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I. ITosicHuTe TBHAA 3aMUCKa

1.1. Iensb u 3aauM AMCHUILUIAHBI (MOAYJ/IA)

HEJIB AUCHUIUVIMHBI — MHW3yueHHWe CK/IdJAbIBaHWUSA W Pa3BUTUA CIIeLUd/IbHBIX CHUCTEM

AOKYMEHTALIMH, 4 TaKXKe€ COBPEMEHHBIX BU OB 1 pa3HOBH,qHOCTEﬁ AOKYMEHTOB, OTHOCALUXCA K

(brHaHCOBOM, 10rOBOPHOM, JUTIOMaTUUeCKOM U BOEHHOU [JOKYMeHTal[1u.

3aauu JUCLIUTIJIUHBIL:

HU3YyUUTh IIpoLecC CK/AaAbIBAHUA W PA3BUTUA CII€qUA/JIbHBIX CHUCTEM [AJOKYMEHTAlNN (Ha

ripuMepe GUHAHCOBOM, JOrOBOPHOM, AUM/IOMaTUUeCKOM U BOGHHOU [JOKYMeHTal[1n);

MOKa3aTh COBpeMeHHble TpeOOBaHUS K COCTaB/lIeHWI0O U O(OPMIIEHHIO [OKyMEHTOB,

OTHOCAIIUXCA K CIIela/IbHBIM CUCTEMAM JOKYMEHTALIUU;

INPUBUTL HABBIKM dHa/IM3d [AOKYMEHTOB, OTHOCAIIUXCA K CIlequid/IbHbBIM CHUCTEMaM

JIOKyMeHTaL1y;

MPpUBUTb HABBIKKM COCTABJ/IEHHWSA PA3/IMYHBIX BHUAOB [OOKYMEHTOB,

(hrHaHCOBOM, 10rOBOPHOM, JUTZIOMaTUUeCKON U BOEHHOM /JOKyMeHTall1y;

WU3YUUTh K/IaCCU(PUKALIUIO [JOKYMEHTOB,

JIOKyMeHTaL1y;

BBISIBUTH BO3MO>XHOCTU YHI/ICIJI/IKaL[I/II/I AOKYMEHTOB, OTHOCAIHUXCA K ClelHa/JIbHbIM

CUCTEMAM JOKYMEHTALIUN.

1.2. TlepeueHb M/IaHUPYEMBIX pPe3y/bTaTOB 00yUeHUsI 110 JUCLUIUIHHE (MOOY/10), COOTHECEHHBIX

C UHAWKATOPaMHU JIOCTH>KeHUs] KOMITeTeHLIUM

OTHOCAIIUXCA K CIIequa/JbHbIM CUCTEeMaM

KomnereHuus

(X0, 1 HAUMeHOBaHKe)

NHankaTopbl KOMIeTeHI{Hit

(ko 1 HalMeHOBaHUe)

Pe3y/ibTaThl 00yueHuUst

I1K-3. BnageHue npaBoBbIMU
OCHOBaMH JIOKYMEHTOBe/IeHUSI
Yl apXUBOBE/IeHHS M CMEXKHbIX
obsacTeli ¥ MPUMEHEHHE UX B
ripodeccroHabHOM cdepe

IMTK-3.2 CriocobeH OLIeHWBaTh UCTOPUIO U
COBPEMEHHOE COCTOSTHHE 3apyDe)KHOT0
OrTTbITa B chepe JOKYMEHTALlIOHHOTO
obecrnieueHus yripaB/ieHUA U apXHUBHOT'O
nena;

3Hamb: UCMOPUIO U cO8PeMeHHOe
cocmosiHue 3apybexcHo20 onbima 8 chepe
OOKYyMeHMayuoHHo20 obecneueHust
ynpaeneHus

Ymemb: npumeHsamb meopemuuyeckue
3HAHUA npu pa6ome C pas/iuyHbIMU
cucmemamu OOKymeHmaquu

Bnademb: HagbIKamu UCNOb308AHUSA
Dpa3AUUHbIX 8UO08 OOKYMEHMO8 U Cucmem
doKymeHmayuu 0415 obecneueHusi
OesimeAbHOCMU Op2aHuU3ayull pasauyHbIX
¢opm cobcmeeHHOCMU, 20CYOaPCMBEHHbIX
0p2aHO8 U 0OP2aHO8 MECMHO20
camoynpaeneHus

ITIK-7. PykoBoacCTBO
Trofipasjie/ieHieM apXuBa

ITIK-7.1 — ¥Ymeer BbICTpavBars,
KOHTDPOJIPOBATh, COBEPILIEHCTBOBATh
CUCTeMy apXUBHOI'O XpaHeHUs el

3Hamb: cucmemy apXugHO20 XpaHeHus Oen
(OokymeHmog) 8 opeaHusayuu

Ymemb: npumeHsamb meopemuuyeckue

OTHOCAIIHUXCA K




(ZOKyMeHTOB) B OpraHu3aLuu 3HAHUs npu pabome C ApXUBHbIMU
OJoKyMeHmamu

Bnademb: HaBbIKAMU UCNOAB308AHUS
meopemuuecKux 3HaHuil npu
ocyujecmeneHuu op2aHu3ayuu, KOHMpos u
COB8ePUWIEHCMBOBAHUS CUCMEMbl APXUBHO20
XpaHeHust 0en (OOKyMeHmMo8) 8
op2aHuzayuu

1.2. Mecro gucnumuIMHBI (MOAY/IA) B CTPYKType 0CHOBHO# 00pa3oBaTe/IbHOI MPOrpaMMbI

MucuyniimHa  (Mozynb)  «CnenMasibHble  CUCTEMbl  JJOKyMEHTallMW: MCTOpUS U

COBPEMEHHOCTb» OTHOCUTCS K YacTd, ¢OpMHpyeMOM yuaCTHUKaMH 00pa3oBaTesbHbIX
OTHOIIIeHWH 6/10Ka AUCLUIUIMH yueOHOTOo TiaHa.

[lnsi oCcBOeHWs [UCLUIUIMHBI (MOOYy/s) HeoOXOAWMBI 3HAHUWS, YMEHUsl W BJIaJ|eHus,
copMHUpOBaHHbIe B X0l U3Y4YeHHsl CJefyIOIIMX AUCLMIUVIAH W TIPOXOXKJEHWs TpaKTUK:
«dokymeHTOBe/leHUe», «OpraHusalss W TeXHOJIOTHSI [JOKYMEHTALMOHHOro obecrieueHUs
ynpaBsieHUs», «KazpoBoe [1e/101pou3BOJCTBOY.

B pe3synbraTe OCBOEHHSI AUCLMIUIMHBI (MOAY/sl) (DOPMUPYHOTCS 3HaHUS, YMeHUS U
BJIaJieHusi, HeOOXOMMBIe /IS TIPOXO0XK/AeHUs TIPeIIUTIIIOMHOU TIPAaKTUKH.

2. CTpyKTypa AUCHMILIMHBI (MOAY/Is1)

Cmpykmypa oucyunauHbl (M0o0y-is1) 0/151 0UHOU popmMbl 00yueHust

O6was mpydoemkocmb oucyunauHbl cocmasnssem __3_ 3. e.,_108__ u., 8 mom uucne
KOHMakmuas paboma obyuarowjuxcsi ¢ npenooagamenem_60__ 4., camocmosime/nbHast
paboma obyuarowjuxcs 30 u., npomedxcymouHas ammecmayusi_18__ u.
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aTTeCcTaIusl

1. | Beegenue. Lleau u CobecedoeaHue
3a/1au¥ AUCLUTITAHBI
2. | Crenuduka CobecedoeaHue
WCII0/Tb30BaHUs
. Onpoc
JIOTOBOPHOU
JIOKyMeHTaLuu
3. | OcobenHoctu Onpoc
odopmieHUst
JIOTOBOPHOI
JIOKyMeHTariu
4, | Cucrema Onpoc
JTUATIIOMaTUYeCKOMH
JIOKYMEHTaLIuK Iposepxka
3a0aHull Ha
cemuHape
5. | Knaccudukanys Onpoc
JMTIOMaTHYeCKOH
JOKYMEHTaLuK Ilposepxka
3a0aHull Ha
cemuHape
6. | Ocobennocru Onpoc
odopmieHHst
JWTUIOMaTHYeCKOM
JOKyMeHTaliu
7. | Cneuuduka Onpoc
HCII0JIb30BaHKUS Ilposepka
(buHaHCOBOH 3a0aHuli Ha
JOKyMeHTariu cemuHape
8. | OcobenHoctu Onpoc
oopmiieHUs
(huHaHCOBOM
JIOKyMEeHTaLuK
9. | Cucrema BOeHHOMU Onpoc
JOKyMeHTaLH. Ilposepka
Crierduika 3a0aHutl Ha
WCII0/Tb30BaHUS ceMuHape
BOEHHOM
JIOKYMEHTAaLIUH.
10. | OcobenHoctu Onpoc

odopm/ieHHs] BOEHHOMH




JOKyMeHTaI[uu
18 umozoeas
JK3ameH KOHMPO/bHAS
paboma
WUTOIO: 24 36 18 30 108

3. Cojiep>xaHue JUCLHUIUIUHBI (MOAYJIS)

HaumeHoBaHue pa3jena
JUCLUTIAHBI

CopepxaHue

Beepenue. Henun /| 3ajayu

JUCIUTUTHHBI.

