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1. OBIIASI XAPAKTEPUCTHUKA PABOYEN ITPOTPAMMBI
YYEBHOM JUCIHUATIJIMHBI OM.07 JOKYMEHTALIMOHHOE
OBECIEYEHUE YITPABJIEHUS

1.1. MecTo aMCUMIUIMHBI B CTPYKType 00pa3oBaTe/JIbHOM INPOrpaMMbl
MNOATOTOBKM CHENUAJTUCTOB CpelHero 3BeHa: yuyeOHas MUCIUILUIMHA BXOAWUT B
o0menpodeccHOHaTbHBIN THKI.

YdeOHasi AMCUUIUIMHA UMEET MPAKTUYECKYI0 HANpPaBICHHOCTb U UMEET
MEXIpPEAMETHBIE CBsI3U C mnpodeccuoHanbHbIM MoayiaemM [IM.02 IloaroroBka,
oopmiieHHE U YUEeT TEXHHUECKOH TOKyMEHTAIUN

1.2. easp ¥ MIAHHPYeMble Pe3yJbTATbhl OCBOCHUSA YUYeOHOU
AUCHUIIMHBI

B pe3ynbpTaTe 0OCBOSHMS IUCHUIUIMHBI O0YYaIOUIUIICs JOJIAKEH 3HATD!

- 3aKOHOAATENBCTBO B 00JACTU BEIEHUS JOKYMEHTOOOOPOTa W apXHUBHOTO
nena,

- NIPUHLHIIBI OPraHU3alnu JEIOIPOU3BOCTBA B YUPEXKICHNH;

- IpaBOBbIE M HOPMATHBHBIE OCHOBBI BEJEHUS JOKYMEHTOOOOpPOTa,
COCTaBJICHHS U 0()OPMIIEHHSI OCHOBHBIX BHJIOB YIPABIEHYECKOW JOKYMEHTAIUY;

- yHU(ULIHUPOBaHHBIE POPMBI U METOJIbI O(DOPMIICHHS TOKYMEHTALIUU.

- TpaBUJIa TEKYIIETO XpaHEHUs JOKYMEHTOB;

- TMOATOTOBKY JOKYMEHTALMH JIJISl JJIUTEILHOIO XPAHEHUS;

- OCHOBHbIE TpeOOBaHUS OOECIEYEHUIO COXPAHHOCTU JOKYMEHTOB B
apXuBe, MOPSIIOK BbIIAYH JIETT.

B pe3ynpTaTe 0OCBOCHUS IUCHUIUIMHBI O0YYaIOIIHICS J0IAKEH YMETh:

- pa3pabaTbIBaTh JIOKAJIbHbIE HOPMAaTUBHBIE aKThl U HOPMAaTUBHO-METONYE-
CKM€  JOKYMEHThl  (MOJOXEHHs, HMHCTPYKUMH W  Jp.) 1O  BEIACHUIO
JEJIONPOU3BOCTBA;

- TPaMOTHO COCTaBUTh WJIM O(OPMUTH TOT WM HHOM CIyKeOHBbIH
JOKYMEHT;

- COCTaBJIATh, YYUTHIBATh, XPaHUTh, OPTaHU30BbIBATH 3AIIUTY U MEpeaady
CIy)k€OHOW ¥  KOH(UJECHUMUATBHOM JIOKYMEHTAUUU B  COOTBETCTBUU C
TpeOOBAHUSIMU JOKYMEHTOOOOPOTA;

- paboTaTh C YHHBEpPCAJbHBIMU NAKETaMH MPUKIAIHBIX MPOTpaMM JUIs
pElIeHUs] YIPABJICHYECKUX 3aJa4, MCIOJb30BaTh ISl OpraHU3alllH, XpaHEHUS,
Moucka 1 o0pabOTKU UH(POPMAITUU CUCTEMBI YIIpaBJICHUs 0a3aMH TaHHBIX;

- (opMHpOBAThH U XPAHUTH JI€J1a, YUUTHIBATH U OCYIIECTBIISTh Mepeayy J10-
KYMEHTOB B COOTBETCTBUU C HOPMATUBHBIMU TPEOOBAHUSMHU.

O0mme komnereHunu, GopMUpyEMbIE B pE3yJIbTaTe OCBOCHUS AUCLUILIUHBL
OK 01 Beibupars  cmocoOwl  pemieHus — 3aa4  IpodeccHoHaTBHOM

ACATCIBbHOCTH ITPUMCHHUTCIIBHO K PAa3/IMYHBIM KOHTCKCTAM.

OK 02 Hcnonb30BaTh  COBPEMEHHBIE CpPEACTBA IOMCKA, aHauu3a W
WHTEpHnpeTanuu nHGoOpMaIuu U WHPOPMAITMOHHBIC TEXHOJOTUU IS
BBITIOJTHCHHUS 337249 MPOPECCUOHAIBHOMN JACATEITHHOCTH.
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OK 05 OcCylecTBIATh YCTHYHO M NHUCBMEHHYKDO KOMMYHHUKAIIMIO Ha
rocyJapcTBeHHOM s3blke Poccuiickon @enepauuu ¢ y4eTOM
0COOEHHOCTEH COIMATILHOTO U KYJIBTYPHOTO KOHTEKCTA.

OK 07 CopeiicTBOBaThH COXPaHEHUIO OKpYXarolen cpensl,
pecypcocOepexeHIo, MPUMEHITh 3HaHUs 00 W3MEHEHUU KIuMaTa,
IPUHIUIE 0EPEXIIMBOTO MPOU3BOACTBA, 3D ()EKTUBHO NECTBOBATH B
4Ype3BbIUYANHBIX CUTYAIUSX.

