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I. IlosicHUTEALHAA 3aIIMCKA

1.1. Heas u 32024y JUCHUILTHHBI (MOTYJIA)

HCJ'IB AUCHUIINIMHBI — HWU3Y4YCHHUC CKIIAAbIBAHUA W PA3BUTHUA CICHUAIBHBIX CUCTEM

AOKYMCHTAIMH, a4 TAKIKC COBPCMCHHLIX BHIOB U paSHOBHHHOCTCﬁ JAOKYMCHTOB, OTHOCAIINUXCS K

(WHAHCOBOM, JOTOBOPHOH, TUINIOMATHYECKON M BOCHHOM IOKYMEHTAIIHH.

3aaun JUCIUTIIIMHBI COCTOSIT B CJICYIOIIEM:

HU3YUUTh NPOUCCC CKIAABIBAHUA W Pa3dBUTHUA CIICHHUAJIBHBIX CUCTCM JOKYMCHTAIIUU (Ha

npuMepe GUHAHCOBOH, TOTOBOPHOM, TUTIIOMATHYECKON ¥ BOGHHOU TOKYMEHTAIUN);

MOKa3aTh COBPEMEHHbIE TPEOOBaHUS K COCTaBICHHIO U O(QOPMIICHHIO JOKYMEHTOB,

OTHOCSIIIUXCS K CTICIIHAIBHBIM CHCTEMaM JIOKYMEHTAIINH;

INPUBUTb HABLIKK aHalin3a JOKYMCHTOB, OTHOCAINHUXCA K CIICHUAJIBHBIM CHUCTCMaM

JOKYMCHTAIUU;

INPUBUTE HABBIKHM COCTABJICHHUA PA3JIMYHBIX BHUIAOB JOKYMCHTOB,

OTHOCAIIUXCA K

(hUHAHCOBOH, JOTOBOPHOH, TUINIOMAaTHYECKON U BOCHHOM JIOKYMEHTAIIUH;

HU3YUUTH Knaccmbmcaumo AOKYMCHTOB, OTHOCAIIHUXCSA K CICHUAIIBHBIM CHCTCMaM

JOKYMCHTAIUU;

BBIABUTH BO3MOXXHOCTH YHI/I(bI/IKaHI/II/I AOKYMCHTOB, OTHOCAINNXCA K CIHCOHUAJIbHBIM

CUCTEMAaM JOKYMCHTAIUH.

1.2. ®opmupyeMble KOMIETEHIHMH, COOTHECeHHble C ILUIAHHPYEMBbIMH pe3yJbTaTaMu

00y4YeHus 10 TUCHMILINHE (MOIYJII0):

Koabi Conep:xxanue Ilepeuennb IVIAHUPYEMBIX  Pe3yJibTaTOB
KOMIIETEHIIHH | KOMIIEeTeHI N il 00y4eHMsI M0 TUCIUIINHE
TIK-1 CrocoOHOCTD 3HAaTh:
HpI/IMeHHTB HaquBIG -HaquBIe METOAbI B O6J'IaCTI/I
METO/IbI MpU | TOKYMEHTOBEACHUSI W JOKYMEHTAI[MOHHOTO
HCCIIENOBaHUU o0ecrieyeHus yrpaBIeHHUs;
00BEKTOB - Hay4HBIE METOJIbI MCCIICIOBAHUS COIMATBHBIX
npodeccuoHaIbLHON CHCTEM.
NEITEILHOCTH VYMerTh:

-IPUMCHATH HAYYHBIC MCTOJALI B O6HaCTI/I
JTOKYMEHTOBEJICHHS W  JOKYMEHTAI[MOHHOTO
o0ecrieyeHus yrpaBieHusl.

Bnaners:

-HaBbIKaMH MPHUMCHCHUSA HAYYHLIX MCTO/IOB B
obmactu TOKYMEHTOBEICHHS "
AOKYMCHTAIIMOHHOT O OGGCHG‘IGHI/IH YIpaBJICHUA,
-HaBBIKAMH COLIMOJIOTMYECKUX HCCIIeIOBAHUH
MNPUMCHUTCIIBHO K JOKYMCHTOBCACHHUIO n
apXMBOBEJCHHUIO.




[1K-3

Bnanenue 3nanusaMu
OCHOBHBIX TTPOOJIEM B
o0yactu
JIOKYMEHTOBECHUS U
apXHUBOBEICHUS

3HaTh:

TEOPETHUYECKUE OCHOBBI JIOKYMEHTOBEICHUS |
APXUBOBCACHUA, A TAKKC OCHOBHBLIC HpO6J’IGMBI
B JJAaHHOH 00J1aCTH

YMmeTs:

OOBSCHSITH 0COOEHHOCTH COBPEMEHHBIX
npobieM B OOJIaCTH JIOKYMEHTOBEJCHUSA U
apXMBOBOBEJCHHS, a TaKXKe  ONpPEeNeysiTh
TCHACHIIUU UX PA3BUTUA.

Bnaners:

HpO(l)eCCI/IOHaJ'H:HBIMI/I 3HAHUSIMHU OCHOBHBIX
po0JieM JOKYMEHTOBEICHHS U apXHUBOBEICHMUSI.

[IK-4

Crioco6HOCTB
CaMOCTOSITEITLHO
paboTath ¢ Pa3TMIHBEIMHU
UCTOYHUKAMHU

uHGOpMAIUH

3HaTh:

- cmocoObl  MOOWIBHOTO U 3(P(HEKTUBHOTO
MOMCKA U 0TOOpa MHPOPMALIUY;

-BUJIBl PA3IUYHBIX MCTOYHUKOB MH(OpPMAINH U
ux cnenuduky;

-uH(OPMAITMOHHBIE PECYPCHI OOIIECTBA, THIIBI
uHpopManuu 1 GopMbI ee IpeICTaBICHUs.
YMers:

-BBISIBJISITh, OTOMPATh, UCIIOJIb30BaTh Pa3INYHbIC
BUJbl  UCTOYHUKOB, U3BJIEKaTb U3  HHUX
HEO0X0MMYI0 MH(OPMALMIO U KOPPEKTHO €e
MHTEPIPETUPOBATH;

-COCIMHATh PA3HOPOJHYI0 HMH(OpPMALUIO B
€IMHOE 1Ie0e IS pa3pabOTKH yIpaBIeHUECKUX
peLIcHuN.

Bnaners:

-METOJaMH aHanm3a coZiep KaHus U
MHTEpPIpETAIMH BbISIBICHHON HHGOpMaIUY;
-HaBbIKAMH CaMOCTOSITENIFHOTO TPHOOpETEeHUs
HOBBIX 3HAHUH U3 PA3JIMYHBIX HCTOYHHUKOB;
-oopmwiieHust uHpopmanuu (peepupoBaHus,
aHHOTHUPOBAHUS, COCTaBJICHUS 0030pOB,
MIPE3EHTALIN);

-crioco0amMu OpHEHTAIMU B MPO(heCcCHOHATBHBIX
UCTOYHMKAX HH(poOpMaMu (KypHaJbl, CAWTHI,
(aiioBeie cepBepa), TEXHOJOTUSIMH PabOTHI C
Pa3IMYHOrO pojia MCTOYHUKAMH HH(pOpMaIuy, B
TOM 4YHCJIE B I7100aIbHOM ceTn IHTEpHeT.

[IK-32

Bnanenue
3aKOHOIATEILHON U
HOpMAaTUBHO-
METOINYECKOI Oa3oi
nH(pOpMaITMOHHO-
JIOKYMEHTAITMOHHOTO

obecrneueHus

3HaTh:

-OCHOBHEIE HOPMBI pOCCHICKOTO
3aKOHOAATENHCTBA B 001acTH HHPOPMAIIMOHHO -
JTOKYMEHTAITMOHHOTO OOCCTICUCHHS YIpaBICHUS
Y apXUBHOTO JIeN1a;

-OCHOBBI  3aKOHOJATEILCTBA B  CMEXKHBIX
00/1aCTIX IEATENHHOCTH,

VMmeTs:

-CaMOCTOSATEIBbHO TPUMEHSTh B MPAKTHYECKON
JEeITECIBHOCTU HOPMBI POCCHICKOTO




yIpaBiIeHUs U 3aKOHOJATEILCTBA B 00JaCTH MHPOPMALIMOHHO -
JTOKYMEHTAIIMOHHOTO 00ECIICUCHHS YIPABICHHS

apXHUBHOTO JICJIa,
Y apXUBHOTO JIeN1a;

CIHOCOOHOCTBIO -OpPUEHTHUPOBATLCA B TPABOBOM 0a3e CMEXKHBIX
o0Omacrei.