Lenb 1 3afaun AUCUUTUIUHBL. Posib CrieliasbHbIX CUCTEM
JOKyMeHTallu B  JeSTeJbHOCTH  COBPEMeHHBIX
OopraHu3alyii M OpraHoOB TOCYyJapCTBEHHOW BacTU U
MeCTHOTO CaMOYTIpaBJ/IeHHsl.

Crenuduka Ucrnoab30BaHuA
JAOTOBOPHOM JOKYMEHTAI[UH

[TousiTHe JloroBopa B COBpPEMEeHHBIX
3aKOHOZaTeTbHbIX aKTax. [JoromHuTebHbIE
JIOKYMEHTBI K JIOTOBOPaM. [oroBopsl,
peryupymoliie TpPy/OBble OTHOLIeHUs. [10roBOpEHI,
peryMpymolijye IrpakjaHCKO-TIIPaBOBble OTHOLIEHHSI.
WHble BUABI [JOKYMEHTOB, BXOJsIIMe B COCTaB
JIOTOBOPHOM JIOKyMeHTaL1u: MIPOTOKOJIBI
pa3HOIJIaCUi, I0BEPEHHOCTH, aKThl.

OcobGennoctu odopmIeHUs
AOTOBOPHOM JOKYMeHTaLHH

YctHas v nvcbMeHHass gopma ZoroBopoB. CTpykrypa
JoroBopa M 0coOeHHOCTH OQOpMJIEHHsT ero YacTeil:
BBOAHas uvacTb (mpeamOysia), OCHOBHBIE YCJIOBUS
JIOTOBOpa,  JOIOJIHUTe/NbHbIe  YCIOBUSL  JIOTOBOPA,
3aK/IlounTenbHass — yacTe  goroBopa.  OdopmieHue
JOKYMEHTOB, BXOJSLIMX B COCTaB JIOrOBOPHOM
JIOKYMeHTaL|N: TPOTOKOJIOB pasHoriacui,
JI0BePEHHOCTEeH, aKTOB.

CucTemMa JUILIOMaTHUECKOMH
AOKyMeHTaI[uH

3HaueHWe UTJIOMAaTUYeCKON JIOKyMEeHTAI[UH Kak 0Cco0oi
CUCTeMbI JOKYMeHTallUW, PUMeHsieMOlt B JiesiTeJTbHOCTH
UTUTIOMaTUYeCKOU CITY>KOBI MuHMCTEpCTBa
WHOCTpaHHbIX fen Poccuiickont ®Pefepauyvd U ero
CTPYKTYPHBIX Tlofjpa3aenieHnii B Poccun 1 3a pybeskom.
[dunnomatvyeckue  JOKYMEHTBI Kak OCHOBHOM
WHCTPYMEHT OCYIIIeCTB/IEHUS] TIPAKTUYeCKUX IIaroB TpU
TPOBeJIeHNA  BHEIIHeW  TOJIMTHUKKM  TOCY/apCTBa.
®opMHUpOBaHKE CUCTEMBI JIUTIOMaTUYeCKOH
JTOKYMEHTAI|H.

Knaccndukanus gunyioMmaTuyeckon
JAOKYMEeHTaI[uH

Buzpl fumnyioMaTUUecKUX JAOKYMEHTOB, UCIIOJb3yeMble B
MPaKTUYeCKOH /1esITeNIbHOCTH IUTIJIOMAaTHUeCKOU CITy KObI
MuHHCTepCTBa  MHOCTpaHHBIX  Aen  Poccuiickoi
®Defiepallvv ¥ ero CTPYKTYPHBIX [10/ipaszie/ieHUi.

BHyTpeHHUe W BHYTPUBEJ,OMCTBEHHbIE
JUIUIoMaTU4YecKre JIOKYMEHTbI u BHeIIIHUe
JUTIOMaTHYeCcKue JOKYMEHTBL BHyTpeHHue




TUTJIOMaTUUeCKWe JOKYMEHTBI: 3amvcu Oecef, 0630psI
TIPeCChl, MOMUTUYECKHE OTUeThl, TIOMUTUYeCKHe MMUChbMa,
VH(POPMAaL[MOHHbIE TMCbMa, TIOMUTHUECKWA TOPTpeT,
mmmdpoTeserpaMma.

BreriHue JUITIOMaTHYecKue JIOKyMEHTBI:
Me)X/[yHapo/JiHble ~ [IOTOBOpHbIe  aKThl  (Z[OrOBOp,
KOHBEHLUsI, TPAaKTaT, COTJiallleHWe, MMPOTOKOJ, aKT, MaKT,
CTaTyT, XapTHs, KOMMIOHHKE) U Tiepenycka (BepbaibHast
HOTa; JIMYHasi HOTA; TMaMsATHas 3alvcKa, BpyYeHHas
JMYHO; TlaMsTHasl 3alvcKa, TepeJjaHHasi C KypbepoM;
MeMOpaHAyM, KaK  CaMOCTOSATe/NbHbIA  JIOKYMEHT;
MeMOpaHZyM, KaK TPUI0KeHHe K HOTe; YaCTHOe MUCbMO
MoJyoQULIMATEHOTO XapakTepa).

OcobeHHOCTH odopmieHus

}I[I/IHJIOMHTI/I‘IECKOﬁ AOKyYMEHTallu!

PernamenTaiussi ~ paboTel € JIMTUIOMaTHUECKUMU
nokymeHTamMu. OcoOeHHOCTH O(GOPMIIeHHsT PEKBU3UTOB
IUIJIOMaTUYeCKUX JIOKYMEHTOB: azpecaT, obpalieHue,
KOMIUTUMEHT,  TIOAMMChb.  f3bIK  [JUTUIOMATUUECKUX
JIOKYMEHTOB. TpaguLIOHHOCTD odopmieHUs
JUIJIOMaTUYEeCKUX JJOKYMEHTOB.

Cnenuduka UCIo/Ib30BaHUs
(rHaHCOBOI AOKyMeHTaLuu

3HaueHWe (HUHAHCOBOU [JOKYMEHTaluX TIPY TIPOBeJeHUH
XO3SIICTBEHHBIX oOrepaluil. BHyTpeHHMII U BHeIIHUM
KOHTPOJIb ~ TPU  OCYILECTBIEHUH  XO3SHCTBEHHBIX
orepayuii M BHUIbl OTBETCTBEHHOCTH 3a HeNpaBUJIbHOE
odopmienne gokymeHToB. [lOpsiloK  MCIIpaBJieHUs
oumboK B (PMHAHCOBBIX JOKyMeHTax. HopmartuBHO-
MpaBoOBble  aKThl W HOPMAaTHBHO-MeTO[UYeCKHe
JOKyMEHTHI, perjlaMeHTHPYIOIe TIOPSZO0K CO3JaHus U
odopmiieHus ¢uHaHCOBOM [JOKYMEHTaLWH.
MexayHapoAHble CTaHAAPThI OyXraaTepckoro yderta.
3HaueHWe TIePBUYHBIX YYeTHBIX JOKYMEHTOB TIpU
odopMIIeHUH X03SIICTBEHHBIX OTeparLiyii.

OcoGennoctu oopMmIeHUs
(rHaHCOBOI AOKyMeHTaLuu

OcobenHocT  0(OPMJIEHUS] OTZAEIbHBIX (DUHAHCOBBIX
IOKYMEHTOB: CUeT-(QaKTypa, MIaTe>XHoe TIOpYYeHHe, akT
0 TIpHeMe-Tiepe/jaue TOBApPHO-MAaTepHabHBIX [JeHHOCTeH,
TPUXOAHBIM KaccoBeii opgep. CocTraB peKBU3WTOB
(bMHaHCOBBIX JIOKYMEHTOB. [TprmeHeHue
YVHUPULIMPOBAHHBIX dhopm TSt (brHaHCOBBIX
nokymeHTOB. OO6si3aTe/TbHOCTb TPUMEHeHHsl anbOOMOB
yHAQULMPOBaHHBIX ~ (OPM  TE€PBUYHOM  yUeTHOU
JIOKYMEHTAIMK C 1[eJIbI0 TPeJJOTBPAIlleHUs] HeraTUBHBIX
MOC/Ie/ICTBUN HETIPaBU/ILHOTO OdopMyIeHHsT (PUHAHCOBBIX

u OyXraaTepckux  JAOKYMEHTOB Bo3moxxHoCTH
odopmsieHusi GUHAHCOBBIX [TOKYMEHTOB B 3/I€KTPOHHOMU
thopwme. TexHomorHs 0b6paboTku (bMHAHCOBBIX

AOKYMEHTOB B OpraHMU3aluiaX.