OK 09 [Tonmp30BaThCA npodeccruoHanbHOM JTOKYMEHTALUEN Ha
TrOCYJIapCTBEHHOM U MHOCTPAHHOM SI3bIKaX.

IIpogeccnonanbHbie KOMIETEHUNMH, POPMUPYEMBIE B PE3yJbTaTE€ OCBOCHUS

JTUCIUTIIAHBI:
IIK 2.1. [logroraBnuBaTh TEXHUYECKHE JOKYMEHTHI  (3aKJIIOYCHHS) O
COOTBETCTBHM KaueCcTBa IIOCTYIAIOIMIMX B OPraHU3alMIO0 ChIPHS,
MaTepHUajoB, nory(abpHuKaToB, KOMIUIEKTYIOIIHAX 151631 (N070

TEXHUYECKUM PETJIAMEHTaM, CTaHJIapTaM U TEXHUYECKUM YCIOBUSIM.
[IK 2.2. [logroraBnuBaTth TEXHUYECKHE JTOKYMEHTBI M COOTBETCTBYIOLIWE
oOpa3ipl MOPOAYKUMH JJIsl TPEAOCTABICHUS B  UCIBITATEIbHBIC
JabopaTopuu ISl IPOBEACHUS MPOLEAYPhI CEPTUDUKALIUH.
IIK 2.3. OdopMIIATh JOKYMEHTAIIMIO Ha TOJITBEPKICHUE COOTBETCTBUS
npoaykiuu (paboT, YCIyr) B COOTBETCTBHU C YCTAHOBJICHHBIMHU
TpeOOBaHUSIMU.



2. CTPYKTYPA M TNPUMEPHOE COJEPXKXAHUE YYEBHOM

JUCHUIIIAHBI

2.1. O0bem y4eOHOH JUCHUIIMHBI U BUbI Y4eOHOH padoThl

Bua yueOHoii padoThl

O0BéM yacoB

O6beM 00pa3oBaTeIbHON MPOrpaMMBbI 90
CamocrosiTeibHas padora 2

Y4yeOHasi HATPY3Ka BO B3aMMO/IeliCTBHH ¢ NMPeNnoiaBarTeieM 88
B TOM YHCIIE:

TEOPETHUECKOE 00yUeHUe 40
nabopaTopHble paboThI (€CIIU MPETYCMOTPEHO) -

IIPAKTUYECKHE 3aHTHS (€CIU IPETYCMOTPEHO) 40
KypcoBas paboTa (mpoeKT) (eciiu MpeaycMOTPEHO) -

KOHTpOJIbHAs paboTa -

Kouncynpranumn 2

[IpomexyTouHas arTecTanus — YK3aMeH 6




NHCTPYKIUA
110 COCTABJICHHIO pado4eil MporpaMMsbl y4eOHOM IUCHUILIHHBI/TIPO(ecCHOHAIBLHOT0 MOLYJIs

Pabouas nmporpamma 1o y4eOHOM AuciuIuInHe/ipodeccuonanbHomMy mMoaynio (aanee — PIT V]I/TIM) — yueOHO-METOUYECKUN JTOKYMEHT,
COCTaBJICHHBIN B COOTBETCTBUH C YU€OHBIM IIJIAHOM, B KOTOPOM OTpa)k€Ha MOCJIeI0BAaTeIbHOCTh U3YUECHHS U pacipeienenie o0beMa BpeMEeHH 10
pazgenam u TemaM. KommuectBo wacoB mo PII VI/IIM BkiIO4aeT MaKCHUMalbHYIO Y4YeOHYIO HArpys3Ky, COCTOALIYIO U3 00s3aTelbHON
ayJUTOPHOM Harpy3KU U BHEAYIUTOPHON CaMOCTOSATENbHON PabOThl 00YYarOIIEerocs.

@®opma PIT YI/IIM sBasercss equnoit st npenogasareneid [AIIOY CO «TUIIK». PII Y/IIM Boctpebyercs mnpemnopaBaresieM Mpu
MPOEKTUPOBAHUU UM OOpa30BaTEIbHON JESATENLHOCTH U SIBISIETCS COCTAaBHBIM KOMIIOHEHTOM OCHOBHOM IMpodeccnoHanbHOM 00pa3oBaTeabHON
IPOrPaMMBIL.

ITpu cocrasienuu PIT YV ]I/TIM HeoOX01uMO y4ecThb Cleayrolee:

1. Paccmotpenue u o6cyxaenue PIT V/I/TIM ocymecTBiusiercs exeronHo Ha 3aceaanusax padbounx rpymnmn OITOIT coorBercTBytomero mpoduis.
PIT V]I/TIM yTBepkaaeTcs AUPEKTOPOM, UYTO OTPAXKAETCS HA BTOPOM JIHCTE.

2. B rpade Nel «HaumeHnoBanue pa3zieoB U TEM» MOCIEIOBATEILHO [UIAHUPYETCS BECh MaTepuall paboueit mporpaMMBbl, pacipeeliCHHbIH 10 pa3iernam,
Y TEMaM.

3.B rmpade N2 «Copepxanue yueOHOro MaTepuana, JiabopaTopHble pabOThl M MpaKTUYECKHE 3aHATHSA, KypcoBas pabora (IIPOEKT)»
TIOCIIEIOBATENHHO TUIAHUPYETCSl BECh MaTeprail paboueil mporpaMmbl, pacripeAeIeHHbIA M0 JUIAKTUYECKUM eHUIaM (Borpocam), No 1abopaTopHbIX
paboT U mpakTUYecKUX 3aHATuil. CienyeT BbIIeNATh OCHOBHBIE TEMBI ¢ pa30UBKOM Ha 3aHsATHs — 1 yac.

