSETCS HCTOPUH (OPMHPOBAHUS U COBPEMEHHOMY COCTOSHHIO
TEPMHUHOJIOTHH JIETOMPOU3BOICTBA.

2. MecTo AucuMILIMHBI B cTpykType OIT

BapuaruBnas yacts. Jucuuminna mno Beioopy.

Ee ocBoenue onmpaercs KOMIETEHLUH, c(HOPMUPOBAHHBIE B IMPOLIECCE M3YUYECHUS TUCLUILIIMH
«BBenenue B s3bIkO3HaHUEY», «COBPEMEHHBIN pycCKuil s3bIK». M3ydeHHe NUCUUIUIMHBI COJIEHCTBYET
dbopmHpoBaHHUIO y GakalaBpOB NPOPecCHOHATBHOM JIEKCUKOTpapuueckoi KOMIETEHIIUH.

TpeGoBanus K BXOAHBIM 3HAHUSIM U YMEHHMSAM BbIPAXKAIOTCS B CIIEYIOIIEM.

JIOJKHBL:

e 3HaTh/IOHUMATH: JIMHIBUCTHUECKYIO TEPMUHOJIOTHIO, OCHOBHBIE CBEICHHUS O S3bIKE (JIEKCHKA),
OCHOBHBIE CIIOBAapH.

e VYMerThb: UUTaTh U NOHUMATh Y4eOHYI0, HAYYHYIO JUTEPATYPY, MOIb30BATHCS MH(POPMAIIMOHHO-
CIIPaBOYHBIMHU M3AAHUSAMH PA3JIUYHBIX TUIIOB.

e Buagers: HaBbBIKAMU YTEHUS U aHAIIM3a TEKCTA, IPUEMAMH aHAJIN3a JIEKCUYECKUX EAMHHIL.

JlucuumuinHa siBIIsieTCss OCHOBOM UI M3YYEHHUs APYTUX pa3fesioB Kypca « COBpEMEHHBIN PyCCKUN
A3BIK», @ TaKKe JUIsl OCBOCHMS OOIIMX M CHELMAJIbHBIX JIMHTBUCTHYECKUX KYpCOB, B YaCTHOCTH
HOCBALIEHHBIX SA3bIKY cepbl 0PUIIHATBHO-EII0OBOIO OOIIEHUS.

3. [lnanupyeMble pe3yJbTaThl 00yUeHHs M0 TUCHHUILINHE

3.1. Komnerenuuu, popMHPOBAHNIO KOTOPHIX CMIOCOOCTBYET AUCHUIINHA

[Tpu ocBOGHUHU TUCHMITIMHBI (HOPMUPYIOTCS ClIeAYIOLIME KoMreTeHIMU B cooTBeTcTBUU ¢ PI'OC
BO 1o nanHOMYy HampaBJIEHHUIO IMOJTOTOBKH:

a) obmenpodeccuonansueie (OI1K):

OK-5—- CnocoOHOCTh K KOMMYHHKAIlMM B YCTHOM M NHCbMEHHOM (GopMax Ha PYCCKOM H
MHOCTPAHHOM SI3bIKAX JIJIsl PEeIICHUs 3a]]a4 MEKIMYHOCTHOTO U MEKKYJIBTYPHOT'O B3aUMOJEHCTBHUS.

OK-10 — cmocoOHOCTh WCIONB30BaTh OCHOBHBIE TOJIOKEHHSI W METOJABl COIHMAIbHBIX U
TyMaHUTApHBIX HayK (Hayk 00 OOIIEecTBE M YEIOBEKE), B TOM YHCIIC TICUXOJOTUU W TEJaroruku, B
pa3IUYHbBIX cepax KUZHEeIEATeTbHOCTH.

6) nmpodeccuonansusie (I1K):

[1K-4 — BnajeHue HaBbIKAMHU y4acTHUS B HAYYHBIX TUCKYCCHUSIX, BBICTYIUICHHUS C COOOIEHUSMU U
JOKJIaJaMi, YCTHOTO, MHUCBMEHHOTO W BUPTyaJdbHOro (pa3MmelieHne B WH(GOPMALMOHHBIX CETAX)
NpEeJICTaBICHUS MaTePHaIOB COOCTBEHHBIX UCCIIEIOBAaHUH.

3.2. llepeyeHb NJAHHPYEMBIX Pe3yJbTATOB O0y4YeHUs] MO JAMCHUILUIMHE, COOTHECEHHBIX C
(opMupYyeMBbIMH KOMIIETEHUHSAMHU
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B pe3ynbraTe 0OCBOCHUS TUCHUIUIMHBI 00y4YatOIHICs TOJIKEH:

3HaTh: COIEp)KaHWE OCHOBHBIX TOHATHH M TepMuHOB mM3ydaemoro kypca (OK-10); ocHOBHBIC
HOPMAaTUBHO-TIPABOBbIE U HOPMATHUBHO-METOINYECKUE TOKYMEHTHI, a TAK)KE€ OCHOBHBIE HayuHbIe PaOOTHI
10 TEMaTHKE Kypca U OCHOBHBIE CJIOBAPH CJIOB pycckoro si3bika (OK-5).

YMeTb: packpbiBaThb  COJIEpP)KaHWE OCHOBHBIX  IOHSATUN  JAMCHUMIUIMHBI,  HCIIOJIb30BaTh
TEOPETUYECCKHE CBEICHUS MPH aHau3e s13bikoBoro Marepuaia (OK-10); u3noxuTh conepikaHue BOmpoca
C OLICHKOM Pa3JIMYHBIX MHEHUI U TOYEK 3pEHUS; aHATU3UPOBAThH S3bIKOBBIE OCOOEHHOCTH O(UIIMATIBHO-
JIEJIOBBIX TEKCTOB PA3JIMYHBIX THIIOB; UCTIOJIL30BATh PA3HBIC TUIIBI CJIOBAPEH B yU4eOHOHN M MPAKTUYECKOM
nesrenaprocT (OK-5), BeicTymats ¢ coobmenusmu u gokiaagamu (ITK-4).

Baaners: cniocobamMu U mpueMaMu paboThl C HAyYHOH M y4eOHOH JIUTepaTypoil, B TOM 4HUCIIe
uHpopmannonubiMu pecypcamu uHTepHET (OK-10); mpremMamu pabOTBI CO CIIOBAPSAMH Pa3IHYHBIX
TUIIOB; METOJMKOMN aHaIn3a MUCbMEHHBIX U YCTHBIX TEKCTOB oduiinaabHo-nenoBoro cruis (OK-5, T1K-
4); 6a30BbIMH METOJaMHU M MpPUEMaMH YCTHOW M MHUChbMEHHON KOMMYHHKAIUM Ha PYCCKOM SI3bIKE B
chepe punonorunyeckoro odecreuenus qokymeHToBeneHus (OK-5).

