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1. HHosgscHUTEALHASA 3aIIUCKA

1.1. Hean u 3aa0aum JMCUMILTAHBI (MO1YJIs)

HGHB AUCHUIUIMHBL — M3YUCHUC CKJIAQAbIBAHUA W PA3BUTUA OTPACICBBIX CUCTEM

AOKYMCHTAIMH, a TAKXKXC COBPCMCHHLIX BUJ0OB U pa3HOBHZ[HOCTeI>'I AOKYMCHTOB, OTHOCAIIUXCA K

(UHAHCOBOH, TOTOBOPHOM, JUIJIOMAaTHUECKOM U BOGHHON JTOKYMEHTAIIHH.

33.,[[3‘-11/1 JAUCHUIINIMHBL COCTOST B CIICAYIOIICM:

HU3YUYUTh HNPOHCCC CKIIAAbIBAHHUA U PA3BUTUA OTPACICBBIX CUCTEM JOKYMCHTAllUU (Ha

npuMepe GUHAHCOBOH, TOTOBOPHOM, TUITIOMATHYECKONH M BOGHHOU TOKyMEHTAIIUN );

MOKa3aTb COBPEMEHHBIE TPEOOBAaHMS K COCTaBJICHUIO M O(GOPMIICHHIO TOKYMEHTOB,

OTHOCAIIUXCA K OTPACIICBBIM CUCTEMAaM NOKYMCHTAIIUU,

INPUBUTL HABBIKU aHAJIM3a JOKYMCHTOB,

AOKYMCHTAIUH;

MNPUBUTL HABBIKW COCTABJICHUA PA3JIMYHBIX BUAOB HJOKYMCHTOB,

OTHOCAIIUXCA K OTpaCJICBbIM CHCTCMaM

OTHOCAIIUXCA K

(MHAHCOBOH, TOTOBOPHOH, TUTUIOMATUYECKON M BOCHHOH IOKyMEHTAIIUY;

U3YyYUTh KJIACCU(PUKAIMIO JIOKYMEHTOB,

AOKYMCHTAIUH;

BbISIBUTH BO3MOXHOCTH yHI/I(bI/IKaI_[I/II/I JOKYMCHTOB,

CUCTCMaM JJOKYMCHTAIIUH.

OTHOCAIIHUXCA K OTpaCJICBbBIM CHUCTCMaM

OTHOCAIIUXCA K OTpPaCICBbIM

1.2. ®opmupyeMble KOMIETCHIHH, COOTHECEHHbIe C IUIAHHPYEeMbIMH pe3yJbTaTaMH

00yueHus1 M0 TUCHUILINHE (MOIYJII0):

Koambt Coaepxxanue Ilepeyenn IVIAHUPYEMbIX  pPe3yJabTAaTOB
KOMIIETCHIUH | KOMIeTeHIHii 00y4eHHUsI 110 NUCHHILINHE
I1K-1 CrniocobHOCTh 3HaTh:
IIPUMEHATh  Hay4yHbIE | -HAy4YHBIE METO/IbI B obnacTtu
METO/IbI IIpYU | JOKYMEHTOBEEHUSI M  JOKYMEHTAL[MOHHOI'O
HCCIIEI0BaHUH o0ecrieyeHus yrpaBieHHs;
00BEKTOB - Hay4yHbI€ METOJBI UCCIIEIOBAHUS COLMAIBHBIX
npodeccuoHaTbHON CHCTEM.
NeATEIIbHOCTH YMers:

-IPUMEHSTh HAy4YHbIE METOJbl B 00JacTH
JOKYMEHTOBEJICHHS W  JOKYMEHTAI[HOHHOTO
o0ecreyeHus yrpaBlieHUs..

Bnanets:

-HaBbIKAMU TPUMCHEHHS HAay4YHBIX METOJIOB B
obnactu JTOKYMEHTOBEICHHSI u
JTOKYMEHTAIMOHHOTO 00eCIIeYeHUs yIIPaBICHHUS;
-HaBBIKAMH COLIMOJIOTMYECKUX HUCCIICIOBaHHIA
NPUMEHUTEIBHO K  JOKYMCHTOBEICHHIO U
apXMBOBEJICHUIO.




I1K-3 Bnanenue 3HanusaMu 3HaTh:
OCHOBHBIX IIp00JIEM B TEOPETUYECKHE OCHOBBI JJOKYMEHTOBEACHUS U
obsacTu apXMBOBECHHUS, a TaK)K€ OCHOBHBIE MPOOIEMBI
JTOKYMEHTOBEICHUS U B JIaHHOM 001acTH
apXUBOBEICHUSA YMers:
OOBSICHATH 0COOEHHOCTH COBPEMEHHBIX
npobieM B OOJACTH JOKYMEHTOBEICHHUA U
apXMBOBOBEJICHUS, a  TaKkKe  OIpPEIeIsiTh
TEH/ICHIIUH UX Pa3BUTHSL.
Biagers:
npoeCcCHOHATBHBIMI ~ 3HAHUSIMH ~ OCHOBHBIX
po0JIeM JTOKYMEHTOBEACHUS M apXUBOBEICHHSL.
[K-4 Cnoco6HoCTb 3HaTh:
CaMOCTOSITENILHO - crmocoObl  MOOMIBHOTO U 3(PPEKTHBHOTO
paboTartsb C MOKCKa ¥ 0TOOpa MHPOpPMaLIUY;
Pa3IUYHBIMU -BHJIbl PA3IUYHBIX WCTOYHUKOB MH(OpMAIUN U
HUCTOYHUKAMU ux cnenuduky;
uHpopManuu -MH(OpMaITMOHHBIE PECYpChl OOIIECTBA, THIIBI

uHpopManuu 1 GOpMbI ee IpeICTaBICHUs.
YMmers:

-BBISIBJISITh, OTOMPATh, UCIIOIB30BaTh pa3IMyHbIC
BUIBl ~ UCTOYHHMKOB, U3BIEKaTh M3  HUX
HEO0X0IMMYI0 MH(OPMALMI0O U KOPPEKTHO €e
MHTEPIPETHPOBATD;

-COCIMHATh  Pa3HOPOAHYI0 HMH(POpPMALUIO B
eIMHOE 11eJI0e ISl pa3padOTKU YIPaBICHYECKHX
peLuieHui.

Biagers:

-METOJIaMH aHaIn3a CoJiepKaHUs u
MHTEpHpEeTaluy BRIABICHHON MH(OpMaIy;
-HaBbIKAMH CAaMOCTOSITEJILHOTO MPUOOPETEHUs
HOBBIX 3HAaHUH U3 PA3JINYHBIX UCTOUHUKOB,;
-oopmiienuss uHpopmanmu (peepupoBaHus,
aHHOTHPOBAHUS, COCTaBJICHUS 0030pOB,
MpEe3eHTaLNN );

-crocob6aMu OpUEHTAIMH B MPO(eCcCHOHATBHBIX
UCTOYHUKAX HH(pOpMaAMU (GKypHaJbl, CAWTHI,
¢aiinoBsie cepBepa), TEXHOJOTHSIMU PAOOTHI C
Pa3IUYHOTO POAAa UCTOYHHKAMH MH(OpMaIy, B
TOM YHCJIe B r100anbHOM cetn MHTEepHET.

1.3. MecTto AucHMIUINHBI (MOYJIs1) B CTPYKTYPe OCHOBHOM 00pa30BaTe/IbHOM IPOrPaMMBbI

JlucuurimHa

(monynb) «OrtpacieBble CUCTEMbI JOKYMEHTAIlMW» OTHOCUTCA K

BapHaTUBHON YacTH OJIOKA TUCIHIUINH y4eOHOTO IJIaHa.