OpI/IeHTI/IpOBaTBCH B
Bnaners:

paBOBOi 0aze -YyMEHHEM NPUMEHSATH HOPMBI POCCHIICKOTO

3aKOHO/IaTeNLCTBA B 00J1aCTH MH(POPMAITMOHHO -
,Z[OKYMGHTaL[I/IOHHOFO O6€CH€‘-I€HI/I}I ynpaBHeHH}I
Y apXUBHOTO JIeIa;

-yMeHI/IeM HpI/IMeHHTB OCHOBBI
3aKOHOJATELCTBA B CMEXKHBIX  00JIacTsIX
ACATCIIBHOCTU B HpaKTquCKOﬁ OCATCIIBHOCTHU, -
-TCHJCHIIUSAMHU  Pa3BUTHS  3aKOHOJIATCIIbCTBA,

CMEXXHBIX oOytacTeit

MEKTYHAPOIHOM 51 HALlMOHAIBbHOM
craggaptu3anuu B chepe JJOY u cMexHBIX
o0macTsax
I1K-39 3HaHHE TTPUHIIUIIOB 3HAaTh:
-IPUHIUIBl OPTaHU3AlUU PA3TUYHBIX THIIOB U
OpraHu3aIu
BHJIOB apXHUBOB.
Pa3JINYHBIX TUIIOB U YMeTh:
-yYUTHIBATh MIPUHLUIIBI OpraHu3alu
BHJIOB apXHUBOB Y1 PHHI p .
Pa3IMYHBIX TUIIOB U BUJIOB apXUBOB.
Bnaners:

-HaBbIKaMH Yy4€Ta MPUHIUIIOB OpraHu3alunu
Pa3JIMYHBIX TUIIOB U BUIOB ApXHUBOB.

1.3. Mecrto AucuMIIMHBI (MOAYJIsI) B CTPYKTYpPe OCHOBHOM 00pa30BaTe/IbHOM IPOrPaMMBbI

HucuunnmHa (Moaynb) «CrHeuralbHbIE CHUCTEMBl JTOKYMEHTAIlMU» OTHOCUTCA K
BapUATUBHOW YacCTH OJIOKA JUCIUIIINH Y4eOHOTO TIaHa.

Jlis OCBOCHHSI JUCHUIUIHHBI (MOIYJsi) HEOOXOMUMBI 3HAHUS, YMEHUS W BIIAJCHUS,
Cq)OpMI/IpOBaHHBIG B XO0JI€ I/ISY‘-IGHI/I}I CJ'IGI[yIOH_II/IX AUCIIUITIINH 148 HpOXO)K,Z[eHI/IH HpaKTI/IK:
«JlokymeHTOBeiIeHHE», «OpraHu3anus W TEXHOJOTUS JOKYMEHTAIIHOHHOTO OOecreueHus
yIpaBiIeHUs », «KaapoBoe eI0mponu3BOICTBOY.

B pesynbrare OCBOCHMS AUCIUIUIMHBI (MOIYJsi) (OPMUPYIOTCS 3HAHUS, YMEHHS U
BJIaACHNUA, H€O6XOI[I/IMBI€ JJI HpOXO)KI[eHI/DI HpC,Z[I[HHJIOMHOfI HpaKTI/IKI/I.

2. CTpyKTypa IMCHHUILIHHBI (MOAYJIs1)

Cmpykmypa oucuyuniunsl (MoOy1s) 01 04HOU hoOpMbl 00yUeHUA

(2020 200 nabopa)



Obwas mpyooemrocms oucyuniunvl cocmaeisem __3_ 3. e., _114__ u., 6 mom uucne
KOHMaxkmuas paboma ooOyuarowuxcs ¢ npenooagamenem_42__ 4., camocmosmenbHast
paboma obyuarowuxcs _54__ u., koumpoas camocmosmenvuol pabomol — 18 y.

Bunst yueOHoI paboThI

®opMBbI
(B gacax) TEKYIIETO
KOHTPOJIS
KOHTaKTHasI -
No Pasnen 3 yCTIEBAaEMOCTH,
- -
0/1 | JAACHMILIMHBI/ TEMBI % % ‘E % q:) g dopma )
3 s ; 5 § S MIPOMEKYTOYHOU
= - § 2 = [§ = 2 E Q & aTTecTauuy (1o
3 = S |2 E |88 |8 ¢°= 2 cemecmpam)
5 | E |3 E£8=z /5§ J
@) = @) E s B & =
1. | Beenenwue. Llenu u 2 2 3 Cobeceoosanue
3aJa4u JUCIUITIINHBI
2. | Cnemuduka 2 2 6 3 Cobeceoosanue
UCTIOJIb30BaHUS
. Onpoc
JIOTOBOPHOM
JIOKYMEHTAITUN
3. | OcobennocTtH 2 2 3 Onpoc
odopmIIeHUS
JIOTOBOPHOM IIposepxa
JOKYMeHTALHH 3a0aHutl Ha
cemMuHape
4, | Cucrema 2 2 6 3 Onpoc
JUTIIIOMAaTHYECKON
JIOKYMEHTAIUU
5. | Knaccudukarus 2 2 4 Onpoc
JUTIIIOMAaTHYECKON
JIOKYMEHTAIUN
6. | OcoGennocTr 2 2 4 Onpoc
odopmIIeHUS Ilposepka
JUIIOMATHYCCKON 3a0anull HA
JOKYMEHTaIH cemunape
7. Creruduka 2 2 6 4 Onpoc
HUCIIOJIB30BaHUA
(hrHAHCOBOM
JIOKYMEHTaIUN
8. | OcobGennoctr 2 2 4 Onpoc
ohopmiieHuUS Ilposepka
(buHAHCOBOI 3a0anull Ha
JOKYMCHTaln cemurnape
9. | Cucrema BOCHHOI 2 2 4 4 Onpoc




JIOKYMEHTAIIHH.
Cnemmduka
UCIIOJIB30BaHUS
BOCHHOM
JOKyMEHTAIIHH.

10. | Ocobennoctn 2 2 4 Onpoc
o(hopMIICHUSI BOCHHOM IIposepka
JOKyMEHTAIUH 3a0aHUll Ha

cemunape
2 18 umoeoeas
Oxzamen KOHMPONbHAS
paboma
HATOTO: 20 22 54

Cmpykmypa oucuuniunsl (MoOyns) 01 3a04HOU hopmbl 00yueHUA

Obwas mpyooemrocms oucyuniunvl cocmaeisem __3_ 3. e., _114__ u., 6 mom uucne
KOHMaxkmuas paboma ooOyuarowuxcs ¢ npenooagamenem_I2__ u., camocmosmenbHast

paboma obyuarowuxcs _93__ 4., KOHMPOIb camocmosamenvHou pabomel — 9 u.

Bunast yueOHoI paboThI

DopmbI
(B gacax) TEKYIIIETO
KOHTPOJIS
KOHTaKTHas -
No Paszen 3 yCII€BAEMOCTH,
w| 4
/0 | OUCHUAININHBL/TEMEBI 2 % 5;5 § 5 s bopma
s| £ o
§ § . £| & 8| npomexyTouHoit
= S
= < § g = 5 = § ?;) 9 S| arrecrauuu (no
9] = = o
g = = BR[| 8% 2 cemecmpam)
= = p= s 2 @ I &R S
[} () (5} a3 |s 5|5 s 0
@) = @) E s B & =
1. | Beenenwue. Lenu u 8 0,25 6 Cobecedosanue
3aa4Yu JUCIHUITIIINHBI
2. | Cnemuduka 8 025 |1 8 Cobecedosarue
HCITOJTH30BaHUS
. Onpoc
JIOTOBOPHOM
JIOKyMEHTAIu!
3. | Ocobennocru 8 0,25 6 Onpoc
odopmiteHUS
JIOTOBOPHOM IIposepka
JOKyMEHTALIH 3a0anutl Ha
cemuHape
4. | Cucrema 8 0,25 |1 8 Onpoc
JIATIIOMaTHYECKOM
JIOKYMEHTaIUN




5. | Knaccudukarms 8 0,5 6 Onpoc
JIMTUTOMATHYECKON
JIOKYMEHTAIUH

6. | Ocobennocrtu 8 0,5 6 Onpoc
odopmITeHUS IIposepka
JMTUIOMATHIECKON 3a0anull Ha
JIOKYMCHTAIUH cemunape

7. | Crneuuduka 8 05 |1 8 Onpoc
UCIIOJIE30BaHUS
(hrHAHCOBOM
JIOKYMCHTAIUH

8. | OcobGennoctu 8 0,5 6 Onpoc
ohopmieHuUS Ilposepka
(buHAHCOBOM 3a0anull Ha
JIOKYMCHTAIUH cemMuHape

9. | Cucrema BOCHHOI 8 05 |1 8 Onpoc
JIOKYMEHTAIINH.

Crenu¢uka
VICTIOJIb30BAHUSI
BOCHHOM
JOKYMCHTAIHH.