4. O0beM U coiepKaHKe TN CHUTITIHHBI
O0BbeM AUCIMIUIMHBI COCTABIISIET 2 3aUeTHbIC eAUHMUIIBI (72 Yaca).

4.1. Conep:kaHue AUCHUILVIMHBI 10 pa3genamM (TeMaM), COOTHeCEHHOe ¢ BHJIAMH H
TPYA0E€MKOCTbHIO 3AHATHH JIEKIIHOHHO-CEMHUHAPCKOI0 TUIIA

O0beM MHOW KOHTAKTHOM pabOThl M CaMOCTOSITENbHON pabOThl 00y4YaIOUIErocs Mo IUCIUILUINHE
yKa3aH B y4eOHOM IIJIaHEe 00pa30BaTEIIbHON TIPOTPaMMBI.

Ne Bupnsl 3amATHH, HX @OpMBI TEKYILETO
/I Paznensl (Tembl) 00BeM (B ak.gacax, Imo KOHTPOJIS ycIieBaeMOocCTH (110
JUCTIATLTAHBI § o4HOM hopme 04HOM popme 0OydeHus)
g 00y4eHus)
3 3anaTus 3ansaTus DopMbI IPOMEXKYTOIHOH
JICKIIUOH- CEMUHap- arTecraun
HOT'O THIIA | CKOTO THUIa
1. | Beenenue. ) 2 2 IIpoBepka BBITTOJIHEHUS
CopneprkaHre OCHOBHBIX (0a30BBIX) 3alaHuii K  TIPaKTUYECKUM
MIOHSITHH Kypca. 3aHATUAM
2. | Pazgen |. Kparkmii 3Kckypc B ) 4 4 IIpoBepka 3aJlaHui K
WUCTOPUIO  JIENOTNPOU3BOJICTBA B NPaKTUYECKUM 3aHSATHIM
Poccuu
3. Paznen Il. lokymenToBenenne 5 6 6 IIpoBepka 3aIaHUNA K
NPaKTUIECKUM 3aHSATHIM
4. | Pazgen Il CoBpeMeHHas 5 6 4 IIpoBepxka 3a/laHui K
opranmuszauus 1 rexnoaorus JOY NPaKTHYECKUM 3aHATHIM
5. | 3auernas paboTta 5 2 3amuTa NpoeKToB
HToro 1o IucHuILINHE: 18 16 3auer

4.2. Pa3BepHyTO€ ONMCAHUE COAEPKAHMS UCHMILUIUHBI N0 pa3ienaM (TeMam)

Beenenue
Tema 0.1. Conep:xanue ocHOBHBIX (0a30BbIX) NOHATHI Kypca. CoaepikaHUe U COOTHOIICHHE
MOHSTUN JIETIOTIPOU3BOJICTBO, JOKYMEHTOBEJIEHUE, JOKYMEHTAIlMOHHOE OOecredyeHue YIpaBlIeHUs,
TaKkXe JIOKYMEHTHPOBAaHHUE, JTOKYMEHTOOOOpOT, MH(OpMalus, JAOKYMEHT, PEKBHU3UTHI  JIOKYMEHTa,
OQUIMABHBIM TOKYMEHT, IOpUANYECKas cuja JOKyMEHTa, YEpHOBOW OKYMEHT, OeIOBOWM JTOKYMEHT,
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NOJJIMHHUK O(QHUIIMAILHOTO JOKYMEHTa, KOMUS JIOKyMEHTa, IyOlHuKaT, SJEKTpOHHas IudpoBas
HOAIINCH.

Tema 0.2. /IpeBHHe cnocodbl JOKyMeHTHpPOBaHMsT HW  (opMbl JTOKYMeHTOB. CBs3b
JOKYMEHTUPOBAHUSA H  JOKyMeHTooOopora ¢ dopmamu  ympaBieHus. JlpeBHHE  CIOCOOBI
JTOKYMEHTUPOBaHUA U (OpMbI TIOKyMEeHTOB (Ha npumepe JpeBuero Erurmnra).

Pasznea 1
Kparkuii 3kcKkypc B HCTOPHIO Ae10npou3BoAcTBa B Poccun

Tema 1.1. loxymentupoBanue B JlpeBHeii Pycu (X—XV BB.). YienbHOe ynpaBiieHHE U €ro
yupexeHus. Tursl 1e10BbIX TOKYMEHTOB B Aenonpou3Boactse Pycu X—XV Bs.

CraHOBJIEHHE CHCTEMBI JEJIOBBIX JOKYMEHTOB. OTpaboTKa MpaBUJI COCTaBICHUS U O(OpMIICHUS
JIOKYMEHTOB, UX pekBu3uTOB. [Ipouecc «ipousBoacTaa gem» B XV Beke.

Tema 1.2. Bo3HnKkHOBeHHe U pa3BUTHE JeJ0NPou3BoAcTBa B yupe:xaenusax Poccunm XVI-
XVII BB. (mpuka3Hoe aeonpon3BoAcTBO). CKiaJbIBaHUE CUCTEMBI TOCYIAPCTBEHHOIO YIIPABIICHUS B
npouecce (OPMUPOBAHMS IIEHTPAIM3pPOBaHHOTO Pycckoro rocynapctBa. 3akoHOAATENbHBIE U
HCIIOJIHUTEIIbHBIE Opranbl rocynapcrseHHol Biaactu (bosipckas Jlyma, npukasbl, IpuKka3Hble U30b1).

Opranuzanus JeNONpOM3BOACTBA B LEHTPANBHBIX M MECTHBIX yupexaeHusx Pycckoro
rocynapcTsa (IpHUKa3ax M MpHKa3HbIX n30ax). OCHOBHBIC ATaIbl PadOTH ¢ ToKyMeHTaMu. CTonOmoBas
dbopMa enonpon3BOACTBA.

Jduddepennmanuss JTOKYMEHTOB B 3aBHCHMOCTH OT BHJOB YIPABICHUYECKOW IEATEIBHOCTH.
OcoOenHocTy 0pOPMIICHHUS OCHOBHBIX BUJIOB IOKYMEHTOB. YUeT U XpaHEHHUE JOKYMEHTOB.

OcHOBHBIE 0COOEHHOCTH MPUKA3HOTO AETOMPONU3BOJICTBA.

Tema 1.3. leionpousBoacteo B yupe:xkaenusax Pocecuu XVIII  Beka (kosuie:kckoe
aejgonpousBoacTBo). Pepopma rocymapctBenHoro ammapara npu llerpe |. HoBas (xosexckast)
cucTeMa rocy/1lapCTBEHHBIX YUPEKACHUH.

Opranuzanus KOJUIEKCKOrO JiejonpousBojcTBa. “I'eHepanbHblii  permament” 1720 1. Kak
OCHOBHOM 3akoHogarenbHbl akT XVIII B. mo opranuzamum nenonpous3BojcTBa. PernameHnranus
JIOJDKHOCTHBIX 00s13aHHOCTEN ciyxkanux B 3akoHomarenbctBe XVIIIB. Tabenp o panrax 1722r.
Benenne nenm B KOJUIEKCKOM JIEIONPOM3BOJCTBE M OpraHM3alMsl apXWBHOTO XpaHEHHA. Bunbl
nokymeHToB B aenornpou3BoacTBe XVIII B. OcobeHHocTr opopMiieHns JOKyMEHTOB.