Jlist ocBOEHHS AMCHUILIUHBI (MOJIYJsI) HEOOXOIWMBI 3HAHUS, YMEHHUS W BIIAJCHUS,

c(OpMUPOBAHHBIE B XOJI€ W3YYCHHUS

CICAYIOIUX AUCHUIUIMH W HOPOXOXKICHHUA  IMPAKTHUK:




«/lokymenroBenenue», «OpraHuzanuss M TEXHOJOTHS JOKYMEHTAIMOHHOTO OOecredeHus
ynpasieHus», «KagpoBoe 1e101ponu3BOACTBOY.
B pesynpTare OCBOEHHS IUCHMIUIMHBI (MOIYJsi) (OPMHUPYIOTCS 3HAHUS, YMEHHUA U
BJIaJICHUSI, HEOOXOAUMBIE JJIS IIPOXOXKACHUS MPEATUITIOMHON MIPAKTUKH.
2. CTpyKTYypa AMCHHMILIMHBI (MOLYJI51)
Cmpykmypa oucyuniaunsl (MoOyns) 01 3a04HOU hopmbl 00yUeHUA
(2019 200 nabopa)

Obwas mpyooemrocms OUCyunIuHbl cocmagigem 2 3. e., 72 4., @ MOM yucie
KOHMAaKmuas paboma odyuarowuxcs c npenooagamenem_8 4., camocmosmenvhas paboma
ooyuarowuxcs, 64 u.
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1. | Beenenue. Llenu u 5 0,25 6 Cobecedosanue
3a/1a491 JUCLUILTHHBI
2. | Cnemuduka 5 0,5 0,5 6 Cobeceoosanue
HCIIOJIb30BaHUS
. Onpoc
JIOTOBOPHOM
JTOKYMCHTAIUH
3. | Ocobennoctu 5 0,25 0,5 6 Onpoc
odopmiieHUS
JIOTOBOPHOI IIposepra
JIOKYMEHTALH 3a0aHUli Ha
cemuHape
4. | Cucrema 5 0,5 0,5 6 Onpoc
JUIIOMATHYIECKON
JIOKyMEHTAIUK
5. Kraccudpukanus 5 0,25 6 Onpoc
JUIIOMATHIECKON
JIOKyMEHTAIUK
6. | Ocobennoctu 5 0,25 0,5 6 Onpoc
ohopmiIeHHs IIposepxa
ﬂHHHOMaTquCKOﬁ 3a()aHuuv HA
JIOKyMEHTAIUK cemunape




7. | Crneuuduka 5 0,5 0,5 6 Onpoc
UCIIOJIb30BaHUSI
(uHAaHCOBOI
JTOKYMEHTAIIUH

8. | OcobGennoctu 5 0,5 0,5 6 Onpoc
ohopmiIeHHs IIposepxa
(buHaHCOBOI 3a0aHUli Ha
JTOKYMEHTAIIUH cemuHnape

9, CucreMa BOGHHOU 5 0,5 0,5 6 Onpoc
JTOKYMECHTAIIUH.

Crierudmka
UCIIOJIb30BaHUSI
BOCHHOM
JTOKYMECHTAIIUH.

10. | OcobennocTH 5 0,5 0,5 10 Onpoc
o(opMIIEHUs] BOEHHOH IIposepka
JAOKYMEHTAIUH 3a0anuii Ha

cemuHnape
5 umozoeas
3auem KOHMPOIbHAA
paboma
WUTOrO: 4 4 64
3. Copep:kanue TUCHUNIMHBI (MOLYJIs)
Ne | HaumeHoBaHue pa3jea Conepxanue
AUCHMILINHBI
1 Beenenne. Heam  wm 3agaum | Llens u 3amaun AucuuuinHel. Pojib CrielHagbHBIX CHCTEM
P — FOKYMEHTAUMH B JICATENBHOCTH  COBPEMEHHBIX
OpraHu3aliii W OpraHOB TOCYIApPCTBCHHOW BIIACTH H
MECTHOT'O CAMOYITPABIICHHUSL.
2 Cnennduxa ucnoab30BaHus IlonsTue JIoroBopa B COBPCMCHHBIX
JIOTOBOPHOIi IOKYMEHTAIIHH 3aKOHOJIaTEIbHBIX aKTax. JlononHUTENbHBIE
JIOKYMEHTBI K JIOTOBOpPaM. JloroBopsl,
peryaupymoolime TpyAoBble OTHOIIEHUs. [oroBophl,
peryJaupyromue rpaxaaHCKO-IPaBOBbIe OTHOILICHHUS.
WNHble BUIBI JOKYMEHTOB, BXOJSIIME B COCTaB
JIOTOBOPHOM JIOKYMEHTaLIUHU: MIPOTOKOJIBI
pa3HOIJIacHil, TOBEPEHHOCTH, AKTHI.
3 Ocob6ennoctu odgopmiieHust VYcrHas u nuceMmeHHast gopma noroBopoB. CTpykTypa
J0TOBOPHOIi IOKYMEHTAIIHH JIOTOBOpa M OCOOCHHOCTH O(OPMIICHHS €ro 4acTeil:
BBOAHAas 4YacTh (mpeamOyna), OCHOBHBIC YCIOBHS
JIOTOBOpa,  JIONIOJIHUTEIBbHBIC ~ YCIOBHS  JIOrOBOpA,
3aKIIOYUTENbHAS  YacTh  jgoroBopa.  OdopmieHue
JOKYMEHTOB,  BXOJASIIMX B COCTaB _ JIOTOBOPHOM




JIOKyMEHTAIIUH: MIPOTOKOJIOB pa3HOIIacui,
JIOBEPEHHOCTEH, aKTOB.

CucreMa JMILIOMATHYECKOH
JOKYMEHTAUMHU

3HaueHUe NUTIIOMATHYCCKON JOKYMEHTAIMU Kak 0c000it
CHUCTEMBI JOKYMEHTALIUU, IPUMEHSIEMOU B NEATCILHOCTH
JTUIIIIOMaTHYECKON CITYKOBI MuHucrepcTBa
WHOCTpaHHBIX Jnen  Poccuiickoit denepauuu u  €ro
CTPYKTYPHBIX mofipa3eieHuii B Poccun u 3a pyOexom.

JlumnomaTuaeckue JIOKYMEHTBI KaK OCHOBHOM
WHCTPYMEHT OCYUICCTBJICHHS MPAKTUYECKUX IIArOB MPHU
NPOBEJICHUM  BHEIIHEH  MOJUTHKU rocyJapcTBa.

q)OpMI/IpOBaHI/IC CHCTEMBI Z[HHJIOMaTH‘{eCKOﬁ
JOKYMCHTAIUU.
KJIaCCI/I(i)I/IKaIII/ISI III/IHJIOMaTH‘IeCKOﬁ BI/I)II:I JUTITIOMATHYCCKUX JOKYMCHTOB, UCIIOJIB3YCMbIC B
AOKYMEHTAIlUH HpaKTH‘lCCKOfI JACATCIBHOCTHU }_'[I/IHJ'IOMEITI/ILICCKOI;’I

ciry>k061 MUHHCTEpPCTBa MHOCTPaHHBIX Jen Poccuiickoii
denepanivv U €ro CTPyKTYPHBIX NMOAPa3AeICHHIM.

BHYTpeHHI/Ie nIn BHYTPUBCAOMCTBCHHBIC
JUIINTIOMAaTHUYCCKHEC JAOKYMCHTBI n BHCIIHUEC
JUIINTIOMAaTHUYCCKHEC JAOKYMCHTBI. BHyTpeHHI/Ie

IUIIOMATHYEeCKAEe JTOKYMEHTHI: 3amucu Oecell, 0030pEI
MPECCHI, TOJUTHYECKHE OTYETHI, MOJTUTUIECKUE MIChMa,
WHPOPMAIIMOHHBIE MUCbMa, TOJUTHYECKUN IOPTPET,
mmdpoTenerpaMma.

Bremnue IUIIIOMAaTHYeCKUe JOKYMEHTHI:
MEXIyHapOIHBIE  JOTOBOpDHBIE  aKThl  (JOTOBOp,
KOHBEHLUS, TPAKTaT, COTJallieHne, IPOTOKOJ, aKT, MakKT,
CTaTyT, XapTHs, KOMMIOHUKE) U Tepenucka (BepOanbHas
HOTa; JHWYHAasg HOTa; NaMsATHAas 3alKcKa, Bpy4eHHas
JUYHO; TaMsATHas 3alKCKa, MepeJaHHasi C KypbepoM;
MEMOpaHAYM, KaK  CaMOCTOSTEIbHBIH  JOKYyMEHT;
MEMOpPaHAYM, KaK MPUIOKEHUE K HOTE; YaCTHOE MUCHMO
NoIyOoQHUIHATEHOTO XapaKTepa).