10. | OcoGennoctu 8 0,5 6 Onpoc
odopMIIeHUS] BOCHHOM Ilposepka
JOKyMEHTAIIH 3a0aHull Ha

ceMuHape
8 25 umoeoeas
Oxzamen KOHMPONbHAS
paboma
UTOTO: 4 4 93

3. Coaep:xanue TUCHUIJIMHBI (MOYJIs1)

Ne | HaumeHoBaHue pa3jena Conep:xkanue
JTACHHUILIMHBI
1 BBenenue. Hean u 3agaum | Llenb v 3a1aun AMCUUILIIMHEL. PoJib cielinanbHbIX CUCTEM
JOKYMEHTAIlMM B JIEATCIIbHOCTH  COBPEMEHHBIX
JUMCITMILTHHPL. OpraHM3aluii W OPraHOB TOCYAApCTBEHHOW BIACTH H
MECTHOT'O CaMOYITpaBJICHUSI.
2 Cneunuduka ucmnoib30BaHusl IlousTue ZIOroBOpa B COBPEMEHHBIX
JIOTOBOPHOIi TOKYMeHTAIUH 3aKOHOJATEIbHBIX AKTax. JlomomHUTEIbHBIC
JIOKYMEHTBI K JIOTOBOPaM. JloroBopsl,
pPEryJIMPYIONIME TPYAOBbIE OTHOILICHUS. [[0rOBOpHI,
PETYIUPYIOIIME IPAXKIAHCKO-TIPABOBBIE OTHOILIEHHUS.
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WNHble BUIBI [OKYMEHTOB, BXOJSIIME B COCTaB
JIOTOBOPHOM JIOKYMEHTAIlUH: MIPOTOKOJIBI
pa3HOIJIacHii, TOBEPEHHOCTH, AKTHI.

Ocobennoctn opopmiieHust
JOTOBOPHOIl TOKYMEHTalH

YcrHast u nuckMeHHas ¢opma J0oroBopoB. CTpykTypa
JIOTOBOpPa M OCOOEHHOCTH O(OPMIICHUS €ro YacTeid:
BBOMHAsA 4YacTh (mpeamOyia), OCHOBHBIC  YCJIOBHS
JIOTOBOpA,  JIOTIONIHUTENBHBIE  YCJIOBHA  JIOTOBOpA,
3aKJIIOUUTENIbHAS ~ 4acTh  joroBopa.  OdopmiieHue
JOKYMEHTOB, BXOISIIMX B  COCTaB  JOTOBOPHOM
JOKYMEHTAIIHH: MIPOTOKOJIOB pasHoriacui,
JIOBEPEHHOCTEH, aKTOB.

CucreMa IUIIOMATHYECKOH
JOKYMEHTAluH

3HaueHUe AUMJIOMATUICCKON JOKYMEHTAIUU KaK 0CO00H
CHUCTEMBI JOKYMEHTAIINH, TIPUMEHICMON B EATCILHOCTH
JUTIIIOMATUYECKON CITYKOBI MunuCcTEpCTBA
MHOCTpaHHbIX Jnen  Poccuiickoit denepauuu u  ero
CTPYKTYPHBIX mojipa3zeneHuii B Poccuu u 3a pyOexom.

Jumnomatuaeckue JIOKYMEHTBI KaK OCHOBHOI
WHCTPYMEHT OCYIICCTBJICHHS MPAKTUYECKUX ILIATOB MPHU
MIPOBEICHUU BHEIIHEH  MOJUTHKKA  TOCYJIapCTBa.

dopmMupoBaHUE CHCTEMBI JIATIIOMATUYECKOM
JOKYMEHTAIIHH.
Knaccudukanus gumnomarndeckoii | Buasl qummomMatndeckux AJOKyMEHTOB, HCIIOJIB3YEMBIE B
JOKYMEHTAIuH MPaKTUYECKON JESITENBHOCTH JTUTIOMATUYECKON

CITy)0BI MUHHCTEPCTBA WHOCTPAHHBIX JeN Poccuiickoit
®depepalivd U €ro CTPYKTYPHBIX MOAPa3ACIICHUN.

BryTtpennue WIH BHYTPHUBEIOMCTBCHHBIC
TUTIIOMAaTUIECKHe JOKYMEHTBI u BHEIIIHHE
TUTIOMAaTHIECKHE JOKYMEHTBHI. Bryrtpennue

JTUTUTIOMATHYECKUE JTOKYMEHTBI: 3amucu Oecel, 0030pbl
MPECCHI, TTOJUTHYECKUE OTUYETHI, MOITUTHICCKHE MHCEMA,
WHPOPMAITMOHHBIE IUChMA, TOJUTHYECKHN TOPTPET,
mudpoTenerpaMmma.

Buemraue JUTUTIOMAaTHICCKHUE JIOKYMEHTBHI:
MEXyHApOJIHBIE  JOTOBOPHBIE  aKThl  (JOTOBOp,
KOHBEHITUS, TPAKTAT, COTJIAIICHUE, MIPOTOKOJI, aKT, MaKT,
CTaTyT, XapTHsi, KOMMIOHUKE) U Tepenucka (BepOaibHas
HOTa; JHWYHAas HOTa;, NaMsATHAs 3alucKa, BpydeHHas
JUYHO; TIAMSTHAs 3alKCcKa, TepelaHHas C KypbepoM;
MEMOpaHAyM, KaK CaMOCTOSTENbHBIA  JOKYMCHT;
MEMOPAHYM, KaK MPHIOKEHUE K HOTE; YaCTHOE MTUCHMO
TOTyOpHITHATTBFHOTO XapaKkTepa).

Ocob0eHHOCTH oopmiIeHUA

JUILJIOMaTHYeCKOi AOKYMECHTAIlUU

PernamenTanuss ~ paboTel ¢ JAMIUIOMATHYCCKUMH
nokyMeHTamu. OcoOeHHOCTH OGOPMIICHHS PEKBU3UTOB
JTUTTIOMAaTUYECKUX JOKYMEHTOB: ajpecaT, oOpalleHue,
KOMIUTHMEHT,  TOJNKCh.  SI3bIK  JMITIOMAaTHYECKUX
JIOKYMEHTOB. TpaaAuIIMOHHOCTD oopmitenust
JUIIIOMATHISCKUX JOKYMEHTOB.

Cnenuguka ucnoib30BaHusl
(¢GuHaHCOBOI TOKyMEHTALIMU

3HaueHne (PUHAHCOBOW JOKYMEHTAIIUU TPU MMPOBEICHUN
XO34MCTBEHHBIX onepanuid. BHYTpeHHUI W BHEUTHUMN
KOHTPOJNb  TPH  OCYIIECTBICHWH  XO3SHMCTBEHHBIX
orepanyii U BHUIbI OTBETCTBEHHOCTH 3a HEIPABHIIEHOEC
oopmileHue JTOKyMEHTOB. [lopsimok  ucCHpaBlIcHHS
omnO0OK B (DMHAHCOBBIX JOKyMeHTaX. HopmaruBHO-
MpaBOBBIE  aKTl W HOPMATHBHO-METOIWYECKHE
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JOKYMEHTBI, PETIaMEHTUPYIOIINE TOPSII0K CO3JMaHHS |
odopmireHUS (rHAHCOBOM JIOKyMEHTAIIUH.
MexIyHapoIHbIC CTAHIAPTHI OYXTaITepCKOro yderTa.
3HaueHHWe TEePBUYHBIX YYETHBIX JOKYMEHTOB IIpH
0(OPMIICHUH XO3SMUCTBCHHBIX OITCpAITHii.

8 Oco0enHocTu odopmiieHust
(¢GuHaHCOBOI TOKyMEHTALIMU

OcobenHoctd  OGOPMIICHHUS OTHAEIBHBIX (DUHAHCOBBIX
JOKYMEHTOB: cueT-(hakTypa, IIaTeKHOe MOPYICHUE, aKT
0 TIpreMe-Tiepeaade TOBAPHO-MaTEePUATbHBIX [IECHHOCTEH,
MIPUXOMHBIA KaccoBbld opaep. CocTaB pPEKBH3UTOB
(hMHAHCOBBIX JIOKYMEHTOB. [Ipumenenne
YHH(DUIUPOBAHHBIX bopm JUISL (hUHAHCOBBIX
JNOKyMEHTOB. O053aTeNIbHOCTh NPUMEHEHHS aTbOOMOB
YHUQHUIMPOBAHHBIX ~ (OPM  NEPBHYHOM  yUYCTHOMH
JOKYMEHTAllUU C LEJIbI0 MPEeJOTBPAIICHUS] HETaTUBHBIX
MOCJIEICTBUN HEMPaBUIBLHOTO 0(opMIIeHHS (PUHAHCOBBIX
u OyXraiaTepcKux JOKYMEHTOB BosmoxxaOCTH
oopmiienust GUHAHCOBBIX JOKYMEHTOB B DJIEKTPOHHOM
dopme. TexHonmorus 00paboTku (hmHAHCOBBIX
JOKYMEHTOB B OpraHH3alusX.