OcCHOBHBIE YEPTBHI KOJUIEKCKOTO JIE€JI0NPOU3BOJICTBA.

Tema 1.4. leionpousBoacTBo B yupe:xxkaeHusax Poccuu XI1X — nayana XX BB. (MMHHCTEpPCKOe
AeJIONPOU3BOICTBO). AMUHHUCTpaTUBHBIE pedopmbl Anekcanapa |. HoBas cuctema rocyaapcTBeHHBIX
yupexaenui Poccun.

«O0mee yupexaeHue MUHUCTEpcTB» 1811 T. Kak OCHOBHOW 3aKOHOJATENBHBIM aKT MO
€IMHOOOpa3HOMY TMOPSIKY JAeNONpou3BOACTBa B yupexaeHusx XIX B. [lpuninun enuHOHaYAIHS.
Pernamenranuss JOKYMEHTAllMOHHOTO OOECIeYeHHs yIpaBleHYecKod nestenbHocTH. [lopsimox
opopmiieHUs U JBWXKEHUS JOKyMeHToB. HoBble cpencTBa HOKyMEHTHpOBaHUS. MexaHuzauus u
paloHaIn3aus 1eJI0NPOU3BOICTBEHHON NEATEIBHOCTH.

Oco0eHHOCTH MUHUCTEPCKOTO AEONPOU3BOICTBA.

Tema 1.5. le1onpon3BoacTBo B coBeTckyw J3moxy (1917-1991rr.). dopmupoBanue u
CTAHOBJICHUE COBETCKON CUCTEMBI T'OCYJaPCTBEHHBIX YUPEKICHUM.

Cranosnenue coBerckoro zenornpousBoacta (1917-1920 rr.). [loucku panuoHanbHBIX (HopMm
OpraHM3aly JIeJONpPOU3BOJICTBA. BHeapeHue Hay4yHON oOpraHu3aluy YIpaBIEHYECKOTO Tpy/a.
WMHCTUTYTHI TIO pallMOHANIM3AMU J1€T0Npon3BoCTBA. OCOOEHHOCTH COBETCKOIO JIETONPOU3BOACTBA B
30-50 rr.

PazButne coBeTckoro rocymapcTBeHHOro paenomnpousBoacTBa (1960-1990 rr.). Ilouck myreii
COBEpUICHCTBOBAHUSA pabOThl TOCYJAapCTBEHHOIO ammapaTa YIOpaBJIEHUS U JI€JIONPOU3BOJCTBA.
Metoanueckue pa3pabOTKU O OPraHU3alUN U TEXHOJIOTHH Jiesionpon3BocTBa. Co3aanue v BHEApEHUE
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OCHOBHBIX MOJIOXKEHUN ENWHON TOCylapCTBEHHOW CHUCTEMBI JEJIONPOU3BOACTBA. TeopeTndeckue u
NPUKIAJHBIE HWCCIEAOBAaHUS B OO0JIACTH COBEPIICHCTBOBAHUS JOKYMEHTAI[HOHHOTO oOOecreueHus
ynpasineausi. @opmupoanue kxonueniuun JIOY um paspaborka mpoekta EnuHON TOCymapcTBEHHOM
cuUCTeMbl JOKyMeHTalrmoHHoro oOecrneueHusi ymnpasienuss (EI'CHOYVY), T'ocymapcTBeHHON cuCTEMBbI
JTIOKyMeHTaImoHHoro ooOecnevyenus ympasiaeHus (I'CJOVY). llenb, HazHaueHWe, COCTaB OCHOBHBIX
nosiockeHnit ECZIOY, xapakTepucTHKa OCHOBHBIX IOJIOKEHUM U TEMAaTUUECKUX Pa3/IeiIoB.

Tema 1.6. OcobennocTu poccuiickoro aesonpounsBogactTa (1991-2000 rr.). PasButue padot no
CTaHJApPTH3alUl U YHHU(PUKAIMU YIPABICHUYSCKHX TOKyMEHTOB. HopmaTuBHO-mMeTOoamdeckas 0asa,
periaamMeHTupymooias paboTy ¢ JOKyMEHTaMu. THuIoBas HWHCTPYKLUHS IO JIeONPOM3BOJACTBY B
MuHUCTEpcTBax M BegomcrBax P® (1993 r.). PacnopsbkeHuss M NHOCTAHOBIIEHHS IIPaBUTENBCTBA O
COXPaHHOCTH JOKYMEHTOB, CPOKaX BEIOMCTBEHHOI'O XpaHEHUSl JOKYMEHTOB. TWUIIOBas MHCTPYKLHS MO
JIEIONPOU3BOJICTBY B (peepalibHbIX opraHax ucnoidHuTebHOM Biactu 2001 r. Pernamenranus cpokoB
XpaHeHus: JoOKyMeHTOB B Tunoom nepeune 2000 r.

Oco0eHHOCTH 0TEUECTBEHHOTO J1e10Ipon3BoacTBa XX B.

Pa3gen 2 JlokymeHTOBe1eHHE

Tema 2.1. Conepxanue mnoOHATHS  JOKYMeHT. Jlokyment, ero Qyukuuu, CrnocoObl
JOKYMEHTUpPOBaHUA. MarepuaibHble HocuTenu nHpopmanuu. [IpuzHaku 1okyMeHTa (OpUTMHAIBHOCTD,
MOJJIMHHOCTh, KOMMUUHOCTH). HayuHO-ncTOpHYeckas u npakTudyeckasi IeHHOCTh JIOKYMEHTA.

Tema 2.2. Ctpykrypa AokyMeHnta. QopMmyisp AOKYMEHTa M €ro COCTaBHbIe 4yacTH. VcTopus
nokymeHnTa (X—XX BB.).

@opMmyasip COBPEMEHHOIO JIOKYMEHTAa. YHHUQHUKAUUs M CTaHAApTH3aLUs  JTOKYMEHTOB.
CoBpemeHHbIE TocynapcTBeHHble craHfapThl Ha gokyMeHThl. ['OCT P 6.30-97 «TpebGoBanus k
O(OPMIIEHHIO TOKYMEHTOB» U W3MEHEHHUs K HeMy. PEeKBU3UTHI, periaMeHTHpyeMble TOCY1apCTBEHHBIM
CTaHJapTOM.

bnank noxkymenta. Bunael GmankoB. CocTtaB OnaHka, MOPSIOK PACIOJIOKEHHUS PEKBU3UTOB B
6nanke. [IpaBuna KOHCTpyHpOBaHuUs OJIaHKa.

ABTOop nokymeHnTa. [lopsinok 0o0o3HaueHHMs HAaUMEHOBAHMS OpPraHU3alMH — aBTOpa JOKYMEHTA.
CrpaBouHble JaHHBIE 00 aBTOpe, MX COCTaB, pa3MellleHhe Ha OJlaHKe. ABTOPBI JUYHBIX JOKYMEHTOB.
[Teyarp, HOANMUCH KaK MIPU3HAKU aBTOPA.