OcobGennoctn opopmiIeHHs

JUIJIOMATHYECKOI TOKYMEeHTAllun

PernamenTtanmss ~ paboTel ¢ AMIUIOMAaTHYECKUMH
nokymeHTamu. OcoOeHHOCTH O(OpMIICHHS PEKBU3HTOB
JIUIIOMATHYEeCKUX JOKYMEHTOB: ajapecaT, oOpalieHue,
KOMIUIUMEHT, MOAMNMCH.  SI3BIK  JWUIIIOMATHYECKHUX
JIOKYMEHTOB. TpaauIoHHOCTh oopmienus
JUINIOMATHYECKUX TOKYMEHTOB.

Cnenuduka ucrnob30BaHus
(puHAHCOBON NOKYMEHTAIUH

3navyeHne (pUHAHCOBON NOKYMEHTAIMU NP MPOBEACHUH
XO3SIICTBEHHBIX oOmepauuii. BHyTpeHHHH W BHELIHUI
KOHTPOJIb ~ NPH  OCYIIECTBIEHHUH  XO3AHCTBEHHBIX
ornepanMii ¥ BHJBI OTBETCTBEHHOCTH 3a HEIPABHIIBLHOE
opopmnenne nokymentoB. Ilopsnok —ucmpaBieHHS
omnOOK B (MHAHCOBBIX JOKyMeHTax. HopmaTuBHO-
MIPaBOBBIE  aKTBl M HOPMAaTHBHO-METOANYECKHE
JOKYMEHTBI, PETIIAMEHTUPYIOIIHE MOPSIOK CO3AAHUA U
oopmienus (uHAHCOBOM JIOKYMEHTAIHH.
MexayHapoJaHble CTaHAAPTHl OyXTaJTepCKOro yderTa.
3HaueHWe TEPBUYHBIX YUYETHBIX JOKYMEHTOB IIpH
oopmiieHNH X03HCTBEHHBIX OTEPALIUii.

Ocob6ennoctu odopmiieHust
(puHAHCOBON NOKYMEHTAIUH

OcobeHHocTi O(GOpMIICHHS OTACIBHBIX (DPHHAHCOBBIX
JIOKYMEHTOB: CYeT-(haKTypa, IIaTeKHOe MOPYYCHHE, aKT
0 ImpueMe-nepeaadye TOBAPHO-MATEPUATbHBIX LIEHHOCTEM,




MPUXOIHBIA KaccoBbl opnep. CocTaB pEKBU3UTOB
(bMHAHCOBBIX JOKYMEHTOB. [Tpumenenue
YHUDUIIPOBAHHBIX bopm JUIS (buHAHCOBBIX
JIOKyMEHTOB. O053aTeIbHOCTh NPHUMEHEHHS albOOMOB
yHAUQUIUPOBAaHHBIX ~ (OPM  MEPBUYHOH  y4YETHOM
JOKYMEHTAllU C LENbI0 MPEJOTBPAIICHUS HEraTUBHBIX
MOCJIEACTBUN HEMPAaBUILHOTO 0(opMIIeHHUS (PUHAHCOBBIX
u OyXranTepcKux  JOKYMEHTOB BosmoxnocTH
oopmieHnst HUHAHCOBBIX JTOKYMEHTOB B DJICKTPOHHON
dopme. TexHomorus 00paboTKn (MHAHCOBBIX
JOKYMEHTOB B OpraHU3aLHUsX.

CucreMa BOEHHOIl [OKYMEHTAIUM.
Cnenuduka HCII0JIb30BAHMS

BOCHHOM JOKYMeHTAIMH

3HavyeHne BOCHHOW JOKYMEHTAIMU Kak 0cO00H CHCTEMEI
JOKYMEHTalluM,  TPUMEHSEMOH B  JAEATEIbHOCTH
MunncrepcrBa 000poHs! Poccutickoit @enepanyu u ero
CTPYKTYPHBIX TIOApa3/eNeHni. 3aKOHOJATEeNbHBIE H
HOpPMaTHBHBIE TIPABOBBIE aKTbI, PETIAMEHTUPYIOLINE
JeTIONIPOM3BOJACTBO B crcTeMe MHHHUCTEPCTBA OOOPOHEI
Poccuiickoit  ®denepanun. PernmamenT MunuctepcTBa
oboponsl  Poccuiickoit  @enepanmu.  OpraHuzanus
paboThl CIy)Obl JTOKYMEHTALMOHHOTO OOecreyeHusl.
WHcTpykius mo aenonpous3BoACTBY B BoopyskeHHBIX
cutax  Poccuiickoit ~ ®enepauuun —  OCHOBHOMU
HOPMAaTHBHBIN aKT, PETrJaMEHTUPYIOLUINN TEXHOJIOTHIO
Jenonpon3BoAcTBa. OTBETCTBEHHOCTh 3a COOJIOAEHHUE
TpeOOBaHMI MHCTPYKUMH. HacTaBineHue Mo apXMBHOMY
neny B Boopyxennsix Cunax Poccuiickoit @eaepanuu.
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Oco0enHoctu oopMiIeHUsT BOEHHOM

AOKYMEHTAIlUH

OObmme TpeboBaHHA K COCTaBICHUIO U O(OPMIICHHIO
JOKYMEHTOB B cucteMe MmuHucrtepctBa 000poHBl PO.
OCHOBHBIE BHJBI CITy>KEOHBIX TOKYMEHTOB, CO3/1aBAEMBIX
B Boopyxennsix cunax. IIpaBuia NOArOTOBKM H
odopmiieHUs CITy)KeOHBIX AOKyMeHTOB. OCOOCHHOCTH B
oopmieHNH pPEKBU3UTOB JOKYMEHTOB. llpumeHeHue
yHA(UIUPOBAHHBIX (OPM IJIi BOEHHBIX TOKYMEHTOB.
[IpaBuna odopmueHuss u BBIJAYH  YAOCTOBEPEHHUH,
CIpaBOK M  JAPYIHX  CIYXEOHBIX  JOKYMEHTOB
BOCHHOCTYXalIUM. TexHoJorus o0paboTKK TOKYMEHTOB
B YUPEXKICHUSAX CUCTEMBbl MUHUCTEpCTBA 000pOHEI PO.

4. O0pa3oBaTe/IbHbIE TEXHOJIOTHH

Oo0pa3oBaTte/ibHbIE TEXHOJIOTHHI

No Buowt yueonoi
Haumenoeanue pazoena OopazosamenvHble mexHono2uu
n/n paoomut
1 2 3 4
1. |Bsenenue. Llenu u 3a1a4un Jexyus 1. Beoonas nexyus ¢ ucnonvzosanuem

JAUCHUILINHBI.

Camocmosamenvhas

euc)eomamepuaﬂoe




10

paboma
Crenuduka ncronsszosanus | Jlexyus 2 IIpobremnas nexyus
HOFOBOpHOfI JAOKyMCHTaUU

Cemunap 1

P Onpoc

CamocmosmenvHast

paboma Iloozomoska k cemunapy
OcobeHnocTy 0OpMIICHHS Jlexyusa 3 IIpobremnas nexyus
HOFOBOpHOfI JAOKyMCHTaUU

CamocmosmenvHast

paboma
Cucrema juniomatuueckoi | Jlexyus 4 IIpobremnas nexyus
AOKYMCHTallUU

Cemunap 2 Onpoc

Camocmosmenvhas |[lodzomoska k cemunapy

paboma
Knaccuduxarus Jexyus 5 IIpobremnas nexyus
HI/IHHOMaTI/I‘leCKOﬁ
AOKYyMCHTAINN Camocmosmenvras

padoma Iloozomoska x 3auamuio ¢

UCNONIL308AHUEM UHDOPMAYUOHHBIX U
9/IeKIMPOHHBIX PECYPCO8

OcobenrocTr opopMIICHUS Jlexyus 6 HpO6JZ€MHa}Z NeKyust
HI/IHHOMaTI/I‘leCKOﬁ
AOKyMCHTAINH Camocmosamenvras

paboma
Crennduka ncnonssoBanust | Jlexyus 7 IIpobremnas nexyus
(PMHAHCOBOH TOKyMEHTALIIH