4. B rpage 3 «O06bEM 4acoB» CTaBUTCS JpOOb, YUCIUTEIb KOTOPOH O03HA4YaeT KOJIMYECTBO YacOB, OTBEJICHHBIX HA 3aHSTHE B JIAHHBIA JIeHb, a
3HaMEHaTeNb — KOJIMYECTBO YacoB, Mpolle/iiee ¢ Hadyaia yueOHnoro roga. Hanpuwmep, 1/1, 1/2, 1/3, 1/4, 1/5 u 1.4.

5. B rpade Ned «YpoBeHb OCBOEHHS» YKa3bIBa€TCS ypPOBEHb OCBOEHHUS TEMbl B COOTBETCTBUU C PEKOMEHJAIUsAMHU: 1 — 03HAKOMUTENIbHBII
(y3HaBaHUE paHEe U3YYEHHBIX OOBEKTOB, CBOWCTB); 2 — PEMPOAYKTUBHBIN (BBIMOJHEHUE NEATEIHHOCTH MO 00pa3ily, MHCTPYKIUU WU IO
PYKOBOJICTBOM); 3 — IPOAYKTHUBHBIH (TUTAHUPOBAHHUE U CAMOCTOSTEIIFHOE BHITIOJTHEHHE ICATEIbHOCTH, PEIIEHHE MPOOJIEMHBIX 3a71a4)

6. B rpade 5 «Ne 3aHsTHIT» MOCIENIOBaTENbHO MPOCTABIAIOTCS HOMepa 3aHaTui (1.2.3....), KOTOpbIE TOJKHBI COOTBETCTBOBATH 3AIUCSM,

3a()UKCUPOBAHHBIM B JKypHaJie TEOPETHUYECKHUX 3aHATHHN MO cooTBeTCcTBYomuM Y JI/TIM.

7.B rpade 6 «Bum 3aHATUS» TIAHUPYIOTCS BUIBl yYEOHBIX 3aHATUN: JIEKIHs, CEMHUHap, JabopaTropHas paboTa, MPaKTHUYECKOE 3aHSITHE,
KOHTpOJIbHasT paboTa, KOHCYJbTAIlMs, BBHITIOJHEHHE KYypCOBOW paOOThl, KOMOMHUPOBAHHBIM YpOK, JEJIOBasi WJIM poJieBass urpa, paszoop
KOHKPETHBIX CUTYaIUi, ICUXOJIIOTUYECKUN U WHOM TPEHUHT, KOMIBIOTEPHAsI CUMYJISIIHS, TPYIOBast JUcKyccus (yciaoBHbIe 0003HaueHus - JIP
— nabopaTtopHas padbora; [13 — npaktudeckoe 3ausatue; KY - KOMOMHHUPOBAHHBIN YPOK).

8. B rpade 7 «BHeaymuTopHas camocTosTelbHas paboTa» YKa3bIBAIOTCS BUABI BHEAYIUTOPHON CaMOCTOATENbHOW paboThl (mMpopaboTka
KOHCIIEKTOB 3aHSATHH, CAMOCTOATEIbHAS padoTa ¢ YUeOHMKOM M HOPMATHBHOMW JIUTEPATYpOM, pEIlIeHUE 3aja4, BBIMOIHEHHE OTYETHRIX PaboT K
MPAKTUYECKUM 3aHATUAM U JIaDOpaTOPHBIM paboTaM, BBINOJHEHHUE pacYeTHO-TpaduuecKuX pabdoT, HamucaHue pedepaToB, MOATOTOBKA
MPE3EeHTALNM, TOATOTOBKA JOKIAA0B, U Ap.).

9. B rpade Ne§ «KonnuecTBo yacoB» yKa3bIBa€TCsl KOJTUYECTBO YaCOB, OTBEIEHHOE Ha BHEAYUTOPHYIO CAMOCTOSITEIbHYIO paboTy.



2.2. TemaTu4ecKkuil IJIaH U coJep:KaHue YU4eOHOH TUCIUININHBI

HaumeHoBaHue Conep:xanue yuedOHOro marepuana, | Oobe | YpoBeHb No Buja 3aHaTHA BueayautopHas
pa3esioB U TeM JabopaTopHblie padoThI U M OCBOEHMSI | 3aHATHS caMoCTosiTeJIbHAsI padora
NpaKTHYeCKHUe 3aHATHUS, KypcoBasi | 4aco 3aganue Koua-Bo
padora (mMpoeKT) B 4acoB
1 2 3 4 5 6 7 8
Tema 1. Beenenue B Copep:kanue y4eOHOIro MaTepuaa 2
A0V enu, 3amaun, GyHKITUN CITYKOBI 1/1 2 1 Jlexums
JOY.
JIOKyMeHT 1 ero QyHKIHUH. 1/2 2 2 Jlexusg
Knaccudukanus 10KyMeHTOB.
HopmartuBHO-MeToMuecKas 6asa
JOY.
Tema 2. Coaep:xaHue yueOHOro MaTepuaJa 6 1
JoxymeHTHpOBaHuE PexBH3UT Kak 00A3aTENbHBIN DJIEMEHT, 1/3 2 3 Jlexnus CocraBieHue 1
YIIPABJICHYECKOU MPUCYIINN ONIPENEIEHHOMY BUAY [Ipe3eHTaluN
JEATENbHOCTH nokymenTta. [OCT P 6.30-2003
dopmyisip-oOpasern JOKyMeHTa 1/4 2 4 Jlexmmst
Bupl 1 Ha3HayeHHe OJaHKOB.
CocraBiieHHEe PEeKBU3UTOB 1/5 2 5 I13
JOKYMEHTOB.
CocraBiieHHEe PEeKBU3UTOB 1/6 2 6 I13
JOKYMEHTOB.
CocraBienue Gopmyspa 17 2 7 I13
Cocrasjienue Gpopmyspa 1/8 2 8 I13
Tema 3. Cucrema Coaepxanue yueOHOIro MaTepuaa 6
OpraHu3aIOHHO- [ToHsATHE OpraHU3aIIMOHHBIX 1/9 2 9 Jlexmmst
pacropsauTeIbHON JTOKyMEeHTOB. OCHOBHBIE TPEOOBaHUS K
JOKYMEHTAITUH. COCTABIICHUIO OpPTraHU3aIIMOHHBIX
OpraHu3annoHHO- JOKYMEHTOB
IIPaBOBBIE JIOKYMEHTBI Bunsl 1 cTpyKTypa OpraHu3alluOHHO- 1/10 2 10 Jlexuus