CucremMa BOEHHOM [JOKyMeHTaLMH.
Crnenuduka HCII0/Ib30BaHUsA

BOEHHOH AOKYMEHTaAIluu

3HaueHre BOEHHOM JIOKyMEHTAlMH Kak 0CO0O0M CHCTeMBI
JOKyMeHTal[uM,  TpUMeHsieMOM B  [JIeATelbHOCTU
MunucTepcTBa 060poHB! Poccuiickoi ®ezpepaiiyiv U ero
CTPYKTYPHBIX MOJpa3fe/ieHuid. 3aKoHOJAATe/bHble U
HOpDMAaTHBHBIE TIPABOBLIE AaKThl, perjaMeHTHUPYIOIIIe
ZIeJIOTIPOU3BO/ICTBO B CHCTeMe MUHHUCTEPCTBA OOOPOHEI
Poccuiickoit ®Pepnepauyu. PermamenT MuHHCTepCTBa
oboponbl  Poccuiickoti  ®epepaiuu.  OpraHu3anys
paboThl  C/Ty>KObI  TOKYMEHTAIIMOHHOTO  00ecreueHusl.




WHCcTpyKUMss 110 [1e/10npou3BOLCTBY B BoopyskeHHBIX
cunax  Poccuiickoit ~ Pepepaiii —  OCHOBHOM
HOPMaTHUBHBIM aKT, perjaMeHTHPYIOIIHN TeXHOJIOTHIO
nenornpor3BogcTBa. OTBETCTBEHHOCTh 3a COO/HO/ieHHe
TpeboBaHMI WMHCTPYKUWH. HacTaBjieHue 1Mo apXUBHOMY
neny B Boopy»xenHbix Cunax Poccuiickoit ®@efepauyu.
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OcoGenHocTH 0)OpMIIEHHS] BOEHHOI

AOKYMeHTaI[uH

O6mue TpeOOBaHMS K COCTaB/IeHHWI0 W O(POPMIIEHUIO
IOKYMEHTOB B cucTeMe MUHHCTepCTBAa 000POHBI PO.
OcHOBHbIE BU/JbI C/TyKeOHBIX JOKYMEHTOB, CO3/jaBaeMbIX
B BoopyxeHnHbIx cunax. IIpaBuna nOArOTOBKU U
otdopmsieHust Cmy>keOHbIX JOKyMeHTOB. OcoOeHHOCTH B
oopM/IeHUM PpEeKBU3UTOB [OKYMeHTOB. [IpumeHeHue
yHAGULMPOBAHHBIX (OPM [ BOEHHBIX [JOKYMEHTOB.
[MpaBusma odopmieHUss ¥ BbIJJaUd  YAOCTOBEPEHUH,
CMpaBOK ¥ JIDYTUX  CIyKeOHbIX ~ JJOKYMEHTOB
BOEHHOC/Ty>KaluM. TexHomorust 06paboTKH JOKyMeHTOB
B yupex/eHusIx cucteMbl MuHucTepcTBa 060poHbI PO.

4. O0pa3oBaTe/IbHbIE TEXHOJIOTHH

O0pa3oBare/bHbIE TEXHOJIOTHH

Ne Buobl yueOHbIX
HaumenoeaHue pa3oena . Oo6pazoeame ibHble MexXHO/102UU
n/n 3aHsmuu
1 2 3 4
1. |Beegenue. Llenu 1 3ajaun Jlekyus 1. BeooHas nekyus ¢ ucnonb3o08aHuem
f—— gudeomMamepuanos
CamocmosamenbHas
paboma
2. |Cneuuduika UCII0/Ib30BaHUS Jlexkyus 2 Hpo6ﬂeMHa;l fneKyus
JIOTOBOPHOM JIOKyMeHTalu
CemuHap 1
p Onpoc
CamocmosamenbHas
paboma ITodzomoeka K cemuHapy
3. |OcoGenHoctu obopmiieHus Jlekyus 3 IMpobaemHas nekyus
JIOTOBOPHOM [JOKyMeHTaLuu
CamocmosamenbHas
paboma
4 |Cucrema AUIJIOMaTHUYeCKOH Jlexkyus 4 Hpo6ﬂeMHag neKyus
JOKyMeHTaluu
CemuHap 2 Onpoc
CamocmosmenbHas |[TodzomoeKa K cemuHapy
paboma
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5 |Knaccudukanus Jlekyus 5 IIpobaemHas nekyus
JUIIIOMaTHUeCcKON
MOKyMEeHTa! CamocmosimenbHas
pa6oma IloozomosKa K 3aHsmuro ¢
ucno/nb308aHuemM UHGOPMAYUOHHbIX U
5/1EKMPOHHBIX Pecypcos
6 |Ocobennocrn obopmnenust  |JIekyus 6 IIpobaemHas nekyus
JWATIIOMaTHUYeCKOU
AOKyMEHTALMK CamocmosmenbHas
paboma
7 |Cnernudrika UCIOIb30BaHUS Jlekyus 7 IIpobaemHas nekyus
(b1HAHCOBO JOKYMeHTAL!
CemuHap 3 Onpoc

CamocmosmenbHas |[Iod20moeKka K ceMuHapy

paboma
8 |OcobenHocty ohopmieHus Jlekyus 8 IIpobnemHas nekyus
(bMHaHCOBOM [JOKyMeHTaL!
CamocmosmenbHas
paboma
9 |Cucrema BoeHHoOi Jlekyus 9 IIpobaemHas nekyus
JokyMeHTauuu. Crieljuduka
HCII0/Ib30BaHKS BOEHHOU CEMUHGP 4 OnpOC
JOKyMeHTaLuu
CamocmosmenbHas |TIod2omoeKka K ceMmuHapy
paboma
10 |OcoGentoctu opopmenust  |/Texkyus 10 IIpobaemHas nekyus
BOEHHOU JJOKyMeHTaliu
CamocmosamenbHas
paboma

5. OLeHKa MJIaHUPYEeMbIX Pe3y/IbTaTOB 00yUeHHs

5.1. Cucrema onjeHMBaHHUS

dopma KOHTPOJIA

Makc. Ko/IH4ecTBo
0a/10B

3a opny Bcero
pabory

Texylyi KOHTPOJIb:

- yuacmue 8 OUCKYCCUU U 8bINO/AHeHUe 3a0aHull Ha

1a60pAMOPHBIX 3AHAMUSIX

- mecm (membl 4-7)

c4nol0 10 6annos

Heoeto

12 Hedenn 20 6annos
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- yuacmue 8 OUCKYCCUU U 8bINOAHEHUe 3a0aHuli Ha c4nol10 10 6annos
1ab60pamopHbIX 3aHAMUSX Hedento
[IpomexxyTouHas aTrecTaLus 40 6annos

(nucbmeHHbIl omeem Ha 2 gonpoca)

Hroro 3a cemectp (OucyuniuHy) 100 6annos

3auém ¢ oyeHKoll

[TonydeHHBIN COBOKYTHBIM pe3y/bTaT KOHBEPTUPYETCS B TPAJULMOHHYIO IIKaTy OLIEHOK U B
IKany olleHOK EBporieiickoii cucteMsl repeHoca U HakorieHus: Kpequtos (European Credit
Transfer System; fganee — ECTS) B cOOTBeTCTBUM C Tab/U1[eH:

100-b6annpHas ToaTLMOHHAS (KA [MTkana

HIKana paaun ECTS

95-100 A
OT/IMYHO

83-94 B

68 — 82 XOPOLLO 3a4TEeHO C

56 - 67 D
yIOBJIETBOPUTETHHO

50 -55 E

20-49 FX
HEY/IOBJIETBOPUTETLHO He 3aUTeHOo

0-19 F
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5.2.Kputepuu BbICTaB/IeHUS OLeHKH 110 JUCLUIL/IMHE

banabl/
IIIkana
ECTS

OneHka mo
JUCIHUIUIMHE

Kpurtepuu onieHKH pe3y/IbTaToB 00ydeHHs M0
AUCLUILIHE

100-83/
AB

«OTJINYHO»/

«3aUTeHO
(oTM4HO)»/

«3aUuTeHO»

BeicTaBisieTcst 00y4aroiemMycsi, eC/i OH ry1y00Ko U
MPOYHO YCBOW/I TEOPETUYECKUN U MPaKTUUeCKUIN
Marepua’s, MOKeT NPO/IeMOHCTPHPOBATh 3TO Ha 3aHATHSX U
B X0/Ie TIPOME)KYTOYHOU aTTeCTaliH.