Cemunap 3 Onpoc

Camocmosmenvhas |[loozomoska K cemunapy

paboma
OcobenrocTr opopMIICHUS Jlexyus 8 HpO6JZ€MHa}Z NeKyust
(bMHAHCOBOH TOKyMEHTALIH

CamocmosmenvHast

paboma
CucTeMa BOEHHOI Jlexyus 9 IIpobremnas nexyus
AOKYMCHTAIUU. CHCHI/I(l)I/IKa
HCIIOJIb30BaHUA BOCHHOU CeMUHap 4 OnpOC
AOKYMCHTallUU

CamocmosmenvHast

Iloozomoeka k cemunapy
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paboma
10 |OcobernocT opopmaenns Jlexyus 10 IIpobremnas nexyus
BOCHHOM JAOKYMCHTAUH
Camocmosimenvhas
paboma

5. OneHka IVIaHUPYeMBbIX Pe3yJIbTATOB 00y4eHHusl

5.1. CucTremMa oLleHUBaHUA

®opma KOHTPOJIA

Makc. KoJIn4ecTBO 0aJ1J1I0B

3a4ém ¢ OYeHKou

3a ogny Bcero
padory
Texymui KOHTPOIIb:
- yuacmue 8 OUCKYCCUU U 8bINOJIHEHUE 3A0aHULL HA c4nol0 10 6annos
AOOPAMOPHBIX 3AHAMUSX Heoe
- mecm (memwl 4-7) 12 neoensn 20 b6annos
- yyacmue 6 OUCKYCCUull U 8bINOJIHEHUE 3A0aHULL HA c4nol0 10 6annos
AOOPAMOPHBIX 3AHAMUSX Heoeo
[IpomexxyTouHas arrectauus 40 bannos
(nucvmenHwvlli omeem Ha 2 6onpoca)
HToro 3a cemectp (Oucyuniuny) 100 6annos

ITomy4yeHHBI COBOKYIHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAAULIMOHHYIO LKAy OLICHOK U B
IIKaly OIleHOK EBporeiickoii cucteMsl nepenoca u HakoruieHus kpeautos (European Credit

Transfer System; nanee — ECTS) B cooTBeTCTBHHM ¢ TabnuIeit:

100-6annpHas Tra R [Ixana
IIKasa PaMHHORRAT T ECTS
95-100 A
OTIUYHO
83 -94 B
3a4TEHO
68 — 82 XOpOIIO C
56 —67 YOBJIETBOPUTEIHHO D
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50-55 E

20-49 FX
HEYJI0BJIETBOPUTEIBHO HE 3a4TEHO

0-19 F
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5.2.KpuTepum BbICTABJIEHUS] OLIEHKH O AUCHUIIHHE

Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun onieHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

100-83/
A.B

COTIIMYHOY/

«324TEHO
(oTHYHO)»/

«3a4YTCHO»

BricraBnsiercs oOyuaromemMycs, €ciid OH IITyOOKO U
IIPOYHO YCBOMJI TEOPETUYECKUM U IPAKTUUECKUI
Marepuai, MOXET IIPOJAEMOHCTPUPOBAT 3TO HA 3aHATUAX
U B X0JI€ TPOMEKYTOYHON aTTECTaLUU.

OOyuaronuiics HCUEPIIBIBAIOIIE U JOTMYECKH CTPOIHO
u3JaraeT yueOHbIi MaTepuall, yMeeT yBSI3bIBaTh TEOPUIO C
IIPAKTUKOM, CIIPABISICTCA C PEIICHUEM 3aad
npo¢eCCHOHATBLHON HAMPAaBIEHHOCTH BHICOKOTO YPOBHS
CJIO’KHOCTH, ITPABHIILHO 0OOCHOBBIBACT ITPUHSATHIC
peleHusl.

CB000/IHO OpUEHTHPYETCS B YUeOHOH U
npodeccHoHaIBHOM JIUTEepaType.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3yNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerenmnuu, 3akpeni€HHuble 3a AUCHUIIIMHOM,
c(OPMHPOBAHBI HA YPOBHE — «BBICOKUI.

82-68/

«XOpouIo»/

«324TEHO
(xoporo)»/

«3a4YTCHO»

BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT
TEOPETUYECKUH U IIPAKTUYECKUNA MaTepua, paMOTHO U 110
CYILIECTBY M3JIaraeT €ro Ha 3aHATHUAX U B XOJE
IIPOMEKYTOYHON aTTECTAlUU, HE JOIYyCKasl CYLIECTBEHHbIX
HETOYHOCTEH.

OOyuaromuiicss IpaBUIBHO MPUMEHSET TEOPETHUECKHUE
IIOJIOXKEHUS IIPU PELLIEHNUHN ITPAaKTUYECKUX 3a1a4
npodeCCHOHATBLHON HAMPAaBICHHOCTH Pa3HOTO YPOBHS
CJIO’KHOCTH, BJIa/IeeT HEOOXOAMMBIMHU ISl TOTO HaBbIKAMH
U IpUEMaMU.

JIOCTaTOYHO XOPOIIO OPUEHTHPYETCS B YUeOHOH U
npodeCCUOHATIBLHOM TUTepaType.

O1eHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEMyCs C
y4E€TOM PE3YNbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCTalUu.

Komnerennuu, 3akpeni€HHble 3a AUCHUIIIMHOM,
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Banasl/ Ounenka no Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
Hlkana AUCHUIINHE AUCHUIINHE
ECTS
c(OpPMHPOBAHBI HA YPOBHE — «XOPOIIHUI».
67-50/ «yIOBJIIETBOPH- BricraBnsiercs o0yuaromemMycs, €ciii OH 3HaeT Ha 6a30BOM
D TEJNbHOY/ YPOBHE TEOPETUUECKUI U IIPAKTUYECKUN MaTepual,
B JIOMYCKAEeT OTAETIbHBIC OMIMOKH MPH €ro U3JI0KEHUU Ha
(SATTCHO 3aHATHAX U B X0J1€ IPOMEXKYTOUHOM aTTeCTalUH.
(ynosnerBopu-
TEJIBHO)»/ OOyuaronuiicss UCTIBITHIBACT ONpPEACIEHHBIE 3aTPYAHEHUS
B IIPUMEHEHUN TEOPETUUECKUX TOJI0KEHUH NPU PELIEHUU
(GATTCHOY MPAaKTUYECKHX 3a/1a4 MPO(HeCCHOHAIBHON HAPaBICHHOCTH
CTaHJIapTHOI'O YPOBHS CIIO)KHOCTH, BJIAJEET
HEOOXOUMBIMU JIJIs1 3TOTO Oa30BBIMHM HAaBBIKAMHU U
IPUEMAMH.
JIeMOHCTpHpPYET 0CTaTOYHBIN YPOBEHb 3HAHUS yUEOHOM
JUTEPATYpPHI 110 TUCLHUIUIMHE.
OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YYarOmEeMyCs C
y4E€TOM PE3YNIbTATOB TEKYILEH U IPOMEKYTOUHON
aTTeCcTaluu.
Komnereniuu, 3akperniéHuble 3a AUCIUITUTMHOMN,
c(OPMHPOBAHBI HA YPOBHE — «JJOCTATOUHBIIH).
49-0/ «HEYIOBIIETBOpPHUTE | BricTaBisercs oOyydaromemMycs, eciii OH He 3HaeT Ha
JTBHOY/ 6a30BOM ypOBHE TEOPETUYECKHI U MPAKTUUECKUI
FEX MaTepHal, 10MycKaeT rpyOblie OUIMOKH IpU ero
HE 3a4TEHO

HU3JI0KCHHUHU Ha 3aHATHUAX U B XO€ HpOMG)I(yTO‘IHOﬁ
aTTcCTalluu.