B coomeéemcmeuu ¢
mpebosaHuaMuU

IIPaBOBBIX JOKYMEHTOB:
Y4pEIUTEIbHBIN T0IrOBOp, YCTaB,




aeMOHCWlpaL;MOHHOZO
IK3AMEHA no

IITATHOE paclucaHue, JOIKHOCTHBIE
WHCTPYKUUU U OP.

KOMnemeHyuu CocrapiieHre MTaTHOTO PAaCIIUCAHMS 1/11 11 113
«/[oxymenmayuonroe CocraBnenue J0IKHOCTHOU 1/12 12 113
obecneuenue ynpaeienus | WHCTPYKIMU
U apxusosedenuey CocraBiieHHE YIPEAUTEIBHBIX 1/13 13 13
(Mooynw A) JIOTOBOPOB
CocraBiieHne yupeIuTeNIbHbIX 1/14 14 I13
JIOTOBOPOB
Tema 4. Coaep:xaHue y4eOHOro MaTepuaJia 4
Cucrema [TonsiTHE 0 pacnopsAAUTENBHBIX 1/15 15 Jlexuus CocraBnenue
OpraHu3aIMOHHO- noxkymeHTax. OCHOBHbIE TPEOOBaHUS K Ipe3eHTaluU
pacnopsaUTENbHON COCTABIICHHUIO PACTIOPSIUTEIBHBIX
JOKYMEHTAIUH. JOKYMEHTOB.
PacropsiqurenbHbie Buner u crpykrypa pacnopsantensheix | 1/16 16 Jlexuus
JOKYMEHTBI JTOKYMEHTOB: TOKYMEHTBI, U3/JaBaEMbIe
B coomeemcmeuu ¢ B OpraHU3aIUsIX HAa OCHOBAaX
mpedosaHuaAMuU eauHOHaYaIus (IPUKa3kl,
0eMOHCMPAYUOHHO20 pacTiopsHKCHHSI, YKa3aHUS) U
9K3AMEHA NO JOKYMEHTBI, U3/[aBaeMble Ha OCHOBE
KoMnemeHyuu MIPUHATHUS KOJUIETHATBHBIX PEIIeHUI
«/[okymenmayuonnoe (mOCTaHOBIIEHUS, PELLICHHUS,
obecneuenue ynpasieHus | IpOTOKOIBI).
u apxusoseoenuey Cocrasnenne u opopmieHue 1/17 17 I13
(Mooynb A) [PHKA30B, PACIOPSHKEHUHN, YKa3aHUi
CocraBienue u opopmiieHUE 1/18 18 I13
MMOCTAHOBJICHUH, TPOTOKOJIOB
Tema 5. CnpaBouHo- Coaepxanue yueOHOro MaTepuaa 4
uH(pOpMallMOHHbIE [TonsiTre o cipaBo4HO- 1/19 19 Jlexuus
JIOKYMEHTBI MH(POPMAIIMOHHBIX JOKYMEHTAaX.
OcHoOBHBIE TPEOOBaHHS K COCTABICHUIO
OpPraHU3aIMOHHBIX TOKYMEHTOB..
Bunsl u cTpykTypa CrpaBOYHO- 1/20 20 Jlexmmst

MH(POPMAIMOHHBIX JTOKYMEHTOB:




CITpaBKH, C.]'Iy}Ke6HBIe 3aIllMCKH, aKThI U
Ap

CocraBiieHHE pa3IMYHBIX BHJIOB
CIPaBOK U CITY’)KEOHBIX 3aITUCOK JITISt
WH/IMBUYyAIBHO 3aJaHHOTO
NpEAIPUATUS

1/21

21

I13

CocraBnenne PAa3JIMIHBIX BUI0OB aKTOB
1 MPOTOKOJOB I MHAUBUAYAJIBHO
3a1aHHOT'O IPEANTPHUATHUA

1/22

22

I13

Tema 6. CityxeOHBIC
nrchMa

Coaep:xaHue y4eOHOIro MaTepuaJia

CnyxebHble MHCbMa: TPaAULIMOHHBIC U
3JIEKTpOHHBIE. BXxoasmue u
ucxosmue nucekMa. Kinaccudpukanus
CITYyKEOHBIX TTUCEM 10 33JJaHHBIM B
TEKCTE TeMaM.