9 CucreMa BOEHHOI JTOKYMEHTAIUH.
Crnennduka HCNOJIL30BaHUS

BOCHHOI TOKyMeHTaluu

3HaveHNEe BOCHHOW JOKYMEHTAIMHA KaK 0Cc000i CHCTEMBI
JNOKYMEHTAalluM,  OpPUMEHSEMOH B  JEATENLHOCTH
MunuctepcTBa 000poHbI Poccuiickoii denepanmu u ero
CTPYKTYPHBIX TIOApa3/eleHnii. 3aKoHOJATeNbHBIE U
HOpPMaTHBHBIE TIPABOBBIE aKTHI, PErJIAMEHTHUPYIOIIUE
JeTOTIPOU3BOJICTBO B cUcTeMe MMHHUCTEPCTBa OOOPOHEI
Poccuiickoit  ®denepanmu. PermamenT MuHuctepcTBa
oboponbl  Poccumiickoii  Depepanuu.  OpraHu3anys
paboTbl CITy’KObl JTOKYMEHTALMOHHOTO O0OecreyeHusI.
WHCcTpykuus 1O Jenomnpou3BOACTBY B BoopykeHHBIX
cunax  Poccuiickoir ~ dPenepauud  —  OCHOBHOM
HOPMATHUBHBIM aKT, PErJaMEHTUPYIOIUM TEXHOJOTHIO
JeNonpou3BoACTBa. OTBETCTBEHHOCTh 3a COOJIOZCHHUE
TpeOoBaHUil MHCTpYKIMH. HacTaBiieHHe 1O apXHBHOMY
neny B Boopyxennsix Cunax Poccuiickoit Denepannm.

10 | OcoGennocTu odopmiieHHs1 BOCHHOI

JOKYMECHTAIlUN

OOmme TpeOOBaHHA K COCTABICHUIO M O(QOPMIICHHIO
JTIOKyMEHTOB B cucTeMe MwuHucTepcTBa 000poHE PO.
OcHOBHBIE BUJIBI CIIYKE€OHBIX JOKYMEHTOB, CO31aBaEMbIX
B Boopyxennsix cunmax. IIpaBuia MOArOTOBKH H
odopMIICHUST CITYKEOHBIX TOKyMeHTOB. OCOOCHHOCTH B
oopMmieHHN pPEKBU3UTOB JOKyMeHTOB. llpumeHeHue
YHUQUIUPOBAHHBIX (HOPM Ui BOEHHBIX JOKYMEHTOB.
[IpaBuna odopmneHuss W BBAAYM YIOCTOBEPEHUH,
CIpaBOK M JAPYIMX  CIYXEOHbIX  JJOKYMEHTOB
BOCHHOCTYXalIiM. TexHoJ0Tus: 00paboTKK TOKYMEHTOB
B YUPEXKICHHUAX CUCTeMbl MuHHUCTEpPCTBA 000pOHEI PO.

4. Odopa3oBaTe/bHbIE TEXHOJIOTHH

Oo0pa3oBaTe/ibHbIE TEXHOJOTHHI
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Ne Buowt yueonoii
Haumenoeanue paszoena OopazosamenvHble mexHo102UU
n/n padomul
1 2 3 4
1. |Beenenue. Llenn u 3ana4m Jlexyus 1. Beoonas nexyus ¢ ucnonvzosanuem
CIIATIH b BUOCOMAMEPUAITIOB
CamocmosimenvHast
paboma
2. |Cnemmnduka ucnionbzopanus | Jlexyus 2 IIpobnemnas nexyus
ZlOl"OBOpHOfI JAOKYMCHTalluH
Cemunap 1
P Onpoc
CamocmosmenvHast
paboma Ilooecomoska k cemunapy
3. |Ocobennoctu odopmienust Jlexyus 3 Hp06ﬂeMHaﬂ neKyust
JIOTOBOPHOM TOKYMEHTAIIHU
CamocmosimenvHast
paboma
4 |Cucrema gummoMaTHudeckoi Jlexyus 4 HpO6]Z€MHa}l aexyust
JAOKYMCHTAalluH
Cemunap 2 Onpoc
Camocmosmenvhas |[lodzomoska k cemunapy
paboma
5 |Knaccudpukanms Jexyus 5 IIpobnemnas nexyus
JUIUIOMAaTHYECKOM
AOKYMCHTAIHK Camocmosimenvras
paGoma Iloozcomoska k 3ansamuio ¢
UCNONb308AHUEM UHDOPMAYUOHHBIX U
9JIEeKMPOHHBIX PECypPCco8
6 |Ocobennoctn opopmenus Jlexyus 6 IIpobnemnas nexyus
JUIUIOMaTUYECKOM
AOKYMCHTAHH Camocmosmenvras
paboma
7 |Cnemuduka ucnons3obanus  |Jlexyus 7 IIpobnemnas nexyus
(brHAHCOBOW JOKYMEHTAITIH
Cemunap 3 Onpoc
Camocmosmenvhas |[Todzomoska k cemunapy
paboma
8 |Ocobennoctr opopmicHUs Jlexyus 8 Hp06ﬂeMHa,q neKyust

(hMHAHCOBOW JTOKYMEHTAIINU

Camocmoamenvhas
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paboma
9 |Cucrema BoeHHOM Jlexyus 9 IIpobnemnas nexyus
JAOKYMCHTalUU. CHGHI/Iq)I/IKa
HUCIIOJIb30BaHHUA BOCHHOU CeMuHap 4
JAOKYMCHTalluH
Camocmosmenvhas |[lodzomosxa k cemunapy
paboma
10 |Ocobernoctn opopmnenust Jexyus 10 IIpobremnas nexyus
BOCHHOI JAOKYMCHTalluH
CamocmosmenvHast
paboma

S. OueHka JIAaHUPYEMbIX Pe3yJIbTATOB 00y4YeHM st

5.1. CucreMa oleHUBAHUSA

DopMa KOHTPOJIA

Makc. KOJIH4eCcTBO 0aJ1710B

3a4ém ¢ OYeHKoU

3a oany Bcero
padory
Texynui KOHTPOJIb:
- yuacmue 8 OUCKYCCUU U 8bINOJHEHUE 3a0aHUL HA c4no 10 10 6annos
1a60PaAMOPHbIX 3AHAMUIX Heoeio
- mecm (memoi 4-7) 12 neoens 20 6annos
- yuacmue 8 OUCKYCCUU U 8bINOJHEHUE 3a0aHUL HA c4no 10 10 6annos
1a60PaAMOPHbIX 3AHAMUIX Heoeio
[IpomexyTouHas aTTecTanus 40 b6annos
(nucomenHwvIll OMeem Ha 2 gonpoca)
Hroro 3a cemectp (Jucyunaumny) 100 6annos

ITony4yeHHBIN COBOKYIIHBINA PE3yIbTaT KOHBEPTUPYETCS B TPAJULMOHHYIO ILIKaIy OLICHOK U B
HIKany oleHoK EBponeiickoil cucteMsl nepeHoca 1 HakorieHus: kpeautos (European Credit

Transfer System; nanee — ECTS) B cOOTBETCTBHU C TaOIUTICH:

100-6amtpHas

TpaguunoHHas mkaia
HIKaIa

Ixanma
ECTS
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95 - 100 A
OTIMYHO

83-94 B

68 — 82 XOPOIIO 3a4TEHO C

56 - 67 D
YAOBJICTBOPHUTCIBHO

50-55 E

20-49 FX
HCYHAOBJICTBOPUTCIILHO HE 3a4TCHO

0-19 F
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5.2.KpuTepun BbICTABJIEHUS OLIEHKHU MO JUCIUIJIMHE

Baanwl/
HIxanaa
ECTS

Onenka nmo
JTUCIHUILINHE

Kpurepun oneHKH pe3yJibTaTOB 00y4eHus M0
AUCHUILINHE

100-83/
A,B

«OTIANYHO»/

«3a4TEHO
(oTIIMYHO)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Ciii OH ITyOO0KO U
IIPOYHO YCBOUJI TEOPETUYECKUM U MPAKTUYECKUI
MaTepHaj, MOXET ITPOJEMOHCTPUPOBATE 3TO Ha 3aHATHUIX
U B XOJi€ IPOMEKYTOYHOU aTTECTALUH.

OO0yuaromuiicst KICUEPIBIBAIOIIE U JIOTHYECKH CTPOUHO
u3naraet yueOHbIi MaTepua, yMeeT YBSA3bIBaTh TEOPHIO C
MPAKTUKOM, CTIPABIISIETCA C PEIICHUEM 3aad
npodeccroHaTLHON HAIIPABICHHOCTH BHICOKOTO YPOBHS
CJIOKHOCTH, IPAaBUJIIBHO O6OCHOBBIBa€T IIPUHATHIC
pelIeHuUs.

CB0OOIHO OPUEHTUPYETCS B YUeOHOH U
npodeccuoHaBLHOM TUTEpaType.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IPOMEKYTOYHOU
aTTEeCTaLlUN.

Komnereniuu, 3akpeni€éHubie 3a AUCUUTUIMHOM,
c(hOpMHUPOBAHEI HA YPOBHE — «BBICOKUI».