Bun nokymenrta, ero pasButue. BuIbpl JOKYMEHTOB, OIpelenseMble 3aKOHOJATENbHBIMH U
HOPMAaTUBHBIMM akTaMu, CBs3b BHJIOB JOKYMEHTOB W (YHKIMH ymnpaBieHUs. YKa3aHUEe BUAA
JIOKYMEHTa, €r0 MECTO ¥ Ha3HayeHHe B GopMyJsipe TOKyMeHTa. 3aBUCUMOCTh ()OPMBbI JOKYMEHTA OT €ro
BU/JIA.

Ob6o3Hauenue anpecara. [IpaBuiia HanMcaHus aapecata U MECTO yKa3aHMs aapecata B GopMyssipe
nokymeHnTa. OrtpaxkeHue cdepbl AeMcTBUS JOKyMeHTa B ero anpecare. llopsgok odopmieHHs
JIOKYMEHTa C HeCKOJIbKUMU ajipecatamu. [lopsiiok oopMieHns moYTOBOro ajapeca.

Jara noxkymeHTa. 3HauyeHHe JAaTUPOBaHMSI JOKyMeHTa. ABTOpPCKHME JaThl (COCTaBJIEHHE,
MOJNMCAHUE); JaThl, OTHOCSIINECS K coJepkaHuio. J[aThl, XapakTepu3yromue 31eMeHTsl (popmysspa.
Hater 06padoTku 1okymeHToB. [lopsnok odhopmieHus aar.

CocraB ynoctoBepeHus: JOKyMeHTOB. HazHaueHune noanucanust 1okymeHToB. [IpaBuna noanucu
JIOKYMEHTOB pa3IMYHbIX KaTeropuil. Mecto noamnucu B Gopmysipe JOKYMEHTa. DIIEKTPOHHAs MOAKCH.

[Teuatn 1 ux HazHaueHnue. Buasl nevareil. ['ocynapcTBenHas repboBas neyarb. 3aKOHOATENBCTBO
00 M3rOTOBJICHUH U MOJIb30BaHUU NevaTsaMu. [lopsgok mpocTaBieHHs meyaTH Ha JOKYMEHTax.

VYrBepxnenue nokymeHToB. CriocoOs! yrBepkaeHus. CoctaB rpuda yrBepkKIeHHs, MOPSIOK €ro
odopmiteHust, MeCTO B HOpMyJIsipe JOKyMEHTa.

CornacoBanue nokymeHTa. [lopsnok um BuUAbl cornacoBaHusa. Bussl u rpud cormacoBaHus, ux
odopmiieHre, MecTo B GOpMyJIsipe TOKYMEHTA.
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OTtmerku Ha gAoKyMmeHTax. MX poiab B NPOXOXKACHUM M MCIOJHEHUM JOKYMEHTa, MECTO B
dopmymsape poxkymenta. Ocoboe Ha3HaueHHE pe30TIONUH. 1peOoBaHME K €€ COJCPXKAHHI0 H
odopmieHnro. OTMETKH O B3SITUU TOKYMEHTa Ha KOHTPOJIb, UCIIOJHEHUH JOKYMEHTA.

Tema 2.3. Teker aoxkymenta. [loHATHE «TEKCT MOKYMEHTa» TPU PA3IUYHBIX CHOco0ax
nokymeHtupoBanus. [loaroroBka tekcra gokymenTa. CozepikaHue MPOCThIX M CIOXKHBIX JOKYMEHTOB.
[Topsimok W3NMOXKEHHS TEKCTa JOKyMeHTa. Tpe0oBaHMS K TEKCTy JOKYMEHTa (Y4eTKOCTb, SICHOCTb,
JIOTMYHOCTH). B3anMocss13b copepxkanus u GpopMsel JokymMeHTa. Popmanu3anus TeKcTa J0KyMEeHTa.

OnemeHTbl TekcTa. [loHsATHME «3aronoBok aokyMeHTa». Ha3HaueHue 3arosioBka, €ro MecTo B
dopmynspe nokyMmeHTa. [IpnunoxeHus K TEKCTy U HOPSIOK UX OhOpMIICHUS.

YHudukanmus Tekcra JOKyMEHTa. YHUHUKAIMS CTPYKTYphl TEKCTa. DJIEMEHTHI (hopMalu3aluu.
@dopMaaM30BaHHBIA XapakTep TEKCTOB YYETHOM JOKyMEHTaluu. YHH(UKaLMs S3bIKOBBIX CPE/ICTB.
®opmbl YHU(DHUKAIMA: THIIOBOH, TpadapeTHBIH TEKCThI, Ta0NHIa, aHKETa, rpaduKu, TUarpaMMBl.

Tema 2.4. Cucrembl  goxkyMeHTauuu. IloHsaTne «cuctema pokymeHrtanun» OCHOBaHUSA
KJaccu(uKauy  CHCTeM JOKyMeHTanuu. DopMmupoBaHHWE CHCTeM JOKyMeHTanmuu. CHcTremMbl
JOKYMEHTalun yupexjaeHuii B Poccun. Pa3Burue cucreM JOKyMEHTAallMM Ha COBPEMEHHOM AJTarle.
KadecTBeHHBIE M3MEHEHUSI COCTaBa U COJCPKAHUSA CHUCTEM JOKYMEHTAIMH. ['ocyapcTBeHHas cucTemMa
JOKyMeHTaluu.  @DYHKUMOHAJbHbIE  CUCTEMbl  JOKyMeHTauuu. @DYHKUMOHAIbHBIE  CHUCTEMBI
nokymeHTtaruu. OTpaciieBble U BeIOMCTBEHHBIE CHCTEMBI M HX B3aUMOCBSI3b.

[TonstHe «yHHU(pUIUPOBAHHAs CUCTEMa JOKYMEHTALUM». XapaKTepUCTHKAa YHU(PHIMPOBAHHBIX
CHCTEM JOKyMeHTauuu. ['ocyapcTBeHHbIE CTaHAApTHl HAa YHH(DHUIMPOBAHHBIE CUCTEMBI. TpeboBaHMs K
noctpoeHuio popmyisipa oopasua. OnbIT MEXyHapOJHON CTaHAAPTU3ALNN TOKYMEHTOB.

[IpoexTrpoBanne yHHPHUIUPOBAHHBIX (OPM JOKYMEHTOB. THIIOBBIC CIICHUATH3HPOBAHHBIC
(bopMbI TOKyMEHTOB. MeTo1 cofiepKaTeNbHOM U (opMalibHON YHU(DUKALIH.

Ob6mepoccuiickue U oTpaciieBble YHUQHUIMPOBAaHHbIE (OPMBI TOKYMEHTOB; YHU(DUIIMPOBAHHBIE
dopMBl TOKYMEHTOB mpeanpusatus. Perucrpanus yHuUIMpOBaHHBIX (opM JOKyMeHTOB. I[lopsmox
BBEJICHUSI B JIeHiCTBUE YHU(UUMPOBAHHBIX (OPM JOKYMEHTOB. AnbOOM (QopM YHUPHUIIMPOBAHHBIX
JIOKYMEHTOB.