1/23

Jlexnmsa

bnaHku v peKBU3UTHI ITHACEM.
OCOO6EHHOCTH TEKCTOB IHUCEM.
KoHkypeHTHI ucem: Tenerpamma,
tenedoHorpamma, dakc. Mx
0COOEHHOCTH M CPOYHOCTh
VCTIOJTHEHUSI.

1/24

Jlexuusa

CocraBiieHnEe UCXOASIINX MUCEM JUIS
WHIUBUAYAIBHO 33JJaHHOTO
IpEeIIpPUATHS

1/25

I13

CocraBiieHne BXOJAIIMX MHCEM IS
WHJUBHUYaJIbHO 3aJaHHOTO
NPEAIPUATUS

1/26

I13

Tema 7. Kanpoas
JIOKyMEHTaIus

Conep:xaHue yueOHOro MaTepuaJia

OcHoBHbIe TpeOOBaHUS K 0(OPMIICHUIO
JOKYMEHTAIMH 110 TUYHOMY COCTaBY.
JIoKyMEHTHpOBaHME Mpouecca
JIBYDKEHUS KaJIPOB.

1/27

Jlexmus

Odopmierne pa3IMIHBIX BUIO0B
3asgBiIeHU. OCOOEHHOCTH COCTABICHUS
TPYZIOBBIX KOHTPAaKTOB. [IpaBuia

1/28

Jlexmus
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oopMIIeHUS U BEJCHUS TPYIOBBIX
KHWKEK, JIMYHBIX KapTOUYEK U JeI

Cocragienue pe3toMe, 3aaBICHUN O
MIpUEME U YBOJHEHUE

1/29

I13

Cocrasnenue u opopmiieHHE TIPHKA30B
1o JUYHOMY cocTaBy. OdopmiieHue
KapToyek T-2

1/30

I13

Tema 8. [loroBopHo-
paBoOBast JOKYMEHTAIUs

Coaep:xaHue y4eOHOro MaTepuaJia

OO111e MoJI0XKEeHUs O JOTOBOPE,
HOPMBI, PETYJIIMPYIOIIUE OTAEIbHbIE
€ro BUAbI, OIIPEIEIEHHbIE
I'parxxnanckum konexcom PO.

1/31

Jlexusa

[TonsiTHe mOrOBOpa ¥ OCHOBHBIE €TO
paszzaesnbl. Buabl 10roBopos.
[IpoToKoIbI cornaneHuii ¥ IpPOTOKOJIbI
Pa3HOIIACHUM K JOTOBOPAM.
Hosepennoctu. Kommepueckuii akT u
0COOEHHOCTH €r0 COCTABIICHUS

1/32

Jlexnmsa

OdopmieHue T0roBop, MPOTOKOJIOB
COTJIALICHUH U pa3HOIJIacui

1/33

I13

OdopmiieHne 10BepeHHOCTEMN

1/34

113

Tema 9. [IpeTensnonHo-
HCKOBasA NOKYMCHTALHUA

Coaep:xxaHue y4eOHOIro MaTepuaJia

3aKOHOJIaTeNIbHEIC AKTHI U
HOPMAaTUBHBIE TOKYMEHTHI 110
MPETEH3UOHHO-NCKOBOM
JNOKyMEHTaluu. JOKyMeHTHI,
BXOJISIIIIME B COCTAB NMPETEH3MOHHO-
HMCKOBOW TOKYMEHTAIUH.

1/35

Jlexuusa

[Iperensun, ux BUABI 1 OCOOEHHOCTH
cocraBieHus. TpeboBaHUs K
COCTABJIEHUIO UCKOBBIX 3asBJICHUU.

1/36

Jlexmus

CocraBneHue HpCTCH3Hﬁ n aKTOB

1/37

I13

CocrapiieHre MPETEH3U U aKTOB

1/38

113

Tema 10. JlokyMeHTHI IO

ConepxaHue y4eGHOro MaTepuaJjia
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BHEIITHEOKOHOMUYECKOW | ToBapHbBIE U pacueTHbIE JOKYMEHTHI. 1/39 Jlexmms
JESTEIIbHOCTH CrpaxoBble JOKYMEHTHI.
ToBapHbIE U paCYETHBIE JOKYMEHTBHI. 1/40 Jlekuus
CrtpaxoBble JOKYMEHTHI.
CocraBiieHre TOBaPHBIX U PaCUETHBIX 1/41 113
JTIOKYMEHTOB
CocraBieHre TOBapHBIX U PaCUETHBIX 1/42 113
JTIOKYMEHTOB
CocraBiieHHEe CTPaxOBbIX IOKYMEHTOB 1/43 I13
CocTaBJIeHHEe CTPAaXOBBIX TOKYMEHTOB 1/44 I13
Tema 11. loxymentsl o | Coep:kanue yueGHOI0o MaTepuaa 2
OpTraHMU3aIMH 3aIUTHI [TonsTHEe KOMMEpPUYECKOW TalHBI. 1/45 Jlexuus
KOMMEPYECKOU TAHBI CBeneHus. COCTABIISIIOIINE
KOMMepYECKYIo Tanny. [lopsanok
JIONYCKAa K KOMMEPYECKOW TailHE.
Opranuzanus 000poTa TOKyMEHTOB, 1/46
COJIepKaIIMX KOMMEPYECKYIO TalHY.
Tema 12. Coaepxanue yueOHOIro MaTepuaa 6
KomnbrorepHbie HopMmartuBHbBIE TOKYMEHTHI, 1/47 Jlexnsa
TEXHOJIOTHH B 3aKPETISIONINE SJIEKTPOHHOE
JIOKYMEHTAIMOHHOM JICIIOTIPOU3BOJICTBO.
obecrnieueHnu BBoJ TekcTa B TOKyMEHT
YIIPABJICHMUS. Odopminenue Ipyrux peKBU3UTOB. 1/48 Jlexums
Cosnanune 10KyMeHTa B ITedats noxymenTa. CoxpaHneHue
MS WORD JIOKYMEHTA.
CocraBneHue pa3auyHbIX BUIOB 1/49 I13
nokymeHnToB Ha [IK 8 MS WORD,
BBIBEJICHHE WX HA MEYaTh.
CocraBneHue pa3auyHbIX BUIOB 1/50 I13
nokymeHToB Ha [IK 8 MS WORD,
BBIBEJICHHE X HA MEYaTh.
Odopmienne nokymeHTa B MS 1/51 I13
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WORD.