82-68/

«XOpOIIO»/

«324TEHO
(xoport110)»/

«3a4YTCHO»

BricraBisiercst o0yyaromemMycs, €Cii OH 3HaeT
TEOPETUYECKUI U IIPAKTUYECKUN MaTepuai, rpaMOTHO U 10
CYILECTBY M3JIaraeT €ro Ha 3aHATUAX U B XOJE
IIPOMEKYTOUYHON aTTECTAlUU, HE JOIIYCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicst MpaBMUIBHO MPUMEHSET TEOPETHICCKUE
MTOJIOXKEHUS MTPU PEIICHUH TPAKTUYECKUX 3a/1a4
npodeccroHaAbHOM HAMPaBICHHOCTH PA3HOTO YPOBHS
CII0)KHOCTH, BJIaJIeeT HEOOXOAUMBIMH VISl 3TOTO HaBBIKAMHU
A IpUEMaMH.

JIOCTaTOYHO XOPOIIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCHOHATIBLHOM ITepaType.

OrneHka no JUCHUILIMHE BBICTABIISAIOTCS 00ydaromeMycs ¢
YYETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTecTaluu.

Komnerenium, 3akperiéHuble 3a AUCHUIUIMHOM,
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banasl/ Ouenka no Kpurepun ouesnku pe3yjbTaToB 00yueHuUs M0
xana AUCHHUILINHE AUCHUILINHE
ECTS
c(OPMHUPOBAHBI HA YPOBHE — «XOPOIIU».
67-50/ «YIOBIIETBOPH- BricraBisiercs: o0yyaromemycs, €ciii OH 3HaeT Ha 6a30BOM
TEIBHO»/ YPOBHE TEOPETUYECKUN U ITPAKTUYECKUM MaTepUall,
DE JIOTMTYCKAaET OTACNbHbIC OMIMOKH MTPH €T0 U3JI0KEHUHU Ha
(«ATATEHO 3aHATUSAX U B XOJ€ MPOMEXYTOYHOU aTTECTALUH.
(ynoBneTBopH-
TENbHO)»/ OOyuaromuiicst HICTIBITHIBAET OMPEICAEHHBIC 3aTPYIHEHUS
B IPUMEHEHHUH TEOPETUYECKUX MOJI0KEHUN NPU PEILICHUH
(GAATEHO> MPaKTUYECKHX 3a7a4 MpodeccnoHaNbHOM HAlIPaBICHHOCTH
CTaHAAPTHOI'O YPOBHSI CIIOXKHOCTH, BJIaJICET
HEO0OXOTMMBIMHU ISl 5TOTO 0a30BBIMH HABBIKAMU U
NpUEMaMHU.
JIeMOHCTpHpPYET 1OCTaTOYHBIN YPOBEHb 3HAHUS YUEOHOM
JUTEpaTypsl 10 AUCIUIIIMHE.
OrneHka no JUCHUILIMHE BBICTABJISAIOTCS 00ydaromeMycs ¢
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTeCTalUu.
Komnerenium, 3akperniéHuble 3a AUCHUIUITMHOMN,
c(OpMUPOBAHBI HA YPOBHE — «JI0CTATOUHBIII».
49-0/ «HEYIOBJIETBOpUTE | BricTaBisercst oOydaromemMycs, eCiu OH He 3HAeT Ha
JIBHO»/ 0a30BOM ypOBHE TEOPETUUECKHUMN M MPAKTHICCKUIN
FEFX Marepua, J0MmycKaeT rpyObie OmMUOKY MPH €ro
HE 3a4TEHO

W3JIOKEHUH Ha 3aHATHSIX U B XOJI€ POMEKYTOUHOU
aTTeCTallUU.

OOyuaronuiicss UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKUX ITOJI0KEHUN IIPU PELLICHUN
MPAKTUYECKHX 33/1a4 MPO(hecCHOHATLHON HANPaBIEHHOCTH
CTaHJapTHOI'O YPOBHS CJIIO)KHOCTH, HE BIaEET
HEOOXOAUMBIMU JIJIS1 3TOTO HAaBBIKAMU U MIPUEMAMHU.

JleMoHCTpUpYET (parMeHTapHbBIE 3HAHUS YICOHOU
JUTEPATyPhI IO JUCIUTUIAHE.

OreHka 1Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYalOmEeMycs C
y4E€TOM PE3yNIbTATOB TEKYILEH U IIPOMEKYTOYHOU
aTTECTaLlUN.
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Baanwl/
HIxanaa
ECTS

Ouenka no Kpurepun oneHKH pe3yJibTaToB 00y4eHus 110
AUCHUILINHE AUCHUILINHE

Kommerenmum Ha ypoBHE «1OCTaTOYHBIN», 3aKPETUIEHHBIC
3a TUCITUTLIMHOW, HE CPOPMUPOBAHBI.

5.3. OuenouHble cpeacTBa (MaTepuabl) AJI51 TEKYIIET0 KOHTPOJISI yCIIeBAeMOCTH,
NPOMEKYTOYHOM aTTecTANMU 00y4Aal0IIMXCS N0 JUCHHUILIMHE (MOOY10)

1.

Konmponvnule onpocot 012 meKyuieil u RPOMEICYymouHol ammecmayuu

3HaueHUe U PpOJib CHEUUAJIBHBIX CHUCTEM JOKYMCHTAWMU B JCATCIBHOCTH COBPEMEHHBIX

OpTraHM3aIHid ¥ OPTaHOB BIACTH

2.
3

4
5.
6

7

8
9.
10.

11.
12.

JloroBopHast JOKyMEHTAIIWs: Ha3HAYeHUE U TIPUMEHEHHE.
Ocob6erHocTr 0pOPMIICHHUS TOTOBOPHOM JTOKYMEHTAITHH.

Bup1 1OrOBOPOB M UX CHICITU(UKA.

CTpyKTypa TeKcTa JJOrOBOPOB U JIOTIONHEHHH K JIOTOBOPaM.

Poutb 1 3HaYEHUE CUCTEMBI IUTUIOMATUIECKON JJOKYMEHTAITUH.
Knaccugukanus qumioMaTi4eckuX J0KyMEHTOB.

Bremaue mumuioMaTuyeckue TOKYMEHTBI: BUBI U HA3HAUCHHUE.
BryTpeHHue muuioMaTHYECKUE JOKYMEHTHI: BUJIBI 1 HA3HAYCHUE.
OcobenHocTy 0(hOPMIICHHS AUIIIOMATHISCKON JIOKYMEHTAIUH.
Pounp v 3HaueHNE DUHAHCOBOW JOKYMEHTAIIHY.

P CrilaMCHTaIuA pa60TBI (¢ (bHHaHCOBI:IMI/I JAOKYMCHTAaMU B HOPMATHBHBIX IPABOBBIX aAKTax

Poccuiickoi @enepannn.

13.
14.
15.
16.
17.
18.
19.
ze
20.
cH

21.

OCHOBHBIC BUJIbI (DHHAHCOBBIX JJOKYMEHTOB.

[TepBuuHbIC yUeTHBIC JOKYMECHTHI M UX 3HAYCHHUE.

Odopmienne GUHAHCOBBIX JOKYMEHTOB.

[Mpumenenne yaudumpoBaHHbIX GopM st cocTaBlieHHsT GUHAHCOBBIX JIOKYMEHTOB.

Ponb u 3HaueHNE BOCHHON JOKYMEHTALUH.

Ocob6errocTr 0popMIICHUS BOCHHON JOKYMCHTAITHH.

3aKoHO/ATeNbHbIE aKThl 1 HOPMAaTUBHO-METOAMYECKHE JOKYMEHTHI, perIaMeHTHPYIONHE
JIOTIPOM3BOJICTBO B cEicTeMe MuHHCTEpCTBA 000pOHEI PD.

OcHOBHBIE BUABI CIYXEOHBIX JOKYMEHTOB, COCTaBISEMBIX (HM3/1aBaeMbiXx) B BoopykeHHBIX
nax.

[IpaBuna WMOATOTOBKH W O(QOPMIIEHHUS CITy>KEOHBIX JOKYMEHTOB B cucTeMe MUHHCTEpPCTBA

060poHEI PO.
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6. YueOHO-MeTOAMYECKOEe U HH(OpMALIMOHHOE 00ecniedeHne T CIUTITHHbI

6.1. CnHuCOK HCTOYHMKOB H JIUTEPATYPHI

Hcmounuku

I'paxxnanckuii koaeke Poccuiickoit @enepanuu (B pen. denepanbHoro 3akona oT 22.10.2014 Ne
315-@3). Y. 1 or 30 HosOpst 1994 r. Ne 51-®3 [OnextpoHHbIl pecypc] — Pexxum nocryna:
http://www.garant.ru.

bromkernsiii komekc Poccuiickoir ®enepaunu (B pen. dDeaepaibHOro 3akoHa OT
26.12.2014 No449-d3) ot 31.07.1998 Nel45-®3 [DnektpoHHbI pecypc] — Pexxum gocryna:
http://www.garant.ru.