OOyyaroIHiACsT UCUEPITHIBAOILE W JIOTUUECKH CTPOMHO
u3/araeT yueOHbIN MaTepuas, yMeeT yBSI3bIBaTb TEOPHIO C
MPAaKTHKOM, CIIPaB/IsieTCsl C pellleHnueM 3aZiau
nipodeccroHaIbHOM HarpaB/IeHHOCTU BBICOKOTO YPOBHSI
CJI0)KHOCTH, TPaBUIbHO 000CHOBBIBAET MPUHSTHIE
peleHusl.

CB0OOJHO OpHeHTUPYeTCs B yueOHOMH U
npodeccroHaIbHOM TUTeparype.

OrieHKa 10 JUCLIMIUIMHE BBICTABJISIOTCS 00YUAOIEMYCS C
yUéTOM pe3y/IbTaTOB TeKYyIlei ¥ POMeXKyTOUHOMN
aTTecTalyu.

KomrieTeHI 1y, 3aKperiéHHbIe 3a UCLUITMHOM,
c(pOpMUPOBaHBI Ha YPOBHE — «BBICOKUII».

82-68/

«XOpOoLLO»/

«3a4TeHo
(xoporo)»/

«3aUTeHO»

BeicTaB/sieTcst 00y4aroIemMycsi, ec/ii OH 3HaeT
TeopeTUUeCKUM U MpakKTUUeCKUi MaTepuas, 'PaMOTHO U 110
CYIIIeCTBY M3/IaraeT ero Ha 3aHATHUSIX U B X0[e
TIPOMEXKYTOUHOM aTTeCTalluy, He JI0TyCcKasl Cyl[eCTBeHHBIX
HETOYHOCTeH.

OOyyaroIMiics TIPaBUIbHO MPUMEHSIET TeOpeTHUeCKHe
TI0JIO>KeHUsI TIPU pellieHrH TIPAaKTUUeCKUX 3ajiau
rpoeccroHaNbHOM HarpaBIeHHOCTU Pa3HOT0 YPOBHS
CJIOKHOCTH, BJlafieeT HeOOXOAMMBIMHU [IJIsT 9TOTO HaBbIKaMU
U TIpréMamu.

JlocTaTO4YHO XOpOLIO OPUEHTHUPYETCs B yueOHOU U
npodeccroHaIbLHOM TUTepaType.

OtleHKa 1Mo JUCLIUIIMHE BBICTAB/ISIOTCS 00yuarolemMycs ¢
Y4ETOM pe3y/IbTaToB TeKyll|el U POMeKyTOYHOM
aTTecTaLyu.

KomreTeHyu, 3aKperyiéHHbIe 3a JUCLIATIIMHOM,
c(hopMHPOBaHbI HA YPOBHE — «XOPOLIUI».
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Bbannsl/ Ouenka no
IIxkana JHUCIUILIMHE
ECTS

Kpurepuu onieHKH pe3y/IbTaToOB 00yueHusl 10
AUCIHILIMHE

D,E

67-50/ «Y[JIOBJIETBOPU-

TebHO»/

«3aUTeHO
(ynoBneTBopH-
TesbHO)»/

«3aUTeHO»

BricTaBnisieTcst 00y4aroiemycsi, ec/id OH 3HaeT Ha 6a30BoM
yYPOBHe TeopeTHUeCKHi U MpaKTUUeCKui MaTepual,
JIOTyCKaeT OTZe/bHbIe OLIMOKY IPY ero U3/10’KeHUH Ha
3aHATUSX U B XO/Ie IPOMEKYTOUHOM aTTeCTaluu.

OOyuaroLUIACs UCITBITHIBAET OTpeZe/IEéHHbIe 3aTPYAHeHNs
B IIPYMeHeHNUY TeOpeTUUeCKUX M0JI0KeHUH TIPY peLleHur
MpaKTUYeCKUX 3a/iay rnpodeccroHalbHON HarpaBieHHOCTH
CTaHJJapTHOI'O0 YPOBHS C/IO’KHOCTH, BJlajieeT
HeoOXOZMMBIMU [IjisT 3TOTO 0a30BBIMHU HaBBIKaMH U
rpuéMamu.

NleMOHCTpUPYeT JOCTAaTOUHBIA YPOBEHb 3HAHUS yueOHOMH
JUTepaTypbl N0 JUCLUIIHE.

OtleHKa M0 JUCLIUI/IMHE BBICTAB/ISIOTCS 00yuarolemMycs ¢
YYETOM pe3y/bTaTOB TeKYIleHd U TPOMEXXYTOUHOM
aTTecTallyy.

KomneTeH1y, 3akperiéHHble 3a AUCLUIIMHOM,
c(OpMHUPOBaHBI HA YPOBHE — «JOCTAaTOUHBIN».

49-0/
F,FX

«HEY/I0BJIETBOPUTE
JILHO»/

He 3aUTeHO

BoicTaB/isieTcst 00yuaroIemMycs, eC/id OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETHUECKUH U MPAKTUYeCKUH
MaTepHaJ, JoIycKaeT rpyObie OIMOKY TIPU ero
W3/I0KEHWU Ha 3aHATHSX U B XO7Ie TIPOMEXKYTOUHOH
aTTecTalyy.

OOyuaroLMIACS UCTTBITHIBAET CePhE3HbIe 3aTPYAHEHUS B
NpYMeHeHUY TeOpeTUYeCKHX IT0JI0’KeHUH NPU pelleHnr
MpaKTUYeCKUX 3a/lay rnpodecCcoHa/lIbHON HarpaBIeHHOCTH
CTaHJ,APTHOI'O YPOBHSI CJIOKHOCTH, He BriajieeT
HeoOXOZMMBIMU [I/Is1 3TOTO HaBbIKAMHU 1 TIPUEMAaMHU.

NemMoHcTpHupyeT (parMeHTapHbIe 3HaHUS yueOHOMH
JIUTepaTypbl N0 JUCLUIIHE.

OrieHKa 1o JUCLIMIUIMHE BBICTABJISIOTCS 00YUAOIEMYCS C
yuéTOM pe3y/ibTaTOB TeKYyIlei ¥ POMeXKyTOUHOMN
aTTeCTalyu.

KomrneTeH1IMM Ha YPOBHE «Z0CTaTOUYHbIN», 3aKPeIIEHHbIe
3a IMCLIUILJIMHOW, He C)OPMHUPOBaHHI.

5.3. OueHouHbIe cpe/cTBA (MaTepuasbl) A/ TeKyIero KOHTPOJIsl yClieBaeMoCTH,
NMPOME)XYTOUYHOM aTTeCcTaly 00y4aroIuXcs 1Mo AUCIUIIHHE (MOJY/110)
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KonmpoabHble éonpocbl 018 meKyujetl u npomMex}cymo4Holi ammecmayuu

3HaueHue U POJ/ib ClequaJbHBIX CUCTEM [AdOKYMEHTALIMKU B [AeATe/IbHOCTU COBPEMEHHBIX

OpraHM3alyii 1 OpraHoB BIaCTH

2.

e A

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

20.

21.

[JoroBopHast JOKyMeHTaL[1si: Ha3HaueHHe U pUMeHeHue.
Ocob6eHHOCTH 0 OPMIIeHHSI JOTOBOPHOU JJOKYMEHTAL[UH.
Buzp! 0roBOpPOB U MX crieriuuKa.

CTpyKTypa TeKcTa [JOr0BOPOB U /IOTIO/IHEHUH K [JOrOBOpaM.
Posib 1 3HaUeHWe CUCTeMBI JUIJIOMaTUYeCKOM JOKyMeHTaLWH.
Knaccudukaiys AUrioMaTiyecKux JOKyMeHTOB.

BHeliHMe auriomaTuueckye JOKYMEHThI: BU/bl M Ha3HaueHUe.

BHYTPEHHI/IE AUTVIOMAaTUYeCKWe JOKYMEHTDBI: BU/Jbl U Ha3HAUYE€HHE.

. OcobenHoctr 0hopMIIEHHS AUTITIOMATHIECKOU JJOKYMEHTAI[HH.
. Ponb v 3HaueHre PUHAHCOBOM JOKYMEHTAI[UH.