Odopmnenne nokymeHTta B MS
WORD.

1/52

I13

Tema 13. Co3ganue
JIOKYMEHTA TPH TTOMOIITH
DIIEKTPOHHOHN TaOIHIIBI
Excel

Coaep:xaHue y4eOHOIro MaTepuasia

Co3zanue TOKyMEHTA IIPH ITOMOIIU
anekTpoHHOU Tabmuiel Excel. BBoa
JTaHHBIX B Ta0mIy. PopMaTupoBaHue.
BBIBGI[CHI/IC I[OKyMeHTa Ha 11e4arThb.

1/53

Jlexusa

Co3zanue TOKyMEHTa IIPH ITOMOIIU
anekTpoHHoU Tabmuiel Excel. BBoa
JaHHBIX B Ta0nuily. DopMaTupoBaHue.
BI)IBGI{CHI/IG I[OKYMGHTa Ha 11e4arThb.

1/54

Jlexusa

Co3maHue TOKyMEHTa IPU TOMOIIU
anekTpoHHOU Tabmuiel Excel.

1/55

I13

Coznanue 10KyMEeHTa IPpU [TOMOIIHU
a7eKTpoHHOM Tabnwmiel Excel.

1/56

I13

Tema 14.
J1okyMeHTOO0O0POT.
ITopsanok npoxoxaeHust
BXOJISIIMX, UCXOASAIINUX U
BHYTPEHHHUX JIOKYMEHTOB

Coaep:xaHue yueOHOro MaTepuaJia

10

CocraB u yuer o0béMa
JOKYMEHTO000pOTa OpraHU3allH.
OcCHOBHBIE 3Talbl JOKYMEHTO000pOTa
npennpusaTus. [lopsiok npoxoxaeHus
BXOJAIIMNX, UCXOASIINX U BHYTPEHHUX
JJOKYMEHTOB.

1/57

Jlexnmsa

CocraB u yuer 00béMa
JTOKyMEHTO000pOTa OpraHNu3aIHH.
OcCHOBHBIE 3Talbl JOKYMEHTO000pOTa
npeanpusTs. [lopsaok npoxoxaeHus
BXO/JISIINX, UCXOJAIINX U BHYTPEHHUX
JOKYMEHTOB.

1/58

Jlexmsa

Pabora c nmucbmamu 1 oOpaleHusIMu
rpaxaaH. @opMbl ¥ MOPSATOK
perucTpamnuu J0KyMEeHTOB.
Nupekcanust JOKyMEHTOB.

1/59

Jlexnsa

Pabora ¢ nucbmMamu 1 oOpalieHus MU

1/60

Jlexmus
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rpaxaaH. @opMbl U MOPAIOK
perucrpauyu JOKYMEHTOB.
WNnnekcanust JOKyMEHTOB.

O6paboTKa BXOASAIINX TOKYMEHTOB 1/61 I13
O06paboTKa BXOIIINUX JOKYMEHTOB 1/62 I13
O6paboTKa UCXOSIINX JOKYMEHTOB 1/63 I13
O06paboTKa UCXOANINX JOKYMEHTOB 1/64 I13
O0paboTka BHYTPEHHUX JOKYMEHTOB 1/65 113
O6paboTka BHYTPEHHUX JTOKYMEHTOB 1/66 113

Tema 15. Coaep:xaHue yueOHOro MaTepuaJia 8

CucremaTu3zanus Cucremaru3zanus TOKyMEHTOB KaK 1/67 Jlexuus

JOKYMEHTOB H X IPYyNITUPOBKA UCTIOTHEHHBIX

XpaHeHue JIOKYMEHTOB B JIeJia

B coomeemcmeuu c Cucremaru3zanus JOKYMEHTOB Kak 1/68 Jlexmus

mpeb608aHuaMU IPYNITUPOBKA UCTIOITHEHHBIX

0eMOHCMPAYUOHHO20 JOKYMEHTOB B JieJia

IK3amena no dopMupoBaHUE TOKYMEHTOB B JIela. 1/69 Jlexuus

Komnemenyuu Howmenxkiarypa aen kak

«doxymenmayuonnoe CUCTEMaTU3UPOBAHHBIN NIEPEUEHD J1E]1

obecneuenue ynpaenenust opranusanuu, opoOpMIIEHHbBIN B

u apxusosedenuey YCTaHOBJICHHOM TOPSIIIKE

(Mooyx D) dopMupoBaHuEe JOKYMEHTOB B JIeJia. 1/70 Jlexums
Homenknarypa aen kak
CHCTEMAaTH3HPOBAHHBIN TIEpEUEHb JIeI
opranuzainuu, ohOpMIICHHBIN B
YCTaHOBJICHHOM TTOPSIJIKE
TpeboBanust K GopMUPOBaHUIO JEIT 1/71 Jlexnus
TpeboBanust kK GopMUpOBaHHIO JEIT 1/72 Jlexuus
®opmupoBaHus JOKYMEHTOB B Jiea 1/73 I13
cornacHo Homenknarype nen
@opMHpOBaHUs TOKYMEHTOB B J€JIa 1/74 113
cornacHo Homenknarype nen