Hanoroseiit  komexc Poccuiickoit ®enepaunu (B pen. deaepaibHOrO 3akoHa OT
29.12.2014 Ned447-®3) Y. 1. ot 31.07.1998 Nel46-®3 [DnexktponHbiii pecypc] — Pexum
nocryna: http://www.garant.ru.

@Oenepanbhblii 3ak0oH OT 06.12.2011 Ned02-D3 «O OyxranarepckoMm ydere» (B pen.
®enepansHoro 3akoHa ot 04.11.2014 N 344-D3) [OnexTtpoHHBIN pecypc] — Pexxum gocrymna:
http://www.garant.ru.

@enepanbhblii 3akoH 0T 15.07.1995 NelO1-®3 «O MexayHapOOHBIX JOTOBOpax
Poccuiickoit denepanun» [DnekTpoHHslit pecypc] — Pexxum noctyna: http://www.garant.ru.

®enepanpublii 3akoH 0T 02.12.1990 Ne395-1 «O 6ankax u 0aHKOBCKOH JESITEILHOCTH» (B
pen. ®enepanpHoro 3akoHa oT 28.06.2014 N 189-®3) [DOnexktpoHHBI pecypc] — Pexum
nocryna: http://www.garant.ru.

@enepanbubiii 3akoH oT 10.07.2002 Ne86-D3 «O ILlentpansHoMm Oanke Poccuiickoit
®enepauun (banke Poccum)» (B pen. ®enepanbHoro 3akoHa ot 29.12.2014 N 451-03)
[DnexTponHsbIit pecypc] — Pexxum goctyna: http://www.garant.ru.

@enepanbhbiii 3akoH ot 10.12.2003 N 173-®3 "O BamlOTHOM pETYJIHPOBAHUM U
BAIIOTHOM KOHTposne» (B pen. DenepanbHoro 3akoHa oT 4 HosOps 2014 r. N 344-03)
[DnexTponHsbIit pecypc] — Pexxum goctyna: http://www.garant.ru.

®enepanpublii 3ak0H 0T 31.05.1996 Ne 61-D3 «O06 o6opone»// C3 PD. 2015. No 23.
¢1.2930. [DnekTponHbIil pecypc] — Pexxum gocryna: http://www.garant.ru.

[TocranoBnenue IlpaBurensctBa P® NelO7 or 25.02.2011 «O6 yTBepkaeHUU
[Tonoxennus o mnpu3HaAaHUKM MEXKIYHAPOIHBIX CTAHIAPTOB (PUHAHCOBOM OTYETHOCTH U
pa3zbsicHeHUN MexayHapOoIHBIX CTaHAApTOB (PUHAHCOBOM OTYETHOCTHU MAJs TMPUMEHEHHUs Ha
Tepputopun  Poccuiickoii  ®epepanuu» [DnekTpoHHBIM pecypc] — Pexum poctyna:

http://www.garant.ru.
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HNucTpykuusa no nenonpou3BoacTBy B Boopyxkennbix Cuitax Poccuiickoit denepanmu.
M., 2017. [DnextponHbIN pecypc] — Pexxum moctyma: http://www.garant.ru.

Jlumepamypa

beikoBa T.A. JlokyMeHTanMOHHOE OOECIeUeHUE YIpaBICHHs (JIEIOMPOU3BOJICTBO)
[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernona. -2-e u3a. nepepab. u
JIOII. — MockBa: Nudpa-M, 2018. -304 C. — Pexum JOCTyMa:
http://znanium.com/go.php?id=942800/

Camotiinenko B.B. Jluruiomarndeckas cinysx6a: yue0. mocooue - M.: Hopma: MTHOPA-
M, 2010. - 320 c.: 60x90 1/16. (meperner) ISBN 978-5-91768-060-6 - Pexxum mocrtyna:
http://znanium.com/catalog/product/185712

Byxrantepckuii yder: yuer 000pOTHBIX cpeAcTB: YueOHoe nmocobue / bepexnoii B.U.,
Cycrunpina I'.I'., burmait O.b. u ap. - M.: HULl UH®PA-M, 2016. - 192 c.: 60x90 1/16. -
(Beicmiee oOpazoBanme: bakanaspuat) (Ilepernér) ISBN 978-5-16-010784-4 - Pexxum gocryna:
http://znanium.com/catalog/product/502154

6.2. Ilepeyenr pecypcoB HH(POPMALMOHHO-TETEKOMMYHUKAIIMOHHOH  CeTH
«HAHTepHeT»

T"apanT [OnexTponHBI pecypc]. Pexum noctyna: http://www.garant.ru.

OneKTpoHHO-OnONMMoTeyHass cucrtemMa |[ODneKTpoHHBIH pecypc]. Pexwmm gocrtyma: http://www.

znanium.com

7. MarepuajibHO-TeXHUYECKOe ofecriedeHne JUCHUNIMHBI (MOTYJIs1)

Cocras nporpammHoro oboecnedenus (ITO), coBpemeHHbIX npodeccnonaabHbIX 0a3 nanubIx (B/1) n
uHdopmauunonHo-crupapouynsie cuctem (MCC) (2019 r.)

1. Ilepeuens 11O

Tabauya 1
Ner/ Haunmenosanue 110 IIpousBoauTens Cnoco0 pacnpocTpaHeHus
n (tuyenzuonnoe unu c60600HO
pacnpocmpansemoe)
1 Adobe Master Collection CS4 Adobe JINIIEH3UOHHOE
2 Microsoft Office 2010 Microsoft JINIIEH3UOHHOE
3 Windows 7 Pro Microsoft JINIIEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JINIIEH3UOHHOE
9 Microsoft Office 2013 Microsoft JINIIEH3UOHHOE
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12 Windows 10 Pro Microsoft JINIIEH3UOHHOE

13 Kaspersky Endpoint Security Kaspersky JIULEH3UOHHOE

2. llepeuens BJI u UCC
Tabauya 2

Neri/it HaumenoBanune
MexnyHaponHbie pedepaTuBHbie HaykoMeTpuieckue bJl, mocTymHble B paMkax
HaIlMOHAJIFHOH moamucku B 2019 r.

Web of Science

Scopus

[IpodeccruonanbHbie MOTHOTEKCTOBBIC BJI, TOCTyIHBIEC B paMKax HallMOHAJILHOU MOITUCKH B
2019.

Kypnansl Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Kypuainsr Taylor and Francis

DJNEKTPOHHBIE N3/1aHUs U3JaTeIbCTBA Springer
[Ipodeccrnonanbubie TOMHOTEKCTOBEIE B/

JSTOR
W3nanus no o01eCTBEHHBIM U TYMaHUTApHBIM HayKaM
KoMIbIOTepHBIE CIIPaBOYHBIC PABOBBIE CHCTEMBI

Kouncynsrant Ilntoc,
l"apanT

8. Oblecneyenue o0pa3oBaTeJbHOr0 Ipolecca sl JHUI € OrPaHUYEHHBIMH

BO3MOKHOCTAAMH 310POBbA

[Mpu HeoOxomumocTH pabodvas MporpaMma JUCIHUILTAHBI MOXET OBITh aJalTHpOBaHA IS
oOecrieueHns: 00pa30BaTEBHOTO MPOIIECCa JIUIAM C OTPaHUYESHHBIMUA BO3MOXHOCTSIMHU 370POBBS, B TOM
YUCiIe I AUCTAHIIMOHHOTO oOydeHwms. (s 3Toro oT cTymeHTa TpeOyeTcs MpeICTaBUTh 3aKIIOYCHUE
TICUX0JIoro-MeauKo-regarornaecko komuccnu (IIMIIK) u muuHoe 3asBieHue (3asBICHHE 3aKOHHOTO

MPEICTaBUTEIA).
B zaxmouennu [IMIIK momkHO OBITH IPOITHUCAHO:

- peKoMCcHAYyCMaa yqe6Ha;1 Harpyska Ha o6yqa101uer0051 (KOJ'II/I‘leCTBO ,I[Hef/’l B HCACIIIO, 4aCOB B

JICHD);
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- 06OI)YZ[OB3HI/I€ TCXHHUYCCKHUX YCJ'IOBI/If/’I (HpI/I H€06XOZ[I/IMOCTI/I);

- COINpPOBOXKJEHUE W (WMIM) MPHUCYTCTBHE POAUTENEH (3aKOHHBIX NPEICTaBUTENEH) BO BPEM:

yaeOHOTO TIporiecca (TIpu HeOOXOIUMOCTH);

- OopraHu3anus IICUXOJIOTO-IICAArOrudyeCKoro COmnpoBOXKIACHUC 06y11a10mer0c;1 C YKa3aHUEM

CIICOUaJIMCTOB U HOHYCTHMOﬁ Harpys3ku (KOJ'II/I‘lCCTBa 4aCoOB B HCI[CJ'IIO).