OOyuaronuiicst UCTIBITHIBACT CEPbEIHBIC 3aTPYAHEHUS B
IIPUMEHEHUH TEOPETUUECKHUX ITOJI0KEHUN IIPU PEILICHUU
MPAaKTUYECKHX 3a/1a4 MPO(HhEeCCHOHAIBHONW HAPaBIEHHOCTH
CTaHIAPTHOI'O YPOBHS CIIOKHOCTH, HE BIIAJIEET
HEOOXOIMMBIMU JIJISl 3TOTO HAaBBIKAMU U IPHUEMaMHU.

JleMOHCTpHpYeT (pparMeHTapHbIe 3HAHUS YIeOHOH
JUTEPATyphI 10 TUCHUTUIHHE.

OreHKa Mo JUCHUIUIMHE BBICTABIISIOTCS 00YJaromEeMycs C
y4E€TOM PE3yNbTATOB TEKYIEH U IPOMEKYTOUHOU
aTTeCTalUu.
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Banael/
HIxana
ECTS

Ounenka no
MUCHUILINHE

Kputepun oneHkn pe3yibTaToB 00y4eHHs 110
AUCHUIINHE

KomMmneTeH1uy Ha ypoBHE «JOCTaTOUHBINY, 3aKPEIUIEHHBIE
3a AUCUUIUIMHON, He C(OPMHUPOBAHBI.

5.3. OneHo4Hble cpeacTBa (MaTepHAJIbI) 1JIs1 TEKYIIero KOHTPOJIS yCIeBaeMOCTH,
NMPOMEKYTOYHOM ATTeCTANMH 00y4alOIHUXCS M0 TUCHUILIHHE (M00Y10)

L.

Konmponvnoie 6onpocwl 0nsa meKkywieii u RPOMEXHCynmouHol ammecmayuu

3HaueHue u POJib CHCHUAJIBHBIX CHUCTEM JOKYMCHTAIIMU B ACATCIBHOCTH COBPCMCHHBIX

OpI‘aHI/ISEILII/Iﬁ " OpraHoOB BJIACTU

2.
3

4
5
6.
7

8

9
10.

11.
12.

I[OFOBOpHaH JOKYMCHTalMA: HA3HAYCHUC U ITPUMCHCHUC.

OcobeHHocTH 0OpPMIICHHUS TOTOBOPHOW JOKYMEHTALIUH.

Buner 1oroBopoB u ux cnenuduka.

CprKTypa TCKCTa JOIrOBOPOB U I[OHOJ'IHCHI/Iﬁ K JOroBOpam.

Poib u 3HaUCHNUE CHCTEMBI ,I[HHHOMaTH‘lCCKOfI JAOKYMCHTAIlUH.

KJ'IaCCI/I(l)I/IKaI_II/IH AUTIIIOMATHYCCKUX JOKYMCHTOB.

Buemnne JAUTIIIOMATHYCCKUEC JOKYMCHTBI: BUbI U HA3HAYCHUC.

BHYTpeHHI/IG JAUTIIIOMATHYCCKUEC JOKYMCHTBI: BU/Ibl U HA3HAYCHUC.

OcobenHOCTH OYOPMIICHHS TUTLIIOMATUYCCKON JOKYMEHTAIINH.

Poinb u 3HaueHne (bHHaHCOBOfI AOKYMCHTAIUU.

Per JJaMCHTaIs pa60T1>1 C q)HHaHCOBLIMI/I JAOKYMCHTAaMH B HOPMATHUBHBIX IPABOBBIX aAKTaxX

Poccuiickoit ®enepanun.

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

OcHOBHbBIC BHUObI (bHHaHCOBLIX JAOKYMCHTOB.

HepBI/I‘lHI)IC YUCTHBIC JOKYMCHTELI U UX 3HAUCHUC.

OdopmneHne GUHAHCOBBIX TOKYMEHTOB.

[Tpumenenne yHuDUIUPOBaHHBIX (HOPM IS cOCTaBlIeHUS (PUHAHCOBBIX JOKYMEHTOB.

Poib u 3HaYCHNE BOGHHOM JAOKYMCHTAIMH.

OcobenHocTy 0(hOpMIICHHUSI BOCHHOH JTOKYMEHTAITHH.

3aKOHOI[aTCHLHBIC AKThl 1 HOPMATHUBHO-MCTOAUYCCKHUC NOKYMCHTHIL, PEriiaMCHTUPYIOIIUC

JeTIONPON3BOACTBO B cucteMe MunucrepcTBa 000poHb! PO.

20.

OcHOBHbBIC BUbI CJ'Iy>KC6HI>IX JAOKYMCHTOB, COCTaBJIACMBIX (I/I3,Z[aBa€MLIX) B BOOPY)KCHHBIX

cujax.

21. IlpaBuna moAroToBKH W OGOPMIICHHS CIIy>KEOHBIX NOKYMEHTOB B cHcTeMe MHHHCTEpCTBa

000poHEI PO,
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6. YuyeOHO-MeTOAMYeCcKOEe U HH(POPMALIMOHHOE 00ecneuyeHue TUCIHIIJIMHBI

6.1. CnuCOK HCTOYHHKOB H JINTEPaTypbl

Hcemounuku

I'paxnanckuit kogexc Poccuiickoit deneparuu (B pea. denepansuoro 3akona ot 22.10.2014 Ne
315-®3). Y. 1 or 30 HostOpst 1994 r. Ne 51-®3 [OnextpoHHbI pecypc] — Pexxum nocryna:
http://www.garant.ru.

bromxernsiii konekc Poccuiickoii ®enepaunn (B pen. PepepanbHOro 3akoHa OT
26.12.2014 Ne449-03) ot 31.07.1998 Nel45-®d3 [DnexktpoHHbI pecypc] — Pexxum gocryma:
http://www.garant.ru.

Hanoroseiit konexkc Poccuiickoit ®epepauun (B pen. DeaepanbHOro 3akoHa OT
29.12.2014 Ned447-®3) Y. 1. ot 31.07.1998 Nel46-®d3 [OnektponHbii pecypc] — Pexum
noctyna: http://www.garant.ru.

@enepanbhbiii 3ak0H 0T 06.12.2011 Ned02-®3 «O OyxranrepckoMm ydere» (B pe.
®enepanbuoro 3akoHa ot 04.11.2014 N 344-®3) [DnexkTpoHHbIN pecypc] — Pexum pocryna:
http://www.garant.ru.

@®enepanpubiii 3ak0oH OT 15.07.1995 Nel01-®3 «O MexIyHapOJHBIX JOrOBOpax
Poccuiickoii @enepanumn» [DnekTpoHHBIN pecypc] — Pexxum goctyna: http://www.garant.ru.

®enepanbHbiii 3aK0H 0T 02.12.1990 Ne395-1 «O Gankax v OAaHKOBCKOU JIEATEIBHOCTHY (B
pen. ®denepanbHoro 3akoHa ot 28.06.2014 N 189-®3) [DOnexkrtpoHHbIl pecypc] — Pexum
noctyna: http://www.garant.ru.

@enepanbubiii 3akoH 0T 10.07.2002 Ne86-D3 «O ILlentpansHoMm Oanke Poccuiickoit
@enepanun  (banke Poccumn)» (B pen. denepanpHoro 3akoHa ot 29.12.2014 N 451-03)
[DnexTpoHHBIii pecypc] — Pexxum nocrtyma: http://www.garant.ru.

@enepanbhbiii 3akoH oT 10.12.2003 N 173-®3 "O BamOTHOM pETYyJIUPOBaHUM U
BAJIIOTHOM KOHTpose» (B pea. PenepanmbHoro 3akoHa oT 4 HosiOps 2014 r. N 344-D3)
[DnexTponHsIii pecypc] — Pexxum nocrtyma: http://www.garant.ru.

®enepanbubiii 3akoH oT 31.05.1996 Ne 61-d3 «O6 obopone»// C3 PD. 2015. Ne 23.
¢1.2930. [DnexTpoHHbIi pecypc] — Pesxxum gocryma: http://www.garant.ru.