. Pernamenranyisi pabotel ¢ (MHAHCOBBIMU JIOKYMEHTaMH B HODMAaTHBHBIX TIPABOBBIX aKTax

Poccutickoit ®enepaiiyu.
OcHoBHbIe BH/IbI (PYHAHCOBBIX JOKYMEHTOB.
ITepBrYHBIE yUeTHBIE JOKYMEHTHI U UX 3HaUeHHe.
Odopmenue GprHAHCOBBIX JOKYMEHTOB.
[TpumeHeHne yHUGUIMPOBAaHHBIX (GOPM /ISl COCTaBIeHUs (PUHAHCOBBIX JOKYMEHTOB.
Posib 1 3HaUeHNe BOEHHOH JOKYMeHTaLUH.
OcobenHocTr 0hopMIeHHSI BOBHHOM JJOKYMEHTal[|H.
3akoHOzaTe/bHBIe aKThl 1 HODMAaTUBHO-METOAUYEeCKHe JOKYMEHTBI,  perjaMeHTHUDPYIOIIre
JIeJIONPOM3BO/ICTBO B cucTeMe MuHMCTEpCTBa 000pOHBI PD.
OCHOBHBIE BUZBI CTy>KEOHBIX JOKYMEHTOB, COCTaB/IsIeMbIX (M3/jaBaeMbIX) B BOOpy>KeHHBIX
CUJIax.
IpaBuna MoAroTOBKU M OdOPMJIeHHUsT CIyKeOHBIX JOKYMEHTOB B cucTemMe MUHHCTepPCTBa
060poHBI PO,
6. YueOHO-MeTOAMUEeCKOEe ¥ HH(POPMALIMOHHOE 00ecnieueHHEe JUCHUTTMHBI
6.1. CHHCOK MCTOYHMKOB H JIMTepaTypbl
HcmoyHuku

I'paxxmanckuii kogekc Poccuiickoit ®enepanyu (B peq. @egepanbHoro 3akoHa ot 22.10.2014 Ne

315-®3). Y. 1 or 30 Hosibpss 1994 r. Ne 51-®3 [DnekTpoHHbIli pecypc] — Pexum pocrtymna:

http://www.garant.ru.

bromxketneii komekc Poccuiickon ®epepaiuu (B pen. PemepasbHOrO 3akOHa OT

26.12.2014 Ned449-®3) ot 31.07.1998 Neol45-®3 [DnekTpoHHBIM pecypc] — Pexxum pgocTymna:

http://www.garant.ru.
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Hanoroebiii kozekc Poccuiickoii ®efepauyy (B pen. dejepasbHOro 3akoHa OT
29.12.2014 Ne447-®3) Y. 1. ot 31.07.1998 Nel46-®3 [OnekTpoHHbIN pecypc] — Pexum
Jocryrma: http://www.garant.ru.

@enepanbhbii 3ak0oH OT 06.12.2011 Ned02-®3 «O OyxrantepckoMm yueTe» (B pef.
@epepanbHoro 3akoHa oT 04.11.2014 N 344-®3) [DnekTpoHHbIN pecypc] — Pexxum gocryna:
http://www.garant.ru.

®epnepanbHbiii 3aKOH OT 15.07.1995 Nel01-®3 «O MeXAyHapOAHBIX [OTOBOpax
Poccuiickoii @epnepaiumn» [IneKTpoHHbIN pecypc] — Pexkxum poctyna: http:/www.garant.ru.

depnepanbHbIii 3aK0H OT 02.12.1990 Ne395-1 «O 6aHKax v GAHKOBCKOU JiesITeTbHOCT» (B
pen. ®PenepanbHoro 3akoHa ot 28.06.2014 N 189-®3) [OnektpoHHbI pecypc] — Pexum
Jocryra: http://www.garant.ru.

®enepanbhbii 3akoH 0T 10.07.2002 Ne86-®3 «O LlenTpansHoM 6aHke Poccuiickoit
@enepaiyu  (banke Poccum)» (B pen. PepepanbHoro 3akoHa or 29.12.2014 N 451-3)
[DnekTpoHHBIM pecypc] — Pexxum fgoctyma: http://www.garant.ru.

®enepanbhbiii 3akoH oT 10.12.2003 N 173-®3 "O BanlOTHOM pery/ivMpoBaHHUN M
BaJIFOTHOM KOHTpoJie» (B pen. demepambHoro 3akoHa oT 4 Hossops 2014 1. N 344-03)
[DnekTpoHHBIN pecypc] — Pexxum foctyma: http://www.garant.ru.

®enepanbhbiii 3akoH 0T 31.05.1996 Ne 61-d3 «O6 obopone»// C3 PD. 2015. Ne 23.
c1.2930. [DnekTpoHHbIN pecypc] — Pexxum poctyna: http://www.garant.ru.

[MocraHoBnenve IIpaButenbctBa PP Nel07 ot 25.02.2011 «O6 yTBep)KAeHUU
[MonoxkeHrss o mpU3HAaHUM MeX/yHApOJHBIX CTaHJApPTOB (MHAHCOBOM OTUETHOCTA U
pa3bsiCHeHUd MeXAyHapoHbIX CTaHJApTOB (DMHAHCOBOM OTUETHOCTU /il TPUMEHEeHUs Ha
Tepputopun  Poccutickoii  ®epepaiun» [OneKTpoHHBIM pecypc] — Pexum gocrtyma:

http://www.garant.ru.

WHcTpykuus no AenonpousBoAcTBY B BoopykeHHbix Cunax Poccurickont @eneparyu.
M., 2017. [DnekTpoHHbIi pecypc] — Pexxum poctyna: http://www.garant.ru.

Jlumepamypa

BeikoBa T.A. [lokyMmMeHTalMoHHOe o0ecrieueHure YIipaBieHHUs (ZeIonpor3BO/CTBO)
[SnekTponHsId pecypc]; yuebHoe mocobue/ T.A. brikoBa, T.B. Ky3HerioBa. -2-e u3z. nepepab. u
Jon. — MockBa: Wudpa-M, 2018. -304 c. — Pexxum pocrtyna: http://znanium.com/go.php?
id=942800/


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
http://www.ib.ru/ibs/iprav/info-pravo/base_law-max/02_gov/pp20110225=107.html
http://www.ib.ru/ibs/iprav/info-pravo/base_law-max/02_gov/pp20110225=107.html
http://www.ib.ru/ibs/iprav/info-pravo/base_law-max/02_gov/pp20110225=107.html
http://www.consultant.ru/document/cons_doc_LAW_172854/?dst=100013
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Camoiinenko B.B. [luriomatrueckast ciayx0a: yue6. mocobue - M.: Hopma: UHOPA-
M, 2010. - 320 c.: 60x90 1/16. (neperuier) ISBN 978-5-91768-060-6 - Pexxum pmoctymna:
http://znanium.com/catalog/product/185712

Byxranrepckuii yueT: yuer 000pOTHBIX CpefCTB: YueOHOe mocobue / BepexkHoit B.11.,
Cycnuupiza I'.I'., burgann O.b. u gp. - M.: HUL] UH®PA-M, 2016. - 192 c.: 60x90 1/16. -
(Boicitiee obpa3oBanue: bakanaBpuat) (ITeperiét) ISBN 978-5-16-010784-4 - Pexxum fiocTyra:
http://znanium.com/catalog/product/502154

6.2 Ilepeuens pecypcoB HHGOPMAIHOHHO-TEICEKOMMYHHKAI[HOHHOH CeTH
«HTepHeT»

IapaHT [3n1eKkTpoHHBIN pecypc]. Pexxum goctyna: http://www.garant.ru.

OneKTpoHHO-OMOMoTeUHass cucTeMa [3neKTpoHHBIM pecypc]. Pexum mgoctyma: http:/www.

znanium.com

7. MarepuajibHO-TeXHUYeCcKoe o0ecreyeHHe JUCIUIIUHBI (MOAY/Is1)

Aynuropuun st TIpOBeJeHUs JIEKIUH W CEMHHAPCKUX 3aHITUHM C TEXHUYECKUMH CpeCTBaMU
o0yueHusi (MyJbTHMeUA-TIPOEKTOP (BUAEOTIPOEKTOP), 3KpaH (TIePeHOCHOW WM CTallMOHAPHBIN)),
KOMITBIOTEPHBIN K/Iacc 15 TIPOBe/IeHus 1Tab0paTOPHBIX 3aHSATHA.