Jiga  ocymiecTBIeHHsS TPOLENyp TEKYIIero KOHTPOJS YCIEBAaeMOCTH W TPOMEKYTOYHOM
aTTecTallud OOYYarOIIUXCS MPH HEOOXOAMMOCTH MOTYT OBITh CO37aHbl (JOHIBI OLIEHOYHBIX CPEJICTB,
aJanTUPOBAHHBIC IJIA JIUIL C OrPAHUYCHHBIMM BO3MOXKHOCTSIMU 3J0POBbSl U IO3BOJISIIOIINE OLICHUTH
JIOCTHKCHHUE UMU 3aTUIAHUPOBAHHBIX B OCHOBHOH 00pa30BaTEIILHOM MPOrpaMMe pe3ysIbTaTOB O0YUCHUS U

YpOBEHb CPOPMUPOBAHHOCTH BCEX KOMIICTEHIINH, 3aIBJICHHBIX B 00pa30BaTEeIbHON MporpaMMme.

dopma TIpOBeACHHS TEKyIIeW ¥ WTOTOBOM aTTeCTalldd [UIsl JIMIl C OrPaHWYCHHBIMH
BO3MOXXHOCTSIMH ~ 37I0POBbSl  YCTaHABIHMBACTCSI C YYETOM WHAWBUAYAIbHBIX  ICUXOQH3MUECKIX
0COOCHHOCTEH (YCTHO, MMCbMEHHO (Ha OyMmare, Ha KOMIIbIOTEpe), B opme TecTUpoBaHMs H T.IL.). Ilpu
HEOOXOIMMOCTH CTYJEHTY NMPEAOCTABISICTCS TOTIOTHUTEIHHOE BpEMs JIJIsl IOATOTOBKM OTBETA Ha 3a4eTe

HJIN DK3aMCHCE.

9. Metoan4eckue MaTepHuaJIbl

9.1. [1naHbl ceMUHAPCKUX M MPAKTHYECKUX 3aHATHI

Tema 1. OcoGeHnocTu opopmiieHHsI TOTOBOPHOM TOKYMEHTAI[HU.
dopma npoBeeHUs — TUCKYCCHS

1 3apanme. CTyaeHTbl H3Y4alOT OCHOBHBIE BHJbl JOIOBOPHOM JTOKyMEHTAllUH,
3HAKOMATCA € UX O(DOPMIIEHUEM U aHATTU3UPYIOT NPENI0KEHHbIE 00pa3Iibl JOKYyMEHTOB

2 3aganue. M3yunth TpeboBanus I'paxmanckoro koaekca Poccuiickoit denepanuu
COCTaBJICHUIO U 0()OPMIICHUIO JTOBEPEHHOCTEH.

3 3amanue. CocTaBUTh IOBEPEHHOCTH MO MPEAJIOKEHHON YITPABICHUECKOW CUTYAIINH.

HcTounuku u uTeparypa:
I'paxxnanckuii koaeke Poccuiickoit @enepanuu (B pen. denepanbHoro 3akona oT 22.10.2014 Ne

315-@3). Y. 1 or 30 HosOps 1994 r. Ne 51-®3 [OnexkTpoHHbIi pecypc] — Pexxum nocryna:
http://www.garant.ru.
beikoBa T.A. JlokymeHTanmoHHOe oOecreueHrne YIpaBieHUs (JIeJIOTPOU3BOICTBO)

[DnexTponHsIit pecypc]; yuedHoe mocodue/ T.A. brikoBa, T.B. Ky3Hernona. -2-e u3a. nepepad. u
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JIOII. — MockBa: Nudpa-M, 2018. -304 C. —Pexum JOCTyMa:
http://znanium.com/go.php?id=942800/

Tema 2. OcobeHHOCTH O(POPMIIEHUS TUIIIOMATHYECKO JOKYMEHTAMH.
dopma npoBeeHUs — TUCKYCCHS

3aganue 1. CTyneHThl HM3y4arOT OCHOBHBIE BHU[IbI TUIUIOMATHYECKOW JOKYMEHTAIIUH,
3HAKOMSTCSA ¢ UX O(POPMIICHHEM U aHATM3UPYIOT MPETI0KEHHBIE 00pa3Ilbl JOKYMEHTOB.

3amanne 2. M3yunth TpeOOBaHUS HOPMATHMBHBIX IPABOBBIX aKTOB K O(DOPMIICHHIO
JTUIUIOMATHYECKUX JOKYMEHTOB.

3amanne 3. BpiaBUTH crnenu(UKy COCTaBICHHS TEKCTOB  JUIUIOMATUYECKHUX
JIOKYMEHTOB.

Hcroynukn u quTepatypa:

Oenepanpubiid 3aKk0H OT 15.07.1995 NelO1-®3 «O MexayHaApOIHBIX JOroBopax Poccuiickoii
Denepanun» [IIEKTPOHHBINA pecypc] — Pexkxum noctyma: http://www.garant.ru.

Yka3 Ilpesugenta PO or 11.07.2004 Ne865 «Bompocsl MuHHCTEPCTBA WHOCTPAHHBIX JEI
Poccwuiickoii ®enepanmu» (B pena. ot 21.12.2013) [DnekTponHslii pecypc] — Pexum pocryma:
http://www.garant.ru.

Camotiinenko B.B. Jluniomarndeckas cinysx6a: yue0. mocooue - M.: Hopma: MTHOPA-
M, 2010. - 320 c.: 60x90 1/16. (meperner) ISBN 978-5-91768-060-6 - Pexum moctyma:
http://znanium.com/catalog/product/185712

Tema 3. OcobenHocTH opopMiIeHHST (PUHAHCOBONM JOKYMEHTALIMH.
®opMa npoBeieHUs — TUCKYCCUSA

3amanne 1. CrymeHThl H3y4alOT OCHOBHBIE BHJIBI (PUHAHCOBOW OKYMEHTAaIUH,
3HAKOMSTCS ¢ MX O(POPMIICHHEM M aHAIM3UPYIOT MPEATIOKEHHbIE 00pa3Ibl JOKYMEHTOB.

3amanue 2. U3yunTh TpeOOBaHUS 3aKOHOAATEIBHBIX HOPMATUBHBIX MPABOBBIX aKTOB K
oopmieHnIo PUHAHCOBBIX TOKYMEHTOB.

3amaaue 3. CoCTaBUTH cueT-pakTypy, IUIATEKHOE IOpYydYeHHE, aKT O IpHeMe-Tiepemade
TOBApPHO-MaTepUaANIbHBIX [IEHHOCTEH, MPUXOAHBIA KAaCCOBBIN OopJiep

HcTouyHuku u iuTepartypa:

@enepanbubiii 3akoH 0T 06.12.2011 Ned(02-®3 «O OyxranrepckoM ydere» (B penl.
®enepanpHoro 3akoHa ot 04.11.2014 N 344-D3) [OnexTtpoHHBIN pecypc] — Pexxum gocryma:
http://www.garant.ru.

®enepanbHblil 3ak0H OT 02.12.1990 No395-1 «O Gankax u 0aHKOBCKOH JEATEIHHOCTH»
(B pen. ®enepanbHoro 3akoHa oT 28.06.2014 N 189-®3) [DnektpoHHbI pecypc] — Pexum

noctyma: http://www.garant.ru.
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®enepanpubiii 3ak0H oT 10.07.2002 Ne86-D3 «O llentpambHoM Oanke Poccuiickoi
®enepauun (banke Poccum)» (B pen. ®enepanbHoro 3akoHa ot 29.12.2014 N 451-03)
[DnexTpoHHBIi pecypc] — Pexxum nocryna: http://www.garant.ru.

[Tpuka3z Munduna PO ot 02.07.2010 r. Ne66H «O dopmax Oyxraiarepckoid OTIYETHOCTH

opranuzanuii” [DnekTpoHHbINd pecypc] — Pexxum goctyna: http://www.garant.ru.

Byxrantepckuii yder: yuer 000pOTHBIX cpeAcTB: YueOHoe nmocobue / bepexnoii B.U.,
Cycnunpina I'.I'., burpait O.b. u ap. - M.: HULl UH®PA-M, 2016. - 192 c.: 60x90 1/16. -
(Beicmiee oOpazoBanue: bakanaspuat) (Ilepernér) ISBN 978-5-16-010784-4 - Pexxum gocryna:
http://znanium.com/catalog/product/502154

Tema 4. OcoGeHHocTH 0(popMIIeHUSI BOEHHOM TOKYMEHTAIMU.

®opMa npoBeieHUs — TUCKYCCUSA

3ananue 1. M3ydunTh OCHOBHBIE BHJIbI BOCHHOM JOKYMEHTALlUH, O3HAKOMHUTBCS C HX
oopmIIeHHEM U NTPOAHATTU3UPOBATH MPETI0KEHHBIE 00Pa3Ilbl TOKYMEHTOB.