[TocranoBnenne IIpaButensctBa PD® Nel07 ot 25.02.2011 «O6 yTBep)acHUH
[Tonoxennss O mNpU3HAHUKM MEXIyHAPOJHBIX CTaHAAPTOB (PMHAHCOBOM OTYETHOCTH H
pa3bsicHeHU MeXIyHapOJHBIX CTaHAApPTOB (PUMHAHCOBOM OTYETHOCTH IJIsI NMPUMEHEHHS Ha
tepputopun  Poccuiickoir ®epepanuun» [OnekTpoHHBIM pecypc] — Pexum pocrtyna:

http://www.garant.ru.
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WucTpykuusa no aenonpou3BoAcTBY B BoopyskeHHbix Cunax Poccuiickoit @eneparuu.
M., 2017. [OnexrponHsIii pecypc] — Pexxum nocryna: http://www.garant.ru.

Jlumepamypa

beikoBa T.A. JlokyMeHTallMOHHOE OOeCIeueHUe YMpaBiIeHHs (JIeTOMPOU3BOJICTBO)
[DnexTpoHHBIH pecypce]; yuebnoe nocooue/ T.A. brikoBa, T.B. Ky3nenona. -2-e u3z. nepepad. u
JO1I. - Mocksa: WUndpa-M, 2018. -304 c. — Pexxum JOCTYyIIA:
http://znanium.com/go.php?id=942800/

Camoiinenko B.B. Jlunmomarndeckas ciyx6a: yue0. mocoobue - M.: Hopma: MTHOPA-
M, 2010. - 320 c.: 60x90 1/16. (mepemner) ISBN 978-5-91768-060-6 - Pexxum noctyma:
http://znanium.com/catalog/product/185712

Byxrantepckuii y4der: yueT 000pOTHBIX cpeAcTB: YueOHoe mocobue / bepexnoii B.U.,
Cycnuupina I'.I'., burpait O.b. u ap. - M.: HULl UHOPA-M, 2016. - 192 c.: 60x90 1/16. -
(Beicmiee obpazoBanue: bakamaBpuat) (Ilepernér) ISBN 978-5-16-010784-4 - Pexxum noctyma:
http://znanium.com/catalog/product/502154

6.2. Ilepeuenb pecypcoB HHGOPMAIUOHHO-TEJEKOMMYHUMKAIMOHHON  CeTH
«HHTepHeT»

IapanT [DnexrponHbIi pecypce]. Pexxum nocryna: http://www.garant.ru.

OneKTpoHHO-OMOAMOoTeYHass cuctemMa [DNeKTpoHHBIH pecypc]. Pexxum goctyma:  http://www.

znanium.com

7. MaTtepuajJIbHO-TeXHMYECKOe o0ecreyeHne TMCUMILIUHBI (MO1YJIs1)

Cocras nporpammuoro odecneuenusi (I10), coppemennpix npogeccuonanbupix 6a3 nannpix (b1) n
uHgopmMauuoHHo-cnipaBoynblie cuctem (MCC) (2019 r.)

1. Ilepeyens 11O

Tabauya 1
Neni/ Haunmenosanue I1O ITpousBopuTens Cnoco6 pacrpocTpaHeHHs
n (auyensuonnoe uau c60600HO
pacnpocmpanaemoe)
1 Adobe Master Collection CS4 Adobe JIMLEH3UOHHOE
2 Microsoft Office 2010 Microsoft JIMLEH3UOHHOE
3 Windows 7 Pro Microsoft JIMLEH3UOHHOE
7 Microsoft Share Point 2010 Microsoft JIMLEH3UOHHOE

9 Microsoft Office 2013 Microsoft JIMLEH3UOHHOE
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12

Windows 10 Pro Microsoft JIMLEH3UOHHOE

13

Kaspersky Endpoint Security Kaspersky JIMLEH3UOHHOE

2. Ilepeyens B u UCC

Tabauya 2

Nerr/

HanmeHnoBanue

MexyHaponsblie pedhepaTiBHbBIe HayKoMeTpuieckue b1, mocTynHbie B pamMkax
HalyoHaJabHOM nognucku B 2019 r.

Web of Science

Scopus

IIpoeccronanbhble nosHOTEKCTOBBIE B, MOCTYNHBIE B paMKax HalMOHAJIBHO MOJNVCKA B
2019r.

Kypnanbel Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

Kypnainel Taylor and Francis

DJIEKTPOHHbIE U3[laHKs U3/IaTeIbCTBA Springer

[Tpocpeccronanbhbie nonHOTEKCTOBLIE BT

JSTOR
M3pnanus no oOeCTBEHHbIM U T'YMAHUTAPHBIM HayKaMm

KOMH])IOTepH])IC CIIPABOYHbIC NPABOBLIC CUCTEMbBI

Koncynbsrant Imoc,
I'apanT

8. OoOecneyenne o00pa3oBaTeJIbHOIO Ipouecca Jsi JHMI € OrpaHMYEeHHBIMHU

BO3MOKHOCTSIMM 310POBbSA

HpI/I HCO6XO,I[I/IMOCTI/I pa60qa;1 nporpaMma AJUCHUIIIIMHBI MOXKET OBITH aJlaliTUpoBaHa JJId

obecrneucHuUs 06pa3OBaTCHLHOFO nmponoecca juiaM € OrpaHUYCHHBIMU BO3MOKHOCTAMU 310POBbSA, B TOM

YUCJIC A TUCTAHIIMOHHOI'O 06yqu1/I${. I[J'IFI 9TOT0 OT CTYACHTA Tpe6yeTcsl MNpeACTaBUTH 3aKJIHOYCHHC

HCI/IXOJ'IOFO-Me[[PIKO—HeI[aFOFH‘IeCKOfI KOMHUCCHUHU (HMHK) 1 JJUYHOC 3asBJICHHC (SaHBIICHI/IC 3aKOHHOI'O

HpCI[CTaBI/ITeJ'ISI) .

B zaxmouennn [IMIIK 10mxHO OBITE IPONMCAHO:

JICHB );

- pPEKOMCHAYyCMas yqe6Ha;1 Harpyska Ha o6yanomer00ﬂ (KOJ'II/IIIGCTBO ,I[Heﬁ B HCACIIIO, 4aCOB B
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- 000pyIOBaHNE TEXHUYECKHX YCIOBHHU (TIPH HEOOXOJUMOCTH);

- CONpOBOXKICHUE M (WJIM) NPHUCYTCTBUE POIUTENCH (3aKOHHBIX MpPEICTaBUTENEH) BO BpeMs

y4eOHoro mporecca (mpu HE0OXOAUMOCTH);

- OopraHusanus IMICUXOJIOro-neAarorudyeCKoro CoOmnpoOBOXIACHUC O6y‘laIOH_I€I‘OC$I C YKasaHueM

CIICIHUAJINCTOB 1 ,Z[OHYCTPIMOP'I Harpys3ku (KOHI/IHGCTBa 4JacoB B He,I[CJ'IIO).

IIJ'ISI OCYHICCTBJICHUA TMPOUCAYP TCKYHICrO KOHTPOJIA YCIICBACMOCTU H HpOMe)KyTO‘IHOﬁ
aTTCCTallu1 o6yqa}oumxc;1 npu HeO6XO,I[I/IMOCTI/I MOT'YyT OBITH CO3JaHbI (1)OH,I[I>I OLCHOYHBIX CpPCACTB,
aIallTUPOBAHHBIC JId JIUMI] C OIpaHUYCHHBIMU BO3MOXKHOCTAMH 3O0POBbA W IMO3BOJIAIOMIUC OLCHUTH
AOCTUKCHUC UMU 3aIlJIAHUPOBAHHLBIX B OCHOBHOH O6pa30BaT€J'IBHOI7[ nporpaMme pe3yjibTaToB 06yquI/151 n

YPOBCHb C(l)OpMI/IpOBaHHOCTI/I BCECX KOMHGTCHL{I/Iﬁ, 3asBJICHHBIX B O6pa3OBaTCJ'H>HOI>’I mnporpamMmme.

®opma mpoBeneHHsT TEKyIlel W MTOrOBOM aTTeCTalud AJsl JIML C OrpaHMYCHHBIMU
BO3MOXHOCTSMH ~ 3[IOPOBBSl  yCTaHABIHMBAETCS C YYETOM HHAMBUAYAIBHBIX IMCUXO(PH3MUECKUX
oco0eHHOCTeH (yCTHO, MUCbMEHHO (Ha Oymare, Ha KOMIbBIOTEpE), B (popMe TecThpoBaHus U T.1.). [lpu
HEOOXOIUMOCTH CTYIIEHTY MPEIOCTABISETCS TOMOTHUTENBHOE BpeMsl ISl IIOATOTOBKH OTBETA Ha 3a4eTe

MK OK3aMCHCE.