PernamenTtanus cocraBa BUIOB U Pa3HOBUAHOCTEW JOKYMEHTOB OINpPENEICHHOIO KOMIUIEKCa IO
3agadam ynpasiaeHus. Tabenb GopM T0KyMEHTOB.

Tema 2.5. OpraHu3aniMoHHO-PACOPSANTEIbHbIE " HH(GOPMALMOHHO-CTIPABOYHbIE
JAOKYMEHTBbI. YHU(QUUIUPOBAHHAs CHUCTEMa OPraHMU3ALMOHHO-PACTIOPAIUTEIBHON JIOKYMEHTAIUH.
OCO0OEHHOCTH CHCTEMBI, €€ COCTaB.

Opranu3anroHHble T0OKyMeHTHI. [1o70kKeHus, ycTaBbl, HHCTPYKIMU, NTpaBuiia u Ap. TpeboBaHus K
WX COCTaBJICHUIO U O(POPMIICHUIO.

PacnopsinutenpHble JOKyMeHTHI. [locTaHOBIEHNUS, pelIeHus], IPUKa3bl, PACIOPSIKEHUS, YKa3aHUs
u 1ip. [Topsimok ux cocraBieHUst 1 OPOPMIICHHSL.

HNHpopMallnOHHO-CIIPABOYHbBIE JTOKYMEHTBI. AKTBI, CIIPaBKH, JOKIAJHBIE M OOBSICHUTEIbHBIC
3alUCKH, TUChbMa, TeJerpammbl, TenedoHorpaMmsal. MIx coctaBnenue u ohopMieHHe.

OcobenHoctr opopMIIeHUs AEATEIbHOCTH KOJUIETHAIBHBIX OPTaHOB.

Odopmitenne yHHPHUIMPOBAHHON TOKYMEHTAIIUH TI0 JINYHOMY COCTaBY.

Tema 2.6. CoBepiieHCTBOBAHME JOKYMEHTALIMOHHBIX MPOLIECCOB.

HeoOxonumocTh perynupoBaHMs mpoliecca JoKyMeHTooOpa3oBaHus. DakTopsl, onpeaensomume
HEOOXOUMBIA KOMIUIEKC HOKYMEHTOB. Tumnuzamus gopM 1oxkymMeHTOB. MexoTpacieBas yHU(UKALUSA
¢dbopM yrpaBieHueCKUX T0KyMeHTOB. Co3anne 0aHKOB JaHHBIX.

[IpaBoBOEe  perynupoBaHue  mpolrecca  JOKyMeHTooOpa3oBaHus.  @DOpMbI  IPaBOBOTO
pETyIHPOBAHHS.

Hcnonb30BaHuEe HOBBIX TEXHOJOTHH B JOKYMEHTHUPOBaHHU. JIOKYMEHT B 3JEKTPOHHOH (opme.
[IpoGnema mPaBOBOTO pEXHMMa TOKYMEHTa, CO3JaHHOTO B AyeKTpoHHOW (opme. OcobeHHOCTH
COTJIACOBAHUS M MOAMMCAHUS AIIEKTPOHHBIX JJOKYMEHTOB.
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OcoOenHocTH co3aHuss U O(QOPMIIEHHS JOKYMEHTOB Ha KOMIIBIOTEpE: MCHOJIb30BaHUE 0a3
JAHHBIX, CO3/IaHHUE IA0JIOHOB, TEKCTOBBIC PEAKTOPHI, CIIOBapH, IpoBepKa opdorpaduu 1 rpaMMaTHKH.
CoBpeMeHHOE TporpaMMHOe 00ecrieueHue.

PasButne cucremsl mnepenaun uHpopManud. Bo3MOXHOCTH  0e3MOKYyMEHTHOrO OOMEHa
uH(popMaliel B yIpaBIeHUH.

Tema 2.7. Komiuiekcbl 10KyMeHTOB. [loHSTHE «KOMIUIEKC JIOKYMEHTOBY». llepBuU4HBIC
KOMIUIEKChI TEKCTOBBIX JIOKYMEHTOB U MX BUJbl. KOMIUIEKCHI TEXHUYECKUX U KUHO(POTOAOKYMEHTOB.

CrnoxHble KOMITIEKCHI. TIOHATHS «IOKYMEHTAJIbHBIM (QOHA» U «apXUBHBIH (oHI). Komrmekcs
JOKYMEHTOB YUPEXJACHUM, OpraHu3aliii U CTPYKTYpHBIX nojpazaeneHuil. Jluunsie ¢ouasl. [lonarue
«KOJUIEKIIUS JOKYMEHTOB». IloHsTHEe «apxuB». BeromcTBeHHbIE apXMBblL. ['OCyIapCTBEHHBIE apXHBBI.
['ocynapcTBeHHBIN apXUBHBIN (POH KaK KOMIUIEKC JOKYMEHTOB, PUHAJIEKAIIUX TOCYAAPCTRY.

Pa3znen 3 CoBpeMeHHasi opranu3amnus u TexnoJiorusi JJIOY

Tema 3.1. JlokymMeHTALMOHHOE  ofecrieyeHHe —  OCHOBAa  TEXHOJIOTHHM  yIpaBJIeHMSs.
Copemennoe cocrosHue JIOY. OpraHusaluOHHBIE, NPAaBOBBIC, COLUAIBHBIE U IICUXOJIOIMUYECKHE
ACTIEKTHI JIEJIONPOU3BOJICTBA. ABTOMAaTH3UPOBAHHBIE TEXHOJIOTUU 00pAaOOTKH TOKYMEHTOB U MX BIHUSHUE
Ha CHCTEMY JEJIONPOU3BOACTBA OpraHu3aluuu. BiusHue xapakrepa ynpasiieHUs, IPUHIMIIOB IPUHATUSA
YIOPaBJICHUYECKUX PpELIEHUH Ha OpraHu3alli0 W TEXHOJOTHUIO JIEJIONpPOU3BOJCTBA. B3auMocBs3b
JIEJIONPOU3BOJCTBA C OpraHU3alueil BEIOMCTBEHHOTO U TOCYIapCTBEHHOI'O XPaHEHUs JOKYMEHTOB.

Tema 3.2. Opranuzanus ciay:x061 JOY. ®@akTopsl, omnpenensiomuye uX BHIOOP B KOHKPETHOU
OpraHu3alyHy.

OcHoBHas 3aaaua U GpyHkuuu ciyx0el JIOY. Tunossie cTpykTypsl ciayx0s1 IOY B opranuszanusx
pasInYHbIX ypoBHEH ympasieHus. Permamenranus QyHKIU noapasaeneHuid o JOKYMEHTAMOHHOMY
oOciyxuBaHuto. TuoBble WM HMHIMBHIYyalbHBIE MNoJIoKeHHUA o ciyx0e JIOY. Tumnosoit dopmynsp
MOJIOXKEHHUS, COCTaB HH(OPMALIUHU, TTIOPSJIOK pa3pabOTKU U YTBEPKICHHS.