3amanne 2. M3yunth TpeOOBaHWS HOPMATHUBHBIX IPABOBBIX aKTOB K O(DOPMIICHHIO
BOCHHBIX JIOKYMEHTOB.

3ananue 3. BpIsIBUTH cieliUPHUKY COCTaBJIEHUS TEKCTOB BOCHHBIX JOKYMEHTOB.
HcToynukn u qutepatypa:

®enepanbhbliil 3ak0H 0T 31.05.1996 Ne 61-D3 «O6 060opoHe» [DNEKTPOHHBIN pecypc]

— Pexxum noctyma: http:/www.garant.ru.

[Ipuka3 Munuctpa o6opons! Poccuiickoit @enepamuu ot 30.11.2006 . Nel100 r.Mocksa «O06
yTBepikaeHuu Pernamenta Mutuctepctsa 060ponsl Poccuiickoit denepanunm» [ DIEKTPOHHBIN pecypc]

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

WucTpykuusa no nenonpousBoacTBy B Boopyxennsix Cunax Poccuiickoit denepanun.

[DnexTponHsblit pecypc] — Pexum gocryna: http://www.garant.ru.

Ipunoocenue 1

AHHOTAIUA JTUCHUIIJINHBI

Hucrunnuaa  (MOAyJdb) peanu3yercss Ha  (GakyiabTeTe  JIOKYMEHTOBEIEHUS |
TEXHOTPOHHBIX apXUBOB KadeApoil [TOKYMEHTOBENEHHS, ayAHOBHU3YyaJbHBIX M HAay4HO-

TCXHUYCCKUX apXHUBOB.
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Ilens NUCHMIIMHBI — HM3yYEHUE CKIAABIBAHUS W PaA3BUTHSA CIICHUAIBHBIX CHCTEM
JOKYMEHTAIlMH, a TAKXKE COBPEMEHHBIX BUIOB U Pa3HOBUIHOCTEH TOKYMEHTOB, OTHOCSAIIUXCS K
(rHAHCOBOH, TOTOBOPHOM, AUMJIOMAaTHYECKONW U BOCHHOHN JTOKyMEHTAIIHU.

321,[[3.‘-11/1 JUCHUITIIUHBI:

— M3Y4YUTh IPOLECC CKIAABIBAHUSA M PA3BUTHs CIELHUAIBHBIX CUCTEM JOKYMEHTALUH
(Ha mpumepe PUHAHCOBOM, TOTOBOPHOM, UIJIOMAaTHYECKONW U BOGHHOHN JTOKyMEHTAIIUN);

— IIOKa3aTh COBPEMEHHbIE TPEOOBAHUS K COCTABICHUIO U O(POPMIICHHUIO JOKYMEHTOB,
OTHOCSIIMXCS K CHIEUAIBHBIM CHCTEMaM JTOKYMEHTALINH;

— TIPUBHTH HABBIKM aHaIM3a JOKYMEHTOB, OTHOCAIIMXCA K CICLHUAIBHBIM CHUCTEMAaM
JIOKYMEHTaIUH;

— TPUBUTH HAaBBIKM COCTAaBJICHMSI PA3IMYHBIX BUJOB JOKYMEHTOB, OTHOCAIIUXCS K
(hUHAHCOBOM, JOTOBOPHOH, IUINIOMAaTHYECKON U BOCHHOM JIOKYMEHTAIINUH;

— U3Y4YUTh KJIACCU(PUKALUIO JTOKYMEHTOB, OTHOCALIMXCS K CHELMANIbHBIM CHCTEMaM
JIOKYMEHTAIUH;

— BBIIBUTH BO3MOXXHOCTH YHU(HUKAIMH JOKYMEHTOB, OTHOCSIIMXCS K CIELUAIbHBIM

CUCTEMAaM JOKYMCHTAIIUH

JucuumnirHa (MOyJb) HalpaBjieHa Ha (OPMUPOBAHUE CIETYIONUX KOMIIETEHIIUMA:

e CrnocoOHOCThP TPUMEHSATH HAayYHbIE METOJAbl TIPU HCCIEAOBAaHUU OOBEKTOB
npodeccuoHaibHON AesitenbHoCcTH (TTK 1);

e BrageHue 3HaHUSAMH OCHOBHBIX MpoOsieM B 00JacTH JOKYMEHTOBEICHUS W
apxuBoBeaeHus (I1K-3);

e  CnocoOHOCTh CaMOCTOSITENILHO pad0OTaTh ¢ pa3IUYHBIMU McTOUYHHKaMu uHbopMmaru (ITK-
4);

e BiageHue 3aKOHOAATEIHHON U HOPMAaTUBHO-METOAMYECKON 0a30if HHPOPMAIIMOHHO-
JOKYMEHTAIlMOHHOTO  O0ECNe4YeHHs] YIOpaBJIEeHWs U apXMBHOTO Jella, CHOCOOHOCTBIO
OPHUEHTHPOBATHCS B MIPABOBOM 0aze cMeXHBIX oOnacteit (ITK-32);

e  3HaHuE NPUHIUIIOB OPraHU3aLUU PA3JINYHBIX TUIIOB U BUA0OB apXxuBoB (I1K-39).

B pe3ynbrare ocBOeHUS AUCIUILTUHBI (MOTYIIs1) OOYYAIOIIHIACS TOJKEH:

3namo

— JIOKyMeHToBequyecKyro TepMmunosioruto (I1K-1);

— 3aKOHOJATEJIbHbIE MU HOPMATHBHBIE IPABOBBIE AaKThl U HOPMATHUBHO-METOJIUYECKHUE
MaTepUaJIbl, PETYIUPYIOLIME NOPSAOK CO3JAaHUSI JOKYMEHTOB, OTHOCAIIMXCS K CHELHUAIBHBIM

cucremaM gokymentanuu (I1K-32);
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— 3aKOHOMEPHOCTH Pa3BUTHS CIEUaIbHbIX cucTteM nokymeHTauuu (I11K-3);

— CTPYKTYpPY AOKYMEHTOB, OTHOCSIIIMXCS K CIELHMaIbHbIM CHUCTEMaM JOKYMEHTAIU’
(I1K-3);

— Kmaccu(UKaIMIo  JTOKYMEHTOB, OTHOCSIIUXCS K  CICNHAIbHBIM  CHUCTEMaM
noxkymenTanuu (11K-39);

—  XapaKTEPHUCTHKY U COCTaB YHU(DUIIMPOBAHHBIX cucTeM nokymeHnTanuu (I1K-1);

— TMpaBujia COCTABJICHUS W O(QOpPMIIEHUS HOKYMEHTOB, OTHOCSIIHMXCS K CHEIMATIbHBIM
cucrteMaM nokymentanuu (ITK-32);

Ymemnw

— yHUGUUUPOBATH M MPOEKTHPOBaTh (POPMBI JTOKYMEHTOB, OTHOCSIIUXCS K
crenuanbHbIM cucteMaM gokymeHTaruu (I11K-1);

—  COCTaBJSATh U OQGOPMISATH JOKYMEHTBI, OTHOCSIIUECS K CHEIMAIBHBIM CHUCTeMaM
noxkymenTanuu (11K-32);

—  0hopMIIATh TOKYMEHTBI, OTHOCSIIUECS K CIEIHAIbHBIM CUCTEMaM JOKYMEHTalluH, B
COOTBETCTBHUH C TPeOOBAaHUSIMH HOPMATUBHBIX aKTOB U rOCyAapcTBeHHBIX cTanaapToB ([1K-32);

— HWCHOJb30BaTh yHUGHUIMPOBaHHBIE (hopMbl JoKyMeHTOB (ITK-1);

Braoems

- HaBbIKAMU TpPUMEHEHUs TpeOOBaHWN HOPMATHBHBIX AaKTOB U TOCYIapCTBEHHBIX
CTaH/JAapPTOB TPU COCTABJICHUU U O(OPMIICHUHM JOKYMEHTOB, OTHOCSIIUXCS K CIIEIHATHHBIM
cucrteMaM nokymentanuu (ITK-32);

— HaBBIKAMH pPa3pabO0TKu YHUDHUIIMPOBAHHBIX (GOpPM JTOKYMEHTOB M Tabens ¢opMm
noxkymeHToB (ITK-1);

Mo mucnumvHe (MOAYNIO) TPEIyCMOTPEHA MPOMEXKYTOYHas arTecTanus B ¢dopMme
HK3aMeEHa.

PaGoueit mporpammoii mpeaycCMOTPEHBI CIICAYIOIINE BUIBI KOHTPOJIS: TEKYITUI KOHTPOIh
yCcrIeBaeMoCTd B (hopMe Ompoca U KOHTPOJBHBIX pabOT, MPOMEKYTOUHAsl aTTecTanus B Gopme
JK3aMeHa.

OO0masi TpyHOEMKOCTh OCBOCHHUS AWCIMIUTUHBI (MOMYJS) COCTaBIseT _3 3a4eTHBIX

€ IUHUIIBL.
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