Tema 16. ITonroroska Cojaepixkanue yueOHOro MaTepuaJa 6
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JIeN K TIOCIIeTYIOIIeMY DKcnepTr3a eHHOCTH TOKYMEHTOB, 1/75 Jlexmus
XPaHEHUIO MeTouka e€ npoBeacHus. CocTaB u
B coomeemcemeuu ¢ (YHKIIUHU SKCIIEPTHON KOMUCCHH.
mpebosaHusMU DKcrepTu3a eHHOCTH IOKyMEHTOB, 1/76 Jlexuus
0eMOHCMPAYUOHHO20 MeToiKa e€ nposeaeHus. CocTaB U
OK3aMeHd No (YHKIIUU SKCIIEPTHOW KOMHUCCHH.
KoMnemeHuuu XpaHeHue JeN B TEKyIeM 1/77 Jlexims
«/{okymenmayuonuoe nenonpou3BoacTee. OCHOBHBIC
obecneuenue ynpaeienus | MOHATHA 00 apXUBHOM XPaHEHUH.
U apxugoseoenuey Ilepenaya nen B apXuB.
(Mooynws D) XpaHeHue el B TEKYIEM 1/78 Jlexrust
nenornpoun3BoicTBe. OCHOBHBIE
MOHATHS 00 apXMBHOM XpaHCHHUH.
Ilepenaya nen B apxus.
CocTaBUTh TOKYMEHTHI 00 UTOrax 1/79 I13
TIPOBEPKHU eI
CocTaBUTh TOKYMEHTHI 00 UTOrax 1/80 I13
TIPOBEPKHU eI
KoncyabTanumn 2
IIpomexyTouHas aTTecTAlMA - 6
IK3aMeEH

O0BéM o0pa3oBaTebHOI Harpy3ku — 90 yacos y4eOHOIi Harpy3ku BO B3aHMO/eliCTBHM C npenoaaBarejeM — 88 yacos

CaMOCTOSITe/ILHOI padoThl — 2 yaca
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3. YCJIOBUSI PEAJIN3AIINU PABOYEN ITPOI'PAMMBI YYEBHON
JANCIHHUITIJINHBI

3.1. TpeGoBanuss K MHHHUMAJIBHOMY  MATEPHAJIbHO-TEXHHUYECKOMY
o0ecreyeHn 10

Peanmuzanust pabodeit mporpaMmbl y4eOHOM JUCIUIUIMHBI TpeOyeT Haludus
CTaHJapTHOTO y4eOHOro KaOuHeTa.

OobopynoBanue yueOHOro KaduHera:

- IOCAJI0OYHBIE MECTA MO KOJUYECTBY 00YUaIOIINXCS;

- pabouee MecTo mperoaaBaTes;

-0a30BBId  KOMIUIEKT MOOWJIBHOTO MHOTOBAaPHAHTHOTO  MYJIBTUMEIUHHOTO
00pa30BaTeILHOTO KOMIUICKCA;

- CKaHep;

- IPUHTED.

TexHuveckue cpeacTBa 00yyeHus :

- IEMOHCTPALIMOHHBIN KOMILJIEKC B COCTABE:

- DKpaH,

- IPOEKTOp «ACEI;

- KOMIIBIOTEP JJISI TIPEnoaBaTersi.

3.2. UudopmanmnonHoe odecnevyenne 00ydeHmst

Ilepeyenb pekoMeHyeMbIX Y4eOHBIX U3AHUI

1)  AsrokpatoB, B.H. Teoperudeckne mpoOIeMbl OTEYECTBEHHOTO
apxuBoBenenus / B.H. ABtokparos.- M., 2019.

2) AnekceeBa, E.B. ApXMBOBEIUECKHE ACHEKTHI B JEIOMPOU3BOACTBE:
’KcrepTU3a HeHHocTH JokymeHToB / E.B. AnekceeBa, JL.II. AdanacseBa, E.M.
bypoga, I'.A. Ocuukuna // Cekperapckoe aeno.- 2018.- Nel.- C. 79-83.

3)  AnckceeBa, E.B. HayuHble OCHOBBI OLICHKH W OTOOpa JTOKYMEHTOB/
E.B. AnekceeBa, JL.II. AdanaceeBa, E.M. byposa, I'.A. Ocuukuna //
HenonpousBoactso.- 2018.- Ne 1. - C. 98-102.

4)  AnekceeBa, E.B. HopmaruBHO-MeTOmMYecKHe  IMOCOOMS IO
HKCIIEPTHU3E IEHHOCTH JoKyMeHTOB: niepeunu / E.B. Anekceea, JI.II. Adanacnena,
E.M. Bypoga, I'.A. Ocuukuna //JlenonpounsBoctso.- 2018.- Ne 2. - C. 85-92.

5)  Amnapeesa, B.M. Jlenonpou3BoacTBo: mpakTuyeckoe mocodue / B.U.
Anppeesa. - M.:2021.

6)  ApxuBoBeacHue: yueO. mocodue.- [Tensa, 2018.

7)  Apxunosa, T.I'. [Ipobnema 3kcriepTH3bI IEHHOCTH JTOKYMEHTOB "Bek
HeiHeHUH 1 Bek munyBimin" / T.I'. Apxumoa/ Cekperapckoe neno.- 2018.- No 1.