JIOMKHOCTHOW M YMCIEHHBIA cocTaB pabOTHUKOB ciiykObl JIOY. ®dyHk1nn paOOTHUKOB CITYKObI
JOY. JlomxkHOCTHasT MHCTPYKIMS KakK OCHOBHOM JIOKYMEHT, OIPEACISAIOIMN OpraHU3aluOHHO-
MpaBOBOE TMOJOKEHHE paboTHUKA. TuUIOBON (GOpMyNsip JOKHOCTHOM HMHCTPYKIIMH, COCTaB
UHpOpMaLNH, TOPATOK Pa3pabOTKU U YTBEPIKICHHS.

[Tonoxenne o cuayx6e JIOY u NOMKHOCTHAS WHCTPYKIMS Kak HOPMAaTHBHAash OCHOBA
pacnpeeneHus Tpyaa Mexay NoApa3AeIeHUSAMHI U UCIIOJIHUTEISIMH.

Uuctpykuun no JIOY — OCHOBHOW HOPMAaTUBHBIM aKT IO pErJIaMEHTallud OpraHu3alid u
TEXHOJIOTUH JI€JI0NPOU3BOJICTBEHHOM CiTykObl. TUOBBIE M MHAMBHUYaNbHbIE MHCTPYKIMH. [Topsaok ux
pa3paboTKu, cocTaB MH(GOpMaIUK, IPaBUJIa YTBEPKJIEHUS U BHEAPEHUSL.

HopmupoBanune Ttpyna paOoTHHKOB ciayxObl JIOY, THUIOBBIE HOpMAaTHBBI BpPEMEHH Ha
JIeJIONPOU3BOJICTBEHHBIE PAOOTHI.

Pasmemienne cTpykTypHbIX mnonpaszzaeneHuit ciayxObl JIOY. VYcioBus Tpyna, opraHusanus H
obopynoBaHre paboIMX MeECT.

[Topsimok xpaHeHus neyated, OJaHKOB U MPaBHJIa MOJIb30BAHUS UMHU.

OTHKa JEIOBBIX OTHOILIEHUH, ICUXOJOTUYECKHE acleKThl paboThl ¢ JToKymMeHTaMmHu. [loaroroBka
KaJ[poB crielanucToB ciyx0b1 JIOY, ¢hopMbl NOBBILIEHHUS UX KBAJIU(UKAIIH.

Tema 3.3. Opranusauusi JA0KyMeHT0060poTa. CoJepkaHue TMOHATHS <« TOKYMEHTOO0O0POTY.
OOue NpUHLMIBI U OCHOBBI OpPraHU3ALMU JIOKYMEHTOOOpOTa, MX pealu3anusi B JACHCTBYIOIIMX
roCy/IapCTBEHHBIX HOPMATHBHBIX IOKYMEHTaX.

Crpyktypa u oO0mas XapakTepHUCTUKa JOKYMEHTONOTOKOB. OO0BeM JOKyMEHT0000OpoTa
yUpeXJIeHUs. YUeT KOJIMYecTBa JOKYMEHTOB.

ITpuieM, NpOXOXKAEHNWE W MOPAJOK HCIOJHEHUS MOCTYNAOIUX JOKYMEHTOB. ODKCHEAMIIMOHHAsS
o0OpaboTka 1oKyMeHTOB. lIpeaBapurenbHOe paccMOTpEHHE JOKYMEHTOB. PaccMoTpeHue 0KyMEHTOB
PYKOBOJCTBOM YUPEKJIEHUS U HAIIPaBJICHUE UX HA UCIIOJHEHHE.
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JlocTaBka TOKYMEHTOB UCIOJHUTEINSAM, MOPSAOK UX Mpuema u nepenayn. Pabora ucnonHurens ¢
JOKYMEHTaMH. OTamnbl ucnoiHeHus. llopsmok oOpaboTKH OTHpaBisieMbIX JOKyMeHTOB. IIpaBuia
OpraHu3aly  JIB)KEHHMsT ~ BHYTPEHHUX  JIOKYMEHTOB.  HampaBieHuss ~ COBEpPILIEHCTBOBAHUS
JOKYMEHTOO0O0pOTa U IyTH €T0 COKpAIIEeHUs. ABTOMAaTU3UPOBAHHBIE CHUCTEMBI IOKYMEHTO000pOTA.

Tema 3.4. PerucTpauusi J0KYMEHTOB W OpPraHM3amusi CHPaBOYHO-WH(POPMAIHOHHOIO
o0cayxuBanus. Peructpanus kak coctaBHas 4yacTh TexHosnoruu JIOVY. IlpuHnunsl peructpauuu
nokyMeHTOB. COBpEeMEHHBbIE pPEerucTpalloHHbIE (OPMBI, COCTaB HHPOPMAIMU M TOPSIOK HX
3anonHeHuss. CrmocoObl  perucTpanud B TOCYIAapCTBEHHOM  JICNIONPOU3BOACTBE. B3anMocBs3b
pEerucTpaluu JTOKYMEHTOB C OpraHu3anueil CropaBOYHO-MH(GOPMAIMOHHON CiIyKObl, OpraHu3anuen
KOHTPOJISI UCTIOTHEHUS U 00pabOTKH TOKyMEHTOB. MHIeKCupOBaHHE JOKYMEHTOB.

[Tpuntuner nmoctpoenust nHpopmarmonHo-nmouckoBeix cuctem (MIIC), Bumbr UIIC. Tlouck u
UCIIOJIb30BaHue HH(popMaIu B aBToMaTuznpoBanubix UIIC.

Tema 3.5. KouTpo/ib 32 cpokaMH HCIOJHEHUS] JOKYMEHTOB. TpeOoBaHHS K OpraHu3aiuu
KOHTpPOJISI 32 CPOKaMHU HCIOJIHEHUS JOKYMEHTOB. Kareropum JOKYMEHTOB, MOAJIEKALIUX KOHTPOJIIO.
CpokH HCHOTHEHUs JOKYMEHTOB. TE€XHOJOrMsi KOHTPOJIBHBIX OIlepaluuid. AHajau3 M HMCHOJIb30BAHHE
JAHHBIX 00 WCIOJHEHUU JOKYMEHTOB B YCIOBHSX TPAJAWIIMOHHOW M aBTOMAaTHU3MPOBAHHOW TEXHOJIOTHU
00paboTKU JOKYMEHTOB.

Tema 3.6. Opranuszanus [1eJONPOU3BOJACTBA MO O0palIeHUSAM TIpaxkIaH. 3aKoHOJATeIbHAS
peraamMeHTanus paboThl ¢ MPENIOKEHUSIMH, 3asIBICHUSMU U 5KaJ00aMu TpakIaH.