9. MeToau4eckue MaTepuaJbl

9.1. Il;1aHbI CEeMHHAPCKUX U NPAKTHYECKUX 3aHATHI

Tema 1. OcobeHHOCTH 0()OPMIICHHS JOTOBOPHOM TOKYMEHTALMH.
®opma npoBeieHNsT — TUCKYCCUS

1 3apmanme. CTyAeHTbl H3y4alOT OCHOBHBIE BHJbl JOIOBOPHOM JTOKYMEHTallUH,
3HAKOMATCA € MX O(DOPMIICHUEM U aHATTU3UPYIOT NMPEII0KEHHbBIE 00pa3Ibl TOKYMEHTOB

2 3amanue. M3yunts TpeboBanus ['paxmanckoro koaekca Poccuiickoit @eneparuu
COCTaBIICHUIO ¥ 0(hOPMIICHUIO JOBEPEHHOCTEH.

3 3apanue. CocTaBUTh JOBEPEHHOCTH 110 MPEIJIOKEHHOHN YIIPaBICHYECKON CUTYyalUH.

HcTouyHuKH M JIMTEpaTypa:
I'pasxnanckuii kogeke Poccuiickoit @enepanuu (B pen. PenepanpHoro 3akona ot 22.10.2014 Ne

315-®3). Y. 1 or 30 HostOpst 1994 r. Ne 51-®3 [DnexTpoHHBIH pecypc| — Pexum nocryna:
http://www.garant.ru.
beikoBa T.A. JlokyMeHTallMOHHOE OOeCIeueHUe YMpaBiIeHHs (JIEIOMPOU3BOJICTBO)

[DnexTpoHHBIH pecypc]; yueoHoe mocooue/ T.A. beikoBa, T.B. Ky3nerosa. -2-e¢ uza. nepepad. u
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JO1I. - Mocksa: Hndpa-M, 2018. -304 c. —Pexum JOCTyIIA:
http://znanium.com/go.php?id=942800/

Tema 2. OcobeHHOCTH 0()OPMIICHHS THILIOMATHYECKON JOKYMEHTALMH.
®opma npoBeeHHUs — JTUCKYCCHS

3amanue 1. CTyneHThl M3ydaroT OCHOBHBIE BHJbI JUILUIOMAaTHMYECKON JOKYMEHTAIUH,
3HAKOMATCA € MX 0(DOPMIICHHEM U aHATTM3UPYIOT MPeAI0KEeHHbIE 00pa3Iibl JOKYMEHTOB.

3aganue 2. M3yunTh TpeOOBaHUS HOPMATHUBHBIX IPABOBBIX aKTOB K O(OpMIICHHIO
JUIIOMATHYECKUX TOKYMEHTOB.

3aganue 3. BbiABUTH cremU(HUKY COCTaBJIEHUS TEKCTOB  JUINIOMAaTHUYECKUX
JOKYMEHTOB.

Hcrouynukn u qutepatypa:

®enepanpHplid 3ak0H 0T 15.07.1995 NelO1-®3 «O MmexIyHapoOHBIX JoroBopax Poccuiickoit
®eneparmm» [DneKTpoHHBIN pecype] — Pexxum noctyna: http://www.garant.ru.

Vka3 [lpesunenta PO ot 11.07.2004 Ne865 «Bompocsl MuHHCTEpCTBA HHOCTPAaHHBIX €N
Poccuiickoit ®@enepaumm» (B pex. or 21.12.2013) [OnexTpoHHbI pecypc] — Pexum npoctyna:
http://www.garant.ru.

Camoiinenko B.B. Jlurmomarudeckas ciyx6a: yue0. mocodbue - M.: Hopma: MTHOPA-
M, 2010. - 320 c.: 60x90 1/16. (mepemner) ISBN 978-5-91768-060-6 - Pexxum noctyma:
http://znanium.com/catalog/product/185712

Tema 3. OcobenHocTH 0(popMiIeHHs (PUHAHCOBOM JOKYMEHTALNH.
®opma npoBeieHNsT — TUCKYCCUS

3aganue 1. CryneHThl HU3y4yalOT OCHOBHbBIE BHJbl (DUHAHCOBOM JOKYMEHTALWH,
3HAKOMATCA € MX O(DOPMIICHHEM UM aHATTM3UPYIOT MPEATI0KEHHbIE 00pa3Iibl JOKYMEHTOB.

3ananue 2. V3yunTh TpeOOBaHMS 3aKOHONATENFHBIX HOPMAaTHBHBIX MPABOBBIX aKTOB K
oopmieHnI0 (HUHAHCOBBIX TOKYMEHTOB.

3amanne 3. CocTaBUTh cyer-(hakTypy, IUIATEKHOE MOpYYEHHE, aKT O IMpHeMe-mepeaade
TOBapHO-MaTepHaIbHBIX LIEHHOCTEHN, TPUXOIHBIN KaCCOBBIN OpAEp

Hcrouynukn u qutepatypa:

@®enepanbubiii 3akoH 0T 06.12.2011 Ned02-03 «O OyxrantepckoM ydere» (B penl.
®enepanbroro 3akoHa ot 04.11.2014 N 344-®3) [DnexkTpoHHbIN pecypc] — Pexum pocryna:
http://www.garant.ru.

®enepanbhblil 3ak0H OT 02.12.1990 Ne395-1 «O Gankax u 0AaHKOBCKOH JESITEITHLHOCTHY
(B pen. ®enepanbHoro 3akoHa oT 28.06.2014 N 189-®3) [DnektpoHHBI pecypc| — Pexum

noctyna: http://www.garant.ru.
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®enepanbubiii 3akoH oT 10.07.2002 Ne86-D3 «O lLlentpansHoM Oanke Poccuiickoii
@enepann  (banke Poccumn)» (B pen. denepanpHoro 3axkonHa or 29.12.2014 N 451-03)
[DnexTpoHHBIii pecypc] — Pexxum nocrtyma: http://www.garant.ru.

[Tpuka3z Munduna PO ot 02.07.2010 r. Ne66n «O dopmax OyXraarepckoil OTIYETHOCTH

opranuzanuii” [DnexTpoHHbIi pecype] — Pexxum nocryna: http:/www.garant.ru.

Byxrantepckuii y4der: yueT 000pOTHBIX cpeAcTB: YueOHoe nocobue / bepexnoii B.U.,
Cycnunpina I'.I'., burpait O.b. u ap. - M.: HULl UHOPA-M, 2016. - 192 c.: 60x90 1/16. -
(Beicmiee obpazoBanue: bakamaBpuat) (Ilepernér) ISBN 978-5-16-010784-4 - Pexxum noctyma:
http://znanium.com/catalog/product/502154

Tema 4. OcobeHHocTH 0(popMIiIeHHS] BOEHHOH TOKYMEHTALMU.

®opma npoBeeHHUs — TUCKYCCHS

3ananue 1. M3yunTh OCHOBHBIE BMJIbI BOCHHOM JOKYMEHTAllUM, O3HAKOMHUTBCS C HX
oopmieHHEM U ITPOaHATU3UPOBAThH MPEIOKEHHBIE 00pa3Iibl JOKYMEHTOB.

3aganue 2. M3yunTh TpeOOBaHUS HOPMATHUBHBIX IPABOBBIX aKTOB K O(OpMIICHHUIO
BOEHHBIX IOKYMEHTOB.

3ananue 3. BeIsBUTH cieliu(pUKy COCTABIICHUSI TEKCTOB BOCHHBIX JOKYMEHTOB.
Hcrouynukn u aqutepatypa:

®enepanbHblii 3ak0H 0T 31.05.1996 Ne 61-D3 «O6 06opoHe» [DIEKTPOHHBIA pecypc]|

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

[Ipuka3 Munuctpa o6opons! Poccuiickoit @eneparuu ot 30.11.2006 . Nel00 r.Mocksa «O06
yTBepkaeHun Pernmamenta MununcrepctBa 060ponsl Poccuiickoit enepanumy» [ DIEKTPOHHBIN pecypc]

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

WHceTpykuusa no nenonpousBoicTBY B Boopyxkennsix Cunax Poccuiickoit @enepanuu.