1. Ilepeuens IIO

Ner/ HavmeHnosanue I10 IIpousBoauTess Crioco6 pacripocTpaHeHust
i (1uyeH3uoHHOe unu
€80600HO
pacnpocmpatsiemoe)
1. Adobe Master Collection CS4 Adobe JIUL[@H3UOHHOe
2. Microsoft Office 2010 Microsoft JIAL[EH3HOHHOE
3. Windows 7 Pro Microsoft JIMLIEH3HOHHOe
4. Microsoft Office 2013 Microsoft JIUIIEH3UOHHOE
5. Windows 10 Pro Microsoft JIAL[EH3WOHHOE
6. Kaspersky Endpoint Security Kaspersky JIUIIeH3UOHHOe
7. Microsoft Office 2016 Microsoft JIurieH3MOHHOE
8. Zoom Zoom JINLIEH3UOHHOe

2. Ilepeuens B/l u ICC


http://www.garant.ru/
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Ner1/ HaumeHnoBaHue

1 | MexayHapoaHble pedepaTvBHble HayKoMeTpruueckre B/I, 0CTyIHbIe B paMKax
Hal[MOHa/IbHOM morucku B 2022 T.

Web of Science

Scopus

2 | [IpodeccroHanbHble MOMHOTEKCTOBbIe B/I, 1OCTYIIHbIE B paMKax HaljMOHaIbHOM MOJIMCKY B
2022 .

JKypuanst Cambridge University Press
ProQuest Dissertation & Theses Global
SAGE Journals

JKypnasnet Taylor and Francis

3 ITpodeccroHanbHBIE TTOTHOTEKCTOBLIE B/]

JSTOR
W3panust o o611jecTBeHHBIM U I'YMaHUTapHBIM HayKam
OnektpoHHasi 6ubmoTeka Grebennikon.ru

4 | KomnbroTepHble CTIpaBOYHbIe MTPABOBLIE CUCTEMBbI

Koucynbranr I1toc,
l'apanT

8. OOecneueHne 00pa3oBaTe/JILHOrO TpoLecca //isi JIMI C OrPaHUYEHHBIMH
BO3MO)XHOCTSIMH 3J0POBbSI
B xojie peanu3sariuy AUCIUATIIMHBI UCITOJIB3YIOTCA CIeAYIOIIHE AOTIOHUTE/TbHbIe

MeTo/jbl 00yUeHHUs1, TEKYII[ero KOHTPOJISI YCIIeBaeMOCTH U TIPOMEKYTOUHOM aTTecTallii 00yJaroluxcs B
3aBUCHMOCTH OT UX UH/IMBHU/YaJIbHBIX 0COOEHHOCTEH:

® 7151 CJIETIBIX Y CTa00BUASIINX:
- JIeKUWK 0(OPMJISIFOTCS B BH/Ie 37IeKTPOHHOTO JOKYMEHTa, OCTYITHOTO C TIOMOLI[bI0 KOMITBIOTEPa CO
CTeI[Ha/TU3UPOBAHHBIM MMPOrPAMMHBIM 00ecrieueHeM;

- INMCbMEHHbIE€ 3ajaHWA BBITIOJIHAIOTCA Hd KOMIIBIOTEpE CO CIrieqha/IM3MPOBAHHBIM IIPOIPAMMHBIM
OGECHE‘—IEHI/IEM, WK MOT'yT OBITH 3aMeHeHbI YCTHBIM OTBETOM;

- obecrieurBaeTCsl MHAWBHIyaJlbHOE PaBHOMEPHOe ocBellieHre He MeHee 300 JTFOKC;

- AJ1s1 BBITIOJIHEHUS 3a/jaHUsi TIPM HeOoOXOZMMOCTH TIPeJOCTaBIIsSIeTCsl YBE/IMUMBAlOIlee yCTPOWCTBO;
BO3MOJKHO TaK)Ke UCTI0/Ib30BaHUe COOCTBEHHBIX yBETMUMBAKOLINX YCTPOUCTB;

- IUCbMeHHbIe 3aJjaHus1 0(hOPMIISIIOTCS yBeJTMUeHHbIM LIPU(TOM;

- 9K3aMeH U 3aUéT MpOBOJATCA B YCTHOﬁ (bopMe WIA BBITIOJIHAIOTCS B ITHCbMEHHOM (bopMe Ha
KOMIIBIOTEpE.

b A TIIYXUX U CJ'[a60CJ'II:ILHaI.L[I/IXZ
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- nekuyud OGOPMJSIOTCS B BHJE SJ€KTPOHHOTO  JOKyMeHTa, /100  TIpeAoCcTaB/isieTcst
3BYKOYCWIMBAIOLL[Asl anrapaTypa WHAWBUAYaIbHOTO T10/1b30BaHKS;

- IMCbMEHHBIE 3aJaHWs BBIIIOJIHAKOTCA Ha KOMITBIOTEPE B MUCbMEHHOM d)opMe;

- 9K3aMeH U 3auéT TPOBOJATCS B MUCHbMEHHON (popMe Ha KOMITHIOTEPE; BO3MOXKHO TPOBe/IeHUE B
(dopmMe TecTHPOBaHUSI.

® ISl JIWL] C HAPYLIEHUSIMY OTIOPHO-/{BUTaTe/IbHOTO arapara:
- JIeKLUK1 0(pOPMJISIFOTCSL B BUJIE 3/IEKTPOHHOI'O JOKYMEHTa, JOCTYIHOTO C IIOMOILL[bI0 KOMITbIOTEpPa CO
CTIerMaM3UPOBAaHHBIM ITPOTPaMMHBIM 0becrieueHreM;

- MUCbMEHHbIE 3a/IaHKsI BBITIOJIHSAIOTCSA Ha KOMIIBIOTEPE CO CITeIMaJM3UPOBAHHBIM TIPOrPAMMHbBIM
obecrieuenuem;

- 9K3aMeH M 3auéT MPOBOJATCS B YCTHOW (hopMe WM BBIMOJHAOTCS B NMHCbMeHHOM ¢opme Ha
KOMITbIOTEpE.

HpI/I H606X0,£[I/IMOCTI/I npeayCMaTpruBaeTCH YBe/IMUeHWEe BpEMEHU /14 TIOATOTOBKU OTBETA.

I[Tporjenypa TNpoBefeHHs MPOMEXYTOYHOW aTTecTalMy [Jisi OOyuaroLMXCsl yCTaHAB/IUBAETCS C
YUETOM WX WHIUBUAYAJIBHBIX TICUXO(MHU3MUYeCKUX 0CoOeHHOCTel. IIpoMe)XyTouHasi aTTecTalusi MOXKeT
TIPOBOZIUTHCSI B HECKOJIBKO 3TAlloB.

Ilpy TmpoBefeHWM TpOLeAYPhl OIEHWBAHUS Ppe3y/lbTaTOB 00yueHWs TpeayCcMaTpUBaeTCs
HCIIO/Ib30BaHHE TEXHUUYECKUX CPE/CTB, HEOOXOJUMBbIX B CBSI3U C WMHAWBUAYATbHBIMM 0COOEHHOCTAMH
00y4aromuxcsi. ITH CPeICTBA MOTYT OBITh TIPEIOCTABIEHbl YHUBEPCUTETOM, VI MOTYT WCIIO/Ib30BATHCS
COOCTBeHHbIE TEXHUUECKHE CPE/ICTRA.

ITpoBeseHue Tporieyphl OLIEHWBAHUS Pe3y/IbTaTOB OOyueHMs [OIYyCKAeTCsl C HCIOIb30BaHUEM
JTUCTaHIIMOHHBIX 00pa30BaTebHLIX TEXHOIOTUH.

O6ecrieunBaeTCcs AOCTYI K MHGOPMAIMOHHBIM 1 OubMorpaguyeckuM pecypcam B ceTd VIHTepHeT
JJ1s1 Kaxgoro obydarorjerocst B (popmax, aZlanTHpPOBaHHBIX K OIPAHUUEHHUSIM MX 3[,0POBbsl U BOCIIPUSATHS
vHbOpMaIu:

® ISl CJIETBIX U CJ1a00BUASIINX:
- B 1eYaTHOU (hopMe yBeTMUeHHBIM IIPUGTOM;

- B (hopMe 3/1eKTPOHHOrO [JOKYMEHTa;
- B hopme ayauodaiina.

® ISl TUIYXUX U C1a00C/TBIIIAIINX:
- B euaTHOU (opme;

- B (hopMe 3/IeKTPOHHOTO [JOKYMEHTa.

® 717 00yUarOLMXCs C HAPYIIEHUIMH OTTIOPHO-IBUTATe/IbHOTO arlriapara:
- B reyaTtHoU opme;

- B hopMe 3/1eKTPOHHOTO [JOKYMEHTa;
- B hopme ayanodaiina.