OcnoBubie 3amaun cimyx0b1 JJOY mo opranuzamum paboTel ¢ oOpameHusMuA rpaxaad. [Ipuewm,
perucTpanusi, KOHTPOIb WCIOJIHEHUS, TNPUHATHE pelleHud 1o oOpamenusm rpaxnaad. Cpoku
ucnonHeHus. TpeboBaHMs K COAEPHKAHUIO OTBETHBIX JOKYMEHTOB. DOpMHpOBaHUE U XPAHEHHUE JIEN C
oOpallleHus MU TpaxkiaH. AHalU3 W HUCIOJb30BaHUE JAHHBIX C OOpalleHHUSIMH Tpa)<JIaH B ammapare
ynpasieHus. Opranuszanus npueMa Ipax/JiaH B TOCYJIapCTBEHHbBIX yupexaeHusax. CoBeplIeHCTBOBaHHE
paboThI ¢ 00palIeHUAMH TPakJaH B OpraHax rocy/1apcTBEHHON BIIACTH M YIPaBJIEHUS, B OOLIECTBEHHBIX
OpraHu3aIusIX.

Tema 3.7. @opmupoBaHve W XpaHeHue Ae B AeinonpousBoacrBe. ConepkaHue MOHATHS
«hopmupoBanue nen». CoBpeMeHHasi HOpMaTUBHO-MeToin4ecKast 06a3a, onpeaenstonas TpedoBaHus K
(bopMHpOBaHHUIO A€ B JIEJIONPOU3BO/ICTBE.

®opmupoBaHue Jes B OpraHU3alMsIX pa3IMYHBIX YPOBHEW ymnpaBieHus. 3agauu ciyxObl JJOY u
BEJIOMCTBEHHOI0 apxuBa 10 o0ecredeHuto QGopMHpoBaHHsA Jen B yupexaeHuu. [IpaBuia
(GbopMHUPOBaHUS PA3IUYHBIX KaTeropuil JOKYMEHTOB B jena. [IpuHuunel cucreMaTu3alnuu JOKYMEHTOB
BHYTpH JI€II.

Homenknarypa nen. TpebGoBaHMs K COCTaBICHHIO HOMEHKJIATYpbl J€Jl, MX perjaMeHTalus B
HOPMAaTHBHO-METOJMUYECKUX MaTepuanax. Buabsl HOMEHKIATYphl Jiel, UX 0COOEHHOCTH M Ha3Ha4yeHUe.
Meronuka cocTaBl€HHMs HOMEHKJIATypbl JIel: U3y4YE€HHE CcOocTaBa JOKYMEHTOB, pa3padoTka
KJIacCU(UKALMOHHOW CXeMbl; TpeOOBaHMS K COCTABJIEHUIO 3arojlOBKOB Jiel M TpaBWia HX
cucremaruzanuu. [lopsanok oopmiieHus, cCOriacoBaHUsI U YTBEPKIEHUS HOMEHKIATyphl nen. Cpoku
XpaHEHUs JIOKyMEHTOB. lcrosip30BaHME HOMEHKJIATYpbl [J€Jl1 B ONEPAaTUBHOM XpaHEHUU U
BEJJOMCTBEHHOM apXHBE.

Opranuzanys BEJOMCTBEHHOTO XpaHEHMsI JOKYMEHTOB. XpaHEHHE JOKYMEHTOB B CTPYKTYPHBIX
nojpaszeneHusx opranuzanuu. OTBETCTBEHHOCTh 3a COXPAaHHOCTh JOKYMEHTOB. OpraHuzanus
CIPAaBOYHOU PabOTHI U MOPSIOK BBIJAYU JIOKYMEHTOB Ul BPEMEHHOT'O MCMOJIb30BAHUS MPU XPaHEHUH
UX B CTPYKTYPHBIX TMOJpa3JelieHusX. XpaHEHHE JOKYMEHTOB Ha MAarHMTHBIX U D3JEKTPOHHBIX
HOCHUTEJISIX.

Tema 3.8. IlonroroBka u mepenaya jaej B apXuB OpraHu3anuu. YHuUKanus TpeOOBaHUHA K
Jienam, ciaBaeMbIM B apxuB. HopMmaTuBHO-MeToanyeckre Marepuansl OenepanbHOi apXUBHOM CITyKObI
00 odhopmiieHHH 11eT.
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OcHoBHbIe TpeboBaHus kK opopmieHuto aei. [lonHoe u yactuyHoe opopmiienue aein. I[loammska
nen. Hymepaums mnmcroB. 3aBeputrenbHas Haamuch. BHyTpeHHss omuchk. OdopmiieHune 00J0XKKU
IIOCTOSIHHOTO ¥ BPEMEHHOI'O XpaHEHHUS.

Onucu nen. IlpaBuna cocraBiieHUs ONUCU JI€d CTPYKTYPHOTO MojpasjeicHus. Buael omucei.
Odopmiienne onucu Aea CTPyKTYpHOTO MOAPa3/IeIeHHs.

[lepemaya nem B BEJOMCTBEHHBIN apxuB. B3aumoneiictBue cimyx0bl IOY U BEIOMCTBEHHOTO
apXuBa.

Tema 3.9. HanpaBienuss cosepmencrBoBanuss /lOY. Buenpenne HUWT. Astomaruzanus
paboThI ¢ JOKYMEHTaMH.

5. O6pa3zoBarejibHbIe TEXHOJIOTHHI
TexHONOTHsI COBMECTHOU AeATeNbHOCTH (paboTa B KOMaHJE), pa3paboTKa M 3alIuTa MPOEKTOB,
paspelieHue npoOIeMHBIX CUTYalUi, TEXHOJIOTUN CMEIIAHHOTO O0yUYEeHHUS.

6. YueOHO-MeTOANYECKOE 00eclieYeHe CAMOCTOSITeILHOIH PadoThl 00yUaommuXxcst

®dutonoruyeckoe odecreueHue J0KyMEeHTOBeIeHU: MeToIMuecKie yKa3aHusi 1 MaTepralibl JUIs
CaMOCTOSITeNIbHOI paldoThl cTyneHTOB (Ha mpaBax pykomnucH) / Coct. A. A. XycHyTtauHoB. — FBaHOBO,
2015.
[Tpunoxxenue x nuccepranuu ['puropsu A.A. «Tepmunonorus aenomnpousBoactsa» (MBanoso,
2016).

7. XapakTepHCTHKA OLICHOYHBIX CPeICTB JUIA TeKyllero KOHTPOJISI YCIIeBAeMOCTH H
NPOMEKYTOYHOM aTTecTAlMU 00y4aI0IIMXCS 110 JHCHHILIMHE

[TpoBepka 3ajaHMl K IPAKTUYECKUM 3aHATUSAM (TIpOBEpKa TeTpajiel A IPaKTUUECKUX 3aHATHUI).

BeinonHenne nToroBoi 3aueTHON paboThI.

3auer, 1-if cemecTp.

OneHka «3a4Te€HO» BBICTABIAETCS CTYICHTY, €CIM OH BBIIOJHWI BCE IPENYCMOTPEHHbIE
IPOrpaMMOil ¥ y4eOHBIMHU IIJIaHAMM 3a/1aHusl.