[DnexTponHsIii pecypc] — Pexxum nocrtyma: http://www.garant.ru.

Ipunoowcenue 1

AHHOTAIUA JTUCHUIIJINHBI

HucuuruinHa  (MOxynip) — peanusyercs Ha  (axkyJbTeTe JOKYMEHTOBEACHHS U
TEXHOTPOHHBIX apXWUBOB Kadeapoil JOKYMEHTOBEACHHUS, ayIMOBH3YalIbHbIX M Hay4YHO-

TCXHUYCCKUX apXHUBOB.
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Ilenp [OUCHUIIIMHBI — U3y4YCHUE CKIAAbIBAaHUS M PA3BUTHUA OTPACIEBBIX CHCTEM
JOKYMEHTAIUH, 4 TAK)KE COBPEMEHHBIX BUJIOB U Pa3HOBUAHOCTEH JOKYMEHTOB, OTHOCSILMUXCA K
(uHAHCOBOH, TOTOBOPHOM, JUIJIOMAaTHYECKOW U BOGHHON JTOKYMEHTAIIHH.

33,[[8.‘-11/1 JUCHUITIINHBI:

— U3YYUTh NPOLECC CKIIAbIBAHUS U PA3BUTUS OTPACIIEBBIX CUCTEM JOKYMEHTALMH (Ha
npuMepe GUHAHCOBOH, TIOTOBOPHOM, TUITIOMATHYECKONH M BOGHHOM TOKYMEHTAIINN );

— TIOKa3aTh COBPEMEHHBIE TPEOOBAHMS K COCTABJICHUIO U OPOPMIICHHUIO TOKYMEHTOB,
OTHOCSILIUXCS K OTPACIIEBBIM CUCTEMaM JOKYMEHTALUU;

— TIPUBUTHh HABBIKM AHAIU3a JOKYMEHTOB, OTHOCSILIMXCA K OTPACIEBBIM CUCTEMaM
JOKYMEHTAlWH;

— TIPUBUTHh HABBIKM COCTAaBJICHHS PA3JIUYHBIX BHUJOB JIOKYMEHTOB, OTHOCSAILUXCA K
(MHAHCOBOM, TOTOBOPHOH, TUTUIOMATUYECKON M BOCHHOH IOKyMEHTAIIUN;

—  W3yYUTh KIACCU(UKAIMIO JOKYMEHTOB, OTHOCSIIUXCS K OTPACIIEBBIM CHCTEMam
JOKYMEHTAlWH;

— BBISIBUTh BO3MOXHOCTH YHHU(DHKAIIMM TOKYMEHTOB, OTHOCSIIUXCS K OTPacieBBIM

CUCTCMaM JJOKYMCHTAIlUN

JucuumuinHa (MOyJb) HanpaBjieHa Ha (pOopMUPOBaHUE CIETYIOMUX KOMITETCHIIUNA:

e CnocoOHOCTP TPUMEHATh HayyHble METOABl MPU HUCCICAOBAaHMH OOBEKTOB
npodeccuonansHoM nesitenbHocTH (11K 1);

e BraneHwe 3HaHMAMU OCHOBHBIX MpoOJeM B O00JacTH JIOKYMEHTOBEICHUS H
apxuBoBeaenus (I1K-3);

e  (CnocoOGHOCTh CaMOCTOATENBFHO PadOTaTh C Pa3IMUYHBIMU UCTOUYHUKamu nHpopmanuu (I1K-
4);

e Branenue 3akoHOIATENHHON U HOPMATUBHO-METOAUYECKOM 6a30i MH(DOPMAIIMOHHO-
JOKYMEHTAIMOHHOTO  OOECTeYeHHs yNpaBI€HUS M apXUBHOrO Jefla, CIOCOOHOCTBIO
OpPHEHTUPOBATHCS B IPABOBOM 0a3e cMEeXHBIX obnacTei (ITK-3);

e  3HaHMUE NPUHIUIIOB OPraHU3alMU Pa3INYHBIX TUIIOB U BUI0B apxuBoB (I1K-3).

B pesynbrare 0CBOCHUS IUCIUILTUHBI (MOLYJIsl) 00yYatOLIHiics JOIKEH:

3namo

— JIOKyMeHTOBeq4eckyto TepmuHoioruto (I1K-1);

— 3aKOHOJIATEJIbHBIE U HOPMAaTHBHBIE IPABOBbIE AKTbl U HOPMATHUBHO-METOJINYECKUE
MaTepUasbl, PEryJIMPYIOIINE MOPSAOK CO3/1aHUsl TOKYMEHTOB, OTHOCALIUXCA K CIELUATbHBIM

cuctemaM gokymentanuu (I11K-3);
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— 3aKOHOMEPHOCTHU Pa3BUTHS CHELMAIBHBIX cucTeM AokyMeHTanuu (I11K-3);

— CTPYKTYpPY IOKYMEHTOB, OTHOCSIIMXCS K CIELMAJIbHBIM CHUCTEMaM JOKYMEHTAluU
(IIK-3);

— KJIaccH(UKalLWI0  JOKyMEHTOB, OTHOCSIIMXCS K  CIIEHUAIBHBIM  CHCTEMaM
nokymenTauu (11K-4);

—  XapaKTEpUCTHKY U COCTaB yHHU(PULIMPOBAaHHBIX cucTeM aokymenTarmu (I1K-1);

— IpaBWJa COCTaBJICHUSA M OPOPMIICHHUS TOKYMEHTOB, OTHOCSIIUXCA K CIELUATbHBIM
cuctemaM nokymentauu (I11K-3);

Ymemo

— yHHQUUUPOBATH U MPOEKTHUPOBATH (OPMBI JOKYMEHTOB, OTHOCSAILIMXCS K
crenuagbHbIM cuctemam aokymentauu (I11IK-1);

— COCTaBJATh M O(OPMIIATH JTOKYMEHTBHI, OTHOCAIIMECS K CIELUAIbHBIM CHCTEMaM
nokymenTauu (11K-4);

— 0pOpMIIATh TOKYMEHTBI, OTHOCSIIUECS K CHEUUATbHBIM CUCTEMaM JOKYMEHTALlUH, B
COOTBETCTBHUH C TPEOOBAaHUSIMH HOPMATHUBHBIX aKTOB U rocyaapcTBeHHbIX ctannaptoB (I1K-3);

— HCHOJb30BaTh yHU(UIMPOBaHHbIE hopMbl JoKyMeHTOB (I1K-1);

Braoemy

- HaBBIKAMU TPUMEHEHHUs TpeOOBaHUII HOPMATHUBHBIX AaKTOB U T'OCYAApPCTBEHHBIX
CTaHJApTOB MPH COCTABICHHUH U O(GOPMIIEHHUH JIOKYMEHTOB, OTHOCSIIUXCS K CIICHUATIBHBIM
cuctemaM gokymentanuu (I1K-3);

— HaBbIKaMHM pa3pabOTKH YHU(PHUIMPOBAHHBIX (OPM JOKYMEHTOB M Tabens Qopm
nokymenToB (I1K-1);

[To pucnummuHe (MOMIYIIO) MPEIYyCMOTpPEHa IPOMEXKYTOUYHAs arrectauuss B Qopme
3ayeTa.

PaGoueit mporpamMmoii mpe1yCMOTPEHBI CIIEAYIOIINE BUIBI KOHTPOJIS: TEKYIIUI KOHTPOIh
yCIIeBaeMOCTH B (hopMe OIpoca M KOHTPOJIBHBIX padoT, MPOMEKYTOUHAs aTTecTalus B Gopme
3ayeTa.

OO0miasi TpyIOEMKOCTh OCBOCHHUS AHCIUILIUHBI (MOIYJS) COCTaBIsSET 2 3a4eTHBIX

CAUHHUIBI.



24