YuebHble ayAWTOpUM [/ BCeX BH/OB KOHTAaKTHOM M CAMOCTOSITeJIbHOW paboThl, HayuHas
Onb/mMoTeKa ¥ MHBIe TIOMeLeH s il 00yUYeHHsl OCHAIL[eHbI CrieldaTbHbBIM 000py/I0BaHHEM U YUeOHBIMU
MeCTaMH C TeXHUYeCKUMH CPeJICTBaMU 00yUeHMUs:

® 7151 CJIETIBIX Y CTa0OBUZSIINX:
- YCTPOMCTBOM [IjIsi CKAHMPOBaHUs U uTeHus ¢ Kamepoit SARA CE;;
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- mucriieem bpatinsg PAC Mate 20;
- ipuHTepoM Bpaiinsg EmBraille ViewPlus;

® I TVIyXUX U CabOC/bIIaHX:
- aBTOMaTU3UPOBAHHBIM PabOUMM MeCTOM /ISl JIF0/iel C HapyIleHWeM C/lyXa M C1ab0CbIIIaINX;

- aKYCTI/I‘JECKHf/‘I yCUinTe/Ib U KOJIOHKH;

® /1 0OYYAIOIIUXCA C HApPYIIeHUAMH OMIOPHO-ZIBUraTe/IbHOTO arrapara:
- TIepeIBWKHLIMU, PETYTUPYeMbIMU 3PrOHOMUYeCKUMU raptamu CU-1;

- KOMH]:I*OTepHOf/Jl TeXHHKOH CO Crieqa/IbHbIM IMTPOTrPaMMHBIM obecrieueHem.

9. MeToau4yeckHe MaTepHaJbl

9.1. [11aHbl cCeMUHAPCKHUX U NMPAKTUYECKUX 3aHATHHI

Tema 1. Ocob6eHHOCTH 0()OPM/IEHHA JOTOBOPHO¥ JOKYMeHTAI[HH.
@dopma npoBeeHUs — JUCKYCCHSA

1 3aganve. CTyfeHTbl M3y4alOT OCHOBHbIE BH/bl [IOTOBOPHOM [JOKyMEHTAlWH,
3HAKOMSTCS C MX 0(DOPM/IEHUEM U aHAJTU3UPYIOT MPe/IIoKeHHbIe 00pa3Libl JOKYMEHTOB

2 3apmanue. M3yuuth TpeboBaHusi I'paskgaHCKOro kojekca Poccuiickoit demepaiyu K
COCTaBJIEHUIO ¥ O)OPMJIEHUIO JIOBEPEHHOCTEH.

3 3aganue. CoCTaBUTh [JOBEPEHHOCTH M0 TIPe/IJIOKEHHOW yIipaB/ieHYeCKOW CUTYaLu.

Ncrounuku u 1ureparypa:
I'paxpanckuii kogekc Poccuiickoit Penepauyu (B pes. @esepanbHoro 3akoHa ot 22.10.2014 Ne

315-®3). Y. 1 or 30 Hostbps 1994 1. Ne 51-®3 [DyieKTpPOHHBIM pecypc] — Pexxum pgoctyma:
http://www.garant.ru.

beikoBa T.A. [loKymeHTalMoHHOe obecrieueHue yrpaB/ieHUs ([1eJI0MPOU3BO/CTBO)
[DnekTpoHHBINM pecypc]; yuebHoe ocobue/ T.A. Beikora, T.B. Ky3HelioBa. -2-e u3z. nepepab. u
porn. — MockBa: Wudpa-M, 2018. -304 c. —Pexxum pocrtymna: http://znanium.com/go.php?
id=942800/

Tema 2. Oco6eHHOCTH 0()OPM/IEHHA JUIVIOMATHYECKOH JOKYMEHTaIMH.
dopma npoBejeHUs — AUCKYCCUA

3aganue 1. CTygeHTbl U3yuyalOT OCHOBHbIE BH/bl JWUIJIOMAaTUUYECKOW [IOKyMeHTallWH,
3HAKOMSTCS C MX 0(hOpPM/IEHHEM U aHAJTU3UPYIOT Mpe/I/IoXKeHHbIe 00pas3iibl JOKYMEHTOB.

3aganue 2. M3yunTth TpeOOBaHMSI HOPMAaTHBHBIX TIPAaBOBLIX aKTOB K OGOPMJIEHHIO
JUIVIOMaTUYeCKUX JOKYMEHTOB.

3ajanue 3. BbisgBuTh creld(UKy COCTaB/IeHUSI TEKCTOB — JIWIJIOMaTHUeCKUX
JIOKYMEHTOB.

WNcrounuku U 1ureparypa:


http://znanium.com/go.php?id=942800/
http://znanium.com/go.php?id=942800/
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®enepanbHbiid 3ak0H OT 15.07.1995 Nel01-®3 «O MexayHapoAHBIX AoroBopax Poccuiickoit
®enepauun» [D1eKTPOHHLIN pecypc] — Pexxum foctymna: http://www.garant.ru.

Yka3 Tlpesugenta P® ot 11.07.2004 Ne865 «Borpockl MwuHHCTEpCTBAa WHOCTPAaHHBIX e
Poccuiickoit ®enepaun» (B ped. ot 21.12.2013) [SnekTpoHHbIN pecypc] — Pexkxum goctyma: http://
www.garant.ru.

Camoiinenko B.B. [IuruiomaTtrueckas ciy»xba: yueb. mocobue - M.: Hopma: MTH®PA-
M, 2010. - 320 c.: 60x90 1/16. (meperier) ISBN 978-5-91768-060-6 - Pexum poctyma:
http://znanium.com/catalog/product/185712

Tema 3. OcoGeHHocTH 0popMmyieHHsA (PMHAHCOBOM JOKYMeHTAIHH.
@dopma npoBeeHUs — JUCKYCCHS

3amanue 1. CTyaeHTbl HW3y4alOT OCHOBHbIe BU/bI (PUHAHCOBOM [IOKyMEHTallUH,
3HAKOMSTCS C UX 0(hOpM/IEHHEM U aHAJTU3UPYIOT Mpe/i/IoXKeHHbIe 00pa3iibl JOKYMEHTOB.

3apanue 2. V3yunts TpebOBaHUs 3aKOHOZAATE/NTBHBIX HOPMATUBHBIX IPABOBBIX aKTOB K
o opmIIeHNIO (PUHAHCOBBIX JOKYMEHTOB.

3amanve 3. CoCTaBUThb cueT-(aKTypy, I/IaTeKHOe TOpyYeHHe, akKT O IpHeMe-Tiepesiaue
TOBapHO-MaTepHa/IbHBIX [JeHHOCTel, IPUXOHbIN KaCCOBBIN opZiep

HNcTrouHuku u iuTeparypa:

@enepanbhblii 3akOH OT 06.12.2011 Ned02-®3 «O Oyxranrepckom yueTe» (B pe.
®enepanbHOro 3akoHa oT 04.11.2014 N 344-®3) [OnekTpoHHbIN pecypc] — Pexxum focTymna:
http://www.garant.ru.

®enepanbHbIM 3aK0H OT 02.12.1990 Ne395-1 «O 6aHKaxX ¥ OAHKOBCKOU JeSITe/TbHOCTI»
(B pen. denepanbHOro 3akoHa oT 28.06.2014 N 189-®3) [DOnekTpoHHbIN pecypc] — Pexum
nJoctyna: http://www.garant.ru.

@enepanbhblii 3akoH OT 10.07.2002 Ne86-®3 «O llenTpanpHoM OaHke Poccuiickoi
®enepauyu  (banke Poccun)» (B pea. PepepanbHoro 3akoHa oT 29.12.2014 N 451-03)
[DnekTpoHHBIN pecypc] — Pexxum fgoctyna: http://www.garant.ru.

[Tpuka3 Munduna P® ot 02.07.2010 1. Ne66H «O hopmax OyxranTepckoil OTYETHOCTU

opranuszanuii” [DeKTpoHHbIN pecypc] — Pexxum foctymna: http://www.garant.ru.

Byxrantepckuii yuer: yueT 000OpPOTHBIX CpefcTB: YueOHoe mocobue / BepexxHoit B.U.,
Cycnuupiza I'.I'., burgan O.b. u gp. - M.: HUL] UHOPA-M, 2016. - 192 c.: 60x90 1/16. -
(Boiciiee obpa3zoBanue: bakanaBpuat) ([Teperiét) ISBN 978-5-16-010784-4 - Pexxum goctyma:
http://znanium.com/catalog/product/502154

Tema 4. Ocob6eHHOCTH 0()OPM/IEHHSA BOEHHOM JOKYMEeHTaI[UH.


http://www.garant.ru/
http://www.consultant.ru/document/cons_doc_LAW_172854/?dst=100013
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@dopma npoBeeHUs — JUCKYCCHSA
3ajanue 1. V3yuuTh OCHOBHbIE BH/bl BOEHHOW JOKyMEHTAL|UM, O3HAKOMHUTBHCS C UX
oopM/ieHreM U MTPOaHaIM3UPOBATh Tpe/Jio’KeHHbIe 00pasLibl JOKYMEHTOB.