8)  AdanaceeBa, JLII. HMHpopmalMOHHBIE TEXHOJOTMH B apXHBax:
KOMIUIEKTOBAaHME W JKCIepTh3a ILeHHOoCTH nokyMeHtos/ JLII. AdanacseBa //
Cexkperapckoe aeno. - 2018. - Nel. - C. 86-90.

HNuTepHeT-pecypcebl:
9)  https://www.sekretariat.ru/article/210940-9qg-17-m6-ekspertiza-
tsennosti-dokumentov
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10) https://eos.ru/eos_delopr/eos_delopr_intesting/113/15906/

11) https://www.permarchive.ru/index.php?page=ekspertiza-tsennosti-
dokumentov

12) http:/ www. garant.ru — I'apanT;

4. KOHTPOJIb 1 OHEHKA PE3YJIBTATOB OCBOEHUS

JAUCHUTIJINHBI
KoHTponms u oIleHKa pe3yiabTaToB O

CBOCHHUS JHUCHUIINIMHBI OCYIICCTBIIACTCA

npenojaBaTesieM B IIPOIIECCE MPOBEACHUS MPAKTUYECKUX 3aHATUM.

PesyabTaTsl 00yyeHus
(ocBOEHHBbIE€ YMEHMSI, YCBOCHHbIE 3HAHMS)

@DopMbI U METOAbI KOHTPOJISI U OLIEHKHU
pe3yJbTaToB 00y4YeHus

3HATH:

3aKOHOJAaTCJIILCTBO B o0OnacTu BCACHUA
,I[OKYMGHTOO60pOTa H apXHUBHOI'O JIC€JIa,

NPaKTHYECKHE 3aHATHUS, BHEAYIUTOPHAS
camocrosTelbHas paboTa

IMPUHLOUIIBI OpTraHu3alun ACJIOIMPOU3BOJACTBA B
YUPCIKACHUN

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

IMpaBOBBIC W HOPMATHBHBLIC OCHOB BCIACHUA

MMPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta

JIOKYMEHTO000pOTa, COCTaBJICHUS u
oopmienus OCHOBHBIX BUJIOB
YIPABJICHYECKOMN TOKYMEHTALINH;
IPAaKTUYECKHUE 3aHATH, BHEAYAUTOPHAs
yHUOQHUIMPOBaHHBIE ~ (QOPMBI M METOJBI | CAMOCTOSATENbHAsE paboTa

odopMIIeHUS TOKYMEHTAIIUN

mpaBujia TCKYIICTO XpaHCHUA JOKYMCHTOB

NPAaKTUYECKHUE 3aHATH, BHEAYAUTOPHAs
camocTosiTelIbHas paboTa

MMOATOTOBKY AOKYMCHTAUWU JIA JJIUTCIBHOI'O
XPAaHCHUSA

NPAaKTUYECKHUE 3aHATH, BHEAYAUTOPHAs
camocrosiTelbHas paboTa

OCHOBHBIE TpeboBaHuUs 00ecrevyeHnIo
COXPAHHOCTH JIOKYMEHTOB B apXHBE, MOPSIOK
BBIZIAYH JIETT

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
CaMOCTOATCIIbHAA pa60Ta, TCCTOBBIC 3aJaHUA

YMmerTh:
pa3pabaTeiBaTh  JIOKAlbHbIE  HOPMATHUBHBIE | IPAKTHUECKUE 3aHATHS, BHEAYTUTOPHAS
AKTBI u HOPMAaTHUBHO-METOJMYECKUE | CAMOCTOsITeNIbHAs paboTa

JOKYMEHTHI (TIOJIOKEHHS, HHCTPYKIIUU U Ap.)
10 BEJICHUIO JIEJIONPOU3BOACTBA

rPaMOTHO COCTAaBUTh WIU O(DOPMHUTH TOT WU
WHOM CITYKEOHBIN TOKYMEHT

NPAaKTUYECKHUE 3aHATH, BHEAYAUTOPHAS
camocTosiTellbHas paboTa

COCTaBJIATH, YUHUTHIBATb, XPaHHUTh,
OpraHW30BBIBATH  3alUTy W  Mepenady
CITy’KeOHOH " KOH(HICHIIMATIBHON
JOKYMEHTAITUU B COOTBETCTBUU C
TpeOOBaHUSMH JOKYMEHTOO0OpOTA

MPAaKTUYECKHUE 3aHATH, BHEAYAUTOPHAs
camocrosiTelbHas paboTa

paboTath C YHUBEpPCAJIbHBIMU TAKETaMH

MPAKTUYCCKUC 3aHATHUSA, BHCAYAUTOPHAA
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NPUKIAHBIX ~ IpOrpaMM  JUIi  PEHICHUS
yIpaBJIEHYECKUX 3aj[ad, MCIIOJIb30BaTh IS
OpraHM3aliK, XPaHEHHUs, TOUCKA U 00padOTKH
UHPOpPMALIUK CHCTEMBI YIpaBleHHUA Oa3amu
JTAHHBIX

CcaMOCTOsITeNIbHas paboTa

dbopMUPOBaTh W XPAHWUTH Jiea, YUUTHIBATH U
OCYILIECTBIIATh ~ Tepenady JOKYMEHTOB B
COOTBETCTBUU c HOPMAaTHUBHBIMHU
TpeOOBaHUSIMU

MPAKTUYCCKUC 3aHATHUS, BHCAYAUTOPHAA
CaMOCTOATCJIbHAA pa60Ta
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