OneHka «HE 3a4TEHO» BBICTABISAETCS CTYACHTY, €CIM OH HE BBINOJHWI BCE MPENYCMOTPEHHbBIE
IPOrpaMMoOil U yueOHBIMHU TUTAHAMH 3aJIaHUS.

8. YueOHO-MeTOqMYEeCKOe M MH(POPMALIMOHHOE 00ecnieyeHne TUCHHIIUHBI

OcHoBHas nuTeparypa:

1. Kynses, H.H. lokymentoBeaenue : yueonuk / H.H. Kynses, JI.H. Ypanos, A.I'. ®abpuyHoB. -
M. : Jloroc, 2011. - 178 c. - (HoBast ynuBepcurerckas 6ubnuoreka). - ISBN 978-5-98704-329-8 ; To xe
[DnexTponnsii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=84880

2. Kymnepyk, C.II. JlokymeHnTHast TuHrBHCTUKA : yueOHOoe mocooue / C.I1. Kymnuepyk. - 4-e uzn.,
crepeotwrl. - M. : ®munTa, 2011. - 130 ¢. - ISBN 978-5-9765-0213-0 ; To ke [ DnekTpoHHEI pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=83382

JononHuTrensHas auTeparypa:

1. Poroxxun, M.IO. JlenoBble MOKyMEHTHI B mpumepax U obOpasuax / M.FO. Poroxun. - M. ;
bepmun : {upexkt-Menua, 2014. - 496 c. : nwn. - bubmuorp. B kH. - ISBN 978-5-4475-1581-2 ; To xe
[DnexTponnsii pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=253701

2. Poroxxun, M.1O. CnpaBouHuK KaJpoBHKa : mpakTtudeckoe mocodue / M.IO. Poroxun. - M. ;
bepnun : [lupekr-Menua, 2014. - 399 c. : un. - bubmumorp.: c. 189-190. - ISBN 978-5-4475-2574-3 ; To
xe [DaexTponnsriii pecypce]. - URL: http://biblioclub.ru/index.php?page=book&id=253715

Pecypcel nHpopManmoHHO-TEIeKOMMYHUKAMOHHON ceTH «/HTepHeT»:



OcHoBHas npoeccroHabHas 00pa3zoBareIbHas IporpaMMa
45.03.01 ®unonorus (OtevyecTBeHHAs (DUITOIOTHA)

Cucrema 5SIEKTPOHHOM MOAJCPKKH 00pa3oBaTeNbHOTO mporecca «MoW — YHUBEPCUTET»
https://uni.ivanovo.ac.ru

[TpodeccnonanbHble 0a3bl JAaHHBIX U HHOOPMAIIHOHHO-CIIPABOYHBIC CHCTEMBI:

ObC «YHuBepcuterckas Oubanoreka onnaitny Www.biblioclub.ru

DnexkTponnas oubnuoreka MBI'Y _http:/lib.ivanovo.ac.ru

Onextponnsiii katanor Hb UBI'Y  http://lib.ivanovo.ac.ru/index.php/ek

[IporpammHoe obOecnedeHue: omepanuoHHas cuctema Microsoft Windows, maker o¢HCHBIX
nporpamm Microsoft Office u(unm) LibreOffice, unrepuer-Opay3ep Microsoft Edge u(umun) Yandex
Browser.

9. MaTepua/ibHO-TEXHHYECKOE O0ecrieueHne T CIUTITHHbI

Y4eOHble ayAUTOPUH:

- 71 IPOBEJCHUS 3aHATUN JICKIIMOHHOTO THUMNA C KOMIUIEKTOM CIEHHaTIU3UPOBAHHON y4eOHOI
MeOeITd W TEXHHMYSCKUMHU CPEICTBAMU OOYYCHHsS, CIYXAIMUMH JUISI TPEIOCTABICHUS YydeOHOH
uH(pOopMaluu O0IBIION ayIUTOPUH;

- JUIsl TPOBEJEHUS 3aHATUH CEMUHAPCKOTO THUIMA, KOHCYJIbTAllUM, TEKYIIErO0 KOHTPOJIS U
MIPOMEKYTOUHOM aTTeCTAllMU C KOMIUIEKTOM CHEIHATU3UPOBAHHON yuyeOHOW MeOeNnr W TeXHUYECKUMU
CpeACcTBaMu O0YYCHUS;

- Uil TPOBEIEHUSA 3aHATUH CEMUHAPCKOIO THUIA, KOHCYJbTAallUM, TEKYLIEro KOHTPOJS U
MIPOMEXKYTOUYHOM aTTECTALIUH.

[Tomemenue aJis CaMOCTOSITENILHOM pPa0OThI, OCHAIICHHOE KOMILJIEKTOM CHEIHaU3UpOBAaHHON
yueOHOI MeOenH, KOMITBIOTEPHOW TEXHHKOW ¢ BO3MOXHOCTBIO MOAKIIOUEHUs K cetn «HTepHeT» n
obecnieuenueM gocrymna B DUOC.

JleMoHCTpaliMioOHHOE 00OpyAOBaHUE W y4eOHO-HATJISHBIE MOCOOUS ISl 3aHSATHUN JICKIIMOHHOTO
THUTIA, 00ECTIEYNBAIOIINE TEMAaTHIECKUE UIUTFOCTPAIUU:

AJIEKTPOHHBIE TOCOOUS (IPE3EHTALINH, JIEKTPOHHBIE CJIOBAPU U T.II.),

ay/Ino-BU3yaJIbHBIE MOCOOHS (ayIHO3aIICH, BUICOMATEPHAIbI U T.11.),

nevaTHbIe MOCOOMs (TaOIUIIBI, TUIAKATHI, CTEH/IBI, TOPTPETHI, CXEMBI U T.I1.).

ABTOp padoueil mporpaMMbl M CUMILIMHBI: Ipodeccop Kaeapsl pycCKOro s3blKa U METOUKU
IpernoJiaBaHus, JOKTOp (HIONOTHYECKUX HayK, podeccop A.A. XyCHYTIUHOB
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[TporpamMma paccMOTpeHa M yTBEPXKICHA HA 3acelaHHM Kadeapbl PYCCKOro s3bIKa M METOJMKH
IIPEToIaBaHus

« 22 Ll S 20 /23 r., IPOTOKOJ Ne 70

[Tporpamma obHOBIEHA

IPOTOKOT 3aceanust kadenpsl Ne 7 or« A » Céecenan c%_, 20 75T.
Cormnacosamno:
Pykosoaurens OI1 &7~ O.A. Tasiosckas

(MOAIKCH)

[Tporpamma oGHOBIIEHA

MPOTOKOI 3aceanus Kadeapsl Ne OT « » 20 T
CoracoBaHo:
PykoBogutens OI1 O.A.IlaBnoBcKast

(roamuce)

[Tporpamma oGHOBIICHA

MPOTOKOI 3aceanus kadeapnl Ne 0T « » 20 T
CornacoBaHo:
PykoBogutens OI1 O.A.IlaBnoBcKast

(Troamuce)