3aganve 2. W3yuuTh TpeOOBaHUS HOPMATHMBHBIX TIPABOBBIX aKTOB K OGOpPMIIEHUIO
BOEHHBIX /JOKYMEHTOB.

3ajjanue 3. BISIBUTH Ccrielii(UKY COCTaB/IeHUs] TEKCTOB BOEHHBIX JOKYMEHTOB.
WNcrouHuku u 1uTeparypa:

denepanbHblii 3akoH OT 31.05.1996 Ne 61-P3 «O6 obopoHe» [DeKTpoHHBIN pecypc] —

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

[Mpuka3 MunucTpa o6oponbl Poccutickoii ®egeparmu ot 30.11.2006 r. Ne100 r.Mocksa
«O6 yrtBepxgenuu Persamenta MuHucTepctBa 0060poHbl  Poccuiickori  ®epepariyi»

[DniekTpoHHBIN pecypc] — Pexxum foctymna: http:/www.garant.ru.

WHcTpyKkuus no AenonpousBoAcTBy B BoopykeHHbix Cunax Poccurickont @egeparyu.

[DnekTpoHHBIM pecypc] — Pexxum gocrtyna: http://www.garant.ru.

Ilpunoxcenue 1

AHHOTAIIMA AUCIIUTILINHBI

OucimruimHa  «CrieljMasibHble CUCTeMbl [JOKYMEHTAaLMWh: WCTOPUSI U COBPEMEHHOCTH»
peanu3yercsi Ha (paky/bTeTe apXUBOBeZleHUs] U [JOKyMeHTOBeJeHHsl Kadeipoil [10KYMeHTOBe[eHUs,

ay,E[I/IOBI/Byaf[bHLIX nu HaquO-TEXHI/ILIECKI/IX apXI/IBOB.

Lenb aucuuruivHbl (MOAY/sI) — W3ydyeHWe CK/Ia[blBaHWS W Pa3BUTHS CIelalbHbIX
CUCTEM [IOKYMEHTallih, a TakXe COBPEMEHHBbIX BHJOB U PA3HOBUJHOCTEN [JOKYMEHTOB,
OTHOCSALMXCS K (PUHAHCOBOM, JOTOBOPHOM, AUTIOMaTAYeCKOM ¥ BOEHHOM I0KyMeHTaLUu.

3azauu:

— M3yuYuThb IPOLECC CK/IA/bIBAHUS U Pa3BUTHsS CIleLMalbHBIX CUCTEM [JOKyMeHTaluu
(Ha npumepe (MHAHCOBOM, JOrOBOPHOM, JUTJIOMaTUUECKOM U BOEHHOU [JOKYMeHTaL[1K);
— TIOKas3aTb COBpeMeHHble TpeOOBaHUs K COCTaBJeHUIO U O(OPMJIEHHIO [JOKYMEHTOB,

OTHOCAIIMXCA K CITefa/IbHbIM CUCTEMaM AOKYMEHTAllNU,


http://www.garant.ru/
http://www.garant.ru/
http://www.garant.ru/
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— TIPDUBWUTh HABLIKM aHa/M3a [JOKYMEHTOB, OTHOCSIIUXCS K CIeIMaabHbIM CHCTEMam
JIOKyMeHTal[1y;

— TIPUBUTH HaBBIKM COCTAB/IEHHS PA3/UUHBIX BHU/OB JOKYMEHTOB, OTHOCSIIIUXCS K
(hrHaHCOBOM, 10rOBOPHOM, JUIJIOMaTUUeCKON U BOEHHOU [JOKyMeHTal1y;

— HW3YYUTh KIACCU(DUKAIMIO OKYMEHTOB, OTHOCSIIMXCS K CreluasbHbIM CHUCTeMaM
JIOKyMeHTal[1y;

— BBISSBUTb BO3MOXXHOCTH YHU(HKAI[UH [JOKYMEHTOB, OTHOCSIIUXCS K CTelHaJbHbIM

CHCTeéMaM JOKyYMeHTalluK1

MucuuruivHa (Mo/ly/ib) HampaB/ieHa Ha (popMHpOBaHUe CeYIOLMX KOMITeTeHLUH:

o ITK-3.2 CriocobeH oLjeHHBaTh UCTOPUIO U COBPEMEHHOE COCTOsIHUE 3apy0Oe’KHOro
ombITa B cdepe JOKyMeHTAL[IOHHOT0 obecrieueHust yrpaB/ieHrsl U apXUBHOTO Jlefa;

. [IK-7.1. ¥YMeeT BbICTpauBaTb, KOHTPO/IMPOBATh, COBEPILIEHCTBOBATb CUCTEMY
apXMBHOTI'O XpaHeHHs Jesl (JOKyMEeHTOB) B OpraHU3aLiui.
B pe3sysbTaTe ocBOeHHs JUCLMIUIMHBI (MOZY/1s1) 00yUaroluiics 0/DKeH 3Hamb:

— JIOKyMEHTOBeJ4eCKY0 TePMUHOJIOTUIO;

— 3aKOHOJaTe/IbHble M HOPMAaTWBHBbIE IPaBOBble aKTbl U HOPMAaTHMBHO-MeTOAUYeCKHe
Marepuasbl, peryjupyroliye IOpsA0K CO3[aHusl JOKYMEHTOB, OTHOCSALUXCS K CIleliia/bHbIM
cucTeMaM JJOKyMeHTal1u;

— 3aKOHOMEPHOCTH Pa3BUTHs ClleLlaIbHbIX CUCTEeM JOKYMeHTaLuy;

— CTPYKTYPY LOKYMEHTOB, OTHOCSAIMXCS K CITeL{MabHbIM CUCTeMaM [ OKYMeHTaL1H;

— KjJaccu(UKaluyioo — IOKYMEHTOB, OTHOCSILMXCS K  CleLUaJbHbIM  CHCTeMaM
JIOKyMeHTaL1u;

— XapaKTepUCTHUKY U COCTaB YHU(PULMPOBAHHBIX CUCTEM /IOKYMeHTallUY;

— TIpaBWIa COCTaBJeHHS U O(QOPMJIeHUS [JOKYMEHTOB, OTHOCSLMXCS K CIleLia/JbHbIM

CUCTEMAM [JOKYMEHTALINH;

B pe3yabmame u3yyeHusi oucyunauHbl cmyoeHm 001H#CeH yMemb:

— yHU(UIUPOBaTh MW TIPOEKTHPOBAaTh (OPMBI  JOKYMEHTOB, OTHOCSIIUXCS K
CreliMaJbHBIM CUCTeMaM I0KyMeHTaLUu;

— COCTaBlSATh U OGOPM/IATH AOKYMEHThI, OTHOCSIIHECS K CIelUa/JbHbIM CHUCTeMaM
JOKyMeHTalL[1H;

— 0hopMJISITE JOKYMEHTBI, OTHOCSIII[ECS K CreldaJbHbIM CUCTeMaM [JOKYMeHTal[uH, B

COOTBETCTBUU C Tp66OBaHI/IHMI/I HOPMATUBHBIX dKTOB U I'OCYJdPCTBEHHbLIX CTAHAAPTOB;
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— WCIO/b30BaTh YHU(ULMPOBAHHBIE ()OPMbI JOKYMEHTOB.

B pesyabmame u3syueHusi QucyunauHbl cmyoeHm 001xceH 061adamb Ha8bIKamu:

- HaBbIKaM{ TpUMeHeHWs TpeOOBaHMII HOPMATHMBHBIX AaKTOB M TOCY/apCTBEHHBIX
CTaHZJAPTOB TPU COCTaB/Je€HUH U OQPOPMJIEHUU [JOKYMEHTOB, OTHOCSIIMXCS K CIeljaJbHbIM
cucTeMaM JJOKyMeHTal[1y;

— HaBbIKaMU pa3pabOTKU YHUPULMPOBAaHHBIX (OPM [IOKYyMeHTOB U Tabensi Gopm

AOKYMEHTOB.

Mo pucuurvHe (MOJy/0) MpeAyCcCMOTpeHa TPOMeXKYTOUHasi aTTecTaijusi B dopme
5K3aMeHa.
OO1iast  TPyJOeMKOCTb OCBOEHUSI AMCLUIUIMHBI (MOJY/sl) COCTaBisieT 3 3ayeTHBIX

e IVUHULIBI.
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